Provider — How to Enter Mileage

Purpose: This guide provides step-by-step instructions for providers to enter their mileage.
Section One: Instructions on entering miles using the OR PTC DCI Mobile Web (using your smart device)
Section Two: Instructions on entering miles using the OR PTC DCI Web Portal (using a laptop or desktop)

Outcome: Providers will be able to navigate both the mobile web and web portal to enter their mileage.

Steps to complete process:

Section One: Entering miles using the OR PTC DCI Mobile Web.

# Description

Relevant Screenshot/Link

Using the web browser on your mobile device, type in
OR PTC DCI and open log-in screen.

1 Enter your Username and Password.
Tap ‘Sign In’

Web Link: orptc.dcisoftware.com
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News Posts:

Subject — Provider Attestation
Subject — System Use Notification
Read each carefully,

2 Tap ‘Ok’ on each to continue.

OR PTG

ek

English

News Posts

Subject - Provider Attestatio
n

Message:

By clicking “OK", | affirm that the reported start and end
times accurately represents the times that | provided
services/supports for the consumer-employer, | have
only performed the tasks which are according to the
consumer-employer’s task list, and | am following the
rules in accordance with the program | am enrolled in.
acknowledge that falsifying this information may be
considered Medicaid fraud. | understand that when |
clock out, | will check a box affirming my time is correct
and falsifying information may be considered Medicaid
fraud.

OR PTG

English

News Posts

Subject - System Use Notific
ation

The user is accessing a restricted system. System
usage may be monitored, recorded, and subject to
audit. Unauthorized use of the system is prohibited
and may be subject to criminal, civil, or
administrative penalties. Use of the system
constitutes consent to monitoring and recording.
The intent of the site is to allow authorized
participants of Oregon Project Independence, State
Plan Personal Gare within OHA’s Health Systems
Division and ODMHS's Aging & People with
Disabilities division, and the In-Home Consumer
Employed Provider program to track delivery of
authorized services

You are only authorized to use this site, or any
information accessed through this si

intended purpose. Unauthorized ax
unauthorized sharing of personal and confidential
information may be punishable by fines under state
and federal law. Unauthorized access or
unauthorized sharing may also be criminally
punishable. The State of Oregon follows federal and
state law and regulations to protect the information
from misuse or unauthorized access

Created Date: Feb 12, 2021 11:35:35 AM
Created By: DCI Implementation

3 Tap on the menu button in the top right corner of the
screen.
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drop-down menu

5 Account Type: Select ‘Client Transportation’ from the

Add New Entry

Select Account Type

Hourly

v Client Transportation

11:50 =

The options menu will display. |
4 | Tapon ‘New Entry’ e

A yrization Check

Search

Site Map

Logout
The ‘Add New Entry’ form will display.
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Entry Type: Auto fills ‘Punch’ =
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Client: Type in your consumer’s name and select their

11:50 4 o T
name to fill in the text box. Add New Entry
Note: You must tap on the consumer’s name from the ®
drop down to continue. If you have more than five
consumers, you may need to scroll to see their name. )
o x
Carol Brady - CB100C1B
7.A | Service Code: Service code will auto fill for the A
consumer )
7.B | Service Date: Enter the date of service _
7.C | Remaining balance: The remaining miles you have to =
claim
7.D | Start Odometer Reading: Enter 0.00 %
7.E | End Odometer Reading: Enter the total miles driven
. . . 0.00
for the pay period, in decimal format (for example
25.00)
7.F | Total miles entered displays E—
2 | (e
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Diagnostic Code: Will auto fill, not required
Add Notes to Punch: Optional

8 Tap ‘Save’ :]

Fa®

An alert will display, “Are you sure you want to add a

new punch for...”
9 Are you sure you want to add a new punch for 25.00

Mile(s) for Carol Brady - CB100C1B for May 21,
Tap ‘Yes’ o
b T
) —_
(L T

The punch entry will display in pending status and go
through auto approval.
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Section Two: Entering miles using the OR PTC DCI Web Portal:

Log into the OR PTC DCI Web Portal using a laptop Web Link: orptc.dcisoftware.com
or desktop computer.
G et
1. Enter your Username and Password (-2
Click ‘Sign In’
Note: Internet Explorer is not supported.
[ Remember me Forgot your passw rd
G

2. From the home dashboard,
Click on the ‘Add Entry’ button

DASHEQARD Home / Dashboard

ENTRIES Add Entry

ACCOUNTS

Joe Schmoe  «fmm 03/13/2022 To 03/19/2022 mp
PROFILE CERTIFICATION

Overtime Gauge 03/13/2022 To 03/19/2022 Total Hours 03/13/2022 To 03/19/2022

0To3 30 ( +
I 07030 30To40 [l 40 Approved: 0.00
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3.A | Entry Type: Auto fills ‘Punch’

3.B | Employee Name: Auto fills provider’s name

3.C | Account Type: Select ‘Client Transportation’ from
the drop-down menu

3.D | Client: Type in your consumer’s name and select
their name to fill in the text box.

3.E | Service Code: Auto fills with mileage service code
for the consumer

3.F | Service Date: Enter the date of service

3.G | Remaining Balance: Displays the total authorized
miles to claim

3.H | Start Odometer Reading: Enter O

3.1 | End Odometer Reading: Enter the total miles
driven for the pay period

3.J | Calculated No. of Miles: Displays total miles
entered

Diagnostic Code: Auto fills

Notes: Optional

Attachment: Optional

4, Click ‘Save’

Entry Type: # || Punc -
ployee Name:

Peter Brady

Client Transportati D"‘

Service Code: * || Mileage-
Servi ate: # 02/03/2022
Remaining Balance: -
Start Odometer
Reading: *
-4

Reading: *

Calculated Mo. Of Miles:

End Odometer
‘_0 OU -

Motes: Add Notes for Punch

Diagnostic Code:

Attachment: | Choose File |

al
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add....”

An alert will display “Are you sure you want to I
5- CIiCk ’Yes’ Are you sur

e you want to add a new punch for 20.00 Mile(s) for
Carol Brady - CB100C1B for Feb 03, 20227

Yes

« N

Note: You do not have to enter the odometer reading from your vehicle. You can enter O for the start

odometer reading and up to the authorized miles in the end odometer reading field.

Note: You only need to enter your authorized mileage once a pay period.

A /
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