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 (SB300/389), 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 2016, all Budget Periods)
(Two files extracted, control totals and detail data)

2. Total Obligations (Budget Period 2016)
(Two files extracted, control totals and detail data)

The TeamWorks pages to obtain the files will be available to the agencies by September 15, 2016.

Data Elements relevant to both Payments and Obligations files:

Data contained in the Payments and Obligations extracts will reflect data for the 2016 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 employee,
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, 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.

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 7/1/2015 through 6/30/2016. 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 7/1/2015 and 6/30/2016. 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 #0f 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.

Example Payment File based on Payment Date: (data file submitted would not include
headers)

Entity Reporting FEIl # Vendor Name Payment SCOA Code | Funding
Code Fiscal Year Amount Source
404 2016 004567895 Name of 51,000.00 614026 FE
Vendorl
404 2016 123456789 Name of 25.55 614003 SO
Vendor2
404 2016 345227891 Name of 80,000.00 616001 SO
Vendor3
404 2016 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 2016 “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).

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 2016 123456789 Name of Vendorl 51,000.00
404 2016 243456789 Name of Vendor2 250.78
404 2016 912345591 Name of Vendor3 80,000.00
404 2016 640456892 Name of Vendor4 4750.00
404 2016 883458838 Name of Vendor5 1,000.25
404 2016 745883906 Name of Vendor6 65.93

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 0AP031 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.

0AP031 Queries:
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Team Works Financials Production

Duery Manager
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Search | Advanced Search

Search Results
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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.

[Favontes ~ | Main Menu - > Custom Accounts E’aya'b;e = > TIGA Reporting ~ > Total Payments Extract

Team Works FS91SAND

Process Scheduler Request

User ID DOLIVER Run Control ID TIGA_Rptg_Payments
Server Name | PSUNX v Run Date 07/20/2016 )
Recurrence v Run Time 3 Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type “Type *Format Distribution
v SB300 Total Payments Extract APS8161X SQR Report Web v | CSV Distribution
OK Cancel

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.

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.

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

Favorntes — Main Menu ~ > Custom Accounts Payable ~ > TIGA Reporting ~ > Total anments Extract

Team Works FS91SAND

Total Payments Extract

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

= Search Criteria

Search by: Run Control ID begins with

[Jcase Sensitive

Search Advanced Search

Find an Existing Value | Add a New Value




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

Team Works FS91SAND

Total Obligations Extract

Run Control ID: sql Report Manager Process Monitor

Reporting Year: | 2016

Business Unit

Business Unit: 40700 O State Accounting Office

@ Save S\ Returmn to Search |[E Add & Update/Display

NOTE: If you do not have access to these paths available, you will need request greater security access by
submitting SAO Online Security form.

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

Team Works FS91SAND

Total Payments Extract

| Find an Existing Value || Adda New Value |

Run Control ID: [[IGA_Rptg_Payments] |

Find an Existing Value | Add a New Value

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.

FS91SAND

| Total Payments Extract |

Run Control ID: TIGA_Rptg_Payments Report Manager Process Monitor | Run

Reporting Year: | 2016

| Business Unit

Business Unit: 40700 |Q,  State Accounting Office

|@ Save || & Retumto Search | [E Add_||£] Update/Display

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.

Team Works

| Total Payments Extract |

Run Control 1D: TIGA_Rptg_Payments Report Manager Process Monitor
Process Instance: 403445096
| Extract Request Parameters
Reporting Year: 20186

| Business Unit

Business Unit: 42900 (O Ga Dept of Economic Developmen

) Run Extract for A a A a A :[92900 v

| @@ Save || Return to Search || +[# Frevious in List | ## MNextin List | | By Ada || F] update/Display

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

‘J'Z!amWorﬁs FS91SAND

Process Scheduler Request

User D DOLIVER Run Control ID TIGA_Rptg_Payments
Server Name | v] Run Date [07/20/2016 i)
Recurrence | v Run Time [1:24:25PM | | Resetwo CurrentDateTime |
Time Zone | (<}
Process List
Select Description Process Name Process Type Type *Format Distribution
£l SB300 Total Payments Extract APSB161X SQR Report Web v |Ccsv Distribution

OK || cancel




Click the dropdown menu on the Server Name field and select the “PSUNX" server.

Team Works ES91SAND

rocess Scheduler Request

User ID DOLIVER Run Control ID TIGA_Rptg_Payments

Server Name [0 Run Date [07/26/2016 53 _
Run Time [9:40-40AM ] | Reset to Current Date/Time |

Recurrence | ~|
Time Zone | (=%

Process List
Select Description “Type *Format

SB300 Tot Obligations Extract csv

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.

Team Works FS91SAND

Total Obligations Extract |

TIGA_Rplg_Payments  Report Manager Run |

Process Instance 40403725

Reporting Year: | 2016

| Business Linit

Business Unit: 40700 |Q State Accounting Office

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.

Home | Wordst  AddtoFawries  Signout

TeamWorks ESU1SAND

New Window | Hep | Personaze Page | &

Processist | SenverLs |

View Process Request For

UserDOOVER  [Q  Type I fogs v CReETT
SenvePSUX V| Name | Q  stance] | o
Rosass| V| DsubsinSaws| V] WsmeOnRefesn
Poss i personalze | Fod [Vew Al | B pist B 1001 Bl Lag
Selct nstanceSeq. Process Type Pocesshame User  Run Dateime Run Satus xﬁ‘“’“‘ Deta
R $0R Repod APSBI6X  DOLVER  OMM12016 100PMEDT  Success  Posked  Defals
60 back 1o Tod Payments Extad

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.

Team Works FS91SAND

Process Detail

Process
Instance 40344596 Type SQR Report
Name APS8161X Description SB8300 Total Payments Extract
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID TIGA_Rptg_Payments Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
rR Ell:lnlete Reguest
MENTRRE. Restart Request
Date/Time Actions
Request Created On 07/20/2016 3:11:00PM EDT Parameters Transfer
Run Anytime After 07/20/2016 3:10:56PM EDT Message Log
Began Process At 07/20/2016 2:11:08PM EDT Batch Timings

Ended Process At D7/20/2016 3:11:47PM EDT
B

| oKk || cancel |




The View Log/Trace page is displayed.

Team Works

View Log/Trace

Report

Report 1D: 12281569 Process Instance: 40403725
Name: APSS160X Process Type: SOR Report
Run Status: Success

SB300 Tot Obligations Extract
| Distnbution Details

Distribution Node: RepRPS Expiration Date: DErOe/2016
File List
File Size
MName (bytas) Datetime Created
Control_Totals_for_Total_Obligations_FY2016_BU407_JUL- O7/26/2016 9.45:31 551173AM
26-2016-0943AM . CcSv EDT

R_APSS8160X_40403725 log 1,934

Total_Obligations_FY2016_BU407_JUL-26-2016- 5.981 O7/26/2016 ©9.45:31.551178AM
O943AM csv ¥ EDT

O7/26/2016 9:45:31.551178AM
EDT

D7/26/2016 9:45:31.551178AM
aps8160x_40403725 out 2as e

Distribute To
Distribution ID Type *Distribution ID

User DOLVER

| meturn |

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.

et o= e e e T A T e e e iy

Tearn Worl Open

Open in new tab
Open in new window
iew Log/Trace 3 Earet S
Print target
Beport Cut
Report 1D: 12281569 Copy 25 Message Log
Name: APSS160X Copy shertcut oot
Run Status: Success Paste
SB300 Tot O wExti 0 E il with Live
Distribution Details %% Translate with Bing
Distribution Node: Rep ANl Accelerators » | [oeroor=016
File List Inspect element
Name A ’“;"' Datetime Created
Add to favorites... jros|
[Control_Totals_for_Total_d O7/26/2016 9:45:31.5511738AM
2016-0943AM.c5V Send to Onefote EDT
R_APSS160X_4040372 . = 27;3/?'-6!2016 S.45:31 551178AM
Properties
=a81 O7/26/2016 9:45:31.551178AM
i EDT
8160%_40403725 out sas g?a.?rﬁa‘?016 9:45:31 551178AM
Distnbute To
Distribution 1D Type *Distribution 1D
User DOLVER

The “Save As” dialog box will appear.
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~ [ €2 || Secrch Downtooas o |
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Date modified Type

[Fl] BP2017 tree tracking_04232015 - Shortcut 4/11/2016 10:57 AM  Shortcut
ElY) Total Payments_FY2016_BU929_JUL-20-2... 7/20/2016 3:18 PM Microsoft Ex

EKEK_Commitmen
sqr

91-SARs
TeamWorks Fina
Dashboard

Jeff - Instruction:
OneDrive - Georg
TREES

FY2016

S
¥ ¥
e
Je
¥
e
L
A
¥

File narme: = = 3 JUL-20-2016-0311PM (1)

Save as type: [ Microse

= Hide Folders

apsB8161x_40344596.out 2107 O7/=0L018 311 A7 700032TM
Distribute To
Distribution ID Type *Distribution 1D

DOLIWVER

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”.

- - s
% » Oliver, Debranna » Downloads » ~ [ %2 |![ Scarch Downioads =

Organize - Mew folder = - -

T = Mame . Date modified Type
EE Desktop | ||l sAStmp 7/20/2016 3:25 PM TMP File
8 Downloads B i 12233603 12/31/2015 10:31 ... Adobe A
El Recent Places H1] 160952022HFM_Mapping_Table_080511 2/22/2016 3:39 PM Microson| = ||)
4 KE_Commitme: [4] 29050 icati F 37142016 3:25 PP Microsofi
Ji sar |} AP ACCTG LINE 2/25/2016 9:39 AM SQL File
de 91-SARs B AR High Level Data Flow Chart 271572016 10:22 AM SMHAG Fil
4. TeamWorks Fina L] AR_ARRE_STATUS 2/26/2016 12:02 PM  SQL File
). Dashboard BP2017 tree tracking_04232015 - Shortcut 4/11/2016 10:57 AM  Shortcut
Al Jeff - Instruction: ] Copy of O 4/26/2016 10:37 AM  Microsofl
& OneDrive - Georg 41 CP575Motice 1445265240946 (1) 12/2/2015 1:25 PM Adobe Ac
J. TREES T CPS75NMotice_1445265240946 12/2/2015 1:25 PM Adobe A
+ fvzﬂls . - f_l_n =, Hem ek - ‘vnx)ﬂ-ulﬂz A DRA sa._ynu;u- B
File name: | < FY2016_BU929 JUL-20-2016-0311PM.cov! -l
Save az type: [All Files =]
(= Hide Folders [ Save ] [ cance ]
07/20/2016 3:11:47.769032PM
Aps8161x_40344596 out 2,107 EDT
Distribute To
Distribution 10 Type “Distribution ID
DOLIVER

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 zeroes from the employee
ID and other values.
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Step 2 of 3 of the Text Import Wizard will appear.
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2| below.
3 Defimitors
4
5 T Treat corsedutive delfimitars a8 one
6| Text quatfier: |- [=]
)
8
a
10 Dats grevemw i
11| =
12|
13 o7 j(BM CORPORATION pz7e0.00 EBLOO3 i
14 o7 [(EM COATORATICN [EEz001 |
a7 [rE CORDORATION 4001
15 ar : EhaRP RLECTRONICS SRATION s14001
16 [FEARF ELECTRONICS CORFORATION Fraoia -
17| # L v
18 ——
= cacel | [ <Bask | [ etz Erigh
20 b
a1
22
2
W 4 ¢ | Sheetl = Shest? - Sheat3 = ¥J 1 m
Ready | = | T —

T Totat Pa

Click “Next”.
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Step 3 of 3 of the Text Import Wizard will appear.

Home
L e 5 B
L L L i

From  Fram
Access Web  Tedt  Sousces-

T

» »| Sheetl  Sheetd

Page Lapaut

From  From Other

Farmutas Data

Lu] canne

B
=T g

Bview

View

SUTTH RIS S e

a_“\

Ensting Refresh El Sart Filter Text to Remowe
Connections  All» = p advanced | Coumns Duplicates
Connecticns Sort & Fafter
| —
| Toat Import Wizasd - Step 3 0f 3 B

Coltann dats format.
B Generd
Text
O Oabes | MDY

D not imaart catemn (3p)

Data greven

This screen lets you sefect each column and set e Data Format.

Advanced,

‘General’ converts numenc values to numbers, date values to dates, and al
remening values o bext.

kz7sa.00

fezacor
eacoL
14003
frraciz -

= Qack

Sheetd | ¥

-
Group Ungraup Subtotal

Outline 5

B |

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.

)
" Hame insent PagE Lot Farmuilas Review  View
e . 4 g =y ? -
] 1 ] L g Al l’ i A =
L] Ly | Lo 2 12ld) ; ST -
From  Fram  Fram from Other Laisting Refreah Il sem | Fmer Testta  Remawe Data
Arcess Web  Text  Seurcer= | Connections || AEv = A Advanced || Coumns Duplicates Valigation ©
il Eewnraad Dl £ Fart & Fillay Dith Tl
Al - |
. - e W i
A B <l Teat Impest Wizard - Sep jol3 B B N ! &!
1 l This sereen lets you select each column and set the Data Famat.
i Column dota format
3 Gereral
4 || s ‘Gereral conuer bs rumeric vakies b ruesbers, dale vakies b daies, el ol
| et rmmairing uakes b e,
- Qate: POV | Advanced..,
L Do rst pmpxrt cokumn (shdn)
’
i
q
o Data greview
1
12 hsacsiianaral
13 sioos .
B0t
L) BEd0ad
18 14003
15 Bid01s -
’ 1 '
17
18

Click the “Finish”

) P
pm  ER
i
Contdliaste Yhat-B
Analysis =
M ]

i) %) 4]

Graup Ungroup Subitetal

Gitline

] e |

button.
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The Import Data dialog box will appear.

)

B C I [+ E F G H 1 I} K L M N (&) L a R 5
(3 Impert Data L
: Wihere do you want 1o put the data?

@ Ewstng worksheet!

|'Jn oo (]
o [Tp——
12 [ Preperses... | [ox Cancel |
13 —_—
12
15
16
17
15
19
20
2
2

Insert

Fage Layout

Farmulas DMa | Aevew  View

Click the “OK” button.

The data will be displayed in Excel.

- Hame Insest Fage Layout Formulas Data Reviews View L =
= b | cannections i [ =] = I; = e 3
) 3P uf Wi, (30 B B B W :
F Rafresh 2 3 l‘-l Sort Filter Z, Testto  Remove Data Consofidate  ‘What-Ir Groug Ungroup
ek t Saurce: A . 5 Advanced || Cglumn: Duplicates Validiation = Analysis - o= -
Get External Data Connections Sort B Filter Data Taaks Dutline =
I — g
Al B c o E F | & H ! 1 K L M N o e ]

1 [407]2010 130671565 1BM CORPORATION 42750 651003

2 /407 2010 130671985 1BM CORPORATION 333035 652001

3 407 2010 130671985 I1BM CORPORATION 162857 864001

4 |407 2010 131968872 SHARP ELECTRONICS CORPORATION 114,72 614003 -
5 |407 2010 131968872 SHARP ELECTRONICS CORPORATION 1611 514013

6 |407 2010 131968872 SHARP ELECTRONICS CORPORATION 564413 519001

7 |407 2010 134100476  SMARTPROS LTD 880 614018

8 407 2010 160331690 MOORE WALLACE NORTH AMERICA INC 8047 613002

9 | 407 2010 202530767 EURE INC 125120 851310

10 | 407 2010 205084389 CHERRYROAD TECHNOLOGIES INC 53917366 651003

11 | 407 2010 205084389 CHERRYROAD TECHNOLOGIES INC 61843871 851310

12 |4D7 2010 230334400 KON OFFICE SOLUTIONS 435,52 613002

13 |407 2010 261557956  MAXIMUS CONSULTING SERVICES INC 24000 651003

14 | 407 2010 346565506 ERNST & YOUNG LLP 130000 651003

15 |407 2010 345565595 ERNST & YOUNG LLP 50 652001

16 | 407 2010 357607784 BRONNER GROUP LLC 48300 651003

17 | 407 3010 357807784 BRONNER GROUPLLC 14143.73 652001

18 | 407 7010 333689835 OVERSIGHT SYSTEMS INC 4500 653600

19 |407 2010 471484389  DICE CAREER SOLUTIONS INC 459 627004

20 | 407 2010 541599882 DLT SOLUTIONS LLC 156007.5 864001

21| 407 2010 562152270 COVENINS TECHNOLOGIES 226229.3 851310

22| 407 2010 551125844 GA DEPT OF ADMINISTRATIVE SVCS 6485, 75 611004

23 | 407 2010 55112564  GA DEPT OF ADMINISTRATIVE SVCS GG 651050
s 4+ M| Shestl - Sheetd - Sheet3 - ¥3 T m

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.
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NOTE: If any of the vendor information relates to federal funds, a federal identifier “FE” will appear in
column G of the file.

View
Save a copy of the document i il 7 =
| £ ) [T = T autosum - .
PR (| | ZewepTen Genesl [ s N e a7 &
Save the file a5 an Excel Workbook, 5= | 55 Mherge & Conter - ~ % o ||%§ &% Condmona Format  Cell | Insem Delete Format || - sota& Fing &
He] | B e et Sy Farmatting * a3 Table = Styles = = - - 2 Qear - Filter = Select ~
| o Excel Macro-Enabled Workbook | sngrment 7] Humber & styles Celts Editing
| FEGR Seve tne werkboek i the xirt-basea na
macra-snabled file format.
= fu o Excel Binary Worknook I | E b £ . Mt ) - - L b N o Lid
Bl sweas 0| B il onant s iy i st 42750 651003
aptimized far fast loading and saving 3330,38 652001
J:;,] prne o+ | [AERDy Eeeel 27:2003 Workbook 162857 864001
= Save & copy of the workbook that 1z tully 372 6
= compatible with Excel 97.2003. b2 6102
2 e+ | 5 ovomamer e Wil
& penDocument Spreads
) = i | Save the workbook in the Open Document 5644.12, 615001
| Formal, BE0 614013
‘é Sang .
g T L 8042 513002
= Publish a copy of the workbook as s POF or 125120 351310
iy Publsh b Kt | 539173.66 651003
Qther Formats: | 618438.71 851310
n Open the Sare As dislog box to select Tram
[ glose | 3l possible file types. 48582 613002
) 24000 651003
23 Excel Options | | 3 Exit Excel || 130000 651003
15" 407 2010/346565595 |ERNST & YOUNG LLP 50 652001
16 407 2010357207784 BRONNER GROUP LLC 48300 651003
17 407 2010 357607784 BRONNER GROUP LLC 14143.73 652001
18 407 2010 333689875  OVERSIGHT SYSTEMS INC 4500 652600
15 407 2010 421984389  DICE CAREER SOLUTIONS INC A59. 627004
20 407 2010 541599882 DLT SOLUTIONS LLC 156007.5 364001
21 407 2010 562152270 COVENDIS TECHNOLOGIES 226229.2 351210
22 407 2010 581125844 GA DEPT OF ADMINISTRATIVE SVCS 648575 611004
23 407 2010 581125844 GA DEPT OF ADMINISTRATIVE SVCS 6846 651050
W 4+ ¥ Sheetl - Sheet2 Sneet3  ©J 1! —
Reay | = J

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

The “Save As” dialog box appears.

Home | Inset  Pagélayoul  Formulas  Dals  Resiew  View x
et - = ) - & -
Aot okt T ) (e ey S R e = sutasum
~— L Copy AL & Fin =
Paste BoL - [ - A -| == =3 IMerge & Center = ||| § = % s (%% 03[ | Conditional Formst Cell  Inset Delete Format Sort & Find &
- ¥ Format Painter e[l || {3 |8 | £l croe & Cente "8 18| Farmatting = as Tabie = Styles= - - - AT Fter~ Select =
Cipboard 5 Fant 0 Algnment - Humber (0 Stylas Calis Editing
— MER s ===) ]
Al B c e : K L M N a e =
1 D‘ﬂ 2010 120871985 1BM CORR olio ) [« JAN-MURRAY » Documents » -+ e
2 |07 2010 130871985 |BM COR
31 | 407 2010 130871985 |BM COR
& 407 2010 131968872  SHARP EL Mame Date moddied  Type Size P
5 |A07| 2010 131968872 SHARP EL Jojos Fashion Show
& |407 2010 131958872 SHARP EL L My Scans i
7 | 407 2010 134100475 SMARTPH Symantec
8 |AD7 2010 160331690 MOORE W | Folders L TurbaTax
3 407 2010 202930767 eureing| I Documants = | b YearEnd Close 2
10 407 2010 205084389 CHERRYRS I Jojos Fashion Sh [il4th Qtr Late Issues
11 407 2010 205084389 CHERRYR & My Scans B1140200_Total Obligations Validation_092,.
12| 407 2010 230334400 KON OF] & Symantec [A140200_T ctal Payments Validation 092509
13 407 2010 361557556  MAXIMLI . Lt {41100 Total Payments Validstion 082502
14 407 2010 346565596 ERNST B VearEndClose2 | @inessgn Total Payments Validation 092509
fi_ Coresr Developn ~ | Gananas v on AL ninTEen E
15 407 2010 346565596 ERNST &
16 407 2010 357307784 BRONNE File parme: =
17407 2010 357807784 BRONNE Save as type: [Excel Workbaok =
18 307 2010 383539825 DVERSIGH : o itnn -
A 5 JAN- MURRAY 5 Add ata
19 307 2010 421484389  DICE CAR] deic - g e s g
20 407 2010 541599882 DLT SOLU "
Save Thumbmail
21| 407 2010 562152270 COVEND
22407 2010 581125844 GADEPTA| o' e Folders e
23 407 2010 581125644 GA DEPT
A% M Sheotl . Sheat? . She —

Reacy
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Select the desired location for the file to be saved, give the file a new name and select “CSV (Comma
mited)” as the “Save as type” and click the “Save” button.

deli

Home Tnse Page Layout Fomulas Data Rewiew View x
o -l -t = v ten Genert - S Tk [f] Eouosie- Apoy
23 Copy _ o == |1 . - & Fil- -
PHS 3 Format Painter ||| B B =[] ] = A |l Mesa & oo | (et il | SRRt IO = | el Dl s foeae
Chpboard L Font A\l Abgnmert - Numbes AL Styles Cellx Eaiting
| T ol i) Save As g . ,_|i]
Al B c i [ K L M N 0 [ T

1 [orlz010 130571985 1 comg i) [ « JANMURRAY » Documents + I ] 1w | |
2407 2010 130471985 |BM COR S

3 407 2010 130871985 |BM COR| -

4 | 407 2010 131968672 SHARP EL Maime Bl mouicel Type Sae Tags

5 407 2010 131968872 SHARP EL Jejos Fashion Show

6 407 2010 131968872 SHARP El I\ My Scanz

7 | 407 2010 124100476 SMARTPH Symantec

8 407 2010 160331690 MOORE | Folders ¥ | L Turbolas

5 407 2010 202930767 eumeing| I Decuments “ |k YearEnd Close2

10 407 2010 205084389 CHERRYRS 4 Jojos Fashion Sh HEI0APO334 _SALARY_TRAVEL

11 407 2010 205084389 CHERRYRY B My Scans | BR0APO33A_SALARY_TRAVEL_ST58(1)

12 407 2010 230334400 KON OF o HH0APIIIA SALARY TRAVEL 40700

13 407 2010 261557956 MAXIML o Turbalax 8l Total Payments FY2010_BU407_SEP-05-..

14 407 2010 145565596 EANST & o) e e

15 407 I010 345565596 ERMST & L cm"DMET - —

16 407 2010 357807784 BRONNE File name: | Totsl Payments FY2010 BUAGT_FINAL -

17 | 407 2010 357307784 BRONNES Save a5 type: [CSV (Comma delimited) -

13 407 2010 333683825 OVERSIGH ) == - =

e s P Suthars: MAN-MURRAY Tags Add = tag

20 | 407 2010 541599882 DLT SOLLS

21 407 2010 562152270 COVENDE | = Hide Folders Tools + [ Save __ Gameel

22 | 407 2010 581125844 GA DEPT

23407 2010 581125844 GA DEPT OF ROMINISTAATIVESUES "GEAT 651050

W sheetl Shest? Sheetd 1. m

If an additional message is received regarding the format of the file, click “OK” to proceed with saving the

file.

Home | Insert gelayoul  Formulss  Data  Resiew  View
3 & o calibri u | AN (=@ | SwepTer General - ’d ? A B buntin s ‘%r Lﬁ‘
e 1] = e
Faste - h-A- EE=E=s Merge & Center - - s |[%% 28| conamonal Format  Cell | Insert Delete Format | Sont@é Finda
T Fromueaine (B LT ! A B Menge i cemser - [0 Moo 81 2 Formatring ~ a5 Tabie ~ Styies = - - - £ Tears Fuger~ Selert~
Oiipboard I Fant L Algnment " Humber 13 Styles Ceils Edding
| G £
lal B c | 1] | E EoliwiGi il | Y TR . ¢ L | M | N a [
Iaﬂéi_?ﬂiﬂ 130871985 IBM CORPORATION 42750 651003
407 7010 130871985  IBM CORPORATION 3330.38 52001

407 2010 130871965 IBM CORPORATION 162857 664001
407 2010 131968872 SHARP ELECTRONICS CORPORATION 114.72 614003
407 2010 131968872  SHARP ELECTRONICS CORPORATION 1611 614013
407 2010 131968872 SHARP ELECTRONI
| 407 3010 134100476 SMARTRROS Tp | Micressft Offics Exced
A7) 2010 160331650 | MOGRE WALLACH Tha sekected fie type does nat suppart warkosis that cantain mutie sheess,
407 2010 202930767 ELIREINC I- i bt Ak X
an7 2000 20508438 cHerrvRoAD TECH | SRRty using a dfferant fle name for mach, o chas & fie type fhat supcrts mulipl shests.
407 2010 205084389  CHERRYROAD TECK el
407 3010 230334400 1KON OFFICE SOLU Cok ) [omd ]
407 2010 261557956 MAXIMUS CONSUL
.407 2010 346565596 ERNST & YOUNG LLP 130000 651003
407 2010 346565596 ERNST & YOUNG LLP 50 652001
407 2010 357607784 BRONNER GROUPLLC 48300 651003
407 2010 357807784 BRONNER GROUP LLC 14143.73 652001
407 2010 383689825 OVERSIGHT SYSTEMS INC 4500 653600
| 407 2010 421484289 DICE CAREER SOLUTIDNS INC 459 627004
407 2010 541599882 DLT SOLUTIONS LLC 156007.5 BE64001
407 2010 562152270 COVENDIS TECHNOLOGIES 226229.3 B51310
407 2010 581125644 GA DEPT OF ADMINISTRATIVE SVCS ©485.75 611004
407 2010 581125884  GA DEPT OF ADMINISTRATIVE SWCS 6846 651050

boH

Total _Payments FY2010_BU407 FIH -~ Shests  Shestd
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If an additional message is received about the file format, click “Yes” to proceed with saving the file.

Home Insert Fage Layout Formutas Data Review View W - =X
) Cut ssuiy = Axl == 3 = . B G (| T E fustoSum + 9
= AR = | Siwapre General __E 5 I | = 27
Fen i O l ! c d“ﬂ i r_‘ﬂl por LnJ Detete F > & s'i Find &
ate B oL@ - A== 3 Werige A Center= S onditional  Farmat  Cel et Deiete Format art & Find
T Format Painter 5 A== = F & | Hvegeaceme- | |8 - % ‘a3 Formatting - &3 Table - Styles - - . . A Cmerr  Riterr Seied -
Clipbaard = Fant r Asigrmert fa: Humber s SHies ety Faiting
| =8 £
B G D — F & H 1 } K L M N o P
2010 130871585 IBM CORPORATION 42750 651003
2010 120871985 IBM CORPORATION 3320.28 652001
2010 130871985  IBM CORPORATION 162857 854001
2010 131968872 SHARP ELECTRONICS CORPORATION 114.72 614003

2010 131968872 SHARP ELEC 1611, 614013
2010 131968572 SHARP E
2010 138100476  SMARTPR!
2010 160331630 MOODRE W)
2010 202330767  ELIRE INC
10 | 407 2010 205084389 CHERRYRO)
11 |407 2010 205084389  CHERRYRO)

Microzaft Offics Excel

Total_ Payments FY2010_ELM07_FINAL_2.csw may contan features that are not compatbie with C5W (Comma delmited). Do you want to keep the
. workbook in this format?

407

o « To keep s formal, which leaves out any incompatible features, ci Yes.
« To preserve the features, dick Mo, Then save a capy In the latest Encel format.
*Ta s what mght be kst clk Help.

12 | 407 2010 230334400 IKOMN OFFHK 1 T

13 .40? 2010 261557356 MAXIMUS u“; u l oo
14407 2010 346565596 ERNST & YOUNG LD TE0000 AR 008

15 | 407 2010 346565596 ERNST & YOUNG LLP 50 652001

16| 407 2010 357807784  BRONNER GROUP LLC 43300 651003

17 407 2010 357807784 BRONNER GROUP LLC 14143.73 652001

18 | 407 2010 383689825 OVERSIGHT SYSTEMS INC 4500 653600

19 | 407 2010 421434389 DICE CAREER SOLUTIONS INC 453 627004

20| 407 2010 541599882  DLT SOLUTIONS LLC 156007.5 854001

21407 2010 562152370  COVENDIS TECHNOLOGIES 226229.3 851310

22407 2010 581135844  GA DERT OF ADMINISTRATIVE SVCS 5485.75 511004

23 407 2010 581125844 GA DEPT OF ADMINISTRATIVE SVCS 6846 651050

4 4 b ¥ | Total Payments FY2010_BU407_FIN - Sheetd - Sheet3 %0 ST o — m

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.

MMicrosoft OFfice EXHC I

! Do wou wank ko save the changes wou made ko File_name oo, csv'?

([} I Cancel I
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