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EDI is used for General Warrant payments
processed in CARS (batch types 2, 3, X, R,

and P)

Payments and the associated Remittance Data
(including Invoice Number, Invoice Date,
Customer Account Number and Description)
are processed electronically. Money Is
deposited directly in the payee’s bank
account.
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Presenter�
Presentation Notes�
Financial EDI means that payments and remittance data are processed electronically.
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%OA Financial Accountability. Reporting Excellence.
Virginia Department of Accounts R E S P O N S I B I L I T I ES

DOA

— Application software and bank interface
— Forms and documents

— Setup and maintain Trading Partner (payees enrolled in
EDI) accounts

— Assist Trading Partners

State Agency Personnel

— Solicit new Trading Partners, refer them to EDI
information on DOA’s website

— Process CARS payments using correct Vendor ID Number

— Select Employee EDI Coordinator (primary contact for
employees, disseminate EDI information and answer
questions)

— Enroll employees who travel more than twice a year

— Access CARS Vendor Edit Table (screen 23 under Agency
000) to research EDI payments and Trading Partners

— Research and resolve EDI payee questions
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Financial Accountability. Reporting Excellence.

TDOA
e RESPONSIBILITIES (continued)

Trading Partners

— Enroll using DOA forms
— Confirm 1 ¢ test deposit (if requested)

— Use EDI remittance data to post payments/logon to
REDI Virginia website

— Submit timely bank and pa¥ee changes to DOA (use

appropriate “Notification ot Change”™ form from DOA'’s
website)

— Update e-mail address and other information in REDI
Virginia

General Accounting
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TDOA EDI TRADING PARTNER

Virginia Department of Accounts

CATEGORIES

Vendors

State Employees (travel reimbursements)
State Agencies (usually Petty cash)
Localities

Grantees

Non-state agencies

IRS

DOA has different versions of enrollment forms for many
of these categories
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Financial Accountability. Reporting Excellence.

TOA ORMS AND DOCUMENTS ON DOA’S
Virginia Department of Accounts EDI WEB P AGE

Trading Partner Information:

EDI Guide for Vendors, Localities, Grantees, State
Agencies and Non-state Agencies

REDI Virginia Procedure Guide

Trading Partner Agreement and Enrollment Form for
vendors

Trading Partner Agreement and Enrollment Form for
Localities and Grantees

Trading Partner Agreement and Enrollment Form for Non-
State Agencies

Trading Partner Agreement and Enrollment Form for State
Agenciles

Trading Partner Notification of Change Form

— PDF Version
— Microsoft Word Version
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Presentation Notes�
As your staff solicit new TPs and respond to questions, they should direct future and existing TPs to the information on DOA’s website.



Top portion is for Vendors, localities, grantees, state agencies and non-state entities.



The bottom portion is for state employees



Anytime your agency is submitting an EDI form for a pre-existing account be sure to include the two-digit Suffix. �

http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Main.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/TradingPartnerChangeNotification.pdf
http://www.doa.virginia.gov/General_Accounting/EDI/TradingPartnerChangeNotification.doc

Financial Accountability. Reporting Excellence.

- TOA ORMS AND DOCUMENTS ON DOA’S
Virgnia Depertment A EDI WEB PAGE (continued

Department of Accounts Contact Information
State Agency Memorandum of Understanding

State Employee Information:
State Employee Enrollment Form
— PDF Version
— Microsoft Word Version
State Employee EDI Guide

State Employee Notification of Change Form
— PDF Version
— Microsoft Word Version

EDI for Agency Accounts Payable Personnel
Travel EDI — Change In fee
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http://www.doa.virginia.gov/General_Accounting/EDI/EDI_Contact_Information.cfm
http://www.doa.virginia.gov/General_Accounting/EDI/MOUAgencyAgreement.pdf
http://www.doa.virginia.gov/General_Accounting/EDI/State_Employee_EDI_Enrollment_Form.pdf
http://www.doa.virginia.gov/General_Accounting/EDI/State_Employee_EDI_Enrollment_Form.doc
http://www.doa.virginia.gov/General_Accounting/EDI/State_Employee_Guide.pdf
http://www.doa.virginia.gov/General_Accounting/EDI/StateEmployeeNotificationOfChange.pdf
http://www.doa.virginia.gov/General_Accounting/EDI/StateEmployeeNotificationofChange.doc
http://www.doa.virginia.gov/General_Accounting/EDI/EDIforAPsupervisors.pdf
http://www.doa.virginia.gov/General_Accounting/EDI/Travel_EDI_Charges.pdf
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Financial Accountability. Reporting Excellence.

TDOA EMPLOYEE EDI

Virginia Department of Accounts

Agency staff key ALL travel reimbursements with Vendor 1D
Suffix 33

Agency Employee EDI Coordinator
— Contact DOA EDI staff for information and instructions
— Disseminate and collect forms to/from employees
— Provide EDI information and assistance to employees

— Refer agency personnel to Employee EDI documents on
DOA’s website

— May have employees confirm receipt of one cent test
deposit
— Liaison for your agency’s employees with DOA EDI staff

— Recelves report detailing charges for travel
reimbursements not processed via EDI
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Financial Accountability. Reporting Excellence.

TOOA
Virginia Department of Accounts M P LOYE E E D I (Cont| N ued)

Employee completes and submits Trading Partner
Agreement

DOA staff key and initiate a 1¢ test deposit
EDI account is activated

10/1/2008 General Accounting




Financial Accountability. Reporting Excellence.

TOA

Virginia Department of Accounts

MPLOYEE EDI (continued)

Employee may use the REDI Virginia website to obtain
remittance data (use “REDI Virginia Procedure Guide”
from DOA’s website to assist logon). Employee can
logon once the 1¢ test deposit has been received.

Employee must submit Employee version of “Trading
Partner Notification of Change Form” when bank
Information changes.

If e-mail address changes, employee must update e-mail
address registered in REDI Virginia. At the Main Menu
click the Personal Options button, click Edit, update
appropriate fields, and then click Accept.

The charge for missed Employee EDI payments is $5.00.
Employee EDI Coordinator receives a detailed quarterly
report from DOA staff.
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Financial Accountability. Reporting Excellence.

- TOA WHEN RESEARCHING
Virginia Department of Accounts AN EDI P AYM ENT

USE CARS,
NOT YOUR AGENCY'S
ACCOUNTING SYSTEM

CARS reflects the actual result of payment processing
and data that DOA staff can access. Agency-based
systems may reflect information that is translated or
changed when it enters CARS and therefore reflect the
expected (not actual) outcome of payment processing.
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Presentation Notes�
Your staff must look in CARS for the outcome on a payment.  Your agency’s system may indicate what you expect to happen (process via EDI, go thru CDS) or what you expect to be reflected in the CARS Vendor ID Number field (If use CARS VET, the EIN or SSN field provides the number), but that is not always the outcome.



??  Raise your hand if you’re from an agency that uses the CARS Vendor Edit table ???

Could have the EIN correct in the Table entry key, but not in the EIN field



??  From an agency with your own accounting system that feeds CARS ???

When staff call DOA for assistance, they often cannot provide the necessary CARS information.  If you’re looking for DOA assistance, have someone who has already reviewed the data in CARS call DOA.



??  From a college or university that’s decentralized for payment processing ???

 If your system indicates a payment will process via EDI or  go thru CDS – that may not be the outcome

 �


TOA

Virginia Department of Accounts For CARS ResearCh, USG

CARS screens:
— 65 — Vendor Payment Detall
— 66 — Vendor Payments Display

—23 — Vendor Edit Table (key Agency
000)

CARS Report:
—ACTR1303 — Report of Payments Made

» Financial Accountability. Reporting Excellence.



Presenter�
Presentation Notes�
Use screens 65 and 66 for current payments – generally in the last 2 months



Screen 23 can be used to identify EDI TPs and their EDI contact



ACTR1303 – use for older payments



Next, we’ll look at examples of the three online screens. �


Financial Accountability. Reporting Excellence.

Virginia@m?ng-téhcmunm CAR S Ve n d O r E d It Tab I e

CARS screen 23 (under agency 000)

Provides an EDI contact name and phone number for each
Trading Partner (payee) — except those registered under a
social security number.

At least 2 people AT EACH AGENCY should have access to
research payments made via EDI. Other appropriate staff
should be informed to contact those with Vendor Edit
Table access for assistance when responding to a question
about a payment transmitted via EDI.

Reflects multiple/different Vendor ID suffixes when a Trading
Partner has more than one EDI account.

If your agency paid the wrong entity, Iit's your agency’s
responsibility to get the money back. Call the entity’s
contact listed in their Vendor Edit Table EDI record.

10/1/2008 General Accounting
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Financial Accountability. Reporting Excellence.

ﬁ)OA = Financial On-line Inquiry — Screen 66

Virginia Department of Accounts

ACTLO660 C AR S -VENDOR PAYMENTS DISPLAY S660

ENTER FUNCTION: S (S=START READ, N=NEXT RECORD, C=CLEAR, PF13=MENU)
SEARCH TYPE: 2 (1=VENDOR-ID, 2=AGY-VOUCHER, 3=VENDOR-NAME)

AGY VENDOR-ID/SFX AGY-VOUCHER
STATUS  CHECK-ID DUE-DATE

VENDOR-NAME
CHECK-DATE

INV-NO AMOUNT

112345678901 10031254 XYZ CORPORATION

3 3046 TOO83550 07/30/2008 07/30/2008 0020727
892.00

151

151

112345678901 10031254 XYZ CORPORATION
3046 TOO83550 07/30/2008 07/30/2008

0020727
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Presentation Notes�
Staff can also look online for the check number and check date fields in CARS Screen 66 which shows Vendor Payment File data at a summary level.  



Note that there are prefix “Ts” in two places on this screen.   This information is for those agencies that use the CARS VET.  The T in the Vendor ID field (it’s aqua) indicates that the CARS Vendor Edit Table was used for these particular transactions. 

The red T and the numerics in the Check ID field stands for the EDI trace number.  If vendors or agency staff are requesting EDI assistance from DOA staff, the trace number is the most helpful data that can be provided.

 

Point out check date



Answer Quiz question 5



�


()

TOA

Virginia Department of Accounts
ACTLO650C AR S - VENDOR PAYMENT FILE INQUIRY/SELECTION S650

ENTER FUNCTION: S (S=START READ, N=NEXT RECORD, C=CLEAR, U=UPDATE,

PF13=MENU)
SEARCH TYPE: 1 (1=VENDOR-ID, 2=AGY-VOUCHER, 3=VENDOR-NAME)

AGY: 151 VEND-ID/SFX: S987654321 33 CUSTOMER ACCOUNT: A123
AGY-VOUCHER: 10001259

VENDOR-NAME: JANE DOE
ADDR1: 9719 LINCOLN DRIVE

ADDR2:
CITY: RICHMOND ST: VA ZIP: 23288

TRANS-ID: 151 07 12 2008 3 325 00006 O STATUS: 3 CHECK WRITE COMPLETE

DUE-DATE: 07/30/2008 CHECK-NO: TO083468 CHECK-DATE: 07/30/2008 BANK: 3046
TYPE:

INV-DATE: INV-NO: 381 [INV-DESC: REGISTRATION

TRANSACTION AMOUNT: 270.00 EIN/SSN: S 987654321 1099-IND:

The above EDI payment (CHECK-NO begins with “T") was deposited in the trading partner’s bank account on
7/30/2008 (see CHECK-DATE field).


Presenter�
Presentation Notes�
Handout



CARS screen 65 which provides detailed payment information at the transaction level. 

The check number field indicates whether a payment went via EDI.   If the first digit is a T, the payment was transmitted via.



PLEASE EMPAHSIZE TO YOUR STAFF THAT THEY MUST LOOK UP THE OUTCOME OF THE PAYMENT IN CARS, NOT YOUR AGENCY BASED SYSTEM, TO DETERMINE WHETHER A PAYMENT WS MADE VIA EDI.  CHECK CARS BEFORE RESPONDING TO A VENDOR OR EMPLOYEE’S EDI QUESTION.  IF STAFF WHO RESPOND TO VENDOR QUESTIONS DO NOT HAVE ACCESS TO CARS, PROVIDE THEM THE NAME OF STAFF MEMBERS WHO DO AND INSTRUCT THEM TO CONTACT THEIR CO-WORKER FOR ASSISTANCE RESEARCHING THE PAYMENT  -  including purchasing staff and Employee EDI coordinators 



check date field reflects the deposit date or settlement date - the day the money is deposited in the TP’s bank account 



An entity may receive payments from multiple state agencies on the same day, so they generally should not look for your agency’s payment on their bank statement.  They should look for an electronic deposit from the Commonwealth on the date reflected in the Check date field.

  

This example reflects Payment Status 7 which means the payment was offset by CDS.  Please take the handout back to all staff who respond to payee questions.
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D Financial A

TDOA EDI VIRGINIA

Virginia Department of Accounts

Reflects remittance data at the
transaction level (agency by agency,
Invoice by invoice) that supports the
electronic payments

Reflects the last 4 months of EDI
payments

Data Is posted to the website 1 day
before money Is deposited in the bank



Presenter�
Presentation Notes�
The next few screens are from the REDI Virginia website that was developed by DOA  for TPs to access their remittance detail for EDI payments.



Agency personnel use it to access data about agency petty cash reimbursements, colleges and universities decentralized for payment processing use it for their EDI accounts, and state employees use it to check on travel reimbursements.  Vendors, localities, grantees, and non-state agencies also use it to obtain their EDI remittance detail.



Not all vendors know about the REDI Virginia website.  If your staff is contacted for assistance on  a payment that was processed via EDI, and they are talking to the primary EDI contact at that organization, your staff may want to ask if they used the REDI Virginia website to obtain remittance data.  EDI remittance data for the last 4 months is available on the website.  



About two years ago, when the format of remittance data for state agencies changed from faxes to being available on the website, all agencies with EDI accounts were requested to submit newly completed EDI enrollment forms for each EDI account.   If you can’t verify that your agency submitted a new enrollment form for an EDI account, please do so.



10/16/02  REDI was implemented

1/31/03    Mass change for state employees

3/28-31/03   Mass change for state agencies

�


» Financial Accountability. Reporting Excellence.

TDOA REDI VIRGINIA

Virginia Department of Accounts WE BS | TE (CO nt| Nu ed)

<=M EDI Login - Microsoft Internet Explorer provided by Department of Accounts |
File Ediit ey Favorites Tools Help

> D [ [B @ Psewen Fpreveres € £~ I - [J) @ S

. Aaddress |g| https: fsecure doa virginia.gowiremit_edis vl o D Links **

REDI '
. Virginia.

Welcome to REDI Virginia

Log On

Forgot Passwaord | Locon IT}

MNew Account =

Contact Us FPassword

Security MNew Password
Fe-Enterr Password

Foux oo fog-arz o REDF Virgiric i vor cre o Cormrrornwectitfi of Viegirice ST Froding Poarireer
(% e, previously submmitted EDF enrollinent forres and received the B . 60F test deposit).

Yo corr view BT remittance dotes irs RE DT Vieginice if yoir ficeve received o Corrirrnarmweaitfs
of Virgirice EIMN pecyvrreerit ire the Iost forier rrioritfis.

To sigh wp fo be an BT Trading Parfner, go fo fhe Firginia Deparfment of Accownfs "wehbsite - www. doo virgimia. gorv - click
fhe Eleciroric Dafa mferchoange bufforn on fhe right and scroll down
Select, complete and swbniaf the aoppropriare enrollimens forms.

=Y & Internet

@ Done

Log on at http://redivirginia.doa.virginia.gov. The “REDI Virginia Procedure Guide” from
DOA'’s EDI web page provides instructions and information.

General Accounting
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Presenter�
Presentation Notes�
The EIN or SSN and suffix, or the 11 numerics used in the CARS Vendor ID field is used for the logon ID.  If it’s a TP’s first time on the website, they must set up a new account (click second button on left).  A TP must have data on the website to be able to login - so an EDI payment must have been processed.



Note the Forgot Password/New Account button



The screens that we’ll look at today are for a TP who has already established an account on the website. 

Key logon ID - EIN or SSN and CARS suffix

Key password.  TPs set their Password during their initial logon to REDI.

Click the logon  button (top left) . . .  And  . . . 

�

http://redivirginia.doa.virginia.gov/

» Financial Accountability. Reporting Excellence.

Virginia Department of Accounts

=3 Broadcast Messages - Virginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

File Edlit i Favorites Tool=s Help

R o ) ] ] i
WV ll_g_ll'll.a- g()\' Online Services | Commonwealth Sites | Help | Governor

ﬁ[)oq REDI Virginia e
Virginia Department of Accounts - B

Contact Us | EEERARNIIEY © cntiic site @ capp Only

Broadcast Messages

> LogofffHome = Broadcast Messages

Special Announcement

Personal Message

Welcome to REDI Virginia -

ITvou are using spam filtering software
make sure that ermails from
REDIVIrginiag@ doasdrginia.gov are authorized to be received.

Login Succeassful
You have personal messages.
There is a special announcemeant.

.7:, ) 4.‘; w‘, g @ E l@ R Broadcast Messages ... QII/.. 1..;4 H”
Click the “Main Menu” button to access remittance data.
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Presentation Notes�
You’re taken to:  the Broadcast screen where messages will be posted for all TPs to read.

We see that this account has been sent a personal message by DOA staff.  

To View Personal Messages - click the top left button

Clicking the Main menu button provides access to the Remittance screens.�


{ )

Virginia Department of Accounts

Financial Accountability. Reporting Excellence.

=3 Remittances - Wirginia Department of Accounts - Microsoft Internet Explorer provided by Department of Accounts

Fil= Edlit

g

T3 o —= .--Il 3 T - - -
V ll_glnld . g()‘»’ Online Serwvices | Commonwealth Sites | Help | Governor

Remittances

> Remittances

CGﬁI)O Q_ REDI{ Virginia
Virginia Department of Accounts

> Broadcast Messages =

Contact Us | [EEELGLERIIEY © EFhrtice site ® capp only

EDI Remittance Summary

Trading Partner: Majden [ D(-Iil“';.-'

Deposit Date

Trace Number

Total Amount

Dietail

aFf2952008

T1464496

Fa5.00

Dietail

aFf2552008

T146404

1,297 .63

Dietail

aFf2302008

T146262

J66.66

Dietail

aFfMerzons

T146059

6,357.183

Dietail

a7 eEr2008

T145370

2,185.21

Dietail

aFfM152008

T145676

1,382.71

Dietail

aFfo9rzo0s

T145523

2,118.60

Dietail

aFf0z2008

T145323

TE6.45

Dietail

aFf024z008

T1452449

F3.83

Dietail

OBf2752008

T144390

8,255.47

Dietail

062652008

T144373

11,086.80

Dietail

O6f2552008

T1447324

298.00

— w® L]0 B B
Click the word “Detail” to see the remittance detail of a payment.

E 2R Remitbances - Wirginia. ..
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We’ve moved to the EDI Remittance Summary screen and see that this TP only has one day of EDI data posted to the website.  The website reflects the last four months of EDI payment data.  Initially, when a new TP is established, the website will reflect less data.  Payments will accumulate as they are made until 4 months is reached.  Then the old data begins rolling off.



TPs can elect to receive an email each time $ is deposited.



To access the detail remittance data, select the line desired by clicking on the word Detail.

�


» Financial Accountability. Reporting Excellence.

Virginia Department of Accounts

=3 Remit Detail - Wirginia Department of Accounis - Microsoft Internet Explorer provided| by Department of Accounts

Fil= Edlit neiEn Favarites

e nd ra .--Il 3 r - - -
W ll_gllllc‘l - g()‘l’ Online Services | Commonwealth Sites | Help | Governor

@ﬁl)o Q_ REDI Virginia 4
Virginia Department of Accounts : .lh__

= Main Menu > Remittances = Remit Detail Contact Us | EEEys gelers © Entie site @ capp only

EDI Remittance Detail

Customer Account: Ihvwoice Number:

Records 1-3 of 3

Total Amount: 1,297.63 Deposit Date: 07252008 Trace Number: T146404

Iwoice Iwoice Customer Voucher
No Armount At Number Date Account = Number Description
1056

Z238.33 OS5 2r2008 1119 OS12G62M

S29.65 1059 OS/Z2/2008 1132 OS12G62M

S29.65 1059 OS/Z2/2008 1132 OS12G62M

1,297 .62

Records 1-3 of 3

2R Remit Detail - virginia ... = T 10:11 AM
Tuesday

Remittance details are reflected agency by agency, invoice by invoice.
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This brings you to the detail for that particular trace number or deposit date (near the center of the screen).

Agency personnel probably will not use the drop down menus - work thru them, but a vendor, locality or grantee could make selections from them.

-this payment has 145 lines of detail

work thru column headings

-click on Agency Number-name & phone #: keep contact telephone number updated-send to Kim White

-Amount - note the CREDIT TRANSACTION in the first line

If your staff input Invoice # and invoice date, customer account # and description, you may avoid vendor calls. 

If your staff will be printing the remittance detail or if they want a better display of the data, click the Show Printer Friendly Page button at the top left.�
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TOA

Virginia Department of Accounts

=3 EDI Remittance Detail - Trace Number 111464046 - Microsoft Internet Explorer provided by Department of Accounts

Fil= Edlit SiEny Favarites Tool=s Helgp

Eeturn to Fermit Detail Frint

EDI Remittance Detail

Total Amount: 1,297 .63 Deposit Date O7/25/2008 Trace Mlumber: T146404

Offset Imvoice Customer
Mo Asmount At MNumber Date Account & Murniher Description

23233 06/13,2008 051262H
207 52065 0.00 1059 06/25,2008 113z 051262H 1132
207 52065 0.00 1059 06/25,2008 113z 051262H 1132
129763

?"; *ﬁ; a.: g Q E Iﬁi 2} EDI Remittance Detail. .. Q.._ ITEI'J;:CEI:”

I

Access (to print) this screen with the “Printer Friendly” button.
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That brings you to this view of the data.

At this point, a TP can print the screen, go back to the EDI Remittance Summary screen and select another payment or go back a page and logoff.

 �


Virginia imgng;é&ccuunm R e fe r e n C e S

Internet at www.doa.virginia.gov, click the Electronic
Data Interchange button and scroll down to:

— EDI for Agency Accounts Payable Personnel
— REDI Virginia Procedure Guide
— EDI Guide for State Employees

— EDI Guide for Vendors, Localities, Grantees,
State Agencies and Non-state Agencies

10/1/2008 General Accounting
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http://www.doa.virginia.gov/

ntability. Reporting Exceller

TOA

Virginia Department of Accounts

Contacts

EDI@doa.virginia.gov
804-692-0473 — voice
804-225-4250 — facsimile

U.S. Malil:

General Accounting Unit
Virginia Department of Accounts
P.O. Box 1971

Richmond, VA 23128-1971
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