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New URL for the Child Care Provider Web Billing Application 
 
Effective April 7, 2014 Child Care Provider Web Billing users must use the following 
URL to access the web billing application:  
 
https://business.nh.gov/beb/pages/index/aspx 
 
Inactive Users Automatically Deactivated 
 
In order to maintain security and the integrity of the application, user access will now be 
monitored by recording the users last login date and time. 
 
The web application will now automatically deactivate any user who has not logged onto 
the web application for more than 90 days. 
 
A message will display: “This account has been inactivated for non-use.  Please contact 
Provider Relations at 271-4242 or 271-7313 for further information”. 
 
The user must contact DHHS at one of the numbers above to have the account 
reactivated. The user will not be able to access the application until the password is reset 
by a DHHS administrator.  DHHS will verify security questions before reactivation can 
occur.   
 

 
 
Provider Home Page 

 
A Training Limit Report has been added to the provider home page.  This report allows 
the provider to search for the number of training weeks paid for child care for a specific 
child (by Child Name or Child ID) or all children, regardless of the provider. 
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A child listed on this report does not mean that child care is currently approved for 
training.  It simply reflects that payment has been made on behalf of this child due to a 
parent/guardian’s training activity.  This report is accurate as of the date and time being 
viewed.  It is subject to change as information is updated. 
 
A provider who has multiple sites can choose each site from the Provider Home page to 
view and print this report.  
To view training information the user must select the Resource ID Number in the  
"Provider" drop down box and also select the Service type from the "Service" drop down 
box for that number. 
 

 

 

Training 
Limit 

Report 

 
Once the search page is launched, the provider can select a specific child or all children 
to search.  
 
Training Limit Report  
 
The report lists children who are linked to the provider and have had child care paid for 
training and the total number of weeks that have been paid, including weeks that may 
have been paid when the child was linked to a different provider.  
 
The number reflects all weeks paid for all providers toward the lifetime training limit.  
The report identifies the weeks used at two levels: 
 

• Yellow highlight (!) indicates the parent has used between 84 and 99 weeks  
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• Red highlight (!!) indicates the parent has used between 100 and 104 weeks 
 
The 2-year lifetime limit for child care payments made for the activity of training is now 
being counted as 104 weeks. Payments for child care will no longer be made when the 
parent exceeds 104 weeks of child care for the activity of training. However, payments 
may continue to be made when the parent is participating in another approved activity. 
 
Note that any time billed during one-day counts as 1 week.  Example:  One hour will 
count as one week. 
 
Linked children will remain on this report for 6 months after the training activity ends. 
 
Children whose link ends will remain on this report for 90 days from the date the link 
ended. 
 
The training limit report can be viewed and/or printed. 
 
NOTE:  The yellow highlighted training limit rows will always begin with ‘!’. The red   
highlighted training limit rows will always begin with ‘!!’ so that when this report is 
printed on a black and white printer the provider will be able to identify each training 
limit for each child. 
 
 

 

Highlight 
indicator 

! or !! 

 
Job Search Limit Report  
 
On April 7, 2014 the job search count will have a one time reset to zero.  This means that 
families will be allowed a new 40 days of job search in a 6-month period, with the 6 

month count beginning on April 7, 2014. Any service date billed prior to April 7th will 
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not be reflected in the reset job search limit report. However, these days do still count 
toward the 40-day limit that was in effect prior to April 7, 2014.  
 
The Job Search Limit Report lists children who are linked to the provider and have had 
child care paid for job search in the last 6 months. The report indicates the number of 
days that have been paid, including days that may have been paid when the child was 
linked to a different provider. 
 
Note that any time billed during one-day counts as 1 day.  Example:  One hour will 
count as one day. 
 
Linked children will remain on this report until a new 6-month period begins.  Providers 
will see the “days used” count decrease as days begin to accrue in the 6th month period. 
 
Children whose link ends will remain on this report for 90 days from the date the link 
ended. 
 
A new red highlighted identifier has been added.  The report will highlight the rows for 
children whose parents are approaching the 40-day limit for the activity of job search at 
two levels: 
 

• Yellow highlight (!) indicates the parent has used between 20 and 34 days   
• Red highlight (!!) indicates the parent has used between 35 and 40 days 

 

 

Highlight 
indicator 
! or !! 

 
This report can be viewed and/or printed.  
 
NOTE:  The yellow highlighted job search limit rows will always begin with ‘!’. The red   
highlighted job search limit rows will always begin with ‘!!’ so that when this report is 
printed on a black and white printer the provider will be able to identify each job search 
limit for each child. 
 
Saving and Printing Reports 
 
All reports will open in PDF format and can be printed and/or saved as a PDF when the 
Print button is selected. 
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Reports will automatically launch in Adobe Acrobat.  A message will display asking the 
user if they want to open, save or cancel.  If "Open" is selected, the report opens in PDF 
format. Select the printer icon or “Print” from the File menu to print the document.  If 
"Save" is selected, the user can save the report as a PDF.  If "Cancel" is selected, the File 
Download box closes.  
 

 
 
Changes to the Claim Entry–New/Edit Screen 
 
Hours and minutes  
 
The application will only save when the hours entered are between 1 and 12 and the 
minutes entered are between 0 and 59. Hours will not calculate in the “Hours-Minutes” 
column until hours and minutes are entered within these parameters. The application will 
no longer allow a claim to be saved when military time is entered.    
 
Cost Share and Parent's Activity   
 
All claim information is located in the header at the top of the screen. 
 
The child’s cost share amount is now automatically displayed when the page is 
launched.  This will allow the provider to determine the parent’s cost share before data is 
entered.  Previously the cost share populated after the claim was updated or saved. 
 
The parent’s approved activity is automatically displayed when the page is launched.  
This will be useful to the provider when the parent is enrolled in a time-limited activity 
of either job search or training. 
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cost share
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The activity that is shown on the claim entry-new screen is the activity that was effective 
on the Monday of the selected week. A parent’s activity can change on any specific day 
in the week.  Once the claim is saved, the parent’s activity will be re-evaluated.  If the 
activity changed during the week, the activity that is in effect on that last date billed in 
that week will now be the activity that is displayed on the claim entry-edit screen. 
 
Clock count for job search and training 
Job search: 
All days that the parent is approved for job search and the child is billed “P” (present) for 
any part of a day, will count toward the job search limit. Any time billed during the day 
counts as one day.  Full days that are billed “A” (absent) or are not billed at all, do not 
count toward the job search limit.  When days are billed present but the weekly payment 
amount is zero, each day billed still counts toward the limit. When a parent’s activity 
changes mid-week, all days that the parent is approved for job search days count toward 
the job search limit.  
 
For example, if the provider bills Monday through Friday and the parent is approved for 
job search on Monday, and the activity changes to employment on Thursday, 3 days of 
job search will be added to the job search clock count.   
 
Note that the activity will change at the top of the screen to reflect the new activity once 
the claim is saved.   This change can be viewed on the claim entry-edit screen. 
 
Training:  
When a parent is approved for training, any time billed “P” (present) during that week, 
will count as one week toward the training limit. Full weeks that are billed “A” (absent) 
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or are not billed at all, do not count toward the training limit. When days are billed 
present but the weekly payment amount is zero, the week still counts toward the limit. 
When a parent’s activity changes mid-week, the training clock will only count a week of 
training, when the parent is approved for training on the last day billed during that week.  
 
For example, if the provider bills Monday through Friday and the parent is approved for 
training on Monday, and the activity changes to employment during the week, that week 
will not be added to the training clock count.  However, if the parent is approved for 
employment on Monday through Wednesday, and then is approved for training beginning 
on Thursday, one week will be added to the training clock count.  
 
Note that the activity will change at the top of the screen to reflect the new activity once 
the claim is saved.   This change can be viewed on the claim entry-edit screen. 
 
AM/PM Default Removed from Claim Entry–New/Edit Screen 
 
The default values of AM on all start time occurrences and PM on all  
stop time occurrences have been removed from the Claim Entry-New/Edit screen. 
 
The provider must now select the AM/PM value for each occurrence for which hours are 
entered.   
 
This change was made to help prevent billing errors when providers failed to change the 
AM/PM as needed. 

 
Please review the hours entered and AM/PM selections on the claim entry/edit screen 
carefully to verify that the data is entered accurately.   
 
Hours and minutes will not populate in the Hours-Minutes column until the AM/PM 
indicator is selected.  
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12-Hour Warning Message on Claim Entry-New/Edit Screen 
  
A new warning message has been added to the claim entry-new/edit screen when the total 
number of hours entered exceeds 12 hours for any billing day.  The message will state: 
 
“Claim entry for ‘the day’ is greater than 12 hours.  Please verify the selection of AM or 
PM.  Would you like to continue saving the claim?” 
 
If the provider selects ‘Yes’, the claim will save.  If the provider selects ‘No’, the claim 
will not save and the user will remain on the page.  The provider must then correct the 
AM or PM selection. 
 
This warning message was created to help prevent billing errors.  This usually occurs 
when the provider’s selection of AM/PM results in billing for more than 12 hours in a 
single day.  Please review the hours entered and AM/PM selections on the claim entry-
new/edit screen carefully to verify that the data is entered accurately.   
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Changes to the Group functionality   
 
The process of adding children to a new group or moving children to another group has 
been redesigned and simplified.  Users will now view and manage all children in all 
groups on one screen.  Changes have not been made to “Create/Maintain Groups”. 
However, for continuity, all Group instructions are stated below.  
 
Note: When the new change is implemented on April 7, 2014 providers will still see 
their created group names and the children assigned in those groups on the new screen. 
 
Create/Maintain Group 
Providers can create and maintain specific groups of children to allow billing by the 
specific group.  Providers can create groups that can be defined to meet the business 
need.  For example:  Create name of group based on classroom name; Ex: Butterflies or 
create name based on the age group: Ex: 0-2 etc.  Providers can change specific group 
information as needed, such as changing the name of an existing group or changing the 
description of an existing group. 
 
Create a New Group 
 
The create group function allows providers to create a new group. 
 
From the Provider Home page: 
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Click on “Create/Maintain Group”. 
 
The “Group - List” page will appear. 

 
Click on the “New” button. 
 
The "Group-New" page will appear.  

 
Click in the “Group Name” box. 
Type in the name of the group.   
For example:  Butterflies 

Click in the “Group Description” box.  
Type in the description of the group.  
For example:  Infants

                                        Click the “Submit” button. 
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It is important to note that the Group Name will be alphabetized by ‘case’ i.e. capital 
verses lower case letter.  Therefore if you begin four-group names with a “B”, “b”, “R”, 
“F”, the alphabetical listing of the groups will be“B”, “F”, “R”, and “b”.  To be consistent 
and to keep the groups in true alpha order, you may want to enter all groups with the first 
letter capitalized OR all lower case letters for all groups. 
 

 
 

 
 
A message will appear in the tool bar at the top of the page indicating the  “Record 
successfully inserted” once the action is completed. 
 
 

 
 
Click the “Submit” button after entering each group.  Continue adding groups from this 
page.  
 
The “Submit” button saves any information entered into the text boxes.  
 
The “Clear” button deletes information entered into the boxes. (The Clear button only 
functions before the Submit button is clicked). 
 
Click the “Back” button to return to the existing “Group List” page.  
 
Click the “Home” button to return to the Provider Home page.  
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Note:  Providers may find it helpful to create a group that will be the last group 
alphabetically in the group list so that children who are no longer in attendance can be 
placed in this group.  The group name "Zzz-Group" usually works well.  
 

 
 

 
 
 
Once groups have been created the Group-List page will launch from the Provider Home 
page when "Create/Maintain Group" is selected. Note that the provider groups may 
continue on subsequent pages. Groups can be edited or deleted from this screen.  
 

 
 
Manage Groups 
The process of adding children to a new group or moving children to another group has 
been redesigned and simplified.  Users will now view and manage all children in all 
groups on one screen. 
 
When the provider clicks on Manage Group from the home page, the Child List page 
launches. If the page is launched before groups are created, the children will appear in the 
list, but no group name will display (such as [no group selected]) and no group names 
will appear in the drop down box.  
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This page displays the list of children currently linked to the provider.  Children are 
sorted by "Group", then "Last Name", then "First Name".  Children who have not been 
assigned to a group, will automatically be placed in "[no Group selected]".  
 
The drop down box "Group" contains an alphabetical list of all groups created by the 
provider. Once the provider clicks on the down arrow, the list will display and the 
currently assigned group will be highlighted. Move the cursor to highlight the desired 
group name then click on that name to select the new group where you want the child 
placed.  
 

 
 
All children can be placed in groups before clicking the "Save" button.  One click on the 
"Save" button will save all actions executed on the page.  
 
Since children will remain in the group list for 90 days from the date the link ends, 
children can be put in either the  [no Group selected] group or in the provider created 
"Zzz-Group" once they leave the provider’s care.  Children in [no Group selected] will 
remain at the top of the list on the Child List page and cannot be selected "By Group" 
from the "Child Claim Search" screen.  Children in the special "Zzz-Group" will display 
at the bottom of the Child List page and can still be selected "By Group" from the "Child 
Claim Search" screen. 
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Please Note:  It is important to note that the Group Name will be alphabetized by ‘case’ 
i.e. capital letter verses lower case letter.   

 
A message will appear in the tool bar at the top of the page indicating “Children Added 
To Group Successfully” once the action is completed. 
 

 
 
 
 
To view all children on this page, click on the scroll bar on the right side of the screen. 
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