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Parent Portal Tutorial

1. Login to the Parent Portal site
a. Type Username/Password
b. Select —> Login

Please Log In

Username Parem K
Password |. ......... < b

Welcome to the Vichra DDD Billing System

VICHRAY—2,

2. Locating Timesheets
a. Select —> Provider dropdown
b. Select —> Parent/Guardian Timesheets

DDD Claim Tracking and Compliance

Home Clients ~

|_> lParem Guardian Ilnwsheetsl to the Vichra DDD Billing System
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3. Timesheet Options - There are two sections under the timesheet page:
a. Unsigned Timesheets — Timesheets waiting to be signed
b. Signed Timesheets — Timesheets signed in the past
c. Sign — This link will bring you to the live timesheet to sign
d. View — This link will bring you to view the previous timesheet

vTrack

DDD Claim Tracking and Compliance

Home Clients~ Provider~

| Timesheet Date Provider Sign
| 01/19/2020 - 01/25/2020 Sammy Sanderson | B | C l
Signed Timesheets < b I

| Timesheet Date Provider View

| 01/06/2020 - 01/06/2020 Sammy Sanderson < l /

4. Signing the Unsigned Timesheet
a. Select —> Sign

vTrack

DDD Claim Tracking and Compliance

Home Clients~ Provider~

Unsigned Timesheets

| Timesheet Date Provider Sign
| 01/19/2020 - 01/25/2020 Sammy Sanderson | I | @

Signed Timesheets

| Timesheet Date Provider View

| 01/06/2020 - 01/06/2020 Sammy Sanderson View J
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b. Review the timesheet for accuracy

Attendance Report / Time Sheet

Parent'Ouardian Signature

Provdur ’
onn o
Datus 01
Total Compluted Units L
HAS 1 Halsltston - O Mace of
W
Total No Show /Camcel
Infurmaetion:
No Show /Cancul Homu Sum of
Units:
Status Cliwmt oos Servicu P emeix S Provider | CPY | Notes | Total
Outw Time Time
Tedddy HAE 1 s - O Place of Sarran
et y T R - o200 | 11:00 15.00 —_— <
Sanderson St v Sancuren
-y dy 1 201 A HMabdrtalnn e of 1/24/ 202 1 15.0¢ -y Py
wrson ! .
"By mganyg bubow wrify thet 1he sformation o s docwent s accurate®®

Proviger Bignature

Saem

p122:20 - |




c. Complete the following fields:
i. Parent/Guardian Signature
ii. Enter your name
iii. Enter date

Parent/Guardian Signature

Clear Edit
I Enter your name l < Il. I IDdte
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d. Select —> Save

Attendance Report/ Time Sheet
[
Datus:
Total Complutud Unes

T ——

Total No Show/ Camcel
Lrtormation:

MO Show/ Camcul Homu Sum of

Proviees

crr

Parent'Quardian Signature

Proviger Bignaturs




5. Viewing Signed Timesheet
a. Select —> View

vTrack

DDD Claim Tracking and Compliance

Home Clients~ Provider ~

No unsigned timesheets found

Unsigned Timesheets

Signed Timesheets

Timesheet Date

01/06/2020 - 01/06/2020

01/19/2020 - 01/25/2020

Provider
Sammy Sanderson

Sammy Sanderson
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**For additional support, please contact us at vIrack@ Vichra.com**




