
 
 
Menu Item # 1 – Staff Functions Menu 
 

 
 
The staff functions menu allows providers to maintain information that Smoky needs for each of 
your staff who have access to BUI, including billing ID numbers. When you click on it, it then 
prompts you for a staff ID.  At this point you could enter the staff ID or click the question mark 
(?) to get an alphabetical listing.  If you click the question mark, you can begin typing (last name, 
space, first name) to find your staff.  A complete listing of your staff is available in item #16 
management reporting. If you find that staff  are not in there, email a list to the SMC Helpdesk in 
order to get them added.  You will be unable to bill their services until you have them added. 

 
Below is what the screen looks like. You can enter title, phone number, work location and billing 
numbers.  We recommend each staff make sure this screen is current.  Some applications in BUI 
will automatically pull this information into other screens in order to save you time so it helps to 
have this screen completed.  When updated, simply click on Submit at the bottom. 
 
 



 


