...
eVero Corporation

digita AGENCY™
SDS Empower
Individual/Family Portal User Guide

cVETO

S c 0 * P 02 AT 1O N

Copyright © 1995-2011 eVero Corporation. All rights reserved.
Corporate Headquarters

eVero Corporation

48 South Service Road

Suite 200

Melville, NY 11747 - USA

Internet: info@evero.com

Web site: http://www.evero.com
Support

E-mail: support@evero.net
Telephone: 1.866.GO.EVERO (1.866.463.8376)
Trademarks

digital AGENCY™ logo is trademarked, and eVero is a registered trademark of eVero Corporation. All other trademarks used
herein are the properties of their respective owners.

-----------


mailto:info@evero.com
http://www.evero.com/
mailto:support@evero.net

Overview and Goals for Individual/Family Portal USEr GUIAE .......ccueeiveeiiieiieeeie sttt e st et sreeeve e steesveesbeesaveesaraennnee e 3
MYEVEROPORTAL ONBOAITING .c.uetiiiiiiieeiiiteeite ettt ettt ettt si et e s bt e it e e sabe e s at e e sabeesbeeesabeesbeeesaneeneeessnesneeesnneenneeas 3
[ T={ =41 o T~ [ o TP P TP OPP U OPPPPPPRPN 5
NaVIgation Within The POrTal..........ooiiiiiiiiee ettt et e st e e bt e sane e bt e e sanessnteesaneenneeas 5
Y T e DT o] o To T o IO PP PSP PSPPSR PROPRPRN 6
Beyond the Main DashbDOArd............ueeiiiiiii ettt e e et e e e e e e e st e e e e s ataeeeesseaeesnseeeestaeesanssesessseeesnnsseeannn 6
SDS SUMIMIAIY i e e e e e e e e e e e aaaaaees 7
20T P a1 USSR 7
SEIVICE PLAN vttt st s st e a e e h e h e r b e r e s a e s st saeenaeea e 7

2] o] T Y= =TT o 0 1= o SRS SRTRRRN 7
MONThlY EXPENAITUIE REPOIT.....eiiiiiiieeeiiie ettt cte e e ettt e e et e e e s bt e e e e s tbee e e e taeeesabeae e abseaeasssaeesssasaastaeesanssseesasseeesassseeennn 7
Brokerage BilliNG SUMIMAIY .......uiiiiiiiie et ceee et e ettt e e e tte e e et e e e et e e e e eataeeesabeee e sbseaeasssaeesssaseastaeseanssaeesasseeesansseeennn 8
(210 To g Y D T=Y =Y £ SR USRURRINS 8
L1 ol PP 9
ENTEIING IN @ NOW INVOICE ...iiiiiiiiiiiiiiei ettt et e e e e e s bt e et e e e seaba b eeeeeeesasssbeeaeaeesesassssaaeesssesnsssnnaeeesenns 9
Understanding the green checkboXes (WOrKFIOW) .......ccuiioiiiiiie et e st 12
Reviewing previously @NTEIEd INVOICES ......cccciiiiiciieeeiieeeeciee e sstte e e st e e e e te e e e steeeesbteeeessteeesasseeeessseeeesssseesasenessnssneenn 13

Y 1= - TSRS UPPR 15
Entering in Trasportation reiMBUISEMENT .........ciciiiiiiiiee ettt ettt e e et e e ettt e e e st e e e e s ateeeeeasaeeesbaeeeesssseeeesaaeessreaean 19

-----------



OVERVIEW AND GOALS FOR INDIVIDUAL/FAMILY PORTAL USER GUIDE

The Individual/Family Portal is a way for people receiving self-direction services to have
complete oversight of their budget in real-time. MyeVeroPortal is a portal to view all budget
information, input any potential invoices for reimbursement, view the staff /billable service
documentation for self-hired programs, and broker invoices in an electronic fashion. The portal
will offer transparency into where your Fl agency is with all individual invoices/receipts,
opening up communication in a simplified way. You can electronically review documentation
and hours worked to better see how your budget is being spent. The Fl agency will review
settings with you to ensure your comfort, and allow you to move from paper approvals, to
electronic approvals, as you become comfortable with the technology.

MYEVEROPORTAL ONBOARDING

During the initial set up of your account, the Fl agency will be generating an email for you.

Welcome to the Individual and Family Portal for Inbox x

noreply@evero.com via sverc.net
tome -

We're so happy you're herel We wanted to create a simple yet powerful way for you to be at the center of {everything or your planning or your care)

Please click on the link below to register (or activate) your account:

https-Hlogin evero com/Logindnvitation ?inviteCodes ™

Powered by Vero
Once you receive the email, you can click the link, which will prompt you to select to receive either
a text or voice call to verify your identity through the use of the matching phone number.

Request Two Factor Code
Request Two Factor Code

Option
Option P

Text message to 41089+ v
Voice phone call to 41089 v

After selecting an option, you will receive either a text or voice call with a code. Enter the 6-digit
code in the next window:

Input Two Factor Code

Code

Need another code?

This step confirms that you have the phone number associated with the account.

...........



This is an important step which allows us to take your personal information seriously and ensure
HIPAA compliance. The process may appear daunting at first, but please be assured it is only to
allow us to make sure we have the right person requesting and entering the portal.

Now that you have entered in the code, you will find the Verify Details screen presented next.
Please be sure to match the details that the Fl used to create the account.

DateGBirth

You can create your own username and password. The screen will walk you through selecting 3
security questions so that you can reset your password if you forget what you’ve selected. The
password must meet some criteria which are spelled out on the screen for you. (Your phone
number and email address will not be able to be altered during this process.)

Personal Details Strong password

FirstName Password
eVero
LastName Confirm Password
Test
Fhone

4108299947

User Details
Email
demoeverc@omail.com

Username

Security Questions

SecurityQuestionOne
What is the name of your most faverite childhood superhero? v

SecurityAnswerOne

SecurityQuestionTwo

VWhat is the name of your most favorits childhood superhero? v

SecurityAnswerTwo

SecurityQuestionThree

VWhat is the name of your most faverite childhood superhero? v

SecurityAnswerThree




LOGGING IN

Congratulations! Your account has been successfully created!

To log in — please go to MyEveroPortal.com

Once you are here — you will be redirected to a login page. It's very important that you enter
through myeveroportal originally, so please bookmark that one!

You will this see a login page where you can enter your new username and password.

LOGIN
&

Forgot your uzername?

[i=]

Forgot your password?

Meed an account?

NAVIGATION WITHIN THE PORTAL

You've logged in, now what? The portal is a way to view all the information about your budget, staff
and more from one location.

myCarePortal™ ety EVETO

ANDERSON, JOE ( 12865 ) o
01/01/1981, 37 yrs, Male

Contact Info Health Info
344 LESLIE LN , UNIGNDALE. , 11550 Ammonia, Stomach Cramps, pollen, Ak ohol
ANDERSON, JOE Diabetes, HyperTension, Other
(7a5) 1222258 Finely Chopped
jane@me.com
Care Team
Hame Title Phone Email Programs
Director, John Direct Service Professional (631) 1234567 rob@evera net SDS-Support Brokerage
Director, John Direct Service Professional (631) 123-4567 rob@evero net SDS-Seif-Hired Community
Habilftation
Director, John Direct Service Professional (631) 1234567 rob@evero net SDS-Seif-Hired SEMP
Extended
Case-Manager. Alex Direct Service Professional Enic Mayer@evero com SDS-Seit-Hired Community
Habilftation
Thomson, Jeny Direct Service Professional (730) 2234784 fmomson@gmail com SEMP
marry inhn Mirart Sarvies Brofeccinnal 17301 6475004 imarru@amail «nm COMUIINITY HARI ITATION 7
Programs Evaluations
Provider Pragram Start Date Evalustion Date  Case Manager Evaluation Status
EVERO ADMISSIONS 02292012
CORPORATION

EVERO SITE BASED PRE-VOCATIONAL 05/01/2013
CORPORATION




MAIN DASHBOARD

The key components of the main dashboard will include basic contact information for the person
supported, basic health information, care team information, program enrollment and evaluations.

e Care Team information — will include all members of the team who are connected to the
person (i.e. Self-Hired Staff, FI contact, etc.)

e Programs — this will include all programs that have been authorized as part of the person’s
budget

e Evaluations — this will be where DSP Evaluations mandated by the state can be completed for
the Self-Hired Staff working with the person supported

BEYOND THE MAIN DASHBOARD

Navigation around the site can be done by using the menu bar to the right side of the window.

a ™ ]-
@ Dashboard # SDS~ &= Transportation I Documents A

The SDS section will be where all information about the Self-Direction Budget and more will be
available.

# SDS~ &b Transporta
# SDS Summary
= Invoice

Lal Summary Note

ﬁ Broker Documentation

" Attendance Roster




SDS SUMMARY

The SDS Summary section will be where you can easily find the following:

BUDGET LIST

You can click into the budget by clicking the ID on the left. You can indicate that you have reviewed
it by using the checkbox on the right-side.

Budget List
Budgets

BudgetlD Effective Date Budget Type Authorized Amount Calculated Amount Status Individual Reviewed

457 01/01/2018 ANNUAL $214,870.00 $210,097.00 Approved

|SERVICE PLAN

This is where you can view the Habilitation Plans for Community Hab or Supported Employment
(SEMP) —to view click on the effective date on the left.

Service Plan
Effective Date Program End Date Type Status
03/17/2017 SDS-Self-Hired Community Habilitation 033172017 Annual Plan Eﬁ

BROKER AGREEMENT

This is where you can view the Broker Agreement between the person supported and the broker,
again to view, click on the date link on the left.

Broker Agreement

Effective Date Broker Name End Date Rate Amount = Status

01/01/2018 DIRECTOR, JOHN 11/23/2017 $40.00 $1,200.00 B

MONTHLY EXPENDITURE REPORT

This is where each month; your Fl will approve a document that shows what you have spent during
the course of that month. Click on the Month/Year Link on the left to view.

Monthly Expenditure Report

Summary Date IDGS Total Status
Apr 2018 $000 (5
Total §0.00 $0.00

...........



| BROKERAGE BILLING SUMMARY

This section will show you the billable services provided by the Broker in a set period of time
(timeframes are set by the Fl Agency). Click the Billing period on the left to see all documented
information. This will be deducted from the budget from the brokerage section.

Brokerage Billing Summary

Billing Period Broker Name Duration Unit Amount Payment Status Summary Status

01/28/2018- 02/03/2018 DIRECTOR, JOHN 2 hrs 0 mins 8 $80.00 Exported E\Q

BUDGET DETAILS

This section will show you a year-to-date real-time balance of all allocated money in the budget. You
can see the budgeted amount, amount spent and the balance.

Budget Details

DAY HABILITATION [ #] COMMUNITY HABILITATION (+] SDS-Individual Directed Goods & Servi... [ #]

Amount  $14,015.40 Amount Spent:  $10.00 Amount:  $24,200.00 Amount Spent:  $0.00 t $17,887.00 Amount Spent:  $939.27
$14,005.40 e $24,200.00 cet §16,947.73

SEMP EXTENDED #] SDS-Family Reimbursed Respite [+ SDS-FSS |+
Amount: $11,535.00 Amount Spent:  $10.00 Amount:  $3,000.00 Amount Spent:  $2.22 ount: $10,440.00 Amount Spent:  $0.00
Balance:  $11,525.00 e $2,997.78 e $10,440.00

SDS-Other Than Personal Service Items B SDS-Agency Supp Community Habilita... (+] SDS-Agency Supp Respite B
Amount.  $2,900.00 Amount Spent:  $134.75 Amount:  $24,107 .50 Amount Spent:  $0.00 Amount.  $6,522 30 Amount Spent:  $0.00
Balance:  $2,765.25 & $24,107.50 ce $6,522.30

For programs like IDGS that have multiple categories within, you can click the icon in the top right
corner of that box to show a summary of the balance of categories.

Additional Amount

SDS-Individual Directed Goods & Services
Carry Over Amount. 8.9

Proaram/Cateqo Budget Amount  Payment Additional Reimbursement Balance Balance
9 gory Amount Paid Pending Amount Amount Amount %

Camp $3,000.00  $159.00 $22 22 $10.00 $0.00 $2,808.78 @ 9363 %

communtty C?Iasses & PHDHCIV $13,000.00 $0.00 $1.00 $0.00 $0.00 $12,999.00 99.99 %

Available Training/Coaching

Health Club/Organizational

Memberships/Community $1.,137.00 $0.00 $0.00 50.00 $0.00  $1,137.00 100 %

Participation

Transportation $750.00 = $500.45 $246.60 50.00 $0.00 $2.95 0.39 %

Total: $10.00 $10.00




INVOICES

The invoice tab will take you to the invoice section where you can view and see all requested
reimbursements, etc. against all categories in your budget.

myCarePortal ™roweredty cVEFO)

3. ANDERSON, JOE (12865 )
? 01/01/1981, 37 yrs, Male

Invoice  BudgetDate : 01/01/2018
Invoice List
Fiter: | Al v StartDate:  08/01/2018 [Z§) End Date: | 08/31/2018 [F8

¢ 08/09/2013 Frogram:  SDS-Individual Directed Goods & Services
Community Classes & Publicly Available Training/Coaching

- Director, John

$50.00 Membership End Date:

. Classes for

ADM_2015_04_FI

08/13/2018 Program:  SDS-Individual Directed Goods & Services
Transportation

Director, John

2635 View Trips Amount  $18.39

n FIMILEAGE -08/13/2018

Receipt(1)

°  06/10/2018 Program:  3DS-Individual Directed Goods & Services

v, Transportation
o Another Phone Company
e 12 View Trips Amount  $18.54

o213

Submitted

Submitted

Submitted

All

Verified

Verified

Check Requestsd

Check Requested

No:

You will notice that the Invoices are entered individually, so that the Fl Team can be sure they have

all the information necessary to reimburse/pay the appropriate person, and bill efficiently.

ENTERING IN A NEW INVOICE

To enter in a brand new invoice request, you will locate the orange + in the right hand corner.

Click the button and a new empty box will open up:

Invoice List
Fiter: | Al v StartDate: | 08/01/2018 25 End Date: | 08/31/2018 5
ae 08/29/2018 [ Program | -Select-
—Select-
—Select-
Amount $0.00

Attachments Browse...
]

Status:

Submitted

All

—Select--

v

[+



Select the Date the Service Occurred or Will Occur (it could be a future end date, or the date of the
receipt, last day of a class/camp, etc.)

08/29/2016 3

Select the program from the drop down. Please note that only programs authorized in the budget
will be available in the drop down.

SDS-Individual Directed Goods & Services
SDS-Housing Subsidy
SDS-Family Reimbursed Respite

10 SDS-0Other Than Personal Service ltems

Select the Category appropriate for the requested invoice. The system will limit your request based
on the amount remaining in your budget, so it will be best to be as accurate as possible. Your Fl
Team can support you or make changes to this if you are unsure. The categories will only reflect
those authorized in the budget.

—Select— v

Camp
amount | Community Classes & Publicly Available Training/Coaching
Health Club/Organizational Memberships/Community Participation
Description: | Transportation

Select “Paid To” — this is who the check will be made out to, so it could be you, or a specific vendor
(only if that vendor has been cleared by your Fl Team). If you do not see the vendor in the drop
down list, you can pick --OTHER-- and then click the Magnifying glass.

Paid To —OTHER-- v

—-Select—

Description: | Agency 1
GGEWO
John Doe
attachments | Phone Company
Royce

...........



A Payee List will come up where you will click the Plus sign to add a vendor. Your Fl will then be able
to match the vendor to a list that they have or create a new vendor.

Add Payee

—-Select— v

The Amount is going to be validated against the amount of money remaining in the budget for that
particular program/category. Please be sure to check this against the receipt.

Amount %0.00

Description is a required field and should be used to indicate more details about the invoice to help
the Fl understand what is being requested.

Attachments: There is a browse button that will allow you to upload an attached PDF or image file.
The items attached should provide proof for the invoice to be paid. Please try to be sure the image
is as clear as possible.

Attachments: | Browse...

When you click Browse, be sure to select the location where that file is saved. Note- it’s best to save
it with a name that makes sense to help you upload to that invoice. If you have multiple pages or
receipts, you can continue to select browse to add more until all are uploaded.

The 1099 Required, Invoice No, and Check Memo are all the responsibility of the FI Team and should
be left as is.

...........



Once complete, click the Save Button on the bottom right.

UNDERSTANDING THE GREEN CHECKBOXES (WORKFLOW)

The green checkboxes next to the invoice will explain the workflow of the invoice, in going from you
to the Fl Team, to getting the check cut. You can hover over each of the green checks to see the
date and time stamp of when it was moved into that category. Hovering over any category will show
you the date/time/user who completed the action in the workflow.

06/21/2018 Program:  SDS-Individual Directed Goods & Services
© Camp

Paid To:  John doe

mount  $11.00 Membership End Date:  10/31/2018 1009

11, 15, 21 of August 2018 Art Classes

* BLankPDF

- SUBMITTED

The submitted check mark means that you have saved the invoice and it is queued up and waiting
for review from your FI Team. This is the only status that you can continue to make changes to, by
clicking the pencil in the bottom right hand corner to edit and then click save.

VERIFIED

The verified status indicates that the FI Team has reviewed the invoice and has agreed that
everything is valid. At this point they will channel through their internal processes to queue up for
payment.

 CHECK REQUESTED

The check requested status indicates that the FI Team has requested the check be cut and has
gueued up in their Finance department to do so.

 PROCESSED

...........



The processed status indicates that the information has been sent to the accounts system for
payment to be cut.

_PAID

The Paid Status indicates that the check has been cut.

 REJECTED

If an invoice is rejected for some reason, the FI Team will let you know why through notes that the
write back to you. You will see this as a Red X instead of a green check.

Date Service . i .
et S 0743112018 Frogram:  SDS-Family Reimbursed Respite o
Category Reimbursatile ltems Submitted Rejected
Paid T Another Phane Company
Armount. $15.00 10393 Required: Invoice Moo 123
Description: testing Check Memo: 123123123

Attachments: | HELL OWORLD

Click on the WORD Rejected to see the comment of why the item could not be paid.

Submitted Rejected

Reason for Rejection

T

we ran out of money

REVIEWING PREVIOUSLY ENTERED INVOICES

Invoices can be checked on using the filters at the top of the page to locate them easily.

Inveice List

Filter: Al L Start Date: 08/01/2018 j End Date:  08/31/2018 j Status: Al v Frograrm.  --Select--

The first filter will allow you to sort by a set time frame:

Filter Al v
I
This Week
Occurred Last Week
This Month
|LastMonth |

You could also change the date range with the next fields:

...........



StartDale:  08/01/2018 7 EndDate 08/31/20168 7
Another option would be to sort by the status:

status: | Al v

Submitted
Yerified
Check Reguested
Processed

Paid

099 Rer Rejected

=]

Finally, you can also sort by Program (only those authorized in budget will be shown):

Frogram: | --Select-- (4]

505-ndividual Directed Goods & Services

505-Housing Subsidy

SDE-Family Feimbursed Respite
S0O5-0ther Than Personal Service Items
505-Live-In Caregiver

Be sure that after selecting any filter you click on the Retrieve button to refresh the page.

...........



SUMMARY NOTE

The Summary Note section is a place where you can indicate progress or issues with goals, etc. The
information is shared with the FI Team.

summary Note

Summary Note List

SwriDate | 10/01/2018 [  EndDate [1031/2018 [ ¢

Click the Plus Sign to enter information:

summary Note

Summary Note List

Start Date | 10/01/2018 ) EndDate | 10/31/2016 [FH L

Date  1017/2018 5]

Adjust the date to the appropriate day (it will default to the current date).

Click Save when Complete
BROKER DOCUMENTATION

The Broker Documentation Section is a place to review all documentation and notes entered by the
broker and to get details on the amount remaining in the budget.

Click the calendar icon to switch the month view.

donth | 08/2018 _L\;g

£ 2018 >
Details | January February March
Date: g April May June
3 July September

$ October Movemnber December

...........



Click the date you wish to read to review, by clicking the date link on the left side.

Broker Doc

Month

vonih  0s/2018  [FH

Budget Details

01/01/2018

Annual Hours: 30 hrs 0 mins Hours Used: 11 hrs 45 mins 18 hrs 15 mins

nount $1,200.00 Amount Used: $470.00 $730.00
Service Documentation List
Date Service Type Location Duration Status
08/29/2018 Face To Face Cffice 1 hrs 0 mins E‘.},
Face To Face Office 3 hrs 0 mins E‘a
Other 2 hrs 0 mins ES

Face To Face

Total Hours: 8 hrs 0 mins

Once you click the date, it will open to the full details of the service provided by the broker.

Broker Documentation

Date:  08/09/2018 pe: Face To Face Other Othe asdf
services Duration
Services Start Time Stop Time:
09:18 AM 11:18 AM

Assist you to develop and maintain a Circle of Support (also known as a planning team) and assist in directing planning meetings.
Ensure that planning meetings occur at least four times per year and are face-to-face. Duration of Service: 2 hrs 0 mins

Assist you to develop a comprehensive Self-Directed Budget that is consistent with your Individualized Service Plan (ISP) and to
work with you and your circle of support to ensure that all necessary safeguards are included and addressed in your ISP,

Description Of Services

asdfasdfasdfasdfasdfasdfasdf

Individual Review Status : Pending

By

Document Status : Approved

John Director, 08/27/2018 09:19 AM

By

Click the Review button located either at the top right corner of the screen or the bottom middle of

the screen.




A pop up will ask if you are sure you would like to review the documentation. If you are good with
the documentation, click yes.

SDS Service Documentation

Are You sure you want to review this service documentation?
o v

After clicking yes, a pop up confirming your approval will appear.

Document Reviewed Successfully

Click Ok to close. Click Back to return to the previous screen.
ATTENDANCE ROSTER

The Attendance Roster screen is to review all billable time provided by staff. Click on the category
from the SDS Menu at the top of the Portal.

# 5DS~ &% Transporta
# SDS Summary

& Invoice

Ll Summary Note

ﬁ Broker Documentation

+ Attendance Roster

Select the program from the drop down and adjust the date range you wish to review. Please note
that you should not extend the date range more than 1 month to avoid slowness in loading the
information.

Attendance Roster

Attendance

Program | —Select- v FromDate | 10/10/2018 (53 ToDate |10/17/2018 ) Fiter | Al v m

eEVETO



Only programs the person is currently enrolled in will show in the drop down.

Jrogram | --Select—- v From D

SDS-Selt-Hired Community Habilitation

SDS-Self-Hired Respite
SD3-3elf-Hired SEMP Extended

SD3-Selt-Hired SEMP Intensive

Click the Refresh button to refresh the information, once you make your selections.

Attendance Roster

Attendance

Frogram  SDS-Self-Hired Communit ¥ From Date | 10/01/2018 j ToDate  10/17/2018 _jxj Fiter Al r
Actual Individual
No.  Date Staff Name Start Stop Duration N Units Service Count B
Duration Review
1 10/08/2018 Director, John 03:44:43 AM 04:45:09 AM 01:00:00 01:00:26 4 2/2 (]
2 10/09/2018 Director, John 03:01:00 AM 05:01:00 AM 02:00:00 02:00:00 8 12 ]

EEZZD |

The information indicated includes:

e Date of Service

e Staff who provided the service

e StartTime

e StopTime

e Duration (real time)

e Billable Duration

e Number of Units

e Services — you can click the link to view comments and responses

e Individual Review Column — check the box if you agree with services provided

Once you check the boxes for the dates you agree with, click the Review button to confirm.

If you have questions about services provided, or disagree with them in any way, please contact
your Fl Team to let them know.

...........



TRANSPORTATION/MILEAGE

The transportation tab will take you to the Trips section where you can view and see all requested
reimbursements for travel expenses. This will include travel from IDGS and OTPS, pending what is
authorized in the budget.

| Mplozded

image AVERAGE, JOE (12898) O
preview 0450711995, 23 yrz, Male
Trip
Trips
Date Miles Amount TollfParking Fee  Individuals Commernts
0872652018 25 1363 000 | AVERAGE, JOE Community Class o
08/26/2018 15 818 000 AVERAGE, JOE Travel Training 0
09/26/2018 2752 $15.00 000  AVERAGE, JOE Health and wellness- Gym 0
L6 AN RN D B RN

|ENTERING IN TRASPORTATION REIMBURSEMENT

Transportation cost for Individual Directed Goods and Services (IDGS) and Other Than Personal
Services (OTPS) will be entered through the “Transportation” tab on your main screen. You can then

+

select the in the upper right hand side to begin entering in your transportation costs.

Transpo

Transportation
Tra nsport.Etiaotg 0o/2ER201 8 j Faid To  Designe test Q Frogram D55 ¥
= hiiles Aot Miles |0 Amount F0.00 Tall/Faking

Fee

Begin by entering in the date that the service has occurred. The date will default to the current date,
but can be changed by manually entering the date, or clicking the calendar and navigating to the
date. The “Paid To” section will be defaulted to the identified person in the budget, but can include
the individual’s Designee(s) as well. Additional designee’s will be set up by your Fl team.

...........



Q

To change the “Paid To” section, click the icon. This will open up the current Designee list. Select

the name to make the change and return back to the trip screen.

m )

Vendor List
Marme Address City State Zip
Designe test Adrezs 1 10 12345

Select the program to be billed to by selecting the drop down arrow. You can enter only what has
been authorized in the budget. Do not worry if you are unsure which program transportation is
billed against. Your Fl team can fix this change without delaying the process.

IDGS v
IDGS
OTPS
= hdiles Amount Miles |0 Amount F0.00 TollfParking

Fee

You have the ability to enter the cost based on amount of miles driven, or amount paid for
transportation costs (Taxi, Uber, Train Bus, etc...). Whichever category you select will limit what you
can enter in the following fields. For Miles, you enter the total amount of miles traveled, and it will
automatically calculate the amount based on the FI’s reimbursement rate. If amount is selected, you
will entered the total dollars spent on transportation. Either option will allow you to enter
Toll/Parking fees if applicable.

An additional requirement when claiming Amount reimbursement is the receipt.

Attachments: Browse._ ..

When you click Browse, be sure to select the location where that file is saved. Note- it’s best to save
it with a name that makes sense to help you upload to that invoice. If you have multiple pages or
receipts, you can continue to select browse to add more until all are uploaded.

...........



Leaves From Goes To

NEW YORK v MEWY YORK v

The following section will be your From and To destinations. These sections are free type, and you
can enter the address of both locations accordingly.

Purpose Of Visit

The purpose of visit is a required element that helps identify why the travel occurs, and ties back to
an individual’s goals. This can also help identify which billing category (IDGS or OTPS) the travel falls
under. Again, if misidentified, your FI team can make the change while reviewing the travel.

When complete, you can hit button to add additional travel costs or

to return to the Trips screen.

...........



