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Service Provider Module A2 — Care Coordination

CONFIDENTIAL STATEMENT

The Department of Social Development is the author of this document. The intended purpose and
use of this document is to support and train individuals who work in partnership with the
Department, and who have been granted access. This document is confidential and solely for the
use of the recipient and may not be reproduced or circulated without the Department of Social
Development’s written consent. If you are not the intended recipient, you may not disclose or use
the information in this document in any way.

Version & Document Control Table

This version control table provides historical data about each update made to a document. It is
useful to include the author, date and notes about each change made to refer back to what these
changes were.

Version Control

Version Edited Date Changes

0.1 Amy Michaud 05/31/2024 First Draft

0.2 Amy Michaud 07/25/2024 Added Confidential statement and
Versions.

0.3 Amy Michaud 09/20/2024 Update Screenshots to accommodate Ul

changes / included error message for
Basic Units and Stat Holiday Units /
Updated Error sheet to include
kilometer mismatch validation

0.4 Amy Michaud 11/15/2024 Dashboard / Updated Screenshots / Zero
Value or Blank SC Error / Notifications
/ Connected Tab

0.5 Amy Michaud 11/22/2024 Unique Invoice Number Warning Pg.
6&11

0.6 Amy Michaud 12/09/2024 How to edit vendor confirmation
number

0.7 Amy Michaud 02/25/2025 Updated Screenshots / Error added /
Dashboard Reports

0.8 Amy Michaud 04/28/2025 Updated Screenshots / Order Summary /

Removed Connected
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MODULE A3 - FINANCE

PURPOSE: Become familiar with the background and concepts of the CommunityCareNB
platform in relation to Service Confirmations.

Module Overview

While working in CommunityCareNB in the Finance persona, you will have access to various
functions and features. These functions and features will help support you during the service
confirmation process (e.g., ability to validate and receive a detailed error message if/when it fails).
CommunityCareNB also provides you with the ability to log change requests if the service unit
amount (i.e. day, week, hour, etc.) does not align with the amount received for that payment cycle.

Version 0.8 _ Page | 4
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Service Confirmations

When services that have been provided by an agency are ready to be confirmed and processed for
payment, the following steps will need to be completed:

a. First Step: Identify the services that require billing and generate a list of all services that
are active for the time frame (e.g., last week, last month).

b. Second Step: Create the file to enter the ‘actual’ hours/units etc.

c. Third Step: Validate the information (the system will check for errors), and the final step
is to submit. Submission will send the file directly to Service NB for payment.

Notes on Service Confirmations:

e Service Confirmations can be submitted at any time.
e Ability to submit multiple confirmations (e.g., March 1 submission, April 1 submission)

e |f a service needs to be changed, a new service request is generated and requires acceptance
by the service provider and Social Development to activate.

e Hours/units are calculated monthly. If you submit weekly, each submission draws from the
monthly amount. You will not be able to submit for more than the monthly approved amount,
however, variation across weeks to reflect actual service variation is permitted. For example,
if you are approved for 120 hours per month with the expectation of 30 hours per week, it is
acceptable to submit 25 in the first week, 35 in the second week, 30 and 22 for the following.

e Service Confirmations cannot cross months. Multiple service confirmations can be
submitted. For example, April 1 to April 30" can be submitted. April 15 to May 15 cannot be
submitted. April 15-April 30 can be submitted and May 1- to May 15 can be submitted.

e You are confirming services rendered, not those approved. It is fraud to claim to have provided
services that were not rendered to the client. Falsely claiming services rendered violates the
service agreement and can result in termination of the service agreement.

e Invoice / Vendor Confirmation numbers must be unique across all systems (i.e.,
CommunityCareNB & VEIS/NBFamilies). If the invoice/vendor confirmation number is not
unique, the service confirmation will be rejected and will have to be submitted with a unique
invoice number.

Version 0.8 \ Page | 5

Community Care N B
Soins Communautaires



Service Provider Module A2 — Care Coordination

Follow the steps below to learn how to:

Click on any of the topics to be immediately redirected to the section in this user guide.

e Access Service Confirmations e Download Service Confirmation ltems

e Create Service Confirmation List (CsvV)

e Complete Service Confirmation e Upload Service Confirmation Items (CSV)
Information o Verify service confirmations

e Open Draft Service Confirmations e Confirm service confirmations

Service Confirmations Page Overview

Select this button to
begin creating a new
service confirmation.

SERVICE CONFIRMATIONS

Use refresh to ensure

ﬁ» Croate Service Confirmations that the Ia.test Changes
_ S are displayed.
My Service Confirmations
Service C.,. T Vandor Conflrma,. Service P,., Servica P, Totad ... State St
C-00000002 n 2024-06-10 2024-0614 S130.88 a
1234 2024-07-0N 2024-07-01 SO A ¥ ad Validatior o
Select a hyperlink to These columns display the
open and view Service state and status (icons) of a
Confirmation details. Service Confirmation.
. N
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How to Access Service Confirmations

1. When logged in, you will have one or two options (depending on your permission setting).
There are three user types: a) coordination, b) finance, and c¢) coordination + finance. Select
the Service Confirmation tile.

rt Services

SERVICE REQUESTS SERVICE CONFIRMATIONS DASHBOARD

2. The Service Confirmation window is now open.

SERVICE CONFIRMATIONS

l Croate Service Cnr\(lrm:nionr./l

My Service Confirmations

vind by Sorvh
Service C.,. T Vandor Conflrma,. Service P,., Servica P, Totad ... State St...

1 2024-06-10  2024-0614  S130B8  Pracessed ﬂ

or . 0NN
000000 1234 2024-07-01 2024-07-01  SDAX Faitad Validatior o
P T VA (1 1R VIR TN AC ana el .
0000000 2345 2024-06-18 2024-06-29 S0 00 Deaft .
o
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How to Create Service Confirmation List

1. Select the Create Service Confirmation pushbutton.

[l Croate Service Cnr\hrm:mnncJ]

My Service Confirmations

Service C.,. T Vendor Confirma,. Service P... Servica P, Totad ... State

0O 0L " 2024-06-10 2024-06-14 §130.88 Processed ‘
\ 234 2024-07-01 2023-07-01 S04 Faitad Validatior o /
2. The Create Service Confirmation window appears (i.e., Service Center, Service Period Start
Date and End Date).

( Create Service Confirmations \

\_ )

3. Select the Service Center (area of the province in which service was delivered) from the
dropdown menu.

[ Create Service Confirmations \

. /.\ /:/(:./\\{.
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4. Select the Service Period Start and End Date (e.g., weekly, monthly).

Create Service Confirmations

NOTE: You will receive an error message if:
a) Service End Date is in the future.

b) Service Start Date is more than a year in the past.

c) Service Start and End Date are not in the same month of same year.

5. Once completed, click the Next pushbutton.

6. The My Service Request window is displayed. From here, you will select all service requests
that apply for the Service Period that was captured on the previous window.

/ Create Service Confirmations \

My Service Requests

1 of | tem « 0 itoms selected Search this list
Order Summary Nu... ~  Service Name ~  Account Name »  Order Summary Start ... Order Summary End D...
Home Support/Parsonal
» a s Care-Soutien & . » 22 - oy
05-0001698 ! MELISSA RACHYL Apr 1, 2025 Jul 31, 2025
domicile/Soins
personnels

\_ =

. /.\ /:/(:./\\{.
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7. If all Service Requests should proceed for payment, select the checkbox next to Service
Request Number, otherwise, individually select each applicable order summary, Click the

Next pushbutton.
@ Service Requests \

8of 8item - 0 items selected

| Order Summary Number .

0S-0001698
O /
-/

8. Enter your Vendor Confirmation Number (i.e., invoice number). Click Next.

IMPORTANT: Invoice numbers must be unique across all systems (i.e., CommunityCareNB &
VEIS/NBFamilies). If the invoice/vendor confirmation number is not unique, the service
confirmation will be rejected, and will have to be submitted with a unique invoice number.

/

Create Service Confirmations

9. The Created Service Confirmation is displayed in the list. State and Status in draft.
If new confirmation ID does not appear in the list, click the refresh button at the top right of
the table.

\

Servon Cont) Vandor Confirmatio Servioe Pay Servioe Par Totm C

J

NOTE: You will receive an error message if:

a) The same Vendor Confirmation Number is used for another Service
Confirmation

Version 0.8 (o ) Page | 10
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How to Open Draft Service Confirmation

1. Select the Draft Service Confirmation ID.

2. The Service Confirmation detail window opens. From this window, you can download,
upload, validate and submit Service Confirmation Items. Additionally, this window provides
information on the Service Confirmation (e.g., state, Tax Amount, HST GST ID, etc.)

You will go through a step-by-step process, completing each of these actions in sequence;
download, upload, validate, and submit.

E e Ueelimatie
S OOOONNR
Status Sexvce Perod Sturt Dare Serwea Poriod End Dat
.
arvice Confirmatian Moms Servan Confrmation lem Soryico Sonfemation Ram) Sersice Contimation ltoms
1,
= r'l-" e

\ Service Confirmation Information J
Version 0.8 %\f Page | 11
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3. Scroll to the bottom of the page. From there, the Service Confirmation Items are displayed,

and the State of these items are in Draft.

firmation Stotus History

J
.

Sernre Carfvmation llam Ciare Mame fontvice Mame

4. Select View All to display all Service Confirmation Items.

NOTE: The State column is very important. If at any point an item did not properly
validate, this column will help to indicate which item needs correction, also

prompting you to take the necessary steps (e.g., log a change request to a client’s
service(s)).

Version 0.8 % Page | 12
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How to Edit Vendor Confirmation Number

Module A2 — Care Coordination

The Vendor Confirmation number can be edited in the event that it is a duplicate, entered-in-error
or contains an error. The vendor confirmation number can be updated in a Draft, Uploaded and

Validated state. Once submitted, it can no longer be edited.

1. Open the applicable Service Confirmation by selecting the Service Confirmation

2. Under Service Confirmation Information, click the Pencil icon next to
Confirmation Number.

Number.

Vendor

Service Confirmation Informatio

N

-+ Service Confirmation Status History

3. Make the necessary changes and click Save. The changes are saved and updated.

sl Confematian Amount Tax Amount

\ Cancel :m
Version 0.8 -
STy seNB
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How to Add Tax & HST GST ID

Tax Indicator and HST GST ID will be required prior to submitting any Service Confirmation —
the Tax Indicator is a mandatory field. This section of the guide will show you where to find
these fields and capture information.

1. From the Service Confirmations List, open the Draft Service Confirmation.

SERVICE CONFIRMATIONS

| Create Sarvice Canfirmations J

My Service Confirmations

\ Service Con, Vendor Contirmati,., Service P, Saervice P., Total ,, T Sta., /
0 2345 20240618 2024.06-28 $0.00 Draft .::_.
2. Once opened, scroll down to view the Service Confirmation Information fields.

(lk‘v-'mv hon Amoumt Tz Amour )
\ Service Confirmation Status History /

// /\\
Version 0.8 @ ’\i/r Page | 14
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3. Locate the HST GST ID and Tax Indicator fields.

Service Confirmation Information

K Service Confirmation Status History j

4. Select any Pencil Icon to open the editable fields.

Service Confirmation Information

\ Service Confirmation Status History /

5. The editable fields are now open.

6. Enter the HST GST ID (if applicable) in the corresponding field.

Version 0.8 (o ) Page | 15
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Service Confirm Information

\ [eence | ICEEH /

7. Select the applicable Tax Indicator from the dropdown menu.

- —
UNSWick

Service Confirmation Status History

Validated Date

" A Y,

NOTE: You will receive an error message if:

a) Missing Tax Indicator

b) Missing HST GST ID (if applicable)

T e

Version 0.8 (o ) Page | 16
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8. Click the Save button.

Service Confirmation Information

~

tut tate F

an
Ser L X j D&
Ser nt ‘ha tar

nd firmation Numbaot 3
) T Tax Iry

NN - ]

Total Cantirmation Amaunt Tax Amount

9. The window refreshes and the changes made are now displayed.

/ﬁ{?w

k Service Confirmation Status History

. 7\
. { T
Version 0.8 LN D
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How to Download Service Confirmation Items & Provide Required
Information (CSV)

1. From the Service Confirmation (draft) window, select the Download pushbutton to
download the Service Confirmation Item file.

= o0
Statuy Servica Pariod Start Daty Sarvice Pariod Eng Date
24-0
load Lidat by
Sarv) nataon ltem Servica Confirmation Ne Sarvice Contiemation fanm Sarvice Contirmation ltem
™ Files files

2. The File is downloaded. To Open the File, select the Open File hyperlink from the popup
window in the top right corner of your browser.

Servihoe Candiimation
ol S OBOO08

iond
Service Confirmot

~ Files s
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3. The file opens with the Service Conformation Item ID, Product Name, Service Request
ID, Client Name, Unit Type, and Rate already filled in.

Adoloe B 00) [ - 3 wnaceCanfimaeantterns (1) ~ £ Seaes
- View Aigomate Develuper Help Comments Shae
—
A = __ | e = = 7 et ¥ N e
(14 (' -1 - AN == ®- g AT - [k_;] ig_, 1574 = & Y F :‘13
r L & 5 Dot B- - L3S
Pote B J ~ A = == -z == o $ % 9 30 Condbionel format v Col Sot B Fnd & Anaboe PERRTS
' = - - - % Fosmatting > Table »  Shytesv | Hd]Farmat &% Tty - Selecs Dats
Oiphoes 5 rom 5 Aigrerent n Mivaer 3 syl i\ 1dtng Amabpint nuty =]
\ - \rmat I
" ) c o 13 ¥ G - ] 4 r ‘ L L] ] F
T e Cordo vttt bivw b o 04 s Bevaie Ragpanh Chve Nave P OF Uiy Lo Tuger Rw Whiwnannn  Kiwrne Rne  Orbuar Gt b woage O0bnt gt Om Obye G L Orboar Gt | et Ocbume T Db Cos Chrd Cowwmbotins T Moy L
SR Hore SupponPessernl e - Sc 71 Tiere Moo Cotot 3 How 25 e

4. Enter the No. of Units (e.g., hours, days, etc.) that the client received for the indicated
service period (e.g., week, month).

Fie Home t Page Layout Formutas wla hen v Ao «

X

B Tk b n A A == ¥ it Genary

bacta (B =0 | b

< r ¢ == -3 [ 3 ?
Cpbdsd ¢ Tt Arpgrmens n raure

fi
A ' € ] 3 ¥ G a | K |

1 Seevice Confamation fam id  Product Neme Sevits Roquest sd Chwent Name NG, OT USRS Ut Type Rate  lometres  Kilcemetre Rate  Other COST [Tramspo Othet Cost {ms Othes
2 SC-00000010 Home Support)/Personal Care - Souts 171 TiHany Allison Cortets 1 Mowr 2947

5. Enter any additional information within the spreadsheet, that is; you must fill in other costs
(if approved), Stat. Holidays (if approved/included in service request), client contribution
(if applicable/approved), GST/Tax. Ensure that all fields/columns have been given a
value (e.g., 0 if no value is applicable or exists), otherwise it will fail validation.

Ma O
e Syl - .
[} fae "W et -
Kk
" ' ) 0 A M N o v qQ "
1 xilometres Kilometre Rate Other Cost (tramsportation) Other Cost (maeats) Other Cost (sundry) Other Cost jadmin fees) Other Cost (recreation]  Other Cost (parking) Client Cantzibution Stat Hobday Units Tax
a 8841
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6. Save the File to your computer in a designated folder (e.g., Service Confirmations) and
with an easily identifiable name, ensuring that the Service Confirmation ID is included
(e.g., SC-00000032 - April 1-5). Click Save.

7. The Service Confirmation items are now captured, saved and ready to be uploaded to
related Service Confirmation draft for information validation.

Version 0.8 ( Page | 20
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How to Upload Service Confirmation Items (CSV)

1. On the applicable Service Confirmation (draft) window, select the Upload pushbutton OR
drag and drop the file.

TN Service Confirmtian

¢
o
L2 scooonoons

Upload

Files

o6 onfema O Ty Sarviee Contirmation Iter
- Sumi /

3. Wait for the Green Checkmark, signaling that the file has successfully uploaded, and
click the Done pushbutton.

Upload Files

‘ SC-00000032 - April |-5.cs)
A KE

//“\\ _/',,./\‘\
Version 0.8 Wy 5 LI ) Page | 21
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NOTE: You will receive an error message if:

a. Uploaded the wrong CSV file to a Service Confirmation

4. A confirmation message appears.

5. Scroll down and locate the Service Confirmation Items field. The State for each item will
now display “uploaded”.

Service Confirmation Status History

fared Dare Sutimitied Do

qrvica Contamation Mema (1 ® -
Service .., 1 Cliont Nama Sorvice Service Nome Totad Co. Sln'- Reaton
) Tittany C ’ 4 o =1 ot wi "W 0O W5 wanl
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Validating Service Confirmation Items

1. Once all items are up to date and the information provided is ready to be validated (e.g.,
the correct number of hours were entered into the Service Confirmation Items document),
select the Validate pushbutton.

’(_ Seervioe Confirmastion
a  SCO0000008

Statu Servica Pariod Start Dat Saervice Pariod Eng Bat

™ Files file

Jownkoac
Sarvice Contirmatson Item Se atinn Nems

2. The page will refresh changing the State of all service confirmation items.

\ Service,,. T Client Name Sarvice .. Sarvice Namae Totul Co, /
. /.\ /:/(:./\\{.
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3. If multiple Service Confirmation Items have been submitted, and not all displayed in the
Service Confirmation Items field, select View All. This will display a list of all related
service confirmation items.

Service Confirmation Status History

Yol 0ared Date Submined Dat

Service .. T Client Namw Sarvice .. Sarvice Namae Totul Co, State Stuls e

4. Review the States of all service confirmation items. Verify any items with a state of Failed
Validation (re: Failed Validations).

o * 0000a7
mation Itoms
Service .., ¥ Client Nama Sarvi... Service Name Tot Blate Reasan
G008 Svibh Tustor Patricis 00000 fame Sups Pt S8 .43 {ohday Uit not o

TIP: Click the State column header to sort the list — it will place all Failed Validations together.

. /.\ /:/(:./\\.
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Failed VValidations

When a validation fails, you will need to open the service confirmation item to view the reason it
failed. Follow the steps below to open and view failed validation items. NOTE: If an Service
Confirmation Item fails validation due to a 0% value, the service confirmation can still be submitted.

1. From the Service Confirmation Items list (re: step 3: view all), select the Failed Validation
SC item number.

| 4
ey - —
Brianswick

o > 000007
lient Nama Saervi.., Service Name Tot State State Reasan
Bervah Tustor Patrcis 0000006 fame Support/Pers S8 A3 Faled Validetion Hohday Unit not o

Service (o mation Nom
SCLAKIS
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3. Locate the State and State Reason.

IMPORTANT: The State Reason will provide you an explanation for why the item failed.
This will help guide you to make the necessary correction.

e Confirmation Item

4. Re: Errors & Failed Validation List below to learn how to fix/correct a failed validation.

IMPORTANT: Different action will be taken depending on the failed validation. If information
was entered incorrectly (e.g., wrong number of hours), the information can be adjusted (see steps
below). If follow up is required with Social Development (e.g., discrepancy between our records),
you may need to confirm the service at a later time but continue with submitting the remaining
services.

. /.\ /:/(:./\\.
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Capture/Modify Service Confirmation Items

If the amount of Service Request Items is small (e.g., 2 Service Confirmation Items), rather than
downloading and uploading the CSV CommunityCareNB also allows for the information to be
entered manually. Additionally, Service Confirmation Items can be edited in the event that updates
to a Service Confirmation Item need to be made. Refer to the Service Request to review details of
what has been approved by Social Development for payment. If a Service Request needs to be
changed, contact the SD worker associated with the service request and log a Change Request. If
a change is required a NEW service request will be issued.

1. From the Service Confirmation Items field or list (re: step 3: view all), select the applicable
Service Confirmation Item Number.

Cliont Name Service ... Service Name Total Co... State State Re...

s8N Smutt 100156 Home Support/Personal Car

Service Confirmation Item

Basic Cost

Version 0.8 (T ) Page | 27
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3. All editable/modifiable fields are now free to make changes.

UNsSWick
service Name Paymer ”

Basic Cost

Kilometer Cost

Kilomatre Unit

Nithar Cacte

4. Input the information into the applicable fields and click Save. The captured information
has been saved.

B P i :

Basic Cost

Kilometer Cost

Milometre t wl tre Rant

Nthor Cacte

NOTE: You will receive an error message if:

a. Units or Stat Holiday Units are not entered in quarter, half or whole units
(e.g., quarter units: 3.25/3.50/ 3.75).
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Errors & Failed Validations

Type State Reason (Error)

Validations for Upload File is not in CSV format
Validations for Upload File header is not correct
Validations for Upload Upload doesn’t match downloaded file template
Validations for Upload Data type mismatch has occurred.
Validations for Upload [column name] has a mismatch on column type
Validations for Upload Record missing from upload file

. Type . State Reason (Error)

Validations for Service

Confirmations (SC) « Vendor Confirmation Number is missing.

Validations for Service

Confirmations (SC) « Vendor Confirmation Number must be unique.

Validations for Service

Confirmations (SC) e Missing tax indicator

Validations for Service

Confirmations (SC)  Missing HST GST ID

Validations for Service

Confirmations (SC) « Negative value is entered for a field

Version 0.8 \ Page | 29
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Type

State Reason
(Error)

Defined

Validations for Service
Confirmation Item (SCI)

Service request is still active.

Service Request has not been cancelled
since the Service Confirmation was
created

Validations for Service
Confirmation Item (SCI)

Service Request is no longer
active in the service period
submitted.

Scenario: since downloading - the
Order has been terminated.

e Today's date - Feb 16,

e Downloaded on Feb 12 for Orders
in service period Feb 1 - Feb 9.

e  Order 12345 was included in the
download with service dates July
1, 2023 - June 30, 2024

e On Feb 14 - Social Worker
received info to terminate this
order as of Jan 31

e  Order End Date is now Jan 31,
2024, which is less than the Apply
To Month/Year (Feb 1, 2024) on
the Service Confirmation.

Validations for Service
Confirmation Item (SCI)

Client Contribution:

1. Client Contribution
must be equal or less
than Client
Contribution recorded
on the Order.

IF the Basic Cost on the Service
Confirmation Item is less than the
‘remaining client contribution of the
month’,

THEN Client Contribution Amount
entered should be equal to the ‘Basic
Cost on Service Confirmation Item’.

Validations for Service
Confirmation Item (SCI)

Client Contribution:

2. Client Contribution is
equal to Basic Cost

IF the Basic Cost on the Service
Confirmation Item is less than the
‘remaining client contribution of the
month’,

THEN Client Contribution Amount
entered should be equal to the
‘remaining client contribution of the
month’.
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Validations for Service
Confirmation Item (SCI)

Basic Cost must be less than
maximum monthly basic cost
minus the already submitted
basic cost

IF the Basic Cost on the Service
Confirmation Item is not 0,

THEN if must be less than the
Monthly Max Basic cost amount
minus the already submitted basic
cost.

Validations for Service
Confirmation Item (SCI)

Kilometer Cost must be equal
or less than maximum monthly
kilometer cost minus already
submitted kilometer reason

IF the Kilometer Cost on the Service
Confirmation Item is not 0,

THEN it must be equal to or less than
the Monthly Max Kilometer cost
minus the already submitted kilometer
cost.

Example: Monthly Max Kilometer
amount = $500,

e 2 SC Items were previously
submitted for Feb 1-9th for $200
& Feb 10-23rd for 200 (total =
$400)

o if Kilometer Cost of SC Item
being validated is for Feb 24-29
for $100 - this is OK (400+100 is
<or = Monthly Max Kilometer
500)

e ifKilometer Cost” of SC Item
being validated is for Feb 24-29 is
greater than $100 - this is a fail.

Validations for Service
Confirmation Item (SCI)

Kilometer has a mismatch on
field type.

Kilometer Units must be entered as
whole numbers (e.g., 150).

The system will not validate decimal
numbers (e.g., 150.26).

Validations for Service
Confirmation Item (SCI)

Other Costs must be equal or
less than maximum monthly
Other Costs minus already
submitted Other Costs

Other Costs could be

e  Other Cost (transportation-other)
e  Other Cost (sundry)

e  Other Cost (meals)

e Other Cost (admin fees)

Example: Monthly Max Other Costs
amount = $300

e 2 SC Items were previously
submitted for Feb 1-9th for $125
& Feb 10-23rd for 125 (total =
$250)

e if 3rd confirmation is for Feb 24-
29 for $50 - this is OK (250+50 is
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e  Other Cost (parking)
e  Other Cost (recreation)

less or = Monthly Max Other
Costs 300)

e if 3rd confirmation is for Feb 24-
29 is greater than $300 - this is a
fail

Validations for Service
Confirmation Item (SCI)

“Stat. Holiday Units” cannot be
recorded if the Basic Cost is $0

IF the Units on the Service
Confirmation Item equals 0,

THEN Stat. Holiday Units on the
Service Confirmation Item must equal
0.

Validations for Service
Confirmation Item (SCI)

“Stat. Holiday Units” must not
exceed the No. of Units

IF Stat. Holiday Units on the Service
Confirmation Item is greater than 0,
and

IF Stat. Holiday Units on Service
Confirmation Item is greater than
Units on Service Confirmation Item,

THEN Service Confirmation Item
will fail validation.

Validations for Service
Confirmation Item (SCI)

“Stat. Holiday Units” is not
allowed for this service

IF Stat. Holiday Units on the Service
Confirmation Item is greater than O,
and

IF Order/Service Request Type/Pay
Statutory Days is not equal to Y

THEN Service Confirmation Item
will fail validation.

Validations for Service
Confirmation Item (SCI)

“Stat. Holiday Units” is
incorrect (max 24)

IF Stat. Holiday Units on the Service
Confirmation Item is greater than the
allowable stat. holiday units,

THEN Service Confirmation Item
will fail validation.

Validations for Service
Confirmation Item (SCI)

Tax Amount is incorrect

IF Tax Amount on Service Request
Item is greater than O,

AND Tax Indicator is F,
AND Tax amount is not 15% of Basic

Cost of Service Confirmation ltem
being validated,
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THEN Service Confirmation ltem
State will fail validation.

Validations for Service
Confirmation Item (SCI)

Departmental Cost cannot be a
negative amount

IF Departmental Cost on the Service
Confirmation Item is less than 0,

THEN the Service Confirmation Item
will fail validation.

Validations for Service
Confirmation Item (SCI)

No value entered in the Service
Confirmation Item

IF Service Confirmation is being
updated

AND the user inputs a ‘0’ or blank for
all following fields in an SCI:

e  Units (Basic Cost)

e Kilometer Units

e  Other Cost (Transportation —
Other)
Other Cost (admin fees)
Other Cost (meals)
Other Cost (recreation)
Other Cost (sundry)
Other Cost (parking)

THEN Service Confirmation Item
will fail validation

Validations for Service
Confirmation Item (SCI)

Negative value is entered for a
field

N/A
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Submitting Service Confirmations

Before officially submitting a Service Confirmation, you will have the following options:

1.
2.

If all items passed the validation step, you can submit the Service Confirmation.

If there are any failed validation items, you can:

a)

b)

Make changes immediately, repeat the validation process, then submit validated service
confirmations.

Make changes later once the issue has been resolved (e.g., wrong unit amount entered).
Repeat the service confirmation process, however, this time you will not select all, but
select only the service confirmations that did not validate from a previous
confirmation submission. You must repeat reporting and validation steps prior to
submission., or

If an item failed validation due to discrepancies in service (e.g., unit amounts), you can
Log a Change Request. If the SD worker needs to make a change, a new Service
Request will be issued, approved and activated. If a new service request is issued, the
original service will no longer be active.

Submit and include any outstanding items in the next Service Confirmation batch.

VERY IMPORTANT: If an error/problem is detected on a service confirmation
after you have submitted it, do not attempt to resubmit it. Always contact the support
team to correct any errors/problems found on a service confirmation after you have
submitted it. Do not resubmit your request - this could be construed as fraud.
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How to Submit Service Confirmations

When you are ready to submit a Service Confirmation ensure that you have properly uploaded a
CSV or manually input Service Confirmation Items, that the items have been validated and
corrections (if applicable) made. If corrections are unable to be made, you will still be able to
submit the Service Confirmation and include any outstanding items in the next Service
Confirmation batch.

1. On the Service Confirmation, select the Submit button.

] |l \J RN
E Flles

2. Regardless of whether all Service Confirmation Items have been validated, you will be
asked to Confirm that only valid Service Confirmation Items will be submitted. Select
Confirm.

Select ‘*CONFIRM’ to submit only valid service confirmation items. Or ‘“CANCEL' to return

3. The window will refresh, and the State of the Service Confirmation Items now say
Submitted.

(= == B

Service Confirmation ltems (1)

.

Service ... T Client Name Service ... Service Name v | Total Co... State State Re... ~

iffany Corh o7 Harme Support/Personal Care S0.00 Submitted

- J
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Correcting & Resubmitting Failed Validation Items

When an Item has failed validation, it will need to be resolved (if possible) before validating and

resubmitting the Service Confirmation.

1. Locate and Open the Failed Validation Item(s).

Servill Confirmation Status History

Frealion Nums |S

Client Name Service R Service Na

me

2. Locate the State Reason for the failed validation. This will help you to identify and resolve

the failed validation accordingly.

e ot B
SCLOOOINS

Service Confirmation Item
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3. Make the correction(s) (re: Errors & Failed Validations list above and Capture/Modify
Service Confirmation Items for more information on how to appropriately resolve and
make corrections to items).

4. Once the correction has been made, locate the Service Confirmation Item header and click
on the Service Confirmation ID hyperlink. This will bring you back to the Service
Confirmation List where you can validate again.

BAGNSWiItk

Servicy { ren
IR RUTEUT)

» Service Confirmation Item

Savves Canfitmaton tem L) Ser U™ frmaton §
Cham Mams Ser n Medue
Sarsice Mams Pirgmeot Typs

5. Select the Validate button to verify any corrections made.

arvics Confrmatam
SU DO

Jownload ipiand Validon

sore podematon lham fervicy Cond r
L Fites | e
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6. Verify that the Service Confirmation Items have been validated by scrolling down and

checking the Items List.

/ Service Cantirmaton ltems {(5)
B ihems © Upsate o few sesurts 2g

Service Con.., ~

Cllent Name

Service R... v  Service Name <[ Stote
DEPRECATED Meals On Wheeis/Whoel Validoted
DEPRECATED Meals On Wheels/Wheel Validatad
00000494 DEPRECATED Meals On Wheela/Wheol Validated
000612 DEPRECATED Home Support/Personal lida
0000624 DEPRECATED Meals On Wheels/Wheel Validated
—

7. Return to the top of the page and Select the Submit button.

e T
SC 00000062

E

Upload | or ooy

Filgs | Mes

v Validetre

8. Select Confirm.

Select ‘CONFIRM’ to submit only valid service confirmation items. Or ‘CANCEL' to return
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9. The window will refresh, and the State of the Service Confirmation Items now say
Submitted.

/ Service Confirmation Items (5) @ x
5 items » Updated a few seconds ago

Service Con... + Client Name v Service R... v Service Name [ State v
1 SCI-00000165 Peter Parker 00000414 DEPRECATED Meals On Wheels/Wheel... | Submitted
2 SCI-00000166 Isabelle Boulay 00000450 DEPRECATED Meals On Wheels/Wheel... | Submitted
3 SCI-00000167 Michael Patterson 00000494 DEPRECATED Meals On Wheels/Wheel... | Submitted
4 SCI-00000168 Angela Steeves 00000612 DEPRECATED Home Support/Personal ... | Submitted
5 SCI-00000169 Joshua Sommers 00000624 DEPRECATED Meals On Wheels/Wheel... { Submitted

-
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Submitting With Failed Validation Items

In the event that an Item cannot be corrected, you will still be able to submit the Service
Confirmation and receive payments for the items that were validated. Include any outstanding
item(s) in the next Service Confirmation batch.

1. Locate and Open the Service Confirmation with a State of Failed Validation that is ready
to be submitted.

bafirmeni_ & Verdor Confir... Service Peried St _ Service Pariod En Statn

2. Once in the Service Confirmation, select the Submit button.

e Cani i
SC 00000062

Files

Service Contematon e Senice Contimmation Re= sovvce Confirmahion lhem wence Comfimmation Hem
= | fies
e
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3. Select Confirm. This will tell the system to submit all validated Items.

Select ‘CONFIRM’ to submit only valid service confirmation items. Or ‘CANCEL ' to return

4. The window will refresh, and the State of the Service Confirmation Items now say
Submitted. Items that failed validation will continue to display a State of Failed
Validation.

Service Confirmation Status History

Service Con., Clhant hame Sarvicn B Service Mame State

// /\\
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Log a Change Request

If you need to contact the SD worker to address a discrepancy, it is easiest to do so from within
the system. If the service requisition needs to change, for example, you agreed to an increase in
hours, but the service request does not reflect this change, you will need to contact SD. Once
resolved, you will open the client’s order summary and 'log a change request’. The example below
shows how to open an order summary directly from the Service Confirmation Item.

Note: These changes are done before sending for payment, and thus much easier to resolve.

1. Open the Order Summary from the applicable Service Confirmation Item (SCI) found on
the Service Confirmation.

/ Confirmed lor Payment Date Processed Date \

Service Confirmation Hers (1) e

Client Name Service Req... «  Service Name Tota... 1

IMELISSA RACHY DOGAD6S MHome Suppott/Personal Care - Souten S0.00 |

Service Canfirmatin Pem
SCIHOOS569

~ Service Confirmation Item

. /.\ /:/(:./\\.
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. Locate and open the applicable Order Summary. Once on the Order Summary, scroll down
to the Order Table and locate the applicable Order Number but referencing the Effective
Date column.

C .
Witk
. vevery Mlatt Dade Ordwt Turrwrery Eral Dale

Assigned 50 Workes

Ay b bunss

Ortww et Nawts sk | Kierwees Mnrtady Chart
Type Untn lists Untts Otvar Conta | Cormrtastan

3. The Order is displayed with a link to return to the Order Summary (blue text).

4. Select the Log a Change Request pushbutton.

Order Summary

Service Regquest Oeder Type

00004786 Service Request 0S-0001698
Lot Name Order EMective Dale
Activated MELISSA RACHYL May 1, 2025

[ Log a Change Request ]
Notes to Service Provider
Assigned SD
Worker

”
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5. The Change Request Details pop-up window is displayed.

Service Roport Create

6. The Available types and mandatory fields that populate will differ based on the chosen
Category in the dropdown menu (re: Adjust Service, Pause Service, End Service).

/ I Adjust Service i \

=

I Pause Service | \

’-/A\
g 4/ \
S’
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End Service \

I

-

7. Select the applicable Category.

8. Select the provided Change Request Type (reminder: these are dependent on the category
selected).

alile
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9. Provide a detailed description of the Change Request.

Service Report Create \

10. Click the Next pushbutton.

Cho 1
. PO
lequesting Decrease Service Person Reqy r Se [
equesting Decrease Service .
Ag houestng Increase Service
v

Plogss describe the change in detail and the resson for the change request.

K Next

11. A Confirmation pop up message will appear. Select the Finish pushbutton to complete
and close.

Service Report Create

Thank you, tha changs requast occurring &1 2024-04-24, .56 a.m, relatad to lsabells Boulay has been recorded
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Notifications

A notification will be sent to the Service Provider when a change to a service request status has
been made. An Email will be sent for the following status changes:

e Offered: When an SD Worker offers a service request, the Service Provider will be notified
via an email stating: “There is a new Service Request offer, please log into the portal to
view”. A link to the record is included in the email.

e Activated: When an SD Worker activates a service request, the Service Provider will be
notified via an email stating: “There is a new Service Request activation, please log into
the portal to view”. A link to the record is included in the email.

e Rescinded: If an SD Worker rescinds a service request after it has been offered, the Service
Provider will be notified via an email stating: “Please note, a service request you received
(see order number below) is no longer available. This service request will no longer be
visible in your ‘pending’ tab.”

e Cancelled: If an SD Worker cancels a service request after it has been offered, the Service
Provider will be notified via an email stating: “Please note, a service request you received
(see order number below) has been cancelled and is no longer available.”

NOTE: Unlike rescinded service requests, cancelled service requests are still visible to
the Service Provider via the Cancelled tab on the Service Request page.

e Terminated: If an SD Worker terminates a service request, the Service Provider will be
notified via an email stating: “There is a new Service Request termination, please log into
the portal to view.” A link to the terminated record is found in the email.

NOTE: Unlike rescinded service requests, cancelled service requests are still visible to
the Service Provider via the Terminated tab on the Service Request page.

Community Care N B
Soins Communautaires
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Service Delivery Dashboard

The Service Delivery Dashboard provides insight into service requests and service reports. This
dashboard consolidates data into various report types such as all/new/active/terminated/expiring
service requests, mileage, service reports and more much more!

IMPORTANT: The Service Delivery Dashboard is currently in Beta, meaning that it is in full
testing and feedback is greatly appreciated.

Service Delivery Reports

From this dashboard, the Service Provider can view:

Service Requests: Report details of all service requests of basic cost type from last 120
days, grouped by status & Service Name with additional filters.

Mileage Report: Report details all service requests of kilometer cost type from last 120
days, grouped by status & Service Name with additional filters.

New Service Requests: Report details of all new service requests within the last 30 days.

Expiring Service Request: Report details of all expiring service request within the next
30 days.

Active Service Requests: Report details of all active service requests. A record count is
displayed on the dashboard.

Terminated Service Requests: Report details of all terminated service requests. A record
count is displayed on the dashboard.

Service Confirmations: Report details of all service confirmations from last 120 days,
grouped by Apply to Month/Year and Service Name & State with additional filters.

Submitted Service Confirmations: Report details of the Sum of Total confirmation
Amount by Service Name, of Submitted service confirmations in the last 90 days.

Processed Service Confirmations: Report details of the Sum of Total confirmation
Amount by Service Name, of Processed service confirmations in last 90 days.

Total By Service: Report details of the Sum of Total confirmation Amount by State, of
Total by Service in Current and Previous year.

Failed Validation Service Confirmations: Report details of the Sum of Total
confirmation Amount by Service Name, of Failed Validation service confirmations in last
90 days.
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How to View Reports from Dashboard

From the Dashboard, the Care Coordinator is able to view individual details related to the displayed
report types. By clicking on a title or “view report” link the Care Coordinator is able to view
individualized and additional items that may not be displayed on the dashboard, as well export
report details.

1. From the Service Delivery Dashboard, locate the applicable report type to view. The
View Report hyperlink can be found at the bottom of any of the individual fields.

s =

e .
/ @ Secvize Delivary / Prastaton 6o Services n \
Bod ) Eas A e WAt ek 1 5 oo n (i | (8 U 82 LArd e o a4 200 (et ) oo T O 0 08 AT i
A Al T3 3. VA0 A N 4 A L
> Sarvica Requests ( Demandes d
> W g S K
— .

2. Once in the applicable Report window, a full list of related report items is displayed.

Aagort Ordery with Prodocs > » v - '
m Dmdes de Service Active Service Regs A, e > ‘ -

Texs repon show 162 of 3 acivalnd service reguests

£250.00

Slatus + v Fowi Nams v Mctw Nemw [+ LastMame [« Oner Muvder [ ShartOgie =] CodDale  [=] Setvion Name | Owmtsy (= um

......

e

g AN
4
S’
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3. To add a chart to the report, click the Add Chart button.

Aagort Ordery with Prodoces 2 o - N
Komd-sdcs.nicoAcﬂws«vlecchs e "' S = \

Texs repor show 162 of 31 acavalnd service reguests
IE\‘ £250 'ill'
Slatus v | ot Name | MMw Nerw [+ LastMame [+ Omier Noover = Saart Ogle = | Coadd Date * | Setve Nanw * Owmity (=  Um
Actrvamd (1 T fharvy Ataer Corbey 0900128 VAN a "
¥ Barto r 4 12 ber
Parcu larw Ladane 2se0t42 B804 A132204 13
o Redtrs OO0 el LG * " e
Roven S0 L 00000141 152004 3 3.08
Ewvvaine [ A (LY ' 0% o
Susan Bartora vl W 1] Mo /
Foven [ Hidecat ) " )

4. A visual representation of the report data will appear as a bar chart.

Repert: Ordurs sty Products . T v = = ¥
Dmdes de Service Active Service Regs i . n
TS report show #5! OfF 0l achvaled Sefvioe reguests

B Ashedid

Blaten ¢+ | Tust Narw o] Muigte Mame (=] Lant Meme [+] Cotee Mambt (=] Statt Ouie (o] DattDew (5]  Sewvice Mame * Cusettty ¢ Unil
Lvilea 8 Trawy AR Conar 000801 33 LA 503024 540

5. To return to the Service Delivery dashboard, click the Go Back arrow on the browser.

Report Ovpers with Proaucts = : — -
Dmdes de Service Active Service Regs Z Lrats Pud) E8 Q | Ax O

This repon show st of Wl rUvated Senvce requesls

16 $250.00

Status + [ %1 Flist Noose *| W0 Nasrw [= | LostNems (=] Order Nombet | SaarrDose «) End Dute [+ Service Naow
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Export Reports

In any of the reports found on the Service Delivery Dashboard, the Care Coordinator has the ability
to export when viewing all the details of a report type. It is recommended that the file be exported
as an XLSX, XLS, or CSV file (see below).

1. From the report details window, select the Export button.

Aagort Ordery with Prodocs > 4 v
Dmdes de Service Active Service Regs oo, QLS

Tres report show 162 of 3 acivalnd service requests

Slatus v |v] vt Name w| Mdctw Nemw (+] LantMame (] Oner Moovder [+ ShartOwle = | CodDate (=] Servios Name | Owmimy (=] um

Pt

2. The Export popup window is displayed.

3. Select the Details Only tile. Optional: select the format type.

o a
Formatted Report Details Only
Export the report, including Export only the detail rows.
the report header, Use this to do further
groupings, and filter calculations or for
settings. uploading to other systems.
Format Encoding
[ Excel Format .xls s ] ISO-8859-1 (General US & We:
Excel Format .xls
v
Excel Format .xlsx
Comma Delimited .csv Cancel Export
i
P~
, AN
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4. Once the Details and Format are select, click the Export button.

5. The page Reloads and the Downloads window is displayed with the exported report.

6. Click the report to open the Excel spreadsheet.
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Refresh Data

If newly captured information is not displayed on the dashboard, or if the user wants to ensure that
the most updated version is displayed, clicking the Refresh button reload and update all
information displayed on the dashboard. This button must be used as the refresh button on the
browser will not update the information.

Dymicoard
Service Delivery / Prestation de Services

dyssboard ofers heights into servics meguesss and senvice confrmatione. | (e tablesy de Sord ofte un apergu des Semandas G sanvice ot des cosfrmmens
A3 of Fob 2% 2005 490 PW Viewng s lewy Fnance

Service Requests | Demandes de service

\ Mieag= Report | Rapport Kiometigos /
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