Transparency in Government Act Reporting Agency Instructions for
Total Payments and Total Obligations Validation#

Overview/Background

In support of the Transparency in Government Act (TIGA) as it pertains to Senate Bill 300/389 (SB
300/389), the State Accounting Office (SAO) will continue to provide a process to allow agencies to
extract financial data files from the TeamWorks Financial system. The agencies will in turn review,
adjust (if needed), and submit these extract files to the Department of Audits and Accounts (DOAA).
This financial data is compiled into two categories:

1. Total Payments (Fiscal Year 2012, all Budget Periods)
(Two files extracted, control totals and detail data)

2. Total Obligations (Budget Period 2012)
(Two files extracted, control totals and detail data)

The TeamWorks pages to obtain the files will be available to the agencies by September 17, 2012.

Data Elements relevant to both Payments and Obligations files:

Data contained in the Payments and Obligations extracts will reflect data for the 2012 Reporting
Year/Fiscal Year.

SAO was requested by DOAA to provide the data by the nine-digit FEI/TIN associated with the vendor. If
the vendor used on a transaction did not have a nine digit number listed in the TIN field, then the
vendor number was used to identify the total obligations and total payments data for the vendor. If the
Single Pay Vendor was used on a transaction, then a special identifier, ‘SPVXXXXXX’ (where XXXXXX is an
auto-numbered sequence based on the specific vendor identified on the transaction) was created to
identify the total obligations and total payments data for the vendor.

If a vendor has a TIN (vendor is established with either an FEI or SSN) and EID (vendor is established with
an Employee ID), the EID will be reported on the extract for the FEI# information. The agency should
review this information to determine if the payment made should be reported as the FEI/TIN value or
the EID value. In making this determination, the agency should consider whether or not at the time the
funds were obligated or paid, if the vendor was an employee or contractor. If the vendor is deemed to
be an employer, the FEI # should be reported as the EID. If the vendor is deemed to be a contractor, the
FEI # should be reported as the appropriate FEI #.

If there is an attached entity associated with a primary business unit identified by Fund, Program or
Department, then the attached entity should be submitted separately from the primary business unit
(e.g., agency 981 is attached to Business Unit 42800 and should be submitted separately to the DOAA
submission website for Payments and Obligations). Specific queries have been created for the total
obligations and total payments data to be separated based on the appropriate chartfield identifier. For
example, in this case Business unit 42800 will extract a separate file from TeamWorks based on the
Program codes associated with entity 981 (e.g., 0971001, etc.) for Payments and Obligations. The files
for entity 981 Payments and Obligations should then be uploaded separately from the primary 42800
business unit.
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Data Elements relevant to the Payments file:

Payments account criteria will include accounts 150000 through 159999 (prepaid and inventories) and
all accounts 500000 and above excluding 705001, 723001, 723004, and 729004 (these exclusions deal
with tuitions, right of ways, and easements). “Payment Amounts” to be included in the extract are
those with a “Payment Date” in TeamWorks of 7/1/2011 through 6/30/2012. There are no restrictions
on Budget Year for payments.

Only the name of the PCard vendor will be reflected in the files as opposed to the originating vendor as
maintained by PCard vendor (Bank of America).

Voids and reissues will be included only if the “Cancelled Date” or “Payment Date” per TeamWorks is
between 7/1/2011 and 6/30/2012. Activity reflecting negative numbers and zero dollars will be
included in the extract. The agencies should determine if zero dollar payments should be excluded from
the summarized information that is reported to DOAA. For example, the zero dollar payment is for
adjustments related to the account chartfield it would be appropriate to leave both the positive and
negative amounts in the file.

The payment information is segregated by federal, state and other funding sources within the payment
extract criteria. Transactions funded with a federal funding source will be noted on the extract with an
“FE” identifier in the Funding Source field. If the funding source is State or Other the Funding Source
field will be the value of “SO”.

Salary and Benefit information is included in the Payments extract and is now displayed as the actual
account value. FEI# of 111111111 is used for salary accounts and the number 222222222 is used for
benefits accounts. Summary totals will be shown for salary accounts (accounts 501000-513999) and
benefits accounts (accounts 514000-597999) in the extract file.
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Example Payment File based on Payment Date: (data file submitted would not include

headers)

Entity Reporting | FEI # Vendor Name Payment SCOA Code | Funding

Code Fiscal Year Amount Source

404 2012 004567895 | Name of 51,000.00 614026 FE
Vendorl

404 2012 123456789 | Name of 25.55 614003 SO
Vendor2

404 2012 345227891 | Name of 80,000.00 616001 SO
Vendor3

404 2012 568925678 | Name of 10,102.45 651001 FE
Vendor3

Example of a Unique Record
12 payments to GA Power coming from the same funding source and SCOA would be one payment.

Data Elements relevant to the Obligations file:

“Obligation Amounts” to be included in the extract are those with a 2012 “Budget Period” in
TeamWorks. The “Budget Period” will be derived using the Budget Date and/or the Budget Ref field on
the respective transactions. Obligations account criteria will include all accounts 500000 and above
excluding 705001, 723001, 723004, and 729004 (these exclusions deal with tuitions, right of ways, and
easements).

New for FY12:
o Added the following accounts to Obligations:
e 214000 to 214999 (Accrued Payroll)
e 222000 to 222999 (Benefits Payable)

Examples of the file layouts are noted below. The headings will not appear in the extract files obtained
from TeamWorks.

Example Obligation File based on Budget Year: (data file submitted would not include
headers)

Entity | Fiscal FEI # Vendor Name Obligation Amt
Code Year

404 2012 123456789 Name of Vendorl 51,000.00
404 2012 243456789 Name of Vendor2 250.78
404 2012 912345591 Name of Vendor3 80,000.00
404 2012 640456892 Name of Vendor4 4750.00
404 2012 883458838 Name of Vendor5 1,000.25
404 2012 745883906 Name of Vendor6 65.93
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Example of a Unique Record
All obligation activity for a vendor with a unique FEI#/Vendor Name combination would be one line.
Obtaining the Extract Files

The SAO has created custom pages within the TeamWorks Financials system to allow the users to
extract data for TIGA reporting directly. These files will produce CSV formatted files which the agencies
may review and modify, if needed and upload to the DOAA submission website for Payments and
Obligations. A separate page has been created for each of the processes — Payments and Obligations.
Both pages are designed to allow a separate file to be created by the Primary Business Unit if they have
attached agencies to report on also.

Each process, Payments and Obligations, will produce two CSV formatted files. One file will be for the
control total and one will be for the summarized vendor information. If data in the summarized file is
modified which changes the total, then the total on the control total file should be updated to reflect
the changes also. Both the summarized detail and the control total CSV files should be uploaded to the
DOAA submission website for Payments and Obligations.

Details are provided below regarding each of the pages. Please be sure the appropriate request for
obtaining security access to these pages has been completed before attempting to run the process.

Validation Queries

Queries are available to help facilitate the validation of data files to TeamWorks:
1. The 0APO031 queries allow the user to validate the total dollar amount and individual vendor
amounts for the Total Payments data.
2. The 0AP032 queries allow the user to validate the total dollar amount and individual vendor
amounts for the Total Obligations data.

The query results from each of these queries may be modified to obtain varying views of the data (i.e.,
by Federal Employer Identification (FEI) number/Tax Identification Number (TIN) or by Vendor Number).
While these queries are provided to help facilitate the verification of the data contained in the extract
file, the agency may use other sources (i.e., GG reports, other AP queries, etc.) to verify the totals
reflected in the extract file.
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NOTE: Due to the size and volume of data being extracted from the system, it is recommended that the
extract file process be scheduled to run during non-peak business hours. The process can be run online
after peak hours (7PM to 6AM) or it can be set to run at 11:59PM as is done with the GG report. This is
accomplished by updating the “Run Time” on the Process Scheduler Request page at the time the

process is run.
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If the process is schedule to run at 11:59PM, the files may be reviewed the next day via the navigation:
People Tools>Process Scheduler>Process Monitor. Search for processes for the prior day under the User
ID under which the process was run. Look for the process run at 11:59PM on the designated date.

-
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The remainder of this document identifies the various steps required to facilitate extraction of data for
review and submission to the DOAA for Transparency in Government Act (TIGA) reporting of payments
and obligations. You should perform these same steps on all 4 files.
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Navigation: Accounts Payable>Custom Accounts Payable>TIGA Reporting>Total Payments
Extract

Or

Navigation: Accounts Payable>Custom Accounts Payable>TIGA Reporting>Total Obligations
Extract

If you do not have access to these paths available, you will need request greater security access
through SAQ’s security administration group.
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Add new run control by navigating to the Add a New Value tab. Add Run Control ID and click the
Add button.
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NOTE: Spaces should not be used in creating the Run Control ID or an error message will
display when attempting to run the process.

The Total Payments Extract Run Control page appears.
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If an agency only has a Primary Business Unit, only the Fiscal Year and Business Unit fields will
appear on the page. If an agency also has attached business units, then more fields will be
displayed. You will need to run the process separately for each attached business unit as well as
the primary business unit.
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Once this appropriate data is populated, click the Run button. The Process Scheduler Request
Page will appear.
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Click the dropdown menu on the Server Name field and select the “PSUNX” server.
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NOTE: Process should be run during non-peak hours or scheduled for 11:59PM. See Page 5 for
navigation to retrieve data files the next day.

Once the Server Name is populated, click the OK button.
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The system will navigate back to the Run Control page and the Process Instance will be
displayed.

Click the Process Monitor link to obtain the data file results. The Process List is displayed.
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= My Sratam Profllz

= My Digtionary

- Vendors
© Purchasing { Process Uist | Garveriist )
[ eProcuremant
o ganices i o R LFor |
 Saurcin e
.;.mc,gom UseriD: BROWHIAN  ©L Type: - Last 3 Mours = Refiesh
m'"n’mm i Serer = Hame: ©, instance: o
© Accourits Payasle Rim | Distriuslion - ¥ Save On Refresh
|- Custam Accounts Payable Statuss Etalus

~TiGA Repurling

— Tkl Obdinalions Extra

. Process Digtribution
Select instance Hrocess Typa Usar Details
Select Instance Seq. Process | Name User Eun Date/Time Eun Status Stats Details

2473911 SOR Report APS2161X BROWNIAN 09052040 T26:05PMEDT  Success Posted Detailz

7] '.iu\.'a [=] Motity

Procuss List | Surer List

@ Internet | Pratected Mode: On 42 ~ Miow -

Note: Before attempting to obtain the data file, please insure the Run Status is “Success” and
the Distribution Status is “Posted”. If both statuses are correct, the Details link should be
clicked. Click on the Refresh button to update the statuses, if necessary.

The Process

Detail page is displayed. Click on the View Log/Trace link to obtain the data file.

FSCMTST

= 1092 MISC Detail Renoul
= Load Offing Voucnsrs
= Load LaborPamoll
Youchers
= AJC Expensa Exiract
1 Salary Travel Per Diem
i Asset Management
© Banking
U Cash Management
 Financial Gateway

- Alocations
0 SCM Integrations
i SetUp Financials/Supply

Chain
© Enfofprise Companonts
& Wrkisl
© Teee Manages
* Roporting Taoks
 ProgleTaols
& Funid Source Distibution
© Labor Distritnion
- g gt
= e Personalitalions
= W Satem Profl|s
= Wt Dictignary

Muw Window | Hulg | Custornize Page | 5
[ Vendars
I Purchasing Process Detail
1 eProcunemen
& Berdces |
© Souri
Sl i instance: 24739131 Type: SR Regort
Billing Nama: APSIEIN Description: SB300 Total Paymenls Exdract
Accounts Recevable
) Accounts Payabie Run Status:  Sucoess Distribution Status: Posted
[ Custam Accounts Payable | e 1
= THGA Reporing i
= Lotal Uollaations Edract Run Control I0: TIGA_Rplg_Pagmenls Hold Requast
= Totsl Payments Exract 2 e oo ot

Sorver: PSUNK

Recurrence:

Request Created Om: 090052010 7:30:15PM EDT Parameters Transfer
Run Anytime Afler:  DBOLZ010 72605FMEDT Heg53ge Log

Dagan Process At DEUSZ010 7301/FMEDT Batch Timings

Ended Process At DEUSZ010 7:30:36FMEDT Wigw LoglTrace

O Cancel

Dane

@ Internet | Pratected Made On = Rk -
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The View Log/Trace page is displayed.

téew Window | Help | Customize Page | T -

View Log/Trace
Report i 4200446 Process Instance: 24739131 BesEagsiog
Name: APER1AIX Process Type SOR Report

Run Stotus: Success

SB00 Tokal Payments Exvract

Distribution Node:  RepRPS Expiration Date:

= 1099 MISC Dutad Regart |
Logomneveuere: | | I
- haddlaagrr el Mame Mﬂ Datetime Cruated
AIC Expenss Exract C FY; 7 SEP- 0RS2010 7:30:36 000000PH
oy 'fm:::"'"‘ 05-2010-0730PM.ca # ot
 Banking SOR_APSEETX 24739131 o 1823 DS TR fo0mery
Cash Management
b Financial Gateway al Pavmnts FY 407 SEF.08-20 PP OROSZ010 730348 00000GFH
) Commitment Cortrol Bl oT30PM cov . EDT
© Ganaral Legger 0B0S2010 73035 000000PM
Gppriinicn apsE161x 24739131 out a0 T
ooy e | |
Chain Distribution 1D Type “Distribution 1D
U Enterprise Componants. User BROWHIAN
© Troe Manager

@ Internat | Protected Mode On v R0k v

You will notice that there are two CSV files that need to be saved. The Obligations extract

process produces two files and the Payments extract produces two files. You will need to save

both files.

Right click on the file “Total Payments...csv” file and select the “Save Target As” option to save

the summarized data by Vendor.

Payments Obligations Instructions TIGA 2012 FINAL.doc2012
Page 15 of 24



Transparency in Government Act Reporting Agency Instructions for
Total Payments and Total Obligations Validation#

c Aoms

& Viendoes.

i Purchasing

& eProcurement

c Senvices Procurament
& Sourong

©: Prajed Casfing

s Billing

| Aeceunts Recelvatls

Vouchuis
= AJC Expenas Exran
[ Salary Travel Per Dtem
[ Asset Management
& Banking
i Cash Management
& Financial Gatewsy

(" Set Up FinanclalsSuppty
Chain

& Enterpriss Components
£ Worklist

() Tree Manager

0 Reporting Tocts

[ PeopleTaols

= Fund Source Distibution
© Labar Dishituson

= Chanae My Pazsiwong

- My Sistam Protla L
CHuNgomy |

FSCMTST

Open

Open i Hew Tab

Dpen in P Winidew
View LogiTrace Save Target Ao
Ruport Prinit Target J=—
HeportE: 4200445 Process st a3 Lo
Mame:  APSOIETX Process Typt
Run Status: Succese '.sthmlﬁ\l‘

=]
X o Coclc Trondlste
s o

Mai v Send Email with Yahoo! Mail  bragiad
Contal Tolals for Total Pamants 200 E Lo 7:30:36.000000F M

Addto Favories... A
S0R_APER1A1X_24739121 Ing T:3:36.000000PM
Total Fayr Y201 S 1';’”“"_, 7:30:36.000000PM

The “Save As” dialog box will appear.

Lasot
= Ghanoe by Paayword
My Pecsonalgiions

Sealem Piosie

| Telal Paymants FY2010 BA407 SEP-
#| grioeu

FSCMTST

View Log/Trace
ReporliD: 4200445
Naama: APSRIBIX

Process instance: 24739131

MassEce Log

| O% ol __BUMOT_SEP-05-2010-0730PM esw frm saodntsest L= |

tiew Windsw | Help | Customize Page | 1

@ Intemet | Protected Made On fa = Hlox -

Now window | Halp | Customizs Page | 11 =

Run Status:  Success

58300 Total Paymants Exract

DE2010-0730PM oy
SOR APSA161X 24730131./0g

apsB181s 24730131 oul

Lave As

{ 'U [l » JAN-MURRAY » Documents »

Date modified

[ 1. Jojes Fashicn Show
Maore m B My Scaind
b Symantec
Folders v |l TobeTa
«F Documents = | vearEnaciose 2
L Jejos Fashior | }Financial5
L MyScans O Eincdents Closed WEDSOTLO FMde
b Symantec @ imesdents Closed WEDS0710_PO.alsx
4 TuiboTax B 0PE-580- calendar-FY10_FY11 (TR1)
Ji Year End Gl _

) Open Perinds 100109 S05AM

File pame:  Total Payments FY2010_BLM07_SEP-05-2010-0730PH

Select the location where the file should be saved, change the “Save as type” to “All Files” and
add the csv extension to the file name. Click “Save”.
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i3
= 10232 WG Delail Benod
= head LaboeP ool
Houchers
= A5 Cxpgnas Exdract
0 Salary Travel Por Digm
0 Asset Management

- Chanas My Pasgwors
= My Petzonalizations
= My Sxslem Profile

View Log/Trace

FSCMTST

MHew Window | Help | Customize Page | B -

Repod 10
Namse;

AZ00445
APSRTBIX
| Rum Status: Success

| SRI00 Total Papments Earsct

| Distribution Node:  RepRFS

| Conrol Totats tor Tos
| D2-2010-0720PM cov

i SOR_APIE1E1X_24739131169

| Total s F
‘!FI}DPMF‘«

| apsB1610 2473013100
[

| Distribution ID Type
| iser

& Joyos Fashion Show 1
b My Scans
b Symante
¥ b TuiboTe
I Documents 4. Year End Close 2
07 SE &8 Sojos Fashior Rl0AROIIA_SALARY_TRAVEL
& MySeans T Bloapo3za SalaRy_TRAVEL STS801)
& Symantec i 0AP030A_SALARY TRAVEL 40700
i TurboTat 1al]4th Qo FYL0 FN Metsies
b YerEndCio L | Ehan g Lute lsses
Fle narnes Total_Paymnts, FY2010_DU407_SEP-05-2000-07309M.cov -
Save s types | All Files -
Wit tooy [ ]

Process mstanco: 24738131 Meszage Log

Procef’ ow of __B11807_5EP-05-2010-0730PM.cov from secintstat e 0| EL 'l
Save A5
R —
[ . —
Ol._)' I » JAN-MURRAY » Doc v
: = I NexFoide

Hame

-|4, W search

Date moditied  Type
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To open the file and keep the leading zeroes in the FEI # field, first open Excel. For Excel 2007,
select Data, select From Text and a dialog box will open to allow selection of file. Select the csv
file saved above.

NOTE: If you do NOT follow these instructions, you will drop the leading zeros from the
employee ID and other values.

Heme  nent  Pagelayout  Formulsi | Data | Review  Veew W= T x

% 5 Y e " Bl A > g e r *3
2Ly L | Lo @S e R iy 2 B0 &) H= =238 %) 39 55
From From From  From Other Eaisting Refresh N ﬁl Sort Fiter { _leﬂ to  Remowe Dats Consoldate ‘What-lt Group Ungroup Subtotsl
Access Web  Test  Sources= | Commecons | All- - U W Adwanstd | Columng Duplicates Validation = Analysls = = =
Get Daernal Data Connedtions Sort & Fmer Dats Took Outhine
TR— 5
A 1 c D L i G H | n K L M N ) 3 a R s i
1 ] temport Tex Fie ==
i C,\ J |WF)  JAN-MURRAY » Decuments » « [ 45 || seech )
= e ——
5
5 Name Datemodifed  Type Size Tags
7 Bajes Faskugn Show
8 My Scans
[l Symantes
10 TurboTas
11 Wear End Clese 2
12 [0aP032a_SALARY TRAVEL
13 B0APO33A SALARY_TRAVEL 575801)
14 B0APDIZA_SALARY_TRAVEL $0700
15 | Ofice2007 TralActiationiey
16 B Total Payments, FY2010 BUAOT 5EP-05-]
17
18
19
20 Faldery “
21 -
2 Flogome: Total_Payments_FY2010_BUM07_SEPOS20 v [Tt Flea T
H o4 » w| Sheetl ~Shest? - Shoetd) -
A i+

Ready i [ (0 |

Click the Import option.

The Text Import Wizard will open. Select the defaulted “Delimited” option in Step 1 of 3.

=/ Wome  Inset  Pagelsyout  Formulss | Data | Review  View - x
A_ s W - b :=.| { - = = ir SO WO ) 42
m | AL —;—‘_,- —¥| Y- o H | | & =
E e 0 1 | HH 7 | =) 1 J P B
From  From  From From Other  Existing Sort | Fiter o Tertte Memove  Oata  Comsolidste Whatd  Group Ungroup Sublotal
preeey Web  Text Sourceis  Conmedions U Advanced | Cohumny Duplicates Validation = Anabyuis - -
Get Extesnal Data Conneations Data Tools Cutiine
a1 - - -y F
= — e ) = —
= = | TextImport Wizard - Step 1 of 3 (2 il = = = = a = = ¥
11 The Text Wzae hus determaned that yoxe dats i Dekmted.
2 I this . choose Next, or Vot cribes your data.
3 Crigiel lats by
a Choose the fie type that best describes your daka:
[ @ Qelited| - Characters such as commas or tabs separate each feld.
[3 Foerd ilth - Fieids are algned in collmes with Spaces between £ach field,
7
g Start mport atpow: | 1 3 Fle grign: 437 1 OEM United States -
L]
0
1 .
= Preview of fle C:Users\IAN-MURRAY. .. Total_Pavments_FY2010_BUAOT_SEP-05-2010-0730PM.cov.
13 1 ho7, 2010
| 07,2019, 1 .38, 9 -
% 1ho7, 2010, 4 7. -
15 4 07,2010, "13196287 L T .72, .
16 07,2010, "1315§3871", “SHARD FLECTHOMT x 611_00, 614513, =

~ Pereminad romplete G T
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Click “Next”.

Step 2 of 3 of the Text Import Wizard will appear.

— mome  Inzet  Papelayout  Formulst | Dsts | Review  View

L7 x
Y EN £ £y £y |2 Connedtions " =A=_,-| _I' ¢ e mm =1 O 2 TIE L B B
o) B Mg ET 3 e T AR T no mez - | Bl EL 7. - N i (e
From  From  From FromOther  Essting  Aefresh gl Sort  Fimer Testto  Remove  Oata  Comsolidate Whatd  Group Ungroup Subtotal
Aecess Web  Test  Sourcer+ | Conmedians iy S E 20 Advanced || Columns Duplicates Validation « Analyis - -
Get External Data Cannedions Sort & Filter Data Toals Outline

a1 - — o
= = — ) = —

= - ¢ | Textimpart Wizard - Step 2f 3 [E=5) - - - = - - 5
11 “ Jets you set you data contars. yous tent i affected i the priven

below,

2
3 Drimers
4 416
5 Sempcolon Trest convecutive delmiters & one
L & Tt guakfer; " =
7 spoce
8 Dther:
3
10 Cats preview
1
12
13
1
15 g P | .72, 614003,
16 131568872, . 1.00, 14013, -
17 s

—'  Home  Insert  Pagelayout  Formulas | Data | Review View

® - %
B R 5 3 o () Connedsons | 4 ) % Clea - . T oM SET S ¥ shewbens
B N P R P RS LR S, m - ja B RE -2 S B B it
From from from FromCther  Listing  Refresh ) sen  Fme o Tetto Remove  DMa  Consolidale WRALN | Group Ungroup Subtotal
Access Web  Ted  Sowrces= | Connedions = &b W Agvanced | Columns Duplicates Vakdation = Analyiis = = =
Gt Eaternal Data Conmedions Sirt B Fiter Dita Took Quline
Al - - - . i
- r ¢ | Textmport Wizard - Step 2o 3 o o = = = = n .
i1 ™ lets yousat your . Toucan s hiow your hext i affected in the preview
ek
2
3 Oelmiers
4 Tab
s Pr— Treat consecutive debmiters bt cne
& o/ Cormeme Teat gusker: |* =
7 s |
B Qeher:
»

Click “Next”.

Step 3 of 3 of the Text Import Wizard will appear.
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Home  Inset  Pagelayout  Formuias Data | Review  View @ -9 X
STy 5 3] Cormnedions ’ $ - = ¢ & T
0 s T R TP st A NR IR SHeastiNe. - el = EE OB B R 6 e
From From From FromOther  [isting | Refresn — Z) sen | Fme o Tedto Remove  Oaa  Consohdate Whatdl | Geoup Ungeoup Subtotsl
Attess Web Tet  Sowicest  Connbdtiont | AN r Advanced || Columns Duphcates Vakdation = Anatysis | - -
Get External Dt Cannedion: Sirt B Fiter Dita Took Outline
Al - . - —_— i
. = & || Tet impnt Wizard - Step 301 3 L ™ m 5 = a & n i
- S
2 Column data format
: = !c:v:al smeric vaaes b rassbrs, dabe volues o dabes, ared o
3 [ -] | Advenced...
& [T s——p———— : )
T
B
9
s Oata greview
11
12
13
14
15
16
17
18
19
20
2
22
F I
H 4 b M Sheetl - Sheet?  Sheetd 73 T . _

Ready

To maintain the leading zeroes on the FEI# field, highlight the third section and change the
“Column data format” from “General” to “Text” by selecting the “Text” radial button.

Home  Inset  Pagelayout  Formuias Data | Review  View @ -9 X
STy 3 3] Comnectians ’ ¢ - - 7 P ——
Al A Lo 3 e G 3 B = Be R 9 g B
From From From FromOther  [isting | Refresn — Z) sen | Fme o Tetto Remove  DMa  Consolice WhALN | Group Ungeoup Subtotal
Attess Web Tet  Sowicest  Connbdtiont | AN fr vanced || Columns Duplicates Vabaation - Anatysis | - -
Get External Dt Cannedion: Sirt B Fiter Dita Took Outline

A1 L CR— =

. = & || Tet impnt Wizard - Step 301 3 L ™ m 5 = a & n i
Y — T ————
2 Column data format
: & f:':’ eneral comerty mmercvaiest usbers,doe vt s, e o

i? e ks b et

3 [T -] | Advenced...
& [T s——p———— : )
T
B
9
10
11
12
13
14
15
16
17
18
19
20
2
22
F I
H 4 b M| Sheetl - Sheet? - Sheetd 7 il || . -

Ready

Click the “Finish” button.

The Import Data dialog box will appear.
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Heme  Imset Formulas | Dats | Revew  View

Fage Layout

]
Exter L 1 Sort & Filter [ 1
a1 - | 5

____A___ B C [+ G H 1 J K L M N [+] P Q R 5 i
1 !
2
3
4
s
6 Impart Dat L1 ]
: Where do you want to put the data?
9 @ Eustng J -
T o i)
12 [roperbes.. | [ ok | [ concel
2 L J L
14
15
16
17
18
19
20
2
2 I
3

| Sheetl - Sheet2 | Sheetd ¢

Click the “OK” button.

The data will be displayed in Excel.

< Home s Pagelmowt  Fornuias | Outs | Revew  View W-nx
31 ] Connectians " S-i
3P Properties LA
chiesh %] et
All-
Get Dternal Data Connecticns.
| a1 -3 L E
Pl = c D 3 F o H ] J K L M N o P =]
1 r‘l}!(l 130871585 18M CORPORATION 42750 651003
2 [407 2010 130671985 1BM CORPORATION 3330.38 652001
1 407 2000 130871985 18M CORPORATION 162857 S64000
4 407 2010 131968872 SHARP ELECTRONICS CORPORATION 114.72 614003
5 407 2010 121968872  SHARP ELECTRONICS CORPORATION 1611 514013
& 407 2010 131968871 SHARP ELECTRONICS CORPORATION 5634.13 615000
7 |407 2010 134100476  SMARTPROS LTD 830 614018
8 407 2010 160331630 MOORE WALLACE NORTH AMERICA INC 042 613002
9 | 407 2010 202930767 ELIAEING 125120 @51310
10 407 2010 205084389 CHERRYROAD TECHNOLOGIES INC 539173.66 651003
11 407 2000 J05084389 CHERRYROAD TECHNOLOGIES INC G1843R8.71 851310
12| 407 2010 230334400 KON OFFICE SOLUTIONS 485,82 513002
13 407 20010 261557956  MAXIMUS CONSULTING SERVICES INC 24000 651003
14 | 407 2010 346565596 ERNST & YOUNG LLP 130000 §51003
15 407 2010 336565596 ERNST & YOUNG LLP S0 852000
16 407 2010 357607784 BRONNER GROUP LLC 48300 651003
17 407 2010 ISTROTTSA  BRONNER GROUP LLC 18143.73 652001
18 a07 2010 IZIGRIGRS OVERSIGHT SYSTEMS INC A500 653600
19 407 2010 421484389 DICE CAREER SOLUTIONS INC 459 627004
20 407 2000 541599882 DLT SOLUTIONS LLC 1560075 864001
21 407 2010 562152270 COVENDIS TECHNOLOGIES 226229.3 851310
22407 2010 581125844 GA DEPT OF ADMINISTRATIVE SVCS £485.75 511004
I3 407 2000 581135844 GA DERT OF ADMINISTRATIVE SVCS 6346 651050
M4 b W] Shent] - Shest? - Sheetd T3 il |

Ready

Updates may be made to the data as deemed appropriate by the agency. Once all updates are
made, the file should then be saved as a csv file for upload to the DOAA submission website for
Payments and Obligations.

NOTE: If any of the vendor information relates to federal funds, a federal identifier “FE” will
appear in column G of the file.
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To save the file in csv format and maintain leading zeroes, select the Office Button, the “Save
As” option and “Other Formats”.

b1 Save 2 copy of the document 1 1 ¥ - 3
Hew = P . { T - +m I autoSum - A
Wrap Test General = -
£l i'\‘_] = | | Erwne e t;; B B Af“ R - L? I}a
- 4] Save the e as an Exctl Workbook. i = Merge & Centes - . » % 2| Conditional Format Cell | lnsert Delete Format Sort & Find &
7 Spen i | i Mea oo @ Formatting = a3 Table = Styles = e = = o Chear = Filter = Sebect~
Lxcel Macro- Lnabled Workbook ent . Humber - Styles [ Editing
» —_—
| I Save J Save the workbook in the XML-Dased and 5
magre-enabled dile fermat. ! .|
- anary Wosl | E F G H 1 J K L M N Q P
< [ Bt Kbook
H Save fs | B | T o] Save the workbook in & binary fils format 42750 E51003
optimized for fast koading and saving. 3330.38 652001
{=h Eacet 372005 Workbuok 162857 E64001
e it 3 A
- C‘J Save a copy o1 the workBosk That is fully 114.72 6514003
compatible with Excel 97-2003.
P e 6 1611 614013
L (i Openlocament Spreadsheet
— K Save the workbook in the Open Dotument 441,13 815001
format 880 614018
ﬁ Seng  * ST
POF or XPS 042 613002
,ﬁg Pubiih & copy of the workbook as a FOF o 125120 &51310
Al 175 fae 539173.66 650003
H g:“;q_::m dialog ben Lo seledt fn 13371 B
L [} en the o L o P
| Dese M posidle file hpes. 42382 613002
L 24000 651003
1] Encel Options || X Exd Excel 130000 651003
157407 2070 HE565596  ERNST & YOUNG (1P 50 652001
16 407 2010 357807784 BRONNER GROUP LLC 45300 651003
17 407 2010 357807784 BRONNER GROUP LLC 14143.75 652001
18 407 2000 383659525 OVERSMIGHT SYSTEMS INC 4300 A53600
19 407 2010 421454389 DICE CAREER SOLUTIONS INC 459 627004
20 407 2010 541599682  DLT SOLUTIONS LLC 156007.5 863001
21 207 2000 562132270 COVENDIS TECHNOLOGIES 226229.3 ES1310
22 407 2010 581125684 GA DEPT OF ADMINISTRATIVE SVCS 6435.75 611004

23 407 2010 581125884 GA DEFT OF ADMINISTRATIVE SVCS 6846 651050
Wb | sheetl, Shestd  Shestd  CJ

et Pagelapout  Foemulse  Data  Beview  View w- =7 x
= % Cut = = ~ - = 1 e ) Com T = I autesum * y
Calibei n AN -y | ZHWrep Tet General . 1 ||
o B w3 K] Zeesn 37 @
Paste - [ A - i - = * Conational Format  Cem | Insent Delete Format Sort& Fina &
T F Foumat pasener | | B L] B ]| e A [T | G| Meroe & Conter = |8 = 8% 0 |70 8 Formatting + 1 Table + Tyles= = . . ECHATT Filtes - Seledt -
Cupbaard 5 Fort d Aligarmera d Husbes d Styles Celly Editing
AL e — =
- A 5 Savehs 3 =
c K L M N o L]

Al B
1 ')a\u 130871385  1BM COR|

OC} [« JAM-MURRAY » Documents »

2 407 2010 130871985 1BM COR|
3 407 2010 130871985 1BM COR
4 407 2010 131968872 SHARP EY Hame Date mesdified
5 407 2010 131966872 SHARP EU Jegen Faskuon Show
6 207 2010 131968872 SHARP EL . My Seams L
7 407 2010 134100476 SMARTP . Symantes
8 407 2000 160331690 MOOREW | Folder ¥ L TuboTas
9 407 2010 202930767 ELIRE ING I Documents - « Year End Close 2
10 407 2010 205084389 CHERRYR)  Jojes FashionSh | g§llath Gur Late lssues
11 407 J010 JOS084389  CHERRYRY < My S 120200_Total Obligations Validation 092
12 407 2010 230334400 KON OF " Symantec [3080200_Torst Payrents Validstion 002500
13 407 2010 261557956 MAXIMUS . :::“::‘sz gﬂulnn_h.mﬁ.\m.m‘ Validation (92505
14 407 2010 346365596 ERNST & a CarsetDeordopl ﬂﬂm Totsl Payments Validstion 092509
15 407 2010 346565596 ERNST &Y : B e m s St e -
16 407 J010 35TROTIRA  RRONNE File pame: [T -
17 407 2010 357307784 ERONNE Save s fype: [ Excel Workbook =)
18 407 2010 383689825 OVERSIGH
19 407 2010 471484389  (HCE CARY WFRAY Tags: Add a tag
20 407 2010 541599882 DLT SOLIA Sove Thumbnail
21 407 010 561151270 COVENDY
22 407 2010 581125840 GADEPTH| (o pie Foiders . r
23 407 2010 581125844 GA DEPT 1 bl
| Sheetd - Sheet

Select the desired location for the file to be saved, give the file a new name and select “CSV
(Comma delimited)” as the “Save as type” and click the “Save” button.
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Home | Inset  Pagelwyoul  Fommulss  Dsta  Review  View 6 - = x
& cut = el 3 = - = ; B (| P Tk .\:.r-..mas..m-éA F
L conr Catibri 1 AN -l L ZFwirap Test General tﬁﬂ —Qﬁ = ) i r I.M
3 s e (B2 ][5 ) ] St cone (6040 ontens o o | e o rorma | G i pnas
Clipbsard o Fut - Asgrment o Humber Styles Cells Editing
AL - F I
[a e G 1, 3 L M N 0 P g
1 [207] 2010 130871985 18M cORE
2 407 2010 130871985 18M CORE
3 407 2010 130871985  18M CORE -
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If an additional message is received regarding the format of the file, click “OK” to proceed with
saving the file.
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If an additional message is received about the file format, click “Yes” to proceed with saving the
file.
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The file is saved and is now ready for upload to the DOAA submission website for Payments and
Obligations.

When exiting out of the CSV file after you have saved, you will receive one more message. Click
NO.
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