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Section 1: Overview

Section 1:
Overview

About this Guide

This guide will lead you through the steps of creating a bill using PRISM Online for projects
funded by the Recreation and Conservation Office (RCO).

For more information about electronic billings (e-billing) and reimbursement information, visit
RCO's Reimbursement Web page.

Questions?

Recreation and Conservation Office
Natural Resources Building

1111 Washington Street Southeast
Olympia, WA 98501

Web site

Mailing Address
P.O. Box 40917
Olympia, WA 98504-0917

Telephone: (360) 902-3000
FAX: (360) 902-3026

TTY: (360) 902-1996

E-mail: E-billing@rco.wa.gov

Our Goal

RCO'’s goal is to process payments for all properly completed bills within 30 days of receipt.
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Section 1: Overview

Figure 1: The Billing Cycle
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Figure 2: Overview of Billing Process
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Section 1: Overview

Getting Started

PRISM Online

To enter your bills electronically, first get to the Internet (we recommend using Internet Explorer)
and type the login address https://secure.rco.wa.gov/Prism/Sponsor/Account/LogOn to get to
PRISM Online. Then enter your login ID and password. If you don’t have one, you can make a
request on RCO'’s PRISM resources Web page.

Once logged in, the first screen displayed will be the home page.

Home Page Overview
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A. Header — The dark blue bar at the top of the screen shows who is logged on to PRISM
online. There are several different navigation choices in white text. This is present for all
screens.

B. Select Organizations, Show Data For —Shows the organizations connected to you. Select
which organization’s data you would like to display. Also, you may view data for just the
person logged in or for the entire organization.
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Section 1: Overview

C. Map Navigation — Displays a map of the projects related to the data selection. You may click
on the map to select specific projects.

D. My Options — Provides navigation choices. Select choices or enter specific information.

E. My Projects — Provides navigation choices. Select a piece of the pie chart or a link to see
projects related to your choice.

F. My Recent Activity — Displays recent projects. Pick one to view information.

Required Roles for Entering a Bill

To enter a bill in PRISM Online, you must:
e Have an active account in RCO PRISM, with a user ID and login
e Be associated with the sponsor of the project
e Have one of three roles for the project
o Billing
o Project contact
o Alternate project contact

Reimbursement Rules

This user guide does not outline any specific rules about reimbursements. It is only a guide to
using the PRISM Online e-billing feature.

For information on reimbursements (costs, documentation, billing RCO, calculation factors,
Salmon Recovery Funding Board cash advances, and other requirements), please see Manual 8
Reimbursements.
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Section 1: Overview

The E-Billing Wizard

To help you complete your bills, RCO has designed an BILLING #2 DETAILS
e-billing wizard. The e-billing wizard will walk you through all

of the required steps to complete a reimbursement request. g SEtUF_' N
This user guide is organized following the steps of the e- «" Acquisition Costs
billing wizard. " Billing Summary

. . ) . . w" Payment Information
Once a bill setup is complete, the required steps will be listed

in the upper left column. Then, you may click on any step of
the e-billing wizard. All steps must be completed and error )
free before submitting a bill.

»" Billing Attachments

3

The picture to the right displays the e-billing wizard steps, and the green checks indicate that
everything has been done correctly.

Unwanted Windows

When using PRISM Online, a Web page may open in a separate window. Simply close unwanted
pages. Be sure to save when prompted so information is not lost.
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Section 2: Preparing a Bill

Section 2:
Preparing a Bill

Task 1: Review Project Billing History

Step 1: Review Project Brief

From the home page, click on the project that you would like to prepare a bill for. The project
brief page will display.

T Bl Testmg LOG OFF
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Section 2: Preparing a Bill

RCO Agreement Dates — Displays key dates for each RCO agreement. The data comes from
PRISM and reflects any completed amendments.

Total Agreement —Illustrates the total agreement amount, splitting the match and RCO
share. RCO Share — illustrates what has been billed of the RCO share. Other data also is
displayed such as match bank, if applicable.

Photos — Displays any photographs attached to the project.

. Project Details — Allows you to view attachments, billing history, application, snapshot, and
properties.

Options — Displays various dashboards, pending bill information, a link to e-mail the grants
manager, and a place to enter a bill.

PRISM 2007 Links — Outlines options available in PRISM 2007. This includes project progress
reports, project summary, project milestones and project final report.

. Review History — Before you create a bill, you first should review the project billing history.
Under Project Details, select “Project Billing History.” You can select “Enter a Billing” on this
page if you would like to skip the step of reviewing the project’s history of bills.
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Section 2: Preparing a Bill

Step 2: Review Project Billing History
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A. Check boxes to select what billing information to display.

e Released billings

e In process and approved billings

e Draft and returned billings

PRISM defaults to all three selected. When a change is made, it will remain until altered

again.

B. Balances — References key balances related to the project. Key balances include the RCO
Grant Amount, Paid to Date, Amount Remaining, Match Bank, Match Owed, and Planned

Retainage.

C. Billing History — All bills displayed here. Select the bill number (left side) to open the bill.

D. Billings to Date — Certain elements of bills can be selected.

E. Export — Select this button to export all summarized billing history information.
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Section 2: Preparing a Bill

F. Enter New Billing — Click here to start a new bill.

Task 2: Start a Bill

After reviewing the billing history and selecting “Enter New Billing,” a new bill will be started
using the e-billing Wizard.

If there are draft bills, PRISM will ask you to confirm that you want to start a new bill. There can

be as many draft bills as you like. Please note that upon completion of a project, you need to
remove all draft bills.

The “Billing Setup” screen is where details about the bill are entered.
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Section 2: Preparing a Bill

“Billing Setup” Screen

TEST B#l Testing LOG OFF
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A. Billing Period — Enter the beginning and ending dates during which the costs were incurred.
B. Sponsor Invoice Number — Enter your internal reference number for this bill, if applicable.

C. Statewide Vendor Number — Statewide vendor numbers are established by the Washington
State Department of Enterprise Services. This number will display what is on file in PRISM
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Section 2: Preparing a Bill

and cannot be modified. Based on your need, the Department of Enterprise Services may
establish several suffixes to identify different payment locations or different payment
information. You can modify the suffix for this bill.

. Billing Scope — Enter a brief description of the work included in this bill.

Billing Scenarios — PRISM will display any potential billing scenarios applicable for your
project. Check any that apply. Some of the scenarios may require additional information.

Import or Enter — You have a choice of whether to import your billing data from a
spreadsheet template or enter your data on each screen by using the e-billing wizard. The
import process will be covered later in Section 3.

. Billing Categories — Select one or more categories of costs included in this bill. These
categories are the major categories based on the project type and program. Costs will be
entered in these categories. Check the applicable categories.

e Non-capital projects

o Non-capital

o Equipment
e Development or restoration projects

o Development or restoration

o AA & E (Administrative, Architecture, and Engineering)
e Acquisition projects

o Property

o Incidentals

o Administrative costs

. Worksites included in this Billing — Once a billing category is selected, the worksites included
in the agreement will be displayed. Select the worksites that will be included in this bill.

Check Page for Errors — This button may be used on each page. Before a bill can be
submitted, each page must be clear of all errors.

“Save” Button — Save all work.

Next — This button advances the user to the next page of the e-billing wizard.
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Section 2: Preparing a Bill

Task 3: Enter Costs

After completing setup and selecting the “Next” button, the costs pages will display. The costs
pages display based on the billing categories and worksites selected on the billing set-up.

In this example, there is one cost page for education costs and one cost page for equipment
costs. This example shows the cost page for education costs. There is one worksite displayed on
both pages. This reflects the choices in the billing set-up.

If the bill requires modification, just hit the “Back” button and modify. Save the changes and
select the "Next” button to enter costs.

Step 1: Enter Costs

Below is an example of costs for an education (non-capital) project. Costs pages have different
titles based on the billing categories chosen.

TEST Bill Testng LOG OFF
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A. Payment Calculation — Select this button during the billing process to see what the payment
from RCO will be at that point in time.
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Section 2: Preparing a Bill

B. Costs Section — Enter costs here. The page name will reflect whatever billing categories are
selected in the bill setup. Enter costs for each property by billing categories. Each transaction
will have two rows. To add additional rows, click the “Add Costs"” button.

First Row
e Paid To/Donated By Description — Enter the name.
e Expenditure Amount — Enter the amount you have paid to date.

¢ Non-Reimbursable Amount — Enter the amount of the donation, or the amount not
to be reimbursed, that will be counted as match.

e Non-Reimbursable Type — There are several donated, non-reimbursable types.
Choose the appropriate type. Detailed records are required to be maintained.
Summary information is required to be reported.

o Donated Animal Stock Use — Details will be required.
o Donated Equipment Use — Details will be required.
o Donated General Labor — Details will be required.
o Donated Materials — Details will be required.
o Donated Mileage — Details will be required.
o Donated Services — Details will be required.
o Donated Skilled Labor — Details will be required.
o Donated Supplies — Details will be required.
o Expenditure
o Other Grant — Grant information will be required.
e Total Amount — Calculates automatically.
e Transaction Date From — This is the date of the transaction and must be entered.

e SN - Sponsor Note — Use this field if you wish to add notes about specific
transactions.
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Section 2: Preparing a Bill

Second Row
e Description — Enter a description of the work performed or items purchased.
e Check/Document Number — Add the appropriate number.

e Transaction To Date — This field may be entered to create a date range. Use this for
payroll or donations.

C. Total Costs — This grid summarizes all of the costs entered above. There is a row for each
billing category (cost category) and the total.

D. Navigation choices

Below is an example of a completed cost section

= Non-Capital Costs

All project costs other than acquisiton, development, and restoration. These project costs include g0, en ment, anhancement, maintenance, monitoring, ouresch, operations,

planning, and research.
Fill in the row. To add addidonal rows, click the "Add Cost” buron below and to the righz. Date rangas may be used for payroll or donations only.

If donatdions are included, enter demils about the donadon in the transaction description.

Paid Tu.'_Dunaned By E diture Amt  Non-Reimb Amt Nan-Reimb Type Total Amt Trans Date From N

ChkDoc # Trans Date To
=
|Lo:9l Vendor | | $8,000.00 || 50.00 | [Mon-Reimt Type $2.000.00| |01/07/2015 |(E __J x
=
|Lum:-er for trail construction | ] | 1224807 To Date (i
Totsl Mon-Capital Costs: %8 000.00
Total Development Costs for Worksite: Snoqualmie R.D. Marth 1-00 King County #1 52 000.00

Step 2: Check Page for Errors

When all costs are entered, select "Check Page for Errors” at the bottom of the page. This will
review all of the data on this page. If there are any errors, such as a missing field, a message in
red text will appear at the top of the page. If there are no errors, there will be a message in
green text. Additionally a green check will display on the billing wizard steps, in the upper left
side of the screen (see screen shot below).

BILLING #2 DETAILS - . o

Home = Billing Wizard = Education Co
Setup
W
Equipment Costs

[l

Billing Summary

Payment Information
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Section 2: Preparing a Bill

Task 4: Review Your Bill

After entering all costs for the bill, the next step is to review the billing summary. The billing
summary recaps all of the data entered.

Step 1: Review Your Bill

TEST 08 Tewtng LOG OFY

Homw My Proponed Propects Wy e g Frapests Wy Compieted Poamets My Over Frgeets  Pageet Seareh

DLLING 22 UETALS -
Setc
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Edetdton Cisty Teame UGFS WSS Stoguanar AT Fregeaw MOVA T1coctn ot Srdutavasnt  Fwgct Stacan Adtee
L= =i C
ot e Ritog# 3 Craftlists OLAIGICID Wilag Sutue Drsk 4g Chuk e be sten Fais Repert E [ st | s |
ST
Poymart teteermsen BILLING SUMMARY e
Bang Atgrten .
Cartly & Spme Tha Biseg DiszTo Dww
o . Eecwsn | A Apmrsal Copertiem Denstars pumen Tk 4 i . Tata
Cwemccarm B C
B g Duras Macot .
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Svpec Deimn s Cxptal Tt o re .00 8 P ' - rapan SO i o -
Enter 0 Bty
Caws 3y
P0SM 00T LINK 5 -
Fgens Srograss Seoon
s Prwprens Sapury TOTALS FOR THIS BLLING
Poyes Sarvreery
Fryde Bange Frecaten
1
P o Farhate 8 Werkats Rasw D "g ﬁ -:-
Prac Fow Regas
NELY - o
B How m etter oy
5. How s vt > g [ acx I vt |
B e 0 et mre el

A. In the table, the first two left columns summarize the agreement totals. If costs are broken
into categories, the amounts will be reflected here. If costs are not in categories, the sub-
totals will be zero. Below the horizontal line, the RCO grant share and sponsor share are
displayed.

B. This Billing — Represents the current bill. All of the costs will be summarized. Keep in mind is
that RCO will pay the percent share of total eligible costs billed, but RCO can only reimburse
for actual expenditures.

C. Billed to Date — Shows all project bills, including the current bill.

D. Total for this Billing — This table shows the totals for this bill only, by worksite. When there is
one worksite, this table is the same as Section B in the table above. When there is more than
one worksite, this table will display that information.

E. Save as PDF — Select this button to save the information on this screen to a PDF file. Please
note: When the bill is complete, you can save the entire bill as a PDF. This will be shown in
Task 6.
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Section 2: Preparing a Bill

Step 2: Review Payment Information

aflisM

oni |I (R My Progosed Prgects My I Progress Progects Ny Completed Proonciy My Other Progects Progec! Samch
BILLING #2 DETAILS -
'

Sehp
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i o Spmrar LUSP S VBINT Sragiem 55 Migpam NGVA Eaizaien il Cettrianen!  Seasct Bisbm Actow

Exqugenect Cosls

Bitog Sy Witieg & 2 Draft Debe: USBF08S i Statis: Dvatt ol Cliek barw b 4lart Finest Wit um

aang Atochnents

fietng Detad Report
Projact Bilng Hetory

Progact Progesss Repod

PAYMENT INFORMATION

Totst Approved o Date
RCO %

Retuen of Funds Amognt

Contty & Sitoerst A Payment Calculation Balances B
OPTICNS - Sy v This Payment Amount
Dashboards SURSENSS S e RCO Grant Balance

Advance Balance

Propect Dietardsy RO Share Approved 4a)

Enter a Bikng Approved Expesditeres (b) et

Delate Sivg Lovynar of () 0f §0) o
PRISM 2007 LINKS - Lews Paymants 1o Dete Retainage

Plenmmd Retaieage ol 10 W

Enter a Progress Ragon Adjustoenis to B Paymernd Rwtairage Trigge: Amoust

Promet Summary Iatatnaps Netg

resment
Project Bengs This Payment Amount e :
Propect Mrmstonus b
Progoct Fnat Repont Sponsor Metch

HEL® - -

8 How to anter costs

B How 1o sutiedt @ Dilng
B How to reqoest amendmeet

A. Payment Calculation — This area displays the calculation that RCO will use to determine the
reimbursement. PRISM calculates each reimbursement by using the entire history of bills,
including contract modifications. Our goal is to display the factors impacting each payment
so that the basis of the calculations is clear.

e Total Billed to Date

e Total Approved to Date

e RCO Percent

e RCO Share Approved (a)

e Approved Expenditures (b)
e Lesser of (a) or (b)

e Less Payments to Date

e Return of Funds Amount

e Adjustments to this Payment
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e Retainage Held
e This Payment Amount - Final calculated payment amount for this billing
B. Balances — This section shows key balance information.
e First section:
o The amount of this payment.
o RCO Grant Balance - including the proposed payment.

o Advance Balance - if applicable, for Salmon Recovery Funding Board projects
only.

e Match shows Match Bank and Match Owed.
e Retainage shows:

o Planned Retainage Amount (percent) — RCO generally holds a portion of the
grant funds, usually the final 10 percent, until the project has been completed
and all required documentation is approved. This is the percent that RCO
plans to retain on this project.

o Planned Trigger Amount — This number is the number at which the retainage
takes effect. Any expenditures past this amount will be retained by RCO until
the project is complete, and all required documentation is received.

e Agreement shows the details for the RCO share and sponsor match for the
agreement

Task 5: Attach Documents

This screen is where any documents related to the bill are attached. PRISM will check for any
required attachments once the “Check Page for Errors” button is selected. Any documents
attached here also are shown in the main attachment display screen for the project in PRISM
2007.

You may want to attach bills created from your accounts receivable systems.

There are additional examples of required attachments, mainly in acquisition projects. Review
Fact Sheet 11: Required Attachments for more information.

Page 17
RCO'’s E-billing User Guide e March 2015




Section 2: Preparing a Bill

Attachments

TEST Bl Testing L(

aftism

0 ’H","n'- Mot My Proposed Pragecis My In Progoess Projects My Compieiet Progcls My Other Progecss  Pragect Search
GRLLING #2 DETALS »
Serny
Education Coss PROJECT: 12-1840 EDU. SNOGUALMIE RD FRONT COUNTRY PATROL 2014
- o Spoceds USFA VBSNF Sacqualmie RO | Pragren VA Bt aion s Satutemenl | Prigect Sius &S

Sdborg 2 Doatt Date: 91167015 Sdling States: Deaft g CIRCK Tari 0 &2 Final Rapon ESESS

Paprrard C ol ungye

Equpment Costs
Betng Summary
Payment Infarmaton BILLING ATTACHMENTS

Cartdy & Schrt

OFTIONS -
Dazhboards
Bikng Detad Ragon RN PGSR AN TSRS 2 000 & JRAChmMEnts 35500000 Win The Dioc!
Progest Bifteg telory PHOTOS (JPG, GiF)
Progect Detas
Frider 4 Bing A
Delete Beng

T bew 1o atach

FRISM 2007 LINKS - B
PROJECT DOCUMENTS AND PHOTOS

Progmect Progress Regont
Emer a Prograss Repon Sl

Progct Summary Seloct  Atacamen: Tyse Tew Loer AL DatE - Braves Now
Progect Bilngs e — - Ageotisten =

Propect Miesicries Bang Lxpanded Documentaton | Espancud Bechup 2 cE RN I O

Progect Finsi Roport

s : £ e 2

A. Attach File or Photo — Click on the “Attach File or Photo” button to attach a document. This
process is similar to attaching documents to e-mails. Once this button is selected, a dialog
box will open. This box will start the browse process to navigate on your computer. Find and
select the file you would like to attach. Once the upload is complete, close the dialog box.
More than one file can be attached at a time.

B. Project Documents and Photos — This area displays all of the files attached with this bill.
Please note: An attachment type is required for all attachments. The "Associate” button may
be required if the attachment is related to a specific worksite or property.
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Task 6: Certify and Submit Your Bill

This is the final step in preparing your bill and the place where you can make a copy of your
entire bill.

Step 1: Certify and Submit

TEST B#t Testing LOG.OFF

aflis™
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v Billng Summary
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ARSI CERTIFY & SUBMIT
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Project Shng Hatory CERTIFICATION
Projoct Decads ;
Erta & Bibry
Dwinis Bitrg

PRISM 2007 LINK S .
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Entat 2 Progress Repon ﬁ
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A. Edit - Select "Check Billing for Errors” button before completing the bill. This will check the
entire bill for errors. Review the top of the screen for notifications of errors. If there is an
error, a red exclamation point will display next to the area. You must fix all errors before you
can submit the bill. If there are no errors, the following message will display and a green
check will appear next to each item in the Billing Details.

i "

Message from webpage @

Your billing is error-free, If you are finished entering data, remember to
Fil I Y, Certify and click the Submit button.

Page 19
RCO'’s E-billing User Guide e March 2015




Section 2: Preparing a Bill

Certification — When the bill is error free, read the
certification and, if you agree, click the certification
box. Your name and organization is included in the
certification.

Submit — Once the certification is complete, select
“Submit.” There will be a verification question to
make sure you want to submit the billing. Click OK.
The billing will be submitted. You will be given an
opportunity to add any clarifying notes to the billing
if desired.

BILLING #2 DETAILS a

v’ Setup

w' Education Costs

w' Equipment Costs

w” Billing Summary

w' Payment Information
v’ Billing Attachments
W

. Invoice Summary — This

table summarizes the bill. Meszage from webpage

Payment Calculation — Click
on this button during the
billing process to see what
the payment from RCO will
be at that point in time.

o

oK ] ’ Cancel

2

Submit Note

Add any submission nofes and click Save. The note will be viewable by Grant Managers and Fiscal

staff in the Status History grid on the Certify & Submit and Routing pages

Save Cancel

Message from webpage

! % Process.

=

Congratulations! Your billing was successfully submitted and is now In
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Step 2: Run Billing Detail Report

Once the bill is submitted, you may take an optional step of running the billing detail report.
This report shows all details of the bill. The report can be saved as a PDF. The report includes the
bill setup, costs pages, billing summary, payment information, billing attachments, and
certification. This report can be saved and printed for your convenience.
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Step 3: Track Your Bill

Once your bill is submitted, PRISM displays a record of the status history at the bottom of the
"Certify & Submit” screen.

Rox CERTIFY & SUBMIT
OPTIONS -
Cashooards EDIT
foy it e
Proyect Bing Hestory
Progect Datads CERTIFICATION
Erter 3 Eibng 539y thaceng hare | B Tastng raprasartng USRS MESHE Swonomimee A1) haoby cartty under panasty of
1 panury thest e fermm are ttaes bried heren e
o Wantregeon _ ang 1l 81 gooe
PRIGM 2007 LiNKS - X3 Secane of Spm v, ALY ¥R P g e g or
- Proge Repe Vistraemi s OF Aaatend vidieats ¥ | 0 cartly all | hites Swed A1 S0oRc atie slite it Sedetid e
R e sy " 370 prOCedUeS 38 Cutaned 1 INe DrOCt Boreement
Enter 3 Progress Roped
Progect Screnary suemiT
Pt s Sl
Project Misstares
Prrject Frnat Report INVOICE SUMMARY
HELP e

B How s aniler cosls
B How % sudent a tibng

B How 10 eguast amandivant NOR-Capna Claly 2000 £ 000 20
Emal Gram Manager ' 5
oo Capetal Tosal $240,000 K0 wineo 08 »on $2.000.04
|w-nm
GolnOg
| Bl srusustory) A
Go 1o Peson Sang St Dme Suran Note

A. Status History — You can view the status of a bill once it is submitted to RCO. Any bills that
are returned are recorded here as well. Remember, if a bill is missing items or there are
questions, it will be returned to you for information or changes.

An example of the status history of a completed bill is below.

STATUS HISTORY

Billing Status Date Status Mote
Released by Brent Hedden 11/06/2014

Approved by RCO, Assigned to Kiko Freeman 11/06/2014

In Process Fiscal, Assigned to Kiko Freeman 1002212014

In Process Grant Manager, Assigned to Marc Duboiski 10M5/2014

Submitted by Devin Smith, Skagit River Sys Cooperative 10M5/2014 Winner
Draft, Snohomish County 101142014

Page 22

RCO's E-billing User Guide e March 2015




Section 2: Preparing a Bill

“Review and Route” Screen
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A. Grant Manager Review — The RCO grants manager reviews the submitted bill and may add
comments. The grants manager completes the bill checklist and payment options. For final
bills, there are several more items to review.

RCO grants manager checklist includes:
e Review for eligible costs
e Review for billing milestones
e Review narrative
e Review special conditions

e Approval for payment — this is only the first half of the approval. Final approval must
have both fiscal and grant manager approval to release the payment.

RCO grants manager payment options include:
e Adjust retainage to — Indicate a percentage for retainage amount

e Close short/close project — Remove any remaining balance and move project to
closed status

e Close short/leave active — Remove any remaining balance and leave project active
e Close project — Move project to closed status

e Closed Not Completed — Move project to closed not completed status, which
indicates that some money has been spent, but the goals of the project were not
accomplished.

The RCO grants manager has several other options for handling the bill at the bottom of the
grants manager review section. The choices are not shown clearly on the screen print above,
but the options are listed here:

e Check Billing for Errors — This is a final check to ensure that all edits have passed. The
final check is needed to make sure that nothing has changed since the bill was
submitted initially. Changes may include contract amendments or other billings
released.

e Route to Fiscal
e Route to Other Grant Manager

e Return to Sponsor
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B. Fiscal Review — RCO fiscal staff review the bill and may add comments. Fiscal staff can
complete the accounting process of building an accrual, if needed. Fiscal staff must
complete the fiscal checklist, which includes:

e Review for required documents
e Review for acceptable dates
e Review for questionable costs

e Approved by Fiscal — this is only one half of the approval. Final approval must have
fiscal and grants manager approval to release the payment

Fiscal staff have several other options for handling the bill, below the fiscal checklist.

e Check Billing for Errors — This is a final check to ensure that all edits have passed. The
final check is needed to make sure that nothing has changed since the bill was
submitted initially. Changes may include contract amendments, or other billings
released.

e Route to Other Fiscal staff
e Route to Grant Manager
e Return to Sponsor

e Release Payment — Releasing payment can only be completed when final "Check
Billing for Errors” has completed, and both fiscal and the grants manager have
checked the approved check box.

NOTE: Fiscal occasionally may enter an adjusting bill. This is referred to as a fiscal initiated
billing. These billings must result in a negative or zero payment.

C. Billing Status History is duplicated on this screen.

Task 7: Using the Dashboards

In addition to using the Billing Status History, there are several dashboards available to track
billings.

To view a dashboard, click on “Dashboards” under “My Options” from the home page or from
any billing screen in the "Options” section.
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A. Choose a Dashboard —This is where you can navigate to different dashboards. There are four

dashboards to choose from:

e Billing Dashboard — Current Pending Billings

e Billing Dashboard — Released Billings

e Advance Dashboard — Current Advances (Salmon Recovery Funding Board projects

only)

e Advance Dashboard — Repaid Advances (Salmon Recovery Funding Board projects

only)

B. Selection Criteria — The selection will default to your organization’s information and displays
a maximum of 200 rows. If you are associated with more than one organization, initially all of
the organizations will be displayed. The “Refresh Data” button will update information
displayed on the page. The maximum number of rows displayed can be changed. Once a
selection is made, that selection will become the new default.
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C. Stats and Charts — This area will display a summary of information in a variety of charts,
depending on which dashboard is chosen. You may click on a piece of the pie chart or bar
graph and additional information will display on a new web page.
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D. Pending Billing Lists — The data shown in the example is not actual data.

The dashboard shown above is for “Current Pending Billings.” This dashboard shows a list of all
pending bills for an organization. It includes a graph that shows bills by status, another graph by
grant manager, and a table showing the pending bills list. This list includes indicators showing
how long a bill has been pending payment. Our goal is to pay all bills within 30 days. There are
flags to indicate how old bills are on the pending bill list. A red circle is used for bills that are
overdue (31 days and older). A yellow triangle is used for bills that are 21-30 days old. A green
square is used for bills up to 20 days old. The icon for each billing is in the last column.

The next dashboard on the drop-down list is for “Released Billings.” This dashboard shows all
bills that have been paid to the organization. It also will display bills paid using “PRISM 2007,"
the old paper-based process. Please note, old bills do not have the same level of details that the
new bills will have.

The third dashboard on the drop-down list is the “Current Advances List.” This is for Salmon
Recovery Funding Board projects only. There are flags to indicate the stage of the advances. For
sponsors, a red circle is used for advances that are overdue. A yellow triangle is used for
advances that are due in 30 days or less. A green square is for advances with more than 30 days
remaining to the due date. RCO staff have 15 days to account for advances once a bill is
submitted by the sponsor. The internal flag for RCO staff of a red circle is used when advances
are overdue. A yellow triangle is used for advances that are due in 5 days or less. A green square
is used for advances with more than 5 days remaining to the due date. The icon for each billing
is in the last column.
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The final dashboard is the “Repaid Advances List.” This is for Salmon Recovery Funding Board
projects only.

All of the lists can be sorted by clicking on any of the headers. To open a bill, click on the
Project#/Billing# column on the left.

Export — Use this button to export a list to an Excel spreadsheet. For old billings processed in
PRISM 2007, this data does not necessarily reflect accurate processing time.
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Section 3:
Preparing Your Acquisition Bill

Task 1: Setup Your Acquisition Bill

Acquisition bills are different than other types of bills for several reasons. Acquisition bills:
e Require more backup documents about property and incidental costs.

e In addition to the billing categories, you must choose a work type for each cost on each
bill. For example, if you choose a billing category of incidental costs, you also must
choose a work type, such as appraisal, demolition, cultural resources, signs, or many
others.

e Require details, such as the actual acquisition date, property location, values, and more
on the property page.

e Acquisition projects use properties. Non-acquisition projects use worksites.
Setup Your Acquisition Project Bill

This section will focus on items that are unique for acquisition projects. If you would like a
complete overview of the “Bill Setup” screen, see Section 1.
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Acquisition Bill Setup
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A. Billing Categories — For acquisition projects, there are three choices: Property, incidentals, or
administrative costs. If property or incidentals are chosen, required documents will need to
be attached.

B. Properties Included in this Billing — All potential properties included in a project will display
after any billing category is selected. Choose the property that will be billed. Each property
will be separate in the costs pages with each billing category listed for each property.
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sk 2: Enter Costs

Enter Your Costs
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A. Enter costs by property and work type. Unlike the previous non-capital example, work types
must be entered with each transaction on acquisition projects.

B. If more than one property is selected, the properties will be listed one after another, with all
potential billing categories listed.

Task 3: Attach Documents

As was mentioned earlier, there are required acquisition billing documents that need to be
attached in PRISM. See the detailed Fact Sheet 11: Required Attachments for a complete list of
required attachments.

When you first enter the "Billing Attachments” screen there will be no attachments. Please note,
to determine if required attachments are present, the system will review all attachments for the
project to date. If the attachment is already present, it will not be required to be attached again.
If attachments are required, there will be a message at the top of the screen in red text.

Additionally, the attachments must be related to the correct property.
Example of errors for acquisition “Billing Attachments” screen. The red text highlights the errors.

TEST Bill Testing LOG OF

aftism

O.’}f_'{]ﬁ Mot My Proposed Prosects My In Syograss Projeces My Complotod Projects My Othwr Projects Progect Saans

BILLING #2 DETALS = " :
Pag = o

| Seup
PROJECT: 134878 ACQ. UPPER SKAGIT WATERSHED MABITAT PROTECTION
Sparady Raevpodge leked Land Trugl  Arogram Pugel Sourd A € Sedtonan  Fropea! e Attes

HIkinG % 2 (xaft Dehe: 01207015 Hileng Shates el g Ches Hoes 16 St Findl Bapont [ s | s | e |

017 Piegse anach o assaciete Mie Apprsal docemen for Froperty Sigh Praonty Hatitae, Marblemaunt Backwator Aoy, (Attacnmess Type shoold be “Aperaisal™)

Acguntion Costs
Bing Summary
Paymort irformaton
1
1 Cartty & Subsent

ot Piadse atlach ox ans

e Appiraeal fovelem Qoziment for Property High Drice gy Hatieat, Mecbinount Backmiies Area (ANAcment Type stiusti! Be *Appeoiay

o e Sehoming Socurmments 8¢ Prapery Mgh Soonly Inetetet. Marmiemeont Bachweior Arad: Laveonimansy $ie Avssssment Regorn o

OFTIONS & Rco

Dasteaands %0 e Fazarouws Subistance Cemficeson Form gocumant tur Property Hgh PHIonty Habitel, Matbenout Sackmater Arvo |Amachment Type

Bing Dwtml Regart et HoCUNNt 81 Property High Pronty Katetee Martlemoonss Backwener Arae. (ATICTars Type shoabs be “Prelimisary Title

Projoct Bleg rastory

e D 800 Proprity Mgh Sronty atast, Martbsimonet Dchwets! Atas. (AMachimmet Tppe should e “Dewe”|

Proyec! Dutais
Ertor 2 Bing

e Dewnt af Right tor Propievty High Pooesy Hatieant Ut Sackmaier Acen (Altsctment Tyse shoutil be *Deed of Right”)

Erion Phadss aNECh or avecCian N6 1w leserance noceamm for Prepeity Mgh Pty 16ttt Marmiemoust Iackweber Arnd, (ATcmest Ty shoals be “THM isumoe”|
v s BILLING ATTACHMENTS
PRISM 2007 LINKS - t 1 Ta 0% 2%
Project Progrems Regon
Entor a Progress Report
Proyeet Sammary
Projoct Blgs Vg St 5 20 12 530 B AEAIMENTS 35COCHied Wi 1ha pioject
Progect Miesicnes
Project Final Regan fHoTos pPa OR
NELP 2 There a= no aia; hed Imager
B How 1o eotee costs
B How \o sutent a bibng
B How 10 reguest ameodment PROJECT DOCUMENTS AND PHOTOS
Erad Geant Mamaper Espa
1 t i E ey !
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Section 3: Preparing Your Acquisition Bill

The errors listed here are a sample:

e Because the bill included the incidental cost of appraisal, the following documents must
be attached:

o Appraisal document
o Appraisal Review document
e Because the bill included property, the following documents must be attached:
o Environmental Site Assessment Report
o Or RCO Property Assessment Checklist
e Hazardous Substance Certification Form
e Preliminary Title Report
e Deed
e Deed of Right
e Title Insurance

Each attachment needs the correct attachment type. The attachment type must be titled
correctly and match with the required document.

Each attachment also needs to be associated with the correct property. Click on the first button
to choose specific worksites and properties. Click on the second button to select the correct
property for each required attachment.

In this case, we assume the attachment is for the “Marblemount Backwater Area,” so you would
click the second button and then click the property detail. See the red circles below.
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Attachment Associations

ociate this attachment with all worksites and properties
lsociate this attachment with selected worksites and properties
Project #13-1576, Worksite #1:
Project #13-1576, Worksite #1:
FProject #13-1576, Worksite #2:

ject #13-1576, Worksite #2:
Project #13-1576, Worksite #3:
Project #13-1576, Worksite #3:

Upper Skagit

Upper Skagit, Property: Upper Skagit Parcels

Upper Skagit

Upper Skagit, Property: Marblemount Baclkwater Area
High Priority Habitat

High Priority Habitat, Property: High Priority Habitat

Cancel

Note: More than one document may be uploaded and attached at the same time.

At the bottom of the Billing Attachments page, select “"Check Page for Errors.” Once all required
attachments are included, green text will display at the top indicating that “No errors are found.”

1 Setup ~
- SKAGIT WATERSHED HASITAT PROTECTION
" “m’: umm&% Frogan Figet Saaret . A Tustraten  Ruec Blata A ] _ _
et St 417 Ovah Data: 0107015 Sty Ssatn: sl 5 Chc bt 1 14 i o  fscs J s J o |
1 Cartfy & Submat st MEN1’? pach the ARG F5E o AR000" FaNon eiow
oPTONS - ' ’
ADSTTNTONIS '8 SATOST AWORS Sdye ¥ Derre 4UECANg DT £no o amy s v >
By Dot Regont nre
01' : 9 \Vew Prosec] ANICIVIGNG A0S 10 500 3§ ITACHMETS 28SOCIated wit the proect
ot Dwiain
Ertar a Bing PHOTOS (JPG, GIF}
Deite Biling = " P ‘
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Progect Progress Haport 1, ',‘§ 3 1 <~J_A;'. 3 i g s
> 8205020 e o 208203 | 20%2m 820520 8205202 L o 20420 [ e 205200 a2 w
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Praciesoes [ e o
Projoct Final Report
HELP = PROJECT DOCUMENTS AND PHOTOS
B How 10 st costs Exped
B How 1o subme 3 bikng r e ” Nome {
B How 10 incansl amendsunt
Emad Geant Manager oot ps
[ topans p— i O g
0 FIOeCE AR Whvaade 00 Dgh Priet
U210 ADMSQNTZTED 3031
Gt Oy : 0] Fepans 10292436 _101524387220 BT Q1300013 =
I - Fanoct #1570 Wovesls 12 Lier Baag
ot Perwen £ Dawttoeny I8 0§ 201450
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[]  Aeprasd Revow 102944 96_101528 397220 EN 0 5 " = W
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Section 3: Preparing Your Acquisition Bill

Task 4: Fill Out Property Pages

Required information on the property cost page can be input ahead of the bill. All required
information could be added on the property page. Alternately, you can start the bill, enter costs,
include required attachments, then go to the property page and enter required information.

The red text error at the top of the “Billing Setup” screen indicates that you need to view the
property pages and add missing data.

See the error message that you need to enter information on the property page. Then go to the
property page and click on the link in the error text.

Step 1: View Property Pages

aftisM

OH:II ne Home My Proposed Projects My IsProgross Promcts My Complednd Projects My Other Projects  Proect Sesech

BILLING #2 DETAILS -

FRDJECT' 1&!57.!30‘ UPPER SKAGIT WATERSHED HABITAT PROTECTION
Spravitr Bmetviogn A Lant T Frigase Puget Soura Acn & Rameaten  Propdt Sits Ao

Acquaston Costs

Billng Summary

oo [

Payment information

pantt Backmaier Arma. Hoah Enony Habsa)

Bang Atachmnents
| Corshy 3 Suserit

OFMONS -
BILLING PEROD
Dasrboards 3 ,
Bling Detad Aepon frem (010172015 W e AR EI0NS P
Progect Nang Hatory
Progect Datal
AT SPONSOR INVOICE NUMSER
Erder 3 Bibrg )
DN - il 005
PRISM 2007 LINKS -
Proyect Pregress Rmpon STATEWIDE VENDOR NUMBIR
Enler 3 Progress Regont v Suffie |15
Project Sunmary

Progect [S8ngs BILLING SCCPE
Peoject Melasiones W & o

Progect Foud Rport WO PUARISRT 006 PRILE Of tand
HELP -

B How 10 a0ier costs

To view property pages, there are several options:
e Open the project details page
o Click the project properties link, under Options on the left side
e Oryou could click on the link that is present when property costs are selected

e Finally, you could click on the link in the error message
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Section 3: Preparing Your Acquisition Bill

Once you are on the "Project Properties” screen, click on the correct property.

TEST B# Testmg LOG OFf

aflism

on y" ne Home My Proposed Progocts My in Pragress Projects Wy Completod ropects My Ofver Frojects  Project Search
PROJECT ONTAILS
Project Bosl
Progect Anachments
Project Bng Matory
Progst Apphs sion Wl
Propect Apphe sticn 5
Projtt Snapahot

G vt Trasd Pndies Fget Snusd Ace & flaslaainsh  Sona Atne

PROJECT PROPERTIES
WS F  Wonsls Nane Fropany Nans

OPTIONS
Dasibeands
Pandng Eidings Dashtoad
Emae Gaant Manager
Emar a Bilng

PRISM 2007 LINKS
Progec! Progress Repen
Emit a Frogress Ropon
Propct Summary

Step 2: Fill in Property Details

Once you click the property, the property details will display. If information is required, it will
display at the top of the screen in red text. Below is a screen shot of property details page with
errors at the top.

Moane My Primessad Deniecss  So b Desinas Drodects My Compleled Propects My Omer Projecis  Pragoct Search

PROJECT: 13-1578 ACQ, UPPER SKAGIT WA TS
Sponscc RaebeoDe luind Lana Trust  Fogiam Pugst Ssusg

Livae: AL east ton Parcel Mumbes = requied for Property IWgh oty Hesiet
or: An adtess 15 teguired for Progerty High Pri atetat m Property Lacation secson

10 oot Actual Arres for Frogeny High Poonty Habdol

frpent
Property: High Priority Habitat (Worksite #3:High Priority Habitat)
board
® Acquisibon T Develupment
Acquisition Details
. Planted Acquisiton Dase voiow Im Proposed Acres
poot

Actual Acquisiion Dabe |4 Acteal Acres

Property Location

= =335 N0t Sewn iarmSed byt wil 1ofow the
Toe A At s QuadDed 1 the

Propery Name Vigr Poonty teatres Progeny Description | T
¢

Proparty Adoess ot g

Assocuisng Workate sun P rncky Maditer (¥))

State 2ip
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Section 3: Preparing Your Acquisition Bill

Step 3: Save

Once the necessary data is added, click save. If the required information is entered, the red text
will go away. The red text errors have gone away in our example below.

TEST Bill Testny LOG OFF

Hamne My Propoded Projects My In-Progress Progects My Cotnploted Projcts My Other Pyogects Progect Search

QOPERTY DETAILS
o< I , v

pon
Property: High Priority Habitat (Worksite #3:High Priority Habitat)

PROJECT: ll—‘li?OACQ WPER SKAO!TWATERHED HABITAT PROTECTION
Pogum Puget Brund Acq. & Restoraton St Actve

stack 1o Prooerts Lot | S |

& Aceuistion [T Development

e Acquisition Details

Puanmed Acquismon Dane Proposes Acres

Actual Acres 300

ot Acteal Acquesizon Dete 010

on

Property Location

Propecty Nane v B, tones Propany Descrgtion Ths sie fis not been ieamtfed tut wil fbow 1o
T prontes and use 1o 29ses 1"" vcs Tbed in he
= Property Adaress | 11727 Soom f1om | DAIRCt Apoicaton

E— Annocited Worksite ..7“ Fraumy Hatatal ¥
City Parkand v

Statn WA | 2ip/ 58444

Step 4: Fill in Required Fields

Required fields in the "Property Details” screen:
e Acquisition details — date and acres
e Property location — PRISM finds some of the data from the application
e Property grantor — required for land donations
e Ownership — information pulled from application

e Values — appraised value, reviewed value, paid value, donated value, appraised date,
appraised review date

e Parcel numbers — county name, parcel number
e Metrics — link to PRISM 2007

e Property attachments — list showing all attachments related to the property
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e Recording numbers — instrument type, recording number
e RCO notes

After entering the required information on the Property Details page, the Setup page now is
error free.

TEST Bl Testing LOG OFF

aRisM

!
onhne Home My Proposod Projects My In Progress Progects Ny Campletod Projects My Otver Projeces Progoct Search

BILLING ¥2 DETAILS - . - -

PROJECT. 13-1678 ACQ, UPFER SKAGIT WATERSHED HABITAT PROTECTION
Secrme RATeixige et Land Tual Yoot el Soend Act. B festorddion  Progedt e Ak

BAmg M2 Draf Dee; S12029Y5 TG Statws: Oralt ks CHCE haem 50 ximrt Final Report n

Acsgusibon Costs

v Belng Summary

v Payment Information
g Atachmeons
Coaetly & Sclieit

OPTIONS

Fuling Dulat Regon From gymi201s B To [o1s01c M

BILLING PERIOD

Progect Bilng Matory
Progect Dotain SPONSOR INVOICE NUMEER
Entir 3 Blling . \ \
Delete Bikng imer=al 006
PRISM 2007 LINKS -
Projact Peogreen Ragad STATEWIDE VENDOR NUMBER
£ ] . 108 Suffis 1z

Go to the "Certify & Submit” screen. Check the bill for errors. If the bill is error free, you will get
the following message

o .|

Message from webpage £3

Your billing is error-free, If you are finished entering data, remember to
A Certify and click the Submit button.

The next step is to read the certification, if you agree, check the certification box. Now you can
submit the bill.
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Section 4:
Finding and Fixing Errors,
Equipment, and Importing

Task 1: Find and Fix Errors

The e-billing system uses many edits (double checks) to verify that all required information has
been entered or attached while using the e-billing wizard. The error check can be done at any
time, but the entire bill must be error free before it can be submitted.

For example, several fields are required for cost information. The system will allow you to enter a
cost without a description. When you click the “Check Page for Errors” button, the system will
point out that an item is missing. In this case the required description.

In order to check for errors on a single page, use the “Check Page for Errors” button at the
bottom of the “Billing Setup” screen.

PROPERTIES INCLUDED IN TS BILLING

o PROPERTY Cousg Mogen

oo

Errors are shown in red text at the top of the page and there will be a red exclamation point next
to the steps of the e-billing wizard where there is an error. When a page is error free, there will
be a green check mark on the upper left side panel on the steps of the e-billing wizard.

If you like, you can wait and check the entire bill at once, by going to the “Certify & Submit”
screen, then select “Check Billing for Errors.” This will check the entire bill at once. After that has
been done, then the bill can be certified and submitted.

To check the entire billing for errors, use the “"Check Billing for Errors” button at the bottom of
the “Certify & Submit” screen.
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GowPumon
| n STATUS HISTORY

Enng Sans Oate Srans Nk

= e |

Below is a screen shot showing an example of errors at the top of “Billing Setup” screen. Note
the error at the top of the page and the red exclamation point in the upper left side panel.

' TEST Bl Testng LOG OFF

(jrm' e Mome My Progosed Progects My M Mogiuss Progects My Cumpieted Drojects My Other Projects Progect Sessch
TAILS - - .
q
I
- NOJEC? 13-1088 ACQ. WE“NWARINI HABITAT PROTECTION
Toomor Jamesties §¥Gatam T Prost Sord Ava A Sestraton  Pioject Statee Actye
Bang Summary
Bao o Do Wkt Status: Dre® 4 Ok fowrm tn wtart Firad Rageset B33
g Atachments
Cornfy & Suberst
OPTIONS -
BILLING PERIOD
Dawtboardsy
Bang Detad Report Froes B T BE

Project Eilog Hslory

Below is an example of corrected errors “Billing Setup” screen. Note the green check mark next
to set up in the upper left panel.

aflisM

onin liome My Proposed Projects My In Progross Progecty My Completed Projncts My Othar Progects Progect Search
AILE - )
C
ﬁ:mﬁ PROJECT: 1314086 ACG, ouncuess MAR“N MABITAT PRO!!CM
S Sposeo’ Janecioen S¥lalan Troe  Pegam St Baund g § Reesaion P

Bng Summary

Payment infrmation Bibng £ 2 Dualt Date: 00257019 Bikieyg Strtes: Deaft 4l Cht e f start Fises Rngtt [ e | st |

Bing Attactments

Consly & Suberst A

Srmans % BLLING PERICO

Dasbboanty y . \

Bang Detal Regort fom [o1ow0is [ Yo [pascois [

Progect Eikng Hsiory

A listing of possible errors can be found on the Fact Sheet 7.

Task 2: Enter Equipment Purchases

If your agreement allows for the purchase of equipment, please follow these steps. If you are not
sure if your agreement allows for equipment, please check with your RCO outdoor grants
manager. RCO considers equipment to be more than $1,000. Any equipment purchases are
entered on these screens.
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Step 1: Verify Equipment is a Valid Grant Cost

The billing categories will display based on the project type. If equipment is not a valid cost for
this agreement, do not enter the cost. If equipment is a valid cost, choose the equipment billing
category cost on the “Billing Setup” screen (detail from “Billing Setup” screen).

BILLING CATEGORIES

Moo Capeiat Cosse

< Equpmen >

Step 2: Choose Equipment as a Billing Category

On "Billing Setup” screen, choose equipment as a billing category. Enter the equipment cost.
Note additional information is required for equipment purchases and certain documents are
required to be attached.

e Equipment details required:
o Serial number
o Model number
o Purchase price
o Location
e "“Attachments Required” button shows once the record is saved:
o Copy of the equipment invoice
o Picture of the equipment is required

Below is a screen shot from the "Equipment Cost” page. This shows the additional equipment
details and required documents attached.
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TEST Bl Testing LOG OFF

M

on l‘,‘l!& Homne My Proposed Projects Wy In Syogress Projeces My Completod Projects My Ofex PMopects Togect Search

BILLSNG 23 DETALS -
\
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Entar 2 Progross Repoat

Proyect Sertrmary

Project Bhrgs

Progect Miestores

Proyect Final Report
HELP

Crtkne Help
Emad Gram Manage:

Step 3: Review Past Equipment Purchased

To review past equipment purchased, go to the Home page, click on the icon next to your
organization name, and select “Equipment” in the upper left side under "Org Details.” This allows
you to review the equipment. You can update the location information section. Older equipment
records may not display any information for location.

tM SPONSOR WORKBENCH

[ ne Home My Proposed Projects My In-Progress Projects

SELECT ORGANIZATIONS: [ pepartment of Fish and ‘ e Q\,_"
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TEST Bl Testng LOG OFF

My Propused Progects My I Svogress ogocts Wy Conrdetind Prosects My Other rojects Progect Search

ORG DETAILS
Basics ORGANIZATION. DEPARTMENT OF FISH AND WILDLIFE
EQUIPM
Ravked Lats
Fursing Tatles o E N 7
QPTIONS = .
Desboatrs h Actvw 7] mectve | Emo
E;*"*' e Toty Peces of Equpmert 30
oyt Deacopton LOCID00 MOEESI2r0d Date Acqursg Bt ) AN
a8 17720 |l
Ga s Org
[o] L] o
80 9 Fwncn
A oo L] «
= )

Task 3: Import Cost Information

E-billing allows you to import cost information. This requires using Excel with RCO formatted
templates and adding unique billing information from your organization’s accounting system.
This template is available on the “Billing Setup” screen, near the import option.

Go 1o Persen
IMPORT OR ENTER

Begin on the "Billing Setup” screen, select "Download” to get the Excel template. Based on the
project type, the template will be tailored to fit your project. Save the Excel file on your network
or computer.

Select "View" to show a list of valid worksites, properties, and work types for the project.

The first tab of the template contains detailed instructions for using the import process. There
will be other tabs for each cost category for the specific project. See Section 1, Task 3 for a full
listing of project types and cost categories. The last tab of the template is for look up data in
regards to the chosen project. The look up data shows the valid work types, valid non-
reimbursable types, valid units, and valid labor rate justifications.
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On the costs pages (screen print below), add cost information starting on Row 3. The first two
rows give titles (Row 1) and further details about what should be included in the column
(Row 2). Do not alter these two rows. Data is input in Row 3 and below.

This template requires that the worksite or property (Column A) is referenced exactly like the
worksite or property in PRISM for the project. Additionally, if match is reported, the match
category must match exactly. Any units that are to be entered must match exactly, or the upload
will not complete for that row. PRISM will upload what it can, but if the spreadsheet contains
data that does not match the required format, that data will be blank in the costs pages.

B H %
HOMW
- X

PNSERT PAGE LAYOUT FORMUILAS DATA REVIEW ViEw AMROBAT Jarsirtig, Mark (RCQ) - ‘
Cabbo AN T=E®- B Genenl P‘ s » =y ’““ o, E -2 4 "
o - = .;cn:'» n f:\u::t [ l_"ﬂl G Oclete = 14 S:m & Find &
~ e A oA P s b lctmm"longh' Toble* Sthyfes~ [ Format - A ’nlav' Select»
Ciphoaea 0 Fam . Algnnent . Humoes fa ityle Cels Eat
(%] 1/ Rock Hauling
A B C D E
1 WorksiteName PaidToDonatedByName | Description ExpendAmt NonReimburseAmt
Enter the worksite name exactly as  |Enter the Enter a description of what was Enter the amount Enter the amount
it appears in PRISM. vendor/employee who |purchased ar donated. that is an allowable |[that is non-
was paid or the item expenditura, reimbursable.
2 donated by.
3 Green Pen Historic Feeding Bluff Dave Smith Rock Hauling 1,524.31
4 Green Pen Historic Feeding Bluff Rock's Construction Bridge Construction 10,000.00
5 Green Pen Historic Feeding Bluff Rock's Construction Excavating 2,000.00
6 Green Pen Historic Feeding Blutf Lumberman's Bridge Materials 1,500.00 500.00
7 Green Pen Historic Feeding Bluff Jack Hudson Backhoe Use 1,000.00
8 Green Pen Historic Feeding Bluff Bill Daniels Rock Hauling 1,238.24
9 Green Pen Historic Feeding Bluff Rock's Construction Set pilings 1,500.00
10 Green Pen Historic Feeding Bluff AAA Rentals Equipment Rental 1,200.00
11 Green Pen Historic Feeding Bluff Rock Supply Retaining Wall Rocks 750.00
12 Green Pen Historic Feeding Bluff Dept of Ecology Tree Planting 542.34
i 13 Green Pen Historic Feeding Bluff Hugh Anderson Construction Oversight 124.34
]‘ 14 Green Pen Historic Feeding Bluff Friends of S5an Juan Mileage - 326 miles @ $0.56 182.56
15 Green Pen Historic Feeding Bluff Dept of Ecology Tree Planting 625.14
| 16 Green Pen Historic Feeding Bluff Rock's Construction Bridge Construction 2,500.00
: 17 Green Pen Historic Feeding Bluff Ace Hardware Building Materials 546.98
| 18 Green Pen Historic Feeding Bluff Lumberman's Bridge Deck Material 245.46
! 19 Green Pen Historic Feeding Bluff Dels Fence Posts 147.35
| 20 Green Pen Historic Feeding Bluff Dept of Ecology Tree Planting 321.15
| 21 Green Pen Historic Feeding Bluff Dept of Ecology Tree Planting 222.55
i 22 Green Pen Historic Feeding Bluff Dept of Ecology Tree Planting 89.80
| 23 Green Pen Historic Feeding Bluff Dept of Ecology Tree Planting 89.00
24 Green Pen Historic Feeding Bluff Dept of Ecology Tree Planting B897.00
25 Green Pen Historic Feeding Bluff Dept of Ecology Tree Planting 550.00
Instructions | Construction | AA&E  Loolup Data + ‘|
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Based on the screen below, you can see if a field is not needed, you may leave it blank.

@ES
HOME

PEERY PAGE LAYOUT FORMULAS DATA BEVEW VEW ACROBAT Ayastis, Mark (00 - .
X ' - o= o Bl ey [y Eetmsen - - A
| D gy . iCome Ju A =B &+ Bwuple Genersd g :r{ - ‘_../ {.'/ ® o.:. .- iYA '“a
asle « B+ He B EEE EE R . . v WM codiens Format s Ce F art nd
e N LE J b = A RN Gy ¥ P tomuttings Tables Stess B Femats £ pp suecs
Capboatl = ford > Adgnmem = Nusetinl Lytes Cafy fating
7 ~ Donated Equipment Use
3 F G H | | K
| NonReimburseAmtNonReimburseTypeName | Unit Qty |Rate |OccupationTitie | LaborRatelustification
Enter the amount  |Enters the non-reimbursable Select Enter  [Enter the |If ‘Donated Skilled Labor' is If ‘Donsted Skilled Labot' is
that i non- type: Donated Genersl Labor,  |from: Each, |the rate per  |selected as non-reimbursable | selected as non-reimbursable
reimbursable. Donated Skilled Labor, Donated |Hourls),  |quantity [unit. type, fill in the occupation title |type, enter either "Volunteer's
K Equipment Use, Donated Mile{s) ar |that was of the lsborer. cutrent profession”, or "ESD
E: l
4
5
3 500.00 Donsted Materials Each 5 100
7 1,000.00 Donated Equipment Use Dayis) 4 250
8
9
The screen below shows the other fields of information needed.
BEH S o USE THIS ONF 13-1177 Copy of PRISM Fislings upfoed for TEST demonstration (Z)kx - Secet T m
HONE INSERT PAGE LAYDUT FORMULAS DATA REVEW YIEW ACROEAY Iseaszr, Mark
'.{“ x Cabr un A ==8 & Bwoels Generat :}.i‘ _) ! Eenen - 3 - 57 “
'Ry - e - & B Oviete + ‘?-:5fc&
P Dy« P EEE EE B bov * . v % % Cooditional Format el art & Fn
""' * BEIS = tA b - (et koo $o% . Fc::|m-:;' ‘,Tv.'l-'“ Styles » (&) Forman + £ Fiter~ Sebect-
Clpoonrd % font T Algrnnent Nurbe 15 Wyles Cote tabing
Ma 9 I 1234F
_ L M N 0 - p
1 GrantName CheckDocNum | TransFromDate TransToDate [w
f 'Grant' is selected as Enter the Enter the transaction Enter the transaction end| Enter any additional notes for this fine item,
Non-reimbursable type,  |check or end date in mm-dd-yyyy |date in mm-dd-yyyy or
enter the grant name here. | document or m/d/yy tormat. Date |m/d/yy format. Date
2 number, ranges may be used for  [ranges may be used for
3 1234A 10/15/2014
& 12348 11/3/2014
5 1234C 12/6/2014
6 1234D 12/23/2012
7 log 73 12/1/2014 12/4/2014
B ll?MF .I 11/15/2012
9 54214 11/24/204
10 54218 11/6/2014
11 5421C 10/29/2014
12 54210 11/8/2014
13 5421F 11/2/2014
14 S5421F 10/1/2014 12/31/2014
15 5365A 12/6/2014
16 53658 11/30/2014
17 5365C 12/31/2014
i8 5365D 1/1/2015
19 S365E 1/10/2015
20 5365F 1/6/2015
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Data Input Errors

After initial upload, the system will show a screen identifying any errors. At this point, you can
complete the import process or reject the upload, fix the errors, and re-import the file again.

Below is an example of “Billing Import” screen with data input errors. In this case, an incorrect

format was used for currency in Row 3.

When there is already cost data in the bill, and the import feature is chosen, there will be a
warning stating that the existing cost data will be replaced with the imported cost data.

B.ng Impart

DATA INPUT 2

Excel Worksheet Column Row Erros Description

Complote impart process

Fix efrors and re-anport

To the right is a screen B T e et NG B W R
print of the template with | = x« = e Bb. B oo : L T
the error in red. The i L A , : sitons Formitin R
incorrect information was
not uploaded, but the rest
of the transaction was
uploaded. A : : :
WorksiteNans PaidToDosats diyName Description Eepoodanmt NonkeinburseAnt
Emer the warksile tame Eater e verdor/enpioyes D & desirpnion of ahat mas purchased or Erle! e noust  Entis the amount
Sty 28 N mppears in who was pad or the fem donales thet 1 an allowabie that & non
PIEM donated by expenditure reimbunsable
| Enogealyis RD Neen 133 Keg Donaid Duk Dog hause
& phres LD Nem 30 Krg Qasy Dutk dog tood
& gimés RO Noeh 130 Mg Mickey Mouse food for a dog “
akres RO Nomn 1431 ¥ what n
aimie D Noah 1332 Kieg Flote doyou mes 13
% AD Nerh 193 Keg Goo mena by all the EE]
1 .Snogsakrw RD Noeh 19 King Mas dog collee "
10 ' Soogearrés RD Nemn 130 Keg Donaid Dutk Mo Nt 155
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Here is a screen print of the uploaded cost data.

TEST Bl Teshing LOG OFF

aflism

online Hume My Secponed Sroects Wy i Piogress Prejects My Conpleled Svomets My Other Propets  Droject Seaech

Y o~ iy -2 [ Famer o
Sate
PROJECT: 12-1840 EDU, SNOQUALMIE RO FRONT COUNTRY PATROL 2044
Sponelr UEES MBENE Sacquatmis AT Proguany NOVS EA0ason ang Entieanant  Project State At
Blng Sarmary
RGPS s ity 23 Draft Ote: 916015 Flling Stmas: Oran el Gl e bu st Fitl Roport [ e | s [ vt |
Béng Aachments Gl 4 |
Cartty & Sikant EDUCATION COSTS
Uasrbaants Worksite: Snoqualmie R.D. North 1-90 King County #1
Bfng Detad Repon i Non-Capital Costs
Progect Bing Hietory AN IV VWL S C1atly £YDO MISN ACOSEMEN MIvWAUITTETTT @l (e AN Asse progw T T ©CAAM Av412n Iy mment eTifati smese
Progact Datads St AATE b MIIET TG, AW Ba A L e, Julavrvny wntdd 1
Enter 2 Bibng FIll 40 1006 PO, T00 AT AOXATSINAI Mok, CHOR IV AR Conl™ Suity UNL Dene ragws May D ruy
3 At b
‘:w Fﬁ’l’ﬂgB'nQ’. ¥ OUnNeaore &e RSO0, WA SCLANE 00T 1T JOMAIEN i e ITaTRal il a0 IpTOn,
Deiete Bitrg Pan T By Tota A Trane Date From
aOoranes - Q
PRISM 2007 LNKS - Owsergn= et Bl s i uox e Toaa ety
Progect Prograss flepon Denatl Duck $3500 $0 00 | | Men sz 5500 [12007014 W | X
Enter 3 Progress Bagont Doy Mouse B 155753y s
Proyect Summary
Project Belngs .
Project Miastoras Dany Duck $La00 S000 - $4200 112012014 NN | X
Pecyect P Repart dog food | MECEST 14
HELP -
Orina ey Mickny Mousa $56 00 $0.00 | |t s $66.00 [20ums B ] X
St Crace Morwner $sod for a dog 8 ey s
TotnPropest
1 (o0 ]
ot Oy Mirne Mause $77 00 SO0 || Mo i oo BN ol X
‘, B what | W rzreny =

Once a template is used, it can be used again for any future bills. Be sure to remove old data so
that costs are not billed twice.

New columns may be added to the spreadsheet, but the import process will ignore them.
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Section 5;:
Personal Service Contracts

Billing for Personal Service Contracts

Bills for all RCO personal service contracts must be completed through e-billing on PRISM
Online. The processes will vary depending on the levels of detail required by your RCO
agreement. There are two choices available for billing personal service contracts:

e The contractor follows the same billing process as RCO grants projects. This means for
each bill, you enter information for each transaction individually with a row for each cost.

Or

e Use the current process for creating your regular invoice in your accounting system. You
then create a bill in PRISM. On the "Billing Setup” screen, enter the dates covered by your
invoice as the billing period. On the Costs page, enter one cost for the invoice and select
in In the Paid To/Donated By field, use “See attached.” Enter the amount of expenditure.
In the Description field, use “See attached.” For the check number, use “See attached”
and the transaction dates can cover the period covered by your invoice. The final step is
to attach a PDF of your invoice to the "Billing Attachments” screen, use billing
attachment as the attachment type.

In all cases, bills must include the required amount of detailed documentation. This detail
usually includes the contractor’'s employee, rate of pay, hours worked, any details on other
purchases. For contracts developed with set amounts for set tasks, include details identifying the
completion of the tasks and the negotiated amount.
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Section 6;

Tips and Tricks and the RCO Web
Site

Tips and Tricks

This section contains some tips and tricks we have found helpful in using this program. If you
have a helpful tip, please let us know. We may include your tip in a future edition of this user
guide. E-mail us at ebilling@rco.wa.gov.

Get familiar with the process — At first, the process of using the e-billing wizard may seem very
different. We trust that after completing several bills, the steps and the program will become
more familiar and easier to use. Be patient, you can do it. If you have problems, or questions,
please let us know.

“Back” buttons work in browser — When working through the e-billing wizard, the “Back”
buttons will work in the browser. If you need to see the previous screen, hit the “Back” button.

Start a new session — If you have a question, or would like to look up something, but don't
want to lose your place, that is no problem. Just right click the item you are interested in. By
right clicking, a dialog box will display. You can choose to open the link in a new tab or new
window. Once you are done, just close the window.

When doing a billing, right click to open property details/brief, then you will have access to
property pages, too. Once the property details/brief page is open, look in the upper left of the
screen. Click on the property pages to add details about acquisition projects.

Enter property information as soon as you have the information — Acquisition information
can be entered at any time on the property page. You also can attach required documents, such
as the deed or appraisal, even if you aren't doing a bill right away. When you are ready to bill,
that information already will be in PRISM.
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Always go to Billing History first — When starting a new bill, go to “Billing History” first. This
will allow you to verify there is not a draft bill in the system and to verify the progress of
previous bills. Please note, there can be more than one draft bill if this is helpful to you.

Delete old, unused draft bills — While you can have more than one draft bill, all un-submitted
drafts must be deleted before a project can be closed. Delete any draft bills that are not going
to be used. To delete a draft bill, open the pending bill and click on “Delete Billing” in the
"Options” area on the left side in the middle of the panel.

Expanded backup documentation — RCO monitors our grant sponsors carefully. This
monitoring is done with a review of each bill submitted. We check for allowable costs and
questionable costs, and we make sure that costs are within the appropriate dates. Additionally,
RCO requests expanded backup documentation from each sponsor. Our goal is to request this
once a year.

When expanded backup documentation is requested, we will send an e-mail and let you know
what we need to see. When bills are prepared, the system will identify whether expanded
backup documentation is required. Based on this request, you will need to include all
timesheets, pay rates, invoice copies, volunteer logs, and any other backup that shows the
source documents for the request. These documents need to be scanned and attached in
PRISM, usually using PDF format.

The RCO Web Site

You may go to our Web site to view training videos and fact sheets.

Fact Sheets

Advances — Salmon Recovery Funding Board

Billing Categories, Work types Overview, Properties, Worksites
Billing Personal Service Contracts

Secured Access Rules

Date Edits

E-Billing Overview

Edits and Errors

Escrow Payments

O 00 N o v A W N R

Importing

=
o

Navigation, Getting Around

=
=

Required Attachments
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