* Loginto the Applications Portal



* Hit ‘Accept’



* Select ‘MBS — MR/DD Billing System’



* Select ‘Continue’



* Select ‘Provider Weekly Reports’



* Select ‘File Layout Formats Files’



* Select ‘eFMAP_Invoice_Flatfile.TXT’ from the drop down menu and select ‘Download’



* Select ‘Open’



* This screen will show you the column headers of the file we are about to download
* Cut and paste these into Excel or write them down



* Close the window and go back to the Provider Weekly Reports



* Select the MBS cycle (in this case JULO9E)




Enter your contract number and click ‘Find Contract Number’

Select ‘INVCFLAT_EFMAP’ report from the drop down menu

Be sure to select the correct file as the INVC_EFMAP report will not import to Excel in a useable
manner

Click ‘Download’



* Select ‘Save’



* Save the file (be sure to remember where you saved it)



* Open the file from Microsoft Excel (you might have to select ‘All Files’ from the ‘Files of Type’
drop down menu to find the report)
*  For this to work, you must open the file using Microsoft Excel




* Select ‘Fixed Width’ when the Text Import Wizard appears and hit ‘Next’



¢ Scroll all the way over to the end



* The only columns that are of interest for this calculation are the service code and the last four
columns, which include the reimbursement amounts



If the ‘INVCFLAT_EFMAP’ report is opened from the MBS website, you can see how the report

should look if you insert the column breaks correctly
As you can see, the flat file will not have column labels, which is why we copied we copied the

labels earlier in the process



Insert the column breaks at the end of the dollar amounts and select ‘Finish’
If you want to have all the data in a useable fashion, the column breaks will need to be carefully

inserted (this can be tricky)
Once the column breaks are aligned at the end of the dollar amounts, select ‘Finish’
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The text should now be moved into separate columns based on the placement of the column
breaks

Use the headings from ‘File Layout Format’ file to label each column (these were the labels that
were copied earlier)



For the eFMAP calculation, we only need to know the service code and the reimbursed amounts

The other information can be deleted or hidden if desired
To ensure accuracy of the file conversion, highlight each column and make sure the totals

balance to the INVC_EFMAP report






Add the formula below to cell F2 and copy the formula down to the last row of data

If the columns between ‘Service Code’ and ‘Regular FFP’ were not deleted, then the formula will
need to be modified accordingly

This formula will only show a dollar figure if the service is for TCM or the amount in the ‘State
Match’ column is $0

The ‘State Match’ column will only have an amount for services in which the CBDD is paid at
100% (e.g., Martin, XICF, TCM, etc.)

Except for TCM, payments that include state match are the state’s responsibility for tracking as
the CBDD is not the responsible entity

The only exception to this should be Lorain County since they are the only CBDD authorized to
provide HPC services



The sum of the new column is the amount of eFMAP that should be tracked

An amount equal to this amount should also be tracked as freed-up match

Of the $87,282.48 of eFMAP shown on the total report, only $86,037.67 is the local
responsibility

The remaining $1,244.81 of eFMAP would have been earned on individuals for which the state is
the responsible entity (e.g., Martin)






