CRP Role in Madison Workflows 11-25-25 LC

CRP Billing, next steps:

Now you have submitted billing to the VRC, the VRC will review the invoice and
documentation submitted. If there are no issues with the documentation or invoice,
the VRC will notify support staff to complete the payment process. In this case,
there is nothing else for you, the CRP, to do, until the next time you need to bill.

There is potential that there are errors in your billing that will be caught by various
VR staff who “touch” that documentation before it is paid.

If there is an error in your billing that needs correcting before full invoiced
payment can be made, you will be notified and asked to submit changes.

1. Login to Madison.

2. Click on “Unread Alert Notes” under CRP Alert Notes and a new screen will
open.

3. Click on the name of client and another new screen will open revealing the
note. Read the note. You can see in this example, there was documentation,
a resume, missing that needs to be submitted before payment can be
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Complete the changes that the VRC has requested. In most instances where
there are corrections needed with CRP Billing, a new or corrected document
will need to be attached to the note.
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4. Click MC HC'IIHEH to upload your documents. A new window will open.

5. Click “Choose File” and find the document you are attaching, usually case
notes or job plan.
OPTIONAL.: “Description” type what the document is you are attaching.
For example, “I&P job plan” or “December 25 JSA notes.”

OPTIONAL: In “Category” select “Other.”

Upload

FiIe@ | Choose File |[Mo file chosen

File Name (@ from uploaded file

6. Click the Upload Button

() create new

Upload Upload and Add Another

Note: Maximum size for attachment is set to 5.76 MBytes.

Now vou need to write a note back to the VRC informing them you have made the
corrections.

7. Type your response to the referring VRC. For example: “Hi Lacey, | have
made the requested corrections and uploaded the resume we completed for
your review and payment. Thanks, Harrison.”

8. Click “Append Text to Note.”

9. Change Note Sub-Type to “Ready for Review.”

10. In “Notes Recipients Grid,” click Remove Refin ithe line with your name.

11. Click Lookup rookup to add the referring VRC as a note recipient. A

new window will open called “Worker Search Popup.”

12. Type the first 3 letters of the referring VRC's last name into the “Search Text:”
text box

Search

13. Click the Search button.
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14. Double click on the name of the person that that you want to assign the

referral to.
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15. From the file menu, click “Save and Close CRP Notes.’
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If there is an error in your billing that cannot be corrected and will result in
a reduced payment from what was invoiced, you will be notified.

1. Login to Madison.

2. Click on “Unread Alert Notes” under CRP Alert Notes and a new screen will

open.

3. Click on the name of client and another new screen will open revealing the
note. Read the note. You can see in this example, from the text that VRC is
communicating to the CRP that the billing is approved minus .5 which was
non-billable. You can see the VRC is also communicating with her support
staff that the billing is approved minus .5 and asking her to proceed with

payment.
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4. Now that you have read the note and understand what will be happenin&g
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with your billing, select “Mark as Read and Close” from the tools menu.
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On 11/7/2025 at 2:39 PM, Harrison Ford wrote: Hi Lacey, Here are my
invoice and JSA case notes for Cinderella for September. These are ready
for payment. Thank you! Harrison

On 11/17/2025 at 3:02 PM, LACEY CONZELMAN wrote: Hi Harrison, |
noticed that you billed for .5 for driving Cinderella to and from the Rimrock
Mall looking for new glass slippers. Unfortunately, that is not billable, as
such | am proceeding with paying the Sept invoice as billed less the 5. Let
me know if you have any questions. Thanks, Lacey

On 11/17/2025 at 3:20 PM, LACEY CONZELMAN wrote: Hi Shelia, Please
proceed with creating the Service Delivery for Cinderella's JSA services.
This has been reviewed and approved, minus .5 for non-billable services
on 9/15. 7.5hrs are billable for a total of $458.48. Thank you! Lacey 4
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If all billing submitted is not billable and no payment will be made, you will be

notified.

Same as above, you will be notified by an alert note.
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Are there going to be reports?

Yes, those will come a little later. Stay tuned.
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