
Page 1 of 58 
 

  Palm Beach County 
 

2015 / 2016 

Vendor Portal 
Community Services Department 
The Vendor Portal is an Internet Application that is used by 
Community Services and all of their prescription Vendors to 
manage client services. 
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Vendor Portal for Community Services 

Vendor Portal Application Overview: 
The Vendor Portal application is designed to provide the Vendors with an 
application for printing client In Home Service work Time Sheets and Product 
Delivery Product Sheets for the active prescriptions provide by Community 
Services.  This application will allow the Vendors to enter the service and 
product tracking data, upload the filled in Time Sheet for verification and 
generate invoices for their services.  The application will allow the Vendors to 
request an override for services delivered in a manor other than that 
prescribed by the prescription.  It will not allow the Vendors to provide more 
than the total units prescribed in the frequency of the prescribed number of 
units.  The application will allow the Vendors to upload their units in the 
previously used method by Community Services in their screens prior to the 
invoice generation.  The application will provide Community Services' Staff 
with an interface to review the submitted invoices along with the backup 
documentation and accept or reject the individual client Time Sheets.  Any 
Time Sheet rejection will cause the entire invoice to be rejected.  The Vendors 
will have a screen to review the rejected invoices and correct and resubmit.  
They will also be able to hold a rejected Time Sheet to invoice at a later date.  
The system will provide various reporting as needed and requested by the 
Vendors and/or Community Services. 
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External Vendors Login 
External Vendors will access the Vendor Portal from the following secure website 
link on the Internet: 

 https://secure.co.palm-beach.fl.us/CommSvcLogin/Main/MLogin.aspx 

 

Login Details 

If you previously have accessed a Community Services application such as the 
HIPAA application; you already have login details to access the Community 
Services Portal.  If you have not accessed other Community Services 
applications, you will be sent login details via your email. 

     User ID: Email Address 
Password: first 
 

CS Portal Landing Page 
Once the user’s credentials have been validated the user will see the 
Community Services Landing Page that will display buttons for all of the 
applications that they have been granted security access to use. 
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 Click on the Vendor Portal button 

Welcome Screen 

The Vendor Portal Welcome screen will display.  The application menu is 
located in the upper left-hand corner of the screen. 

 

 Select “Print Time Sheet” from the Menu 

Vendors – Print Time Sheet 
The Print Time Sheet screen will list all of the Active Prescriptions for the logged 
in user’s vendor.  This screen has filters that allow the users to see a select 
group based on the filter selected. 
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Requirements 
1. System will not allow a user to see another Vendor’s Client Prescriptions 
2. System will display all Active Clients Prescriptions based on the Signed In User’s Vendor 
3. System will provide the following filters: 

a. Client # 
b. Client Name 
c. Start Date 
d. Prescription 
e. Service 

4. System will provide the ability to Print/Export Client Prescription Grid data to an Excel 
Spreadsheet 

5. System will identify the three types of prescriptions; S = Service, M = Meal and P = 
Product 

a. Services “S” are performed by a worker in a client’s home as tasks 
b. Meals “M” are either frozen delivered in bulk to the client weekly, bi-weekly, 

monthly or hot delivered daily 
c. Products “P” are multiple prescriptions for products that are delivered to the client 

monthly 
6. System will provide the ability to select one or more Client Prescriptions to Print 

7. System will assign a unique Time Sheet # to all printed Time Sheets and keep track of 
any data that may have been entered and saved via Time Entry 

Rules 
1. System will display the End Date of the last printed Time Sheet 
2. System will display Client (Rx) Latest On-Hold Date for a prescription 
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3. System will display Client (Rx) Latest Resume Date of an On-Hold prescription 
4. System will control Time Sheet print gaps automatically 

a. User selects client (Rx); system checks for Rx on Hold 
5. System will automatically handle Contract Splits by printing two separate Time Sheets; 

“End of Contract” will print the days from the start of the service period till the end of the 
Contract Period and “Start of New Contract” will print the days from the start of New 
Contract Period till the end of the service period.  Each Time Sheet will have a unique 
Time Sheet # 

6. System will automatically handle Grant Splits by printing two separate Time Sheets; 
“End of Grant” will print the days from the start of the service period till the end of the 
Grant Period and “Start of New Grant” will print the days from the start of New Grant 
Period till the end of the service period.  Each Time Sheet will have a unique Time Sheet 
# 

7. System will automatically check the print service period for an already Printed Time 
Sheet or an already Invoiced Time Sheet and recall that Time Sheet with any data that 
may have been entered previously for that period 

8. System will group all Product Prescriptions for the Program/Service on one Product 
Delivery Sheet for each client 

9. System will determine which Time Sheet to print based on the Type 
a. Type “S” = Service – Two Week; Time In, Time Out 
b. Type “P” = Product – Line for each prescription for the client 

c. Type “M” = Meal – Product; Frequency determines the number of lines 

 

Type = Service “S” 
Service Time Sheets are noted as a Type of “S”.  Service Time Sheets will 
generally have a list of Tasks that are to be performed by the client’s case 
worker as defined by the client’s prescription.  These Tasks will be printed on 
the bottom of the Time Sheet with a two-week grid that gives the case worker 
a place to check what day the service was provided to the client.  This time 
sheet will have two sets of time in and time out that will be filled in by the case 
worker when they arrive and leave a client’s home.  There is also a place for 
the client to sign acknowledging that the case worker was there on that day.  
This completed Time Sheet will become the uploaded backup documentation 
for the case worker to submit billing to Community Services. 
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Rules 
1. Provide a Start Date and End Date in two week intervals always starting on a Monday 

and ending on a Sunday 
a. If Vendor selects a start date other than a Monday, system will automatically 

correct the date selected to the previous Monday 

Print Time Sheet – Service 

A printed Service Time Sheet will have 14 days starting on a Monday with 2 
sets of Time In, Time Out and Customer (Client) Signature for each day.  The 
bottom of the Time Sheet will list the assigned Tasks for the client that will 
allow the caseworker to check each task on the day that the task is completed 
for the client. 
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2. Printed Service Time Sheets will show the following information: 
a. Vendor Code 
b. Provider/Worker – To be entered 
c. Time Sheet # - System Generated 
d. Prog/Service 
e. Service Period 
f. Client # 
g. Prescription # and Frequency 
h. Contract Period 
i. Client Name 
j. CMA # 
k. Grant Period 
l. FDU 
m. Contract and/or Grant Splits will be identified here in Red 

3. Printed Time Sheets will have the following information to be filled out as service is 
provided: 

a. Day and Date with two sets of Time In, Time Out and Client Signature 
b. Provider/Worker Signature line and Date 

c. All Tasks associated with the Prescription with a place to check off when each is 
provided for each day of the two-week period 
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Print Time Sheet – Product 

 

1. Printed Product Delivery Sheets will show the following information: 
a. Vendor Code 
b. Provider/Worker – To be entered 
c. Time Sheet # - System Generated 
d. Prog/Service 
e. Service Period 
f. Client # 
g. Prescription: See below 
h. Contract Period 
i. Client Name 
j. CMA # 
k. Grant Period 
l. FDU 
m. Contract and/or Grant Splits will be identified here in Red 

2. Printed Delivery Sheets will have the following information to be filled out as service is 
provided: 

n. Delivery Date and Total Units for each Product to be delivered 



Page 13 of 58 
 

o. Customer/Representative Signature line and Date 

Type = Meal “M” 

 

1. Provide a Start Date and End Date in two week intervals always starting on a Monday 
and ending on a Sunday 

a. If Vendor selects a start date other than a Monday, system will automatically 
correct the date selected to the previous Monday 
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Print Time Sheet – Meal 

 

2. Printed Meal Delivery Sheets will show the following information: 
p. Vendor Code 
q. Provider/Worker – To be entered 
r. Time Sheet # - System Generated 
s. Prog/Service 
t. Service Period 
u. Client # 
v. Prescription 
w. Contract Period 
x. Client Name 
y. CMA # 
z. Grant Period 
aa. FDU 
bb. Contract and/or Grant Splits will be identified here in Red 

3. Printed Delivery Sheets will have the following information to be filled out as service is 
provided: 

cc. Delivery Date and Total Units for each Meal to be delivered 
dd. Customer/Representative Signature line and Date 
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Vendors –Time Entry 
The Vendors Time Entry screen will be built from the Printed Time Sheets and 
will show the various stages of the status of the Time Sheets as they are being 
entered and prepared for invoicing. 

 

Requirements 
1. System will not allow a user to see another Vendor’s Client Time Sheets 
2. System will display all Printed Clients Time Sheets based on the Signed In User’s 

Vendor 
3. System will provide the following filters: 

a. Client # 
b. Client Name 
c. Time Sheet # 
d. Prescription 
e. Service 
f. Service Date Range 
g. Status 

4. System will provide the ability to Print/Export Client Prescription Grid data to Excel 
spreadsheet 

5. System will identify the data entry status of each Time Sheet as follows: 

a.  

b.  

c.  
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d.  

e.  
6. System will provide the ability to view any attached document for each Time Sheet 
7. System will provide the ability to view any attached comments for each Time Sheet 

Rules 
10. System will automatically compare the time entered to the prescription frequency and 

handled as specified below: 
a. Never allow the time entered to exceed the maximum total hours prescribed per 

week 
b. Allow the Vendor to Request an Override if days exceed the prescribed number 

of days 
i. Any Override will require a Comment 

c. A Time Sheet marked “As Needed” will only check for total hours per week 
maximum 

d. A Time Sheet with a prescription of Every Other Week will use all 14 days for a 
total maximum 

i. If days are exceeded when providing the service an Override must be 
requested 

11. System will check and restrict time entry for a client whose prescription has been placed 
on hold during the “On Hold Period” 

a. Days on hold should be disabled and not allow time to be entered 
12. System will retrieve each Time Sheet as it was printed; therefore, Contract Splits will 

restrict time entry for only the days valid for the previously printed Time Sheet for the 
split 

13. System will retrieve each Time Sheet as it was printed; therefore, Grant Splits will restrict 
time entry for only the days valid for the previously printed Time Sheet for the split 

14. System will not allow a Time Sheet/Delivery Sheet to be finalized until the following: 
a. Provider/Worker has be entered 
b. Verification Box has been checked 
c. Backup (Time Sheet) Attachment has been uploaded 

15. System will provide the ability to partial deliver a product 
a. When Product entry is partial, the system will allow the duplication of the product 

line for a later delivery date 
b. System will not allow the total number of products to exceed the prescribed 

number 
16. System will automatically populate data entry lines based on the frequency in the Meal 

Prescriptions and use the Product Delivery style 
a. 1 x 7 x wkly = “Hot Meals delivered daily” 

i. 14 data entry lines will be displayed for the two-week period 
b. 7 x 1 x wkly = “Cold Meals delivered once a week” 

i. 2 data entry lines will be displayed for the two-week period 
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Type = Service “S” 

 

Vendors will be entering the time from the printed time sheet that has been 
filled in by the case worker and signed by the client. 
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After entering the time sheet information, the printed time sheet must be 
uploaded to the Time Entry record as backup documentation. 

Attach Hard Copy of Time Sheet 
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Automated Verification Process 

 

Clicking the Done button will run a verification check to make sure 
requirements and rules are met. 
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Once the verification is acceptable the Finalize button will make the Time 
Entry record available to be invoiced. 
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The Time Entry is now ready to invoice. 

Type = Product “P” 

 

Vendors will be entering the time from the printed time sheet that has been 
filled in by the case worker and signed by the client. 



Page 23 of 58 
 

 

After entering the time sheet information, the printed time sheet must be 
uploaded to the Time Entry record as backup documentation. 

Attach Hard Copy of Time Sheet 
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Clicking the Done button will run a verification check to make sure 
requirements and rules are met. 

 

Once the verification is acceptable the Finalize button will make the Time 
Entry record available to be invoiced. 
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The Time Entry is now ready to invoice. 

Vendors – Upload Files 
Upload Files has been added to the Vendor Portal to accommodate the vendors 
who use other service tracking and billing systems for all of their clients.  This 
will help the Vendors to avoid double entry of the data after they have provided 
the services and help prepare them for the invoicing.  The client’s time sheet 
must be attached to the Time Entry for the clients in order to create the Invoice 
for payment reimbursements. 
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 Select “Upload Files” from the Vendors menu 
 Click the Attach button 

o Prior to this step; the Vendor will export the data from their existing system like 
they have always done in the past 

o This data file will be saved on their computer so that it can be located for upload 

Requirements 
1. System must have a matching Printed Time Sheet for the client data that is being 

uploaded 
2. System will locate the Printed Time Sheet and load the Time In and Time Out from the 

uploaded file 
3. System will load the uploaded file in txt format in a Grid 

a. The file Name will be a link to allow the user to view the uploaded data 
b. The file will have a Delete to allow the user to delete if incorrect 

4. System will overwrite the Time Entry of all matching Time Entry forms if there is already 
an entry existing for that time sheet 

5. System will identify this Time Entry with an Uploaded type as “U” in order to identify to 
the user that this Time Entry must be verified and the Signed Time Sheet must be 
attached prior to invoicing 

6. System will insert the data if the time sheet is available or else give an error message for 
the missing times sheets 

Rules 
1. System must find the matching Printed Time Sheet for the client data that is being 

uploaded 
a. As soon as one does  

2. System will not validate against the prescription during the upload 
 

Vendors – Generate Invoice 
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Requirements 
1. System will allow invoicing for all Time Sheets/Delivery Sheets that have been finalized 
2. System will allow the Vendors to select from the finalized Time Sheets/Delivery Sheets 
3. System will allow one or more Time Sheets/Delivery Sheets to be Invoiced at once 
4. System will provide the following filters: 

a. Client # 
b. Client Name 
c. Date Range 
d. Service 
e. Program 

5. System will provide the ability to Print/Export Client Time Sheet/Delivery Sheet Grid data 
to Excel spreadsheet 

6. System will generate a unique Invoice # for each invoice generated 

Rules 
1. System will automatically separate Service Time Sheets from Product Delivery Sheets 

on the Invoices 
2. System will automatically separate Program/Service on the invoices 
3. System will not allow a skip in service provided or product delivery unless the client 

prescription is “On Hold” for the entire period 
4. System will automatically separate Contract Splits on invoices 

5. System will automatically separate Grant Splits on invoices 
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Automated Error Check 
The system will automatically check for requirement and rule validation errors 
during the invoice process. 
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Print Service Invoice 
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Print Product Invoice 
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Vendors – Invoice Status 

 

Requirements 
1. System will not allow a user to see another Vendor’s Invoices 
2. System will display all Invoices based on the Signed In User’s Vendor 
3. System will provide the following filters: 

a. Invoice # 
b. Invoice Date 
c. Service 
d. Program 
e. Status 

4. System will provide the ability to Print/Export Client Prescription Grid data to Excel 
spreadsheet 

5. System will identify the data entry status of each Time Sheet as follows: 

a.  

b.  

c.  

d.  
6. System will show the invoice status in real time as they are being processed by DOSS 

7. System will provide the ability to Print/Export Client Time Sheet/Delivery Sheet Grid data 
to Excel spreadsheet 
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Rules 
1. Invoice Status will show all Rejected and Submitted Invoices 

a. Rejected Invoice will display first in Ascending Order by Process Date 
b. Submitted Invoices will display under all Rejected Invoices in Ascending Order by 

Process Date 

c. Approved Invoice will be displayed on a separate screen called “Vendor 
Approved Invoices” 

Time Sheet List 

 

1. System will provide the ability to view any attached document for each Time 
Sheet on each invoice 

2. System will provide the ability to view any attached comments for each Time 
Sheet on each invoice 

3. System will identify the data entry status of each Time Sheet as follows: 

a.  

b.  

c.  

d.  
4. System will provide the ability to Regenerate an Invoice excluding a rejected 

Time Sheet 
5. System will provide the ability to Print/Export Client Time Sheet/Delivery Sheet 

Grid data to Excel spreadsheet 
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Time Sheet Status 

 

Vendors – Approved Invoices 
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Vendors – Print/Export Grid to Excel 
The Vendors can see the status of their invoices and export and print to an excel spreadsheet. 

 

Vendors – Print Center 
The Vendors have the following Reports: 

 Timesheets 
 Invoices 
 Timesheets by Period 
 Gap Report 
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 Select a timesheet to review 
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Vendors – HDM Active Rx List 
The HDM Active Rx List screen will list all of the Active Prescriptions for the logged 
in user’s vendor.  This screen has filters that allow the users to see a select group 
based on the filter selected. 
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Requirements 
1. System will not allow a user to see another Vendor’s Client Prescriptions 
2. System will display all Active Clients Prescriptions based on the Signed In User’s Vendor 
3. System will provide the following filters: 

a. Client # 
b. Client Name 
c. Address 
d. Prescription 

4. System will provide the ability to Print/Export Client Prescription Grid data to an Excel 
Spreadsheet 

5. System will have the ability to assign Routes for delivery of the prescribed Home 
Delivered Meals 

6. System will provide the ability to select one or more Client Prescriptions to Print 

7. System will assign a unique Time Sheet # to all printed Time Sheets and keep track of 
any data that may have been entered and saved via Time Entry 

8. System will allow the user to print a Daily Time Sheet or Print for a Two-Week Period 

Rules 
1. System will display the End Date of the last printed Time Sheet 
2. System will display Client (Rx) Latest On-Hold Date for a prescription 
3. System will display Client (Rx) Latest Resume Date of an On-Hold prescription 
4. System will control Time Sheet print gaps automatically 

a. User selects client (Rx); system checks for Rx on Hold 
5. System will automatically handle Contract Splits by printing two separate Time Sheets; 

“End of Contract” will print the days from the start of the service period till the end of the 
Contract Period and “Start of New Contract” will print the days from the start of New 
Contract Period till the end of the service period.  Each Time Sheet will have a unique 
Time Sheet # 

6. System will automatically handle Grant Splits by printing two separate Time Sheets; 
“End of Grant” will print the days from the start of the service period till the end of the 
Grant Period and “Start of New Grant” will print the days from the start of New Grant 
Period till the end of the service period.  Each Time Sheet will have a unique Time Sheet 
# 

7. System will automatically check the print service period for an already Printed Time 
Sheet or an already Invoiced Time Sheet and recall that Time Sheet with any data that 
may have been entered previously for that period 

8. System will group all Product Prescriptions for the Program/Service on one Product 
Delivery Sheet for each client 

9. System will determine which Time Sheet to print based on the Type 
a. Type “S” = Service – Two Week; Time In, Time Out 
b. Type “P” = Product – Line for each prescription for the client 

c. Type “M” = Meal – Product; Frequency determines the number of lines 
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HDM Define Route 

Prior to printing the Time Sheets, the routes must be assigned to the prescriptions 
for the clients.  If a Route is not available for selection, the user can define a new 
route from the HDM Active Rx List. 

 

HDM Assign Route 
Prior to printing the Time Sheets, the routes must be assigned to the prescriptions for the 
clients. 

 

 Select the Route # from dropdown 
 Select the Delivery Day 
 Click the Save button 
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The above message displays telling the user to reprint the time sheets because more clients 
have been added to the routes. 

HDM Print Timesheet 
After the Routes have been assigned to the clients, the Timesheets can be printed for delivery 
signatures. 

 

 

 Click the Print Timesheet button 
 Select the Route No 
 Select the Print Type 
 Click 
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HDM Printed Timesheet  

Printed Timesheets are assigned a Time Sheet Number once for a given date.  If 
you reprint a Time Sheet you will see that the Original Time Sheet Number is 
retained as to not print a duplicate Time Sheet. 

 

HDM Export to Excel the Active Prescriptions  
All active prescriptions can be exported to excel via the “Print/Export Grid to Excel” 
button. 
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Vendors – HDM Time Entry 
After the Deliveries have been completed and the clients have signed the time 
sheets, the delivery information must be entered in the Time Entry screen. 

 

 Select to enter Delivery Information 

Enter the delivery information and attach the signed Time Sheet for the backup 
documentation. 
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 Click the Attach button 

Locate and find your delivery time sheet for your backup documentation . 

 

 Click the Attach button 
 Locate and double click on the document 
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Vendors – HDM Generate Invoices 
After the time has been entered it’s time to generate the invoices. 

 Click the HDM Generate Invoices 

 

 Select the row/s to invoice 
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 Click the Generate/Print Invoice  button 

 

 Click the Ok button to Confirm 
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 Print the Generated Invoice 
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DOSS – Verify Override Request 

 

Rules 
1. All Time Sheets/Delivery Sheets must be reviewed and verified prior to Rejecting or 

Approving 
2. If One Time Sheet/Delivery Sheet is Rejected the Invoice will be Rejected 

a. The Vendor will have the ability to exclude the rejected Time Sheet(s)/Delivery 
Sheet(s) and immediately Regenerate the Invoice for Approval of all other Time 
Sheets/Delivery Sheets within that Invoice 

3. All Approved Time Sheets will be locked to prevent Vendors from changing an already 
approved Time Sheet/Delivery Sheet 

4. System will be able to identify the Time Sheets/Delivery Sheets that have already been 
approved in order to prevent duplicate work 
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DOSS – Verify Invoices 

 

Rules 
1. All Time Sheets/Delivery Sheets must be reviewed and verified prior to Rejecting or 

Approving 
2. If One Time Sheet/Delivery Sheet is Rejected the Invoice will be Rejected 

a. The Vendor will have the ability to exclude the rejected Time Sheet(s)/Delivery 
Sheet(s) and immediately Regenerate the Invoice for Approval of all other Time 
Sheets/Delivery Sheets within that Invoice 

3. All Approved Time Sheets will be locked to prevent Vendors from changing an already 
approved Time Sheet/Delivery Sheet 

4. System will be able to identify the Time Sheets/Delivery Sheets that have already been 
approved in order to prevent duplicate work 
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Time Sheet List 

 

 

 

Time Sheet List For InvoiceNumber: 622 
Fi lter "r. Cl ient" r Client Na me r Time Sheet" r Prescri !'t ion r Service r Service Date Range r Status 

l'Iea,e type at least 3 Char<tcters/Numbers to fi lter 

r __ Start Rev ie w r -- Dr"ft C -- Accepted C -- Rejected 

!'rint/Ex!,ort Gnd to Excel FinISh Revoew/Flnilllze 

~ View Downloads - Windows Jnternet Explorer 

View and track your downloads I Search downloads 

Name I Location I Actions 

l.pdf Do you want to open or 
Open ~ Save 

webdevll 
save this f ile? 

Open this file 

..:lQ]~ 

P 

I ~ I 

Time Sheet list For InvoiceNumber: 622 
Filter l~j':: lient" r Client Name r Time Sheet" r Prescription r Service r Service Date Range r Status 

Please type at ktast J Charactern/Numbers to ~Iter 

r __ Start Review r -- Draft C -- Accepted C -- Rejected 

Print/Export Grill to Excel Fin",h Rev_IF,""""" 

ta View Downloads - Windows Jnternrl Explorer 

View and t rack your downloads I Search downloads 

Nilme 

l.pdf 
webdevll 

I Lociltion 

Do you want to open or 
silve this file? 

I Actions 

Open ~ 
IOpen this fi le l, 

p 

H 
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Time Sheet Review 

 

 

DOSS – Finance Transmittal 
DOSS must first set up Transmittal data prior to sending the invoice to the 
County’s Finance Department.  The Transmittal setup is done here by the Fiscal 
Staff of Community Services. 
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DOSS – Verify Monthly Invoices 

 

 

DOSS – Review Invoice Fiscal 
DOSS has multiple levels of approval for invoices.  This is the pre-approval 
screen. 
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DOSS – Review Invoice Final 
DOSS has multiple levels of approval for invoices.  This is the final approval 
screen. 

 

DOSS – CMA Commodity DOSS Setup 
DOSS must first set up CMA Commodity data prior to sending the invoice to 
the County’s Finance Department.  The CMA Commodity setup is done here 
by the Fiscal Staff of Community Services. 
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DOSS Print Center – Invoices 
 An Invoice can be printed from this screen. 
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DOSS Finalized Monthly Invoices 

 

DOSS Finalized Invoices 
 This is the finalized invoices for all vendors. 
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Finance Transmittal  
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Finance Print Center 
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