
Workbooks to Encounters
Vendor Training
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Webinar Information

• All Attendees will be in Listen-Only mode for the duration of the 
Webinar.​

• User Guides are located on bhsdstar.org

• Questions can be entered in the Questions area of the panel. 
(Be sure to listen to the entire presentation as your question may be answered later in the presentation)

• Questions submitted will be addressed the last 10-15 minutes of the 
webinar.



Why is Vendor Registration Important?

• Billing Information-Where to send payment
• Mailing Information-Where to send important correspondence
• Service Locations-Where services are being provided to clients
• Staff and Licensure-What staff are providing services (This 
determines the correct fee reimbursement for the service based on 
the fee schedule)

Remember:
It is important that the Vendor Registration information be kept current. 
Please review and update regularly. Insure staff are added and their 
licensure is current/not expired.



Why Switch to Encounters?

There is a wealth of information contained in the Workbook Uploads that 
the Lead Agencies have requested greater access to.

Below are listed benefits of the switch:
• Increased vision into what services the Vendors are billing for the client 

and non-client services rendered.
• By defining service acceptance rules we can make it easier and faster for 

the Vendors to enter their services.
• Services will be easier to review on an invoice for State Agency staff, as a 

result reducing time spent on invoice approvals.
• Ability to capture client demographics through the Mandated Data which 

leads to more supportive data to assist with increased State General 
Funding requests, Federal grant applications, etc.

• Ability to answer questions from State Agency Executive Leadership and 
Legislature inquiries on how the funding is expended.



Lead Agency and Vendor Analytics



Project Setup

There are 2 types of Encounter Services:
• Client Based
• Non-Client Based

Some projects will consist of one or the other and some projects may have both.

For Client Based Services-some will collect cost and some will be calculated by 
the system based on the Units, Rendering Staff, and current Fee Schedule.

For Non-Client Based Services-the Vendor will enter the cost of the services 
rendered.

All Vendors will be informed of the new Encounter services they will be 
transitioning to for inputting services rendered for monthly billing.



Non Client Based Encounter Services

Non Client Based Services are entered in the same place as the 
Workbook Upload-On the Vendor Project screen:



Non Client Based Encounter Services

Each service has been customized to collect specific data fields. 
If the required fields are not entered, when selecting save red messages 
will display. 



Non Client Based Encounter Services

Invoices will be auto-generated by the system on the 1st and 15thof 
each month at Midnight and contain all services rendering during the 
month-displayed on the Summary and Detail tabs.



Client Based Encounter Services-Registration



Client Based Encounter Services-Registration



Client Based Encounter Services-Registration

Required Fields will 
display a message at Save if 

not entered



Client Based Encounter Services-Registration



Client Based Encounter Services-Registration

This entire screen is 
optional



Client Based Encounter Services-Registration

The first time a client is 
registered they must be 

Activated into the project



Client Based Encounter Services-Registration



Client Based Encounter Services-Add Service

Click Add Service, Click the 
Service you want to add.



Client Based Encounter Services-Add Service

Required Fields will 
display a message at Save if 

not entered



Client Based Encounter Services

Invoices will be auto-generated by the system on the 1st and 15th of 
each Month at Midnight and contain all services rendering during the 
month-displayed on the Summary and Detail tabs.



Important Things to Remember

For Client Based Services:
• Mandated Data Check-ins are required on a client receiving services 

every 6 months. 
• If a client will no longer be receiving services a Mandated Data 

Deactivation for the Client should be performed.
Vendors have:

oUntil Midnight on the last day of the month following the month the 
service was rendered to enter the services. 
oThirty (30) days from the date a correction was required to submit the 

corrections.
All payments will be made no later than 30 days from the date of 
invoice approval. 



Encounters Staff Registration



Encounters Issues and Questions

Address questions, comments, or concerns to support@bhsdstar.org.

Remember: 
Falling Colors is fully committed to assisting all Vendors thru this 
transition and answering any questions and providing support.

mailto:support@bhsdstar.org
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