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Confirmation of Agency Reconciliation Web Site Overview

Introduction

Access
Requirements

Web Address

DOA has developed a web-based system that provides agencies the ability to
submit certification to DOA, on a monthly basis, that they have reconciled
their internal accounting records to CARS, the official accounting record of
the Commonwealth.

Along with the Confirmation, agencies should also provide notification of any
processing irregularities (exceptions) that will need to be corrected by DOA
through the Exception Register process. Agency fiscal officers may access
the Confirmation of Agency Reconciliation to CARS Reports (Exception
Register) at http://confirmation.doa.virginia.gov.

This web site has been designed to be as user-friendly as possible and require
little intervention from outside resources. However, DOA realizes that there
may be functions that individuals may need assistance with and has
developed this administrative manual to aid Fiscal Officers.

e Browser must be enabled for Java Script.

e 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.

o Internet Explorer or Netscape browsers, 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.

http://confirmation.doa.virginia.gov

Continued on next page
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Accessing the Confirmation of Agency Reconciliation

Access the Perform the following steps to access the web site.
Web Site
Step Action
1 Go to the DOA web site — www.doa.virginia.gov.
2 Select the ‘Confirmation’ button from the choices in the left-hand

margin of the Home Page. This is the link to the web-based
certification process.

Note — Users may also type in the direct link in the address bar on
their internet connection.

Log On The user enters their User ID and password and clicks on the ‘Log On’
button. This links the user to the Broadcast Messages page for important
information and other menu selection items.

Step Action
1 Enter the User Id assigned by DOA.
2 Enter the User Password.
3 Click on the ‘Log On’ button or press Enter.

Continued on next page
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Accessing the Confirmation of Agency Reconciliation,

Continued
2 DOA Confirmation Login - Microsoft Internet Explorer provided by Department of Accounts
File Edt View Favortes Tools Help e
Confirmation
of
Agency Reconciliation
Welcome to Confirmation of Agency Reconciliation
User D
[ commcts | Password
Agencies can use this web sife fo submif cerfificafions to DOA, on a monthiy basis, that they have reconciled their internal accounfing records fo
CARS reports, the official accounting record of the Commonwealth. Along with this confirmation, agencies should also provide notification of
auy processing irregularities fhat will need fo be corrected by DOA
& &J Local intranet
Navigation Navigation buttons located in the left-hand margin of the page will link the
user to other pages in the site or perform requested functions as described
below.
BUTTON DESCRIPTION
Log On Initiates the log on process with the entry of a valid
User ID and password.

Forgot Password | Links user to the Forgot Password page where the user
can receive the ‘hint’ entered to help the user
remember their user password or they can enter their e-
mail address and have the password e-mailed to them.
Help Links the user to detailed information about the current
page and the selections available on the page.

Continued on next page
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Accessing the Confirmation of Agency Reconciliation,
Continued

Navigation (continued)

BUTTON DESCRIPTION
Contact Us Allows the user to send an e-mail with suggestions
and/or questions to DOA.
Security Links the user to information on application security
and access requirements that support the site.

First Access for A first time user must enter the User ID and password assigned by DOA and
New Users click the ‘Log On’ button.

Upon entering the Confirmation of Agency Reconciliation a Personal
Options page prompts the user to set the password to a personalized 5 to 8
character value (entered twice for verification) and establish a ‘hint’ for their
password. To establish the permanent security record, the user must click on
the ‘Accept’ button, and is then taken to the Broadcast Messages page.

A Confirmation - Update Personal Options - New User - Microsoft Internet Explorer, provided by Department of Accounts

File Edt ‘View Favorites Tools Help ,,'

Confirmation
af

Ageney-Reeonciliation

Personal Options

e s
Password:
Retype Password:
Hini:
First Name: John
Middle Initial: Q
Last Mame: Doe
Phone Mumber:
Email Address: doa@agy.virginia. gov
Password Updated: 0171072005
Record Updated: 0171072003

*Highlighled fields are required.

&) vone S Local intranet

Continued on next page
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Accessing the Confirmation of Agency Reconciliation,
Continued

Forgot If a user enters their User ID and an invalid password, they will receive the
Password message ‘INVALID PASSWORD (#Violations)’.

<) DOA Confirmation Login - Microsoft Internet Explorer provided by Department of Accounts

File Edit WView Favorites Tools Help Iz

Confirmation
of

Agency Reconciliation

Welcome to Confirmation of Agency Reconciliation
Log On

Forgot Password

e User TD L]
Contact Us Password |:|

Security

Irvalid Password (I Violations)

Agencies can wse thiz web site fo submif cerfifications fo DO, on a monthly basis, that they have reconciled fhelr infernal accounfing records fo
CARS reports, the official accouniing record of the Commonwealth, Along with £his confirmation, agencies should also provide notification of
any processing irvegularities that will need fo be corrected by DOA

&) Done &4 Local intranet

Continued on next page
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Accessing the Confirmation of Agency Reconciliation,

Continued

Forgot They may attempt to enter the User ID and password again or click on the
Password ‘Forgot Password’ button. Clicking ‘Forgot Password’ links the user to the
(continued) Forgot Password page, here the user is given their previously stored hint and

the option to have their password e-mailed to them.

If the hint helps the user to remember their password, they would click on the
‘Log On’ button and be returned to the Welcome page to log on using the
correct password.

Note: After 5 (five) failed log on attempts the following message is
displayed “ACCOUNT SUSPENDED DUE TO SECURITY
VIOLATIONS.” The user at the agency with Update capability can reset the
violation counters and restore the User ID for users with Inquiry access. A
user with Update capability that suspends their ID will need to contact DOA
through the ‘Contact Us’ button.

A Confirmation Forgot Password - Microsoft Internet Explorer provided by Department of Accounts

Fle Edit WView Favorites Tools  Help 1,

Confirmation
af
Ageney-Reeonciliation
Forgot Password

Vourpreviously stored passwon hintis: Emal New Passori?

Mlatch the exnail address entered in your security record and hawve sronr
Ly s seat o hat ks

Enter Email Address:
&) http:Jrit-cFjCoay Ay Conf{ S Local intranet

Continued on next page
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Accessing the Confirmation of Agency Reconciliation,

Continued

Forgot
Password
(continued)

If a user decides to have their password e-mailed to them, the e-mail address
will need to be entered into the box provided and then click on ‘Send E-Mail’.
In the event the e-mail address does not match the one stored in the security
record, the message “The Email address you entered
(name@agy.virginia.gov) did not match. Please try again.” will be displayed.
The user will then click on ‘Log On’ and return to the Welcome page where
they can select ‘Forgot Password’ to take another opportunity to enter the
correct e-mail address.

2l Confirmation Forgot Password - Microsoft Internet Explorer provided by Department of Accounts [ZI@E|
File Edit Wiew Favorites Tools Help R

Confirmation
of

Agency Reconciliation

Forgot Password
L“ e The Email Address you entered (name@agy. virginia.gov) did not match.

Please fry again.

&] Done % Local intranet

Continued on next page
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Broadcast Messages

Review The Broadcast Messages page provides pertinent information as well as
Broadcast gives various options to navigate through the application. DOA will place
Messages messages regarding the Confirmation process or other important

information on this page. The agency should review the Broadcast Messages
periodically to be aware of updates or changes to the process. Additionally,
in the bottom left hand corner, informational messages may appear which
provide feedback to the user regarding actions which have been taken (e.g.,
Login Successful).

A Confirmation Bulletin - Microsoft Internet Explorer provided by Department of Accounts E‘E‘E|
'1:

File Edit Wiew Favortes Tools Help

Confirmation
of

Agency Reconciliution
T Broadcast Messages
The November Confimation is due by 12/30/04
Due to the change in the CARS Month End Close Schedule

the Confumations will now be due on the last busimess day
of the montls i which the agency receives CARS reports.

Login Successful

QJ Dong ‘:4 Local intranst

Continued on next page
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Broadcast Messages, Continued

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

BUTTON DESCRIPTION

Main Menu Links the user to the Main Menu page. This is the central
navigation page for Confirmation of Agency
Reconciliation.

Help Links the user to detailed information about the current page
and the selections available on the page.

Contact Us Allows the user to send an e-mail with suggestions and/or
questions to DOA.

Log Off Returns the user to the Log On page and signs the user out
of the Confirmation of Agency Reconciliation.

Office of the Comptroller 9 Commonwealth of Virginia
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Main Menu

Access Main The Main Menu page is the central navigation page for the Confirmation

Menu process. To access the Main Menu the user would click on the ‘Main Menu’
button from the list of choices in the left-hand margin on the Broadcast
Messages page.

2 Confirmation Main Menu - Microsoft Internet Explorer, provided by Department of Accounts

File Edt Wiew Favorites Tools Help o
Confirmation
of
Agency Reconciliution
Main Menu
To Add or View a Confirmation, select one of the options on the left menu.

o0 |

ST

& % Local intranet

Navigation Navigation buttons located in the left-hand margin of the page link to other

Confirmation pages or perform requested functions as described below.

BUTTON DESCRIPTION
Add Confirmation | Links the user to the pages used to certify that the agency has
reconciled as well as to notify DOA of corrections that are
needed.

Continued on next page
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Main Menu, Continued

Navigation (continued)

BUTTON DESCRIPTION
View Links the user to pages used to view Confirmation
Confirmations information that has been previously entered and to make

changes up to the due date of the current month’s
Confirmation.

Personal Options

Links the user to a page containing their personal data such as
name and e-mail address. Changes to personal information
are made on this page.

Reset Violation

Links the user to a page that allows them to reset violation

Counters counters for other users at their agency. The user must have
security access with update capability to have this selection.

Broadcast Links the user to the Broadcast Messages page where

Messages important messages and updates can be viewed.

Help Links the user to detailed information about the current page
and the selections available on the page.

Contact Us Allows the user to send an e-mail with suggestions and/or
questions to DOA.

Log Off Returns the user to the Log On page and signs the user out of

the Confirmation of Agency Reconciliation.

Adding a New Confirmation

Add
Confirmation

Fiscal Officers are required to certify to DOA that the agency has reconciled
their internal records to CARS transactions/balances. This certification is due
by the last business day of the month in which the agency received their
reports. The following steps detail how to enter a Confirmation using the web

site application.

Office of the Comptroller

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

Step Action

1 Select ‘Add Confirmation’ from the Main Menu. This will link to
the Add New Confirmation page.
2 On the Add New Confirmation page select the agency being
certified as reconciled from the drop down menu (only if the user
is responsible for more than one agency, otherwise this option is
not available and the correct agency will automatically display on
the Confirmation).
3 Read the “Agency Responsibility & Certification” statement.
Select “I Understand and Agree”.

23 Add New Confirmation - Microsoft Internet Explorer provided by Department of Accounts

File Edt view Favorites Tools Help

Confirmation

of

Agency Reconciliation

Add New Confirmation

Iunderstand and Agree [ ion of Agency Reconciliation to CARS Reports

CARS transactionsbalances 1 | Agancy 87 far the parind o 11/2004 | rust be reconsiled to your intemal records. Any comections that canbe mads by

Declin

the ageney should be processed {0 for the period of 11/2004

5 o ot necessary 1o note these on the form. A1 other emors andfor questions that your
agency is not able to address shqAgency 988 forthe period 0f 11/2004 =

Clonfinations st be suhritted no later than 500 poao. om the last businsss day of the month in which you recetvs sour seports. Ay corrections received sfter
this date will he addressed with the fallowing month's confirmation

Agency Responsihility and Certification
O agency's management ascepts respomsthility for the integrity and objectivity of the financial transactions provided to the Stats Corptroller. We belisve the data
prervided are aceurate in all material respects. The basis for these conshisions relates to our assessment of the intsmal sontrols pessting within o Agency. The
establishrent of such intemal controls reguires estiraates and judgeraesnts from managernent so that, in attaining reasonsble assurance s to the adegquacy of such
contrals, the cost of controls should not exceed the benefits obtained. ITheliewe the Agency's internal controls adequately safequard its assets and provide reasonable
assurance as o the proper recording of financial transactions.

Help

Log Off

Additionally, T cenlify that, for the agency listed showe, the ascounting reconds mepresenter in CARS, the official record of the Commomwealth, are asewate in all
aterial respects

& & Local intranet

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

Step

Action

4 Read the “To the Comptroller” statement.

5 Select the radio button ‘I do not have exceptions’ or ‘I have
exceptions’ corresponding to whether the agency has corrections
that require DOA Journal Entries.

6 Select “Submit”.

2 Add New Confirmation - Microsoft Internet Explorer provided by Department of Accounts EH’E‘E|
1'{

File Edit Wiew Favortes Tools Help

Confirmation
of

AgeneyReconciliation

Submit

Contact Us

Log Off

Add New Confirmation

[¢ ion of Agency Reconeiliation to CARS Reporis
Demonstration Agency (Agency #37)

To the Comptroller:

Oy ageney acconnting records for Deraonstration A gency (987) for the period of Moverdber, 2004 (due on 1250/2004) have been verified and reconciled to CARS,
and when any stbmitted ATV have posted to CARS andior items showm below (if any) are processed, our intermal recoxds will be in agreement with thase
reported in CARS for each of the following

A1 cash balances (hy fimdifund detail) Total expenditures (by fand/fundidetail, prograr, chject)
Al approprations (by fundffund detail, program) et Revenues (hy fundffund detail, revenue source code)
Al allottments (by fundfimd detail, prograrn) Fired fssets (b funcfimd detedl)

Submitted by: John O Dioe on 01/10/200

(@ 1do not have exceptions () 1have exceptions

&] pone

&J Local intranet

Office of the Comptroller

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

If... Then
The agency did not have The next page will say “Record
exceptions Successfully Added” and there will

be a ‘View Confirmation’ button.
Skip to step 12 (page 17).

2 Add New Confirmation, - Microsoft Internet Explorer, provided by Department of Accounts E”E‘E|
File Edit WView Favorites Tools Help Iz
Confirmation
of
Agency Reconciliation
Add New Confinmation
Record successtully adied.
TR pr
Date Submitted: 01410/2005 Submitied by: John O Doe
[View Confirmation]
&) &4 Local intranet

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

If

Then

exceptions

The agency did have

The next page will say “Record
Successfully Added” and there will
be a ‘View Confirmation’ and an
‘Add Exceptions’ button. Continue
with step 7 (page 16).

) Add New Confirmation - Microsoft Internet Explorer provided by Department of Accounts E|E‘E|

File Edit View Favorites Tools Help

;f:

Confirmation
of
Agency Reconcilintion

Add New Confirmation
Record successfully alied.
CCT— ra
_ Date Submitted: 0101062005 Submitied by: John Q Doe
[View Confnation]

[Add Exceptions]

@1 ‘:} Local inkranet

Office of the Comptroller

15

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

Step Action

7 Select “Add Exceptions”.

8 Select the Exception Type that applies to the agency’s situation by
clicking on the associated radio button.
9 Click ‘OK’ on the message that comes up to let the user know
which fields are required.
10 | Enter Exception Details as required. Highlighted fields indicate
which information is required.
11 Select ‘Accept’.

3 Add Confirmation Exceptions - Microsoft Internet Explorer provided by Department of Accounts E”E‘E|
'ifl

File Edt view Favorites Tools Help

Confirmation
of

Agency Reconciliation

Add Exception(s)
Accept Ageney: 057 Period: 112004

Exception Type:
© The itera listed below appested on the ACTRO01 Report, but did not belong to onr agencyr
O The itera listed below was subraitted bt has not appeared on onr ACTED40] Report

He|,
O The item described below s not applicsble 1o the first two calegories. Supporting documentation is supplisd below

Log Off Exception Details:

Batch Agy Batch Date Batch Type Batch #
Amount 401 Date 401 Page Voucher # DC#
Desexiption: {Madrmum 500 Characters)

If the agency exception is too corplex to list here, draft a memo and fax it to DOA at (804) 2254250, Please indicate shove if wou are faving inforruation,

&] Done & Local intranet

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

Step

Action

12 | The next page will state “Record Successfully Added”, click on
‘View Confirmation’.

Note: If the agency has more than one Exception for the month,
there is an option on the View Confirmations page that allows the
user to add additional Exceptions.

2 Add Confirmation Exceptions - Microsoft Internet Explorer, provided by Department of Accounts E|E|E‘

;'l

File Edit ‘“iew Favorites Tools  Help

Confirmation
of
Ageney Reconciliation
Add Exceptiong(s)
I v sy i
contots | [View Cofirmnation]
@1 \_-g Local inkranet

Office of the Comptroller

17

Continued on next page

Commonwealth of Virginia




Confirmation

of Administrative Manual

lgeney Reconciliation

Adding a New Confirmation, Continued

Add Confirmation (continued)

Step Action
13 At this point, the user has four navigational options as follows:
Option Description
Print Summary Provides a summary of the

Confirmation that can be printed by
the agency for their records.

Add Exception Links to the Add Exception(s) page
and allows the user to add exceptions
to previously entered data up to the
due date.

Delete Confirmation Allows the user to Delete the entire
Confirmation and any related
exceptions previously entered into
the system up to the due date.

View Confirmations Displays a listing of Confirmations
previously entered into the system.
Edit/Delete Exceptions To the left of the exceptions listed on

this page (if any). The user can
update an existing exception or
delete it up to the due date.

Continued on next page
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Adding a New Confirmation, Continued

A View Confirmations - Microsoft Internet Explorer, provided by Department of Accounts E”E‘gl

File Edit View Favorites Tools Help ’f’

Confirmation
of

Agency Reconciliation

View Confirmations

Print Summary

Ageney: 057 Period: 11-2004
Add Exception Date Submitted: 0171072005 Submitted hy: John ) Tioe
Delete Confirmation

View Confirmations Exceptions:

Tiems appearing on ACTRO401 report, but did not helong io agency:

T Batch Agy Baich Daie Baich Type Baich# Amount 401 Date 401 Page
[BAif] [Delsts] 927 1152004 1 937 92700 11052004 587
P test data

Contact Us
Log Off

L

& Local inkranet

Add Confirmation (continued)

Step Action

14 Once completed, agencies are required to print a copy of the
Confirmation for their records. The user would first select ‘Print
Summary’, which links to the Print Summary page and then would
click on ‘Print’ at the top left of the Print Summary page.

Continued on next page
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Adding a New Confirmation, Continued

DOA Confirmation - Agency Confirmation Sum rosoft Internet Explorer provided by Department of Accounts
File Edit View Favorites Tools  Help o
Print Close
Commonwealih of Virginia
[¢ ion of Agency Reconciliation to CARS Reporis

CILRS transastionsihalances for Agency 98T for the perind of November, 2004 raust be recomziled to yrour internal rsconds. Ay comections that can be rade by the agency should be prosesssd
o an Agencyr Transaction Voncher (4TW). Tt is not necsssary o nots these on the form. A1l other exors andior questinns that yonr sgency is not abls t0 address shold be subritted on the
A dd Exception(s)” page.

Clonfirmations st be submitted no later than 5:00 .z on the last business day of the ronth in which you recefve wour reports. £y corrections received afler this date will b addressed with
the following month's confirmation.

Agency Responsibility and Certification
Oy agency's managernent accepts responsibility for the integrity and objectivity of the financial transactions provided to the State Corptroller. We believe the data provided are accurate inall
waterial respects. The basis for these conchusions relates to our assessment of the interal controls operating within our Agency. The establishment of such intemal controls requires estimates

and judgerments from managerment so hal, in atlaining reasondble assurance as 1o the adequacy of such contrals, the cost of controls should not exceed the benefits ctained. [ believe the Agency's
intermal sontrols adequately safegnard its assets and provide masonsble assurance as o the pmper rcording of financial transastions

Additionally, T certify that, for the agency listed above, the ascounting records represented in CARS, the offisial resord of the Commorwealth, are aseurate in all rasterial respects

To the Comptraller:

Oy agency acconnting records for Deraonstration A gency (987) for the period of Moverdber, 2004 (dug on 1 250/2004) have been verified and reconciled to CARS, and when any subraitted
ATW's hawe posted to CARS andior iteres shown below (if arey) are processed, our infernal records will be in agreement with those reported in CARS for each of the following:

11 cash bakences (hy findifnd detail) Total expenditires (by fund/fimdidetail, progran, cbject)
Al appropriations by fimdifimd detail, progra) Met Revermes (by fimeifinel detail, vevenus sonrcs oode)
Al allottroents (b finclfime dstadl, prograra) Fizeel fussets (by fumclfimd detail)

Submitted by: John O Doe on 01/10/2005
Exceptions:

Tiems appearing on ACTRO401 report, hut did not helong io agency:

Baich Agy Baich Date Baich Type Batch # Amount 401 Date 401 Page
987 1Lm56004 1 087 98700 1152004 ]
test data

Confirmation was submitted gfter the due dafe

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

Step Action

15 If at some point it is determined that the Confirmation should not
be added and the user is in the process of adding the Confirmation,
there are selections through out the process that allow the user to
bring it to a close. They are as follows:
Decline Choose this selection from the first
page for Add New Confirmation.
This will take the user to the View
Confirmations page.

3 Add New Confirmation - Microsoft Internet Explorer provided by Department of Accounts

File Edt ‘View Favorites Tooks Help "

Confirmation

of

Ageney Reconciliation

Add New Confirmation

lunderstand and Agree Confi ion of Agency R iliation o CARS Reports
line

CARS transactions belences for [ Agency 087 for the period of 1142004 |« | must be reconciled 10 your intemel records. Any conections that can be made by

the agency should be processed {f rthe period of 111
agency is not ahle to address shqAgency or the period of

- 1ot necessary to note these on the foore. ALlother errors andfor questions that sour

Confirmations must be subrmitted no later than 5.00 p.am, on the last business day of the month in which you receive your reports. Any conestions received afler
this date will be addressed with the following ronths confirmation

Agency Responsihility and Certification
Our ageney’s managemment acceple responsibility for the inlegrity and objestivily of the financial transactions provided to the State Comptroller, We believe the data
provided are acewrate in all material resperts. The basis for these conclusions relates to our assessmen of the internal controls eperaling within our Agency. The
estallishment of such internal controls reqpuires eslimates and judgeraents from mavagerent so that, in altaining reasonable assurance as o the adequacy of such
comtrals, the cost of controls should not excesd the bensfits obtained. T helisve the Agenoy's intemal controls adsquately safeguard its assets and provids masonsbls
assurance as to the proper secording of financisl transactions

Additionally, T certify that, for the agency listed above, the accounting records represented in CARS, the official record of the Coraraonwrealth, are accurate in all
material respects.

*J Local intranst

&

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

Cancel

This selection is available on the
page with the statement “To the
Comptroller”. It will take the user to
the View Confirmations page.

) Add New Confirmation - Micresoft Internet Explorer provided by Department of Accounts

File Edit View Favorites Toaols Help

'#'l

Confirmation

of

Agency Reconciliation

Add New Confirmation

[¢ on of Agency Reconciliation to CARS Reporis
Demonstration Agency (Agency 987)

To the Compiroller:

Felp Cour sgency accounting records for Demonstration Agency (987} for the period of Hoversher, 2004 (dus on 12/30/2004) have besn verified and reconciled to CARS,
and when any stbmaitted & TW's have posted to CARS andior itews showm below (if ang) are processed, our internal reconds will be in agrestent with thase
Contact Us reported in CARS for sach of the follawing:
Log Off
A1l cash bakenees (by fundifund detail Total expenditures {bry fundifimdidetail, program, object)
Al appropriations (by fundifund detail, program) Het Reverues (by findfund detail, revenue sowre code)
Al allottments (b fundfund detail, program) Fixed Assets (by fund/fund dtal)

Submitted by: John O Do on 0171002005

1o not have exceptions ("1 have exceptions

&) Done

% Local intranet

Office of the Comptroller

Continued on next page
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Adding a New Confirmation, Continued

Add Confirmation (continued)

Delete Confirmation Available when the user has
completed adding a Confirmation
and 1s on the View Confirmations
page.

Note: Only available if adding a
Confirmation before the due date.

A View Confirmations - Microsoft Internet Explorer, provided by Department of Accounts EHE\[‘E
"r'

File Edit View Favorites Tools Help

Confirmation
of

Agency Reconciliation

View Confirmations

Frint Sumenary. Agency: o7 Feriod: 112004
Add Excaption Date Submitted: onzons Submitied hy: John ) Tioe

Delete Confirmation

View Confirmations

Exceptions:
Tiems appearing on ACTRO401 report, but did not helong io agency:
T Batch Agy Baich Daie Baich Type Baich# Amount 401 Date 401 Page
[BAif] [Delsts] 927 1152004 1 937 92700 11052004 587
P test data

Contact Us
Log Off

& Local inkranet

L
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View Confirmations

View
Confirmations

The View Confirmations page allows the user to view current and previous
month’s Confirmations. Current month Confirmations can be updated, using
this selection, during the time period between which the Confirmation was
added and the due date. The following steps explain how to view a
Confirmation and the update options available.

Step Action
1 Select the ‘View Confirmations’ button from the Main Menu.
23 Confirmation Main Menu - Microsoft Internet Explorer provided by Department of Accounts E”E‘E|
File Edit Wiew Favorites Tools Help o

Confirmation
of

Agency Reconciliation

Main Menu
Add Cenfirmation

View Confirmations

To Add or View a Confinmation, select one of the options on the left menn.
Personal Options

Reset Violation Counters

Broadcast Messages.

(®

& Local intranet

Continued on next page
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View Confirmations, Continued

View Confirmations (continued)

Step

Action

2 Select the period and agency of the Confirmation to be viewed
from the drop down menus or choose directly from the list that
comes up automatically with the page based on the user access.

3 Click on the ‘Detail’ button beside the selected Confirmation.

2 View Confirmations - Microsoft Internet Explorer provided by Department of Accounts E|E‘E|
;f:

File Edit View Favorites Tools Help

Confirmation

of

Agency Reconcilintion

Add Confirmation

Contact Us

Log Off

[Detail]
[Detail]

Cert Period
11-2004
11-2004

View Confirmations

pesi: 12000 ]

Due Date
1273012004
1273072004

gy

Agency Submitted 4 Exceptions
037 * D1A0005 * 1
big *NLAN200S *

* Conflrmation was submiffed gfter the due dafe
** Confirmafion was submiffed over 1 monfh lafe

L]

‘:} Local inkranet

Office of the Comptroller

25
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View Confirmations, Continued

View Confirmations (continued)

If Then
The Confirmation is from a | The user can view the Date
prior month and the due Submitted, the Submitted By
date has passed information and Exceptions, if any.
Also the user can select ‘Print
Summary’ to print a copy of the
Confirmation.

22 Yiew Confirmations - Microsoft Internet Explorer, provided by Department of Accounts E”E‘E|

File Edit WView Favorites Tools Help Iz

Confirmation

of

Agency Reconciliation

View Confirmations

sgoney: 7 Perial: 02.2004
Date Submitied: 1111972004 Submitied hy: John Q) Do

LTI ...

Contact Us There were no exceptions submitied for this register.
Log Off

&) Done &4 Local intranet

Continued on next page
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View Confirmations, Continued

View Confirmations (continued)

If Then
The Confirmation is for the | The user can select from ‘Print
month currently due and the | Summary’, ‘Add Exceptions’,
due date has not passed ‘Delete Confirmation’ and ‘View
Confirmations’. The ‘Edit/Delete’
option is also available to the user.
‘Add Exceptions’, ‘Delete
Confirmation’ and the ‘Edit/Delete’
options are not available after the due
date has passed.

3 View Confirmations - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wiew Favorites Tools Help l','

Confirmation
of
Agency Reconciliution
View Confirmations
Agoney: 527 Perial: 2204
Date Submitted: 011102005 Submitted by: John Q Doe
Exceptions:

Ttems appearing on ACTRO401 report, bui did not helong 1o agency:

Batch Agy Batch Date Batch Type Batch # Amount 401 Date 401 Page

[Edit] [Delete] 987 120352004 1 987 987.00 120352004 987
test data
& % Local intranet
Step Action
. . 5 .
4 Select ‘View Confirmations’ to return and select a different
Confirmation to view.

Continued on next page
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View Confirmations, Continued

Navigation Navigation buttons located in the left margin of the page link to other pages
or perform requested functions as described in the section below.
Button Description
Print Summary | Provides a summary of the Confirmation that can be printed by
the agency for their records.
Add Exception | Links to the Add Exception(s) page and allows the user to add
exceptions to previously entered data up to the due date.
Delete Allows the user to Delete the entire Confirmation and any
Confirmation related exceptions previously entered into the system up to the
due date.
View Displays a listing of Confirmations previously entered into the
Confirmation system.
Edit/Delete To the left of the exceptions listed on the page. The user can
update an existing exception or delete it up to the due date.
Main Menu Links the user to the Main Menu page. This is the central
navigation page for Confirmation of Agency Reconciliation.
Help Links the user to detailed information about the current page
and the selections available on the page.
Contact Us Allows the user to send an e-mail with suggestions and/or
questions to DOA.
Log Off Returns the user to the Log On page and signs the user out of the
Confirmation of Agency Reconciliation.
Continued on next page
Office of the Comptroller 28 Commonwealth of Virginia
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Personal Options

View Personal
Options

The Personal Options page allows users to view and update account
information. Users can change their password or update their phone number
or e-mail address in Personal Options. There is also an option to enter a
“Hint” that would be available if a user forgets their password. To access
Personal Options, select the ‘Personal Options’ button from the Main Menu.

A Confirmation Main Menu - Microsoft Internet Explorer provided by Department of Accounts E”Elg‘
Fle FEdt View Favortes Tools Help e
Confirmation
of
Ageney Reconciliation
Main Menu

To Add or View a Confumation, select one of the options on the left menu.

Personal Options
Resat Violation Counters
Broadcast Messages

[
Log Off

1y

& Local intranet

Continued on next page
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Personal Options, Continued

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

e Password (the actual password is not displayed, it is represented by
three *).

e Hint (to help in remembering current password).

e Phone Number

e E-mail address

The following steps explain how to change personal options.

Step Action
1 To make changes, select the ‘Edit’ button on the Personal Options
page.
2l Confirmation Personal Options - Microsoft Internet Explorer provided by Department of Accounts E|E|E\
Fle Edt View Favorites Tools Help o
Confirmation
of
Ageney Reconciliation
Personal Options

EN

User ID: BOY9ET
-
C— s —
T — e b
e sl :

Last Name: Doe

Phone Number:

Email Address: doafflagy virginia gov

Passwond Updated: 011102005

Record Updated: 011102005
&) %4 Loral intranet

Continued on next page
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Personal Options, Continued

Edit Personal Options (continued)

Step Action
2 Enter desired changes to Required or Optional fields. Required
fields are shaded.
3 Select ‘Accept’ to submit changes. Select ‘Cancel’ to exit and not
save changes.

2 Confirmation Personal Options - Microsoft Internet Explorer provided by Department of Accounts

File Edt Vew Favortes Tools Help "

Confirmation
of
Agency Reconciliation
Personal Options
EE—— e st
Password: sssass
T i
Help
First Name: Tokn
Middle Initial: Q
Last Name: Bee
Frne Nonbe E—
Email Address: doag@agy.virginia.goy
Password Updated: 0171002005
Recond Updated: 01106005
*Highlighted fields are required.
&) %J Local intranet

Name Change  Should the agency need to change the name of the employee assigned to a
User Id, they will be required to submit a Security Maintenance Form for the
Confirmation of Agency Reconciliation to CARS Reports to DOA indicating
a change for the User Id and provide the new name to be assigned to the User
ID.
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Reset Violation Counters

Reset Violation There will be one user at each agency with Update capability that will allow

Counters them to reset the log on of another user when they have suspended their
account. The following steps detail the procedures for resetting violation
counters.

Step Action
1 Select ‘Reset Violation Counters’ from the Main Menu.

A Confirmation Main Menu - Microsoft Internet Explorer provided by Department of Accounts E”Elg‘
File Edit ‘iew Favarites Tools Help f,’
Confirmation
af

Ageney-Reeonciliation

Main Menu
Add Confirmation

View Confirmations

To Add or View a Confiimnation, select one of the options on the left menu.
Personal Options

Resat Violation Countars

Broadcast Messages

]

% Local intranet

Continued on next page
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Reset Violation Counters, Continued

Reset Violation Counters (continued)

Step

Action

2

Select the User Id to be reset from the drop down menu.

3

Select ‘Delete’ beside the violation.

File Edit Wiew Favorites Tools  Help

2 Confirmation Up date Violations Table - Microsoft Internet Explorer provided by Department of Accounts E\E‘g|
'lft
Confirmation
of

Agency Reconciliation

TR ..

View Violations Table

Rt s
Agency User ID Violations
[Delste] 587 agy98? ]
&) %J Local intranet

Office of the Comptroller
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Reset Violation Counters, Continued

Reset Violation Counters (continued)

Step Action
4 When prompted “Delete the following record?” select ‘Accept’.
5 The user may select ‘Cancel’ if they choose to discontinue the
process of deleting a violation record.

2 Confirmation Update Violations Table - Microsoft Internet Explorer, provided by Department of Accounts: E‘E‘El
File Edit Wiew Favortes Tools Help ﬂ'
Confirmation
of
AgeneyReconciliation
Delete From Violations Table
I (.. olloving ecornd?
TUser ID: agydET
&] Done &J Local intranet

Continued on next page
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Reset Violation Counters, Continued

Reset Violation Counters (continued)

Step Action

6 If more than one user id has violations, the user has the option to
select ‘Delete All” from the options in the left-hand margin of the
page. This will delete all violations for all users.

3 Confirmation Update Violations Table - Microsoft Internet Explorer provided by Department of Accounts E‘E‘E|
'th

File Edt view Favorites Tools Help

Confirmation
of
Agency Reconciliation
View Violations Table
EEER ..
O
Agency User ID Violations
[Delste] 87 agy98T 2
[Delete] 987 agy9ETa 1
& & Local intranet

Note: A user with Update capability that suspends their ID will need to
contact DOA through the ‘Contact Us’ button.
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Help Screens

Help Screens Provide detailed information about the current page and the selections
available on that page. Help Screens are accessible on every page of the web
application. To access the Help Screens, select the ‘Help’ button located in
the left-hand margin of the page.

ET‘ onfirmation Main Menu - Microsoft Internet Explorer provided by Department of Accounts '!’lg
E F T o
Confirmution
af
Ageney-Reconciliation
Main Menu
A MAIN MENU - Microsoft Internet Explorer provided by Department of Accounts
C— Bt
The Maiz Menu page is the central navigation page for the Confirmation of Agency Reconciliation
System. Navigation buttons located in the left margim of the page will link you te other Confirmaiion of
Agency Recenciliation pages or perform requested finctions as described below.
BUITON DESCRIPTION
Add Confirmation Clicking on this button will ink you te the Add New Confirmation 3
page. This page displays the agency responsibility and certification
information,
WView Cenfirmations Clicking on this butten will nk you to the View Confirmation
page. This page displays a listing of Confirmations previously
entered into the system
Personal Options Clicking on this button will link you to a page contamning your
R e T R e W S PR B R s
€l % Local intranet
Contact Us Provides the user with the ability to contact DOA for assistance with the web

application and/or to send comments regarding the site.

Continued on next page
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Contact Us, Continued

Contact Us (continued)

Step

Action

1

Select ‘Contact Us’ from the list of selections in the left-hand
margin of the page.

Note: This selection is available on all pages of the web
application.

3 Confirmation Bulletin - Microsoft Internet Explorer provided by Department of Accounts ‘ZHE‘E|
'ifl

File Edt view Favorites Tools Help

Confirmation

of

Agency Reconciliation

Broadcast Messages

The November Confirmation is due by 12/30/04
m Due to the change in the CARS Month End Close Schedule

the Confumations will now be due on the last business day

Ly AT of the month in which the agency receives CARS reports.

& Local intranet

Continued on next page
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Contact Us, Continued

Contact Us (continued)

Step Action
2 Select the reason for contacting DOA under “Category”.
3 Insert any comments or help needed in the comment box.
4 Enter user e-mail address.

Note: DOA must have an e-mail address to be able to respond.
5 Select ‘Submit’.

23 Confirmation Contact Us - Microsoft Internet Explorer provided by Department of Accounts EHE‘E|
File Edit Wiew Favortes Tools Help o
Confirmation
of
Agency Reconciliation
Contact Us
Covgn § Teeinimay
D g
O Other
Commenis:
(Up 10 50D characters)
E-Mail Address: ‘
Please verify pour E-Mail Address! We will nof be able fo confact pou without @ valid address.
&] Done & Local intranet
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Log Off

Exit the Web Once all transactions have been completed on the web application, select
Site —Log Off ~ ‘Log Off” from the list of selections located in the left-hand margin of the
page. When ‘Log Off” has been selected the user is returned to the Welcome

page.

Note: This selection is available on all pages of the web application.

23 Confirmation Main Menu - Microsoft Internet Explorer provided by Department of Accounts

File Edit Wiew Favorites Tools Help o

Confirmation

of

Agency Reconciliation

Main Menu

Add Confirmation
View Confirmations

Personal Options
Raset Violation Counters

To Add or View a Confinmation, select one of the options on the left menn.

.
Broadcast Messages
Log Off

& Local intranet

(®
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