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What is the Passport eClaim and who can use it?

The Passport eClaim is a fillablePDF document that the Person Managing Funds (PMF) can use to
complete and submit their Passport claims without needing to email or fax in their claims. The person
responsible for managing funding can login into a website, download their personalized Purchase of
Service Invoice form, fill it out directly on their computer or device, and attach all of their receipts.

Which operating systems and platforms can the eClaim be used on?

The eClaim system can be used on a number of different platforms and browsers including Chrome,
Firefox, Edge, and Safari. The eClaim system cannot be used on Internet Explorer.

Operating System/Browser Chrome Safari Firefox Edge
Windows 10 and up \/ \/ V/
MacOS 10.14 Mojave and up \/ \/

Android 10 and up* \/

i0S 12.4.7 and up* N N

Can | monitor the status of my claim?

Yes, once the person responsible for managing funding starts completing a claim and when they
submit their claim, they will be able to monitor the status of their submission directly on the eClaim
system. The eClaim system will automatically notify the person responsible for managing funds that a
claim is in process, has been reimbursed, or requires action. This can all be viewed directly on the
eClaim system.



The eClaim system - Getting Started

There are 3 main parts to the eClaim System which make it simple to submit a claim and review the
status of your claim.

* Download: Download and complete your eClaim form.
»  Submit: Upload your eClaim form and any required invoices/receipts.

« Status: You can track your claim and submission history to see if your claim is in process, has been
reimbursed, or if there is action required.

PASSPORT eCLAIM

0,

Download

eCLAIM

The eClaim system is available in French. Please click the French button to obtain the French version.

PASSPORT eCLAIM ® Francais & Jermaine Rivers

®

Download
eCLAIM

% NEW VERSION AVAILABLE




Registering for the eClaim System

The Passport eClaim system can be accessed by
* Passport recipients who are managing their own funding
* Person Managing Funds (PMF) of a Passport recipient

Passport eClaim link: https://eclaim.passportone.com



https://eclaim.passportone.com/

If you are a Passport Recipient managing your own funding, please:

* Enter your First Name

* Enter your Last Name

* Click ‘l am a Passport client and | manage my own funds’
* Enter your Client Code

* Read and Accept the Terms and Conditions

* Click ‘Verify’

PASSPORT eCLAIM

Registration

Please enter your information that is registered with the Passport Program so we can

verify/create your eCLAIM login.

‘ First Name [Fnter First Name
‘ lastName  Enter Last Name

‘ @® I am a Passport client and [ manage my fund

(0 Tam a Person Managing Fund of a Passport client

‘ Client Code Enter Passport Client Code
‘D I accept the Terms and Conditions

+

Verify




If you are a PMF of a Passport recipient, please

* Enter your First Name

* Enter your Last Name

* Click ‘l am a Person Managing Funds of a Passport client’
* Enter the Client Code

* Enter the Client Name

* Read and Accept the Terms and Conditions

* Click ‘Verify’

PASSPORT eCLAIM

Registration

Please enter your information that is registered with the Passport Program so we can
verify/create your eCLAIM login.

First Name Enter First Name

Last Name Enter Last Name

Il

(0 I am a Passport client and I manage my fund
I am a Person Managing Fund of a Passport client

!

Client Code Enter Passport Client Code

Client Name Enter Passport Client Name

I

I accept the Terms and Conditions )

|

Verify




Once the information is successfully verified, please

Enter your email address
Create a password
Confirm the password
Click ‘Register’

The password must:

* Be at least 8 characters long

* Contain at least one upper-case letter

* Contain at least one lower-case letter

* Contain at least one number

* Contain at least one special character (|@#$%"&*?)

PASSPORT eCLAIM

Registration

Your Passport record have been verified successfully. Please enter your email address and
password to complete the registration process. Your email will be used as the login id.

A password must be at least 8 characters long, containing mixed cases, numbers, and symbol
characters.

= |E'1i%" your login e-mail

Enter your new Password

11

a
& | Confirm your Password

I accept the Terms and Conditions

%) Register
8




Once you click ‘Register’, you will be notified and automatically sent an email asking you to verify your
account. You will only need to verify your account upon registration and not each time you login. If you
do not receive an email asking you to verify your account, please check your ‘Junk’ folder.

Registration

Almost done!

A verification email has been sent to (| | lte@omail.com.

Please check your email for further instructions on verifying your account.

Haven't received a comfirmation email from us? Check the "junk” folder in your
email application



In order to activate your account you can click the ‘here’ link or copy and paste the link into your
browser. Either option you select will activate your account.

Passport eClaim email confirmation inbox 5 @
Passport eClaim <donotreply@passportone.com= 7:03 PM (4 minutes ago) 1} L
tome -

Thank you for registering with Passport eClaim. To activate your account, please click hers to confirm your email address. Your email address will be used for logging
into the eClaim website.

Alternatively, copy and paste the following url into your browser: hitps://eclaimuat passportone.com/apifaccount/confirmemail/0/609fc F80-2131-4c0f-80dc-
52b761083841/24759511904

For your security, this link expires 24 hours after you receive this e-mail.

10



The link you click in your verification email will activate your account and bring you to the login page.

PASSPORT eCLAIM

Login
Sign In to your account

= | Email Address

Forgot password? ) Login

Register a new account...

11



Logging In

Passport eClaim link: https://eclaim.passportone.com

To log in, please:

* Enter email address
* Enter password

* Click ‘Login’

PASSPORT eCLAIM

Login
Sign In to your account

= | Email Address

Forgot password? ) Login ‘

Reqgister a new account...

12


https://eclaim.passportone.com/

Downloading your eClaim Form

Submitting your eClaim to PassportONE begins with downloading the eClaim form.
Steps to download the eClaim Form:
1. Download the most up to date eClaim Form from the ‘Download’ tab.

Adobe Reader is required to download and complete your Purchase of Service Invoice form and use
the eClaim System. Adobe Reader is a free program that can be downloaded here:
https://get2.adobe.com/reader/ and can be found on the eClaim System.

PASSPORT eCLAIM ® Francais & Jermaine Rivers

®

Download

eCLAIM

Passport eClaim is a fillable POF file personalized for individual Passport clients. Please download the eClaim PDF listed below. Although you can keep using the same eClaim form you previously downloaded, you
should always download the new version when it is available.
After you download the PDF file, you must use Adobe Reader to complete the form. Adobe Reader can be installed free of chargy

Y
Y O
Client Name Client Code Download Client Expiry Date (mm/dd/yyyy)
Gisela Ellis 16549 X Download

@2020 PassporiONE. All Rights Reserved.
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https://get2.adobe.com/reader/

Step 2: Click ‘Download’ in one of the two areas shown below.

PASSPORT eCLAIM ® Francais & Jermaine Rivers

®

Download

eCLAIM

Passport eClaim is a fillable PDF Tile personalized for individual Passport clients. Please download the eClaim PDF listed below. Although you can keep using the same eClaim form you previously downloaded, you
should always download the new version when it is available.
After you download the PDF file, you must use Adobe Reader to complete the form. Adobe Reader can be installed free of charge here

-
) Y O
Client Name Client Code Download Client Expiry Date (mm/dd/yyyy)

Gisela Ellis 16549 & Download

14



Once the eClaim form was successfully downloaded, an automatic message of ‘Succeeded’ will appear.

You will be able to open your personalized Purchase of Service form by opening the downloaded file.

Each users downloaded file may not appear as shown below and dependent on your computer
settings. For example, in the screenshot below, the downloaded file appears in the bottom left corner

of the browser but yours may appear in another area of the screen.

® Francais & Jermaine Rivers

PASSPORT eCLAIM

®

Download

eCLAIM

Passport eClaim is a fillable PDF file personalized for individual Passport clients. Please download the eClaim PDF listed below. Although you can keep using the same eClaim form you previously downloaded, you

should always download the new version when it is available.
After you download the PDF file, you must use Adobe Reader to complete the form. Adobe Reader can be installed free of charge here

L Y O
Client Name Client Code Download Client Expiry Date (mm/dd/yyyy)
Gisela Ellis 16549 X Download + Succeeded

22020 PassportOME. All Rights Reserved.

Show all

eClaim-16549 (5).pdf —

15
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Completing the eClaim Form

Steps to complete the eClaim Form:

1. Save the eClaim Form: it is important to save the file prior to filling it out. Click the ‘Download’ button
(An underlined arrow pointing down) and save.

(& @ File | C:/Users/DomenicPl/Downloads/eClaim-16549%20(5).pdf w e
eClaim-16549 (5).pdf

PASSPORT eCLAIM

Client Code 16549

Client Name Gisela Ellis

Agency Family Service Toronto
Coordinator fst_pacoordinator2 d

Email

=] Pictures eClaim-16549 (4) 2020-10-02 2:04 PM  Adobe Acrobat D...
m Videos WL 3
File name: | E9ETnGIESEYE) .

Save as type: | Adobe Acrobat Document w

A Hide Folders E Cancel

2. Fill out the eClaim Form. Filling out the eClaim Form is similar to what you have done when completing
printed copies of the form. This eClaim Form will provide a warning message if the mandatory field is not filled

out.
16



Page 1 of the eClaim Form, please:

Select the payee name from the drop down list.
Enter the Total Number of Receipts/Invoices.
Select your name as the Person Managing Funds from the drop down list.
The telephone number will automatically appear once the payee is selected.

The total amount will be automatically updated once the eClaim Form is completed.

PASSPORT eClAlM

Client Code 16545

Cliznt Mame Gisela Ellis

Agency Family Service Toranto
Coordinator fst_pacocrdinator? d

Payee Informaticn

o ~ | {—

Telephone

Instructions

4+ Fillout and retern this linvoice to be reimbursed for purchase of senaces

4 Atimch offical receipts | inwoioes s proof of purchase

4 H'you are submitting Support Workes hours or Mileage expenses, use page 2 of the Purchase of Senice Invoice form to collect
signirtunes of Suppart Work andor Senices Provider s the proof of purchase

: A tem| uieiines sre in plscs due to SOWID-13, si

iimsgme. W wwrill be sure o updabe you prior to sny cheness being made.

% Incomplete invoice formes will not be processed and will deley peyment:

& wisit patos BsEpOrONE con| for on-line help of wEing the Passport eCisim
 FTyou hEve questions about the invoice, DEyMmEnt processing, O MEqUIrE My SUPPOIT, PRERTe CORGICT Your IO | PRSSPOIT AZency

T S : o

Perzon Managing Funds
By completing this form, | sdnowiecgs that:

£ | hawe signexd & Passport Senvice Agresment
£ | hove not previoushy submitted the attached sxpenses

£ The atizched expenses comply with the MOCSS Pessport Program Guidelines

‘ Person managing funds = - I

18



Page 2 of the eClaim Form is used to enter Support Worker hours and Mileagg, if any.

Steps to complete the Support Worker section:

1. Select the Support Worker name from the drop down list. If the Support Worker name has not

been registered with the Passport Program yet and does not appear on the drop down list, please
manually enter the Support Worker name.

MM/DD/YYYY.

ok Wb

You can submit for more than one Support Worker on a single page in another line.

PASSPORT eCLAIM

clientCode 16549
Client Name Gisela Ellis

Support Worker Hours

Select the Service Type from the drop down list.
Enter the Start Date and End Date. You can select the dates from a calendar or enter as

Please provide detailed inveice/receipt information in the space(s) below.
NOTE: Support Wark | Service Provider signature is required using page 2 of the Purchase of Service Invoice form.

Support Warker

Service Type

Support Warker

Service Type

Support Warker

Service Type

-~
~

I [ | k2 L

o dd fyyyy

Start Date End Date

Hours Hourly Rate Amount
$0.00

Start Date End Date

Hours Hourly Rate Amount
S0.00

Start Date End Date

Hours Hourly Rate Amount
50.00

Subtotal $0.00

Enter the Hours and Hourly Rate. The ‘Amount’ will be automatically updated.
Only click ‘Out of Province’ if the service takes place outside of Ontario.

02-Oct-2020

Out of Province

Out of Province

Out of Province

19



Steps to complete the Mileage section:

1. Select the Service Provider name from the drop down list. If the Service Provider name has not

been registered with the Passport Program yet and does not appear on the drop down list, please

manually enter the Service Provider name.

2. Enter the Start Date and End Date. You can select the dates from a calendar or enter as

MM/DD/YYYY.

3. Enter the distance (in KM) and rate per KM. The ‘Amount’ will be automatically updated.

4. Only click ‘Out of Province’ if the service takes place outside of Ontario.

You can submit Mileage for more than one Service Provider on a single page in another line.

Mileage
Support Worker [ Service Provider Start Date
-]
Distance (km)
Support Worker [ Service Provider Start Date
M

Distance (km)

Click the ‘plus’ button for an additional page

memydd fyyyy

End Date

Rate (per km]

End Dzte

Rate (per km}

Dut of Province

Amount

50.00 ]

Dut of Province
Amount
$0.00 X

Subtotal $0.00

20



Page 3 of the eClaim Form is used to enter claims for Community Participation Supports, Person-
Directed Planning, and Administration.

Steps to complete the Community Participation section:

1. Select the Name of Agency/Organization from the drop-down list. If the Name of

o ok

Agency/Organization does not appear on the drop-down list, please manually enter the name of

agency/organization.

Select the Service Type from the drop-down list.

Enter the Start Date and End Date. You can select the dates from a calendar or enter as

MM/DD/YYYY.

Enter the Invoice/Receipt number. If there is not an invoice/receipt number, please enter a ‘Y'.

Enter the Amount.

Only click ‘Out of Province’ if the service takes place outside of Ontario.
Community Participation

Please provide detailed invoice/receipt information in the space(s) below.

mm/ddfyyyy

Name of agency / Organization

Service Type

Start Date

Invoice / Receipt Number

End Date

Amount

Cut of Province

Name of agency / Organization

Service Type

Start Date

Invoice / Receipt Number

End Date

Amount

Cut of Province

Name of agency / Organization

Service Type

Start Date

Invoice / Receipt Number

End Date

Amount

Cut of Province

Subtotal $0.00

21



Steps to complete the Person Directed Planning section:
1. Select the Name of Agency/Organization from the drop-down list. If the Name of
Agency/Organization does not appear on the drop-down list, please manually enter the name of

the agency/organization.
2. Enter the ‘Name of Facilitator’

3. Enter the Start Date and End Date. You can select the dates from a calendar or enter as

MM/DD/YYYY

Enter the Amount

o oA

Only click ‘Out of Province’ if the service takes place outside of Ontario.

Enter the Invoice/Receipt number. If there is not an invoice/receipt number, please enter a ‘Y’.

Person-Directed Planning

Mame of Agency / Organization

MName of Facilitator

M

mm/ddfyyyy

Start Date End Date

Invoice / Receipt Number

Amount

Subtotal 50.00

Out of Province

22




Steps to complete the Administration section:

1. Select the Name of Service Provider from the drop-down list. If the Name of the Service Provider

does not appear on the drop-down list, please manually enter the name of Service Provider.

2. Enter the Start Date and End Date. You can select the dates from a calendar or enter as
MM/DD/YYYY.

3. Enter the Invoice/Receipt number. If there is not an invoice/receipt number, please enter a ‘Y'.

4. Enter the Amount.

5. Only click ‘Out of Province’ if the service takes place outside of Ontario.

Administration

ST

MName of Service Provider Start Date End Date

Invoice / Receipt Number Amount

Click the 'plug’ button for an additional page Subtotal 50.00

Out of Province

23




Page 4 of the eClaim Form is used to enter all ‘Other’ claims.

Steps to complete the Other section:
1. Select the Name of the Service Provider from the drop-down list. If the Name of the Service

Provider does not appear on the drop-down list, please manually enter the name of Service
Provider.
2. Select the Service Type from the drop-down list. If Service Type 14 is selected, please specify the
details in the Invoice/Receipt Number field.
Enter the Start Date and End Date. You can select the dates from a calendar or enter as
MM/DD/YYYY.
Enter the Invoice/Receipt number. If there is not an invoice/receipt number, please enter a ‘Y'.
Enter the Amount.
Only click ‘Out of Province’ if the service takes place outside of Ontario.

Other Claims

Please provide detailed invoice/receipt number or expense description in the space(s) below

ook W

mmy/ddfyyyy

Name of Service Provider Start Date End Date Out of Province

Service Type Invoice { Receipt Number Amount

N
Name of Service Provider Start Date End Date Out of Province
Service Type Invoice / Receipt Number Amount

-
Name of Service Provider Start Date End Date Out of Province
Service Type Invoice { Receipt Number Amount

o

24



Click the ‘+’ button at the bottom of each page to add an additional page.

‘ Click the 'plus’ button for an additional page

Click the ‘X’ button beside a line item to remove it.

Support Worker

Test Na r'ne| j

Service Type

1. Community participation supports and activi j

Start Date

Sep 22, 2020

Hours

10.00

Subtotal 50.00

o/ dd fyyyy
End Date

Sep 22, 2020

Hourly Rate
5.00

Amount

5 50.00

Cut of Province

25



Submitting your eClaim

Once the eClaim Form is completed, please upload the eClaim Form and receipts/invoices.

PASSPORT eCLAIM ® Francais & Jermaine Rivers

®

Submit

0
ACTION REQUIRED

Start a Passport submission by uploading an eCLAIM pdfi. Once uploaded the eClaim will be marked as pending. You will then be asked to upload the assoicated receipts and/or supporting documents in order to
complete the submission.

There are currently temporary changes to the requirements of submitting invoices due to COVID 19. During the temporary changes, signatures are not required for Support Worker hours or Mileage. If your claim is for
Support Worker hours or Mileage ONLY, please upload Page 2 of the Purchase of Service Invoice Form without the signature.

. Upload eCLAIM PDF

eCLAIM Id Date (mm/dd/yyyy) * Client Code Submitted Amt. Action Client Name File Name Submission Status

22020 PassporfOME. All Rights Reserved.

26



Steps to submit your eClaim.
1. Select ‘Upload eClaim PDF’

PASSPORT eCLAIM ® Francais & Jermaine Rivers

®

Submit

0
ACTION REQUIRED

Start a Passport submission by uploading an eCLAIM pdi. Once uploaded the eClaim will be marked as pending. You will then be asked to upload the assoicated receipts and/or supporting documents in order to
complete the submission.

There are currently temporary changes to the requirements of submitting invoices due to COWID 19. During the temporary changes, signatures are not required for Support Worker hours or Mileage. If your claim is for
Support Worker hours or Mileage ONLY, please upload Page 2 of the Purchase of Service Invoice Form without the signature.

X. Upload eCLAIM PDF _

eCLAIM Id Date (mm/dd/yyyy) *~ Client Code Submitted Amt. Action Client Name File Name Submission Status

22020 PassportONE. All Rights Reserved.

27



2. Upload the completed eClaim Form. Choose the document and click ‘Open’

COP September eClaim-16549 (4) 2020-10-02 1:51 PM  Adobe Acrobat D..
Home
Mailed out 1
PassportONE
@ OneDrive = N
File name: | eClaim-16549 (4) ~ | | Adobe Acrobat Document w |
Open Cancel

Each users view of attaching invoices/receipts may differ from the screensho[elow as this feature is
dependent on your computer settings.

28



Once the completed eClaim Form is uploaded successfully, an automatic message of ‘The eCLAIM PDF
file is uploaded successfully’ will display.

3. Click “Next”

PASSPORT eCLAIM ® Francais & Jermaine Rivers

Submit

Upload eCLAIM PDF ° Upload Receipts / Invoices / Proof of Purchases _ e Submit eCLAIM

eCLAIM Id P10000352(QUEUED)
Client Name Gisela Ellis(16549)
Amount Submitted $5.00

eClaim-16549 (4).pdf -
The eCLAIM PDF file is uploaded successfully

22020 PassporfONE. All Rights Reserved.

29



4. Upload all required receipts/invoices: on the ‘Upload Receipts/Invoices/Proof of Purchases’ page,
click the green + button to attach your receipts/invoices.

PASSPORT eCLAIM ® Francais & Jermaine Rivers

Submit

Upload eCLAIM PDF Upload Receipts / Invoices / Proof of Purchases ° Submit eCLAIM

eCLAIM Id P10000352(QUEUED)
Client Name Gisela Ellis(16549)
Amount Submitted %500

)oY O

0  Filename

Exit Back

@2020 PassportONE. All Rights Reserved.

30



5. Select the receipts/invoices and click ‘Open’.

COP Septernber MCS5 Passport Tip Sheet 2020-09-08 11:28 AM
Home Motification of Transfer Payment Agency ... 2018-02-20 2:07 PM
Mailed out Payee Information Form 2013-03-20 3:07 PM
PassportONE Person Managing Funds 2018-03-20 3:07 PM
Support Warker Information Form 2018-03-20 3:07 PM
& Onelrive
8 This PC
- LU 4
File name: | Support Worker Information Form | | Custom Files
Open

Adobe Acrobat
Adobe Acrobat
Adobe Acrobat
Adobe Acrobat

Adobe Acrobat

Cancel

Each users view of attaching invoices/receipts may differ from the screenshot below as this feature is

dependent on your computer settings.

Only the eClaim PDF file and attachments of invoices/receipts can be uploaded. The eClaim System

will provide a warning if the file format is not accepted.

Oops! We detected errors in your eCLAIM PDF. Please correct errors in the file and submit again.

Person Managing Funds.pdf
Error parsing claim form - code(900)

31



Once the receipts/invoices are uploaded successfully, an automatic message of ‘eCLAIM
receipts/invoices file successfully added’ will display.

0.
7.

3

Click ‘Close’.

Repeat step 4 to 6 until all invoices/receipts have been uploaded successfully.
File upload progress »

eCLAIM receipts/invoices file(s) upload is completed

e —

Support Worker Information Form.pdf
eCLAIM receipts/invoices file successfully added ‘ _ ‘

The eClaim system will provide a warning if the file format is not accepted. Accepted File types
are png, jpg, ipeg, bmp, gif, tif, tiff and pdf. 32




8. Click ‘Next’

PASSPORT eCLAIM

® Francais & Jermaine Rivers

Submit

Upload eCLAIM PDF

eCLAIM Id P10000352(QUEUED)
Client Name Gisela Ellis(16549)
Amount Submitted %500

[+ Y O

[J  Filename

] Support Worker Information Form.pdf

ext sack [ oo |

Upload Receipts / Invoices / Proof of Purchases

22020 PassportOMNE. All Rights Reserved.

° Submit eCLAIM

33



9. Click ‘Submit’ on the ‘Submit eCLAIM page’ to complete the submission. The submission status will
be updated automatically.

PASSPORT eCLAIM ® Francais & Jermaine Rivers

Submit

Upload eCLAIM PDF Upload Receipts / Invoices / Proof of Purchases Submit eCLAIM

eCLAIM Ild P10000352({QUEUED)
Client Name Gisela Ellis(16549)
Amount Submitted %500

By selecting Submit, | confirm that all required invoices and receipts have been attached to this submission. | understand that once | confirm the submission, |
cannot make edits or revise the invoice in any way.

Ext  Back | Submit —

@2020 PassportONE. All Rights Reserved.
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10. Click ‘Exit’ to return to the Home Page. It is important that you do not click ‘Exit’ until you receive

the message ‘The eCLAIM receipts and/or invoices are submitted successfully’.

PASSPORT eCLAIM @ Francais & Jermaine Rivers

Submit

Upload eCLAIM PDF Upload Receipts / Invoices / Proof of Purchases Submit eCLAIM

eCLAIM Id P10000352(QUEUED)
Client Name Gisela Ellis(16549)
Amount Submitted $5.00

By selecting Submit, | confirm that all required invoices and receipts have been attached to this submission. | understand that once | confirm the submission, |
cannot make edits or revise the invoice in any way.

Submitting eCLAIM...

An eCLAIM is submitted successfully.

Submitting eCLAIM receipts and/or invoices...

The eCLAIM receipts andfor invoices are submitted successiully

Exit

@2020 PassporfOME. All Rights Reserved.
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eClaim Status

The status of your submissions can be viewed on the ‘Status’ page.

PASSPORT eCLAIM @ Francais & Jermaine Rivers

®

Status

2 ‘ 1

SUBMITTED IN PROGRESS

Submission History

Y O

eCLAIMId - Date (mm/dd/yyyy) Submission Status Client Name Client Code Submitted Amt. Approved Amt.
P10000352 10/02/2020 14:38:18 APPROVED Gisela Ellis 16549 $ 5.00 $ 5.00
P10000279 09/25/2020 14:11:24 UNDER REVIEW Gisela Ellis 16549 $ 10.00 $ 0.00
4 3

22020 PassportOMNE. All Rights Reserved.
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Each separate submission will show the following details:
*  Your eClaim ID
* The date and time of the submissions
* Submission status:
Under Review: The eClaim has been successfully submitted to PassportONE and will be

reviewed

Approved: The eClaim has been processed by PassportONE and you will receive
reimbursement

Action Required: There is still a step you need to complete before the submission is sent to

PassportONE.

Rejected: The eClaim was rejected by PassportONE

* Client Name

* C(Client Code

*  Submitted Amount
* Approved Amount

Submission History

./ ‘-\'.
Y O
eCLAIM Id - Date (mm/dd/yyyy) Submission Status Client Name Client Code Submitted Amt. Approved Amt.
P10000481 10/06/2020 07:27:42 ACTION REQUIRED Gisela Ellis 16549 % 50.00 % 0.00
P10000474 10/06/2020 07:27:24 UNDER REVIEW Gisela Ellis 16549 $ 50.00 % 0.00
P10000352 10/02/2020 14:38:18 APPROVED Gisela Ellis 16549 % 5.00 % 5.00
P10000279 09/25/2020 14:11:24 REJECTED Gisela Ellis 16549 $ 10.00 % 0.00
'
37

If there are any question about your eClaim, you will be contacted by your Passport Coordinator.




Updating your Account Information

You can change your Password by using ‘Account Information’ section of the eClaim system.

PASSPORT eCLAIM ® Fran;aisl & Jermaine Rivers I
=
Logout
Step 1: Click
‘Account Account Information

Information”’

Account Information

Name  Jermaine Rivers

Email = domenicpi@familyservicetoronto.org

& Change Password _ Step 2: Click

‘Change
Password’

38



Step 3: Enter your
Current Password,

Change Password p 4

Current Password

your New Password,
and Confirm your ‘ New Password

New Password

Step 5: Once your password
is successfully changed, click
‘Close’.

Confirm Password

Change Password x

Enter your current password
Enter new password

Confirm new password

Change Password

Your password was changed successfully

) =

N

Step 4: Click
‘Change
Password’

39



Getting Help

If you have any questions about the status of your eClaim or are experiencing technical difficulties,
please contact your Passport Coordinator. Your Passport Coordinator will be able to assist you in
resolving the issue.

Click the *“?" icon to access to important information regarding the Passport Program including:
* User Guide

* The Passport Program Tip Sheet

* The Passport Program Guidelines

* DSOntario.ca website

PASSPORT eCLAIM ® Francais

& Jermaine Rivers

40



Frequently Asked Questions

1) Who can use eClaim?

Registered PMF can use the eClaim system to submit and track the submissions. If you are a PMF for
multiple Passport Funding recipients, once you register for the eClaim system, all of the recipients will
be available under your login.

2) Once | start using eClaim, can | still use other submission methods such as email, fax and/or My
Direct Plan?

Yes, if you begin using the eClaim system, you can still use other methods to submit claims by mail, fax,
email and/or My Direct Plan. It is important to remember not to submit duplicate claims. If you are
using the eClaim System to submit your claims, please do not submit using other methods.

3) Can | change my login email?

No, once you register with your email address, you will not be able to change it.

4) What do | do when the eClaim form does not contain the support worker and/or service provider for
me to select?

If your personalized purchase of service invoice form does not contain the support worker name or
service provider for you to select, you can manually type in the name of the support worker or service
rovider in the required field. Please select the support worker or service provider from the drop-down
ist whenever possible.

5) How should | collect signatures from the support worker and/or service provider that | used?

There are currently temporary changes to the requirements of submitting invoices due to COVID-19.
During the temporary changes, signatures are not required for support worker hours or mileage. If your
claim is for support worker hours or mileage ONLY, please upload page 2 of the purchase of service
invoice for, without the signature.

Once the temporary changes end, you will need to obtain the support worker signature on page 2 of
the purchase of service invoice form and attach it to the eClaim submission.
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