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Registration Email 
Vendors will be enrolled by Probation staff and receive an email similar to the below: 

 

 
 

Click the hyperlink in the email or type https://serviceproviders.uscourts.gov into your web browser. 
 

Logging In 

1. Under Account Login, in the User ID field, type the user ID from the registration email. 
2. In the Password field, type the password from the registration email. 
3. Click Login. 
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Change Password & Setup Security Questions (Initial Login Only) 
 

 

 

 
1. In the Change Password screen, change your password. *Note: Passwords must be at least 

8 characters long and contain at least 1 number and one special character. 
 

2. In the Security Questions screen, complete the field, answer the security questions and click 
Save. 
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Update Email Address & Review Terms and Conditions (Every Login) 
 

 

 

 
1. If necessary, update your e-mail address in the Please update your email address: field and 

click Next. 
**Note: Updating your email address here does not change your User ID. 

 

2. In the Terms and Conditions page, click Accept to accept the application’s terms and 
conditions.  This will take you to the Inbox sceen. 
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Trouble Logging In: Get a User ID Reminder or Get a New Password 
 

 

1. On the Account Login screen, click Forgot your User ID? or Forgot your Password? 

 
2. Type your e-mail address in the Please enter your email address field and click Next. 

 
3. Type the answer to the displayed security question and click Next. 

 
4. Check your email for your User ID reminder. 
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Working with SPCS Mailbox Screens 
There are 6 mailbox screens in the Electronic Reporting System (ERS) – Inbox, Draft, Sent, 
Compose, Deleted, and Generate Blank Invoice Template. Use the “Compose” link to submit an 
invoice.  Use “Generate Blank Invoice Template” only for new contracts to generate the invoice 
spreadsheet for the first time. 

 
 

Composing a Message 
1. Click Compose link from the menu. 
2. Location(s): Select correct location. 
3. Re: Client: stay as General for sending invoices. 
4. To Recipient(s): Do not select a staff member. 
5. Under Probation / Pretrial Staff section, select 1,Clinical Svcs, then select Add.  

 
 

6. In the Attachment(s) section, select Choose Files to display a directory of your files. 
Select Open on the file, then select the Upload button.  Select Choose Files to attach 
another file. 

 
 
 
 

7. In the Subject field, us an abbreviated name and ending four digits of the contract number.  
Example: “South Dakota Mental Health – 0869-2023-9999” could be “SDMH-9999.” 

 
8. In the Message field, type the invoice month such as “June-2025.” 

 
9. Select one of the following: 

a. Save As Draft to save the message as a draft. 
b. Cancel to cancel the message. 
c. Send to send the message to the recipient. 

 
 

 
Files to send under one message 

A) Excel billing worksheet file (.xls) or (.xlsx) version               
 

B) PDF document combined into one file: 
1) Part A/B invoice (printed from the billing spreadsheet) 
2) Form J.2, J.6, and client mileage worksheet for each client 

in the same order as listed on part B of the invoice. 
3) Contractor Mileage 

 
File sizes greater than 20MB may need uploading separately. 

 
C) Quarterly Treatment Plans, etc. – include “misc” in the file 

name.  
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Generating a Blank Invoice Template 

Click Generate Blank Invoice Template at the top left portion of the screen to display the Generate 
Blank Invoice Template screen.  This will be helpful when a new contract begins. 

 

 
1. In the Date dropdown, select a month and date. 

 
2. In the Service Provider & Contract Number dropdown, select the name of your service 

provider and contract number. 

 
3. In the Treatment Type & BOC dropdown, select a purchase order number, date and BOC for 

the invoice. 
a. Probation: Substance Abuse (2526), Mental Heath (2530), Sex Offender Treatment 

(2548) 
b. Pretrial: PTS (2527) 

 
4. In the Purchase Order Number & Date & BOC dropdown, select a purchase order number, 

date and BOC for the Invoice. 

 
5. Click Generate. 


