Print PBFs (Provider Billing Forms)

Now that you are a KICCS Provider Portal participant, you have online access to your PBFs around the clock!  You will no longer receive PBFs by mail or email once your account is up and running!

We understand, however, there may be certain circumstances or reasons for which you might like to print a hard copy of the PBF for your records.  It’s very easy to do!  There are two (2) options for printing your PBFs:

· Printing ONLY those PBFs that need to be completed for payment, OR

· Searching for and printing a PBF for a specific child 

Printing ONLY Those PBFs that need to be completed for Payment 

1. Click on the Print PBFs link located on the left-hand side of the Provider Portal Home Page to go to the Print PBFs Page.  PBFs in “New PBF” or “Saved” statuses show on this page. (See Glossary and Common Acronyms for status definitions):
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2. To print one or more specific PBFs, simply click on the Select box beside the child’s name.

3. Then click on the Print Selected Button on the bottom of the page.
The PBF(s) will open in a new window and you can print from there.
Searching for and Printing a PBF for a Specific Child or Payment Period

1. Click on the Print PBF link.

2. Click beside SEARCH.  This opens up the Search Options screen:
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3. Enter the child’s name (First Name and/or Last Name) and the From Month and Year and the To Month and Year.  Click Search.  (To search for all children’s PBFs for a specific period of time, do not enter anything in the Last Name, First Name fields.)
(TIP:  You are limited to six months prior to today’s date as your Start Date)

4. Your search results will show below.  To select and print, simply click the checkbox(es) beside the child’s name and click Print Selected.

The PBF(s) will open in a new window and you can print from there.

(TIP:  Entering additional criteria for your search will refine and limit the number of results returned)
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