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Billing Overview @

1. Generate Ledgers once your attendance has been
entered and is complete

— Requires you to agree attendance is accurate
2. Go to Pending Invoices
3. Review Pending Invoice and approve/reject
4. Click Review Submission
5. Review Submission

6. Submit and Confirm



1. Generate Ledgers and Agree to Attendance @

When you agree to the attendance, your billing status will

change to “in progress”. You must refresh the page in order

to view the status to “billed”.

- As billing is processing you can continue to do other
functions in CCFA.

Service Month Billing Status Placement Count Incomplete Attendance
5/1/2016 Billed 5 0
4/1/2016 Billed 0
3/1/2016 Billed 7 0
2/1/2016 Billed 11 0
1/1/2016 Billed 10 0
12/1/2015 Billed 8 0
11/1/2015 Billed 6 0
10/1/2015 Billed 9 0
9/1/2015 Billed 6 0
8/1/2015 Billed 2 0



View Monthly Billing History

5y

The View Monthly Billing History
page allows you to see your
invoice amounts by location from
a monthly perspective

Monthly Billing

Fiscal Year: 2016

Provider : 1 selected

Name : Dartmouth YMCA

Program Number : 350922

ProviderAddresses : 276 Gulf Road Dartmouth Massachusetts 02748

[ <>

Provider + Billing +
Search Provider
Attendance

Submit Monthly Billing
View Placements

View Monthly Billing History

Service Month Invoice Amount Service Month Amount
6/1/2016 0.00 0.00
5/1/2016 0.00 2533.94
4/1/2016 0.00 3204.55
3/1/2016 0.00 2829.68
2/1/2016 0.00 2961.47
1/1/2016 0.00 2695.70
12/1/2015 0.00 3450.82
11/1/2015 0.00 2992.17
10/1/2015 0.00 2896.57
9/1/2015 0.00 2557.34
8/1/2015 0.00 1299.68
7/1/2015 0.00

0.00

A



2. Go to Pending Invoices .

Department of Early Education and Care

Training O e e

Org Admin for Young Men's Christian Assoclation Southcoast, Inc.

Home Intake + Provider + Billing + Admin + Reports + Help +

. Pending Invoices
Invoice Summary

Monthly Billing Submitted Invoices

Provider : 1 selected + Adjustments M
Name : YMCA Sippican Child Care Program o

Reconciliation
Program Number : 290988

ProviderAddresses : 16 Spring Street Marion Massachusetts 02738

Service Month Billing Status Placement Count Incomplete Attendance
5/1/2016 Billed 5 0
4/1/2016 Billed 5 0
3/1/2016 Billed 7 0
2/1/2016 Billed 11 0
1/1/2016 Billed 10 0
12/1/2015 Billed 8 0
11/1/2015 Billed 6 0
10/1/2015 Billed 9 0
9/1/2015 Billed 6 0
8/1/2015 Billed 2 0



3. Review Pending Invoice and approve/reject :

Training R T | Approve the

Org Admin for Young Men's Christian Assoclation Southcoast, Inc. |nVO |Ce by

clicking the

Home Intake + Provider + Billing + Admin + Reports + Help + h k
green check.
Pending Invoices ReJ e C‘t th e
Billing Date: June, 2016 P | n VO | Ce by
CONTRACT I . k t h d
Show 25 [ entries Filter by: ClICKIN g €re
- Provider ID Name Type Subtotal Union Fee Total X
L]
\ % 38622016 Dartmouth YMCA ac E $11,492.90 $0.00 154,559.00) $6,933.90
Y % 10407 - 2016 Gleason Y Afterschool Care ac B $9,296.14 $0.00 (52,523.00) $6,773.14
\ % 3599 2016 Mattapoisett YMCA - Rochester ac E $3,040.78 $0.00 $0.00 $3,040.78 CI . k h “+,,
Y x 2741-2016 Mattapoisett YMCA Preschool & School Age Program CBC aié] $2,759.17 $0.00 ($376.75) $2,382.42 I C I n g t e
Y 27122016 New Bedford Child Care ac E $113,686.18 $0.00 ($25,941.80) $87,744.38 Sl n Wl I I expan d
Y % 3950 2016 SACC at the YMCA ac B $40,303.26 $0.00 ($7,060.27) $33,242.93 g p
¥ ® 30802016 YMCA Sippican Child Care Program e Z $4,118.93 $0.00 $0.00 $4,118.93 th e I nvo I ce an d
g v ® 27412016 Mattapoisett YMCA Preschool & School Age Program cac 2 $2,759.17 scoo MO nﬂﬂjbl | |ed $2,382.42
Show 25 B entries Filter by:
Paid Modifiers
Name A Program Type Month FT PT 2T 1T JUAEA FI PI Subtotal Union Fee Total
GERDHARDT, Owen CBAftSchaol IE 12/1/2015 1|o|lo|ojo|o]|a]|s $320.94 $0.00 1$49.50) $271.44
GERDHARDT, Owen CBAftSEho0l IE 1/1/2016 2|oflofofo|ofo(2a $401.90 50.00 1$57.75) $344.15
GERDHARDT, Owen CBAfSchool IE 2/1/2016 6|ofo|e]2|21|5]0 $515.75 $0.00 1$71.50) $444.25
GERDHARDT, Owen CBAftSEho0l IE 3/1/2016 23(o0|of23]ofofo]o $508.30 50.00 [$63.25) $445.05
GERDHARDT, Owen CBAftSEho0l IE 4/1/2016 16|0|o|6]jo|o|s5]|0 $515.75 $0.00 1$71.50) $444.25
GERDHARDT, Owen CBAftSEho0l IE 5/1/2016 21{ofof2tjofof1]o $496.53 50.00 1$63.25) $433.28
Showing 1 to € of 6 entries @ Previous Next g

aa —



3. Review Pending Invoice and approve/reject

5y

e Clicking the
child’s name
will open a
separate tab
with the
Monthly View
and the ledger
entries for that
month.

— Service entries
— Copay
— Transportation

— Intermittent
entries (if
applicable)

— Union dues (if
applicable)

Placement Provider Program Type  Start Date
GERDHARDT, Owen Mattapoisett YMCA Preschool & School Age Program CBAftSchool

Attendance Date

0212016
Ledger ID Adjusting Billing Date Ledger Type Status Gross Billable Billing
Ledger Quantity Quantity Rate
2798875 0 06/01/2016 Full Time Service Entry New Ledger 16 16 516.10
Entry
2798877 0 06/01/2016 Full Time Interrnittent Care Service New Ledger 51243
Entry Entry
2798B7€ 0 06/01/2016 One Way Transportation Entry New Ledger 16 16 56.00
Entry
2798E78 0 06/01/2016 Copay Entry New Ledger 21 13 1$5.50}
Entry
Show Legend
Sun Mon Tue Wed Thu Fri

1 2 3 q 5

11 12

7 8 9 10

14

15 16 17 18 19
21 22 23 24 25 26

End Date

12/14/2015 12/10/2016

162 15
JJJJJJJ

Sat

13

20

27



4. Click Review Submission

 Rejecting an invoice will change the provider’s attendance
status to "rejected” and allow him or her to make changes.

« Approving an invoice will change the check mark to gray.
After approval, click "Review Submission”

Pending Invoices
Billing Date: June, 2016
CONTRACT

Show 25 |4 entries

A Provider ID

Y 3862 -

¥ 10407 - 2016

N

]

3699 -

]

2741 -
2712 -

58

3950 -

N

7]

3080 -

2016

2016
2016
2016
2016
2016

Name

Dartmouth YMCA

Gleason Y Afterschool Care

Mattapoisett YMCA - Rochester

Mattapoisett YMCA Preschool & School Age Program
New Bedford Child Care

SACC at the YMCA

YMCA Sippican Child Care Program

Type
CBC
CBC
CBC
CBC
CBC
CBC
CBC

Subtotal

$11,492.90
$9,296.14
$3,040.78
$2,759.17
$113,686.18
$40,303.26
$4,118.93

Union

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Filter by:

Fee
{$4,559.00)
{52,523.00)

$0.00
(5376.75)
(525,941.80)
{$7,060.27)
$0.00

Review Submission

Total

$6,933.90
$6,773.14
$3,040.78
$2,382.42
587,744.38
$33,242.99
$4,118.93




5. Review Submission

5y

e The black rewind button is your last chance to reject billing before

submitting.

e You will see a "Denied” tab if you have rejected any invoices AND
have not re-generated ledgers within the current billing month.

e You will see a "missing Attendance” tab if you have providers with
missing attendance for the current billing cycle.

Pending Invoices

Billing Date: June, 2016

Approved

CONTRACT
Show 25 [J entries
4 Provider ID

2712 - 2016
2741 - 2016

3080 - 2016
3699 - 2016
3862 - 2016
3950 - 2016

Training

Intake + Provider + Billing + Admin +

Denied Missing Attendance

New Bedford Child Care

Mattapoisett YMCA Preschool & School Age
Program

YMCA Sippican Child Care Program
Mattapoisett YMCA - Rochester
Dartmouth YMCA

SACC at the YMCA

10407 - 2016 Gleason Y Afterschool Care

Reports +

Filter by:
Organization
Type
CBC
CBC

CBC
CBC
CBC
CBC
CBC

Help + © Family/Person
Search
@ = oy My Primary Organization
simen ome m My Providers E
Dashboard
Submit
Month in Review
June's Total:
Amount Billed $144,236.54
May's Total:
$0.00
$87,744.38 Total Difference:
$2,382.42 $144,236.54
Placements Invoiced:
$4,118.93 31.96 %
$3,040.78
$6,933.90
$33,242.99
$6,773.14

Department of Early Education and Care
Child Care Financial Assistance

Welcome Miranda. Reset Profile Logout
Org Admin for Young Men's Christian Assoclation Southcoast, Inc.

10



5. Review Submission @

e The SDR Summary, SDR Detail, and Payment Voucher
are available for download in draft form

e The SDR Summary shows a breakdown of your invoice
from a monthly perspective

e The SDR Detail report provides a more detailed look at
your invoice, broken down by child and the attendance
entered against that child

e The Payment voucher will show the monthly totals by
contract line

11



SDR Summary :

Service Delivery Report (SDR) - Summary

Report Print Date: 06/22/2016 10:36:37AM

23A MOULTON ST
CHARLESTOWN, MA 02129 Billing Date: 06/01/2016
(617)241-8866

600010, HIE 6 IE 09/01/2009 08/31/2016 227,880.37

Center-Based After School Only 18.48 AS / 34.48 SA 7 1 -1,736.50 4,607.82
Service Date: 07/01/2015 Fee Total Total Billed
Regular Rate: 18.48 AS / 34.48 SA Units: 184,00 Fee: -1,736.50 Total: 4,607.82

Center-Based PreSchool 38.76 7 1 -4,338.00 24,892.84
Service Date: 07/01/2015 Fee Total Total Billed

Regular Rate: 38.76 Units: 754.00 Fee: -4,338.00 Total: 24,887.04

QRIS Add On Rate: 1.16 = .03 * Provider Rate Units: 5.00 Fee: 0.00 Total: 5.80

12



SDR Detail .

Service Delivery Report (SDR) - Detail Print Date: 06/22/2016 10:38:00AM
Billing Date: 06/01/2016

23AMOULTON ST
CHARLESTOWN, MA 02129
(617)241-8866

600010.—.........  41IE IE 6 09/01/2009 08/31/2016 $227,880.37

Center-Based After School Only 18.48 AS /34,48 SA 7 1 $31,660.63

Slat No Child Name Start Date EndDate | units |FT | PT | BS|AS | BA| RS |PR [UA |uAP|EA |ear | Na| cF |cP [uc | X | V fosunfosen fasun | asen FEE Total
- 05 | envzns 230023 o |o o |o| ofo|o| olo|ofo| of oJo|e|elo|o| eof o |ofo $(529.00) $204.04
3 72015 | 102015 23|23 |o |o|o|o| ofo|o| o]Jo|o|o| cof oJo|a|olo|o| of o |ofoe $(207.00) $585.04
$ mi01s | sw2015 20|23 |o |o]o|o| o]lo|o] elo|o]o| o] ofo|e|lelo]o] e] e o] o $(195.50) $597.54
K 015 | 2018 2300|238 |o Jo|o|o| o]lo|o| o]lo|o|o| o] o]Jofo]e]lo]|o| ofo|o|oe $(46.00) $147.04
M H2015 | anvze 220023 o Jo|o|a| oelo|o| a]lo |ofo|] ]| oJo|e|e|lo]|o| el o] o $(345.00) $448.04
N 71112015 2412015 2300 |23 o |o|o|o| ofo|o| o]lo|n|o| of oJo|a|olo|o| of o |ofoe $2.00 bt
R 7015 | asvzns 2200 |23 |o Jo|o|a| ofo|o| e]lo|ofo| of oJo|e|elo|o| ef o |ofo $(345.00) $4e8.04
R . 71112015 432018 2300 |23 |o |o|o|o| o]Jo|o)]| o]lo|n]o| of ofo|oa|ojlo|o| ol o |o]| oo $(68.00) $724.04

13



Payment Voucher :

Commonwealth of Massachusetts
Executive Office of Education

Payment Voucher Input Form

Early EducationandCare

Department/Organization Name:
Department of Early Education and Care (EEC) Office of the Comptroller

June 22, 2016

PV DATE VENDOR'S CERTIFICATION Vendors Name and Address
I certify that the goods were shipped or the service rendered as set forth below S -

7112015 23A MOULTON ST

CHARLESTOWN, MA, 02129

(Please Sign In Ink)

Document Total: $29,494.86 Vendor Customer Code: VC6000159732
Encumbrance ID Quantity Description Unit Price Amount For Agency Use
60001C. —..... ... ...-41IE 1 c- em LT, T ..--20090901 $29,494 .86 $29,494 .86

Dates of service:  7/1/2015 to 7/31/2015

Prepared By: Title: Date:

Entered By: Title: Date:

The undersigned authorized signatory approving this document certifies that this document and any attachments are accurate and complete and comply with all applicable general

and enecial lmwe and reoulatione

Approved By: Title: Date:




6. Submit and Confirm @

e Click Submit to submit your voucher invoices to the CCRR and your
contract invoices to EEC.

e When you click "Submit,” you will be asked to confirm the
submission

— You will be notified of any providers that haven’t been approved.

— If you click “yes”, these providers will be excluded from the
current billing cycle.

Home Intake + Provider + Billing + Admin + Reports + Help + © ramily/person
Search
Pending Invol ) 96_'? My Primary Organization
ending Invoices : = =
Submit Payment Voucher X1 o My Providers B
Billing Date: June, 2016 ) ) Dashboard
The following providers are not yet ;
Approved Denied Missir approved, if you proceed they will not be ' Submit
paid until the next billing cycle.
CONTRACT i Month in Review
Show 25 [ entries 1. Gleason Y Afterschool Care ) June's Total:
. Provider ID Name 2. New Bedford Child Care ud May's Total: $144,236.54
3. SACC at the YMCA | ' $0.00
: 2712 - 2016 New BedfordC 4 YMCA GLEASON FAMILY I1-.38 Total Difference:
- i D)
2741 -2016 Hattapoisett Yl 5. YMCA Southcoast Acushnet School Age  *#2 _ $144,236.54
gram Placements Invoiced:
M4 3080 - 2016 YMCA Sippican 3.93 31.96 %
M4 3699 - 2016 Mattapoisett YI ).78
M4 3862 - 2016 Dartmouth YM( Yes No 3.90
M4 3950 - 2016 SACC at the YM y 2.99
M4 10407 - 2016 Gleason Y Afterscnour vare DL »0,773.14



Submitted Invoices Page @

After you submit to the CCRR and EEC, you can see all of
your past submissions and payments.
Billing + Admin +

e The billing date is the date you submitted
your invoice to the CCRR/EEC Pending Invoices

e The Submission date is the date the CCRR submittec nvoices
submitted to EEC

+ Adjustments

e The Invoice date is the date EEC approved Reconciliation

oy oy Ly My Primary Organization
- Approved Invoices :E; :=9 :59
soman o Peymest My Providers <]
Ssr vouoer
e You will not see
6/1/2016 12:00:00 AM June’s Total: $0.00
an y otals ‘ v May's Total: $0.00
© Billing Date Submission Date Invoice Date Total Difference: $0.00
o u I a te d June's Placements: 131
p p CPA May's Placements: 0
Total Difference in 131
under the
Show 25 [ entries Filter by: June's Placement Cost: $0.00 per
- - . : placement
M onth I n - I;I;owder Name Type Subtotal Union Fee Total May's Placement Cost: $0.00 per
placement
- - 3862-  Dartmouth YMCA cBCEl  $11,492.90 $0.00 ($4,559.00)  $6,933.90 Total Difference in $0.00 per
Rev I ew u n tl I 2016 = Placement Cost: placement
10407 - Gleason Y Afterschool Care CBCE= $9,296.14 $0.00 ($2,523.00) $6,773.14
- - 2016
yo u r I n vo I C es 3699 - Mattapoisett YMCA - Rochester cBCE $3,040.78 $0.00 $0.00 $3,040.78
2016
2741 - Mattapoisett YMCA Preschool & CBCmA $2,759.17 $0.00 ($376.75) $2,382.42
a re a roved 2016 School Age Program
p p L] 2712 - New Bedford Child Care cecEl $113,686.18 $0.00 ($25,941.80) $87,744.38
2016
3950 - SACC at the YMCA CBCEZ $40,303.26 $0.00 ($7,060.27) $33,242.99
2016
3080 - YMCA Sippican Child Care Program CBCZD_ $4,118.93 $0.00 $0.00 $4,118.93
2016




