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Submitting an Agency Invoice
Completing the Agency Invoice 
1. Open Microsoft Internet Explorer and enter the following for the Address:
www.mncourts.gov

Press the Enter key or click the Go button in the browser’s Address bar.

2. Select “Help Topics” from the menu bar across the top of the page.
3. Select “Court Interpreter Program” from the list of programs.

4. Select the “For Interpreters” tab from the menu bar across the middle of the page.

5. Select the “Invoicing and Payment Policy” tab in the menu bar directly below the “For Interpreters” tab.

6. Under the Invoicing Instructions category, you will see links to instruction guides for “Freelance Interpreters (PDF)” and “Agencies (PDF).” If you are an agency using a Microsoft software system, please download the Excel spreadsheet directly below these instructions, labeled “Microsoft.” If you are an agency using a Macintosh software system, please download the Excel spreadsheet directly below these instructions, labeled “Macintosh.” You can download either file by directly clicking on either “Microsoft” or “Macintosh.”
Use this excel-spreadsheet to complete information about the interpreting assignments.  Multiple interpreters’ work in the same county may be included on the same invoice.

7. Enter a unique invoice number in the upper-right hand corner.  Every invoice submitted must have a different invoice number.

8. Complete your agency’s billing address.

9. Enter the name of your agency.

10. Enter the vendor code assigned to your agency by the MN Dept. of Finance.

11. Enter the date that the invoice is submitted.

12. Complete all information regarding the assignment, who interpreted, the interpreter’s ID number, and payment information.  Multiple interpreters may be included on this same invoice for work done in the same district court.  For any further questions about completing this invoice, please contact the ITD Service Desk.
PLEASE NOTE!  If the interpreter interpreted for more than one case during his/her time at the courthouse, enter the specific case information for each case, but do not indicate the pay rate and the time spent interpreting for each individual case.  Instead, on the line for the last case interpreted, indicate the pay rate and the TOTAL time spent interpreting on all cases.

For example, if the interpreter interpreted for three different parties for a total of 2.5 hours, type in the case-specific information for all three cases.  On the line with information about the third case, type the pay rate, the total time spent interpreting, and travel time (if appropriate).  See below in lines 10-12.
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Saving Your Agency Invoice as a Comma-Separated Values (CSV) File

Because of the possibility of malicious macro code in an Excel spreadsheet, security policies at the Supreme Court of Minnesota do not allow the uploading of XLS files to the web server. Therefore, all agency invoice spreadsheets must be saved as a CSV file before uploading.

To do this, perform the following:

1. Open the agency invoice in Excel.
2. From the File Menu, select Save As.
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3. In the Save As dialog box, select “CSV (Comma delimited)(*.csv) for Save as type:  Macintosh users, please save as a CSV (Windows), and do not select any other CSV option. 
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4. Click the [image: image3.png]


 button to save the file. You should take note of the folder where the CSV file is being saved so you can find it when it is time to upload the file to the web site.
5. When asked if you want to keep the workbook in this format, click the [image: image4.png]


 button.
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6. Close Excel.

7. When asked if you want to save the changes made to the spreadsheet, click the [image: image6.png]


 button.
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Accessing the Invoice Entry Site
1. Open an Internet browser and enter the following for the Address:

                                       www.mncourts.gov 


Press the Enter key or click the Go button in the browser’s Address bar.

2. Select “Help Topics” from the menu bar across the top of the page.

3. Select “Court Interpreter Program” from the list of programs.

4. Select the “For Interpreters” tab from the menu bar across the middle of the page.

5. Select the “Invoicing and Payment Policy” tab in the menu bar directly below the “For Interpreters” tab.

6. Select the Interpreter and Agency Invoicing System link: “Click HERE for the Interpreter Invoicing System.” 
The login page appears.
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Logging into the Invoice Entry Site

1. Enter an “A” followed your agency identification number for the User:. If you do not know your agency identification number, contact the ITD Service Desk.
2. Enter your password for Password:
3. Click the [image: image9.png]
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If you enter the wrong user or password, you will see a page similar to this with red text:
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If you see this screen, make sure the agency identification number is correct, and then re-enter your password and click the [image: image12.png]


 button. 

If this is the first time you have logged in to the Invoice Entry Site, you will see a page similar to this:
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This means it is time for you to create a new password. The new password must be at least 5 characters long and must not be the same as your current password. Enter your new password for both New Password: and Confirm Password:. You must enter exactly the same password for New Password: and Confirm Password:. After you have entered your new password, click the [image: image14.png]


 button. 

Forgot My Password

If you forget your password, you will have to contact the ITD Service Desk to have a new password created.
Uploading an Invoice

Use the Accessing the Invoice Entry Site and Logging into the Invoice Entry Site sections on page 2 to log into the Invoice Entry Site. Once you have logged in successfully, you will see the Agency Upload Form:
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1. Click the [image: image16.png]Choose File



, or [image: image17.png]Browse.



 button, depending on which browser you are using.

2. In the Choose File dialog box, navigate to the folder containing the CSV file to upload.
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3. Select the appropriate CSV file and click the [image: image19.png]


 button.

Note: If you select a file with an extension other than CSV, an error message will appear. If this occurs, click the [image: image20.png]Browse.



 button again and select a CSV file.

4. Click the [image: image21.png]


 button. The CSV file will be uploaded to the Supreme Court server and validated. If there are errors, the form will appear similar to the following:
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5. Look at the red text at the bottom of the form to determine what items are incorrect. In the example screen above, the Case Type is required, but it has not been entered on the third detail line of the agency invoice spreadsheet. Also, the Party Name is required, but it has not been entered on the fourth line of the agency invoice. There are also errors related to the invoice totals. However, detail lines that are in error are not counted in the totals calculated by the upload routine, so errors in detail lines will cause errors in invoice totals.

6. Modify your original spreadsheet, then repeat the steps in the Uploading an Invoice section to upload the invoice again. When the invoice uploads correctly, you will see the following screen:
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7. You may upload another invoice or click the [image: image24.png]Logout



 link at the top of the page when your uploading is complete.  The invoice will now be sent to the district court where the interpreting was conducted, and a court employee will verify that the information is correct before it is processed for payment.
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