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	Purpose
	The Vendor Electronic Invoice / Billing Process allows Vendors/Sub-providers to submit Invoices electronically, utilizing a predetermined file layout that can then be uploaded into SIMS by each individual Agency.  By utilizing this process, the volume of manual data entry is significantly reduced. 


Overview
This document has been updated in support of the revision 1.5.1 release of the EVI utility.  For ease of use, the updates to the document remain highlighted throughout.  The purpose of this is to key the user into the new features, specifically regarding the use of Sites in EVI.
The Executive Office of Elder Affairs has determined that the Electronic Vendor Invoicing process outlined within this document will be the statewide standard and all Agencies shall utilize it with any Vendor selecting to invoice electronically.  Please refer to PI EOEA-PI-07-02 for specific details.
1. Through an Access program that leverages the Crystal Report Wrapper Report, Agencies can create EXCEL spreadsheets containing Client service data for the prior Service Month on, or immediately following, the month-end close.  Utilizing these pre-populated files is highly recommended as they contain all Service Plans that should have Deliveries received by Clients.   

For Vendors who work with multiple Agencies, the expectation is that either all Agencies will supply the spreadsheets or all Agencies will not.   Vendors will not be expected to interact with Agencies differently as it promotes inefficient work practices.

The spreadsheets also contain the proper spelling and layout for the file the vendor must return to the Agency in an EXCEL format for successful importing into SAMS.

2. Vendors and Sites who elect to invoice electronically must utilize the data provided on the spreadsheets provided by Agencies or create a spreadsheet based on the authorized Service Plans utilizing the same criteria.
· The file should consist of consumers that have been authorized for service.  The Consumer must have a service plan in place in order for step 4 below to occur successfully.
· If an Agency provides the pre-populated spreadsheet of the (10) required EXCEL spreadsheet fields, the Vendors are requested to provide information for (2):  Services Dates and Units Delivered.  
· Each Service Date would have its own unique row (i.e. if the Service listed was provided multiple times in a billing period, additional rows would be added to the spreadsheet for each unique date.   Service Dates must be the actual date of Service Delivery.  The dates cannot be summarized.
· However, a Service should never appear on separate lines for a Client for the same day.  For a Client who received the same service multiple times on the same day, the units should be combined.   This process must be followed even if the Vendor did not utilize the same resource for each unit (ex. Different employees provided Personal Care for a Client multiple times on one day.)
· The file is requested in an Excel format 1) as Excel is a more commonly known application and 2) data can be easily reviewed prior to converting to the required SAMS XML format. 
3. Next, an XML file is created through an Access application with imbedded VB routines.  It moves the spreadsheet data into the required XML format (see below).  Proper formatting of the Excel and XML files, and the data within these files, is essential to the successful import of data.  A printable report will detail any issues associated with the EXCEL to XML conversion of data.
4. The resulting XML file is then imported into SAMS using the Import/Export Utility (SAMS IE).  This utility is available through the Virtual Gateway (VG) to Users having requested the appropriate access rights.  (Rights can be obtained through the VG access User request Form (USR) form.)  The utility takes the formatted XML file, converts it into SAMS compatible data and loads the data into SAMS as Service Deliveries allowing the subsequent Invoicing activities to occur.  
The SAMS utility will also produce a report outlining a summary of the import, including the failed entries for that file posting.  

5. After the XML upload, Agency Staff utilizes the failed posting report, comparing it with the original Vendor or Site spreadsheet submission and internal Agency data, and then corrects the entries that did not post.   
6. It is important to audit the data imported into SAMS.  Comparing spreadsheet information with SAMS service delivery reports will be a good method of auditing the service deliver data that exists in SAMS.  These reports will show what is in the consumer record and what services will potentially be invoiced.  You can also verify by viewing random Client records prior to invoicing.  This QA check ensures that the invoicing process will be accurate.  
7. The posted data is then utilized to create Agency, Third Party, and Consumer Invoices.  

Electronic Billing Format from Vendors (Excel File Requirements)

Field Order
Field Name
Type
Format/Field

Purpose / Comment
1
Consumer
Character
SAMS Client ID

Unique Client ID
2
ConsumerName
Character
Last, First

Research Purposes only

3
CareProgram
Character
SAMS Admin

Exact Match1
4
ServiceDate
Date
MM-DD-YYYYa

Multiple entries if needed
5
ServiceName
Character
SAMS Admin

Exact Match1
6
SubService
Character
SAMS Admin

Exact Match1 ,2
7
Provider
Character
SIMS Field

Exact Match1; 3
8
Units
Numeric
XXX.XX

Units Delivered
9
UnitPrice
Numeric
$$$.$$

Unit Price

10
Agency
Character
SAMS Admin

Exact Match1
a – Updated 3/27/07

Notes:  Your Agency contact can assist you with the requirements below.

1. Please refer to the SAMS Admin Structure to obtain the EXACT naming conventions for these fields.

There is a report, currently in development that will provide the most current Admin structure in a User friendly format.

2. The SubService field should only be populated when a “true” sub-service relates to the service.  These situations will be pre-populated on the spreadsheets created for the Vendor at month-end.  (Updated:  3/27/07)
3. The Provider name must match exactly to the way each Agency has entered the Provider for the corresponding Service being invoiced, taking into account what name was utilized on the Service Order.  The synchronization of provider names should not be a problem after the provider merge.  Each agency will share a common provider record with the same name as the remaining agencies in the SAMS database. 
4. Site File naming conventions – With the ability to manage site level data the file naming conventions have changed.  The data formats have not changes as the impact to the Vendors has been considered.  However, the naming convention has changed to accommodate the file management to and from sites.  See details below in the out vendor file.

If any of the above fields do not match, the entry will fail, potentially delaying payment.

See samples to provide the proper layout of the file(s) - EVI Sample of From Vendor File.pdf  &  EVI Sample of To Vendor File.pdf.
Sample XML Layout (data format)
Newly added Site parameter.

- <ServiceDelivery ID="ID13545">
- <SERVICE_REF>
  <ObjectDescriptor RefDescriptor="Homemaker" /> 

  </SERVICE_REF>
- <AGENCY_REF>
  <ObjectDescriptor RefDescriptor="Springwell, Inc." /> 

  </AGENCY_REF>
- <PROVIDER_REF>
  <ObjectDescriptor RefDescriptor="Abp Home Care" /> 

  </PROVIDER_REF>
- <SITE_REF>
  <ObjectDescriptor RefDescriptor="Newton" /> 

  </SITE_REF>
- <CONSUMER_REF>
  <ObjectDescriptor RefDescriptor="1320565432" /> 

  </CONSUMER_REF>
- <CARE_HISTORY_REF>
  <ObjectDescriptor RefDescriptor="NAPIS - Title III" /> 

  </CARE_HISTORY_REF>
  <UNITS>4</UNITS> 

  <UNIT_PRICE>4.97</UNIT_PRICE> 

  <CLIENT_COUNT>1</CLIENT_COUNT> 

  <SERVICE_MONTH>03</SERVICE_MONTH> 

  <SERVICE_YEAR>2008</SERVICE_YEAR> 

  <COMMENTS>EB Posting</COMMENTS> 

- <DeliveryDetail ID="ID158623">
  <UNITS>4</UNITS> 

  <SERVICE_DATE>2008-03-01</SERVICE_DATE> 

  </DeliveryDetail>
  </ServiceDelivery>
Copyright: Synergy – now Harmon Information Systems.  All Rights Reserved.
The Access Program provided to Agencies creates a similar layout to the above through the conversion of EXCEL files into an XML format and is compatible with the above.

Agency Process

Application:  EVI - V1.5.1
System Requirements:  EXCEL 2003; MS Access 2003

Program Description:

The software will create outgoing EXCEL files for Vendors/Sites and subsequently, upon return, convert incoming EXCEL files from Vendors to the Synergy Service Delivery XML format required for importing data through the SAMS IE Utility accessible through the Virtual Gateway (VG). 

If the naming convention of a Service Program in SAMS changes, the EVI Application will be updated accordingly and a new release distributed.
Electronic Invoicing Program Set-up:

1. Create a folder C:\SAMSDATA
2. Copy EVI 1.5.1 working.mdb software to the folder C:\SAMSDATA.
3. Create the following subfolders:

· C:\SAMSDATA\InEVI

· C:\SAMSDATA\OutEVI

· C:\SAMSDATA\xls

· C:\SAMSDATA\xml

4. Utilizing the Crystal Report Wrapper Report create a file that will be named s2kclientexport. (see pp. 8 – 12)
5. Save the file to: C:\SAMSDATA\xls\s2kclientexport.xls
6. Open EVI - V1.5.1 software
· select your Agency (that will remain the default) by selecting Executive Office of Elder Affairs (from the drop down) and doubling-clicking EOEA to display all Agencies. 
· Then, click <<Update Vendor’s List>> for your Agencies specific listing.  This process links the s2kclientexport SIMS data to the EVI Application.

i. Notice the Vendor list is now updated to include Sites.  Those consumers with Service Plans for Services from a vendor with sites will indicate the site name by the following naming convention:  vendorname --- sitename as seen below.
ii. This must be run immediately in order to update the list to get site information.
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7. If you have not properly saved the s2kclientexport.xls file, the following message will appear:
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NOTE:  The s2kclientexport.xls file should be updated prior to the sending of Vendor spreadsheets and the loading of returned Vendor spreadsheets on a monthly basis to ensure the most current SIMS data is contained within the EVI Application.  This process will reduce the number of 1) Vendor issues and 2) The number of failures when importing the .XML files through the SAMS IE.
Crystal Report Wrapper Integration: 

A solution, known as the Crystal Wrapper Report, has been implemented to provide the Agency users the ability to access and download data specific to their organization.  This report is integral in the utilization of the Electronic Vendor Invoicing functionality. 

The following steps must be followed even if the spreadsheet export functionality will not be utilized.  Information from the Crystal Wrapper report from SIMS provides the EVI Application with the Agency specific Vendor and Client details.
The Crystal Wrapper Report has been deployed to the SIMS system and can be found within the Consumer Reports section - .
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As and agency user you have the ability to save report definitions that can be used over and over.  These report definitions will have the specified parameters that you choose in the report definition.  It can be saved with a name such as “SPR – Agnecy EVI report” to allow for easy access to the spreadsheet information in future.

Enhancement 8/4/07; clarified 8/7/07:  Please leave the Default Agency blank.  The report is automatically filtered behind the scenes using the Organizational security in the system to limit the report output to only those consumers that have a service plan from your agency.  This eliminates consumers from showing up that do not have a service plan from your agency.  
Alternate filtering options may be applied to reduce the number of entries in this report.  As an example you could filter this report by Enrollment status of Active and get only consumers who are currently eligible for services to show up on the report.  
After selecting any filtering criteria, and previewing the report, the results should be exported via the Export menu option.  This can be achieved by selecting the envelope icon below as indicated by the red arrow.
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Note:  The enhancement to this report on 4/9/08 has added the Site_Description column.  This means that any consumer with a provider/site combination in their service plan will have the site_description field filled in with the appropriate site name. 
Select the export option MS Excel (Data Only)
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To save the file, change the drive to the (V:)\ drive.  This location is your local C:\ hard drive when accessing SIMS.  Save the file to: V:\SAMSDATA\xls\s2kclientexport.xls.  The file will be located on your local machine in the C:\SAMSDATA\xls folder.
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8. The screen below shows the Export progress.


[image: image9.emf] 


Note:  The record counts do not match, even when the download is complete.  Simply allow the export to close itself and disregard the difference in numbers.  The discrepancy is due to the manner in which the Crystal Report utility counts the record, and not the actual number of entries in the report.  You can see this information by simply opening the spreadsheet..
After successfully saving the file, it can be opened locally, outside of SIMS using Excel.
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EVI Main Menu (Default / Generic)

The version you are currently utilizing is referenced in the blue bar on top of the application menu.  A process will be implemented to allow you to verify you are always utilizing the most current version.
Refresh the Agency List with SAMS ADMIN.   
For the EVI 1.5 update you will be able to use the existing Agency Names spreadsheet.  There have been no changes to the agency names for this release.
This would need to occur only when the name of an agency occurs.  EOEA communication is important for any name changes.  Sample: Change “Executive Office of Elder Affairs” TO “Executive Office of Elder Affairs – EOEA”.   The \Agency Names.xls file has “Executive Office of Elder Affairs – EOEA”.

1. Place the Agency Names.xls File in the C:\SAMSDATA\  folder.

2. Double Click <<Agency Name>> button:
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3. Press <<OK>> to finish the update process:
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4. Select your Agency name from the list:
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5. Review the updated Agency Name:
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Creating an EVI spreadsheet for a Vendor:

By utilizing this functionality, a pre-populated spreadsheet is produced that contains all the required fields, in the proper format, for a Vendor.  The process can be run at any time, but would typically be utilized at month-end to supply a Vendor with a summary of anticipated billing information.  
Note:  Even with Site capabilities, the format of the vendor file has not changed, only the naming convention of the file has changed.
1. Open EVI - V1.5.1.mde software.

2. Confirm a current file C:\SAMSDATA\xls\s2kclientexport.xls exists.
When EVI - V1.5.1.mde is opened, the Main Menu will appear.
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Enhancement added 6/30/07 – Ability to generate multiple Vendor/Site spreadsheets at one time.
1. Press down the <<CTRL>> button and select desired providers from the “Select Provider”:
2. Enter the service month/year in the mm/yyyy format in the Service Period date picker. 

Enhancement added 4/09/08 – The addition of the date picker has been added to prevent the requirement of adding the service month and year multiple times when multiple vendors/sites are selected for invoicing.  
[image: image16.png]VI - V1.5
PFle Bk Wew Iwet Fomk Recrds Iods Window Hep

Tahoma -/B I U

HEAN= A=A A ) I

[fiopen B Desion tiew Version# 1.5

Obects | [ ame
& costotatloinod
8] crestotatloby
F] cestotatloby

Queres Springwell, Inc.

Forms

<[] Agency Names
Reports O EviParameter EVI To Vendor Service Period | DOVEONE EVI From Vendor

Pages || 9] Fromvendor

<[] sakelentesgort Select vendor

Macros

Modhes
Al Care Medical Supply Import Data

Gas Americate At Home
GCreate XML
Consumer Directed Care Service Report

Cooperative Elder - Arlington

P - coc Billing Report
Ethos @ 9020

Update Vendor's List
Invoice For Vendor

Form View




3. Select Invoice for Vendor to generate the invoices.  

Note that there is a change to the file naming convention in the 1.5.1 release of this application.  The file will no longer be restricted by a filename character length of 25.  

Wait until the process completed & Press <<OK>> on the confirmation message.
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4. Check you folder “C:\SAMSDATA\OutEVI”:  This is the location where your outgoing EVI spreadsheets were created.
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Note the Archive Folder – you can store previously submitted vendor files there to maintain a history of data sent out.
5. The file name is name of the provider as matching the SAMS Administrator.  
a. Note that a vendor with a site will be named with the provider name and site.  This is the indication that the file is site specific and can be sent to the sites directly.  In the above screenshot you can see the example:  Abp HomeCare --- Newton.

6. The spreadsheet will automatically format the columns to fit the data within for ease of utilization.
7. The data contained within the spreadsheet is Service Plan information about your consumers that are served for that provider organization.  The actual data output is as seen below.

	Consumer
	ConsumerName
	CareProgram
	ServiceDate
	Service
	SubService
	Provider
	Units
	UnitPrice
	Agency


This has not changed with the addition of the Site field.
8. This file may then be sent to the Vendor or Site for the updating of Service Delivery Information. 
Note:  HIPAA considerations must be followed when sending sensitive Client data via Electronic Mail (aka: Email).

Prepare an XML File for SAMS:

The following steps should be utilized for files that were exported, sent to Vendors and returned.

Once the Vendor returns the completed file:

1. Review and edit the spreadsheet.  The spreadsheet contents should match the file specifications defined in section titled Electronic Billing Format from Vendors (Excel File Requirements) – Page 4.

2. Copy the Vendor file to the Folder C:\SAMSDATA\InEVI.

3. Rename the file to C:\SAMSDATA\InEVI\FromVendor.xls

Note:  All files must be renamed to this convention before creating the XML.  It is therefore recommended that:

a. The original file is saved to an Agency Network location for reference and audit purposes as well as proper back-up as local C:\\ drives may not be not backed-up.

b. A “working” folder is established within C:\\SAMSDATA for the copying and potential manipulating of the file.  (For example:  If the file is password protected, the password must be removed prior to attempting to run it through the EVI process.  The EVI Application cannot process a password protected file.)

To convert the EXCEL file to XML to be able to import into SAMS:

1. Select the Vendor the file is associated with on the Main Menu on the left pane.  
a. The selection of the Vendor in the list will allow for site specific data to be imported.  

b. When you select the vendor “Abp HomeCare --- Newton” this will append the imported record with the specific site information.

c. A consumer with a service plan indicating a site must have a site in the delivery for the delivery to import correctly, so this action is required.

2. Select the option file “FromVendor “from the top right pane. 
3. Select <<Import Data>> to begin converting the Vendor File. 
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Note:  Although you have renamed the file to the generic FromVendor.xls name, the EVI Application will capture the Vendor from the data contained within the spreadsheet.  This includes the site information as noted above.
4. Click <<YES>> if the information is correct.  If it is incorrect, return to Step 1 and/or contact SIMS Support.
5. If you have not properly renamed or saved a fromvendor.xls file, the following message will appear:
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6. The next screen will show deliveries summarized by month.  

7. Select the current month you are processing.  Any older data will be stripped off the file and can be printed for reference to do manual entry as described below.  
8. Click on the rows of any months that are not related to current processing and print the records (Review Data; file; print) to get the details of the old records.  Or, you may screen print the Window to use that information for data entry.
Prior month (late billing) cannot be loaded through the EVI process as “appended” items.  The SAMS IE Utility will overwrite all entries for the prior month, not append them.  
It is critical the items from the Bill and/or Service Report submitted by a Vendor for a prior month are entered into SAMS using the Service Delivery Confirmation Wizard, Rosters, or directly into the SAMS Consumer Service Delivery record.  SAMS IE does not support partial month updates.  Keep in mind that, if the entries are not posted, deliveries will not be posted and Vendors will not be paid for the services (if payment is applicable).

9. Select the month you are processing as ## (ex. 02 for February) and click <<OK>>.
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10. A confirmation screen will then appear.
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11. You can elect to print the older month’s records from this screen or utilize the Billing and Service Reports (Review Data; file; print) or as outlined below (Steps 13-18).
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12. Select <<Review Data>> to review the file (the file contains what will be sent to the XML file, less any errors). If an item is identified as having an error, correct the data, and re-run steps to import data.
* Note that the Application has code to remove any sub-service that is inappropriate.  So, if in the initial review of the From Vendor file erroneous sub-services were overlooked, the EVI Application will remove them.

The review screens looks like the sample below:
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13. Ensure the number of records on the review screen matches the corresponding month from Step 7.  (See the bottom portion of the screen for a total and navigation arrows to scroll through the data checking for errors.)
14. Check the column: “ERROR” for the check mark.   Correct/delete the record with the check mark: on the FromVendor.xls spreadsheet and re-run steps to import data.
15. Use <<Print Report>> to print the Review File. This will show clients missing crucial data elements that will not import into SAMS, or that will cause the XML import to fail. Error records will have to be entered into SAMS manually.

16. Print and/or Close the Review pane when finished.
17. Billing Report:  This report provides the data that will be converted into the .XML file from the Vendor for importing into SIMS.
18. Reviewing and/or Printing the Billing Report – Click <<Yes>> to Review the Report or <<NO>> to Print the Report.
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A sample of the resulting Report is shown below.
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19. Service Report:  This report provides the data that will be converted into the .XML file from the Vendor for importing into SIMS.
20. Reviewing and/or Printing the Service Report – Click <<Yes>> to Review the Report or <<NO>> to Print the Report.
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A sample of the resulting Report is shown below.
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Creating the SAMS IE XML File

1. Press <<Create XML>> to save Vendor Invoice file in the .XML format. 
2. The following screen will appear:
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Click <<Yes>>

3. Then, the following screen will appear; again, click <<Yes>>.
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4.  The file output.xml will automatically save into the folder C:\SAMSDATA\xml\output.xml.

5.  The file C:\SAMSDATA\xml\output.xml is ready to be imported into SAMS.
a. This file contains the newly added site information.  For schema details see page 7.

Importing the XML File into SAMS:

1. Log into the SAMS IE Utility through the Virtual Gateway.
2. Click Import (you may need to click the SAMS and/or the SAMS Import main page first).
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3. Add the file output.xml (from above) by navigating to your V:\\ drive and changing the file types drop down to XML files.  (Changing the file types first is recommended.)
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4. Click Options.  The following screen appears:
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5. Select the Options you desire and click <<OK>>.  The standard options are shown below.
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NOTE:  
>>The “Replace existing records even if they are newer” option is ONLY to be utilized if an ENTIRE month is being re-imported.  It should never be utilized to “add” additional items to a month.
>>“Create provider data using the XML stream” should not be set to Yes.

>>The new “Consumer Merging Options” do not apply to the EVI process, as consumer data is not imported with the EVI process. No changes to the default settings are needed for this section.
6. Click <<Import>> and the following progress screen will appear:
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Click <<Yes>>

You will receive the following message.
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Click <<Yes>>

7. Once the file is imported, Click the View Import Log button shown on the top left above.  The following screen will appear detailing the history of all imports.
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8. After highlighting the import you wish to see results for click <<View Import Log>>.  A Summary Report will be displayed.  It outlines:

· New Entries

· AdminStructureModifier

· ServiceDelivery

· DeliveryDetail

· Updates

· To Do

· Failed Entries (by category)

Samples of the Report are shown below.
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New Entries
ServiceDelivery

o Client: Elizabeth Estey, ID: 622071163; Agency: HESSCO Elder Services, Provider. § C A N Personal Services,
Service: Grocery Shopping & Delivery, Units: 4, Uit Price: 1.96, Service Month: 2; Service Year. 2007

o Client: Mary Webster, ID: 622241743, Agency. HESSCO Elder Services, Provider: S C A N Personal Services;
Service: Grocery Shopping & Delivery, Units: 4, Uit Price: 18.96, Service Month: 2; Service Year. 2007

o Client: Rose Vitaghiano, ID: 307205128, Agency: HESSCO Elder Services; Provider: S C A N Personal
Services, Service: Grocery Shopping & Delivery, Units: 2, Unit Price: 18.96, Service Month: 2, Service Year
2007

o Client: Virginia Toti, ID: 1007282591, Agency: HESSCO Elder Services; Provider: § C A N Personal Services;
Service: Grocery Shopping & Delivery, Units: 3, Uit Price: 18.96, Service Month: 2; Service Year. 2007

o Client: Barbara Lofchie, ID: 325222728, Agency. HESSCO Elder Services; Provider: § C A N Personal
Services, Service: Grocery Shopping & Delivery, Units: 4; Unit Price: 18.96, Service Month 2, Service Year

2007
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[image: image39.png].5 SAMS IE =158 %]

- =

Updates
To Do

Failed Entries
ServiceDelivery

o Client: Margaret Ennis, ID: 811190208, Agency: HESSCO Elder Services, Provider: S C A N Personal Services;
Service: Grocery Shopping & Delivery, Ui 5, Unit Price: 18.96, Service Month: 2, Service Year. 2007, Error:
‘This service delivery requires a service order. A service order matching this delivery could not be found.

o Client: Edith Carne, ID: 1010144071, Agency. HESSCO Elder Services; Provider: § C A N Personal Services;
Service: Grocery Shopping & Delivery, Unis: 3, Unit Price: 18.96, Service Month: 2, Service Year. 2007, Error.
‘This service reqires a service plan but the matching service order is not lisked to a service plan. The service order
must be linked to a service plan before deliveries can be made against it

o Client: Paul D'Espinosa, ID: 304296770, Agency. HESSCO Elder Services; Provider: § C A N Personal
Services, Service: Grocery Shopping & Delivery, Units: 5, Unit Price: 18.96, Service Month: 2, Service Year
2007, Error: The service delivery cannot exceed the maizum available it total (4.00) for the corresponding
service order item.

o Client: Tsrael Diamond, ID: 106221870; Agency: HESSCO Elder Services, Provider: S C A N Personal Services;
Service: Grocery Shopping & Delivery, Units: 4; Unit Price: 18.96, Service Month: 2, Service Year. 2007, Error:
‘This service delivery requires a service order. A service order matching this delivery could not be found
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The report may be printed as a whole document, or you can cut and paste into MS Word the portion of the Log you wish to save and print separately.

9. The Failed entries have not been loaded into SIMS.  Research needs to be done to correct the error(s) outlined in the description provided.  

Then, update the records manually directly in SIMS.

10. Once the import is complete and any failed records corrected and manually corrected the remaining steps to complete the Invoicing process for the Vendor and Consumer can be executed.
Vendor Process

(Note:  This section is available as a separate document to be provided to Vendors, along with the sample files, with the appropriate accompanying Agency communication.)
Vendors electing to utilize Electronic Invoicing with the Massachusetts Elder Care Agencies must comply with the following instructions.

Two options are available for submitting Electronic Invoicing information:

1. A pre-populated EXCEL spreadsheet may be requested monthly summarizing Client authorizations by Care Plan and Service. 
· The file will consist of consumers that have been authorized for service.  The Consumer must have a service order authorization on file with the Agency to be accepted.
· Of the (10) required EXCEL spreadsheet fields, information for (2) fields are requested:  Services Dates and Units Delivered.   The other (8) fields should not be modified.  The Vendor tool utilized by the Agencies to load information is extremely sensitive to the exact field names, punctuation, etc. 

· Each Service Date must have its own unique row (i.e. if the Service listed was provided multiple times in a billing period, additional rows would be added to the spreadsheet for each unique date). 

· Service Dates must be the actual date of Service Delivery.  

· The dates cannot be summarized (by week, month, etc.).

· However, a Service should never appear on separate lines for a Client for the same day.  For a Client who received the same service multiple times on the same day, the units should be combined.   This process must be followed even if the Vendor did not utilize the same resource for each unit (ex. Different employees provided Personal Care for a Client multiple times on one day.)
The file returned is requested in the same Excel format as received.
Particular fields are critical to be populated exactly as the information received on the Service Authorization.  Your Agency contact can assist you with specific details as necessary.

Note:  When utilizing the above method, if files are emailed, HIPPA considerations (i.e. Privacy of Data) must be taken into account by both parties.  Agencies will work with Vendors to determine the best method of fulfilling this requirement.

Below are the specific field requirements for the EXCEL spreadsheet.  

Electronic Billing Format from Vendors (Excel File Requirements)

Field Order
Field Name
Type
Format/Field

Purpose / Comment
1
Consumer
Character
SAMS Client ID

Unique Client ID
2
ConsumerName
Character
Last, First

Research Purposes only

3
CareProgram
Character
SAMS Admin

Exact Match1
4
ServiceDate
Date
MM-DD-YYYYa

Multiple entries if needed
5
ServiceName
Character
SAMS Admin

Exact Match1
6
SubService
Character
SAMS Admin

Exact Match1 ,2
7
Provider
Character
SIMS Field

Exact Match1; 3
8
Units
Numeric
XXX.XX

Units Delivered
9
UnitPrice
Numeric
$$$.$$

Unit Price

10
Agency
Character
SAMS Admin

Exact Match1
a – Updated 3/27/07

Notes:  Your Agency contact can assist you with the requirements below.

5. Please refer to the SAMS Admin Structure to obtain the EXACT naming conventions for these fields.

There is a report, currently in development that will provide the most current Admin structure in a User friendly format.

One exception to the Admin structure rule is for ECOP/Non-Waiver, which is abbreviated.  The following should be utilized:  ECOP / Non-Waiver. 
6. The SubService field should only be populated when a “true” sub-service relates to the service.  These situations will be pre-populated on the spreadsheets created for the Vendor at month-end.  (Updated:  3/27/07)
7. The Provider name must match exactly to the way each Agency has entered the Provider for the corresponding Service being invoiced, taking into account what name was utilized on the Service Order.

If any of the above fields do not match, the entry will fail, potentially delaying payment.

Attached are samples to provide the proper layout of the file(s).
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