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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. 

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 

3 
comes up automatically with the page based on the user access. 
Click on the ‘Detail’ button beside the selected Confirmation. 

Continued on next page 
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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. 

 

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. 

 

Step Action 
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 
Confirmation 

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

View 
Confirmation 

Displays a listing of Confirmations previously entered into the 
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 
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