Broker Billing Approval for Individuals-Representatives
eVeroPortal App and Web

Billing Information and AIM Policies
Brokers use this agreement to submit service documentation which is invoiced against the self-
direction budget for broker supports/services to be paid in accordance with AIM Reimbursement Policy
o Only supports and services outlined in the current broker agreement can be submitted for payment
o If services are not outlined in the broker agreement invoices submitted will be rejected by the AIM team
processing broker service documentation

Brokers will provide supports/services throughout the budget year with collaboration from
the self-directing person/designee to maintain self-direction compliance. Brokers will then include comprehensive
and quality person-centered service details in invoice submissions which directly relate to the self-directing person’s
diverse personal outcomes

e The hourly rates/annual dollar amount outlined in the contracted agreement must be reflected in the
current active self-direction budget

Brokers will include important details of supports/services provided which directly relate to the self-
directing person’s wants and needs. Quality broker service documentation is submitted to outline comprehensive
person-centered service descriptions to further justify billing against the self-direction budget

AIM team acts as a filter for programmatic balance and agency policy as well as the
main point of contact for brokers. Areas of support include but are not limited to AIM policies/practices, reviewing
criteria for broker billing in accordance with AIM Reimbursement Policy, and additional required documentation in
relation to broker services in accordance with NYS OPWDD Self-Direction Program

brokerinfo@aimservicesinc.org
- Assists with processing broker clearance, general broker supports, maintaining broker billing, and additional
team supports as needed

eVeroPortal
utilized by individuals and representatives to manage the Self-Direction budget. Portal access is
available on the mobile app or website; link: https://signin.evero.com/
to download the app please visit your mobile device app store (Android or Apple); link:
https://www.evero.com/apps/everoportal-mobile-app/
AIM offers training sessions available on the AIM Self-Direction Education Calendar; link:
https://www.aimservicesinc.org/self-direction/education-calendar/#rep-training

AIM Self-Direction Team
e Self-Direction Coordinator- Assists with general team communications, documentation, eVero questions
e SD Support- SDSupport@aimservicesinc.org
o Assists with additional team supports as needed
o SD Support Team hosts weekly live staff trainings via Zoom; reach out to SD Team for more information
on scheduling

this document is designed to show individuals, families, and advocates how to review/approve broker billing

Note to Representatives:
By approving broker billing in eVero, representatives meet Medicaid standards certifying that

broker billing times have taken place and the person-centered service details invoiced against the
self-direction budget are accurate to the supports provided by the broker
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How to Approve Broker Billing
eVeroPortal App

For the App:
1. Loginto eVeroPortal V€ﬁ)®
*Username and Password selected by us @ Y WAV
2. Select ‘Sign In’ S To—_—

Username Forgot your username?

Password

Forgot your password?

G -

@t your login im‘o@

Forgotten User/Password:

Select ‘Forgot your username’ or ‘Forgot your
password’ or ‘Forgot your login information’
(blue hyperlinks on right-hand side or bottom
center) and follow onscreen instructions for
Username or Password

3. eVeroPortal App user will review ‘Dashboard’ screen and select close

Dashboard

AVERAGE, JOE

Budget Summary

Total Budget Amount

$133810.00 100% § >
Spent Year to Date

$0.00

Remaining Balance: $133810.00

=) Rejections
Transportation

Individual Summary Note

Invoice ° >

N

@ Review Pending

Paid

Transportation 0 >

Invoice @

b
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4. Select the broker billing summary widget on the ‘Launchpad’” Menu screen

Menu

AVERAGE, JOE
28 Years, Male

LAUNCHPAD

Q. Search

2 0

BUDGET SUMMARY BROKERAGE INVOICE
BILLING SUMMARY

3 8

ATTENDANCE REVIEW PENDING EVV FACT SHEET

More

5. User will select the billing summary period to expand document details

{Back Brokerage Billing Summary

AVERAGE, JOE
; 30 Years, Male

BROKERAGE BILLING SUMMARY

@ Signed % Approved Iz:"o Reviewed

¥ Billing Period : 09-01-2024 - 09-15-2024 -
Broker Name : AIM Test Broker
Actual Duration  : 2 hrs 0 mins

Billable Duration : 2 hrs 0 mins

My

Hourly Rate : $40.00
Invoice Amount  : $80.00

Payment Status

Billing Period 1 07-16-2024 - 07-31-2024
Broker Name . AIM Test Broker
Actual Duration @ 1 hrs 50 mins

Billable Duration  : 1 hrs 45 mins

]

Hourly Rate : $40.00
Invoice Amount  : $70.00

Payment Status
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6. User will select ‘View Document’ to read details of billing summary period

{ Back

AVERAGE, JOE

30 Years, Male

AnAat Broker Summary
T TH Broker Name : Broker, AIM Test Individual Name : AVERAGE, JOE
< Back Brokerage Billing Summary Address : 4227 Route-50,Saratoga Springs.NEW YORK, Medicaid CIN : EWB0000Q
Phone : Contact Info : 5187968677
Fl: AIM Services, Inc. Payment Type - Independent
AVERAGE, JOE Service Provided : Support Brokerage Broker Authorization Number : 21868

Paid To: AIM Test, Broker

30 Years, Male

Date : 09/15/2024 Billable Duration : 2 hrs 0 mins. Broker Type :  SDS-Support Brokerage

Hours Worked :  (09:00 AM - 11:00 AM)

Duration ; 2 hrs 0 mins Service Type :  Face To Face Location ; Individual's Home
Service Provided :

Assisting the participant in developing and maintaining a Circle of Support/Planning Team and assisting in planning and
directing team meetings (this includes: assisting the participant in scheduling and faciitating team meetings: identifying
new team members; identfying and assigning roles and tasks for Circle of Support/Planning Team members; assisting
with the overall functioning of the Circle of Support/Planning Team; ensuring team members are freely chosen by the
participant; and the team is operating in the participant’s best interests and within the principles of Self-Determination).

Description

this is a test
Billing Period : 09-01-2024 - 09-15-2024
Broker Name : AIM Test Broker Total Hours Worked : 2 hrs 0 mins Unit Count - 8.00
Total Billable Duration : 2 hrs 0 mins Hourly Rate : 40.00 Invoice Amount : 80.00
B CIUER B Pt~ SRS
Slebe Attention B
Hourly Ra Please select your action to
be performed
Invoice Ar P
Payment
S View Document
Billing Pex
Broker Ne Review
Actual Du
Billable Di Cancel @
Hourly Rate - $40.00
1 Page 10f2 o &
Invoice Amount  : $70.00 !!LIJ!‘!!!L"!'“.‘ 724275092400 Vero
Payment Status
Author Approver

Tt
Brokar

Electronically signed by
AIM Test Broker (Cert. # 21868}

Rep Test
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7. User will select ‘Review’ to add signature and timestamp to document
indicating representative-designee approval

{ Back Document View

{Back  Brokerage Billing Summary “E AVERAGE, JOE

O AVERAGE, JOE
g 30 Years, Male

I 30 Years, Male

20f2
BROKERAGE BILLING SUMMARY

Frrie cVero
@ Signed E—\e Approved E:; Reviewed s
Billing Period : 09-01-2024 - 09-15-2024
Broker Name : AIM Test Broker
Actual Duratinn + 2 hre 0 minc Ao Appe
. Tt
glatle Attention E Broker
Hourly Ra Please select your action to Electronicaly signed by
I . A be performed a:rk:f&t Broker (Cert. # 21868)
veice Al 10/02/2024 09:24 AM
Payment
- View Document e ReviewsdBY
Billing Pe!
g
Actual Du Electonically signed by
est Re
. Ca ncel Other P
Billable Di @ 06/04/2025 08:44 AM
Hourly Rate : $40.00
Invoice Amount  : $70.00
Payment Status
T s Ver

Rep Test

Please note signature will need to be created to successfully review documents
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For the Website:

1. Log into eVeroPortal at signin.evero.com

How to Approve Broker Billing

eVeroPortal Web

*Username and Password selected by user

2. Select ‘Sign In’

Forgotten User/Password:

Select ‘Forgot your username’ or ‘Forgot your
password’ or ‘Forgot your login information’
(blue hyperlinks on right-hand side or bottom
center) and follow onscreen instructions for

Username or Password

Sign in to continue

»
>

Password Forgot your password?

=D

Forgot your login information?

3. Once signed in, the user will be shown the account dashboard page

myCarePortal™rweredty CVETO

& Switch Individual T Agency Protocol suetesti -

& Dashboard # SDS~ & Transportation @ Staff Activity Fees % EVv [l Documents @ Hep~

Attendance

€| January 2023 >

= o T

0 02 0z 04
08 09 Q 1
1 16 17 18
22 23 24 25
2 30 31

Review Pending

EVV Fact Sheat

Thu

0s

26

Status Summary

2023 v Jan v
sat
Transportation
o7
14 Individual Summary Note
21 N
Invoice
28
Budget Summary
° SELFHIRED - Self-Hi
100% Ao Aloues

Evaluation

ired Supported Employment (SEMP)

$2,600,00

fanea &2 AAM AN

4. Select ‘SDS’ Dropdown
5. Select ‘Broker Documentation’ to review and approve broker billing summaries

myCarePortal ™roweedty VEFO

Wiew Al

@k Dashboarc  # SDS ~ & Transporation

Attendance

< | November 2§

Sun

# SDS Summary

$ Payments

= Invoice

Ll Daily Note

{ﬁ Broker Documentation

+ Attendance Roster

Individual Summary Note

# Response To Service

las Yearly Expenditure

E Survey i Staff Activity Fees % EVV [l Documents @ Help ~

Status Summary

2023 v | Nov

Transportation

Individual Summary Note

Invoice
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6. In broker documentation user will select the date of broker billing summary
intended for review

Broker Documentation [ Q
Month

Month 0972024 24

Budget Details

Budget Dale:  04/01/2024
Annual Hours: 20 hrs 0 mins Hours Used 8 hrs 30 mins Balance Hours' 11 hrs 30 mins.
Budget Amount  $800.00 Amount Used $340.00 Balance Amount  $0.00

Service Documentation List

Date Service Type Location Duration Status

09/25/2024 Face To Face Individual's Home 1 hrs 45 mins E]Appmved

09/15/2024 Face To Face Individual's Home 2 hrs 0 mins E]Appmvad
Total Hours: 3 hrs 45 mins

7. User will read details of broker billing summary period
8. User will select ‘Review’ to add signature and timestamp to document

indicating representative-designee approval (top righthand corner or bottom of
screen)

Broker Documentation

Date: 09/15/2024 Service Type:  Face To Face Specify Location:  Individual's Home
Address: 4227 Route 50 Entered By Broker AIM Test, 10/02/2024 9:14 AM
Services Duration
Services Start Time Stop Time
Assisting the participant in developing and maintaining a Circle of Support/Planning Team and assisting in planning and directing team meetings (this includes: assisting the participant in scheduling 09:00 AM 11:00 AM
and facilitating team meetings; identifying new team members; identifying and assigning roles and tasks for Circle of Support/Planning Team members; assisting with the overall functioning of the
Circle of Support/Planning Team; ensuring team members are freely chosen by the participant; and the team is operating in the participant’s best interests and within the principles of Self- Duration of Service: 2 hrs 0 mins

Determination).

Description Of Services

this is a test

Individual Review Status : Pending

Reviewed By

Comments

Document Status : Approved

Approved By Broker AIM Test, 10/02/2024 09:16 AM

0 sk

9. User will select ‘Yes’ confirming review of service documentation
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10.User will have two options:

a. Review with Comments- uncheck the ‘No Comments’ box to free type

additional details

b. Review with No Comments- keep the ‘No Comments’ box checked to

move forward without additional details
11.User will select ‘Review’ to add signature and timestamp to document
indicating representative-designee approval

Review Broker Documentation

No Comments []

Review Broker Documentation

No Comments

G oo

12. User will select ‘OK’ to complete the review process

Review

Document Reviewed Successfully
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13.User will see timestamp populate in ‘Individual Review’

documentation

Broker Documentation

Date: 0915/2024 Service Type:  Face To Face
Address. 4227 Route 50 Entered By, Broker AIM Test, 10/02/2024 9:14 AM
Services
Services
Assisting the participant in ing and ining a Circle of Suppe ling Team and assisting in planning and directing team meetings (this includes: assisting the participant in scheduling

and facilitating team meetings; identifying new team members; identifying and assigning roles and tasks for Circle of Support/Planning Team members; assisting with the overall functioning of the
Circle of Support/Planning Team; ensuring team members are freely chosen by the participant; and the team is operating in the participant’s best interests and within the principles of Self-
Determination).

Description Of Services

this is a test

Individual Review Status : Reviewed

Reviewed By Rep Test, 06/04/2025 03:43 PM

Comments:

Document Status : Approved

Approved By Broker AIM Test, 10/02/2024 09:16 AM

section of broker

Specify Location:  Individual's Home:

Duration
Start Time Stop Time
09:00 AM 11:00AM

Duration of Service: 2 hrs 0 mins

Individual Review Status : Reviewed

Reviewed By:

Comments:

Rep Test, 06/04/2025 03:43 PM

To Navigate to SDS Budget Summary to view broker billing document:

1. User will select ‘SDS’ Menu
2. User will Select ‘SDS Summary’

@ Dashboard # SDS~  ¢% Transportation Survey 4 StaffActivity Fees % EvV [ Documents @ Help~

— ]
© A& SDS Summary
Broker Docur
$ Payments
= Invoice
|l Daily Mote
£ Broker Documentation
Annual
B « Atiendance Roster

Service Doc Individual Summary Note

Date £ Response To Service

¢ ¢ ¢ ¢ ¢ ¢ ¢ ¢

s Yearly Expenditure

Hours Used: 3 hrs 4!
Amount Used:  $169.0%
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3. Navigate to the bottom of ‘SDS Summary’ page to select Billing Summary
Period (individual review can be seen briefly)

Brokerage Billing Summary

Billing Period Broker Name

Actual Duration Billable Duration Hourly Rate Inveice Amount Summary Status Individual Reveiwed
05/16/2025- 05/31/2025 Broker AlM Test 2hrs 15 mins. 2 hrs 15 mins $45.08 $101.43
05/01/2025- 05/15/2025 Broker AlM Test 1 hrs 30 mins 1 hrs 30 mins $45.08 $67.62
09/01/2024- 09/15/2024 Broker AlM Test 2 hrs 0 mins. 2 hrs 0 mins $40.00 $80.00 DD °
07/16/2024- 07/31/2024 Broker AlM Test 1 hrs 50 mins. 1 hrs 45 mins $40.00 $70.00 D@ o

4. Expanded details show Individual Review and Signature populated on Broker
Documentation

Broker Summary

Ewsatoa
strseesTy

Senics Provided

evoro o e -
Broker

ota! Hours Workes - 2 hra 0 ming untcount: 800

Toal Blsble Duration + 2 hre 0 min. Houry Rate - 40.60

0810472025 0.4 AM

Please note signature will need to be created to successfully review documents
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