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Welcome!
Welcome to the British Columbia ICM Service Provider Portal. Service providers are key and valued

partners in the delivery of service to British Columbia’s children and families. As such, we are
continuously looking for ways to improve how we work together to deliver vital services to the
individuals and families we serve.

What is the Portal?

The Service Provider Portal is a secure interface for Child Care Providers to access self-service options
such as creating and submitting claims to the Child Care Service Centre electronically and viewing the
status of Benefit Plans and payments.

The Portal will provide you with:

e The ability to create an invoice and submit it electronically, replacing the need to send paper
invoices and increasing the speed with which payment may be generated. Invoices may also be
printed off for your records.

e Access to view approved Affordable Child Care Benefit Orders, allowing you to create Invoices
as soon as the Orders are approved.

e Access to view the status of your payments, including payments related to paper invoices. The
payment details include the payment amount and the payment date. You will continue to
receive payments in the same manner, either by Electronic Funds Transfer (EFT) deposited
directly to your bank account, or by cheque via Canada Post.

The Portal is available for access 24 hours per day, 7 days per week. Ministry support is available
Monday through Friday from 8:30 a.m. — 4:30 p.m., excluding statutory holidays.

Visibility and Privacy

In accordance with Freedom of Information and Protection of Privacy legislation, individuals authorized
to access the Portal are able to see information pertaining to all the children for whom your organization
is authorized to provide services. This information is the same as what you currently receive in paper
format (e.g. the name of the individual receiving service or the amount and types of service authorized).

You will not be able to see the same detailed information as ministry staff, nor can you see information
associated with individuals for whom you are not authorized to provide services and/or equipment.

For more information on visibility and privacy in the ICM system, please see:

https://www?2.gov.bc.ca/gov/content/governments/policies-for-government/bcea-policy-and-procedure-

manual/foippa/information-privacy-and-security-foippa
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Getting Started

Computer System Requirements
To use the Service Provider Portal, it is recommended you use one of the following operating systems
and Internet browsers:

Operating Systems:
¢ Windows Vista (32 bit)
¢ Windows 7 (32 bit)

Browsers:

¢ Internet Explorer (version 11)
¢ Google Chrome (version 58+)
¢ Firefox ESR 32bit (45 +)

If you are not currently using one of the above browsers, you can download and install them by clicking
the related icon or going to the related URL and following the instructions:

Google Chrome https://www.google.com/intl/en uk/chrome/browser/

'

Firefox https://www.mozilla.org/en-US/firefox/new/

&
; "l

You will also need Adobe Acrobat Reader (version 7 or higher). You can download Acrobat

Reader at http://get.adobe.com/reader/otherversions/

Get
ADOBE’ READER’
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BCelD Requirements and Registration Assistance
To access the Service Provider Portal, your organization must have a Business BCelD (which is different
from a Basic or Personal BCelD).

If you already have a Business BCelD to access the Child Care Operating Fund Online Service, you can use
your existing Business BCelD and password.

If you do not have a Business BCelD, go to www.bceid.ca to begin the registration process:

e Select the Register for a Business BCelD link on the main page and then select Start Registration
and follow the instructions.

e You may be required to verify your identity and residential address by presenting Identification
Documents at a BCelD Point of Service location.

Request Access to the Service Provider Portal
Access to the Service Provider Portal is available to Licensed Child Care Providers only.

Once you have a Business BCelD, you will need to complete and submit the Service Provider Portal

Access Request form (CF3001) to the Child Care Service Centre. The form can be submitted by mail, fax
or by email to:

Email: MCF.ServiceProviderPortal@gov.bc.ca

Mail: PO Box 9953 STN PROV GOVT
Victoria BC V8W 9R3

Fax: 1877 544-0699

You will be notified by email when your access has been granted and what information and programs
you are able to view. The email will be sent from a generic do-not-reply address so you may need to
review your email program settings if it accepts these types of emails. To follow up on your request for
access to the Portal, you may email MCF.ServiceProviderPortal@gov.bc.ca.

Navigating the Service Provider Portal

Log in to the Service Provider Portal
Go to https://icm.ext.gov.bc.ca/epsportal prd to login.

Enter your Business BCelD user name
into the BCelD field. Enter your Business

BCelD password into the Password field. ]
Press ‘Continue’. |

You will then see a second log-in screen

with account messages such as password
re-set attempts and your logon history.
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Your Home Screen
Once you have logged onto the Portal using your BCelD user ID and password, you will be taken to the

Home Screen.

W Home & MyoOrders W My Involces/Payments [l My Profile Bl My Reports [l User Administration

ders Home:

Home >

Welcome Sherri Proceviat to the ICM Service Provider Portal

Start an Inveice You have access to the orders and invoices for the following programs:
Update an Invoice Child Care

Recently Approved Orders

Recently Completed Invoices

Returned for Revision Invoices

My Notificationa ~ Menu (@) view More

The following invoices require sttention. invoices dated 7 dsys previous will be cancelied by the system

Invoice # Program Type Service Provider Invoice Date Status Returned for Revision Comments
Invoice:1-5105526213 (Pending) Child Care PRODUCTION SUPPORT TEST B_. 2019-Apr-11 !

Invoice:1-4845113658 (Returned... Child Care PRODUCTION SUPPORT TEST B... 2017-Sep-15 ! Fix yo date
Invoice:1-5082718393 (Pending) Child Care PRODUCTION SUPPORT TEST B_. 2018-Sep-12 !

Invoice:1-5082718483 (Pending) Child Care PRODUCTION SUPPORT TEST B... 2018-Sep-19 !

Invoice:1-5101072043 (Pending) Child Care PRODUCTION SUPPORT TEST B_. 2018-Nov-29 !

The Welcome message located in the centre of your screen informs you of:

¢ What information you can access in the Portal and for which program(s)
e Important information or current notices

Welcome Sherri Proceviat to the ICM Service Provider Portal

You have access to the orders and invoices for the following programs:
Child Care.
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Quick Links
The Home screen of the portal includes Quick Links, located on the left hand side, providing shortcuts to
commonly used tasks:

e Start an Invoice.

e Update an Invoice.

e Recently Approved Orders — lists your orders sorted by approval date.

e Recently Completed Invoices — lists your recently completed invoices.

e Returned for Revision Invoices — lists your invoices that have been returned for revision.

Start an Invoice

Update an Invoice

Recently Approved Orders
Recently Completed Invoices
Returned for Revision Invoices

My Notifications
My Notifications are located in the centre of your screen and contain:

e Invoices requiring action — you can access the invoice by clicking on the Invoice Number.

The fallowing invoices require altention Invoices dated 7 days previous will be cancelled by the system

Invoice £ Program Type Service Provit Invoice Da Status

iHelp and Information Icons

Accessing iHelp
The Portal has iHelp topics that can be accessed by clicking the “How do | ...?" icon

located along the top far right corner of your Home Screen. 0”“""'"-? |

This contains a list of iHelp topics and step-by-step instructions for completing various tasks in the
Portal. The iHelp will open in a sidebar and you can keep working in the Portal with the iHelp sidebar
open.
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[ Home W Self-Report Audit Tool Questionnaires & My Orders Il My Invoices/Payments Bl My Profile B My Reporce Il User Administration ST

Home iHelp

Clearing Notifications
Error Messages

Generate the Order and Invice Summary. Welcome MCFD SP ALL IX-1Il-MCF-ALL to the ICM Service Provider Portal

nvoices - Cieate fox the following program:
Invoices - Searcn
Invoices - Updane
Orgers - Searen

Payments - Searcn

Reponts - View a Previously Created Report

My Notifications  henu @) ewbirs
The fokowing Iveices dated 7 days previous yste
Invaice s ProgramType  Service Provic Invaice Dat Status

|
By accessing iHelp, you can find step-by-step instructions on the following topics:

Home iHelp X| Howdol. X » Clearing Notifications.

Clearing Notifications

e e T e Run the Order and Invoice Summary Report

» Clearing Notifications My Notifications lists all Pending and .

Returned for Revision (RVR) Invoices. e (Create an Invoice
1 Error Messages Nl 8 g | il ot e e

- records. If more records exist, they can be Y H
» Generate the Order and Invoice viewed by clicking “View More". Search for an Invoice
2 You can click on the record withinthe ¥ H H
Summaw Repon My Notifications applet to update the record. ® U pdate an invoice
H = 3. Make any necessary corrections and click

¥ Invoices - Create S e i e Search for an Order
1 InVOiCES . Search 4. Make any necessary corrections and click

on the Next button in Step 2. i SearCh for a Payment
1 Invoices - Updatg 5. In Step 3 make any necessary corrections

and click the Save and Validate button
1 Orders = Search Repeat for each invoice line. Click on the

Next button
1 Paymems -Search 6. In Step 4 attach an attachment if

required. Click on the Next button.
% Reports - View a Previously Created 7 Click the | confinm | have read and. ¥

agree to the terms in the declaration option
Report and Submit the invoice.

8. Review the Canfirmation and click Close

“~ Return to Home iHelp
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Information Icons

Some views in the Portal include information icons @ which display text to assist you when you hover

over the icon.

ServiceProvide Contact Us

W Home £7 My Orders | [l My Invoices/Payments [l My Profile [l My Reports [l User Administration

Invoice List

v
nvoice:

Start an Invoice  Update an Invoice  Recently Completed Invoices

Home > My Invoice > Startaninvoice >

Create/L

1 Basic Invoice Information 2 Search for orders 3 Col

Basic Invoice Informaticn

Create New Invoice

IThe name of the organization or facility which provided the goods or sarvlcasl
Save Invoice Cancel mvore TRt

Screens/Views
Across the top of the screen are five tabs that provide easy navigation to:

e Home

e My Orders - Orders are products and services that have been approved by the Ministry and

enable you to create invoices to receive payment.

e My Invoices/Payments - To receive a payment for services provided, care providers must submit

an Invoice each month.
e My Profile — Shows care provider and facility related information.

e My Reports — Allows you to view reports that have been previously created.

e User Administration — Allow the addition and modification of portal users.

ServiceProviderPorta Contact Us

M Home &I MyOrders M My Invoices/Payments [l My Profile [l My Reports /Ml User Administration

Siebel Providers Home:

Some of the screens have additional quick links to common tasks in the dark blue bar under the screen
titles. Below is a navigation trail showing the path you have taken to get to the current screen. You can

click one of the previous screen names to quickly navigate back to that screen.

P

BRITISH
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Searching, Viewing and Sorting
The My Orders and My Invoices/Payments screens have Search sections. In these sections, only the
Program Type (Child Care) is a required field but you can use the other fields to help refine your search.

Progam: & - e @ Pmp— fa— ]

Program Type* @ v Oders @ Contact Last Name @ | Servce Provsec @ | immoce cunefroms B ContartFest ame Fapment o O

T S suns @ v e Dare To ®

Service Provider @ v Status @ v | Contact First Name'® |
‘Search Orders:

The Search Results displays up to five records but more may exist. The title bar of this section will
indicate how many records are displayed and how many there are in total (example: “1 -5 of 10 +”
means there are 5 records displayed but over 10 in total). You can see the next set by clicking the arrow
to the right. There is also a “View More” button in this section so you can see more records on one
screen. This option to view more records also appears in the some of the Create an Invoice screens.

Order Search Results =~ Menu (B Vaw More

The records may be sorted by any field by clicking the up or down arrows in the column title. The green
arrow indicates how the records are sorted.

Order Search Results = Menu

Order Number  Last Name First Name Middle Name Amount
19293360742 Austin Steve $2.000.00

Fnd Date Status Remainder Service Provider
eb-28 Approved $2,000.00 AUTISM, CHILD RECOR

Columns can also be resized to display more information such as longer names. Simply hover on the
edge of the column and click and drag the column to resize.

W Home &7 My Orders Il My Involces/Payments [l My Profile Il My Reports [l User Administration

My Orders

Program Typer @ [Cria Care v|  cwwe® | | conecitasnamy @

Service Frovicer @ | v sens O | [~|  comsctFies Name @

3 T

Ordes Stam Daze Order End Date Semainger vioe Provider Benefic Pian End Dat

Bhue Bathany S412 50 2017-Mar01 201 7-Mar-31 Approved 41250 PRODUCTION SUPPORT TEST _ 201 7-Mar-31
Riue Bethany §150.00 20017 Mac01 2001 7031 Approved $150 00 PROCUCTION SUPPORT TEST . 200 7-Mar-31
iue Betnany $43.75 2017-Maea1 2017Mar31 Approved $a3 78 PRODUCTION SUPPORT TEST . 2017-Mar-31
Bronze Bors 59828 200 7.Mar01 207 7-Mar-31 Aporoved 29828 PRODUCTION SUPPORT TEST 2001 7-Mar31
Bronze Bars 519423 20V7-Mar-01 200 7Mar3N Closed s0.00 PRODUCTION SUPPORT TEST _ 2017 -Mar-31

Sroducta Full Days Rarnainde

a3 o s s0.00 a s

Below the search results is a line details section. This shows details about whichever line is selected in
the search results section. To select a record to view details, click the line you wish to see.

To view more details about the record, click on the Order or Invoice Number. This navigates you to a
detailed view.
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Navigating Through Screens

€ Home Pag
It is NOT recommended to use the browser’s Back arrow to return to the previous [.o_ﬂ < —
-
screen, or press any buttons while the system is processing, as either will lead to ased u

an error message.

To return to a previous screen, use the navigation trail or click on one of screen links or quick links to
return to those areas.

ot | ServiceProviderPortal 312 Contact Us

W Home & MyOrders [l My Invoices/Payments [l My Profile [l My Reports [l User Administration

Recently Approved Orders  Start an Invoice  Update an Invoice

In the Create/Update an Invoice process, use the buttons at the bottom of the screens to navigate
through the process or to Save or Cancel the Invoice.

How to Search for Orders

About Orders
Through the Service Provider Portal, you can view your orders. Orders are products and services that
have been approved by the ministry and enable you to create invoices to receive payment.

The Orders are visible in the care provider Portal as soon as they are approved by the ministry so you
can view the details and submit invoices without waiting for mail correspondence.

For details about how long a parent is approved to receive the Affordable Child Care Benefit, please
refer to your Benefit Plan letter. Orders for future months are not visible as they are created as part of a
month-end process in the system so you are not able see how long the Benefit Plan is approved for in
the Portal.

You do not need to create an invoice to see if the Affordable Child Care Benefit is approved, you can
search for Order separately.
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Quick Links
The Home screen of the Portal has Quick Links to view “Recently Approved Orders.”

A b | ServiceProviderPortal

M Home &My Orders [l My Invoices/Payments [l My Profile [l My Reports [l User Administration

Siebel Providers Home

Home >

Welcome Agency1 IX-11I-AF to the ICM Service Provider Portal

Start an Invoice

You have access to the orders and invoices for the following programs:

Update an Invoice Autism, Child Care Subsidy, Medical Benefits.

Recently Approved Orders I

Recently Completed Invoices

Returned for Revision Invoices

Clicking the

link will navigate you to
the My Orders screen and
will display all of your
approved Orders with the
most recently approved

| Crter 20 Cormacr Lant Name @

¥ Stemen w|  comserFessiame @

ones on top.

Creer Sarn Date LI

Steve 5200000 2016Mar01 07 Fenda Appeoeed £2000.00 ALITREM, CHILD RECORE,

CARLY 321000 2017 May-01 2007 My 31 Approved 321000 €5, CHILD RECORD
Tesitne 860000 W T-Aprdi M T-Apr3 Appeced. 560000 MEDHCAL BENEFITS, CH
ASHLEY 540000 062001 301 Tay-31 Apprcreed 340000 ALITESM, CHILD RECORE,
ASHLEY 5200000 iEAS 20174015 Apgroved 51.000.00 ALITIS B SEVCES

My Orders screen
This screen allows you to
view details about the Order, Order Lines and attached Invoices.

The Order shows information including the child’s name, the Amount of Benefit or Special Needs
Supplement approved and the Remainder. The Order Lines show details about the Order including the
Product (care code) and number of days approved.

When you navigate to the My Orders screen, there will be no results displayed until you enter what you
want to see in the “Search Orders” section. You must enter the Program Type but all other fields are
optional.
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[ ] Hnme

£ My Brders W My Invoices/Paymems [l My Profile [l My Reports [l User Administration

Orders:

Home >’ MyOrders >

My Orders
A Quick view of your orders. Use the search box to find an order.

Service Provider @

Search Orders.

Order Search Results =~ Menu

!

() View More.
Order Number  Last Name First Name:

Order Start Date Order End Date Status Remainder

oW owoH
OrderLines  Menu Query () View Mora
Productaw Total Amount

P

Page | 13
BRITISH
COLUMBIA



BRITISH
COLUMBIA

Searching for Orders
In the My Orders screen you can search for Orders by entering details in the Search Orders section. You
must enter the Program Type but all other fields are optional.

Search Orders

Program Type*: 0 b 4

Service Provider.

Search Orders

Order #: This is a system-generated number and is different than the parent’s Case number.
Contact First Name/Contact Last Name: The “Contact” is the child. The child’s first and/or last
name must be entered exactly as it appears on the Benefit Plan letter if you wish to use this field
to search. (In other words: you cannot search using a nickname as only the legal name of the
child is attached to the Order.)

Service Provider: This is the Service Provider or facility where the child attends. Some
businesses have only one facility (such as a Licensed Family daycare) while other businesses will
have many facilities (such as an organization with multiple Licensed Group Facilities).

Program Type: This is the ministry program. In this case, “Child Care”.

Status: You can view Orders that are Approved, Closed and Cancelled. You can create invoices
from Approved Orders. Closed orders may be system-closed due to being fully paid, or they
may have been closed by the ministry for various reasons.

Order #: Contact Last Name:

Contact First Name:
w Status @ w

Example searches:

To see just the most recently approved Orders: click the “Recently Approved Orders” link on the
Home screen or at the top of the My Orders screen.

To see just approved Orders for a specific facility: choose the facility in the Service Provider
field, choose “Child Care” in the Program Type field, and choose “Approved” from the Status
field.

To see the order history for a child (approved and closed Orders): enter the name in the Contact
First Name and/or Contact Last Name fields, and choose “Child Care” in the Program Type field.

After you’ve selected what you are searching for, click the “Search Orders” button.
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Order Search Results

The Order Search Results will display Orders that match your search. There are two sections in this
view: Order Search Results and Order Lines. The Order Lines show details about whichever Order is
selected.

e Order Search Results: The Order shows information including the child’s name, the Amount of
Affordable Child Care Benefit or Special Needs Supplement approved and the amount
remaining.

e Order Lines: The Order Lines show details about the Order including the Product (care code)
and number of days approved.

ServiceProviderPortal ¥ ContactUs

W Home | £ My Orders [l My Invoices/Payments [l My Profile [l My Reports [l User Administration o"’“"d""-’

Recently Approved Orders _ Start an Invoice  Update an Invoice

Home > MyOrders >

— wy orers

A Quick view of your orders. Use the search box to find an order

N
- u

=

Order Search Results
Order Number  Last Name First Name Amount Order Start Date Crder End Date Status Remainder Service Provider
1-9324454699 $150.00 2017-May-01 2017-May-31 Approved §150.00 CCS, CHILD RECORD
19324454709 $635.00 2017-May-01 2017-May-31 Approved $635.00 CCS, CHILD RECORD
1-9337212177 515000 2017-Jun01 2017-Jun-30 Approved §150.00 CCS, CHILD RECORD
1-9337212187 521000 2017-Jun-01 2017-Jun-30 Approved $§210.00 CCS, CHILD RECORD
1-9311428393 $210.00 2017-May-01 2017May-31 Approved §210.00 CCS, CHILD RECORD

o owow

Order Lines Menu Query () View More
Productaw Half Days Full Days Parent Portion Remainder Half Days Remainder Full Days Remainder
o 0 20 0 $0.00 20 1

Viewing Order details

The Order Search Results displays up to five orders but more may exist. The title bar of this section will
indicate how many Orders are displayed and how many there are in total (example: “1 -5 of 10 +”
means there are 5 Orders displayed but over 10 in total). You can see the next set by clicking the arrow
to the right. There is also a “View More” button in this section so you can see more Orders on one
screen.

Order Search Results ~ Menu (@) View More:

The Orders may be sorted by any field by clicking the up or down arrows in the column title. The green
arrow indicates how the Orders are sorted.
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Order Search Results = Menu

Order Number  Last Name First Name Middle Name Amount

Status Remainder Service Provider

19293360742  Austin Steve $2,000.00 Approved $2,000.00 AUTISM, CHILD RECOR

To view Order Line details for an Order, click the order number.

To view more details about the Order, such as invoices attached to the Order, click on the Order
Number. This navigates you to the “Order detailed view” that allows you to see details including
Invoices the Order has been associated to. You can then click the “Invoice Number” from here to see
more details about the Invoice.

Order Search Results ~ Menu () view Mora
Order Number  Last Name First Name Amount Order Start Date Order End Date Status Remainder Service Provider
10324454609 $150.00 2017-May-01 2017-May-31 Approved §150.00 CCS, CHILD RECORD
-0324454709 $635.00 2017-May-01 2017-May-31 Approved $635.00 CCS, CHILD RECORD
19337212177 $150.00 2017-Jun-01 2017-Jun-30 Approved $150.00 CCS, CHILD RECORD
1-9337212187 $210.00 2017-Jun-D1 2017-Jun-30 Approved $210.00 CCS, CHILD RECORD
1-9311428393 $210.00 2017-May-01 2017-May-31 Approved §210.00 CCS, CHILD RECORD

Order detailed view
A genailed vew of your order

"";';‘;'“'z;.""n Chila Care |~ Order Kumber. @ |148333063587 Lost Name @ Carespandence Comments. @
service Frovder O Pﬁuuw.‘lluusuﬂmr] amocen @ (301250 Fies ame: 0 |Bethany ]
payee® |PRODUCTION SUPPOF remancer @ (541250 wigdte Name: @ |05 Pl
status- @ |nproved |+ oroee stert et @ (2007 Mar01 @
case number @ |1 4833341208 | oraeceeapane® [aiznan |m Adnlgnai Cormenenen: @ |
Appeewn Dane @ |§ﬂ|71.a|:|2 '.m]
mresived pane @ im

Froductaw Harf Days Fuil Deys Farant Pormon Remainder Faif Deys Remaindsr Full Days Remainger

J3 [} 1% S0.00 v 15
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Reports

There is one report available called the “Orders and Invoices Summary Report.” This Report allows you
to see all the details of the Order and Order Lines and all the Invoices attached. The report includes
information such as the name of the RASP Individuals and all of the Dates of Service billed on each

Invoice.
If you wish to view this report:

1. Navigate to the My Orders screen. Complete the fields in the “Search Orders” section with the
Orders you would like to see and click “Search Orders”.

2. Atthe top of the page is the ﬁ icon. Clicking this will display two options.

| ServiceProviderPortal | 33% | Contact Us

W Home | £ My Orders [ My Invoices/Payments [ My Profile 1l My Reports [l User Administration

Orders:

Recently Approved Orders  Start an Invoice  Update an Invoice

My Orders
A Quick view of your orders. Use the search box te find an order.

Search Orders

[ e [ seacn e

3. Select the button indicated by the red square. This is the “Reports” button.

BRITIS . .
‘.:,-".I{_3\f..i,]'\ ServiceProviderPortal 2= contact Us

dol

[l Home &My Orders WM _‘5'79_ ¥ |mens m My Profile [l My Reports [l User Administration

Order Entry List
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Report Locale [FIESEp——.

My Repoits Submit

Recently Approved Orders  Start an Invoice

Home > My Orders >

Update an Invoice

My Orders

A Quick view of your orders. Use the search box to find an order

Search Orders

Program
Types v| oruoer
o #:
Service
Provider v | Bl v ‘
L]

Search Orders

Contact
Last
Name:
]
Contact

First
Name:
o

The “Run Report” box is now displayed. Clicking on the button will generate the

. L . My Report
report. To navigate to the report from within the “Run Report” box, click the

button.

open the report.

Once the “Status” of the report has updated to “Success”, you can click on the report name to

Note: Sometimes the status will not show as “Success” while remaining on the same page.
Simply click to any other heading tab at the top of the screen and then click back into “My

Reports”.

The report shows all of the approved order information and invoices created on the order.

Report Run AT 2017-Jun-05 03:32 P
Repot fun

AFAGENCY1_GOOTWSGEGY2!

Orders and Invoices Summary Report for
FUNDING. AUTISM

BRITISH
COLUMBIA
Ghild Care Subsidy:
MILTON V-1 GARLY
Child............. FILEREGCHD. ParentiGuarian.... . Program Type... Child Care Subsidy
Orde Number EffeciivaStart | Efectiva End | Sarvice Provider | Amount Ramainder
e Date
1907212187 Agproved 2017-4un.01 2074n®0 | CCS,CHID | $21000 521000
RECORD
Name. Product Halt Days Full Days. Parem Ponion
MILTON Vi, CARLY 12-16 0 2 3000
FILE REG-CHD

Pasrae

P

BRITISH
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How to Create and Update Invoices

About Invoices

If a parent is eligible for the Affordable Child Care Benefit, both the parent and the child care
provider will receive a Benefit Plan letter by mail indicating the amount of the Benefit Plan with the
start and end dates.

To receive a payment for services provided, child care providers must submit an Invoice each month.
The Invoice may be submitted by mail or fax using the Affordable Child Care Benefit Claim form, or
created and submitted electronically in the Service Provider Portal.

The Child Care Service Centre will process the payment and either mail a cheque, deposit payment
directly to the child care provider’s bank account or contact the child care provider if further
clarification is required.

Creating an Invoice
The Home screen of the Portal has Quick Links for common Invoice functions and searches including
“Start an Invoice”.

v | ServiceProviderPortal 3% contactus

W Home £7 MyOrders [ My Invoices/Payments [l My Profile [l My Reports [l User Administration

Siebel Providers Home:

Home >

0 Welcome Agency1 IX-11I-AF to the ICM Service Provider Portal
Start an Invoice You have access to the orders and invoices for the following programs:
Update an Invaice Autism, Child Care Subsidy, Medical Benefits.

Recently Appraoved Orders
Recently Completed Invoices
Retumned for Revision Inveices

My Notifications Menu

Clicking the “Start an Invoice” link creates a new Invoice and navigates you to the first step in the
Create/Update an Invoice process.

Create/Update an Invoice Process

Navigation

When you create a new Invoice or update an existing Invoice you will be navigated to the Create/Update
an Invoice five step process. Use the buttons at the bottom of the screens to navigate through the
process or to Save or Cancel the Invoice.
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BRITISH
COLUMBIA



BRITISH lC M
M@yg® COLUMBIA

Note: The Invoice is automatically saved when you click “Next”. The “Save Invoice” button only needs
to be used if you want to save your progress and return to the Invoice at a later time to complete it.

It is NOT recommended to use the browser’s Back arrow to return to the previous
screen, or press any buttons while the system is processing as either will lead to an

error message.

1: Basic Invoice Information
This step captures the Basic Invoice Information including the Program, Service Provider (or Facility),

Month and Year of the services, and the unique Invoice number. After you select the Program, the
Month and Year fields will appear.

ServiceProviderPortal 232 Contact Us © Howdol.? Log Out (.!J

W Home &) My Orders| [l My Invoices/Payments [l My Profile [l My Reports [l User Administration

nvoice:
Start an Invoice  Update an Invoice  Recently Completed Invoices

Home > Myinvoice > Startaninvolce >
Create/Update an Invoice

1 Basic Inveice Information 2 Search For Orders 3 Complete Invoice Lines 4 Add Attachments 5 Review & Submit Invoice

Basic Invoice Information

Create New Invoice

Program:+ @ [Child Care |v Payee:® |PRODUCTION SUPPOR| Invoice %+ @ (15105526093
Service Provider* @ | PRODUCTION SUP‘V Invoice Date:* @ 2019-Apr-09 |E‘| Month:‘n|ADr |V | Year®|2019 |v ‘

Select the billing month and yesr for this lnvoice.
e

e Program: The ministry case type associated to the Invoice (Child Care).

e Payee: The organization or individual to receive payment from the ministry. The payee
cannot be changed in the Portal; it is set by the ministry based on your organization
structure.

e Service Provider: The Service Provider (or Facility) where child care is provided.

e Invoice #: The invoice number must be unique to your organization on each invoice. You
can enter a number you determine or click the “AutoGenerate” button to have a unique
number entered for you.

e Invoice Date: This is the date of the Invoice and defaults to the date it was created. You

only need to change this date if you require a different date recorded for your own

accounting reasons.

Month/Year: This is the Month and Year that child care services were provided. Note that

you cannot create Invoices for future months or years.

£ .
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e Comments: This is an optional field if you have information you wish to communicate to the
ministry. Changes (such as address change, etc.) should be communicated to the ministry
by calling the Child Care Service Centre.

After completing the required fields, click “Next”.

2: Search for Orders
This step allows you to add Orders (approved Affordable Child Care Benefit plans for children) to the
Invoice. Note: you will edit the number of days and amounts claiming on a later step.

Log out ()

W Home £IMyoOrders [ My Invoices/Payments Il My Profile [l My Reports [l User Administration @ ovdor

rt an Invoice  Update an Invoice  Recently Completed Invoices

Horme > Mylmoice > Start anls >
Create/Update an Invoice

7 Basic Invoice Information 2 Search for orders 3 Complete invoice lines 4 Add attachments 5 Review & submit invoice

Search for orders

Search for the orders you would like to add to your invoice

Contact Last Name: | MILTON Contact First Name: l:l

- View your orders search results and Select the orders you would like to add to the Invoice

Orderlines  Menu  AddOrderlines  Query @) Voo Mors
D Order Number  Order Contact Name Product Half Days Full Days Order Remainder Parent Portion Remainder  Half Days Ren Full Days Remainder Service Provider
19337212177 GARLY MILTON IV-11I 52 a ] 5150.00 §0.00 0 0 €CS, CHILD RECORD
[l 19337212187  CARLY MILTON Iv-11I L2-16 a 20 $210.00 $0.00 o 20 CCS, CHILD RECORD

-~ View the lines you have added 1o the Invoice

Invoice Lines Menu ‘Remove Inveice Lines Query (®) Ve toca
Oraer = Orger ContactName  Product Half Days Full Days
" '
=3

Section 1: Search for the orders you would like to add to your invoice
This first section to search for Orders is not a required step; it is a tool that can be used if you are looking

for a specific child to add to the Invoice. If you do wish to use this tool, the “Contact” name you are
entering is the child’s legal name as it appears on your Benefit Plan letter. If you have entered
information here and want to clear it,

click “Clear” and then “Search Orders”

A A Search for the orders you would like to add to your invoice
again to see all available Orders.

Order Search
Contact Last Name: |MILTON Contact First Name: I:l

¢
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Section 2: Select the orders you would like to add to the Invoice

This section displays all the approved Orders (approved Affordable Child Care Benefit plans for

children) for the Month, Year and Service Provider you selected in the previous step.
Note: This view shows all approved Orders. If you had previously claimed only part of the Order
it will continue to display here. The “Half Days” and “Full Days” columns show the number of
days originally approved. The “Half Days Remainder” and “Full Days Remainder” show how
many of those days are still left unclaimed. If you have already claimed a partial amount,
remainder claims cannot be billed for in the portal. A physical claim will need to be sent for
claiming remainders.

" View your orders search results and Select the orders you would like to add to the Invoice

Orderlines  menu  Addomderiines — query (@) e Mcrs
|:| QOrder Number  Order Contact Name Product Half Days Full Days Order Remainder Parent Portion Remainger Half Days inder Full Days Remainder Service Provider

1-9337212177  CARLY MILTON IV-1Hl 52 o ] §150.00 S0.00 o o CCS, CHILD RECORD

D 1-9337212187 CARLY MILTON IV-Ill L2-L6 L] 20 $210.00 $0.00 o 20 CCS, CHILD RECORD

To add an Order Line to the invoice, click the checkmark icon next to the desired order line P
to select it, or click a check marked order line to deselect it. 15

The Order Lines section displays up to seven orders but more may exist. The title bar of this section will
indicate how many Order Lines are displayed and how many there are in total (example: “1 - 7 of 8”
means there are 7 Invoices displayed but 8 in total). You can see the next set by clicking the arrow to
the right. There is also a “View More”

button in this section so you can see more
Order Lines on one screen.

Section 3: View the lines you have added to the Invoice
After you click “Add Order Lines” in the previous section, they will display in this section as Invoice Lines.

If an Invoice Line needs to be

View the lines you have added v the ivoice

removed from the Invoice, click

the order line to be removed

and then click the “Remove
Invoice Lines” button. Note:

you will edit the number of days and amounts claiming on the next screen.
Note: You do not need to select the check box of each order line before clicking next.
After adding all the required Order Lines to the Invoice, click “Next”.
B Page | 22
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3: Complete Invoice Lines

This step allows you to complete the number of days and total amount you a claiming per Invoice Line.
If you need to remove and Invoice Line from the invoice, you can click the “Back” button at the bottom
of the screen. It is NOT recommended to use the browser’s Back arrow to return to the previous
screen, or press any buttons while the system is processing as either will lead to an error message.

Create/Upsate an Involee
T Easet ivovee infamation 1 Seerch for Orders 3 Comgietr e Lines 4 34 Amachmerty 4 Brew L Submd e

Binwms | i lines Uy Mo Oy

o
ne

B | Far gach benett moniny the amounts of ACCE ciamed and Rusdineg from ciher sources (CTFRL #1C | Maest n0f enceed e cost of cate
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Section 1: Select a line to view the Invoice line in Step 2

This section displays all the Orders attached to the Invoice as Invoice lines and their completion status.
You cannot select or change information in this section directly, the changes are made in Section 2
below and then the details automatically updated into this section.

Select a line to view the Invoice line in Step 2

Order Lines  Menu  Query @ wewmers B Invoicelines  Menu  Remove  Query [CL

Order Number Order Contact Name Haif Days Remainder  Full Days Remainder  Remainder Line 2 Total Line Completed
I'I -0337212187 CARLY MILTON IV-IlI o 20 $210.00 I Il 50.{1} I
10337202177 CARLY MILTOM VIl 0 0 5150.00 3 $0.00

The Invoice Line highlighted in blue is the active line being worked on in Section 2 below. After that line
is completed, the Total amount will be updated, the “Line Completed” field will be updated, and the
next Invoice Line will be highlighted.

- Select a line to view the Invoice line in Step 2

OrderLines  Menu query ®vewmars N fnvoicelines  Menu Remove Query @w

Order Number Order Contact Name Half Days Remainger  Full Days Remainder  Remainder Line Total Ling Compieted
10337212187 CARLY MILTOM IVHII 0 20 $210.00 '2 $210.00 o I
| R CARLY MILTON IVl 0 0 £150.00 | 2 $0.00

The “Line Completed” field will have one of three symbols when it is completed (it will be blank if not
completed):

° v This means the Invoice Line information entered is valid.

° ! This means the Invoice Line information entered is valid, but it is for services greater than6
months in the past. These Invoices require additional review by the ministry before
approval.

° X This means the Invoice Line is not valid and the Invoice cannot be submitted with the details
entered in Section 2. Review the Notification in Section 2 for details.

Note: The Order Lines and Invoice Lines tables in this section sometimes are not aligned, especially
when there are multiple lines.
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Section 2: Complete Invoice Information for each line
This section allows you to enter the number of Half Days and Full Days and the Total amount you are
claiming for each Invoice Line.

The Half Days and Full Days are populated automatically with the number of remaining days approved
on the Order and you can enter fewer days if required. The Calculated Amount below shows the
maximum amount you can claim for the number of days and is automatically updated if you change the
days. You will type the amount you are claiming for each individual Invoice Line in the Total field.

Product: ‘SZ ‘
Claim Full Amount: []
Half Days: |0 | E
Full Days: ‘0 | ;] ‘

Parent Portion: |S0.00

Calculated Amount: [S0.00

Total: |{$0.00 | - ]

Save and Validate

The Notification section will update if there is an error or other notice.
The invoice line amount cannot exceed the authorized order line amount

After you have completed the details in this section, you click the “Save and Validate” button. If you
need to navigate between Invoice Lines, use the “Back” and “Save and Validate” buttons in this section.

The directional buttons at the bottom allow you to save the invoice to return to it at a later date. Cancel
the invoice, and go back to previous steps, or move forward to the final steps.

|
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Notes:

e If you are entering a Total amount and it gets returned to $0.00 when you click “Save and
Validate”, you may just need to click somewhere outside of the box for this section to ensure
the number gets accepted before trying to click “Save and Validate”.

e If the Calculated Amount for an Invoice Line is $0.00, you will have to go back to the previous
screen (using the Back button at the bottom of the page) to remove the Invoice Line from the
Invoice.

e The Special Needs Supplement (52) will show 0 days and $0.00 Calculated Amount. Any
amount, up to the maximum amount approved, can be claimed for the Special Needs
Supplement regardless of the number of days of child care. The total combined amount of the
Affordable Child Care Benefit and the Special Needs Supplement cannot exceed the child care
provider’s daily or monthly rates.

Product: [S2 ‘

Claim Full Amount: [
Half Days- |0 | -] ‘
Full Days: |0 | B ‘

Parent Portion: [$0.00

Calculated Amount: |S0.00

Total: ‘ SDUU | - ] ‘ For each benefit month, the amounts of ACCB claimed and funding from other sources (CCFRI, etc.) must not exceed the cost of care

Save and Validate

Once all Invoice Lines are completed, click the “Next” button.

4: Add Attachments
Attachments are not required for Affordable Child Care Benefit Invoices so this feature is disabled. Click

the “Next” button.

I Sencch for orders 3 Complere invoice lines

Addil any attactuments you would like 1o submit with your ivoice
e, imce, e it i, il the Mex burion.
o umar,

B Page | 26

BRITISH
COLUMBIA



BRITISH
COLUMBIA

5: Review & Submit Invoice
This step allows you to review all the details of the invoice prior to submitting it to the ministry. If any of
the Invoice Line Total amounts are not correct, use the Back button at the bottom of the screen to

return to previous steps and update the information.

Create/Update an Invoice
2 Search For Orders 3 Complete Invoice Lines 4 Add Attachments 5 Review & Submit Invoice

PRODUCTION SUPPORT TEST BUSINESS MCFD CCS PF

ndo
via BC VBV

Data: o2
Invoice Number:1-5105526213
Date: 2019-Apr-11
Program Type: Invalce Amount: 5451 07 Payment Method: Chenue

Service Provider: | TION SUFP Perlod: Feb 2019 Status: Pending

Invoice Lines  Meu  Query () Vo e
Product Half Days Full Days Total Order Number  Order Contact Name
L2-LF 0 il 17051 1-5102615181  Leah TC-Fales
52 (] ] 515000 1-5102615187  Parker TC-Fales
L2-LF 0 20 $170.51 1-5102615193  Parker TCFales
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When you are ready to submit the Invoice, click the box to confirm you have read and agree to the

terms in the declaration. The declaration can be read by clicking the “Read Declaration” button. Click
“Submit” if you are ready to submit the Invoice.

I Read Declaration |

E | confirm | have read and agree to the terms in the declaration

Declaration:

| hereby certify that |, or a partnership, society, corporation or other organization for which | am an authorized signatory (the “Supplier™)
has provided the goods or services described in this invoice to or for the person or persons identified in the invoice in accordance with
all applicable Government of British Columbia legislation, policy, practises, procedures and guidelines and that the information in this
invoice is true and complete. | further certify that the Supplier is not claiming payment for the goods or services from any other person
and will not be reimbursed by any other person for the cost of the goods or services. | acknowledge and agree that at the request of
the Government of British Columbia the Supplier will provide complete and accurate records to support the Supplier's claim for
payment for the goods or services described in this invoice. | further acknowledge and agree that any overpayment related to this
invoice is a debt due to the Government of British Columbia that the Supplier is liable to repay on demand.

Submit Invoice . . . T . .
After , you will see a Confirmation screen indicating your invoice has been

successfully submitted.

| Yourinvoce hs been successfllysubmited. |
FUNDING, AUTISM

Invoice Number JTESTCCS
Date: 2017-Jun-06

Program Type:
Seviee Provider.

Proguct Haf Days Full Days Taal Orler Humber  Qnger Contact Mame
£ L o 415000 T93IT2ATT  CARLY MIETON VI
L2-18 o n snooo 1337202187 CARLY MILTON Pl

i
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If you see an error message instead of this Confirmation screen, the invoice has likely been submitted

but you can confirm this by searching for the Invoice. To see if the Invoice just completed was
submitted successfully, go to the My Invoices/Payments screen and search for the Invoice. If the

invoice is in “Ready for Approval”, “Approved” or “Paid” Status then it was received successfully by the
ministry. It if is in another Status, such as “Pending” or “Cancelled”, then it has not been received by the
ministry.

Cancel or Update Invoice
Invoices created and not submitted or cancelled are saved in a Pending state. These invoices may have
Orders tied to them, which may prevent you from billing these Orders on another Invoice.

After you submit an invoice through the Portal, it will be validated by ministry staff. The ministry cannot
change information you have entered on invoice lines. This is to preserve the financial integrity and
audit trail of the record. If changes need to be made, the ministry program will electronically return the
invoice through the Portal and send an email explaining the revisions required.

“Pending” and “Returned for Revision” Invoices are displayed on the Home screen in the “My
Notifications” section. You can also search for a specific Invoice using the “Update an Invoice” link on the
Home screen or at the top of the My Invoices/Payments screen.

You can locate the Invoice two ways:

e From the My Notifications on the home screen: Click on the Invoice Number. If the invoice
you are looking for does not appear on the first page, click the directional arrows at the
bottom to navigate between pages.

e From the “Update an Invoice” link: enter details in the Search Invoices section and click
“Search Invoices”. When the Invoice is located, click Update Invoice.
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rviceProvide HH

W Home £ My Orders | Wl My Invoices/Payments| [l My Profile Wl My Reports [l User Administration

Inveoice:

Startan Invoice  Update an Invoice  Recently Completed Invoices

Home > Mylnvoices > Updateaninvoice >

Update an Inveoice

Search for an invoice you would like to update

Search Invoices

—

Service Provider @

Invoice # @

H

e
e [ e ]

Invoice Date From-

[<][<]<]

E1E3

status: @

< View your Invoice search results and Select the Invoice you would like to update

Invoice Date To-

Search Results = Menu Update Invoice () View Mere.
Invoice 24 Invoice Amount Approval Date  Status Payment Method ~ Paymeni Number PaymentDate PaymentAmount  Type Service Provider Invoice Date Created By
1-9324401493 50.00 Pending ! Service Provider AUTISM BI SERVICES ~ 2017-May-31 AFAGENCY1_QQQTWS

-9325460763 ﬁl}() ;endlng ! Service Provider Amm SERVICES MS
1-9327019173 525.00 Pending ! Service Provider AUTISM, CHILD RECORD 2017-Jun-01 AFAGENCY1_QQQTWS
1-9327046432 $60.00 Pending ! Service Provider AUTISM, CHILD RECORD 2017-Jun-01 DACHILDG_QQQTPEGC]
JOSHtest $1,600.00 Pending ! Service Provider AUTISM, CHILD RECCRD 2017-May-31 AFAGENCY1_QQQTWS

< il ] »
Howow oM

Invoice Lines ~ Menu Query (&) Viow Mors

1. This will navigate to Step 1 of the invoice creation process
e To Cancel the Invoice, click “Cancel Invoice” at the bottom of the screen.
e To update the invoice, enter invoice details and click “Next” to navigate through screens
that are already fully completed.

If you need to update an Invoice that has already been submitted to the ministry, please contact the
Child Care Service Centre to have the invoice Returned for Revision.

How to Search for Invoices

Quick Links

The Home screen of the Portal has Quick Links for common Invoice functions and searches including:
Create an Invoice, Update an Invoice, Recently Paid Invoices, and Returned for Revision Invoices. The
Home screen also includes the My Notifications section which includes invoices that are not complete.
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mis | ServiceProviderPortal 232 Contact Us @ Howdol.?  LogOut(

W Home 52 My Orders [l My Invoices/Payments [l My Profile [l My Reports [l User Administration

roviders Home:

Home >

Welcome Sherri Proceviat to the ICM Service Provider Portal

Start an Invoice You have access to the orders and invoices for the following programs:
Update an Invoice Child Care

Recently Approved Orders

Recently Completed Invoices

Returned for Revision Invoices

My Notifications ~ Menu () view More

The following invoices require artention. Invoices dated 7 days previous will be cancelled by the system.

Invoice Program Typs Service Provider Invoice Date Status Returned for Revision Com
invoice:1-5082718393 (Pending) IChild Care PRODUCTION SUPPORT TEST BUSINESS 2018-5ep-12 !
Invoice:1-5082718483 (Pending) Child Care PRODUCTION SUPPORT TEST BUSINESS 2018-5ep-19 :
invoice:1-5101072043 (Pending) Child Care PRODUCTION SUPPORT TEST BUSINESS 2018-Nov-29 :
invoice:1-5101072123 (Pending) Child Care PRODUCTION SUPPORT TEST BUSINESS 2018-Nov-29 !
Invoice:1-5101385383 (Pending) Child Care PRODUCTION SUPPORT TEST BUSINESS 2019-Jan-02 :

oW oW H

Clicking the “Recently Paid Invoices” link will navigate you to the My Invoices/Payment screen and will
display all of your paid Invoices (both created in the Portal and those submitted on Claim Forms) with
the most recently paid ones on top.

When you submit an Invoice to the Ministry, it will be a few business days before the status changes to
“Paid”. Invoices will be in “Paid” status once they are approved by the payment system and the
payments generated a few days later. This means that you can see the date the payment will be made
in advance of it being sent to you.

My Invoices/Payments screen
This screen allows you to view details about the Invoice and Payments.

The Invoice shows information including the amount of the Invoice, the Period (month and year of
services), the Status of the invoice, and payment details. The Invoice Lines show the individual Total
amounts and days claimed for each child.

When you navigate to the My Invoices/Payments screen, there will be no results displayed until you
enter what you want to see in the “Search Invoices” section. You must enter the Program Type but all
other fields are optional.
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My Invoices
A Quick view of your invoices. Use the search box to find an invoice

Progra @ |~ ivcice @ CortetLast Name payment =8

service Provider @ [~ mvoice pate From |®]  comact First Name. Payment Amount. @

Status: @ |+ Invaice Date To: |&
=

Click on the Invoice # to view invoice details

Search Results  Menu ) Vi v

invoice = invoice Amount Status Paymenthietnod  PaymentNumber  PaymentDate  Payment Amount

InvoiceLines  wenu  Query Ll

Crder Number  Order Contact Mame  Product Total

invoice 7 Invoice Amount ApprovalDate  Period stews PaymentMetied  PaymentNumber PaymentDate  Paymentamount  Service Provier

1-0341309662 sz00 May 2017 Pending ! CCS. CHILD RECORD.
LTESTCCS s0.00 Jun2m7 Cancelled X CCS, CHILD RECORD.
LITESTCCS s0.00 Jun 2017 Cancalied X CCS. CHILD RECORD
LTESTCCS s0.00 Jun 207 Cancelled X CCS, CHILD RECORD
ITESTCCS $360.00 Jun 2017 Ready For Appraval © CCS, CHILD RECORD.

Searching for Invoices
In the My Invoices/Payments screen you can search for Invoices by entering details in the Search
Invoices section. You must enter the Program Type but all other fields are optional.

e Service Provider: This is the Service Provider or facility where the child attends. Some
businesses have only one Service Provider (such as a Licensed Family daycare) while other
businesses will have many facilities (such as an organization with multiple Licensed Group
Facilities).

e Program Type: This is the ministry program. In this case, “Child Care”.

e Invoice #: This is the Invoice Number attached to the Invoice. For claim forms submitted
manually to the ministry, this will be the Claim Form Reference Number (example: LEOO00OO or
LMO000000). For Invoices you created in the Portal, this will be the number you entered.

e Status: You can search for any status. “Ready for Approval” means it was successfully
submitted to the ministry. “Approved” means it was approved by the ministry and waiting for
the payment system. “Paid” means it has been approved by the payment system and the
payment will be generated a few days later.

e Invoice Date From/Invoice Date To: You can use this date range to search for invoices created
on a specific date or in a date range. The date must be entered in YYYY-MMM-DD format, or
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selected using the calendar. The Invoice Date defaults to the date you created the invoice
unless you change the date while working on the invoice.

e Payment #: If you receive a payment or remittance statement, you can use the Payment
number on that statement to look up details about the payment.

e Payment Amount: The amount of the payment.

Service Provider @ |~ | Invoica Date From: Contact First Name: [ 1 Payment Amount-@ | |

staws: @ | Invoice Date To:

[ one J sevcrices |

Example searches:

e To only see Paid invoices: click the “Recently Completed Invoices” link on the Home screen and
choose the “Paid” status. Click search.

e To see if the Invoice just completed was submitted successfully: choose “Child Care” in the
Program Type field, and choose “Ready for Approval” in the Status field. (Note: if there are no
results you may want to try again with “Approved” in the Status field).

e To see all invoices paid for a year: choose “Child Care” in the Program Type field, enter the
beginning date of the year in the Invoice Date From field and the end date of the year in the
Invoice Date To field, and choose “Paid” in the Status field.

After you’ve selected what you are searching for, click the “Search Invoices” button.

Invoice Search Results
The Invoice Search Results will display Invoices that match your search. There are two sections in this
view: Search Results and Invoice Lines. The Invoice Lines show details about whichever Invoice is
selected.
e Invoice Search Results: The Invoice shows information including the amount of the Invoice, the
Period (month and year of services), the Status of the invoice, and payment details.
e Invoice Lines: The Invoice Lines show details about each individual Order claimed including the
child’s name, Product (care code), number of days and Total amount.

Search Results =~ Menu

invoice 7 Invoice AMOUNt - Approvel Dete - Period StEs Paymentietnod  PaymentNumbsr  PeymentDate  Paymentamount  Service Provicer

[1-9341399652. $z200 May 2017 Pending ! C€CS. CHILD RECORD
ITESTCCS $0.00 Jun 2017 Cancelled X CCS. CHILD RECORD
UTESTCCS $0.00 Jun 2017 Cancelied X CCS. CHILD RECORD
ITESTCCS $0.00 Jun 2017 Cancelled X CCS. CHILD RECORD
ITESTCCS $360.00 Jun 2017 Ready For Approval CCS. CHILD RECORD

Invoice Lines ~ Menu | Ouery (@ Ve v

Orcler Mumber  Orger Contact Name Proguct Helf Days Full Days Total

19337212177 52 0 o $5150.00
19337212187 12-16 0 20 521000
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Viewing Invoice details

The Invoice Search Results displays up to five records but more may exist. The title bar of this section

will indicate how many Invoices are displayed and how many there are in total (example: “1 -5 of 10 +”
means there are 5 Invoices displayed but over 10 in total). You can see the next set by clicking the arrow
to the right. There is also a “View More” button in this section so you can see more Invoices on one
screen.

SearchResults =~ Menu () View More |

The Invoices may be sorted by any field by clicking the up or down arrows in the column title. The green
arrow indicates how the Invoices are sorted. (Note: the Period sorts alphabetically rather than by date.)

Search Results Menu

Invoice # Invoice Amount  Approval Date  Status itMethod PaymentMNumber PaymentDate Payment Amount Type Service Provider Invoice Date Created By

1-9324401493 $0.00 Cancelled m Service Provider AUTISM, CHILD RECORD 2017-May-31 AFAGENCY1_QQ!
1-9324401493 §0.00 Pending ! Service Provider AUTISM BI SERVICES ~ 2017-May-31 AFAGENCY1_QQ!
1-9325460763 §0.00 Pending ! Service Provider AUTISM Bl SERVICES ~ 2017-May-31 AFAGENCY1_QQ!
1-8325460883 §52.50 Ready For Approval © Service Provider AUTISM, CHILD RECORD 2017-Jun-01 AFAGENCY1_QQ!
19327019173 §25.00 Pending ! Service Provider AUTISM, CHILD RECORD 2017-Jun-01 AFAGENCY1_QQ!

To view Invoice Line details for an Invoice, click the invoice number.

To view more details about the Invoice, or to print the Invoice, click on the Invoice Number. This
navigates you to the “Invoice detailed view” that allows you to see details including all the Orders
associated to the invoice. You can then click the “Order Number” from here if you want to see more
details about the Order.

Invoice detailed view
A detailed view of your invoice

Invoice

Program Type*:

: Comments'n
O [chidcae  [v| ™OeN™E 5101219116 Organization: @ |PRODUCTION SUPPC
Frogram Area

Type: @ [Service Provider | | Invoice Date:® |2018-Dec-07  |@ Created By: @ |BV2PRCCS_00V58K!
Service Provices lpropuCTION SUPRC| "™ AT (519423 |® Created Date: @ |2018-Dec07 |1

Payee:@ |PRODUCTION SU|E cs1.@ [s0.00
o = Payment Method: Returned for Revision Remittance Description:
Status: Ready for Appruv| o Cheque Comments:
Approval Date: i ] ‘m
Period: @ |Mar 2017 (=
Invoice Lines  Menu  Query () view Mors
Order Number  Order Contact Name Product Half Days Full Days Total
1-4833363631 Boris Bronze J4 0 10 519423

HoH o» M
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Payments
You will continue to receive payments in the same manner, either by Electronic Funds Transfer (EFT)
deposited directly to your bank account, or by cheque via Canada Post.

To view Payments, you will need to locate the Paid Invoice. In the My Invoices/Payments screen you can
search for Invoices by entering details in the Search Invoices section. You must enter the Program Type
but all other fields are optional.

The Search Results will provide you with a list of your Paid Invoices and more detailed information, such
as the Payment Method, Payment Number, Payment Date, and Payment Amount.

Invoice Amount  Approval Date  Status Payment Menod  FaymentNumper PaymentDete  PsymentAmount JType Service Provider Invoice Date Created 8y Created Date

$39.38 Cancelied X Service Provider AUTISM, CHILD RECORD 2017-May-31 AFAGENCY]_QQGTWSG..2017-Jun-08
50.00 Cancelied X Service Provider CCS,CHILD RECORD  2017-Jun-08 DACHILDD_QOQTPRGG... 2017-Jun-08

$125.00 Cancelied X Service Provider AUTISM, CHILD RECORD 2017-Jun-01 AFAGENCY1_QQQTWSG..2017-Jun-08

550.00 2017-Jun-0g  Peld ¥ Service Provider AUTISM, CHILD RECORD 2017-Jun-01 AFAGENCY1 QQOTWSG..2017-Jun-09
525.00 Cancelied X Service Provider AUTISM, CHILD RECORD 2017-Jun-09 AFAGENCY1_0QOTWSG..2017-Jun-09

You can also use the “Recently Completed Invoices” link from “Quicklinks” or at the top of the page in
the My Invoices/Payment tab to quickly see a list of recently paid invoices.

How to Add New Users

About User Administration

When access to the Service Provider Portal is setup, one user is assigned the role of “Delegated
Administrator”. This user has the ability to add, modify and remove access to the Portal for users in
their organization.

BCelD Requirements

In order to add a new User to the Portal, they need to be added to the existing BCelD for your
organization. Log into BCelD (www.bceid.ca) and add the new user under the “Manage Accounts”
section. For support with this process, please contact the BCelD Help Desk phone number listed on
their website.

User Administration in the Portal
The Delegated Administrator for your program can add, modify and remove access to the portal for
users in your organization in the User Administration view of the My Profile screen.
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Navigating to the User Administration Screen
Click the “User Administration” tab at the top of the screen. From there, 2 screens are available:

e Modify user
e Add user

How to add a user to the Portal
To add a user, click on the ‘Add User’ link, located under the User Administration Tab.

ServiceProviderPortal === contact Us

vodify users:

1 Select a user to modifv access

You will then be navigated to the Add user screen, pictured below. The Add User Administration view
displays all the BCelD users set up on your BCelD account.

W Homa £ mayorders [ My Invelces/Payments 8 My Profite 8 My Reporiz | [ User Administration

1 Select & user 1o modify access
Picanr ciich o Moty Yo chengs the progan wes

Lozt ame izt vame Usesid Stz Ema Mok Prooe =

Frocesiar Sheri BVIFROCS.QOY. Active sheir procesiang. 1506165081 1

2 Portal User's current Service Provider

create
i DA e

Setvice Provider Doing Businets Az Corpirate Registry 8 Parent Adcount Address City Poste Tode

FROCUCTION SUFPOR.. FRODUCTION SUFPOR 508 Pandora Ave Victotla wEv 3E3

3 Select the Programs the User needs access to

Program Aresa
Pronia Arka
Aunigm

Medical Benefits
Chisd Cate
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W Home & MyoOrders M My Involces/Payments [l My Profile /B My Reports [l User Administration |

ausel Winuuny aveess
Please click on Modify to change the program areas

Query  Deactivate  Modify [eCEENRERT

LastMName FirstName Userld Status Email hiobile Phone 2

Proceviat Sherri BV2ZPRCCS_QQ.. Active ssherri proceviat... 2505165081

Houowow

2 Portal User's current Service Provider
To Modify Portal User's Service Provider create a new Add User Request

Service Providers

ServieeProvider  Doing BusinessAs  Corporate Registry # Parent Account Address city Postal Code

PRODUCTION SUPP_. PRODUCTION SUPP__ 908 Pandora Ave Victoria VBV 3P3

HoW oW

3 Select the Programs the User needs access to

Program Areas

] Program Arez
Wi Autism

O Medical Benefits
O Child Care

Houowom

4 Submit the Request to Ministry
Submit

2. Select the Service Provider you want the BCelD user to have access to:

2 Select a Service Provider/Facility this user needs to access.

Service Providers Query

Service Provider Doing Business As Corporate Registry # Parent Account Address City Postal Code
AUTISM, CHILD RECORD AUTISM, CHILD RECORD FUNDING, AUTISM 5516198 St Langley V3A 0AG
CCS, CHILD RECORD CCS, CHILD RECORD FUNDING, AUTISM 4093 2165t Langley V3ADAT
FUNDING, AUTISM AUTISM BI SERVICES 5430 201 St Langley V3A0AZ
MEDICAL BENEFITS, CHI... MEDICAL BENEFITS, CHI... FUNDING, AUTISM 5464 203 5t Langley V3A 0A4

H & » M
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3. Select the program areas you wish the BCelD user to have access to in the portal.

3 Select the Program to add to this user.

Ol Frogram Area

[ ] Autism

(] Medical Benefits
/| Child Care

4. Click the Submit Button. The user will not have access to the Portal until the request is
processed by the ministry. You will receive an email once your request has been processed.

P
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Modifying Portal Access for a User

1. To modify a user’s access to the portal, Navigate to the Modify screen under the User
Administration tab.

W Home &My Orders B My Involcea/Payments Il My Profile [ My Reporta | [l User Administration

1 Select a user from the list below.
BCelD Voers
LastName First Name Legalbare  Legin MatieBrane T Emar Uger Type

Froceviat Shai BVIFRCCS 250.516.5081  Shern Procevial. Business

2 Select a Service Provider/Facllity thiz uzer needs to access.
Service Providers  Duery
Sirvien Prevwides Duing Business A5 Corporate Registry 2 Paient Account Addgenss City Postil Code

PRODUCTION SUPPO_ PRODUCTION SUPPO_ 908 Pandors Ave Victoria VoV 3P

3 Select the Program 1o add to this user.

4 Submit the Request to Ministry

2. All the current Portal users associated to your organization will be listed in the first table. Select
the one you wish to modify, and Click the ‘Modify’ button. A warning message will pop up
stating that the user’s access to the portal will be temporarily suspended until the request is
complete.

3. Select which program for which you wish to modify the user’s access.

4. Click the Submit button. Your request will be sent to the Ministry for processing.
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Removing Portal Access for a User

1. Toremove a User’s access to the Portal, navigate to the modify access view under the User
administration tab.

2. Highlight the Portal user, and click the “Deactivate” button. Only those with a status as ‘Active’
can be deactivated. A warning message will pop-up stating that deactivating will remove the
user’s Portal access immediately.

3. Click ‘Ok’, and the portal user’s access will be removed immediately.

Portallisers | ey | Doscinats | | oty (Nl

Last Name First Narme Uszar id Emai Status

TEST AF ATEST4_00QT . . Bgovbcca Active
DACHILDTESTA TEST DACHILDA_CQ. JEgovbe.ca Inactive
DACHILDTESTE TEST DACHILDB_ Q. 5 5 “ Bgovbc.ca Pending Approval
TEST CHILDUSER1  TESTACCOUMNT. @gmail.com Active
DACHILDD TEST DACHILDD_QQ.. Bgov.bc.ca Inactive

Once you have deactivated a user in your BCelD account, they will not be able to access the Portal. You
will need to follow the ‘Add user’ process to reactivate them.

Changing the Delegated Admin

If you need to change the Delegated Admin for your organization, please contact the ministry program.
The existing Delegated Admin will be able to follow the steps above to add the new user, but they will
not be able to give them the Delegated Admin role to be able to add and remove users. There can be
only one Delegated Admin for your business.
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Portal Frequently Asked Questions (FAQ)

Navigation Frequently Asked Questions (FAQ)
Q: What if | have forgotten my BCelD or password?

A: If you have forgotten your BCelD or password, please contact the BCelD Help Desk at 1-888-
356-2741 (8:30 a.m. —5:00 p.m., Monday to Friday, excluding statutory holidays). Or go directly
to the BCelD website at www.bceid.ca and click Logon. From the Logon screen, you can request
your information by clicking Forgot My BCelD or Forgot My Password.

Q: I'm searching for an Order. Do | put my name in as the “Contact”?

A: If you hover over the information icon, it will describe what this field means. The “Contact”
is the child.

Order Frequently Asked Questions (FAQ)

Q: | was informed of an approved Benefit Plan but | cannot locate the Order in the Portal. What do | do?
A: Please contact the Child Care Service Centre by phone at 1-888-338-6622.

There may be additional steps required by the ministry to make the Order visible in the Portal.
If the existing Benefit Plan was cancelled or changed, you will receive a new Benefit Plan letter
or a Benefit Plan Cancellation Notice in the mail.

Q: The Orders in the Portal only show the current month, how do | know how long the Affordable Child
Care Benefit is approved for?

A: For details about how long a parent is approved to receive the Affordable Child Care Benefit,
please refer to your Benefit Plan letter. Orders for future months are not visible as they are
created as part of a month-end process in the system so you are not able see how long the
benefit is approved for in the Portal. If the existing Benefit Plan was cancelled or changed, you
will receive a new Benefit Plan letter or a Benefit Plan Cancellation Notice in the mail.

Q: There are approved Orders for children who no longer attend my daycare, how do | get them
cancelled?

A: The parent should inform the Child Care Service Centre of any changes to their case such as
child care ending at your daycare. If the child is no longer attending, do not claim for those
Orders. The Orders will eventually be closed if they are unclaimed. You or the parent may
contact the Child Care Service Centre to request the Orders be cancelled.
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Invoice Frequently Asked Questions (FAQ)

Q: | got an error message when submitting an Invoice, how do | know if it was received?

A: To see if the Invoice just completed was submitted successfully go to the My
Invoices/Payments screen and search for the Invoice. If the invoice is in “Ready for Approval”,
“Approved” or “Paid” Status then it was received successfully by the ministry. It if is in another
Status, such as “Pending” or “Cancelled”, then it has not been received by the ministry.

Examples of what to enter in the Search Invoices section:

e Choose “Child Care” in the Program Type field, and enter the Invoice #.

e Choose “Child Care” in the Program Type field, and enter the date of the Invoicein the
Invoice Date From field (this is usually the date you created the invoice, unless you
changed the date while working on the invoice).

e Choose “Child Care” in the Program Type field, and choose “Ready for Approval” in the
Status field. (Note: if there are no results you may want to try again with “Approved” in the
Status field as the status changes when the ministry approves your submitted Invoice).

Q: How do | print Invoices?

A: There is no print feature built into the Portal so you will use the print features on your
internet browser. You may want to use Print Preview before printing and adjust the print
settings so the Invoice prints on one page.

You can print from the Confirmation page when you submit an Invoice or search for the Invoice
at any time. The best view to print from is the Invoice Detailed view as it shows all the Orders
associated to the invoice. To see this view, search for the invoice and then click on the Invoice
Number in the Search Results section of the My Invoices/Payments screen.

Q: How can | practice creating an Invoice?
A: The Portal is used for transactions so there is no ability to complete a practice Invoice.
Q: Can | complete an Invoice for next month in Advance?

A: You cannot create or complete an invoice for future months. The Orders are created as part
of a month-end process in the system so you cannot add them to an Invoice until they are
created. Invoices of any type (created in the Portal or on claim forms) cannot be submitted
prior to the first day of the month being claimed.
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Q: I'm creating an invoice but | don’t see any buttons and | can’t scroll. What is causing this?

A: The most likely cause of this issue is trying to use the Portal on a mobile device or using a
browser that isn’t supported for the Portal. To use the Service Provider Portal, it is
recommended you use one of the following operating systems and Internet browsers:

Operating Systems:
¢ Windows Vista (32 bit)
e Windows 7 (32 bit)

Browsers:

¢ Internet Explorer (version 11)
* Google Chrome (version 58+)
e Firefox ESR 32bit (45+)

Q: | provide child care for a school age child and need to request additional full days of care. Can this be
done in the Portal?

A: No. The request needs to be made by using the Additional Full Day Claim for School Age
Children form or by the parent calling the Child Care Service Centre.

Q: Why aren’t there any Orders displayed in the Invoice | created?

A: This could be for several reasons. For example:
e Theincorrect Month or Year or the incorrect Service Provider was selected on the Invoice.
e You have searched using a name that does not match the child’s name on the Benefit Plan
letter.

e There are no Orders approved for the child.

If you are unable to determine the reason and you have been informed that the Affordable Child
Care Benefit is approved for the child, please call the Child Care Service Centre.

Q: | am trying to claim for an Order that | know | haven’t claimed on yet but | can’t find it on Step 2 of
the Create Invoice process to add it to the Invoice. What do | do next?

A: If the Order is already associated to another Invoice and an amount claimed is saved, you
may not be able to add the Order to another Invoice. Check for any other pending Invoices and
either complete or Cancel those invoices.

If this does not resolve the issue, and you have been informed that the Affordable Child
Care Benefit is approved for the child, please call the Child Care Service Centre.
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Q: | am creating an invoice with several children on it. | calculated the total amount | am claiming for
the invoice and entered that amount in step 3 of the Create Invoice process. There is a red X and the
notification states the Invoice Line amount cannot exceed the authorized Order Line amount. What do |
do next?

A: In this step, you enter the total amount you are claiming for the Invoice Line highlighted in
blue and then click Save and Validate to enter the amount you are claiming for the next Invoice
Line. After you have completed all the Invoice Lines, the total amount of the Invoice will
calculate automatically and display on the final step when you submit the invoice.

Q: | entered an amount on the Invoice but it keeps returning to $0.00 and won’t let me save. How do |
fix this?

A: If you are entering a Total amount and it gets returned to $0.00 when you click “Save and
Validate”, you may just need to click somewhere outside of the box for this section to
ensure the number gets accepted before trying to click “Save and Validate”.

Q: | have submitted the Invoice and need to make changes to it. How can | get it back?

A: Contact the Child Care Service Centre as soon as possible. We may be able to return the
Invoice to you for revision.

Q: Where can | find information about what | am allowed to claim?

A: Please visit the Affordable Child Care Benefit website at:
gov.bc.ca/affordablechildcarebenefit.

Q: The Invoice Status is “Paid” but | have not yet received a payment, what does this mean?

A: When you submit an Invoice to the Ministry, it will be a few business days before the status
changes to “Paid”. Invoices will be in “Paid” status once they are approved by the payment
system and the payments generated a few days later. This means that you can see the date the
payment will be made in advance of it being sent to you.

If there are no payment details on the Invoice yet, they are usually populated one business day
after the status changes to Paid. If there are payment details on the Invoice, the payment will
be made on the Payment date. For Electronic Funds Transfer (EFT) the funds will be transferred
to your account on the Payment Date but your bank may require additional time to display the
payment to you. For Cheque (CHQ) payment, please allow up to 10 business days for Canada
Post mailing times.
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Q: | received a payment from the Affordable Child Care Benefit but | don’t know what invoice it is for, is
there a way to look it up in the Portal?

A: In the My Invoices/Payments tab, you can search using the Payment #. This is number will be
on the remittance statement you received with the payment.

If you cannot locate an Invoice after entering this Payment number you can call the Child Care
Service Centre for assistance.

User Administration Frequently Asked Questions (FAQ)
Q: My Organization changed managers. We created the new BCelD for the new manager but the new
manager cannot login to the Portal. How do we get Portal access for the new manager?

A: Adding a new User in BCelD does not automatically give that user access to the Portal. The
person who is the Delegated Admin for the Portal for your organization can log into the Portal
and follow the instructions for Adding Portal Access for a User. If the person who is the
Delegated Admin has also changed, please contact the ministry program.

Q: Does BCelD require the additional users to go into an office to show identification?

A: As you are creating additional users under your existing BCelD account, the process is simpler
than creating a new BCelD account. If you have any questions about the process, please contact
the BCelD Help Desk listed on their website www.bceid.ca.

Q: If | add a new user to the Portal, what can they see and do?

A: When you give a User access to the Portal for your organization the User can see and do
everything in the Portal that you can, except adding and removing other users. The User can see
all Orders, Invoices and Payments and the User can create and submit Invoices.

Q: | added a new user to the Portal but the new User cannot log into the Portal. What does this mean?

A: The user cannot access the Portal until their Status is “Active”. If you have clicked the
“Activate” button when adding the new User and the Status is “Authorized” this means that the
access request requires ministry review. The access should be set up in a few days. If there is a
status other than “Active” or “Authorized” you may have to click the “Activate” button again. If
you require additional support in this area, please contact the ministry program.
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Affordable Child Care Benefit Contact Information

Telephone Numbers  Toll Free in BC 1-888-338-6622
Greater Victoria area only (250) 356-6501

Fax Number Toll Free Fax 1-877-544-0699

Mailing Address Child Care Service Centre
PO Box 9953 Stn Prov Govt
Victoria BC VBW 9R3

Website https://www2.gov.bc.ca/gov/content/family-social-supports/caring-for-young-
children/child-care-funding/child-care-benefit

Portal Information: http://www?2.gov.bc.ca/gov/content/family-social-
supports/caring-for-young-children/running-daycare-preschool/service-provider-
portal-child-care-providers

Portal Login link: https://icm.ext.gov.bc.ca/epsportal prd

Email Service Provider Portal-specific questions can be emailed to:
MCEF.ServiceProviderPortal@gov.bc.ca

(April 2019)
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