File import functionality

on ACPP
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Users can import a CSV file into the Aged Care Provider Portal (ACPP) to submit invoice amounts and report
Commonwealth unspent amounts for multiple care recipients at once.

‘i Care recipients' itemised payments

Navigate to the Bulk Screen on the ACPP

Bulk import functionality is available through the Bulk invoice
amounts and Bulk reported Commonwealth unspent amounts
screens from the Quick Links or Hamburger Menu.
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Save file as a CSV

When importing the file from your computer, ensure you have
saved it as a CSV file. The system is only able to read CSV O
formatted files with an EOF delimiter at the end. The s e A e

End-of-File (EOF) delimiter tells the system the file is complete. 3 12345 20100
12345 2021-09,
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Export CSV with all the Care Recipient Details

You can export a CSV with all care recipient details by selecting
Export on the Bulk screen. The bulk screen and export will

Import CSV/ Export CSV/ w

Rectify any errors that appear in red after importing data

Incorrect claim period, incorrect Service NAPS ID, stray commas
and invalid amounts will appear as errors.

The system will not accept negative amounts or any alpha or
special characters. Fix these errors by validating the fields

in the file and importing the updated CSV file.
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contain care recipients required to have an invoice or
Commonwealth unspent amount reported for them in that
claim period. The list of care recipients can also be filtered
based on submission status.

Invoice amounts
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No Validation of amounts

The system will not validate any amounts. Users are unable to run
reports within the ACPP, however users can export CSV files prior
to finalising the claim. This will download a file of all invoice

amounts or reported Commonwealth unspent amounts registered.
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