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When the application is first deployed to your regional center, you will 
want to customize the way it looks with your own logo and pertinent 
information. The launch page will be the first screen a visitor will see 
upon linking to the eBilling application. 

 

rclogin.jpg 

frame.html 



Your regional center logo should be trimmed to about 400 pixels wide 
by 60 pixels high to fit in the banner area. The rclogin.jpg file will be 
put in the IFS of your i5: File Systems/Integrated File 
System/Root/www/zendsvr/htdocs/ebilling/public/images/logos/rclogi
n.jpg   

 
The news area is an html file called frame.html. This will be whatever 

information you want your vendors to see when they first log on to 
the application. Customize it with colors and fonts, links and images 
to make it most useful and eye-catching. This file will go in the IFS in 
the following location: File Systems/Integrated File 
System/Root/www/zendsvr/htdocs/ebilling/public/frame.html. Any 
related links or documents can live in the public folder as well. 



You will edit both of these files on your PC before copying them to the 
IFS. 

 



Note: to sort contents into alphabetical order in the IFS, click on the “Name” 
column header. 





The Support Contacts link at the top of both the launch page and the 
login page will point to a regional center maintainable html in the 
public folder of the IFS called supportcontacts.html. You can use this 
for more specific contact information you want to relate to your 
vendors. 



  





The first thing you will see is your Dashboard. Navigation is arranged in 
a series of tabs and subtabs, with several links. All users will see a 
variation of this dashboard when they sign in, with user role 
determining available content. Users with lower levels of authority 
will not see all the tabs that the RC Admin user will have accessible. 

As RC Admin, you do not need to have any service provider numbers 
(SPN’s) assigned, because you will have access to all vendors in 
the UFS PVNDOR file. This is also true for the RC Supervisor role. 
The list of available vendor numbers, or SPN’s, is refreshed nightly, 
with an option to refresh on demand using the Data Transfer subtab 
on the Administration tab. 





Service Provider Selection can be done with as few as three characters 
as a “wild card” search. 

Selecting one of the SPN’s from the search result will bring that service 
provider into focus for any vendor specific activity on the Invoices or 
Payments tabs:  



The subtabs on the Home tab are Dashboard, My Profile, and TAI 
Spreadsheet Transfer. The Profile subtab will show information 
specific to the logged in user, and will be where all users should first 
stop to change passwords and update any information not grayed 
out. 

All users will be required to change their password every 
90 days. 





As a regional center administrator, it will be your responsibility to 
perform user maintenance for regional center staff (RC Supervisor 
and RC Analyst user roles) as well as vendor staff. Vendor staff 
roles are broken down as follows: 
 Vendor Administrator, who can maintain vendor users with less 

authority: 
 Vendor Supervisor 
 Vendor Staff 
 Vendor Staff – No Payment Access 

Ideally, the only member of the vendor organization you should have to 
set up would be the Vendor Administrator. You will need to make 
sure to assign all SPN’s for that vendor to that user, because these 
will be the only SPN’s available for the Vendor Administrator to 
assign to the rest of the vendor staff. 



The difference between the Vendor Supervisor and Vendor Staff roles 
is that the Vendor Supervisor will be able to push the Submit button 
on invoices. Some vendor organizations require this separation of 
duty. 

The subtabs available on the Administration tab are Users, Add User, 
Role Assignment, System Values, and Data Transfer. 

To search for existing users, enter as much or as little information as 
you want to use in any of the boxes on the Search Users screen. To 
display the entire database of users, press the Search button 
without entering any search criteria. The default is to display 
enabled users only. 





The default result list displays the users in order by First Name. Click 
on any of the column headings to change the sort order. Clicking a 
column heading a second time will switch the sort from ascending to 
descending, as shown in the following screen, where I’ve selected 
all users in this database, sorted descending by Role: 





To maintain an existing user profile, click on the Edit           button on 
that user’s line. All user data is updatable except for the User Name 
and Password Expiration date. 

To deactivate a user, uncheck the Enabled status box. 
Press the Update button after making your changes. 





To assign (or unassign) SPN’s to the user, click the Assign SPN button. 
As before, Service Provider Selection can be done with as few as 
three characters as a “wild card” search. If you key in all six 
characters of a valid vendor number, the Assign button will appear 
and you’ll need only press Enter to add that SPN to the list of 
Assigned service providers displayed on the right. 

To remove a previously assigned SPN, click on the entry in the list on 
the right and click the Remove Selected SPN’s button. 

When you’ve finished selecting the appropriate SPN’s for this user, 
click Save. You will be returned to the User Profile page, where you 
can continue editing the user or click Close. 

 





The Add User subtab will enable you to add users to the system with 
role assignments with authority levels less than your own. The 
default is “Reader”, which allows the user to view information only. 

Required information is indicated by a red asterisk. User Names can 
consist of alphanumeric characters and underscores only. No other 
special characters are allowed. The security policy in effect at your 
regional center should be observed in the assignment of passwords. 

Once you’ve entered as much information as desired, press Add, and 
you will be taken to the SPN assignment screen. 





The Role Assignment subtab will help in making more wholesale role 
assignments. The dropdown box at the top of the screen indicates 
which role level you’re working with. As RC Admin, you’ll be able to 
assign roles to authority levels of RC Supervisor and below. The list 
of users on the right shows those users already assigned the given 
role, and the list on the left shows all users in the system, with a 
search box by Last Name. As you enter search criteria, the list of 
available users narrows to match the given character(s).  

Standard item selection rules apply – shift/click a range for contiguous 
users, or ctrl/click to select non-contiguous user names. Once 
selected, click on Assign to apply the role assignment. 





Further regional center customization will need to be done on the 
System Values subtab. 

 
Bulletin Posts are a handy way of communicating with users. These 

messages are displayed when a user logs in. You can edit or delete 
an existing bulletin, or add a new message. Standard font editing is 
available in the text entry box at the bottom of the screen. When 
you’re finished creating your new message, click on Add Bulletin.  





You’ll want to work with your RC Administrator or his surrogate to 
determine which, if any, service codes you want to assign to allow 
invoicing over the authorized amount. 



The next two check boxes will also be covered in greater detail in the 
POS and Invoicing training and documentation: 

 



When a user clicks on an email icon      , their default email program 
will populate the recipient field with the email information entered in 
the RC Contact email area. If there are multiple email contacts for 
your regional center, separate the email addresses with a 
semicolon. 

 



The holiday calendar can be updated to reflect regional center-specific 
holidays. The holidays shown in red are preset by the Department. If 
your regional center requires additional holidays, click Add Holiday, 
and an entry will be added at the bottom of the list. Click on the date 
to bring up a calendar pop-up and select the desired date. Then 
change “CUSTOM HOLIDAY’ to be something more appropriate. 

 
When you’re done with the Application Configuration customizations, 

press the Save button at the bottom of the page. 



  



To refresh the list of available SPN’s on 
demand to reflect vendors added to UFS 
since the previous night’s process, click 
on Update Vendor Information. 



Thanks from your Application Support Team 
ast@dds.ca.gov 
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