Web Portal RBWO Pre-Bill Instructions
1.  Log into the smileonline.us website.

2. After logging in, click on Where’s My Check  Vendor payments.
[image: ]
3. Click the drop down and select Print PreBill.
[image: ]

4. [bookmark: _GoBack]Enter the Service Month you wish to search for.  The Service Month indicates the Year (18) and Month (10) of the services.  In this example, 1810 indicates the year 2018 and the month of October.  This does not indicate the date of payment for these services.

NOTE: PreBills are available on the 1st of the month for the prior service month.  For example, PreBills for October 2018 (1810) will be available November 1st. 

After you have entered the service month you wish to search for, click Display Payments.  The document will populate and open in a new tab.  
[image: ]
Choose the printer icon (or Ctrl + P) to select your printing options:
       [image: ]
[image: ]  

5. If you enter a service month that isn’t available, you will receive an alert.  For example, if the current month is October 2018, you enter October 2018 (1810), and click Display Payments, you will receive an alert that reads, “PreBill for 1810 will not be available until 11/01/2018.  Please try later.”  You will need to wait until November 1st to view your PreBill for October.
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Stronger Families for a Stronger Georgia.

Mission
Strengthen Georgia by providing Individuals and Families access to services that
promote self-sufficiency, independence, and protect Georgia's vulnerable children
and adults.

Core Values
Provide access to resources that offer support and empower Georgians and their
families.

Deliver services professionally and treat all clients with dignity and respect.
Manage business operations effectively and efficiently by aligning resources
across the agency.

Promote accountability, transparency and quality in all services we deliver and
programs we administer.

Develop our employees at all levels of the agency.





