EARLY CHILDHOOD SERVICES BUREAU
BEST BEGINNINGS PROVIDER PORTAL
USER GUIDE

Background: This guide was created for child care providers to explain and demonstrate the common tasks
you can perform on Early Childhood Services Best Beginnings Child Care Provider Portal. But first, a couple of

general tips.

, Do not use the Back or Forward buttons in o P 15
cmczzm  your web browser. Instead use the navigation
525 | DPHHS CAPS Training V| . .
buttons available on screen, once you login.

M O N TA . S '@/ SEARCH v

OFFICIAL STATE W

- © [ g v Pagev Safety~ Toods+ @+

This Login link and Search box do not
deliver results specific to the portal.

MONTANA
Richard Opper, Director

np““s About Us Meetings & Events Health Data & Statistics Contact Us A - Z Index

Children Families Seniors Health Medical Assistance

S

Home » CCUBS Portal

Best Early Childhood Services
Beginnings Best Beginnings Child Care Provider Portal

Use the Sign In
screen to log in
~Sign In to the portal.

User D | (Example: PS123456) After you sign in,
Password | [ Unmsk this password? use these navigation
buttons. Hovering
your mouse over a
button turns it
yellow.

Early Childhood Services
Best Beginnings Child Care Provider Porta

This Home link
Best navigates out
Beginnings to the DPHHS

Logoat
Change Password [ Email

Select Online Invoicing, Notifications and Staff Access

home page.
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SIGNING ON

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

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

Chrome Firefox

R

Internet Explorer

2. Access the Best Beginnings Provider Portal:
- The URL is located at http://www.bestbeginnings.mt.gov/

MONTANA.GOV

OPHlS

Best
Beginnings

Richard Opper, Director

About Us Meetings & Events Health Data & Statistics Contact Us A-ZIndex

Medical

Early Childhood Services
Best Beginnings Child Care Provider
Portal

—Sign In

Userio (Exampie: PS123430)

Passwora ] Unmask tis passworg?

Eorgot password?

Provider Portal User Guide

4/29/2016

This computer system is the property of the State of Montans and is subject to the use policies
located at: http://mom.mt.gov. This computer system may contain sensitive U.S. and State
govemnment information snd is limited to authorized personne! only. Authorized personnel may
inspect any uses of this system, By using this system, the user consents to such inspection at
the discretion of authorized personnel. Unauthorized access is a violation of state law 45-8-
211. MCA. and prohibited by Public Law 69-474, Title 18, United States Code, Public Law 60-
474 and Chapter XXI, Section 1030. Unauthorized use of this system may result in disciplinary
action, civil and cnminal penasities. Federal punishment may include fines and impnsonment for
not more than 10 years, or both. Sy using this system you indicate your consent to these terms
and conditions of use. Log off immediately if you do not agree to these conditions.
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http://www.bestbeginnings.mt.gov/

3. Type your PS number in the Username field.

—Sign In

User ID F‘S12345{ (Example: P5123456)

Password Tl Unmask this password?

Forgot password?

Provider Portal User Guide

4. Type your password in the Password field.

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

—Sign In

UserID PS12345 (Example: PS123456)

Password resesesesecesesese Unmaskthispassword’?

Forgot password?

Provider Portal User Guide

5. Press Enter (or click the Login button) on the Sign In page.

—Sign In

UserID PS12345 (Example: PS123456)

Password reeessssessessense @Unmaskthispassword’?

Forgot password?

Provider Portal User Guide




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

Either User ID or Password is incorrect. Please reenter.

If incorrect login information is entered three or more consecutive times, this message will
display:

You have exceeded 3 attempts at entering your User 1D and/or Password.
You must wait 15 minutes before attempting to log in again.

You can change your password if desired, and enter an email address into the system,

so that future passwords can be received faster, via email.
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GETTING A NEW PASSWORD

Follow the steps below to get a new password sent to you if you have forgotten your password

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

Chrome Firefox Internet Explorer

2. Access the Best Beginnings Provider Portal:
- The URL is located at http://www.bestbeginnings.mt.gov/

MONTANA‘GOV SERVICES AGENCIES LOGIM SEARCH v

npuye Richard Opper, Director
UPHHS

About Us Meetings & Events Health Data & Statistics Contact Us A-ZIndex

Early Childhood Services

Best Best Beginnings Child Care Provider
Beginnings Portal

Userio (Exampie: PS123439)

Passworg ) Unmask tis passwora?

Eorgot pansworg?

Provider Portal User Guide

This computer system is the property of the State of Montans and is subject to the use policies
located at: http://mom.mt.gov. This computer system may contain sensitive U.S. and State
govemnment information and is limited to suthorized personne! only. Authorized personnel may
inspect any uses of this system, By using this system, the user consents to such inspection at
the discretion of authorized personnel. Unauthorized acoess is a violation of state lsw 45-8-
211, MCA_ and prohibited by Public Law 69-474, Title 18, United States Code, Public Law 60-
474 and Chapter XX, Section 1030. Unauthorized use of this system may result in disciplinary
action, civil and criminal pensities. Federal punishment may include fines and imprisonment for
not more than 10 years, or both. By using this system you indicate your consent to these terms

and conditions of use. Log off immediately if you do not agree to these conditions.

4/29/2016 Page 6


http://www.bestbeginnings.mt.gov/

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

~Sign In

User ID (Example: PS123456)

Password | ) Unmask this password?

Forgot password?

Provider Portal User Guide

4. Enter your Username (PS#) and your PV# (Provider Number)

—Request Password

UserID PS123456 (Example: PS123456)
PV# PV2343567 (Example: PV234567)

5. Click the Request New Password button.

6. Receipt of new password

4/29/2016

By E-mail:
If an e-mail address, for you, IS in the system, a new password will be e-
mailed to you.

By Mail:
If an e-mail address, for you, is NOT in the system, a new password will be
mailed to you via the US Postal Service.

Once you receive the new password, you are ready to log on using the system
generated password. (You can then change your password if desired, and enter an
email address, into the system, so that future passwords can be received faster,

via email.
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ENTERING/UPDATING E-MAIL ADDRESSES

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

Home »

Early Childhood Services
Best Beginnings Child Care Provider Portal

Best Logout

Beginnings ( ' Change Password / Email )

Provider List

This window is displayed.

If the system has an email address for you, it will display beneath your User ID and Name.

Beginnings Return To Provider List Page

Change Password and Update Email

—My Account Details

User ID:

| Emall Address: i vt ‘ |

Change Your Password Update Email Address
Currant Password Email Address
[@test.com
New Password Confirm New Password Confirrm Ernail Address
[ | | @test.com
_ Submit |

2. In the Update Email Address section, click in the Email Address box and type your email
address.
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3. Tab to (or click in) the Confirm Email Address box and type your email address again.
4. Press Enter (or click the Submit button).

5. The system displays a confirmation message.

Best Logout

Beginnings Retum To Provider List Page

Change Password and Update Email

| Email Address successfully changed. |
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CHANGING YOUR PASSWORD

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

Provider List.

Home »

Best

Beginnings

Early Childhood Services

Provider List

Best Beginnings Child Care Provider Portal

Logout

( Change Password / Email >

This window is displayed:

Best
Beginnings

-My Account Details -

Early Childhood Services

Best Beginnings Child Care Provider Portal

Retun To Provader Poge |

Change Password and Update Email

User 10:

Email Address:

Current Password

New Password

Update Email Address
Emad Address

eeeseene

Confirm New Password

Confurm Emad Addross

_Subma |

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

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

Remember, passwords cannot include spaces.

4/29/2016
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4. Tab to (or click in) the Confirm New Password field and type your new password again.

5. Click the Submit button.
6. The system displays a confirmation message.

Early Childhood Services
Best Beginnings Child Care Provider Portal

B‘Qf‘! Logout
Beginnings Retum To Provider List Page

Change Password and Update Email

Password successfully changed. ||
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VIEWING/UPDATING ONLINE INVOICING PARTICIPATION - DIRECTORS ONLY

Start with Step 1 If... You have Multiple Facilities

Skip Step 1 If... You only have One facility

1. Click on the Provider/Facility Name in the CCUBS Provider List. This screen displays when
you log in if you have multiple facilities.

MOMTANA
np“"s Richard Opper, Director
About Us  Meetings & Events Health Data & Statistics  Contact Us A - Z Index

Mtome * COURE Tant

Early Childhood Services
Best Beginnings Child Care Provider Portal

B.CF‘! Logost
Beginnings Change Passwoed { Emod

Provider List

Providers

Pt e | g |

Lo | L] | No Acton Requred
A Rightn & Responsibilities
Agreeesent is Riquivsd
by 1115
Elo ] | No Action Requred
A Rightn & Responsibilities
Agreement is Requined
by 611115

2. On the page for the provider/facility, click on either the circled button or link.

Home -
Early Childhood Services
Best Beginnings Child Care Provider Portal
Logout
BCS* Change Password / Email
Bcg?nnfngf Return To Provider List Page
Select Online g. Ntifications and Staff A
Biuss B ¢ ageeee B -
PV
—Online Invoicing Participation
Participation Status
Select or Update Your Participation
Provider Rights & Responsibilities Agreement W
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3. Mark the checkbox in the Online Invoicing Participation section and click the “Begin Online Invoicing”
button, if desired.

Home

Early Childhood Services =
Best Beginnings Child Care Provider Portal

£ | Logout |

est =

Beginnings | Rotum To Providor Page |
| Rotum To Provider List Page |

Biww B ragsee B+

PV tueaun

Select Online Invoicing,
Notifications and Staff Access

~Online Invoicing Participation

When a provider elocts to participate in Onine Invoicing, from that moment in time forward any involkes that are created
by the CCUBS systom will only be avadable oniing and will not be ponted and mated 1o the provider. Any paper

i the provider has already ived (or may receive in the mail In the next few days), will need to be
completed and returned by mail.

Should a provider edect 1o no longer participate in Ondine Invoscing, from that moment in time forward, any iNvoices
created by tha CCUBS system will be pinted and maded 1o the provider, and will rtequee the provider 1o complate and
rolum each nvoe documont by mail Any online invoices not yet submitted by the provider, will need to be
completed and submitted online

Should you have any questions, you may contact <confac! nformation» for hurther assistance

: Provader imvocas e generated by the CCUBS system each evenng and & prowder's
pariicpadov in Onkne Invoicing dictiles whether an invoce will be panted and maded 1o the provider or made
avadadlo (o the provsdor onfine. Thevelorn & drocior may nol change a providor’s Online Imvoicng participation
bafween the howrs of 630 P M and 1200 A M

I [ Yes, thia provider would like to participate in Online Invoicing I

Note: If you had previously opted in and would like to opt out of online invoicing, the screen will display like
this instead. Mark the checkbox in the Online Invoicing Participation section and click the “End Online
Invoicing” button.

Biwn Biusme B

PV twennn

Select Online Invoicing,
Notifications and Staff Access

~Online Invoicing Participation

When a provider elects 10 partiipate i Online Invostng, from that moment = time forward any invoices that are created by the CCUBS system will only be
avadable onlne and will not be pented and madled o the prowder. Any paper invoices the provider has already recoived (or may receive in the mail in
the next fow days), will need to be completed and returned by mail.

Should a provider elect 10 no longer participate 0 Online Invoscing, from that moment m tme forward, any invoces created by the CCUBS system will be
printed and maded 10 the provider, and will requere the provider to complete and return each invoice document by mad Any online lnvoices not yet
submitted by the provider, will need to be completed and submitted online

Should you have any questons, you may contact <contact mformation> for further assistance
Please note: Provider iwvorces are generated by the CCUBS system each evenng and 8 pronder’s parteipaton i Online lnvascng dictates
whethor an mvorce will be prnted and maded 10 the provider or made avadadle 10 the provider onine. Therefore a direcior may not change &
provider’s Onine Invorcing parbcipation between the hours of 630 P M and 1200AM

Thes provider most recently began Online lnvoicing on May 27, 2015 1234 41 PM . Any invosces that were created after thes tme will be arvadable for entry
and submittal onne through thes portal

4 Thes pravider no longer wishes 10 paripate 0 Onine Invoing
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VIEWING/UPDATING E-MAIL NOTIFICATIONS - DIRECTORS ONLY

Start with Step 1 If... You have Multiple Facilities

Skip Step 1 If... You only have One facility

1. Click on the Provider/Facility Name in the CCUBS Provider List.
- This screen displays when you log in if you have multiple facilities.

anHs Richard Opper, Director

Health

Itome * COURE Tent

Early Childhood Services
Best Beginnings Child Care Provider Portal

B_CS‘! Logoet
Beginnings Change Passwoed | Emoil

Provider List

Providers

T N I S

[47] m | No Action Requeed
A Rights & Responsibiiities
Agreeesent is Ruquived
| by W11115

A Sights & Responsibilities
Agreement is Requined

Elo | 0 | No Action Requeed
‘ by 611115

2. On the page for the provider/facility, click on either the circled button or link.

Horme »
Early Childhood Services
Best Beginnings Child Care Provider Portal
Logout
Be‘,} Change Password / Email
Beginnings Return To Provider List Page
é: ing, Notifications and Staff A >
Bv* B I —— B T -
PV "o
~Online Invoicing Participation
Participation Status
Select or Update Your Participation
~Provider Rights & Responsibilities Agreement ]
4/29/2016
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3. Mark any checkboxes desired in the Select Notifications section and click the Submit Selections button
in that section.

Should you have any questions, you may contact <contact information= for further assistance.

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

[ Yes, this provider would like to participate in Online Invoicing.

Begin Online Invoicing I

—Select Notifications

gould like to receive email notifications for this provider when:
\'he submittal period for an invoice will expire in 15 days.
h child's authorization for coverage will expire in 15 days.
A child's authorization for coverage will expire in 3 business days.

< Submit Selections >

Staff Portal Access

v ' - Caregiver
] Access Monthly Inveices for entry of Requested Hours and Comments. Once an invoice has been submitted by
the Director, this person will no longer be able to view the invoice
[] Access Provider SOR's and invoices of any status.
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VIEWING/UPDATING STAFF ACCESS - DIRECTORS ONLY

Start with Step 1 If... You have Multiple Facilities

Skip Step 1 If... You only have One facility

1. Click on the Provider/Facility Name in the CCUBS Provider List.

- This screen displays when you log in if you have multiple facilities.

Early Childhood Services
Best Beginnings Child Care Provider Portal

B.CY“’ Logout
Beginnings Change Posswoed | Emoil

Provider List

Providers

T S T I S

Lo | m No Acton Requeed
A Rights & Responsibilities
Agreeesent is Ruquie
by 11115
£l ] No Action Riequeed
A Rightn & Responsibilities
Agreement is Requined
by 611115

2. On the page for the provider/facility, click on either the circled button or link.

Horme »

Early Childhood Services
Best Beginnings Child Care Provider Portal

Logout
BC$+ Change Password / Email
Beginnings Return To Provider List Page

Select Online Invoicing, Notifications and Staff Access
Bn* B ) B- -
PV e

~Online Invoicing Participation

Participation Status
Select or Update Your Participation

~Provider Rights & Responsibilities Agreement— ]

4/29/2016
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3. Click any desired checkboxes in the Staff Portal Access section for the individuals listed.

Staff Portal Access

- Fi F Caagre
]

o

4. Click the “By checking this box...” checkbox.

5. Click the Submit Selections button in this section.
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UPDATING PROVIDER RIGHTS AND RESPONSIBILITIES - DIRECTORS ONLY

Start with Step 1 If... You have Multiple Facilities

Skip Step 1 If... You only have One facility

1. Click on the Provider/Facility Name in the CCUBS Provider List.
- This screen displays when you log in if you have multiple facilities.

anHs Richard Opper, Director
About Us  Meetings & Events Health Data & Statistics  Contact Us A - Z Index

Children Families Senlors Health Medical Assistance

Itoese » COURE Tent

Early Childhood Services
Best Beginnings Child Care Provider Portal

B.CS'! Logost
BC_q:nanf Chonge Posswoed [ Emod

Provider List

Providers

Proidctacto e | ot | sam |

Lo | [ | No Achon Requeed
A Rights & Responsibiiitios
Agreeement is Ruquived
by 1115
£l (2] No Action Requeed
A Righta & Responsibilities
Agreement is Requined
by /117115

2. On the page for the provider/facility, click on the “Completion required by...” link.

anHs Richard Opper, Director
About Us  Meetings & Events Health Data & Statistics Contact Us A - Z Index

Children Families Senlors Health Medical Assistance

Early Childhood Services A
Best Beginnings Child Care Provider Portal

Logout
Bc““ Chonge Password | Emed

Beginnings
Seloct Onless lovoxcing. Notficabons and Stall Accoss

B.' B,* B-.—-
PV

-Provider Rights & Responsibilities Agreement

! Complotion required by . 61115 !
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3. Read and check each item by clicking on the box. Scroll down to complete all items.

~Provider Rights and Responsibilities Agreement

PHHS.-HCS/CC-018
(Rev. 01/14)

State of Montana
Department of Public Health and Human Services
Human and Community Services Division

MONTANA
Child Care Provider 8

est
— Rights and Responsibilities Besmpngs

Best Beginnings Child Care Scholarship Program

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

Thank you for choosing to provide care for children of families participating in the scholarshep program
Completing and submitting this agreement is required before care is provided to Scholarship children. This
agreement outhnes your rights as a provider and expiains the responsibilities that you are taking on as a
provider n the program. Your completion and submission of this agreement 1s your acknowledgement you
understand and agree with these rights and responsibilities. Unless revised, you will only have to complete
this agreement once. Chicking each item’s checkbox indicates you have read the statement and agree
Once submitted, your agreement will be reviewed and approved. A delay in the approving of your invoices
for payment will occur if the agreeement is not recerved

Please read and check each tem

Click to
Accept

v 1. | have the nght 1o receive a copy of the Child Care Certification Plan. This identifies the
family's start-date, end-date, hours of chédd care authorized, and co-payment amount, in which
the family is responsible for paying directly to me

2. If the family’s circumstances change, and they lose eligibdity for scholarship assistance before
the end-date shown on the Child Care Certfication Plan, a notice will be mailed to me fteen
(15) calendar days before the end of scholarship assistance. If there is no change to the
certification plan during the span of eligibility, the certification plan becomes the notice to the
provider when child care eligibility will end

3. I have the nght to timely payment for child care scholarship services.

4.1 can anticipate the following invoice and payment schedule. Weekends and holidays delay
this schedule:

Provider’s Rights

Q|

* Invoices are mailed to the provider during the month in which care is provided.
« Invoices shall be submitted to the Jocal Child Care Resource and Referral (CCR&R)
agency mmediately following the month in which care s provided
Invoices are processed on the fith business day of the month and on subsequent
Tuesdays. Payments generally arrive in 2 10 3 business days after processing.
+ Payments for in-home LCPs ONLY are sent to the Parent, who is to pay the in-
home provider
If the payment address 1s incorrect, the payment will be sent by return mail back to the
State. Allow a mimmum of a one-week delay for the payment to be returned to the State,
the correct address located, and the payment to be re-mailed
+ FOR LCPs: This delay can be avoided by notifying the Centralized Services
Prowider before any address change
+ FOR LICENSED AND REGISTERED FACILITIES: This delay can be avoided by
notifying the local child care kcensor before any address change
A Direct Deposit option is avadable to electronically transfer payments 1o a payee’s bank
account
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4. After all numbered items are checked,

click in the box at the bottom to certify your role as Director and your agreement with all Rights
and Responsibilities.

Bis B
BB B Py
-_, checking this box, |, BAw B cerify that | am the Daector of Bos B B

B and | agree to these specified Rights And
Responsibilities

Submit Cancal

If you are unable to submit the document go back through the lst of statements - youl have left one unmarked

5. Click the Submit button.

If the Submit button is grayed out, verify that all checkboxes have been checked.
The Submit button will also be grayed out if you have already submitted the document.
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VIEWING COMPLETED RIGHTS AND RESPONSIBILITIES

Start with Step 1 If... You have Multiple Facilities

Skip Step 1 If... You only have One facility

1. Click on the Provider/Facility Name in the CCUBS Provider List.
- This screen displays when you log in if you have multiple facilities.

np""s Richard Opper, Director
About Us  Meetings & Events Health Data & Statistics  Contact Us A - Z Index

Children Families Senlors Health Medical Assistance

Itemne s COURE Tunt
Early Childhood Services
Best Beginnings Child Care Provider Portal
B_CS‘! Logoust
Beginnings Change Posswoed | Emod
Provider List
Providers

Protctaci e | g | s |

Lio | M No Action Requeed
A Rights & Responsibilities
Agreeesent is Ruquived
by 11115
£l Y | No Action Requred
A Righin & Responsibitities
Agresment is Requaud
by 611115

2. On the page for the provider/facility, click on the “Completed <<date>>" link.

MONTANA
anHS Richard Opper, Director
About Us  Meetings & Events  Health Data & Statistics Contact Us A - Z Index

Children Families Senlors Health Medical Assistance

Early Childhood Services 2
Best Beginnings Child Care Provider Portal

Logout
Best ‘
g Change Poswword | Emed
Beginnings '
Sedect Onlno lnvescing, Notdcabions and Stall Access
B w~ B we-es B =
Provider Rights & | 'ment
! Completed May 27 2015 !
e ——
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3. Another smaller Internet Explorer window will open and display the PDF version of the Provider Rights
& Responsibilities Agreement.

PHHS-HCSICC018
[Rev. D114

STATE OF MONTANA

Department of Public Health and Human Services
Human and Community Services Division

Child Care Provider
Rights and Responsibilities

&;ﬁ;;

Best Beginnings Child Care Scholarship Program

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

Thank you for choosing to provide care for children of families participating on the scholarship program. Completing and
submitting thiz form is required before care is provided for Scholarship children. This form outlines your rights as a provider
and explains the responsibilities that you are taking on as a provider in the program. Your initials and signature show you
understand and agree with these rights and responsibiliies. Unless revised, you will only have to complete this form once.
Typing your initials in the box provided indicates you have read the statement and agree. Once submitted, your form will be
reviewed and approved. A delay in the processing of your invoices for payment may occur if the form is not received.

Please read and INITIAL each item:

Initials Provider's Rights

[F 1. | have the right to receive a copy of the Child Care Certification Plan. This identifies the family’s
start-date, end-date, hours of child care authorized, and co-payment amount, in which the
family is responsible for paying directly to me.
F 2. If the family’s circumstances change, and they lose eligibility for scholarship assistance before
the end-date shown on the Child Care Certification Plan, a notice will be mailed to me fifteen
(15) calendar days before the end of scholarship assistance. If there is no change to the
certification plan during the span of eligibility, the certification plan becomes the notice to the
provider when child care eligibility will end.

3. | have the right to timely payment for child care scholarship services.

<=

4_ | can anticipate the following invoice and payment schedule. Weekends and holidays delay this
schedule:

* |nvoices are mailed to the provider during the month in which care is provided.

* |nvoices shall be submitted to the local Child Care Resource and Referral (CCRE&R) agency
immediately following the month in which care is provided.

e Invoices are processed on the fifth business day of the month and on subsequent Tuesdays.
Payments generally arrive in 2 to 3 business days after processing.

« Payments for in-home LCPs ONLY are sent to the Parent, who is to pay the in-home
provider.

* [f the payment address is incorrect, the payment will be sent by return mail back to the
State. Allow a minimum of a one-week delay for the payment to be returned to the State,
the correct address located, and the payment to be re-mailed.

* FOR LCPs: This delay can be avoided by notifying the Centralized Services Provider
before any address change.
« FOR LICENSED AND REGISTERED FACILITIES: This delay can be avoided by notifying
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VIEWING INVOICES

Start with Step 1 If... You have Multiple Facilities

Skip Step 1 If... You only have One facility

1. Click on the Provider/Facility Name in the CCUBS Provider List.
- This screen displays when you log in if you have multiple facilities.

MOMNTANA
an"S Richard Opper, Director
About Us  Meetings & Events Health Data & Statistics  Contact Us A - Z Index

Children Families Senlors Health Medical Assistance
Ihemee * CCURS Tent
Early Childhood Services
Best Beginnings Child Care Provider Portal
Best Logout
Bcgmnmgs Change Posswoed | Emod
Provider List
Providers
T N N ™ S
Lo Il N [ No Action Requined |
A Fighis & Responsibiiities
Agreeeent is Requived
by W11/15
Elo P T s | No Acton Requeed
‘ A Rights & Responsibilities
Agreement is Requined
by 611715
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2. On the page for the provider/facility
- Click on the invoice month/year or
- Click on the “Previous Invoices for...” link, if the month and year needed is not listed,

Early Childhood Services
Best Beginnings Child Care Provider Portal

Best [t
Beginnings Change Paasword  Emal |

Biwsw B rugsen B

PV v swnnn

~Provider Rights & Responsibilities Agreement

Completed -27.2015

~Invoices & SORs
Explanation of Invoice Statuses
Budget Buffer Basics
SORs by Month & Archived Documents
Family Family Invoices and SORs
) Invoice Month - Invoice Status
A | pn,
PP Mmg Provider Submittal
AL AT
(&wlous Invoices for A" ww | A7 e )
Invoice Month - Invoice Status
c‘\ - c -
(< * May. 2015 . Pending Provider Submittal
CAl i
Previous Invoices for Chsw it s
Invoice Month - Invoice Status
c" . lc .
cs » Jun, 2015 - Issued 1o Provder
CYW - Cam
Previous Invoices for CAwn  Co




3. Clicking on the month and year of an invoice displays the invoice page.
- Ifaninvoice is in paid, released, or processed status, the Invoice Status section will also display.
- If the Authorization End Date is in red font, this indicates there is a gap in the authorization of
services or that there is not a new Authorization of Services in place.
- Click on the Invoice Number link to view a PDF of that invoice.

Biwes B iamess B :"—
PY s swe

May Invoice 2015

Invoice Date: 05/01/2015 G\rolcu Number: © }

This invoics &5 for he billng penod of 05012015 - 053172015 You will have the opporunity 10 Submil the swoice the
frst day of the monith loliowing the bdling pernod end date. Child ¢ane claams musl be bmited 1o aclual daily aftendanca,
within oné quarer hour, and must be for approved aclribes only wilhin the lmas of the child care caribcabon plan. Sign
mfsgn-out shisals must suppod the clasms. The child care poogram will Nol pay MVoICES. OF BCCepl Comechons submitisd
60 days beyond the billing peaod (o beyond the date the invoice 15 issued). Please, contact your kocal CCRAR ofice if
Yol Py Ay GUESHONS.

Parent Information

Name: Address: Case ID:

Aaani. A == 1237 W8 Ave cs " CE1
HWEs MT S9v

Provider Rates Copayment Information

[ ‘Daily  |Hourly | | Co-Pay Obligation for May | $170.00

[Infant | $32.00 | $3.75 | | Co-Pay Paid in May | s |

Child | $30.00 | $3.50 |

A & 8 A -

DOB e
Authorization End Date: 05/31/2015 Next Authorization Begin Date:
Sar.08,/03 gun. 85717
Bun . 05/03 Man, 0518
Mo 05./04 Tue. 05,15
Tue.05/05 Wed. 05520
W . 0508 Thu. 05721
This. 0507 Fei. 08522
Fri.05/08 Sat.05/23
Bat.05/09 Sun. 05/ 24
Sun. 05710 |Man. 05725
Mo, 05/11 Tuw. 05,16
Tue.05/12 Wed. 05727
W, 05513 Tha.35/28
Thia.05./14 Fri.05/1%
Fri.05/15 Sax.05/30
Sun. 05,31
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4. On the Previous Invoices page, invoices submitted online would be listed.
- Asthe list of online invoices grows, the “Previous Invoices for Jane Doe” link can be used.
- Simply type a numerical benefit month/year (including century) and Submit.

B.Cf‘! Logout
Beginnings Return To Provider Page

B« B <=
Family Invoice List

O - U
CS' e

lrlnvoice List

Retrieve Invoice for Benefit Month

Enter Month (MM/YYYY)

[ Submit |

4/29/2016 Page 26



WORKING AN INVOICE

Start with Step 1 If... You have Multiple Facilities

Skip Step 1 If... You only have One facility

1. Click on the Provider/Facility Name in the CCUBS Provider List.
- This screen displays when you log in if you have multiple facilities.

MOMNTANA
an"S Richard Opper, Director
About Us  Meetings & Events Health Data & Statistics  Contact Us A - Z Index

Children Families Senlors Health Medical Assistance
Ihemee * CCURS Tent
Early Childhood Services
Best Beginnings Child Care Provider Portal
Best Logout
Bcgmnmgs Change Posswoed | Emod
Provider List
Providers
T N N ™ S
Lo Il N [ No Action Requined |
A Fighis & Responsibiiities
Agreeeent is Requived
by W11/15
Elo P T s | No Acton Requeed
‘ A Rights & Responsibilities
Agreement is Requined
by 611715
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2. On the page for the provider/facility, click on the invoice month and year that you wish to work.

Early Childhood Services
Best Beginnings Child Care Provider Portal

| Logout |

Best
Beginnings Change Password / Email |

Bl B fumin | B —

PV vwann

Provider Rights & Responsibilities Agreement

Completed -27.2015

~Invoices & SORs

Explan; .
Budget Buffer Basics b
SORs by Month
Family Family Invoices and SORs
) Invoice Month - Invoice Status
AT | P -
cs » May. 2015 - Pending Provider Submittal
Al ] AT
Previous Invoices for A" #w ) A/ e
Invoice Month - Invoice Status
Cit c ..
cs * May. 2015 . Pending Provider Submittal
CA Cl
Previous Invoices for Chov Civ i
Invoice Month - Invoice Status
c.' . .c ..
C8%m * Jun, 2015 - Issued to Provder
CY - Cae
Previous Invoices for CAww  Co
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3. On the Invoice page, enter hours next to the appropriate dates of service in the Requested Hours
fields, and an associated Comment if desired.

Biws B amees B
PV 4

May Invoice 2015

Invoice Date: 05/01/2015 Invoice Number:

This invoice s for the biling penod of 0501/2015 - 0531/2015. You will have the opportunity 1o submit the inwoice the
first day of the month following the billing penod end date, Child care claims must be imited to actual daily attendance,
wiltan one quarter hour, and must be for approved activities anly within the mits of the child care cerlification plan. Sign
inisign-cut sheets must support the claims. The child care program will nod pay invoicas or accept coractions submitted
60 days bayond the balling pancd (or bayond the date the mvoice 15 issuad). Pleasa, conlacl your local CCRER office if
you have any questions: =

Parent Information

Name: Address: Case ID:
A A : 123 Ave cs CE1
H  MT5sg
Provider Rates Copayment Information
I |paily  |Hourly |  |[Co-Pay Obligation for Ma $170.00
[infant | $32.00 | $3.75 | ((Co-Pay Paid in Ma ;]
|chitda | $30.00 | $3.50 |
A A
DoOB
Authorization End Date: 05/31/2015 Mext Authorization Begin Date:
Sat.05/02 Sun.05/17
Sun . 05/03 Ham. 0518
Mon . 05704 Tue.05/1%
Tue,05/05 Wed, 05,/20
Wed . 05 /08 Thu.05/21
Thu. 05/07 Fri.0g8/22
Fri.05/08 Gar.05/23
Sat.05/0% Sun . 05724
Sun.05/10 Mon.05/25
Mon.05/11 T, 05/26
Tue,. 05712 Wad, 05/27
Wed, 05713 Thu, 05/28
Thu.05/14 Fri.05//2%
Fri.05/15 Bat.05/30
Sun. 05731

ISnul..ﬁxhbuI Cancal

4. Enter the Co-Pay Paid in May.

- This field is required prior to submitting the invoice, and will accept entry of S0O.)
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5. Click on the Save Updates button.

6. Check the certification checkbox and Click on Submit - Director ONLY
- When all Requested Hours, Comments, and Co-Pay Paid fields are filled in, the Director can scroll to
the bottom of the screen and check the certification checkbox and click on Submit.

@ chedong ths box and submittal of this invowe, [, » certify that T am the Director of — and 1 cartify that the services
W prevaded wathout regard T race, sex, relgion, creed, color of nabonal cngen and that this clasm o coerect in all respects and that payment has

ek Bsan recsread

This message will display:

Your Invoice has been successfully submitted to the CCUBS system for payment processing.
This Invoice Status is now: Submitted Online 5/28/2015 09:33 AM

You may refer to the Budget Buffer Basics document for information regarding invoice payment processing.
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VIEWING STATEMENT OF REMITTANCE / ARCHIVED DOCUMENTS

Start with Step 1 If... You have Multiple Facilities

Skip Step 1 If... You only have One facility

1. Click on the Provider/Facility Name in the CCUBS Provider List.
- This screen displays when you log in if you have multiple facilities.

BPHHS Richard Opper, Director
About Us  Meetings & Events  Health Data & Statistics  Contact Us A - Z Index

Children Families Senlors Health Medical Assistance

Itoemee * COURE Tut

Early Childhood Services
Best Beginnings Child Care Provider Portal

B.Cf‘! Logout
Beginnings Change Passwoed | Emoil

Provider List

Providers

T S T I S

Lo | m No Achon Requered
A Rights & Responsibiiitios
Agreeesent is Ruquised
by 11115
£l P No Acton Requeed
A Rights & Responsibilities

Agroement is Requined
by 611115
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2. Onthe provider’s page, click on the circled “SORs by Month & Archived Documents” link.
Early Childhood Services
Best Beginnings Child Care Provider Portal

Bes)
Beginnings

Change Password / Email

Sdnﬂliuhuuﬁ'g.ﬂuﬁ'fmhﬂuﬂﬁmﬁﬁmﬂu

Bu— Bl' Bth
PV i = =

Provider Rights & Responsibilities Agreement

Completed May-27-2015

rInvoices & SORs

Explanation of Invaice Statuses

S0ORs by Month & Archived Documents

3. Click on the month of the SOR you wish to view.
- You can also type a numerical month/year in the “Retrieve SOR for Benefit Month” section, in the
Enter Month field, and then click the month on that list.

B.Ef‘!’ Logout
Beginnings Relum To Provider Page

Biuss B iogees B
PV 25 w00

Provider SOR List

r2015

r2014

»  July

Retrieve SOR for Benefit Month

Enter Month (MMAYYY)

Retrieve Invoice for Benefit Month |

Enter Month (MM/YYYY)
_Subm |
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4. The system displays a PDF of the SOR in a separate window.

oy
DD T —

Sl @] 4| comsre

|E|wumm.-|lam 3

Fie Ed Gabs Fewrbes  Help

Provider Statement of Remittance (SOR)
For 00/17/20014 - 07/16/2014
T —

Ciu Croms

345M | Ct
B MT SOpssi

Provider ID: PV S

License Xumber: |

License Expiration Date: 12/31/20104
Tax [D: F—

G DRI CARS Trarg ' b Fady Sened Pek... o EAPSDscGen |, | CELES Projedt - Al oruments [ 465 Akt Pretative Send... | PrinidrPertalTest fi= B - 0= Pame Saie

Total Invoices in SOR: 4

Total Amount Billed: 563950

Total Amount Paid: 540500

Total Warrants in SOR: 4

Total Amount of Warrants: 410,00

Invoice Number: o Iovoice History Number: O
Case II: CShs | CE ID: CE Vs

Head of Houselold: Wi Whassss

Address:

TR0 P

HW LT SON—

Child"s Name: Wi | 15
Date Hours Billed  Hours Appr. Hourly Rate  Daily Rate  Amount Billed Amount Paid

Warrant Number:® Warrant Amount: 230000 Total Scholarship Paviment: £30.00

6022014 4.04) 4.4 35,04 $25.50 $20.04) 520,04

G032/ 2014 4.04) 4.04] 35.00) $25.50 5200041 320,00
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VIEWING EXPLANATION OF INVOICE STATUSES

1. Onthe provider’s page, click on the circled “Explanation of Invoice Statuses” link.

Early Childhood Services

Best Beginnings Child Care Provider Portal

Bes
Beginnings

Sﬂ:ﬂﬂlﬁllﬂuﬁ:hﬂ.“ﬂﬁﬁzﬁﬁuﬂmﬁm

Biuss Biogeess B
Py i

Provider Rights & Responsibilities Agreement

Completed May-27-2015

Change Password § Email

rInvoices & SORs

S0ORs by Month & Archived Documents

lanation of Invoice Statuses

2. Aseparate window displays the information.

N (|
\SAT A |@ https:/jts-test.bhs.mt gov:&445{CCUBSProviderPortal/pages/expinInvsts. jsp ,Oj 45 |i’| IV CCUBS-Test | Departmert of Pu... | jes-test.hhs.mt.goy | Department of... X {0 29 ie3

File Edt ¥iew Favortes Tools Help

5% | DPHHS CAPS Training V| Chid & Family Services Polic... £ | CAPS DocGen | | CCUBS Project - All Documents [ 4PS - Adult Protective Servi... [\l ProviderPortalTest

Early Childhood Services
Best Beginnings Child Care Provider Portal

MONTANA
e DPHIS

Beginnings

Explanation of Invoice Statuses

The Invoice Statuses shown below reflect the typical progression of an invoice, from first being issued to
a provider until payment is issued to a provider.

Issuedto Provider - The invoice is now available to the provider for their entry of hours. The option to Submit an invoice for payment (a Submit bution)
will not be available fo a Direcfor, unfil the invoice period is prior fo the current calendar month.

Current through “date™ - The invoice period is for the current calendar menth. The provider may enter or update and save, the hours and any comments
for each child's daily attendance. The *date* will indicate the last day of the invoice period, for which hours have been entered

Pending Provider Submittal - The invoice period is for a prior month and the option to Submit the invoice for payment is now available fo the provider.
The provider should complete entry of hours and submit the invoice for payment.

Submittal Required by *date time™ - The invoice is actually in "Pending Provider Submittal" status, but this status is infended to remind the Provider thal
action needs to be taken otherwise the invoice will expire on the date indicated.

Submitted Online *date time* -The invoice has been submitted by the provider at the date and fime indicated. The invoice is now available for the case
worker to import into the CCUBS system, review and approve hours for payment

Released for Payment *date time* - The invoice has been reviewed by a case worker and the invoice status within the CCUBS system has been set to
"Released"” af the indicated date and time. Payment requests for "Released” invoices are electronically fransferred from CCUBS fo the Stafe's
Accounting Division, at scheduled intervals: typically each Tuesday afternoon @ 1:30 p.m. and at month-end

4/29/2016
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VIEWING BUDGET BUFFER BASICS

1. Onthe provider’s page, click on the circled “Budget Buffer Basics” link.

Beginnings

Early Childhood Services
Best Beginnings Child Care Provider Portal

Best

Sebect Online Invoicing, Notifications and Salf Acoess

Bu* B-* B--u--
PV 5

Provider Rights & Responsibilities Agreement

Completed May-27-2015

Change Password § Email

—Invoices & SORs

Explanglica-attmseie !
Budget Buffer Basics [}
S0Rs by Month B9 P

2. A separate window displays the information.

DR =
56 = [ repsirine st et govistis/cabsrron SN[ [ [ ceuzrest | [] epartment of Publi Hea.. | [ pepartment of Public H... X 0 o 2

File

Edit

View Favorites  Took  Help

55 V| DPHHS CAPS Training /| Chid & Famiy Services Poic... 2 | GAPE Docen |, | €CUBS Project - All Documents [3] APS - Adult Protective Servi.,, V) ProviderPortalTest

Early Childhood Services
Best Beginnings Child Care Provider Portal

MONTANA

Best
Beginnings

Budget Buffer Basics

Electronic banking is convenient. - Payments can be deposited electronically by the State warrant wrifing system, in the same fashion that
the bank, with the permission of the account holder, can withdraw funds to make mortgage, power, or phone bill payments electronically. Electronic
payments, work well, as designed, as long as there are funds in the bank to cover the payments. This is the buffer.

Child care payment batch schedule. - Child Care Payments are scheduled to process on the 5th business day of each month, each
Tuesday thereafter, and on the 2nd to last business day of each month. When everything works just right, checks/direct deposits are usually available to
you two days after the date the payment was processed. For example: If your payment was processed in a Tuesday batch, your funds should be available
by Thursday of that same week. Provided there are no issues in processing, payments take at least three days, including the batch run day, before the
funds are available.

T7% to 80% of all invoices for child care payments are paid in the first batch. - At the beginning of each month, Child Care
Resource and Referral agencies receive a flood of invoices for child care services performed in the previous month. Animpressive statistic is that, 77 to
80 percent of these invoices, for prior month child care senices, get processed by the 5th business day of the month after senvices were rendered

The timing of Child Care payments is not guaranteed by DPHHS. - While the Child Care Resource and Referral Agencies and the|
Early Childhood Services Bureau sfrive to get child care payments approved in a timely manner, we cannot guarantee that they are processed
accordingly. There are far too many variables involved in the processing of an invoice, from the data entry of Child Care Resource and Referral Agency,
to the CCUBS System, to the state accounting systems, to the mail/banking system, for payment and ultimately delivery of the check or the Electronic
Funds Transfer (EF T)/direct deposit.

Your help is important. - You can help to receive your child care payment in a timely manner by getting your invoice in promptly at the beginning

of the month and by making sure you have submitted a correct W-9 for address change or bank account change. Please remember, if is important that

4/29/2016
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LOGGING OUT

1. Click the Logout button in the upper right corner.

Early Childhood Services
Best Beginnings Child Care Provider Portal

Logout

Bes)
E’ cginnings Retum To Provider Page

2. The Sign In screen is displayed. You can sign on again or close your browser.
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