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Step 1: Login to the Seabright portal on your web browser
e Visit the Seabright portal home page: www.seabright.app
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Step 2: Click the menu symbol on the top left of the home page to access the menu
e This is where you will submit and track bill-only charge sheets.
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Step 3: Click “Submit New Bill-Only / Charge Sheet” menu option to submit a new bill
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Step 4: Fill out the fields on the bill-only submission page

e Each field requires a response. When completed, hit the “Submit Bill” button on the bottom
right.
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Step 5: If you need to add an off-contract item to the bill, press the “Add Off-Contract Item to Bill”
button on the bottom left of the page.
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Step 6: Fill out all fields highlighted in yellow to submit an off-contract item.
e The “Supplier Comment” field is required to submit an off-contract item. You will receive a
follow-up email notifying you of your request for an “Off-Contract Item.”
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Step 7: When using a procedural cap code, input the cap code in the “Supplier Item #" field and
click the “C" button to input construct details
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e Here you will enter all items used in the construct. If off-contract items are used within a
construct, hit the red “Add Off-Contract Item” button and fill out the necessary fields. Click

“Save” when completed.
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using a sterile implant that requires additional information such as expiration date and serial
number, click the “..."” button
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e Here you may enter additional information required for sterile implants, including Lot
Number, Serial Number, and Expiration Date. Click “Save” when completed.

Step 8:



e From both your dashboard and “Status” page, you can view the PDF of the bill-only. Simply
click the "PDF” button.

g =0

. iy 1
nelE B Cuatomar § Pty § Bl vy e § ey Dt § T § P 0§ [T Po# § “ ¥
= rer

e To download the PDF, click the “Generate PDF” button. To send the PDF by email, click the
“Send Mail” button and input the email address(es) to whom the PDF will be sent.
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Step 9: If you need to amend or delete the bill for any reason, click the “Edit” button to access the
original bill-only.



= 1 )

Status - Existing Bill-Only / Charge Sheet
nataliasmith@sandiego.edu Select B/O Status

Surgeon * Patient ID = Status + PO4# * PDI Edit &

Demo Patient ID [ Pending |

Bill # % Customer * Facility Bill-Only Date * Surgery Date $

e Here, you can amend the bill by clicking the “Make Changes” button, or you can delete the

bill by clicking the “Delete” button. If you delete the bill, it will also be removed from the PO
approver’s queue. This action cannot be undone.
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e By clicking the “Make Changes” button, you can access the original bill-only and change

necessary any fields. Click “Update Bill” when changes are complete, and your bill will be
resubmitted.
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Step 10: When a bill-only has been approved and a PO has been issued, you will receive an email
notification with the PO number. You may also login to the Seabright portal to view the PO number.
e You may also view the PDF of the bill with the PO number included by clicking the PDF

button.
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