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INTRODUCTION




e SPCSis a secure method of sending
confidential information & files.

. ServicheI providers car? SILIJbFrFit their
montnly invoice with all the

e Service providers can send
correspondence to individual officers,
including:

O Notices of Violation Behavior, such as:
=  Failures to Appear (FTA)

= Failure to provide a valid sample

=  Failure to submit a copayment

Quarterly Treatment Plans

Intake Reports

Physical/Psychological Reports

Polygraph Tests

ETC.
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REGISTRATION



Registration to access the Service Provider application

o-reply@ao.uscourtsgov
0) To @ Michael Srith

@We removed extra line breaks from this message.

You have been registered to access the Service Provider application.

Service Provider: Service Provider, BPA # 0972-20-50SM

Service Provider User: Michael Smith
User ID: MichaelSmith
Password: {2rtWvDu

Internet address - https:/ /serviceproviders.uscourts.gov/sveproviderweb flogon.aspx

INVITATION
EMAIL

You will receive an invitation email
from the Administrative Office of the
US Courts:

1. The “From” line will be: no-
reply@ao.uscourts.gov

Check your “Junk” email if you
don’t see it in your email box

Email or call if you don’t receive
it.

Remember your User ID &
temporary Password

Clink on the link.




Service Provider Communication

Probation and Pretrial Services Electronic ACCOUNT LOGIN
Reporting System
Treatment Service Providers can use this system. LEarTins: |
Forgot your User ID?
This is a restricted website for Official Court Business only. ; :
Unauthorized use of this site is subject to prosecution under Password:
Title 18 of the U.S. Code.
Forgot your Password?
All Activities and access attempts are monitored and reported. Login

User ID: MichaelSmith
Password: {2rtWwvDu

This site is best viewed at resolutions of 1280x800 or higher.

LOG INTO THE
APPLICATION

* Enter the User ID and Password
provided in the invitation email

e (lick “Login”

NOTE: This is the log in page you will
use to log in every time you want to
access SPCS. You may wish to
bookmark the website link:



https://serviceproviders.uscourts.gov/svcproviderweb/logon.aspx
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Service Provider Change Security Questions Change Password Quit Michael Smith

Change password

Enter your current password: ’ l

Enter a new password: i ]

Enter new password a second time: { ]

New Password must be at least 8 characters long and contain at least 1 digit (0 -
9), at least 1 special character ( |@#$%"&*()_+;: ), at least 4 alphabetic
characters, and no more than 2 consecutive (repeating) characters.

CHANGE YOUR
PASSWORD

You will need to change your
password

e Re-enter the temporary
password provided in the
invitation email

Create your own password

Keep in mind the new password
restrictions at the bottom of the

page
 When finished, click “Done”

NOTE: You will only need to change
your password this one time.




Service Provider Change Security Questions Change Password Quit

Michael Smith

Security Questions

You must fill out all of the fields on this page.
The security questions and answers are only used if you forgot your user id or password. At the login screen, there are
options to refrieve a lost user id or password which require you to provide answers to these security questions.

Welcome Michael
Please enter your name

First Name: [Michael Last Name: |Smith

Please enter your gender:

OFemale O Male

Please enter your zip code: i

Please enter your email address:
michael_smit h@caep_uscl

Please select the month you were born Please enter the year you were born

Security Question 1. I Please select a question VI
Answer: l

Security Question 2. [ Please select a question V]
Answer: l

Security Question 3. [ Please select a question V]

Answer: i I

SECURITY
QUESTIONS

e Complete all the fields

e C(Click “Save”

NOTE: You will only need to enter
this information one time.







Service Provider Communication

Probation and Pretrial Services Electronic ACCOUNT LOGIN
Reporting System

Treatment Service Providers can use this system. Do s:

Forgot your User ID?

This is a restricted website for Official Court Business only. ;
Unauthorized use of this site is subject to prosecution under Password:

Title 18 of the U.S. Code.

Forgot your Password?

All Activities and access attempts are monitored and reported. Login

This site is best viewed at resolutions of 1280x800 or higher.

LOG INTO THE
APPLICATION

Enter the User ID and Password
you created during the
registration process.

Click “Login”

NOTE: This is the log in page you will
use to log in every time you want to
access SPCS. You may wish to
bookmark the website link:



https://serviceproviders.uscourts.gov/svcproviderweb/logon.aspx

EMAIL ADDRESS
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[iCOURTS CONFIRMATION

Service Provider Change Security Questions Change Password Quit

Michael Smth

e |f necessary, you may chose to

update your email address
Please update your email address:

Updating your email address will ensure we can communicate important information with you. ° Cl ick “ N ext z

NOTE: You will be asked to confirm
your email address every time you
log in.




Service Provider Change Security Questions Change Password Quit

Terms and Conditions

All users of the Electronic Reporting System (ERS) web site are expected to adhere to the security standards of the ERS
System. Authorized users are issued a unique user ID and password.

All users of the Electronic Reporting System (ERS) web site are expected to adhere to the Terms and Conditions provided
below:

e You will not provide your user 1D and/or password to any third party.
e You will accept responsibility for all logins to the ERS web site using your user ID and password.
e You will not leave the ERS web site unattended while logged on to the system.

If you believe any breach of security has occurred, such as the disclosure, theft, or unauthorized use of your user ID and
password, you will contact your Supervising Officer immediately.

PLEASE READ THE FOLLOWING TERMS OF USE AND CONDITIONS CAREFULLY BEFORE USING THIS WEB SITE.

By accessing or using this web site, you agree to these terms of use, conditions and all applicable laws under Title 18 U.S.
Code. Violations of Title 18 are subject to criminal prosecution in federal court. Misuse of this application could also lead to a
potential violation of supervision. If you do not agree to these terms and conditions you may not use this web site.

This system is provided for official use only; all usage may be monitored; access to any account may be granted upon
appropriate application. Anyone accessing or using this system consents to monitoring and official access.

Information shared on this system may be sensitive and may only be used for official purposes. A person who receives drug
and alcohol treatment information may redisclose and use it only to carry out that person's official duties with regard to
supervising the patient's performance on release or other action in connection with which the consent was given.

The law and policy that has traditionally applied to confidential treatment records and copies of those records in probation files
applies with equal force to records in this system.

Don't Accep| || Accept | >

Michael Smith

N———

TERMS AND
CONDITIONS

You must accept the terms and
conditions in order to use SPCS.

e Read the Terms & Conditions

e C(lick “Accept”

NOTE: You will be asked to accept
the terms and conditions every time
you log in.




HOME PAGE — YOUR IN BOX



In

AN\ UNITED STATES

[flCOURTS

Communication Management

Inbox

Inbox message(s) will be available for 365 days,

No message(s) available.

Smith. Michae! | | California Eastern

Inbox | Draft | Sent | Compose | Deleted | Generate Blank Invoice Template

ERS HOME PAGE

* Once you are logged in, you will
be direct to the Electric
Reporting System (ERS) home
screen.

* By default, the Inbox screen
opens upon login.



Inbox | Draft | Sent | Compose | Deleted | Generate Blank Invoice Template

IN BOXES

There are 4 mailbox screens in
SPCS:

. Inbox

. Draft

o Sent

. Deleted

The text in black indicates
which mailbox screen is open.

All mail box screens work in the
same way.




N UNITED STATES
%COU RTS

—

Communication Management

Sent

Sent message(s) will be available for 365 days.
From - | Cliand

] smith, Michael General

| Delete Selected Message(s)

Page 1 of 1 Records per Page: |10 |

MESSAGES

e (lick a message in the list to
access correspondence

Quit Smith, Michael | | Califomia Eastem

inbox | Draft | Sent | Compose | Deleted | Generate Blank Invoice Template

B | subiect Mloe  M|sem| M * To open a message, click on:
ch, 202 ... &

D4/02/2020 D9:43 AM 23K .
e Name of person message is from,
e C(Client’s name, or

e  Subject




W UNITED STATES
%COU RTS

—

Communication Management

Sent message(s) will be available for 365 days.

n From B | Client

] smith, Michael General

| Delete Selected Message(s)

Page 1 of 1 Records per Page: |10 |

Quit

Smith, Michael |

| Califomia Eastem

inbox | Draft | Sent | Compose | Deleted | Generate Blank Invoice Template

[ ] [ su bject

Invoice - March, 202 ..,

04/02/2020 D9:43 AM

ATTACHMENTS

* To open and save attached files:
e (Click on the paper clip

e (Click on the file you want to save

o Click “Save” in the window menu

NOTE: You may also save
attachments from an open
message.



_ DELETING
i MESSAGES

Communication
[ ]
Sent

Management Quit Smith, Michasl |

To delete a message:

Sent message(s) will be available for 365 days.

Check the box on the left,
inbox | Draft | Sent | Compose | Deleted | Generate Blank Invoice Template

e (Click “Delete Selected Messages”
O — S O — -]
®~ mith, Michael General

Invoice - March, 202 . D4/02/2020 D9:43 AM
D e —

‘l Delete Selected Message(s) ’




COMPOSE A MESSAGE



Compose

F.ocationgsl ol

Re: Client *

— To: Recipient(s) *
Staff Member

[Smith, Michael 2 _
Probation /Pretrial Staff
[, et v

Smith, Michael
Larkin, Dena

—Attact (s)
Scanning completed and no virns found.

(Click Add to attach fie(s) | | A

0972-20-50SM Invoice.pdf
0972-20-50SM DTLs pdf

s

“

Inbox | Draft | Sent | Compose | Deleted | Generate Blank Invoice Template
Subject *
Invoice - March, 2020 - BPA # 0972-20-50SM (TEST TRANSMITTAL) x

Dena,

[Attached you will find the invoice for March, 2020,
including:

1. Part A
2. Part B
3. Supporting Documents:
* MTRs
Sign-In Sheets
Intake Reports (if any)
Physical/Psychological Reports (if any)
Co-Payment Receipts
Transit Receipts

* A4 * % 4

Thank you,

[Michael S. smith

Save As Draft I Cancel

COMPOSE A
MESSAGE —
CLIENT

REFERENCE

e |nthe “RE: Client” field:

e  For vendors with multiple BPAs —
“General” will be the only choice
available at this time.

For vendors with a single BPA — You will

be able to reference a specific client,
when sending information directly to
the officer.




COMPOSE A

Compose

T MESSAGE —
I RECIPIENTS

Invoice - March, 2020 - BPA # 0972-20-50SM (TEST TRANSMITTAL ) x

Re: Client *

Message *
[General M [a1 Dena,

~
[Attached you will find the invoice for March, 2020,
including:
o: Recipient(s) * ™

Staff Member L. rarc a * TO: Recipients:
Probation/Pretrial Staff e * Ifyouwant to include another member
i Aga 5 9 .
[Larkin, Dena iz * sign-In sheets of your staff who is registered for SPCS,
* Intake Reports {if any) d “ ff b ”
Smith, Michael * Physical/Psvchological Reports (if any) Under “Staff Member
* Co-Payment Receipts

Transit Receipts . Select their name.

Larkin, Dena : /
N IGETOVER
Thank you, O Click “Add”

[Michael S. smith

In the “Probation/Pretrial Staff” section

J Select the person you want to send the
= 1 ’ v
Attac (s) message to.
Scanning completed and na virus found. Save As Draft I Cancel Click “Add”
Click Add to attach file(s) ]

g;gzgggxg%o&;}dr NOTE: You must click “Add” after
Bemze | selecting each name. The name
will appear in the box below.

“




Compose

Location(s) *
|

Re: Client *
|General

v

— To: Recipient(s) *
Staff Member
[Smith, Michael 2
Probation /Pretrial Staff

Larkin, Dena V]

Smith, Michael
Larkin, Dena

—Attact (s) \

Scanning completed and no virns found. \
Click Add to attach file(s) | Add

0972-20-50SM Invoice.pdf
0972-20-50SM DTLs pdf

Subject *

Inbox | Draft | Sent | Compose | Deleted | Generate Blank Invoice Templ

Invoice - March, 2020 - BPA # 0972-20-50SM (TEST TRANSMITTAL )

x

Message *
[H1 Dena,

[Attached you will find the invoice for March, 2020,
including:

1. Part A
2. Part B
3. Supporting Documents:
* MTRs
Sign-In Sheets
Intake Reports (if any)
Physical/Psychological Reports (if any)
Co-Payment Receipts
Transit Receipts

* A4 * % 4

Thank you,

[Michael S. smith

Save As Draft

COMPOSE A
MESSAGE —
SUBJECT &
BODY

Type a short description of the
message in the “Subject:” field,
such as:

e The type of document, and
e The BPA Number.

Type the body of your email in
the “Message” field.




COMPOSE A
e e MESSAGE —

L v Invoice - March, 2020 - BPA # 0972-20-50SM (TEST TRANSMITTAL) %

Re: Client * Message *

e g R ATTACHMENT(S
~

— To: Recipient(s) *

[Attached you will find the invoice for March, 2020,
including: " > .
— ) .
Statf Member 1. pazea In the “Attachments” section:
[Smith, Michael R < | 2. part B

Compose

Probation/Pretrial Staff . . fug;z'cing DOCMIENL S ® Click Qﬂ “Add” to display a directory of
[Larkin, Dena Vll Sign-In Sheets your files.

* Intake Reports (if any) :
Smith, Michael * Physical/Psychological Reports (if any) Select the file you want to attach.

Larkin, Dena : Co-Payment Receipts

Transit Receipts

Click “Open” to attach the file to your
Thank you, message

[Michael S. smith

/—_\ e Acceptable file formats are:
Attact (s) o

N
Scanning comgleted and no viens found. Save As Draft | Cancel *  jpg/ipeg
Click Add to attach file(s) ] . png
0972-20-50SM Invoice.pdf gif
0972-20-50SM DTLs.pdf

oJoli

Beroiea
A / ppt/pptx
o—

M doc/docx

wpd
odt
xls/x|sx
txt




Compose

F.ocationgsl ol
|

Re: Client *
|General M

- To: Recipient(s) *
Staff Member
[Smith, Michael 2 _

Probation /Pretrial Staff

v < -

Smith, Michael
Larkin, Dena

M——\

N

Scanning completed and no virns found.
(Click Add to attach fie(s) | | A

0972-20-50SM Invoice.pdf
0972-20-50SM DTLs pdf

=

Inbox | Draft | Sent | Compose | Deleted | Generate Blank Invoice Template

Subject *
Invoice - March, 2020 - BPA # 0972-20-50SM (TEST TRANSMITTAL ) x
Message *
[H1 Dena,
A
[Attached you will find the invoice for March, 2020,
including:
1. Part A
2. Part B
3. Supporting Documents:
* MTRs
* sSign-In Sheets
* Intake Reports (if any)
* Physical/Psychological Reports (if any)
* Co-Payment Receipts
* Transit Receipts
Thank you,
[Michael s. smith
v

Save As Draft I Cancel

COMPOSE A
MESSAGE —
SEND

e C(lick one of the following:

o “Save as Draft” to save as a draft to
send later

“Cancel” to cancel and not save the
message

“Send” to send the message
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GENERATE A BLANK INVOICE



GENERATE A
BLANK INVOICE
TEMPLATE

e (lick “Generate Blank Invoice
Template” from the file bar.

. Date — Select the month and date.

Smith, Michael | | California Eastem

Communication Management

Generate Blank Invoice Template

Inbox | Draft | Sent | Comp | Deleted | G te Blank Invoice Template

Date * o Service Provider & Contract Number—

Select the appropriate name and

Service Provider & Contract Number * contract number

Select One v
“ Treatment Type & BOC — Select the
T| S — v appropriate type of treatment and BOC

Purchase Order Number & Date & BOC
¥ — Select the appropriate PO number,
date and BOC.

Purchase Order Number & Date & BOC *

-

Note; The system curtently supports MS Excel 2007 and newer versions.

Click “Generate”

Save file to our local directory
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ACCOUNT MANAGEMENT



™

’\\1 NITED STATES
INCOURTS

Communication Management i Smith, Michael | GPC, Inc - INVOICE ONLY | California Eastern

Change Password

| Change My Password | Security Questions

Enter Olll' current assword e

New password must be at least 8 characters long, contain at least 1 digit (0 - 9), at least 1 special character ( I@H#S%"&

_+:2), at least 4 alphabetic characters, and no more than 2 consecutive (repeating) characters.

Enter a new assword x Re-enter assword i

CHANGE
PASSWORD

You may change your password at
any time.

To change your password, hover
over “Management” on the file
bar, and select “Change Password”
from the menu:

e Enter your current password

e Enter and confirm your new
password

e (lick “Save”



Michael Smith

Service Provider Change Security Questions Change Password Quit

Security Questions

You must fill out all of the fields on this page.
The security questions and answers are only used if you forgot your user id or password. At the login screen, there are
options to refrieve a lost user id or password which require you to provide answers to these security questions.

Welcome Michael
Please enter your name

First Name: [Michael Last Name: |Smith

Please enter your gender:

OFemale O Male

Please enter your zip code: i

Please enter your email address:
michael_smit h@caep_uscl

Please select the month you were born Please enter the year you were born

Security Question 1. I Please select a question VI
Answer: l

Security Question 2. [ Please select a question V]
Answer: l

Security Question 3. [ Please select a question V]

Answer: i I

SECURITY
QUESTIONS

You may change your personal
information and security questions
at any time.

To change your personal
information or security questions,
hover over “Management” on the
file bar, and select “Security
Questions” from the menu:

e Change the appropriate
information

e (lick “Save”




HELP / CONTACT US




Should you need help or assistance,
please contact:

HELP / CONTACT

Michael S. Smith US
Contracts Specialist

(916) 930-4306

michael _smith@caep.uscourts.gov

Dena Larkin
Procurement Administrator

(916) 930-4339
dena larkin@caep.uscourts.gov
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