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WELCOME TO CONTRACT ACCOUNTING MANAGEMENT SYSTEM ONLINE 
INVOICE (CAMS) 

 
The NYC Department for the Aging (DFTA) is introducing Contract Accounting 
Management System Online Invoice (CAMS).  Starting FY 2013, providers will use 
CAMS, which is an online invoicing application for DFTA-funded contracts and 
discretionary contracts valued at $25K and over. 
 
Highlights of CAMS include: 
 

 Web-based application 
 Instant invoice submission to DFTA and faster payment 
 Built-in checking system that produces mathematically error free invoicing 
 Ability to view a contract’s latest registered budget by line item 
 Ability to view a contract’s YTD payment, advance balance, and disallowances 
 Submit your organizations’ invoice from any computer with Internet access 
 View the current status of your invoice re: approval and payment 
 Reports featuring check issued date, payment amounts and voucher numbers 

 
CAMS is a web-based application.  In order to access CAMS, you must have high-speed 
internet access.  CAMS can be accessed via Internet Explorer vs. 8 (or higher).  CAMS 
is not compatible with other Internet browsers such as Safari or Firefox.  Please use 
Internet Explorer only to access CAMS.  Internet Explorer is denoted by the            
symbol. 
 
To check if you have Internet Explorer vs. 8 (or higher):  Open Internet Explorer.  Click 
on Help and select About Internet Explorer.  A window will appear showing the version of 
Internet Explorer. 
 
For technical support and assistance, contact Eleni at 212-442-1035 or via e-mail at 
elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 or via e-mail at 
szaman@aging.nyc.gov 
 
 
 
 
 

 2

mailto:elimperopoulos@aging.nyc.gov


ACCESSING CAMS 
 
CAMS is a web-based application and can be accessed from any computer with internet 
access, provided you have a valid User ID and Password.  You must be authorized by a 
Security Officer to receive a User ID and Password.   
 
The following page includes a CAMS Online Invoicing Authorization Form. This form is used by 
the Security Officer to authorize staff members to access CAMS by issuing a User ID and 
Password.  This form is also used to authorize the deletion of existing CAMS users.  Fax 
this form immediately when a user needs to be deleted from accessing CAMS.  DFTA may 
not be aware of staff changes/termination. The Security Officer is the only staff person 
authorized to add and/or delete staff members from CAMS.  A Security Officer must hold one of 
the following titles: Board Member, CFO/Controller, COO, Executive Director/CEO, Fiscal 
Director, or Program Director.   
  
Please make copies of the form to have on-hand when needed.  Each form has space for three 
(3) users.  If more than 3 users need to be authorized, use another form.   
 
To complete the top portion of the form, include the Sponsor Code (the Sponsor Code is a 3-
digit number which appears on the upper left hand corner of your customized invoice e.g., 
A00) the Sponsor Name, Name of the Security Officer, a valid e-mail address where authorized 
privileged CAMS User ID’s and Passwords can be sent (Security Officer’s e-mail), the Security 
Officer’s telephone and fax numbers.  
 
The names of staff members authorized to use CAMS must be entered in the middle portion of 
the form.  All fields must be completed.  Enter the Request Type Code based on the individual 
user.  Enter the First and Last names, telephone number and valid e-mail address for each user.  
Check the appropriate Access Level of each user.  (A user is either the Preparer or Approver).  
Each site must have at least one Preparer and Approver.  The Approver must be a manager 
such as Board Member, CFO/Controller, COO, Executive Director/CEO, Fiscal Director, or 
Program Director. 
 
Please Note:  If the Security Officer will access CAMS and needs a User ID and Password, the 
Security Officer must authorize and include their information in the middle portion of the form.  If 
the Security Officer will only authorize to add and delete users, but will not be accessing 
CAMS, their information is not needed on the middle portion of the form. 
 
The Security Officer must sign and date the bottom portion of the form.  This signature authorizes 
the staff members entered in the middle potion of the form to receive a User ID and Password to 
access CAMS.  The applicable Office Title of the Security Officer must also be checked.  A form 
missing this signature will not be processed. 
 
After the form has been completed and signed, it must be faxed to 212-676-9264 for processing.  
User ID’s and Passwords will be issued via e-mail to the Security Officer’s e-mail address.     
 
For assistance completing this form, please contact Eleni Limperopoulos at 212-442-1035 or via 
e-mail at elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 or via e-mail at 
szaman@aging.nyc.gov 
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Request
Type Code:

“N” = New User (New User)
“NC = Name Change (Change name of existing user)

“D” = Delete User (Delete User)

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)
Preparer
Approver

Security Officer Signature: Date:

The City of New York

COO
CFO/Controller
Board Member

Fiscal Director
Exec Dir/CEO

Program Director

July 2012

Office Title:

For assistance completing this form,
please call 212-442-1035 or 212-442-1082

Please fax signed and completed form to 212-676-9264

CAMS Online Invoicing
Authorization Form
Sponsor Code: Sponsor Name: Name of Security Officer:

Security Officer’s Email Address: Security Officer’s Telephone: Security Officer’s Fax:

Signature: Title: Date:

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)
Preparer
Approver

Signature: Title: Date:

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)
Preparer
Approver

Signature: Title: Date:

Request
Type Code:

“N” = New User (New User)
“NC = Name Change (Change name of existing user)

“D” = Delete User (Delete User)

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)

Preparer Approver

Security Officer Signature: Date:

The City of New York

COO
CFO/Controller
Board Member

Fiscal Director
Exec Dir/CEO

Program Director

July 2012

Office Title:

For assistance completing this form,
please call 212-442-1035 or 212-442-1082

Please fax signed and completed form to 212-676-9264

CAMS Online Invoicing
Authorization Form
Sponsor Code: Sponsor Name: Name of Security Officer:

Security Officer’s Email Address: Security Officer’s Telephone: Security Officer’s Fax:

Signature: Title: Date:

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)

Signature: Title: Date:

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)

Signature: Title: Date:

Preparer Approver

Preparer Approver



LOGGING ON TO CAMS 
 
First Log-in Screen Aging Remote Access 
 
The link to access CAMS, all User ID’s and Passwords, will be e-mailed to the Security 
Officer.  If you did not receive the link via e-mail, enter the following web address in the 
address line of Internet Explorer: https://aging.ra.nyc.gov, OR see your respective 
Security Officer. 
 
A User ID and Password will be e-mailed to the Security Officer for each authorized 
user.  Each user receives a unique User ID.  Users must not share User ID’s.  
 
Instructions for the FIRST log-in screen (Aging Remote Access) 
 
Enter your assigned User ID in the User Name field.  User ID’s are e-mailed to the 
Security Officer.  
 
Enter your assigned password in the Password field.  Passwords are e-mailed to the 
Security Officer.  Your initial password will be assigned to you.  After 90 days, and every 
90 days thereafter, your password will expire.  You will be prompted to change your 
password every 90 days.  Your new password must be at least 8 characters long, with at 
least one number and one special symbol (!@#$%^&*) and cannot be similar to your 
previous two passwords.  
 
Click on Sign In.  For technical support and assistance, contact Eleni at 212-442-1035 or 
via e-mail at elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 or via e-
mail at szaman@aging.nyc.gov 
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LOGGING ON TO CAMS 
 
Click on the link CAMS Online Invoicing.
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LOGGING ON TO CAMS 
 
Second Log-in Screen  
 
Instructions for the SECOND log-in screen (CAMS Log-in Screen) 
 
Enter your assigned User ID in the User Name field.  User ID’s are e-mailed to the 
Security Officer. 
 
Enter your assigned password in the Password field.  Passwords are e-mailed to the 
Security Officer.  Your initial password will be assigned to you.  After 90 days, and every 
90 days thereafter, your password will expire.  You will be prompted to change your 
password every 90 days.  Your new password must be at least 8 characters long, with at 
least one number but cannot be all numbers. 
 
Click on Sign In. 
 
For technical support and assistance, contact Eleni at 212-442-1035 or via e-mail at 
elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 or via e-mail at 
szaman@aging.nyc.gov.  You can also click on the Forgot Password link to e-mail 
Technical Support. 
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CAMS Home Page 
 
After logging on successfully, the CAMS Home Page will appear.  The Home Page 
provides all the accessible features of CAMS. 
 
The Home Page links are: Home, Invoice, Reports and Logout.  Click on the Home link 
anytime you need to return to this page.  
 
The Home Page features the name of the logged on user, the title of the logged on user, 
the Department the logged on user belongs to, the access level and telephone number 
of the logged on user.  If any information on the logged on user is incorrect, contact Eleni 
at 212-442-1035 or at elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 
or via e-mail at szaman@aging.nyc.gov. 
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SEARCH SCREEN 
 
You can search for invoices by PROGRAM NAME or PROGRAM ID.   
 
Click in the Fiscal Year and select the Fiscal Year, which starts with FY 2013. 
 
To search by Program ID, click in the Program ID field and enter the applicable Program 
ID. 
 
To search by Program Name, click on the drop down of the Program Name field and 
select the applicable program. 
 
Click on Search. 
 
Click on New Program to delete the current search and to begin a new search. 
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CREATE A NEW INVOICE   
 
After entering the search criteria in the Search Screen, you can create a new invoice in 
the following screen.  The same screen is used to retrieve and view existing invoices.  In 
this section, we will show you how to create a new invoice.  Retrieving and viewing 
existing invoices will be covered in a separate section. 
 
To Create a New Invoice: 
 
Go to the New Invoice section located at the bottom half of the Invoice screen. 
 
Click on the Month drop down and select the applicable month. 
 
Click on the Invoice Type drop down and select the applicable invoice type.  Options 
include: Services, Equipment/Renovations, and One-Time Payment.  The following 
examples will be based on Services.  Equipment/Renovations, and One-time Payment 
will be covered in a separate section. 
 
Click on the Invoice Description drop down and select the applicable invoice description. 
 
The Due Date will be automatically calculated.
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CREATE A NEW INVOICE 
 
After selecting all data as shown below, click on Create New Invoice located on the 
bottom of the screen. 
 
After clicking on Create New Invoice, an Invoice ID will be created. 
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CREATE A NEW INVOICE 
 
After clicking on Create New Invoice, begin selecting the applicable data on the following 
screen to complete the invoice.
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES 
 
Click on the Invoice Category drop down and select the applicable category.  The 
following example is for Monthly Services and Expenses.  
 
List of Invoice Categories and their Definitions: 
 

 Monthly Services and Expenses - When a provider reports units of service and 
expenses. 

 
 Supplemental Invoice, Expenses, No Additional Services – When a provider 

submits a supplemental invoice after submitting their last year-end monthly 
Services invoice.  On a supplemental voucher, you can only report expenses.  A 
supplemental invoice does not apply to unit rate based contracts i.e., Homecare, 
Home-Delivered Meals and Legal. 

 
 No Services and No Expenses – When a provider has no activities for a 

particular month. 
 

 Expenses Only and No Standard Services - When a provider does not provide 
units of service based on their contractual agreement. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES 
 
Enter the Days Open in the Days Open field.

 13



CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
LINE ITEM 
 
Click on the Select Category drop down and select Line Item.  The Cost Center option 
will be used in a different example.  
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
LINE ITEM 
 
Click on the Select Line Description drop down and select a line description.  Enter each 
applicable line description separately after saving each entry. 
 
Click in the Amount This Month field and enter the amount for the selected line 
description. 
 
Click in the Amount Adjustment field and enter the amount, if applicable. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
LINE ITEM 
 
After entering all data, click on Save.
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
LINE ITEM 
 
 
Continue to enter and save each applicable line item and amount until you have 
completed the invoice. 
 
After completing the line items, enter the Cost Center. 
 

 17



CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
COST CENTER 
 
After entering and saving the line items, click on the Select Category drop down and select  
Cost Center.
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
COST CENTER 
 
Click on the Select Cost Center drop down and select the applicable Cost Center.  Enter each 
applicable Cost Center separately saving each entry. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
COST CENTER 
 
After selecting the Cost Center, the Service Summary section will generate.  Enter the number 
of units and income collected for each service. 
 
. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
COST CENTER 
 
After entering each amount, click on Save.  The amounts will calculate automatically as you 
save each entry.  
 
Return to the Select Cost Center drop down to continue to add and save Cost Centers data.
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
SUBMISSION TO APPROVER 
 
After completing each line- item and Cost Center entries, look over the completed invoice for 
accuracy and completeness.  If the invoice is complete and correct, click on Submit to Approver.  
If there is any error on the completed invoice, an error message will pop-up.  The system will not 
allow you to submit an invoice to the Approver unless all errors are corrected. 
 
Please note: Once the Preparer submits the invoice to the Approver, the Preparer will not be 
able to make any modifications to the invoice unless the Approver returns the invoice to the 
Preparer for appropriate modifications. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
SUBMISSION TO APPROVER 
 
After clicking on Submit to Approver, the upper portion of the screen where selections can be 
made will be disabled (grayed out).  The Preparer cannot make any modifications until the 
Approver returns the invoice. 
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PRINTING AN INVOICE 
 
Click on Print Invoice from the bottom of the screen to print a copy of the invoice. 
 
Click on Open from the File Download message window. 
 
Please note: Your computer must have Adobe Reader installed in order to print a copy of an 
invoice. 
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PRINTING AN INVOICE 
 
To print an invoice, click on File, and click on Print.

 25



RETRIEVE/CHECK STATUS OF AN EXISTING INVOICE  
 
After an invoice has been sent to the Approver by the Preparer, the invoice status will be 
updated to Under Review by Approver. 
 
The invoice will be assigned an Invoice ID, located on the far left of the screen under the Select 
Invoice section.  The Invoice ID is also a link.  To retrieve the invoice, click on the Invoice ID link.   
 
List of Invoice Status and their Definitions: 
 

 In Process by Preparer- Invoice in process by Preparer.  Initial status when data entry begins.  Not 
submitted to DFTA. 

 
 Under Review by Approver- Pending submission to DFTA/Approval by Supervisor/Sponsor. 

 
 Submitted to DFTA- Invoice submitted to DFTA and pending acceptance. 

 
 Pending/Review/Support Docs- Invoice submitted to DFTA. Pending review/approval from authorized 

Bureaus and back-up documentation. 
 

 Accepted/Pre-approved- Invoice accepted/pre-approved by DFTA. 
 

 Return/Reject by DFTA- Invoice rejected and returned to Contractor. 
 

 Submitted to DFTA- Voucher received but no details entered (prior to FY 2013). 
 

 Accepted/Pending Payment- Voucher details entered but not paid. 
 

 Approved for Payment- Voucher funded and approved for payment and submitted to FISA. 
 

 Payment Issued- Voucher paid through FMS and check is issued. 
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RETRIEVE/CHECK STATUS OF AN EXISTING INVOICE  
 
An Approver checks the invoice for accuracy and completeness of entered data.  If any 
discrepancy is found, the Approver cannot make any modifications to the invoice. Only the 
Preparer can make modifications to the invoice.   
 
To return an invoice, the Approver must click on Send Back to Preparer.  The invoice will then 
become available to the Preparer for modifications. 
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RETRIEVE/CHECK STATUS OF AN EXISTING INVOICE 
 
If the invoice is correct, the Approver will submit the invoice to DFTA.  Before submitting the 
invoice to DFTA, the Approver must check off the certification and agreement.   
 
After checking the certification and agreement box, the Approver clicks on Send to DFTA.
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RETRIEVE/CHECK STATUS OF AN EXISTING INVOICE 
 
After clicking on Send to DFTA, a message will appear that the invoice was successfully sent to 
DFTA.  The voucher number and the date received by DFTA will now appear on the upper 
section of the invoice. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES WITH 
SATELLITE SITES 
 
When entering Satellite site data, follow the same steps as Create a New Invoice For Monthly 
Services and Expenses.  The difference is with the Site ID drop down. 
 
To select a satellite, click on the Site ID drop down.  The list of satellites will automatically 
appear based on the Program ID you selected in the Search screen. 
  
Click on the applicable satellite Site ID.  The Summary Invoice will be automatically calculated 
as you are entering the data for Site 01, Site 02, etc. 
 
Enter all applicable line item, Cost Center, Income, Units of Service data.   
 
Click on Save for each entry. 
 
To select another satellite, click on the Site ID drop down and choose from the list. 
 
Upon completion, click on Submit to Approver.  
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NO UNITS OF SERVICES AND NO EXPENSES 
 
To submit an invoice with no units of services and no expenses, follow the same steps as 
Create a New Invoice for Monthly Services and Expenses.    
 
On the Invoice page, click on the Invoice Category drop down and select No Services and No 
Expenses.  
 
Enter the Days Open in the Days Open field. 
 
Click on Save. 
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NO UNITS OF SERVICES AND NO EXPENSES 
 
After clicking on Save, click on Submit to Approver.  After clicking on Submit to 
Approver, no modifications can be made unless the Approver returns the invoice to the 
Preparer.
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EXPENSES ONLY WITH NO STANDARD SERVICES 
 
To submit an invoice with expenses only and no standard services, follow the same steps as 
Create a New Invoice for Monthly Services and Expenses.  
 
On the Invoice page, click on the Invoice Category drop down and select Expenses Only with 
No Standard Services. 
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EXPENSES ONLY WITH NO STANDARD SERVICES 
 
Click on the Select Category drop down and select Line Item. 
 
Click on the Select Line Description drop down and select a line description.  Enter each 
applicable line description separately and save each entry. 
 
Click in the Amount This Month field and enter the amount for the selected line 
description. 
 
Click in the Amount Adjustment field and enter the amount, if applicable. 
 
Click on Save. 
 
Continue to enter each applicable Line Item and click on Save after each entry. 
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EXPENSES ONLY WITH NO STANDARD SERVICES 
 
After the Preparer has entered each line item, the invoice will must be submitted to the 
Approver. 
 
Click on Submit to Approver.  After clicking on Submit to Approver, no modifications can 
be made unless the Approver returns the voucher to the Preparer. 
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HOMECARE - LINE ITEM 
  
To submit an invoice for Homecare, follow the same steps as Create a New Invoice for Monthly 
Services and Expenses.   
 
On the Invoice page, click on the Invoice Category drop down and select Monthly Services and 
Expenses. 
 
Click on the Select Category drop down and select Line Item. 
 
Click on the Select Line Description drop down and select a line description.  Enter each 
applicable line description separately and save each entry.  
 
Click in the Amount This Month field and enter the amount for the selected line 
description. 
 
Click in the Amount Adjustment field and enter the amount, if applicable. 
 
Click on Save. 
 
Continue to enter each applicable Line Item and click on Save after each entry. 
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HOMECARE- COST CENTER  
 
After entering and saving the line items, click on the Select Category drop down and 
select Cost Center. 
 
Click on the Select Cost Center drop down and select the applicable Cost Center. 
 
Enter all applicable data in the Service Summary. 
 
Click on Save and select the next Cost Center until you have accounted for all the cost 
centers data. 
 
After all cost centers have been entered and saved, click on Submit to Approver.    
 
If there is any error on the completed invoice, an error message will pop-up.  The system will not 
allow you to submit an invoice to the Approver unless all errors are corrected. 
 
Please note: Once the Preparer submits the invoice to the Approver, the Preparer will 
not be able to make any modifications to the invoice, unless the Approver returns the 
invoice to the Preparer for appropriate modifications. 
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HOME-DELIVERED MEALS /LEGAL- LINE ITEM 
 
To submit an invoice with for Home-Delivered Meals, follow the same steps as Create a New 
Invoice/Monthly Services and Expenses.   
 
On the Invoice page, click on the Invoice Category drop down and select Monthly Services and 
Expenses. 
 
Click on the Select Category drop down and select Line Item. 
 
Click on the Select Line Description drop down and select a line description.  Enter each 
applicable line description separately and save each entry.  
 
Click in the Amount this Month field and enter the amount for the selected line 
description. 
 
Click in the Amount Adjustment field and enter the amount, if applicable. 
 
Click on Save. 
 
Continue to enter each applicable Line Item and click on Save after each entry. 
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HOME-DELIVERED MEALS /LEGAL - COST CENTER 
 
After entering and saving the line items, click on the Select Category drop down and 
select Cost Center. 
 
Click on the Select Cost Center drop down and select the applicable Cost Center. 
 
Enter all applicable data in the Service Summary. 
 
Click on Save and select the next Cost Center until all applicable Cost Centers are 
accounted for. 
 
After all cost centers have been entered and saved, click on Submit to Approver.    
 
After all cost centers have been entered and saved, click on Submit to Approver.    
 
If there is any error on the completed invoice, an error message will pop-up.  The system will not 
allow you to submit an invoice to the Approver unless all errors are corrected. 
 
Please note: Once the Preparer submits the invoice to the Approver, the Preparer will 
not be able to make any modifications to the invoice, unless the Approver returns the 
invoice to the Preparer for appropriate modifications.  
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ONE-TIME PAYMENT 
 
To create a One-Time Payment voucher invoice, go to the New Invoice section on the 
bottom of the screen. 
 
Select the month from the Month drop-down list.  To select the month, for multiple 
receipts/invoices/bills that have different dates, select the most recent month from drop 
down list. 
 
Select One-Time Payment from the Invoice Type drop down. 
 
Select Reimbursement from the Invoice Description drop-down.   
 
The Due Date will be disabled. 
 
Click on Create New Invoice.  
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ONE -TIME PAYMENT  
 
Check the box under the SNo (Serial Number) column to select the One-Time Payment 
item.   
 
Enter the amount requested in the Amount Requested field. 
 
Click on Save. 
 
Follow the same steps for each One-Time Payment until all are completed. 
 
Click on Submit to Approver. 
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EQUIPMENT/RENOVATIONS 
 
To create Equipment/Renovations voucher, go to the New Invoice section on the bottom 
of the screen. 
 
Select the month from the Month drop-down list.  To select the month, for multiple 
receipts/invoices/bills that have different dates, select the most recent month from drop 
down list. 
   
Select Equipment/Renovations from the Invoice Type drop down. 
 
Select Reimbursement from the Invoice Description drop-down.   
 
The Due Date will be disabled. 
 
Click on Create New Invoice.  
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EQUIPMENT/RENOVATIONS 
 
Check the box under the SNo (Serial Number) column to select the applicable 
Equipment/Renovations item.   
 
Enter the amount requested in the Amount Requested field. 
 
Click on Save. 
 
Follow the same steps for each Equipment/Renovations until all are completed. 
 
Click on Submit to Approver. 
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REPORTS  
 
The CAMS Reports section offers helpful reports that provide useful information in PDF 
or Excel format.  The Reports section also provides blank invoices.  All reports and blan 
invoices can be printed for user convenience. 
 
To access Reports, click on the Reports link.  
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REPORTS  
 
From the Reports page, select the Fiscal Year and Program to open a report for.  A 
Program can be selected by Program ID or by Program Name.  Click on the Select 
Report drop down, select a report or blank form, and click on Generate Report. 
 
To export a report or blank form to a PDF file or an Excel spreadsheet, click on Save 
Report As from the bottom of the page, select PDS or Excel and then click on Save 
Report.  You can open the file or save it to your computer. 
 
Available Reports: 
 
Payment Request Submission Status: Features Payment Type, Description, Month, 
Due Date, Voucher Number, To DFTA date, Amount Requested, Less/Add Advance, 
Less Disallow, Adjustment, Amount Paid, Check Date, Check Number and Comments (if 
any), by Sponsor and Program Name 
 
Registered Contract Amount and YTD CAMS Reported Amount by Line Item:  
Features, by Program and Sponsor Name, YTD Reimbursement Requested, YTD Cash 
Disbursed, YTD Disallowances, YTD Advance Balance.  Also features Annual 
Registered Contract Amount, YTD Reported Amount and Registered Contract Balance 
by Line Item. 
 
Available Blank Invoices: 
 
Cost Reimbursement Invoice 
Homecare 
Other invoice 
Equipment/One-Time Payment 
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CONTRACT ACCOUNTING MANAGEMENT ON-LINE INVOICING 
SYSTEM (CAMS) 
 

COMMONLY ASKED QUESTIONS 
 
 
I forgot my User ID and/or Password.  What do I do?  
 
If you forgot your User ID and/or Password for the first log-in screen (Aging Remote 
Access), contact Eleni at 212-442-1035 or at elimperopoulos@aging.nyc.gov or Sayed 
at 212-442-1082 or at szaman@aging,nyc.gov for assistance.  Entering the incorrect 
User ID and/or Password more than three (3) times in this log-in screen, will result in 
your account being locked out. A locked account takes up to one hour to unlock itself.  
Therefore, before attempting to enter an incorrect User ID and/or Password more than 
three (3) times, contact either Eleni or Sayed. 
 
If you forgot your User ID and/or Password for the second log-in screen (CAMS log-in 
screen) contact Eleni at 212-442-1035 or at elimperopoulos@aging.nyc.gov or Sayed at 
212-442-1082 or at szaman@aging,nyc.gov for assistance.  You can also click on the 
Forgot Password link on the CAMS Home page to send an e-mail to request a new 
password. 
 
My account is locked out.  What do I do?  
 
Entering the incorrect User ID and/or Password more than three (3) times in the first log-
in screen, Aging Remote Access, will result in your account being locked out. A locked 
account takes up to one hour to unlock itself.  Contact Eleni at 212-442-1035 or at 
elimperopoulos@aging.nyc.gov or Sayed at 212-442-1082 or at szaman@aging,nyc.gov 
for assistance. 
 
I cannot log on to CAMS at all.  What do I do?  
 
Contact Eleni at 212-442-1035 or at elimperopoulos@aging.nyc.gov or Sayed at 212-
442-1082 or at szaman@aging,nyc.gov for assistance. 
 
Can I submit a paper and electronic invoice for the same month? 
 
No. Once your invoice is submitted electronically, there is no need to submit a paper 
invoice. Your signature is electronically recorded. 
 
Can I submit an electronic invoice this month and submit a paper invoice the 
following month? 
 
No. Once you start submitting your invoices electronically, you cannot use a paper 
invoice for the following month.  
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What if my computer is down? 
 
You can logon to any computer, anywhere, with Internet connection to prepare and 
submit your invoice to DFTA. 
 
I cannot submit my invoice to DFTA after clicking on Send To DFTA. 
 
The following are the possible reasons: 
 

1. You are not authorized to submit invoices to DFTA.  
2. You did not click the certification box to enable the Send To DFTA button. 

 
 
Can I recall my invoice after submitting it to DFTA? 
 
No. You cannot recall an invoice once submitted to DFTA. It’s like dropping it in the mail.  
 
Can I report an adjustment in column B (Adjustment) on my July or the first month 
invoice of a fiscal year? 
 
No. You cannot report any adjustment in column B of your July or the first month invoice 
of a fiscal year. Refer to Data Element Number 4 on page 5-14 of DFTA’s Fiscal 
Management Manual.   
 
Can I enter a negative amount in column A (This month) of my invoice? 
 
No. The system will not permit you to enter a negative amount in the first column. 
 
Can I enter a negative amount in the Service Cost Centers, Income/Participant 
Contributions, Fees Billed, Fees Received, Units of Service fields? 
 
No. The system will not permit you to enter a negative amount in the Service Cost 
Centers, Income/Participant Contributions, Fees Billed, Fees Received, Units of Service 
fields. 
 
Can I report a negative Reimbursement Claimed amount on my invoice? 
 
No. The system will not permit you to report a negative Reimbursement Claimed 
amount. 
 
Can my Total Reimbursement Claimed be a negative amount? 
 
Yes. This will happen when the total adjustment is negatively greater than the Net Total 
Direct Costs under column A (This Month). However, the system will not permit you to 
enter the resulted negative cost center(s) amount.   
 
Can I enter partial unit of Service on my invoice? 
 
No. The system will not permit you to enter any partial units of service. Refer to pages 5-
16 and 5-17 of DFTA’s Fiscal Management Manual on how to report the units of service.   
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Can I report expenditures over my budgeted restricted line-item amount? 
 
Yes. You can report expenditures over your budgeted restricted line-item. The system 
will warn and allow you to submit your invoice. However, DFTA will not reimburse you for 
the excess of expenditures unless a budget amendment is registered before your invoice 
is processed. Refer to Section 2.4.2 on page 2-10 of DFTA’s Fiscal Management 
Manual. 
 
How do I get reimbursed when expenditures were previously disallowed on my 
previous month(s) invoice and a budget modification was subsequently approved 
or an amendment increase was registered? 
 
DFTA will review the previous month invoice disallowance(s) and reimburse you up to 
the approved amount or bottom line of your contractual amount, whichever is the lesser 
amount. Do not submit an invoice to DFTA. 
 
There is no Supplemental month invoice on the list, how do I submit a 
Supplemental invoice? 
 
A Supplemental invoice will automatically appear on the month list once you create the 
last month invoice of your contract. For example, if June is the last month of your 
contract, a June SV will appear once the June invoice is created. 
 
Can I report units of Service or Income on my Supplemental invoice? 
 
No. The system will not permit you to enter any unit of Service on a Supplemental 
invoice. You can only report expenses on a Supplemental invoice. 
 
Can I submit more than one Supplemental invoices? 
 
Yes as long as they are related to the program’s activities. If you need to revise a 
Supplemental invoice, contact the Contract Accounting Office. 
 
 
Error and invoice revision – 
 
If you uncover an error after transmitting your invoice to DFTA, contact Contract 
Accounting staff so the invoice can be rejected, revised and re-submitted to DFTA. 

 
Supporting Documentation submission – 
 
You are still required to submit the original supporting documentation for Employment, 
Equipment/Renovations and One-Time Payments vouchers or at the Department 
discretion. 
 
Fiscal regulations –  
 
All Fiscal regulations remain unchanged as specified in DFTA’s Fiscal Management 
Manual and your contract. 
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Staff changes - 
 
Inform DFTA immediately of staff changes so new user account can be established or 
updated.  
 
 
 
Contact Numbers- 
 
Contact your Budget Analyst for budget related questions. 
 
Contact Contract Accounting for fiscal issues at 1-212-442-1006. 
 
For technical assistance, questions regarding navigating through CAMS, and User ID 
and Password inquiries, contact Eleni at 212-442-1035 or at 
elimperopoulos@aging.nyc.gov or Sayed at 212-442-1082 or at szaman@aging,nyc.gov  
 
 
Comments – 
 
Forward your comments via e-mail at the following addresses: 
jjones@aging.nyc.gov 
jpierre@aging.nyc.gov 
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WELCOME TO CONTRACT ACCOUNTING MANAGEMENT SYSTEM ONLINE 
INVOICE (CAMS) 

 
The NYC Department for the Aging (DFTA) is introducing Contract Accounting 
Management System Online Invoice (CAMS).  Starting FY 2013, providers will use 
CAMS, which is an online invoicing application for DFTA-funded contracts and 
discretionary contracts valued at $25K and over. 
 
Highlights of CAMS include: 
 

 Web-based application 
 Instant invoice submission to DFTA and faster payment 
 Built-in checking system that produces mathematically error free invoicing 
 Ability to view a contract’s latest registered budget by line item 
 Ability to view a contract’s YTD payment, advance balance, and disallowances 
 Submit your organizations’ invoice from any computer with Internet access 
 View the current status of your invoice re: approval and payment 
 Reports featuring check issued date, payment amounts and voucher numbers 

 
CAMS is a web-based application.  In order to access CAMS, you must have high-speed 
internet access.  CAMS can be accessed via Internet Explorer vs. 8 (or higher).  CAMS 
is not compatible with other Internet browsers such as Safari or Firefox.  Please use 
Internet Explorer only to access CAMS.  Internet Explorer is denoted by the            
symbol. 
 
To check if you have Internet Explorer vs. 8 (or higher):  Open Internet Explorer.  Click 
on Help and select About Internet Explorer.  A window will appear showing the version of 
Internet Explorer. 
 
For technical support and assistance, contact Eleni at 212-442-1035 or via e-mail at 
elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 or via e-mail at 
szaman@aging.nyc.gov 
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ACCESSING CAMS 
 
CAMS is a web-based application and can be accessed from any computer with internet 
access, provided you have a valid User ID and Password.  You must be authorized by a 
Security Officer to receive a User ID and Password.   
 
The following page includes a CAMS Online Invoicing Authorization Form. This form is used by 
the Security Officer to authorize staff members to access CAMS by issuing a User ID and 
Password.  This form is also used to authorize the deletion of existing CAMS users.  Fax 
this form immediately when a user needs to be deleted from accessing CAMS.  DFTA may 
not be aware of staff changes/termination. The Security Officer is the only staff person 
authorized to add and/or delete staff members from CAMS.  A Security Officer must hold one of 
the following titles: Board Member, CFO/Controller, COO, Executive Director/CEO, Fiscal 
Director, or Program Director.   
  
Please make copies of the form to have on-hand when needed.  Each form has space for three 
(3) users.  If more than 3 users need to be authorized, use another form.   
 
To complete the top portion of the form, include the Sponsor Code (the Sponsor Code is a 3-
digit number which appears on the upper left hand corner of your customized invoice e.g., 
A00) the Sponsor Name, Name of the Security Officer, a valid e-mail address where authorized 
privileged CAMS User ID’s and Passwords can be sent (Security Officer’s e-mail), the Security 
Officer’s telephone and fax numbers.  
 
The names of staff members authorized to use CAMS must be entered in the middle portion of 
the form.  All fields must be completed.  Enter the Request Type Code based on the individual 
user.  Enter the First and Last names, telephone number and valid e-mail address for each user.  
Check the appropriate Access Level of each user.  (A user is either the Preparer or Approver).  
Each site must have at least one Preparer and Approver.  The Approver must be a manager 
such as Board Member, CFO/Controller, COO, Executive Director/CEO, Fiscal Director, or 
Program Director. 
 
Please Note:  If the Security Officer will access CAMS and needs a User ID and Password, the 
Security Officer must authorize and include their information in the middle portion of the form.  If 
the Security Officer will only authorize to add and delete users, but will not be accessing 
CAMS, their information is not needed on the middle portion of the form. 
 
The Security Officer must sign and date the bottom portion of the form.  This signature authorizes 
the staff members entered in the middle potion of the form to receive a User ID and Password to 
access CAMS.  The applicable Office Title of the Security Officer must also be checked.  A form 
missing this signature will not be processed. 
 
After the form has been completed and signed, it must be faxed to 212-676-9264 for processing.  
User ID’s and Passwords will be issued via e-mail to the Security Officer’s e-mail address.     
 
For assistance completing this form, please contact Eleni Limperopoulos at 212-442-1035 or via 
e-mail at elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 or via e-mail at 
szaman@aging.nyc.gov 
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Request
Type Code:

“N” = New User (New User)
“NC = Name Change (Change name of existing user)

“D” = Delete User (Delete User)

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)
Preparer
Approver

Security Officer Signature: Date:

The City of New York

COO
CFO/Controller
Board Member

Fiscal Director
Exec Dir/CEO

Program Director

July 2012

Office Title:

For assistance completing this form,
please call 212-442-1035 or 212-442-1082

Please fax signed and completed form to 212-676-9264

CAMS Online Invoicing
Authorization Form
Sponsor Code: Sponsor Name: Name of Security Officer:

Security Officer’s Email Address: Security Officer’s Telephone: Security Officer’s Fax:

Signature: Title: Date:

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)
Preparer
Approver

Signature: Title: Date:

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)
Preparer
Approver

Signature: Title: Date:

Request
Type Code:

“N” = New User (New User)
“NC = Name Change (Change name of existing user)

“D” = Delete User (Delete User)

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)

Preparer Approver

Security Officer Signature: Date:

The City of New York

COO
CFO/Controller
Board Member

Fiscal Director
Exec Dir/CEO

Program Director

July 2012

Office Title:

For assistance completing this form,
please call 212-442-1035 or 212-442-1082

Please fax signed and completed form to 212-676-9264

CAMS Online Invoicing
Authorization Form
Sponsor Code: Sponsor Name: Name of Security Officer:

Security Officer’s Email Address: Security Officer’s Telephone: Security Officer’s Fax:

Signature: Title: Date:

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)

Signature: Title: Date:

Last Name:First Name:Request Type Code:

Telephone: Email: Access Level:(Choose one only)

Signature: Title: Date:

Preparer Approver

Preparer Approver



LOGGING ON TO CAMS 
 
First Log-in Screen Aging Remote Access 
 
The link to access CAMS, all User ID’s and Passwords, will be e-mailed to the Security 
Officer.  If you did not receive the link via e-mail, enter the following web address in the 
address line of Internet Explorer: https://aging.ra.nyc.gov, OR see your respective 
Security Officer. 
 
A User ID and Password will be e-mailed to the Security Officer for each authorized 
user.  Each user receives a unique User ID.  Users must not share User ID’s.  
 
Instructions for the FIRST log-in screen (Aging Remote Access) 
 
Enter your assigned User ID in the User Name field.  User ID’s are e-mailed to the 
Security Officer.  
 
Enter your assigned password in the Password field.  Passwords are e-mailed to the 
Security Officer.  Your initial password will be assigned to you.  After 90 days, and every 
90 days thereafter, your password will expire.  You will be prompted to change your 
password every 90 days.  Your new password must be at least 8 characters long, with at 
least one number and one special symbol (!@#$%^&*) and cannot be similar to your 
previous two passwords.  
 
Click on Sign In.  For technical support and assistance, contact Eleni at 212-442-1035 or 
via e-mail at elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 or via e-
mail at szaman@aging.nyc.gov 
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LOGGING ON TO CAMS 
 
Click on the link CAMS Online Invoicing.
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LOGGING ON TO CAMS 
 
Second Log-in Screen  
 
Instructions for the SECOND log-in screen (CAMS Log-in Screen) 
 
Enter your assigned User ID in the User Name field.  User ID’s are e-mailed to the 
Security Officer. 
 
Enter your assigned password in the Password field.  Passwords are e-mailed to the 
Security Officer.  Your initial password will be assigned to you.  After 90 days, and every 
90 days thereafter, your password will expire.  You will be prompted to change your 
password every 90 days.  Your new password must be at least 8 characters long, with at 
least one number but cannot be all numbers. 
 
Click on Sign In. 
 
For technical support and assistance, contact Eleni at 212-442-1035 or via e-mail at 
elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 or via e-mail at 
szaman@aging.nyc.gov.  You can also click on the Forgot Password link to e-mail 
Technical Support. 
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CAMS Home Page 
 
After logging on successfully, the CAMS Home Page will appear.  The Home Page 
provides all the accessible features of CAMS. 
 
The Home Page links are: Home, Invoice, Reports and Logout.  Click on the Home link 
anytime you need to return to this page.  
 
The Home Page features the name of the logged on user, the title of the logged on user, 
the Department the logged on user belongs to, the access level and telephone number 
of the logged on user.  If any information on the logged on user is incorrect, contact Eleni 
at 212-442-1035 or at elimperopoulos@aging.nyc.gov or Sayed Zaman at 212-442-1082 
or via e-mail at szaman@aging.nyc.gov. 
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SEARCH SCREEN 
 
You can search for invoices by PROGRAM NAME or PROGRAM ID.   
 
Click in the Fiscal Year and select the Fiscal Year, which starts with FY 2013. 
 
To search by Program ID, click in the Program ID field and enter the applicable Program 
ID. 
 
To search by Program Name, click on the drop down of the Program Name field and 
select the applicable program. 
 
Click on Search. 
 
Click on New Program to delete the current search and to begin a new search. 
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CREATE A NEW INVOICE   
 
After entering the search criteria in the Search Screen, you can create a new invoice in 
the following screen.  The same screen is used to retrieve and view existing invoices.  In 
this section, we will show you how to create a new invoice.  Retrieving and viewing 
existing invoices will be covered in a separate section. 
 
To Create a New Invoice: 
 
Go to the New Invoice section located at the bottom half of the Invoice screen. 
 
Click on the Month drop down and select the applicable month. 
 
Click on the Invoice Type drop down and select the applicable invoice type.  Options 
include: Services, Equipment/Renovations, and One-Time Payment.  The following 
examples will be based on Services.  Equipment/Renovations, and One-time Payment 
will be covered in a separate section. 
 
Click on the Invoice Description drop down and select the applicable invoice description. 
 
The Due Date will be automatically calculated.
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CREATE A NEW INVOICE 
 
After selecting all data as shown below, click on Create New Invoice located on the 
bottom of the screen. 
 
After clicking on Create New Invoice, an Invoice ID will be created. 
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CREATE A NEW INVOICE 
 
After clicking on Create New Invoice, begin selecting the applicable data on the following 
screen to complete the invoice.
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES 
 
Click on the Invoice Category drop down and select the applicable category.  The 
following example is for Monthly Services and Expenses.  
 
List of Invoice Categories and their Definitions: 
 

 Monthly Services and Expenses - When a provider reports units of service and 
expenses. 

 
 Supplemental Invoice, Expenses, No Additional Services – When a provider 

submits a supplemental invoice after submitting their last year-end monthly 
Services invoice.  On a supplemental voucher, you can only report expenses.  A 
supplemental invoice does not apply to unit rate based contracts i.e., Homecare, 
Home-Delivered Meals and Legal. 

 
 No Services and No Expenses – When a provider has no activities for a 

particular month. 
 

 Expenses Only and No Standard Services - When a provider does not provide 
units of service based on their contractual agreement. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES 
 
Enter the Days Open in the Days Open field.
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
LINE ITEM 
 
Click on the Select Category drop down and select Line Item.  The Cost Center option 
will be used in a different example.  
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
LINE ITEM 
 
Click on the Select Line Description drop down and select a line description.  Enter each 
applicable line description separately after saving each entry. 
 
Click in the Amount This Month field and enter the amount for the selected line 
description. 
 
Click in the Amount Adjustment field and enter the amount, if applicable. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
LINE ITEM 
 
After entering all data, click on Save.

 16



CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
LINE ITEM 
 
 
Continue to enter and save each applicable line item and amount until you have 
completed the invoice. 
 
After completing the line items, enter the Cost Center. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
COST CENTER 
 
After entering and saving the line items, click on the Select Category drop down and select  
Cost Center.
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
COST CENTER 
 
Click on the Select Cost Center drop down and select the applicable Cost Center.  Enter each 
applicable Cost Center separately saving each entry. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
COST CENTER 
 
After selecting the Cost Center, the Service Summary section will generate.  Enter the number 
of units and income collected for each service. 
 
. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
COST CENTER 
 
After entering each amount, click on Save.  The amounts will calculate automatically as you 
save each entry.  
 
Return to the Select Cost Center drop down to continue to add and save Cost Centers data.

 21



CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
SUBMISSION TO APPROVER 
 
After completing each line- item and Cost Center entries, look over the completed invoice for 
accuracy and completeness.  If the invoice is complete and correct, click on Submit to Approver.  
If there is any error on the completed invoice, an error message will pop-up.  The system will not 
allow you to submit an invoice to the Approver unless all errors are corrected. 
 
Please note: Once the Preparer submits the invoice to the Approver, the Preparer will not be 
able to make any modifications to the invoice unless the Approver returns the invoice to the 
Preparer for appropriate modifications. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES- 
SUBMISSION TO APPROVER 
 
After clicking on Submit to Approver, the upper portion of the screen where selections can be 
made will be disabled (grayed out).  The Preparer cannot make any modifications until the 
Approver returns the invoice. 
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PRINTING AN INVOICE 
 
Click on Print Invoice from the bottom of the screen to print a copy of the invoice. 
 
Click on Open from the File Download message window. 
 
Please note: Your computer must have Adobe Reader installed in order to print a copy of an 
invoice. 
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PRINTING AN INVOICE 
 
To print an invoice, click on File, and click on Print.
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RETRIEVE/CHECK STATUS OF AN EXISTING INVOICE  
 
After an invoice has been sent to the Approver by the Preparer, the invoice status will be 
updated to Under Review by Approver. 
 
The invoice will be assigned an Invoice ID, located on the far left of the screen under the Select 
Invoice section.  The Invoice ID is also a link.  To retrieve the invoice, click on the Invoice ID link.   
 
List of Invoice Status and their Definitions: 
 

 In Process by Preparer- Invoice in process by Preparer.  Initial status when data entry begins.  Not 
submitted to DFTA. 

 
 Under Review by Approver- Pending submission to DFTA/Approval by Supervisor/Sponsor. 

 
 Submitted to DFTA- Invoice submitted to DFTA and pending acceptance. 

 
 Pending/Review/Support Docs- Invoice submitted to DFTA. Pending review/approval from authorized 

Bureaus and back-up documentation. 
 

 Accepted/Pre-approved- Invoice accepted/pre-approved by DFTA. 
 

 Return/Reject by DFTA- Invoice rejected and returned to Contractor. 
 

 Submitted to DFTA- Voucher received but no details entered (prior to FY 2013). 
 

 Accepted/Pending Payment- Voucher details entered but not paid. 
 

 Approved for Payment- Voucher funded and approved for payment and submitted to FISA. 
 

 Payment Issued- Voucher paid through FMS and check is issued. 
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RETRIEVE/CHECK STATUS OF AN EXISTING INVOICE  
 
An Approver checks the invoice for accuracy and completeness of entered data.  If any 
discrepancy is found, the Approver cannot make any modifications to the invoice. Only the 
Preparer can make modifications to the invoice.   
 
To return an invoice, the Approver must click on Send Back to Preparer.  The invoice will then 
become available to the Preparer for modifications. 
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RETRIEVE/CHECK STATUS OF AN EXISTING INVOICE 
 
If the invoice is correct, the Approver will submit the invoice to DFTA.  Before submitting the 
invoice to DFTA, the Approver must check off the certification and agreement.   
 
After checking the certification and agreement box, the Approver clicks on Send to DFTA.
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RETRIEVE/CHECK STATUS OF AN EXISTING INVOICE 
 
After clicking on Send to DFTA, a message will appear that the invoice was successfully sent to 
DFTA.  The voucher number and the date received by DFTA will now appear on the upper 
section of the invoice. 
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CREATE A NEW INVOICE FOR MONTHLY SERVICES AND EXPENSES WITH 
SATELLITE SITES 
 
When entering Satellite site data, follow the same steps as Create a New Invoice For Monthly 
Services and Expenses.  The difference is with the Site ID drop down. 
 
To select a satellite, click on the Site ID drop down.  The list of satellites will automatically 
appear based on the Program ID you selected in the Search screen. 
  
Click on the applicable satellite Site ID.  The Summary Invoice will be automatically calculated 
as you are entering the data for Site 01, Site 02, etc. 
 
Enter all applicable line item, Cost Center, Income, Units of Service data.   
 
Click on Save for each entry. 
 
To select another satellite, click on the Site ID drop down and choose from the list. 
 
Upon completion, click on Submit to Approver.  
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NO UNITS OF SERVICES AND NO EXPENSES 
 
To submit an invoice with no units of services and no expenses, follow the same steps as 
Create a New Invoice for Monthly Services and Expenses.    
 
On the Invoice page, click on the Invoice Category drop down and select No Services and No 
Expenses.  
 
Enter the Days Open in the Days Open field. 
 
Click on Save. 
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NO UNITS OF SERVICES AND NO EXPENSES 
 
After clicking on Save, click on Submit to Approver.  After clicking on Submit to 
Approver, no modifications can be made unless the Approver returns the invoice to the 
Preparer.
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EXPENSES ONLY WITH NO STANDARD SERVICES 
 
To submit an invoice with expenses only and no standard services, follow the same steps as 
Create a New Invoice for Monthly Services and Expenses.  
 
On the Invoice page, click on the Invoice Category drop down and select Expenses Only with 
No Standard Services. 
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EXPENSES ONLY WITH NO STANDARD SERVICES 
 
Click on the Select Category drop down and select Line Item. 
 
Click on the Select Line Description drop down and select a line description.  Enter each 
applicable line description separately and save each entry. 
 
Click in the Amount This Month field and enter the amount for the selected line 
description. 
 
Click in the Amount Adjustment field and enter the amount, if applicable. 
 
Click on Save. 
 
Continue to enter each applicable Line Item and click on Save after each entry. 
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EXPENSES ONLY WITH NO STANDARD SERVICES 
 
After the Preparer has entered each line item, the invoice will must be submitted to the 
Approver. 
 
Click on Submit to Approver.  After clicking on Submit to Approver, no modifications can 
be made unless the Approver returns the voucher to the Preparer. 
 

 35



HOMECARE - LINE ITEM 
  
To submit an invoice for Homecare, follow the same steps as Create a New Invoice for Monthly 
Services and Expenses.   
 
On the Invoice page, click on the Invoice Category drop down and select Monthly Services and 
Expenses. 
 
Click on the Select Category drop down and select Line Item. 
 
Click on the Select Line Description drop down and select a line description.  Enter each 
applicable line description separately and save each entry.  
 
Click in the Amount This Month field and enter the amount for the selected line 
description. 
 
Click in the Amount Adjustment field and enter the amount, if applicable. 
 
Click on Save. 
 
Continue to enter each applicable Line Item and click on Save after each entry. 
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HOMECARE- COST CENTER  
 
After entering and saving the line items, click on the Select Category drop down and 
select Cost Center. 
 
Click on the Select Cost Center drop down and select the applicable Cost Center. 
 
Enter all applicable data in the Service Summary. 
 
Click on Save and select the next Cost Center until you have accounted for all the cost 
centers data. 
 
After all cost centers have been entered and saved, click on Submit to Approver.    
 
If there is any error on the completed invoice, an error message will pop-up.  The system will not 
allow you to submit an invoice to the Approver unless all errors are corrected. 
 
Please note: Once the Preparer submits the invoice to the Approver, the Preparer will 
not be able to make any modifications to the invoice, unless the Approver returns the 
invoice to the Preparer for appropriate modifications. 
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HOME-DELIVERED MEALS /LEGAL- LINE ITEM 
 
To submit an invoice with for Home-Delivered Meals, follow the same steps as Create a New 
Invoice/Monthly Services and Expenses.   
 
On the Invoice page, click on the Invoice Category drop down and select Monthly Services and 
Expenses. 
 
Click on the Select Category drop down and select Line Item. 
 
Click on the Select Line Description drop down and select a line description.  Enter each 
applicable line description separately and save each entry.  
 
Click in the Amount this Month field and enter the amount for the selected line 
description. 
 
Click in the Amount Adjustment field and enter the amount, if applicable. 
 
Click on Save. 
 
Continue to enter each applicable Line Item and click on Save after each entry. 
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HOME-DELIVERED MEALS /LEGAL - COST CENTER 
 
After entering and saving the line items, click on the Select Category drop down and 
select Cost Center. 
 
Click on the Select Cost Center drop down and select the applicable Cost Center. 
 
Enter all applicable data in the Service Summary. 
 
Click on Save and select the next Cost Center until all applicable Cost Centers are 
accounted for. 
 
After all cost centers have been entered and saved, click on Submit to Approver.    
 
After all cost centers have been entered and saved, click on Submit to Approver.    
 
If there is any error on the completed invoice, an error message will pop-up.  The system will not 
allow you to submit an invoice to the Approver unless all errors are corrected. 
 
Please note: Once the Preparer submits the invoice to the Approver, the Preparer will 
not be able to make any modifications to the invoice, unless the Approver returns the 
invoice to the Preparer for appropriate modifications.  
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ONE-TIME PAYMENT 
 
To create a One-Time Payment voucher invoice, go to the New Invoice section on the 
bottom of the screen. 
 
Select the month from the Month drop-down list.  To select the month, for multiple 
receipts/invoices/bills that have different dates, select the most recent month from drop 
down list. 
 
Select One-Time Payment from the Invoice Type drop down. 
 
Select Reimbursement from the Invoice Description drop-down.   
 
The Due Date will be disabled. 
 
Click on Create New Invoice.  
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ONE -TIME PAYMENT  
 
Check the box under the SNo (Serial Number) column to select the One-Time Payment 
item.   
 
Enter the amount requested in the Amount Requested field. 
 
Click on Save. 
 
Follow the same steps for each One-Time Payment until all are completed. 
 
Click on Submit to Approver. 
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EQUIPMENT/RENOVATIONS 
 
To create Equipment/Renovations voucher, go to the New Invoice section on the bottom 
of the screen. 
 
Select the month from the Month drop-down list.  To select the month, for multiple 
receipts/invoices/bills that have different dates, select the most recent month from drop 
down list. 
   
Select Equipment/Renovations from the Invoice Type drop down. 
 
Select Reimbursement from the Invoice Description drop-down.   
 
The Due Date will be disabled. 
 
Click on Create New Invoice.  
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EQUIPMENT/RENOVATIONS 
 
Check the box under the SNo (Serial Number) column to select the applicable 
Equipment/Renovations item.   
 
Enter the amount requested in the Amount Requested field. 
 
Click on Save. 
 
Follow the same steps for each Equipment/Renovations until all are completed. 
 
Click on Submit to Approver. 
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REPORTS  
 
The CAMS Reports section offers helpful reports that provide useful information in PDF 
or Excel format.  The Reports section also provides blank invoices.  All reports and blan 
invoices can be printed for user convenience. 
 
To access Reports, click on the Reports link.  
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REPORTS  
 
From the Reports page, select the Fiscal Year and Program to open a report for.  A 
Program can be selected by Program ID or by Program Name.  Click on the Select 
Report drop down, select a report or blank form, and click on Generate Report. 
 
To export a report or blank form to a PDF file or an Excel spreadsheet, click on Save 
Report As from the bottom of the page, select PDS or Excel and then click on Save 
Report.  You can open the file or save it to your computer. 
 
Available Reports: 
 
Payment Request Submission Status: Features Payment Type, Description, Month, 
Due Date, Voucher Number, To DFTA date, Amount Requested, Less/Add Advance, 
Less Disallow, Adjustment, Amount Paid, Check Date, Check Number and Comments (if 
any), by Sponsor and Program Name 
 
Registered Contract Amount and YTD CAMS Reported Amount by Line Item:  
Features, by Program and Sponsor Name, YTD Reimbursement Requested, YTD Cash 
Disbursed, YTD Disallowances, YTD Advance Balance.  Also features Annual 
Registered Contract Amount, YTD Reported Amount and Registered Contract Balance 
by Line Item. 
 
Available Blank Invoices: 
 
Cost Reimbursement Invoice 
Homecare 
Other invoice 
Equipment/One-Time Payment 
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CONTRACT ACCOUNTING MANAGEMENT ON-LINE INVOICING 
SYSTEM (CAMS) 
 

COMMONLY ASKED QUESTIONS 
 
 
I forgot my User ID and/or Password.  What do I do?  
 
If you forgot your User ID and/or Password for the first log-in screen (Aging Remote 
Access), contact Eleni at 212-442-1035 or at elimperopoulos@aging.nyc.gov or Sayed 
at 212-442-1082 or at szaman@aging,nyc.gov for assistance.  Entering the incorrect 
User ID and/or Password more than three (3) times in this log-in screen, will result in 
your account being locked out. A locked account takes up to one hour to unlock itself.  
Therefore, before attempting to enter an incorrect User ID and/or Password more than 
three (3) times, contact either Eleni or Sayed. 
 
If you forgot your User ID and/or Password for the second log-in screen (CAMS log-in 
screen) contact Eleni at 212-442-1035 or at elimperopoulos@aging.nyc.gov or Sayed at 
212-442-1082 or at szaman@aging,nyc.gov for assistance.  You can also click on the 
Forgot Password link on the CAMS Home page to send an e-mail to request a new 
password. 
 
My account is locked out.  What do I do?  
 
Entering the incorrect User ID and/or Password more than three (3) times in the first log-
in screen, Aging Remote Access, will result in your account being locked out. A locked 
account takes up to one hour to unlock itself.  Contact Eleni at 212-442-1035 or at 
elimperopoulos@aging.nyc.gov or Sayed at 212-442-1082 or at szaman@aging,nyc.gov 
for assistance. 
 
I cannot log on to CAMS at all.  What do I do?  
 
Contact Eleni at 212-442-1035 or at elimperopoulos@aging.nyc.gov or Sayed at 212-
442-1082 or at szaman@aging,nyc.gov for assistance. 
 
Can I submit a paper and electronic invoice for the same month? 
 
No. Once your invoice is submitted electronically, there is no need to submit a paper 
invoice. Your signature is electronically recorded. 
 
Can I submit an electronic invoice this month and submit a paper invoice the 
following month? 
 
No. Once you start submitting your invoices electronically, you cannot use a paper 
invoice for the following month.  
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What if my computer is down? 
 
You can logon to any computer, anywhere, with Internet connection to prepare and 
submit your invoice to DFTA. 
 
I cannot submit my invoice to DFTA after clicking on Send To DFTA. 
 
The following are the possible reasons: 
 

1. You are not authorized to submit invoices to DFTA.  
2. You did not click the certification box to enable the Send To DFTA button. 

 
 
Can I recall my invoice after submitting it to DFTA? 
 
No. You cannot recall an invoice once submitted to DFTA. It’s like dropping it in the mail.  
 
Can I report an adjustment in column B (Adjustment) on my July or the first month 
invoice of a fiscal year? 
 
No. You cannot report any adjustment in column B of your July or the first month invoice 
of a fiscal year. Refer to Data Element Number 4 on page 5-14 of DFTA’s Fiscal 
Management Manual.   
 
Can I enter a negative amount in column A (This month) of my invoice? 
 
No. The system will not permit you to enter a negative amount in the first column. 
 
Can I enter a negative amount in the Service Cost Centers, Income/Participant 
Contributions, Fees Billed, Fees Received, Units of Service fields? 
 
No. The system will not permit you to enter a negative amount in the Service Cost 
Centers, Income/Participant Contributions, Fees Billed, Fees Received, Units of Service 
fields. 
 
Can I report a negative Reimbursement Claimed amount on my invoice? 
 
No. The system will not permit you to report a negative Reimbursement Claimed 
amount. 
 
Can my Total Reimbursement Claimed be a negative amount? 
 
Yes. This will happen when the total adjustment is negatively greater than the Net Total 
Direct Costs under column A (This Month). However, the system will not permit you to 
enter the resulted negative cost center(s) amount.   
 
Can I enter partial unit of Service on my invoice? 
 
No. The system will not permit you to enter any partial units of service. Refer to pages 5-
16 and 5-17 of DFTA’s Fiscal Management Manual on how to report the units of service.   
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Can I report expenditures over my budgeted restricted line-item amount? 
 
Yes. You can report expenditures over your budgeted restricted line-item. The system 
will warn and allow you to submit your invoice. However, DFTA will not reimburse you for 
the excess of expenditures unless a budget amendment is registered before your invoice 
is processed. Refer to Section 2.4.2 on page 2-10 of DFTA’s Fiscal Management 
Manual. 
 
How do I get reimbursed when expenditures were previously disallowed on my 
previous month(s) invoice and a budget modification was subsequently approved 
or an amendment increase was registered? 
 
DFTA will review the previous month invoice disallowance(s) and reimburse you up to 
the approved amount or bottom line of your contractual amount, whichever is the lesser 
amount. Do not submit an invoice to DFTA. 
 
There is no Supplemental month invoice on the list, how do I submit a 
Supplemental invoice? 
 
A Supplemental invoice will automatically appear on the month list once you create the 
last month invoice of your contract. For example, if June is the last month of your 
contract, a June SV will appear once the June invoice is created. 
 
Can I report units of Service or Income on my Supplemental invoice? 
 
No. The system will not permit you to enter any unit of Service on a Supplemental 
invoice. You can only report expenses on a Supplemental invoice. 
 
Can I submit more than one Supplemental invoices? 
 
Yes as long as they are related to the program’s activities. If you need to revise a 
Supplemental invoice, contact the Contract Accounting Office. 
 
 
Error and invoice revision – 
 
If you uncover an error after transmitting your invoice to DFTA, contact Contract 
Accounting staff so the invoice can be rejected, revised and re-submitted to DFTA. 

 
Supporting Documentation submission – 
 
You are still required to submit the original supporting documentation for Employment, 
Equipment/Renovations and One-Time Payments vouchers or at the Department 
discretion. 
 
Fiscal regulations –  
 
All Fiscal regulations remain unchanged as specified in DFTA’s Fiscal Management 
Manual and your contract. 
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Staff changes - 
 
Inform DFTA immediately of staff changes so new user account can be established or 
updated.  
 
 
 
Contact Numbers- 
 
Contact your Budget Analyst for budget related questions. 
 
Contact Contract Accounting for fiscal issues at 1-212-442-1006. 
 
For technical assistance, questions regarding navigating through CAMS, and User ID 
and Password inquiries, contact Eleni at 212-442-1035 or at 
elimperopoulos@aging.nyc.gov or Sayed at 212-442-1082 or at szaman@aging,nyc.gov  
 
 
Comments – 
 
Forward your comments via e-mail at the following addresses: 
jjones@aging.nyc.gov 
jpierre@aging.nyc.gov 
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NOTES 
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