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SUPPORT SERVICES

This guide will show businesses how to register for payments and submit invoices to Aveanna Healthcare Support
Services using the QuickBase system.

Registering for Payments in QuickBase

1) Navigate to the QuickBase Aveanna Business Registration Portal: Use the link below to enter the Business
Portal.

e https://premierhealthcareservices.quickbase.com/db/bt3i2dgxc?a=td

2) Begin registration: Click on the “New Business” button on the left corner.
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Aveanna Healthcare Business Entry Guide

Welcome, Business! This guide will assist you in adding your details to the Aveanna Healthcare Quickbase app. Follow these steps carefully to ensure your information is accurately
entered into our system.

Step 1: Navigating to the Business Section

1. Once logged in, locate the Business Table on top of the screen.
2. Click on the "Busi " to access thy i ion of the Quickbase app.

Step 2: Adding Business Details

1. Once in the businesses section, look for the "New Business™.
2. Click on the button to begin adding your business details.

Step 3: Entering Business Information

1. Fill out all required fields accurately. Required fields are typically i sterisk (*) or indicated
2. Ensure that you enter all relevant information, including:

- Business name

- Contact person

- Contact information (email, phone number, etc.)

- Address
- Tax ID or business ID (if applicable)

3) Fill-out the “Business Details” form: Use the fields to enter the required information for registration.
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e Enter the Business Name.
e Enter EIN/Tax ID number.
e Enter DBA (Doing Business As) information (if applicable).
e Enter the Business’ Contact Name.
e Enter Business’ Contact Email.
e NOTE: Email must be accurate as it will be used to alert the business of the progress
and important updates for service.
e Enter the Business’ Contact Phone number.
e Enter or Search for Business’ Address.
e NOTE: This is required.

4) Complete registration: Click the “Save” button to submit the registration.
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Result

Business will receive an email confirming the registration information and necessary documentation needed
from sender mailbox: notify@quickbase.com.
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This Message Is From an External Sender

[F:Quickbase Logo

Hello Test Vendor,

W are pleased 10 inform you that we have received a referral for Test Client 1234567 who will be receiving services from your business

To begin vour registration with Aveanna, we kindlv request vou to provide us with vour basic information by clicking here
Fequired documents:
1.W9

2. ACH Diirect Deposit
3. Business License

Please click here to submat the required documents.

If you are a non-profit organization/corporation, please email us at ssvend com for further guidance.

1£ you have already registered and have been approved, please disregard this email, and submit your invoice by clicking here

Thank you,
The Aveanna Team

This is an automatid noliication from a Quickbase apo. If you feel hat you should not be receiving these nolifications. pleate contact the &pg's manager and ask 1o be remeved from the notification kel
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Attaching Documentation in QuickBase

e NOTE: A W-9 and Business License is REQUIRED for all Businesses.

e If you DO NOT have a Business License, please contact the Aveanna Support
team for assistance at ssvendorservices@aveanna.com.

1) Navigate to the QuickBase Aveanna Business Registration Portal: Use the link below to enter the Business
Portal.

e https://premierhealthcareservices.quickbase.com/db/bt3i2dgxc?a=td

2) Begin document upload: Click on the “New Document” button.
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Aveanna Healthcare Business Entry Guide

Welcome, Business! This guide will assist you in adding your details to the Aveanna Healthcare Quickbase app. Follow these steps carefully to ensure your information is accurately
entered into our system.

Step 1: Navigating to the Business Section

1. Once logged in, locate the Business Table on top of the screen.
2. Click on the "Businesses” to access the business section of the Quickbase app.

Step 2: Adding Business Details

1. Once in the businesses section, look for the “"New Business”
2. Click on the button to begin adding your business details.

Step 3: Entering Business Information

1. Fill out all required fields accurately. Required fields are typically marked with an asterisk (*) or indicated as mandatory.
2. Ensure that you enter all relevant information, including:

- Business name

- Contact person

- Contact information (email, phone number, ete.)

- Address

- Tax ID or business ID (if applicable)

Fill-out the “Add Document” form: Use the fields to enter the required information for document upload.
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3) Enter Business Name.
4) Enter Business EIN.

5) Use the drop-down menu to select “Document Type”.
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Aveanna Business Registration Portal

6) Attach document file: Click the “Upload file” button and attach the corresponding document

© Q ? |sgin

i1 MyApps

Home Businesses  Documents  Business Invoices

D, D

Add Save v Cancel

Business Name * o Document Type *

Title Boxing W-9 Xl ¥
Business EIN* File Attachment *

7) Upload document: Click the “Save” button to upload the document.
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Result

NOTE: If Step 6 is completed successfully screen will show attachment in “File
Attachment” field as seen above.

Business will receive an email confirmation of document upload from sender mailbox: notify@quickbase.com.
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This Message Is From an External Sender
This message came from outside your organization.

[+ Quickbase Loge
Hello Test Vendor,

Thank you for submitting the document titled W-9 that was submitted to Aveanna on 05-07-2024 10:28 AM. This email serves as confirmation of 1ts successful submission.

Please be advised that our team has initiated the review process for the submitted document, which can take 1-2 weeks from the day all required documents are submitted. We appreciate your
cooperation and patience.

Should you have any question or need further assistance, please contact us at ssvendorservices@aveanna com.

Thank you,
The Aveanna Team

This is an automated notification from a Quickbase app. If you feel that you should not be receiving these netifications, please contact the app’s manager and ask te be removed from the notification list

e NOTE: Repeat steps 1-7 for all other documents.

Uploading an Invoice in QuickBase for Payment

1) Navigate to the QuickBase Aveanna Business Registration Portal: Use the link below to enter the Business
Portal.

e NOTE: Once the business has been added, they will receive the email below. They can click on
the link in the email of access the Business Registration Portal or navigate to: Business Reg
Portal - Add Business Invoice

e |IMPORTANT: Business will need the client UCI#. The Client UCI# can be found in the original
referral email.

notify@quickbase.com . Reply ¥ Replyal Forward

N

o Thy §/8/2022

This Message Is From an External Sender
This message came from cutside your organization.

l# Quickbase Logo

Hello Test Vendor,
We are pleased to inform you that your registration process has been successfully finalized, and you have been approved.

As the next step, kindly submit your invoice by clicking here

Going forward, please be aware that in the event of acquiring new clients, you are not required to submit any documents other than the invoice for the services rendered to the new client.

Thank you,

The Aveanna Team

This is an automated notification from a Quickbase app. If you feel that you should not be receiving these notifications, please contact the app’s manager and ask to be removed from the notification list
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2) Begin invoice upload: Click on the “New Business Invoice” button.
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Aveanna Healthcare Business Entry Guide

‘Welcome, Business! This guide will assist you in adding your details to the Aveanna Healthcare Quickbase app. Follow these steps carefully to ensure your information is accurately
entered into our system.

Step 1: Navigating to the Business Section

1. Once logged in, locate the Business Table on top of the screen.
2. Click on the "Businesses” to access the business section of the Quickbase app.

Step 2: Adding Business Details

1. Once in the businesses section, look for the "New Business”.
2. Click on the button to begin adding your business details.

Step 3: Entering Business Information

1. Fill out all required fields accurately. Required fields are typically marked with an asterisk (*) or indicated as mandatory.
2. Ensure that you enter all relevant information, including:

- Business name

- Contact person

- Contact information (email, phone number, etc.)

- Address

-Tax ID or business ID (if applicable)

Fill-out the “Invoice Details” form: Use the fields to enter the required information for invoice upload.
3) Enter Business Name.
4) Enter Business EIN.
5) Enter the UCI number.
6) Use the dropdown menu to enter the Service Month.
7) Use the dropdown menu to enter the Service Year.
8) Enter the Invoice Number.
9) Enter the Invoice Amount.
10) Enter Service Description. For example, “boxing classes”.

11) Use the Upload File button to attach the Invoice.
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e NOTE: If Step 10 is completed successfully screen will show attachment in “File
Attachment” field as seen below.

12) Click the “Save” button to upload the invoice.
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Result

Business will receive an email confirmation of invoice upload from sender mailbox: notify@quickbase.com.

W notify@quickbase.com ) & Reply % Repiyall * Forward | & (]
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This Message Is From an External Sender
This message came from outside your organization.

& Quickbase Logo

Hello Test Vendor,

The invoice submitted for Test Client 1234567 has been successfully received. Thank you for your timely submission.

QOur system 1s undergoing a review of the invoice, after which 1t will be forwarded to the client’s family for approval.

Upon approval by the client’s family, Aveanna will initiate the necessary review and processing of payment. It is important to note that payment will be processed once the client has approved
the invoice.

Payment processing will take place within 3 -4 weeks of when the invoice 1s approved.
Thank vou,
The Aveanna Team

This is an automated notification from a Quickbase app. If you feel that vou should not be receiving these notifications, please contact the app’s manager and ask to be removed from the notification list.

e NOTE: An email will be sent to the Client upon invoice submission prompting for the approval.
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This Message |s From an External Sender
This message came from outside your crganization.

[&-Quickbase Logo

Hello Test Client 1234567,

Aveanna has received a new invoice from Test Vendor for Test Client. Before proceeding with payment processing, we kindly request your approval to confirm that the service was rendered.

Invoice Information:

‘endor Name: Test Vendor
Service Month/Year: Apr/2024
Amount: $100.00
Service Description: gym
Download Invoice: Click here to access your inveice

Your prompt attention to this matter would be greatly appreciated as it will facilitate the timely processing of the invoice.

Once Aveanna completes the final approval process and verifies that we have received the necessary authorization, payment will be issued within 3-4 weeks.

APPROVE INVOICE REJECT INVOICE

Thank you,

The Aveanna Team

Troubleshooting

1. If you encounter any issues during the referral entry process, contact the Aveanna Support team for
assistance at ssvendorservices@aveanna.com.

2. Ensure that you have a stable internet connection throughout the referral entry process to prevent
data loss or submission errors.

ATENCION: si habla espafiol, tiene a su disposicién servicios gratuitos de asistencia lingii.stica. Llame al 1-888-255-8360 (TTY: 711).
IE  MREERERPX, GERLUREEGESEDRE. F5E 1-888-255-8360 (TTY: 711),

Aveanna Healthcare, LLC does not discriminate on the basis of race, color, religion, national origin, age, sex, sexual orientation,
gender identity or expression, disability, or any other basis prohibited by federal, state, or local law.

© 2024 Aveanna Healthcare, LLC. The Aveanna Heart Logo is a registered trademark of Aveanna Healthcare LLC and its subsidiaries.
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