E-INVOICE MANAGEMENT

Instructions for Vendors

The PPL e-Invoice Management system allows vendors, enrolled in the N] DDD Self
Directed Option (SDO) program, to enter invoices online and submit them for
approval by the Employer of Record (EOR). Employers can also view the details and
status of each invoice and approve or reject it.

Instructions for Employers can be found online on the PPL website at www.publicpartnerships.com.

REGISTER FOR AN ID & PASSWORD Once you access this form, complete

In order to access the e-invoice platform, you must first register for an ID the requested information. You will
and Password by completing the registration form here:

receive your ID and password in less
than 2 business days.

https://account.publicpartnerships.com/NJ-DDD-Vendor-Registration

01 Log into the e-Invoice web portal using your username and password: https://account.
publicpartnerships.com/

@ 1dentityServer

Login

Loeal Login

Usermname

oz Once logged in, go to: https://account.publicpartnerships.com/invoices
You will be redirected to see a summary of all your invoices, with options to “Import Invoices” OR
“Create New Invoice”. These options are located directly beneath the green banner on the right-
hand side of the screen.

My Account | Stop working as Test Vendor | Log out

[EProvider Management

From To Filter by status:

Allinvoices

Approved LRS-0000001 12132019 NJ Test $132.00

Approved LRS-000002 12/9/2019 NJ Test $54.00 View Details
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Click
you c

on the Create New Invoice button. You will be directed to the Create Invoice screen. From here
an create an invoice for all the individuals that you provide services to.

PCC Public

* Partnerships

Create Invoice

Irtivicual

DK Irnoice date:” Prone: Emall:
T yzazean 268108 prenicer

Irvoice number: Mddar R gl

Provides:

You will see a list of all the individuals you provide services to in the Individual DDD drop down.

Selec

t the individual you want to create an invoice for.

Individual DDD:’

I
0
0
0
0

02109 Richard Test

00522 Lee Test

07118 Kate432 Test

02484 Fred Participant Employer 01

005057 Kate Employer Participant

The Invoice date in the header will default to the current date but can be changed to be a past
date using the calendar control.

Your business’' name, phone number, address, email and FEIN will be displayed in the header
of the invoice and are pulled through from the details provided in your account.

Enter an Invoice number. The number can be a combination of characters and numbers, but it is
recommended you create something that is meaningful and incremental. If you leave this field
blank, the system will automatically generate an invoice number for you, and this will be displayed
in the invoice summary.

Click on the Add new line button.This will display several new fields to enable you to create a new

invoice line item. An invoice can contain any number of invoice lines, so this button can be selected
multiple times to add new lines to the invoice.

Create Invoice

Indlivicusl DDO:" Invice date: Phane: Emall:

1/22/2020
Invoice number: i ) i

Provider:

Starttime  Endtime Servicedate  Servicecode  Service Flan Oulcome  Attachreceipt ServiceUnit  Rate’$ Total cast §
numier

. Droo fie hee
to attach or

Browse

Invoice total: $0.00
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*  Enter the Hours and Minutes you provided the service

*  Enter the time of day you started by clicking the Start time dropdown
*  Enter the time of day you ended by clicking the End time dropdown

*  Enter morning or afternoon by clicking either am or pm

* Both are optional but enable you to record the start and end time for the service you

provided.

Start time End time

Hours: ¥ : Hours: v

Minutes: ¥  am ¥ Minutes: ¥ am v

You must enter a Service date. The easiest way to do this is to click on the calendar icon next to the
empty box, and choose the date from the calendar that corresponds to the date you provided the
service The service date is validated when the line item is saved and must be a date in the past.
Invoices cannot be future dated!

Service date Service code Service numb
| ° | Please select v Please select
Jan v 2020 "

Mo Tu We Th Fr Sa Su

6 7 8 gl 10] 11 a2
13(| 14 15| 16| 17| 18| 19

L [

Select Service code. The individual's authorization will dictate the service codes available
and these are the services that will be displayed in the Service code dropdown. This is a
mandatory field so one must be selected, if you forget, the system will notify you when you try to

save the line item. If only one service code has been allocated for services to the selected individual,
then this will be selected automatically.

Service date Service code Service nur

H2021-HI52-CD-PCS
H2016-Z1 -Choices - HCAS Travel
H2016-ISE-Choices - HCAS

The service plan, outcome and service correspond to the associated authorization found in the
individual's service plan. If the individual has more than one option, you will need to select the
appropriate option. If there is only one choice then this will be selected automatically.

You can attach a receipt by selecting the” Browse” button, or by simply dragging and dropping a file
into the location. This is an optional item but can be used to upload relevant receipts/supporting
documentation to your invoice.

Enter Service Unit. Please enter a whole number. This is usually the number of hours you provided
the service for.

Enter the Rate agreed for this service. It is typically the rate per hour.

m Total Cost will be automatically calculated. Total Cost = Service Unit * Rate



1 4 If you want to remove the line item select Cancel, otherwise select Save to save the invoice
line item.

* To add another line item to the invoice, select Add new line button.

+ Allline items must be individually saved before the invoice can be submitted.

NOTE Prior to submitting your invoice, please review all lines for accuracy and edit any changes
if needed.

When an invoice is submitted you will return to the Invoice Summary page, where it will appear
with a status of Waiting Approval.

public partnerships @ 12 Dashboard Select Language v Accessibility ~ Sitemap

& Provider Management \ccount | Stop working as Test Vendor | Log out

Vendor Invoices
From: To: Filter by status:
7 7 [ Alinvoices .
e
aws ate Individual Name
Approved LRS-0000001 121372019 N) Test $132.00
Approved LRS-000002 12192019 N Test 45400 View Details
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Section 2: How to Cancel a Submitted Entry

When you have submitted your invoice, it can be canceled before it has been
Approved or Rejected if you realize you made a mistake while submitting the
invoice. It is important to cancel and invoice before creating a new invoice for
the same pay period as duplicate invoices will automatically be rejected.
01 Cancellin','g an invoice can be done by selecting View Details button on Invoices in a “Waiting
approval” status.

From: Till: Filter by status:

wabAg approvl

Indradusi DOD:* neokce cate:* Fhone: 26810800 Emaic
CONJDO0STH Kimberly Smith e
Feon aety ko numer

L0

Attach receipt

03 Prompts to cancel invoice



public portnerships @ & Dashbourd

s
Edit Invoice
TN
Indrvdual DOD:* Irrenice clate:
COMDOOSS4S Kate Test TTNI020
Rejarcion ot Frevice b
000008

NEW JERSEY

oo prppejics ok g Select Language » Accesuibiley Snemap
Emaik: " Rus.com
FEIN:

ONY POVNER THERAPIES, I9C 100004

Moves to a canceled status.

04

Cancellad U201

TRV2020

CONJDO06739 Kimbarly Seith 025

Section 3: How to Review and Re-submit a rejected e-Invoice

When you have submitted your invoice, it can be Approved or Rejected by either
a PPL staff member, or by the individual you provided the service for.

You can view the invoice status daily (Approved, Rejected, Pending, Paid). Status changes will be updated at the

end of business each day and will reflect any

changes on the following day.You will receive an email notification

to advise of both Approved and Rejected invoices, and you will see the relevant status when logging into the
Invoice Summary screen as can be seen above.Rejected invoices must contain a rejection reason.

01

Edit Invoice

e yous cion ool your invoice

View rejected invoices can be viewed by selecting View details button. The rejection reason is
contained in the last field of the rejected line item.

[a— b Addvess FEN
000002 -:-‘.:?‘:h‘ L. Parin. MiGaesen. 08855-2430. Ba-2478553
i
Action Stan time Endt time Service date Servicecode  Servicenumber  Plan Outcome Attschreceipt  Service Unit Rate § Total cost § Bejection reaion
1270172000 ri2096-24 - Loy k] 1 » 2000 Incoemect payeste
n Chokces « HEAS.
n Trowl
Invoice total $20.00
o z Select Edit to make the necessary amendments.
Action Start e Enal time. Serdcedate  Sendcecods  Senvicerumber  Pian Outcome Mtschreceipt  Senvice Unit Rate 5 Total cost § Rejection reason
“ = = /012030 = HI0W-Z1- so7 3 Decp Meisetc % 00 nconect payrate
T (3
— N i =S

| DDD



NEW JERSEY | DDD

03 Select Save and Submit when you're happy with all changes.

Section 3: How to Review and Re-submit a rejected e-Invoice

Once the Participant has approved your invoice, the status of the invoice will

change to an approved status and will be sent to Public Partnerships for
validation.

Below are the expected outcomes based on invoice validation:

Approved (Pending) There is something wrong with your invoice and causing it not to go into Good to Pay

Approved (Good to Pay) Your invoice has passed validation and is awaiting to be paid on the next
scheduled payroll

* Approved (Paid) A check has been generated for your invoice
Approved (Denied) Participant approved your invoice in error and asks to have it denied.Invoice was

pending for a long period of time and systematically denies or was asked to be denied. (would need to be
re-entered if needed)

Questions? Customer Service:

If you have any questions, please call Customer Service 1-844-842-5891
and a representative will be happy to assist.

public partnerships @

WWW.pu bllcpa rtnershi ps.com Your #1 choice for self-directed care™



