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Introducing eBilling

eBilling Basics

TheConnecticut Probate CoureBillingsystem is designed to make teabmissiorand processingf
invoices moreefficient for bothvendors and court personneThe webbasedvendorinterfaceallows
attorneys regulation conservatorandcontract conservatorto createinvoicesand submit them to the
court electronically. Theendorinterface also provides the means for users to viewicehistoriesand
check thestatus of submissions

¢CKA& dza SNDR& 3 dzA R Sendomon ihy falureRd tReBillimysysteyha (i NIzO (i

Following the steps outlined in this manual is highly recommenidaatder toeasilyprocess invoice
through the eBilling system.

Also, fa best results, users are strongly encouraged to use only the navigation buttons that are
displayed on theBillinginterface. These will appear at the bottom of each page and will give the user
options such aBackor Next

Figure 1: eBilling Navigation

It is important toavoid using the internet browser back arroduring the preparation and submission
of an invoice

The vendormay use the menu bar located at the top of each page, just belowtmecticut Probate
Courtsbanner. Another option is theavigationtrail at the top of every page. This appears just below

the menu bar, and the active links show the pages the user visited to get to the current page. Clicking on
any of these links will take the user back to the page listed.

Figure 2: eBilling Navigation Trall

CONNECTICUT PROBATE COURTS

My Profile | Log Out

Home =» Case Type =» Invoice Inftiation =» Add a Document
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Document Preparation Prior to Login

Vendors are strongly encouraged to use the forms that are integrated with the eBilling system to

generate their invoices within the submission. However, there is an option for vendomaaditheir

26y AYy@2A0Sad Ly@g2A0Sa ONBFGSR 2y (K PDEBnARE NR&a O2
be uploaded and submittedf a PDFwill be uploaded, it is bestit is prepared before logging inthe

eBilling system

Note: AnyPDFnvoice to be uploaded to the eBilling system must have a top margin no smaller than
.75 inches and a bottom margino smaller thanl inch. The margins will be used to record the file
stamps from the Probate Clerk, the Probate Judge d&rdbate Court Admiistration (PCA)

Note: The web session will terminate automaticaflg userdoesnot click aSubmit, Nextor Save
button within 30 minutes The session will time ouand logthe useroff the system When the system
f23a GKS dza SNJ 2 dhange. li #oRarsitixiiie Ssér isrsall Hgggda@mivever,as soon
asthe userclicks an actionbutton, the userwill be asked to loginlyping in a text field does not count
Fda 0SAYy3 al OGA@Sde

Warning:It is important that the user only open one instanof eBilling at a time. Multiple windows

where eBilling is open could cause significant problems with the submissions.

In addition to the indepth instructions provided in the manual, the user will find abbreviated
instructionson the eBilling website gelf. They ardocated under the blue question mark to the right
of the menu bar at the top of the pagelf the question mark is unavailable, there are no instructions
for that particular page.

Figure 3: Online ScreenTips

eBilling

. Select Court. Vendor can change their user: System Administrator

organization’s address in the middle of
Home =» Case Type =» Invoice Initiation the submission process.

CONNECTICUT PROBATF COURTS \’

Invoice Initiation: Contract Conservator Invoice

Probate Court X

Vendor
Vendor Number:
Name: CONNECTICUT PROBATE COURTS

Address: 186 Newington Rd If your address has changed, include a change of address entry from the add a document or submit page.
West Hartford, CT 06110
us
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Getting Started

Logging In and Requesting an Account

Prior tomakingthe account request, the user museé set up as &ate of Connecticut vendoiio begin
eBilingtheuserydza i 32 G2 GKS o penddgiéttt addrddgbestta® &ddodnS R | G Y

¢ KS @[ 2 3 alsbthe platte Iikerdhedystem administratoperiodicallymay communicate with
vendois by posting a message providing links to rules or forms or by posting a message notifying users of
upcoming system maintenance that will make the system unavailable fdartarseperiod.

Figure 4: Login Screen

CONNECTICUT PROBATE COURTS eBilling

powered by eFlex from Tybera

Enter the user name and
password. Click Login.

Welcome! Enter your User Name and Password.

The Office of the Probate Court Administrator has implemented a new online system ser Name:

for processing court-appointed attorney and conservator payments for indigent clients.
The system significantly streamlines the process by eliminating more than 25,000

Password:

paper invoices on an annual basis. We hope that the new system will make the billing Log In Eorgot Your Password?

process faster and easier for you. Forqot Your User Name?

Thank you for your service to the Connecticut Probate Courts!
In addition to the Log In functionality, the In order to request an account you need to be a State of
Log In page will have important Connecticut vendor. You will be required to provide your state

- . endor number when requesting an account.
announcements, including changes to the

system or system maintenance dates. Attorneys go to http://www.ctprobate.gov/Pages/Attorneys.aspx to
learn how to become a vendor.

Conservators go to http://www.ctprobate.gov/Pages
/Conservators.aspx to learn how to become a vendor.

User Manual Terms and Conditions of Use Privacy Policy Attorneys Conservators

Support Vendor Direct Deposit CT Probate Website

All roles will see the same ©2001-2017 Tybera Development Group, Inc. All rights reserved.
information when the user

clicks on any of the links in the
footer section.

1. The usewill need tofirst register and create an account. Hegin the registration process, click
on theRequest Accound dzii 1 2y 2y GKS f23Ay LI 3So ¢KS a! asSN




Figure 5: Readng and Accepting the User Agreement

CONNECTICUT PROBATE COURTS eBilling

trem Ay et

After reading the User
Connecticut Probute Courts

Automated invoice Processing System the bottom of the page to
User Agrecment accept the terms
52 regatar for an acoount for the Connectiout Prodate Courts auiomated nvoice procesang sysem, you
user agreement 38 explaced Delow. Falure 10 sdcept Bese tetms Wil lahe you Dack 1 e KN screen
The Conneciout Prodate Courms Suaomanted mvoiie (rocessng Syitem uaer (User) aitedts and agrees
. aummwwmw«uo«wﬂm- Conrmsscut Prodate Court Rudes of Procedare. Connectiont

RN — I it s ——

Agreement, scroll dov

g Fvae procestng Syslem re scbyec! 10 DUt Migecion, uriess exempied by Be
g OF MO Drovison of law

N ey NAN,MMMW&&,MOAMW soite dacreton  The atest User
Agreement will 3o potied on the Webste sicag wih the Teems and

L gt Dt S of Do et Ay

1o 0t mingh Be TS F T wnwn Agewmwnt

it button to proceed

1. From thedUser Agreemeritpage and fier reading theterms ofagreement, accept the terms

by selecting the proper radio button, and cl8kbmit ¢KS a! aSNJ w2t Saé

Figure 6: Association with a User Role

CONNECTICUT PROBATE COURTS eBilling

User Agreement 2» Select User Role

USER ROLES Select the appropriate User Role.
Select your user role:

9 Attorney submits invoices for services performed as court-appointed attorney

Regulation 16 Conservator submits invoices for services performed as conservator in accordance with Regulation 16
Contract Conservator submits invoices for services performed as conservator in accordance with a signed contract with Probate Court Administration
Attorney/Regulation 16 Conservator ~ submits invoices for services performed as court-appointed attorney and services performed as conservator in accordance with Regulation 16

Attorney/Contract Conservator submits invoices for services performed as court-appointed attorney and services performed as Contract Conservator
Cancel

Click on the Next button to
add/select Organization details.

LJF

2. EacheBillinguser must have an assigned rdlieyou are will be performing services in more than

one capacity, select he appropriate combined roles by selecting the radio button.

3. ClickNext Thed { S t nO@énizatios LJ IS Bhislisthe RikdSsyhame under which
the user will be paid.
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Figure 7: Association with an Organization

CONNECTICUT PROBATE COURTS eBilling

User Agreement 2» Select User Role 3» Select User Organization

Either select the Existing Organization (from the
Select an Organization dropdown list) or select New and type the

Organization name in the text field provided.

Select the organization you belong to or type it in below:
Existing v

9 New ABC LLC

Cancel
Click the Next button to fill out
the User Account form.

4. 9+ OK dzaASNJ Ydzad oS8 | aa2 OAl (S ROdanizdioal yLI 23N yolal S
the drop-down menu to selectmorganizaion that is already a part of theBillingcommunity.
Alternately, to create a new organization account, sefdgwe and fill in the textbox with the
organizatiomname for which an account is being establishddke sure you use the name of
the organizdion as it is set up in the State of Connecticut Accounts Payable System.

[atN

5. ClickNextb ¢ KS awSljdzSad I |} aSNJ! O02dzyi¢ LI IS gAft R

10
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Figure 8: User Profile Information

(&) CONNECTICUT PROBATE COURTS eBilling

User Agreement =» Select User Role =

Request a User Account

Company Name:
User Name: ¥

ABCLLC
TESTVENDOR

Sedect User Organization = Request a User Account

Your password must be at least 8 characters long, must contain at keast one number, must contan an upper and lower-Case alphabetic character, and must be dfferent than your user name,

Password: hd

Confirm Password:  *

Title:

First Name: ®
Middle Name:

Last Name: »
Suffix Name:

Juris 1D: »

Vendor Number: ol

Phone:

»

EMail:
Confirm EMail: *

1st Alternate EMall:

sesveeene Fill in the mandatory fields.

TEST

VENDOR

999333

555555

TEST@TESTEMAIL.COM

TEST@TESTEMAIL.COM

Non-Attorney Conservators do NOT
require aJuris ID (Bar #).

Allvendors MUST have a Vendor ID
assigned by the State of Connecticut
prior to registering in eBilling.

2nd Alternate EMail:

IRISTP ST IRPER IR Once the form is

Address Line 2: completed, click

Address Line 3: Submit.

City: * TESTVILLE Rate: CONNECTICUT v
Postal Code: * 06132 Country: UNITED STATES ~

6. The password must be at least 8 characters long, must contain at least one number, must
contain an upper and lower case alphabetic character and must be different than the user

name

7. Iftheusera St SO0 SR dhe vetiddrilg, Ehénghe Juds IDhumberis required. Thduris
IDnumberis a unigue identifier, and it is through tderisID numberthat the eBillingsystem
connects thaattorneyvendorto the cases submitted.

é

~

8. Although not required, manyendorsY' I { S dzaS 2F GKS FfGSNYyFdGS SYF A
emailor accountingR S LJF NIi Y S ¥ah Bedent&eddand the same systergenerated email
regardingthe invoicewill be sen to the alternate email address

Note: Someinformation, such athe Juris IDnumber, organizationor user rolecannot be modifiedy
the account holdeafter registration Changes to these fields must be done throlRfDA. Contact PCA at

11




(860) 2312442 x301during regular business hours {M 8 a.m¢ 5 p.m.)or
PCAAccountspayable@ctprobate.gov

9. ClickSubmit A page notifyinghe userthat anaccount has been requested appsand displays
basic user informatiorincluding theorganizatiorwith which the user is associated.

Figure 9: Notification of a User Account Request

CONNECTICUT PROBATE COURTS

eBilling

User Account Raguestad

User Account Requested

Your User Account request has Been submined. You wil receive an emal aotification once your account has been approved by PCA.

Test03 Attorney
User Name: TAD3

Juris 1D 654021
Phone:
Fax
Ml QO3 Eorberatest.com
Addeess: Forks
Manford, CT 12345
s

Click OK. The user will be routed back dor will be able login to

tothe Log In page.

ses and modify User Profile

s and Conditions of Use  Prrd
How Do 1?7 Scpport  Viendor Direct Depost  CT Probate Webste

35 Tyara Dvwriopomnt Groug, I A Aghts hemerved.

10.ClickOKG 2 6 S NXB i dzNy S R Wihenthé 6s& hasdnplatédyhéregisitatirStide
request will go througtPCA @pproval processihe userwill receive an email messagtating
the account has been approved. The usan then log into theBillingsystem

Resetting a Forgotten Password

1. Ifthe userhasforgottenthe password, clickorgot Your Password2 Yy G KS a[TAadAy ¢ LI

GwSljdzSad tbhaabRBEBR wS&ES | LILISI NI
Figure 10: Requesting a Password Reset

CONNECTICUT PROBATE COURTS eBilling

=8,
Reset Password

Request Password Reset

After submitting your user name, an email will be sent to the primary email address listed in your account. This email will contain a secure link to the eBiling site that will display a page containing a
new random password. You wil be able to log in to the eBiling site using this new password and then change your password to one of your choosing.

Enter your user name below:
2. Enterthe user nameand clickSubmit

12

da™y
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Figure 11: Temporary Password Sent to Your Email

An email message will be sent with a temporary password to your email address.

3. An email containing a link will be sent to the primary email address listédeaser profile.
Upon clicking the linkhe userwill be directed to a page with a temporary password thit be
used to log into theeBillingsystem.

4. Clickthe email linkto be taken to theConnecticut Probate Courés[ 2 Pdge After logging in
LINE OSSR (2 (KS a/t&Kdhahgehe tampaiadypasdwBrd LI 3 S
Figure 12: Resetting a Forgotten Password
Change Password

*Required Fields
Password: * eeecceee
New Password: *

Confirm New Password: *

5. 9y GSNJ 0KS GSYLRNINE LI aagz2NR Ay (GKS atl aag2NRE

6. Create anew password The password must be at least 8 characters long, must contain at least
one number, must contain an upper and lower case alphabetic character and must be different
than the user name.

7.LY GKS &/ 2y FTANY byWéthetpssiverdexdddy s wasanffedil steN &

8. ClickSubmitto savethe changes.

Navigating from the Home Page

ThedHomePaget isthe starting point as aendorand is the default screemponlogin. All the basic
vendorfunctions are accessed by clicking tpgpropriate button.The vendorcan also navigate using

the menu bar that appears at the top of most pages on the website. Roll the mouse over the listings on
the menu bar to become familiar with options not available in the list of buttons at the |gffisgbage.

13
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For instance, onthe menuhar KS & a & t -NE&vTlistlalBweheR/&Boitb access pages to
view and modify profile information, including changithg password.

Figure 13: Home Page

CONNECTICUT PROBATE COURTS eBilling

Invoices My Profile Log Out user: Test Vendor
Home
Create a new case and submit your first invoice to it
Existing Cases Perform case actions: Submit an Invoice, Search for an Invoice Case, View Billing History
Check the status of my invoices
Finish submitting an incomplete invoice Home page buttons are quick links to the most
s " s used screens on the eBilling system. Navigation
Review your Notffications options are also duplicated from the menu bar

dropdowns accessible from every page.

The eBilling software provides multiple means of navigation
within the software. It is STRONGLY encouraged that the
user navigate the system using the provided links and
actions. Please do NOT use the browser navigation.

User Manual Terms and Conditions of Use Privacy Policy Attorneys Conservators
Support Vendor Direct Deposit CT Probate Website

©2001-2016 Tybera Development Group, Inc. All rights reserved.

Theuser identificatiorappears on the right side below the banner.

Logging Out

1. ClicktheLogoutdo dziii2zy fA&0SR 2y GKS NARAIKG &ARS

Figure 14: Notification of Drafts (or Incomplete Invoices)

CONNECTICUT PROBATE COURTS eBillin g

Invoices My Profile user: TEST VENDOR

Logout

You have incomplete Invoices. Are you sure you want to log out?

Submission ID Invoice # Invoice Case #  Case Title Description ¥ Create Date Probate Court Days Until Deletion
3072 FDAS FDSA Attorney Invoice 03-29-2017 01:36:27 PM Hartford Probate Court 179
3064 STAN CROWN Attorney Invoice 03-28-2017 04:14:34 PM Hartford Probate Court 178
2193 347 PD60-17-0004-1  JACKSON MICHAELS Attorney Invoice 01-20-2017 07:15:21 AM Hartford Regional Chidren's Probate Court 111
2171 123456 SAM HOUSTON Attorney Invoice 01-19-2017 03:13:42 PM Tobacco Valey Probate Court 110
2158 JHO11317 PD38-15-95811-1 JANIS HOOPER Attorney Invoice 01-19-2017 12:31:16 PM New Haven Probate Court 110
1947 JEW3323  PD01-16-66630-2 JACKSON LEWISTON Attorney Invoice 01-12-2017 03:35:04 PM Hartford Probate Court 103

1890 14598 DUSTIN SORENSON  Attorney Invoice 01-10-2017 02:53:41 PM 560 101
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2. Prior to user logout, theBillingsystemnotifies users of draftthat arein processThe eBilling
system automatically executes a save action on incomphsteiceswhen a user selectsogout
The information entered will be saved in draft form amill be accessible for completion on
subsequent logins.

Working with Profiles

My User Profile

Whena userregistess for an accountthe user igequired to provide profile informationwhich can be
edited or updated later as needed

Viewing or Editing Your User Profile

1. SelectMy Profile>My Profilefromthe menu¢ KS & ! aSNJ t NP FAf S¢ LI IS GAf
the information entered when the user account was created or modified.

Figure 15: My Profile Navigation

] CONNECTICUT PROBATE COURTS eBilling
i e user: Test Aoy
S o Creane 8 new Pvoe Cade and 2.0
Canry [  Perform case actioen: Scbesk an lavoice,

Coach the st of my voces

Fromthe Home page

Fnsh sbmitting an ncomplete mvoce
click on My Profile to modify
Revien yous Netkeatons R4

2. To change the information in the user profitdickModify User Profilel 2 O dzaS (KS da2R
' ASNJ tNREFAESE LI IS G2 | LILISH NI
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Figure 16: User Profile Overview

CONNECTICUT PROBATE COURTS

eBilling

wser: Test Atormey

Usee Profie

User Profile

Test AMttorney
User Name:
Organaaten:

Surts 1D Select My Profile

from the menu tab,
test(itydera.com

Tybera Offces
Orem, UT 84501
w

Aorney
2016-08-24 14:54:30.000

By Atorneys Conservators
Click on the Modify User Profile button. CT Probate Webste

Note: It is of the utmost importance that the primary emaiddressassociated with this account is kept
up-to-date becausehis is one way tlk eBillingsystem communicates with theendorabout activity

that has taken place on theendorQ a

(inlvoic&s Af uses changetheir emailaddresgsand do not

record the new email information on the User Profile patey will no longer receiveourtesynotices.
However,users can still login theBillingsystem and viewotifications within the systemNotifications

button on Home page).

16
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Figure 17: Modify User Profile

Modify User Profile

Test02 Attorney

Role:  Attoemey

Uses Name:

Subscription Expration Dote:  Not Appicable

Tte:
First Name:
Mickdle Narme:
Last Name:

Sasffix Name:

CONNECTICUT PROBATE COURTS eBilling

wanr: Teatd? Attorney

odéfy User Profile

In addition to the primary email, up to two more
emails can be entered. The courtesy notifications
pertaining to activity on the vendor’s submissions
will be sent to all emails listed.

TYRERA TEST

Usa My Compaery's Address

3.

On thedModify User Profilé page, fields that display a textbox, radio button, or checkbox may
be modified.

I+

4. Optional: The alternative email addresses are provided so that someone else can receive email
notices wherthe userreceives courtesynotices. This may be used for partnersagsistants.
5. Optional: TheeBillingsystem default is to automatically send users emails notifying them of
status updates for action taken on thainbmissionslfa user doesot wish to receive email
updates on status changes for rejecteabmissionsslect the appropriatecheckboxo
discontinue that service.
6. ClickSubmiti 2 &l @S G(KS OKIy3aSa YIRS FYyR 6S NBGdzZNYySR
Note: If modification needs to be made to fields without a textbaxdzOK | & GKS dza SNRa

organizationthe user will need to contad®CA at 86@31-2442 x 30Muring regular business hours {M
F, 8 a.m¢ 5 p.m.)or PCAAccountspayable@ctprobate.gov.

17
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Passwords

Usersmay changéheir passwordwheneverdesired Periodically changintpe account passord is a
wise security measurd he password must be at least 8 characters long, must contain at least one
number, must contain an upper and lower case alphabetic character and must be different than the user

name.

Changing the Password

1. SelectMy Profile>Change Passworilom the menu bar at the top of the pager go tothe

G! & SNJ t NEnddidkcGhangd Blasdvord

Figure 18: Change Password

CONNECTICUT PROBATE COURTS

User Profile My Profie
Change Passwordy
Login History J

User Profile

Rene Rosado

User Name: testvendor

Organization: ABC LLC

Juris ID: 666666

User Identifier: Use the menu bar link or the Change Password
Phone: button at the bottom of the User Profile screen to
Fax: navigate to the Change Password system functions.
EMail: test@myemail.com

1st Alternate EMail:

2nd Alternate EMail:

Address: 123 Main Street

Anytown, CT 06000
us
Role: Attorney
Date Approved: 3
Modfy User Profk

_Change Password

2. EnterthecurrentLdr 334 62 NR Ay (GKS datl adsgz2NRE

3. Create a nevpassword following the password requiremeritsy’ R

traag2NReé FASERO

eBilling

user: Test Vendor

GeLIS Ad

FASEtROD

Ayita2 GKS

4. LY OGKS &/ 2y TANY bypethetphssndrd exaciysovdseBdreBbstepNS

5. ClickSubmitto savethe changes andeturntod KS & ! aSNJ t N2 FAf S¢

LI 3S o
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Login Attempts

Note: User accounts are suspend after 5 failed login attempts. In order to regain access to the
eBilling account, wait 30 minutes and login successfully or contact Tybera Supéd892-3721)
during regular business hour®1-F 8a.m.¢ 7 p.m. ESExceptfederal holiday3.

Working with Cases

Whena userinitiatesa newcase, submits an invoice to a court and the court approveisatcase
number is added to théExistingCaseslist.

To View My Cases
1. ClickExistingCase®n the home pager selectinvoices> Existing Casefsom the menu bar

Figure 20: Navigate to Existing Cases

CONNECTICUT PROBATE COURTS eBilling

il My Profile Log Out user: TEST VENDOR
Home

New Case Create a new case and submit your first invoice to it
Perform case actions: Submit an Invoice, Search for an Invoice Case, View Billing History
heck the status of my invoices

7) y gan incomplete invoice

i NotilTes . caraa .
Review your: ol To navigate to the Existing Case page, from which the

user can view a billing history, search for an Invoice
Case, or begin the process of submittinga
subsequent invoice, click the Existing Case button or

select the Existing Case link under the Invoices tab
on the menu bar.

From herethe usercan:
9 Search for cases
9 Filter cases by active, inactive, or both.
1 Viewahistory ofinvoicedcaseghat are storedelectronically.
1 View case documents

19
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Navigate to the My Cases Page

1. [AYAG 2N SELI YR (GKS ydzvoSNI 2F¥ OF asSa fparai SR
t | 3 S é-dowrNaeihu in the upper right corner of the page.

(@]}

Figure 21: ONumber of CasesDisplayed O $ O-tlolnd

Mumber of cases displayed per page: 30 :

100
200
All

2. Optional: Pull up a0 InvoicingHistoryby entering the case numbegincluding the court prefix
(ex. PDxx)and dicking History.

Figure 22: Viewing the Case History

CONNECTICUT PR Use the search functionality by entering the case number, including

the hyphens, and selecting the correct court from the dropdown.
Click Submit Invoice to begin the process of submitting subsequent
invoices for the case, or click History to open the invoicing history
for the case in a new browser tab.

Invoices

Cases

Court: CONNECTICUT PROBATE COURTS

Case Number Probate Court
PD01-16-66630-2] Hartford Probate Court v
Ex: PD01-16-44402-1/PD01-0000014111
[Seorch Cases |
9 Show Active Show Inactive Show Both
Case Title ¥ Case Number Submit Invoice Case Type Probate Court Inactive
[# JACKSON MICHAELS PD60-17-0004-1 Submit Invoice Attorney Invoice Hartford Regional Chidren's Probate Court
¥ RACHEL WARD PD60-17-00006-1 Submit Invoice Attorney Invoice Hartford Regional Chidren's Probate Court
[#] ASHLEY PINK PD60-16-00315-1 Submit Invoice Attorney Invoice Hartford Regional Chidren's Probate Court
[#] DUSTIN LORRAINE PD38-16-45678-1 Submit Invoice Attorney Invoice New Haven Probate Court
[+ JANIS HOOPER PD38-15-95811-1 Submit Invoice Attorney Invoice New Haven Probate Court

/'\BENJAMI INOR Pw- 15-§789~1 ’s‘mm Invoice AROI%x woce New Haven Prﬁg Couﬂ PUBSEN - . ~

3. A detailedinvoicingHistory displays in another browser tab.

20
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Figure 23: (CaseHistory 6Page

PD01-16-99993-1 : JENNIFER BANKS

CONNECTICUT PROBATE COURTS - Hartford Probate Court

Opened 01-11-2017
Status Open
Amount $455.00

Case History
12-29-2016 04:11:00 PM
[Court
12-29-2016 04:09:00 PM

Approved Attorney Oniine Invoice — Modified

Attorney Oniine Invoice : KB122920164

Meriios 2 Clicking the History button or the Case Number
\1/5;22016 QLS <Attorney Online Invoice : KB122920163 , from the Existing Case page causes the case history
12-222016 02:38:00 PM s — B i tx? open in a new browser tab. Case information is
court Approved Attorney Onine Invoice e displayed at the top of the screen. The user can

o -19: click the "+" next to Show/Hide Participants to view
s RN Attorney Online Invoice : KB122220161 R e x - P aois
Vendol participant information. To view the official,

r
(1:;0:2016 02:50:00 PM Approved Attorey Online Invoice stamped document, click the document title in the
Case History list.

12-08-2016 02:18:00 PM Fee Waiver Date : 12/8/2016
12-08-2016 02:18:00 PM Attorney Online Invoice : JBAN120816-1

{K2g ! OUA@BSSZ¢ a{ K 2adio Hutjohsabivk @eSist of cdsafi®R ¢ { K2 ¢

a
GKSNJ YSIya 2F FAELGSNAY3I 6KIG Aa RAALE &SR 2

Figure 24: Show Active, Show Inative and Show Both Filters

CONNECTICUT PROBATE C

The filters on this page relate to the table on
display only and are for use to make the number of
displayed items more manageable. Thesefiltersdo
NOT reflect on or impact any action on cases,
currently active or closed, on the Probate Court’s
case management system.

Cases

Court: CONNECTICUT PROBATE COURTS

Filters are provided to manage the number of cases

displayed on the Cases page. By default, the system
searchcas  displays only Active cases on this page.

9 Show Active Show Inactive Show Both

Case Title ¥ Case Number Submit Invoice Case Type Probate Court Inactive
[# JACKSON MICHAELS PD60-17-0004-1 Submit Invoice Attorney Invoice Hartford Regional Chidren's Probate Court
# RACHEL WARD PD60-17-000; L3 O

& ASHLEY PINK PEBEENE  The user can mark an individual case as Inactive, and
Pt the eBilling system will remove it from view if the filter
setting is at Show Active.

[+ DUSTIN LORRAINE
[ JANIS HOOPER PD38-15-954

,‘BENJAM IOR Pw~15~§7894 ﬂmﬂﬂ Invoice Anomex nxoace New Haven Pro@;g Coug s .
’ Jomre—_ ‘N )

z A N 7

5. ¢ KS 4abé SELJI-yé)\QV aAr3ay f AalSR YSEU 02 GdKS Ol as
submitted with thesubmission




Figure 25: Case Sorting andExpansion Button

CONNECTICUT PROBATE COURTS eBilling

I My Profile | Log Out user: TEST VENDOR

The Cases page table displays cases to which the user has
made a submission using the eBilling system. The column
headers have an ascending/descending sort feature and
the default sort is by Case Number.

Al Submit Invoice

of cases displayed per page: 50 ~
Court: CONNECTICUT PROBATE COURTS

Case Number
PD01-16-66630-2 Hartford Probate Court
Ex: PD01-16-44402-1/PD01-0000014111

9 Show Active Show Inactive Show Both

Case Title ¥ Case Number Submit Invoice Case Type Probate Court Inactive
[# JACKSON MICHAELS PD60-17-0004-1 Submit Invoice Attorney Invoice Hartford Regional Chidren's Probate Court
=] RACHEL WARD PD60-17-00006-1 Submit Invoice Attorney Invoice Hartford Regional Chidren’s Probate Court

2017-03-15 12:23:00 PM Approved Attorney PDF Invoice - Adjusted
2017-03-15 11:52:00 AM Authorization To Exceed Maximums
2017-03-15 11:52:00 AM Attorney PDF Invoice

2017-02-10 10:00:00 AM Approved Attorney Onine Invoice
2017-02-10 09:56:00 AM Fee Waiver Date

2017-02-10 09:56:00 AM Attorney Onine Invoice

Like the History and Submit Invoice buttons, the Case
Number link and the Submit Invoice link found within the
table respectively route the user to a Case Historyina

new browser tab or to the Add a Document page in the

[#1 ASHLEY PINK PD60-16-00315-1

[# DUSTIN LORRAINE

o Prapy

PD38-16-45678-1

existing case invoice submission process.

6. Clicking the document titlevithin the expanded caseill open the document in another
browser tab or in Adobe Reader, dependingtioa browser configuration.

22
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eBilling

user: TEST VENDOR

Home =» Cases

Cases Number of cases displayed per page: 50 ~

Court: CONNECTICUT PROBATE COURTS

Case Number
| Selecting a different filter causes a page to refresh and

Ex: PDO1-16-44402-1/pfERICL display corresponding to the chosen filter.

Show Active
Case Title ¥ Case Number Submit Invoice Case Type Probate U8
# JANS YAKOV PD38-16-99630-1 Submit Invoice Attorney Invoice New Haven Probate Court v
[#] PAIGE JONES PDO01-16-95000-1 Submit Invoice Attorney Invoice Hartford Probate Court v
[#] FANNIE SPAGNOLLA PD01-16-93302-1 Submit Invoice Attorney Invoice Hartford Probate Court v
[# HILLARY GAINES PD01-16-88899-1 Submit Invoice Attorney Invoice Hartford Probate Court v
[# LAURIE SIMPSON PD01-16-85999-1 Submit Invoice Attorney Invoice Hartford Probate Court v
[#] NATALIE WOSOWSKI PD01-16-66633-1 Submit Invoice Attorney Invoice Hartford Probate Court v
[# FELIX RAMIREZ PDO01-16-58999-1 Submit Invoice Attorney Invoice Hartford Probate Court v

Note:L ¥ I QdA2y A& G118y 2tfeusend btifiréceiverotidatoRs ofthat a Ly O A ¢

action and can then reset the flag ta ! O (isb @eScase will displaydhed a e /I aSaé¢ tAado

7. ¢2 NBaSd I Ol a$ Show Indctiv@aiid isioR én thé Sght SideiabovieKhS
list. The page will refresh and only list the cases that have been marked | OG A @S ® ¢

8. 2 KSy GKS AylIOGA@S OFasSa FLIWISKFENI 2y GKS LI 3IS3 dzy
KFa 0S02YS OGA@GSd ¢KS SyiaNER dthefafaeo $ I NSHS( | DA A

list.

9. Optional: Access additional information abotlte cases listed on the page by clicking on the
G/ FasS bdzyo SNE  Ayald 20N2E  @PANED 6Z Y Kikk@aadaeSDSKser to
the process of submitting a subsequent invoice on the case. The subsequent submission process
will be coveredater in this user guide.

Notifications

As part ofthe original account registratiomne and ptentially two additional email addressesere
associated with the accounTheeBillingsystem automatically generates emails to communicate with
participants wien eBillingaction is taken on their caseBhe email does not include ttetual
documents or all the details of the submissio@®ntained in the email are links to tiiendorinterface

23
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so thatthe usercan access the details and documenihieemailinformsthe userthat there is a notice
waiting forthe userto access.

Accessing Notifications

1. To access notifications from within the email, click on the link embedded in the email.

2. This will launch a web browsdirectlyd 2 (G KS & [ 2 3lbgdin, e BSwillbe hy OS
GNF YAaFSNNBR (2 { KISsnotheommandedio dper2ayiew] sdssifing y 3 & ¢
useralreadyhasthe eBillingapplication open.)

Figure 27: Notification

NECT;

o S
oog O
-‘&4-& po‘fé!’

Action has been taken on one or more documents for case #: PD03-16-12345-1

Date/Time: 04-07-2017:11:40:38 AM
Court: CONNECTICUT PROBATE COURTS
Tobacco Valley Probate Court
Case Title: SAM HOUSTON
Document(s): Approved Attorney Online Invoice : 123456751

This notification was automatically generated by the court's auto-notification system.

Note: The user caralwayslog in and viewnotifications. TheBillingsystem holds all notifications,
access to the details of the notifications and the ability to dowdlt®e documents for at least 60 days
from the time of the event.

3.¢2 00Saa y20AFAOF A2y a HMofieaonsbKttSn. Nekt@oYhg ¢ LI S 3
Notifications6 dzii 1 2y 2y GKS a1l 2YS¢ LI IS Yiage).dfs | ydzyo S|
number represents the number of notifications not accessed yet and does not include the
notifications thathavealreadybeenread
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Figure 28: Accessing Notifications

CONNECTICUT PROBATI 1o access Notifications, click the Notifications button

on the Home page or select Notifications from the

] .Home

Log Out :
£ menu bar dropdown under the Invoices tab.
Home New Case
Exsting Case
e My Invoices p and=s@0mit your first invoice to it
E B : Submit an Invoice, Search f Invoice C View Billing Hist
PRI otifications ; ns: Submit an Invoice, Search for an Invoice Case, View Billing History
CGreck the status of my invoices

Draft Invoices (7) Finish submitting an incomplete invoice

‘ Notifications Ia.,

pview your Notifications

The number to the right of the Notifications button

indicates the number of unread Notifications.

4. The useran also access natifications from the menu BGases> Notifications.

Note: These otifications are not permanent. They are deleted after a period of time determined by the
court. Generally, this aut@lean out time period is not less th&0d days

Figure 29: List of Notifications

CONNECTICUT PR/

Like other pages in the eBilling system, the Notifications page can
be searched by setting the filter. Additionally, the column headers

Notifications can be clicked to activate an ascending/descending sort command.
By default, the table displays keyed off the File Date column.

Notifications
Notifications for TEST VENDOR
Search By: All -
=
Click the bolded link below the Document Filed By
column to open the Notification.
Notification Id Document(s) filed by... Case Titl P
£ 953 Approved Attorney PDF Invoice - Adjusted GEOVANI HERNANDEZ e ooacco Valey Probate Court 03-23-2017
Documents:
Approved 2eiocmaii adlitad - HER32317600;
= 937 Approved Attorney PDF Invoice - A RE OLAFFSON
Approved Attomey TOF Tioke - Adjusted : OLA316173000 Clicking the Documents link causes the pdf document
936 Approved Attomey PDF Invoice - Adjusted eranEes]  to download and openin Adobe Reader software.
Documents:
Approved Attomney PDF Invoice - Adjusted : GUN316175002
931 Approved Attorney Onine Invoice GLENDON GORDAR OU1-16-970GG-1 Hartford Probate Court 03-15-2017
H
Approved Attomey Onine Invoke : GOR315175099 >
929 AOLO FRANCETTI PD03-16-330PF-1 Tobacco Valey Probate Court 03-15-2017
Documents:
Approved Attomey Onine Invoie : FRA315171009
P g, o e ST SOL L S o SUCHBILS M DG (3 R et gl

5. An unopened envelope icc=] will appear to the left of each notificaticihat has not been
viewed.
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6. dick the link of the submissiadie view. Asecondary page openand thenotification displays,
indicating submission information about the invaice

7. A sublisting of eactentry will display the documents that weiiacludedwith the submission
Click on the document link to downloadP®Fof the dacument ontothe local computer.

8. The envelope icon will change to an open envel-)after the notification has been viewed

9. After the notificationhas been viewednd the related documentdownloaded the usercan
delete the notification by selecting theheckbox to the left of the notification and clicking the
Deletebutton. The page will refresh, and the deleted notification will no longer appear on the
list.

Submitting an Invoice

There are four optionassociated with the process of submitting an imeoio the Connecticut Probate
Courts They are:

1 New Case

I InvoiceStatus

i Existing Case

9 Draft Invoices

Initiating a New Case: Attorney
1. From the home page, click tidew Casdutton or selectinvoices> New Cas&om the menu

bar at the top of most pages on the website.

YouMUSTwait for the court to take action on the™invoice before submitting any subsequent
invoices on the caseDO NOTcreate another new case for the same matter.

26
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Figure 30: Initiating a N ew Case- Attorney

CONNECTICUT PROBATE COURTS

Click the New Case button. The user may also
select New Case fromthe Invoices tab of the
menu bar located at the top of every page.

. Home My Profile
S—

Home

R
C New Case ) Create a new case and submit your first invoice to it
e —
Existing Cases Perform case actions: Submit an Invoice, Search for an Invoice Case, View Billing History
Check the status of my invoices

(25) Finish submitting an incomplete invoice
(7)  Review your Notifications

All roles will see the same
information when the user

clicks on any of the links in the
footer section.

User Manual Terms and Conditions of Use Privacy Policy Attorneys Conservators
Support Vendor Direct Deposit CT Probate Website

©2001-2017 Tybera Development Group, Inc. All rights reserved.

2.1 &/ I asS ¢ @& LISé bakdd gh$he dgséarfprofile LILIS | NJ

Figure 31: Defining Case Type- Attorney Invoice

CONNECTICUT PROBATE COURTS eBilling

My Profile user: Test Attorney

Home =» Case Type

Case Type

e Click the Case Type link.
Description

Attorney Invoice

Back

I+

da™y

3. { St 806G GKS tAYy]l TF2NJGKS I LILINBPLINRIGS OFras GeLSa

Adding Case Data
¢CKS aLYy@2A0S LYyAGAL (A2 Y éreledanBiSorntation. 2 ¢ a

GKS dzasSNJ (2
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Figure 32: 0) 1 OlhitaloA dPage - Attorney Case Info

CONNECTICUT PROBATE 7 select the appropriate Probate Court from

the dropdown.
My Profile EST VENC

Case Type 2» Invoice Initiation Key in the case number, including
punctuation.

Invoice Initiation: Attorney Invoice

Use the dropdown to select the correct
Probate Case Type.

Probate Court * Hartford Probate Court v
Probate Case No. *  16-20175

Probate Case Type * | Conservatorship

574

Removal of Guardian/Temporary Custody
Represented Party 1 ination of Parental Rights/Temporary Custody
Party Type: * Emancipation of Minor (for Minor Only)
Reinstatement of Parental Rights

Name Prefix: S e a
First Name: * Psychotropic Meds/ECT Therapy
Middle Name: 1 or 3 year review - conservatorship

Guardianship of Person with Intellectual Disability
Last Name: * Placement of Person with Intellectual Disability

. Sterilization of Adult with Intellectual Disability
Name Suffix: (Jr, Sr, . 3 year review-Guardianship of Person with L.D.

3 year Review-Placement of Person with 1.D.
Vendor Commitment of Adult with Psychiatric Disabilities
Vendor Number: 0000 1-year Review-Commitment
Niiiie: TEST Commitment Alcohol and/or Substance Abuse
Commitment of Mentally Il Child if Parent/Guardian is unable to pay i

Address: 123 T\ GAL for child - paternity address entry from the add a document or submit page.
West | GaL for child - abuse or neglect alleged
US| GAL for minor or incompetent parent

* indicates a required field

4. Select the appropriate Probate Court from the dropdown. Key in the case number, indlueling
hyphen Use the drp-down to select the corrediProbate Case Type

28
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Figure 33: Represented Party - Attorney

CONNECTICUT PROBATE COURTS eBilling

user: TEST VENDOR

Case Type 2» Invoice Initiation

Invoice Initiation: Attorney Invoice

Probate Court * Hartford Probate Court v

Probate Case No. *  16-20175 g z
Enter the required information about the

Probate Case Type * Conservatorship Represented Party.

Represented Party

Party Type: * Conserved Person v
Name Prefix:

First Name: * STAN

Middle Name:

Last Name: * CROWN

Name Suffix: (Ir, Sr, ...)

Vendor

Vendor Number: 0000011857

Name: TEST VENDOR

Address: 123 Test Trail If your address has changed, include a change of address entry from the add a document or submit page.
West Hartford, CT 06107
us

With all information entered, click Next to

* indicates a required field move forward to entering invoice information.

Saveto Dratt

5. Enter the Represented Party informatiand selectthe appropriatedParty Typé from the

drop-down. Fields marked with an asterisk (*) are required to be filled in order to move forward
in the submission process.

6. When theinformationisentered, clickNextto move to thedAdd a Documeritpage.

Adding Documents

7. CN2Y (GKS a5 2 Odadnymanu, Galebtthé typR dfBocdiment to be added to the
submission. More than one document can be added to the submission, but it must be done one
R20dzySyd d I GAYST NBLISFGAY3I SFEOK 2F (KS a!
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Figure 34: Add a Document Page- Attorney

CONNECTICUT PROBATE COURTS
Select a Document Type from the

. My Profile dropdown provided.

Home =» Case Type > Invoice Initiation =» Add a Document

Probate Case Number : PD01-16-23456 Case Title : SUSAN SM
Case Type : Attorney Invoice

Document Type *

Attorney Online Invoice

Attorney PDF Invoice

Authorization To Exceed Maximums
Add to Submission Vendor Change Of Address

Document Location

EditData Size Remove

Case Data & ooime
Attorneys have the choiceto use the Online Invoice form || toisze: o.0me

or upload their own invoice in pdf format.

Move to Draft

8. ltisstrongly recommendetb usethe 6Online Invoice form, but attorneys have a choice to
uploadtheir own invoice ilfPDFormat. To do so, in théDocument Typ& selecttPDHANVoICE.
In dDocument Locatiof) selecttBrowse, which causes an Explorer window to open so the user
can choose a document. Select the document, and €lmén Back on the eBillingAdd a
Document screen, Clicldd.

Note: AnyPDFnvoice to be uploaded to the eBilling systemust have a top margin nemaller than .75
inches and a bottom margin no smaller than 1 inch. The margins will be used to record the file stamps
from the Probate Clerk, the Probate Judge and the PCA &xalff.onePDFdocument can be attached to

a submission.

Figure 35: Add a Doauiment Page - Attorney Online Invoice

CONNECTICUT PROBATE COURTS eBilling

Invoices My Profile

With the Online Invoice option selected,
Home 2» Case Type 2» Invoice Initiation =» Add a Document the Browse button is grayed out. The
user clicks Add to continue to the form

Probate Case Number : PD01-16-23456 Case Title : SUSAN SM used to create the invoice.

Case Type : Attorney Invoice

Document Type * ' Attorney Online Invoice v
\ Acceptable File Format Type(s) (*.pdf)

Document Location Browse... | No file selected.
Add to Submission @
Document Name View Document EditData Size Remove
Case Data E  ooims

Total Size: 0.0 MB

Move to Draft

30




' ASNN& DdzZA RS F2NJ +

9. Selecthe dAttorney Online Invoicg andclick theAdd button. A form will display, allowing the
user to key irserviceinformation that will be used in generating thevoice

10. Enter a unique invoice number agdK SG KSNJ 6§ KS Ay @2A0S A& FAYLl €
will auto-fill based on services entered

Figure 36: Add Billing Details to Online Invoice - Attorney

CONNECTICUT PROBATE COURTS

My Profile

eBilling

Invoices

user: Test Attorney
Home =» Case Type 2» Invoice Initiation 2» Add a Document =» Attorney Invoice

Attorney Invoice

Probate Case Number : PD01-16-23456 Amount Billed: $0.00 Case Title : SUSAN SMITH
Invoice Information

Unique invoice numbers are required for every invoice submitted. Using duplicate invoice numbers will cause a delay in payment. Invoice
numbers can include letters and numbers, no spaces. Do not include the case name in the invoice number.

Invoice Number:

Is this a final invoice? Yes “INo After filing in the required information above the
Requested Amount:  $0 Fabl?, click t}?e Ad.d btjltton to begin creating the
invoice. Multiple line items can be added, one at a
o riees Palrmiedas ey time, following the steps of this process.
Date of escription of Services Rendered Type of Service Unit Price Time Amount

&

11. Click theAdd button to beginentering detailed billing entries

12. Add the requested detailethformation for one line itenin the popup Complete thedDate of

Service, adDetailed Descriptiofi(up to 400 characters§iType of Servigeand GAmount of
TimeE. When the form is complete, cliGave

Actual time must be documented for akrvicesn a least one tenth (.10) of an hour
increments. You are also able to bill out to two digits to the right of the decimal if you chose.

Note: After 01/01/20 will have no distinction between hearing and prep. time. The billing time
is at one rate for eitheservice.
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Figure 37: Billing Details Information - Attorney

TEST SYSTEM o
CONNECTICUT PROBATE COURTS eBﬂlmg

My Profile

Home 2 Case Type 3% Invoice Initiation 2 Add a Document 2» Attorney Invoice
Attorney Invoice

Probate Court : Hartford
Probate Case Number : PD01-16-23456 Amount Billed: $0.00 Case Title : SUSAN SMITH
Invoice Information

Unique invoice numbers are required for every invoice submitted. Using duplicate invoice numbers will cause a delay in payment. Invoice
numbers can include letters and numbers, no spaces. Do not include the case name in the invoice number.

Invoice Number: 16542

Is this a final invoice? C'yes @ No
Requested Amount:  $0.00

For Services Performed as an Attorney

Date of Service Description of Services Rendered Type of Service Unit Price Time Amount

Add |
Add Invoice Item

Description:

Use Privacy Policy Attorneys Conservators
‘endor Direct Deposit  CT Probate Website

pment Group, Inc, All rights reserved,

13. Upon clickingsave the user will be returned to thénvoice Informatios page. Additional line

items may be added, one at a time, by following the steps above. Begin the next line item by
clickingAdd.

T2NJ

Click save changes between each entry to ensure data is saved. The system will time out after a

determined period of time.
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Figure 38: Editable Invoice Line Items - Attorney Invoice

TEST SYSTEM
CONNECTICUT PROBATE COURTS

Home & Case Type = Invoice Initiation =» Add a Document =» Attorney Invoice
Attorney Invoice

Probate Court : Hartford
Probate Case Number : PD01-16-23456 Amount Billed: $0.00 Case Title : SUSAN SMITH

Invoice Information

Unique invoice numbers are required for every invoice submitted. Using duplicate invoice numbers will cause a delay in payment. Invoice
numbers can include letters and numbers, no spaces. Do not include the case name in the invoice number.

Invoice Number: 16542
Is this a final invoice? O Yes (@
Requested Amount:  $290.00

For Services Performed as an Attorney

Date of Service Description of Services Rendered Type of Service  Unit Price Time Amount
X 10/3/2019 E?l;\lfll;i provided as per allowance - review of documentation. Phone calls on behalf Attorney 58.00 100 58.00
> 10/10/2019 Interview with client. Mesting with staff. Attorney 58.00 2.50 145.00
X 10/14/2019 Hearing Attorney 58.00 1.00 58.00
X 10/14/2019 Hearing continued. Attorney 58.00 0.50 29.00
Add

14. When all line items have been added successfully, Mk to be returned to thedAdd a
Documené page and contine with the submission process.

Figure 39: View Generated Invoice z Attorney

CONNECTICUT PROBATE COURTS eBilling

My Profile user: Test Attorney

Home =» Case Type 2» Invoice Initiation =» Add a Document

Probate Case Number : PD01-16-23456 Case Tit To view the invoice that will be submitted, click the

"View Generated Document” hyperlink.
C i § T Att Invoi
SECRYPS DRSS Additional documents can be filed on the case by
Document Type * selecting the Document Type from the dropdown and
2 either browsing to locate and Add the document or by
Acceptable File Format Ty clicking Add and filling out the form presented.

Document Location Browse... | No fie selected

Add to Submission Add
Document Name View Document  EditData  Size Remove
Case Data 2 0.01 MB
Attorney Oniine Invoice : 16542 View Generated Document 0.0 MB D{
T e: 0.0 MB

Click Next to move forward
with the submission.

Back Move to Draft ( Next '

To edit information included on the

invoice, click the Edit Data icon.

15. ThedAttorney Online Invoicgdisplays on théAdd a Documerdtpage table.
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16. View the completed invoice by clickingthet A Sg DSY SN} §SR 520dzySy (¢ Kel
generated invoice opens in a new browser tab.

Figure 40: Generated zAttorney Invoice

INVOICE FOR SERVICES AS ATTORNEY STATE OF CONNECTICUT
PROBATE COURT ADMINISTRATION
Invoice Number Invoice Amount Core-CT Vendor No
16542 290.00 0000011219

Vendor Information:
Payee Name:
Address:

City:

FOR SERVICES PERFORMED AS AN ATTORNEY IN THE MATTER OF: SUSAN SMITH
Hartford

Invoice for service must be received at the local court within 6 months from the date services were rendered.

Date of Type of Time
Service Description of Services Rendered Service Unit Price (.1Hr) Amount
10/3/2019 | Services provided as per allowance - review of Attorney 58.00 1.00 58.00

documentation. Phone calls on behalf of client.

10/10/2019 | Interview with client. Meeting with staff. Attorney 58.00 2.50 145.00
10/14/2019 | Hearing Attorney 58.00 1.00 58.00
10/14/2019 | Hearing continued. Attorney 58.00 0.50 29.00

TOTAL 5.00 $290.00

17. Optional: Using the browser tools provided, the vendor can print or save the invGiose the
new browser tab when finished with thavoice.

18. If changes are needed on the invoice, under diedit Data@ column,click thecEdit Datd icon
Ei' which looks like a piece of paper and a pencil, listed to the right aiAtterney Online

Invoicé listing.

19. ClickingNext, the usewviews theoReview and Submit Invoi€screen. The purpose of the
oReview and Submit Invoi€screen is to allow the userview of what will be submitted as well
as to provide links to allow for any necessary editing.
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Figure 41: Review and Approve for Submission - Attorney

CONNECTICUT PR

Verify that all informationto be submitted is correct. The
Change Case Data button allows users to edit case information.
The Add/Remove Document button allows edit of invoice
detail or addition of Address Change Form or Authorization to

Review and Submit Invoice Exceed Maximum.

| Probate Case Number : PD01-16-23456 Case Ti{

Case Type : Attorney Invoice

Home 3» Case Type = Invoice Initiation < Add a Document < Re

Invoice #: 16542
Generated Case Data:

Document(s) to be Submitted:

Document Name View Document
Attorney Onine Invoice : 16542 View Generated Document

| Vendor Change Of Address:

xgstTfisatr:f:)arlclj CT 06107 communicate with the court clerk or

us ’ PCA clerk. This field should contain no
more than 250 characters.

Use the textbox provided to

Additional Comments:

Thank you for your attention to this matter. Please contact me at 860-226-2746 if
you have any questions

Once all information is verified, click

Submit Invoice.

Cancel (Delete)

Activating the Cancel (Delete) button will permanently erase any
information associated with the creation of the submission, Thisis a
permanent action. Retrieval of submission information is NOT
possible once the Cancel button is activated.

20. If the information is correct, the user caidd comments to thérobateCourt or PCA staff by
entering in the textbox provide. The textbox accepts a maximum of 250 characters.

21. ClickSubmit Invoice
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Figure 42: Regulation 13 Compliance - Attorney

CONNECTICUT PROBATE COURTS eBilling

user: Test Attorney

Home =» Case Type 2» Invoice Initiation > Add a Document 2» Review and Submit Invoice

Review and Submit Invoice

Probate Case Number : PD01-16-23456 Case Title : SUSAN SMITH
Case Type : Att

Invoice #: By submission of this nvoice, I attest that the services rendered by me are compensable activites under Probate Court Regulation 13.

Generated Case [ [ yes | [ No |

Document(s) to be Submitted:

Document Name View Document
Attorney Online Invoice : 16542 View Generated Document

The final step of submitting the
invoice is to attest to complying with
Probate Court Regulation 13.

Vendor Change Of Address:

312 Park Rd. Ste. 205
West Hartford, CT 06107
us

Additional Comments:

Thank you for your attention to this matter. Please contact me at 860-226-2746 if
you have any questions.

Cancel (Delete) Submit Invoice

22. A dialog box displays when the user cliSkbmit Invoice The user must clickesto attest to
being in compliance with Probate Court Regulation 13.

23. Upon the useacknowledging compliance, treBillingpage refreshes, a notice displays
information on the invoice being submitted, and a button linking to divevoiceStatug
displays.

Figure 43: Invoice Submitted Message- Attorney

CONNECTICUT PROBATE COURTS eBillin g

Invoices My Profile user: Test Attorney

Home =» Case Type 3» Submission Confirmation

Your Invoice has been submitted

Case Type: Attorney Invoice - Attorney Online Invoice

Note: Your invoice has been submitted and will be reviewed for approval. You may view the status of this invoice at any time by choosing "My Invoices" on the home
page or under the "Invoices" menu.

_Invoice Status |

Click Invoice Status to be routed to the My Invoices page where
additional information about the submission can be found.

36




1+
da™y

''ASNNR& DdzA R F2NJ

Initiating a New Case: Regulation Conservator
1. From the home page, click tidew Casdutton or selectinvoices> New Caséom the menu
bar at the top of most pages on the website.

Figure 44: Initiating a New Case Regulation Conservator

CONNECTICUT PROBATE COURTS

Click the New Case button. The user may also
select New Case fromthe Invoices tab of the
menu bar located at the top of every page.

Invoices

My Profile

L eem———
‘ New Case P Create a new case and submit your first invoice to it
——
Existing Cases Perform case actions: Submit an Invoice, Search for an Invoice Case, View Billing History
Check the status of my invoices

(25) Finish submitting an incomplete invoice
(7)  Review your Notifications

Allroles will see the same
information when the user

clicks on any of the links in the
footer section.

User Manual Terms and Conditions of Use Privacy Policy Attorneys Conservators
Support Vendor Direct Deposit CT Probate Website

©2001-2017 Tybera Development Group, Inc. All rights reserved.

2.1 &/ I asS ¢ @& LISé bakdd gh$he dgséarfprofile LILIS | NJ

Figure 45: Defining Case Type- Regulation Conservator

CONMECTICUT PROBATE COURTS eBillin g

Invoices My Profile Log Out user: Regulation Conservator

Home =» Case Type

Case Type Click the Case Type link.
Description

Regulation Conservator Invoice

Back

3. { St SO0 GKS fAYy]l F2NJGKS FLILINBLNARFGS OFasS GeaLlsa

Adding Case Data
Thea LY @2A0S LYAGALFGA2Yyé L¥eBvantinformaiaha (G KS dzaSNJ G2 Sy
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Figure 46: (Case Initiation Page®- Regulation Conservator

CONNECTICUT PROBATE COURTS eBilling

My Profile

user: Regulation Conservator
Home =» Case Type =» Invoice Initiation

Invoice Initiation: Regulation Conservator Invoice

Fill in all required fields on the Invoice Initiation page. Use
Appointment Date * 10/03/2016 the dropdown to select the correct Probate Court. Be sure to

enter the case number accurately, including punctuation.

Probate Court * New Haven Probate Court v

Probate Case No. *  15-45612

Probate Case Type Conservatorship

Represented Party

Party Type: * Conserved Person
Name Prefix:

First Name: * WANDA

Middle Name:

Last Name: * RASMUSSEN

Name Suffix: (Jr, Sr, ...)

Vendor

Vendor Number: 0074747890

Name: TEST REG CONSERVATOR

Address: 456 Test Run If your address has changed, include a change of address entry from the add a document or submit page.
Canton, CT 06019
us

With all information keyed in correctly, click Next

indicates a required field to move forward to entering invoicing information.

Save to Draft {_Next J

4. Enter preliminary information by selecting tkheurt andentering the case number, including
the hyphen.

5. Add thedRepresented Par§yinformation. Fields marked with an asterisk (*) are required to be
filled in order to move forward in the submission process.

6. With information entered, clicllextto move to thedAdd a Documemdtpage.

Adding Documents

7. CN2 Y (KS (da 32 Qiféenyienn, sélect the type of document to be added to the
submission. More than one documetype can be added to the submission, but it must be
done one documentypel & | GAYSE NBLISIFGAYy3a SFEOK 2F GKS al |
document.
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My Profile | Log Out user: Regulation Conservator

Home 2» Case Type 2» Invoice Initiation 2» Add a Document

Probate Case Number : PD38-15-45612 Case Title : WANDA RASMUSSEN

Case Type : Regulation Conservator Invoice
Multiple documents can be added to a

Document Type = submission, one at a time, beginning
Acceptable File Format Type(s) (*.pdf) by selecting the DoFument Type from
the dropdown provided.
Document Location | Browse... | No fie selected.
Add to Submission

R lation C t h the disicas th dit Data Size Remove
eguiation Conservators nave the choice touse the E{ MB

Online Invoice form or upload their own in pdf format. otal Sze: 0.0 MB

Case Data

8. Itis strongly recommendetthat Regulation Conservatousethe dOnline Invoicé form;
however, Regulatio@onservators maghooseto upload their own invoice iRDHormat. To do
so, in thedDocument Typg selectdPDHANvoice&. IndDocument Locatiof) selectBrowse This
causes an Explorer window to open so the user can choose a document. Select the document,
and clickOpen Back on the eBillingAdd a Documeidtscreen, cliciAdd.

Note: AnyPDFinvoice to be uploaded to the eBilling system must have a top margin no smaller than
.75 inches and a bottom margin no smaller than 1 inch. The margins will be used to record the file
stamps from the Probate Clerk, the Probate Judge and PCA <Dedfy one PDFcan be attached to a
submission.

Figure 48: Add a Document- Regulation Online Invoice

CONNECTICUT PROBATE COURTS

My Profile

eBilling

user: Test Regulation Conservator
Cases 3» Add a Document
With the Online Invoice option

Probate Case Number : PD38-15-45612 Case Title : WANDA RASMUSSEN selected, the Browse button is grayed

out. The user clicks Add to continue to
the form used to create the invoice.

Case Type : Regulation Conservator Invoice

Document Type Regulation Online Invoice -
Acceptable File Format Type(s) (*.pdf)
Document Location Browse No fie selected.
Add to Submission
Document Name View Document EditData Size Remove

Move to Draft

9. Selecthe 6RegulatiorOnline Invoice, andclick theAdd button. A form will display, allowing
the user to key irserviceinformation that will be used in generating tlmvoice
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10. At the top of theRegulationnvoice Formentera uniqueinvoice number, whether the invoice
is final or not and complete the conservator appointment information

Figure 49: Add Line Item - Regulation Conservator Invoice

CONNECTICUT PROBATE COURTS eBilling

Invoices My Profile

user: Regulation Conservator
Home 2» Case Typ@\ Invoice Initiation =» Add a Document 2» Regulation Invoice

Regulation Conservator Invoice

Probate Case Number : PD38-15-45612 Amount Billed: $0.00 Case Title : WANDA RASMUSSEN

Invoice Details

Unique invoice numbers are required for every invoice submitted. Using duplicate invoice numbers will cause a delay in payment. Invoice
numbers can include letters and numbers, no spaces. Do not include the case name in the invoice number.

Invoice Number: WR16987

Is this a final invoice? Yes ! No @
Temporary Conservator? Yes O No®@
Conservator Of Person? Yes @ No©

Conservator Of Estate? Yes &, After completing the required information
Conserved person resides in Nursing Home/Hospital/Other Facility? above the table, click the Add button to

Diagnosis of Psychiatric Disability? © € begin adding invoicing details. Multiple line

Respondent receives Title XIX? @ items can be added, one at a time, following
5 this process.

Counted assets less than Title XIX max ($1,660)?

For Services Performedef€a Conservator

ervice Description of Services Rendered Conservator/Staff Member Initials Unit Price Time Amount
Add

Total Amount:  $0

11. Click theAdd button to beginentering detailed billing entries

12. Add the requested detailed information for one line item in the popQpmplete thedDate of
Service, cDescription of*ervice (up to 400 characters allowedfe initials of the person
performingthe service, the appropriate rate and the time spenttbe service.
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Figure 50: Invoice Billing Details - Regulation Conservator

Invoice Details

Unique invoice numbers are required for every invoice submitted. Using duplicate invoice numbers will cause a delay in payment. Invoice
numbers can include letters and numbers, no spaces. Do not include the case name in the invoice number.

Date Appointed:

Invoice Number: |WR1698}'

Is this a final invoice? ves O No ®
Temporary Conservator? Yes O No ®
Conservator Of Person? Yes No O
Conservator Of Estate? Yes (@) Mo O
Conserved person resides in Nursing Home/Hospital/Other Facility? Yes O Mo O
Diagnosis of Psychiatric Disability? Yes No O
Respondent receives Title XIX? Yes ®) No O
Counted assets less than Title XIX max ($1,600)? Yes @ Mo O

For Services Performed as a Conservator

Date of Service Description of Services Rendered Conservator/Staff Member Initials Unit Price Time Amount

add )

Add Invoice Ttem

Date of Service:

Description:

licy Attorneys Conservators
bosit CT Probate Website

ights reserved.

Conservator/Staff Member Initials: | |

Unit Price: Cig52 O428
Time (.1 HR): | |

Cancel

13. Upon clickingsave the user will be returned to thénvoice Informatios page. Additioal line
items may be added, one at a time, by following the steps above. Begin the next line item by

clickingAdd.

Note: The web session will terminate automaticaflg userdoesnot click aSubmit, Nextor Save

button within 30 minutes The session wiltime outand logthe useroff the system When the system
A0ONBSYy R2Say QaweverfadsgoA Sd L i
asthe userclicks an actionbutton, the userwill be asked to loginTyping in a text #ld does not count

f23a GKS dzaSNJ 2dziz (KS

& 0SAy3 al OGAQDSdé
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Figure 51: Create Generated Invoice- Regulation Conservator
Regulation Conservator Invoice
Probate Court : New Haven

Probate Case Number : PD38-15-45612 Amount Billed: $0.00 Case Title : WANDA RASMUSSEN

Invoice Details

Unique invoice numbers are required for every invoice submitted. Using duplicate invoice numbers will cause a delay in payment. Invoice
numbers can include letters and numbers, no spaces. Do not include the case name in the invoice number.

Date Appointed:

Invoice Number: |wr16987

Is this a final invoice? ves O No @
Temporary Consarvator? ves O No ®
Conservator Of Person? Yes @ No O
Conservator Of Estate? Yes @) No O
Conserved person resides in Nursing Home/Hospital/Other Facility? Yes @ Mo O
Diagnosis of Psychiatric Disability? Yes Mo O
Respondent receives Title XIX? Yes Mo O
Counted assets less than Title XIX max ($1,600)? Yes @) No O

For Services Performed as a Conservator

Date of Service Description of Services Rendered Conservator/Staff Member Initials Unit Price Time Amount

Total Amount:  $0.00

14. When all line items have been added successfully, Mot to be returned to thedAdd a
Documené page and continue with the submission process.

Figure 52: View/Edit Generated Invoice - Regulation Conservator

CONNECTICUT PROBATE COURTS

My Profile

eBilling

user: Regulation Conservator

Invoices

Home =» Case Type 2» Invoice Initiation 2> Add a Document

Probate Case Number : PD38-15-45612 Case Title : \

Case Type : Regulation Conservator Invoice

Document Type
Acceptable File Format Type(s) (
Document Location No file selected.
Add to Submission Add
Document Name View Document  EditData  Size Remove
Case Data R 0.01 MB
Regulation Oniine Invoice : WR16987 View Generated Document 0.0 MB [—‘x
T e: 0.0 MB

ge—
Back M Move to Draft { Next J

15. ThedRegulation Online Invoiéealisplays on théAdd a Documeritpage table.
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16. The invoice can be viewed by clickingthe A Sg DSYSNI SR 520dzySyii¢ K& L

invoice opens in a new browser tab.

Figure 53: Generated Invoice - Regulation Conservator

INVOICE FOR SERVICES AS CONSEREVATOR (Regulation 16) STATE OF CONNECTICUT
PROBATE COUET ADMINISTEATION
Tnvoice Humber Tovoice Amount Core-CT Vendor No.
WE16987 $260.00 000001121p

Vendor Information:
Payee Name:
Address:” "~ -

City: * State: | Zip Cods

FESPONDENT: WANDA RASMUSSEN
Court: New Haven
Case Number:
Date Appomted: 1/1/2019

Temporary Conzervator? No
Conservator of Person?  Yes
Conservator of Estate?  Yes
Respondent rezides in Mursing Home or Hospital?  Yes
Dhagnosis of Psychiatrie Disability? Yes
Respondent recerves Title XTH7  Yes

Counted assets less than Title I max ($1,600)7 Ves

By submizsion of thiz inveice, I anest that:

1) I'am not relared By bood or marriage to the person under conservatorship,

2) the semvices rendered are within the scope of the authority granted ro me, and

3) the sarvices rendered By me are compensable activities under Probare Couwrt Regularion 14,

Invaice for service must be recenved ar the local court within 6 mondhs from the dare services ware renderad.

Initials of
Consarvator
Datz of Smif Member who Tims
Service Diescriprion of Services Fendered performed work Unit Price {.1Hr) Amount
107172019 Client Visit ds 52.00 250 130.00
10/10/201% | Appt with Health Care provider D5 52.00 250 130.00
TOTAL 5.00 5260.00

17. Optional: Using the browser tools provided, the vendor can print or save the invGiose the
new browser tab when finished with thavoice.

18. If changes are needed on the invoiagg tothe ¢Edit Datd column dickthe ¢Edit Datd icon
B’ which looks like a piece of paper and a pencil, listed to the right acitheS 3 dzf | G A 2 Y
Conservato©Online Invoicé listing.

19. Clicking\extroutes the user tahe dReview and Submit Invoi€screen. The purpose ofith
AONBSYy Aa G2 Fftt2¢g (GKS dzaASNI I O0ANRQA S&S OASs
to allow for any necessary editing.
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Figure 54: Review and Approve for Submission - Regulation Conservator

CONNECTICU

Verify that all information to be submitted is correct. The
Change Case Data button allows users to edit case information.
The Add/Remove Document button allows edit of invoice
detail or addition of Address Change Form or Authorization to
Exceed Maximum.

Home % Case Type s Invoice Initiation <> Add a Documg

Review and Submit Invoice

Probate Case Number : PD38-15-45612

Case Type : Regulation Conservator Invoice

DA RASMUSSEN

Invoice #: WR16987
Generated Case Data:

Document(s) to be Submitted:

Document Name View Document
Regulation Onine Invoice : WR16987 View Generated Document

Vendor Change Of Address: Add Change of Address Use the textbox provided to communicate with the
456 Test Run court clerk or the PCA clerk. This field should
Canton, CT 06019 contain no more than 250 characters.

us

Additional Comments: . gdhizy 15
Once all information is verified,

Thank you for processing this invoice. Please call me at 860-224-1765 if there are click Submit Invoice.

any questions.}

S —
@ Move to Draft | {_Submi Invoce

Activating the Cancel(Delete) button will permanently erase any
information associated with the creation of the invoice
submission. This is a permanent action. Retrieval of submission
information is NOT possible one the Canel button is activated.

20. If the information is correct, the user can add comments toRinebateCourt or PCA staff by
entering in the textbox provided. The textbox accepts a maximum of 250 characters.

21. ClickSubmit Invoice
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Figure 55: Regulation 16 Compliance - Regulation Conservator

CONNECTICUT PROBATE COURTS

My Profile

eBilling

user: Regulation Conservator
Home %» Case Type % Invoice Initiation 2> Add a Document 3> Review and Submit Invoice

Review and Submit Invoice

Probate Case Number : PD38-15-45612 Case Title : WANDA RASMUSSEN

Case Type : Regulation Conservator Invoice

Invoice #: WR16987 By submission of this nvoice, I attest that:
Generated Case Data: o I am not related by blood or marriage to the person under conservatorship

o the services rendered are withn scope of the authortty granted to me, and
o the services rendered by me are comp ble activites under Probate Court Regulation 16

Document(s) to be Submitted:

Document Name View Document
Regulation Onine Invoice : WR16987 View Generated Document

[ Yes [[ Mo |

Vendor Change Of Address: The final step of submitting the invoice is to
4567 et Riii attest t? complying with Probate Court
Canton, CT 06019 Regulation 16.

us

Additional Comments:

Thank you for processing this invoice. Please call me at 860-224-1765 if there are
any questions.

Cancel (Delete) Submit Invoice

22. A dialog box displays when the user cli€kbmit Invoice The user must clickesto attest to
being in compliance with Probate Court Regulation 16.

23. Upon the user acknowledging compliance, teBilling page refreshes, a notice displays
information on the invoice being submitted, and a button linking to dmeoiceStatus
adisplays.

Figure 56: Invoice Submission Status- Regulation Conservator

CONNECTICUT PROBATE COURTS eBilling

My Profile user: Regulation Conservator

Home =» Case Type =» Submission Confirmation

Your Invoice has been submitted

Case Type: Regulation Conservator Invoice - Regulation Online Invoice

Note: Your invoice has been submitted and will be reviewed for approval. You may view the status of this invoice at any time by choosing "My Invoices" on the home
page or under the "Invoices" menu.

Click Invoice Status to be routed to the My Invoices page where

additional information about the invoice submission can be found.
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Init iating a New Case: Contract Conservator

1. From the home page, click tidew Casdutton or selectinvoices> New Caséom the menu

bar at the top of most pages on the website.

Figure 57: Initiating a New Case - Contract Conservator

CONNECTICUT PROBATE COURTS eBilling

user; Test CoConservator

Create & new case and submit your first invoice 1o &

Perform case actonm: Submit s Javoice, Search for an Invoice Case, View Billeg Matory
Chack the status of my invoices

Finvsh submimng en incomplete imvouce

Review your Notfications

Clickon

New Case

All roles will see the same
information when they click

on any of the links in the
‘Footer’ section

Usar Mangal  Terms and Conditions of Use  Privacy Polcy  Attorneys  Conservators
Support  Vendor Drect Depost  CT Prodate Websee

C2001. 2016 Tyhers Devrloomenst Gro, I A sgs swwerved

A

2.1 G4/ asS e agSearbasst ah$he user profile

Figure 58: Defining the Case Type- Contract Conservator

CONNECTICUT PROBATE COURTS eBilling

user; Test Colorservator
Home © Case Type

Case Ty

Type Click on Contract
Description Conservator Invoice

Cortract Corsarvator Invoice

[ bk )

3. {StSOG GUKS fAYy]l TFT2N GKS [ LIINBLNAFGS OFas
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Figure 59: (Case Initiation Paged- Contract Conservator

CONNECTICUT PROBATE COURTS eBilling

user: Test Contract Conservator

Home =» Case Type = Invoice Initiation

Invoice Initiation: Contract Conservator Invoice
Select the correctcourt.
Probate Court Hartford Probate Court v

Vendor

Vendor Number: 0000083519

Name: TEST CONTRACT CONSERVATOR

Address: 789 Test Place If your address has changed, include a change of address entry from the add a document or submit page.
New Haven, CT 06510
us

Save to it

Click Next to
move forward.

4. Selecthe correct court and verifthat the vendor information displayed is correct.

Adding CaseData

5. QickNexttoroutetoi KS &! RR Ipage2 OdzySy (i ¢

Adding Documents on a New Case

Figure 60: QAdd a DocumentPaged- Contract Conservator

CONNECTICUT PROBATE COURTS eBilling

My Profile | Log Out user: Test Contract Conservator

Home 2 Case Type 2» Invoice Initiation 3» Add a Document

Select Contract Invoice
for the Document Type.

Case Type : Contract Conservator Invoice

Document Type Contract Invoice v
Acceptable File Format Type(s) (*.pdf)
Document Location No fie selected.
Add to Submission
e Dociment Name Click Add. The screen will refresh

and the user will be presented a
form to enter invoice details.

6. CN2Y (KS a5 adfopaddnymienu ts@dci$hé type of document to be added to the

submission. More than one document can be added to the submission, but it must be done one
R20dzySyd Fd I GAYSE NBLISIFGAYy3a SFOK 2F (GKS a! RR
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7. Select thedxContrad Invoice, andclick theAdd button. A form will display, allowing the user to
key in information that will be used in generating the invoice.

Invoice Form

8. At the top of the form, fill in the requirethvoiceinformation.¢ KS a¢2 Gt ! Y2dzyié¢ Ol
automatically.

Figure 61: Invoice Form - Contract Conservator

CONNECTICUT PROBATE COURTS eBilling

user: Test Contract Conservator

Home = Case Type % Invoice Initiation % Add a Document 2» Contract Invoice

Contract Conservator Invoice Enter the Invoice Number.

Invoice Information

Unique invoice numbers are required for e voice submitted. Using duplicate invoice numbers will cause a delay in payment. Invoice
numbers can indude letters and numbes€; no spaces. Do not indlude the case name in the invoice number.

Invoice Number: 170329123

Conservator Name: Test Contract Conserva

Total Amount: $0.00 . %
s July - September (2016)  ~ Select the Quarter being billed.

Medicaid Applications
Total Medicaid Applications Amount: $ 0.00

%se # Case Name Date of Determination Amount If billing for Medicaid
o Applications, click Add under

Add Medicaid Application Entry Medicaid Applications.
Case #:

Case Name:

Date of Determination:

With all field on the popup
filled in, click Save.

New Cases this Quarter

Case # Case Name Date Appointed Appointed As Conserved Person Status

9. If the vendor is billing for Medica@pplications, tick theAdd button under thedMedicaid
Applicationg subheading. A popup displays. Fill in all information requestad clickSave

10. Conthue to add additional applications by clicking theéd button and following the above
steps until all applications to be submitted are listed on divedicaid Applicationstable.
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Figure 62: Billing Items - Contract Conservator

Invoice Information
Unique invoice numbers are required for every invoice submitted. Using duplicate invoice numb
include letters and numbers, no spaces. Do not include the case name in the invoice number.

Invoice Number: 170329123

Conservator Name:|Test Contact Conser\ratcl
Total Amount: $2,600.00
Quarter: |July - September (2019) V|

Medicaid Applications
Total Medicaid Applications Amount:  $ 2,600.00

Date of
Case # Case Name rmination Amount
# 16-00154 Suzanne Adamson 7/1/2019 $1,300.00
2 15-01265 Bryant Patrick 7/1/2015 1,300.00

Detailed Billing Items
Total Detailed Billing Amount:  $ 0.00

Case # Case Name New Case (Y/N) No. of Billable Months Amount

 Add |
Add Invoice Item
Case #: [16-0154 |
Case MName: |Suzanne Adamson |
News Case: ®yes ONo

No. of Billable Months: |3 |
Date Appointed: [5/1/16 |

cy Attorney
Appointed As: Temporary Conservator of the Person and Estate )
ppo | porary | psit CT Prot
®yes (N0 Conserved person resides in Nursing Home/Hospital/Other Facility?
hts reserved,

®ves ONo Diagnosis of Psychiatric Disability?

®ves OnNp Conserved person receives Tite XIX?
®vyves ONo Counted assets are less than Title XIX max ($1,600)7

11. Under thedDetailedBilling Items subheading clickAdd.

12. A popup will display. Fill in all of the information requesasdl wren complete, cliclSave If a
billing item is marked asdNew Casg the information will display on thédNew Cases this
Quartek table in additionto the dDetail Billing table.

13. To add additional billing items, click theld button and follow the above steps for each billing
item to be addedWhen all billing items have be@amtered, clickNext
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Figure 63: View Contract Conservator Generated Invoice

CONNECTICUT PROBATE COURTS

rvator

To view the invoice that will be submitted, click the

Home =» Case Type 3 Invoice Initiation 3> Add a Document “View Generated Document “ hyperlink

Case Type : Contract Conservator Invoice Additional documents can be submitted on the case
by selecting the Document Type from the dropdown
Document Type and clicking Add and filling out the form presented.

Acceptable File Fol

Document Location | Browse... | No fie selected.
Add to Submission [ Add ]
Document Name View Document  EditData  Size Remove
Case Data 0.01 MB
Contract Invoice : 170329123 View Generated Document 2.0 MB m'

Total Sze: 0.0 MB

gr—
Move to Draft { Next )

Click Next to move forward with
the submission.

To edit information included on the
invoice, click the Edit Data button.

14. ThedContract Invoicédisplays on thé&Add a Documenitpagetable.

z A ,

15. Under thedView DocumeréO2 f dzyyz Of AO0] (GKS da+xASg% DSYSNI GSR
generated invoice opens in a new browser tab.

Figure 64: Generated Invoice - Contract Conservator

50




DdzA RSl F2 NJ + ¢

= + AutomaticZoom *

Vendor Information:

Payes Mame °

Address

Ciry: | State: Zip Code:

Billing Cuuarter: July - September, 2019
Probate Court: Berlin

Conservator Name: Test Contact Conservator
AMOUNT %2.870.00

MEDICAID APPLICATIONS (Eligibaliry Determunation Received):

Date of Amount
Case Number Case Name Determumation
PDOS-16-00154 _ Suzanne Adamson | 7/1/2019 | 1.300.00
_ PDE-15-01265 Brvant Pamick 7/1/2019 1.300.00
TOTAL | [ $2.600.00

16. Optional: Using the browser tools provided, the vendor can print or save the invoice. Close the

new browser tab when finished with the Invoice History.

17. If changes are needed on the invoige,to the 6GAdd a Documeritpage Under thedEdit Dabg

column, click the Edit Data icon, which looks like a piece of paper and a B difted to the

right of the Contract Invoice listing.

18. Clicking\extroutes the user tahe éReview and Submit Invoi€screen. The purpose tis
screenis to allow the user a view of what will be submitted as well as to provide links to allow

for any necessary editing.
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user: Test Contract Conservator

Home =» Case Type < Invoice Initiation =» Add a Document =» Review and Submit Invoice

Review and Submit Invoice Activating the Cancel (Delete) button will permanently erase any
information associated with the creation of the submission. Thisisa

Case Type : Contract Conservator Inv§ permanent action. Retrieval of submission information is NOT possible
once the Cancel button is activated.

Invoice #: 170329123
Generated Case Data:

Document(s) to be Submitted:
Document Name View Document
Contract Invoice : 170329123 View Generated Document
The final step of submitting the invoice is
to attest to complying with the
Memorandum Agreement with the PCA.

Vendor Change Of Address:

789 Test Place
LEVLEENEE  Click on Submit Invoice. This action

iz causes a dialog box to display.

Additional Comments:

By submission of this invoice, 1 attest that the invoice comples with the terms and condtions contained n the
Memorandum of Agreement between PCA and Contractor.

Back Cancd(Delele) Move to Draft ’ @RS EEE) Yesy) [shio

19. If the information is correct, the user caild comments to thé&robate Court or PCAtaff by
enteringthem in the textbox provided.

20. ClickSubmit Invoice

21. A dialog box displays when the user cli§kbmit Invoice The user must clickesto attest to
being in compliance with the terms and conditions of the Memorandum of Agreement between
PCA and the user.

22,0 L2y GKS dzaSNDa | O yesilingpdgd refleshesCandtitdfdisplaysOS > G K S
information on the invoice being submitted, and a button linking to limeiceStatus displays.
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Figure 66: Contract Conservator z Invoice Submitted Message

CONNECTICUT PROBATE COURTS eBillin g

user: Test Contract Conservator

Home =» Draft Invoices 3 Submission Confirmation

Your Invoice has been submitted

Case Type: Contract Conservator Invoice - Contract Invoice

Note: Your invoice has been submitted and will be reviewed for approval. You may view the status of this invoice at any time by choosing "My Invoices” on the home
page or under the "Invoices” menu.

Invoice Status

Click Invoice Status to be routed to the My

Invoices page where additional information
about the submission can by found.

Invoice Status
¢ K $My lavoices  LJ- 3 Sthelugeftoiéw or print documents as well as to check on submission
status as documents progress through the system

1. ¢2 I OO ®ylavoidek SLIG 3 SMy IndcR€ésBRE Y (G KS  dllavdicesMyJ 3S 2 NJ
Invoicesfrom the menu bar at the top of any page.

Figure 67: My Invoices PageFilters

CONNECTICUT PROBATE COURTS eBilling

My Profile | Log Out

Home =» My Invoices Information on the My Invoices page is NOT

My Invoices permanent. It will be automatically deleted aftera
TEST VENDOR Invoices period of 180 days. Please download all information
Report Criteria: necessary for permanent retention.

View Invoices Between: |10/01/2016 AND l

Submission ID: Invoice Case #: [ Invoice #; Status: [ZST Y

Use the filters to locate particular submissions.
The default date in the first date field is always
the current date. After entering or changing

My Invoices Between 10/01/2016 and Today

Invoices per page: 50 ~

Submission ID  Invoice # Case Title Invoice Case # ¥ filter parameters, click Go to initiate the search.

#1769 ROM10917001 LITA ROMERO PD01-16-99330-1 01 dge/PCA Staff
#1757 COM10417001 JENNY COMPTON PDO1-16-55555-1 01-04-2017 02:48:21 PM Attorney Onh Invoice Hartford Probate Court Fled-Presented to Judge/PCA Staff
#1754 GAI10417001  HILLARY GAINES PD01-16-88899-1 01-04-2017 01:15:51 PM Attomey Onine Invoice Hartford Probate Court Awattng Approval

#1753 CONI0417002 MARIAH CONWAY PD01-16-99802-1 01-04-2017 01:05:18 PM Attorney Onlne Invoice Hartford Probate Court Awating Approval

811752 QUII0417003 MARTIN QUIGGLEY PDO1-16-95137-1 01-04-2017 01:03:05 PM Attomey Onine Invoice Hartford Probate Court Awatting Approval

#1750 CF123116 CHELSEA FREEDOM 15-00085-1 01-04-2017 12:43:38 PM  Attorney Onine Invoice 560 Fied-Presented to Judge/PCA Staff
811747 CON10417001 MARIAH CONWAY PDO1-16-99802-1 01-04-2017 11:01:57 AM Attomney Onine Invoice Hartford Probate Court Fied-Presented to Judge/PCA Staff
$ 1743 14598 DUSTIN SORENSON 01-04-2017 09:06:17 AM Attormney Onine Invoice 560 Rejected m

#1734 MAX010317001 RENALDUS MAXIMUS PDO01-16-320094 01-03-2017 02:47:35 PM Attomey Onine Invoice Hartford Probate Court Fied-Presented to Judge/PCA Staff
#1733 KB123020161 MARTIN QUIGGLEY PD01-16-95137-1 12-30-2016 03:35:05PM Attorney Onine Invoice Hartford Probate Court Awaitng Approval

#1726 KB122920164  JENNIFER BANKS PDO1-16-99993-1 12-20-2016 04:09:56 PM Attomey Onine Invoice Hartford Probate Court Fled-Presented to Judge/PCA Staff
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needed or to select from a list

the L3el® kitNar seardh fortha@nvgicor case

3. Set the filters at the top of the page to create the search parameters, andGditkkinitiate the
search.

4. In addition to the filters at the top of the page, the column headers on the table are a sort
feature. Clicking the column header will cause an ascending or descending order sort based on
the column header selected. The table default sort isdbate Submitteé column.

Home =» My Invoices

My Invoices

Rene Rosado Invoices

Report Criteria:

View Invoices Between: |10/01/2016  AND
Submission ID: Invoice Case #:

Figure 68: Invoice Status Hyperlink

CONNECTICUT PROBATE COURTS

My Profile

My Invoices Between 10/01/2016 and Today
[ | Submission ID Invoice # Case Title
[[] ®1769 ROM10917001 LITA ROMERO
[0 mi7s7 COM10417001 JENNY COMPTON
[ =m1754 GAIL0417001  HILLARY GAINES
[ ®i7s3 CON10417002 MARIAH CONWAY
[ ®m1752 QUI10417003  MARTIN QUIGGLEY
[ ®mi7s0 CF123116 CHELSEA FREEDOM
[ ®1747 CON10417001 MARIAH CONWAY
[[] ®1743 14598 DUSTIN SORENSON
[[] ®1734 MAX010317001 RENALDUS MAXIMUS
[ ®1733 KB123020161  MARTIN QUIGGLEY
[ ®1726 KB122920164  JENNIFER BANKS

The Status is a link to more details about the
individual submission. The yellow exclamation icon
next to a status indicates a clerk has included a
message that can be accessed by clicking the status

hyperlink.

Invoice Case # ¥ Date Submitted

PD01-16-99330-1 01-09-2017 10:13:11 AM
PD01-16-55555-1 01-04-2017 02:48:21 PM
PD01-16-88899-1 01-04-2017 01:15:51 PM
PD01-16-99802-1 01-04-2017 01:05:18 PM
PD01-16-95137-1 01-04-2017 01:03:05 PM
15-00085-1 01-04-2017 12:43:38 PM
PD01-16-99802-1 01-04-2017 11:01:57 AM

01-04-2017 09:06:17 AM
PD01-16-320094 01-03-2017 02:47:35 PM
PD01-16-95137-1 12-30-2016 03:35:05 PM

PD01-16-99993-1 12-29-2016 04:09:56 PM

Document Type Probate Court

Attorney Online Invoice Hartford Probate Court
Attorney Online Invoice Hartford Probate Court
Attorney Online Invoice Hartford Probate Court
Attorney Online Invoice Hartford Probate Court
Attorney Online Invoice Hartford Probate Court
Attorney Online Invoice 560

Attorney Online Invoice Hartford Probate Court
Attorney Online Invoice 560

Attorney Online Invoice Hartford Probate Court
Attorney Online Invoice Hartford Probate Court

Attorney Online Invoice Hartford Probate Court

eBilling

user: Test Vendor

Invoices per pa

e: 50 v

Status
Filed-Presented to Judge/PCA Staff

Filed-Presented to Judge/PCA Staff
Awaiting Approval

Awaiting Approval

Awaiting Approval

Filed-Presented to Judge/PCA Staff
Filed-Presented to Judge/PCA Staff
Rejected Bj

Filed-Presented to Judge/PCA Staff

Awaiting Approval

Filed-Presented to Judge/PCA Staff

5. Thedinvoice Statuspage details all of théinvoice Caseidentifying information as well as
information that references the selected submission.
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Figure 69: Onvoice Statusdéand Submission Details

CONNECTICUT PROBATE COURTS eBilling

My Profile
y Pro user: Test Vendor

Home =» My Invoices 2» Filed-Presented to Judge/PCA Staff

Invoice Status

Status: Filed-Presented to Judge/PCA Staff 01-04-2017:02:51:10 PM
Invoice #: COM10417001

Submission ID: 1757

Tracking ID: 1190

Submitted By: VENDOR, TEST

Date Submitted: 01-04-2017 02:48:21 PM

Offical Fle Stamp: ~ 01-04-2017 02:48:21 PM X » ——
When the user clicks Submit for an invoice and the

e AL N submission reaches the court servers, a date and time
Invoice Case #: PD01-16-55555-1 is reserved. If the Probate Court Clerk determines the
Case Type: Attorney Invoice submission is done correctly and approves the

Probate Court: Hartford Probate Court submission, the reserved date and time is applied to

the documents submitted as the Official File Stamp.

Note: This invoice wil be removed from eBiling on 07-03-2017

Document Name View Document
Attorney Online Invoice : COM10417001

Response:

Response Document Name  View Document
Receipt receipt.html
Attorney Online Invoice : COM10417001 generated.pdf

6. The user can view/download a copy of the invoice withfileestamped date the invoice was
routed to the judgeby clicking thegeneratedPDFhyperlink in thedResponsgsection of the
screen.The document will open in a new browser tab from which it can be downloaded or
printed.
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eBilling

My Profile

user: Test Vendor
Home =» My Invoices =» Filed-Presented to Judge/PCA Staff

Invoice Status

Status: Filed-Presented to Judge/PCA Staff 01-04-2017:02:51:10 PM
Invoice #: COM10417001

Submission ID: 1757

Tracking ID: 1190

Submitted By: VENDOR, TEST

Date Submitted: 01-04-2017 02:48:21 PM

Official Fle Stamp: ~ 01-04-2017 02:48:21 PM

Case Title: JENNY COMPTON
Invoice Case #: PD01-16-55555-1
Case Type: Attorney Invoice
Probate Court: Hartford Probate Court

Note: This invoice wil be removed from eBiling on 07-03-2017

Document Name View Document
Attorney Online Invoice : COM10417001

Response:

Response Document Name  View Document
Receipt receipt.html
Attorney Online Invoice : COM10417001 generated.pdf

Note: The information on the My Invoices and Invoice Status pages, including linksfiie-tstamped

invoice or thereceipt will be removed afted80 days. The user can downloatinae-stamped copy
FFGSN) GKS Ay@2A0St ME& 8y SOKE ¥ IW@RRAGK /CA f SRl FF v
eBilling on an Existing Case

Note: This process is the same for all typafsvendors.

Submitting an invoicen an existing case is similar$abmitting an invoicen a new caseRegardless of
the type of vendoraccessing existingaseinvoicesubmissionsnvolvesthe same navigation and tools.

1. Clickexisting Casen the homepage or selecinvoices> Existing Cas&om the menubar
onthetopofanypaget KS G 9EA&GAY3I /I asSaé LI IS At | LILIL

Note: The first invoice on the case must be completed through payment for the case to appear on the
existing cases list.
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Figure 71: Existing CasesNavigation

CONNECTICUT PROBATE COURTS eBillin g

Invoices My Profile
i user: Test Vendor

Create a new case and submit your first invoice to it

Perform case actions: Submit an Invoice, Search for an Invoice Case, View Biling History

My Invoices Check the staf

(6) Finish submitting an incomplete

. § To navigate to the Existing Case page, from which the user
(1) Review your Notifications s 34, 3 5
— can view a billing history, search for an Invoice Case, or
begin the process of submitting a subsequent invoice, Click
the Existing Cases button or select the Existing Cases link
under the Invoices tab on the menu bar.

2. To search for a specific case which to submit an invoicenter the case numbefincluding
probate district prefix)select the correct Probate Court from the dedpwn,and dick
Submit

Note: For Contract ConservatogsThe Contract Conservator case titles will be the vendor name; case
number will be the probate district number and vendor number; case type will be Contract Conservator
Invoice.

Figure 72: Existing Case Search
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