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LEDRS File Upload & Pool Reimbursement Steps — FY17

CSA LEDRS File Upload

(Submission Frequency: shall coincide with the agency’s Monthly Pool Reimbursement Report)

1. On CSA main website www.csa.virginia.gov = click on Local Government Reporting = click on the

FIRST bullet CSA Report Preparer Login

\"‘ 1T EMEQY Agencies | Governor Search Virginia.Gov
®_ Office of
( ’Children's
‘ Services
Empawening communitics 1o serve yauth
STEP B:
For Parents Local Government Reporting STEP A; Administrative Memos
Systems of Care CSA Policy Manual and
- User Guidance
Virginia Wraparound « CSA Report Preparer Login
Center of Excellence Local Government
(COE) « Fiscal Agent Login Click here to access the Report Approval Login Reporting
Local Government - CANS
——— « CBDRS System Login 7
Program Audits
Statewide Statistics « Expenditure File Upload For Date Range: 04/01/2016 - 06/30/2016 ONLY ) )
Technical Assistance
State Executive Council - - R
« File Transfer Login (EDRS Title V-E, Medicaid, VEMAT & OASIS Resource Library

State & Local Advisory
Team

CSA Service Fee
Directory
CSA Reports and

Publications Training Calendar

Denial of Fund
CS8A Code/Legislative nial of Funds

Updates

Quick Links:
Gap Survey

Dept of Education

Dﬁpt of Social Services
Certain features on this website is ONLY compatible with Internet Explorer. Hence only

53 % View CSA Internet Explorer is the preferred browser for this web-site. Bepticiiuxenilefiustice

Expenditures

2. After the User’s sucessfully login as a Report Preperer,
STEP 1: On the CSA Reports Main Menu click on CSA Pool Reimbursement Request
STEP 2: You will have the month name on the screen against which you have to submit a file Click on
the link Click here to Upload File.
STEP 3: Browse - Select File = Click Open = Click on Validate File button
STEP 4: If the validation is successful. Verify the pool report that was generated using payment/
adjustment figures in the submitted file. If the pool report generated looks accurate, click on the
Submit File to OCS button.

STEP 4: If the validation is unsuccessful. An Error Report is Displayed on the screen. User shall have
to rectify the errors and re-submit the file.

Note:

4+ The LEDRS files MUST be submitted in the sequential reporting month order. For eg. September
file CANNOT be submitted before an August is submitted and an August CANNOT be submitted
before a July file is submitted.
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4+ You will NOT be able to upload a file for August if a file for September has already been
submitted.

CSA Child Data Set
Yo iay nesa 1o b contacied f e are etors myouraatatie The LEDRS files must be
You are currently logged in for Kimberly Jefferson . . .
_ — submitted in the sequential
CSA Pool Reimbursement Request Reports .
reporting month order

CSA Supplemental Allocation Request

Actual Gross Data Set Expenditura Ranarts

Select FY w CSA Peol Reimbursement Request Reports Main Screen
You are logged in for Northampton.  Click here to log out.
Preparer Profile STEP 2
» Click here to enfer/edit your pr -~ pyq7 /
» Add a new preparer

Enter Data in New Report—FY17

A LEDRS File MUST be uploaded before you can submit a Rgifmbursement Request.

e July 31,2016 - No LEDRS file located or Click here t0 Upload File or Enter Zero Dellar Report For the period July 31,2016

View Previous Online Submissions—FY17
Pended Reports are not shown here

FY16

Please read before uploading files

The scandarc retabe e the Uplomd s can e found b the two s siod beiow.

The only acceptable file extensions are:

STEP 3: ocal Expeaditure, Dats and f Iirnb-mllf)&\
- Browse & Select File R e o B .
- Click Open et o A

! ) i O B VENAT - 25
- Click on Validate File button

ey ot e extensione will be rejected,

Chick on e Browrsa” button Lo find and sefect the il you with ta upioad &0 pour local compuiter.

e the puth of the file you Wit o uslosd mppears in the text ares, chick on the File” utton.

*ahsquired
Browss:
alidale File

Hello: Connie Carter Location : Roanoke City

LEDRS File Summary

Actien Requested: | Submit File to 0CS || Cancel Upload || Print Report || Returm 1o Main |

Rasults of LEDRS File Uploaded:
FIPS: 770

#hiows loaded (CSA): 708
Payment/ Adjustment date range within the UploadFile: - 8/30/2016

Total State Allocation Bala Wirap): 4,505,272.17
Tetal Expendiure(ten Wrap) submitsed: 337.342.22

Part 1 - Expenditure Description (FY 2017) Allocation Bahnﬁ{wnpuﬂﬂ 76836
0.00

EAPENDITURE CATEGORY DESCRIPTION |[.:3]cu. MATCHRATE  BXOENDTURE  BEFLE ezl ?'1;11-5 MATCH [d-e)
(o) [C]
1.« CARE/ AND NON SERVICES
1a. | Foster Care - IV-E children in Licensed
e I e e eored by (0384 o 2,400.00
IVE (i.e., nan ream-and-board)
o mmcﬁLTc;if.';'ﬂ: EL:‘:""’J 0.384 28,955.15 2,809.86 26,145.29 16,105.50 STEP 4
o | Residentisl Congregate Care CSh - If the upload is successful and the pool
Farental Agreements ; D155 Noncustodiol | 0,384 .00 0.00 0.00 0.00 0.00 report Summary looks correct
Agreements - Click Submit File to OCS
LB e 0.384 0.00 0.00 0.00 0.00 0.00
1e. Educational Services - Congregate Care | 0.3072 12,049.75 2,400.00 .649.75 2,964,40 6,685.35
3 THER MANDATED SERVICES
2n | Trmatment Foctar Cane - [V-F aam 17r2aa% oo YL R PP 1227980
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Upload unsuccessful screen:

Upload Unsuccessfull

The LEDKS file hass the folloving ermors, Fiease rectify these ermes and resubmit the file.

Errar Date  Errer Mesiage £
elimirated)

200K : Payment has already been reported for the Locality Payment Idemtifier

2 Lok (S00057168010022672807)

pr = Paymant has already boen roparted for tha Locality Payment Idertifior

4 11
§ WITIE | oo i010022673007)

5 R I £ < Payment has alread; been reported for the Locality Payment Idertifier
[HO00STI T ICH0EETI00T )

" sorcrie | ™ = Payment has already been reported for the Locality Payment Identifier
" (S000STITIOMOZIETION)

3. Inorder for OCS to receive the file. The User must click on the “Submit File to OCS” button, and the
file shall be submitted to OCS. Then the Pool Reimbursement Request Screen opens with the Link
made available for the Report Month for which the Pool Report needs to be submitted by the User
(This is manual process for FY17 Pool Reporting).

4. Click and enter the Pool report for the requested period.

Home = Local Government Reporting/Contacts

C5A Pool Reimbursement Request Reports Main Screen
You are logged in for Click here to log out.

FY17

Enter Data in New Report—FY17

A LEDRS File MUST be uploa efore you can submit a Reimbursement Request.

* July 31.2016

View Previous Online Submissions—FY17
Pended Reports are not shown here

View Transaction History ( set the sectio to be Dynamic from the admin page)

* FY16 Transaction Report = F¥16 Pool Summary Report
* FY15 Transaction Report = F¥15 Pool Summary Report
* FY14 Transaction Report = FY¥14 Pool Summary Report

Note:

4+ The users must verify the totals are similar to what was submitted in the LEDRS file. Otherwise
an error shall be displayed on the screen.
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DATE: October 07, 2016 FOR PERIOD ENDING:
CPMT: CONTACT PERSON:
LOCALITY: TELEPHONE:

PART 2 - EXPENDITURE REFUND DESCRIPTION

Inform ation regarding total e xpenditure refunds reported in Part 1, Line 4{c).

EXPENDITURE REFUND DESCRIPTION CODE AMOUNT
“Vendor Refunds and Payment Canc ellations a0
Parental Co-Payments azo
Payments made on behalf of the child (% SSA, SSIL, VA benefits, ) 030
Child Support Callections through DCSE 04D
Foal prior-reported expendiures re-claimed under IV-E 050
over e s [ ] = i
TOTAL REFUNDS 10.00

MNote: This total must agree with the GRAND TOTAL of all expenditure refunds Part 1, Line 4, Col (c). : 10.00

TOTAL REFUNDS FROM LEDRS FILE 0.00

Mote: This total must agree with the GRAND TOTAL of all expenditure refunds SHOW ABOVE

The expenditures and refunds reported hergin w ere incurred in accordanc e w ith provisions of the Children's Services Act, and have not been reported on a previous claim
Documentafion is maintained to support the expenditure and refund amounts reported, and to demonsirate that each expenditure and refund w as made on behalf of a specific child (or
list of specific chidren) and complies w ith the CSA Manual, CO and Appropriation Act requirements including utiization management and FAPT criteria.

[ GoBacktoParti_ | | CalculateReport | [ Validate Report | [ Pend Report |

Validation Error 5: The Total Amount calculated in part 1 does not match the Total Amount Submitted in the LEDRS File
Validation Error 6: The Total calculated Refund does not match the Refund Amount Submitted in the LEDRS File

CBDRS system for CSA LEDRS Files submission
All CBDRS Localities need to validate and export their CSA LEDRS file from CBDRS system. Follow the
steps in the snapshot.

Application Mode: CSA CBDRS_MANUAL Contact Us

STEP |
LEDRS DATA EXPORT
Financial Reporting

s Click "Validate” To Check Errors Before Exporting The LEDRS File"
atus

2017 Year to Date:
Expenditures:$ 0.00
Adjustments:S 0 * LEDRS File Start Date: |7/112016 End Date: |7/31/2016

Reporting Month of

October:
Expenditures: 0 View Previuuslsekact
Adjustments: $ 0 (s
First P. nt Invoi Pi
SSN 1rs Last Name | Service Placement Type i nveice Status Amt Uploaded R
Name Date # Year
1 - Community Based Service 07/27/16 5 Expenditure = 717.50 NO 2016
17 - Congregate Educational Services - for Medicaid P N Eveenditiee | 4776 15 un I

If there are no errors the following screen will be displayed. Click on Print Pool Report
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Location : Application Mode: CSA CBDRS_MANUAL  Contact Us|
| | | | | | | | | | |

Your Expenditure has been Validated with No Errors. Print Pool Report

STEP Il

If the locality has errors. The locality will need to rectify the errors. Validate once again. If there are
no errors. Export the LEDRS file.

Note:

4+  After the export of LEDRS file, follow the steps for listed above for a non-CBDRS locality for
manually entering a pool reimburserment request.

Locality has NO CSA LEDRS Files for a submission period
1. If the user has NO file to be uploaded for the Month listed on the screen, but has one for the
next month; Click on the link Enter Zero Dollar Report For the period. Then follow steps from
pervious section, to upload the file for the following month.

Home + Local Government Reporting/Contacts

CSA Pool Reimbursement Request Reports Main Screen
You are logged in for Click here to log out.

FY17

Enter Data in New Report—FY17

A LEDRS File MUST be uploaded before you can submit a Reimbursement Request.

* August 31, 2016 - No LEDRS file located or Click here to Upload File or Enter Zero Dollar Report For the period August 31, 2016

View Previous Online Submissions—FY17
Pended Reports are not shown here

* Period Ending July 31. 2016

View Transaction History ( set the sectio to be Dynamic frem the admin page)

* F¥17 Transaction Report = FY17 Pool Summary Report
* F¥16 Transaction Report = FY16 Pool Summary Report
* FY15 Transaction Report * EY15 Pool Summary Report

* FY14 Transaction Report * EY14 Pool Summary Report

Title IV-E LEDRS File Upload

(Submission Frequency: Quarterly)
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On CSA main website www.csa.virginia.gov = click on Local Government Reporting = click on the
LAST bullet File Transfer Login

Virginia.gov

. Office of

For Parents
Systems of Care

Virginia Wraparound
Center of Excellence
(COE)

Local Government
Contacts

Statewide Statistics
State Executive Council

State & Local Advisory
Team

CSAReports and
Publications

CSA CodellLegislative
Updates

Gap survey

View CSA
Expenditures

Agencies | Governor

Chlldren s J
Services
Empowering communities t serve yauth e

Administrative Memos

Local Government Reporting STEP A:

CSA Policy Manual and
User Guidance

« CSA Report Preparer Login

« Fiscal Agent LOgil'I Click here to access the Report Approval Login
« CBDRS System Login

Local Government
Reporting

CANS

Program Audits
« Expenditure File Upload For Date Range: D4/01/2016 - 06/30/2016 ONLY

Technical Assistance
Resource Library

« File Transfer Login LEDRS Title V-E. Medicaid, VEMAT & OASIS

CSA Service Fee
Directory

STEP B: Training Calendar

Denial of Funds

Quick Links:

Dept of Education
_ . . R B Dept of Social Services
Certain features on this website is ONLY compatible with Internet Explorer. Hence only

Internet Explorer is the preferred browser for this web-site. Dept of Juvenile Justice

2. After the User has sucessfully login,

STEP 1: Click on Browse - Select File = Click Open = Click on Upload File button

Log Out

STEP B/

STEP 2: If the validation is successful. If the report generated looks accurate, click on the Submit

Upload button.

Location :

‘0CS File Upload System

Please read before uploading files
The standards related to the Upload files can be found in the two files listed below.
File Naming Standard
LEDRS File Layout
The only acceptable file extensions are:
Local Expenditure, Data and Reimbursement System(LEDRS) Files - CSA and/or TitledE - .TXT
Medicaid - Claim, Member or Provider - .ZIP
Medicaid - Payment or Adjustment - .CSV
Oasis & VEMAT - .71P

Any other file extensions will be rejected.

Click on the "Browse” button to find and select the file you wish to upload on your local
computer.
Once the path of the file you wish to upload appears in the text area, click on the “Upload File”
button.

STEP A
*-Required -~
* Browse. .

Upload File

Click the below Button if there is NO LEDRS Title IV-E file to be submitted for the current period

No LEDRS Title IV-E File
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Agencies | Governor

Children's | D
2" Services
1owering Communies 10 serve youth — e —

Location :

Review Report:

Results of LEDRS File Uploaded: 9/23/2016
FIPS:

#Rovss to be loaded (T4E): 166

Total Gross Expenditures (FY - 2017) : 54493.62
Total Net Expenditures (FY - 2017) : 53768.62
Total Gross Expenditures (FY - 2016) : 65630.02
Total Net Expenditures (FY - 2016) : 64696.87

The file has been Validated successfully, please click on Submit Upload button to upload the file

Submit Upload ‘ Cancel Upload H Return to Main

The Office of Children's Services.® 2015
1604 Santa Rosa Road, Ste 137, Richmond, VA 23229
Phone (304) 662-9815 Fax (304) 662-9831

Please direct questions and comments concerning this website to csa.c © Children's Services Act, Commonwealth of Virginia

STEP 2: If the validation is unsuccessful. An Error Report is Displayed on the screen. User shall have
to rectify the errors and re-submit the file.

Locality has NO Title IV-E LEDRS Files for a submission period
STEP A: If the locality has NO Title IV-E file to be uploaded for the Quarter click on button No Title IV-
E LEDRS File.
STEP B: A confirmation box shall be presented. When the user clicks YES an empty file for that
period shall be submitted to OCS.

Log Out. Location : Contact L

Please read before uploading files

The standards related to the Upload files can be found in the two files listed below.
File Naming Standard
LEDES File Layout

The only acceptable file extensions are:
Local Experditure, Data and Reimbursement System(LEDRS) Files - (34 and/or TitledE - (TXT

Medicaid - [laim Mambar ar Benddar » 718
Medicaid

=& Condim thal your Localty has no Ths [CE e to be aubmese
Ay ather Bl [rp—

Click on the “Browse” button to find

Once the path of the file you wish ta

*=Required

Browse...

STEP A Upload File

Click the below Butten if there is NO LEDRS Title IV-E file to be submitted for the current peried
No LEDRS Titie IV-E Flle
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Log Out Hello: Location : Contact Us
It has been recorded that FIPS has NO Title IV-E files to be submitted to OCS for the current reporting period.
cs P ¥
Please read before uploading files
The standards related to the Upload files can be found in the two files listed below.
File Naming Standard
LEDRS File Layout
The only acceptable file extensions are:
Local Expenditure, Data and Reimbursement System(LEDRS) Files - CSA and/or TitledE - .TXT
Medicaid - Claim, Member or Provider - .ZIP
Medicaid - Payment or Adjustment - .CSV
Oasis & VEMAT - .ZIP
Any other file extensions will be rejected.
Click on the "Browse” button to find and select the file you wish to upload on your local
computer.
Once the path of the fils you wish to upload appears in the text area, click on the "Upload File”
button.
*-Required
* Browse
Upload File
Click the below Button if there is NO LEDRS Title IV-E file to be submitted for the current period
No LEDRS Title IV-E File
Note:
+* If a file has been submitted for a period a message shall be displayed on the screen that A

File for your Locality has already been submitted successfully. If that file was uploaded in error,

please contact csa.itsupport@csa.virginia.gov

CBDRS system for T4E LEDRS Files submission
All CBDRS Localities need to validate and export their CSA LEDRS file from CBDRS system. Follow the
steps in the snapshot.

After the export of LEDRS file, follow the steps for other localities.
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Location : Application Mode: Title 4E CBDRS_MANUAL Contact

STEP 1
LEDRS DATA EXPORT
Click "Validate” To Check Errors Before Exporting The LEDRS File"
LEDRS Fil Start Date: End Date: Validate |4——— sTEP2
e, ile — -

Exports:

OASIS ID First Name Last Name Program Year Service Placement Type Payment Date Invoice # Status Amt Uploaded

2017 30 - Title IV-E Service 07/29/16 0001 Expenditure 552.00 NO

If there are errors an interim screen (as shown below) will be displayed with errors that the user
needs to rectify before they click Export.

Location : Application Mode: Title 4E CBDRS_MANUAL  Contact Us
| | | | | | | | | | |
error(s) found in processing.
D Edit Child | SSN First Mame  Last Name |Error Date |error Message #
10/14/16 -2253326
10/14/16 -2253326
10/14/16 6865399 - : Race value must be either 1, 2, 3, 4, 5, 6 or 7-2253326
10/14/16 6865399 - : Race value must be either 1, 2, 3, 4, 5, 6 or 7-2253326
10/14/16 6865399 - : Invalid Hispanic Flag.-2253326
10/14/16 6865399 - : Invalid Hispanic Flag.-2253326

LEDRS file layout, validation & crosswalk
http://www.csa.virginia.gov/PDF/LEDRS.xIsx
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