The DS1964 Form

A How To Guide For Vendors

A




Introduction

This presentation Is to provide the information
on how to complete the DS1964 form.

You can move through the presentation by
hitting the space bar on your key board to
move through the screens.

Please check with the regional center If you are
unsure on any information in this
presentation. .



A ltems not covered

Detalls on statutory rates,
calculating productivity, or how you
would change your group from a
staggered group to a non-staggered
group are not included in this
presentation.



Obtaining the DS1964 form

The DS1964 form is available on the DDS Website:
www.dds.ca.qov/WorkServices/Forms.cfm

D5 1964 - Supported Employment Group Billing and Attendance Form

This form must be completed as an excel file, password protected and submitted to regional centers, DOR and DDS monthly. After
downloading the file, enter the vendor information at the top of the form and consumer and job coach information up to the "Funded By"
column_Save a copy of this file as a "master”. Should any problem arise with the form, the "master” is available to start over.

DS 1964 (02/2011) (EWycel) WsbfmRm:
Macro Instructions (P2F)



http://www.dds.ca.gov/WorkServices/Forms.cfm

aving the DS1964 form

D= 1963 (1520057 (Excel)

DS 1963 (120057 (POF) « Direct Support Profegl

Instructions (POF) Training

DS 1964 - Supported Employment Group Billing and Attendance Form + Self-Directed Services
i Program

This form must he completed as an excel file, password protected and submitted

to regional certers, DOR and DOS monthly. After dowenloading the file, enter the + Resources for Healths

vendor information at the top of the form and consumer and job coach Providers

information up ta the "Funded By" column. Save a copy of this file as a "master”.

Should any problem arize with the form, the "master” iz available to start over. * DDS Videos

« Small Business

DS1964 (T -
Macra In= Open Procurement Advocal

Open in Mew Window | « Appeals, Complaints
i artment of Rehahiltation for Comments

DS 1968 - V
Thiz form iz
Wocational R
Users: Reg

Frint Target

DS 1965

DS 1965 (
Instruction,  Copy Shortout

DS 1969 - V
Thiz form is 3 hahilitation services program.
Users:Reg| Add to Favorites.., 5l Hahiltation Services
Providers.

Properties

DS 1969 (4047 (Excel)
DS 1963 (4041 (POF)

1. To open the form, right click on the DS1964 link
2. Choose the “Save Target As...” option
3. Save the file to your computer



\é__%%% Obtaining
—7 the DS1964

Often, regional centers may create updated
forms for you. This may assist you in
completing an accurate form because:

— The UCI and Consumer data is updated,;

— The form includes the names of all consumers
that regional centers have authorized
(allowing you to confirm); and

— You are receiving updated authorization
numbers.




Opening the
DS1964 form

e Excel allows certain preset programs called
‘Macros’ to be started with the click of a button.

However, you must have Excel set up properly.

 When you open the DS1964.xls form, you
should receive the following message:

Security Warning @

"hktp: v, dds, ca,govfhabilitation) x50 19645EP_GroupEiling. xls" contains
macros,

When this Security
Warning appears,

11
Macros may contain wiruses, It is usually safe to disable macros, but if tbs Choose the Enable
macros are legitimate, you might lose some Funckionality,
Macros” box.

Disable Macros ] | Enable Macras | [ Mare Info ]




Opening the
DS1964.xls form

 If you see the message below, you will
need to close the file (don’t save changes)
and follow the instructions on the next

page.

Microsoft Excel E|

' Marros are disabled because the security level is set bo Yery High, To run the macros, change the security level to a
lower setting and werify the macros are signed and trusted,




1.

o

Opening the
DS1964.xls Form

Set Excel as follows to allow Macros to operate:

On the menu at the top of Excel select
‘Tools/Macros/Security’ and then, in the dialog
box, select ‘Medium’.

Save your changes.
Close the file.
Re-open the file and select “Enable Macros”.

Set Excel once, and it will retain this setting. DDS recommends a
‘Medium Security’ setting so you may allow your macros to work,
but you also have some protection against an unwanted Macro.



Opening the

DS1964.xls Form

L Note that the

NOTE: This is the large DS1964 (Revised 02f2011) edition. This
includes XML for the new ebilling site as well as 3 new fields per
work servcies requirements.

-
|

th

T{This version replaces all older editions.
thi

i

You should only use the 'Create DS2087' button when instructed
by the regional center.

TH To hide this comment, click this
tir{ button

|| Department of Developmental Services

> /

Revision Date may

,and

be different.

hup.

it into Create D52087

hreak
as

Department of Developghental Services (DDS): Work Services@dds.ca .gov

Hide Comment

V'S

/

When you open the

narme of the agency as vendared by the regional center.

flle, please read thlS gional center's 3 digit number which vendored this agency. See list belo

nOte that appearS |n or ID or vendor number.

Er the number assigned to the agency by the vendoring regional center,

red writing.

ee (3] digit number assigned ta the agency for supported employment

re are any questions.

the person completing the farm, enter your name or the name of the

After reading the note

click on the “Hide
Comment” button to
remove the comment
box from the screen.

1U



Opening the
DS1964.xls Form

IJ"' LI I'EHIUIICII L =] J L &= I

Data Inpt

Seri To hide this comment, click this
button

|l:l |'-._'._| [

REgI]

RE‘Q."E Department of Developmental Services

|

sometimes referred to as the vendar 1D or vendar number.

2| |the Department of Rehahilitation.

DOR FACILITY D & Enter the three (3) digit number assigned to the agency for supported employn

Provic

4 » QU INSTRUCTIONS { Datagd_ Alication Sumy

ary

ersan completing the farm, enter yaur name aor the name of t

Down near the bottom of the form,
you will see the names of 3 sheets;
one called ‘Instructions’, one called
‘Data’ and one called ‘Allocation
Summary’. You are on the
‘Instructions’ sheet.

Select the ‘Data’ Sheet by using your
mouse and clicking on the word
‘Data’.

11




Opening the
DS1964.xls Form

1+1 £ ] fvice Provider Hame: ——-———————- >
An Additional ‘Comment Box’ [roreesme—— .
IS On the Data Sheet_ ThlS IS bional Center Vendor 1D # —————-————— >
. TR I I — >
another reminder that you are | comactuame
In Control Of Confldentlal Data pvider Contact Phone/Provider Contact Email:
I b f I rvice Momth/Year:---—-——-—----—-—- >
= P ease be caretu Daily Time Entry ] 1 2 3 a 5 6
SEP Group € |lgg,|EslE s | ETE1 & | & |8 |¢
Hm;?-;:‘; or | LASt Hame Firs%\ uc # Auth # g E Eéﬁ EE E%E z 2 “‘gm"éx = =
[ IERIEHEENHEEH s
The information provided in these doduments is protected under the
1
2 Health Insurance Portability and Accofntability Act (45 C.F.R Parts ||
i 160, 162 and 164). Reasonable and apprgpriate safeguards must be
5 implemented to protect the confidentialityand integrity of this |
S information in any format as well as during Wansmission in electronic |
8 format as applicable.
s
10
1 Right elick on the .
2 Once you are done reading the
14
is comment, you may, as the red
» [y INSTRUCTIOMS % Data { Allocation Summary [/

lettered comment box says at
Please read the comment in thered | the bottom, right click on the

cell indicated by the arrow to
box of your DS1964.xIs Form. select ‘Hide Comment'.




Macro Buttons of the DS1964

 The 5 Macro buttons are in the upper left
corner of the file

e Each button will initiate a different
process

 You may not use each button

A closer look at each of these items...

13



The 5 Macro Buttons

Open Allocation
Summary Worksheet

Update Formulas

Sort by Group
ID Number

Sort By

Last MName

nter Data for all consumers and job
cgehes for each group in which they
_nantichwgte.

Export Se
X

| -

A click of the Mouse and
each of these buttons will
Initiate a process.

14



OPEN ALLOCATION
SUMMARY WORKSHEET

| Ly [

This button is designed to move
you to the ‘Allocation Summary’ |—,
sheet (you may also click on the

8] Allocati
pen Allocation >Updn‘|‘e Formulas

Summary Worksheet

sheet itself). There will be more | | \_//

iInformation about the Allocation | Seort by Group Sort By Pr
Summary Worksheet later in the ID Number Last Name Pr
presentation. Enter Data for all consumers and job e

Export

—{coaches far each group in which they

_|patticipate. XML
| |




Update Formulas

By using the Update Formulas
button, formulas throughout
the form are updated.

e L
N 0 Allocati
- pen Allocation Update Formulas
—Summary - Yorkshezt
v

Sort by Group
ID Number

Sort By

Last MName

Enter Data for all consumers and job
—{coaches far each group in which they
_|naricipate.

Export
XML

16



Sort by Group ID Number

Lo | [}

Ly [

Once you have entered
Group ID numbers, you.
may use this to ‘sort’
people by Group ID

Open Allocation

Summary Worksheet

L~

Update Formulas

ID Number

/Scnr'f by Group \ Sort By

Last MName

Enter ar all co

coaches for each group in which they
_|naricipate.

rs and job

Export
XML

17



Sort By Last Name

Open Allocation
Summary Worksheet

Update Formulas

L~

This button does exactly
as it suggests — sorts your
list by the last name

Sort by Group

TG Number ©

</

Sort By

Last MName

Enter Data for all consumers and job \Em'

coaches for each group in which they
_|naricipate.

AL

18



Export . XML

Se
O Allocati e
— pen Aflocation Update Formulas Re
Summary Worksheet Re
This button creates an 1 o
._XML document of your | sort by Group Sort By e
file. You would only use IB Number Last Name  |or,
this button if you are
. Enter Data for all consumers and |
gploadlng yO.U.I' Complei_:ed —{coaches far each group in which they ExPDH
file to the eBilling website. —pastisipate X AL

I \//



& Saving The Invoice

You will need to save the invoice to your
computer before you are able to enter
attendance information.

Your Regional Center will either e-maill
the Invoice or post it on the eBilling
website.

20



& Saving The Invoice

from E-mail

Open your e-malil from the Regional Center. It may
look similar to this:

E monthly invoice TEST - Message (HTML)

File Edit Wiew Insert Format  Tools  ackions  Help

~daReply | (&Reply to All | (g Forward | - [ LA [ ¥ [ (S [23 X |+ - - A | @ z
Frarm:

To: i

Ce: Invoice

Subject:  monthly invoice TEST /

Atkachments: Iz‘IJTEST FILE.xls (527 KE)

Attached is your monthly invaice. Please save to your computer and return to the Regional Center after completing.

Thank you!

You will need to save the invoice to your computer.

21



& Saving The Invoice

e Right click on the attachment, which is your
Invoice.

e Select “Save As” and save the file to your
computer.

ftkachments: @Jm_ﬂpen |
Attached is your monthly i1 EEEEREREEY P 0yo
Thank you!

Copy

L
Select Al




= Saving The Invoice

= How to Download Files
(from the eBilling Website to Your Computer)

. Log onto the eBilling system.
. Select or enter the appropriate service provider number on the home
screen.

. There must be available invoices on the left side of the Home Dashboard

screen.
. Click on DOWNLOAD button on the invoice line you wish to download.

. Click the SAVE button.

. Choose the folder you would like to save the file in on your computer.
Click SAVE. TIP: Please do not change the file name. The eBilling system
will not recognize the file if the name is changed.

. The downloaded invoice will be saved as an .XLS file on your computer.

. Click OPEN to view the file immediately. Click CLOSE to view the file at a
later time.




Security Settings:
Opening Your Invoice

e Microsoft Excel allows certain preset programs called “Macros’ to
be started with the click of a button. However, you must have
Excel set up properly.

e When you open the invoice, you should receive the following
message:

Security Warning

"hktps e, dds, ca.gos ' habilitakion)©LS  19645EP_GroupBilling. xIs" contains
Macros,

Macros may conkain wiruses, Ik is usually safe ta disable macros, but if the
macros are legitimate, wou might lose some functionality.

Dizable Macros More Info

24




=

Security Settings:
Opening Your Invoice

Security Warning

"hktps e, dds, ca.gos ' habilitakion)©LS  19645EP_GroupBilling. xIs" contains
Macros,

Macros may conkain wiruses, Ik is usually safe ta disable macros, but if the
macros are legitimate, wou might lose some functionality.

| Dizable Macros | [ """" Enable Macras | More Info

PURRTTTTTTIY, o PETTTITT I T TTITT I T T T LTI T T TTTT TR TTT

Always select “Enable Macros”

The invoice will not function correctly without
the macros enabled.

25




% Security Settings:
Opening Your Invoice

If you see the message below, you will need to
close the file (don’t save changes) and follow
the Instructions on the next page.

Microsoft Excel

' Macros are disabled because the security level is set to Mery High, To run the macros, change the security level ko a
. lower setting and werify the macros are signed and trusted.

26




% Security Settings:
Opening Your Invoice

1. Open up Microsoft Excel

2. On the menu bar at the top of the Excel spreadsheet
select Tools-Macros-Security

3. A dialog box will open

4. Select ‘Medium’ and click “OK”

5. Close Microsoft Excel

6. Reopen your invoice and select “enable macros™.

Microsoft Excel will retain this setting. We recommend a ‘Medium
Security’ setting to allow your macros to work, but you also have
some protection against an unwanted macro.

27



5w Working With The Invoice:
n An Introduction

e The Microsoft Excel spreadsheet is designed to make your work as
easy as possible.
e Your invoice will look like something like this:

El'-l_] File Edit Wiew Insert Format  Tools Data  Window  Help

RNE=NE R TP RN A W e F|9 - @ = -5 %l 4[] [ anal -0 <|B 7 U|ES
T W W 5 T B | E (= H
ENC) A | A Q@ Favortes~ o~ | B E B
R7 - B
E | F | G | H | [ | J | K R | 5 | T | ] |
Add Record | Save File Daily Populate Monthly Populate

Create | | | Export XML
1 D52087 Sort-Hame | SlJ“-UC'| Table Populate| View Week| View Day |5hmva].lDays
ZUCI Last First Authorization |[Serice Sub Semice
3 |Mumber Mame Mame Mumber Code Code hAthi Y r m
8 1234567 TEST TESS 12345675 55 D12 Jul-10
E_'1 234567 TEST TESS 2345578 55 D12 Jul-10
?_'1 234567 TEST TESS 2345578 55 D12 Jul-10 !
B_'1 234567 TEST TESS 2345578 55 D12 Jul-10
9_'1 234567 TEST TESS 2345578 55 D12 Jul-10
Q'ﬁ 234567 TEST TESS 2345578 55 16H:1 Jul-10
11
12

The invoice will contain some basic information (UCI Numbers, Client
Names, Authorization Numbers, Service/Sub Codes, and Service Date).

28



&) Working With The Invoice:
Basic Information

e Do not add or remove columns.

e You will be asked to enter a password when opening
the invoice. The Regional Center will be able to provide
you with the correct password.

e Always enter attendance information directly into the
spreadsheet or copy the attendance information from
another document.

e Always review the spreadsheet to make sure the
attendance information is correct.

e Do not change any UCI or Authorization numbers.

e Use the “Add Record” button when you need to add a
client to the invoice.

29




&) Working With The Invoice:

[INFORMATION|

Basic Informatlon

B | 1 | il | | | r | 1%

Create Add Record | Save File Daily Populate Monthly Populate |

Sort-Name Sort-UCI Table Pobulate View : Show all
D52087 - Week View Day Days |
=l Last First Authorization Service Sub Service ||
imhear Mama Mamea Mimher Mnde Cnre MthfYr I

Above are “buttons”. Some of the buttons you may or may not see on your
invoice. Hopefully, they will help make your job easier.

A single left side mouse click will activate the button.
The “Sort-Name” button will sort the consumers by name.
The “Sort-UCI”” button will sort consumers by UCI number.
The “Save File” button will save your file.

The “View Week’ and “View Day” buttons will allow you to look at a
specific time period on the right side of the spreadsheet.

The “Show All Days” button will show all of the calendar days on the right
side of the spreadsheet.

We will discuss some of the other buttons later.
30




Working With The Invoice:
" Entering Attendance

The prefilled information is on the left side of the invoice
Attendance information is entered on the right side of the invoice
Each column represents a calendar day (Fri 1 = Friday, the first of the

month)
Weekends have a white background and weekdays are highlighted in red

El'-l_] File Edit Wiew Insert Format  Tools Data  Window  Help

RNE=NE R TP RN A W e F|9 - @ = -5 %l 4[] [ anal -0 <|B 7 U|ES
o T W (R T LY | | (= H
g (32 ] ﬁ Q Favorites = | Go~ | = H HIEE B
| H [ 1+ [ J [ K R | s | 1T [ W |
Add Record | Save File Daily Populate Monthly Populate
Create | | | Export XML
1 b52087 | Sot Hame | Sort- ”C'| Table Populate| View Week| View Day |5hﬂwa]].Days
ZUCI Last First Authaorization | Serice Suhb Serice
3 |Mumber Mame Marme Mumber Caode Code MR Y —Sat 10 £
& 1234567 | TEST TESS 12345678 55 D12 Jul-10
E_'1 234567 | TEST TESS 2345678 55 D12 Jul-10
?_'1 234567 | TEST TESS 2345678 55 D12 Jul-10 r !
8_'1 234567 | TEST TESS 2345678 55 D12 Jul-10
9_'1 234567 | TEST TESS 2345678 55 D12 Jul-10
Q'ﬁ 234567 | TEST TESS 12345678 55 16H:1 Jul-10
11
12

Attendance Information
Is entered here. 31



5w Working With The Invoice:
n Entering Attendance

Attendance information can be entered in three different ways.

1. Attendance can be entered manually. You would type the appropriate number in
each calendar cell. Attendance information can be recorded using quarter hour

increments (example: 2.25 would be 2 and % hours).

2. You could also choose to use the monthly populate button. Click “Monthly
Populate” and a “1” is entered into every cell on the calendar for each
consumer. This will include weekends.

3. You could use the “Daily Populate” button. You will be asked to enter a number
of units (this can be hourly, for example, if each consumer attended four hours
you could type in “4” units). This will not include weekends.

@_1 Eile Edit Wiew Insert Format Tools Data  Window  Help

RN R P RN e 7z 9 - 8 > -4l %400 g i ana -0 -|B I U|E=
2 3 %0 ) g 2 3 g2 B
@ (5 _] ﬁi},Favontes' Go v %HB]H
| | gt I | K R s | T ] u_
Add Record| Save File o P lat | Monthhy Populate
Create | ally opufate > . | EXPOI'"" <AL
1 DS20g7 | _Sort-Hame | sertuci | Table Popula‘te| View Week | View Day ‘ Show all Days
ZUCI Last First Authorization | Service Sub Service
3 [Murmber Marme Marme Mumber Code Code Pelthi ™ v ‘ﬁ £
D — — - - —
5 1234567 TEST TESS 12345675 55 D1:2 Jul-10
E_"I 234567 TEST TESS f2345675 55 D1:2 Jul-10
?_"I 234567 TEST TESS M2345675 55 D1:2 Jul-1a _|
8_'1 234567 TEST TESS f2345675 55 D1:2 Jul-12
9_'1 234567 TEST TESS f2345678 55 D1:2 Jul-10
E"I 234567 TEST TESS f2345678 55 16H:1 Jul-10
11
12

32



5w Working With The Invoice:
n Unit Rate

If you are reporting attendance for authorizations that have a unit
rate, you may use the unit rate amount in the yellow field at the

top of the spreadsheet.

The unit rate amount is located at the top of the spreadsheet. It is
highlighted in yellow. Please do not change the unit rate amount.
In case of an incorrect rate, please contact the Regional Center.

This will create the amount in the “Total Dollars” column. (Scroll

to the far right to view the “Total Dollars Column™

AQ S A5
- &

27.00
Tota

12818.19
Total
Dollars

Totalupd
EnteiA
Button
Record
Count

59.07 | (Input Unit Cost only if single rate) Unif
Uri 21

G Mond Tue§ Wed6 Thui 3

1 1 1 1 1 )
3
)
31

Unit Rate Amount-
Do not change this
rate.

1.831.17
1831.17
1.831.17
1,831.17
1.831.17
1.831.17
1.831.17

Total Dollars
Column- Do not
enter anything
here. This field
self-calculates.

33



5w Working With The Invoice:
| 8 Adding Clients (Records)

If you are given permission by the Regional Center to add a client to your
invoice, you will need to click the “Add Record” button. A dialog box will
appear. Click “OK™.

l’:‘l_] File Edit View Insert Format  Tools  Data Window  Help

AR DERE I TN A AR R AL R R e YR T ) LG n0 -|BZU
o Tt ot R I R | e et 1 B
@ () 4 | {5y &3 Favorites | Go~ | 5 E HIEE| E
R7 - B
E | F | G | H | | | J | K R | 5 | T | U
| Add Record save File Daily Populate Monthhy Populate

Create | ‘ | | Export XML
1 bs20g7 | 2orttiewe | 5"“"—'C'| Table Populate| View Week| View Day ‘Slmwa]lDays
ZUCI Last First Authorization  Service Sub Senvice
3 [Mumber Mame Mame Mumber Cade Cade Mth Y v ﬂ :
4 1234567 TEST TESS 12345675 25 01:2 Jul-10
E_'1 234567 TEST TESS 2345678 85 01:2 Jul-10
F_'ﬂ 234567 TEST TESS 2345678 55 01:2 Jul-12 _l
B_ﬁ 234567 TEST TESS 12345678 25 01:2 Jul-13
9_'1 234567 TEST TESS 2345678 85 01:2 Jul-10
E'ﬂ 234567 TEST TESS 2345678 55 16H:1 Jul-10
11
12




n

Do not skip any lines in the form when adding records.

All the information can be copied from the line above the added record,
BUT you will need to change the UCI number, the client name, and the

authorization number. You also may need to change the sub code.

Make sure there is a “D” in column “A”.

Information must be filled in from the Line Type (Column A) “D” to the
Service Month/Year.

After entering the record, click the “Enter Attendance Button™
Now you can update the attendance information for the new record.

Working With The Invoice:
Adding Clients (Records)

It is important to add all details for the record.

| J— & 2= T SV ) P | Week | 77| Days U
|Line Regional Attendance Vendor  LUCI Last First Authorization  Service Sub Service P
Type Center#  OnlyFlag  MNumber  MNumber  Mame MName Mumber Code  Code  MthiYr I
1D 258 AL 2o 1A3dDbT TES] [ LI NEleieiolo ot g 082008
0 269 AB1234 2345678 HELP HELEM 09000006 510 Uordeas
1D 269 AB1234 3456789 WORKER WWERCHY 09000005 510 082008
" 369 AB1234 4567891 DOE JAME 09000004 510 (220
O o =Rk Yi| SRTRATT DOE JCOIH (L Twimfatate™ T 082008
:D 369 AB1234 6739123 SMITH SIS AN 02000002 510 082008
D 369 AB1234 7891234 SMITH SAM 02000001 510 082008

35



Working With The Invoice

n

VERY IMPORTANT!

If you use the “Monthly” or “Daily” populate button, you

must check the attendance for accuracy. You will need to

adjust the attendance information if a consumer misses a

day or uses less units of service than were automatically
entered.

It is your responsibility to review the attendance
Information for accuracy.

36



Working With The Invoice:
Creating the DS2087

You are ready to create the DS2087.

The DS2087 certifies that you have provided
the services to the consumers listed on the
electronic invoice.

Click the Create DS2087 Button.
The DS2087 has now been created.
It is a bright blue form.

E
Create |.
DS2087 .

I3 Last

CERTIFICATION STATEMENT FOR ELECTRONIC ATTENDANCE - MONTHLY
DS 2087 {03/2005){Electronic Yersion)

As a provider of services (herin referred to as the Provider), the Provider hereby
certifies that the consumer(s) listed on an Electranic Attendance form were provided
senices for the stated period, and that no additional charges were made to any other
parties (with the exception of other regional centers ar for the Department of

Rehabilitation on a D51964). These claims are submitted under penalty of perjury in 37



%« Working With The DS2087

e There are three buttons on the right hand

side of the DS2087

This button saves your file
and will move you back to the
data sheet.

This button removes the blue
shading and allows you to print
the DS2087

This button will move you back
to the data sheet and remove
the “full screen” viewing
mode.

Save file to
submit

Print Form for
records

View
Attendance
(Data Sheet)

38



e Scroll to the bottom of the DS2087.

e Fill out the appropriate fields and save
your changes.

|Ven|:||:|r Nurmber | 1 Month and Year of Service (MM}

IRC# 369

nit
Iﬁl‘«mnunt
|Da1 Fil l d
4232009
Authorized Fersonne Title Date

“Yendor Mame Fhone Murmber




-'.-"."-@Working With The DS2087

You can move back and forth between the data
sheet and the DS2087 by clicking on the
appropriate tab located at the bottom of the
Invoice.

1 =T

fis
E=2

M 4 » M\DS2087 { Data /

40



5J  WORK ON THIS SLIDE

e Now you are ready to e-mail your file back to the
Regional Center.

= To attach the Invoice to the e-mall select Insert - File
from the top menu bar. You can also click on the
paperclip icon.

Insett | Format Tools  Tac's indow

Picture

File. ..

: q‘h | ﬂ GEtll:lnl | H |
I_
—

L4

Either option will attach the

invoice to your e-mail.

41



\\\_} \\E\

E-mailing Your File

e Select the invoice you would like to send to the
Regional Center. Click “insert”.

e The file should now be attached to your e-mail.

¥ @ 3_n|ﬁ><|_'_|5._=5-5|'T00I_5v

Inserk
Files of bype: |,q|| Files (*,*)

42



A system

Uploading Completed
Invoices to eBilling

If you choose to upload your TAI spreadsheet or DS1964 to the eBilling
website (instead of e-mailing it to your Regional Center) then you will
need to first convert it to a .XML document.

. Fill out the invoice as your normally would.

. Click the EXPORT XML button. Export XML

. Save your changes.

. The XML file will be in the same folder as your original file. It will contain
the same name, but be a . XML document.

The top file is the original Excel TALI.
The bottom file is the . XML file thatis | Epapass 7-2010 55,4 747... Microsoft Excel

re:gg_tf be posted to the eBilling | PEO453 7-2010 55, xmi 62 KB %ML Document
W ine.




Uploading Completed
Invoices to eBilling

. Log on to the eBilling web site.

. Select the appropriate SPN.

. Click the Invoice tab.
imese e 4 Click the Invoice XML Upload sub tab.
selec . Click the SELECT button.

. Choose the file from your computer that you would like to
upload. Click OPEN.

. Click the UPLOAD bhutton.

. The file should be uploaded. If the incorrect file is uploaded,
just use the DELETE button and start over.




The End

Please contact the Regional
Center with any further
guestions.
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