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CHAPTER 1: OVERVIEW

Providers can select from two processes to submit invoices for payment using the Vendor Portal. The processing
time for each differs.

Option 1 - Spreadsheet Upload:
Providers can upload spreadsheets with student data and service information. Processing of information uploaded
takes 24-48 hours.

The steps involved to upload a spreadsheet are:

- Report Feature: Retrieve and export your mandates in spreadsheet format.

- Upload Feature: Upload and send completed text tab delimited (.txt) formatted file.

- Status Feature: Review batch submissions, correct any errors and submit for payment processing.

- Invoice Feature: Review student sessions to finalize and certify entries. After certification a voucher number is
generated and sent to the Division of Financial Operations to process payment.

In addition, Providers must certify entries inside the invoice application once all uploads have been completed. Details
on how to certify entries are found in the spreadsheet upload section of this guide.

Option 2 - Directly Submit an Invoice:

This option allows providers to create direct invoices, review student sessions, and certify entries in the Vendor
Portal. Please note, the direct invoice feature can only be performed Monday-Friday: 6:00AM- 8:00PM and Saturday:
6:00AM- 4:00PM to allow for the NYCDOE systems to perform updates properly.

The next page features a flow chart outlining the steps for each of the processes above.
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OVERVIEW OF INVOICING USING SPREADSHEET UPLOADS

The section provides an overview on invoicing using the spreadsheet upload process. The invoicing process has four
steps, including the certification of entries, that much be completed for Providers to submit and receive payments.
Chapters 3 thru 6 will provide the print screen details behind every action step outlined below.

Step 1 - Report Feature:
Login into the Vendor Portal: http://vendorportal.nycenet.edu/VendorPortal
— Click Report. The Confirm Tabs section will appear.
— Select the appropriate tab for invoicing:
- School Age Contracted.
- School Age Independent.
- Preschool.
— Select the following required fields for invoicing:
- Fiscal Year
- Fiscal Month (only if you want to work with a smaller group of records):
- District Code
- School ID
- Service Type
- Student ID
— Click on Generate Invoice.
- Then click on Select a Format, and then select Excel. Finally click on Export. This process will generate a report
of services provided for your review.
- Save the downloaded Excel report onto your computer.

You can know begin to modify and input the attendance information under the yellow columns on the Excel
Spreadsheet. Only yellow columns can be modified.

Once you have completed modifying the Excel spreadsheet you need to save the file in two formats.

—  First, click on File and then save, to save the report in the Excel format.

— Then, click on File and then Save As to save the report in Text (tab delimited) format. This is the format you will
need to use to upload information onto the Vendor Portal.

— Go back to Vendor Portal website, click on Home in the Report Feature to return to Vendor Portal home page.

— If your session has expired, simply log back on and click on the Report Upload

Step 2 — Upload Feature:

- Click on Upload.

- Select Invoice Type: School Age Contracted, School Age Independent, or Preschool.

- Click on Browse — look for the Text file saved.

- Click on Upload file.

- Wait for confirmation message: "File was successfully uploaded. Your Batch ID is: XXXXX."
- To get back to the Vendor Portal home page, click on Home on the Upload Page.

Step 3 — File Status Feature:

This feature allows providers to review the information uploaded and submit a final invoice.

- Click on File Status.

- Select Tabs to work with correct Invoice Type.

- Locate Batch ID given in the upload process and Review results.

- Click Submit icon under the 'Action' column at far right corner to create invoice.

- The Submit icon will not be available if any errors exist. All errors must be corrected in order to invoice.
- Confirm invoice submission by clicking OK on Windows pop-up.



The status column will indicate submitted. At this point an invoice number is created and posted. The newly created
invoice number will be processed and posted in the Invoice Feature page the next business day. Once the invoice
number is posted, you will be able to move to Step 4 — Invoice and Certification.

You can now prepare another submission by going back to the Vendor Portal homepage or you can simply log off.

Step 4 - Invoice and Certification Feature:

- Click on the Invoice.

— Select the Tab for your invoice type.

— Locate your Batch ID number. This number was provided in the status page when the spreadsheet was uploaded.

— Click on your Batch ID Number.

— Carefully review and verify that all students sessions uploaded are correct.

— Once your review is completed, click on submit to go to the certification screen.

— Enter all of the required information on the certification page and click on continue to certify invoice. A voucher
number will be generated.

- Print your certification confirmation page and maintain for your records.

Other Printing Options:

- Go to the Report Feature.

- Click on Invoice Tab (School Age-Independent or Preschool)

- Click on voucher.

- Type in the voucher number generated after certification. You can also search by invoice number.
— Click on Generate Report.

— Inthe Select Format box, choose Excel.

— Click on Export to generate an Excel report of your invoices.

— Save file to your computer. You can now print a report or just save it for future reference.



OVERVIEW OF DIRECT INVOICE PROCESSING

This section provides an overview of the Direct Invoice Processing. Chapter 7 will provide the print screen details behind
every action step outlined below.

Direct Invoice:
- Login to the Vendor Portal: http://vendorportal.nycenet.edu/VendorPortal
- Click on Invoice.
- Select the correct invoice type tab.
- School Age Contracted.
- School Age Independent.
- Preschool.
- Click on New Invoice.
— Select Fiscal Year: this corresponds to the school year in which the services were rendered. For example, 2009-2010
is fiscal year 2010.
— Select Fiscal Month: this corresponds to the month of service you are invoicing for.
- Click on Add Student to view list of authorizations to serve students received for the month selected.

Carefully review list of student records displayed. Click on the Select column to choose which students you are
submitting an invoice for. Once the student records have been selected, click on the Add button on the bottom of the
page. Review the list again to ensure the students selected are listed. At this point you can add more or delete any
student records. Once you have the correct list, you can begin to create invoices.

- Click on the Create Invoice button.
- Aninvoice number will be assigned to the group of student records selected. Click on the invoice number or the
Continue button to move to the next step of entering the details of the invoice:
— Student session time,
- Frequency, and
- Group size information.

Entering Invoice Details:

On the right side of the invoicing page there is a column labeled Options. Click on the word Options, and then click on

the word, Details. This will open a calendar view page. Please note each row on this calendar page needs to have

detailed entries.

— On calendar page, click on date of actual service and enter the Student Session information for each day. Note: time
format must be in: HH:MM AM/PM. (For example 8:30 am must be entered as 08:30 AM.)

— Once you have completed entering all of the information for the student session selected, click on Submit.

— Click on next date of service and enter session information.

- When Calendar Page is completely filled out with the required details for the student, click the Close button.

These steps must be repeated for every student record on the invoice. Once all entries are completed, review and
confirm everything on the invoice is correct. Click the Submit button at the bottom of the page to move to certification.

Certification of Information and Invoices:

One you have submitted the information click on Continue to complete the certification. A voucher number will be
generated when you click on continue and finalize the certification. Print the confirmation page with the voucher
number for your records.



Return to Invoice Status page. Your invoice number will now be displayed with under the status of Approved. This is the
indication that it will be processed and sent to FAMIS accounting system for payment. All approved invoices will go to
FAMIS accounting system in the evening.

Printing invoices:

- Go to the Vendor Portal home page.

— Click on Report to print your entries.

— Click on the Invoice Tab (School Age-Independent or Preschool)

- Select Voucher instead of create invoice.

— Type in your voucher number provided in the certification page.

- Click Generate Report.

- Inthe Select Format box, choose Excel.

— Click on Export to download an Excel file listing your invoices.

— Save Excel file in your computer. You can print the Excel or save it for future reference.

Questions and Support for Invoicing Processes
For questions and/or information regarding invoices please contact:

- Preschool Invoicing cmrwebsupport@schools.nyc.gov
— School Age Invoicing for Contracted Agencies and Independent Providers rswebsupport@schools.nyc.gov




CHAPER 2: VENDOR PORTAL REGISTRATION

In order to submit an invoice, Providers must be registered as vendors. To register go to the Vendor Portal website:

https://vendorportal.nycenet.edu.

Click on the word Register. Please enter your Federal Tax ID or Social Security Number (as reported on your W-9.)
Please note, vendor codes (9 digit alpha-numeric) are not to be used.

| DSave UsearlD 4

! & Login |

I IOI2002 £:530:45 AM

Mayor's Office | pot |l DFD | Nebws snd Festirss
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The following form will appear requesting vendor information:

5 VRonrtal,

Vendor Contact information

Vendor Name*

I

Atidress / Suits*

City* State* Zip*
| [ M|
Contact Info

First Name* Last Name*
Phone* Fax

l I

Email address*

|

Retype your email address®

|

VWebsite

|

Password (minimum of 8 characters long)

Security Question

I Salect One

Or

Write My Own Guestion®

|

security Answert

2/30/2003 5:48:23 AM

Mayor's Office | DOE | DFT || News soc Feshires

Heme

I'n erder to access solicitations [(Bids, Request
for Proposals, =tc.) or to do business with the
NYC Departmant of Education, you miust first
provide us with your vendor information, You
| v be requirad to fill out this infarrmation

vl
one.

‘x l‘-an.tel“i%l?.bafnﬂswm

- Enter all required information and fields with red asterisk symbol (*).

- Note: DO NOT select any of the bid boxes, as they do not apply to Related Services or SETSS Providers.

(Please see below for reference.)



Bid List

[GOODS / COMMODITIES x| ¢plesse select s categary)

GOODS / COMMODITIES il
I- AR COMDRITIOMERS % ELECTRIC FANS I-.PLQLI.PLCLILTLIF{E

I- ART SURPLIES AMD MATERIALS I- ATHLETIC EQUIRMENT AMD SURPLIES

I- AUDDD VISUAL EQUIPMENT I- AUTOD, AVIATION, MARIME EQUIRMENT ANMD TOOLS

I- AN SOFTWARE I- BATHROOM PARTITIONS AND ACCESSORIES

I- BICTECHNOLOGY I- BREAD, ROLLS 2 CAKES

[ BUILDING/PLUMEING/ELECTRICAL/MISC, SUPPLIES, I BUSINESS MACHINES (OFFICE MACHINES) |

x Cancel 1.»} Clear B Submit

Click Submit on the bottom of the page once you have completed the form to process your registration. A
confirmation message will appear when your registration is complete. No additional action is needed.

You will receive an e-mail confirming your registration. Once you receive the e-mail you may begin submitting
invoices.

Subscribe

Mow that you are registered, would you like to
be added to our Lefter of Interest malling list.

e for more infermatien ‘V‘?_

Click hers

If you have trouble with the registration process please contact the vendor support hotline at 718- 935-2300 or e-mail
the vendor registration support desk at: vendorhotline@schools.nyc.gov.




CHAPTER 3: Report Application for Spreadsheet Upload Process

This chapter will outline how to use the Report application, which is the first step to prepare your invoice.

- After you log onto the Vendor Portal, please click on Reports.

& Purchzsing

flelcome, ADMINISTRATOR (

Click here

The Vendor Portal (vPortal) is the Department of Education’s online management tool for our vendors. This taol is part of eur ongoing effort to improve your vendor experience. Here you willfind the tools to do
business with the Department of Education in an effective and efficient way. You can now add your organization to our bid lists to receive natifications when we have a Request for Bids (RFB) or Request for
Proposals (RFP) and ather solicitations. In addition, once registered. you will be able to download solictations of interest to you. You may also update your vendor information, setup an e-mail address to
receive your orders via e-mail, view your orders, and check on delivery instructions, invoices and payment status. See the Portal News section below for continuing information about new vPortal functions and
improvements.

PORTAL NEWS

Starting on January 1, 2011 the City of New York will begin charging a 53 50 fee per paper check and periodically deducting the fees owed by the paper check racipient from future payments. The fee applies
ta the processing of paper checks, drafts or similar paper instruments, written for payments issued through the City's financial management system. This fee, autharized under the Rules of the city of New
York - Title 19, Department of Finance, section 301 of Chapter 9. is to cover the costs related to the processing of paper checks. drafts or similar paper instruments, written far payments issued through the
City's financial management system and to encourage greater use of electronic Funds Transfer (EFT) by thase receiving payments from the City of New Yark. Payees are encouraged ta sign up for EFT at the
Department of Finance, Vendor Payment Direct Deposit Program enrallment page at http.thwww nyc gowhtml/dofhtmi/senices/senices vendors_eft shiml to avoid getting paper checks in the future that will
be assessed the fae

Reduce your papanwork! In the summer of 2006 the Department of Education implemented the transmission of purchase orders via email for orders. Electronic receipt of purchase orders will greatly reduce the
time taken to recene purchase orders, and, in tum, will expedite invaicing and payments. Sign-up now by emaling VendarSetup@schoals nve gov. Please include your tax D number and‘er DoE Vendor
number. Thank you

Please note:
- If you do not see the Report link when you log in, it means that your service authorization may not have

been received or fully processed. In order to start the invoice process, the vendor portal invoicing system
requires the authorization records. Please contact the vendor hotline for additional information and support.

- If you click on the link and receive a message indicating that you do not have access to this application, it
means that your first attend date has not yet been reported or has not been received. Please contact the
vendor hotline for additional information.



Once you have completed your log on and have received no error message, you will be taken the Invoice Report main
page.

- Select the appropriate tab for invoicing:
- School Age Contracted.
- School Age Independent.

- Preschool.
RS/SETSS Reports VPortal
A Home A HE;p A Lugan 3/25/2013 11:32:43 AM

Related Service Invoice Processing User Guide ‘ VENDOR ID: 112868878, TESTTEST 7777

School Age - Conbracted Sehaol Age = Independent Pre-populated Non-Editable || User entry required Optional

-Createlnvmce | Fiscal Year |x 2013 v

b Select v ’T‘\e apist; Select '|§ar‘,::e',',:- Select v |Studznt 1D Generate Invoice

i....‘cr_n.--:y|" Select v | District Code

- Leave the first box on the dropdown menu on Create Invoice.
- Select population to be invoiced, by selecting the following required fields for invoicing:
- Fiscal Year
- Fiscal Month (only if you want to work with a smaller group of records):
- District Code
- School ID
- Therapist
- Service Type
- Student ID

- Once you have completed your selection click on Generate Invoice. (The report created does not constitute official or

submitted invoice, it is a template with selected mandate information.)
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RS/SETSS Reports VPortal

R ice Procassi er Guide I‘.\ralm‘:lnln; 112868878, TESTTEST 7722
" Schosl Age - Contracted | School Age- Tndependent | | Praschaal | [ Pre-papulated Non-Editable [7] User entry requirsd (7] Optional
Crestemvoice v FiscalYear:® 2013 = InvoiceMonth:* Jan 12013 = DistiictCode:|  SchoolID: Sekct ~ Therapist: Seect v ServiceType: Sslect v | StudentID: [ |
1 9 b bl 1o%  + Fnd|Ned  Selectaformat v

II..-'-------------.F
- -y ————e Raten e SEEEREL -t = - Aeviewry e -

e @ - A - . - asess besmmn sdmesms R e ——— - - ey - £
e - v - . - Coaeemes bessmr maeses e crsasme e e ——— - -—rwrr sy -
e - e - . . Trweedes  bessEr  smaesme e dews creemm e e v — - e sy -
- . - Es - . e B s bt casbames e R . - aas -

- . - e - . e B s e asssmes e e . e e - ¥
- . - e - . e B e e casbsmes e b . -eees e -
- . - e - . e B s s casssmas e e e . - aes e -
Raad . - e - . -y il Sienn L Ataehen  cilime ey i - R e i o sl -
R - - S - - ek omlben sammE A b— s kb . R s - Wity Wl -
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- . - Es - . e B s e asssmes e e . e e -
- . - e - . e B e e casbsmes e b . -eees e -

K

Contact NPSP Billing Dept

- After you click on Generate Invoice, the report above is displayed which will allow for further review. You can retrieve
again at any time.
- The next step is to export the report to Excel.

Exporting Report:
- Click on Select a format and choose Excel.

RS/SETSS Reports VPortal

ude | VENDORID: 112056678, TESTTEST 2222
[“chool Age - Contractsd | | School Age - Independent T Braschool | 7] Pre-populated Nan-Editable || User entry required [ Gptional
CrestImvoice v Fiscal Year: * 2013 = Invoice Monthi * Jan 12013 v | District Code s I_ School TD : ‘Select + | Theispist: Selecl  + Service Type: Select = StudentD: | | Generate Invoios
W 41 s bow ? ]
BEETUERE Lo T E s AR
TIFF file
Acrobat (PDF) file
oo . - - - R Web archive ) dederats ot ——— -
Lo - - - R =T B e beeans oy R " - anmes Eredmembe - E
T - - s e e ene et - - - rmas arp - 0
LS - .- - . e comige e s emtmena R e - R -
[ . e - . e e dam e seeeme ceemmers e e B R -
[ . " - . e Cemges s e seeeme ceemmers e e B R -
e . - - - - el s dam e e e B e . - . ey e y— -
e - - - - - el s damu e e e B e . - . ey e y— -
Lo - e - . R Cewgh i e teeeme cessmees R e B R -
L - e - . R Cewghen i emnema teeeme cessmees R e B R -
[ . e - . e e dam e seeeme ceemmers e e B R -
[ - " - . e Cemges s e seeeme ceemmers e e B R -
e . - - - - el s dam e e e B e . - . ey e y— -
e - - . - - el e e e e B e . - . ey e y— -
Lo - e - . R Cewgh i e teeeme cessmees R e B R -
[ " - . R Cefes e amnama teeeme ceesmees Rt e B R - !
2
[
Contact NPSP Billing Dept

- Click on Export when you want to download the report.
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— The Save prompt will appear with a default name.
- You can save the report anywhere on your computer. The records are transferred from vendor portal to excel format
to your computer.

EoEiEaRepote y, 2 VPortal

| A help ~ LoaofF 3/25/2013 11:43:30 AM
Related Service Invoice i ide | VENDOR ID: 112868878, TESTTEST 7777
T s Skt Ao - Tadpandant el [ Prepopulited Non-Editable [] Userentry reguired [ Optjonal
Crestanvsics v Fiscal Year: = 2013 | Invoice Month: * Jan 12013 v | DistrictCodas | | School I : [Sewct + | Therapist: Swkst v | Service Type: |Salact = Studeatzo:| |
H 4 1 ofs 7] 100% - Eind | Mext  Select a format - Eioon 1#

‘&&, % %ﬁ? ESE | FiOVIDE | movibeReESTNANE | Slaact | Smposisf | SWDERST stuoiastuade % I %:i

i
n

#100% -

fis_/éEfSé lieports )

| A Home A Halp ~ Logoff 3/25/2013 11143150 AM

Related Service Invoice Processing User Guide | VENDOR ID: 112868878, TESTTEST 2222

School Age - Contractad Schosl Age - Independent Braschoal [7] Pre-populatad Non-Editable [ | User entry required  [1] Optianal
Crasta Invaics ~ | Fiscal Year: * 2012 + Invaice Méath: = Jan 12013 v  District Code : School ID : Select ~ | Thetapick: | Seeci v | Safvica Type': Selact = StodentID s
4 4 1 ofs b bl 100% z Find | N2t Select a format ~ Exporr  [4]
\ AP pIST c Goers e TR =
' b RS = | #2 | Seareh s | 2
Organize New folder = 3 (7] -
= s Name Dste modified Type Size i i
B Deskiop ] VendorCafsReportindependent0322 3/22/20131:46 PM  Microsoft Excel 97... 798 KB -
8 Downloads ) VendorCafsReportContracted0l Microsoft Excel 97... 38 KB
] Recent Places ] VendorCafsReportindependent1123 Microsoft Excel 97... 230 KB |4
] VendotCafsReportindependenti12 Microsoft Excel 97... 20KB -
4 Libraries VendorCafsReportindependent)2 31233PM  Microsoft Excel 97... 49 KB &
[F) Documents ] VendorCafsReportindependentdl (28/2013152 PM  Microsoft Excel 97... 52KE -
o) Music H] VendorCafsReportContracted201 2 11/29/201212:30 .. Microsoft Excel 97.., 621 K8 -
[ Pictures 9] VendorCafsReportindependent2012 11/20/201212:26 ..  Microsoft Excel 97.., 223KB -
B videos ] VendorCafsReportPreKnewone Microsoft Excel 07... 24K -
] VendorCafsReporiPreKnew Microsoft Excel 97... 7311 K8
8 Computer ] vendorCafsReportPrek 10/23/201211:54 ... Microsoft Excel 9 788
&, Local Disk () 1] VendorCafsReportindependent 10/19/20125:21 PM Microsoft Excel 9 44 Ke -
< DVD RW Drive (D) A VendarCafsReportContractedl 10/17/201212:35 .. Microsoft Excel 97.., 86 K8 ’
3% diviop$ (\\esDOcifs0; -
i Network =
« f v
[Tl e ndorCaisReportindependen] %
Save as type: | Microsoft Excel 97-2003 Worksheet -
> Hide Foldes s

- At this time you have completed exporting the file to your computer. Using the exported document you can
begin to enter your attendance information.
- You can log off the vendor portal at this time or retrieve another group of authorizations.
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SPREADSHEET SAMPLE IN EXCEL

Below is an example of the spreadsheet that will be downloaded for your use. Please note that the header COLUMNS will be

color coded.

— Blue header columns indicate Authorizations/Mandate information.
- Yellow header columns indicate Attendance information and are required. The Yellow section would be the only

columns to enter your attendance information.
- Grey header columns are Optional.

FIELD NAME DEFINITION RESTRICTION
SIAP FISCAL YR FISCAL YEAR. DO NOT EDIT.

SIAP BORO CD SCHOOL BOROUGH CODE. DO NOT EDIT.

SIAP DIST CD SCHOOL DISTRICT CODE. DO NOT EDIT.
SIAP_ FUND_CD FUNDING CODE. DO NOT EDIT.

SIAP SCHL ID SCHOOL LOCATION CODE. DO NOT EDIT.

SIAP PROVIDER TYPE |PROVIDER TYPE. DO NOT EDIT.

SIAP AGENCY CD AGENCY CODE. DO NOT EDIT.

SIAP PROVIDER VENDOR ID/TAX ID OR SSN. DO NOT EDIT.
PROVIDER LAST NAME |PROVIDER LAST NAME. DO NOT EDIT.
PROVIDER FIRST NAME |[PROVIDER FIRST NAME. DO NOT EDIT.

SIAP ACT PROVIDER PROVIDER SSN/TAX ID. DO NOT EDIT.

SIAP OSIS ID STUDENT OSIS. DO NOT EDIT.
STUD LAST NAME STUDENT FIRST NAME. DO NOT EDIT.
STUD FIRST NAME STUDENT LAST NAME. DO NOT EDIT.

SIAP SERV SUBTYPE MANDATED SERVICE TYPE. DO NOT EDIT.

SIAP START DT MANDATED START DATE. DO NOT EDIT.

SIAP END DT MANDATED END DATE. DO NOT EDIT.

SIAP SESSIONS MANDATED FREQUENCY OF SESSIONS. DO NOT EDIT.

SIAP SESS LEN MANDATED SESSION LEGNTH. DO NOT EDIT.

SIAP GROUP SIZE MANDATED GROUP SIZE. DO NOT EDIT.

SIAP LANG CD MANDATED TWO DIGIT LANGUAGE CODE. |DO NOT EDIT.

SCIN INVOICE MONTH |INVOICE MONTH IN DATE FORMAT. DO NOT EDIT.

SCIN INVOICE DAYS INVOICE DAYS IN DATE FORMAT. DO NOT EDIT.

SCIN ATTEND CODE ATTENDANCE CODE. EDITING ALLOWED.
SCIN ACT GRP SIZE GROUP SIZE RECORDED AT SESSION. EDITING ALLOWED.
SCIN START TIME SEESION START TIME. EDITING ALLOWED.
SCIN END TIME SESSION END TIME. EDITING ALLOWED.
SCIN SCHOOL OTHER  |[SESSION LOCATION. EDITING ALLOWED.
SCIN VEND INVOICE DO NOT EDIT.

SCIN INVOICE AMT DO NOT EDIT.

SCIN SED PROG ID DO NOT EDIT.

14



The file downloaded will feature the yellow columns for inputting information.

N 0 P Q R S T U vV w X Y z AA AB
STUD LAST NAME SIAP SERV SIAP START SIAP END DT sSIAP SIAP SIAP  SIAP SCIN SCIN C = SCIN START ~ SCIN END SCIN
SUBTYPE DT SESSIONS SESS GROUP LANG  INVOICE INVOICE ATTEND ~ ACT GRP TIME TIME SCHOOL
1 LEN SIZE cD MONTH DAYS CODE SIZE OTHER
2 TU 08/06/2012 06/26/2013 5 060 b8 EN 02/01/2013  02/01/2013 oo 00:00 AM 00:00 AM
3 TU 09/06/2012  06/26/2013 5 060 08 EN 02/01/2013  02/02/2013 oo 00:00 AM 00:00 AM
4 TU 05/06/2012 06/26/2013 5 060 08 EN 02/01/2013  02/03/2013 oo 00:00 AM 00:00 AM
5 TU 08/08/2012 06/26/2013 5 050 o8 EN 02/01/2013  02/04/2013 il 00:00 AM 00:00 AM
f TU 09/06/2012  06/26/2013 5 060 b8 EN 02/01/2013  02/05/2013 oo 00:00 AM 00:00 AM
7 TU 09/06/2012 06/26/2013 5 50 b8 EN 02/01/2013  02/06/2013 oo 00:00 AM 00:00 AM
3 TU 09/06/2012  06/26/2013 5 060 08 EN 02/01/2013  02/07/2013 oo 00:00 AM 00:00 AM
q TU 05/06/2012 06/26/2013 5 050 b8 EN 02/01/2013  02/08/2013 oo 00:00 AM 00:00 AM
10 TU 08/06/2012 06/26/2013 5 060 o8 EN 02/01/2013  02/09/2013 oo 00:00 AM 00:00 AM
11 TU 05/06/2012  06/26/2013 5 060 08 EN 02/01/2013  02/10/2013 oo 00:00 AM 00:00 AM
12 TU 08/08/2012 06/26/2013 5 050 o8 EN 02/01/2013  02/11/2013 il 00:00 AM 00:00 AM
13 TU 09/06/2012  06/26/2013 5 b0 08 EN 02/01/2013  02/12/2013 oo 00:00 AM 00:00 AM
14 TU 09/06/2012 06/26/2013 5 060 b8 EN 02/01/2013  02/13/2013 oo 00:00 AM 00:00 AM
15 TU 09/06/2012  06/26/2013 5 060 08 EN 02/01/2013  02/14/2013 oo 00:00 AM 00:00 AM
16 TU 05/06/2012 06/26/2013 5 060 b8 EN 02/01/2013  02/15/2013 oo 00:00 AM 00:00 AM
17 TU 09/06/2012 06/26/2013 5 060 08 EN 02/01/2013  02/16/2013 alil 00:00 AM 00:00 AM
18 TU 09/06/2012  06/26/2013 5 060 b8 EN 02/01/2013  02/17/2013 oo 00:00 AM 00:00 AM
19 TU 09/06/2012 06/26/2013 5 060 "ba EN 02/01/2013  02/18/2013 B0 00:00 AM 00:00 AM
20 TU 09/06/2012  06/26/2013 5 060 08 EN 02/01/2013  02/19/2013 oo 00:00 AM 00:00 AM
21 TU 08/06/2012 06/26/2013 5 060 b8 EN 02/01/2013  02/20/2013 oo 00:00 AM 00:00 AM
22 TU 09/06/2012  06/26/2013 5 060 08 EN 02/01/2013  02/21/2013 oo 00:00 AM 00:00 AM
23 TU 05/06/2012 06/26/2013 5 060 08 EN 02/01/2013  02/22/2013 oo 00:00 AM 00:00 AM
24 TU 09/06/2012 06/26/2013 5 060 08 EN 02/01/2013  02/23/2013 alil 00:00 AM 00:00 AM
25 TU 09/06/2012  06/26/2013 5 060 b8 EN 02/01/2013  02/24/2013 oo 00:00 AM 00:00 AM
26 TU 09/06/2012 06/26/2013 5 50 "ba EN 02/01/2013  02/25/2013 B0 00:00 AM 00:00 AM
27 TU 09/06/2012  06/26/2013 5 060 08 EN 02/01/2013  02/26/2013 oo 00:00 AM 00:00 AM
28 TU 08/06/2012 06/26/2013 5 050 b8 EN 02/01/2013  02/27/2013 oo 00:00 AM 00:00 AM
29 TU 08/06/2012 06/26/2013 5 060 o8 EN 02/01/2013  02/28/2013 oo 00:00 AM 00:00 AM
30 T1 09/06/2012  06/26/2013 "0 050 01 EN 02/01/2013  02/01/2013 | p 1 3:00 AM 10:00 AM
31 T1 09/08/2012 08/26/2013 "0 050 o1 EN 02/01/2013  02/02/2013 o0 00:00 AM 00:00 AM
32 T1 09/06/2012  06/26/2013 "0 b0 b1 EN 02/01/2013  02/03/2013 oo 00:00 AM 00:00 AM
33 T1 09/06/2012 06/26/2013 "0 060 b1 EN 02/01/2013  02/04/2013 oo 00:00 AM 00:00 AM
34 T1 09/06/2012 06/26/2013 '10 060 b1 EN 02/01/2013  02/05/2013 oo 00:00 AM 00:00 AM
35 T1 09/06/2012 06/26/2013 "0 060 b1 EN 02/01/2013  02/06/2013 oo 00:00 AM 00:00 AM
36 T1 09/06/2012  06/26/2013 "0 060 o1 EN 02/01/2013  02/07/2013 p i 10:00 AM 10:30 AM
37 T1 05/06/2012  06/26/2013 "0 060 01 EN 02/01/2013  02/08/2013 00 [oo:o0 &M Joo:00 Am
= L]
38 T1 09/06/2012 06/26/2013 "0 060 b1 EN 02/01/2013  02/09/2013 B0 00:00 AM 00:00 AM
39 T1 09/06/2012  06/26/2013 "0 060 b1 EN 02/01/2013  02/10/2013 oo 00:00 AM 00:00 AM
40 T1 09/06/2012 06/26/2013 "0 050 b1 EN 02/01/2013  02/11/2013 oo 00:00 AM 00:00 AM
41 T1 09/06/2012 06/26/2013 '10 b0 b1 EN 02/01/2013  02/12/2013 oo 00:00 AM 00:00 AM
42 T1 09/06/2012  06/26/2013 "0 050 01 EN 02/01/2013  02/13/2013 oo 00:00 AM 00:00 AM
43 T1 09/06/2012  06/26/2013 "0 "bs0 o1 EN 02/01/2013  02/14/2013 alil 00:00 AM 00:00 AM
44 T1 09/06/2012  06/26/2013 "0 b0 b1 EN 02/01/2013  02/15/2013 oo 00:00 AM 00:00 AM
TL 10 50 o1 EN 02/01/2013  02/16/2013 B0 00:00 AM 00:00 AM

09/06/2012

06/26/2013

Fill in attendance rows for every student’s mandates to be processed.

Each student will have a separate row for each day of the entire calendar month selected in the report.

Locate the day of the month you provided services and enter the following:
— SCIN Attend Code — this has two options: | for Present or M for Make Up
- SCIN ACT Grp Size - Type in the Group Size

— SCIN Start Time — Type in the start time of service. Remember to include the AM and/or PM letters
— SCIN End Time — Type in the end time of service. Remember to include the AM and/or PM letters

™

— SCIN School Other — Type in the location of service. The options available are: S - School, H - Home, or B - Place of

Business

You can enter information in as many rows as you need to complete the invoicing for the entire month. All rows
that are not completed with required attendance information will be ignored during the upload process.

SAVE the worksheet as you go along so nothing will be lost.
Once you have completed all of your work, save the sheet one last time and you will have a final Excel spreadsheet
for your records.
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Please remember that the Vendor Portal billing system will only upload a specific format of your spreadsheet, which is
called a text delimited format. Therefore, a second save of the spreadsheet is required to create the file needed for

the upload process.

Second Save Option:

Choose Save As from your Excel File menu at the top.

Change type of file in the “save as” by going to the Save as Type box and select option called, ‘text (tab delimited).

Click Save

Answer Yes on next message, close file.

SR 2E e 0~ e miswn -

Q
SIAP END DT

TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
TU
T1
TL
T1
T1
T1
T1
T1
T1
T1
T1
TL
T1

N o B
|STUD LAST NAME SIAP SERV  SIAP START
SUBTYPS DT

09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012
09/06/2012

06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013
06/26/2013

Eﬂ‘rﬁ'ui'u?'u?'Lﬁ'Lﬂ'rJFui'ui'm‘ui‘u?‘d‘ui‘ﬂui‘uﬁm‘ui‘ui‘ui‘ui‘d‘u?‘ﬂuﬂ'u?‘ui‘

"0
10
"o
10
10
10
o
"0
"0
]
o0

R S % 1] v w X RE 2 I AA AB
SIAP SIAP SIAP  SIAP SCIN SCIN SCIN  SCIN START SCIN END. SCIN
SESSIONS SESS GROUP LANG  INVOICE INVOICE ATTEND  ACT GRP TIME TIME SCHOOL
LEN SIZE cD MONTH DAYS CODE SIZE OTHER
060 o8 EN 02/01/2013  02/01/2013 oo 100 AM
060 o8 EN 02/01/2013  02/02/2013 oo 100 AM
"b60 "ba EN 02/01/2013  02/03/2013 "no :00 AM
060 o8 EN 02/01/2013  02/04/2013 oo 100 AM
060 o8 EN 02/01/2013  02/05/2013 oo 00 AM
"b60 o8 EN 02/01/2013  02/06/2013 "bo :00 AM
060 o8 EN 02/01/2013  02/07/2013 00 00 AM
060 o8 EN 02/01/2013  02/08/2013 oo 00 AM
"B60 "ba EN 02/01/2013  02/09/2013 "ho 00 AM
060 o8 EN 02/01/2013  02/10/2013 oo 00 AM
060 o8 EN 02/01/2013  02/11/2013 o 00 AM
"b60 b8 EN 02/01/2013  02/12/2013 "bo 00 AM
060 o8 EN 02/01/2013 02/13/2013 oo 00 AM
fhen he EN 14201 141201 ‘o, an.am 2
Microsoft Excel [FE=
VendorCafsReportindependent2345. tet may contain features that are not compatible with Text (Tab delimited). Do you want to keep the warkbook in this format?

«Ta se= what might be lost, cick Help.

«To keep this format, which leaves out any incompatible features, dick Yes.
«To preserve the features, dick No, Then save a copy in the latest Excel format.

ves | [ Mo | [ kel
060 ‘o8 EN 02/01/2013  02/24/2013 ‘oo 00:00 AM 00:00 AM '0.00
060 o8 EN 02/01/2013  02/25/2013 o 00:00 AM 00:00 AM 0.00
060 o8 EN 02/01/2013  02/26/2013 oo 00:00 AM 00:00 AM "0.00
"b60 b8 EN 02/01/2013  02/27/2013 "ho 00:00 AM 00:00 AM "0.00
060 o8 EN 02/01/2013  02/28/2013 oo 00:00 AM 00:00 AM .00
060 b1 EN 02/01/2013 02/01/2013 p 1 9:00 AM 10:00 AM "0.00
"b60 b1 EN 02/01/2013  02/02/2013 a0 00:00 AM 00:00 AM "b.00
060 o1 EN 02/01/2013  02/03/2013 00 00:00 AM 00:00 AM .00
060 o1 EN 02/01/2013  02/04/2013 oo 00:00 AM 00:00 AM "0.00
"B60 b1 EN 02/01/2013  02/05/2013 "ho 00:00 AM 00:00 AM "0.00
060 o1 EN 02/01/2013  02/06/2013 oo 00:00 AM 00:00 AM 0.00
060 o1 EN 02/01/2013  02/07/2013 p 3 .00
"b60 b1 EN 02/01/2013  02/08/2013 "bo :00 AM "5.00
060 o1 EN 02/01/2013 02/09/2013 oo 00 AM "0.00
060 o1 EN 02/01/2013  02/10/2013 oo 00:00 AM 00 AM "0.00
"B60 b1 EN 02/01/2013  02/11/2013 b0 00:00 AM 00 AM "0.00
060 o1 EN 02/01/2013  02/12/2013 oo 00:00 AM :00 AM "0.00
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CHAPTER 4: Uploading Final Report for Invoicing

Now that you have completed inputting the information and have saved the Excel report as a TXT file you are ready to
upload the information. Go to the Vendor Portal homepage and click on Upload.

tracts & Purd]

g

] Welcome, ADMINISTRATOR ( M

Click here

The Vendor Portal (vPortal) is the Department of Education's online management tool for our vendors. This tool is part of our ongoing effort to improve your vendor experience. Here you willfind the tools to do
business with the Department of Education in an effective and efficient way. You can now add your organization to our bid lists to receve notifications when we have a Request for Bids {RFB) or Request for
Proposals (RFP) and ather solicitations. In addition, once registered. you will be able to download solicitations of interast to you. You may also update your vendor information, setup an e-mail address to

receive your orders via e-mail. view your orders, and check on delivery instructions, inveices and payment status. See the Portal Mews section below for continuing information about new vPortal functions and
improvements.

PORTAL NEWS

Starting on January 1, 2011 the City of New York will begin charging a $3 50 fee per paper check and periodically deducting the fees owed by the paper check recipient from future payments. The fee applies
to the processing of paper checks. drafts or similar paper instruments, written for payments issued through the City's financial management system. This fae, authorized under the Rules of the city of New
York — Title 19, Department of Finance. section 9-01 of Chapter 9. is to cover the costs related to the processing of paper checks. drafts or similar paper instruments, written for payments issued through the
City's financial management system and to encourage greater use of electronic Funds Transfer (EFT) by those receiving payments from the City of New York. Payees are encouraged to sign up for EFT at the
Department of Finance, Vendor Payment Direct Deposit Pragram enroll page at http./ivww nyc govhtml/c es/senices_vendors_eft shtmi to avoid getting paper checks in the future that will
be assessed the fee.

Reduce your papenworkl In the summer of 2006 the Department of Education implemented the transmission of purchase orders via email for orders. Electronic receipt of purchase orders will greatly reduce the

time taken to receive purchase orders, and. in turn, will expedite invoicing and payments. Sign-up now by emailing VendorSetup@schools nye gov. Please include your tax ID number and/or DoE Vendor
number. Thank you

ork City Department of Education

You will be directed to the page where you must select the Invoice Type to begin your upload.

RS/SETSS Upload

AHome A Help A Logoff

3/25/2013 12111132 PM

Status Page Related Service Invoice Processing User Guide | VENDOR ID: 112868878, TESTTEST 7772

-- Select Invoice Type -- -

Select Invoice Type to Upload File.

Submission Instructions

Openup 3 s file from Excel

Under file, click "Save As",

At the bartom of the window, g to the drop dewn menu labeled "Save zx Type!,
Screll down, until you see "TXT (Tab Delimited){*.txt)",

Select this option and click save,

L B
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Once you have selected your invoice type, click on the Browse option. A panel with access the computer’s directory file
will appear.

Locate the text delimited file format. In the example below, the name of file is VendorCafsReportindependent
which was created in the text file format. Highlight the name of the file and click Open.

| RS/SETSS Uplond - - - " VPortal

3/25/2013 12:13:25 PM

A Home A Help A Logoff

Related Service Invsica i ide | VENDOR ID: 112868878, TESTTEST 7977

Status Pags
SA Independent -
Salact File

Browse... ] [ Upload file

& Choose File to Upload

OQ [1 v Rs B ~ [ 2 |[ Search s 2|
Organize New folder =~ O @
A i Narne Date modfied Type Size 2

B Desktop ||| VendorCafsReportindependent02315 3/25/201311:88 AM._ Text Dacument 1B16|
& Downloads || VendorCafsReportindependent0322 3/22/013151PM  Text Dacument 344 KB
%] Recent Places VenderCafsReportindependent03z2 I2MIILAGPM  Microsoift Bxcel97... 798 K8 3
|| VendorCafsReportContracted0l 3/20/20132:51PM  Text Document 88 7
4 Libraries B VendorCafsReportContracted0l 3/20/20132:55PM  Microsoft Excel 97... ;KB
[ Documents || VendorCafsReportindependent11234 3/7/2013228PM  Text Dacument 93 KB
o Music B VendorCafsReportindependent1123 3/7/2M3221PM  Microsoft Excel 97, PE
=] Pictures || VendorCafsReportindependentl123 3/7/2013221PM  Tett Document 938
Videos || VendorCafsReportIndependentl12 3/7/213248PM  Text Document 938
] VendorCafsReportindependentl12 3/71/213296PM  Microsoft Excel 97, PEC
8 Computer || VenderCafsReportindependento2 3/5/213252PM  Text Document 138
&, Local Disk (C) || VendorCafsReportndependentl 3/1/20131:04PM  Text Document 148
42 DVDRW Drive (D) A ] VendorCafsReportindependento2 3/1/20131223PM  Microsoft Excel 97, 198
G divfops (\\es0cifs0.  EH] VendorCafsReportindependentol 2728213 153PM  Microsoft Bxcel 97... 528 - —
2] VendorCafsReportindependent201244 11/30/2012 5:08 PM  Text Document 90 kB e s
€ Network || VendorCafsReportPreknews0 11/25/20123:29 PM  Text Document 3213k8
|| VenderCafsReportContracted2012ed 11/20/201212:31 ... Text Document 202 KB J
P S e PO R - AT T AT
% VendorCafsReportindependentd2345 Date modified: 3/25/2013 1148 AM  Date crested: 3/25/2013 11:48 AM

Text Document Size: 123KB

File name:  VendorCafsReportindependent02345 - All Files {*.7) T
o

The text file will now appear in the Select File bar. Click the Upload File button to submit your file to the Vendor Portal for
validation.

RS/SETSS Upload ' - ral

AHome _ Atelp A logoff

Related Service Invoice Processing User Guide | VENDORID: TESTTEST 2222

Status Page
SA Imi apend;ant -
Select File

C:\Users\ODistant\Desktop'RS \VendorCafsRepo | Browse.... | | Upload file

Prior to uploading your invoice, please make sure that all of the information included is correct and
is consistent with the student’s mandate. Anything not consistent with the student’s mandate will
prevent submittal of the invoice. After uploading this file, you will receive an invoice number, which
you can use the next day to submit your invoice for payment.

Submission Instructions
% Open up 2 x5 file from Excel
# Underfile, click "Save As",
4 Atthe bottom of the window, go to the drop down menu |abeled "Save as Type",
% Scroll down, until you see "TXT {Tab Delimited)(*.0t)",
& Selecethis option and click save,
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Once the file is successfully uploaded, the Vendor Portal will generate a batch number for your reference and a
link to the status page will be displayed.

The status page will display the results of your upload to indicate if your batch was successfully loaded or has errors.
You can correct errors in the batch directly on the status page or delete the batch. If you delete the batch, go
back to the excel worksheet, correct the errors on excel and re-upload another file.

How you correct errors will depend on how many records are in your uploaded file. If you have a small
number of errors, you can just correct them directly in status page. If you have a large number of errors, it is
recommended that you delete the batch and correct the errors on your excel worksheet.

RS/SETSS Upload VPortl
Alome A Help A Logoff

3/25/2013 12:15:47 PM
Ststus Page Related Service Invoice Processing User Guide | VENDOR ID: « TESTTEST 7277

SA Independent -

Select File

Browse.. || Uplozdfile |

Prior to uploading your invoice, please make sure that all of the information included is correct and
is consistent with the student’s mandate. Anything not consistent with the student’s mandate wil
prevent submittal of the invoice. After uploading this file, you will receive an inveice number, which
you can use the next day to submit your inveice for payment.

‘Submission Instructions
% Open up a xs file from Excel
% Underfile, click "Save As",
4 Atthe bottom of the window, g to the drop down menu |abeled "Save as Type"
# Scroll down, until you see "TiT (Tab Delimited)(*.txt)",
& Select this option and click save,

+ File was succasfully uploaded. Your batch number is: 35247

Go to Status Page
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CHAPTER 5: File Status Review

To review the results of an uploaded spreadsheet, please click on the File Status as shown below.

Homs | = ContsctUs | = Sign Out
3/25/2013 10:35:18 AM
n OTHER ARP

The Vendor Portal (vPortal) is the Department of Education's online management tool for our vendors. This tool is part of our engoing effort to improve your vendor experience. Here you willfind the tools to do
business with the Department of Education in an effective and efficient way. You can now add your organization to our bid lists to receive notifications when we have a Request for Bids (RFB) or Request for
Proposals (RFP) and other solicitations. In addition, once registered. you will be-able to download solicitations of interest to you. You may also update your vendar information, setup an e-mail address to
receive your orders via e-mail, view your orders; and check on delivery instructions, invoices and payment status. See the Portal News section below for continuing infermation about new vPortal functions and
improvements

PORTAL NEWS

Starting on January 1, 2011 the City of New York will begin charging a $3.50 fee per paper check and periodically deducting the fees owed by the paper check recipient from future payments. The fee applies
to the processing of paper checks. drafts or similar paper instruments, written for payments issued through the City's financial management system. This fee, authorized under the Rules of the city of New
York — Title 19, Department of Finance, section 9-01 of Chapter 9, is to cover the costs related to the processing of paper checks, drafts or similar paper instruments, written for payments issued through the
City's financial management system and to encourage greater use of electronic Funds Transfer (EFT) by those receiving payments from the City of New York Payees are encouraged to sign up for EFT at the
Department of Finance, Vendor Payment Direct Deposit Program Il page at hittp. /A nye.c /s fserices vendars_eft shim to avoid getting paper checks in the future that will
be assessed the fee.

Reduce your paperworkl In the summer of 2006 the Department of Education implemented the transmission of purchase orders via email for orders. Electronic receipt of purchase orders will greatly reduce the
time taken to receive purchase orders, and, in tumn, will expedite invoicing and payments. Sign-up now by emailing VendorSetup@schools nyc gov. Please include your tax D number andfor DoE Vendor
number. Thank you

What's New? | Send Feedb

This will take you the main status page where you will see a list of all of your uploaded information. Each upload process
receives a unique batch number for tracking purposes.

After uploading the file, click on the Status link to view the results of your batch submission.

RS/SETSS Upload
AHome A Help A Logaff 3/25/2013 17;18:57 oM
Upload File Related Service Invoice Processing User Guide | VENDORID: TESTTEST 2222

SA Cantract=d (538) SA Independent (116) Praschool (54 UtRefresh 88 search
PARENT
BATCHID  yrcniyp  UPLOADED DATE ERROR PASS TOTAL STATUS INVOICE NO: ACTION
35248 3/25/2013 12:07:00 PM 0 File Szved, Please Wait., X

x

=

35247 3/25/2013 12:04:00 PM 2] 2 Failed Rules Validation

=

11/21/2012 3:44:00 PM

EE X &
x

VWD
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Column Definitions on the Status Page:

- TOTAL: Total number of records received.
- ERROR: Total number of records that failed validation.
- PASS: Total number of records that passed validation.

- STATUS: This column defines the results of your uploaded file. The status can be any of the following:

New

File Saved. Please Wait...
Passed Format Validation
Failed Format Validation
Processing...

Records Failed to be Inserted
Passed Rules Validation
Failed Rules Validation
Submitted

Uploaded to Mainframe

. Attend Code Required

. Deleted Batch

File has no records

L ©® N U A WN R

[ Gy S
w N PO

RS SETSS Upload

Atome  AHelp A Logeff

Upload File

5A Independent (3]

PARENT

BATGRID  pyroo

UPLOADED DATE ERROR  PASS TOTAL STATUS

35251 3/25/2013 12:25:00 PM ) i 2 Passet Rules Validation

35230 325/2013 12:15:00 PM Deleted Batch

Tl

3/25/2013 12:36:40 PM
Related Service Invoice Processing User Guide ‘ VENDOR ID: L TEST
3 refresh 94 earch

INVOICE NO: ACTION

B X

T2 -T2 -T2

21



Assuming the uploaded file processed correctly, you will have Total column equal to Pass column. However, even
under this “correct” submission scenario you are still able to correct any data entry mistakes. You can delete the
batch altogether or you can click on the number of the passed entries to review your entries.

Please note:

- You do not have to upload the same file if errors appear on the status page.

- You can correct your errors directly on the status page by clicking on the ERROR column to open
your entries.

- You can also delete unwanted session(s) or correct sessions prior to submission by clicking on
the PASS column to view the entries.

15 [SETSS Upkiad v VrPoral

Radeh Lk TIOHE

BEOID ERC ROSD DLTI) GOSOOHPROVIGER BROVIGE! QNI 0 EAN - B OO LEONE g,

D oMM O X B D8 I 1 ATk

B I . ¥
*

' L
! . mooa SEOUINLT PATVIOT) ENTLTIO ORI

To correct errors or modify the information:

- Click on “ERROR” or “PASS” columns of the status page.

- Each line represents one entry made for the session recorded and is assigned a Record ID.

- Review the Invoice Day column to check each day and click on the Record ID for that row that you wish to
edit.

- This will allow you to see the session entry, and to edit if needed.
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Session Edit Page:

The edit page is divided into 3 sections:
- Non Editable: located at the top. This displays the authorization information only as reference. This area

cannot be changed.
- Required: Displays actual session information entered in spreadsheet. If errors are found here, the box will
be shown in red color. If there are no errors, you can review and change your entries to make adjustments if

necessary.
- Optional: Displays additional data that was entered in the grey columns of the spreadsheet.

If changes are made to this page, click on “Submit” button to save them and reprocess your request.
Confirmation of your submission will appear. You can confirm the change by clicking .OK or edit by clicking Cancel.
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If your submission is successful you will receive a message from the Vendor Portal.

continue editing, click on Close in the message success page.

To return to the list to

.
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Click on Status Page to return to main page. The final step on the Status Page is to submit your batch to create an
invoice request.

- Click on Diskette (or save) icon in the action column to submit the batch for an invoicing request.
- Itis then sent to a Nightly Batch process, where further internal validations take place.

After the Diskette icon is clicked, it will give you a confirmation message. You can cancel to go back or hit OK to
continue.

RS/SETSS Upload VPortal|

pasie = SAE UBLOARED DATE (5011 sy 1A saluy MUK Wi AcTion

After you click OK, an invoice number will be assigned to the batch and the status description will change to Submitted. Please
make a note of the invoice number. You will need the invoice number to certify your submission the next day.

At this point you can log off or work on another batch upload.
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Final Opportunity to Modify of Records:

There is an overnight process that transfers your batch records to the certification process.

The next day you have another opportunity to make updates before the final certification is done. Once you certify

your entries, you will not be able to make further adjustments or corrections. Final certification will send your invoice

request for payment.

To modify any information that has been submitted, click on Invoice from the home page and search for your invoice
number. You will need the invoice number to locate your information.

- Click on Invoice Status.

- Click on Search to locate your invoice or scroll through the page to locate your invoice number.

- Search options are available by Fiscal Year, month, OR Invoice number.

- Click on Retrieve after typing in or selecting your values.

{2 REFRESH B @ SEARCH
Please select
§ Fizcal Year: | 2008 Fomith: | ALL :v
DR
¥ :
s Invoice Na:
" =3 Clear 3 Retrieve
38,00 06/09/08 a
£44,00 06/09/08 &l
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CHAPTER 6: Certification and Submitting Invoices

The status column on this page is very important at this stage. Your invoice must say that it is “Approved” in order to be

sent for payment. If the status indicates “unapproved” submitted information has not been certified and will not be

sent for payment.

Unapproved status indicates that the certification action has not yet been completed. You must certify in order to

change the status of your invoice from “Unapproved” to “Approved”.

To certify:

- Click “Invoice Number”

- Review the details of your entries once again by going to Options column and selecting the Details option.

- Verify if details are correct; then click Submit to go to next page.

Also, you may add more students before certification to this invoice, by clicking on “Add Student” button.

B o

P B R e 13 115000

P, Sagner S e

R Wt Fpwmnty Fask
Tl A s 01 Sy 08 hynsan 1
L sty Frrvmmdy Fasd -

uiatmd Ty Sowe bl Womtee fwmatmn e 3
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CERTIFICATION

The certification panel will appear once you hit submit. This certification panel will need all the information required to be

filled out. You cannot submit a certification, therefore and invoice for payment, without submitting a certification. Once
you have filled out the form, click on Continue.

Terms and Conditions = | IE'
Vendor ID: 123456763 Vendor Name: Test Prowvider
Invoice #: SI095789MADS Type of Invoice: AMENDED
Invoice Start Date: 05/01,/2009 Invoice End Date: 05/31/2009
Purchase Order Number: Number of Invoice Students: 1
Invoice Total: §352.00 Amount Previcuslhy Paid: 0.00
Total Amount Due; $352.00 Number Of Sessions: 8.00
Total Payment Due: $352.00 Units Previosly Paid: 0.00
This is to certify:
(i} The belew named individual is 2 duly autherized representative ("Representative"] of " " and is authorized to subkmit

information to the (DoE) and to make certifications and representstions on the &gency’s behalf;

(ii) the services for which psyment is requested were delivered by providers who, at the time of service provision, meat all
rredentialing standards required by the New York State Education Departmant Office of Professicns; 2nd

(iii} the Representztive iz aw=re that this invoize, whan submitted to the DoE, berames 2 business record of the Departmant
of Education (Do) and that the DcoE relies upon the information contained therein to compute payments to the Agency; and

(iv) is it further understood by the Representative and the Agency that knowingly submitting false information to the Do in
any form may subject the Agency a2nd the Representative individually to legal action, including criminal prosecution: and

(v) that, based upon the bocks and records of the Agency, the infermatien in this invoice submitted to the DoE is true and
sccurate and may be relied upon by the DoE to the same extent as an inveice submitted via hardcopy document and signed
by an suthorized representative of the Agency; and

(wi) the Individual providers and Agencies must maintain and produce for sudit all records that support billing the Dok upon
request

MOTE! Notwithstanding. the faregeing. it is undarstoad by the Agancy that the Agency is required to maintain = hardoopy
record =f its inveoice submissiens and te maks them available upen reguast by the Chanceller or his/ her desiansse

Title: Last Name:

| First Initiali| |

Vendor Portal Password to Certify:

I agree to the above terms: [

E:.T tontinue || # Cancel
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A voucher number will be assigned to your invoice after you enter the certification information and click on Continue.
Print this confirmation screen or make a note of the voucher number.

Once you the certification process and receive a voucher number, NO additional changes can be made to the
invoice. The status on this invoice will be marked as APPROVED.

Fle Edt  View Favortes Tools  Help

GBE-* O BRG] O e @ 3-5 W LJE B

] hetpiffvpdey. avcenst.adufRSInvoiceProcessingz) SchaolfgeRelatedSaryice, aspx i mum—GONSGISSMAD L

lerms and Lenditions

Total PFoayment Duc: $54.00

INVOICE HEADER APPROVED & VOUCHERED.
YOUR VOUCHER NUMBER ISt DNLO3O1
VOUCHER DATE: 2000-08-21

Return to inwvsice status
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CHAPTER 7: Direct Invoicing Process

In this chapter you will provide an overview of the Direct Invoices process. This process does not require any spreadsheet

uploads. This process allows you to invoice directly by reviewing each student case individually.

To begin invoicing log into the Vendor Portal and click on Invoice.

I Wolcomao, ADMINIS THRA TOR | i

The Vandar Portal (sPartai) is th Depament of Education’s online managersant taal for aur vendars
tha ey Educatian in an affec and i L

suiicitations. In addition. gnce registend, i 3 it st 1o i may aleg u;o.m yiour ver |<|u farrr
ki v i, view your orcies, W checkon delivery IBIructions, imvaice® 4nd B o (e Paral Phewa section bakow for Corn g infe

imgovements

PORTAL HEWS

ting the feas owed by
sl mansgomem &
it checks. drsfls o
m th

Depanment of Finance, Vendor Paymant Diract Ceposit Program enroltment page 82 iilp Ve nys govhimUdethimls

be assessed the fse

tod the sransmissan of purch
- Signoup now by seriln g VendorSely

Risduci your gaaparwork! In the summer of 2006 the Depammant o
i taken recone purchase orders, andd, n turn, will expedde o
b Thank you

Click on the Invoice Status tab, then, click on the invoice type tab and select School Age-Contracted, School Age-

Independent or Pre-K. Once you select invoice type, click on New Invoice.

This taol s pan of o cagoing affot 1o imgrova your vendoe supeimcs Hard yiou willind the teals to da
10 "

e Yok Payses ste encouraged to sign up for EFT at the
ars_gt snimd Lo Bveid Gatting paper cNacks in the Riture that will

Isctrnic: receipt of puichise ardors will geatly mduce th
v Please include your tax I muimbar andor DoE Vender

SR T R —— ez

WITELY AL TR

e -~ el = raahly
The few York City of Education is ut thre phsical pists. Please click an the WL
Vo Lt 10 pacted T Sbarig the CARTE: cocdtmtiol lfarmation
vsica sratus | P— e |
“Please be advised il you are looking for 2013 - 3013 invoices. Please select the Search Link to locate the fiscal year 3013 and then enter Betrieve.
Sthool age - Cuntracted | Kehosl Age - Indanendeat rmachel B e vt vessugnoay T apragan
AMVOREE Mo T BIATHE = Fump EERVICE RREIOD ABGuNT IMVOICEDATE D Dtetn

so.00 12112002 o

43,00 2iaaizoie i3 £

oo S # £

s0.00 2233013 ol *

000 WFTOLD 4] *

panea W3zieia o' »

s000 sraaaors 8 =
s0.00 INITEI v ol

500 iwans ] =

BA5.00 araar2013 | »

2000 arazsaos 1 e

$an00 ey 2

sa.00 23/23/5018 ] S

s0.00 12212013 a =

%2.00 ERTELTE] < | >

P Jidafaeia 21 Fd

538,74 T1/1372012 14} =

900 FETFERLT TS l Fod

@00 (LY TIE] < | x

20,00 12113012 3 =

- Select the Fiscal Year for invoicing. This is the school year of the service month you are invoicing for. Example: The

school year is from Sept. 2009 to June 2010. Therefore, select Fiscal Year 2010.
- Select Fiscal Month, this is the month you are invoicing for.

| Womder 10

- Click on the Add Student button. This will pull up the student information for the month of services.

CREATE NEW INVOICE

FISCAL YEAR: 120[}9 vl FISCAL MONTH; lSﬁiecI Manth _".I - Add :
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Student information:

- Click on the box next to each student you wish to submit and invoice for. You can select one, or more, or all students.

- You can also use the search function to narrow the list of students further. You can search for a particular student
by OSIS number, by Service Type, or by School ID. Type in the information next to one or more search boxes and
click on Retrieve button.

- Click on the Add button to continue to go to next page.

B WE MDD By ENVICE PRI B S FOLD - 131 2003 FISTAL YILAR JOL3 ——

STUDENT 10D (o e B SERY STV SCHOOL 104 ACTUAL PROVTOER: B Eetriews
SELECTY OeS0S 1T STUHENT MAME gt EFCH it o AETUAL STAMT BATE EMD DATE EHIARATION FREDEMNDY CROUP -
STV L Pt THE M i SEEE
Wi S 10/ I0LT B 2ESI0ET 3a
Wi L] WAT0ET SR 201Y 20 T 1
=3 44D e e e s &I ICIITED 32 2
=1 D00 IO I20L3 IR0 EN D = i
"3 =00 g L & IS 20T D g i
L4 4 e ] 10/ 10201 BB F0EN 33 2 -
- T T o - e )
- a s 5 ~ i " " . &t e Crmds i - - - i T
v . £ o o - = an
. Sl P i . - - a [ AR PR E
- s - » - = s - " wd rwrcie = " - SEiE T - &
. 4 3 tiw 132
- —_— = @o - et spwica b b 4 vis s ] 5 s sl @
- s srmeatinguinies 3 » - — = . .
s Mabad

Not all authorizations will appear on the add student page. The information depends the month selected and the
service start and end date of each child’s authorization.

If no records appear for any months, then the authorization does not exist in our files for the month selected.

- After Add is clicked, you are returned back to the Create Invoice Page. You can again add another student(s) to
this invoice or delete the entries.
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If you are ready to invoice click Create Invoice at the bottom of the page.
The invoice number will be assigned when you click on Create Invoice button.

Click Continue to go to next step to proceed to the data entry screen.

Data Entry of Session Information
In this section, you can still Add a Student, if necessary, to your list or begin to enter information for each day of service.

— To enter session information, click on Select in the options column.

- Then click on Details, a calendar view will appear next.
- If necessary, you can also delete the row if you made a mistake and/or added the wrong student to the list. Go to

Options column and select Delete.

Wesdar T0: Vewdor ane:

. Invsice #; YI1VIIE5ER Tywe of invoice: SE%

Invoice Start Date: 03 0100 Invaice End Date: 55/30 2605
Purchase Order Mamber: 2543102010 Manbrer of Dmvolcs Stedents: 3

Tnwoice Telal: §2.30 At Previoushy Paid: 200

Total Amount Dise: $0.00 Number DF Sessions: 2.00

Total Payment Due: 3737 Units Previoshy Fakd: .50
ﬂL"r:t‘rL:r:P

SRS  QERIR. B PSOGIDGS FSEC Omanow sKe® A8 Rk ol TR SR MRAL  opuee
CH EH L CH L = - H [ -8 Beat o
e ) LIEEE 3 o ] -+ [ I8l 5 . O - I R S, =
B Bk

In the calendar view, select the day of actual service and click on add to begin to add session information. If the day is in
grey, it means the authorization did not have these dates of service. You cannot invoice for days outside of approved

dates of service.

Calendar View:
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&7 Sthoulage Related Service Certification & hiwoicing - Network Techmotogies

Fl= Edk  Nisww  Favorizes Tools Help

Qo s © [H @ @ Lo yrewes @ (212 W LB

a atkpsfivpdey myosnet, sdulRS Ny ciceProcsssinc2fSchoolaceR slatedSer-ios aspeTinvmam—SI025 7090001 L]

LAST HAMC: IPPOLTTG I0K | D515 [o: I | sv: P1 | rRCQONCY: 02| DURATION: 630 | GROUP SIZC: 1| AMOUNT DUL: $0.00|

Scptemboer 2008
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You can only add one session per day per student. You will get the same Add New Session panel for each day

you select to enter session information.

- Enter required information such as start and end time (Time From, Time to), group size and location of service.
- When you complete your entries, click on Submit.

@ Schwulage Related Service Certification & vweicing, - MPelwork Technologies

Fl= Edkt  %wiew  Favoriies Tools  Help

Otiack A = | Iﬂ |EL| : /.I ! aeacy :\/ Favortes 5] > de ﬁ :*“j

Addross @ Atkps v pdey myoenet, sdulRSINvciceProczzsing2tSchoolacefelatedSer vios .aspetir mam—SI0D 095001

v|ﬂco
F;

25 Inwvoicc Frocg

LAST MAML: IPPOLING I0N | DSIS T0: 2| =W P1| CROQENGY: 02| DURATION: 030 | GROUP SIZC: 1| AMOUNT DUL: $0.00|
“~ Homue “~ Help
Scptembor 2008
Tnveice Status Sun Mon Tue wed Thu i
L 2 2 4 s

Lnuaise status | :‘chooll Add Add Add Add Add
7 S ] 1 1 1z
add Ddd A Add Add add

Add Mew Secsion
selartad Mate: 3/72/7008 Vencar Td:
LASTHAME o
11 15 Tima Frem: Tirna To:
IPPCLITS JEY Twae 'A' o~ "P' to swtch AM/EM Twpe'A' or'F' to switch AM/EM
Add Add .
Graup Size:
Locatian of Activity: | Flease selezt.. [

Z1 z2
add Ddd A dd sdd add
2% 2q a0
Sl Puadal Ankal

Add
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Add

(s 2002 S:0c

5. WEM DGR

BTN
plicns

L -
I

Eennrt =

A confirmation message will appear next. To add this session, click OK and continue to the next calendar date.

”

Message from webpage

—

Add New Se 9
14 15 H' ‘1-?"
Selact

Tin|

Typ

Are ywou sure ol wank bo add this session?

e rag

| ok || concel 100 AM
'P' to switch AM/PM

Group Size: 1

. ity o
21 22 Location of Activity.
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When you click on OK, the Add New Session panel will disappear and the view of the calendar will return
with the information entered on the specific day you entered information.
Repeat the same process to enter the next days of service.

When you have completed all of your entries in the calendar, click Close to return back to main page
invoice page.

Please note, you can close the calendar view at any time and return back to it when necessary.
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Main Invoice Page

The main invoice page will list all of the session information you have entered and the total amount of the invoice.

You can still click on Add Student, delete the record, or change the session details, if necessary.
After your final review, click on Submit to certify your entries.

Adjustment codes may appear if any issues arise. Column values are defined as follows:

on page.

X: Sessions exceed max allowed for the month or max allowed to date.
N: Applicable rate not found.

M: More than one rate found.

V: Another provider has been paid for the same child, type, and month.

Prbplacd Ravama fre S

Z: Zero units payable. No entries have been made on the calendar. You cannot continue if 0.00 amount due appears

Fieen Jifgrenates | Povmsber 0 SEEETL TERTT

Once all of your entries have been successfully completed and submitted you will need to certify your records.

All required fields need to be filled out in the certification panel. Please note, once you click on Continue, you will not be

able to make any further changes to your invoices.

] sc hoolage Related Service Certification ® Inveicing - Metwork Technologies

=)

Filg Edit Helo

- i
D pack - J x| B8] @ )
> (M |

e Favorites lools

! Search ‘._:'.Tl-\.g.'FDVDI’itCi @V L ﬁ 'i‘i

i

ardress |ﬁ http:ffvpdey. nycenet. edufRSInvoiceRroceccing 2 SchooligerelatedService | acpeFinvnum=ra008=083MAD1

links

Y|aﬁn

RS Invoice Proce

S Hama S Halp

Imvoice Status | School

Vondor ID:123456780
Inveoicc #:i SI0QE7EISEQL
Inveoice Start Date: 0970172000

Invoice Status FPurchase order Mumber; R334 122109

invoice 1otal fu Uy
Total Amount Due: $0 00
Tuldl Payinent Due; 000

Vondor kMame: YENDORTEST
Typc ot Inve coi NEW
Inwoice Cnd Date: 09/00/2000
Humber of Involce students; L
amount Previously Pad: u.uu
Number Of Sessicns: 0.00
Unity Previvsly Paid; 0,00

This iz fa cavtifu:

(i) The below narned individual is a duly authorized representative ("Representative") of " " and is authorized to subrnit
imfarmation to the [Lokl and to miake certifications and representations on the Agency’s behalf:

(i) the Reoprosentative is aware that this inveice, when submnitted to the Dok, becomes a business racord of the Department
of Education (DoE) and that the Dok relies upon the information contained therein to cormpute payments to the Agency;

(iii) amd the Rapresartative individinally fa lagal ssian, indiding sirminal peasessotiang amd

LASINAME &
Hetelelalals (iv) that, based upon the bocks and records of the Agency, the information in this invsice subrmitted to the Dok is trus and
accurata and riaw be relied upon by the Dok ta the zarme extent as an nvoice subrmatted wia hardeopy docurment and zigned

SSHMITZLER I5A by an authorized raprasantstive of tha Sganco.

METE: Motwithstanding, the foregaing, it is understood by the Agency that the Agency is required to maintain a hardeopy
record of its inucica subrissions and £o make thern suailable upen request by the Chancellor or his/her designes.

Tite: Last Name: First Initial:

dor nomtal

d to sy

I agree to the abowve termns: [

M cancel

2 Continue

20007221 PR

WEMDOR TES|

30 STULENT
puons

uli

Foepurl = buy
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Once your certification has been submitted a voucher number will be assigned to your invoice. Print this confirmation
screen or make a note of the voucher number for your records.

- Once you certify and receive a Voucher number, NO additional changes can be made to the invoice
Click on return to invoice status to verify that the status column description has changed to Approved.
All approved invoices are sent to the Division of Financial Operations for payment.

Vendor 1D: Vendor Name:
I Invoice #: 1010I0115ED1 Type of Invoice: NEW
Invoice Start Date: 05/01/2008 Invoice End Date; 09/30/2009
Purchase Order Number: R544102010 Number of Invoice Students: 1
Invoice Total: $54.00 Amount Previously Paid: 0.00
Total Amount Due: $54.00 Number Of Sessions: 1.00
Total Payment Due: £1.00 Units Previosly Paid: 0.00

INVOICE HEADER APPROVED & VOUCHERED.

YOUR VOUCHER NUMBER I5: 5100011

VOUCHER DATE: 20009-10-28

Return to invoice status

Invaice Stalus Fayments Belated Service Invoice Processing User Guide | Vendor ID:
Zchaot Age - Tndependant Praschoal B e ivotee. B saresoumoyuis G apeaesy B pviinan s
INVOICE NOL 7 sv EUND RERVICE BERIOD INVOICE DATE . Oetails Oelate
s 4410 093105 - 08/20/08 554,00 10/28/2003 “

This concludes our direct invoicing process.
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CHAPTER 8: ADDITIONAL FEATURES

Detail View

To review your invoice certification information, click on Details icon. The invoice detail panel will appear, defaulted

to the Details tab for review. It will show some basic authorization information and the amount that was invoiced.

No further action is needed. You can refresh the screen or to download the information for your files.

1 L ﬁ
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': i‘; : T - ' -_‘.'|=,__=-___.__‘_:-= ?@
Invoice Status Zayments ‘ Related Service Invoice Processing Usar Guide | VendorIoi
sl EAE apfap b " AN 7 JPREE | s
Ehuulhﬁe Indgzzndznt | Preschool d HEW INVOICE | QATE SCHEDULE .?*.'..irti’ii”. OOWNLGAD
THVOICE i 77 STATUS W FUNE SERVICE PERIOD AMOUNT INVOICE DATE
DI0IDEIsEE  APPROVED RE 4410 AT R R F = Loraerangeg
W SR L e i . | EWAELCE BT ISP ARSI | LR CE RART BATHSABEI0RE | FisCal VAL |
' B r=reary Fayrrael Detets r:‘: AR B__,_.. —_—_—
LRilE 111 AR R MATL ELAYILE CIATLY PR AETE ALY ARUUNT LAY LHTHT, LML
LIRS BRFOAS 4D - BEFRAILD - 11 10 et ™ e e

BT ODiCD e

Ay Prwisias il e

|
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Summary View

You can click on the Summary tab to see an overview of the invoices submitted. Empty fields will be populated
once the invoice gets processed and additional data is retrieved from our accounting system.

No further action is needed. You can refresh the screen or download the information for your files.

WEMDOIL TD: 0 | IRVOICE IIMSTA3STERIALE | INVOICE START LlAIh'.Diﬂl!ﬂl?é FISCAL YEAILZDLZ| -
|
Catadi E Payrmant Detsils !_::' P . B R —
INVOICE NUMBER: 511337 851402 IWVOECE AMOUNT: 542,00 IRITS UNETS b0
INVOECE DATE= 121 12082 B0 OF STUDENTS: | AMDUNT BO-: 535.00
APPROVED OM:12/1 172082 PAY PROCDT: L2/L1/2042 WCHR: SO1300001 CHECK:

|
= Previoos | @ hoxk

39



Payment Details View

You can click on the Payment Details tab to view the amount that was invoiced and voucher number.

TRVORCE DATE: 120122022
APPROVED OM: 1211272012

INVOECE NUMBER: 511 237850402 INVOQICE AMOUNT: $43.00

RO OF STUDEMTS: §
PAY PROCOT: 1201 L/2002

VENDDR 10: s G PO B l INVOICE Iﬂﬂmi: INVOICE START D\l.'l'E;llDl.I‘BiSi‘ FISCAL 'I'EIFL'IBIS% -E|
—————————— =
s e ' Paymant 4 meiresh E Demnload

LNITS:UNITS: 1.0
AMOUNT PO=5£5.00
VCHR: SO 1300001 CHECK:
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Payment Information on the Main Screen in the Vendor Portal

To review payment details on the main screen, click on the Payments tab. Select your search option and click on the
Retrieve button.

RS/$E15S loweice ¢

N . e
e E - St bt e anie | Powbar fbarmat | Sk b5
B e - T B 03 PP § e
- PR PR | Fo—r

Fam BT i G TR it Semn 9 0 Prsiber 58 T e G fudiBate Fegfeie e et Wnarbar

Eal e W B aRTRRER WAL R W e ek

el . Y Portal

AHome A ‘A Logeff - 5/2043 2125124 DM
Invoice Status NPT | ice User Guide | Voucher ion | Vendor ID: | (MM 0. TESTTEST 277
Search By --Select One-- + | B Retrieve |

Search By: --5elect One--

“oucher

Student
Start/End Date

The page will return with invoice information based on your search selection. You can download a copy of what is
shown on this page for your records.
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Other Report View Options

- Go to the home page and click on REPORT in the column on the right.
- Click on Invoice Tab. Select search an option from the Create Invoice box. Enter information required then click

on Generate Invoice.

RS/SETSS Reports [ﬁ;ﬁ{f]ﬂﬁ

Atome ~Help A Logoff 3/25/2012 2130131 PM

Related Service Tnvaice Processing User Guide | VENDOR ID: , TESTTEST 7277

Schaol Age - Contracted st ? Bre-populsted Non-Editsble 7| User entry required [T Optional

Fiscal Year : * 2013 T Inwoice Month: * Select | Distict Code School ID:  Select | Therapist ; | Select ¥ Service Type: Select ¥ Student 1D

Teate Invsice
Creste Invsice
| Approval Recommendations
| oucher Numbsr
| Invsice Number

- Avreport will be generated with your invoice information. Click on Select a Format and choose Excel to
download your report.
RS/SETSS Reports ' %ﬂ/
A Home A Help A Logoff 372572013 11:43:50 AM.

nq User Guide | VENDOR 1D: 112858878, TESTTEST 2722

Seboul AgE = Twdegieislon sl Pre-populated Mon-Editable [ User entry required [ Optional
e Trigalce + | Fiscal Year: * 2013~ Invoice Manth: * Jan 12013 = District Code: | School 10: Ssker v | Therapist: Sekot v Service Type: Select v StudentiD ‘ Generate Invoice
4 4 1 ofs b M 100% - Find | Next  Select a format 2
5 o/Select a format = z -
SIAP  SIAP SIAPDIST SIAP FUND CD SIAP  SIAP SIAP SYML file with report dats  QMIDER FIRSTNAME ~ SIAPACT  SIAPOSISID =~ STUDFIRST  STUDLASTNAME SIAP  SIAPSTART SIAP END DT SIAP siap | -
FISCAL BORG <o SCHL PROVIDER ~AGENCY  PROcCsy (comma delimitad) PROVIDER NANME SERV. oT SESSIONS ~ SESS
YR co 10 TYPE &5 TIF file SUBTYPE LEN

| Acrobat (PDF) file

|Web archive

€

€

e

i

€

€
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€

€
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¢

i

i
‘ 7 - - . m = 13

- Click on Export when ready.

- The Save prompt will appear with a default name.

- You can save the report anywhere on your computer. The records are transferred from vendor portal to excel
format to your computer.
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RS/SETSS Reports

. i " Guide | VENDOR ID: 112858878, TESTTEST 2792

t
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f
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CHAPTER 9: ENTERING NATIONAL PROVIDER INDENTIFIER (NPI)

If you do not have or do not know your NPI, click on the following link to obtain a National Provider Identifier:

https://nppes.cms.hhs.gov/NPPES/Welcome.do to retrieve or obtain an NPI.

- To enter your NPI, click on the NPI tab under Invoice.
- Click on Create NPI and a popup window will appear.

RS/SETSS Invoice Y VPortall
~Mame o Hely Leunf? AT ST
Invaice Status Frymans 3 [T \\\* | Meuthee | Vandnr 10 TESTTEST 772
Halinal Provider Tdentifier P S ® wire
National Provider Identifier - %
Vendor ID:
Provider ID: B Submit
? 5P - Speech and Language Pathologist ¥ TSSLD/TSHH - Teacher of Students w. Speech & Lang.
¥ CF - cClinical Feliowship Disabilities/Teacher of Speech & Hearing Handicapped

- Enter your Provider ID information and click on Submit. Enter the provider type and click on Save. If the correct
Provider Type does not appear, click on Other and enter your provider type.
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Providers that are Physical Therapist (PT) are required to enter their NPl number. Additional fields will appear that are
not required, but are important for the Provider to enter the information requested..

! National Provider Identifier i

| Vendor ID:

. P 51P - Speech and Language Fathologist b TS5LD/TSHH - Teacher of Students w. Speech B Lang.
F CF - Clinical Fellowship Disabilities/Teacher of Speech & Hearing Handicapped
AT T G N LR R B g — v YT rTEr -

L

Provider ID: E Submit |

Please indicate if this is a provider for:

) Speech i@ Physical Therapy "I Other (Counseling, Occupational Therapy, stc...)

Please enter your National Provider Identifier:

Graduating School:

State: SelectaState. = City:
School:
Degree type: selecta Deagres Graduation Date: &l

l:l School i= not on the list.

[ save ¥ Clear

F 1f you don't have NPI 1D, please visit the following site to retrieve or request your NPI 1D -
https://nppes.cms.hhs.govw/NPPES/ Welcome.do

If the PT Provider is CAPTE accredited, their graduating university should be filled in. If the PT Provider has not obtained
their CAPTE credentials, the graduating schools information can also be entered.

! National Provider Identifier .l

e

e

Vendor TD:

Provider ID: B Submit

Please indicate if this is a provider for:

Speech @ Physical Therapy 7 other [Counseling, Occupational Therapy, etc...)

Please enter your National Provider Identifier:

Graduating School:

Stata: G"’\ *  Ciky Augusta -
School: Georgia Health S.ciences Universit} -
Degree typa:  Certificate ¥ | Graduation Date: | March, 2010 ';E'

D School is not on the list.

A save | | S tlear

b If you don't have NPI ID, please visit the following site to retrieve or reguest your NPIL ID -

https://npoes.cms.hbs.govw/NPPES/ Welcome. do
F 5LF — Speech and Language Pathologist ¥ TSSLD/TSHH - Teacher of Students w. Spesch B Lang.
F CF - Clinical Fallowship Disabilities/ Teacher of Speech & Hearing Handicapped
e T e e i B e o i R TS et
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If the school does not appear in the school dropdown once the State and City is selected, the Provider can

enter the school manually. By clicking on the checkbox (School is not on the list) the fields will become
editable.

® National Provider Identifier -l

S
Vendor ID:

S XL R

. Provider 1D: EH submit

£

| Please indicate if this is a provider for:

4 Speech @ Phyzical Therapy ) Other {Caunseling, Coccupational Therapy, atc...)

g: Please enter your National Provider Identifier: 1003126145
€ Sexashuating Scwol. o o GA v City Augusta -
a Schoaol: Georgia Health Sciences University -
g Degree type:  Cemificate *: Graduation Date: | March, 2010 ]
: [7] schoal i= not on the list,

| E Save :} Clear
2

| b 1f you don't have NPI ID, please visit the following site to retrieve or request your MPI ID -

j: http=://nppes.cms.hhs.gow/NPBES/ Welteme.do

F SLP — Speech and Language Pathologist F TSSLD/TSHH - Teacher of Students w. Speech E Lang.

5} CF - Clinical Fellowship Disabilities/Teacher of Speech B Hearing Handicapped

b RSO 23 ) = A A b O e e oy R ol e L S — =i P B e ey E %

The provider will now be able to enter their graduating school information.
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%uﬂmmmlpmwwhrhkmﬁﬁer -5

!i?endurID:

il Provider ID: i E Submit |

| Please indicate if this is a provider for:

[ _ Speech '? Physical Therapy '__' Other {Counseling, Occupational Therapy. etc...)

Please enter your National Provider Identifier: 1003125145

Graduating School:

| | State: FL > City: Miami

i School: Provider's Graduating College

| :

{ Degree Type: Cerificate * Gradustion Date: | March, 2010 &

D Find school from the list

-I | E Sawve | _‘} Clear

b 1f you don't hawve NPI 1D, please visit the following site to retrieve or request your NPI ID -
| bttos i/ nopes.cmis.hhs.gov/NPEES/ Welcome.do

,| P SLP — Speach and Language Pathologist F TS5L0/TSHH - Teacher of Students w. Speach & Lang.
ik CF - Clinical Fellowship Disabilities/Teacher of Speech & Hearing Handicapped
| S R 2 11 SR S A e 452 =8 2 T b ks R e R O e

NPI FOR SPEECH PROVIDERS

Speech Providers are required to answer additional questions by clicking ‘Yes or ‘No’ as the questions
appear (see below).

R

Vendor ID:

= LR

NetionalProvider dentiber At

g

| Provider ID: B Submit

g

Please indicate if this is a provider for:

1! @ Speech I physical Therapy 71 Other {Counseling, Occupational Therapy, stc...)

C

1 Indicate if this provider is a Speech and Language Pathologist

g @ ves  no

4 Please enter your National Provider Identifier:

q

| Sawve # Clear

q Bseve| | 3 clear
| ¥ If you don't have NPI ID, please visit the following site to retrieve or request your NPI ID -

3 https://nppes.cms.hhs.gov/NPPES/ Welcome.do

i

1

d ¥ 5LP — Speach and Language Pathologist F TSSLD/TSHH - Teacher of Students w. Speech B Lang.

5 F CF - Clinical Fellowship Disabilities/Teacher of Speech & Hearing Handicapped

o o (TP S-S, SRS [ . Fwre i W -
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g tiational Provider Identifier |3

g

Vendor ID:
i
Provider 1D: E Submit
g
Please indicate if this is a provider for:
4 @ Speech Bhysical Therapy ) Other {Counseling, Occupational Therapy, etc...)
o
i Indicate if this provider is a Speech and Language Pathologist
i ) Yes G Mo
g Please indicate if this provider is a CF - Clinical Fellowship?
| @ ez ) Mo
¢ This Provider does not require a NPI ID but their Supervisor Name and NPI must be entered.
3 Supervisor Name Supervisor NPT & E Save
2
i
d F 5LP — Speech and Language Pathologist F TSSLO/TSHH - Teacher of Students w. Speech B Lang.
<k CF - Clinical Fellowship Disabilities/Teacher of Speech B Hearing Handicapped
I e e srn s s s e e e T v T -

Additional questions for Speech Providers

If Speech was selected, Vendor will have to specify what type of Speech Provider.

Please indicate if this is a provider for:

O C

Speech Other (Counseling, Occupational Therapy, Physical Therapy, etc...)

I ndicate if this provider is a Speech and Language Pathologist

O »

Yes No

If Provider is a Speech and Language Pathologist, select ‘Yes’ and enter the NPI Information and click
the ‘Save’ button.

Please indicate if this is a provider for:

O

Speech E Other (Counseling, Occupational Therapy, Physical Therapy, etc...)

I ndicate if this provider is a Speech and Language Pathologist

» »

Yes No

National Provider I dentifier does not exist.
4
Would you like to create one? M

Otherwise, select ‘No’ to go to the next question:

Please indicate if this is a provider for:

O C

Speech Other (Counseling, Occupational Therapy, Physical Therapy, etc...)

I ndicate if this provider is a Speech and Language Pathologist

» »

Yes No

Please indicate if this provider is a CF - Clinical Fellowship?
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C O

Yes No

If Provider is a Clinical Fellowship [CF], select ‘Yes’ and enter their Supervisor Name and Supervisor NPI

information and click the ‘Save’ button.

Please indicate if this provider is a CF - Clinical Fellow ship?

L C

Yes No
This Provider does not require a NPl I D but their Supervisor Name and NPl must be entered.

Sawe
Supervisor Name : Supervisor NPI : E—

If Provider is a NOT Clinical Fellowship [CF], select ‘No’ to go to the next question:

Please indicate if this provider is a TSSLD/ TSHH - Teacher of Students w. Speech & Lang. Disabilities/ Teacher
of Speech & Hearing Handicapped

C C

Yes No

If Provider is a Teacher of Students w. Speech & Lang. Disabilities/Teacher of Speech & Hearing
Handicapped [TSSLD/TSHH], select ‘Yes’ and enter their Supervisor Name and Supervisor NPI
information and click the ‘Save’ button.

Please indicate if this provider is a TSSLD/ TSHH - Teacher of Students w. Speech & Lang. Disabilities/ Teacher
of Speech & Hearing Handicapped

O »

Yes No
This Provider does not require a NPl ID but their Supervisor Name and NPl must be entered.

. . Save
Supervisor Name : Supervisor NPI : _

If Provider is also NOT a [TSSLD/TSHH], then “This Provider is not eligible for Related Service invoicing.

Should you have any questions, please contact the Office of Related & Contracted services for
Schoolage and Central Based Support team for Preschool.”

Once all required information has been entered and saved successfully have below screen will appear.
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| National Provider Identifier =

Vendor 1D:
i Provider ID: B Submit
National Provider Identifier has been submitted.
|
M egip— Speech and Language Pathologist b TSSLD/TSHH - Teacher of Students w. Speech & Lang.
b CF - Clinical Fellowship Disabilities/Teacher of Speech & Hearing Handicapped

The providers will now be able to invoice for any record that requires an NPl number. Please note, this
information will only be required to be entered once.
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NPI Validations
NPl numbers are required in order to invoice through the Vendor Portal for the below list of related
services:

1. Speech Therapy

2. Physical Therapy

3. Occupational Therapy

4. Counseling

If the NPI does not exist, Providers will not be able to create an invoice.
- Upload Process will not pass validations

Example:
BATCH ID: 24209 | CONTRACT TYPE: 54 CONTRACTED | RECORD ID: 20735477 | STATUS: RECORD FAILED VALIDATION | SHOW ERROR SUMMARY |2|
Non Editable
& National Provider ID is missing
for Provider Id
Required
Actual Start Time:[08:00 AM Actual End Time:[08:30 AM Schoolor Otherls |
Optional
Vendor tvoice Nomber "] N R sed rogram o]
ﬁ Previous ﬁ Mext B Submit x Cancel

Note: Vendor must go back to ‘SETSS/RS Invoice’ and enter the NPl information in order for the
record to pass validation.

Providers will not be able to select Student approval if the NPl information does not exist for Provider.
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Example:

VENDOR ID: s | INVOICE PERIDD: 6/1/2010 - 6/30/ 2010 | FISCAL YEAR: 2010
STUDENT ID: | poB:| |serv sTvP: [ | scHooLID: [ | ACTUAL PROVIDER: | B Retrieve |
SERV SCHOOL ACTUAL GROUP |
SELECT OSISID STUDENT NAME =TVE DoB ID PROVIDER START DATE END DATE DURATION FREQENCY SIZE
m——
D o1 3/2/2010 &6/30/2010 20 2 1
D LES 2L E ¥ e =% o1 o *4 e b 6/20/2010 6/30/2010 30 2 b

|4

Note: Please advise that Student approval without NPI information are not selectable. Please create a NPI record 1st and try again.

& Add
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CHAPTER 10: District 75 Summer Actual Service Location for School Age Contracted Agencies
only

For all contracted agencies using the RS Reports feature in the Vendor Portal, you will notice that there
will be one extra column which will contain the actual service location. This will be applicable and will be
required for all summer (July and August) invoices only.

Some District 75 locations were merged during the summer, and the transmittals may not reflect the
actual location where the student is attending summer school. An enhancement in the RS Invoicing
application is necessary to allow the providers to indicate the actual service location for the summer
services.

Please be advised that for other type of services such as preschool or school age independent related
service, this new field will not be applicable but should be left blank.

RS Report Examples:
1.) RS Reports for School Age — Contracted for the months of July and August:

SCIN SCIN SCIN SCIN SCIN START  SCIN END SCIN SCIN SCIN SCIN SCIN SED
INVOICE INVOICE ATTEND ACT TIME TIME SCHOOL SERWICE WEND  INVOICE PROG ID
MOMTH DAYS CODE GRP OTHER LOCATION | INVOICE AMT
SIZE
07/01/2010 07/08/2010 00 00:00 AM 00:00 AM = 03M149 0.00
07/01/2010 07/07/2010 00 00:00 AM 00:00 AM 5 03M145 0.00
07/01/2010 07/08/2010 00 00:00 AM 00:00 AM 5 03M149 0.00
07/01/2010 07/09/2010 00 00:00 AM 00:00 AM 5 03M145 0.00
07/01/2010 07/10/2010 00 00:00 AM 00:00 AM 5 03M149 0.00

2.) RS Reports for all other contract types and months:

SCIN SCIN SCIN SCIN SCIN START SCIN END SCIN / SCIN SCIN SCIN SED
INVOICE INVOICE ATTEMND ACT TIME TIME SCHOOL VEND INVOICE PROG I
MONTH DAYS CODE GRP OTHER INVOICE AMT
SIZE
06/01/2010  06/01,/2010 Qo 00:00 AM 00:00 AM 0.00
06/01/2010  06/02/2010 Qo 00:00 AM 00:00 AM 0.00
06/01/2010 06/03/2010 0o 00:00 AM 00:00 AM 0.00
06/01/2010 06/04,/2010 oo 00:00 AM 00:00 AM 0.00
06/01/2010  06/05/2010 Qo 00:00 AM 00:00 AM 0.00

For some of the contracted agencies who do not use the RS Reports feature of the Vendor Portal,
modifications need to be made to your in-house application that generates the invoice file to be
uploaded. A new column that will contain the actual service location for the summer services needs to be
added in a particular section. Please refer to the above screenshots for the correct position of the new
column. If this new column is not added, all invoices will be invalid. Please note that the actual service
location may or may not be the same as the physical school DBN.
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RS File Status Examples:

BATCH ID: 24523 | CONTRACT TYPE: SA CONTRACTED | RECORD ID: 2075560 | STATUS: RECORD IS WALIDATED | |2|
Non Editable
Required
Actual Start Timei08:00 AM Actual End Time:[08:30 AM Schoal or Others |
O — ActualGroup Sae0 ]
Optional
Vendor Invoice Number | Invoice Amount:000 ] sedProgamm ]
I Actual Service Location:|0ZM420 |
45 Previous || @ Mext B submit || ¥ cancel

- By Default, the Actual Service Location from excel is either from the Office of Pupil Transportation
database or the physical school DBN in the Student approval.

BATCH ID: 24523 | CONTRACT TYPE: SA LACTED | RECORD ID: 2075561 | STATUS: RECORD FAILED WALIDATION | SHOW ERROR SUM |2|
Non Editable
Required
Actual Start Time:[08:00 AM Actual End Time:(08:30 AM School or Others |
Attendcodef ] ActualGroup Szef0 ]
Optional
Vendor InvoiceNumber | Invoice Amount0.00 ] sedPogamm ]
Actual Service Location:|03M07 &
47 Previous || @ Mext submit || ¥ Cancel

- If this Student is on the Office of Pupil Transportation, the submitted Actual Service Location has
to match otherwise it will error off. Only if the Student is not on the Office of Pupil
Transportation list can be edited.

In the event that the Actual Service Location change is necessry, it can also be edited in the calendar in RS
Invoice (if the Student is not on the Office of Pupil Transportation database).
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Add New Session

Selected Date: 7/15/2010 Vendor Id:

Time From:
Type 'A' or 'P' to switch AM/PM

Group Size:

Location of Activity: | Please select... ¥

Actuwal Location: 02ZM3Z3

| Submit || Cancel |

Time Tao:

Type 'A' or 'P' to switch AM/PM
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