Quick Reference Guide

Adding Expenses on an Examiner’s Work Request for Institutions

Add an expense to a work request =] PSYCHOLOGICAL / PSYCHIATRIC

) ) EXAMINER RESOURCE APPLICATION
1. Click Work Requests, then click the work request =i

ID number.

2. Click Billing, then Add New Service Item.

Institution Profile Examyfiers Work Requests Invoices ERA Coordinators List

3. Select the below information: /

Work Requests

e Service Date .

Search

e Service Type PR —" s —

B send Comments B send Comments

e Service Hours

Cose Number Cose Type Cose Number Cose Type
2. CrimTraf Mandatory 27 Commitment - Mentlly Il and
Dangerous
e Service Minutes poiat Ve
Name: Tester, RPS Four $88.41 per Hour party Rote
Name Jeff $88.41 per Hour
e Examiner’s Name
° A CI d C omm ent s [n the Matter of th Civl Commitment of eff Responcent
ViR Assiznment Detals Biling Comments
4. Click Save To Institution Billing Queue. The service —
” d I h | [l ez AddNewseniczliem - Q Travel AddNew Trave em
expense wi isplay on the expense list. Bipenses Bierses
. . . . X Ao yotal Amount Ubtotal Ao
Only institution owners and authorized users o - e
with billing and invoicing access can add

expenses to an examiner’s work request.

ADD NEW SERVICE EXPENSE

Service Date * 3 Service Type *

8  06/29/2020 Record Review v
Service Hours * Service Minutes * Subtotal

1 | 00 hd| $ 8341
Examiner *

il ]
Comments

Save As Unbilled Save To Institution Billing Queue Cancel

Service EXpEﬂSES SelectAllUnblled Clear AlUnblled
Status vice Date SIFV\CITWI Service Hours Rate Comments Examiner Amount
BlingQuewe G040 (FY020) Eualuaton Time 1Hours $8841 per Hou J T |
Hiling Queue 06/25/2020 (FY2020) Record Review 1Hours $88.41 oer Hour fi [CTIE ]
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H HIH H 3 PSYCHOLOGICAL / PSYCHIATRIC B R
5. Click Go To Billing Queue, then click Select All. P XAMINER RESOURCE APPLICATION & o weiz@
6. Click Generate Invoice. 2 o
27-MH 1D: 10 @ Assigned (Assigned By: ERA User) GoTo Billing Queue:
7. Review and click Submit. The “Invoice generated Inthe Matier of the Cvi Commitment ofeff, Respandent
successfully” message will display. \
Work Request 10 Party: , Jeff Select All
Primary Case Number Exam Type Rate Travel Rate
ZI-NH- WI-Mentally Il $88.41 per Hour $1.47 par Hour
Expense Category Date Type Hours. Rate Comments Examiner Amount
[0 senice 06/04/2020 (FY2020) Evaluation Time 1Hours $88.41 per Hour Jill $88.471
O senice 06/29/2020 (FY2020) Record Review 1 Hours $38.41 per Hour Jil $8341

B2/ DASHBOARD / BILLING QUEUE & INVOICES

Billing Queue & Invoices
Y| searcn Billing Queue My Pending Under Review H Approved \

Group BY:  Work Request ~

T¥ 7 DASHBOARD | BILLING QUEUE & INVOICES

Billing Queue & Invoices
Invoice Preview CancelInvoice

Involce # Tobe generated Involce Date 0672972020 status prevew
PayableTo nvoice Total
e

0 s $176.82
Winneapolis N 55487

Phone: (651)°
Vendor Code:

Work Request ID 10 Hennepin County

Service Expenses

Date
06/04/2020 (FY2020)

06/29/2020 (FY2020)

Invoice generated'successfully.

?Pl MINNESOTA Page 2 This document is written and published by the
_m_ JUDICIAL BRANCH 7/12/2020 Minnesota State Court Administrator’s Office.

Inform @ Instruct @  Inspire


https://sp.courts.state.mn.us/mjb/edu/alleeed/ecourtmnu/SitePages/Home.aspx

