Pre-Ets Check list
· For Initial claims
· Gather the following documents for a Pre-Ets submission- you will need information from these for completing the claim 
· Pre-ETS service agreement
· SSA 199 –Pre-ETS and direct costs
· IEP/ 504
· IPE/amendments
· Proof of payment
· On the Portal- Main Menu in the VR Cost Reimbursement Claims
· Choose 3rd bullet ‘Request a VR Payment by SSN’
· General Information screen:
· Enter the person’s information 
· Type of claim: choose ‘Initial Claim’ 
· Claim based on ‘Pre-ETS’- click next 
· Dates screen:
· Date entered VR- must be post age 18/ or when IPE is signed
· Date of Service Agreement – needs to be prior to VR enter date 
· Date of employment-if unknown – you can enter VR closure date
· Click next
· The SVR screen is present to validate the information of who is submitting
· Claim Information screen:
· Identify Benefit status – each option has additional questions / radio buttons to choose
· For Beneficiary occupation-if unknown – SSS uses file clerk 206 or use the Tracker default 297
· Click next
· Cost screen
· Enter in the required information including the Pre-ETS costs
· Tip- no commas i.e. $17,000 – this will error if you have those 
· Cost itemization screen
· Enter at least 5 of the first service amounts and details
· For the Pre-ETS cost ensure you are using the Pre-ETS Reimbursable Service Codes
· If more than 5 services amounts (listed on the SSA 199) enter in remaining total to reach the full amount listed on the banner at the top of this screen. 
· Add a note on this last screen commenting that this is the total remaining as listed on the SSA 199 form. 
· Once the total matches up, submit claim
· Return to the main screen in the Portal 
· Under VR Cost Reimbursement Claims – choose the 5th bullet ‘View all VR Pending Payments for me’
· On this next screen, identify and click on the claim you just submitted 
· Click on ‘Fax additional information’ 
· Pull a barcode cover sheet for each of the 5 documents
· Tip- when saving the barcode give it a name i.e., ‘barcode IPE’, ‘barcode SSA 199’ etc., to help when gathering the documents with the corresponding barcode
· Check after faxing to ensure all documents were received
· For Supplemental claims
· Gather the following documents for a Pre-Ets submission- you will need information from these for completing the claim 
· Pre-ETS service agreement
· SSA 199 –Pre-ETS and direct costs
· IEP/ 504
· IPE/amendments
· Proof of payment
· On the Portal- Main Menu in the VR Cost Reimbursement Claims
· Choose 3rd bullet ‘Request a VR Payment by SSN’
· General Information screen:
· Enter in the persons information 
· Type of claim: choose ‘Supplemental’ 
· Claim based on ‘Pre-ETS’- click next 
· The initial claim should be present at the bottom of the screen -click select
· Follow the steps listed above, very similar to the submission of an initial claim





