SSIS Fiscal

New Payment 
[image: image1.png]Payment | Comments |

Payment details

Payment #: 210750751

Paymenttype:  |Payment request ~|  Payment status: Draft
Service Service
arengement: | L engemert

e e
Service start date: ~ S ETEET ~
Client name: | 2 | ssisperson#
Workgroup: | |

Business organizations / vendors
Name:

o County vendor #: o SSiShus.org. #

Service vendor: |

Payee vendor: |

S

License #: |

Programs and services

~|  Iv-Esub code:

4

Program: ]

2%

Service: |

County sub-service:|

HCPCS/modifier: |

DOC points: «[p[»] [-] Basicper
°
Unit type: ~| Units:

e rco il E—
unit type:

Warrant § [—L] )
eft. date:

<[4

SEAGR units:
| <] County =
Accrualcose] <] defined date:

L L] Ll L] L]

Paying

county: :"
 —

Rate:




[image: image2.png]cnan nv ,— I B
Submitted ~| warrant gl:'ram [
: g amournt:

date:
V-  Yes & No Invoice date: 5
reimbursable: °

~ Amangemert | y=|

group:

County I
defined field:

v J Creste [05713/2011 448FM <]

Approval =
G| =





There are two types of Payments in SSIS: Payment Requests and Posted Payments. 

Payment Requests record the details of services that have been provided by a vendor, along with the financial information for making the payment. SSIS submits the payment requests in a batch to the agency accounting system to be issued. The agency accounting system creates the warrant for the vendor and send a payment confirmation back to SSIS.  

Posted Payments are used to manually record a payment that has already been made in the agency accounting system. Payment information, including warrant information, is entered into SSIS for tracking and inclusion in claiming and reporting. Posted Payments are not entered using a Payment Batch because they are not interfaced between SSIS and the agency accounting system.  

Both types of payments can be entered using Service Arrangements; however, they are not required.
[image: image3.png]


Best Practice: New Payment Requests are typically created in a Payment Batch. A Payment Request can be created from Payment Search, then added to 
a Payment Batch before it is submitted to the County Accounting System. 
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Create a Payment Batch for Payment Requests: 

1. Access Payment Batch Search and search for an existing batch,
or create a new batch. 

2. To create a new batch, access Action and select New Batch. 

3. Enter a Description for the batch. Check with your county to see if your county has a naming convention.
4. Enter in Control amount, the target sum of all payments. This should match the Running Total when finished.

5. Enter anticipated warrant date in Sch. Warrant date field. This date autofills on the Payment Requests entered in the Batch. Actual warrant date updates when confirmation is received from County Accounting System.

6. Save.
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Enter New Payment Request in Payment Batch:

OR 
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Enter New Posted Payment from Payment Search:
1. Access Action and select New Payment.
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Hint: If you are entering a Posted Payment, select Posted Payment from the Payment type drop-down list. 
2. Enter Service start date and Service end date. 

3. Enter the Service Arrangement # or complete a Service Arrangement search to find the Service Arrangement. 
· The majority of information autofills when associating a Service Arrangement; however, if a Payment is created that is not associated to a Service Arrangement, all of the details of the payment must be entered at the time the payment is created. Other information that needs to be entered includes:

i. If client specific, search for Client name or enter SSIS Person #
ii. Select a workgroup if client specific
iii. Search for and select a Service vendor, or enter County vendor # or SSIS bus org #
iv. Payee vendor autofills from selected Service vendor if applicable
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Hint: To pay the service vendor directly, highlight Payee vendor field and press the Delete key. 

v. Select License # assigned to the service vendor if service is for substitute care
vi. Select a IV-E sub-code, if applicable 

vii. Select Program
viii. Select Service Code
ix. Select County sub-service, if applicable
x. Select HCPCS/modifier if Payment is intended to be claimed
xi. Select Location, mandatory if HCPC/Modifier is selected
xii. Select Special cost code, if applicable
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 Hint: Use Special cost codes to pay dollars for a service without adding units. 

xiii. Select Paying county, visible only in regions
xiv. Select DOC points if service is 180 (Treatment Foster Care) or 181 (Child Family Foster Care)
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Best Practice: Select the DOC points from drop-down menu that displays points entered on a DOC Assessment, so error messages are not received on the IV-E Abstract Report. 
xv. Enter Basic per diem, if applicable
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 Hint: Basic per diem defaults based on the childs age and if the service is 180 (Treatment Foster Care) or 181 (Child Family Foster Care). This field is editable. 

xvi. Enter the Rate, if applicable
xvii. Select a Unit type, if applicable
xviii. Click the Calculator button on the Units field or enter the number of units, if applicable
xix. Enter the amount or click the Calc button on the Amount field, if applicable
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Hint:
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The Units Calculator can be used to calculate the number of Units.                   
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  The Calc button calculates Units, Rate or Amount when two of the three fields have a value. 

xx. Select the SEAGR Unit type, if applicable

xxi. Enter the number of SEAGR units, if applicable
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 Hint: SEAGR units are only enabled if SSIS cannot calculate SEAGR units. 

xxii. Enter the Warrant/eff. date if no Sch. Warrant date was entered on the Payment Batch
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 Hint: Warrant/eff. date is the date the check is scheduled to be issued, or in the case of a Posted Payment, this is the date the warrant was actually issued. 

xxiii. Select the Accrual code, if applicable
xxiv. Select the County defined date, if applicable
xxv. Enter or search for the Chart of accounts
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 Hint:The Warrant/eff. date, Warrant/GL amount and Warrant/GL number are updated when SSIS receives the electronic confirmation from the county accounting system for Payment Requests submitted and paid using a Payment Batch. For Posted Payments, Warrant/GL number and Warrant/GL amount need to be manually entered. Submitted date will remain blank because Posted Payments do not interface with the agency accounting system.
xxvi. Select Yes or No for IV-E reimbursable 

xxvii. Enter Invoice number, if applicable
xxviii. Enter Invoice date, if applicable
xxix. Select a 1099 option, if applicable, defaults from the Service Vendor record 

xxx. Search and select an Arrangement group, if applicable 

xxxi. Enter a Contract number, if applicable
xxxii. Enter information into the County defined field, if applicable
xxxiii. Click the Copy from service button on Remittance adv. 
desc./reason field to use the description of the Service, 
or enter text
[image: image18.png]


Hint:Information entered in this field displays on the remittance advice. If this is a Posted Payment, you must enter in the text. Copy from service is not a valid option to select.  
4. Save
5. Access Action and select Send for Approval
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Hint: Approver and Approval date updates when the Payment Request is approved. Posted Payments do not go through the approval process and this field remains blank.  
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 Hint: Check with your Mentor or Coordinator for your agency’s approval process.
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