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Overview 
 

The purpose of the Mental Health and Disability Services State Payment Program application (MHDSSPP) is to 

provide a secure method for county CPC’s and their staff to submit monthly State Payment Program 

expenditures.  This application also provides a method for CPC’s and their staff to retrieve a current list of all 

cases that are assigned to their county or counties, as well as a daily report of new cases that have been added to 

their caseload.    

Logging In 
 

Security for the application is role based, and is driven by the county or counties that a person is associated 

with.  The role(s) a user is associated with drives drop-down boxes within the application that controls what 

counties a person has access to.  
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When you go to the web link for the MHDSSPP application, you will have to log in with your assigned Account 

ID (user ID) and Password.  The format for your user ID will be Firstname.Lastname@IowaID.  If you did not 

already have an account prior to this, the first time into the application you will be prompted to change your 

password.  At any time, you will not need to contact anyone at DHS to assist in changing or resetting your 

password.  To change your password Check the box labeled “Take me to my account options after I sign in”.  

This will allow you to change your password.  If you’ve forgotten your password, simply click the link labeled 

“Forgot Password”.  You will receive an e-mail message with your password. 
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Case Changes 
The case changes feature is designed to provide CPC’s and staff with a way of identifying cases that are newly 

assigned to their SPP caseload, without having to contact DHS to get the identifying numbers.  This is the first 

page that you will be transferred to after you log in.   

 

There are 2 drop-down boxes on this page.  One is to select the county.  If you have roles in multiple counties, 

you will see all of those counties in the drop-down for selection. The second drop-down represents a time 

period to select.  The current options are Today, Last 7 Days, and Last 30 Days.  So for example, if you wanted 

to see all new cases assigned to your county yesterday, you would select the “Last 7 Days” option.   
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File Transfer 
File transfer is the feature that you will use to submit your monthly State Payment Program Expenditures 

reports instead of submitting them by secure e-mail.  Before running the functions on this web page you must 

first create your SPP Expenditures spreadsheet.  For CoMIS users, this is done in CoMIS by going to the 

CTRL-E screen.   

 

The file transfer page involves a 2-step process.  The first step validates the SPP_Expenditures.XLS spreadsheet 

(Note:  It is a good practice to rename the SPP_Expenditures .XLS to a file name that indicates what 

expenditure month the file represents prior to processing it on this page).  The page opens up Excel and 

validates the information in the spreadsheet prior to creating a file that is then transferred via the secure 

connection.    
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Spreadsheet Edits 

If your spreadsheet fails any one of the following edits, your file will be rejected.  You will not be able to 

transfer data until all errors are corrected. 

 

The edits that will be performed on your spreadsheet are:  

1.  Invalid worksheet name – The sheet name must either be Sheet1, or be prefixed with “SPP” 

2. All columns present and in the right order – The application checks the header row.  All of the column 

headers must match the SPP_Expenditures.XLS template (you may not insert/delete columns, or change 

the order of the columns). 

3. Multiple expenditure months are not allowed in 1 submission.  What you select in the drop-down list for 

Expenditure Reporting Month must match the month that is in your file 

4. The county in all rows of your spreadsheet must match the county that is selected in the drop-down list 
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5. The State ID is required and must be the correct length and format (7 digits with 1 alpha character) 

6.  The SRS case number is required, and must be the correct length (11 characters) 

7.  The diagnosis group code must be 40, 41, 42, 43 or 44 

8.  COA codes between 11000 and 12999, 21374, 64317, 71319, 71399, 0 and blanks are not allowed 

9.  There must be a value in units  

10.  The Begin date must be a valid date 

11.  The End date must be a valid date, and can not be less than the  begin date 

12.  The COPD (county paid amount) must be present and must be numeric 

 

New Submission versus Replacement Submission 

There are 2 options for submitting expenditures: New or Replacement.  The application will not allow you to do 

a new submission for a month which you have previously submitted..  Likewise, if you do a replacement, the 

system will present you with a drop-down list of only the months that you have submitted data for.  For both 

new and replacement submissions, the system tracks the date the submission was made, and it also tracks the 

user id of the person who made the submission.  In the case of replacement submissions, the data is not simply 

deleted and replaced with the new information.  A log is kept of all submissions, so as a replacement is done, 

the prior data is moved to the log.   

 

File To Process 

The File To Process is the Excel spreadsheet that you are intending to submit.  Click the browse button to find 

the SPP_Expenditures.XLS spreadsheet.  When the file is selected, the full path and file name of the file will 

appear in the File To Process box.  Click the Process button to perform the initial edits.  Any errors found in the 

spreadsheet will be displayed in the box at the bottom of the page.  If you receive errors, you will not be able to 

continue with the file transfer process, until the errors are corrected and the file is processed completely.  

 

If you attempt to run this process, and nothing happens, or you get an error that such as ActiveX component 

can’t create object: “Excel.Application”, perform the following steps:  

 

1. Start Microsoft Internet Explorer.   

2. From the Tools menu in Internet Explorer (or the View menu in Internet Explorer 4.0), select Internet  

Options.   

3. Click the Security tab.   

4. Select Custom (for expert users), and click Settings.   

5. Under the Initialize and script ActiveX controls not marked as safe option, change the setting from 

Disable to Prompt. This prompts users to initialize the object.  

 

In Microsoft Excel (versions 2002 and prior), select  tools from the menu bar, then Macro, and then 

Security.  Select the “Security Level” tab.  If the High is selected for the security level, that needs to be 

changed to Medium.  This will prompt you before running the macro that is in the ActiveX control. 

 

After you change the setting to Prompt, the CreateObject call should succeed. Internet Explorer will 

prompt the user about whether it should initialize the object. To eliminate the dialog box, you can 

change the setting in step 5 from Prompt to Enable. 
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Browse for the file 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Click the process button to perform the initial edits.  If the file passes the initial set of edits you will see the 

message below.   
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The message “Stage 1 validation complete” indicates that the file has passed all of the initial edits, and a 

transfer file has been created in the same directory as the Excel file that was just processed.  

 

 

 

 

 

 

 

 

 Important note:  in order for this process to work correctly, you will need to have permissions to write to the 

folder or network share where the Excel file is located.   
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If there are errors in the spreadsheet, you will see error messages in the box on the file transfer page, that 

indicate the error, and what row number in your spreadsheet the error occurred. 
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The next step is to select the CSV file that was created, and that needs to be submitted for transfer.  The file 

name will be the same as the Excel file only with a .CSV file extension instead of .XLS.   

 

 
 

 

After the CSV file is selected and the submit button is clicked you will be transferred to the File Accepted page. 
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File Accepted 
 

 
 

 

The file accepted page shows the total number of records accepted and rejected from the CSV file that was 

submitted.  There are 2 second stage edits that the application performs.  It checks the provider name against a 

list of providers that SPP expenditures are not allowed for.  If the file contains expenditures for any one of those 

providers, it will consider those expenditures as rejected, but still accept the file. It also checks the SRS case ID 

numbers for closed cases against the application accepted and closed dates for those cases.  If the service begin 

date is outside those dates in the SRS system, the expenditure will not be allowed.  The rows that are in error 

will be displayed in the box at the bottom of the page.   
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Assigned Cases 
The assigned cases page contains a drop down list for selecting the county.  When the county is selected, the list 

of SPP cases that are assigned to that county will display.  Additionally, an Export to Excel button has been 

provided if you would like to save the case list in an Excel file in a folder or network share. 
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Submitted Expenditures 
The Submitted Expenditures page contains a drop down list for county (if you are associated with more than 1 

county), and a drop down list of every month that expenditures have been submitted.  When using the page, 

select the month that you want to review using the drop-down list.  Note that only those months that data was 

submitted for will display in the list.  When you change months, the data on the details tab and the totals tab will 

automatically display.  To change between the details and the totals, click on the tab and the view will change.   

 

Detail tab 
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Drop-down list for expenditure month 
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Totals Tab 
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Added 5/2008:  Expenditures by COA report tab 

When the Expenditures by COA tab is clicked, a new drop down list is displayed labeled “Select a Reporting 

Period”.  This drop down list is calculated from all submitted expenditures as of the previous day, and includes 

additional selections for “All Months” as well as calculating the fiscal years and fiscal year quarters that are 

available in submitted expenditures data. 
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Potential Duplicates 
(Added to the application 5-2-2008) 

The potential duplicates page contains the detail information on expenditures that were submitted, that have 

been identified as being a possible duplicate payment.  The criteria for determining a duplicate is:  

Same client name 

Same Provider 

Same COA code 

Same Begin date 

Same End Date   

Same number of units 

Same county paid amount 

COA codes excluded from the duplicates matching are: 74353 (Sheriff Transportation) and 41306 

(Physiological Treatment Prescription Medicine).    

Also excluded from the list of duplicates are those pairs where the sum of the dollars are zero, such as pairings 

where one amount is positive and the other amount is negative, but the sum of the amounts equals zero.   

The duplicates will be recalculated daily, using all submitted expenditures.  The default sort order for the 

display on the page is:  

County Number 

Last Name 

First Name 

Provider 

COA 

Begin Date 

End Date 

Units 

County Paid Amount 
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Case Search 
 

The case search page allows you to search for a particular case by a client’s last name or social security number. 

 

 


