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1. Click Learn More to access Events, Announcements, and File Sharing.
2. The Events, Announcements and File Sharing section will display.
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To create a new item:

1. Click the New button.

2. Complete the screen and add any attachments (if applicable).
3. Click Save.
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Communications Tab

Located at the top right-hand corner of the status bar.
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Message Center

The Message Center consists of the following:

o Inbox
o Sent Messages
e Archive



SNAP A-RESET

HUMAN

SNAP A-RESET

+ New Message

All Unread

Inbox

HUMAN

ACES Provider Portal

£4 Message Center

> Pagesii

(234paz1310

CHILDREN 2 FAMILIES

(s) v

9 Message Center

Pagesi 1

[33aj2az.1310  Contactus

CHILDREN &2 FAMILIES

w Application(s) ~

# Home = Services v

Received

Contactus  Site Policies & Accassibility

# Home

Received

P communications ~

Folder

Alabama Department of Human Resources

Folder

& Case v

nan Resources

b M

Reply

bod v

Inbex
Sant Messages

Archive




Send New Messages:
1. Click +New Message.

2. Complete fields on the new message screen and click Send.

m Applications) v # Home = Services v W Communications v & Case v

ACES Provider Portal

SNAP A-RESET Alabama Department of Human Resources

£4 Message Center

+ New Message Search [« ]
AT Unread Folder | Inbod v
Inbox Received L3
Sent Messages

Archive

(334)2622310  Contactus ~Site Policies & Ac

HUMAN

CHILDREN E2FAMILIES

2024 Alabiama Department of Human|

CES Provider Portal m Applicationfs] ~  # Home = P communications a
SHAR ARESET Alabarsa Dapartmaatof Hunan Rasosecss
Lo New Message are

——

E B a a®d

®
@
=
®
«
I

]
i
L
ol




Notifications

You will receive notifications for: (according to your assigned role inside the portal)

CEL Hours
Enrollment
Consent Form

File Sharing

Event
Participation Plan
Referral
Announcement

. Participant Support
10. Supervisory Report
11. Appointments
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Plan Budget
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Search By:

1. Subcontractor

2. Fiscal Year

3. Component and/or Subcomponent
4. Budget Type

5. Status

6.

Budget ID
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Create a New Budget

Click the New button.

Complete the Budget form on the new screen.

Click Save to edit the budget later.

Click Save & Submit to submit the budget for review.
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Other Options

lExport — Export data to an Excel sheet.\
View — View details.

Edit — Edit details,

Copy — Duplicate the record.

Amend — Make changes or corrections.

Delete — Permanently remove the record. Only available for Budgets in Draft status.

A

ACES Provider Portal

= Application(s) ~ % Home = Services v WPCommunicstions + & Provider v

SHAP A-RESET ACCS Adult Education

& Plan Budget
Search

Accs

o
P - .
o
o
[
Results -
ot | [wven | [ovme | 3t ] [ocer | [emd] [5omed] [avomm I
Budget Type Budget 10 Degamication Fiscal Program’ Support Status. Votsd Progrom st o ‘Fotal 0 Sharey




Process Invoice
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Create a New Invoice

Click the New button.

Complete the Invoice form on the new screen.

Click Save to edit the invoice later.

Click Save & Submit to submit the invoice for review.
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Other Options

Search for an invoice and select the correct Invoice, to complete the options below:

Qs

Export — Export data to an Excel sheet.
View — View details.

Edit — Edit details.

Copy — Duplicate the record.

Revise — Make changes or corrections.
Delete — Permanently remove the record.
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Enroll Client Module
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1. Enroll Client

a. Determine Eligibility

o Enter SSN & Date of Birth or Client ID & Date of Birth
o Select Determine Eligibility or Submit Consent, if needed

b. Complete DHR Section

o Verity pre-filled information
e Complete any empty fields

c. Complete Enrollment Demographics Section
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2. Assess Client
a. Complete Provider Information
b. Prior Assessment
o Ifthe client was assessed by the current provider and has received services within 90
days, check the box beside Assessed for previous program and enter the Assessed Date
(No assessment needed).
o Ifthe client has not previously been assessed, complete the Assessment section.

c. Complete Assessment, if applicable

d. Proceed to the Plan
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3. Plan (Participation Plan/IEP)

o Select Participation Plan
o Complete the Participation Plan / IEP
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Summary

¢ Review all information
o Make edits if needed by selecting the Pencil icon
e Submit Enrollment
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Manage Participant

ACES Provider Portal

SNAP A-RESET

Available Services

Bulletin
Events, Announcements & File Sharing
PLAN ENROLL
Budget Client
& @
v budget, click here 9 i k >

m Application(s) v

MANAGE
Participant

PROCESS

Invoice

1. Search Options
You can search using any of the following:

e Organization / Subcontractor
o Fiscal Year

o Component / Subcomponent
¢ SSN

e Client ID

o Date of Birth
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2. Under Results — Select the checkbox next to the record
Once you select a record, you can perform the following actions:
a) Export - Downloads an Excel sheet

b) Participant Record - Review the IEP and DHR Information.

Complete sections C—H:

¢) Case Notes

Search for Case Notes
Create a New Case Note
Edit Case Notes

View Case Notes
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d) Good Cause(s)

Search for Good Cause
Create a New Good Cause
Edit Good Cause

View Good Cause

b s

e) Participant Support(s)

1. Search for Participant Support



2. View Participant Support
f) Participant Outcome(s)
1. Search for Participant Outcomes
2. Create a New Participant Outcome (See Participant Outcome Section)
3. View Participant Outcomes
g) Enroll Client
o Complete Enrollment, including:
o Determine Eligibility
o Assessment
o Participation Plan/IEP
o Summary

h) Submit a Consent Form

1. Upload or submit a consent form
2. Search for submitted consent form

i) Upload Documents

1. Search for Documents
2. Upload New Document
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Submitting Hours

1. Enter Hours - Go to the CEL Tab
2. Search By

Organization
Subcontractor
Fiscal Year
Month
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3. Update Participation Status (for the Service Month/Year)

e Participating — if reporting hours
¢ Did Not Start

e Early Termination

e Completed
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4. Enter Weekly Hours

Input hours for Weeks 1-5 (as applicable). For assistance click the ? icon to guide you the weekly
entries.
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5. Save or Submit

e Save — Keeps the record open for future updates.
¢ Submit — Sends the record for approval.
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Participant Qutcome

1. Accessing Participant Outcome

o Enter a participant outcome from the Participant tab.
o View a participant outcome from the Participant Outcome(s) tab.
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2. To Enter a Participant Qutcome

Search for the participant.

Select the Record, then choose Participant Outcome(s).
Click New (under the Result section).

Complete the Participant Outcome form.

Save.
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3. To View a Participant Outcome

1. Go to the Participant Outcome tab.
2. Search By:
o Organization / Subcontractor
Fiscal Year
SSN
Client ID
Outcome
Update From Date
o Update To Date
3. Select the Record and choose View.
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How to Submit a Consent Form

Through the Consent Form Tab

1. Search for the participant.
. Select submit consent form under the Result section to submit electronically or
3. Scroll to the right and click the Upload button for the participant’s record to upload the

consent form.
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Referrals Tab

Search By:

e Organization and/or Subcontractor
o Fiscal Year

« SSN

e Client ID

o Status

o Component and/or Subcontractor
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Referral Actions

AP A RESET

Send a New Referral
View Referrals

Edit Referrals
Delete Referrals
Withdraw a Referral
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How to Send a Referral

1. Go to the Referrals Tab.
2. Click New under the Result section.
3. Complete the referral details:

o Determine Eligibility
Verify DHR Information
Complete Participation Plan
Enter Comments
Click Save or Save & Submit.
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Uploading Documents

To Submit a Document:

1. Search from Participant tab.
2. Select record.
3. Select Document button under Results.
4. Select +New Document.
5. Complete Document Upload screen and Save.
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To View Document Details:

1. Select the Documents Tab or search from the Participant tab
2. Search By:
e Organization
Subcontractor
Fiscal Year
Client ID
First and/or Last Name
Date of Birth
SSN
Document Type

Actions:

e Select the Record and click View Detail
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