DEPARTMENT OF FINANCIAL SERVICES

Florida Accountability Contract Tracking System

Meeting Name: | = A cTs) Workshop

Date: | February 3, 2012

Time: | 8:30 am —11:00 am

Department of Revenue, Conference Ctr —

Location: 2450 Shumard Oak Blvd,

Agenda

e FACTS User Manual

e Test File Conversion Extracts

e Training

e Agency’s Points of Contact and User Access
e Agency Meetings

e Other Items

e Next Meeting
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» Next Meeting




FACTS User Manual



FACTS User Manual

» Policy Work Group assisted in the
development of policies and proofing the
manual.

» FLAIR Education group added screen shots
and created the FACTS User Manual.

» The draft manual without screen shots is
available on the project web site.

» The final manual will be available in a few
weeks.




FACTS User Manual

» Reminder - A contract is any written
agreement between two or more parties.

» All contracts must be reported no later than
April 2 with the exception of the following
contract types:

Grant Award Agreements
Grant Disbursement Contracts

Purchase Orders




FACTS User Manual

» Important Definitions:
- Contract Type
- Contract Status
> Contract’s Change Type
- Method of Payment
- Major Deliverable
> Contract’s Performance Metrics
- Contract’s Financial Consequences




Test File Conversion
Extracts



Test File Conversion Extracts

» CDs of agency conversion data are available
after today’s meeting.

» Final data will be available on 3-5-2012, as
of 2-29-2012.

» Extract File User Guide is available on the
project web site:
http:/ /www.myvfloridacfo.com/aadir/statewidecont

ractreporting.htm



http://www.myfloridacfo.com/aadir/statewidecontractreporting.htm
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Test File Conversion Extracts

» Help sessions for conversions and creation of
upload files will be held on February 9-10,
2012 in the FLAIR classroom.

» This is a voluntary process.

» It might be easier to key the initial data in
manually.

» DFS has been the test pilot for the conversion
process



DFS Pilot - Conversion
Process



DFS Pilot - Conversion Process

» Demo - Excel template built by DFS

.
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Training




Training

» Agency Addressed Memo regarding training
will be issued next week.

» Data Conversion assistance - February 9-10,
2012.

» FACTS training -
o Focus is Online input
o Begins February 27, 2012.
o 2 sessions per day
oJust-in-Time training
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Agency’s Points of Contact
(POC) and User Access

.



Agency’s POCs

» Requesting three points of contact:
> Technical
> Access Custodian
> Public Inquiries

» Technical contact is required if you will send
or receive batch files.

» Public Inquiries contact will be displayed on
the system to the public.
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Submission of Agency’s POCs

» Agency Contact form is available on our
website:

http: / /www.myfloridacfo.com/aadir/statewidecont
ractreporting.htm

» Form requires the signature of a director or
equivalent

» Signed forms should be emailed to:
SCRS.Info@myfloridacfo.com

. w
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System User’s Access

» Access Control POC responsible for signing and
submitting access request forms to:

» Access Request Form will be posted on our
website next week

» User IDs
o Up to 20 characters

o [Last Name][First Name][Middle Initial][Numerical suffix]
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System User’s Access

» Passwords

o FACTS will provide a default password that must
be changed upon the initial sign-in.

oUp to 20 digits

o Must contain at least 1 instance from 3 of the
following 4 categories:
« English UPPERCASE letters (A-2)
* English lowercase letters (a-2z)
« 10 base numeric digits (0-9)
« Non-Alpha special characters (e.g. - $, !, #, %)
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Agency Meetings

p—



Agency Meetings
» We have met with or scheduled meetings with
all agencies who have requested meetings.

» Does anybody else need to meet with us?

» Responses to the Agency Impact Statements
have been posted on the website.
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Other Items

» Implementation Dates

- Deadline for requesting implementation
dates is February 17, 2012.

- Request them through the project email:

- After 2-17-2012, we will assign you a
conversion date.

> This is only for initial batch loads.
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Next Steps

» Request date for conversion no later than
February 17th

» Sign Up for Conversion Help Session if
needed

» Next Workshop
- February 17t, 8:30 - 11:00, DOR Conference Ctr.
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Florida Accountability Contract Tracking System
(FACTS aka SCRS)
Extract File User Guide
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Florida Accountability Contract Tracking System
(FACTS aka SCRS)
Extract File User Guide

Reference documents needed for reviewing and updating Agency extracted contract data:

1.
2.
3.

Department of Financial Services SCRS (FACTS) File Format for Agencies
SCRS (FACTS) System Code Validation Tables
[FACTS User Manual]

Assumptions:

1.
2.
3.

Agency has identified their Agency’s Point of Contact (POC) and Technical Point of Contact (TPOC)

Agency has obtained user ID and password to log into the SCRS web application for Direct Data Entry.

Agency has a Microsoft Excel version that allows users to import and export text file instructions. Minimum
requirement is Microsoft Operating System Windows XP — contact Agency technical staff if using earlier versions
of Microsoft Operating System and software

Agency has secure File Transfer Protocol (SFTP) software to retrieve and transmit data files (required for Agency
Batch Transmission only). Contact agency technical staff technical staff if using earlier versions of Microsoft
Operating System and software or if not familiar with sFTP software.

Agency has requested a secure File Transfer Protocol (SFTP) account via SCRS.Info@MyFloridaCFO.com to
retrieve and transmit data, if this option is selected for the agency.

Introduction
An agency should consider using one of the three following options to load data into the Florida Accountability Contract
Tracking System (FACTS/SCRS).

The first option, referred to as the Direct Data Entry process, is completed via the direct FACTS web application
data entry (online). Agency personnel would manually type in the information necessary to load the contract data
into the FACTS web application. This is a hon-technical option and it will take some careful planning to enter the
Agency’s contract data during the conversion period — March 1* through March 31st. Agency personnel hands-
on training will be made available during February and March.

The second option, also referred to as the FACTS web application User Interface Batch process, is for agencies
that are familiar with Microsoft Excel and have a large number of contract records to load. Agencies must have
the ability to save the Microsoft Excel worksheet into a file format easily processed by the FACTS web
application. Once the Agency user has verified and updated the file for required data, the Excel spreadsheet with
contract data is saved in the format and with the prescribed file name that the FACTS web application can
process. The user then logs into the FACTS website and can select the upload option to upload the data. This
requires that the Agency user have a sFTP user name and password provided via
SCRS.Info@MyFloridaCFO.com.

The third option, also referred to as the Agency Batch Transmission process, is used when the agency has a
high volume of contract records (hundreds or more) and is looking for a technical FACTS web application loading
solution. The agency will generate a “Batch” file in the format and with the prescribed file name that the FACTS
web application can process at the Agency and transmit it via SFTP to the FACTS web application. This requires
the agency to request a sFTP account via SCRS.Info@MyFloridaCFO.com.
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Florida Accountability Contract Tracking System
(FACTS aka SCRS)
Extract File User Guide

Agency Level Processes;
e Direct Data Entry Process:
1. Extract File Pickup Steps;
a. Using the Agency sFTP software, access the SFTP using the user name and password provided via
SCRS.Info@MyFloridaCFO.com.
Login with sFTP user name and password.
c. Retrieve Agency extract files.

2. Opening the Extract file(s) with Microsoft Excel Steps:
a. Open the Excel application

M Bookl - Microsoft Excel - x
Home Insert  Page Layout Formulas Da_la 1 J - | X

ui From A(ss 5‘ I ﬁ@ (anﬂuans T & Clear = _E =4| Data Validation ~ I:‘EI "JEFEI %EI +=

._}me Web u—l = 31 Properties ‘Z, Reapply = mlCunsclidale L L E ‘E

From Other Existing Refresh Textto Remove

3 Filter
|2 From Text W2 Advanced c

= = 5 \What-If Analysis = Group Ungroup Subtotal
Sources = | Connections | A~ = Editlinks olumns Duplicates =% at-If Analysis = -
Get External Data Connections Sort & Filter Data Tools Outline ]

lic3

H 1 J K L M N o P Q R S

: =
10

1

12

13

14

15

16

17

18

4 4 » M| Sheetl ~Sheet? ~Sheet3 ~¥a [ L

Ready  Num Lock [ O

b. Click the “Data” tab; click “From Text”; locate the extract file using the “Import Test File” browser (e.g.
Merge_OLO Number); double click the file

Import Text File | @

Look in: [EF Desktop

3 My Documents
. e “ My Computer
Documents “2My Network Places
— El Merge_480000_5S
L ¢ Shortcut to MergeFiles on dfsnt8vintdO1
Dieskton

24
My Documents

My Computer

My Metwork

Places
File name: [ ~ |
Files of type: [Text Files ~ |
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Florida Accountability Contract Tracking System
(FACTS aka SCRS)
Extract File User Guide

c. Once the “Text Import Wizard” appears, click the “Delimited” button and make sure “Start import a
row:” is set at “1” and “File origin:” is “Windows (ANSI)”; click “Next”

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Mext, or choose the data type that best describes your data.
Qriginal data type

Choose the file type that best describes your data:
(OF - Characters such as commas or tabs separate each field.

() Fixed

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

Startimport at row: l:l File origin: Windows (ANSI) ~

Preview of file C:'\Documents and Settings'duboseb'\DesktopiMerge_430000_5. txt.

1 MATH|ADD| 4530000 | IRece To The Topl |Serwvices|Z||[2010-05-01|2014-0&-301]] ||
LBLIDtherIFlcrida’s participating local education agencies (LE2&s) receiw
AIN|2DD|4580000] | IRece To The Topl |Serwvices|&||12010-05-01]2014-0&8-301111
DLBL | Other | Florida’s participating local education agencies (LEAs) receiw
ATHN|2ADD| 450000 | IRece To The Topl |Serwvices|&||12010-05-01]12014-0&-301111
< | ¥

| >

| £

d. Uncheck any Delimiters boxes and check “Other”; enter the “Pipe” character in the field next to
“Other” (Hold Shift key and press the “Back Slash” (\) key; click “Next”

Text Import Wizard - Step 2 of 3

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

Delimiters

C1=b
[ semicalon [ Treat consecutive delimiters as one
D Comma

D Space 4
QOther: I:I

Data preview

{RTHN RDD 50000

LY
LEL ther [Florida’s participating local educaticn agencies (LEAs) receiwve |3
{RTN RDD 80000 S
LBL [other Florida®s perticipating locel education agencies (LEA&s3) receiwve
{ATH RDD §0000

<

< »

’ Cancel ]’ < Back ]I [Mext = ]’ Einish
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Florida Accountability Contract Tracking System
(FACTS aka SCRS)
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e. Click “Text” button; click “Finish”

Text Import Wizard - Step 3 of 3

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

Column data format

() General
g 'General' converts numeric values to numbers, date values to dates, and all
'@”—E ; remaining values to text.

() Do not impart column {skip)

Data preview

Geperzl
420000

I

*3 participeting locel education agencies (LEZs) receiwve

o Ly
o I3 oot 1w
D‘UD‘U‘I

"

7]

i

]

I

H

=)

m

er Florida®s participeting locel educstion agencies (LEZs) receiwve

[~ S
i
¥
o
L)
o
=
L)
£

¥

[ Cancel l[ < Back

f.  When the “Import Data’

2%

EEE

) Mew worksheet

" dialog box appears, click “OK”

Where do you want to put the data?
(%) Existing worksheet:

[F‘Lu:uperties... ] [ 0K l [ Cancel ]

g. The data will appear in Excel. Each parent record starts with “MAIN” and will “roll” into multiple rows
that represent the 7 different Record Types:
MAIN = Contract
CTCH = Contract Change/Amendment
BUGT = Budget Info
VNDR = Vendor Info
DLBL = Deliverable Info
CSFA = CSFA Info
CFDA = CFDA Info

6 of 22



Florida Accountability Contract Tracking System
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&) Bookl - Microsoft Excel - 0 x

Home Insert Page Layout Formulas DaAIa Review View J -8 X
¢ From A:ss 0 \ ﬂ\g Cann:(tmns 7 % Clear = _E =8| Data Validation ~ ';B ‘;ng %B #2
-4 From Web L j Properties o Reapply = [E:l Consalidate d L £ =2

- _ From Other Existing Refresh __ _ %l Sort Filter i Textto Remove o .|| Group Ungroup Subtotal
LfromText  goices~ | Connections | Al = FditLinks AP Advanced || o1 mns Duplicates ¢ What-If Analysis - -
Get External Data Connections Sort & Filter Data Tools Qutline =~
D E E
1 MAIN-ADD 430000 Race To The Top
2 [DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $35! Other
3 |MAIN ADD 430000 Race To The Top
4 |DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $35( Other
5 MAIN ADD 480000 Race To The Top
6 |DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $351 Other
7 MAIN ADD 430000 Race To The Top
8 |DLBL Other Florida’s participating local education agencies (LEAS) receive an award of their share of $351 Other
9 |MAIN ADD 480000 Replacement Kitchen Hood Exhaust Sys. Rhade Bldg.
10 DLBL N/A Replacement Kitchen Hood Exhaust Sys. Rhode Bldg. Cost Reimbursement
11 MAIN ADD 430000 Vending Machine Placament Services
12 DLBL N/A Vending Machine Placement Services Other
13 MAIN ADD 480000 Building Renovation, DOE Project Number 24027010/DOE Prc
14 DLBL N/A Remodeling of the O & A Center and Maintenance and building of the Library Annex-Dayton Cost Reimbursement
15 MAIN ADD 430000 Race To The Top
16 DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $35Other
17 MAIN ADD 480000 Race To The Top
18 DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $351 Other
M 4 » »| Sheetl Sheet2 Sheetd /%2 0| m

Ready = Num Lock

h. Save the Excel file.

3. Validation and Cleaning Steps;
a. Verify existing data and add any additional required data using the information contained in the
FACTS User Manual and the SCRS (FACTS) System Code Validation Tables documents. The web

application enforces data integrity rules for many of the required fields to avoid inaccurate data from
being reported.

b. Some agencies may want to insert rows at the top of the Excel spreadsheet to enter the field names
for each Record Type using the Department of Financial Services SCRS (FACTS) File Format for
Agencies document to help identify the data in each row and column.

0p) 480000_S - Microsoft Excel — | x
J Home Insert Page Layout Formulas Data Review View @ - | X
B; {uf

‘}f Calibri - AN [F == & | cener - -EI _?‘tl ,le Benser~ | X - t?a

3% Delete - | (8] -
s v ~ 9 8 |[%8 =8| Conditional Formatas Cell e - ~ . Sort& Find &
=8 o 2 [%88 68 Formatting ~ Table = Styles ~ Elrormat - | 2~ Gier~ select =
Font i Alignment El Number LEl Styles Cells Editing

paste ; B U |- A-IE

Clipboard

I

3 5 A 3 3 L ] N a
L]
Agency Contractrs
Contraet Assignea Onginal  Contract’s Contracts Original  Agency
recora FLAIR Contract  Contract's Contract Contract's  Comtract Dateof  Beginning Ending  Serwice
2 |MAIN_IType Action FLAIR Agency ldentifier (OLO) Identifier Short Title  Contract’s Long Title  Identifier Contract’s Type Status Amount  Ezecution Date Date Area
*Contract Agency
Record Amendment Amendment Effective  Change Date Change
5 CTCH Tope  Action  Contract Change Tape Amendment Amot Reference  Date Ezecuted  NewEndingDate  Description
Contact's
Contract Agency Contract's Budgstars  Comtract’s Budgetary
Record  Amendment Budgetary Amount  Ameunt Fisoal Year
¢ BUGT Tspe  Rsference Contracts Budgetars Amount Amount Tspe  Account  Effective Date oca
Contrast
Record  Contrast's
5 YNDR Tepe  Wendorld
Conuaerrs Contractrs Source
Contract Commoditst Contract's Major Comtract's Bocumentats
Record  Servive Method of Deliverable Performance Cantrast’s Financial on Page
s DLaL Tepe  Tape Contract's Major Deliverable Payment Price NonPrice Justification Metries  Consequences Reterence
Contraet
Recors  Contract's
7 CSFA  Tspe CSFA Code
Contrast
Record  Contrastrs
4 4 » ¥ Sheetl < Sheet? - Sheet3 %1 [ m
Ready | Num Lock =] ==
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Florida Accountability Contract Tracking System
(FACTS aka SCRS)
Extract File User Guide

Following the steps listed above will also allow agencies to use the Excel filtering function to group
Record Types.

480000_S - Microsoft Excel - | Xx

Home | Insert  Pagelayout  Formulas View @ - =2 x
N {p} ] {w]

ey B :
Calibri MER S v ﬂ m
BB A 2 e e

- ¢ ||/ =@ =0 Conditional Formatas Cell
[ $ - % ” L F ing v Table = Styles~
Styles

Filter ~ Select ™
Editing

= =
& a2~ 5
G4 )Y s B 6 ) Y7 0 S
A2 - (- £ | man
= 5 1 3 T o T E F G El T ) & [ T M1 om0 =
1 =
=
:
IR MAN DD 430000 A sz ersaron
s
Women AN ApD 430000 A s sraonon
B oman  maN ApD 450000 A s sravon
B MaN  maN ADD 450000 A swems srsvon
MAN MAN DD 430000 B smizos oraissss
"
MAN MAN DD w000 A won Roon
"
MAN AN DD s30000 A oo ororaass
0
MAN AN DD 430000 A s sraanon
=
> wen  mAN ApD 430000 A s srenon
T MmN maN ADD 450000 A e srswon
A MAN  mAN ADD 450000 o A o s
MAN MAN DD 5000 e To Tre T A ]
s, ety it G | ——
Ready 232 of 470 records found ‘ Num Lock| EEE= ] O T e

Some agencies may want to use the Excel spreadsheet template developed by DFS that take the
record of a contract and lays out he data in horizontal line instead of the stacked version above.

FACTS File Layout_Conversion Template - Microsoft Excel - x
Home | Insert  Pagelayout  Formulas Data  Review Vi @ -3 X
N {e} v} A R {w]

o
Paste

7
cater e e = |ceneral | E o S=insert - :ﬂ m

|'H IU "I&"A ,‘ Hi 3 Is ST H.‘ﬁi':‘,'ﬂﬂ F((Zonditif)nal Formatas Cell a- Sort & Find &

&
¥

¥ Table~ Styles~ Filter = Select =
Alignment Number Styles Editing

Clipboard ™

£ o) foo) Toal {ov1:foe]

Contract Record Type

3

W 4% | File Layout Data %1 4 ] i
REady‘ Num Lock‘ Count 71 |{EEIE @ e )
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FACTS File Layout_Conversion Template - Microsoft Excel - | x

Home Insert PagefL‘ayout Folmlas
[n) N {e} ]

= H]
r- |Cal|bn v|14 ‘”.A".l'

Data Review
R

e

W

B B 3
‘Genelal v| = ‘E.{-ﬂ H | A

ey e uEA =EE IRk e g
i Font 5 Alignment El Editing

Eadnt ool abats

CONTRACT

sl el

Ready i Num Lock i

I

FACTS File Layout_Conversion Template - Microsoft Excel -Ex

Homel Insert  Pagelayout  Formulas Data  Review  View @ -2 X

Fi- & ‘Callbri v|12 '“A“A" =

= . B = Ay B
‘ eneral | j = | — v
P g Bl U EH 9 A E=SEE $ % o B oo e co Qo s
E] Alignment N Styles Editing

Clipboard ™ Font

T

Ready i Num Lock i
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FACTS File Layout Conversion Template - Microsoft Excel

‘ Home Insert Page Layout Formulas Data Review View
N o fo oot

— B x
@ - = x

H P M A R W
B; [} w}

éé Calibri

Paste B I N el ~ M) +.0 #.0| Conditional Formatas Cell - -
(- 4 u‘ u 'ﬂ u‘ S L H L .“|u Formatting ~ Table ™ Styles ™ I EjFormat |
Clipboard M Font (] Number L] Styles Cells

= LH E"IHSEH - =
=" | General hd E?
SN Delete ~ E i

2~

ar @

Sort& Find &
Filter ™ Select ™ |

*
il

M 4 ¥ M| File Layout <Data %3 !
Ready | Num Lock |

FACTS File Layout_Conversion Template - Microsoft Excel

Formulas Data Review View

I
Loy —

— M X
a2 X

Editing
e =
07 [0
— T es | e | Ec | ED T BE | B [Ba  EAe
[venDO
[Agency Contract  |Contract | Contract Budgetary Amount Account | Cantract [oca. [Contract| —
Date fyyyy- iptic Record Type |Amendment |Budgetary Budgetary  |Code (29 digit FLAIR account code] Budgetary {Other Cost. RecordT|
Reference  |Amount  |Amount Type i
Renewal 1=R1, le.z., Renewsl | [Amount (“RE" = Yesr Effective
i i 1=R1, Budgeted+or |Recurring Date [yyyy-mm-
Bickfrom | Dallar 1AL, etc] contract] | “HR"=Hon- aa)
dropdovin list | Ameunts) 1=A1, etc.} Recurring)
- =] -] =] 5 ] -l

< 3n 1

E=hd ‘$ - % s an.g .’n‘g| Conditional Formatas Cell

| |l Il Il
Clipboard ™= Font ([} Alignment ) Number F Styles Cells

©
PIET 1] A
= enere L<5] ?Delete' @'

Sort & Find &

It Formatting ¥ Table ¥ Styles ™ Il Ejformat T Il ‘2' Filter ™ Select ~

Editing

3

do ¢ v@9-A= B -

[ B [ BN [ BO [ BF [ BQ [ BR BU [
[VENDOR cspa
Contract Major Deliverables (Instructions | Contract  [Contract | Non-Price Justification (150 enteredfor |Contract | Contract contrace [ contra
[Recora Type Methodof  Major i Financial RecardType |Code
Deliverable Colum
Linkand Prices one [per {one per zpplici
seloctfrom  [per i i mustby
|deliverable} S-digit.
csFAC
- - - - - + |Link]

M 4 » W] File Layout <Data #J [

Ready | Num Lock | =]l e -
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513) FACTS File Layout_Conversion Template - Microsoft Excel - x
Home Insert Page Layout Formulas Data Review View J -2 X
== 2 WY = 1 < S=insert - - ‘
B G S s s gy 2 )
— E;::“ ?‘ Delete * E ~
Paste B I - -y A~ = || ] v ~ O 9 ||%Q =0| Conditional Formatas Cell e ~ . Sort& Find &
L (4] J o - - AN -
- ‘ u HE I _— I IE=ME %8 %8 Formatting ~ Table > Styles ~ Cijmat <2 Filter ~ Select ~
Clipboard ™ Font E} ) Number Il Styles Cells Editing
Ho ¢ VEAL-BE===H4% = ]
ca7 - (s £
En ) EF g G ES G B0 Ew B v B2 = & e o
1 CSFA CFDA
Contract  [Contract | Nen-Price Justiication (iSO enteredfor |Contract  |Contract |Source Contract |ContrectCSFA |WContract | Coneract CFDA
Method of | Msjor Financial Record Type [Code IfVin RecordType | Code, 1Y in
Payment[See |Deliversble Column ¥ snd Column ¥ and
Linkand | Prices[one per (oneper |(scope of werk applicable, this aplicable, ths
selectirom  [per
drop dowin Sedigit FLAIR Eedigit FLAR
CSFA code, [see CSFs dels
B = = = B 5 =

@
W 4 » ¥ File Layout /Data %J

Ready | Num Lock

4. Loading Step:
Once the spreadsheet data is verified and updated with additional required data, access the FACTS
web application. From the FACTS web application manually enter the required contract data
elements using the Excel file as the reference document.

User Interface Batch Process:

1. Extract File Pickup Step;
a. Using the Agency sFTP software, access the sFTP site
b. Login with the sFTP User name and password provided via SCRS.Info@MyFloridaCFO.com.
c. Retrieve Agency Extract files.

2. Opening the Extract file(s) with Microsoft Excel Steps:
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Open Excel application

Bookl - Microsoft Excel - B x
- Home Insert Page Layout Formulas Da_ta Review Vigw O -0 X
LaFrorn A:ss | ﬁ Iﬂ@(onﬂuons Al | ? ¥ Clear E‘E =] Data Validation ~ ? ‘E %"EI az
L From Web iy — 2] [5f properties i o Reapply [l consolidate C L= e =3

oo "ot Sl et g RS | T R g | S U St
(F]

Get External Data Connections Sort & Filter Data Tools Outline
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: =
10

1u

12

13

14

15

16

17

18

4 4 » M| Sheetl ~'Sheet2 Sheet3 ~%a [ L

Ready | Num Lock | - HE‘@'W

Click the “Data” tab; click “From Text”; locate extract file using the “Import Text File” browser (e.g.
Merge_OLO Number); double click the file

Import Text File

Look in: [EF Deskiop

3My Documents
o ;{E(E”t :ﬂ My Computer
Documents 2 My Network Places
o | B Merge_480000_5
@ = Shortcut to MergeFiles on dfsnt8vintdO1
Desktop

My Documents

My Computer

My Metwork

Places
File name: [ ~ |
Files of type:  [Text Files ~ |
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c. Once the “Text Import Wizard” appears, click the “Delimited” button and make sure “Start import a
row:” is set at “1” and “File origin:” is “Windows (ANSI)”; click “Next”

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Mext, or choose the data type that best describes your data.
Qriginal data type

Choose the file type that best describes your data:
@ - Characters such as commas or tabs separate each field.
O Fixed

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

Startimport at row: l:l File origin: Windows (ANSI) ~

Preview of file C:'\Documents and Settings'duboseb'\DesktopiMerge_430000_5. txt.

1 MATH|ADD| 4530000 | IRece To The Topl |Serwvices|Z||[2010-05-01|2014-0&-301]] ||
LBLIDtherIFlcrida’s participating local education agencies (LE2&s) receiw
AIN|2DD|4580000] | IRece To The Topl |Serwvices|&||12010-05-01]2014-0&8-301111
DLBL | Other | Florida’s participating local education agencies (LEAs) receiw
ATHN|2ADD| 450000 | IRece To The Topl |Serwvices|&||12010-05-01]12014-0&-301111
< | ¥

| >

| £

d. Uncheck any “Delimiters” boxes and check “Other”; enter the “Pipe” character in the field next to
“Other” (Hold Shift key and press the “Back Slash” (\) key); click “Next”

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
belaw,

Delimiters

O 1ab

[ semicalon [] Treat consecutive delimiters as one
Comma

D Space

QOther: I:I

Data preview

{ATH RDD §0000 -
LBL [other [Florida’s participating local educaticon agencies [LERZs) receiwve |0
{ATH RDD 20000
LBL [other Florida®s perticipating locel education agencies (LEA&s) receive
{ATH RDD §0000 W
< >

l Cancel ] l < Back ] I [ext = ] l Einish
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e. Click “Text” button; click “Finish”

Text Import Wizard - Step 3 of 3

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

Caolumn data format

® ‘General' converts numeric values to numbers, date values to dates, and all
remaining values to text.

() Do not import column {skip)

Data preview

£D zepexsl

DD 80000 A

ther Florida®s participeting locel education agencies (LERs) receiwve ([

DD 80000 —

ither Florida’s perticipeting loczl educstion sgencies (LEAs) receiwve

DD 280000 v
4 | ¥

Cancel l[ < Back

f.  When the “Import Data” dialog box appears, click “OK”

Import Data ‘j E|

Where do you want to put the data?
(%) Existing worksheet:

EEE

) Mew worksheet

[F‘Lu:uperties... ] [ 0K l [ Cancel ]

g. The data will appear in Excel format. Each parent record starts with “MAIN” and will “roll” into multiple
rows that represent the 7 different Record Types:
MAIN = Contract
CTCH = Contract Change/Amendment
BUGT = Budget Info
VNDR = Vendor Info
DLBL = Deliverable Info
CSFA = CSFA Info
CFDA = CFDA Info
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m Bookl - Microsoft Excel - HEx

) _ -

— He Ins’\?n Page Layout Farmulas Data Revgew Vyv Y - X
£ From Access ‘ J ‘JCanne(tmns Al {& Clear % E_F =¥ Data Validation ‘:VCSH FZFH iu #z

& From Web (3 Properties \» Reapp === [Jéla Consolidate L= s o "%

o From Othel Existing Refresh i Al Sort Filter YV, ) Textto Remove ‘_)\ . Group Ungroup Subtotal
L From 1eXt - gources ctions || All SO AP Advanced || co1mns Duplicates WA AR - -
Get External Data Connections Sort & Filter Data Tools Qutline =~
ﬁ;ﬂ 8. Bn @
Al
A 8 5 D E E

1 MA\\I-ADD 430000 Race To The Top
2 [DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $35! Other
3 |MAIN ADD 430000 Race To The Top
4 |DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $35( Other
5 MAIN ADD 480000 Race To The Top
6 |DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $351 Other
7 MAIN ADD 430000 Race To The Top
8 |DLBL Other Florida’s participating local education agencies (LEAS) receive an award of their share of $351 Other
9 |MAIN ADD 480000 Replacement Kitchen Hood Exhaust Sys. Rhade Bldg.
10 DLBL N/A Replacement Kitchen Hood Exhaust Sys. Rhode Bldg. Cost Reimbursement
11 MAIN ADD 430000 Vending Machine Placament Services
12 DLBL N/A Vending Machine Placement Services Other
13 MAIN ADD 480000 Building Renovation, DOE Project Number 24027010/DOE Prc
14 DLBL N/A Remodeling of the O & A Center and Maintenance and building of the Library Annex-Dayton Cost Reimbursement
15 MAIN ADD 430000 Race To The Top
16 DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $35Other
17 MAIN ADD 480000 Race To The Top

18 DLBL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $35(Other

M 4 ¥ W Sheet1 ‘Sheers Sheers m
Ready | Num Lock Il C)

CAUTION: DO NOT DELETE ANY COLUMNS, EVEN IF THEY CONTAIN FIELDS THAT APPEAR
BLANK. WE MUST PRESERVE THE FORMAT OF THE DATA FILE.

h. Save the Excel file.

3. Validation and Cleaning Steps;
a. Verify existing data and add additional required data using the information contained in the FACTS

User Manual and the SCRS (FACTS) System Code Validation Tables documents. The web
application enforces data integrity rules for many of the required fields to avoid inaccurate data from

being reported.

b. Referto the 3 of Direct Data Entry Process above.
c. Which ever method used to validate and update the extract data, stacked or horizontal) remember

that the data must be placed back in the same order as received without the column labels in order to
export the data back to a up loadable text file format.
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4. Loading Steps:

a. Once the spreadsheet data is verified and updated with additional required data, save the file in the
format and with the prescribed file name “Batch_OLO number_date code” (e.g.
Batch_830000_2012_03_31) so the FACTS web application can process.
= In order to save the Excel file in the required format, some Windows settings may need to be

changed:

1. Access the Control Panel.

wp;:'}) 480000_S - Microsoft Excel x
~ | Home \ Insert  Pagelayout  Formulas  Data  Review  View @ - = x
g Sonsert - | X - £
i) [ i =R &
=¥ = E ]
3% Delete - | (]
i 3 =P e - - -0 = I F 1] ’ Fi
SIIPLECES e 2| 6o e e e = s - | Eromar - | 2 FCY S
{ i ] I Il i
ey Internet S Alignment Number Styles Cells Editing
Internet Explorer e s ‘
[ . E-mail L‘bMY Recent ’
02 Microsoft Office .. € F = G T v 3 i ] G
- Face ToThe Top Soicns 0 amzon sz
(5%, Miarosoft Offce 59y Computer "
===/ Excel 2007 « My Network g n
iz Microsaft Office Places ponte
Word 2007 i
o
Solitaire redin
Set Pil provides options for you to customize the appearance
\!Ed Microsoft Office Acces| and functionality of your computer, add or remove
PowerPoint 2007 % Connd Programs, and set up network connections and user
7] Microsoft Office accounts.
Visio 2003 i Printers and Faxes
Race Ta The Top Sorvies " s snozon
L:'jl bluzone F |
o @) Help and Support b
e n
4 Search e
anedin
All programs [ | Z7RUN-..
%|Log ® Average: 172997.5385 Count: 73 Min 0 Max: 480000 Sum: 2248968 (| [/ [T == = +
& Microso @ Microsoft Po o ® Inbo 0

Double click the “Regional

and Language Options” icon.

File Edit View Favorites Tools Help v
@k - @ - (¥ PSearch [ Folders [~
Address B Control Panel b | Go

Accessibility Options
< Add Hardware
‘D) Add or Remove Programs
@ Administrative Tools
X APPN Node Properties

ﬂ‘ Control Panel

B Switch to Categ

See Also &)

& Windows Update
@) Help and support

® Game Controllers
£ Indexing Options

2 Network Connections
% Phone and Modem Options

L Program Download Monitor

@ Regional and Language Options
*4Remote Control

"BRun Advertised Programs
% Scanners and Cameras
(A5cheduled Tasks

L Security Center

¥ sigmaTel Audio

@ Sounds and Audio Devices

& Speech

QSyslem

L Taskbar and Start Menu

& User Accounts

B windows CardSpace

@ Windows Firevzall

=& \Wireless Network Setup Wizard

Customize settings for the display of languages,
numbers, times, and dates.

41 abjects
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3. When the “Regional and Language Options” dialog box appears, click “Customize.”

Regional and Language Opti... |E|E|

Regional Options | Languages " Ad\-'anc:ed|

Standards and formats

This option affects how some programs format numbers, cumencies,
dates, and time.

Select an item to match its preferences, or click Customize to choose
your own farmats:

English {United States) v | [utomze 7]
Samples

Mumber: [123.456.789.00

Cursney:  [5123,456,789.00

Time: [11:53:11 am

Short date:  [1,/10/2012
Long date: |Tuesday, January 10, 2012

Location

To help services provide you with local information, such as news and
weather, select your present location:

United States R

[ (o] ] [ Cancel ] Apph

4. When the “Customize Regional Options” dialog box changes, click the “Numbers” tab; enter the

“Pipe” character in the “Line separator” field (Hold Shift key and press the “Back Slash” (\) key) and
click “Apply.”

Customize Regional Options |E|g|

ml Cumency || Time || Ciate |

Sample

Postive: |123,¢55,?35.:: | Megative: |-122,456,725.00 |
Decimal symbal: | R |
Mo. of digits after decimal: |2 e |
Diigit grouping symbal: | L |
Digit grouping: [122.455 788 ~ |
Megative sign symbaol: |- L |
Megative number format : |-1 1 L |
Dizsplay leading zeros: |E 7 et |
List separator: | et |
Measurement system: | s, b |

[ ok |[ ceneel | [ fpey |

Note: After saving the data file in the prescribed text format you may want to change the “List
separator” setting back to the comma “,”

y s
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When the next dialog box appears click “OK.”

Microsoft Office Excel

The selected file type does not support workbooks that contain multiple sheets,

» To save only the active sheet, dick OK,

+ To save &l sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets,

Back at the Excel sheet click “Save As; Other Formats.”

26
27
28
23

a0 NIAL QIR Ofhel
H 4 » »| Sheetl

[oLaL

MaIN
oLBL
MAIN
DLBL
MAIN
DLBL
MAIN
DLBL
MAIN

Bookl - Microsoft Excel - B x ©8) oo -o
Jview @ — = x = Home | Ing
New Save a copy of the document }'J 1 1 | S<=insert - 5 - %r E ‘ — % 1
- = Excel Workbook r General - | 4% ) 5% pelete -~ || (8] - ti a ‘._J] 3 |
[Eizl] Save the file as an Excel Workbaok. g | & - % s |[%8 %8| Conditional Formatas Cell v . . Sort& Find & Paste New
Qpen a 68188 || ¢ omatting - Table - Styles - || el Format ~ || &2 7 Firer "~ Gejact - - Slide ~
[ Excel Macro-Enabled Workbook = Number = Styles Cells Editing Clipboard ™ E
Save :l; Save the warkbook in the XML-based and I ]I slides  Ou
& macro-enabled file format. —_—
ﬁ;\ Excel Binary Weorkbook = — =
Save As | * musa| Save the workbook in a binary file format 280000 Race To The Top
aptimized for fast loading and saving. o ward of thair share of $35{Othar
Print » | Sy Exce 27-2003 Workbook 480000 Race To The Top
il | Save a copy of the warkbook that is fully puvard of thair share of $asiOther
compatible with Excel 97-2003. Race To The Top
award of their share of 3351 Other
Prepare  » = OpenDocument Spreadsheet 480000 Race To The Top
gyl | Save the warkbaok in the Open award of their share of $3s10ther
Document Format. "as0000] Replacement Kitchen Hood Exhaust Sys. Rhode Bldg.
Sand b B BDF or XPS Cost Reimbursement
=.g Publish a copy of the workbook as a PDF 450000 o Vending Machine Placement Services
Publish  ® ECEFS asoo0a Building Renavation, BOE Project Number 24027010/0,
Other Formats. i the Library Annex-Dayton Cost Reimbursement
EA Open the Save As dialog box to select 480000 Race To The Top
Close from all possible file types. award of thair share of $35 Other
as0000 Race To The Top
award of their share of $351 Other
Exceel Dpuuns‘ D( Exit Exce PO, face To The Top
DLBL Other Florida’'s participating local education agencies (LEAs) receive an award of their share of $351 Other -
MAIN | ADD aso000 Race To The Top
DLEL Other Florida’s participating local education agencies (LEAs) receive an award of their share of $351 Other
MAIN [ADD asoo00 Race To The Top
DLBL | Other Florida’s participating lacal education agencies (LEAs) receive an award of their share of $35i Other Slide 16 of 23 | "Office
MAIN ADD aso000 Race To The Top
DLBL | Other Florida's participating lacal education agencies (LEAS) receive an award of their share of $35i Other
MAIN ADD 480000 Race To The Top
DLBL | Other Florida’s participating local education agencies (LEAs) receive an award of their share of 3351 Other
MAIN [ADD 480000 Race To The Top

r Flarida’s narticinatine lncal education asencies (| FAs) receive an award of their share of $35101he.

Sheet2 ~ Sheet3

Ready

start

Num Lack

e - mMEBMBEH 5w 2O

Inbox - Micro... | ™ Policy

ToaaaaE

@ Conversion Fil...

& Microsoft Pow... & Mic
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7. When the “Save As” dialog box appears, enter the prescribed file name (e.g. Batch_OLO
Number_YYYY_MM_DD); then select CVS (Comma delimited) in the “Save as type:” field; click

“Save.”
Save As
Save: ‘@ Deskiop v| @ @ XK
L-é (IMy Documents
: My Computer

My Recent

poamens | | 3My Network Places

14800005

IDFS Non Competitive Solicitation of Commodities and Services Reporting Website Data Fields
peske | SADMS Commodity - Condtractual Service Codes

IDOT FLAIR Contract Data

5| ENone Competitively Solicitation of Contracts As of 11-30-11
proposed Method of Payment Codes

“proposed Method of Procurement Codes

]5CMS Concassion Table Fields

Yy ]5CMS Disbursement Table Fields

Vi Coredte | ) Genate Database Contracts of 500K or Greater

- Sevice Tvnes Group Headers

‘g Vicrosoft Excel 5,0/35 Workbaok v
My Nemmork © ShOItcu =

?[.

My Documents

Places Formatted Text (Space delimited)

IText {Macintosh) —]

Flename;  |1ext (45008)
- C5V (Macintosh) v
SaVe 38 1VPE! | Eycel Workbook F

8. When the next dialog box appears, click “Yes.”
Microsoft Office Excel M
Bacth_430000_20120110,csv may contain features that are not compatible with C5V (Comma delimited), Do you want to keep the warkbaok in this

format?

\1,) + Ta keep this format, which lzaves out any incompatible features, dick Yes,
+ To preserve the features, dick No, Then save a copy in the [atest Excel farmat,
+To sz what might be lost, dlick Help.

e | [ No ] l Help ]
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The saved file will look like this when opened with Microsoft Notepad.

B Bacth_480000_20120110 - Notepad

Eile Edit Format View Help Maximize
h IN|MAIN]|ADD|480000 Race To The Top||services|a 9/1/2010]6/20/2014 Entitlement ¥INIIN|[N/a|Implementation has not ~
egun. |N|O

DLBL |DLEL |other [Florida’s participating local education agencies (LEAs) receive an award of their share of $350,000,000 based on the

Title I formula. In order to receive an award, each participating LEA must have an approved Final scope of work detailing their

activities and deliverables across 13 projects aligned to the Memorandum of Understanding (MOU) they swgned in order to participate. The
MOU and projects are aligned to the four assurance areas of the Race to the Top program, as identified he U.S. Department of
Education: S:andar‘ds & ASsessments, Using Data to Improve Instruction, Great Teachers amd Leaders, and Tur'n'mg Around the
Lowest-achieving schools. [other

MAIN|MAIN|ADD|480000 Race To The Top||services 9/1/2010|6/20/2014 Entitlement

DLBL | DLBL other F-\ﬂr"1ﬂa s par‘nc'\pat'mg local educat'\nm ager1c1e5 (LEAS) receive an award of their shar'e of $350, 000,000 based EH the
Title I formula. In order to receive an award, each participating LEA must have an approved Final Scope of work detailing the

activities and deliverables across 13 projects aligned to tha Memorandum of Understanding (voU) they signed in order to p.;r‘[1<1pa(a The
MOU and projects are aligned to the four assurance areas of the Race to the Top program, as identified by the U.5. Department of
Education: Standards & Assessments, using bats To Improve Instruction, oreat Teachers and Leaders, and Turning Around the

LowesT Acme 1ng schuu‘\s othel

MAIN|MAIN|ADD 000 Race To The Topl|Services|aA 9/1/2010]6/30/2014 Entitlement Y

ot i i pe P EartiLipating Tochl cducation agomcies CLEas) recelve an ward of their share of $350 000,000 based on the
Title I formula. In order to receive an award, each participating LEA must have an approved Final scope of work detailing their
activities and deliverables across 13 projects aligned to the Memorandum of understanding (MOU) they si ned in order to participate. The
MOU and projects are aligned to the four assurance areas of the Race to the Top program, as identified he U.s. Department of
Education: Standar‘ds & ASsessments, Using Data to Improve Instruction, Great Teachers and Leaders, and Tur‘lﬂng Around the
Lonesc-achieving schools. [other

MAIN|MAIN|ADD|480000 Race To The Top||services|a 9/1/20108 30 2014 Entitlement Y
DLBL DLBL other |[Florida’s parncwpatwng local education agenc1es (LEAs) receive an award of their Share of _$350, 000,000 based Eﬂ the
Title I formula. In order to receive an award, each participating LEA must have an approved Final scope of work detailing the

activities and deliverables across 13 projects aligned to the Memorandum of understanding (Mo they signed in order to par‘:1c1pate The
MOU and projects are aligned to the four assurance areas of the Race to the Top program, as identified _s. Department of
Educati on: Btandards & AStessmente: USing Bata to Inprove InStrucTian: Great Teabhers Shd Lesders. and Turmimg Around the

Lowest-Achieving schools. |other

WAINIMAIN| 2001480000 | [Rapiacement Kitchen nood Exhaust sys. Rhode sldg. ||other [al]18/11/200319/9/9999 Exempt None
Specitied|NoIN/AINIIN/A]|Y - Project cancelled|n

DLBL |DLBL |N/A|Replacement Kitchen Hood Exhaust Sys RhDde Bldg. (DSt Reﬂrbur‘selrsnt

MAIN|MAIN|ADD|480000 \el\dWﬂg machine placement services||service: 30/2004|11,/30,/2013 sole source None
specified|NOIN/AINIINJALIN|N,

DLBL |DLBL |N/A|vending Machine P'\a(elrent Services|other

MAIN|MAIN|ADD|480000 Building Renovation, DOE Project Number 24027 010 DOE Project Number

24027000 |services Al |110,/19/200419/9/9999 Exaiiption Y1IN|N/A

DLBLIDLOL INJA | Remadaling of the o & A conter ahd mainananie and building of the Library Annex-baytona seach Blind Services campus|cost
Reimbursement

LA NIMAIN|ADD|480000 Race To The Topl|services|a 9/1/201016/30/2014 Entitlement YINIINIIN/AlImplementation has not
egun. N[0

DLEL | DLEL |other |Florida’s participating local education agencies (LEAs) receive an award of their_share of $350,000,000 based on the
Title I formula. In order to receive an award, each participating LEA must have an approved Final Scope of work detailing their

activities and deliverables across 13 projects aljgned to the Memorandum of Understanding (Nou) they signed in order to participate. The
MOU and projects are aligned to the four assurance areas of the Race to the Top program, as jdentified gy the U.S. Department of

Education: 5tandards & Assessments, Using Data to Improve Instruction, Great Teachers and Leaders, and Turning Around the

Lowest-Achieving schools. other 3

Access the FACTS web application, select the upload option to upload the agency contract data and
follow the on screen instructions. This requires a SFTP user name and password provided via
SCRS.Info@MyFloridaCFO.com.

Agency will receive a confirmation that the file was transmitted successfully or a notification of errors. |If
an error was experienced in saving the Agency Batch data load, investigate and resubmit prior to 5 PM.
All Batch data load files will be processed between the hours of 5:00 PM and 6:45 PM. The information
will be validated and loaded into the FACTS web site database. If an error was encountered it will be
written in an output log file and placed on the error screen of the web application.

Essential information is passed through as second batch loading processes to FLAIR. If errors are
encountered these errors will be captured in the same output log file described in the earlier paragraph.
Valid data loaded under the batch process will be in FLAIR within 24 hours from the time the web system
process the batch file. Remember loading processes are scheduled to run on regular working days.

All errors encountered during the batch process will be posted by 5 AM the next business day.

e Agency Batch Transmission Process:
1. Extract File Pickup Step;

a.
b.
c.

Using the Agency sFTP software, access the sFTP site
Login with the user name and password provided via SCRS.Info@MyFloridaCFO.com.
Retrieve Agency Extract files.

2. Validation and Cleaning Steps;
Validation and cleaning steps should be used prior to transmitting agency data back to the FACTS web
application.

a.
b.

Conduct manual or system procedures to open the file.

Validate the data contained in the agency batch file to make sure the data is correct. Some data stored in
the source extracts may not be correct. The FACTS contract web application enforces data integrity rules
for many of the required fields to avoid inaccurate data from being reported.

Clean the data by moving into the correct position in the batch file or by deleting erroneous data and
entering the correct data. Please refer to Agency Subject Matter Experts who are familiar with FLAIR
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data, CFO Non-Competitive Solicitation of Commaodities and Services Reporting data, and the State
Contract Management System (Senate DB).

CAUTION: DO NOT DELETE ANY COLUMNS, EVEN IF THEY CONTAIN FIELDS THAT APPEAR BLANK. WE
MUST PRESERVE THE FORMAT OF THE DATA FILE.

Refer to the document Department of Financial Services SCRS (FACTS) File Format for Agencies document for
more details on the data records.

3. Loading Steps:

a. Configure local system to export data according to the Department of Financial Services SCRS (FACTS)
File Format for Agencies document. Remember to save the file with the proper format and naming
convention, “Batch_OLO number_date code” (e.g. Batch_830000_2012_03_31).

b. Transmit the batch file with the Agency’s sFTP client software, user name and password provided via
SCRS.Info@MyFloridaCFO.com.

c. The sFTP client will provide a confirmation that the file was transmitted successfully or a notification that
an error occurred. If an error was experienced in saving the Agency Batch data load, investigate and
resubmit prior to 5 PM.

d. All Batch data load files will be processed between the hours of 5:00 PM and 6:45 PM. The information
will be validated and loaded into the FACTS web site database. If an error was encountered it will be
written in an output log file and placed on the error screen of the web application.

e. Essential information is passed through as a second batch loading process to FLAIR. If errors are
encountered the errors will be captured in the same output log file described in the earlier paragraph.

f. Valid data loaded under the batch process will be in FLAIR within 24 hours from the time the web system
processes the batch file. Remember loading processes are scheduled to run on regular working days.

g. Allerrors encountered during the batch process will be posted by 5 AM the next business day.
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AGENCY DATA CONVERSION CHECKLIST

1) Identify Agency Point of Contact (POC) and Technical Point of Contact (TPOC).
2) Obtain user ID and password to log into FACTS web application for Direct Data Entry.
3) Ensure Agency has a Microsoft Excel version that allows users to import and export text

file instructions. Minimum requirement is Microsoft Operating System Windows XP. Contact
Agency technical staff if using earlier versions of Microsoft Operating System and software or if
not familiar with sSFTP software.

4) Ensure Agency has secure File Transfer Protocol (sFTP) software to retrieve and
transmit data files (required for both the User Interface Batch and Agency Batch
Transmission options).

5) Request sFTP account via SCRS.Info@MyFloridaCFO.com.
6) Identify and track all contract agreements in one central location.
7) Develop internal policy defining how the Agency will leverage FACTS to comply with the

Laws of Florida, 2011-049 and Section 215.985, F.S. ldentify what elements or types of
contracts are classified as confidential as defined by Agency legal advisors. NOTE: Dates
and amounts of contracts are not necessarily a classification for confidentiality.

8) Prior to one-time merge file delivery to Agency, identify “old” contracts and designate
with the proper status to prevent review of expired data from the following 3 sources:

a. State Contract Management System (Senate database)
b. FLAIR (Contract module)
c. CFO Non-Competitive Solicitation of Commodities and Services Reporting System data

9) Receive one-time merge file from DFS.

10) Extract data into Excel spreadsheet format and re-format in accordance with the option
chosen for the agency to review with subject matter experts (refer to FACTS Extract User
Guide).

11) Review and validate all data, make corrections (clean the data) and add the remainder
of contracts and data in accordance with Agency internal policy (refer to #7 above).

12) Based on the option selected by the agency, proceed with one of the following:

a. Direct Data Entry = Manually enter the data directly into the FACTS web application
b. User Interface Batch Process = Save the re-formatted final spreadsheet (pipe
delimited flat file) using the prescribed name (e.qg.,
Batch_ OLO_Number_YYYY_MM_DD) and upload into the FACTS web application
c. Agency Batch Transmission Process = Save the re-formatted final spreadsheet
(pipe delimited flat file) using the prescribed name (e.q.,
Batch_OLO_Number_YYYY_MM_DD) and transmit the batch file using the Agency’s
SFTP client software.

13) If errors occur in saving the batch data load, investigate, correct and re-submit prior to 5
PM.

14) Check the error screen for any errors that occurred during the batch upload process
(post by 5 AM the next business day), correct and re-submit or manually enter correction.
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