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Introduction 

The Contract Management sub system within the Provide® Enterprise database is used to manage 
contracts that the County has with provider agencies.  This manual is designed for the agency staff 
involved in setting up the budget for service contracts and creating reimbursement requests.  
 
The sub system uses a series of forms to define and manage contracts. 
 

• Contract: The Contract record itself is a container record that organizes the agency’s different 
Service Contracts and is created by the County.  Funding is not directly allocated to the Contract.  

 

• Service Contract: Each agency with a Contract can have one Service Contract per service category 
on that Contract.  These records are created and allocated dollars by the County.  Reimbursement 
Requests are created from within the Service Contract. 

 

• Within the Broward County Health Care Services Provide® Enterprise database, there are two 
different types of Service Contracts. 

 

o Fee for Service (Health Care Services):  Agencies bill the county directly for the specific 
services that they provide to clients on a unit by unit basis. 
 

o Cost Basis (Primary Care Services):  Agencies bill the county for 1/12th of their total 
contract and provide backup documentation of the services they provide (even though 
the services are not billed on a unit by unit basis). 

 

• Service Contract Line Item:  These records define the expense items that can be billed for on the 
Service Contract.  The line items are created by the County.  The budget for the Service Contract is 
defined by the agency by assigning the total dollars allocated to the Service Contract to the 
individual line items.  Once the budget for the Service Contract is approved, it can only be changed 
through a Service Contract Amendment.   NOTE:  Currently in Fee for Service Contracts, there will 
only be one service contract line item.  In Cost Basis Contracts, there will be a line for each service 
that your agency is contracted to provide. 

 

• Service Contract Amendment: This record is used to change the dollars budgeted to the Service 
Contract Line Items after the budget is initially approved.  Changing the line item amounts can 

Chapter 

1 



Page 5 of 41 

 

result is a change to the total Service Contract amount.  Service Contract Amendments are created 
by the agency and typically submitted to the County for approval. 

 

• Reimbursement Request: These records are created monthly by the agency for each Service 
Contract to record their expenses and submit them as an invoice to the County.  Reimbursement 
Requests for each of the above contract types are slightly different and will be discussed 
separately in this user guide. 

 



 

 

Contracts  

 
The Contract record is created by the County and acts as a container for tying together all the Service 
Contracts for the agency on the Funding Source.  Funding is not allocated directly to the Contract.  The 
Total Funding Amount of the Contract is in fact just the sum of the contract amounts from all its 
associated Service Contracts.   
 

• To see a list of available Contracts, select ‘View\Contract Management\Contracts\By Status’.   
 

 
 

• To view the contract, simply double click on the contract record that you wish to open.  It will 
open and will look similar to that in the figure below. 
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• Service Contracts are listed at the bottom of the screen and can be opened by double clicking 

on the service contract that you wish to review. 

Contract Document Attachments 
 

• Document attachments related to the Contract can be viewed on the ‘Contract Documents’ 
tab of the Contract record.   

 

 
 

• Simply double click on the contract document that you wish to view to open the document on 
your screen. 
 



 

 

 
• The “Attachment” tab is where the actual document that is attached will be located.  It will 

either be an image (JPG or TIFF) or a file attachment (i.e. PDF, Word Document, Excel 
Document, etc.). 

 

 
 

Contract Report Documents 
 
There are two different reports that can be printed from within the Contract record.  These are briefly 

outlined below and are accessed by clicking on the  button in the Contract and selecting 
the specific report from the menu. 
 

• Contract:  This report is a quick overview of the Contract and associated service contracts. 
 

• Contract Detail:  This report gives a summary of the contract, service contracts, and service 
contract line items. 
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Service Contracts – Fee for Service (Health Care Services) 

Health Care Services contracts are set up as Fee for Service, meaning that the county is billed directly 
based on the services provided and entered in Provide® Enterprise.  
 
The Service Contracts an agency has can be accessed from within the Contract record.  Additionally, 
Service Contracts can also be accessed from selecting ‘View\Contract Management\Service 
Contracts\By Status’, similar to that in the figure below. 
 

 
 

• Double-click an item on either of these lists to open the Service Contract record, seen in the 
figure below. 
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• The “Performance Penalty Percentage” that shows in the contract is the default penalty that 
will be applied to the 3rd month of a quarter reimbursement if your performance measures are 
not met.  The county can choose to override this amount on a case by case basis. 

 

• The field “Penalty Amount Reduces Cap?” refers to whether or not the overall contract 
amount decreases for any penalties that are applied to a reimbursement.  If this is set to “Yes”, 
the Contract Amount will decrease for each reimbursement that is submitted with a penalty 
attached to it.  This will ensure that the penalty amounts will not be able to be re-cooped in a 
latter invoice. 

 

• A line item budget is made by setting the Line Item Amount (Budget Amount) on each Service 
Contract Line Item.   This will be completed by the county when the contract is setup each 
year.  

 

• The “In Kind Contribution Percentage” field specifies the amount of in-kind contribution that 
will be assumed has been collected for each reimbursement request.  For example, if this is set 
to 10, it is assumed that 10% of the amount of billable services will have been obtained in in 
kind contributions by the agency and, therefore, that amount will be removed from the 
reimbursement. 

 

NOTE: If your service contract is not in the status of “Open”, you will need to contact the county as 
you will not be able to enter Reimbursement Requests until the Service Contract is open. 
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Service Contracts – Cost Basis (Primary Care) 

Cost Basis Contracts (currently used for Primary Care Providers) are those that bill the county for 
expenses incurred by the program, rather than specifically for the services provided.  Currently, these 
contracts bill the county for 1/12th of the entire contract amount on a monthly basis. 
 
The Service Contracts an agency has can be accessed from within the Contract.  Additionally, Service 
Contracts can also be accessed from selecting ‘View\Contract Management\Service Contracts\By 
Status’, similar to that in the figure below. 
 

 
 

• Double-click an item on either of these lists to open the Service Contract record, seen in the 
figure below. 
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• The “Performance Penalty Percentage” that shows in the contract is the default penalty that 
will be applied to the 3rd month of a quarter reimbursement if your performance measures are 
not met.  The county can choose to override this amount on a case by case basis. 

 

• The field “Penalty Amount Reduces Cap?” refers to whether or not the overall contract 
amount decreases for any penalties that are applied to a reimbursement.  If this is set to “Yes”, 
the Contract Amount will decrease for each reimbursement that is submitted with a penalty 
attached to it.  This will ensure that the penalty amounts will not be able to be re-cooped in a 
latter invoice. 

 

• A line item budget is made by setting the Line Item Amount (Budget Amount) on each Service 
Contract Line Item.   This will be completed by the county when the contract is setup each 
year.  

 

NOTE: If your service contract is not in the status of “Open”, you will need to contact the county as 
you will not be able to enter Reimbursement Requests until the Service Contract is open. 

 



 

 

Service Contract Line Items 

Service Contract Line Items are listed at the bottom of the Service Contract record.  Double-click an 
item in the list to open the Service Contract Line Item record.  The line item records are created by the 
County.   
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Service Contract Amendments  

Service Contract Amendment records are used to amend service contracts in a number of ways, 
including: 

• Increasing the entire Service Contract amount. 

• Decreasing the entire Service Contract amount. 

• Modifying the Service Contract Line Items to move money from one line into another. 
 
The existing Service Contract Amendment records can be seen by clicking on the Amendments tab of 
the Service Contract record.  
 

 
 

Double-click an item in the list to open it.  
 
To create a new Service Contract Amendment, follow the steps below: 
 

• While in the Service Category that the amendment should be applied to, click the 

 button.  The Service Contract Amendment record will open and will look 
similar to that in the figure below. 
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• NOTE:  Only one active (In Progress or Submitted) amendment record is allowed at a time on 
each Service Contract. 

• Click on the  button to add items to the amendment.  A window showing all 
Service Contract Line Items associated with this service contract will open similar to that 
below: 
 

 
• Click in the white column to the left of the category and name(s) that you will be requesting 

changes be made to.  You should see a green checkmark appear just next to the category. 
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• After you do this, the associated Service Contract Line Item Amendment records will be 

automatically crated and the window will refresh. 

• Double click on the first record that you wish to request a change in.  The record will open and 
will look similar to that in the figure below. 
 

 
 

• Click the button so that you can enter the “New Line Item Amount” field.  This should reflect 
the new total that you are requesting be assigned to this particular line item. 

 



 

 

• Click the  and answer  to the prompt to save this record and the 
record will be saved and closed.  You will return to the Service Contract Amendment.  If you 

want to see the new amount immediately, you can click the   button (refresh). 

 
 

• Repeat the above three steps until you have made all of the applicable changes. 

• Once the changes have been made, click the  to submit the amendment request. If 
the overall change would result in a zero-net change, the amendment request will auto-
approve. If the change request would increase or decrease the Service Contract Amount, the 
county will need to approve the request. 

• There are three actions available to the County on a submitted amendment: 
 

o The County may approve the amendment.  This will apply the changes from the 
amendment and set its status to Approved.  It will also change the status of any prior 
Auto-Approved amendments to Approved.  This effectively resets the 10 percent 
change counter that can allow future amendments to be auto-approved.  
  

o If there are changes needed to the amendment, the County can return the 
amendment.  This will set the status of the amendment back to ‘In Progress’ so it can 
be updated and re-submitted by the agency.   
 

o The County may reject the amendment.  This will set the status of the amendment to 
Rejected without applying any changes to the Service Contract.  A rejected amendment 
cannot be worked any further, though a completely new amendment could be created 
and submitted.   

 
 
 
 
 
  



Page 19 of 41 

 

Reimbursement Requests – Fee for Service (Health Care 

Services) 

 

A Reimbursement Request record is how the agency bills the County for their expenses and/or 
services.  Reimbursement Requests can only be submitted when the Service Contract is in the status of 
“Open”.  NOTE:  Data entry relative to a specific reimbursement request should be completed the day 
prior to a reimbursement being created in Provide® Enterprise.   There is a nightly job that processes 
prepare services for billing.  Services entered the same day the Reimbursement Request is created will 
show as Unbillable. 

Overview 
Reimbursement Requests for a Service Contract can be seen on the ‘Reimbursement Requests’ tab of 
the Service Contract record.   
 

 
• Double-click an item in the list to open it.   

Reimbursement Request Tabs 

The Reimbursement Request has a number of tabs within it.  These are outlined below: 

Main 

The “Main” tab of the Reimbursement Request contains basic information about the Reimbursement 
request including details about the agency submitting the request, In Kind Contributions, and the 
reimbursement dates. 
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Billable Line Items 

The Billable Line Items tab will show you the fee for service line items that are being included in this 
reimbursement request.  Additionally, if there are any penalties against this invoice, these penalty expenses 
will show on this tab. 

Unbillable Line Items 

Any services that are unbillable (this will typically occur if the contract cap has already been met), will 
appear on this tab.  Additionally, services that are “moved” to unbillable by the individual doing billing will 
show on this tab. 

In Kind Line Items 

All reimbursement requests will bill at a rate the subtracts the “In Kind Contribution Percentage” listed in 
the Service Contract from the total reimbursement request.  As an example, if the In-Kind Contribution 
Percentage is set to 10, the reimbursement request will only bill the county for 90% of the total billable 
services entered for that reimbursement period.  This then assumes that the agency has received/provided 
“in kind match services” to cover the additional percentage.  Using this example, if the total amount of 
services provided were $10,000.00, the reimbursement request would only bill for $9,000.00 worth of 
services and would then assume that the agency received/provided $1,000.00 in in-kind match 
services/funds.  When agencies want to apply a specific dollar amount as “in-kind” services, they can enter 
these from the In-Kind Line Items tab of the Reimbursement Request.  

Documents 

On the “Documents” tab, back up documentation and/or other items related to the Reimbursement 
Request can be scanned in and attached. 

Attachments 

The county requires that a signed copy of the reimbursement request be scanned into Provide and attached 
to this tab. 

Creating a Reimbursement Request 
• Navigate to the Service Contract (either by going through the Contract directly and navigating 

down into the Service Contract or by going to View\Contract Management\Service 
Contracts\By Status) for the service category you want to request reimbursement for. 

• Click the  button to start the Reimbursement Request.  It will 
open on your screen, similar to that in the figure below: 
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• All fields will default on this Reimbursement Request.  NOTE:  If the Prepared By, Prepared By 
Phone and Prepared By Email are blank, please send your phone number and email address to 
the help desk and we will update your record to automatically pull these fields in. 

• The Reimbursement Thru Date will default to the last day of the next month that needs to be 
invoiced for, based on the Reimbursement Thru Date of the most recent Reimbursement 
Request.  Note that the thru date specifies the timeframe for the request.  Only expenses from 
on or before this date will be recorded on the request.   

• Click the   button to save the reimbursement request.  After the document saves, 
you will see that the Reimbursement Thru Date can no longer be editable. 

Documenting In-Kind Contributions 

In Kind Contributions are used to document any in kind contributions for your agency and this specific 
service category.  If these are not entered, the system will automatically deduct the percentage specified in 
your Service Contract from your reimbursement request to account for the in-kind contribution minimum 
specified in your contract with the county.  If you enter in-kind cash contributions within the 
reimbursement, these will instead be applied to the in-kind contribution total.  If the total of contributions 
entered does not match the percentage that is specified in your Service Contract, the system will generate 
an automatic deduction for the remaining dollar amount to ensure the in-kind contribution requirement is 
met. 

To document an In-Kind Cash Contribution, follow the steps below: 

• On the “In Kind Line Items” tab of the Reimbursement Request, click the  

button.  A form similar to that in the figure below will be opened: 



 

 

 
• Fill out the fields as appropriate: 

o In Kind Contribution Description:  Enter a description of this contribution. 
o Contribution Quantity:  This defaults to 1, but you can change if there was more than one 

contribution of this type. 
o Contribution Amount:  Enter the total amount of the contribution. 

• Attachment:  On the Attachment tab, you can attach an image (tiff or jpg) or a file (pdf, Microsoft 
Word or Excel document, etc.) as proof of this In-Kind Contribution. 

 

Reconciling the Reimbursement Request 

When you believe that all services have been entered for the reimbursement period and all in kind 
contributions documented, you are ready to reconcile the reimbursement request.  This will process 
all services that have been entered in the Provide® Enterprise database for billing and will generate 
ledger entries for each billable service.  NOTE:  Data entry relative to a specific reimbursement request 
should be completed the day prior to a reimbursement being created in Provide® Enterprise.   There is 
a nightly job that processes prepare services for billing.  Services entered the same day the 
Reimbursement Request is created will show as Unbillable. 
 

• To Reconcile, simply click the  button at the top of the reimbursement.  The 
system will start generating ledger entries for the billable services.  Depending on the speed of 
your connection and how many services have been entered since the last reconcilliation, this 
may freeze up your Provide briefly.  Once reconcilliation completes, a message box similar to 
that below will open to notifiy you of how many ledger entries were created from services.   
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• The reconcile process will also create ledger entries for any In Kind Line Items that you have 

entered.  When a reimbursement request has been reconciled, the date and time of the 
reconciliation will show in the Processing Log at the bottom of the Reimbursement Request. 
 

• At the top of the screen, you will also see a  button that can be used to undo 
the reconcile process.  Any ledger entries created and associated with this reimbursement 
request will be reversed out of the system.  When a reimbursement request has been un-
reconciled, the date and time of the reconciliation will show in the Processing Log at the 
bottom of the Reimbursement Request. 
 

 

Reviewing the Reimbursement Request 

• Prior to submitting the request to the county for processing, it is important to review it to 
ensure that it contains the services that are expected to be invoiced. 

• After reconciling, if you navigate to the “Billable Line Items” tab of the Reimbursement 
Request, you will be able to see all of the Fee for Service Line Items that will be included on 
this reimbursement. 
 

 
 

• To review a specific service on the Billable Line Items tab, simply single click on that service 

and then click the  button to open that specific activity record. 



 

 

• If you need to view the profile of a client that has received a specific service, you can click on 

the service and then click the  button.  The profile will then open on your 
screen. 

• If you determine that a service should not be billed in this reimbursement request, you can 

move that service to unbillable by clicking the  button.  You will be 
prompted to select a reason for moving the service to unbillable, similar to the screen shot 
below. 

 

• After selecting your reason, click the  to finish moving the service to unbillable.  
The service will then disappear from the Billable Line Items view and will be moved to the 
Unbillable Line Items view.  This item will only be unbillable for the current reimbursement.  If 
the service is eligible for billing in the next reimbursement, it will reconcile appropriately. 

• To print a copy of the Reimbursement Request for review, simply click the  button 
and select the HCS Reimbursement Request.  The reimbursement request will open on your 
screen, similar to that in the figure below. 
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Printing Demographic Summary Report 

• To print a copy of the Monthly Demographic Summary Report for review, simply click the 

 button and select the HCS Monthly Demographic Report.   

• The report will open on your screen, similar to that in the figure below. 

 
 

NOTE:  If you need to enter additional services to be included on this reimbursement request, make 
sure that you wait until the next day before trying to reconcile again.  Services are processed each 
evening and will not be available for reconciliation/billing until this process has occurred. 

Attaching the Signed Reimbursement Request 

• When you are satisfied that the Reimbursement Request is correct, you will want to Print the 
Reimbursement request so that it can be signed.   

• Once you have done that, navigate to the “Attachments” tab of the Reimbursement Request 
and either scan in or attach the signed reimbursement.  NOTE:   You can choose whether to 
attach the signed reimbursement as an image (jpg or tiff) or as a File (PDF, Word Document, 
etc.).   

Attaching Additional Documents 

Within the Reimbursement Request, you have the ability to attach additional documents (for example, 
the required Monthly Demographic Report, backup for expenses made (i.e. receipts), staff ledgers, 
etc.)   To do this, follow the steps below: 

• Navigate to the “Documents” tab within the Reimbursement Request. 

• Click the  button.  A Contract document record, similar to that in the figure 
below will open on your screen. 



 

 

 
• Enter the Document Date, Subject of the Document and any notes regarding the document. 

• Next, click the “Attachment” tab.   

• Select the Attachment Type (image or file). 

• Scan in or Attach the document by clicking the appropriate button.  If you have a TWAIN 
compatible scanner directly connected to your PC, you can Scan in the document as an image.  

Simply click the  button to activate your scanner.   

• If you do not have a scanner attached, you can scan the document outside of Provide and save 

the file.  Once you have done that, you can click the  button and navigate to where 
you saved the file and attach it to the Contract Document record.  NOTE:  You can select 
multiple files by holding down the Shift key on your keyboard while clicking on the files. 

• Once the image(s) or file(s) are attached, click the  button to save your changes. 

• Click the Refresh button ( ) in the Reimbursement Request if you want to see the contract 
document show in the embedded view immediately. 

Completing the Reimbursement Request 

When you are ready to submit the Reimbursement Request, you must first mark that you have 
completed all documentation regarding this Reimbursement Request.  The act of doing this prepares 
the reimbursement for final submission and ensures that all requirements have been met (for 
example, if the reimbursement is for the third month of a quarter, the complete process will check to 
ensure that performance measures have been entered).     
 
To Complete the Reimbursement Request simply follow the steps below: 

• After reviewing all details of the Reimbursement Request, simply click the  
button.   

If the Reimbursement Request is for the third month of a quarter and you have not yet entered your 
Performance Summary for that quarter, you will see a message similar to that in the figure below. 
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• If you get this message, simply navigate back to the Service Contract and enter your 
Performance Measures before trying to complete the reimbursement request again.  See 
Chapter 9 for directions on how to submit your Performance Measure Summary. 

• If this is not the third month of a quarter or you have already documented your Performance 
Measure summary for the quarter, you will simply see the “Reimbursement Request Status” 
change to “Completed” and you will see the Submit Button appear. 

 
NOTE:  Entering the Performance Summary is required before you will be able to complete the third 
month reimbursement request for any given quarter.  The Performance Summary will be detailed 
more in Chapter 9 of this guide. 
 

Submitting the Reimbursement Request 

• When you are ready to Submit the Reimbursement Request, simply click on the  
button.  If you forgot to attach the signed copy of the reimbursement, you will get a message 
similar to that in the figure below. 

 

 
• If you attached/scanned in the document, the Reimbursement Request will change to have a 

status of “Submitted” and will close.  To view the submitted request, simply navigate back to 
either the Service Contract or the View of View\Contract Management\Reimbursements by 
Status. 

• If this is the third month of a quarter and you did not meet your performance goals, you will 
see a message similar to that below, informing you that the county may assess a penalty 
against this reimbursement. 

 



 

 

 
• If this reimbursement is not for the third month of a quarter or your performance measures 

were met, the status will change to submitted and the reimbursement request will close 

 
Once the County has reviewed the submitted request, they have three options: 
 

• They may approve the request, either in in full or when applicable for a lesser amount after 
applying a performance-based penalty.  The status of the request will change to Approved and 
the first tab of the request record will show if the approved amount was different from the 
submitted amount.   

 

• If there are changes needed to the request the County can return it.  This will set the status 
back to Pending so it can be updated and re-submitted by the agency.   

 
The County can reject the request completely.  This will set the status of the request to Rejected.  A 
rejected request cannot be worked any further, though a completely new request could be created 
and submitted.   
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Reimbursement Requests – Cost Basis (Primary Care) 

 
A Reimbursement Request record is how the agency bills the County for their expenses and/or 
services.  Reimbursement Requests can only be submitted when the Service Contract is in the status of 
“Open”.  Cost Basis contracts allow you to bill for a certain amount of the total Contract Amount in a 
given reporting period. 

Overview 
Reimbursement Requests for a Service Contract can be seen on the ‘Reimbursement Requests’ tab of 
the Service Contract record.   
 

 
• Double-click an item in the list to open it.   

Reimbursement Request Tabs 

The Reimbursement Request has a number of tabs within it.  These are outlined below: 

Main 

The “Main” tab of the Reimbursement Request contains basic information about the Reimbursement 
request including details about the agency submitting the request, In Kind Contributions, and the 
reimbursement dates. 

Billable Line Items 

The Billable Line Items tab will show you the fee for service line items that are being included in this 
reimbursement request.  Additionally, if there are any penalties against this invoice, these penalty expenses 
will show on this tab. 
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Unbillable Line Items 

Any services that are unbillable (this will typically occur if the contract cap has already been met), will 
appear on this tab.  Additionally, services that are “moved” to unbillable by the individual doing billing will 
show on this tab. 

Documents 

On the “Documents” tab, back up documentation and/or other items related to the Reimbursement 
Request can be scanned in and attached. 

Attachments 

The county requires that a signed copy of the reimbursement request be scanned into Provide and attached 
to this tab. 

Creating a Reimbursement Request 
• Navigate to the Service Contract (either by going through the Contract directly and navigating 

down into the Service Contract or by going to View\Contract Management\Service 
Contracts\By Status) for the service category you want to request reimbursement for. 

• Click the  button to start the Reimbursement Request.  It will 
open on your screen, similar to that in the figure below: 
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• All fields will default on this Reimbursement Request.  NOTE:  If the Prepared By, Prepared By 
Phone and Prepared By Email are blank, please send your phone number and email address to 
the help desk and we will update your record to automatically pull these fields in. 

• The Reimbursement Thru Date will default to the last day of the next month that needs to be 
invoiced for, based on the Reimbursement Thru Date of the most recent Reimbursement 
Request.   

• The Requested Reimbursement Amount will auto-compute to 1/12th of the entire contract 
amount.  If you navigate to the Billable Line Items tab, you will see that there is a Cost Basis 
expense listed for this 1/12th amount.   

• Click the   button to save the reimbursement request.  After the document saves, 
you will see that the Reimbursement Thru Date can no longer be editable. 

Attaching Additional Documents 

Within the Reimbursement Request, you have the ability to attach additional documents (for example, 
the required Monthly Demographic Report, backup for expenses made (i.e. receipts), staff ledgers, 
etc.)   To do this, follow the steps below: 

• Navigate to the “Documents” tab within the Reimbursement Request. 

• Click the  button.  A Contract document record, similar to that in the figure 
below will open on your screen. 

 
• Enter the Document Date, Subject of the Document and any notes regarding the document. 

• Next, click the “Attachment” tab.   

• Select the Attachment Type (image or file). 

• Scan in or Attach the document by clicking the appropriate button.  If you have a TWAIN 
compatible scanner directly connected to your PC, you can Scan in the document as an image.  

Simply click the  button to activate your scanner.   

• If you do not have a scanner attached, you can scan the document outside of Provide and save 

the file.  Once you have done that, you can click the  button and navigate to where 



 

 

you saved the file and attach it to the Contract Document record.  NOTE:  You can select 
multiple files by holding down the Shift key on your keyboard while clicking on the files. 

• Once the image(s) or file(s) are attached, click the  button to save your changes. 

• Click the Refresh button ( ) in the Reimbursement Request if you want to see the contract 
document show in the embedded view immediately. 

 

Completing the Reimbursement Request 

When you are ready to submit the Reimbursement Request, you must first mark that you have 
completed all documentation regarding this Reimbursement Request.  The act of doing this prepares 
the reimbursement for final submission and ensures that all requirements have been met (for 
example, if the reimbursement is for the third month of a quarter, the complete process will check to 
ensure that performance measures have been entered).     
 
To Complete the Reimbursement Request simply follow the steps below: 

• After reviewing all details of the Reimbursement Request, simply click the  
button.   

• If the Reimbursement Request is for the third month of a quarter and you have not yet 
entered your Performance Summary for that quarter, you will see a message similar to that in 
the figure below. 

 
• If you get this message, simply navigate back to the Service Contract and enter your 

Performance Measures before trying to complete the reimbursement request again.  See 
Chapter 9 for directions on how to submit your Performance Measure Summary. 

• If this is not the third month of a quarter or you have already documented your Performance 
Measure summary for the quarter, you will simply see the “Reimbursement Request Status” 
change to “Completed” and you will see the Submit Button appear. 

 

• To print a copy of the Reimbursement Request for review, simply click the  button 
and select Reimbursement Request.  The reimbursement request will open on your screen, 
similar to that in the figure below. 
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Printing Service and Demographic Reports 

 
Several other reports can be printed from the Cost Basis Reimbursement Request.  These are outlined 

below.  To get to these, simply click the   button and select the appropriate report. 

• PC Monthly Client Demographic Report:  This report provides a list of clients that were served 
during the month that you are requesting reimbursement for.  It is part of the old Attachment 
II that was submitted to the county. 

• PC Monthly Client Service Report:  This report details all services that were provided during 
the month that you are requesting reimbursement for.  It is part of the old Attachment III that 
was submitted to the county. 

• PC Monthly Demographic and Service Report:  This is a new report that summarizes client and 
service data for clients that were served during the reimbursement month.  

• PC Year-to-Date Demographic and Service Report:  This is a new report that summarizes client 
and service data for clients that have been served year to date.  

• Potential Duplicate Services:  This report will give you a list of services that may have been 
entered in duplicate so that they can be cleaned up appropriately. 

NOTE:  Entering the Performance Summary is required before you will be able to complete the third 
month reimbursement request for any given quarter.  The Performance Summary will be detailed 
more in Chapter 9 of this guide. 

Attaching the Reimbursement Request 

• When you are satisfied that the Reimbursement Request is correct, you will want to Print the 
Reimbursement request so that it can be signed.  NOTE:  You will not be able to do this until 
the Reimbursement Request has been marked as Completed by following the steps above. 

• Once you have done that, navigate to the “Attachments” tab of the Reimbursement Request 
and either scan in or attach the signed reimbursement.  NOTE:   You can choose whether to 



 

 

attach the signed reimbursement as an image (jpg or tiff) or as a File (PDF, Word Document, 
etc.).   

 

Submitting the Reimbursement Request 

• When you are ready to Submit the Reimbursement Request, simply click on the  
button.  If you forgot to attach the signed copy of the reimbursement, you will get a message 
similar to that in the figure below. 

 

 
• If you attached/scanned in the document, the Reimbursement Request will change to have a 

status of “Submitted” and will close.  To view the submitted request, simply navigate back to 
either the Service Contract or the View of View\Contract Management\Reimbursements by 
Status. 

• If this is the third month of a quarter and you did not meet your performance goals, you will 
see a message similar to that below, informing you that the county may assess a penalty 
against this reimbursement. 

 

 
• If this reimbursement is not for the third month of a quarter or your performance measures 

were met, the status will change to submitted and the reimbursement request will close 

 
Once the County has reviewed the submitted request, they have three options: 
 

• They may approve the request, either in in full or when applicable for a lesser amount after 
applying a performance-based penalty.  The status of the request will change to Approved and 
the first tab of the request record will show if the approved amount was different from the 
submitted amount.   

 

• If there are changes needed to the request the County can return it.  This will set the status 
back to Pending so it can be updated and re-submitted by the agency.   
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• The County can reject the request completely.  This will set the status of the request to 
Rejected.  A rejected request cannot be worked any further, though a completely new request 
could be created and submitted.   



 

 

Performance Summary 

In Provide® Enterprise, the Performance Summary is used to document an agency’s progress towards 
their contracted goals.  These are required to be entered in the system before the third month of a 
quarter can be invoiced. 

Creating a Performance Summary 

To create a Performance Summary, follow the steps outlined below. 

• Navigate to the Performance Summary tab of the Service Contract. 

 

• Click the  button.  The Performance Summary record will open on your screen 
and will look similar to that below. 

Chapter 

9 
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• All of the fields in the Service Contract Performance Summary will auto-compute.  The “Comments” 
field will allow you to add additional comments if needed. 

Entering Performance Measure Details 

Performance measures are defined by the county and agreed upon within your agencies contract with the 
county.   

When you create the Performance Summary, the performance measure(s) that apply for this service 
contract will automatically be pulled into the “Service Contract Performance” window. 

 

Each performance measure will need to be evaluated and the actual percentage entered.   

• To do this, simply double click on each performance measure listed in the window to open the 
measure.   

• Click the  button. 

• Enter the actual percentage of clients meeting the performance measure. 

• On the “Attachments” tab, you can attach/scan in any applicable documents. 



 

 

• Once you have completed the Service Contract Performance record, click the  
button. 

• If you refresh the Service Contract Performance view window, you will see the status of that 
performance measure change and you will see the actual percentage show.  The “Met” column will 
automatically be computed.  If the actual percentage is within five percent of the target percentage, 
the goal will show a “Yes” in this column, indicating that the goal was met. 

Primary Care – Entering Primary Care Data 

• For Primary Care Service Contracts, additional data elements on the “Primary Care Data” tab must 
also be evaluated, including the top 10 diagnosis for adults and children.  

• When you navigate to the Primary Care Data tab, you will see all of the additional Primary Care data 
elements that must be collected. 
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• In order to make this easier to complete, there is a button at the top of the Service Contract 
Performance Summary that will calculate the top 10 diagnosis details for you.  Simply click the  

 button at the top of the screen. 

• Fill out the remainder of the fields as appropriate: 

o Number of Clients with Inpatient Admissions 

o Number of Clients Readmitted within 30 days of Discharge 

o Number of Clients Screened for behavioral/mental health services 

o Number of Clients Referred for behavioral/mental health services 



 

 

o Number of Clients that used Telehealth System 

o Number of Persons Screened/Assisted for Health Insurance Marketplace 

o Number of Applications for Health Insurance Marketplace 

o Number of Assists/Determined Eligible for Health Insurance Marketplace 

o Number of Assists Whose Payer Source Changed to Third Party Payer 

o Number of Established PC Patients Who Returned to Self-Pay from Third Party/Private 

Submitting the Service Contract Performance Summary 

• Once all performance measures have been evaluated and primary care (when applicable) data 

elements entered, you can click the  button.  All of the diagnosis codes and number of 
affected clients will be auto filled for you. 

• If you have not yet completed the evaluation of all measures (meaning each measure must be in the 
status of “Completed”), you will see a message similar to that in the figure below. 

 

• If all data elements have been entered as required, the “Status” will be changed to “Submitted” and 
the record will no longer be editable.  At that time the “Target Met” field will be computed to reflect 
whether or not your agency met their target for this quarter.   

 

• If any of the performance measures have a “No” in the “Met” column, the Target will not have been 
met and the “Target Met?” field will be computed to No. 
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Printing Performance Measure Demographic Reports 

Within the Service Contract Performance Summary record, you can print two different demographic and 

service summary reports.   To do this, simply click the  button and select the report that you 
wish to print: 

• PC Quarterly Demographic and Service Report:  This is a new report that summarizes client and 
service data for clients that were served during this quarter.  

• PC YTD Demographic and Service Report:  This is a report that summarizes client and service data 
for clients that have been served year to date.  

 


