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This guide will show businesses how to register for payments and submit invoices to Aveanna Healthcare
Support Services using the QuickBase system.

Registering for Payments in QuickBase

When a 459 referral is submitted, the Business will automatically receive an enrollment request in QuickBase.
The sender mailbox name will be: notify@quickbase.com

Hello ,

We have received a referral from the Regional Center for , UCI # who will be receiving 459 social recreation services from your
payment on behalf of the family. Please note that Aveanna can only process payment through checks or direct deposit.

,asaFi it Service Agency, will be p ing

To proceed with t, your busi must be regi: d with us.

*** Important Information ***

If your business has already been registered and you have received our approved email, please disregard this email.You do not need to register again. Please note that SDP and 459 social recreation
are not the same service.

Before din 1| i the infor ion outlining the registration process:

Please be aware that your attachments cannot be saved in our system until your business details are submitted. Ensure that the business name you provide matches exactly as it appears in this email, any
necessary corrections will be made after we verify your W9 form.

If your busi: name is pletely incorrect, please contact us at the email below.

Business Name:
To initi your regi: ion with Busil Reg Portal - Busi Dashboard (No sign-up or login required)

Step 1: Select New Business to enter your business information.
Step 2: After completing Step 1, select New Document to upload your required documents.

Once your document has been successfuly uploaded, you will receive a confirmation email from nofifyi@quickbase.com (this email is a no-reply email) If you do not receive the confirmation email, please email us
at d i com

Once all documents have been uploaded, Aveanna typically takes between 1 - 2 weeks to review the documents. Upon approval of your registration, you will receive an email nofification from
notify@quickbase.com ing you to submit your invoice.

The business may use the click Business Portal link in the email, or they may click the link in the first step.

1. Navigate to the QuickBase Aveanna Business Registration Portal: Use the link below to enter the Business
Portal: Business Reg Portal - Business Dashboard
2. Begin registration: Click on the New Business button in the left corner.

& Business Reg Portal Q, Search this app ctrl K ® Signin

< Business Reg Portal Business Dashboard

New Document

New Business New Business Invoice

Aveanna Healthcare Business Entry Guide

Welcome, Business! This guide will assist you in adding your details to the Aveanna Healthcare Quickbase app. Follow these steps carefully to ensure your information is accurately
entered into our system.

Step 1: Navigating to the Business Section

1 L AL b blas Diiai Talal " £l
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3. Fill out the Business Details form. Enter the required information below for registration.
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Enter the Business Name.

Enter EIN/Tax ID number.

Enter DBA (Doing Business As) information (if applicable).

Enter the Business’s Contact Name.

Enter Business’s Contact Email.

NOTE: Email must be accurate, as it will be used to alert the business to registration progress and
important service updates.

10. Enter the Business’s Contact Phone number.

11. Enter or Search for the Business Address.

NOTE: These fields are required.

N A

12. Complete registration: Click the Save button to submit the registration.

Aveanna Business Registration Portal Q@ Q ? |signin
i My Apps
(4] i) ] 3
Home Businesses Documents Business Invoices
Busil Add Busi SM I Cancel
~ Business Details
Business Name * Business Address *
Search Q
EINfTax D *
Street address 1
DBA (Doing Business As)
Street address 2
Contact Name *
Contact Email * Contact Phane * pss
BN - +1(201) 556-0123 ext. 1234
2P code State
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Attaching Documentation in QuickBase
This section details how to upload documents in QuickBase.

Important: A W-9 and Business License are REQUIRED for all Businesses. If you DO NOT have a Business
License, please contact the Aveanna Support team at ssvendorservices@aveanna.com for assistance.

1. Navigate to the QuickBase Aveanna Business Registration Portal: Use the link below to enter the Business
Portal. Business Reg Portal - Business Dashboard
2. To begin document upload, click on the New Document button.

© Business Reg Portal Q, Search this app ctrl K

< Business Reg Portal Business Dashboard

New Busines: New Document New Business Invoice

Welcome, Business! This guide will assist you in adding your details to the Aveanna Healthcare Quickbase app. Follow these steps carefully to ensure your information is accurately
entered into our system.

Aveanna Healthcare Business Entry Guide

Step 1: Navigating to the Business Section

alin locabe bl Dial Talal " £l

Fill out the Add Document form. Use the fields to enter the required information for uploading the document.

Aveanna Business Registration Portal © Q ? |signin

i MyApps

N 2] i $

Home Businesses  Documents  Business Invoices

D Add D Save v Cancel

Business Name * Document Type *
Select one Q v

Business EIN * File Attachment *

1, Upload file o

or drag and drop

3. Enter Business Name.
4. Enter Business EIN.
5. Use the drop-down menu to select Document Type.
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Aveanna Business Registration Portal © Q ? |sgnin
i MyApps
Home Businesses  Documents  Business Invoices
D,
Add D Save v Cancel
Business Name * Document Type *
Title Boxing Btart typing to search Q v ]
N
pusinest & ACH Authorization Form
23-1234567
w-9
Business License

6. Attach document file: Click the Upload file button and attach the corresponding document.

Aveanna Business Registration Portal © Q 7 |sgnin
1 MyApps
Home Businesses  Documents  Business Invoices
——— -
Business Name * Document Type * o
Title Boxing W-9 x| ™
Business EIN * File Attachment *

7. Upload document: Click the Save button to upload the document.

Aveanna Business Registration Portal © Q ? | signin
i MyApps
N :a] m $
Home Businesses Documents  Business Invoices
A o

Business Name * Document Type *
Title Boxing W-3 X v
Business EIN * File Attachment * 0
— _07-
23-1234567 % v Screenshot 2024-07-17 at 12.55.02 PM.png [0 ]

254.8 KB | Invalid date

NOTE: If Step 6 is completed successfully, the attachment will appear in the File Attachment field, as shown
above.
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Result

Businesses will receive an email confirmation of the document upload from the sender's mailbox name
notify@quickbase.com.

Repeat steps 1-7 to upload any other documents.

Ejﬂuidcbasel.ugo
Hello empiy,

Thank vou for submitting the document titled TestChanged that was submitted to Aveanna on 06-16-1958 12:00 AM. This email serves as
confirmation of its successful submission.

Please be advised that our team has mnittated the review process for the submitted document, which can take 1-2 weeks from the day all required
documents are submitted. We appreciate vour cooperation and patience.

Should you have any question or need further assistance, please contact us at ssvendorservices @ aveanna com.

Thank you,
The Aveanna Team

Thiz is an automated notification from a Quickbase app. you feel that you should not be receiving thess notifications, please contact the app's manager and ask to be removed from the nofification list.

Uploading an Invoice in QuickBase for Payment

1. Navigate to the QuickBase Aveanna Business Registration Portal: Use the link below to enter the Business
Portal Business Reg Portal - Business Dashboard.

Important: Business will need the client UCI#. The Client UCI# can be found in the original referral email.

2. Navigate to the Business Registration Portal and click on Add Business Invoice.

Q. Search this app

€ Business Reg Portal

< Business Reg Portal Business Dashboard

New Business New Document ‘ New Business Invoice

Aveanna Healthcare Business Entry Guide

Welcome, Business! This guide will assist you in adding your details to the Aveanna Healthcare Quickbase app. Follow these steps carefully to ensure your information is accurately
entered into our system.

Step 1: Navigating to the Business Section

1o L olim loaote tas D Talal s £l
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Tip: You may also click on the “Upload Invoice Here” button from the approved referral email.

‘dﬂlﬁm Lo

Helle emypiy,

We are pleased to mform you that Aveanns kas approved the refirral for empty. Before you procesd with uploadimg your mveices, kindly take a moment 1o review the mformation
provaded belotv 1o enstfe accaracy.

Mo sign-up or log in is needed for submitting your inveices. Upon successful upload, vou will receive a confirmation email from our system.

Information Required to Upload Your Inveice:
Please be sure to enter the information as it shows below:

Inveice must inclede the following information:

- Bill ta: Avesnna Healthears

- Uniqoe Inveice sumber and date

- Description of service, meloding chent pame snd service date
A s dna

Fill out the Invoice Details form: Use the fields to enter the required information for invoice upload.

Aveanna Business Registration Portal
i# My Apps

(] o] i $

Home Businesses Documents Business Invoices

Business Invoices - Add Business Invoice

 Invoice Details

Business Name *
Business EIN * uci*
Service Month * Service Year

Select one Q v ||Selectone v
Invoice Number *
Invoice Amount * Service Description

$0.00

ile chment ™

2, Upload file )

or drag and drop

Enter Business Name.

Enter Business EIN.

Enter the UCI number.

Use the dropdown menu to enter the Service Month.
Use the dropdown menu to enter the Service Year.
Enter the Invoice Number.

. Enter the Invoice Amount.

10. Enter Service Description. For example, “boxing classes.

©oNO U AW
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11. Use the Upload File button to attach the Invoice.

File Attachment *

I, Upload file ]

or drag and drop

NOTE: If Step 10 is completed successfully, the screen will show an attachment in the File Attachment area, as
seen in the bottom part of the picture.

12. Click the Save button to upload the invoice.

Awwanna Busiesss Registration Parisl O G 7 s

My Bopa

[ (=1 m %
TV NI T T————
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Tai Basrg
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Result

The business will receive an email confirmation of the invoice upload from the sender's mailbox at
notify@quickbase.com.

N notify@quickbase.com ©® & Reply & Replyal ~ Foward @ & B
e ] Tues/7

This Message Is From an External Sender

[#:Quickbase Logo
Hello Test Vendor,

The invoice submitted for Test Client 1234567 has been successfully received. Thank you for your timely submission.
Our system 1s undergoing a review of the invoice, after which it will be forwarded to the client’s family for approval.

Upon approval by the client’s family, Aveanna will initiate the necessary review and processing of payment. It is important to note that payment will be processed once the client has approved
the invoice.

Payment processing will take place within 3 -4 weeks of when the invoice is approved.

Thank you,
The Aveanna Team

This is an automated notification from a Quickbase app. If you feel that vou should not be receiving these notifications, please contact the app's manager and ask to be removed from the notification list.
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NOTE: An email will be sent to the Client or Client Family upon invoice submission to request approval. The
Client or Client Family must approve the invoice before payment can be made.

N notify@quickbase.com <N Reply € Replyall > Forward @ [
Tol Tue 5/7/2024 10

This Message Is From an External Sender

[#>Quickbase Logo
Hello Test Client 1234567,

Aveanna has received a new invoice from Test Vendor for Test Client. Before proceeding with payment processing, we kindly request your approval to confirm that the service was rendered.

Invoice Information:

Vendor Name: Test Vendor

Service Month/Year: Apr/2024

Amount: $100.00

Service Description: gym

Download Invoice: Click here to access your invoice

Your prompt attention to this matter would be greatly appreciated as it will facilitate the timely processing of the invoice.

Once Aveanna completes the final approval process and verifies that we have received the necessary authorization, payment will be issued within 3-4 weeks.

I APPROVE INVOICE REJECT INVOICE I

Troubleshooting
If you encounter any issues during the referral entry process, contact the Aveanna Support team for assistance
at ssvendorservices@aveanna.com.

Important: Ensure that you have a stable internet connection throughout the referral entry process to prevent
data loss or submission errors.

ATENCION: si habla espafiol, tiene a su disposicion servicios gratuitos de asistencia lingiiistica. Llame al 1-888-255-8360 (TTY: 711).
VR LA R S, AT LA R AR S RN, Rk 1-888-255-8360 (TTY: 711)

Aveanna Healthcare, LLC does not discriminate on the basis of race, color, religion, national origin, age, sex, sexual orientation,
gender identity or expression, disability, or any other basis prohibited by federal, state, or local law.

© 2026 Aveanna Healthcare, LLC. The Aveanna Heart Logo is a registered trademark of Aveanna Healthcare LLC and its subsidiaries.
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