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 2013, all Budget Periods)
(Two files extracted, control totals and detail data)

2. Total Obligations (Budget Period 2013)
(Two files extracted, control totals and detail data)

The TeamWorks pages to obtain the files will be available to the agencies by September 16, 2013.

Data Elements relevant to both Payments and Obligations files:

Data contained in the Payments and Obligations extracts will reflect data for the 2013 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 7/1/2012 through 6/30/2013. 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 7/1/2012 and 6/30/2013. 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 2013 004567895 | Name of 51,000.00 614026 FE
Vendorl

404 2013 123456789 | Name of 25.55 614003 SO
Vendor2

404 2013 345227891 | Name of 80,000.00 616001 SO
Vendor3

404 2013 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 2013 “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 FY13:
e Added the following accounts to Payments: 640001 to 640999 (Clearing Accounts). The Clearing
Accounts information is included in the Payments extract.

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 FEIl # Vendor Name Obligation Amt
Code Year

404 2013 123456789 Name of Vendorl 51,000.00
404 2013 243456789 Name of Vendor2 250.78
404 2013 912345591 Name of Vendor3 80,000.00
404 2013 640456892 Name of Vendor4 4750.00
404 2013 883458838 Name of Vendor5 1,000.25
404 2013 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.

FSCMTST

Process Scheduler Requast

DROWHIAN Run Controd I TiGA_Rplg_Payments

Server Name: PSUNX * Rum Date: D!M’Ihrjm W
* s Tie—— 1150 O

a,

Reselto Currend DateMime |

Subect Dexcriotion Proces Name Process Tyoe i “Fermal Dintribution
¥ SB300 Total Payments Exract APSE161X

SOR Repon Wen csv Distrioution

oK Cancsl

A Internet | Protected Modes On

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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lenu

> Salary Travel Per Diem

> Asset Management

[ Banking

> Cash Management

[ Financial Gateway

[» Commitment Control

[ General Ledger

[> Allocations

> SCM Integrations

> Set Up Financials/Supply
Chain

> Enterprise Components

Process List | Semer List

UserID: BROWNJAN @ Type:
Server: * MName:
Run ~ Distribution
Status: Status
Process List

~ Last
Q, Instance:

to

Save On Refresh

Worklist

MuttiChannel Console

New Window | Help | Customize Page | [

[> Worklist
[ Tree Manager
[ Reporting Tools |
~ PeopleTools
> Security
[> Utilities
> Waorkflow
= Process Scheduler
= System Process
Reqguests
= Process Monitor
= Process Types
= Processes

Distribution
Status

Posted

Select Instance  Seq. Process Type Run Status Details
24739136
24739135
24739134
24739133
24739132

24738131

5QR Report APS8160X BROWNJAN 09/06/2010 3:05:10PM EDT  Success Details

S0OR Report APS8160X BROWNJAN 09/05/2010 11:03:02PM EDT  Success Posted Details

S0R Report APS8161X BROWNJAN 09/05/2010 11:59:00PM EDT  Success Posted Details

50R Report APS8160X BROWNJAN 09/05/2010 11:59:00PM EDT  Success Posted Details

SQR Report APS8161X BROWNJAN 09/05/2010 9:27:31PMEDT  Success Posted Details

50R Report APS8161X BROWNJAN 09/05/2010 7:26:05PM EDT  Success Posted Details

Process Detail 6

= Schedule JobSet
Definitions

= Recurrences

- Servers

— Report Nodes

= Daemon Group

= System Setlings

= Batch Timings

[ Integration Broker

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

javascriptsubmitAction_winl(document.wind,'PRCSDETAIL_BTNS5;

=] Save! [=] Notify

Process List| Server List

& Intemet | Protected Mode: On v 10w -

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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FSCMTST

Worklist HuliChannel Console /Add to Favorites

g Hew Window | Heip | /B,
I Vendors
[ Purchasing Total Payments Extract
[ eProcurement Enter any information you have and click Search. Leave fields blank for a list of all values.
1> Senvices Procurement
b Sourcing
© Project Costing
& Billing
[> Accounts Receivable | Search by: Run Control ID begins with
> Accounts Payable
= Custom Accounts Payable [T Case Sensitive
< TIGA Reporting
— Tatal Obligations Extract
— Total Payments Extract Search_| Advanced Search
~ 1099 MISC Detail Report
~ Load Offiine Vouchers Find an Existing Value | Add a New Value
~ Load LaborPavroll
Vouchers
~ AJC Expense Extract
I Salary Travel Per Diem
I Asset Management
> Banking
1> Cash Management
I Financial Gateway
> Commitment Control
1> General Ledger
© Allocations
I SCM Integrations
I Set Up Financials/Supply
Chain

| Find an Existing Value Y{_Add a New Value |

> Enterprise Components
> Worklist

I Tree Manager

> Reparting Tools

© PeopleTools

I Fund Source Distribution

- Wy Personalizations
I~ 10y System Profile
- Wy Dictionary

@ Intemnet | Protected Mode: On %~ ®10% -

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.

FSCMTST

Vorklist JutiChannel Console Add to Favorites

New Window | Help | &}

I> Purchasing Total Payments Extract
> eProcurement

I Services
Eind an Existing Value |~ Add a New Value
> Sourcing LB = A

Run Control ID: TIGA_Rplg_Payments|

[> Accounts Receivable
1> Accounts Payable
- Custom Accounts Payable Add
< TIGA Reporting
- Total Obligations Exract
= Total Paymenis Edract
~ 1099 WISC Detail Report
= Load Offline Vouchers
~ Load LabouPayroll
Vouchers
= AJC Expense Extract
1> Salary Travel Per Diem
[- Asset Management
I Banking
1> Cash Management
I> Financial Gateway
> Commitment Control
1> General Ledger
[> Allocations.
I> SCM Integrations
[» Set Up Financials/Supply
Chain
©> Enterprise Components
> Worklist
I> Tree Manager
I> Reporting Tools
[- PeopleTools
> Fund Source Distribution
1> Labor Distribution
= Change My Password
|~ My Personalizations
- My System Prafile
= My Dictionary

Find an Existing Value | Add a New Value

@ Internet | Protected Mode: On v Bi0% v

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.

/= Total Payments Extract - Windows Internet Explorer provided by Yahoo!
49 | X [l P Web Search

File Edit View Favorits Tools Help

x B - @7 - @~ |Web Search < [g Bookmarks [ Settings v | [ Mail ~ {BMy Yahoo! ~ & Personals ~ | £ Answers = ) News = %) Shopping ~
* Norton- ton Safe Sear (@) Search !ﬂ B @Cards& Log-ins +

x Google E 1 Search v{»@ - o~ Share~ & - Sidewiki ~ | " Check - [5d Translate - | AutoFill - 4/

%X @ [ searchthe web 8

S Favorites | 55 &) FSCMBTST &) Welcome to the State of G... (& Welcome To TeamWorks @ Suggested Sites + (2] eBay &) Web Slice Gallery v @] Yahoo! Mail +

| @ Total Payments Extract | o ~ [ g v Pagew Safetyv Toolsv @+
FSCMTST

Workiist MuliChannel Console Add {0 Favorites | Sign out

< SB300 Extracts a -
— Total Obligations Extract New wingow | Help | Customize Page |, =
~ Total Payments Extract { Total Payments Extract |
~ 1099 WISC Detail Report
0ad Offiine Vouchers
— Load Labor/Payroll Run Control ID:  TIGA_Rptg_Payments Report Manager Process Monitor &m0
Vouchers
~ AJC Expense Extract
1> Salary Travel Per Diem
I> Asset Management
> Banking Fiscal Year: 2010
1> Cash Management
> Financial Gateway
I Commitment Cantrol ;
I> General Ledger Business Unit: 40700 {i  sState Accounting Office
> Allocations
1> SCM Integrations
I> Set Up Financials/Supply
Chain
1> Enterprise Compenents
> Worklist
> Tree Manager
1> Reporting Tools

& Internet | Protected Mode: On #100% =
—_—
stal Payments Extr... | & Transparen <B Ed 1:27pMm
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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.

/2 Total Payments Extract - Windows Internet Explorer

6;- [& hitps: sanfnist stat sspifsctst/EMPL EBLIE_PTPP_SC.HOMEPAGE. FieldFormula IScript_AppHPTpt_fname=s8300_ExTRACTseFald || G4 || || # || ¢ | [&2 Live search

Fie Edt Wew Favortes Tools Help

i Fovorites |5 M Gmde £ Prod £ FSCMTST £ ORY £ DEV £ DMO £ Traninglogn £ FUTE Mesting [ CRM £ GAvoiremal £ FSS £ UPK 7Y ¢ £ Gl

/& Total Payments Extract 5 v B - [ = - Page- Safety - Took - (@~

g | Mutichannel Console | AcdtoFavortes | Sian out

[ My Favorites - New Window | Help | Customize Page | B

[- Manage Notification Fee _
[ SRI Custom Total Payments Extract

[: News and Announcements
[: SAQ Technical

- Manager Self-Service Run Control ID:  TIGA_PYMNT Report anager Process Menitor L |
[ Supplier Contracts
(- Customers

[ liems
[ Vendors F_Klracl Request Parameters

[» Purchasing
(> eProcurement Reporting Year: | 2011

> Senvices Procurement
> Sourcing
> Project Costing

[ Billing .
[ Accounts Receivahle Business Unit: 42800 & Community Affairs, Dept of
(> Accounts Payable
[~ Custam Accounts Payable [¥ Run Extract for Attached Agency Attached Agency: | 92800 ¥
= TIGA Reporting
— Total Obligations

Exiract
— 1099 WMISC Detail Report
— Load Offline Vouchers
— Load Labor/Payroll
Vouchers
— AJC Expense Extract B+ Add || £ Update/Display
(> Salary Travel Per Diem
[ Asset Management
(> Banking
(> Cash Management
(> Financial Gatsway
(> Commitment Control
[ General Ledger
[ Allocations
[ Set Up Financials/Supply
Chain
- Application Diagnostics
(> Tree Manager
[ Reporting Tools
[ PeopleTools
[: Fund Source Distribution
[ Labor Distribution
|- Change My Password
|- Wy Personalizations
|- Wy Systemn Profile
- if\y Diclionary
4

| i}

& nternet [“a - [®100% - .

Once this appropriate data is populated, click the Run button. The Process Scheduler Request
Page will appear.
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FSCMTST

Worklist MultiChannel Console Add to Favorites | _Sian out

New Window | Help | Customize Page | /B

Process Scheduler Request
I eProcurement
1> Senvices Procurement User ID: BROWNJAN Run Control ID: TIGA_Rptg_Payments

Server Name: I v RunDate:  09/0512010 5
Recurrence: ~ RunTime:  7:26:05PM Reseto Current Date/Time

= Custom Accounts Payable Time Zone: Q

< TIGA Reporting

— Total Obiigations Exiract Select Description Process Name Process Type *Type *Format Distribution
‘SB300 Total Payments Extract APSE161X SOR Report web csv Distribution

~ 1099 WISC Detail Report
~ Load Offline Vouchers
~ Load L abor/Payroll
Vouchers
= AJC Expense Extract
[ Salary Travel Per Diem

I> Asset Management
b Banking oK Cancel

1> Cash Management

1> Financial Gateway

> Commitment Cantrol

1> General Ledger

© Allocations

1> SCM Integrations

©> Set Up Financials/Supply
Chain

1> Enterprise Components

1> Worklist

> Tree Manager

1> Reporting Tools

> PeopleTools

1> Fund Source Distribution

1> Labor Distribution

I~ Change Wy Password

- Wy Personalizations

- Wy System Profile

-~ Wy Dictionary

@ Internet | Protected Mode: On f v~ H|100% ~

FSCMTST

Workist | WuliChannel Console Add to Favortes | Sian out

New Window | Help | Customize Page | B,

0 ltems

[ Vendors
> Purchasing Process Scheduler Request
[ eProcurement
i Sevices Procurement User ID: BROWNJAN Run Control ID: TIGA_Rptg_Payments
- Sourcing

 Project Costin = 5
5 B‘mlng - Server Name: T Runpate:  09/05:2010 £l

[ Accounts Receivable . RunTime:  7-26:05PM Resetta Current Date/Time
> Accounts Payable _
- Custom Accounts Payable Time Zone:
= TIGA Reporting
~ Total Otligations Extract ipti - Process Name Process Type “Type *Format Distribution

‘SB300 Total Payments Extract APSB161X SQR Report Web csv Distribution

= Load Offline Vouchers
~ Load Labor/Payrall
Vouchers
= AIC Expense Extract
1> Balary Travel Per Diem

[ Aszet Management
© Banking OK Cancel

> Cash Management

1 Financial Gateway

 Commitment Contral

1> General Ledger

- Allocations

- SCM Integrations

> Set Up Financials/Supply
Chain

- Enterprise Components

> Worklist

1 Tree Manager

 Reporting Tools

> PeopleTools

- Fund Source Distribution

[» Labor Distribution

[~ Change My Password

[~ My Personalizations

- Ly System Profile

= My Dictionary

@ Internet | Protected Mode: On v R100% -

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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FSCMTST

Workist HultiChannel Console Add to Favortes | _Sian out

s New Window | Help | Customize Page | &

> Vendors

[> Purchasing Total Payments Extract

[ eProcurement
- Senices Procurement
Run Control ID:  TIGA_Rptg_Payments Report Manager Process bonitor

Process Instance: 24739131

[ Accounts Receivable
1> Accounts Payable i
> Gustom Accounts Payable Reporting Year: 2010
= TIGA Reporting [ Business Unit
= Total Obligations Exract
- Total Payments Extract
~ 1099 WISC Detail Report
~ Load Offine Vouchers
~ Load | aborfPavroll
Vouchers
= AJC Expense Extract
> Salary Travel Per Diem
> Asset lanagement
> Banking
> Cash Management
> Financial Gateway
> Commitment Gontrol
Ez?:g;!_::dger B save | QU Returnto Sear:hl +E] Previous in Lis | +[E] Next in List
> SCM Integrations
> Set Up Financials/Supply
Chain
> Enterprise Components
&> Worklist
1 Tree Manager
> Reporting Tools
> PeopleTools
> Fund Source Distribution
&> Labor Distribution
- Change My Password
- My Personalizations
- My System Profile
|~ My Dictionary

Business Unit: 40700 CL  State Accounting Office

@ Internet | Protected Mode: On % v RW100% -

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.

FSCMTST

HuliiChannel Console /dd to Favorites | _Sian out

Mew Window | Help | Customize Page | [§,
1> Vendors

> Purchasing Process List Y Semerlist
I eProcurement )
> Semvices Procurement e
Ei?;;‘;"gosﬁng UseriD: BROWNJAN @, Type: - last 3 Hours + Refresh
W L] Server: ~ Name: @, Instance: to
I Accounts Receivable , N s
I Accounts Payable Run ~ Distribution - Save On Refresh
> Custom Accounts Payable Status: Stalis
= TIGA Reporting Process List
~ Total Qbligations Extract Process
= Total Payments Extract Selectlastince Seq: ProcessType Name
B 24738131 SORReport APSB161X BROWNJAN 09/05/2010 726:05PN EDT  Success  Posted  Details
- Load Offline Vouchers —
~ Load LabarPawol]
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- AIC Expense Extract
[ Salary Travel Per Diem
[ AssetManagement
1 Banking
> Cash Management
> Financial Gateway L
[ Commitment Control Go back to Total Payments Extract

- General Ledger

b locations Bsae | Elvony |

© SCM Integrations .

1 Set Up Financials/Supply ProcesstIgH Senariint
Chain

- Enterprise Components

> Worklist

I Tree Manager

> Reporting Tools

I PeopleTools

I Fund Source Distribution
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- Change My Passward

- My Personalizations

- My System Profile

- Wy Dicionary

User Run Date/Time Run Status

@ Internet | Protected Mede: On n v ®10% v
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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

Workist HuliChannel Console rdd to Favorites | Sian out

New Window | Help | Custorize Page | 8,

Process Detail

I eProcurement
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[ Sourcing
I Project Costing
1 Billing Name: APSE161X Description: SB300 Total Payments Extract
I Accounts Receivable
1> Accounts Payable Run Status: ~ Success Distribution Status: Posted
-~ Custom Accaunts Payable I et
< TIGA Reporting
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~ Total Payments Extract
~ 1099 WISC Detail Report Locasion: Server Queue Request
~ Load Offine Vouchers server: PSUNX ? A
~ Load Labor/Pavroll * Peiets Request
Vouchers Beesatenci Restart Request
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- Salary Travel Per Diem
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| Bengng Request Created On: 00/05/2010 7:30:15PM EOT Parameters  Transfer
1> Cash Management
I Financial Gateway Run Anytime After:  09/05/2010 7:26:05PM EOT Wessage Log
> Commitment Control 3
I General Ledger
[ Allocations Ended Process At:  09/05/2010 7:30:36PM EDT View Loa/Trace
[ SCM Integrations
I SetUp FinancialsiSupply
Chain
I Enterprise Components
I Worklist
I Tree Manager
1 Reporting Tools _ ok |_cancal |
b PeapleTools
- Fund Source Distribution
1> Labor Distribution
- Change My Password
- Wy Personalizations
- Wy System Profile
|~ My Dictionary

Instance: 24739131 Type: SOR Report

Cancel Request

Began Process At 09/05/2010 7:30:17PM EDT Batch Timings:

@ Internet | Protected Mode: On fa v R100% -

The View Log/Trace page is displayed.
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I Vendors
I Purchasing View LogiTrace
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I Sourcing Report ID: 4200446 Process Instance: 24739131 Message Log
I Project Costing
© Biling
1> Accounts Receivable Run Status: Success
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= Custom Accounts Payable SB300 Total Payments Extract
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- Total Obligations Extract
= Total Payments Extract
=~ 1099 MISC Detail Report
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[ Enterprise Components User BROWNJAN

b Worklist
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> Fund Source Distribution
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I~ Wy System Profile

- Wy Dictionary

€ Internet | Protected Mode: On
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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.

FSCMTST

Vorkist HultiChannel Console: Add tp Favortes

> Purchasing
& eProcurement
> Services Procurement
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> Project Costing
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~ Total Payments Extract
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View Log/Trace
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The “Save As” dialog box will appear.
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~ Custam Accounts Payable
= TIGA Reporting
- Total Obligations Exfract
-~ Total Payments Extract
~ 1099 MISC Detail Report
Load Offline Vouchers
Load LaborPayrall
Vouchers
~ AIC Expense Extract
> Salary Travel Per Diem
> Asset Management
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1 Cash Management
i Financial Gateway
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Chain
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|~ Wy Personalizations
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View Log/Trace
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Save As
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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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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.

Bookl - Microsoft Excel non-commercial use
Home  Insert Pagelayout  Formulas Data Review

B L} L = [@)connections | o, ? & Clear = =] = L ar| L #Z show Detail
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From From From From Other Existing Refresh = Filter v' B -

Access Web  Text Sources~ | Connections | All~ =% Editlinks £ Advanced
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Columns Duplicates Validation = Analysis ~
Data Tools Outline

- £
re Dl E L F e | H | 1 | K
[i>| Import Text File
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Favorite Links Date modified  Type
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B Music [H0AP033A_SALARY_TRAVEL 5758(1)
(3 Recently Changed {B40AP033A_SALARY_TRAVEL 40700
IR Searches (2| Office2007 TrialActivationKey
Public #E Total Payments FV2010_BU407_SEP-05-..:

8 Computer
IE Pictures

Folders ~

Fle name: Total_Payments_FY2010_BU407_SEP0520

W 4 » v Sheet1 - Sheet? -~ Sheet3l
Ready

= e == =
Ve & =l 2 7 "= TotalPayments Extr.. | (= Download complete T Transparency in Go... | (B Microsoft Excel non... <BHFREPY T sozem

Click the Import option.

The Text Import Wizard will open. Select the defaulted “Delimited” option in Step 1 of 3.
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xcel non-commercial use
Insert  Pagelayout  Formulas Data | Review  View

Ly L' L, —  |&] Connections e == = @ > @“ ¢r ¢rl In
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From From Other  Existing | Refresh Z| Sort | Fiiter o Textto Remove  Dsta  Consolidate Whatlf | Group Ungroup Subtotal
Text Sources~ | Connections All~ =2 Edit Links ‘7 Advanced || Columns Duplicates Validation - nalysis - - -

Get External Data Connections

Sort & Filter Data Tools Outline

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
IF this i correct, choose Next, or choose the data type that best describes your data,
Original data type
Choose the file type that best describes your data
Defimited] - Characters such as commas or tabs separate each field.

Fixed midth - Fields are aligned in columns with spaces between each field.

Startimportatrow: | 1 | File grigin: 437 : OEM United States

Preview of file C:\UsersJAN-MURRAY. .. \Total_Payments_FY2010_BU407_SEP-05-20 10-0730PM.csv.
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B
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Click “Next”.

Step 2 of 3 of the Text Import Wizard will appear.
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Access Web  Text  Sources~ | Connections | All~ Edit Links 7 Advanced || Columns Duplicates Validation = Analysis = -
Get External Data Connections Sort & Filter Data Toals Outline

Text Import Wizard - Step 2 of 3 ®

This screen lets you set the delimiters your data contains. You can see how your text s affectsd in the preview
below.

Delimiters

[ Semicolon [] Treat consecutive delimiters as one
d Text qualfier: |~ [=]

[T space

[T other:
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<[

m

concel | [ <geck | [ mewt> | [ enisn

W 4 » »| Sheetl ~Sheet? ~Sheet3 “¥1
Ready

[ &= /2 > "/ Total Payments btr... || f-> Download complete

"B} Transparency in Go... v ft Excel non.

Deselect the “Tab” option and select the “Comma” option.
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This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview

below.

Delimiters
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] semicolon [C] Treat consecutive delimiters as one

i
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[ space
7] other:
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= Total Payments Ex = Downlozad complete "B} Transparency in Go... {8 Microsoft Excel non...

Click “Next”.

Step 3 of 3 of the Text Import Wizard will appear.
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Remaove Data
Columns Duplicates Validation -
Connedtions Sort & Filter
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Outline

This screen lets you select each column and set the Data Format.
Column data format

@) General

‘General’ converts numeric values to numbers, date values to dates, and al
remaining values to text.

g

(2 Da not import column (skip)

Data preview

i1 neral
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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.
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1 - Microsaft Excel non-commercial use
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Click the “Finish” button.

The Import Data dialog box will appear.

Heme  Insert  Pagelayout  Formulas Data | Meview  View

Impen Data

‘wihere do you want 1 put the data?
& Evisting werksheet:

[-5051] =

B weorkshnt

[ Properses... | [_ox [ concel |

< B e parem

Click the “OK” button.

The data will be displayed in Excel.
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Bookl - Microsoft Excel non-commercial use
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[} /2 > /2 Total Payments Extr... /= Download complete T Transparency in Go... (B Microsoft Excel non... £

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.

To save the file in csv format and maintain leading zeroes, select the Office Button, the “Save
As” option and “Other Formats”.
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The “Save As” dialog box appears.
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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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