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CHAPTER 1: OVERVIEW

There are two options available for Invoicing listed below. This is entirely a matter of preference. You
decide which works best for you. They both reach the same goal: an invoice submission request for
payment.

1. Upload a spreadsheet. For uploads the final step will be to certify your entries inside the RS Invoice
application. RS Upload does not have a time limit.
Steps involved are:

- RS Report —to retrieve and export your mandates in spreadsheet format

- RS Upload —send back your completed text tab delimited (.txt) formatted file

- RS Status — to review your batch submissions for updates, error corrections and submit
for processing

- RS Invoice — review student sessions to finalize and certify. Voucher number provided at
this point and sent to accounting system for final payment

2. Log on Directly to RS Invoice, Create the invoices, review student sessions, and certify. RS Invoice
does have a time limit. The operation hours are Monday-Friday: 6:00AM- 8:00PM, Saturday:
6:00AM- 4:00PM, Sunday-Closed.
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CHECKLIST FOR INVOICING USING SPREADSHEETS

| - RS REPORT
1. Login. The website is https://www.finance360.org/vendor/vendorportal/
2. Click on RS Report.
3. Confirm Tabs. Select your tab:
A. SA Contracted for SA Contracted invoice.
B. SA Independent for Independent invoice.
C. Preschool for Preschool invoice.
4, Select population to be invoiced, by selecting:
REQUIRED:
A Fiscal Year
B. Fiscal Month
OPTIONAL (only if you want to work with a smaller group of records):
A. District Code
B. School ID
C. Service Type
D. Student ID
5. Click on Generate Invoice.
6. Click on "Select a format" and select Excel. Then click on Export.
7. Save excel report on your computer by giving it a name and then open that excel file.
8. Work with excel copy now, not the website.
9. Modify the excel worksheet with session information under the yellow headed columns.
10. Click File "Save" to save the report in Excel Format first.
11. Click File "Save As" to save the report in Text(tab delimited) format.
12. Go back to Vendor Portal website. If it has not logged off yet, click "Home" in RS Report to get back to VP

home page. If it has, log back in and click on “RS Upload” to send you excel worksheet back to the website

ll- RS UPLOAD

13.
14.
15.
16.
17.
18.

Click on RS Upload

Select Invoice Type (SA (School Age) Contracted, SA Independent, or Preschool)

Click 'Browse..."' and open file saved in your computer. Use the Text(tab delimited) format.
Click 'Upload file'.

Wait for confirmation message: "File was successfully uploaded. Your Batch ID is: XXXXX"
Click "Home" in RS Upload to get back to VP home page.

I1l- RS FILE STATUS (To review and submit Invoice)

19.
20.
21.
22.
23.
24,

Click on RS 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

Note: 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
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25. Status column will indicate, 'Submitted' and Invoice Number is created and posted on screen

26. There is an overnight process at this point. Your newly created invoice number will be processed and posted
in RS Invoice the next business day. You can now prepare your next submission by going back to ‘Home’ or
Log Off.

IV- RS INVOICE - NEED TO CERTIFY YOUR BATCH ON THE NEXT DAY

27. Click on RS invoice (Next day need to certify invoice)

28. Select the Tab for your Invoice Type

29. Locate your Invoice Number given in the Status Page for your Batch. Click on the Number.
30. Review and Verify Student sessions are valid

31. Click 'Submit' to go to certification screen

32. Enter required information and click 'Continue’ to certify invoice.

33. Print your certification confirmation page for your records.

V- OTHER PRINTING OPTIONS

34, Close the page, click on ‘Home’

35. Click on RS Report to print your entries.

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

37. Choose “Voucher” instead of create invoice.

38. Type Voucher number given in certification page. You can also search by Invoice Number.

39. Click “Generate Report”

40. In “Select Format” box, choose Excel

41. Click on “Export”

42. Save Excel file in your computer. You can print once you open it from excel or just save it for future
reference

43, You can go to RS Report anytime of the year to print anything.
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CHECKLIST FOR INVOICING USING RS INVOICE DIRECTLY

I - RS INVOICE

PNV EWNE

10.
11.
12.

13.

14.

15.
16.

17.
18.
19.
20.

21.
22.

23.
24,
25.
26.
27.
28.
29.
30.
31.

32.

Login. The website is https://www.finance360.org/vendor/vendorportal/

Click on “RS Invoice”

Select the correct invoice type tab (Example: Preschool tab or RS Independent)

Click on “New Invoice”

Select fiscal year (this is year of service school year, 2009-2010 is 2010 fiscal year)

Select Fiscal Month (this is month of service you are invoicing for)

Click “Add Student” to view list of authorizations received for the month selected

Review list displayed and place a checkmark in the Select column to choose which students are
going to be invoiced for month selected.

Once you checkmark which student records you are working with, click on “ADD” button on bottom
of page.

Review the list again. At this point you can add more students or delete any if mistakes are made.
Once everything is confirmed, Click on 'Create Invoice' button

An invoice number will be assigned to this group of entries. Click on the invoice number itself or the
'Continue’ button to start next process of entering the student session time, frequency, group size
information.

On the right side in column called Options, click on the word, select. Then click on word, Details.
This will open a calendar view page. Each row on the page needs to have detail 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)

Click on submit

Click on next date of service and enter session information. Repeat for all days of month student
received service.

When Calendar Page is completely done, Click close button.

Repeat steps 13 through 17 for every student record selected in same invoice.

Once all entries are made, confirm everything and Click on “Submit” at bottom of page
Certification is Next. Enter all required information and click “Continue” to complete your
certification.

A voucher number will be assigned. Print the confirmation page for your records.

Return to Invoice Status Page. Your invoice number will now be displayed with a 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.

Close the page, click on ‘Home'.

Click on RS Report to print your entries.

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

Choose “Voucher” instead of create invoice.

Type Voucher number given in certification page. You can also search by Invoice Number.

Click “Generate Report”

In “Select Format” box, choose Excel

Click on “Export”

Save Excel file in your computer. You can print once you open it from excel or just save it for future
reference.

You can go to RS Report anytime of the year to print anything
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CHAPER 2: RELATED SERVICES — VENDOR PORTAL REGISTRATION

If you have trouble with the registration process, please contact the vendor hotline at 718-
935-2300, email: vendorhotline@schools.nyc.gov.

Please do not contact the vendor hotline for invoicing questions. Send invoice questions to
the following email addresses. The Non Public School Payable department will get back to

you.

- Preschool Invoicing - cmrwebsupport@schools.nyc.gov

- School Age Invoicing for Contracted Agencies and Independent Providers —
rswebsupport@schools.nyc.gov
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GO TO WEBSITE

- https://www.finance360.org/vendor/vendorportal/

5

“ ‘ DSave UserlD

{ ‘ 2 Login

- Already registered on vendor portal?

No need to register again.

- Want to register on vendor portal?

Click on word, “Register”. Please enter a User ID that is either your Federal Tax ID or Social Security Number

(as reported on your W-9.) Vendor Codes (9 digit alpha-numeric) are not used.
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- Need help with Registration Process?

The “Help” link will provide further instructions regarding the registration process.

‘ 0,1;8/ Mayor's Office | Contracts & Purchasing | Financial Operations| Nevs and Features

Login Help | New to Vendor Portal? Take a Guided Tour
|e What's New * FAQ's * View AV file
¢ Contact Vendor Hotline ¢ How to Register?

¢ Send Feedback

©2b09 The New York City Department of Education Privacy Policy | Disclaimer | Legal | Contact Us

- PASSWORD

Do not use the same password as the one used in the ETO billing system. If you are a new Vendor
Portal user you need to register to create a password. This will establish your login credentials. The

Help link will give you additional information on the registration process.
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- LOGIN FAILED:

If you try to log in with your current password the logon process will fail (result shown). The reason

is that although you do have a Federal Tax ID or Social Security Number registered with the DOE, it is

not registered on the VendorPortal website.

TO REGISTER

User D

“- D Save UserlD
Password

l l | & Login |

Take a Guided Tour

- Click on the Register link
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®rare

Please provide the reguired information to sign on to our system

TaxID (Do not use any dashes, just the plain 9 digits.)

555678912 | Retrieve |

©2009 The New York City Department of Education

2/30/2005 B-39:45 AM
Mayor's Office | DOE DFO | News and Features

In order to become eligible to submit a bid,
you must first provide us with your vendor
information so that we may have a record of it
in cur system. You will only be required to fill
out this information once. Also, please check
the boxes of the bid lists you wished to be
placed on. This will allow you to receive
information on future bids within the given

subject areas

- Enter Federal Tax ID as reported on your W9 (not alpha-numeric vendor code)

- Click Retrieve.
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A

P

Vendor Contact Information

Vendor Name*

Address [ Suite*

City* Statex Zip*
| | [Ny | |

Contact Info

First Name* Last Hame*

Phone* Fax

Email address*

Retype your email address*

Website

Password (minimum of § characters leng)

Security Question

5/30/2005 B:48:23

Mayor's Office | DOE | DFO | News

|Select One

Or
Write My Own Question®

Security Answert

Passwords

Re-enter Password*

Home

In order to access solicitations [Bids, Request
for Proposals, etc.) or to do business with the
NYC Department of Education, you must first
provide us with your vendor information. You
will only be required to fill out this information
once.

| X cancel || 5} clear || [ submit |

August 18,2023
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Bid List

IGOODS i COMMODlTlESLI(F‘Iease select a category)
GDODS / COMMODITIES

[T AlR COMDITIONERS & ELECTRIC FAMS
[T ART SUPPLIES AMD MATERIALS

[T AUDIO VISUAL EQUIRMENT

[T sv soFTwaRrE

[T B1oTECHNOLOGY

r BUILDIMG/PLUMBING/ELECTRICAL/ MISC, SUPPLIES,

- Enter required information

[T aouAcULTURE

[T ATHLETIC EQUIRPMENT AND SUPPLIES

[T AUTS, AVIATION, MARINE EQUIPMENT AND TOOLS
[T BATHROOM PARTITIONS AND ACCESSORIES

[T BREAD, ROLLS & CAKES

[T BUSINESS MACHINES [(OFFICE MACHIMNES) LI

x Cancel } Clear E Submit

NOTE: Do not check ANY Bid List boxes. This area does not apply to related services.
Fill out fields with red asterisk symbol (*). These are required.

Click on Submit on the bottom of the page to process your registration entries

August 18,2023
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/30/2003 8:53:35 AM

In order ccess solicitations (Bids, Regquest
' We have recaeived your request to be added to our new Vandor for Propo:
Portal (V-Portal] System. Please allow 24 hours to validate your NYC Departm
vendor information. You will receive an e-mail when the validation is rovide us with your ve i\
complete, If you have any questions, please call our Vender Hotline will only be required to fill out this information
at 718-335-2300. anoe

Subscribe

Now that you are registered, would you like to
be added to our Letter of Interest mailing list.

Click here for more infermation. ‘.

©2009 The New York City Department of

- A confirmation message will appear next.

- No additional action needed

- Vendor portal team will e-mail you

- After you receive the e-mail you may log in to begin invoicing

- Just log onto Vendor Portal with your Federal Tax ID and Password. Password is the one that was
defined during the registration entry page.
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CHAPTER 3: RELATED SERVICES - REPORT

If you choose to work with spreadsheets, this chapter will show how to use the RS Report application,
which is the first step to prepare your invoice.

&7 NYCBOE - Vendor Portal Main Page - Metwork Technologies

File:

Edit  View Favarites Tools  Help

GBack - Q Iﬂ IELI ;‘J ),- ! Search ‘\;:( Favarites {E‘} - = @ - _J ﬂ ‘:’i

H[EJ:E

Links >

Address |g‘| hitp: ffvpdey nycenet, edufendorPortalfmain, aspx [v] a Go

Horme Contact Us Sign Out

Ef10/72009 11:09:152 AM

Account Administration RS Inuoice

—RS Reports
Click here RS Upload

RS File Status

The Yendor 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 will find the tools to do business with the Department of Education in an
effective and efficient way. ¥You can now add wour organization to our bid lists to receive
notifications when we hawve a Request for Bids (RFBY or Request for Proposals (RFPY and
other solicitations, In addition, once registered, you will be able to download solicitations
of interest ta 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

Reduce your paperwork! In the summer of 2005 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 invaoicing and payments, Sign-up now by emailing
YendorSetupd@schools.nye.gow, Please include your tax ID number and/or DoE Yendor
number, Thank you,

Priwacy Policy | Disclairmer | Legal | Contact Us what's Mew? |Send Feedback

-~

After log in, please click on RS Report Invoice as shown above.

If you do not see the RS Report link, it means that your authorization has not yet been
electronically received. In order to start the invoice process, the vendor portal invoicing system
requires the authorization records.

If you do have the link and after you click on it, it gives you a message that you do not have access
to this application, it means that your first attend date is not yet reported or it has not been
received.
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RS Report main page

@ NYCBOE - CAFS Inveice Report - Hetwork Technologies = [E]E
Fle Edt Wiew Favortes Tooks Help i
Qs - © |ﬂ E’I )| D) search 5 ¢ Favartes ) sz [E - i 3
Address @ http:jfvpdey, nycenet.edufvendarcafsreports/Reparts, aspx - ﬂ Go Links ¥

ICAFS Invoice Report m“
# Home - Help -~ Logoff B/16/200% 2155:51 PM

School Age - Contractad School Age - Independent Pre-k Pre-populated Non-Editable User entry raquired Optional
ml’::' [ Select [w ] [i:'::;’ » j[nc':dh:(t ]E;(I:']":'I jﬁlenpist : ] [S.:vr;:f Select _VJ E:'_d!"t j Generate Invoice

- Click on tab for the invoice type you are going to work with

- Not all providers have 2-3 tabs; depends on the authorizations received for each provider

- For those who worked on ETO the invoicing will be processed using the tab called School Age -

Independent.

- Then select on the fields to retrieve your authorizations in report format.
= Leave first input box dropdown on “Create Invoice”.

Select “Fiscal Year”.

Select “Invoice Month”.

Select “District Code” — optional.
Select “School ID” — optional.
Select “Service type’ — optional.
Select ‘Student ID” — optional.

o The optional areas are used to further narrow the retrieve process by specific values.

o Click on “Generate Invoice” button.
The report created does not constitute official or submitted invoice
It is a template with selected mandate information

August 18,2023
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T N — 7
 Home A Help A Logoff 7/14/2009 11:42:39 AM
School Age - Contracted School Age - Independent Preschool [7] Pre-populated Non-Editable [7] User entry required 7] Optional
[Crese nice ¥ fr (oo @) ik cDwreoos @] R [ S (S e [Sen ] St [Seeer ]
4 4 |10 |of37 b DI 100% v/ Find | Next | Select a format | Export (@]
RSAP  / RSAP  RSAP FUND CD / RSAPPROVIDERTYPE RSAP_AGENCY_CD RSAPPROVIDER PROVIDER  PROVIDER FIRSTNAME RSAP ACT PROVIDER RSAPOSISID — STUL™
FISCAL YR DIST CD LAST NAME 1
&
g .

After you click on “generate invoice” button, the report is displayed for further review. You can

retrieve again at any time.

The next step is to export the report to Excel.
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RS Invoice Report —_—_— W

A Home A Help A~ Logoff 7/14/2009 11:42:39 AM

School Age - Contracrad School Age - Independant Preschaol [7] Pre-populated Non-Editable [] User entry required [7] Optional
Fiscal Invoice District School R Sarvica Student _
e TR R e e ETl T e el E e [[eemniemac ]
14 4 [10 Jof37 b bl [100% v [ ]Fndinest [Selectaformat Bty B

Select a format
RSAP  / RSAP  RSAP FUND CD / RSAP PROVIDER TYPE RSAP_AGEMML file with report data | PROVIDER  PROVIDER FIRST NAME RSAP ACT PROVIDER RSAPOSISID — STUL™

EISCAL YR DISTCD C5V (comma delimited) LAST NAWME &

TIFF file

Acrobat (PDF) file

2009 28 4410 A Web archive

[ creste 1nveice v

Click on Select a format and choose Excel and click Export when ready.

@ NYCBOE - CAFS Invoice Report - Network Technologies |
File Edt Wiew Favortes  Tools  Help o
. N A | ¢ A - = . Qg
Qe - © W B G| L Yo @3- J@ B
fiddress [&] Htp/jvpdev nycenet.edujvendorcafsreports(Reports, aspx v B so  unks *
CAFS Invoice Report sl
A Hamea # Help * Logoff B/18/2009 3:53:1F PM
#chool Age - Contracted $chool Age - Independent PBre-k [7] Pre-papulsted Mon-Editable  [7] User entry requived 7] Optisnal
Greste Trwice v el i[zo0s [w] DOe [ 1 2ol F1le DOWNload Serics [saiase [w] St
4 4 ofd b » fi Do you want to open or save this file?
SIAP SIAP  SIAP DIST SIAP FUND C  SIAP SIAP =] Mame: YendorCaFsReportindependent . xis SIAP ACT SIAP QSIS 1D STUD FIRST  STUD LAST HAI®
FISCAL BORO [=is) [ SCHLID PROVIDER i Type: Microsaft Excel warkshest PROVIDER HAME
YR D TFE
= = From: wpdev.nycenet.edu 3
zo09 R 31 4412 3z6 a ] [ ] [ TZued et 215215479 Trar AGAN
Open Save Cancl
R AGAN
&) http:/ivpdev.nycenet.edu/VendorCafsReports/Reserve d. Re portViey =]
TAR AGAN
File Edt Wiew Favorites  Tools  Help I+
. . ) e While files fram the Intermet can be useful, some files can potentialy AN AGAN
5 Back [ Ia @ ) Search 5 7 Favorites { ; harm your computer. If you do not tust the source. do nat open or
ht </ |~ = sawe this file, 1hal e e sk ? TAN AGAN
Address \@ hitp: jfvpdey.nycenet edu/YendorCafsR eports/Reserved, Re portyiewer el Go  Links 2 TAN AGAN
o AGAN
TAN AGAN L
ran AGAHN
AN AGAN
a1 AGAN
o AGAN
rar AGAN

- 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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@ NYCBOE - CAFS Invoice Report - Network Technologies =T

File  Edt ‘Wiew Favorites Teols  Help o
\ A A >
. ¢ r o - Z

@ Back - () x ,gf € p Search ¢ Favortes {54 B i = ol 3

fddress | @] hitp/fpdev.nycenat edujvendorcafsreportsiReports asps [v] BY=o ks >
i I, A ————=yPortal §

“~ Home “ Help - Logoff EF1E/200% 4105:01 PM

School Age - Contracred School Age - Independent Pre-K Pre-populated Non-Editable User entry required Optional

Fiscal . Invoice File Download o | > Service Student - .
Create Invaice ] gt zo05 [w] [ORe Feb 1 2009 | Service [seleer [w] S [ Generate Invoice
2 Save As o
<4 4 [1 ofd4 b Bl 100% Find E-

SIap SIAP  SIAP DIST SIAP FUND C  SIAP sIap Savein: | < Loool Dl ] © # = @- STUD FIRST  STUD LAST nat
FISCAL  BORD cD D SCHL 1D PROVIDER £ NAME
TR == TrPE £ (Cmay |
i I Program Files 3
2009 r 31 aa1z azs A 57 My Recent AN AGAN
Docurnents
: ran AGAN
&] htip:/ivpdev.nycenet.edufVendorCafsReports/Reserved.ReportViewe| _—
- e [ AR AGAN
File Edit ‘View Favorites Tools Help
Desktop AN AGAN
) Back xa‘ O search hF 't@n?
& bac s &| e | j-) Search G Favarites = AR AGAN
\
Address |@ hittp:fjvpdey. nycenet edufVendorC afsR eports [Reserved. Repartviewer WebCc r YaM AGAN
My Dacuments -1 AGAN
AN AGAN |
—
) AN AGAN
My Cornputer FAN AGAN
_ AN AGAN
g File name: |verdarCatsRepartirdependent ~| [Csave J| +an aean
My Nelwork | Save as lype: | Microsaft E veel Work sheet ~| [ Cancel Il van AGAN

an wcam |

- You can modify the file name, if needed.

- Be aware and make a note of the folder / location you are saving the file to.

€Y NYCBOE - CAFS Invoice Report - Network Technologies SN S
File Edit Wiew Favorkes Tools  Help 1','
@Eack L > | @ @ \;] psaarch *Favorites E‘) B ;’, =] - |_J ﬂ ﬁ
tiddress | &] htp/jvpdev nycenet.sdufvendorcafsreportsReparts, aspx B> ER

CAFS Invoice Report — QQﬂZH
- Home ~ Help - Logoff £/16/2009 4:06:01 PM

School Age - Contracted School Age - Independent Pre-k Pra-populated Mon-Editable [ ] User entry required [ 1] Optional
n o] Fiseal oo T Inveice oo ool Series [ gelect [w] Student I Generate Invoice
Creste Inusice e e e Ls Type : elec = ’ =
4 4 1 ofd B Bl 100% Find

Download Camplete

SIAR SIAP SIAP DIST SIAP FUMD C SIAP SIAR SI1AP ACT SIAP OSIS ID STUD FIRST STUD LAST MAP
FISCAL BORO =) D SCHLID PROVIDER f| Saved: PROVIDER HAME

YR £b TYPE ...rCafsReportindependent.xds from wpdev.nycenet. edu E
2000 R 31 4412 326 A 53 bownloaded: g R RPN 215421547 VAN AGAN
& bhrtpivpdov.nyconst odufVendorCafsReportsRoserve d ReportViowel| oree: o f;g:gf;;fafspepmmdepe”dent'x's ey ™ AGAN
File Edit View Favorites Tools  Help [[] Clnzs this dislog box when download completes l',' AN AN
) N N |’j A ] = TAN AGAN
P =k ot @ @ *‘] s Seardh T Pavorkes @ &:' Open Open Folder Close TAN AGAN
Address \@ http: {}vpdev.nycenet. eduVendorC af sk eports|Reserved, ReportYiewerwebs Ga Links ®  YaMN AGAN
YAN AGAN

YAN AGAN L
TAN AGAN
YAN AGAN
YAN AGAN
YAN AGAN
war AGAN

- You have completed exporting the file to your computer.
- Click Open and the spreadsheet will open for the location where you saved the report.

- All of your attendance entries will be done on the spreadsheet in Excel format. You can log off the
vendor portal at this point or retrieve another group of authorizations.
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SPREADSHEET EXAMPLE IN EXCEL

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/TAXID. 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.

- The spreadsheet’s header COLUMNS wiill be color coded.

- Blue header columns are for the Authorizations/Mandate information

- Yellow header columns are for the Attendance information and are required
- Grey header columns are Optional.

- The Yellow section would be the only columns to enter your attendance information.
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=| Microsoft Excel - VendorCafsReportindependent 02 09 200113215 BEx
E_"I Fle Edit Wiew Insert Format Tools Data  Window Help Typeaquestion forhelp » _ & X
HANER" RERETE= RN NP REERERas AEEREmal W % (T V) RS 8 B u|EEEE]s % B A B
L = | | & [§. |, ¥¢ Reply with Changes, . End Ryieti.., =

L@ @3 | 2 & Favorkes= | o~ | 5 | WeScsan00\FYILLEGAS$\WinntiSystem)Deskiop\VendorCafsheport - B

725 A fe 9:00:00 Abd
x| v |z | aa | AR | AC | AD | AE | AF AG | AH | AL | AL | AK T
SCIN SCIN  ECIN START  SCINEMD SCIN SCIN SCIN SCIM SED
ATTEMD  ACT GRE TIME TIME SCHOOL VEND  IWVOICE  PROSGID

| 1| cooe S17F OTHER  [INWGICE | AMT

2 jali} 00:00 AM 00:00 &M s .00
KRG jali} 9:00 &M 9:30 AM s "0.00
(1 |p in 9:00 AM 2030 AN 5 .00
(5 | il 00:00 AM 00:00 AM 3 .00
(| o 00:00 &AM 00:00 AM [ .00
E3 oo 00:00 &M 00:00 AM 3 .00
[ 5| ol 00:00 AM 00:00 AM 5 .00
Ex il a0:00 AM 00:00 AM 3 .00
0 [P o 9:00 AM 9:30 AM 2 .00
(17 |p oo 9:00 AM 2:30 AM 5 0.00
(12 oo 00:00 AM 00:00 AM s 0.00
(17| il 0000 AM 0000 AM % .00
14 | jali} 00:00 AM 00:00 AM s o.00
15 | jali} 00:00 AM 00:00 &M s "0.00
[ 16| ol 00:00 AM 00:00 AM 5 o.00
(17 |p il 2,00 AM 2:30 AM 3 .00
(15 [P o 9,00 &AM 9,30 AM g .00
(19 | ili] 00:00 AM 00:00 &M 5 .00
20 | ol 00:00 AM 00:00 AM 5 "0.00
(21| il 00:00 AM 00:00 AM g .00
7 | jali} 00:00 AM 00:00 AM s o.00
(3 | oo 00:00 AM 00:00 &M 5 .00
FaG oo 9:00 AM 9:30 AM 5 0.00
(75 |p il Jo:00 &M a:30 AN | .00
| 9F | o 00:00 &M 00:00 &M S .00
(27 | o 00:00 &M 00:00 AM [ .00
== e r

Fill your attendance rows for every child’s mandates to be processed. Every child will have a separate row for
each day of the entire calendar month selected in the RS Report.

- Locate the day of the month you serviced the child and enter
o SCIN Attend Code - this has two options:
= P -Present
= M- Make Up
o SCIN ACT Grp Size - Type in the Group Size
o SCIN Start Time — Type in the start time of service. Remember to include the AM and PM
letters
o SCIN End Time — Type in the end time of service. Remember to include the AM and PM letters
o SCIN School Other — Type in the location of service. Options are:
= S-School
= H-Home
= B -Place of Business

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

- SAVE as you go along on the worksheet so nothing will be lost if you close the spreadsheet.
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=
(] Fle Edit Wew Insert Format  Jools  Data  Window  Help Type & question for help = _ & X|
e L[] % G - |8, = - 4] Z| |l 4% 100% - @ g} verdana 5 o 5 B o
e = A= NN PN WEEN - AEERAE- NP RE 1 A RN o o I W] A ]
) =1 | (NE:] =1 | ¥ Reply with Changes... End Review.... ]
NN A | {54 @ Favartes - | Go - | [ | CrwendorCafsReportIndependent. xls -8
Al - A BIAP FISCAL YR
A B C 1] E | F [ [ H I 1 [ J K L ]
SIAP SIAP  SIAP DIST SIAP FUND ©D  SIAP SIAP SIAP SIAP PROVIDER  PROVIDER FIRST MAME  SIAP ACT  SIAP OSIS 1D STUD FIRST  STUD LAST NAME £
Fiscal | BoRG (=) SCHLID PROVIDER AGENCY — PROWIDER  LAST NAME PROVIDER NAME
1 B cD TvRE =
2 [z009 R =1 4412 S @ 215421547 YA AGAN =
3 [2009 R 31 412 215421547 TAH AGAN s
3 T2008 R ry [ Save in: |<4 Local Disk (1) vl S @A 7 ~ Tools ote4P1547 AN AGAN -
e r v [ )
5 Tzoos R L 12 ’J ame Size | Type Date Modified 15421547 TAM AGAN s
215421547
| 6 [=noo R a2 Jaiz %] wendorCafsReportindependent 3KE Text Document 6{15/2009 2:53 p Tan AGAN g
7 2009 R 31 4412 My Recent . 215421547 ThM AGRAN s
A " v Co)Frogram Files File Folder 7{11j2008 1:25 .
g 2009 R 51 4412 Documents i e Folder SAETTSAE 215421547 TAM AGAN s
9 [zo09 R 31 412 - = : 215421547 TAM AGAN s
10 2009 R a1 412 215421547 TN AGAN s
11 Mzoo9 R 1 Ta41z Desktop 215421547 TaN AGAN s
12 fzooo R 1 4412 215421547 YA AGAN =
13 =009 R LY Fq1z 215421547 TN AGAN s
14 2009 R 31 441z 215421547 ThM AGAN s
e P v, "
15 2009 R 51 4412 My Documents 215421547 TAM AGAN s
16 2009 R 31 412 215421547 TAM AGAN s
17 2009 R T 412 =1 215421547 AN AGAN s
15 2009 [ 31 412 jg 215421547 TAH AGAN s
19 [2009 R 31 a1z MMy Computer 215421547 TAM AGAN s
20 fzoos R 31 Fa1z . < N T215421547 TAN AGAN s
21 [z009 R 1 41z ﬁ;‘l 215421547 TAM AGAN 5
|52 o009 R [ a1z - File pame:  [vendorcafsRepaontindependent ~| [ Save | ic4z1547 AN AGAN s
- . . fy Metior Pt
23 2009 R 51 41z B Save as type: |[TEkEI TAEORIRIEE) :"l 215421547 AN AGAN s
24 [2009 R 31 4412 7215421547 TAM AGAN s
25 2009 R 31 a1z 326 A 5789 WAL C 215421547 TAM AGAN s
5 2009 R 51 412 26 A 5789 WAL E 215421547 TAMN AGAN s
09 R 31 M41z2 Tz6 3 %578 WAL F 7215421547 TAM AGHN Sl
- - v el o . P - [ i -
» I\ VendorCafsReportindependent / I< >

The vendor portal billing system will only accept a specific format for your spreadsheet, which is called a text
delimited format. Therefore, a second save is required to create the file needed for the upload process.

Now save again as “Text” (tab delimited).

Choose Save As from your excel File menu at the top

Change type of file in the “save as” window that appears next. To do this, go to bottom next to Save
as Type box and select option called, ‘text (tab delimited)

Click Save

=l
] Fle Edt Wiew Insert Format  Tools  Data  Window Help Type aquestion forhelp  » _ @ X
QS A S 8T E % e ] @ F - 8] ] 43 100% - ) o verdans -8 % o %@ M| M- B A- R
=1 | |13 (3 |, ¥4 Reply with Changes... End Beview... B
i@ @ | A | &} @ Favorites - | Go~ | B | CiiVendorCafsRepartindzpendent.xls =
hd & SIAP FISCAL YR
A =] D [ E ] F [ G [ H [ | | J [ [ [ L M N =
SIAP SIAF  SIAF DIST SIAP FUND CD  SIAP SIAF SIAR SIAF PROVIDER  PROVIDER FIRST NAME  SIAP ACT  SIAP OSIS ID STUD FIRST  STUD LAST NAME £
Eiscal | BORO SCHLID PROVIDER AGEWCY ~ PROVWIDER — LAST NAME PROMIDER HAME
1 YR =) TYPE [=s
2 [z009 R 1 41z Taze A 5789 WAL MICH E 215415473 AN =
3 [z009 R 731 412 "3z6 o 5769 WAL MICH 715415479 AN =
4 [zoo9 R 1 41z Fazh A LT WAL MICH 215415479 aH 3
g [zo09 R 1 a1z 326 A 5789 WAL MICH 215415479 TAN =
E (2009 R 731 41z "3z6 I3 5769 WAL MICH 715415479 Ak s
7 [zo09 R M1 a1z aH -3
g [zooe R a1 "4q17 Mictosoft Excel riam s
g [2002 £ S a1 WendorCafsReportIndependsnt bxt tair Features that t tible with Text (Tab delimited), O It ko keep the workbook. Tan s
-+ . . ‘endorCafsReportindependent.bxk may conkain features that are mot compatible with Test (Tab delimited). Do you want ko keep the workbook in
ﬂ'zoog R ':-31 '4412 Pt R s
11 [zo09 R 31 412 i oM s
12 fz009 R 1 [ \‘) « To keep this Format, which leaves out any incompatible features, dick ves. ran s
EEue . r « To preserve the Features, click No, Then save a copy in the latest Excel format,
| 12| ,2009 R f’l ’4412 « T see what might be losk, click Help TAH b
14 [2008 R 1 Y412 ik s
15 [2009 R 31 4412 Mo | [ nep AN s
16 2009 R <5 441 TAN S
17 [2009 R "1 4412 326 A 5789 MICH 215415475 ik ]
15 [z000 R 1 a1z P26 & sra9 MICH 7215415479 R s
19 [z009 R 51 41z ) A E7E0 MICH 218415478 Tam s
20 [2009 R 31 441z 326 A B 7EY MICH 215415479 Tam s
21 [zo00 R 31 a1z Tiz6 & 5759 MICH 7215415479 TAN 5
22 [zooo R 1 Y41z 326 A B789 MICH 215415473 TAM s
23 [zo09 R f1 4127 326 I 769 MICH 715415479 TAN s
24 2000 R <51 EER-3 e & Brag MICH 215415479 TAN S
25 [zo0o R <31 441z 526 A ErEe MICH 215415479 TAM s
26 [z009 R T 412 326 I3 5789 MICH 215415479 TAM s
27 2009 R a1 412 326 I 789 MICH 215415479 TAN B
| e P - P LI P . P ame . . Posamcaco  acwas o
W 4 » w[\¥endorCafsReportindependent I< Bl

Answer Yes on next message. Close File.
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RS REPORT RECAP:
1 -Login.
2 - Click on RS Report.

3 — Confirm Tabs (School Age — Independent tab).

4 - Select population to be invoiced, by selecting Fiscal Year, Fiscal Month, District Code, School ID, Service
Type or Student ID. Then click on Generate Invoice.

5 — Export the report into Excel.

6 — Modify the report with invoice information and save after reviewing.
7 - Save the report in Excel Format first

8 — Save the report in Text (tab delimited) format second

9 - Log back into Vendor Portal

9 — Click on RS Upload to send your worksheet back into the system
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CHAPTER 4. RELATED SERVICES - UPLOADING

Continuation of Working with Spreadsheets — Uploading Step

&7 MYCBOE - Vendor Portal Main Page - Metwork Technologies

l=)=)

File  Edit Tools

@Back - J @ @ L;) pSearch "gr_\:rFavorites @ B' :;; T |_J ﬁ ‘ﬁ

Wiew  Favorites Help

Mayor's Office | Division of Financial Oparationz | Division of Conkracts 2 Purchazing

INFORMATION

Account Adrinistration

Welcome, ADMINISTRATOR (123456789 )!

The *endor Portal {wPortal) is the Department of Education’s online management tool for
our wendors, This tool is part of our ongoing effort to improwve your vendor experience.
Here you will find the tools to do business with the Department of Education in an
effective and efficient way. You can now add wour organization to our bid lists to receive
notifications when we have a Request for Bids (RFB) or Request for Proposals (RFPY and
ather salicitations. In addition, ance registered, you will be able to download salicitations
of interest to you. ¥ou may also update your wendor information, setup an e-mail address
to receive your orders via e-mail, view your orders, and check on delivery instructions,
inwoices and payment status. See the Portal Mews section below for continuing
information about new vPortal functions and improvements.

PORTAL NEWS

Reduce your paperwaork! In the summer of 2006 the Departrment of Education implemented
the transmission of purchase orders wia email for orders. Electronic receipt of purchase
orders will greatly reduce the time taken to recewve purchase orders, and, in turn, will
expedite invoicing and paymeants. Sign-up now by emailing
YendorSetupdschools.nyc.goy, Flease include your tas [0 number and/or DOE Yendar
number, Thank you,

a
Address @ httpeffvpdey, ny cenet, edufvendorPortalfmain, aspe M GO Links
Harme | » Contack Uz | 0 Sign Out

Bf15/Z009 2125138 PM

OTHER APP

RS Invaice

RS Reports

RS Upload
R3 File Status

Click here.

Click RS Upload.
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RS Invoice Upload

“ Home “~ Help “~ Logoff

Status Page Related Service Invoice Processing User Guide | VENDOR ID:

Select Invoice Type to Upload File.

Submission Instructions
Open up 2 xls filz from Sxcel

4

Under filz, click "Sa
4 At the bottem of the go to the drep down menu lzbeled "Save a5 Type",
4 Scroll down, until you se2 "TXT (Tab Delimited)[*.oa) ",

4 Sel=ct this option and click save

- This screen is for uploading back into the system the worksheets of invoice attendance
information

- Select Invoice type to begin.

- Click on browse to locate your worksheet
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&) CAFS Fle Upload - Network Technologies

Fil=  Edit View Favorites Tods Help

eBack = J @ @ \-_;j pSearch ‘\__:.\\'(Favuntes @ Bv :\?, @ |_J ﬁ "ﬁ

Address @ http:f fvpdey . nycenet. edufcaf supload)FileUpload. aspx

v e ks >

Vendor CAFS Upload

“* Home

Upload File

 Help ~ Logoff

Status Page

Select File

Bf15/ 2009 2:39:30 P

Browse...

Choose file

Select "Browse" and *
! navigate to your file

2)ts

Look ir: | < Local Disk I:]

~| & @ ek E-

L ICIMAY

i (=) Program Files
MyFecent  [EINFAD recrds
Damuisitis @Search by QSIS ID For INFAD records
@Refarral Switch to correct Site

- [#IETO
Desktop I]E[ISQancount
0 vendorCaf sReportindependent

[£] vendorCafsk eportindependent i;l:d this file

&

=
=
[ P
o
2N %
§L/
i
E]
=3

e
[

tdy Compuiter

Gﬁ.

Iy Metwaork File: name: IVendorCalsH eportindependent
Flaces

Files af type: [ 4 Files )

d is correct and
t's mandate will
B number, which

—@ﬁﬁﬂlﬁ

After clicking “Browse” button, you will see a panel that will access the computer’s directory

file.

Locate your saved file that is in the text delimited format. In above example, the name of file
is VendorCafsReportindependent which was created in the RS Report as a text file

Highlight the name of the file and click Open.
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[E] CAFS Fle Upload - Network Technologies =)=)EE
File Edit Wiew Favorites Taools Help ",'
@Back M d @ @ L;j psaarch \“/F_L\{Favorites @ Bv :;\, o |_J ﬁ "ﬁ
Address @ httpi/fvpdew.mycenst. edufcafsupload/FileUpload, aspx M Go Links >
vendor CAFS Upload S — /11|
“ Home 7 Help A Logoff £/15/2009 2:39:30 FM

Upload File | Status Page

SelectFile

C:4WendorCafsReportindependant, tut [ Browse.. | [ Upload file

Prior to uploading your invoice, please make sure that all of the infarmation 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

Cpen up a.xls file from Excel

Under file, click "Sauve As"

“#  Atthe bottorn of the window, go to the drop down menu labeled "Save as Type",
4 Scroll down, until you see "THT (Tab Delimited)(*. )",

# Selectthis option and click save,

& &

- When the text file appears in the text box, click the Upload file button

- This sends the file to the DOE server for validation
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‘@ CAFS Fle Upload - Network Technologies H[E]ﬁ
f.’

File Edit  Wiew Favorites Tools  Help

Qe - ) ﬂ Iﬂ N /- search \)\( Favorites  40) cip = - [

ez | ] hitpsfvader.nycenet. eduicaf supload/FieUpload. asp v Beo ks ”

Vendor CAFS Upload S — /1))

A Home A Help “_Logoff £/17/2009 11:40:31 AM

Upload Fils | Status Page

Select File

Uploa fils

Priar 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 sul ber, which
You can u

' File was ruccesfully uplosded. Your batch mumber is: 29297

Submission Ins|
Open
Unde
4 Arch
4 Scroll
+

Select this option and click save.

Go to Status Page

@4

- Once the file is uploaded, a batch number is provided for your reference
- Also, a link to the status page is displayed. Click on name, Status Page

- 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.

You can upload your file and check status page at any time!
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CHAPTER 5: RELATED SERVICES — FILE STATUS

Continuation of Working with Spreadsheets — File Status Step

|@ NYCBOE - Vendor Portal Main Page - Hetwork Technologies Q

File Edit Wiew Favorites

Tools  Help

@Back = d @ @ -;_;j pSearch ‘gr_L\rFavorltes {;‘_3 Bv L:\;_ < |_‘J ﬁ "3

-

Account Adrministration

1 Welcome, ADMINISTRATOR (123456789 )!

K= Inuoice
RS Reports

Click here RS Upload

The “Yendar Portal (vPortal) is the Department of Education’s online management tool far
our vendors, This tool is part of our ongoing effort to improve your vendor experience,
Here you will find the tools to do business with the Department of Education in an
effective and efficient way. ¥ou can now add wour organization to our bid lists to receive
notifications when we have a Request for Bids (RFBY or Request for Proposals (RFPY and
other solicitations. In addition, once registered, vou will be able to download solicitations
of interest to you, You may also update your vendor information, setup an e-mail address
to receive your arders wia e-mail, view your orders, and check an delivery instructions,
invoices and payment status, See the Portal News section below for continuing
infarmation about new vPortal functions and improvements.,

PORTAL NEWS
Reduce yvour paperwork! In the summer of 2005 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 turmn, will
exzpedite invoicing and payments. Sign-up now by emailing
YendorSetup@schools.nyc.gow, Please include your tax ID number and/or DoE Yendor
number, Thank you,

Privacy Policy | Disclairmer | Legal | Contact Us What's Mew? | Send Feedback

To review the results of an uploaded spreadsheet, please click on “RS File Status” as shown above.
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Main Status Page

@ Status Page - Network Technologies g
File Edit View Favorites Tools Help ﬁ'
2 - ‘
O Back ~ > \ﬂ lﬁ A e Search ‘;-\\( Favorites @} = @ - ﬂ ‘}i
Address \@ Fittp:fvpdev nycenet,edujcaf supload]StatusCheck. aspx v| Eso ks ”
B
Vendor G U pload e /(1) -1 |
“ Home “ Help “_Logoff &(18/2003 2:37:35 PM
Upload File | Status Page
SA Contracted (772) SA Independent (1) Pre-k (3) 3:3 Refresh -] Search
PARENT
BATCH ID EATCH 1D UPLOADED DATE ERROR PASS TOTAL STATUS INVOICE NO: ACTION
29301 6/18/200% 2:32:00 PM Processing. o

This status page displays all uploaded submissions done through the RS Upload. Each upload process
receives a unique batch number for tracking purposes.

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

Column Definitions
- TOTAL- Total # of records received
- ERROR- Total # of records that failed validation
- PASS- Total # of records that passed validation
- STATUS - This column defines the results of your uploaded file; status can be:

"= 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
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Main Status Page

@ Status Page - Network Technologies gﬁ
File Edit \View Favarites Tools Help 4’
. - ;
O Back ~ ] lﬂ \g .'\J P Search \./\;( Favorites @) T g @ @ ﬁ 3
Address \@ Fittp:fvpdew. nycenet, edufcafsuplnad/StatusCheck. aspx v\ o ks
|
L e VPorta!|
“ Home “ Help “_Logoff 8/15/2009 2;37;35 PM
Upload File | Status Page
SA Contracted (772) 5A Independent (1) Pre-i€ (3) {:3 Refresh ] Search
BATCH ID PARENT UPLOADED DATE ERROR PASS TOTAL STATUS INVDICE NO: ACTION
LhiaEs BATCH ID g s S e gt
29301 6/12/200% 2132100 PM 10 10 Passed Rules Valid ation B x 2

- Assuming the uploaded file processed correctly, you will have Total column equal to Pass
column.

- However, even under this “correct” submission scenario you can still correct any data entry
mistakes.

- You can delete the batch altogether or you can click on the number of the passed entries (10
as shown in this example) to review your entries.

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.

- Or, you can delete unwanted session(s) or correct sessions prior to submission by clicking on
the PASS column to view the entries.
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Detail Status Page

€] Status Page - Network Technologies u[i]g
File Edit View Favorites Tools  Help Er

Qe - O x] |&] o | J search 7 Favarices

acress [&] httpi/vpdev.nycenet eduicafsuplosdiStatus Check. aspx > ET

|

B status Page

Batch Id: 20301

RECORD FISCAL BORO DISTRICT SCHOOL PROVIDER PROVIDER osIs START END INVOICE  INVOICE

D YEAR CODE CODE 1D IYPE 1D ID DATE DATE MONTH DAY BIETELY
2742058 2009 R a1 391 A 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/01/z008 X
2742053 2009 R 31 391 A 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/02/2008 X
2742060 2009 R a1 391 A 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/08/2008 X
2742061 2009 R a1 EER a 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/09/z008 X
2742062 2009 R 31 391 S 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/15/z008 X
2742062 2009 R a1 EER a 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/16/2008 X
2742064 2009 R a1 391 a 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/22/2008 X
2742065 2009 R a1 EER] a 112723503 209426196 10/27/2008 06/30/200% 11/01/2008 11/23/2008 X
2742066 2009 R a1 EER] a 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/29/2008 X
2742067 2009 R a1 EER] a 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/30/2008 X

To correct errors or modify,

- 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 “Invoice Day” column to check each day and click on the Record ID for that row
- This will allow you to see the session entry, and to edit if needed
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Session Entry Page

|@ Status Page - Network Technologies

File Edit View Favorites Tooks  Help

@k - () B @ \;j psear:h \;’}(Favontes &) B' :\?, H-L)E S

EIE

Address | ] http:fjvpdev.nycenst.edufcafsupload/ St atusCheck . aspx

e

BATCH ID: 29301 | CONTRACT TYPE: 54 INDEPENDENT | RECORD ID: 2742052 | STATUS: RECORD IS WALIDATED

Non Editable
Fiscal Yesr[2003

Linguage Codei EN
Student First Name:[L o ..

Required
Actual Start Time:[05:00 AM

Attend Codes|

Optional

endor Invorce umber ]

Bora code|R
Provider Typei[a
Provider 1] .o oueee
Start Date|10/27/2008
Duration: 030
Provider Last Mame:
Inveice Menthi|l1/01/2008

Student Last Mame:

Actual End Time;:|09: 30 AM

B)so ks *

District Code:|31
Agency Code:(5789
©sis 14209422007
End Dste:[05/30,/2009

Inveice Dayi11/01/2008
Funding Code:/4412

Schootor OtherE ]

sedProgram m{ ]

A submit || X cancel

Report a bug B

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.

@ Status Page - Network Technologies

File Edit ¥iew Favortes Tools  Help

@Ba(k M J E @ ;_;j pﬁear(h Sz,JLL\{Fav'nrltE; @ @v :;, - I_J ﬁ ‘5

BEX
ar

Address | ] hitp:/vpdev.nycenet edufcafsupload/StatusCheck . aspx

Man Editable

Required

Actual Start Time:(09:00 AM
P —

Optional

Vendor Tnveice Namber ]

Previous

Are you sure you want to submit this information?

0K || X cancal

Actual End Timez|02: 30 AM
P

Tnvoice Amountfp.00 ]

wl BY G Links ?

sedprogammn ]

Submit || % Cancel

Repott 3 bug | [

Confirmation of your submit will appear next. You can confirm the change by clicking (OK) or Cancel.
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&1 status Page - Metwork Technologies

File Edit ‘iew Favorites  Tools  Help

e - () B @ ’L/h pSEar(h *Favnntas & @v ; LB 3

[MEYX
i

Address | &] httpi fvpdev.mycenat edujcafsuploaditatusCheck. aspx

BATCH ID: 29301 | CONTRACT TYPE: SA INDEPENDENT | RECORD ID: 2742058 | STATUS: RECORD IS WALIDATED |

Non Editable
Fiscal Vear:| 2003
School Id: 324

Bara code:|R
Cianidar T

Uendar 10 1| EFFOF Summary

Service Sub Type:/g|
Fraquency:|2|

Prouider First Mame:|E|
Language Code:|El

~ Record was sucessfully subrnitted!

Clozs

Student First Mame:|"

Required
Actual Start Time:|09:00 aM

Dptional

¥endor Invoice Number |

4% Pravious || @ Next

Tudent Lozt Mamer

Actual End Timez{09: 20 am

Invoice Amount:|

Go

Links

District Code:|31
Agency Code:|5789
©sis 1d:|209422009
End Date:|06/30/2009
Group Size: 03
Actual Duration: 030
Invoice Day:[11/01/2008
Funding Code:|4412

B —

sedprogamm ]

B submit || X cancel

Report a bug

»|

Successful message is returned last. Click on Close.

£] Status Page - Network Technologies

Fil= Edt view Favorites Tools  Help

eﬁa:k - J @ @ /\/h pSearch *Favuritss 8 @- ::r

=

=Ja s
a.

Address @ httpeffvpdey.nycenet.edufcafsuploadjstatuscheck. aspx

BATCH ID: 29301 | CONTRACT TYPE: SA INDERPENDENT

Non Editable
Fizcal Vear: 2009
School Id: 391
WendorIDy " 777777
Gervice Gub Type: GF
Fraquency: 2
Provider First Mame:
Lanquage Code: EM
Gtudent First Mame: - o coee.

Required

Actual Ftart Time: 0900 AM
atendcodep ]

Dptional

Yendor Invsice Namber] |

4 Previous || @ Next

RECORD ID: 2742056 | STATUS: RECORD IS VALIDATED

Boro code:|R
Provider Type:| A&
Provider Id:
Gtart Date:|10/27/2008

Duration:|030

Provider Last Mame:
Trusice Month:|11/01/200;

Student Last Name:

Actual End Time:|09:30 AM
ActualGroup sizesfos |

Tnvoice mountfpoa |

Gu

Digtrict Code:|31
Agency Code:[5739
©sis 1d1209422009
End Diate:|06/20/2 009
Group Size:|03
Actual Duration:|030
Inwoice Day:|11/01/2008
Funding Code:| 4412

B —

sedprogammy |

A submit || ¥ cancel

Report & bug

Links **

5

Click on Cancel to exit the edit screen.
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@ Status Page - Network Technologies
File Edt View Favorites Tools Help
Al O - 4 2
Gﬁack 7} Iﬂ \EI] (| 2 Search 7 ¢ Favaries = 5| ﬁ 5
Address ‘ﬁ hitp: | fepdey. rycenet, edufcafsuploadiStatusCheck. aspx V‘ a Go  Links
A~
@ Status Page
Batch Id: 29301
RECORD FISCAL EORO DISTRICT $CHOOL PROVIDER PROVIDER — DSI§ START END INWOICE  INWOICE . .ppqy
ID YEAR CODE CODE ID IYPE ID D DATE DATE MONTH DAY

2742058 2009 3 31 391 A 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/01/2008 X

2742059 2008 R 31 391 A 112723503 209426196 10/27/2008 06/30/200% 11/01/2008 11/02/2008 X

2742060 2009 3 31 391 A 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/08/2008 X

2742061 2008 R 31 391 A 112723503 209426196 10/27/2008 06/30/200% 11/01/2008 11/0%/2008 X

2742062 2008 R 31 391 A 112723505 209426196 10/27/2008 06/30/2008 11/01/2008 11/15/2008 X

2742063 2008 R 31 391 A 112723503 209426196 10/27/2008 06/30/200% 11/01/2008 11/1e/2008 X

2742064 2008 R 31 391 A 112723505 209426196 10/27/2008 06/30/2005 11/01/2008 11/22/2008 X

2742085 Z002 R 31 321 (2] 112723503 209426196 10/27/2008 06/30/2009 11/01/2008 11/23/2008 ?<

Z74z066  Z0D% 3 31 391 & 112723503 209426196 10/27/2008 06/30/200% 1170172003 1172972008 Fa

2742067 Z0O0S R 21 291 A 112723503 209426196 10/27/2008 083042009 11/01/2008 11/30/200% ?(

el

- This page appears when the correction(s) are completed. More edits can be made, if needed.

- Click on Status Page to return to main page.
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] Status Page - Metwork Technologies
File  Edit

@Back @ \_) B @ \-h pSear:h ‘\;I\\'(Favurites {‘3 Bv I\?, v LJ ﬂ :‘3

Address |@ hittpiffvpdev.nycenst.edufcaf suploadistatusCheck, aspx

LIIEI?

‘Wiew Favortes  Tools  Help

M a Go  Links ¥

Vendor CAFS Upload

“* Home “ Help

“~_Logoff

—WF

6/18/2003 2:37:35 PM

Upload File | Status Page

56 Contracted (T72) SA Independent (1) Pre-K (3] ¥ pefresh 88 search
PARENT
Barcuip 7 PARERT UPLOADED DATE ERROR PASS TOTAL STATUS INVOICE NO: ACTION
28301 6/15/2009 2:32:00 PM i 10 10 Passed Rules Validation =B xz

FINAL STEP ON STATUS PAGE:
- If the data is satisfactory then click on Diskette icon in the action column to submit the batch for
your invoicing request.

- Itis then sent to a Nightly Batch process, where more stringent validations take place.
- At this point you either log off or work with another batch.

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

54 Contracted (772) $A Independent (1) Pre-K (3) £2 pafresh # Search
PARENT
BATCH ID 7 UPLOADED DATE ERROR PASS TOTAL STATUS INVOICE NO: ACTION
e BATCH ID —_— —_— ——
29301 6f1 32009 2:32:00 PM 0 10 10 Pazzed Rulez WValidation @E X e
Microsoft Internet Explorer
A ? ) You are about ko submit this batch For processing!
[ 0K l [ Cancel
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&7 Status Page - Network Technologies [._][E]g
File Edit View Favortes Tools  Help e

Dok - () Iﬂ \ELI ~ /' Search '\"\\(Favnrutes £ - de = - o 3

Address | €] hetp:fvpdev.nyrenet. edujcafsupload/StatusCheck aspx o] BYso ks ®
»

Vendor CAFS Upload —WA

A Home A Help #_Lagoff £/15/2003 2:37,35 PM

Uplead File | Status Page

A Contracted (772) SA Independent (1) Pra-K (3] % pefresh @8 Ssarch

patenin = PARENT . oioapcppare | crmom | pass | Toral staTus mvorENe: | aetion

23301 &/18/2009 2:32:00 PR Submitred s10a57EsMOZS 2] =

|

After you click OK, the Invoice No. 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
the next day.

- Click Home , Log Off or stay on status page to work with another batch.

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

The next day you have another opportunity to make updates again 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 to the financial system for payment.

To Certify the following day after a batch is submitted, click on RS Invoice from the home page and search for
your invoice number. You will need the invoice number to search in RS Invoice, not the batch number.
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Check Invoice status in RS Invoice — Following Day

RS Invoice Processing

# Home A Help A Logoff
Invoice Status Payments ‘

School Age - Contracted School Age - Independent Preschaol
INVOICE NO: 7 STATUS v FUND

UNAPPROVED RS 4410

UNAPPROVED RS 4410

UNAPPROVED RS 4410

APPROVED RS 4410

APPROVED RS 4410

APPROVED RS 4410

APPROVED RS 4410

APPROVED RS 4410

APPROVED RS 4410

APPROVED RS 4410

INVOICE PERIOD

06/01/09 -
05/01/09 -
05/01/09 -
04/01/09 -
03/01/09 -
02/01/09 -
02/01/09 -
02/01/09 -
02/01/09 -

01/01/09 -

ﬂ MEW INVOICE
AMOUNT
06/30/09 $450.00
05/31/09 50.00
05/31/09 50.00
04/30/09 $0.00
03/31/09 $0.00
02/28/09 50.00
02/28/09 $0.00
02/28/09 $0.00
0z/28/09 $135.00
01/31/09 50.00

@ RATE SCHEDULE

INVOICE DATE

7/10/2009
7/8/2009
7/9/2009
5/1/2009
4/1/2003
3/1/2009
3/1/2009
3/1/2009
6/23/2009

2/1/2009

)
%! REFRESH

Details
£l
a
2]
=]
£l
a
2]
=]
2]
d

e D o

7/14/2009 1126147 PM
Vendor 1D: 123456789, Test Provider

@EC'C.U.CLE %EE:KC—

- Click on “Invoice Status”

- Click on “Search” to locate your invoice or look directly on page for your invoice number.

- Search options are available to search by either Fiscal Year, month OR Invoice number

% REFRESH A pouwmean SEARCH
Please select
$ Fizcal Year: | 20087% P ALL v
oR
$
Invaoice Mo:
%
$ __} Clear S Retrieve
$38.00 0E/09/08 =]
£44,00 0&/09/08 =

- Click on “Retrieve” after typing in the values you are searching for.

NOTE: 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 to the accounting system for payment. If it is “unapproved”, it is not
going to be sent to the accounting system. Certification action has not yet been completed. You must
certify in order to change the status of your invoice from “Unapproved” to “Approved”.
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CHAPTER 6: RELATED SERVICES — INVOICE CERTIFICATION

RS Invoice Processing 2
#* Home #~ Help ~ Logoff 7/2/2003 11:55:16 AM
Invoice Status Payments | Vendor ID: 123456759, Test Provider
Invoice Status | School Age - Contracted

Vendor Name: Test Provider
Type of Invoice: AMENDED
Invoice End Date: 05/31/2009
Number of Invoice Students: 1
Amount Previously Paid: 0.00
Number Of Sessions: 8.00
Units Previosly Paid: 0.00

Vendor 1D: 123456789
Invoice #: SI0S5785MA03
Invoice Start Date: 05/01/2009
Purchase Order Number:
Invoice Total: $352.00
Total Amount Due: $352.00
Total Payment Due: $352.00

AMOUNT

.,|
=l

NO NO O -
LASTNAME £ 0sIS ID sV PROVIDER ~ FREQ DURATION GRPSZ LN DISTICD avc ‘oros  CODES DUE Options
GALLO MIC 205858319 01 074384355 0z 030 1 EN 31 08 8.00 $352.00

4R Back || [ submit X Delete
7] Details

Reminder: Certification is done the following day after a batch spreadsheet file has been submitted

through the RS Upload process.

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.
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CERTIFICATION SAMPLE

Terms and Conditions = |£|
Vendor ID: 123456753 Vendor Name: Test Provider
Invoice #: SI095789MA03 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 Previously Paid: 0.00
Total Amount Due: $352.00 Number Of Sessions: .00
Total Payment Due: $352.00 Units Previosly Paid: 0.00
This is to certify:
(i) The below named individual is a duly authorized representative ("Representative”] of " " and is authorized to submit

infarmation to the (DoE) and to make certifications and representations on the Agency’s behalf;

(i) the services for which payment is regquested were delivered by providers who, at the time of service provision, met all
credentialing standards required by the Mew Yaork State Education Department Office of Professions; and

(i) the Representative is aware that this invoice, when submitted to the DoE, becomes = business record of the Department
of Education (DoE) and that the DoE relies upon the information contained therein to compute payments to the Agency: and

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

(v} that, based upon the books and records of the Agency, the information in this invoice submitted to the DoE is true and
accurate and may be relied upon by the DoE to the same extent as an invoice submitted viz hardcopy document and signed
by a2n authorized representative of the Agency: and

(wi) the Individual providers and Agencies must maintain 2and produce for audit 2ll records that support billing the DoE upon
request.

MOTE: Notwithstanding, the foregoing, it is understood by the Agency that the Agency is required to maintain 2 hardcopy
record of its inveice submissions and to make them available upon reguest by the Chanceller or his/her designee

Title: Last Name| | First Initial |

Vendor Portal Password to Certifv:| |

1 agree to the above terms: [

=
iet Continue X tancel

NOTE:
This certification panel will need all the bottom entries filled out as required.
Click on “Continue” when you enter what is required.

You control when you send the invoice.
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v|aGD

&7 sc hoolage Related Service Certification & Invoicing - Metwork Techmnologies
Fil=  Edit View Favarites Tools Help
- - a
G Back ~ (L) x| |2] 0 ) sesrch 5 ¢ Favories ££F) - i o 3
Address |@ http:/fvpdev. nycenet. edufRSInvoiceProcessing2/SchoolAge RelatedService, aspx<7inynum=c002E023MAD L
RS Invoice Proce 1erms and vonditions = ]
= Q= Vendor ID: 123455750 Veandor Mame: Test Provider
Invoice #: 51045 /89MAUS Type of Invoice: AMENDED
z e Invoice Start Date: 09,/01/2008 Invoice End Date: 09/20/2008
fverce Status Purchase Order Number: Number of Invoice Students: 1
Inwvaice Total $54.00 Amount Praviously Paidi 0.00
Inwoice Status | School Total Amonnt Due: $54.00 Numhber 0f Ses<ions: 1.00
Total Paymant Duc: $54.00 Units Provioshy Paid: 0.00
INVOICE HEADER APPROVED & VOUCHERED.
YOUR VOUCHER NUMBER IS: DM10501
VOUCHER DATE: 2000-08-21
LASTNAME oo
Raturn ¢s inwsics status
SCHMITZLER IS
< >

VPoj

2009 5136

»25407, 3

20 STLIDER
ptions

Eeport z

- Avoucher number will be assigned to your invoice after you enter the certification required

information and click on continue. Print this confirmation screen or make a note of the voucher

number.

- Once you certify and receive a Voucher number, NO changes can be made to the invoice

- The status on this invoice will be marked as APPROVED.

END OF WORKING WITH SPREADSHEET METHOD
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CHAPTER 7: RELATED SERVICES - INVOICE DIRECT

This chapter begins the second option of invoicing using the application directly and no worksheets.

&1 NYCBOE - Vendor Portal Main Page - Network Technologies

=

File Edit  View Favorites

Tools  Help

@Back = -\_,J @ @ \;;j pSearch ‘g_r\‘\rFavorites @ B' :‘\P’ M |_p] ﬁ ‘3

=
."‘l

INFORMATION

Account Adrministration

Mayor's Office | Division of Financial Operations | Division of Contracts & Purchasing

Privacy Policy | Disclaimer | Legal | Cortact Us

Fq = Welcome, ADMINISTRATOR (123456753

Click here

The vendaor 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 will find the tools to do business with the Department of Education in an
effective and efficient way. ¥ou can now add your organization to our bid lists to receive
notifications when we have a Request for Bids {RFBY or Request for Proposals (RFPY and
other solicitations. In addition, once registered, you will be able to download solicitations
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 arders, and check an delivery instructions,
invoices and payment status, See the Portal Mews section below for continuing
information about new vPortal functions and improvements,

PORTAL NEWS

Reduce your paperwork! In the summer of 2006 the Department of Education implemented
the transmission of purchase orders wia email for orders, Electronic receipt of purchase
orders will greatly reduce the time taken to receive purchase orders, and, in turn, will
expedite invaicing and payments. Sign-up now by emailing

YendorSetupdschools. nyc.gow, Please include wour tax [0 number and/or Dok Yendor
number. Thank you.

RS Reports
RS Upload

Address @ http:ffvpdey, nycenet .edufVendorPortalimain.aspx tl Go Links
Horme | = <Contact Us | = Sign Out

&A10/2009 11:09:53 AM

OTHER APP

RS File Status

what's Mew? | Send Feedback

- To begin invoicing after log in, please click on RS Invoice as shown above.
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L@ RS Invoice Processing - Metwork Technologies QEI

e

File Edit Yiew Favorites Tools  Help

:@Back - J @ @ \-‘-_;j pSearch q‘I}:'._ﬂ'_'\fFavorites @ Bv "_\9\" < I_BJ ﬁ .ﬁ

Address @ httpiffvpde nycenet, edufR3InvoiceProcessing2 (InvoiceStatus, aspx kl Go Links ™|

- - -~

i <5 Invoice Processing —ﬁﬂiﬁ%
“~ Home  Help - Logoff &/10/2009 11:00:04 AM

Invoice Status Fayments | vendor ID:123456739, VEMD ORTEST

School Age - Contracted school Age - Independent Pre-K ‘f’_;] MEW TMWOTCE 127 REFRESH 10l LowWHLOAD [ -
INVOICE NO: 7 STATUS sW EUND INVOICE PERIOD AMOUNT INVOICE DATE Details

Click here

- Click on “Invoice Status” tab

- Click on invoice type tab for School Age-Contracted, School Age-Independent or Pre-K.

- Click on New Invoice.
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CREATE NEW INVOICE

FISCAL YEAR: |2009 vl FISCAL MONTH: ISe\ect Ionth vl

Note: Verify Student(s) list and prass Craate Inveice. ] treate Invoice || X Cancel

- Select the Fiscal Year. This is the school year of your service month that you are invoicing for.
Example: The school year goes from Sept. 2009 to June 2010. Therefore, select Fiscal Year
2010.

- Select Fiscal Month. This is the service month you are invoicing for.

- Click on “Add Student” button
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¥ VENDOR ID: ) | INVDICE PERIOD: 9/1/2000 - /302000 | FISCAL YEAR: 2010 |;|
STUDENT ID: | poB:| |serv sTwP:[ | scHooLID: [ | ACTUAL PROVIDER: & Retieve
ABREU . EDUARDOC o1 128743336 s/ef2009 &/30/2010 30 2 oL d
AHUATL . NICOLE o1 12874332368 7/7/2009 &/20/2010 30 2 [1h8 J
AHUATL . NICOLE =518 121969608 5/12/2009 &5/30/2010 30 i a1
ALT . MASRIM JAHAN o1 124648884 7/10/200%9 &5/30/2010 30 2 o1
ALL ; MASRIMN JAHAN 51 118709082 7/9/2009 &/20/2010 30 2 oL
AMIKER , ROY LEE o1 0355947258 7/8/2009 &/20/2010 &0 2 [1h8
AMIKER , ROY LEE 51 113709082 7/6/2009 &5/30/2010 &0 wl a1
ARROM , ANGELA 51 103687605 7/1/2009 &5/30/2010 30 3 o1
ARTEAGA . ADONIS 51 058643993 7/8f2009 &/20/2010 30 2 oL
j’Sl-CrUQDUIEILLIﬁ E’ 51 058643953 3/5/2009 &5/30/2010 30 2 o1
BARRETT . ANGELINA 51 103687605 7/7/2009 &5/30/2010 &0 wl a1
BARRETT . ANGELINA sSP 058643953 g/8/2009 &5/30/2010 &0 2 o1
BARRETT . CONNOR, 51 118709082 7/ef2009 &/20/2010 &0 2 oL LI
4 Add
— == -

NOTE:
Not all authorizations will show on the “add student” page. It will depend on your month selection 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.

- On the page, click on the box next to every row for the students you are selecting to invoice. You can
select one, or more, or all students for your invoice.

- Search is available to narrow the list further. You can search for a particular student by OSIS, search

students by Service Type, or by School ID if you wish to group them. Type in the information next to
one or more search box and click on “Retrieve” button.

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

August 18,2023 45



R L PTG e
~ Home ~ Help| —
- = CREATE NEW INVOICE ]| i
Invoice Stati
FISCAL YEAR: |201U - FISCAL MONTH: SEP -
School Age
SERV SCHOOL ACTUAL GROUP
0S1S ID STUDENT NAME bl DOB s PROVIDER  STARTDATE  END DATE DURATION  FREQENCY et
523486234 CARDONA , LILANIE o1 118527648 7/1/2009 6/30/2010 30 2 01 Delete
219702197 CORTESE , NICOLETTE o1 118527645 7/6/2009 6/30/2010 30 2 01 Delete
Note: Verify Student(s) list and press Create Invoice. [&5] create Invoice ./ X cancel

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 you selected before.

If you are ready to invoice with your student selections, then click ‘CREATE INVOICE’ at the bottom of
the page. Please use the down scroll bars to navigate to bottom if button is not visible immediately.

If you are not ready to invoice, you can click Cancel

The invoice number will be assigned when you click on ‘Create Invoice’ button.

Invoice Created Successfully

Invoice £:¥010¥0185E02 has been successfully

created
ice r'-l_umlser to start

SEEION

Click on Continue or the Invo
entering studsnt’

= :
i, Continue wi| Close

Click “Continue” to go to next step.

46
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DATA ENTRY OF SESSION INFORMATION FOR EACH CHILD

RS Invoice Processing

~ Home A Help . Logoff
Invoice Status Payments Ralated Service Invoice Processing User Guide | Vendor ID:
Invoice Status | Preschool
Vendor ID: Vendor Name:
Invoice #: YO10Y0185ED3 Type of Invoice: MEW
Invoice Start Date: 05/01/200% Invoice End Date: 08/30/2009
Purchase Order Number: R344102010 Number of Invoice Students: 2
Invoice Total: $0.00 Amount Previously Paid: 0.00
Total Amount Due: 50.00 Number Of Sessions: 0.00
Total Payment Due: 50.00 Units Previosly Paid: 0.00
NO NO OF AD] AMOUNT
LASTNAME £ 0S1S ID sV PROVIDER  FREQ DURATION GRPSZ LN DISTCD .ve orss  CODES DUE
CARDONA LIL o1 118527646 0z 030 o1 EN 3L 0o 0.00 z £0.00
CORTESE NIC o1 118527646 02 030 01 EN 31 oo 0.00 z £0.00

4 Back

At this point you can “Add Student” to your list or begin to enter each day of service.
- Click on Select in the Options Column

- Click on Details. A calendar view will appear next.

&
J ADD STUDENT

Options
Select... -
Select... -

- You can also delete the row if you made a mistake and added the wrong child to the list. Go to

Options column and select “Delete”.

August 18,2023
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Fle Edit Wiew Favorites Tools  Help
°Back 9 O e @ @ 0 psaarch *Favontes e ﬁ' & [ D ﬂ 43

Address a httpiffvpdey nycenet. edufRSInvoiceProcessing2fSchoolageR elatedService . aspx? invnum=5109573 95E01 Go

LAST HAME: IPPOLITO JEN | 0SIS ID: M | 5v: P1 | FREQEMCY: 02 | DURATION: 030 | GROUP SIZE: 1| AMOUNT DUE: $0.00 |

September 2008

- Select day of actual service to begin and click on “add”.

- Ifthe day is in grey color, it means the authorization did not have these dates of service. You cannot
invoice for days outside of approved service dates.
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@ Schoolage Related Service Certification & Inwoicing - Network Technologies [

Fille  Edit Tools  Help

Om- O HNE G g8

Address |@ httpiffvpdey nycenet. edufRSInvoiceProcessing2fSchoolageR elatedService . aspx? invnum=5109573 95E01

View  Favorites

- dearch ¢ Favortes &c .

v|aGo

RS Inwvoice FProceg 0
LAST HAME: IPPOLITO JEN | 0SIS ID: 2| 5v: P1|FREQEMCY: 02 | DURATION: 030 | GROUP SIZE: 1| AMOUNT DUE: $0.00 | [eas
#* Home #* Help — 20095100
September 2008 i
Invoice Status Sun Man Tue Kt T Fri sat B, VENDOR
1 2 3 a 5 6
Invoice Status | Echoo|| dd Add Add Add Add Add
3 L] 10 11 12 13
Add Add Add Add Add Add Add
Add New Session
3D STUDEN
Selected Date: 5/24/2008 Vendor Td:
LASTMAME £ ) ) ptions
11 15 Time From: Time To: 20 ]
Type 'A' or 'B' to switch AM/EM Type 'A' or 'B' to switch AM/EM
IRROLITO JEN . o ¥o / ¥o / . g =
= i Graup Size: o
Location of Activity: '
Eeport =
=
21 22 27
Add Add Add Add Add Add Add
28 20 a0
Add Add Add

- Thisis only for one session per day per student. You will get the same Add New Session panel for each
day you make an entry.

- The Add New Session panel will appear next after you select a day from the calendar.

Add New Session
= 15 20
Selected Date: 5/24/2008 Vendor Id: 123456759

Time From: 0%:30 AM Time To: 10:00 AM

Type 'A' or 'B' to switch AM/EM Type 'A' or 'B' to switch AM/EM

Group Size: 1
21 2 Location of Activity: |iS 27

Add

- Enter required areas such as time From, time to, group size and location of service.

- When you complete the page, click Submit on that window.
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r' T

Message from webpage
I
Add New Se | 9 ; - x
14 is ? \‘_.:(/ Are wou sure wou wank to add this sessions . 0
Select BETES
Tiny [ oK l ’ el .00 AM
Tyd 'P' to switch AM/PM
Group Size: 1
. S -
21 2z Location of Activity 27
Add

- Confirmation message will appear next. You get an OK prompt asking you if you are sure you want to

add this session. Click OK to continue.

|@ Schoolage Related Service Certification & Invoicing - Network Technoelogies

File Edit ‘iew Faworites Tools Help

GEack - >, Iﬂ Iﬂ :‘_ 7 Search L_‘.‘:;_"Favurites G“: - ﬂ ‘3

Address |=@ htkpiffvpde v.nycenet, edufRSInvoiceProcessingzfSchoolageR elated Service, aspx?invnum=5I0957895E01 v | a GO
RS Invoice Proce LAST NAME: IPPOLITO JEN | O5IS ID: 2| SV: P1|FREQENCY: 02| DURATION: 030 | GROUP SIZE: 1| AMOUNT DUE: $0.00 | X w
“ Home “ Help September 2008 2009 5100

Sun Mon Tue wed Thu Fri sat
Invoice Status 1 2 3 + 3 6 &, VENDOR
Add Add Add Add Add Add
Inwaice Status | School
7 13 10 1 12 13
Add Add Add add add Add Add
10 STUDEN
LASTMAME . 12 15 16 17 12 19 20 plions
EESILTTS 5 Add Add Add Add Add Add Add ct.s -
Fepaort :
21 22 23 24 25 26 27 B
Add Add Add Startz09:30 AM Add Add
End: 10:00 AM
Duration: 030
Group Size: 01
Amount: 0.00
Edit Diele te
28 29 30
Add Add Add
v

- When you click “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 were working with.

- Repeat the same process to enter the next days of service on the calendar

- You can close the calendar view at any time and return back to it whenever you need to. If you are

done with the calendar also click “close” to return back to main page invoice page.
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Main Invoice Page

RS Invoice Processing

Home Help Loqoif
Invoice Status Payrments
Inveice Status | Scheel Age - Independent

¥endor ID: 123456739
Invoice #: SI0957895E01
Invoice Start Date: 09/01/2008
Purchase Order Number: RS44122009
Invoice Total: $0.00
Total Amount Due: $0.00
Total Payment Due; §0.00

LASTNAME < 0515 ID 5 PROYIDER FRE DURATION

IPPOLITS JEM ©P1 oz

the amount due.

- You can still click on “Add Student”, Delete the record, or change the session details on the current

records, if necessary.

@ Back @ ‘

- The main invoice page will return with all of your session information for all the children selected and

oridi

B6f11/2009 6132147 PN

Vendor ID: 4 23456789, MWEMND GRTEST

¥endor Name:vENDORTEST
Type of Invoice: NEW
Inwoice End Date: 09/30/2008
Number of Invaice Students: 1
Amount Previously Paid: 0.00
Number Of Sessions: 0,00

Units Previesly Paidi 0.00

l
2 ADD sTUDENT
AMOUNT o

select., -

GRP ST LN DISTCD

- After your final review, click on “Submit” to certify your entries.

- Adjustment Code column values are defined as follows:

o Z-zero units payable-No entries have been made yet in the calendar. You cannot
continue if 0.00 amount due appears on page

N — applicable rate not found
M — more than one rate found

O O O O

X — sessions exceed max allowed for the month or max allowed to date

V = another provider has been paid for the same child, RS type and month
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@ Schoolage Related Service Certification & Inveicing - Metwork Technologies

File Edit ‘iew Favorites  Tools  Help

OBack > | \ﬂ \ELI :\J /- ! Search . Favorites -@-‘}‘ i ﬁ 3

u@g

Address |@ http: ffvpdey.nycenek. edufR SInvoiceRrocessingz fSchooldgeR elatedSer vice . aspx Finvnum=>a009G093MADL

v|Byco ks

jo-
RS Invoice Proce
P— T Vendor ID:123456759 VYendor Mame: VENDORTEST
— Invoicc #; SI00E72(SEQL Type of Invo coi NEW
Invoice Start Date: 09/01/2000 Inwvoice Cnd Date: 09/90/2000
Purchase Order Numbear: RS44122109 Number of Involce Students: |
Invaice 1otal: $U UL Amount Freviously Pad: u.uy
el Cielns (| Sdheal Total Amount Due: $0 00 Number Of Sessicn i}
Tetal Payment Due; 000 Units Previesly Paid: 0,00

Thiz iz to certify:

[i) The below named individual is a duly authorized representative ("Representative") of " " and is authorized to submit
imfarrmation to the (DaE) and ta rralke cevkifications and represantations am the fgency’s bekalf)

of Education [(DoE) and that the DoE relies upon the information contained therein to cornpute payrnents to the Agency:

(iii) and the Representstive individually to legal action, including erirminal prasecution: and

LASTNAME £
- [iv]) that, based upon the books and records of the Agency, the infarmation in this inveice subrnitted to the DoE is true and

SCHNITZLER 154 by an authorized reprasentative of the Agency.

MOTE: Notwithstanding, the foregaing, it is understaad by the Agency that the Agency is required ta maintain a hardeapy
recard of its invoice subriizssions and to rmake thermn available upon request by the Chancellor or hisfher designee,

Title: Last Name: First Initial:
Vendor Portal Password to Certify:

I agree to the above terms: [

(il the Reprecentative is aware that this invoice, when subnnitted to the Dok, becormes a business record of the Deparrneant

securste and sy be relied upoan By the DaE ta the sarme axtent 22 an ifveice subrritted vis hardeopy docurment and sigred

2009 6136121 PM

YEMDORTEST

30 STUGENT
ptions

ot -

Feport a bug

#:# continue || ™ cancel

- This certification panel will need all its entry filled out as required. When you click on Continue you

will not be able to make any further changes to the invoice.

- Click Continue to submit your certification entries.

August 18,2023

52




Vendor ID: Vendor Name:

Invoice #: I010I0115E01 Type of Invoice: NEW I
Invoice Start Date: 05/01/200%5 Invoice End Date: 09/30/2009
Purchase Order Number: R544102010 NMumber of Invoice Students: 1
Invoice Total: 554.00 Amount Previously Paid: 0.00
Total Amount Due: 554.00 Mumber Of Sessions: 1.00 I
Total Payment Due: $1.00 Units Previosly Paid: 0.00

INVOICE HEADER APPROVED & VOUCHERED.
YOUR VOUCHER NUMBER I5: 5L00011
VOUCHER DATE: 2009-10-28

Return to invoice status

- Avoucher number will be assigned to your invoice after you enter the certification required
information and click on continue. Print this confirmation screen or make a note of the voucher
number.

- Once you certify and receive a Voucher number, NO 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 accounting system in the evening for payment

RS Invoice Processing VA
A Home ~ Help A Logoff 10/28/2008 |
Invoice Status Payments Related Service Invoice Processing User Guide | Vendor ID:
Schoal Age - Independent Preschool Bl wew 1nvoIcE B nate scuepuie G ReFresH |§| b
INVOICE NO: 7 STATUS sV FUND SERVICE PERIOD AMOUNT INVOICE DATE  Details Delete
/ ] s, I b
RS 4410 08/01/08 - 08/30/0% $54.00 10/28/2008 =

END OF INVOICING DIRECT METHOD
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RS INVOICE — ADDITIONAL FEATURES

RS Invoice Processing

Payments | Related Service Invoice Processing User Guide | Vendor 1D:

a -

Schoal Age - Independent Preschool new nvorce [ RATE SCHEDULE %% ReFRESH [ pownoan
INVOICE NO: 7 STATUS sv FUND SERVICE PERIOD AMOUNT INVOICE DATE  Dataile ™Delate
0101011SE01 APPROVED RS 4410 09/01/08 - 09/20/09 £54.00 10/28/2009

- Toreview your invoice certification information, click on “details” icon

Fle Edit “iew Favorites Tools  Help H

Qo © [ R & O Sorovonss @‘ B2 E -8 38

Address | €] http:ffvpdev.nycenet edujR STnvaicePracessing? finvoicestatus. aspx || G0 Lrks ™

VENDOR ID: 123456789 - VENDORTEST .| INVOICE ID:SINO5789SE0L| INVOICE START DATE:0901200% FISCALYEAR:ZIW']| @

Summary Payment Details 3 Refresh B Download

O515 1D STUDENT NAME SERVICE DATES PGM CD/ STYP UNITS RATE AMOUNT STATUS ENTRY DATE

IPPOLITO 09/01/08 - 09/30/08 Pl 1.0 $45.00 $45.00 A 0&/12/09

ﬁ Previous ﬁ Next

[

- When Details (from previous page) is clicked, 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 to take, except to Refresh the screen or to Download the information.
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File Edit View Favaorites  Tools  Halp

eﬁatk - e - @ @ @ ,ﬁ)sﬂarch *Favnrites @‘ @. ,% =] - D ﬁ 33

Address http:ffvpdey. nycenet. edu/R3InvoiceFrocessing2/invoiceskatus. aspx

WEMNDOR ID: 123456789 - VEHDORTEST | INVOICE ID:SI0O95789SE01 | INWOICE START DATE:09012008 | FISCAL YEAR:ZIlIlgl @

Dretails @ Payrnent Details 92 pefresh B Download

INYOICE NUMBER: SIOS957895E01 INYOICE AMOUNT: $45.00 UNITS:1.00

INYOICE DATE: 5/10/2009 NO OF STUDENTS: 1 AMOUNT PD:
APPROYED ON: 5/12/2009 PAY PROCDT: ¥CHR:

4 Previous (| @ Next

- Next you can click on Summary tab.

- When Summary is clicked, the details in this panel will appear, partially filled. The empty fields will be
populated once it gets return data from FAMIS (THE ACCOUNTING SYSTEM THAT PROCESS
PAYMENTS).

- No further action to take, except to Refresh the screen or to Download the information.
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&1 RS Invoice Processing - Metwork Technologies

BENX

File

Edit

View

Favorites

Tools

Help

@Batk = \_) @ @ ;;j ";j Search “;):{Favurites @ Bv »-:_\?1 - |_J ﬁ .ﬁ

Address IE httpe fivpdey, nycenet, eduf/R3InvoiceProcessing2/invoicestatus, aspx

RS Invoice Processing

v GEI

ar

Links

Poesrgivdesaez______________x&

I| VENDOR ID:123456789 - VEHDORTEST

SchH
Details Surnrnary Payment Details

I‘ﬁ Previous i & Next |

| IMNWOICE ID:SII1957898E01| INYOICE START Dﬁ.TE=09012008| FISCAL YEHR=2009|

%0 Refresh B Downlosd

iM

& ¥R SCHL HAME 5V PR START END UNIT AMOUNT ¥OUCHER
s 2090 R3Z6 HAGAN RS sP 01/01/0%9 01731709 2,00 $90,00 TR R
51

=1

5]

51

51

51

=1

51

|;| RTEST

il=

- Next you can click on Payment Details tab.

- When Payment Details is clicked, it will show some basic invoice information and the amount that

was invoiced as well as the voucher number.

- No further action to take, except to Refresh the screen or to Download the information.

- Click on the “X” at top of window to close the page and return to main page.
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PAYMENTS TAB ON MAIN INVOICE PAGE

RS Invoice Processing

V-?‘

10/28/2009 6:!

A Home #~ Help A Logoff

[ Pavments

Related Service Invoice Processing User Guide | Vendor ID:

Sezrch By: & Retrieve

Note: RS Invoice Operation Hours [Monday-Friday: §:004M- 2:00PM, Saturday: 6:00AM- 4:009M, Sunday-Clesed]

- To check the payment details, click on “Payments” tab.

Student

- Select your search option and hit “retrieve” button.

RS Invoice Processing WR

10/28/2009 6:

-~ Home ~ Help . Logoff

Inwoice Status ‘ Payments . Related Service Invoice Processing User Guide | Vendor ID:

Sezrch By:| Veucher =~ | Voucher Number: [SLO0011 & Retrieve

L] = N
A show Details 4! Refresh B Dovnlozd Copy

vear P | cohool|  0sis1D Student | o | of | provider1n| BE2YMEr |Gy pate| EndDate  payDate | unit | Amount| Voucher
Code Name Name
e caa, e CAL YAN- ., s s -
2010 4410 220157697 SO RS s1 08S7ST042 an 5/1/2005  5/30/2009 10/28/2009 1.000 $54.00  SLOOOLL

Note: RS Invoice Oparation Hours [Mondzy-Friday: 6100AM- 8100PM, Saturday: §100AM- 4100PM, Sunday-Closed]

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 reference.
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OTHER REPORT OPTIONS

IR0kt

ffice | Division of Finan

ions | Divizion of Conts

OTHER APP

Inv

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 will find the tools to do business with the Department of
Education in an effective and efficient way. You can now add your arganization 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 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 News section below for continuing information about new vPortal functions and improvements.

- CLICK ON “HOME”

- CLICK ON “RS REPORT”

RS Invoice Report , 2 " VPoj]

A Home A Help A~ Logoff

1
School Age - Independer Tl [ Pre-populated Non-Editable [T] User entry required [ Opt
I——
Fiscal Invoice  [o o District schoal w I e Sarvice Student
<! Vear: 2009 =] oo Select 3 i o [seect o] Therapist s [seect =] e [setect =] 5 [ Generate Invoice

proval Riecommendations ’
Voucher Number
[Lnyoice Number |
—

10/28/2009 6:58:06 PM

Related Service Invoice Processing User Guide | VENDOR ID: IVE

crzate Inveice 2

1. Click on Invoice Tab

2. Select search option from “Create Invoice” box. Enter information required

3. Click on Generate Invoice
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] NYCBOE - CAFS Invoice Report - Network Techmologies ==&
o

File Edit Wiew Favorites Tools  Help

eBack - B @ \h pSEarch *Famntas o B- ; =] ~ |_J il

Address \@ hitp:jvpdev.mycenet. edujvendorcafsreportsiReports. aspx M Go Links 7

€] MYCBOE - CAFS Invoice Report - Network Technologies
Fle Edit ‘Wew Favorites Tools Help

(€L B @ \;;] pSear(h *Favnrites £4) ﬁv ;, EH-LJ@E S

Addess ] hitp: fjvpdev. nycenet. edujvendorcafsreports{Reports. aspx Links
S NV R PO /24 1214
#* Home “* Help A logoff £/16/2009 3:53:17 PH
Schosl Age - Gontracred School Age - Independent Pre-K Pre-populated Non-Editable [[] User antry required [ Optienal

Greate nvoice w5l Tzoos [w] [k c[rebrzovs [w] DR [T Stheol [ (] herapist [seem v S [satecs [v] S0

4 4 (1 Jofa b b Find | Mext [ Select a format m[Export @ I

SIAR SIAP  SIAP DIST SIAR FUND C  SIAP SIAR SIAR iﬁnlf?\t\: ;E;trr-:"f:pwt data PROVIDER FIRST NAME ~ SIAP ACT SIAP OSIS 1D STUD FIRST  STUD LAST MAH™
Flsycjm BCEO [=5) 5 SCHL ID PRC&ER AG%CY %SF:! f(i‘l::mma delimited) PROVIDER NAME

Acrobat (PDF) file

2009 [ 31 4412 326 & 5789 Wb archive _ _| micH 215472154 215472154 Yah AGAN
009 R i 4412 326 3 s789 e MICH 715472154 215477154 Yan AGAN
2009 [ 31 4412 326 A 5789 112811286 AL MICH 215472154 2154721%4 AN AGAN L]
2009 R 31 4412 3z6 A 5789 112811286 AL MICH 215472154 215472154 TAN AGAN
2009 R 31 ad1z 326 A 5789 112811286  aL MICH 215477154 215472154 TAN AGAN
2008 R 31 aq12 326 A 5789 112811286 AL MICH 215472154 215472154 RE! AGAN
2009 R 31 4412 326 A 5789 112811286 AL MICH 215472154 215472154 YAN LGAN
2009 [ 31 4412 326 A 5789 112811286 AL MICH 215472154 215472154 RE] SGAN
2008 R Ex 4412 326 a 5789 112811286 AL MICH 215472154 215472184 TAN SGAN
2009 [ 31 4412 326 A 5759 112811286 AL MICH 215472154 215472154 AR AGAN
2008 R 31 a412 326 A 5789 112811286 AL MICH 215472154 215472154 AN AGAN

- The report will return with information on the screen

- Click on Select a format and choose Excel.
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@ NYCBOE - CAFS Invoice Report - Network Technologies

File Edt View Favorites Tools Help

Qe - © W@ G| P e @ 2% = LJE B
Address \@ hitp:/jvpdev.nycenet.edujvendorcafsreportsiReparts. aspx
€] MYCBOE - CAFS Invoice Report - Network Technologies

File Edit Wiew Fawvorites Tools  Help

Qe - () B @ \;) pSEar(h ‘*Favnntas & - ; - %

Address ] httpe (fvpdev. nycenet. edufwendorcafsreports/Reports. aspx

A S NV ROt/ 2)4 =14

~ Home ~ Help o Logoff 6/16/2009 3:53:17 FM

Click here .

School Age - Gontracted School Age - Independent Pre-k |:| Pra-populated Non-Editable  [7] Usar entry required [ Optionsl
- Fiscal Invoice Disbict School g Service Student . .

R B itict [ School [ ] thersios [ ] e [quieer [ Soent |

4 4 1 ofd b Pl 100%, ] Find | Mext Export IE| =

SIAP SIAR SI1AP DIST SIAP FIIND C SIAP S1ARP SIAP SIAR PROWIDER FROWIDER FIRST NAME SIAP ACT SIAR OSIS ID STUD FIRST STUD LAST MAD A|
FISCAL BORO ch =) SCHLID PROMIDER AGENCY — PROVIDER — LAST NAME FROVIDER NAME
R D TrPE =)

2008 R 31 4412 326 & 5783 112811286 AL MICH 215472154 215472154 YAN AGAN

2009 R 31 4412 326 ) 5789 112811286 AL MICH 215472154  ZL15472154 YAN AGAN

2009 R 31 4412 326 A 5789 112811286 AL MICH 2L54721%4  Z15472154 YAN AGAN L]
2009 R 31 4412 3z6 A 5789 112811286 AL MICH 215472154 215472154 TAN AGAN

2009 R 31 4412 326 a 5789 112811286  aL MICH 215472154 215472154 TAN AGAN

2008 R 31 4412 326 a 5789 112811286 AL MICH 715472154 215472154 AN AGAN

2008 R 31 4412 326 ) 5789 112811286 AL MICH 215472154 215472154 YAN aGAN

2009 R 31 4412 326 a 5789 112811285 AL MICH 215472154 215472154 YAN aGAN

2008 R 31 4412 3z6 ) 5789 112811286 AL MICH 215432154 215472154 YAN aGAN

2009 R 31 4412 326 A 5789 112811286 AL MICH 215472154 215472154 TAN aGAN

2008 R 31 412 326 A 5789 112611286 AL MICH 215432154 215472154 YAN AGAN

- Click Export when ready.

@ NYCBOE - CAFS Invoice Report - Networ

File Edt Wiew Favortes  Tools  Help &

@Eack - \_,J @ @ \-_;] /':)Search H“L—\'\(Favcrites @ B' :\,’. s l_Jﬁ 5

fidress [ ] Httpi/jvdev nycenet. sdufvendorcafsreportsReports, aspx

Technologies - ||TES

CAFS Invoice Report , 2 """VPortal'y
. Home . Help S Logoff £/16/200% 2:5%: 17 PM
School Age - Contracted School Age - Independent Pre-K Pre-populated Mon -Editable User entry required Optional
" Fiscal Invoice File Download Service Student - -
reate Invoice ] Genera
Create T *| vasr : ‘|zoos [v] LT t[Feb 1 ag Typa : Salect [¥] 7o I Generate Invoice
4 41 ofd b » fi Do you want to open or save this file?
SIAP SIAP  SIAP DIST SIAP FUND C  SIAP SIAP =] Mame: YendorCaFsReportindependent . xis SIAP ACT SIAP OSIS 1D STUD FIRST  STUD LAST HAL®
FISCAL aoRDo =15 [ SCHL ID PR?_\:,}I)IEER i Type: Microsaft Excel worksheet PROVIDER HAME
= - From: wpdev.nycenet.edu 3
2009 R 31 4412 326 A ] [ ] [ TZued et 2152154749 AN AGAN
Open Save Cancel
TN AGAN
&) http:/ivpdev.nycenet.e du/VendorCafsReports/Reserve d.Re portVies —JOES
TR AGAN
File Edit Yiew Favorites Tools Help 144
N 1] O o Wwhile files Fram the Internet can be ussful, same filss can potentialy AN AGAN
5 Back [ Ia ,gf ) Search 5 7 Favorites { 3 harm your computer. If pou do not tust the source. do nat open or
ht </ | = save this file. Whal's the sk ? TAN AGAN
Address \@ hitp: jfvpdev.nycenet edu/vendor CafsR eports/Reserved, Re portyiewer el 44(5.13.11. Lnks > TAN AGAN
Trar AGAN
TAN AGAN L
TaN AGAN
AL AGAN
a1 AGAN
o AGAN
a1 AGAN

- 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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Entering Provider’s NPI

RS Invoice Processing

~ Home ~ Help A Logoff
Invoice Status Payments ‘ | Related Service User Guide | Voucher Information | Vendor ID:

- To enter the NPI’s, click on the “NPI” tab in RS Invoice

RS Invoice Processing

~ Home . Help A Logoff
Invoice Status | Payments Related Service User Guide | Woucher Information | Vendor ID:

National Provider Identifier search | & Refrech

A Mo records found

Mote: Please visit the following site to retrieve or request your NPI ID -!htt:z:""'\::ez.c'nz."\"\z.qc"-"I"T'TES"'r‘.'elcc'r\a.dc

8/17/2010 9:16:06 AM

8/17/2010 8:27:25 AM

- Click on the https://nppes.cms.hhs.gov/NPPES/Welcome.do link to retrieve or request for a

NPI ID
- Click on ‘Create NPI’ to add NPI and a popup will appear

Mational Provider Identifier

Vendor ID:

Vendor/Provider ID: E Submit

Note: Both the Vendor ID and Provider ID is required in order to submit an invoice. If the Vendor ID and

Provider ID is the same, only one NPI ID record is required.

- Enter your Vendor/Provider ID and click the ‘Submit’ button
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https://nppes.cms.hhs.gov/NPPES/Welcome.do

Mational Provider Identifier - ||

Vendor ID:
Vendor/Provider ID: | E Submit
National Provider Identifier does not exist. Would you like to create one? | | E Sawe

- Enter the NPI ID for the Vendor/Provider ID and click the ‘Save’ button

Mational Provider Identifier - ||

Vendor ID:

Vendor/Provider ID: | E Submit

Mational Provider Identifier has been submitted.

il Close

- Click the ‘Close’ button to go back to the NPI Homepage

Mational Provider Identifier % Create NPI F Search | ¥ Refresh
Provider ID Provider Name National Provider ID
Mote: Please visit the following site to retrieve or request your NPI ID - https://nppes.cms.hhs.gov/NPPES/ Welcome.do
NPI Validations

If the Vendor/Provider’s NPI does not exist, Vendor will not be able to create an invoice.
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- Upload Process will not pass validations

Example:
BATCH ID: 34303 | CONTRACT TYPE: SA CONTRACTED | RECORD ID: 3075477 | STATUS: RECORD FAILED VALIDATION | SHOW ERROR SUMMARY |;|
Non Editabla
|# HMationzl Provider 1D is missing
for Provider Id
Required
Actual Start TimeJ08:00 AM | Actual End Time:[08:30 AM | Schoolor Other{s |
Attend mda:l:l Actual Group 5l'ze:
Optional
Vendor Invoice Number:l:l Invoice -Rmnunt: Sed Program ID:l:I
ﬁ Pravious ﬁ Next B Submit || X Cancel
Note: Vendor must go back to ‘RS Invoice’ and enter the NPl information for the Provider in order
for the record to pass validation.
- Student approval will not be selectable if the NPl information does not exist for Provider
Example:
VENDOR 1D: | INVOICE PERIOD: 6/1/2010 - 6/30/2010 | FISCAL YEAR: 2010 |;|
STUDENT 1D: | pos:| |sErv sTvP: [ | ScHoOL1D: [ | ACTUAL PROVIDER: & Retrieve
SERV SCHOOL  ACTUAL GROUP |~
SELECT OSISID  STUDENTNAME oo DOB i PROVIDER STARTDATE END DATE DURATION FREQENCY ‘oo
O o1 3/2/2010  6/30/2010 30 2 1
I o1 6/20/2010  6/30/2010 20 2 1
w
Note: Please advise that Student approval without NPI information are not selectable. Please create a NPI record 1st and try again.
& Add

- Inthe example above, only two Student approval are available for invoicing and the rest is not
selectable because NPl information does not exist. Student approval will be selectable once NPI
information is entered.
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District 75 Summer Actual Service Location for School Age Contracted Agencies only

For all contracted agencies using the RS Reports feature of 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 invoices (July and August).

As you all know, some of the district 75 locations were being merged during the summer, and the
transmittals may not reflect the actual location where the child is attending for the summer. This
change of actual service location may result into incorrect rate being paid in the system. Thus, 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 still required when the tab delimited file is
uploaded. Additionally, this will only be applicable for the summer services.

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 SERVICE VEND  INVOICE PROG ID
MONTH DAYS CODE GRP OTHER LOCATION | INVOICE AMT
SIZE
07/01/2010 07/06/2010 ao 00:00 AM 00:00 AM 5 03M145 0.00
07/01/2010 07/07/2010 ao 00:00 AM 00:00 AM 5 03M145 0.00
07/01/2010  07/03/2010 0o 00:00 AM 00:00 AM 5 03M145 0.00
07/01/2010 07/09/2010 a0 00:00 AM 00:00 AM 5 03M145 0.00
07/01/2010 07/10/2010 ao 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 ATTEND ACT TIME TIME SCHOOL VEND INVOTICE BROG ID
MONTH DAYS CODE GRP OTHER INVOICE AMT
SIZE
06/01/2010 06/01/2010 0o 00:00 AM 00:00 AM 0.00
06/01/2010 0&/02/2010 0o 00:00 AM 00:00 AM 0.00
06/01/2010 06/03/2010 00 00:00 AM 00:00 AM 0.00
06/01/2010 06/04/2010 0o 00:00 AM 00:00 AM 0.00
06/01/2010 06/05/2010 0o 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,
you need to make some modifications to your in-house application that generates the invoice file to
be uploaded to add a new column that will contain the actual service location for the summer
services. Please refer to the above screenshots for the correct position of the new column. If this
new column is not added, all your invoices will be invalid. Please note that the actual service
location may or may not be the same as the physical school DBN for the citywide location where the
student is attending.
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RS File Status Examples:

BATCH ID: 2459232 | CONTRACT TYPE: 54 CONTRACTED | RECORD ID: 2075560 | STATUS: RECORD IS VALIDATELD | |£|

Non Editable

Required

Actual Start Time:[08:00 AM Actual End Time:|08:30 AM SchoolorOthers |
AttendCodee ] Actual GroupSizefor |

Optional

Wendor Invoice Number:| Invoice &mnunt: Sed Program ID:l:l
| Actual Service Location:|02M420 |

47 Previous || @ Next E 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: 245232 | CONTRACT TYPE: SA CO LACTED | RECORD ID: 2075561 | STATUS: RECORD FAILED WALIDATION | SHOW ERROR SUMMARY |2|

Non Editable

Requirad

Actual Start Time:[08:00 AM Actual End Time:[08:30 AM Schoolor Otherss |

Optional

Vendor Tnvice Number] ] Toveice Amownt500 ] SedProgamm ]
Actual Service Location:|02M07 6

4% Previous || @ Next [ submit | X tancel

- 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.
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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).

Add New Session
Selected Date: 7/15/2010 Vendor Id:
Time From: Time To:
Type 'A' or 'P' to switch AM/PM Type &' or 'P' to switch AM/PM
Group Size:

Location of Activity: | Pleaze select.. W

Actual Location: 02ZMS25

[ Submit ][ Cancel ]
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