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Reportline Overview

Introduction The Department of Accounts (DOA) has developed a web-based system that
provides access to an electronic version of reports that are not currently received via
Mantissa Remote Print.

Authorized users may access Reportline using the internet at

https://secure.doa.virginia.qgov/reportline/

Reportline is user-friendly and requires little intervention from outside resources.
However, DOA realizes there may be some functions individuals may need
assistance with and it has developed this administrative manual to aid system users.

REPORTLINE Reportline provides Commonwealth of Virginia agency personnel, as well as
Features Treasurer and Clerk of the Court locality personnel, with the means to:

e View reports not printed remotely onsite for 3 years past the report run date.

e Download multiple reports simultaneously to view, print, and/or store.

e Store electronic versions of these reports on an agency-based server or individual
personal computer.

e Perform searches for specific verbiage found in the electronic reports.

e Maintain agency user access internally.

e View Help pages associated with each Reportline online screen.

Database State-of-the-art security features are provided to maintain confidentiality of report
Security information.

e Application Security—requires a Logon ID and password for system access.
Individuals will be required to keep this information confidential to provide the
utmost security to Commonwealth data.

e Secure Socket Layer (SSL)—uses a 128-bit encryption routine to protect the
data as it travels back and forth over the Internet.

e Encrypted File System (EFS)—is an operating system feature that protects
sensitive data and prevents unauthorized access to the file directory.

Continued on next page
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Reportline Overview, Continued

Access e Browser must be enabled for Java Script.
Requirements o  Browser must be enabled for Cookies.
e Browser must be enabled for Secure Socket Layer (SSL) Security (128-bit
version).
e |If connecting to the site from behind a firewall or proxy server, it must
allow SSL (port 443) communication.
e Internet Explorer browser, version 4.0 or higher.
e Designed to be viewed at a screen resolution of 800 by 600 or greater,
with a minimum of 256 colors.
e Connection speed of 56k modem (or higher) is highly recommended.

Department of Accounts—Rev. 4/25/07 6 Commonwealth of Virginia
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Security Levels

Locality User
Setup

Individual
AGENCY User
Setup

Reportline
AGENCY
USER Request
Form

Reportline has four levels of application security.

e Application Administrator—DOA Database Administration personnel
who establish Systems Administrator security.

e Systems Administrator—DOA application specific (i.e., CARS, CIPPS,
FAACS) personnel who establish line agency Reportline Security Officer
security.

e Reportline Security Officer—Line agency security officer who establishes
Individual User security.

» Individual User—L.ine agency personnel who utilizes Reportline to
access electronic reports.

NOTE

Treasurer and Clerk of the Court personnel are established with individual user
security for CARS report access by the Department of Accounts.

Locality personnel use the REPORTLINE LOCALITY REQUEST FORM FOR CARS
MONTHLY REPORT ACCESS located at the DOA web site as follows:

http://www.doa.virginia.gov/Admin Services/Reportline/ReportlineLocalityRequestForm.pdf

Your Agency Reportline Security Officer will set up your individual security so you can
access Reportline.

To access specific reports on Reportline, your Agency Reportline Security Officer will have
you complete the Reportline Request Form. Return the form to your agency’s Reportline
Security Officer who will add you directly into the Reportline system. This form is located
on DOA's Reportline website for use.

Continued on next page
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Reportline User Security, Continued

Agency User The agency user Reportline Request Form is located as follows:
Request Form http://www.doa.virginia.gov/Admin Services/Reportline/ReportlineRequestForm.pdf

Department of Accounts
Reportline Request Form

User Type o Agency User
Date [ " {checkone) @ Agency Security
Logon ID Officer
(7 to 9-Character/Alpha-Numeric)
Action o New
Your Agency Number (checkone) 0 Change
a Delete
Name
First Middle Last
Signature
E-mail Address
Telephone

Approved Agencies—List individual agency numbers

—Reportline Access—
Report Families: BENEFITS, CARS, CIPPS, FAACS, HEALTHCARE, LEAVE, VRS

Report Family Level of Security
(See List Above) (Choose only one) List Reports Here For Security Levels C or D
O A, No reports for system
0  B. Allreports for system
* O C. ONLY listed reports for

system
Use next column to list reports
O D. All reports for system

EXCEPT listed
Use next column to list reports

A. No reports for system

B. All reports for system

C. ONLY listed reports for
system

Use next column to list reports
0 D. Allreports for system
EXCEPT listed

Use next column to list reports

ooo

Authorized by:

Signature Date
Entered by:
Signature Date
Continuation Page Attached ? No Yes
Renortline Reanest Form.doe Created on 07/06/04 4:14 PM

Department of Accounts—Rev. 4/25/07 8 Commonwealth of Virginia
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Accessing Reportline

Web Address https://secure.doa.virginia.gov/reportline/

From the DOA  If you use the Department of Accounts Internet Home Page, click the

Home Page REPORTLINE button located under LINKS....
Logon Perform the following steps to logon.
Step Action

1 Access the Reportline web site:
https://secure.doa.virginia.gov/reportline/
This will take you to the Reportline Home Page.

At this point, you can set a Reportline DESKTOP ICON to log in
for future sessions without going through the DOA web site.

To do this—at this Logon screen, right click your mouse; select SET
AS DESKTOP ITEM.
Enter Logon ID (7 to 9 Character/Alpha-Numeric).
2 Enter your password.
3 Click the Logon button.
If a correct password is entered, the Broadcast Messages page displays.

Forgel Panywor . Repertiine - Legin
Sacunity Faannss and Aecons
Radquinsmaa

 Links....
Welcome to Reportiinel!
Hvailable Reports
Help
Pl wnves youn Lugon 10 snd Paseword:

Logon Mk
Password:

*  Descussions = | ) B 50 ) % 2| 12| @ beamsions nok avalable o bitpssecure dos vionia. gov] W
& 8 @ et

-4 start ?'J .;:* . ' _ra g m | Bl meportineterton.. | Gl Questions for sl T weguortien < Log .. I_.ut- 15

Friday.
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Accessing Reportline, Continued

Navigation Navigation buttons located in the left-hand margin of the page AND the upper,
right-hand corner of the screen link you to other Reportline pages or perform
requested functions as described below.

BUTTON DESCRIPTION

Forgot Links to the Forgot Password page where you can receive a ‘hint’
Password that you previously entered to help you remember your password,
or an email containing your password.

Security Links to information on application security and access
Features and | requirements that support Reportline.

Access
Requirements
Available | Opens a new window which shows all available reports in the
Reports Reportline application. Some reports will not be available to all
users due to security requirements.
Help Opens a new window containing information about the Reportline

- Login - Help page.

Contact Us | (Located in the top, right corner of the screen)

Links to the Contact Us page and allows you to submit questions or
information to the DOA Reportline staff.

Log Off (Located in the top, right corner of the screen)

Allows you to exit the system.

You are linked to the Broadcast Messages page for messages and other menu
selection items.

Qe - W &) Eh D s s )

- B & 3

I FretPagemZ2 140

Main Mam Reportline - Broadcast Massages
Help

Broadcast Messages
—Welcome To Reportline!l—

CARS—Denna Brewnddea, virginia.gov / (204) 371-8282
FAACS & LAS—Bobby. Eddistonddea.virginia.gov / (804) 2252287
CIPPS & Leave—Cathy McGill@doa.virginia.gov / (304) 371.T200
Courts & Treasurers CARS Reperts—Denna.Rabender@deavirginia.gov | (804) 225-3063
DOA Contact—Michael.Rider@doa.virginia.gov / {804) 2253051

Lop of Page | Sailof Content | Web Policy | ViewersPhigins | Contact Us
WAL Ll & Compiisnt | Valld WTML | Vala C55

© Commonwanitn of Virginis 2007

* pwcussons = | ) B E0 0 %0 %0 | 11| B Discussons ot avadabls on hetge:fsecure.dos. virgeia. oo w
8] Ovrs 5 D trrernet

?; ..:." E - ' (6 E m TEemasso.. » O avimon.. - Bboc-me.. | B% HewRep... *'I 221

[0 Py
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Invalid Log On  When you enter an invalid Logon ID, you will see the error message in red
ink as follows:

£ ] Login Error - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit ‘iew Favorites Tools Help

Gﬂack A > ) \ﬂ @ 7;] /szaarch ‘:“‘\?’Favuntes ‘7 M= |j‘ﬁ ‘_';‘i

Address | &] hitps: f{secure.doa.virginia, gov/ReportineQijLoginz cfmiFreshPage=022457 v Go
Skip to Content | Weh Policy | Viewers/Plug-ins | Contact Us

Links >

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller

g Department of Accounts &) DOA Public Website
Reportline > Reportline Login > Login Errar

Reportline Login Login Error \
Help

Login was unsuccessful: Invalid 1D
Please retumn to the Reportline Login page.

Fepottine Login

Topof Page | Startof Cortent | ¥iehPolicy | ViewersBlugdns | ContactUs
WAl Lewel A Compliant | Valid HTML | Valid CSS
@ Commonuue 3 Ith of Virginia 2007

&

X | Discussions ™ | ) [ €3 %7 | 12! | ) Discussions not avallable on https: fisecure. doa virginia. gav)
&) A & Internet

127 PM

7 3 7 5 b - | Microso... * 7% 4 Inkerne... - | [B) Inbox-Mic.. | E® NewRepo... '@ zerer
74 Start c a7 E 9 @ _g— @ 2 vi = 4 Inte Bl inbox - M ER Naw Rep &) -

Tl
F Ay [

Suspended After 5 (five) failed logon attempts, the following message is displayed:
Account
ACCOUNT SUSPENDED DUE TO SECURITY VIOLATIONS

Violations are cleared in one of three ways—
1) During overnight computer processing
2) During the day by your Agency Reportline Security Officer
3) During the day by a DOA Systems Administrator

To contact DOA, use the Contact Us button in the upper, right-hand corner
of the screen to request the violations be cleared.

Continued on next page
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Accessing Reportline, Continued

Contact Us
Screen

Your CONTACT US button—Iocated in the upper, right-hand corner of the
Reportline system screens—generates an E-mail directly to DOA.

Use this button during your workday when your Agency Reportline Security
Officer is not available and for a DOA Administrator to clear your five logon-
attempt violations during the business day.

You can use the CONTACT US button screen for all DOA-related,
Reportline questions you encounter.

A Reportline - Contact Us - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts El@lgl
'1:

File Edit ‘iew Favorites Tools Help
\ Al O <4 " . 24
@ Back v () \ﬂ @ pl - earch ¢ Favaries <) M= [ ||_J‘ﬁ .“i

Address | @] https:fjsecure. doa.virginia. goviRepartineQajContart_Ls.cfm v|EJGo |Lnks ™
Reportline > Reportline - Contact Us r

Reportline Login Reportline - Contact Us TOUEEEEE———
Help | Links.
Michael E. Rider |
Voice: (B04) 225-3051 * Reporling Manuals and Forms
Email: MiciaelRiderd@doa.virginia.gov or Reportiinedoa. virgitia. qov l - DOA Public Weh Site ‘
Fax: (go4)371-8587
Electronic Contact Form
Category: f=quired) [Crechnicsl Difficuty
CEnhancements Suggestions
Dcther
Comments (up to 500 characters): jeguired)
Logon ID:
Agency or Locality FIPS#
Hame: (eguied) ]
E-Mail Address: [ |
Phone Number: T —
(E-nal adless or phone mumber myuied)
v
X | Discussions ™ | ) [ €3 %7 | 12! | ) Discussions not avallable on https: fisecure. doa virginia. gav) )
&) A & Internet

74 Start 7; Q‘!? E m,‘ @ _g— ’Ei B 2 Microsoft Offic,.. = 75 2 Intermet Explorer  ~ | [8] 3 Micri
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Forgot Your Password?

Forgot If you forget your assigned password to use at the Login screen, click the
Password Forgot Password button found in the left column. You will go to the Forgot
Button Password page.

A Reportline - Login - Virginia Department of Accounts - Microsoft Internet Exploren provided by Department of Accounts

File Edt Yiew Favorites Tools Help '

€ D W RO P e @ 2- 5% [ JEH B

scliress | @] hitps:ffsecure. doa.virginia. goviReportinea Lagin <fm v e Lk

Commonwealth of ¥irginia | Governor | Secretary of Finance | State Comptroller

@5 Department of Accounts & DOA Public Wehsite

Reportline > Login

Forgot Password Reportline - Login \

Security Features and Access
Requirements

P Reportline Manuals and Forms
Welcome to Reportline!!

Available Reports " Accounts Receivable Weh Site

Help 1 Confirmation of Agency

Reconciliation Web Site
Please enter your Logon ID and Password:

* DOA Public WWeh Site

Logon ID: * D0A Training Programs Web Site

Password: FAACS Wieh Site

i Lease Accounting Web Site
* Payline Wieb Site
* REDI Virginia Web Site

Topof Page | Startof Cortent | YiehPolicy | ViewersBlugdns | ContactUs
Wil Lewel A Compliant | Yalid HTRML | Valid CSS

® Commonwealth of Virginia 2007

* | piscussions - | ] [

| {2 Discussians not available on https: [jsecure.doa. virginia.gov/ (7]

2 & Internet

]

Continued on next page
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Forgot Your Password?, Continued

At the FORGOT PASSWORD screen, enter your logon ID and press
SUBMIT.

provided by Department of Accounts

o™ -

] s [Tsecure.doa.vepris.govRepartineQAF PN * B
@ Department of Accounts () DOA Fublic Webate [Seerch |
e — T p— Y —

Powperting Login Reportline - Forgoet Password
ety
sgin infermatian
Plaase anter your Lagon ID.
Logem: =
IowotPage | artod Cartert | Yiet Folcy | Contact s
W Ll A Compant| Vot
LI———
*  Chnmors - | 1[5 ) 0 2 1| 1 B L fisscure. o ! w

& S @ ierret
—

i start e \1‘_ - n (6 g m [Dzmomhaie.. = 0 2 iwme Cobre

Password Hint A password hint displays here if you have updated your security record
Displayed under the PERSONAL OPTIONS feature to include a PASSWORD HINT.

3 Raportline - Forgot Password - Virginka Departmant of Accounts - Microsoft Internat Explarer providud by Departmant of Accounts
Fle Edt View Favorkes Took  Hep -

9 Department of Aceounts ) DOA PubIIc Wetsie

L T —

Reperthos Loghs Reportline - Forgot Password
Help

our previousty stored password hint is: Demelise

ENter an email a00ress Which MAlnes (e email A0aress previousty entered in your Security
TECOR AN NEVE YOUF Password Sent 1o thal aguress

Email Address: [ SerdEmal

ToneiPage | Sieetof Content | \yebPoley | ViewsrsPugans | Contsct s
WAl Lawed & Complla Vald £S5

| 2 Rprertimlioarbarn....

Continued on next page
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Forgot Your Password?, Continued

Enter the E-mail address previously stored with your security record to have

E-Mail Address
your password and its hint (if established by you) E-mailed to you.

Press SEND EMAIL

23 Reportline - Forgot Password - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts
O

File Edt View Favorites Took Help

OBack - Q \ﬂ Ig ;\J /.-\JSear:h ‘ij:{Favur\tes ) - &3 ‘D|ﬂ 3

v B s

Skipto Content | Web Policy | ViewersPlug-ins | Contact Us

Address @1 hittps:/fsecure.doa, virginia, gov/ReportineQA/Forgot_Pin_Hint,cFm?FreshPage=031110

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptraller

@, Department of Accounts l:l & DOA Public Wehsite

Reportline > Reportline Login > Reportline - Forgot Password

Reportiine Login Reportline - Forgot Password

Help
Enter an email address which matches the email address previously entered inyour security
record and have your password sent to that address.

[ SendEmsi |

Email Address:

TopofPage | Startof Cortent | Web Polcy | ViewersPlurns | Contact Us
WAl Level A Compliant| Valid HTML | Valid CSS
@ Commonwzalth of Virginia 2007

X | piscussions ~ | 1] [P 9 % | 21| @ Discussions et avallable on httpsifjsecure. doa. virginia. govi
& S @ mtemnet

:J start 7‘/ K E w @ Q m e

o

Continued on next page
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Forgot Your Password?, Continued

Incorrect The E-mail address entered on this page MUST match that which was stored

E-mail Address  when your security record was established or last updated.

If not, an error message appears in red ink and you will need to contact your
AGENCY REPORTLINE SECURITY OFFICER who established your
security record to check how your e-mail was keyed.

Treasurer and Clerk of the Court locality personnel contact DOA

directly. See DOA CONTACT information block at the last page for

guidance.

3 Reportline - Forgot Passward - Virginia Department of Accounts - Microsoft Internet Explarer provided by Department of Accounts

Reportine Login Reportiing - Forgot Password
Help

Email Addrexs did nat match. Please try again or contact y

Assisrance.

Cinall Addiesss
TopofPape | Startof Content | ek Polcy | ViewsraBlugirs | Contact Us
WA Laval & Camptant | Valkt WTML | Valla 045
& Commormmalth of Virginia 2007

X | tecusrs- | DB DD DY 1B e < 4
2] tore 5 @ inemet

’ « start

F-: .3:\\ E ’ w ,'6 E m TEzmeceheoffic... = | B 3Mcrcecit offie.. = 3§ Bipution - Forged... *I 4

Friday
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Forgot Your Password?, Continued

Confirmation If a matching E-mail address is entered, Reportline provides a confirmation
Message message.

A Reportline - Forgot Password)- Virginia Department of Accounts - Micrasoft Internet Explorer provided by Department of Accounts

File Edt WView Favorites Tools Help e

- ) '\ "J ._JL 2 " Y
G Back =] \ﬂ ﬂ Search ¢ Favorites (£} = | ‘iﬂ ’ “
Address |{&] https:fjsecu jinia. govyRepartineQa Fargot_PIN_Hint.cim7FreshPage=031459 . Go | Llinks *

Commonwealth nor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us

ADepartment of Accounts l:l & DOA Public Wehsite

Reportline > Reportline Login > Reportline - Forgot Password

Reportiine Login Reportline - Forgot Password \

Help
Thank You!
Your logon information has heen sent to

michael.rider@doa.virginia.gov

Topof Page | Startof Cortent | ¥iebPolicy | ViewersBlugdns | ContactUs
WAl Lewel A Compliant | Valid HTML | Valid CSS
@ Commonwealth of Wirginia 2007

&

X | piscussions ~ | ) [} €3 27| 12| @ Discussions not available on https: fsscure. doa virginia. gav]
& 2 & Internet

77 start ,%Eﬂ@@ﬂj@ (@e

Continued on next page
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Forgot Your Password?, Continued

You Receive  And you receive the following E-mail.

E-mail
Note: If your security record does not contain 1) an E-mail address nor 2) a
password hint (see Personal Options
topic), the Forgot Password page will be blank. Your Reportline Agency
Security Officer or a DOA Administrator will have to assist you.

From: *Reportline
Sent - KEIEIAAAAAAIAIALAAAAXKX

TO = FhEAkIkkAAikk

Subject: DOA Reportline - Password

*** THIS RESPONSE 1S BEING SENT
AUTOMATICALLY PLEASE DO NOT REPLY TO THIS EMAIL ***

Per your request, your confidential
DOA Reportline Logon ID and Password are:

Authorized users may access
Reportline using the internet at

https://secure.doa.virginia.gov/reportline/

Department of Accounts—Rev. 4/25/07 18 Commonwealth of Virginia
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Message Page ~ The Broadcast Messages screen welcomes you to Reportline. It is used to
communicate messages both globally and individually to the Reportline user
population.

In the center of the screen is a global message intended for all Reportline
users.

For specific Report Families you use, the DOA Contact’s name, E-mail, and
phone number are displayed. The DOA Reportline System Manager Contact
data is also available to you as well.

Whenever DOA posts Personal (individual) or Special Messages, you will
find a VIEW button only when these messages have been posted.

Informational messages may appear in the bottom, left-hand corner to provide
feedback regarding actions which you have been taken such as login
successful or you have special messages pending to be read.

File Edit Wiew Favorites Tools Help y

Gaack - 0 - \ﬂ lgl] _;‘, /r“Search ‘:‘E’Favnmtes & - & |j‘ﬁ 3

address 4] http:ifcF2iQA/FILE_CABINET_ACCESSIBLE/LoginZ. cFm?FreshPage=031610 v B ks »

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us

} Department of Accounts & DOA Pulic Website

Reportline > Broadcast Messages

Wain Menu Reportline - Broadcast Messages \
Help

Broadcast Messages
-- WELCOME TO THE NEW YEAR & REPORTLINE ! --
CARS - Donna.Brown@doa.virginia.gov / (804) 371-8383
FAACS & LAS - Bobby. Eddleton@doa.virginia.gov / {804) 2252257
CIPPS & Leave - Cathy.McGill@doa.virginia.gov / (804) 371-7800
Courts/Treas. CARS Reports—Donna.Rabender@doa.virginia.gov / (804) 225-3063
DOA Contact - Michael.Rider@doa.virginia.gov / (304) 225-3051

You have personal messages.

There is a special announcement,

TopofPage | Startof Cortent | Wb Policy | ViewsrsBlugins | Contact Us
WAl Level A Compliant | Yalid HTML | Walid CSS
@ Commonue 3| Ith of Virginia 2007

X | piscussions = | 1) [y €7 %) | = | @ Discussions net available on http:jicFz/
&] Dane % Local intranet
—_——

@

i4 start 7: ;:' E 9‘ @ m | O Report

Continued on next page
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Broadcast Messages, Continued

Navigation Navigation button located in the left-hand margin, link you to other
Reportline screens or perform requested functions as described below.

BUTTON DESCRIPTION

Special If a special announcement is available for viewing, this
Announcements | button displays. Additionally, the informational message
"There is a Special Announcement” appears in the bottom
left corner of the Broadcast Message page. Links the user
to the Special Announcement page and displays additional
global announcements directed to all Reportline users.
Personal If a personal announcement is available for viewing, this
Messages button displays. Additionally, the informational message
"You have personal messages™ appears in the bottom left
corner of the Broadcast Message page. Links the user to
the Personal Messages page and displays notices solely
for the individual Reportline user.
Main Menu Links the user to the Main Menu page.

Log Off (Upper, right-hand corner of screen)

Returns the user to the Logon page and signs you out of
Reportline.

Department of Accounts—Rev. 4/25/07 20 Commonwealth of Virginia
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Special Announcements & Personal Messages from DOA

Special The Special Announcements page communicates global messages to the Reportline
Announcement  user population.

Read the announcement by clicking VIEW to the left of the message. After reading
the message, click DELETE to remove the message.

Undeleted messages are deleted automatically within thirty days.

2 Reportline - Broadcast Messages - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accou E@E‘
Fle Edit View Favortes Tools Help o
O Back = O - d @ .l\l j.-‘: Search ‘:‘\7‘ Favorkes <) = ‘ |_J| ﬁ ‘:‘i
Address | @] http:/Jef2/QaFILE_CABINET_ACCESSIBLE/Login2 cFm?FreshPage=031610 - .Gn Links **

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us

! Department of Accounts @ DOA PUblc Wehsite

Reportline > Broadcast Messages

Main Menu Reportline - Broadcast Messages \
Help

Broadcast Messages
- WELCOME TO THE NEW YEAR & REPORTLINE ! --
CARS - Donna.Brown@doa.virginia.gov / {804) 371-8383
FAACS & LAS - Bobby. Eddleton@doa.virginia.gov / (804) 225-2257
CIPPS & Leave - Cathy.McGilli@doa.virginia.gov / (804) 371-7800
Courts/Treas. CARS Reports—Donna.Rabender@doa.virginia.gov / (804) 225-3063
DOA Contact - Michael.Rider@doa.virginia.gov / (804) 225-3051

You have personal messages.
There is a special announcement.

TopofPage | StartofContert | YeebPolicy | ViswersBlugins | ContactUs
WAl Lewel A Compliant | Valid HTML | Valid CES

@ Commuanwealth of Virginia 2007

% | Discussions | 1) (B €3 %3 | 12| @ piscussions not avalable on http:jfefzi

&) Dene % Local intranet
P ——

&

V4 start 7; ..if“ E g‘ @ Q E " @Y Reparti Offi...  + /2§ Repartine - Braa...

Continued on next page
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Special Announcements & Personal Messages from DOA, Continued

Personal The Personal Messages page communicates messages intended solely for the
Messages individual Reportline user logged on.

Remove a message by clicking DELETE shown to the left of the Date.
An informational message displays stating the message has been deleted.

Undeleted messages are deleted automatically within thirty days.

3 Reportline - Personal Messages - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accoun Q@g|
ﬂr

File Edit Wiew Favorites Tools  Help

Q- O [« @ & ) search ¢ Favortes {7) - ‘j|ﬁ 3

Address @']http:#CFZIQAﬂFILE_CABINET_ACCESSIBLEﬂPersonal_Messages.cfm?FreshPage=U31630 v Go Links **

Commenwesalth of Virginia | Governor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us

@» Department of Accounts & DOA Public Wehsite

Reportline > Broadcast Messages > Reportline - Personal Messages

Main Menu Reportline - Personal Messages for Demo User \
Broadcast Messages

Date Message
Help 0411602007 [This is a test message

TopofPage | Startof Cortent | WehPolicy | “iewersBlug-ns | ContactUs
WAl Level A Compliant | Valid HTMWL | Yalid CSS
@ Commanueal Ith of Wirginia 2007

% | Diseussions ™ | 1) BB €3 %3 | 12| (@ Discussions not available on hitp:/fcf2f
&] Done & Local intranst
—_——

/4 start C 4‘!“ E g‘ @ Q E [Tl ReportineUsera... | [B 4 Microsoft OFfi... = /B Reportiine - Perso... J}lﬁ Tu M

€

[
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Main Menu Page

2 Reportline - Main Menu - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts (%]
File Edt ‘View Favorites Tools Help o
Qe - ) \ﬂ E] ) ) search ¢ Favories {7) g b - | J‘ﬁ 3
address | @] http: [cF2/QAFILE_CABINET _ACCESSIBLE/Main_Menu.cfm?FreshPage=031945 v B so |unks *
Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us
@ Department of Accounts @ DOA Public Website
Reportline > Main Menu
Access Files Reportline - Main Menu \
Personal Options
Broadcast Messages
Available Reports Welcome Demo User!
Help
Please select one of the options on the left menu.
TopofPage | Startof Cortert | WebPolicy | ViewersBlugdns | ContactUs
Al Level A Compliant | Valid HTML | Valid £S5
@ Commanueal Ith of Virginia 2007
X | Discussions ™ | 1) [ €3 % | 12! | @ Discussions ot available on hitp:jcfz] @
& S Local intranet

'l' start 7; ;"- E 9‘ @ ’E r@ FEREE = r3r‘-"h-:r___.. fi.. = /2Ry

Navigation Navigation buttons located in the left-hand margin of the page link to other
Reportline pages or perform requested functions as described below.

Button Description
Access Files | Links to a listing reports available for viewing and
downloading.
Personal Links to a page containing their personal data such as
Options name and email address. Changes to personal information

are made on this page.

Broadcast Links to the Broadcast Messages page where global and
Messages individual messages for all Reportline users can be
viewed.

Continued on next page
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Special Announcements & Personal Messages from DOA, Continued

Navigation (continued)

Button Description
Available Opens a new window which shows all available reports in
Reports the Reportline application. Some reports will not be
available to all users due to security requirements.
Help Opens a new window containing information about the

page.

Department of Accounts—Rev. 4/25/07

24

Commonwealth of Virginia




Department of Accounts

Reportline

User Manual

Access Files Page

Selecting Your
Reports

Department of Accounts—Rev. 4/25/07 25

From MAIN MENU, click ACCESS FILES.

The Access Files page allows you to select specific files to view and/or save
at a server or personal computer. You can also print specific reports as well.

Report selection is refined by using the following selection dropdown boxes:

=Agency or Locality
<Report Family
<Report Run Date
<Report ID
<Reports for which you have Report Family authorization are listed
numerically and then alphabetically; they are NOT categorized by Report
Family in this pull-down menu.
<Report Run Date
=This is NOT the period ending date; it is the actual date when the report
processed in the respective DOA computer system used to generate the
Reportline report.

After you have entered your selection, click VIEW REPORTS.

A Reportline - Access Files - Yirginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edt View Favorites Tools  Help v

Qe - ) d E] N /VWSEan:h ‘f‘\}*Favuntes &) v i [ -|j‘ﬁ 3

address | &] hitps: fsecure.doa.virginia. gov/ReportineQijRead_Files cim?FreshPage=033556

v B so |unks *

Skip to Content | Weh Policy | Viewers/Plug-ins | Contact Us

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller

g Department of Accounts

@ DOA Public Website

Reportline > Main Menu > Reportline - Access Files

Wain Menu Reportline - Access Files \
Hilities/Security
Agency
Help or Report Report Run Date Report I}
Locality Family n
- Select » Select - Select ~ Select | |_££< View Reports
No Files Added to Folder
Report
Agencyor  Report Run  Report
Locality Family Date 1D Report lame View or Download

No Matching Records Found

Topof Page | Start of Cortent | ¥yeb Policy | ViewsrsBlugdns | ContactUs
Al Lewel A Compliant | Valid HTRL | Valid ©55

@ Commonuue 3 Ith of Virginia 2007
< 3
X | Discussions ™ | 1) [ €3 % | 12! | (@ Discussions not available on https: fisecure. doa virginia. gav) @

&l S @ mntermet
Fm 2 Micros ]

T C g EEE 60D
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Access Files Page, continued

Report CanBe  You can view the report online in Portable Document Format (PDF). Click

Viewed PDF or  the PDF button. PDF is an image file of your report.

TXT
You need the Adobe Acrobat Reader software installed on your PC. This is
available as a free download from the Adobe Corporation’s web site. The
PDF format feature shows the report in the same layout as it would be
printed.

A Reportline - Access Files - irginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

Fle Edt View Favories Tools Help >

Qﬂack - d @ ;] /-\‘Saarch ‘-;"‘\'{Favnntes el - |j‘ﬁ 3B

Address | @] hitps: fjsecure.doa. virginia. govjReportineQajRead_Files, cm?FreshPage=034906 v 'Gn Links **

Commonwealth of ¥irginia | Governor | Secretary of Finance | State Comptroller

@5 Department of Accounts & DOA Public Wehsite
Reportline > Main Menu > Reportline - Access Files
Wain Menu Reportline - Access Files \
Help
Agency
or Report Report Run Date Report 1D
No Files Added to Folder Locality Family from to
DEM | [al v| ekt v Select ~| [setest ~
Records 1 -4 of 4 [ Add all 4 reports to Download Folder ]
Agency
o | Report | Report
Locality | Family RunDate ReportID Report llame View or Download
DEM | CARS | D9AGOI6 | ACTEN4S5 DETAL ACCOUNTS PAYABLE REPORT BY AGENCYFUNDIFUND [tat)[ (o) (Dowirioad ]
DETAILPROGRAMSUE PROGRAM
DEM | CRPS | 03A5£008 1001 INPUT TRANSACTION LIST [tat) (o) [Dowirinad ]
DEM | HEALTH- | 09A5:2008 U131 BES/CIPPS UPDATE LISTING [va)[(pd)(Dowirload ]
CARE
DEM | FAACS |09AS2004 FAC25001 |WALID TRAMSACTION LISTING (1)) [ Dowirload ]

v
< >
X | piscussions ~ | ) [} €3 27| 12| @ Discussions not available on https: fsscure. doa virginia. gav] o)
&] Dane 2 & Internet

P —

74 start N E 9‘ @ m | @ ReportineUssrianus

Use the TXT button to view the report for TEXT (TXT) viewing.
When you do this, the report loads from the Internet to your desktop.
When the report opens, it adjusts to the defaults of your word processing

package or text editor—thereby requiring you to manually adjust the
formatting to accommodate the way the report should print.

Continued on next page
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Access Files Page, continued

Using Adobe Important
Acrobat Reader

Version 5 or If you use Adobe Acrobat Reader Version 5 or higher and cannot view
higher? the report online when you click the PDF button, you need to have the
Reader open in a separate screen window and not in the Internet Browser.

To do this, make the following Acrobat Reader software setup change:

Version 5 Users
Step Action
1 Open Adobe Acrobat Reader (START, PROGRAMS, ADOBE
READER
Click <EDIT> <PREFERENCES>
Click <OPTIONS> in the left menu if it is not already there.
Remove the check from the DISPLAY PDF IN BROWSER box.
<OK>
Close and reopen Internet Browser.

OO W(N

Version 6 Users
Step Action
1 Open Adobe Acrobat Reader (START, PROGRAMS, ADOBE
READER)
Click <EDIT> <PREFERENCES>
Select the INTERNET link from left menu.
Remove the check from DISPLAY PDF IN BROWSER box.
<OK>
Close and reopen Internet Browser.

OO |WIN

Version 7 Users
Step Action
1 Open Adobe Acrobat Reader (START, PROGRAMS, ADOBE
READER)
Click <EDIT> <PREFERENCES>
Select the INTERNET link from left menu.
Remove the check from DISPLAY PDF IN BROWSER box.
<OK>
Close and reopen Internet Browser.

OO~ WIN

Continued on next page
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Access Files Page, continued

PDF Format Click on PDF button to view the report using the Adobe Acrobat Reader.
Choice &

Search/Find The report appears online in the same format as it would appear in hardcopy
Feature print.

You can use the Adobe software to save and/or print the report.

Use the “Binoculars Icon” for FIND—you can scroll through a PDF
document doing a search & find.

TEXT (TXT) After clicking on TXT, a pop-up File Download box displays. Click the
Format Choice  appropriate action which typically is Open.

B Crin el Te n o Accounts. ”Eila

e
2 " A ) o ’s .38 | a4
OEack > ] ﬂ E’I g | ) search ¢ Favaries {7) = I !iﬂ 3
Address | ] hitps: fsscure.dos.virginis, gov/ReportineCiiResd_Filss,cim?FreshFage=034350 =

T
Reportline > Main Menu > Reportline - Access Files

Wain Menu Reportline - Access Files \
UHilities/Security
o Agency
elp " Report ID
L.P."?)ﬂrlit}{.. B File Download g] i G -
- (100 »| | li v || €<« View Reports
No Files Added to Folder Do you want to open or save this file?
o Mame: NR1302_04092007 bxt
Records 1-1| |5 = = * F.dd all 15 reports to Download Folder ]
B Type: Text Document, 3.00 KB
From:  secure,dos.virginia gov
[Bottom of Report List]
Agency or Open | [ Save | [ Cancel
Locality View or Download
o0 wrs v acencyrun | (v a8 Dannks ]
@ Wil files from the Intermet can be seful, some fles can potentially
haim your computer. If you da not tust the source, do not open or
100 b INTS BY AGENCYFUND | ] (o)
1
100 | CARS | 0402007 |WR130Z | TRANSACTIONS AWAITING CHECKWRITE - MONTHLY CYCLEN [eet] (et
100 | CARS |04M9/2007 |NR1428  |EXPENDITURE DETAILS BY COST CODE - OPERATING AND CAPITAL - | [twt] (e
MONTHLY CYCLE N
100 | CARS 04092007 PR14SSEN | AGENCY BUDGET PLANS EXPEND/ENCUMB BY PROGRAMS - [tet) (et
MONTHLY CYCLE P, OPTION B
100 | CARS |04/09/2007 |GR1419  |EXPENDITURE DETAILS BY PROGRAM-FUND GRERATING AND CARITAL | [tat] [ pd
MOKITLL Pyl E
< »
X | piscussions ™ | 1) [Py ¥ %3 | 21| @ Discussions nok avallable on https: fsecure. doa virginia.gov/ o
& Downloading from site: https://secure. doa.virginia. gov/Reportinez/download_file2.cim 2 @ mtermet

—

7y Start 6 B} @ ;g— E [ B 2 picre

Continued on next page
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TXT File The report opens in a text editing/word processing application (typically

OpensinaWP  Notepad or Microsoft Word, e.g.).
Application

It is not formatted.

P\ NR1302_04092007[1] - Notepad

File Edit Format Yiew Help

0ACTR 1302 COMMOMWEALTH ACCOUMTING AND REPORTING SYSTEM / CARS AGENCY MO
MONTHLY SENATE AGEMCY PAGE
(PMI-CYCLE N TRANSACTIONS AWAITIMG CHECKWRITE REPORT PAGE
RUN DATE  04,/09/2007 10:3L1 P.M, AS OF 03/31/2007 REQUEST NO. ACTRL302
0o wWwmwwwwRw BATCH ID wwamwws TRANS  TRANS AGY PAYMENT DUE INVOICE INVOTICE

FFY AGY DATE T MUM SECQ AGY CODE VOUCHER NO STATUS DATE MO DATE
12007 A 100 03/15/2007 3 272 00001 100 324 737 1 04,414 /2007 42032 03/15/2007
i} wHWHE TOTAL BATCH
10 2007 A 100 03/27/2007 3 281 00001 100 324 752 1 04,412 42007 IVCOBGTS 03,/00/2007

2007 A 100 03/27/2007 3 281 00002 100 324 753 1 04,719/2007 175004 03/20/2007 1

2007 A 100 03/27/2007 3 281 Q0003 100 324 754 1 04,714 /2007 3637 03/14/2007 H
i} HHWHE TOTAL BATCH fly
10 2007 A 100 03/27/2007 3 282 0000L 100 324 757 1 04,/22,/2007 032,23 /2007
1 wewEs TOTAL BATCH
10 2007 A 100 03/28/2007 3 285 00OOL 100 324 780 1 04,/27/2007 24493 03/27/2007
0 e OTAL BAT
10 2007 A 100 04/02/2007 3 283 00001 100 324 788 1 04,/22,/2007 25410-001 03/15/2007 46
o wwWEE TOTAL BATCH 46,
10 2007 A 100 04/06/2007 3 204 00001 100 324 798 1 04,/26,/2007 175486 03/27/2007

2007 A 100 04/06/2007 3 294 Q0003 100 324 800 1 05,04 /2007 03/31/2007 39,8
o HHWHE TOTAL BATCH 39,
oo

HEWHH FTSCAL YEAR 2007 88,0
i1
***** AGENCY TOTAL 88,0

7“, \):;‘ m,‘ @ _g— E | B 2 Microso. . so.. ~| AReportine...  [B

Formatting a Use your editing software to reformat the report.

TXT Report
Note that the report’s appearance on the screen in not necessarily the way the
report will look when printed. Therefore, as you reformat the report, use the
Print View feature to check the report’s layout as you edit.
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Using the Download Feature to View, Print, and/or Save Multiple
Reports

Introduction A new Reportline feature implemented Spring 2007 allows you to—

1. view,
2. print, and/or
3. save multiple reports.

When you use this feature, reports are compressed (zipped) on the DOA
side and extracted (unzipped) by you. Software to UNZIP your
compressed Reportline reports is your responsibility to have installed at
your desktop PC.

The download enhancement is in addition to your viewing, saving, and/or
printing a single document one at a time in TXT or PDF format. Nothing
has changed if you want to view, save, and print your reports one at a
time.

If you are a low-volume user of Reportline, you might find it efficient to
continue accessing a single report each time. DOA recommends this method
for locality personnel in Treasurer and Clerk of the Court offices. However
you now have the option to work with individual or multiple reports during
each access session.

New Reportline System Modifications (Spring 2007)

1. Select multiple reports as a defined group without opening each report
individually to view/print/save.

2. Identify grouped reports for the Reportline session so you can verify
the report selected is the requested one to be printed/saved/filed.

3. Download and compress grouped reports to a zipped (compressed) file
to save space and place in a download folder as a compressed (zipped)
file.

Continued on next page
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Using the Download Feature to View, Print, and/or Save Multiple

Reports, Continued

Download
Process

Access Files
Screen Sample

Department of Accounts—Rev. 4/25/07 31 Commonwealth of Virginia

The following table illustrates the stages in the Download process.

Stage Description

1 Navigating and scrolling at the ACCESS FILES screen

Downloading reports

Extracting compressed (zipped) reports

Saving multiple reports

al|blwiN

Printing multiple reports

The Download feature is located as a button choice at the ACCESS FILES
screen.

From the MAIN MENU, click ACCESS FILES for this screen to load in.

] Reportline - Access Files - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

Fls  Edb View Favorbes Tooks  Help o
Qe - O \ﬂ E" ) /r“Saarch g Favortes {E2) c iz @ v| ‘ﬁ 3
fddress | @] https:ffsecure.doa.virginia.gov/ReportineQaRead_Files.cim?FreshPage=041044 v| B ks ?

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us

9 Department of Accounts ) DOA Public Wehsite

Reportline > Main Menu > Reportline - Access Files

Main Menu Reportline - Access Files \\
Help
Agency
or Report Report Run Date Report ID
No Files Added to Folder Locality Family from to
DEM v [Select v| [04/16/2007 04/16/2007 v | | Select v

Agencyor Report Report  Report
Locality = Family RunDate  ID Report Hame View or Download

No Matching Records Found

TopofPage | Starof Content | WebPolicy | ViewersPlugdns | ContactUs
WAl Lewel A Compliant | Valid HTML | Walid CSS

© Commonue 3| Ith of Wirginia 2007
< »
X | piscussions ~ | 1) [y ¥ % | = | 1@ biscussions not available on https:fsecure doa virginia. gov/ 7))
&) Done 3 Internet

L T

' Start 7; .:‘ E 9 @ E [0 Repor

Continued on next page
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Using the Download Feature to View, Print, and/or Save Multiple

Reports, Continued

View or
Download

Department of Accounts—Rev. 4/25/07 32 Commonwealth of Virginia

After you enter report selection criteria in the field headings, you can
VIEW or DOWNLOAD reports individually or as a group as follows:

a)_Individually—txt and pdf viewing buttons

b)_Multiple reports—Download button

A Reportline - Access Files - irginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts Q[E|E|
'Jf:

File Edt View Favorites Toals Help

Qﬂack - d @ ;‘J /-\‘Saarch ‘-;"‘\'{Favnntes 2) - & |§‘ﬂ 3B

Address | ] hitp:/cf2]QAJFILE_CABINET _ACCESSIBLE/Read_Files. cimiFreshPage=105731 v B Lk

Commonwealth of ¥irginia | Governor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us

@5 Department of Accounts & DOA Public Wehsite
Reportline > Main Menu > Reportline - Access Files
Wain Menu Reportline - Access Files \
Help
Ageney
or Report Report Run Date Report ID
No Files Added to Folder Locality Family from to
DEM | [al ~| [an v Al ~| [an v
Records 1 -3 of 3 [ Add all 3 reports to Download Folder ]
Agency
or  Report  Report
Locality Family ~RunDate  ReportID Report llame View or Download
DEM | CARS | 09/16/2006 ACTEN485 |DETAL ACCOUNTS FAYABLE REFORT BY AGENCYIFUNDIFUND [tat)[ (o) (Dowirioad ]
DETAILPROGRAM/SLE PROGRAM
DEM | GIPPS | D8/15/2006 101 INPUT TRANSACTION LIST [tat) (o) [Dowirinad ]
DEM | FAACS | 0S/15:2004 |FAC25001 | ALID TRANSACTION LISTING [va)[(pd)(Dowirload ]
TopofPage | Startof Content | WisbPolicy | ViewsrsBlugdns | ContactUs
WAl Lewel A Compliant | Yalid HTML | Valid £55 ]
< >
X | piscussions ~ | ) [} €3 27| 12| D Discussions not available on http:fjcf2] o)
&] Dane %J Local intranet

p—

dsat. A S HE€ G OO
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Using the Download Feature to View, Print, and/or Save Multiple
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Navigation After your reports load in, navigate the screen by using the right-side, scroll

Buttons bar or the BOTTOM OF REPORT LIST or the TOP OF REPORT LIST
buttons located above and below the View or Download column on the right-
hand side.

IMPORTANT:  Before you download reports, establish a PC File Folder location for your

Before You selected, downloaded reports to load into. Note the name of its location.

Download If you do not, the system places downloaded reports into a system-selected
location you might find difficult to locate.

Contact your Information Technology staff to gquide you if needed to create a
file folder location on your PC.

Continued on next page
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Select Reports  After reports load into the ACCESS FILES screen, click the DOWNLOAD
to Download button for each report you want to download.

The DOWNLOAD button turns to gray to show it has been added to the left-
column’s Download Folder.

Important

WAIT UNTIL THE FILE HAS BEEN PLACED IN THE DOWNLOAD
FOLDER BEFORE YOU SELECT THE NEXT REPORT TO
DOWNLOAD.

At this point, the report files have NOT been downloaded—ijust added to a
pending area, much like adding them to a shopping basket for checkout.

2 Reportline - Access Files - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit ‘iew Favorites Tools Help ;','
< A ) <> 3 o ﬁ 25

G Back P \ﬂ @ d | Search Y Favorites f‘! = | ‘ ._“i

Address | ] hitp:/fcF2/QAFILE_CABINET_ACCESSIBLE/Read_Files.cim?FreshPage=110027 v|EJGo |Lnks ™

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller

g Department of Accounts &) DOA Public Website

Reportline > Main Menu > Reportline - Access Files

Wain Menu Reportline - Access Files \
Help
Agency
or Report Report Run Date Report ID
Download Folder: Locality Family from to
DEM Al v Al v Al v All || €€« View Reports
Ageney - Run Date - Report 1D
DEN - DOMEG/2006 -
- Records 1 -3 of 3 [ Add all 3 ieports to Download Folder 1
DEM - 09/15/2004 - FACZ25001
Ageney
Review Download Folder| or  Report = Report )
Locality Family RunDate ReportiD Report Hame View or Download
Clear Download Folder DEM | CARS | 097162006 | ACTEN495 | DETAIL ACCOUNTS PAYABLE REPORT BY AGENCYIFUNDIFUND (v (o]
DETAILPROGRAM/SUE PROGRAM
DEM | CIPPS | 094512006 1001 INPUT TRANSACTION LIST (1)) [ Dowirload ]
DEM | FAACS | 08/1572004 |FAC25001 | ALID TRANSACTION LISTING () (]
TopofPage | Startof Cortent | WelPolicy | ViewersBlugdns | ContactUs
WAl Lewel A Compliant | Valid HTML | Yalid CS8 v
< >
X | Discussions ™ | ) [ €3 %7 | 12! | ) Discussions ot available on http:jcf2] )
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Clearing Your
Download
Folder

If you want to start over with the download, click CLEAR; your prior Access
Files screen returns as it was without files selected for downloading.

Review Click REVIEW DOWNLOAD FOLDER bhutton on left-hand side to view

Download the reports selected for download.
Folder

A Reportline - Access Files - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edit ‘iew Favorites Tools Help

=

Gﬂack A > ) \ﬂ @ ;\J /szaarch ‘:“‘\?’Favuntes f‘"( - ae |j‘ﬁ ‘_';‘i

Address | ] hitp:/fcF2/QAFILE_CABINET_ACCESSIBLE/Read_Files.cim?FreshPage=110027 v|EJGo |Lnks ™

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller

g Department of Accounts &) DOA Public Website

Reportline > Main Menu > Reportline - Access Files

Main Menu

Reportline - Access Files \
Help
Agency
or Report Report Run Date Report ID
Download Folder: Locality Family from to
DEM All v All v All v All || €<« View Beports
Ageney - Run Date - Report D

DEM - D8ME/2006 -
ACTRIAGE Records 1 -3 of 3 |

Add all 3 reports to Download Folder 1
DEM - 08/15/2004 - FACZ5001
Agency
Review Download Folder| or  Report = Report )
Locality Family RunDate ReportiD Report Hame View or Download
Clear Download Folder DEM | CARS | 09/18/2005 | ACTE1495 DETAIL ACCOUNTS PAYABLE REPORT BY AGENCYFUNDFUND (v (o]
DETAILPROGRAM/SUE PROGRAM
DEM | CIPPS | 094512006 1001 INPUT TRANSACTION LIST (1)) [ Dowirload ]
DEM | FAACS |08A1572004 | FAC25001 | VALID TRANSACTION LISTING () (]
TopofPage | Startof Cortent | WehPolicy | ViewersPlugdns | ContactUs
WiAl Lewel 4 Compliant | Valid HTML | Valid CSS -
< >
X | Discussions ™ | ) [ €3 %7 | 12! | ) Discussions ot available on http:jcf2] )
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Two Format You can download in PDF or TXT format.
Choices for
Downloading

A Reportline - Review Download Folder - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of A Q[E|E|
'Jf:

File Edt View Favorites Toals Help

Qﬂack - d @ ;‘J /-\‘Saarch ‘-;"‘\'{Favnntes 2) - & |§‘ﬂ 3B

Address |{&] https:fjsecure.doa, virginia. govjRepartineQajManage_Download_Folder cim?FreshPage=041909 v 'Gn Links **

Commonwealth of ¥irginia | Governor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us

@5 Department of Accounts ® DOA Public Website

Reportline > Main Menu > Reportline - Review Download Folder

Rcesshiles Reportline - Review Download Folder \
Main Menu
Help [ Download These Files in PDF Format ][ Download These Files in TAT Format ] [ Clear Dowrload Folder |

Creating the compressed archive file could take a few seconds depending on the number and size of files included.
Please do not click on the download button twice.

Agency Report Report

Locality Family RunDate Report D Report Hame Remove Report
DEM  CARS O3/16/2005 ACTE435 DETAL ACCOUNTS PAYABLE REPORT BY AGENCY/FUNDIFUND
DETAILPROGRAMISUE PROGRAM
DEM  HEALTH- 037152008 U131 BESICIPPS UPDATE LISTING
CARE

Topof Page | Startof Cortent | Yyeh Policy | ViewsrsBlugdns | ContactUs
Al Lewel A Compliant | Valid HTRL | Valid ©55
@ Commonwue alth of Wirginia 2007

X | piscussions ~ | ) [} €3 27| 12| @ Discussions not available on https: fsscure. doa virginia. gav]

&

&] Dane 2 & Internet
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Removing Cancel the request by clicking these buttons:
Reports

CLEAR DOWNLOAD FOLDER

REMOVE
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Downloading in
PDF Format

Open the
Downloaded
Report(s) to
View?

Before you download reports, establish a PC File Folder location for your
compressed (zipped) reports to load into. Note the name of its location. If you
do not, the system places downloaded reports into a system-selected location you
might find difficult to locate.

Contact your Information Technology staff to quide you if needed to create a file
folder location on your PC.

Click DOWNLOADTHESE FILES IN PDF FORMAT.

They download to a temporary file area on your PC waiting for you to OPEN
(to view) or SAVE.

The Do you want to open or save this file? screen loads in.

¢ - s Al @ e r " | s
Oﬂack @ d \ELI ) ) search 7 Favorkes {E2) & I !ﬁ 32
address | ] hitps: fsecure.doa.virginia, gov/ReportineGAiManage_Download_Folder cfm?FreshPage=122445 Sl . Go Llinks *
Commonwealth of ¥irginia | Governor | Secretary of Finance | State Comptroller Skip to Content | Web Policy | Viewers/Plug-ins | Contact Us
@l Department of Accounts | ® DOA Public Website
Reportline > Main Menu > Reportline - Review Download Folder
Access Files Reportline - File Download @ \
MRl Mo Do you want to open or save this file?
Utilities Security Do } ] mat ] [ ClearDownload Folder |
Creati @ Witz okl e number and size of files included.
Help Type: Compressed (zipped) Folder, 24 bytes lice.
From: secure.doa.virginia, gov
A Report
BEnEV| e [ Open ] [ Save ] l Cancel
Locality | Family Remove Report
@ While files from the Intemet ean be useful, some files can patentially
harm pour computer. If you do ot tust the source, do not open or
100 | CARS save this fle, What's the risk?
Topof Page | Startof Cortent | Wyeh Policy | ViewsrsBlugdns | ContactUs
WAl Lewel & Compliant | Valid HTML | Valid £55
® Commonwea Ith of Virginia 2007

X | piscussions = | 71 [ ¥ % | 21| @ Discussions riok available on https: [fsacure,doa,virginia,gov] o
2 Downloading from site: https:}fsecure. doa, virginia. gow/Reportlinez/Repartiine_zip_Files. cfm S @ meemet

P —

74 start ﬁ % ?j @ m [l ReportineUserManua... | 2 Reportline - Review D...

When you click OPEN, you can view the report.
When you SAVE, your report files are saved to your desktop PC or LAN.
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When you OPEN, the following screen appears.

A Reportline - Review Download Folder - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of A

File Edt Wiew Favorites Tools Help 3
EEX
ddies] File Edt View Favorites Took  Help [ EY o | Links
| . iewersPlug-ins | Contact Us
& /f)sﬁr:h [| - Folders
Address |1 C:\Documents and Settings|ichasl.rideriLocal Settings|Temporary Tnternet Filss\Content TESILCSWTNETidemouser1].2ip BN

h E

DEM_09152... DEM_0916200
6_ACTE1495_
5742

Download Faldsr

files included.

Other Places

) LoSwaneT
My Documents

Details
demouser[1 Britiove freped
Compressed (zipped) Folder
X | Discussions ™ | 1 By €3 %5 | |21 | @ Discussions ot available on https:/fsecure.doa.virginia. gov/ )
&] pone S & mnternet

'T;E:En ol i E @ 7. B3wic.. - 7~ 2mk.. - OfRepor.. 2 wi. - §|Addbe..

'

Highlight the file you want to OPEN and double click on the file.

Continued on next page
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The following screen opens. If you want to view the file, click OPEN.

Click CANCEL to exit.

4 File Edit ‘iew Favortes Tools  Help
[ iy e 5
© - ¥ Psewn [ Foiders

Aclihess (1] CADecuments and Settingsimichael rideriLacal Settings|Temporary Intermet Files\Content IESYWRT7EQLTidemauser 1 ].2ip 2B e

w B

(£ Extract all files DEM_01172... DEM_0117Z...

File and Folder Tasks

d Do you want to open this file? Dowrload Folder
[ Move this file

f ' Mame: DEM_01172007_ACTB1495_73374050.pdf files included.

Qe e Type: Adobe Acrobat 7.0 D 3
i e Adobe Acrobat 7.0 Documen!

&) PUblish this Fils o the Web b

¥ Delete this file

Blco ks ™

iewers/Plug-ins | Contact Us

Remove Report

Other Places

Whike fles from the Intemet can be useful, some files can patentially
I WRTTEOLLT harm pour computer. If you do not trust the saurce. do not apen this
B i fle, /hat's the sk ?
Details
DEM_01172007_ACTB1495_
Adobe Acrobat 7.0 Document:
Date Modifid: Manday, Apri
02, 2007, 9:10 PM
Size: 3.38 KB
X | Discussions ~ | 75 By 3 %7 | |21 | @ Discussions not avalable on http:fjcf2/ )

&] Done %J Local intranet
crEBEeGLD '
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Saving Zipped
Files to Your
Desktop PC or
LAN Server

After you click DOWNLOAD THESE FILES IN PDF FORMAT, the files

are downloaded.

They download to a temporary file area on your PC waiting for you to
OPEN (to view) or SAVE.

rtment of Accoun

@Back -© \ﬂ \E] ;‘J /.-\‘Sean:h ‘E";(Favuntes & - ;'_

Ui 3

Address i@'] https:fisecure,doa, virginia, goviReportineQAfManage_Download_Falder cfm?FreshPage=022300

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller

@: Department of Accounts

Reportline >

Main Menu >

Access Files

Reportline - Review Download Folder

Reportline - Ret” TR

Main Menu

Dowanlo)

Creating

Hilities/Security

Help

Ageney Report
or z

Loeality Family
3m CARS O

30 CARS 0

Saving:
michasl.zip from secure.doa. virginia.qov

&

Skip to Conter,

aEE)

(

Estimated time left
Download to:
Transfer rate:

Close this dialog box when download completes

T Cancel

Savein: | (3 MICHAEL

3m CARS (0202212006 PROMPTPAY PROMPT PAY AGEMCY STATISTICAL REPORT

£y -Sdemuuser
5 :3 ICIMER'S
My Recent  [DMetafile
Documents 2] demouser
7= 27 DemMouser test
|| I,% (2 michae!
Desklop (] THURSDAY
My Documents
-
nthen| My Somputer
twice.
.;,‘] File name
D |
My Netwark,  Save as type | Compressed [zipp

Topof Page | Startof Cortent | WyebPolicy | ViewsrsBlugdns | ContactUs
Al Lewel A Compliant | Valid HTRL | Valid €55
@ Commonwuealth of Wirginia 2007
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The Do you want to open or save this file? screen loads in.

Click SAVE.

R e e S T e e f Huilm

Q- O - BB O Lo oo @3- 3 1 [ B

Address é_'] https:

winload_Falder cFm?Freshi

1> ER

Skip to Content | Weh Policy | Viewers/Plug-ins | Contact Us

@. Department of Accounts i X1 | ® DoA PuBIc Wensite

Commonwealth of Virg | Governor | Secretary of Finance | State Comptroller

Reportline > Main Menu > Reportline - Review Download Folder

Access Files Reportline - File Download \

Maln Mot Do you want to open or save this file?
Utilities Security Do . T moat ] ([ Clear Download Folder |
- Creati Llii. IR D2t he number and size of files included.

elp

Type: Compressed (zipped) Folder, 24 bytes

jice.
From: secure.doa.virginia.gov

Agency Report
E : [
Locality Familyj

@ While fles from the Intemel can be useful, some files can polentialy

Open | [ save | [ Cancel

Remove Report

harm pour computer. IF you do ot trust the source, do ot open or

save this file. W'hat's the risk?

100 CARS

Topof Page | Startof Cortent | YyehPolicy | ViewsrsBlugdns | ContactlUs
WAl Lewel A Compliant | Valid HTRL | valid €55
@ Commonwealth of Wirginia 2007
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.% Downloading from site: https: [fsecure doa, virginia gov/Reportlins2/Reportiine_Zip_Files, cfm @ ® Inkernat
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Save As Screen

Department of Accounts—Rev. 4/25/07 42

Before you download reports, establish a PC File Folder location for your
selected, downloaded reports to load into. Note the name of its location.
If you do not, the system places downloaded reports into a system-selected
location you might find difficult to locate.

Contact your Information Technology staff to quide you if needed to create a
file folder location on your PC.

Enter the file location where you want your downloaded, compressed reports
stored.

BEE

'lfa

@Back -© \ﬂ @ ;‘J /:\‘SEarch ‘E";(Favuntes 9 2 ;_

Address i@'] https:fisscure,doa, virginia, goviReportineQAiManage_Download_Faolder .cfm?FreshPage=031636

Ui 3

-

Skip to Content | Weh Policy | Viewers/Plug-ins | Contact Us

= | ® DoA Pubic Wensite
Savein | [ MICHEL —r
) () demouser
- :) IC2IMER'S
Access Files My Recent [C2Metafile \
D 1
Main Menu pouments (1 demauser
= (10 DeMouser test
e @ i Format | (s Dowrioad Faider )
Desktop (I3 THURSDAY n the number and size of files included,
(@0 Thursdayz twice.
My Documents Hesrioee REpet
My Computer
..,} File name [Fiday's Repon v [ see |
- J T 1
MyMstaork | Saveasippe | Comprssssd [Appsd) Folder | [ caneel |
T T ST T T T T ert Plug-ns | Contact Us
WAl Level A Gompliant | Valid HTML | Valid GSS
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How to Unzip
Your Saved
Reports

Locate your file folder containing your zipped reports.

Use EXPLORE if needed to locate your file folder. Note that the file folder is
a zipped folder and the icon appears like a file folder with a zipper across the
middle.

File Edt WView Favorites Tools Help o

eﬁack - ,7 /T‘SEarch ![F‘ Folders | [f23]~

address [[2) 51ADMSERIMICHAEL B

demauser /} MER'S
|
. DEM_01172007_ACTE1495 7.,
Metafile 0/1\‘ Adobe Acrobat 7.0 Darument
Sl 1%

DEM_D1172007_FAC25001_3... El i
Adobe Acrobat 7.0 Document - demuser

[y doasst
DeMouser best
File:
o LB
ItrhdBE
F”da“SRED“’“ ] ﬁ Microsoft Word Document

Folders
2 CO-RW Drive (E:)
[ 2 capp_sdiin on doaldfs’ (G
[ 28 Fs_adminsery on ‘dosldfs’ (1:)
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[ 3% reptine on 'doaldfs’ (R:)
(= 3% srook on 'doa\dfs' (5:)
() #ADMSEC
# () #Capprev
# () #CARS
# () #Comp
® () #Ecedi
() #GENACCT
# (5) #HUMRES
# (5 #Prod

= 0 #oner rhdBLUE T rhdeLue
3 #s8p.docs Mmsnft wiord Document (A ] enirie
® ) #s1cAr = 3 737 KB

|

|

=| 74kB

# (5 #3PCC

) SEALL
12263( 1243

[# () ~secure_EDI michael a
1KE 17 E Microsoft Office Document Im. ..

= [Z3) ADMSER
1) psta
I3 Ervin's Scanned Files
I3 General Accounting Book
=0
& () demouser
& 1) MER'S
1) Metafile
& (1] demouser
B (1] DeMouser test
@ (1] Friday's Reparts
[ michas!
& (10 THURSDAY
& ([0 Thursdayz

v
4 start 175, 5T E[ r [Ezn = zmterne... -] b Reportine. . @ MICHAEL
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THURSDAY
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Text Document
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Double-click on the zipped folder to open it to show its contents. You will
have the FOLDER TASKS column at the left.

File Edt View Favorites Toals Help #

Qeosck = () (T D search ([ Falders | [T

B &
L3

# 3 d © ‘\J Lj: pSearch u: Falders v

2
S J Address (£] S:\ADMSERIMICHAEL|Friday's Reports.zip vl Go

k. i
@ 3 Folder Tasks At ﬁt

DEM_0915200 DEM_0918Z, .,
(I3 Extract al files S

Other Places

£ MICHAEL
My Documents

Details

Friday's Reports
Compressed (zipped) Folder

[B 2 Microsa... ~| 7 2 nterne... - | @ Reportiine...
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Extracting All At the left-side, top column you will see the Folder Tasks heading.
Files
Click: Extract all files
These procedures assume you have this XP 2000 Extraction Wizard
software. If not, follow your own extraction software steps to unzip the
zipped Reportline reports.
In this screen example, the Windows XP 2000 Extraction Wizard loads in.
icrosoft Internet Explorer provid :
a:
v|EJGo | Lnks ™
| Viewers/Plug-ins | Contact Us
Folder Tas, ASAELIRAMIZ2/d Public Website
(£ Extrac Welcome to the
Compressed {zipped)
Folders Extraction
Other Plag Wizard }
[ URFTAY
B My Do The extraction wizard helps pou copy files @
from inside & ZIF archive b of files included.
Details
demouser|
SIS Remove Report
Ta continug, click Next
X | Discussions ™ | ) [ €3 %7 | 12! | ) Discussions ot available on http:fjcf2] )
&) %J Local intranet
75 Start (/'l -&‘:'? E E‘ E,‘ q _g— ’Ei @) Reportline... | [B]3 Microsa... ~ | ‘3 Reportine ...
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[ [=]]

o

@Eack -9 \1'] @ k;\J /:‘JSEan:h \En:(l’Favw\tes D | - ‘; G |D‘ﬂ 3

Bleo |unks »

s | Contact Us

| ® Doa Pubic wensite (5
= : Select a Destination
Reportline > Main Files inside the ZIP archive will be extracted to the location you
chaose
Access Files \
- Select a folder to extract files to
Main Menu
Files will be: extracted to this directory: -
Download Thess Files in TT Fomat | [ Clesr Download Folder |
Help S:%ADMSERNMICHAEL
few seconds depending on the number and size of files included.
ck on the download button twice.
Report lame Remove Report
Eecirg hELE REPORT BY AGENCYFUNDIFLND
) ROGRAM
[ <Back ][ New> | [ cancel |
Top of Page | Start of Cortert | Wsh Policy | ViewersPlugdns | Contact Us
Wil Lavel A Compliant | Valid HTML | valid C58
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Showing The “Show extracted files” box is checked.
Extracting Files

Press FINISH.

@Eack Al > ) \i‘] @ 7‘.] /f“Saarch ‘-:":(‘Favuntes 8 | 8- _g i |D‘ﬂ ‘:i

Extiaction Complete
Files have been successhully extracted from the 2IP archive.

Access Files
Files have been successfuly exhacted to the follawing
Main Menu directory
Help SR Download These Files in TAT Famat ] [ ClearDownload Folder |

few seconds depending on the number and size of files included.
To see your extracted files, check the box belaw: <k on the download button twice.

Show estracted flss

Fress finish to continue.

Report Hame Remove Report
hBLE REPORT BY AGENCYFLINDFLUND
ROGRAM

Top of Page | Start of Cortent | ¥yeh Policy | ViewersBlugdns | ContactUs
Wil Lewel A Compliant | Valid HTML | Valid CSS

® Commonwealth of Virginia 2007
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PDF Files After the extraction software completes, the PDF files (identified by the PDF

Extracted for icon) are available for viewing and located in your PC file directory that was
Viewing indicated during the extraction.

& MICHAEL

[E[EIE]

File Edit ‘iew Favorites Tools Help
:\) Back - (g lﬁ; /_nJ Search || Folders -
Address | S:\ADMSERYMICHAEL v| Go

File and Folder Tasks © ‘Ij MER'S ‘Ij Metafile ‘lj rabender

) Make ariew Folder
4 Publish this Folder to the DEM_D1172007_ACTE1495_7 ... DEM_D1172007_FAC25001_3... E e

Web Adobe Acrobat 7,0 Document Adobe Acrobat 7.0 Document LKE

4 KB 4KB i
S dosset 3 IrhdBas ItrhdBLUE
Other Places File E 3| bicrosoft word Dacument IE 3| Wicrascft Word Document
3 aosER LKB =728 =] =
) My Documents 5 IrhdBLUE E| 5] SEALL
i michagl

My oL [A rrwFie 1226 x 1248
i Py Computer 737 KB | kB 3 Micrasoft Office Document Im...
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When You
Highlight a
Report Name
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When you highlight a PDF file at this screen, the DETAILS box opens in the left-
hand column at the bottom of the screen. It shows you an image of the report’s
first page, along with report identification data.

The File and Folder Tasks box expands to allow you to perform the following file
tasks:

() ADMSER
(L My Documents
i My Computer

1. Rename
2. Move
3. Copy
4. Publish the file to the web
5. E-mail
6. PRINT [directly to your desktop printer without opening to view the file]
7. Delete
% MICHAEL [BEE]
File Edit ‘iew Favorites Tools Help a’
(€ L >} I.’} }.ﬂj Search || Folders -
Address |2 5:\ADMSERYMICHAEL v| G
File and Folder Tasks * MER'S (2 Metafile £ rabender
mfj Rename this fil I/’ I/I I/’
F love this File DEM_01172007_ACTB1435_7... VEM I
}'g ::IDDY ::is :\\Ia .ﬁ:] idobe Acrobat 7,0 Document !lii! Te}(rrénusar
4 Publish this file to the web -
 ensimse @j @j
-_;é Print this File 1KB = T4KB = 48 KB
¥ Delete this file — il 3 3
- G i3
Other Places
2 WS_FTP

Text Document
2KE
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Reports, Continued

Printing When the extraction has unzipped your report files and the report names
Multiple appear on the screen, highlight all reports you want to print.
Reports

Use your SHIFT key in combination with mouse’s left-sided button to select
multiple reports to be highlighted.

Ensure your cursor is on one of the file names before you right click your
mouse’s right-sided button to get the PRINT task option.

Click PRINT to route your reports to your local printer without the reports
opening.

Ba s
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items
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[T | S IS Open With E lear Dowirload Folder
¥ Delete the selected 0 Scan for viruses. . p of files included.
items :
Send To »
Other Places cut
Copy Remove Report
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Create Shorkeut
(5] My Documents D”Tat e Shorteul
elete
i My Computsr Eeraite
.
Froperties

Details

2 items selscted.

Total File Size: 7,18 KB
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How to Set Up Your Printer to Duplex (Two-Sided) Print

Duplex Printer You can only print duplex (two-sided) if your printer offers duplex printing.

Capability

Restricted by For assistance with your printer to 1) determine if your printer can print

Printer duplex and 2) set the printer default to duplex printing for all documents,
contact your IT staff for assistance.
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View Personal ~ The View Personal Options page allows you to view your existing
Options information regarding—

e LogonlID

e Password (the actual password is not displayed, but an * indicates it
does exist.)

e Email Address

e Email Address 2

e Hint (to help in remembering current password.)

e Date Password Changed—reflects last date your password was
altered.

Navigation buttons located in the left margin of the page link to other
Reportline pages or perform requested functions as described in the section

3 Reportline - Personal Options - Virginia Department of Accounts - Microsoft Internet Explorer, provided by Department of Account

File Edt ‘View Favorites Tools Help o
Qe - ) \ﬂ E] ) search ¢ Favaries (2] g b - | ._.J‘ﬁ 3

address | @] https: fsscure.dos.virginis, gov/ReportineGiPersonal_Gptions, chmiFreshPage=011210 v B so |unks *

Commonwealth of Virginia | Governor | Secretary of Finance | State Comptroller

@ Department of Accounts @ DOA Public Website

Reportline > Main Menu > Reportline - Personal Options

Wain Menu Reportline - Personal Options \
Hilities/Security
Help

View Personal Options

Logon ID michagl

Password =

First Name Michael

Middle Name E

Last Name Rider

Email Address michael riderg@doavirginia.gov
Email Address 2

Hint

Date Password Changed 0452002004

Topof Page | Start of Cortent | Wveh Policy | ViewersPlugdns | Contact Us
WAl Lewel A Compliant | Valid HTML | Valid CSS
@ Commonuue 3 Ith of Virginia 2007 hd
X | Discussions ™ | 1) [ €3 % | 12! | (@ Discussions not available on https: fisecure. doa virginia. gav) @
& S & mnternet
pr——
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Continued on next page
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Navigation Navigation buttons located in the left margin of the page link to other
Reportline pages or perform requested functions as described in the section
below.

Button Description
Edit Clicking on this button links the employee to a page where
the user may change their password, e-mail address, and/or
hint.
Main Menu | Clicking on this button will link the user to the Main Menu
page.
Log off Clicking on this button returns the employee to the Log On
page and signs the user out of Reportline.
Available Links the user to a list of reports that may be available for
Reports viewing.
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Personal Options Page, Continued

Edit Personal The Edit Personal Options page provides the Reportline user the ability to
Options change any one or all of the following:

e Password (the actual password is not displayed, but an * is displayed
for each password character.)

e Email Address

e Email Address 2

e Hint (to help in remembering current password.)

Click ACCEPT to have your edited changes accepted by the system.

A Reportline - Personal Options - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Account

File Edt ‘View Favorites Tools Help rr
Al @ e A 25
Q Back + () d @ ¥ | ) search 7 Favories el - |_J‘ﬁ 3B
Address | @] hitps: fjsecure.doa. virginia.govjReportineQajPersonal_Options,cm?FreshPage=011213 v 'Gn Links **
Commonwealth of ¥irginia | Governor | Secretary of Finance | State Comptroller
ADepartment of Accounts ® DOA Public Website
Reportline > Main Menu > Reportline - Personal Options
Wain Menu Reportline - Personal Options \
Utilities/Securi
v
Help
Edit Personal Options
Logon ID michael
Password ~ [eeeess
First Name Michael
Middle Initial E
Last Name Rider
Email Address michael.riderEdoa. virginia.gov
Email Address 2
Hint
Date Password Changed 0452002004
IopofPage | Startof Contert | WebPoliey | ViewersBlugdns | ContactUs
Wil Lewel A Compliant | Valid HTRML | Valid CSS
v
X | piscussions ~ | ) [} €3 27| 12| @ Discussions not available on https: fsscure. doa virginia. gav] o)
&] Dane 2 & Internet

P —

74 start 7; : E 9: @ m [T Reportine... | O Questionsf.. 7 Repartine ...

After entering the new information, press the Accept button and the
information will be displayed on the View Personal Options page.

If the information entered is not correct or if the user is not satisfied with the
changes, press the Cancel button and is returned to the View Personal
Options page.

Continued on next page
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Navigation Navigation buttons located in the left margin of the page link to other

Reportline pages or perform requested functions as described in the section
below.

Button Description

Accept Allows the information entered above to be updated. It is
effective immediately.

Cancel Links the employee back to the View Personal Options
page. No changes entered on the Edit Personal Options
page are accepted.

Main Menu Links the user to the Main Menu.

Log off Returns the user to the Log On page and signs them out
of Reportline.
Available Links the user to a list of reports that may be available for
Reports viewing.
DOA Contact
Contact Us Use Reportline’s Contact Us button for assistance.
Button
DOA Staff After you log in, reference your Broadcast screen for names of DOA staff

members who can assist you with Reportline.

(ReportlineUserManual April 25, 2007.doc)
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