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1 Navigate to https://dcasinvoices.powerappsportals.us/

2 Click Sign In
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3 Enter the username and password of your NYCID account to login.

4 Once you login, you will be able to update the profile information.
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5 Click Next button.

6 Update your user information and click Update.
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7 Click "Home"

8 First time users will need to be granted access. Please contact
 if you are receiving tReimbursement4Schools@dcas.nyc.gov his error message.
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9 First time users will receive the following Welcome email.

10 Once the user is granted permission, you will receive the following
email.
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11 Go back to the portal and login.

12
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13 Click Invoice Submission

14 Select BEDS Code for the school.
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15 Select the vendor.

16 Choose your security vendor from the Qualified Providers List.
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17 Click Select

18 Select the Fiscal Year and Quarter
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19 Select the Service Date From and To

20 Enter the Hours and Amount you are claiming for reimbursement.
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21 Enter Comments if needed.

22 Click Next button.
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23 Choose the files to upload.

24 Click Next and Preview.
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25 Review the inputted information and Submit.

26 Read the Acknowledgement and check off the box to certify.
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27 Click "Yes, submit this Invoice"

28 Vendor should receive "Invoice Submitted Successfully" email after submission.
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29 Schools will be able to review the status of NPS invoice submissions via the portal
under "Invoice List".

30 When an invoice is returned for revision, you will receive an email with comments
and a status update.
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31

32 In order to resubmit the invoice, go to the Invoice List in the portal.
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33 Click Edit to modify the invoice.

34 If you disagree with the reimbursable total or have additional comments, please
check Modification Request and add comments in this section. Then click Next.
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35 If you have no Modification Requests, click the Next button.

36 You can upload the updated documents or download previously uploaded
documents
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37 Click Next.

38 Click Submit/Acknowledge
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39 Read the Acknowledgement and check off the box to certify.

40 Click Yes, submit this Invoice
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41 Resubmitted Invoice will be returned to the NPS team.

42 If the invoice is approved, you should receive the following email.
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