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INTRODUCTION

This guide was created for childcare providers to explain and demonstrate the common tasks you can perform
on the Early Childhood Services Best Beginnings Child Care Provider Portal.

Tasks that can be performed in the Provider Portal are as follows:
1. Change your Provider Portal Password
2. Change your Provider Portal Email
3. Provider Rights and Responsibilities
= Sign the Rights and Responsibilities if you are taking Best Beginnings Child Care
Scholarship Children
= View the Rights and Responsibilities document once it has been signed
4. Online Invoicing
= Decide to participate in online invoicing
= Decide to no longer participate in online invoicing
5. Search for, View and Submit invoices online (Must be participating in online Invoicing)
Search for and View Statement of Payment (SOP) online (Must be participating in online Invoicing)
7. Sign up to receive email alerts when: (Must be participating in online Invoicing)
=  The submittal period for an invoice will expire in 15 days.
= A child's authorization for coverage will expire in 15 days.
= A child's authorization for coverage will expire in 3 business days.
8. Assign staff the ability to:
= View Invoices and the status of invoices
=  Enter attendance details on Invoices (ONLY DIRECTORS can submit invoices)
= View Statements of Payment (soPs)

»

NAVIGATION TIPS

1. Do NOT use the Web Browser to Navigate

e This includes the Forward and Backauttons
2. Use the Menu selections in the Portal to Navigate

e Provider

e Search

e Account Maintenance
e Home

e Help

e logout

‘ ; DO NOT use web browser
& https;//webapp-testhhs. O ~ @ © || & Best Beginnings Childcare ... L] E to navigate

- o - - A Home © Hel G Logou
Best Beginnings Childcare Provider Portal " e oo T
Provider = Search « Account Maintenance ~ Welcome . Tezpldle . 1o navigate
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SIGNING ON

Follow the steps below to get a sign on to the provider portal

1 Open your web browser (i.e. Internet Explorer).

Chrome Firefox Internet Explorer

2 Access the Best Beginnings Provider Portal:
- The URL is located at https://webapp.hhs.mt.gov/CCUBSProviderPortal/

Best Beginnings Childcare Provider Portal

Login
User ID
Forgot password?
@ Provider Portal User Guide &'
Password

This computer system is the property of the State of Montana and is subject to the use policies located at: httpy//mom.mt.gov (. This computer system may contain
sensitive U.S. and State government information and is limited to authorized personnel only. Authorized personnel may inspect any uses of this system. By using this system,
the user consents to such inspection at the discretion of authorized personnel, Unauthorized access is a violation of state law 45-6-311, MCA, and prohibited by Public Law
99-474 Title 18, United States Code, Public Law 99-474 and Chapter XX, Section 1030. Unauthorized use of this system may result in disciplinary action, civil and criminal
penalties. Federal punishment may incude fines and imprisonment for not more than 10 years, or both, By using this system you indicate your consent to these terms and
conditions of use, Log off immediately if you do not agree to these conditions.

May 05, 2020 05:11:07 MDT Version 1.0

ONLINE SERVICES DPHHS CHILD CARE LICENSING PRIVACY & SECURITY ACCESSIBILITY CONTACT US M O N TA N A G OV

OFFICIAL STATE WEBSITE

3. Type your PS number in the Username field.

8 Best Beginnings Childcare Provider Portal

Login

User ID
PS123456 Forgot password?
=
@ Provider Portal User Guide G
Password
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http://dphhs.mt.gov/CCUBS

4. Type your password in the Password field.

Note: Check the “Unmask this password” checkbox to cause the characters to
display on the webpage after you typed them, as shown below, to verify
they are correct.)

[ Best Beginnings Childcare Provider Portal

Login

User ID

Forgot password?
P5123456 gore

© Provider Portal User Guide G2
Password

I..'..I..I'l

5. Press Enter (or click the Login button) on the Sign In page.
[ Best Beginnings Childcare Provider Portal

Login

User ID

Forgot password?
P5123456 gotp

@ provider Portal User Guide 7
Password

'..I..'..I-I

If incorrect login information is entered, this message will display.

B8 Best Beginnings Childcare Provider Portal

Login

@ Access Denied: Login failed x
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REQUESTING A NEW PASSWORD

How will you get your new password?

e By Email: If you have a Provider Portal email address on file with the Child Care Resource and Referral
(CCR&R) a new password will be emailed to you. You should receive your new password within 30
minutes. Check your JUNK or SPAM box.

e By Postal Mail: If you do not have a Provider Portal Email address on file with the Child Care Resource
and Referral (CCR&R) a new password will be mailed to you through the postal service. This may take a
couple of days

e UNSURE? If you are unsure if you have a Provider Portal Email on file please call your CCR&R and ask if
you have a Provider Portal Email address on file.

If you do not you can ask them to add a Provider Portal email address.
You can also verify what Provider Portal email address they have and update it if needed.

Follow these steps to get a new password.
1 Open your web browser (i.e. Internet Explorer).

Chrome Firefox Internet Explorer

2. Access the Best Beginnings Provider Portal:
- The URL is located at https://webapp.hhs.mt.gov/CCUBSProviderPortal/

B8 Best Beginnings Childcare Provider Portal

Login
User ID
Forgot password?
© Provider Portal User Guide &
Password

This computer system is the property of the State of Montana and is subject to the use policies located at: httpz//mom.mt.gov (. This computer system may contain
sensitive LS. and State government information and is limited to authorized personnel only, Authorized personnel may inspect any uses of this system. By using this system,
the user consents to such inspection at the discretion of authorized personnel. Unauthorized access is a violation of state law 45-6-311, MCA, and prohibited by Public Law
99-474 Title 18, United States Code, Public Law 99-474 and Chapter XX, Section 1030. Unauthorized use of this system may result in disciplinary action, civil and criminal
penalties. Federal punishment may indude fines and imprisonment for not more than 10 years, or both. By using this system you indicate your consent to these terms and
conditions of use, Log off immediately if you do not agree to these conditions.

PRIVACY & SECURITY ACCESSIELITY O GT LIS M O N TA N A ) G OV

OFFICIAL STATE WEBSITE
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http://www.dphhs.mt.gov/CCUBS

3. Click on the Forgot Password? link on the Sign In page.

E8 Best Beginnings Childcare Provider Portal

Login

UserID
Forgot password?
P5123458

© Provider Portal User Guide (&

Password

m Cancel

4. Enter your Username (PS#) and your PV# (Provider Number)
B8 Best Beginnings Childcare Provider Portal

Request Password

User ID
P5123456

Provider ID

‘ Py234567] x

‘ Request New Password ' Cancel
~—

5. Click the Request New Password button.

6. Confirmation of New Password
e You will receive confirmation of your password being reset, and if it will be sent via email
or postal mail (see above for how you will receive your password

E8 Best Beginnings Childcare Provider Portal

Request Password

Request was successful: A new user password will be created and sent to you. x

Since you do have an email address entered for your account, your new password has been emailed to the address below, for your
convenience.

Please note:

While your reset email has already been sent, not all user email applications refresh or update immediately. Plezse allow up to 30
minutes for delivery of your email. Also be aware, that some email applications may identify the system generated email as junk mail and
redirect it to your Spam o Junk mail folder.

Return to Login Page

7. Look for an email if being sent that way
e Make sure to check your JUNK or SPAM folders

Bt |0 @ |From To Subject Received » In Folder|Size  |C)¥
~ Today
noreply@web.hhs.mt.gov + Your New Provider Portal Pass... Tue 5/5/2020 3:34 PM Inbox 7KB
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CHANGING YOUR PASSWORD

Click the Change Password/Email button, available at the top of pages such as the
Provider List.

[ Best Beginnings Childcare Provider Portal

Provider ~ Search - Account Maintenance -
. Change Password
Provider Di e 3

This window is displayed:

[ Best Beginnings Childcare Provider Portal

Provider ~ Search - Account Maintenance -

Change Password

Current Password

Mew Password

Confirm Mew Password

!»@ Cancel

1. Click in the Current Password field and type your current password

2. Tab to (or click in) the New Password field and type your new password. Remember,
passwords cannot include spaces.

3. Tab to (or click in) the Confirm New Password field and type your new password again.

4. Click the Submit button.
You will see a message at the top of the page that shows “Your changes have been saved.”

2 Best Beginnings Childcare Provider Portal

Provider ~ Search ~ Account Maintenance ~

? Save was successful: Your changes have been saved.
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ENTERING/UPDATING E-MAIL ADDRESSES

On the Menu at the top of the page, select “Account Maintenance” then select “Change Password”

B8 Best Beginnings Childcare Provider Portal

Provider - Search - Account Maintenance -~

Change Password

Provider Digamem >,

This window is displayed:
If the system has an email address for you, it will display in the “Email Address” field. If there is no email
address on file the “Email Address” field will be blank

ftHome @Help > logout

B8 Best Beginnings Childcare Provider Portal

User Id PS|

Provider ~ Search ~ Account Maintenance +

Change Email

User ID Name Email Address

PS @yahoo.com

Update Email Address

Email Address

S

Confirm Email Address

S

=), [

1. Inthe Update Email Address section, click in the Email Address box and type your
email address.

2. Tab to (or click in) the Confirm Email Address box and type your email address again.

3. Press Enter (or click the Submit button).
You will see a message at the top of the page that shows “Your changes have been saved.”

2 Best Beginnings Childcare Provider Portal

Provider ~ Search ~ Account Maintenance ~

? Save was successful: Your changes have been saved.
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VIEWING/UPDATING ONLINE INVOICING PARTICIPATION - DIRECTORS ONLY

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities

A Home @ Help  Logout

[ Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
P + No Action Required
PV + Mo Action Required
P + Mo Action Required
PV « Mo Action Required
Py + Mo Action Required
PV + Mo Action Required
P « No Action Required
PV * Mo Action Required

Showing 1 to 3 of B entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility

ftHome ©Help C>logout

[ Best Beginnings Childcare Provider Portal

Welcome e User Id PS/#%

Provider ~ Search ~ Account Maintenance ~

Provider Dashboard

Provider Name Provider ID
Child Care PV
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

Vview or Update Current Invoices SOPs by Month & Archived Documents
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1 START HERE If... You are the Director of Multiple Facilities.

Click on the Provider/Facility Name in the Provider/Facility Name List.
e You will be taken to the Provider Dashboard seen in Step 2.

. . . . A Home 8 Help G+ Logout
[ Best Beginnings Childcare Provider Portal
Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
Py + Mo Action Required
PV = Mo Action Required
WWWMWM
e T e 'WW““W' R i
Py = Mo Action Required
Py = Mo Action Required
PV

= Mo Action Required

Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility

From the Provider Dashboard there are 2 ways to access the Online Invoicing Participation page

e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider
e Select Online Invoices Participation

Option 2: in the “Online Invoicing Participation” Section (Red Square & Circle)

e Select “Select or Update Your Participation”
[ Best Beginnings Childcare Provider Portal Atioma tiee

Provider v Search ~ ‘Account Maintenance v

Welcome s . i User Id PS

Provider Dashboard
-
Online Invoices Participation 9 oard

Invoices & SOPs

Email Notifications Provider ID

i Child Care PV .
staff Portal Access

Provider Rights & Responsibilities Agreement

Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Staff Portal Access

Invoices & SOPs

Current Invoice Status

Update Access
No Action Required
View or Update Current Invoices SOPs by Month & Archived Documents

Note: Online Invoicing Status for the Facility will be displayed in the Online Invoicing Participation Section.

It can be seen above (yellow highlight) that this facility is “Not Using Online Invoicing”
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3a. Opting IN:
e In the “Online Invoicing Participation” section Mark the checkbox that is prior to the
statement “Yes, this provider would like to participate in Online Invoicing” (Red Square)

e Click the “Begin Online Invoicing” button (Red Circle)
8 Best Beginnings Childcare Provider Portal

ftHome  @Help  CLogout

Provider ~ search - Account Maintenance ~ Welcome I User Id P

Online Invoicing Participation

bessbia 4 %l Wb w Child Care - PV 1 1%
When a provider elects to participate in Gnline Invoicing, from that moment in time forward any invoices that are created by the CCUES system will only be available online and will not be printed and mailed to the provider. Any paper invoices the provider has already received (or may receive in the mail in
the next few days), will need to be completed and returned by mail.

Should a provider elect to no longer participate in Online Invoicing, from that moment in time forward, any invoices created by the CCUBS system will be printed and mailed to the provider, and will require the provider to complete and return each invoice document by mail. Any online invoices not yet
submitted by the provider, will need to be completed and submitted online.

Should you have any questions, you may contact Ms. Best Contact at 555-555-5555 for further assistance.

Please note: Provider invoices are generated by the CCUBS system each everiing and a provider's participation in Gnline Invoicing dictates whether an invoice will be printed and mailed to the provider or made available to the provider online. Therefore a director may ot change @ provider's Online Invoicing
participation between the hours of 6:30 P.M. and 12:00 A.M.

1 es, this provider would like to participate in Online Invoicing.

‘The most recent disenrollment began on Tue Jun 09 14:57:41 MDT 2020.

e A confirmation message at the top of the page will be received. (Red Circle)
“Save was successful: You have now been enrolled in Online Invoicing”

# Home OHelp ©Logout

B Best Beginnings Childcare Provider Portal

Welcome User Id PS.

Provider ~ Search - Account Maintenance ~

< Save was successful: You have now been enrolled in Online [nvoicmg) x

Online Invoicing Participation

Child Care - PV &

When a provider elects to participate in Online Invoicing, from that moment in time forward any invoices that are created by the CCUBS system will only be available online and will not be printed and mailed to the provider. Any paper invoices the provider
has already received (or may receive in the mail in the next few days), will need to be completed and returned by mail.

Should a provider elect to no longer participate in Online Invoicing, from that moment in time forward, any invoices created by the CCUBS system will be printed and mailed to the provider, and will require the provider to complete and retumn each invoice
document by mail. Any online invoices not yet submitted by the provider, will need to be completed and submitted online.

Should you have any questions please contact your local Child Care Resource and Referral Agency. Contact information can be found on the Early Childhood Services Bureau website at https://dphhsmt.gov/hesd/ChildCare/ChildCareResourceandReferral .

Please note: Provider invoices are generated by the CCUBS system each evening and a provider's participation in Online Invoicing dictates whether an invoice will be printed and mailed to the provider or made available to the provider online. Therefore a

directar may not change a provider’s Online Invoicing participation between the hours of 6:30 P.M. and 12:00 AM.
[] This provider no longer wishes to participate in Online Invoicing.

The most recent enroliment began on Fri Jun 12 13:08:25 MDT 2020.

| End Online Invoi

e Navigate back to the Provider Dashboard (see Step 4)
e Online Invoicing Participation section will now say “Participating”

Online Invoicing Participation

Online Invoicing Status

Participating

Select or Update Your Participation
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3b. Opting OUT:
e In the “Online Invoicing Participation” section Mark the checkbox that is prior to the
statement “Yes, this provider no longer wishes to participate in Online Invoicing” (Red
Square)
e Click the “End Online Invoicing” button (Red Circle)

A Home OHelp  Grlogout

[ Best Beginnings Childcare Provider Portal

Provider + Search ~ Account Maintenance v Welcome S User Id PS

Online Invoicing Participation

Settie & Sl s Child Care - PV
When a provider elects to participate in Online Invoicing, from that moment in time forward any invoices that are created by the CCUBS system will only be available online and will not be printed and mailed to the provider. Any paper invoices the provider has already received (or may receive in the mail in
the next few days), will need to be completed and returned by mail.
Should a provider elect to no longer participate in Online Invoicing, from that moment in time forward, any invoices created by the CCUBS system will be printed and maled to the provider, and will require the provider to complete and retun each invoice document by mail. Any online invoices not yet
submitted by the provider, will need to be completed and submitted online.
Should you have any questions, you may contact Ms. Best Contact at 555-555-5555 for further assistance.
Please note: Provider invoices are generated by the CCUBS system each evening and a provider's participation in Online Invoicing dictates whether an invoice will be printed and mailed to the provider or made available to the provider ontine. Therefore a director may not change a provider's Online Invoicing
participation between the hours of 6:30 P.M. and 12:00 A.M,

) This provider no longer wishes to participate in Online Invoicing.

‘The most recent enroliment began on Tue Jun 09 15:18:45 MDT 2020,

e A confirmation message at the top of the page will be received. (Red Circle)
“Save was successful: You have now been disenrolled from Online Invoicing”

ftHome @Help [ Llogout

B3 Best Beginnings Childcare Provider Portal

Provider »  Search ~  Account Maintenance «

Welcome | User Id PS.

( Save was successful: You have now been disenrolled from Online Invuicing.)

Online Invoicing Participation

Child Care - PV
When a provider elects to participate in Online Invoicing, from that mement in time forward any invoices that are created by the CCUBS system will only be available online and will not be printed and mailed to the provider, Any paper invoices the provider
has already received (or may receive in the mail in the next few days). will need to be completed and returned by mail.

Should & provider elect to no longer participate in Online Invoicing, from that moment in time forward, any invoices created by the CCUBS system will be printed and mailed to the provider, and will require the provider to complete and return each invoice
document by mail. Any online invoices not yet submitted by the provider, will need to be completed and submitted online.

Should you have any questions please cantact your lacal Child Care Resource and Referral Agency. Contact information can be found on the Early Childhoad Services Bureau website at hitpsi//dphhs.mt.gov/hcsd/ChildCare/ChildCareResourceandReferral .

Please note: Provider invoices are generated by the CCUBS system each evening and a provider's participation in Online Invoicing dictates whether an invoice will be printed and mailed to the provider or made available to the provider online. Therefore a
director may not change a provider's Online Invoicing participation between the hours of 6:30 .M. and 12:00 AM.

[ Yes, this previder would like to participate in Online Invoicing.
The most recent disenrollment began on Fri Jun 12 13:11:41 MDT 2020,

Begin Online In

e Navigate back to the Provider Dashboard (see Step 4)
e Online Invoicing Participation section will now say “Not Using Online Invoicing”

Online Invoicing Participation

Online Invoicing Status

Mot Using Cnline Invoicing

Select or Update Your Participation
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4. Navigate Back to the Provider Dashboard

From the Online Invoice Participation Screen there are 2 ways to Navigate back to the Provider
Dashboard

e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider
e Select Provider Dashboard

e Option 2: on the Best Beginnings Childcare Provider Portal Menu.... (Red Square)
e Select “Home”

fiome  @Hep  C*logout

R Best Beginnings Childcare Provider Portal

Provider - Search " Account Maintenance ~ Welcome i User Id PS

PRSSSME : 1o been enrolled in Online Invoiding x

Invoices & SOPs
Email Notifications

ng Participation
‘Staff Portal Access

W Sl W Child Care - PV

When a provider elects to participate in Online Invoicing, from that moment in time forward any invaices that are created by the CCUBS system will only be avilable online and will not be printed and mailed to the provider. Any paper invoices the provider has already received (or may receive in the mail in
the next few days), will need to be completed and returned by mail.

Should a provider elect to no longer participate in Online Invaicing, from that moment in time forward, any invoices ereated by the CCUBS system will be printed and mailed to the provider, and will require the provider to complete and retum each invoice document by mail. Any snline invoices not yat
submitted by the provider, will need to be completed and submitted online.

Should you have any questions, you may contact Ms. Best Contact at 555-555-5555 for further assistance.

Please note: Provider invoices are generated by the CCUBS system each evening and a provider's participation in Online Invoicing dictates whether an invoice will be printed and mailed to the provider or made available to the provider online. Therefore a director may not change a provider's Online Invoicing
participation between the hours of 6:30 P.M. and 12:00 AM.

[ This provider no longer wishes to participate in Online Invoicing.

The most recent enrollment began on Tue Jun 09 15:18:45 MDT 2020,

End Online Invoicing
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VIEWING/UPDATING E-MAIL NOTIFICATIONS - DIRECTORS ONLY

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities

£ Home ©Help CLlogout

Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider [D Status
PV + Mo Action Required
P « Mo Action Required
P « Mo Action Required
PV * Mo Action Required
Py « Mo Action Required
PV + Mo Action Required
Py « Mo Action Required
PV « Mo Action Required

Showing 1 to 8 of 8 entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility

fHome ©Help (»Logout

B Best Beginnings Childcare Provider Portal

Provider ~ Search ~ Account Maintenance ~ User Id PS8

Provider Dashboard
Provider Name Provider ID
Child Care PV e
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agresment Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

Update Current Invoices SOPs by Month & Archived Documents
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1 START HERE If... You are the Director of Multiple Facilities.
e Click on the Provider/Facility Name in the Provider/Facility Name List.

¢ You will be taken to the Provider Dashboard seen in Step 2.

A Home B Help G+ Logout

8 Best Beginnings Childcare Provider Portal

Welcome User Id P5
Welcome
Providers
Provider/Facility Name Provider ID Status
PY = Mo Action Required
PV = Mo Action Required
Wmmmﬁmﬁww‘ww
e g T i S S St o ) T P e o P it g St
P * Mo Action Required
Py = Mo Action Required
PV = Mo Action Required
Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility
From the Provider Dashboard there is 1 way to access the Email Notification page
¢ On the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider

* Select Email Notifications
8 Best Beginnings Childcare Provider Portal

fAtHome OHelp  Crlogout

Welcome UserId PS

iboard
Invoices & SOPs
s Child Care f—
Staff Portal Access
Provider Rights & Responsibilities Agreement Online Invoicing Participation

Provider Rights & Responsibilities Agreement Status

Completed on 10/27/2018 articipating
Invoices & SOPs staff Portal Access
Current Invoice Status

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents
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3. Inthe Select Notifications section
e Mark any checkboxes before the desired notification description

e Click the Submit Selections button

[ Best Beginnings Childcare Provider Portal

Provider ~ Search ~ Account Maintenance ~ Welcome

Select Notifications

ST T PRI e . Wit Child Care - PV e

Twould like to receive email notifications for this provider when:

[ The submittal period for an invoice will expire in 15 days.
[l A child's authorization for coverage will expire in 15 days.

[[] A child's autherization for coverage will expire in 3 business days.

Submit Selections

4. A confirmation message at the top of the page will be received. (Red Circle)

“Save was successful: Your Email Notification Selections have been successfully updated”
(8 Best Beginnings Childcare Provider Portal

Provider ~ Search ~ Account Maintenance ~ Welcome

C Save was successful: Your Email Notification Selections have been successfully updated.) 4

Select Notifications

Setiie 4 Sadles . Sessssss Child Care - PViiie K

1would like to receive email notifications for this provider when:

B4 The submittal period for an invoice will expire in 15 days. 4
B4 A child's authorization for coverage will expire in 15 days.

[ A child's authorization for coverage will expire in 3 business days.

Submit Selections

P

5. Navigate Back to the Provider Dashboard

From the Online Invoice Participation Screen there are 2 ways to Navigate back to the Provider
Dashboard

e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider
e Select Provider Dashboard

e Option 2: on the Best Beginnings Childcare Provider Portal Menu.... (Red Square)

e Select “Home”
[ Best Beginnings Childcare Provider Portal

Atome @Help  Grlogout

Provider - Search ;h Account Maintenance ~ Welcome: UserId PS

o Email Notification Selections have been successfully updated. x

ations
Staff Portal Access

i 4 o Y L Child Care - PV i
Iwould like to receive

1 The submittal period for
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VIEWING/UPDATING STAFF ACCESS - DIRECTORS ONLY

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities

A Home @ Help  Logout

[ Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
P + No Action Required
PV + Mo Action Required
P + Mo Action Required
PV « Mo Action Required
Py + Mo Action Required
PV + Mo Action Required
P « No Action Required
PV * Mo Action Required

Showing 1 to 3 of B entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility

fAHome @Help ([>Llogout

8 Best Beginnings Childcare Provider Portal

‘Welcome B User Id PS'

Provider ~  Search ~  AccountMaintenance ~

Provider Dashboard

Provider Name Provider ID
- Child Care PV
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents
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START HERE If... You are the Director of Multiple Facilities.

Click on the Provider/Facility Name in the Provider/Facility Name List.
You will be taken to the Provider Dashboard seen in Step 2.

[ Best Beginnings Childcare Provider Portal #iome

B Help I+ Logout

Welcome User Id P5
Welcome
Providers
Provider/Facility Mame Provider ID Status
Py + Mo Action Required
PV = Mo Action Required
B T s I ST e N P T Y
NN £V VORI RP PSRRI
Py = Mo Action Required
Py = Mo Action Required
PV = Mo Action Required
Showing 1 to 8 of 8 entries

START HERE If... You are the Director of One facility

From the Provider Dashboard there are 2 ways to access the Staff Portal Access page
[ ]

Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider

e Select Staff Portal Access

Option 2: in the “Staff Portal Access” section (Red Square & Circle)
e Select “Update Access”

L2BEM &  https;/webapp-
File

hhs.mt.gov/CCUBSProvPor mm: O ~ @ & || & Best Beginnings Childcare P...
Edit View Favorites Tools Help

[ Best Beginnings Childcare Provider Portal

Provider ~

frHome
Search ~ ‘Account Maintenance ~ User Id PS'
Provider Das ard
online articpation  I0OArd

OHelp  Crlogout

Invoices & SOPs

Email Notifications

Provider ID
s Child Care
staff Portal

Py-smnse

Provider Rights & Responsibilities Agreement

Online Invoicing Participation
Provider Rights & Responsibilities Agreement status

©Online Invoicing Status
Completed on 10/27/2018

Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs

Staff Portal Access
Current Invoice Status

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents

Jun 09, 2020 16:37:08 MDT Version 1.0

MONTANA.GOV

OFFICIAL STATE WEBSITE

ONLINE SERVICES DPHHS CHILD CARE LICENSING PRIVACY & SECURITY ACCESSIBLITY CONTACT US

Hello Nettie Fuller
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1 Click any desired checkboxes in the Staff Portal Access section for the individuals listed.
e Currently the only options are those checkboxes that are not greyed out. (Red Square)

1Y Best Beq q cdcare Provide orta

Staff Portal Access

Wit 4 Sl W Child Care - PV

D iie Pl - SH
Access additional provider details.
Access provider's rights & responsibilities agreement

Access provider's online invoice participation

[ Access monthly invoices for entry of requested hours and comments. Once an invoice has been submitted by the director, this person will no longer be able to view the invoice.

] Access provider SOP's and invoices of any status.

Access provider's notices

Access provider's license details

Access family search

Access provider's current staff information

Access provider's househeld member information

[ By checking this box certify that I am the Director of Child Care and I authorize the staff permissions as indicated above. =

Submit Selections

2. Click the “By checking this box...” checkbox. (Green Square in above image)

[ By checking this box T certify that I am the Director of Child Care and 1 authorize the staff permissions as indicated above. * j

3. Click the Submit Selections button in this section.

Submit Selections

NOTE: ONLY the DIRECTOR can submit invoices for payment.
STAFF Cannot submit invoices for payment, they can have the ability to enter a child’s time in and
time out, but not the ability to submit the invoice for payment.

PASSWORDS ARE NOT TO BE SHARED!

April 1, 2022 Page 20 of 55



COMPLETING PROVIDER RIGHTS AND RESPONSIBILITIES — DIRECTORS ONLY

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities

£ Home ©Help CLlogout

Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider [D Status
PV + Mo Action Required
P « Mo Action Required
P « Mo Action Required
PV * Mo Action Required
Py « Mo Action Required
PV + Mo Action Required
Py « Mo Action Required
PV « Mo Action Required

Showing 1 to 8 of 8 entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility
[ Best Beginnings Childcare Provider Portal

fAtHome ©Help [Llogout

Provider +  Search ~  Account Maintenance ~ Welcome B User Id PSiss

Provider Dashboard

Provider Name Provider ID
Child Care PV
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invaicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents
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1 START HERE If... You are the Director of Multiple Facilities.
e Click on the Provider/Facility Name in the Provider/Facility Name List.

¢ You will be taken to the Provider Dashboard seen in Step 2.

A Home B Help G+ Logout

5 Best Beginnings Childcare Provider Portal

Welcome User Id P5
Welcome
Providers
Provider/Facility Mame Provider ID Status
PY = Mo Action Required
PV = Mo Action Required
e gt s sl A o s e ol BT A IS it o AP el oy I N
i Tt S e o} T P e R St St
P * Mo Action Required
Py = Mo Action Required
PV = Mo Action Required
Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility
From the Provider Dashboard there is 1 way to access the Provider Rights and Responsibilities
Agreement page
¢ Inthe “Provider Rights & Responsibilities Agreement” section (Red Square & Circle)
e Select “View Provider Rights & Responsibilities Agreement”

fMHome @Help Crlogout

[ Best Beginnings Childcare Provider Portal

Provider ~  Search ~  Account Maintenance v

Welcome User Id PS

Provider Dashboard

Provider Name Provider ID

PV

Provider Rights & Responsibilities Agreement Online Invoicing Participation

Provider Rights & Responsibilities Agreement Status ©Online Invoicing Status

Not Using Online Invoicing

Complete Provider Rights & Responsibilities Agreemen( Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View Current Invoices SOPs by Month & Archived Documents

Completion required by 04/04/2020

Note: Provider Rights & Responsibilities Agreement Status for the Facility will be displayed in the Provider
Rights & Responsibilities Agreement Section. It can be seen above (yellow highlight) that
“Completion required by 04/04/2020” for this Facilities Rights and Responsibilities agreement.
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3. Complete the Rights and Responsibilities by
e Read each item
e Add your Initials in the box prior to each item line.
e Scroll down to complete all items.

[ Best Beginnings Childcare Provider Portal e

Provider ~  Search -  AccountMaintenance ~ Welcome: User Id PS

Provider Rights and Responsibilities

If you need additional information to complete this form, please contact your regional Child Care Resource and Referral agency.
www.childcare.mtgov &

Thank you for choosing to provide care for children whose families are qualified to receive scholarship funds. This agreement outlines your rights as a child care provider and explains the responsibilities that you assume s a provider in the program. It also outlines potential consequences that specific actions
or lack of action can have on your eligibility to participate. Completing and submitting this form is required before care is provided or payment can be received for children utilizing a scholarship. Please initial each item to certify that you have read and understand each statement. Unless revised by the Early
Childhood Services Bureau, you will only need to complete this form once, Typing your initials in the box provided indicates you have read the statement and agree. Once submitted, your form will be reviewed and approved. This form must be received before an invoice(s) for payment can be processed.

Please read and initial each item:

Initial to Accept Provider's Rights

W 1.Thave the right to receive a copy of the Child Care Authorization Plan. The Authorization Plan includes the following information for the family household:
« The start and end date per child authorized in a household;
+ The child care hours/days authorized for each child; and
+ The household's monthly co-payment.

2.have the right to receive timely notification if a family's eligibility changes on the Best Beginnings Child Care Seholarship program.

HP
+ Timely notification is defined as a 15-calendar day notice before an action is taken that will change the child's Authorization Plan or a family's eligibility case closes.
+ Twill receive a notice when a family's eligibility case loses.

o 3.1have the right to expect timely payment for child care scholarship services provided.

- A payment is considered timely if the payment is processed within 21 days of the invoice being received by the Child Care Resource and Referral (CCR&R) agency.

+ Payments are generally received within 2 to 3 business days after processed, this includes EFTs, however, the timing of child care payments is not guaranteed by the Department.

+ Payments mailed to an incorrect address on file will NOT be forwarded, they will be returned via US mail to the State agency. To avoid this delay, please report any and all address changes immediately. To avoid mailing delays a Direct Deposit option is available.
+ Incorrect W-9 or Bank Account information on file at the Department may cause a payment delay.

+ Payments for care provided in a child's home are sent to the Parent. It is the responsibility of the parent to pay for child care services to the Family Friend and Neighbor (FFN) or Relative Care Exempt (RCE) in-home provider.

Please read and initial each item:

Initial to Accept Provider's Responsibilities

e 1.1tis my responsibility to maintain a current license or registration for the facility in which care is being provided and to abide by and maintain applicable licensing or registration requirements (ARM 37.95.101-1021).
+ Care must be provided in the licensed or registered facility identified on the Authorization Plan to receive payment for children of families participating in the Best Beginnings Child Care Scholarship program.

e 2.1tis my responsibility to notify the Child Care Licensing program immediately of any physical, mailing or email address changes.

P .

ATl g A et s, e

R b i P P A UIPEUS U S e e ver VS SUvew

- V-

W g . Sy, Wy g (N gt O Vg Iy W ety W gt ry
17.1t is my responsibility to report my rates and any rate changes to the CCR&R agency.

+ Reported rate changes will not take effect until the first of the month after the change is reported.

- Rates are used to facilitate the payment process and may be included in market rate surveys.

Please read and initial each item:

Initial to Accept Provider's Understanding

1.Tunderstand that the child is eligible for the hours/days listed on the child care authorization plan.
- Payment will be based on the child's attendance during the service month. This includes the number of days the child attends and has absences from the open child care facility indicated on the child care authorization plan.
= Hours cannot be claimed to the child care scholarship when a child care facility is closed.
= If a child attends 85% of the authorized time on the child care authorization plan, the entire authorized amount will be paid.
- If a child attends less than 85% of the authorized time on the child care authorization plan, the actual attendance will be paid.

HP

2.Tunderstand the following regarding school age children and child care scholarship payments
+ The child care scholarship cannot pay for time when a child should be in school. This includes when a child is sick during a typical school day.
+ The child care scholarship does pay for time when a child has a school closure. This includes winter break or a school holiday.
A L A A o B
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e 12. Tunderstand that when a provider or a parent receives child care assistance in excess of the amount to which the provider or parent is entitied, due to an intentional action, DPHHS may pursue criminal charges against the provider or parent. Criminal prosecution may
be pursued in addition to recovery of the overpayment.
- The department has the discretion, based on the circumstances of the violation, to determine the appropriate sanction for the first intentional program violation (PV). The department may impose any of the following sanctions on a provider due to the first IPV:
- Issue the IPY without issuing an overpayment;
= Require repayment of child care assistance payments related to the program violation; or
= Require repayment of child care assistance payments related to the program violation and terminate the provider from the Child Care Assistance Program.
- If a provider receives a second PV, DPHHS will require the repayment of all child care assistance payments related to the violation and may terminate the provider from the program, if appropriate.
= A notice of an intentional program violation is an adverse action of DPHHS. The provider will receive timely notice of this adverse action, including fair hearing rights under ARM 37.80.104 and 37.5.103.

4. After all numbered items are Initialed,

e |Initial the box at the bottom to certify your role as Director and your agreement with all
Rights and Responsibilities.

/Ps
7PV

Hp By entering my initials, [ ®5s S| certify that I am the Director of "5 #isis and I agree to these specified Rights And Responsibilities.
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5. Click the Submit button.
e [f the Submit button is grayed out, verify that all checkboxes have been checked.
e The Submit button will also be grayed out if you have already submitted the document.

/PE
/P

By entering my initials, I, SUii, certify that I am the Director of #u and I agree to these specified Rights And Responsibilities.

6. Once submit is saved you will be navigated back to the Provider Dashboard
e The Provider Rights & Responsibilities Agreement section will now state “Completed on xx/xx/xxx”

HP

Provider Rights & Responsibilities Agreement

Provider Rights & Responsibilities Agreement Status

Completed on 06/10/2020

View Provider Rights & Responsibilities Agreement
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VIEWING COMPLETED RIGHTS AND RESPONSIBILITIES — DIRECTORS ONLY

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities

£ Home ©Help CLlogout

Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider [D Status
PV + Mo Action Required
P « Mo Action Required
P « Mo Action Required
PV * Mo Action Required
Py « Mo Action Required
PV + Mo Action Required
Py « Mo Action Required
PV « Mo Action Required

Showing 1 to 8 of 8 entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility
(8 Best Beginnings Childcare Provider Portal

AHome OHelp C*Logout

Provider ~  Search ~  Account Maintenance ~ Welcome i User Id PS/

Provider Dashboard

Provider Name Provider ID
Child Care PV s
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents
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1 START HERE If... You are the Director of Multiple Facilities.
e Click on the Provider/Facility Name in the Provider/Facility Name List.

¢ You will be taken to the Provider Dashboard seen in Step 2.

A Home B Help G+ Logout

5 Best Beginnings Childcare Provider Portal

Welcome User Id P5
Welcome
Providers
Provider/Facility Mame Provider ID Status
PY = Mo Action Required
PV = Mo Action Required

T T i I T e T e

St T T T T W S e Y e e _WWMW”—'W' e

Py * Mo Action Required
Py = Mo Action Required
PV = Mo Action Required

Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility
From the Provider Dashboard there is 1 way to access the Provider Rights and Responsibilities
Agreement page

¢ Inthe “Provider Rights & Responsibilities Agreement” section (Red Square & Circle)
e Select “View Provider Rights & Responsibilities Agreement”

fMHome @Help G logout

[ Best Beginnings Childcare Provider Portal

Account Maintenance v

UserId Ps.

Provider v Search ~

Provider Dashboard

Provider Name Provider ID
Child Care PV Ase

Provider Rights & Responsibilities Agreement Online Invoicing Participation

Provider Rights & Responsibilities Agreement status Online Invoicing Status

Completed on 10/27/2018 Participating

Select or Update Your Participation

‘ View Provider Rights & Responsibilities Agreement

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

SOPs by Month & Archived Documents
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3. Another web browser window will open displaying The Provider Rights & Responsibilities Agreement.

From here you can print or save the agreement to your own files.

Child Care Provider
Rights and Responsibilities
Best Beginnings Child Care Scholarship Program

If you need additional information to complete this form, please contact
your local Child Care Resource & Referral agency.

whanw childcare mt gov

Thank you for choosing to provide care for children whose families are gualified to recsive scholarship funds. This
agresment outlines your rights as a child care provider and explains the responsibilities that you assume as a provider
in the program. [t also outlines potential consequences that specific actions or |ack of action can have on your eligibility
to participate. Completing and submitting this form is required before care is provided or payment can be received for
children utilizing a scholarship. Please initial each itemn to certify that you have read and understand each statement.
Uniess revised, by the Eardy Childhood Sendces Bureaw you will only nesd to complete this form once. Typing your
initials in the box provided indicates you have read the statement and agres. Onece submitted, your form will be
reviewed and approved. This forrm must be received before an inwoice(s) for payment can be processed.

Please read and initial each item:

Initials Provider's Rights
HP 1. Ihave the right to receive a copy of the Child Care Authorization Plan. The Authorization Flan indudes
the following information for the family household:
*  The start and end date per child authorized in a housshold;
*  The child care hours/days authorized for each child; and
*  The household's monthly co-payment.

HF 2. | have the right to receive timely notification if a family's eligibility dhanges on the Best Beginnings

Child Care Scholarship program.

*  Timely notification is defined as a 15-@lendar day notice before an action is taken that will change
the child's Authorization Plan or a family's eligibility @se closes.

*  |will receive a notice when a family's eligibility case doses.

HE 3. lhave the right to expect timely payment for child care scholarship services provided.

* A payment is considered timely if the payment is processed within 21 days of the invoice being
received by the Child Care Resource and Referral [CCRER) agency.

*  Payments are generally received within 2 to 3 business days after processed, this includes EFTs,
however, the timing of child care payments is not guarantesd by the Department.

*  Payments mailed to an incorrect address on file will NOT be forwarded, they will be returned via
U5 mail to the State agency. Toavoid this delay, please report any and all address dhanges
immediately. To avoid mailing delays a Direct Deposit option is available.

*  Incorrect W-3 or Bank Account information on file at the Department may cause a payment delay.

*  Payments for care provided in a child's home are sent to the Parent. It is the responsibility of the
parent to pay for child care services to the Family Friend and Meighbor (FFM) or Relative Care
Exempt (RCE) in-home provider.

et a i . PR Sy WAy i -_’-i---“" - . r.--—‘u--,_-.--—-h——-—-““. P
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Initials Provider's Understanding

charges against the provider or parent. Criminal prosecution may be pursued in addition to recovery of

the owverpayment.

*  The department has the discretion, based on the droumstances of the viclation, to determine the
approprizte sanction for the first intentional program violation (IPV). The department may mpose
any of the following sanctions on a provider due to the first IPV:

o Issue the IPY without issuing an overpayment;

2 Require repayment of child care assistance payments related to the program vicdation; or

2 Reguire repayment of child care assistance payments related to the program viclation and
terminate the provider from the Child Care Assistance Program.

o If a provider receives a second [PV, DPHHS will require the repayment of all child @re
assis@ance payments related to the violation and may temminate the provider from the
program, if appropriate.

* A notice of an intentional program vielation is an adverse action of DPHHS. The provider will
receive timely notice of this adverse action, including fair hearing rights under ARM 37 20.104 and

37.5.103.
P35 Accepted: 06/10/2020 12:12:56 PM
BV
By initialing this box, I, , certify that I am
the Director of and I agree

to these specified Rights And Responsibilities.
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VIEWING INVOICES

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities

A Home @ Help  Logout

[ Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
P + No Action Required
PV + Mo Action Required
P + Mo Action Required
PV « Mo Action Required
Py + Mo Action Required
PV + Mo Action Required
P « No Action Required
PV * Mo Action Required

Showing 1 to 3 of B entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility

fAHome @Help [(logout

[ Best Beginnings Childcare Provider Portal

Provider ~  Search v  Account Maintenance Welcome I - User Id PSi

Provider Dashboard

Provider Name Provider ID
B Child Care PV #nss
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents
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1 START HERE If... You are the Director of Multiple Facilities.
e Click on the Provider/Facility Name in the Provider/Facility Name List.

e You will be taken to the Provider Dashboard seen in Step 2.

A Home O Help G+ Logout

[ Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
Py = Mo Action Required
PV = Mo Action Required
Wmmﬁmﬁwwww
T T T I KL D
PV = Mo Action Required
PV = Mo Action Required
PV = Mo Action Required
Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility
From the Provider Dashboard there are 2 ways to access the Invoices & SOPs page
e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
- Select Provider
- Select Invoices & SOPs

e Option 2:in the “Invoices & SOPs” section (Red Square & Circle)

- Select “View or Update Current Invoices”
[ER Best Beginnings Childcare Provider Portal

fAHome @Hep  Crlogout

Provider ~  Search ~  AccountMaintenance ~

provider Dashboard "
Online Invoices Particbeion  I00@F
Email Notifications Provider D
s Child Care PV

‘Staff Portal Access

Provider Rights & Responsibilities Agreement Online Invoicing Participation

Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating
View Provider Rights & Responsibilities Agreement Select or Update Your Participation
Invoices & SOPs Staff Portal Access
Current Invoice Status Update Access
No Action Required
1 View or Update Current Invoices ' SOPs by Month & Archived Documents.

Note: Current Invoice Status for any invoices that the Facility has will be displayed in the Invoices & SOPs
section. It can be seen above (yellow highlight) that there is “No Action Required” for Invoices that
this facility has.

*“No Action Required” does not mean that the facility does not have invoices.
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3. Invoices & SOPs Page
a. Select “Update Invoice” on the Invoice that you want to work on (Red Circle)
o This will open the Invoice Summary Page

#AHome @Hep Clogout

Best Beginnings Childcare Provider Portal

Provider »  Search v Account Maintenance Welcome User1d PS|

Invoices & SOPs

Show |10 § entries

Case Number Head of Household Children Invoice # Invoice Month Deseription

[

cs| 05/2020 Pending Provider Submittal ‘ e '

4. Invoice Summary Page
e Select “View Invoice PDF” (Red Circle)
- This will open a new web browner page and display the PDF of the invoice that you are on

A Home Q Help (> Logout

[ Best Beginnings Childcare Provider Portal

Provider ~  Search ~  Account Maintenance ~ Welcome UserId PS

May Invoice 2020

Invoice Date: 5/1/2020 Invoice Number: (st ‘ View Invoice PDF '
_-

“This invoice is for the billing period of 05/01/2020 - 05/31/2020. You will have the opportunity to submit the invoice the first day of the month following the billing period end date. Child care claims must reflect actual daily attendance and absences while the child care facility is open. Child careis limited to
ach child's authorization plan and must be supported by sign-in/sign-out records. Invaices must include a child's actual time in and time out of the child care facility. Time in and time out cannot be rounded. The child care program will not pay invoices or accept corrections submitted 60 days beyond the
billing period (or beyond the date the invoice is issued). Please, contact your regional CCR&R office if you have any questions: 500 N Higgins, Suite 202 Missoula, Montana 53807-7038 (406) 728-6446.

5. Invoice PDF —is displayed

@ httpsy//webapp-test.. O ~ @& (]

File Edit Goto Favorites Help

0572272020 Notification ID:

Child Care Provider ID: PV

This inveice is for the billing penod of 04/01/2020 - 04/30/2020

= Complete and return this invoice after the billing peried ends, to the worker listed below.

= Child care claims must be limited to actual daily attendance and must be within the limits of the
child care authorization plan.

+ Sign-in/sign-out sheets must support claims.

= The child care program will not pay invoices or accept corrections submitted 60 days beyond the billing
period (or beyond the date the invoice is issued).

= The State pays the lower of the provider's rate or the statewide rate. The statewide provider reimbursement
rates can be found at: hitps://dphhs. mt.gov/hesd/ChildCare.

To avoid a delay in your Best Beginnings Child Care Scholarship payments:
= Your certification, registration, or license must be current.

* Renewal applications should be received by the Child Care Licensing program 90 days before the
expiration of the certification, registration or license to ensure the unannounced inspection can occur
and avoid a lapse in your certification, registration, or license

= You must have a signed Rights and Responsibilities Agreement on File
« You must have correct W-9 information on File
= Complete a new W-9 when changes occur to the following
= Mailing address,
« Bank account, or
* Tax IDiFederal ID#

Questions Regarding your payment may be directed to:

S R r*—‘r‘xr‘w{%u"%r*h
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SEARCHING INVOICES & SOPs

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities

#A Home

[ Best Beginnings Childcare Provider Portal

Welcome

8 Help

& Logout

User Id PS

Welcome
Providers
Provider/Facility Name Provider D Status
PV + Mo Action Required
PV + Mo Action Required
P + Mo Action Required
PV « Mo Action Required
Py + Mo Action Required

PV + Mo Action Required
Py « Mo Action Required
PV + Mo Action Required

Showing 1 to 3 of B entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility

A Home O Help G Logout

B Best Beginnings Childcare Provider Portal

Provider - Search -  AccountMaintenance ~ Welcome i UserId PS.

Provider Dashboard

Provider Name Provider ID
- Child Care PV s
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices 5OPs by Month & Archived Documents

April 1, 2022
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1 START HERE If... You are the Director of Multiple Facilities.
e Click on the Provider/Facility Name in the Provider/Facility Name List.

e You will be taken to the Provider Dashboard seen in Step 2.

A Home O Help G+ Logout

[ Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
Py = Mo Action Required
PV = Mo Action Required
Wmmﬁmﬁwwww
T T T I KL D
PV = Mo Action Required
PV = Mo Action Required
PV = Mo Action Required
Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility
From the Provider Dashboard there are 2 ways to access the Invoices & SOPs page
e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider
e Select Invoices & SOPs
e Option 2:in the “Invoices & SOPs” section (Red Square & Circle)
e Select “View or Update Current Invoices”

fAHome @Hep  Crlogout

Provider ID

s Child Care PV
Staff Portal Access

Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating
View Provider Rights & Responsibilities Agreement Select or Update Your Participation
Invoices & SOPs Staff Portal Access
Current Invoice Status

No Action Required

{ View or Update Current Invoices '

SOPs by Month & Archived Documents

Note: Current Invoice Status for any invoices that the Facility has will be displayed in the Invoices & SOPs
section. It can be seen above (yellow highlight) that there is “No Action Required” for Invoices that
this facility has.

*“No Action Required” does not mean that the facility does not have invoices.
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The Invoices & SOPs page will display

£ Best Beginnings Childcare Provider Portal

Provider ~ Search ~ Account Maintenance ~

Welcome B

fAHome @Help CrLogout

User Id PS.

Invoices & SOPs

Show [10  § entries
Case Head of Invoice Invoice
Number Household Children # Month Description
CS=sia
05:18:31 PM
. e s . . T N . —— el o - . B P e P Sy )
e T i S - e e L St ———
LS wmana
B 5200 Pending Provider Submittal Update Invoice Previous Invoices for | 1
Showing 1 to 9 of 9 entries @ @ Previous | 1 | Next
—— — i W et | SE—
Invoice Search | SOP Search
Explanation of Invoice Statuses [
Payment Information (&'
Invoices & SOPs Page

3a. Invoices & SOPs Page
i. Select “Invoice Search”

e Select “Invoice Search” on the Invoice that you want to work on (Red Circle — 3A)
= This will open the Invoice Search Page

ii. Select Search Criteria

e Enter the desired information that you want to search on. Searching
can be done on any of the following fields:

e Invoice ID, Benefit (Invoice) Month, Invoice Status, Case Number, Case Event
Number, HOH Last Name. * Searching with a Case Event Number must be used in
together with the Case Number. You cannot search on Case Event number alone.
e Select “Search” Button

[8 Best Beginnings Childcare Provider Portal

fAHome @Help Cologout

Provider +  Search ~  Account Maintenance -

Invoice Search

Retrieve Invoice by Search Criteria

Benefit (Invoice) Month

Invoice Status Case Number

Select Status

HOH Last Name

April 1, 2022
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iii.  Search Results

e Search results will be shown. Below results were based on searching for invoices in a
specific month.

I8 Best Beginnings Childcare Provider Portal B O e

Provider - Search -  Account Maintenance - User1d P

Invoice Search

Retrieve Invoice by Search Criteria

Invoice » Benefit (Invoice) Month Invoice Status Case Number

05/2020 L] Select Status
Search Results
Show [10 § entries
e V[

Showing 1to 3 of 3 entries

3b. Invoices & SOPs Page
i. Select “SOP Search”

e Select “Invoice Search” on the Invoice that you want to work on (Green Circle — 3B)
= This will open the Invoice Search Page

ii.  Select Search Criteria
e Enter the desired information that you want to search on.

=  Minimum and Maximum date of issuance. *SOPs are issued every Monday
e Select “Search” Button

[ Best Beginnings Childcare Provider Portal BHcEBR O bR Lot

Provider ~  Search ~  Accou nc

SOP Search

Retrieve SOP by Date of Issuance

Minimum Date of Issuance Maximum Date of Issuance

iii.  Search Results
e Search results will be shown.
e Below results were based on searching for SOPs with:
e a minimum date of issuance of 11-01-2019
e A maximum date of issuance of 12-31-2019

[ Best Beginnings Childcare Provider Portal Bliene] (OheeL Ot

ioviier = Search = Account Kalnsenanca'~,

SOP Search

Retrieve SOP by Date of Issuance

Maximum Date of Issuance

L] L ]
Search Results
show[10 § entries
p—

View SOR
November 2019

November 2010 View SOR

Showing 1t0 3 of 3 entries
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WORKING AN INVOICE

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities
[ Best Beginnings Childcare Provider Portal

A Home 8 Help > Logout

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
PV = Mo Action Required
PV = Mo Action Required
PV = Mo Action Required
PV = Mo Action Required
Py s Mo Action Required
PY? = Mo Action Required
Py = Mo Action Required
PV = Mo Action Required

Showing 1 to 8 of 3 entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility
[Z8 Best Beginnings Childcare Provider Portal

AHome @Help [>logout

Provider ~  Search ~  Account Maintenance ~ Welcome i UserId PS

Provider Dashboard

Provider Name Provider ID
- Child Care PV woees
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents
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1 START HERE If... You are the Director of Multiple Facilities.

[ Best Beginnings Childcare Provider Portal

e Click on the Provider/Facility Name in the Provider/Facility Name List.

e You will be taken to the Provider Dashboard seen in Step 2.

A Home O Help G+ Logout

WMWWMWWW

T I L NP NPV 'WW T ST T e e g
PV = Mo Action Required
PV = Mo Action Required
PV = Mo Action Required

Welcome User Id P5
Welcome
Providers
Provider/Facility Mame Provider ID Status
Py = Mo Action Required
PV = Mo Action Required

Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility
From the Provider Dashboard there are 2 ways to access the Invoices & SOPs page

Note:

April 1, 2022

e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
= Select Provider
= Select Invoices & SOPs

e Option 2:in the “Invoices & SOPs” section (Red Square & Circle)

= Select “View or Update Current Invoices”
I8 Best Beginnings Childcare Provider Portal LEoD G GicD

Search »  Account Maintenance «

Email Notifications Provider ID

s Child Care LR
Staff Portal Access

Provider Rights & Responsibilities Ag| t Online Invoicing Participation

Provider Rights & Responsibilities Agreement Status Online Invoicing Status

Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement

Select or Update Your Participation

Invoices & SOPs Staff Portal Access
Current Inveice Status
No Action Required
‘ View or Update Current Invoices ’ SOPs by Month & Archived Documents

Current Invoice Status for any invoices that the Facility has will be displayed in the Invoices & SOPs
section. It can be seen above (yellow highlight) that there is “No Action Required” for Invoices that
this facility has.
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*“No Action Required” does not mean that the facility does not have invoices.
3. Invoices & SOPs Page
iv.  Select “Update Invoice” on the Invoice that you want to work on (Red Circle)
e This will open the Invoice Summary Page

#ArHome @Help C-Logout

(8 Best Beginnings Childcare Provider Portal

Provider -  Search ~  AccountMaintenance ~ Welcome User1d ps|

Invoices & SOPs

show|10 § entries

Case Number Head of Household Children Invoice # Invoice Month Deseription
S
cs| 05/2020 Pending Provider Submittal

Previous Invoices for .

4. On the Invoice Summary Page
e Select the Modify Time In/Time Out button (Red Circle)
= This will open the Invoice Time Entry page where a child’s attendance can be entered

A Home @Help  C>Logout

[ Best Beginnings Childcare Provider Portal

Provider ~  Search ~  Account Maintenance Welcome User1d S

May Invoice 2020

Invoice Date: 5/1/2020 Invoice Number: s

This invoice is for the billing period of 05/01/2020 - 05/31/2020. You will have the opportunity to submit the invoice the first day of the month following the billing period end date. Child care claims must reflect actual daily attendance and absences while the child care fadility is open. Child care is limited to
each child's plan and must be supported by sign-in/sign-out records. Invoices must include a child's actual time in and time out of the child care fadility. Time in and time out cannot be rounded. The child care program will not pay invoices or accapt corrections submitted €0 days beyond the
billing period (or beyond the date the invoice is issued). Please, contact your regional CCRER office if you have any questions: 500 N Higgins, Suite 202 Missoula, Montana 59807-7038 (406) 728-6446.

Parent Information

Name: Address: Case ID:
. - -t NP R— CSHa CE

....... T
DOB: SR L]

‘Authorization Date Range: (03/01/2020 - 10/31/2020)
Reported Hours in May for 0.00

May 2020
Sun Mon Tue Wed Thu Fri Sat
1 2
e Bm e . R . _ s —— et o PSSOV S SO PRI S Ve S e P Ty ST S|
e e S By Ty ety e S T A s e WIS — o e WL S ]
3
( Modify Time In/Time Out )
[ By checking this box 1, , certify that I am the Director of Child Care and I certify that the services are provided without regard to race, sex, religion,
creed, color or national origin and that this claim is correct in all respects and that payment has not been received. =
Provider Rates State Rates Paid Rates Copayment Information
Full-Time Day Half-Time Day Full-Time Day Half-Time Day Full-Time Day Half-Time Day
Co-Pay Obligation for May = § 1400
Infant/Toddler $30.00 $15.00 Infant/Toddler $30.00 $15.00 Infant/Toddler $30.00 $15.00
Co-Pay Paidin May = §
Preschool Age Child $28.00 $14.00 Preschaol Age Child $28.00 $14.00 Preschool Age Child $28.00 $14.00
school Age Child $21.00 $10:50 school Age Child $21.00 $10.50 school Age Child $21.00 $10.50 &=
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5. Invoice Time Entry
e The Invoice Time Entry page will display a line for each day of the month. (below is just a sample
page)
e For each day enter:
= Time In & Time Out
*Time is to be entered as Actual Time. Example: 8:13am
= Comments (see example below)
*Special characters ($%@, etc) are not allowed in the comments field
e Select “+Add Row” (Red Circle) in order to add additional rows for a single day
= This allows entry when a child may leave mid-day

*Example: Row 2 below is before and after school attendance by a school age child

EE8 Best Beginnings Childcare Provider Portal SR it

Provider ~ Search ~ Account Maintenance ~ Welcome S User Id PS

Invoice Time Entry

Child Name DOB

Invoice ID Billing Period
05/01/2020 - 05/21/2020
Detail Date Day Of Week
312020 Fidiy Timeln 7:46 AM ® ;"‘:e 5:34 PM fc] Mol 9.8 i 4 Add Row
uf
fomment Registration Fee $30
el Saturday gimen 6:32 AM @ ;'":e 810 AM ® Mo 1.63 & 4 Add Row
uf
{Iseln 3:32 PM (o] Time 6:10 PM ® Heurs 2.63 (]
out
Comment Example for a School Age Child who attended before and after school
T T T A e i, e S T o S UL S S S A
e Tl e MO ey R “\_,__, Wy iy, vy g Ty o Ny T Ry e -s.,.«m,. Ty Y B T P e —
5/31/2020 Sunday Time In ®© ;irr:e ® Hours & 4 Add Row
u

Comment

Showing 1 to 31 of 31 entries

Save and Return Cancel

6. Return to the Invoice Calendar Summary page after data entry is completed

e Select “Save and Return” to save changes and to return to the Invoice Calendar Summary page.
(Green Circle)
e The Invoice Calendar screen will be displayed again showing the total hours reported for the
month
g g, T gy S W B T Ny R T W N Ny N P Vg ST g, A AN R T Y i, it T T T
5/31/2020 Sunday Time In ® Time fo) Hours & 4 Add Row
QOut

Comment

Showing 1 to 31 of 31 entries
—

‘ Save and Return ' Cancel
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7. Invoice Calendar Summary Page
Entering the Copayment (Green Square & Circle)

Enter the Copayment that has been received for the service month that the invoice is for.
(Yellow Highlight inside the Green square)

Click the “Save Updates” button (Green Circle)
e Copayment has been saved

e Submitting the Invoice (Red Square & Circle)

e Mark the checkbox at the bottom of the page verifying that you are the director of the

facility, etc... (Yellow Highlight inside the Red Square)
e Click the “Submit” button (Red Circle)

e The invoice has been saved and submitted

c. Return to the Invoices & SOPs page
e Select “Return” button

EE Best Beginnings Childcare Provider Portal

Pareeiche - [

A crmsns BsirAenanos -

May Invoice 2020

Ervwwobos Datss 57172030

Parent Infofmation

Bame: Address: T IO
. L O
tarne b s ]
wlal:l
Bty ismion Dabe Bange: SELALF00 107800
Bagried Sius b by far [T
May 2020
L [ Vs W (™ Fid R
Bl Pl P Dy 1S s - Hanl Pl By |
O i | e g 1 Eada & tiw 1
Fany w i ]
i .
L e e e e e e P et e s e s
' wharag e e i W Dl 1 1<t il | Cerlly Tl The ddrvine st (e wilfund i
el oo ona hast s ol sare S vty ard o paTen b mo B e
Provider Mates Siate Mates Pald Mates Copayment Informatian
Full Times [T N - el Niares [T X T Fishl - Tims TR . - : e
Eray [ Day iy Eray Gy Py Disegatior . s
i - St s - - s T8 3 Parg Pl i bodar ' 1A
- Lm0 S1400 Preschincll Age K0 R4 e e @
Vet iy Emnad
4 A0 $40.50 fuchoeod Age Ol $31.00 #1050 Schucand e Ok £ e $30.50
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8. Invoices & SOPs Page
e |nvoice Description should now display “Submitted Online mm/dd/yyyy 00:00:00 am” with the
date and time that the invoice was submitted.

frHome  @Help  (+logout

[ Best Beginnings Childcare Provider Portal

Provider ~  Search ~  Account Maintenance - Welcome S5 i UserId PS %

Invoices & SOPs

Sshow|[10 § entries

Head of Invoice
Case Number  Household Children Invoice #  Month Description

CSmana

cs 05/2020 ‘S’uMhmlrted online 06/10/2020 04:00:23 F—
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UNSUBMITTING AN INVOICE

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities
I Best Beginnings Childcare Provider Portal

fHome @ Help C+logout

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
%Y = Mo Action Required
PV = Mo Action Required
PV = Mo Action Required
PV = Mo Action Required
Py = Mo Action Required
Py = Mo Action Required
Py = Mo Action Required
PV = Mo Action Required

Showing 1 to 8 of 8 entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility

[ Best Beginnings Childcare Provider Portal

A Home OHelp  (Logout

Welcome it UserId ps|

Provider Search - Account Maintenance +

Provider Dashboard

Provider Name Provider ID
- Child Care PV anss
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices 5OPs by Month & Archived Documents
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1 START HERE If... You are the Director of Multiple Facilities.

[ Best Beginnings Childcare Provider Portal

e Click on the Provider/Facility Name in the Provider/Facility Name List.

e You will be taken to the Provider Dashboard seen in Step 2.

A Home O Help G+ Logout

WMWWMWWW

T I L NP NPV 'WW T ST T e e g
PV = Mo Action Required
PV = Mo Action Required
PV = Mo Action Required

Welcome User Id P5
Welcome
Providers
Provider/Facility Mame Provider ID Status
Py = Mo Action Required
PV = Mo Action Required

Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility
From the Provider Dashboard there are 2 ways to access the Invoices & SOPs page

e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider
e Select Invoices & SOPs

e Option 2:in the “Invoices & SOPs” section (Red Square & Circle)
e Select “View or Update Current Invoices”

.. . . Atome @Help Cologout
[ Best Beginnings Childcare Provider Portal
Provider v Search ~  AccountMaintenance + .
mail Notifications Provider ID
= Child Care PV
Staff Portal Access
Provider Rights & Responsibilities Ag| t Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating
View Provider Rights & Responsibilities Agreement Select or Update Your Participation
Invoices & SOPs Staff Portal Access
Current Invoice Status
No Action Required
‘ View or Update Current Invoices ’ SOPs by Month & Archived Documents

April 1, 2022

Current Invoice Status for any invoices that the Facility has will be displayed in the Invoices & SOPs
section. It can be seen above (yellow highlight) that there is “No Action Required” for Invoices that
this facility has.
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*“No Action Required” does not mean that the facility does not have invoices.
3. Invoices & SOPs Page
e |nvoice Description will display “Submitted Online mm/dd/yyyy 00:00:00 am” with the date and
time that the invoice was submitted.
e Select “Update Invoice” on the Invoice that you want to work on (Red Circle)
o This will open the Invoice Summary Page

I8 Best Beginnings Childcare Provider Portal s (@ o

Provider ~ Search ~ Account Maintenance Welcome S - User Id PS.&

Invoices & SOPs

Show|10 § entries

Head of Invoice
Case Number  Household Children Invoice #  Month Description

CSHaN.

cs 05/2020 z::muned Online 08/10/2020 04:00:23 ‘ i Taiee '

4. On the Invoice Summary Page
e Select the Unsubmit Invoice and Edit (Red Circle)
= This will open the Invoice Time Entry page where a child’s attendance can be entered

8 Best Beginnings Childcare Provider Portal Atome Otick  Glesnit

Provider - Search - AccountMaintenance ~ Welcome User1d PS

May Invoice 2020

“This invoice s for the biling period of 05/01/2020 - 05/31/2020. You will have the opportunity to submit the invoice the first day of the manth following the billing period end date. Child care claims must reflect actual daly attendance and absences while the child care faciliy is open. Child care is limited to
each child's plan and must be supported by sign-in/sign-out records. Invoices must include a child's actual time in and time out of the child care facilit. Time in and time out cannot be rounded. The child care program will not pay invoices or accept corrections submitted 60 days beyond the
billing period (or beyond the date the invoice is issued). Please, contact your regional CCR&R office if you have any questions: 500 N Higgins, Suite 202 Missoula, Montana 59807-7038 (406) 728-6446.

Parent Information

Name: Address: Case ID:
- - w4 W Montana e Csiae ce

Authorization Date Range: (03/01/2020 - 10/31/2020)

Reported Hours in May for 000
May 2020
Sun Mon Tue Wed Thu Fri sat
1 2
(8 - FulTme Day ) [i26 s - Fiai-Time Day )
(fz45a-5r34p ) (6:32a-:100 )
fe32p —6:10p
e e e e A . s PO e e et i B it oA o PP e U SOV |
(S e N e il e o S i i e o iy N
31
Unsubmit Invoice and Edi
Provider Rates State Rates Paid Rates Copayment Information
Full-Time Day Half-Time Day Full-Time Day Half-Time Day Full-Time Day Half-Time Day. corpay Obbgation for vy | 5 a0
Infant/Toddler $30.00 $15.00 Infant/Toddler $30.00 $15.00 Infant/Toddler $3000 $1500
Co-Pay PaidinMay | §
preschool Age Child $28.00 $14.00 Preschool Age Child $28.00 $14.00 Preschool Age Child $28.00 $1400
School Age Child $21.00 $10.50 School Age Child $21.00 $1050 School Age Child $21.00 $1050 el
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5. On the Invoice Summary Page
e Select the Modify Time In/Time Out button (Red Circle)

= This will open the Invoice Time Entry page where a child’s attendance can be entered

8 Best Beginnings Childcare Provider Portal Wmn O Eln

Provider ~  Search ~  Account Maintenance

May Invoice 2020

tnvelce Date: 5/1/2020 Svotce Number SRR

“This invoice is for the billing period of 05/01/2020 - 05/31/2020. You will have the opportunity to submit the invoice the first day of the month following the billing period end date. Child care dlaims must reflect actual daily attendance and absences while the child care facility is apen. Child care s limited to
each child's authorization plan and must be supported by sign-in/sign-out records. Invoices must include a child's actual time in and time out of the child care facility. Time i i

in and time out cannot be rounded. The child care program will not pay invoices or accept corrections submitted 60 days beyond the
billing period (or beyond the date the invoice is issued). Please, contact your regional CCRER office f you have any questions:

500 N Higgins, Suite 202 Missoula, Montana 598077038 (406) 728-6446.

Parent Information

Name: Address: Case ID:
- - W, Montana s Csm CE
ssbesitihase
DOB:
Authorization Date Range: (03/01/2020 - 10/31/2020)
Reported Hours in May for :0.00
May 2020
Sun Mon Tue Wed Thu i Sat
1 2
o — e . B —— et e, . B e e B v PUPU Sy P [P — .l
- P e owy
e e g —— ey B e ——— W "
3
C Modify Time In/Time Out )
[ By checking this box 1, , certify that I am the Director of Child Care and I certify that the services are provided without regard to race, sex, religion,
creed, color or national origin and that this claim is correct in all respects and that payment has not been received. =
=
Provider Rates State Rates Paid Rates Copayment Information
Full-Time Day Half-Time Day Full-Time Day Half-Time Day Full-Time Day Half-Time Day
Co-Pay Obligation for May | §. 1400
Infant/Toddler $30.00 $15.00 Infant/Toddler $30.00 $15.00 Infant/Toddler $3000 $15.00
Co-Pay Paidin May = §
Preschool Age Child $28.00 $14.00 Preschaol Age Child $28.00 $14.00 Preschool Age Child $28.00 $14.00
School Age Child $21.00 $10:50 school Age Child $21.00 $10.50 School Age Child $21.00 $1050 &=

6. Invoice Time Entry
e The Invoice Time Entry page will display a line for each day of the month. (below is just a sample
page)
e For each day enter:
= Time In & Time Out
*Time is to be entered as Actual Time. Example: 8:13am
=  Comments (see example below)
*Special characters ($%@, etc) are not allowed in the comments field
= Select “+Add Row” (Red Circle) in order to add additional rows for a single day
= This allows entry when a child may leave mid-day
*Example: Row 2 below is before and after school attendance by a school age child
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[ Best Beginnings Childcare Provider Portal OHep  Crlogout

Provider ~ Search ~ Account Maintenance ~ Welcome . User Id PS8

Invoice Time Entry

Child Name DOB Invoice ID Billing Period
05/01/2020 - 05/31/2020
Detail Date Day Of Week
5/1/2020 Friday Time In 7:46 AM ® Time 5:34 PM ® Hours 08 i 4 Add Row
Out
Sommant Registration Fee $30
5/2/2020 Saturday Time In o2 A ® Time 510 A o Hours 1o &
Out
Aimaln 332 PM ® e 6:10 PM ® Hodrs 263 [

Out

Comment Example for a School Age Child who attended before and after school

i
e A P i’ . _ i I G i s M il i B e S il

s W iy i U T P it Ty Wi W iy Oy i TR Y G TRt s TG g Wi Ry i Vg vy s T i Y ¥

5/31/2020 Sunday Time In @ Time ® Hours

i) = Add Row
out

Comment

showing 1 to 31 of 31 entries

Save and Return Cancel

7. Return to the Invoice Calendar Summary page after data entry is completed

e Select “Save and Return” to save changes and to return to the Invoice Calendar Summary page.
(Green Circle)

e The Invoice Calendar screen will be displayed again showing the total hours reported for the

month
W i O, SR T gy, B Ty Py T W P Ny Y P i S g, TN R VY iy, Tt T T
5/31/2020 Sunday Time In ® Time ® Hours I = Add Row

Qut
Comment

Showing 1 to 31 of 31 entries

‘ Save and Return ’ Cancel
_

8. Invoice Calendar Summary Page
e Entering the Copayment (Green Square & Circle)
= Enter the Copayment that has been received for the service month that the invoice is for.
(Yellow Highlight inside the Green square)
= C(Click the “Save Updates” button (Green Circle)
e Copayment has been saved

e Submitting the Invoice (Red Square & Circle)

e Mark the checkbox at the bottom of the page verifying that you are the director of the
facility, etc... (Yellow Highlight inside the Red Square)
e Click the “Submit” button (Red Circle)
e The invoice has been saved and submitted

d. Return to the Invoices & SOPs page
e Select “Return” button
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r Portal - Wrwip  Oeisgon

s il

May Invoice 2020

bvenkos Datss 57173000 Trvwiec s Plusiidioed: oo

e brvvmra e [

Oaska, WAHYLENS T FOIE 1 PG
Parent Information
FarTen: Auddirses T [0
= . - u - AR S— [P T— cf
rart b = ™
DB
B igaiin Eiabs Basge: S0OLG © I/ELE00
ot By bn by o = dpeg
May 2020
L M 1w W] LT Fil Ran
s s s iy N Vi s iy 3
e Aoy i T ]
TN 1
' .
— e e . i — —— - - - P e -
— o e e S ——— o= - - e o
= R -1 o D ' Pl b el | iy el A e i rea o] Pl rgd [ ¢, S £
v, poloe Y P P P te et of B, 1o
Provider Males Siate Mates Pald Mates Copayment Infermatian
[ R [T N = Fall Wiares [T N (= Fasll - Thmes [T
Eray Eany Bay Eray Eray By Pary tiigetier - R
i i - i & = L (EET s L 1A
Prauchoncd s E T PTT

9. Invoices & SOPs Page

e Invoice Description should now display “Submitted Online mm/dd/yyyy 00:00:00 am” with the
date and time that the invoice was submitted.
Best Beginnings Childcare Provider Portal Mhome OHep  Clogout

Provider ~ Search ~ Account Maintenance ~

Welcome User Id PS

Invoices & SOPs

Show|[10 § entries

Head of

Invoice
Case Number  Household Children Invoice #  Month Description
(e
cs

05/2020 :uMhmltted Online 06/10/2020 04:00:23 Update Invoice
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INVOICE SUMMARY PAGE FEATURES

e “View Invoice PDF” Button:
- Will open the PDF Notification of the invoice in a new web browser. This allows the invoice to be
printed and completed manually.
e “Authorization Date Range: (mm/dd/yyyy — mm/dd/yyyy):
- Will open the PDF Notification of the Authorization plan in a new web browser.
e Calendar Summary:

- Displays the times entered on the Invoice Time Entry page once information is saved on that page.

¢ Modify Time In/Time Out:

- Navigates user to the “Invoice Time Entry” page so that a Time In/Time Out can be entered

e Director Certification:

- Certification that the director is submitting the invoice.

- The Director is responsible for submitting the invoices and is the only staff person that has access
to do so. PASSWORDS are not to be shared in order to allow others to complete and submit
invoices on the providers behalf

e  “Submit” Button: (if invoice has not been submitted for payment)

- Saves the entered Time In/ Time Out information and submits the invoice for payment

- Once submitted the following information is no longer visible

- Modify Time In/Time Out selection

- The Director Certification box

[ By checking this box I Netti at I am the Director of Nettie K Fuller / Mimmies Child Care and I certify that the services are provided without regard to race, sex, religion.
creed, color or in all respects and that payment has not been received. *

Provider Rates State Rates Paid Rates Copayment Information

rrrrrrrrrrrrrrrrrrrrrrrrrrrrr
Co-Pay Obligation for April | §

“Unsubmit Invoice and Edit”: (if invoice has been submitted for payment)
- Unsubmits an invoice that has been submitted for payment.

Once submitted the following information will be visible again

Modify Time In/Time Out selection

The Director Certification box

Provider Rates State Rates Paid Rates Copayment Information

Full-Time  Half-Time Full-Time  Half-Time Full-Time  Half-Time

Day Day Day Day Day Day Co-Pay Obligation for May | $

e Rates:
- The following rates are displayed: Provider Rates, The State Rates, The Paid Rates
e Copayment Entry:
- Enter the received Copayment amount and select Save Updates (Green Square and Circle)
- If no copayment has been received enter “0.00”
e “Return” Button:
- Navigates the user back to the Invoice & SOPs page

See image of the Invoice Calendar on the following page
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[ Best Beginnings Childcare Provider Portal Atone Qe Gloaout

Provider ~  Search »~  AccountMaintenance v Welcome User Id PS

May Invoice 2020

Invoice Date: 5/1/2020 Invoice Number: | St

This invaice is for the billing period of 05701/2020 - 05/31/2020. You will have the opportunity to submit the invoice the first day of the month following the billing period end date. Child care claims must reflect actual daly attendance and absences while the child care fadility is open. Child care is limited to
each child's ion plan and must be supported by sign-in/sign-out records. Invoices must include a child's actual time in and time out of the child care fadility. Time in and time out cannot be rounded. The child care program will not pay invoices or accept corrections submitted 60 days beyond the
billing period (or beyond the date the invoice is issued). Please, contact your regional CCR&R office if you have any questions: 500 N Higgins, Suite 202 Missoula, Montana 59807-7038 (406) 728-5446.

Parent Information

Name: Address: Case ID:
- . o #e 0 s s, Montana sses cshane CE
Gullmriz:!tinn Date Range: (03/01/2020 - 10/31/202@
Reported Hours in May for 10,00
May 2020
Sun Mon Tue Wed Thu Fii Sat
1 2
3 4 5 6 7 3 9
17 18 19 2 21 2 2
24 25 26 27 2 29 0|
31
( Modify Time In/Time Out )
[ By checking this box I § ., certify that 1am the Director of Child Care and I certify that the services are provided without regard to race, sex, religion,
creed, color or national origin and that this daim is correct in all respects and that payment has not been received. *
Provider Rates State Rates Copayment Information
Full-Time Da Half-Time D: Full-Time Da Half-Time D. Full-Time Da Half-Time Da
U & U = v v Co-Pay Obligation for May | § 1400
Infant/Toddler $30.00 $15.00 Infant/Toddler $30.00 $15.00 Infant,/Toddler $30.00 $15.00
Co-pay Paidin May | §
Preschool Age Child $28.00 $14.00 Preschool Age Child $28.00 $14.00 Preschool Age Child $28.00 $14.00
School Age Child $21.00 $1050 School Age Child $2100 1050 School Age Child $21.00 51050 ' Sl ' Cancal
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INVOICES & SOPs PAGE FEATURES

The Invoices & SOPs page — Features
The information contained on this page includes the following information:
e List of Current Cases and associated Invoices
= Case Number
= Head of Household
= Children
= |nvoice
= |nvoice month
= Description (this is the status of the invoice. For further information see the “Explanation
of Invoice Statuses” document. The link to this document can be found at the bottom of
the page. (Green Circle)
= QOption to “Update Invoice”
= QOption to view “Previous Invoices for ...”
e Invoice Search
e SOP Search
e Explanation of Invoice Statuses (see page 52)
= This document explains the various statuses that an invoice may be in.
e Payment Information (see page 53)
=  This document explains Scholarship payment information. Including when scholarship
payments are processed for payment.

fAHome @Help (Logout

8 Best Beginnings Childcare Provider Portal

Provider ~ Search ~  Account Maintenance ~ Welcome S - User Id PSias

Invoices & SOPs

show[10 4 entries
Case Number Head of Household Children Invoice # Invoice Month Description
C-
cs| 05/2020 Pending Provider Submittal ( \ T
cs 04/2020 pending Provider Submittal
cs 03/2020 Pending Provider Submittal
CS
Csseese 05/2020 Pending Provider Submittal
cs 04/2020 Pending Provider Submittal
cs 03/2020 Pending Provider Submittal
Csi
cs 03/2020 Pending Provider Submittal
CSanten
cs 05/2020 Pending Provider Submittal
cs 04,2020 Pending Provider Submittal

Showing 1 to 9 of 9 entries Previous 1 | Next
.
"Bayment Information 7
: 9 of
April 1, 2022 Page 49 of 55



VIEWING STATEMENT OF REMITTANCE/ARCHIVED DOCUMENTS

Start with Step 1 If... You are the Director of Multiple Facilities

One Director - Multiple Facilities

A Home 8 Help

[ Best Beginnings Childcare Provider Portal

Welcome

& Logout

User Id P&

Welcome
Providers
Provider/Facility Name Pravider ID Status
PV = Mo Action Required
PV = Mo Action Required
PWi = Mo Action Required
PV = Mo Action Required
Py = Mo Action Required
PV = Mo Action Required
Py = Mo Action Required
PV = Mo Action Required

Showing 1 to 8 of 3 entries

Start with Step 2 If... You are the Director of One facility

One Director — One Facility
8 Best Beginnings Childcare Provider Portal

AHome @Help [ Logout

Provider ~  Search ~  Account Maintenance ~

Welcome B - User Id PS &

Provider Dashboard
Provider Name Provider ID
Child Care PV S
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents
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1 START HERE If... You are the Director of Multiple Facilities.
a. Click on the Provider/Facility Name in the Provider/Facility Name List.

b. You will be taken to the Provider Dashboard seen in Step 2.

A Home 9 Help G+ Logout

[ Best Beginnings Childcare Provider Portal

Welcome User Id PS
Welcome
Providers
Provider/Facility Mame Provider ID Status
PV = Mo Action Required
PV = Mo Action Required
e I e I T T
i T R e s Ca
Py = Mo Action Required
Py = Mo Action Required
PY = Mo Action Required
Showing 1 to 8 of 8 entries

2. START HERE If... You are the Director of One facility
From the Provider Dashboard there is 1 way to access the “Provider Statement of Payment List” page

e Inthe “Invoices & SOPs” section (Red Square & Circle)
e Select “SOPs by Month & Archived Documents”
B Best Beginnings Childcare Provider Portal

A Home @ Help C» Logout

Provider -  Search ~  Account Maintenance ~ Welcome S User Id PS

Provider Dashboard

Provider Name Provider ID
----- - Child Care PV stinss
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status oOnline Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

Mo Action Required

View or Update Current Invoices SOPs by Month & Archived Documents
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3. Provider Statement of Payment List page (2 sections)
a. SOPs for the Current Year (Example Below: Results for July 2019 to June 2020)
e Select “View SOR” for the SOP that you want to view.
*SOPs are issued on a weekly basis.

- If only one SOP was issued during the month only one SOP will be listed for the month
- If more than one SOP was issued during the month, all SOPs will be listed under the
month that they were issued.

e A PDF of the selected SOP will open in a new Web Browser window.

fMtHome  @Help (Crlogout

[ Best Beginnings Childcare Provider Portal

Welcome User Id PS.

Provider ~ Search ~  Account Maintenance -

Provider Statement of Payment List

Results for July 2019 to June 2020 Retrieve SOPs
for Month
Issuance
Month Date Enter Month
(MM/YYYY)

March 2020 07/2019 =

March 2020 03/09/2020 ‘ — '

February 2020

February 2020 02/10/2020
. B e B . oo s e me o [P P S
e P s M e e — R S . e ————

2019 [

August 2019

August 2019 08/12/2019 View SOR

b. Retrieve SOPs for Month
1 Enter “The Month” and year (mm/yyyy) for the SOPs that are desired.
(Yellow Highlight in Green Square — above image)
2. Select Search (Green Circle — above image)
3. After Search is selected in Step 2 above, the results for the Month/Year entered will appear.]

AHome @Help Grlogout

EB Best Beginnings Childcare Provider Portal

Welcome S " User Id PS:

Provider ~ Search ~ Account Maintenance ~

Provider Statement of Payment List

Results for July 2019 Retrieve SOPs
for Month
Menth Issuance Date Enter Month
nter Mon/
July 2019 (MM/YYYY)
— 07/2019 B
July 2019 07/08/2019 ‘ — '

4. Select “View SOP”
e A PDF of the selected SOP will open in a new Web Browser window.
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VIEWING EXPLANATION OF INVOICE STATUSES DOCUMENT

1. Access the Invoices & SOPs page
From the Provider Dashboard there are 2 ways to access the Invoices & SOPs page
e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider
e Select Invoices & SOPs
e Option 2:in the “Invoices & SOPs” section (Red Square & Circle)
e Select “View or Update Current Invoices”

. . . N Al O Hel; [cd
[ Best Beginnings Childcare Provider Portal B
Search ~  Account Maintenance ~ Welcome: User 1 P
. Iboard
Provider ID
1 Child Care. [apr——

staff Portal Access

Provider Rights & Responsibilities Agreement

Provider Rights & Responsibilities Agreement Status

Completed on 10/27/2018

View Provider Rights & Responsibilities Agreement

Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

SOPs by Month & Archived Documents

2. Invoices & SOPs page
e Select “Explanation of Invoice Statuses”

e A PDF of the “Explanation of Invoice Statuses” document will open in a new Web Browser
window.

[ Best Beginnings Childcare Provider Portal s S R

Provider ~ Search ~ Account Maintenance ~ Walcome Aigey 11 P

Invoices 8 SOPs

Show (10§  entries

Case Head of Invoice Invoice
Mumber Househaold Children g Month Description
=]

C 5,202 Su e 06/10/2020 . . "

5 sl hrrl_tted Conkna 06/10/20 pdate Invoice Previous Invoices for
05:18:31 PM

C 04/2021 endding Previder Submitta " " "

s 04/2020 Pending Provider Submittal Update Invoice e

5. 3/20. endi & ¥ 2 3 -

cs 03/2020 Pending Provider Submittal Update Involce Previous Invalces far &

Cowam
e it — o e — i, < el e S . e P G —
o i dinn, S S . i e i e e e SR
[=]

cst 05/2020 Pending Provider Submittal A,
cs 04/2020 Pending Provider Submittal o s R

Showing 1 to 9 of 9 entries
e

Explanation of Invoice Statuses 2
E%’rﬂgﬂt njﬂmgz on -
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VIEWING PAYMENT INFORMATION DOCUMENT

1. Access the Invoices & SOPs page
From the Provider Dashboard there are 2 ways to access the Invoices & SOPs page

e Option 1: on the Best Beginnings Childcare Provider Portal Menu.... (Green Square & Circle)
e Select Provider

e Select Invoices & SOPs
e Option 2:in the “Invoices & SOPs” section (Red Square & Circle)
e Select “View or Update Current Invoices”

[ Best Beginnings Childcare Provider Portal Aome Qe Ciogon

s Child Care

Provider Rights & Responsibilities Agreement Online Invoicing Participation

Provider Rights & Responsibilities Agreement Status Online Invoicing Status

Completed on 10/27/2018 Participating

View Provider Rights & Responsibilties Agreement

Select or Update Your Participation

Invoices & SOPs Staff Portal Access

SOPs by Month & Archived Documents

2. Invoices & SOPs page
e click on the circled “Payment Information” link.

e A PDF of the “Explanation of Invoice Statuses” document will open in a new Web Browser
window.

[ Best Beginnings Childcare Provider Portal il S

Provider - Search ~ Account Maintenance ~ V¥atcomio Uisew 1 P4
Invoices & SOPs

Show |10 §  entries

Case Head of Invoice Involce
Mumber Household Children L Month Description
s
e 5202 Su line 06/10/2020 : : =
05:18:31 PM
s 042020 Pending Provider Submittal
s 0372020 Pending Provider Submittal Upedute drvoice
(=
- o oo il - — " - — . — - B B o — - et
(S e T e S — N S s i S ———
cs
C53 052020 Pending Provider Submittal Update lnvoice Previous Invoices for
s (04,2020 Pending Provider Submittal Update nvoice p,g,inui Invvesices for

Showing 1 to 9.of 9 entries Previous 1 M

Explanation of Invoice Statuses &
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LOGGING OUT

1. Menu Bar

e Click the Logout button in the upper rightcorner. (Red Circle)
e This bar appears regardless of what page you are on

B8 Best Beginnings Childcare Provider Portal LiEn G (e

Provider ~ Search ~  Account Maintenance ~ Welcome i User Id PS

Provider Dashboard

Provider Name Provider ID
Seree - - % Child Care PViansS
Provider Rights & Responsibilities Agreement Online Invoicing Participation
Provider Rights & Responsibilities Agreement Status Online Invoicing Status
Completed on 10/27/2018 Participating

View Provider Rights & Responsibilities Agreement Select or Update Your Participation

Invoices & SOPs Staff Portal Access

Current Invoice Status Update Access

No Action Required

View or Update Current Invoices SOPs by Month & Archived Documents

2. Login screen
e Is now displayed.
e You can sign on again or close your browser.

[ Best Beginnings Childcare Provider Portal

Login

User ID

Forgot password?

@ Provider Portal User Guide (&
Password

This computer system is the property of the State of Montana and is subject to the use policies located at: http://mom.mt.gov £\ This
computer system may contain sensitive U.S. and State government information and is limited to authorized personnel only.
Authorized personnel may inspect any uses of this system. By using this system, the user consents to such inspection at the discretion
of authorized personnel. Unauthorized access is a violation of state law 45-6-311, MCA, and prohibited by Public Law 99-474 Title 18,
United States Code, Public Law 99-474 and Chapter X, Section 1030. Unauthorized use of this system may result in disciplinary
action, civil and criminal penalties. Federal punishment may include fines and imprisonment for not more than 10 years, or both. By

using this system you indicate your consent to these terms and conditions of use. Log off immediately if you do not agree to these
conditions.
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