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Creating Pre-Authorizations on the Web  
  

Go to the LSBHIDEI website by typing the following URL into the address line using your browser software.  
Please use Internet Explorer version 11 and make sure you turn on COMPATIBILY MODE:   
 
 

www.lsbhidei.org 
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Click on Provider Information and then on LS eBilling.  Then click on the “Authorizations site”:  

 
 
  

 



  3 

A new window will open with “Authorization Log In” as the title.  
  
Type the user id and password in.  These are assigned at the county.  If you lose your user id and/or 
password, just call Marianne or Katerina at the LS County Admin Office (570-346-5741) to have them 
reset.  
  

  
  
****** NEW ******  
A new feature has been introduced that will allow you to enter pre-authorizations for a different fiscal 
year.  The current fiscal year will be the default selection.  If you wish to change, select the fiscal year 
here, then click on “Change FY”.  Note that the change will not take effect unless you click on the 
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“Change FY” button.  
Click “Create Pre Authorizations”. 
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Enter the Client’s social security number as the Client ID and press “Submit”:  
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Verify the consumer’s name and then select the services by clicking “Add Service” for each service the 

 
When finished, click on “Create/View Pre Authorizations”.    The screen will change to show the 
selected services.    
  
**** NEW ****  
To view a list of the pre-authorizations already in the system for your client, just click on the 
“Create/View PreAuthorizationst” button.  
***** NEW *****  
Another new feature will allow you, the provider, to enter the effective date(s) and the requested 
number of units for your pre-authorizations:  

  

client is to receive.  

  



  7 

 
If you change any of these fields, you must click “Update PreAuth(s)” for the change to take effect.  
You will receive a message indicating whether the changes were accepted or not.  The Effective Dates 
MUST fall within the fiscal year that you selected at the beginning of the process.  
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Once you are satisfied with the service selection, click on the “Next Client” button.  

You may remove a pre-authorization by clicking in the “Delete Service” check box and then on the  
“Delete Service” button.  You may also add another service by clicking the “Add Service” check box  

and button.  
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You will be returned to the first screen where you may input another Client ID or Logoff if you are 
finished: 
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It is now up to the consumer’s support coordinator to review and approve the pre-authorizations.  
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Invoicing on the Web for Service Providers  
  

  
Log in to the LSBHIDEI at www.lsbhidei.org 
 
Select Provider Information, LS eBilling. 
  
Select Billing site to enter an invoice:  
 
  

  
Type the user id and password in.  These are assigned at the county.  If you lose your user id and 
password, just call Marianne or Katerina at the LS County Admin Office (570-346-5741) to have them 
reset.  
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Select the month you are billing from the drop down list that you wish to create an invoice for:  
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Next, select the service and the click on “Submit”:  
  

  
  
  
Click on “Create Invoice”.  
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Enter the number of units and any MA, Food stamps, and/or Room and Board dollars in the appropriate 
column for each consumer.   
  
The date range will default to the first and last dates of the month selected but you may change either 
of these as needed within the month.  You may not, however, select a different month.  For example, if 
you need to enter services for a partial month you could.  
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When you have finished entering and reviewing the information, click on “Create Invoice”:   

 
Select “OK” if you are sure you want to create an invoice.  
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After you click on “OK” the system will calculate all of the values and present a new screen with all of 
the columns of your invoice filled and the total calculated.  
  

  
  
Please click the “Print Invoice” to print a copy for your records.  As the small print below the print 
button mentions, be sure to have your printer in Landscape mode.  
  
Please review it and only when you are satisfied that the invoice is correct, click on “Submit to 
County”.  Up to this point, the invoice is temporary and will be automatically removed from the 
system unless you select “Submit to County”.   
  
After you click “Submit to County” an email will be sent to the Fiscal department of the county and 
you will see the following screen:  
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You may want to print this and keep it for your records.  

Once you press “Submit to County”, do not press it again or you will be sending the invoice twice.  

To enter another invoice, click on “home” to start the selection process again.  


