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 PeopleSoft 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 2011, all Budget Periods)
(Two files extracted, control totals and detail data)

2. Total Obligations (Budget Period 2011)
(Two files extracted, control totals and detail data)

The PeopleSoft pages to obtain the files will be available to the agencies by September 15, 2011.

Data Elements relevant to both Payments and Obligations files:

Data contained in the Payments and Obligations extracts will reflect data for the 2011 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 PeopleSoft 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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Transparency in Government Act Reporting Agency Instructions for
Total Payments and Total Obligations Validation

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 PeopleSoft of 7/1/2010 through 6/30/2011. There are no restrictions
on Budget Year for payments.

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

Voids and reissues will be included only if the “Cancelled Date” or “Payment Date” per PeopleSoft is
between 7/1/2010 and 6/30/2011. 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. An FEI #0of 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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Transparency in Government Act Reporting Agency Instructions for
Total Payments and Total Obligations Validation

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 2011 004567895 | Name of 51,000.00 614026 FE
Vendorl

404 2011 123456789 | Name of 25.55 614003 SO
Vendor2

404 2011 345227891 | Name of 80,000.00 616001 SO
Vendor3

404 2011 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 2011 “Budget Period” in PeopleSoft.
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).

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

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

Entity | Fiscal FEI # Vendor Name Obligation Amt
Code Year

404 2011 123456789 Name of Vendorl 51,000.00
404 2011 243456789 Name of Vendor2 250.78
404 2011 912345591 Name of Vendor3 80,000.00
404 2011 640456892 Name of Vendor4 4750.00
404 2011 883458838 Name of Vendor5 1,000.25
404 2011 745883906 Name of Vendor6 65.93
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Transparency in Government Act Reporting Agency Instructions for
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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 PeopleSoft 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 PeopleSoft:
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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Transparency in Government Act Reporting Agency Instructions for
Total Payments and Total Obligations Validation

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.

It "E‘Emm! l l - Pew wnadow | Holp | Customice Page | Bt
Vendors
I Purchasing Process Scheduler Request
|- eProcurement
|- Sanaces Procurament Ui 10 BROWNIAN Flus Control K TIGA_RgAg_Payments
©* Sowrcing
f ;::::wshnu Server Nam: PSUNY * punfage 0065010 5
o pbaie G . S
- Accounts Paracis
Cuslom Accounts Payable Time Zone: 4
= TIGA Reparting
Select Dencrivtion Process Home Pigcezs Trow e Fosmal Diatribution
4 SB300 Total Payments Exract APSE161X ‘SOR Reparnt Web csv Disinzubon
= .
& Salary Travel Per Dism
I Axset Management 1
- Barskl oK Cancsl
& Cas e
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Transparency in Government Act Reporting Agency Instructions for

Total Payments and Total Obligations Validation

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.

(- Salary Travel Per Diem

[ Asset Management

> Banking

[» Cash Management

(> Financial Gateway

[ Commitment Control

- General Ledger

[ Allacations

(- SCM Integrations

(> Set Up Financials/Supply
Chain

> Enterprise Components

[ Worklist

(- Tree Manager

- Reporting Tools

= PeopleTools

> Security

[+ Utilities

[ Workflow

= Process Scheduler
= System Process

- Report Nodes
= Daemon Group
= System Seftings

FSCMTST

Worklist MultiChannel Console Add to Favorites Sign out

New Window | Help | Customize Page | /&,

Process List ' SenerList

UserID: BROWNJAN Q Type: v Last 4 Days -
Server: ~ Hame: @, Instance: to
2":1"‘“5 - 2“2“::""0" - Save On Refresh

150f6 [ Las
Select Instance Seq. Process Type % User Run Date/Time Run Status w Details
24739136 SQR Report APSE160X BROWNJAN 09/06/2010 3:05:10PMEDT  Success Posted Details
24739135 S5QR Report APS8160X BROWNJAN 08/05/2010 11:03:02PM EDT  Success Posted Details
24739134 SQR Report APSE161X BROWNJAN 09/05/2010 11:59:00PM EDT Success Posted Details
24739133 SQR Report APSB160X BROWNJAN 08/05/2010 11:59:.00PM EDT  Success Posted Details
24739132 S0R Repart APS8161X BROWNJAN 09/05/2010 9:27:31PMEDT  Success Posted Details
24739131 SQR Report APSB161X BROWNJAN 09/05/2010 7:26:05PMEDT  Success Posted Details

Process Detail 6

2 save | (= notity |

= Batch Timings

(> Integration Broker
[» Fund Source Distribution
[ Labor Distribution
I~ Change hly Password
= My Personalizations
= My System Profile
|~ My Dictionary

Process List | Server List

javascript:submitAction_win0{documentwind, PRCSDETAIL_BTNSS');

€ Internet | Protected Mode: On

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

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.

Haw Window | Hatg | B,

Total Payments Extract
Enter any information you have and click Search. Leave Belds Slank for & kst of afl values.

| Find an Existog Vahee 4003 blew Valie

Search by: Fun Coatrol I begns wit

Came Somsitre

Find an Exiating value | Aga 3 Hew Valug

AJC Expenae Edract
Bakary Trawel Per Dism
| Assed Managsment

& Tree blanager
- Reporting Tools
o PeopleTocts
i+ Fund Source Distrioution
Labed Distitation

Done & Intemnet | Protected Mode: On i K% -

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

Add new run control by navigating to the Add a New Value tab. Add Run Control ID and click the
Add button.

FSCMTST

Pew Wincow | Help | B

Total Payments Extract

[ EiRd SR ExIERAG Vale | Aad a New Vale |

Run Coatrol Itk TIGA_Rplg_Payments|

Ada

Eing an Exgong vaius | Acd a New Value

- Load OMmine ¥ouchers
= Load LabosPamell
T

- AJC Eapents Erag
© Balaty Travel Per Diom

= My Syatem Profils
|- Wby Dictionary

Dene @ Irternet | Protected Mode On v WIN0% w

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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Mew Window | Help | Customize Page | B -

| Total Paymants Fxiract |

Run Controd Ix.  TIGA_Rplg_Paymonts Heood Manjger  Process Uoniter __TU"

Business Unit: 40700 [C  Stats Accourtting Offica

e —
1! St Up Financials/Supply
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i Entevpiisn Componants
L Workist.

 Tras anager
i Fporin Tools

Done @ Internet | Protected Mode: in G = Ruox -
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Transparency in Government Act Reporting Agency Instructions for
Total Payments and Total Obligations Validation

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.

/2 Total Payments Extract - Windows Internet Explorer —[&] x|
G“E )@ [] https:i/saofrst.state.ga.usfpspifsctst JEMPLOYEE [ERP/s WEBLIS_PTRP_SC,HOMEPAGE. FieldFormula. IScript_apptP7pt_frame=58300_ExTRACTSEFold 7| & || B8 )| 42 || x| [&¥ Live Search R|-
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3~ B - [ mm v page - Safety~ Took - @+

(& Tatal Payments Extract

Home | MultiChannel Console | AddtoFavortes |  Sign out

[ My Favorites - New Windew | Help | Customize Page |

(- Manage Notification Fee _
> SRM Custom Total Payments Extract

[ News and Announcements

(> SAQ Technical
> Manager Selr-Senvice Run Control ID:  TIGA_PYMNT Report Manager Process Manitar Run |

[ Supplier Contracts
[ Customers

[ ltems
- Vendors Extract Request Parameters

(- Purchasing

[ eProcurement Reporting Year: | 2011
[ Services Procurement

[ Sourcing

[ Project Costing

[ Billing

Business Unit: 42600 L Community Affairs, Dept of

[ Accounts Receivable
(> Accounts Payable
t Custom »\c:Zums Fayable [¥ Run Extract for Attached Agency Attached Agency: | 92600 ¥
= TIGA Reporting
— Total Obligations
Exirat
— 1099 MISC Detsil Report
— Load Offline Vouchers
— Load Labor/Payroll
Wouchers
— AJC Expense Exract B save B+ 2dd | B Update/Display
(- Salary Travel Per Diem
[ Asset llanagement
[ Banking
[ Cash Management
(> Financial Gateway
(> Commitment Control
(> General Ledger
[ Allocations
- Set Up Financials/Supply
Chain
(> Application Diagnostics
> Tree Manager
[ Reporting Tools
- PeopleToals
(- Fund Source Distribution
[ Labor Distribution
[~ Change hly Password
(— My Personalizations
- Wy System Profile I
(— My Dictionary B

4 (I

4 | 2l
T T [ 6 mternet [Fa - [®wow ~ 4
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Once this appropriate data is populated, click the Run button. The Process Scheduler Request
Page will appear.

FSCMTST

Maw indow | Helg | Custemize Page | 38,

Process Scheduler Request

User i BROWHAN Fn Controd ID: ThGA_Rpty_Paymants

servertpme: MMM - RunDate: 03052010 C

Recurrence: * FunTime  TZ505PM Resetio Cument DateTime

& Accounts Payable o
[~ Custem Accounts Payacle Tinag Zoma: =
= TIGA Ropanting

Salect Description Process Name Process Type Type ‘Tommat DinpEyEon
7 $8300 Total Payments Exdrac APERIGIX S0R Repon Weo o5y [k bl

YOUCHE(S

. kel Managemerd —
,_MM""“'“ o6 | canes

= Entefprise Compononis
o Workist

|- Tree Manager

& Reporting Tools.

| PeapleTools

& Fund Source Distnbuton

& Labor Distribution
Chgpae My P

= Mz Potgonaiatony

I~ MeElem Profle
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Done & Ienemet | Prosected Mode On - Rx -
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Click the dropdown menu on the Server Name field and select the “PSUNX” server.

Hew vansaw | Help | Customize Page | T

Process Scheduler Request

User ID: BROWHJAN Run Control I: TIGA_Rptg_Payments.

i Project Costing
& Billing

[ Actounls Receivatie

b Accounts Papable

[7 Custom Accounts Payable
= TI4 Raparting

Sarvar Nama: T Run Date: DRS00 7}

RunTime: 726 05FW Reset o Cumend Date/Time

Brocess Nama Brocess Typs iy ZRormat
Fd 28300 Tokal Payments Extract APER1BIX 80R Report Web cav Dishibution

= Load Cfline Vouchers
Load LaborPasell
yeychars

= &IC Expenge Exract
£ Sakary Travel Per Diem

o Azset Management ]
b Banking oK Cancel

i Cash Management

& Financial Gadowary

& Comenitrrvent Conlrol

i General Ledger

[ Allocations

o SCM Inlegrations

£ Set Lp Financials/Supply
Chain

E

i Enterprise Components.

o Worklist

b Tre Manages

[ Reporting Tooks

i PeopleTools

& Fund Scurce Distnbution

£ Labaor Dishituion

= Chanay My Pagswerd
My Perzonalizations

(= by Svglom Profilg

[ B Dschonary

Dene @ Intemet | Pratected Mode On fa - WI0% -

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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Mew Wingew | Help | Custemize Pags | B

| Total Payments Fxiract |

Run Coatrol I TIGA_Relg_Paymuents Reco Manager Progess Manitar |LRY0 I
Process Instance 24735131

Reporting Year 2010

Buginoss Unit: 30700 0 Stale Accownting Ofice

Ming y
= Load Labori® acll

[t Salary Travel Per Diem
© Asget Managemant

| Banlang

& Cash Management

i Financial Gateway

& Cammitmert Cantrol

N,m:;:mr D save | O Rturs to Seacen | 1 1 faxt i Lt T agd

My Sraben Profily
- Wy s ry

Dene & biternat | Protected Made On v WKk «

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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FSCMTST

Workist | MutiChannel Console Add to Favorites | _Sign out

- tems

> Vendors
> Purchasing { Process List ' SenerList |
> eProcurement

> Senices Procurement
> Sourcing

a e
New Window | Help | Customize Page | ,

 Project Cosiing User ID: BROWNJAN | QY Type: ~ Last: 3 Hours ~ Refresh

v Billing Server: ~ Name: @, Instance: to

> Accounts Receivable - ’

1> Accounts Payable Run ~  Distribution - Save On Refresh
Status: status

|- Custom Accounts Payable
< TIGAReporti
- Total Obligations Extract Process - Distributi -
Select Instance  Seq. Process Type Flocess user Run DatefTime Run Status  2SUIDUION pegaits
e 24739131 SORReport APSB161X BROWNIAN 09/05/2010 7:26.05PMEDT Success  Posted  Details
= Load Offline Vouchers
= Load Labor/Pavroll
Vouchers
= AJC Expense Extract
- Salary Travel Per Diem
[ Asset Management
- Banking
> Cash Management
 Financial Galeway
* Commitment Gontrol Go backto Total Payments Extract

> General Ledger

> Allocations &) save | [5] Notify

> SCM Integrations

1> Set Up Financials/Supply Process List| Server List
Chain

> Enterprise Components

> Worklist

> Tree Manager

> Reporting Tools

> PeopleTools

> Fund Source Distribution

> Labor Distribution

|~ Change My Password

I~ Wy Personalizations

I~ Wy System Profile

|- Wy Dictionary =

Dene €@ Intemet | Protected Mode: On v H10% v

Process List

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

& Nt = i Winderw | Hitp | Custoerize Page | 51

& Vendars

& Purchasing Process Detail

 eProcurement

U Senices Procurement

o Sourcing z "

o Project Costing Instance: 24731 Typu: EOR Repont

1 Billing Hamue APSE161X Description: SR300 Total Payments Cxdract

i Accounts Recaivable

[ Accounts Fayable Run Status:  Success Distribution Status: Posted

= Custom Accounts Payable e -

~ TIGA Reepating
hllgal Run Control I TIGA_Rptg Payments Hold Request

Location: Senver Guieue Roguest
Server: PIUNR I._nﬂcn_a!_lﬂaqml

Recurrence:

— AJC Exponss Eract
& Salary Tranvel Par Dinm -

& Aol Mansigement
. Banking . i

e van e Request Created On: 02052010 730 15PK EOT
¢ Financial Gadeway Run Anytime Afler: Q252010 7 28 0SPK EOT
oG

Transder

auLog

' General Ledgar Regan Process A 09052010 7:30:17PM EOT Datch Timings

i Allocations Faded Process A 09052010 7:30:36PM EOT Wigw LoaTrace
i SCM Indegrations
{1 SetUp FinancigksrSupply

Chain
© Enferprise Componsants
Workist

o Trée Manager .

> Regoring Toots o cancel |
& PeoplaTaods

& Fund Sourcy Distitnion
% Labor Diskibusion

~ Chang Wy Paspword

= My Pomanalizalions

= Mz Bsborn Profil L
= W Dicticnary -
Dane i@ Intemet | Pretected Mode: On G - Riow -

Payments Obligations Instructions_ TIGA FINAL 090111.doc FINAL 2011
Page 14 of 24



Transparency in Government Act Reporting Agency Instructions for
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The View Log/Trace page is displayed.

New Window | Help | Customize Page | B -
View Log/Trace
 Borices Procurement ) 2
o Sourcing Report 1D 4200446 Process Instance: 24730131 Mepsgge Log
e “‘J': Castng N APSE1AYX Process Type:  SOR Report
U Actounts Receivable Run Stotus:  Success
& Accounts Payaste
[+ Custam Accounts Pagadie S0300 Totsl Payments Extract
= TIGA Reparing T R R
—Totas Cannatans Eara
""" Distribution Node:  RepRPS Expinabion Date:
~ 1099 MISC Dot R
nromnevoucners ||
= L!D.'ZLAIM&.ILQH Hame e Size Datetime Created
AIC Expanza Bxract : i FYI010 BUL0T SEF- CRNSZ010 7:30:36,000000PM
Al ot 05201007308 M ca , EOT
£ wm“; a0 N — . Eumwmo 7:30°36, 0000DPH
¢ Cath Management
B ‘Gatiay 2 PP CAS010 730 36, 00000FM
Commitmant Conred ™| Qr2oPH.cer ’ EDT
[ General Lecger S DASR010 730,36 00000PH
& All = ApRENE i 24730111 oul an EOT
e
Chain Distribaon 10 Typs “Disiribaon 1D
0 Enterprise Components User BROWNIAN
& Workkst
1 Troe Manager
0 Reporting Toals
o PacpleTools
© Fund Source Diskitution
U L3bor Distnbution
- Changs Ms Pasgwold
: Rt

@ Intemet | Protecied Mode: On i~ Elo0k -

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.
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&

e
& moms

& Viendoes.

7' Purchasing

& eProcurement

& SenvicaE Proturanment
& Sourang

| Projedt Casting

= TIGA Reporting
Total Opligahons

Nouchuii
= AJCEmense
i+ Satary Travel

Exract
T Dem
- Asset Management

© Banking

i+ Cash Management

| Financial

¥ et Up Financials/Supply
Chain

| Enterprige Componeats.
& Worklist

o Tree Manager

o Reporting Toots

& PeopieTacls

| Fund Hource Distritation
& Labar Distritulion

= Chanag My Pazaword

= Wy Pargonalizalions

= My Sulam Pty
- b Lschonars

FSCMTST

Open
Open m New Tab
Open in New Window
Save Targel As...

Print Target

tiaw vingow | Help | Customzs Page | J8 »

4200445 Process Inst

APSIE1X

aus Log
Process Ty :
. Rum Status: Success Copy Shorteut
£8300 Total Payments Exract Paat
i silration Dutails 0l
Eupi

1 Gmal
[T ] Goosle Trandte
Hame Wy Send Email with Yahao! Ml
— Al Acceleraturs

Distribution Node:  RepRPS

reated
T30:36.000000FM

gt Lo 7:30:36.000000PH

Properties
) — il
EDT
0ADS2010 7 3038 DODIOOPM
EOT

T:30:36,000000PM

2psB161x 24739137 0u8 401

Distribute To
Disbribution ) Type

User

Disibribation )
BROWNIAN

@ Intemet | Pratected Mode On 5 = Rk -

The “Save As” dialog box will appear.

FSCMTST

iew Window | Help | Customize Page | B -

View Log/Trace
ot

Report ID:
Name:

4200440
APIBIBIX
Run States: Success

Process Instance: 24739131 Message Log

PrOcol 0. of __BUMAT SEP.05-2010-0730PM.cpv from saoinestyt =1

Save As

(I [ 5 12N MuRRaY » Documents »

SE300 Tetal Payments Exrad

Y T en Tl
:mm Harne Dute moddied  Type Saze " ‘I|
= e Hame E Occuments * i'::""i"‘ S |
- ~ B 1 More 5 5 il i
 Satary Travel Pes Diem e EXTarT) o L e .
- Assat Management 1 Foiden b TurbeTax
o c“gmu | 20m_sPs3181X 24730131105 o[F Documents  + | vear End Close 2 1
;. p.;m‘;w.wi | Lotal mac L bojes Fashuor @ Financasl Systemns Rescurce Satgnement.
3 Contral b TERTET b MyScamt — @incidents Closed WEDSOTI0_Fxdsx
f. Gansrl Ladoe | apen16ty 4739131 ut : 15_’.";::: Elincidents Closed WEDSITLD PO
o m" e 1 ) 0Pa-SAC-calendar-FY10_FYLL (QTRY)
S0l Up Financials Supely b YearEnd CIo | e Barsods_ 100108, 60508 -
Fide panes Total Payments FY2010 BUS0T_SEP-05-2010-0730PM

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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'__o{‘—:"f) FSCMTST
R
o wml Il = Hew Window | Help | Custormize Page | B -
& Virnors
|l Purchasing View Log/Trace
o mer [
& Sendces Procursment
I Bourcng Roportilt 4200448 Process instance: 24738111 Mazaans Log
I £l 4 Name: APEBI81X Procef tm oi __BuADT_SEP.-05- 2010-07309Mem o saolbtse L= | 2| B}
Accounts Recehvable ; Run Statws:  Success

Sve s [==]

() [+ smurmay + Documents »

T m

= 1083 MISC Detall Repo Harme Date modifed  Type Sare o

= Load Omina Voychars

= Load LaborPasoll L Jeges Fashion Shev

VGUChbE | B My Scany

. - AJC ‘;ran;teran | Sontrol Totals for Tof ) Symantes
‘.m vl Far Diam | QE2010-0720PH coy Falders ¥ | ) TubeTax 1
& Bankng | SOR_APSETGE1X_ 24739131 log F Documents  » | ) VesrEnd Close 2

1 Cash Management Jegor Fashior | @R0APOIIA_SALARY TRAVEL

| Tots Pavmans
F| T20PM cay

»

J: My Seans [Hd0APII3A_SALARY_TRAVEL STS01)
| apsR161n 247301300t B Symantsc (E0AP03IA SALARY_TRAVEL 40700
| 8 TihoTex & 4th G FYL0 PN Metrics

M

Yeu EndClo _ | Gitaun, Qtr Lote bisues

File name: Tota] Payments FY2000_BU407_SEP-05-2000-0720PM.csv -
Save a3 types | All Files 7l
= Hide Folders
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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  imen  Figelwout  Fomuls | Osta | Renew  View - x
m! = 2 3 il Comnections — i | - | * ey B wg)
B G B I s AR A (et Seaj- R = SRR D (R B R
From Other | Edsting Retiesh E| sem | mier Tetto  Remove Dats  Consobdste WRALE | Group LWMgroup Sutitotsl
Spurces- | Commections | Al {2 Azwwneed | Coiamng Ouplicates Validation = Enalysts = -
8 Data Connedtions S0 & rmer Data Took Cuthne

Al - 3 So| &

A 8 c o 3 i G H | 4 K L M N o P a R i'_'
; : [ Import Text e == |
= () (I« AN-MURRAY + Decumens » « [y [ secech ] |
4 - |
5 ‘ . - |
& Hame Date modified  Type Size Tags |
7 Bajet Fashuon Show i
8 My Seams [
[ Symaates
10 TurbeTax
1 L Year End Clese 2 1
12 0aP032a SALARY TRAVEL i
13 B0AP0I3A SALARY_TRAVEL 575801)
14 B0API3A SALARY_TRAVEL 40700 |
15 @ Ofice200] Tralactrationkey
16 (5] Total Payments FY2010 BUM0T_SEP-03-_]
17
18 |
15 |
20 Folders ~
2 .
= Fie name: Total_Paynerts FY2010_BAM07_SEP0520 » [Tt Flea -
23 Toch = oot | Corcel |
oAb M Shest] Shaetd ShestH

Ready

Click the Import option.

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

MWeme  Intet  Pageliyout  Formulas | Dats | Review  View L x

2| n " ) ) <] Conmectans r A - mm W T ) L AN 0 i #3 v
x o §l 2]z ( =- — = e i il | 2f | =
£ -] ST J 1 el il o 4 =g L NG 0, - e g
from From From fromOtner  Edsting | Refresh 3] set | Fme Tertte Remove  Data  Consolidate Whatdf | Geroup Ungroup Susietal
Arce Web  Test  Soweers | Connectioms | ANC E Zf Adwanted || Cplumng Duplicates Validation = Anasyus = = =

Get Exdernal Data Comnection Sort & Fiter Oata Toaly Dutine

a1 - -

¥
= = ¢ | Textlmon Wieard - Step 1 of 3 m = . = = = = = i
. | | The Tect Wieard hams determened il yous ot Dirkerstedd
£l | 1¢ the i cormect, chonse Mt or choose the data type that best destrbes vour data.
1 | oronsl dats e
4 Chodse the fle type: that best describes your data:
5 | @ peimied] - Charsctens such as commas o tabs separate each feld,
& Fooed width - Fields are slgned in columns with snaces between each field.
7
L] Srtopotatew: 1 i Feggm AT ; OEM Urited States
9
10
1n
12
13
14
15 %73, 616009,
= -, 1611.00, 634013,
17
18 T r—
1 uiaEmncet Ltz ] | Boet
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Click “Next”.

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

MWeme  Intet  Pageliyout  Formulas | Dats | Review  View

) 3 ) 5 ) o | Connreens . Foi - =, ™ W S0 #4 5 +3 Shaw D
o a0 L - e T (R e & B B b= 2 %N W g oo
from From From fromOtner Edsting | Refreh E] Sett | Fimer .o Tetto  femove  Dsta  Consolidate Whatd! | Group Ungroup Subtetal
Arce Web  Test  Soweers | Connectioms | ANC E Zf Adwanted || Cplumng Duplicates Validation = A - - -
et Exernal Dsta Comnections Sort & Faner Data Toshy Gutine
Al - ki e
= = o | Teatlmport Wizard - Step 20t 3 =) = . = = = = = i
. | ihmmkhmﬂurm.,—.mmmm. Yeus can s b you text & affected i the preves |
2 Tz |
3 | Desmers [
4 71 |
5 Semgeckens Terat consecusve delmbers a5 one |
[ Cormma| o =
, = Ty |
L} |
o |
10
n |
12
13 |
14 |
15 i
16 |
17 |
18 - |
13 | Lancel shiches) Lttt (saBoh [
20 i
a
n
P}
M Ak W] Shoetl - Sheet?  Shesty ¥ L 2

Ready i [ [

Mame  nsent  Pagelmpout  Formulas | Data | Revew  View - x

NEETRTY 5 5 [l comnertions fﬂ p son ! mm VR BN LR RS | i
e L0 L iy 2] S | UL Grnsepy, || ) =4 e = %) %W 4] S0
From from  from FromOthes  Liting | Retresn 1| sn  rmas o Tedto Remove  OMa  Consobidite WHatd | Gioup Ungroup Subtotsl
Atcess Web  Tet  Sowicess | Cannedtiont | Am “dpanced | Columns Duphicates Vahdstion Analyiis = = ¥
oot Evtesnal Tista Conmediom St B Fillmy Dt Tush Outline
At -3 ) =
| Textimport Wazan 3 2 o e 1 =
= = & || Tertimpont Wieard - Step 201 3 ] N o B a R 3 E

E he ets you set your - T o o bext i afficted in the erevien

Treat consequtive delmters &g one

Text gusifer: |* =

Click “Next”.

Step 3 of 3 of the Text Import Wizard will appear.
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Rraew  ew
W = N % Bl Chararion o q " 1 - _ = s LK @y o o |
o Y[y Bcemmestanc | o o7} : & 20 = 4= 2 N E gl
From feom  From i Gisting | Refrein ) sen | mae o | Tetts Remove s Consoicate Whatdl | Gioup Ungroup Subtotsl
Attest Web  Test uites *  Connectiont - “dpanced | Columns Duphicates Vahdstion Analyiis - = e
{FdonalDets  Coneediom Sort & Fillmy Dista Tush Dustlne
a1 - s - x
i a 5 B Text bmport Wazard - Step 3 of 3 - ""!Eg_ M N o p a R < ._
2 Column dats format
: = E‘:" Gereral comerts rumeri vales b rusbers, date wakies 1o dates, ard ol
T v ks 0 et
3 Rate: |HOT =| Adverced.., |
L} [p———]
7
8
]
10
11
12
13
1"
15
16
17 |
18
= Cancel = Bock |____|
20
2
22
F

M Sheell  Sheet?  Sh

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.

=" Momt  Wnsent  Fagelmout  Famuas | Data | Reew View L il
ey 5 5 ) Coanacions = 1 » ; P T e Wi T

Sl LA L2 o v (T 2 B0 = de =22 %] W] g 5T

From Fiom from FiomCther  fusting | Refresn ) sen | mae o | Tetts Remove Conschaite WhALE | Gioup Ungroup Subtatal

Attess Web  Ted Sowcess  Connectiond | A WAdwned | Columns Duplicates Vildation = Analyiis = * e

et Extosral st Eanmediom: St & Fill Dustlne
Al - ki &

i a 5 c i Text mpart Wazard - Step 3 of 3 kL ""—’EEE. T ™ 5 = m q T l—
2 Column dats format
: = 3::’ et comerty s vies 1 b, doe ki1 s, e

T e ks b et

3 ates |HOT -l Advanced..,
L} Tia ot et cokrs (ki) -

7
8
]
10
11
12
13
14
15
16 (
17
18
19
20
2
22
F l
Hod b Sheetl Sheet?  Sheetd 0) T ™ = = ]

Click the “Finish” button.

The Import Data dialog box will appear.
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3]
" Meme et Pagelmowt  Fomuis | Data | Bevew  View @ _mox
3
) e it aia To e
£ ¥,
C o F : H 1 K L ] N 3 ; a K 5 ¥
i
2
E
4
5
3 Impart Data ]
7 — — )
- Where do you want i ut the data?
@ [astng workshest:
a -
10 -] f2.7]
Tiew worishest
n =
12 Pogmtes. | [ o | [ coms
13 L
14
15
16
17
18
19
20

2

n

13

W4 b | Sheotl - Sheetd  Sheetd 4|

Click the “OK” button.

The data will be displayed in Excel.

L Wome st Papelayowt  Foruims | Dats | Review  View @ - o x
Cennem nE ¢ - “r =T
, g ooy T S S g | %) &3
X meoedies 3
Retiesh % od ubtotal
all-
et Extermai Pnta oenections || SoriAfiter | betaVeor | (hsine
a1 - 5 ?
Plai = g D 3 F G H ] J K L " N ) P =
1 [207] 200 130em15es 1am corpoRaTION 22750 651003
2 | 407 2010 130871585 |BM CORPORATION 3330.38 652001
3 407 2000 130871985 1BM CORPORATION 162857 864001
4 407 2000 131968872 SHARP ELECTRONICS CORPORATION 114,72 614003
5 407 2010 131968872 SHARP ELECTRONICS CORPORATION 1611 614013
6 407 2010 131968872 SHARP FLECTRONICS CORPORATION S644.13 615001
7 407 2010 134100476 SMARTPROS LTD B30 614018
8 407 2010 160331630  MOORE WALLACE NORTH AMERICA INC H047 613002
9 407 2010 202930767 ELIREINC 125120 851310
10 407 2010 205084389 CHERRYROAD TECHNOLOGIES INC 539173.66 651003
11 407 2010 205084389  CHERRYROAD TRCHNGLOGIES INC 61843871 851310
12 407 2010 230334400 KON OFFICE SOLUTIONS 485,82 613002
13 407 210 261557956  MAXIMLIS CONSULTING SERVICES INC 24000 651003
14 407 2010 346565596 ERNST & YOUNG LLP 130000 651003
15407 2010 346565596  ERNST & YOUNG LLP S0 85200
16407 2010 357807784 BRONNER GROUP LLC 48300 631003
17 407 2010 35TBOTTE4 BRONMER GROUPLLC 14143.73 652001
18 407 2010 ISIELIRI5  OVERSHGHT SYSTEMS INC 2500 £53600
15 407 2010 421454389 DICE CAREER SOLUTIONS INC 459 627004
20| 407 2010 541599882 DLT SOLUTIONS LLC 156007.5 86001
21 407 2010 562152270 COVINDIS TECHNOLOGIES 226229.3 851310
22 407 2010 581125844 GA DEPT OF ADMINISTRATIVE SVCS B425.75 611004
33 407 2010 581125844 GA DEPT OF ADMINISTRATIVE SVCS 6846 651050
M4 v M| Sheel] - Sheot? —sheety @ —
Ready gL — o
Y S s TP o > - 5 [ " < 210 PAd

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. New for FY2011: all other type of funds will be identified with a
value of SO, for State/Other. Column G will always have a value now.
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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”.

= r View W= x
] ew | Bemnseprotie | |- | Shwmaten General - | 3 )| Hm T [ ]| E Auetom - A
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H e j Save the workisook in the XML-based and m
macro-enabled e format b . - = = = = = —]
- . "‘_ B el ey 1 E F G H 1 1 K L M N o L
lri save s [ 5] o ne workagk in & biray i format 43750 651003
optimsred far L loading and saving 333038 652001
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Moa» H] Sheetl - Shest? | Sheetd 70 1 2
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9 407 2010 202930767 EURL | F' Bocuments = Vearnd Close 2
10 807 2010 205084389 CHERR Iejos Fashien Sh )44k Gor Late lses
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23 407 2000 581125644 GA DEPTI L (e ] [ Conce

M 4+ M| Shest] - Shest? Sh

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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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.

Microsoft Office Excel x|
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