
Page 1 

E-Billing Instructions 

 

1. Go to http://www.cvrc.org/ 

2. Move the mouse over the Providers heading. 

3. Click Electronic Billing as seen below. 

 

 

4. In the new page that comes up click on the blue button: Launch Application. 

5. Enter your UserID and password and then click Login.  A disclaimer will pop up then click Accept. 

6. Now choose your Service Provider Number (SPN) by clicking on it as seen below. 
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7. A pop up window appears indicating you have selected that SPN. Click the OK button. 

8. The page will reload and at the top it will show the chosen SPN name and number. 
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9. Now click the Invoices tab as seen below. 

 

10. At the screen that appears next leave all fields blank and hit the Search button on the right. 

11. One or more invoices will appear below that.  Choose the one you want to work on by clicking the Edit button 
that appears to the very right of the Invoice.  Please Note: If the Edit button is not clicked then you will not be 
able to save changes or submit the Invoice. 

 

 

 

12. The Service Provider Billing Details screen will load and show the client(s) for that Invoice.  This will look 
similar to the Yellow Paper Invoices you may have previously received.  Put the mouse over the first line to 
highlight it and then click once.  One of three different Calendar screens will appear for that Client based on 
the type of service for that particular Authorization. 
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13. For Type 1:  Check the small boxes on the calendar by clicking once on them in order to indicate that the 
client attended that particular day of the month.  If the client attended every day, then use the shortcut 
button: Select All  This will automatically check the box for every day of the month as well as the Full Month 
Service box beneath Invoice Details on the right.  If the full monthly rate should not be paid, then either 
uncheck the Full Month Service box or do not use the Select All button.  The De-Select All button can also be 
used if there was a mistake.  It will uncheck all the days of the month. 
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For Type 2:  Click on the rectangular box for a particular day and enter the Units for that service.  For hours 
enter in the number.  A decimal can be used if necessary for partial hours.  For days, put a 1 in the box on a 
day the client attended.  If necessary, .5 can be used for half days.  You do not need to click on each box.  
Once a unit has been entered into a box, the TAB key can be used to move onto the next day.  As seen below 
by clicking on the Populate All button a shortcut can also be used to fill in the boxes.  Check the small box if 
the Units should only populate Mondays through Fridays.  In the rectangular box enter the Units.  Then 
click Ok.  The total number of hours/days and the dollar amount will automatically calculate on the fly.  It 
appears on the right of the page.  Dates that are grayed out are DDS Uniform Holidays and usually cannot 
be paid.  DDS allows exceptions only in some cases depending on the type of service. 
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For Type 3:  As indicated in the picture below, click the Add Row button.  The calendar will be populated 
with three pieces of information that you must enter.  The Date, the Units, and the Amount must be entered 
in order for the system to accept.  Do this by clicking on the fields below the headings.  If you are unsure 
what to put for the Units, then put a 1 there.  If you make a mistake and it should be No Service, then use 
the Delete button and mark No Service.  Please Note:  Supporting documents or receipts may be required for 
payment.  If this is the case, you must submit them by mail (or in person) or by scanning them and then 
uploading to the E-Billing web site.  Documents/Receipts can be uploaded by clicking the Documents icon that 
appears in the top right portion of the screen.  It is the middle icon that appears underneath “User:” 

A pop up window will appear.  Click the Select button, choose the scanned file, and then click Upload.  Once the 
file appears in the bottom portion of the screen the upload is successful and the window can be closed. 

 

 

For ALL Calendar types: 

Please Note:  If a client did not attend any days or have any services provided that month, then you must 
click the No Service box which appears below the Invoice Details heading.  Failure to do so will result in not 
being able to submit the Invoice.  This is to prevent an invoice from being submitted without all lines of it 
being entered. 

14. Once the attendance has been correctly entered then click the Update - Next button on the bottom right part 
of the web page as seen below.  You may have to use the scroll bars to find it.  Even if you have marked No 
Service, this button must be clicked to save that information. 

 

15. Repeat the process until you have entered Attendance for all the lines on the Invoice and it will 
automatically take you back to the Service Provider Billing Details screen.  Verify the Total Amount being 
billed and if it is correct then click on the Submit button at the bottom portion of the screen.  Once you 
receive the confirmation number, you know it has been sent to us successfully and there is nothing more for 
you to do.  Please Note:  Once you have submitted the invoice, you cannot make anymore changes. 


