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Centralized Batch Import Process

Overview

This document contains instructions for the Centralized Batch Import
Process. This process consists of the 3 procedures described below.

Creation of Batch File

The batch file is created using the Batch Import database developed in
Microsoft Access. Users will enter the invoice data, including payee and
accounting information into the database. The database will generate a
text file exported to the user's PC, which will then need to be transferred
via FTP (File Transfer Protocol) to a server for validation by the Oracle
RIFANS system. The database also allows the user to generate several
reports, including remittance slips and summary reports containing the
payment detail for each payee.

Creation of Zero Dollar Invoice
The zero-dollar invoice will be generated electronically after the file is
FTP’d and passes all validations in Oracle.

Transfer of Batch File Via FTP

The text file exported from the Batch Import database must be
transferred via secure FTP from your PC to the RIFANS server. Once
the file has been transferred it will be imported into the Oracle RIFANS
system for validation. If the file passes the validation process it will be
linked to the zero dollar invoice. If the file does not pass the validation
process you will be contacted by the Office of Accounts Payable with an
error message.




Centralized Batch Import Process
|. Creation of Batch File: Opening the Database

A. To Open the Batch Import Database:

Begin by opening Microsoft Access and selecting File from the menu bar
located at the top of the Access screen.
I File Edit Wiew Insert Format Records Tools  Window  Help

1. The menu below will appear. Select Open from the menu.

1| Hew... ChrlH
|ﬁ Open... Chrl-c |

Get External Data »

Close

(=l save ChH+5
Save As...
Back Up Database, ..
Export. ..

%1 File Search,..

Page Setup...

Prink Presview

W e

Print. .. Chrl+P

Send To »

Database Properties

2. A pop-up box will appear. Select C\SUNDRY\RIFANS BATCH.mdb
as the file to open.

Look in: | ) Sundry ‘-

Marme Size Twpe [rake Modified
- @RIFANS_BATCH.mdh 5,364 KB Microsoft,,. 8f8/2007 12:36 PM
My Recent
Dacuments
€
Deskkop
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3.  Click on the Open button located on the bottom of the window as
shown below.

= Open
B

4.  The Main Menu shown below will appear.

_ D?I'Il?;iﬂlé\; Deu;:;s;s[?;?eer Enter Payee Information
. - = | ResetBeginning “oucher
B Copy Youcher F =

Edit Batch#. “oucher or ] ]

Prirt Frink Summary . . - .
: Print Invaice Print Remittance & Export Data Ta
ST = Fegett - i = Waucher = Matice ] C:\SundiyE «part
Report Sub-Totals
Ewit Batch Import
System
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B. Creation of Batch File: Initial Setup of Batch Import Database

The following steps must be performed before the first invoice is created in
the Batch Import Database.

Enter in the Bill To/Authorizing Agency Information:

1. From the Main Menu, click on the ‘Enter Bill To/Authorizing Agency
Information’ button.

Microsoft Access - [Main Menu]

E File Edit Wiew Insert Faormat Records Tools Window  Help

720" BN I= RN AR a9 @ 4] 2l 7 |44 Re=R=RANCN
i Commandz? - || -” v||
i 5 ]|, abl [ - BH g ed 3 i N1l
Batch Import Main Menu .8/2007
o Add Farm K Delete Farm EnterEllIITD,f’AuthD_rlzmg
Acency Infarmation
’7 -I-E..-'a-"—"":'
_ 8/8/2007 Delete &l Youchers Older "
- Enter P Inf i
_ ] & Than A Specified Date = risrmayes ninrmaton
] . = | ResetBeginning Youcher
EditF Bz Copy Woucher Form =
Ey e Py b Murmber
Edit Batch#. “oucher# or n 3
- Edit Cost Center List
E Diate on existing woucher 1 1t nstienerts
Youcher Submittal  [Wateher Date:| B/8/2007 [Voucher Humber: | O0a00d1
ey Print Print Summary Print Invoice Frint Remittance E
= : - wport Data To
é‘ SH'E;”;? = ‘ Hgﬁg%:;'ltsh = Youcher = Motice ] C:\SundieE sport
Exit Batch Import
EL‘ System
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2. The Bill To information Form shown below will appear. Enter in the
information for your agency, using the TAB button to navigate through
the form. The information that is entered in the Bill To address fields
will be on Invoice Voucher that is sent to the Office of Accounts
Payable. Please make sure the person in the Attn. to field is the
contact for this batch if there are any problems or errors. See below
example Jane Smith.

3. The Authorizing Agency Form (This step is optional). Enter in the
information for your agency, using the TAB button to navigate through
the form. The information that is entered in these fields will be printed
on the remittance notice. See below example John Smith.

Batch Import
Bill To / Authorizing Agency Information Form

Bill To Address Aftn. Ta |JANE SMITH 222-2222

Company or Agency Name |DEPARTMENT OF ADMINIZTRATION

Address [ONE CAPITOLHILL
|4TH FLOOR

City [PROVIDENCE [+] State [RI Zip |02908)~
Authorizing Agency MName |JOHN SMITH
Agency Number (133

Agency Name |DEPARTMENT OF ADMINISTRATION

Address |ONE CAPITOLHILL

|4TH FLODR

City [PROVIDENCE [+] swe |R Zip [0za908[>

4. When the form is complete, click on the X button shown below located
in the top right corner of the form to close the form.

- =]

Type aquestion for help = o @ X

&



Adding Payees into the Payee Information Form

Centralized Batch Import Process

(This step is optional)

Entering payees into this form allows you to store the names and
addresses of payees who will be paid more than once through the Batch

Import process.

Once the information is entered into this form for a

payee, it can be retrieved through a drop-down list in the voucher entry
form instead of being entered manually each time a payment is entered
into the Batch Import database.

To add payees to the Payee Information Form perform the following
steps:

1. From the Main Menu shown below, click on the button labeled

‘Enter Payee Information’.

Microsoft Access - [Main Menu]

i3 File

Edit  Wiew Insert Faormat Records Tools  wWindow  Help

1 40" RN = N An 2 2 2] £

|43

f=N=RARC] .

| Aa

bl [] 4 (3]

S [ ] o

i Commandzz

T |

Batch Import Main Menu

w.B/2007

o Add Form b Dielate Farm EnterEliIITDfAuthD_rizing
E @ Adgency Infarmation
_ 8/8/2007 Delete All Youchers Older Enter Payee Information
_ NG| Than & Specified Date

|
= Edit Form Copy Youcher Form ‘ = Reset Be&bnmnggr\foucher
Edit Batch#, “Youcher# or 3 n
= Diate on existing woucher &y Bl Sizes St L
Youcher Submittat  [WElEher Dated] B/6/2007 [Moucher Hurber: | Y
.......... ) Print Print Surnmary . . : :
: Frint Invoice Print Remittance & Export Data To
% Summary Rieport - with = Yaucher = Motice -] C:ASundryE xport
Report Sub-Totalz
Exit Batch Import
m‘* System
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The form below will appear.

2. Enter the information for each payee, using the tab key to navigate
through the form. Pressing the tab key in the last field on the form
will bring up a blank form allowing you to add an additional payee.

Use the RIFANS vendor number as well as the Vendor Add Group to
specify a vendor site location. You should run the RI Supplier Locations
report in Oracle to search for the correct site numbers. The instructions
are located in CFO memo CFO-08-17 on the controller's website.

http://controller.admin.ri.gov/Communications/CFO.php

HE=| File Edit Wiew Insert Formak Records Toaols  Window  Help

H-R2N" K== B @ sl LG Y | a8 e=l=RANCTN

il || 4q abl [ 2 G- REC I F > ] 5 i vendnum x| - - B

Batch Import
Pavee Information Form

“Wendar Mumber:
Wendar Add Group: 4 1]

Wendar Mame:

Address 1:

Address 2:

Address 3

|
|
|
|
City: | v
State: l_
|

ZipCode:

This is the supplier site.'

3. Once you have finished entering in all of the payees, close the
form by clicking on the X button shown below located in the top
right corner of the form.

Type aquestion for help = o & X

/



http://controller.admin.ri.gov/Communications/CFO.php
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Initializing the sequential voucher number that is assigned to each
batch entered into the database (This step is optional)

If unchanged, the number assigned to the first voucher you create will
be ‘1’, and will subsequently increment by 1 for each new voucher
entered into the database. The voucher number is for internal use at the
agency level and is not used by the RIFANS system or the Office of
Accounts and Control.

If you would like to begin with a number other than 1, perform the
following steps:

1. From the Main Menu shown below, click on the button labeled
‘Reset Beginning Voucher Number’.

Microsoft Access - [Main Menu]

:-2] Fle Edt Wew Insert Format Records Tools  Window  Help

il - | B3V 4 9@ 5] £l 7 |44 | e =RARCN |
i Commandzz - |
| daabl[“ A 0 = B o 4 N=p
Batch Import Main Menu /2007
o dd Farm ‘ o Dolete Farm g7 | EnterBill To/ Authorizing

Agency Information

_ 8/8/2007 Delete All Youchers Older
= =

Enter Payee Information

_ ’W Than A Specified Date
: e = Feset Beginning Youcher
g C “Youcher F =
= Edit Form opy “oucher Farm [, Number
p—
Edit Batch#, “ouchers# or ] ]
E’ Date on existing woucher @ ‘ e et CemEr L

Youcher Submittal  [Mateher Diate:| B/8/2007 [oucher Number: | TI]]

Prirt

Frint Surnmary : : : :
- Print [nvoice Frint Remittance . Ewport Data To
% ‘ s Hrg;n;lt}' ‘ H; EISHT .-:.:':Itsh & Youcher =] Motice el C:ASundmE wport
EL* Ewit Batch Innport
System
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The form below will appear.

2. Enter in a number that is 1 less than the voucher number you
would like to begin using.
For example: if you would like your voucher number to start
as 1000, then you would enter 999 in the box shown below

Batch Import
Reset Voucher Number Form

Last Youcher Mo rm

{Mote: The voucher number you enter above should
be 1 less than the voucher number you would like to
resetto. Example: If you enter a zero in the box

above. your next voucher number will be "0000001".)

3. Close the form by clicking on the X button shown below

located in the top right corner of the form.

Type aquestionforbelp = - & X

/

11



Centralized Batch Import Process

Setting up cost centers in the database (This step is optional)

Use this to select cost centers from a drop-down menu instead of typing
them in for each payment. This form allows you to store them for future
use.

1. To open the form, click on the button on the Main Menu
shown below labeled ‘Edit Cost Center List’.

K Microsoft Access - [Main Menu]

{2 Fle Edit Wiew Insert Formab  Records  Tools  Window  Help

H 720" BsN= RN =N MR- NN 7 | @4 | = j'|'@'!
i Commandzz  + || -” v||
s || Aa abl [ v (BE a3 e 3 1~ 1
Batch Import Main Menu v.8/2007
o Enter Bill To { Autharizing
= Add Form ‘ 7.4 Delete Form = Agency Information

DVomcheDaie| | 8se/2007 Delete All'Vouchers Older :
— =] Thon A Epecified Date = Enter Payee Information
. - = | ResetBeginning Youcher
5 Ci “oucher F =
= Edit Form ey e e N Mumber

Edit Batch#, “Youcher# ar . 3
= Diate an existing woucher ) Edit Cost Center List
.:-""-.--

Youcher Submittst  [WEUEher Date:| 6/6/2007 [¥oucher Hurber: | 0000001

o Print Print Surnmary . . - ;
: Print Invoice Print Remittance iy Export Data To
é ‘ 5 H"Q;n;'t}' ‘ HSBEIST"I' .}.gﬁh = Youcher = Natice ] C:ASundmyE spart
EL‘ E it B atch [mpart
Syztem
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The form shown below will appear.

2. The first line contains the default cost center. To begin adding
cost centers, click on the line below the default line. Enter the cost
centers and descriptions you would like to store, using the tab key
to advance through the form. Make sure your cost center is in the

correct format or the batch will not validate.
| CostCenter | Desc

f‘ 000000000000 Mo Cost Center
*

-

3. Close the form by clicking on the X button shown below

located in the top right corner of the form.

Type aquestionforbelp = - & X

/
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C. Creation of Batch File: Creating a New Voucher

To create a new voucher in the Batch Import database perform the
following steps:

1. From the Main Menu shown below, click on the button labeled
‘Add Form’.

Microsoft Access - [Main Menu]

E File Edit Wiew Insert Faormat Records Tools Window  Help

H"2N" B A= RN A B9 @ 51 £ 7 |44 Re=R=RANCN
i Commandz? - || -” v||
5] daabl (A o P BB g st N s
Batch Import Main Menu .8/2007
o Add F K Delete F EnterEliIITD,."AuthD_rizing
E nrm BIBtE Farm = Acency Infarmation
8/8/2007 Delete Al Vouchers Older n
- Enter P Inf i
_ ] & Than A Specified Date = niermayes ininrmation
. : — | ResetBeginning Youcher
EditF Bz Copy %oucher Form =
= e o b Murmber
Edit Batch# “oucher# ar n 3
- Edit Cost Center List
E Diate on existing woucher = 1Hnstienerts
Youcher Submittal  [Wateher Date:| B/8/2007 [Voucher Humber: | O0a00d1
— Pririt Print Surnmary : ; A g
&/| suma i vt ||| @ | Pibe ||| g | Pifemtres || g | BmOante
"""""" Repart Sub-Tatals ) HEHR
Exit Batch Import
EL‘ System
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The form shown below will appear.

Batch Import - Voucher Add Form

N [This comment will appear on all check stubs.)

Date [mm/dd/y). || £/10/2007  [Batch Num: || [Moucher Murn || 0000001 [Camman Check Commet| |

Woucher
Cormrment:

Cornrman Uzer
Mates: ‘

Remittance dmounts |

Total Amount; | Total Count: |EI

Select a Payee from list box on the left of each ling below to populate Pavee Infarmation for each record.
If the Payee is not in the list, leave that box empty & enter in all of the payee information beginning with the Wendaor Mumber.

] T | T R | N

2. To begin, you may enter a value in the date field, or leave the
default value of the current date. Press the tab key to advance to
the next field.

3. Enter in the batch number assigned to you and press the tab key
to advance to the next field.

The voucher number will automatically populate with the next
available sequence number. This field may be overwritten. Note:
The voucher number is for internal use at the agency level and is not
used by the RIFANS system or the Office of Accounts Payable.

4. The next field is the “Common Check Comment”. This comment
will appear on all check stubs processed for this voucher (i.e.
March Mileage Reimbursements). If you would like a unique
comment to appear on each check stub, you must leave the
Common Check Comment field empty, and enter unique
comment values (see page 19 for instructions). Press the Tab
key to advance to the next field.

15



5.

7.

Centralized Batch Import Process

The Voucher Comment will appear as the description on the
Invoice Voucher hard copy that must be printed and sent to the
Office of Accounts Payable. Enter a brief description of the types
of payments being processed. (i.e. utility payments, instate travel
or tuition reimbursements). Press the Tab key to advance to the
next field.

The next field is the Common User Notes (this step is optional).
This comment will appear on all remittance notices printed for this
voucher. The remittance notice(s) can be printed down from the
Main Menu. This field is typically used for your own record
keeping. If you would like a uniqgue comment on each remittance
notice, you may leave the Common User Notes field empty and
enter unique comment values for each remittance notice in the
Unique User Notes field in the lower half of the Add Form.

Your cursor should now be in the Vendor Number field in the
“Remittance Amounts” area of the Add Form as shown below.

Microsoft Access - [frmVoucher]

i3 Fle Edit  Yiew Insert Format  Records  Tools  Window  Help
A NN AR RN AN YR TR =AY Y- R=FhCY
|A4 Jb|[i| = o [F ﬂ H = [3] )‘]’-_-H}:J’ﬁ (SN L] )\! vendnum v|| v|| v|| B I U |

Batch Import - Voucher Add Form

[Thiz comment will appear on all check stubs.]

Drate [mm./dd/wy): | 8/10/2007  (Batch Mum: | ooz VoucherNum:| 0000001 |Cammon Check Comment:|

Youcher
Comment:
Common User
Motes: |

8.

Or,

| Remittance Amounts |

Total Amaurt: | Tatal Count: [0

Select a Payee from list box on the left of saetfine below to populate Payes Information for each record.
If the Payee iz hat ik the list, leave that box egapé enter in all of the pavee information beginning with the WVendor Murmber.

L N Te

Enter the payee information and press the Tab key to navigate
through the form.

Select the payee from the ‘Select Payee’ drop-down list located to
the left of the vendor number as shown below.

16
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Batch Import - Voucher Add Form

[Thiz comment will appear on all check stubs. )

Date [mm./dd /). | 8/24/2007  |Batch Mum: | \-‘oucherNum:| 0000000 |Common Check Comment: |

Yioucher
Camment;

Common User |

Mates:

| Remittance Amounts |

Total Amaunt: | Total Count: |D

Select a Papes fram list box on the left of s line below to populate Papes Information for each record.
If the Payee iz not in the list, leave that bos cp s enter in all of the payes information beginning with the Yendor Number,

Select Payes

1] v
Yendorh ame [&ddress [Address2 [ City [State [Zipl  [WendwrM[VendorbddGroup
Jane Johnzon 310 Maple D “wd anwick Ti 0z2a04 350 0

Johi Smith 100 Oak Street Providence i 02908 900 1]
Mary Brown 200 Main 5t W arren Ti 02802 800 0

If a payee is selected from the drop-down list the following fields will be
populated:

Vendor Number — You must use the RIFANS vendor number
Vendor Address Group

Payee Name

Addressl

Address?2

Address3, City, State and Zip Code

If you do not select a payee from the drop-down list the payee information
will need to be entered in the form.

The following fields may be used to enter payee information:

Vendor Number - You must use the RIFANS vendor number

Vendor Address Group (not required if only one site in RIFANS)

Vendor Address Group should be used to specify the vendor address if the
vendor has more than one site/address stored in RIFANS; if the vendor
only has one address it is not necessary to enter a value in this field. It can
be left at zero.

Payee Name

Addressl

Address2 (not required)
Address3 (not required)
City, State and Zip Code

17
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9. The next field is the ‘Attention To’ field. This field is not required.
It will appear on the printed copy of the Invoice Voucher that is
generated from the Batch Import database.

10.The next field to be entered is the Amount field. This is the
amount of the check to be paid to the Payee. Use the Tab key to
advance to the next field.

11.Enter the Fund Agency (5 characters: format XX.XXX)
12.Enter line Sequence Source (9 characters: format XXXXXXX.XX),
13.Enter Natural Account (6 characters: format XXXXXX)

14.Enter Project (5 characters: format XXXXX)

Note: If a payment to a payee is required to be split between multiple
accounts, then the payee should be entered one time for each account,
with the amount split between each account.

In the example shown below, Mary Johnston is shown on 3 lines, with 3
different accounts with an amount of $1000 on each line. She will receive a
total payment of $3000.

crosoft Access - [frmYoucher]

File Edit View Insert Format Records Tools  Window  Help Type a question for help
MR B W= NN A EEREN RN T T2 T RS _’I'\@!
anam -] - C| B oz om 8 \.|‘.|J-|4-!

TN R T =R = |

Batch Import - Voucher Add Form ‘

[This comment wil sppear on all check stubs |
S mm/dddyl || 61472007 [BatehMum || 00700  [VeucherHum ||  00D0003 [Comman Check Comment] [Jdy Papment

“oucher
Comment:
Common User
|?.‘1 #2007-7/31/2007 payment

Aemitance Amounts |

Total Amount: {$3,000.00 Total Count: |3

[luly 2007 Payment

baox on the left of each line belaw to populate Pavee [nformation far each recard.
& that bow empty & enter in all of the payee infarmation beginning with the Yendar Mumber.

n| Mary Johnston [100 Dak Street | _—- 02308+ | -_ [ 100000 || 1goss | 189010100 | 659300 | 00000
Mary Johnston 10003k Strest Frovidence Rl [|02308 $1.000.00 || 10.088 165010101 510000 00000

18
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15. The Fiscal Year will be populated automatically when the cursor
is moved to that field. You may use the default value or
overwrite it. Press the Tab key to advance to the next field.

Fid Microsoft Access - [frmVoucher]

HES File Edit Wiew Insert Farmat Records Tools  Window  Help
2 N E N AR NN C NN TR IR - A Y= F=r ) |
il ]| daabl (A e P BB i a2 3= N ] Wl adpavee o] - B zu

Batch Import - Voucher Add Form ‘

» [Thiz comment will appear on all check stubs.)

ate [, ] atch Mum: oucher Mum: ommon Check Commenk:| [July Fapment
Drate [romnd dd Ay 8414/2007  |Batch N 0o [Youcher M 0000003 |G Check C July P

Voucher July 2007 Payment
Comment:

Comrmnon U zer
MHates:

|?.u"| #2007 - 7/31/2007 Payment

| Fiemittance Amnavnts |

Total Amount: |$2,DDD. o Total Count: |3

2

([ fssomsooonec v
Wi
-
#I [woooooodoooos ool eoff

<<

E

£

E
bl

16. Enter the Cost Center. You may leave this as the default of all
zeroes or enter in a new value. If you set up a Cost Center list
from the Main Menu, you will be able to select from the
dropdown menu. Make sure the cost center is in the correct
format.

17. The Class and Class Item fields allow you to enter the NIGP
(National Institute Government Purchasing) codes. They are
not required and may be left as the default of all zeroes.

18. The Unique Check Comment field allows you to enter data
specifically related to that payment this comment will print on
the check stub. This field is 14 characters long and is typically
used for the supplier invoice number. This is the preferred
comment for utility payments (you would put the invoice number
and account number or any other information useful to the
supplier so the payment is recorded properly).

19
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19. The Unique User Notes field Notes (this step is optional), which
is 150 characters long, allows you to enter data in more detall
and will print out on the remittance notice. The remittance
notice(s) can be printed down from the Main Menu. This field is
typically used for your own record keeping.

20. The final field on the ‘Add Form’ is the Add To Payee Table
checkbox shown below. A checkmark placed in this box will
cause the payee information listed on that line to be stored in
the Payee Information table, allowing that payee to be
displayed in the payee dropdown list for future vouchers.

Batch Import - Voucher Add Form

[Thiz comment will appear on all check stubs.)

Date (m/dd/wypl| | 8/14/2007  [BatchMur: || 00100 [Woucher Mum][ 0000003 [Common Check Comment] [July Payment
Youcher
Comment:
Common User
Notes: | [/7172007 773172007 Pt

| Remittance Amounts |

July 2007 Payment

Tatal &mount; |$2,DDD.UD Total Count: |3

[ Emmm e ————— "%

B 71 T ) O S
00.0000000000 » :

The total amount and total number of records for the voucher are
displayed above the remittance amounts as shown below.

| Femittance Amat

I_ e T
Total Amount: |$2,DDD.DD Total Count:

Select aVendor from list bow on the left of each line below to populate Payee Information for each recaord,
If the Payes is not in the list, leave that box empty & enter in all of the payes information beginning with the SSMONFEIN.

Select Payee

n 939939393 51515 || O [MayJohnston T00AKSTREET [
Ll [mss | ofMaydoveon —JroogaksTREET[ [
.— 399339995 [61515 - [0 0K STREET [

1 ﬁ[»l][»* af 3

20



Centralized Batch Import Process

21. Once you have finished entering in all of the payees and

payment information, close the form by clicking on the X button
shown below located in the top right corner of the form.

Twpe a queskion For help

21
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D. Printing a New Voucher & Creating Text File

The final steps for creating a new voucher are printing the voucher and
summary report and exporting the data file to your PC.

1. On the Main Menu shown below, enter in the Voucher Date and
Voucher Number.

Batch Import Main Menu v.8/2007

Enter Bill Ta / Authorizing

L]
o Add Form ‘ e Delete Form E Agency Infarmation

[ VoucsherDate | | 8/14/2007 Delete All Vouchers Older i
_ B Then A Speciied Date = Enter Payee Information
. - = | ResetBeginning Youcher
2 Copy Woucher F E
= Edit Farm ‘ By EE (Ml b Number

Edit Batch#, Vo r# or ' '
& Dite o em = Edit Cost Center List

Youcher Submittal.  [Woucher Date:] 8/14/2007 [oucher Number | 0000003

= P Print Summary Frirt |nvoice Print Remittance E
=¥ . iy wport Data To
% 5;”;;“;? = HSB Elgf%;::;lltsh = Youcher = Naotice Il C:\SundyE xport
EL‘ Exit Batch Import
Spztem

2. Click on the buttons located below the Voucher Date and Voucher
Number to print the reports. The Invoice Voucher and the
Summary Report must be printed and sent to the Office of
Accounts Payable along with the invoices being paid in that batch.

3. Export the data file to your PC. Click on the button labeled “Export
to C:\SundryExport”. You will get a message that says, “The
export process is complete.” The export file is located in
C:\sundryexport.” Click the OK button.

This will save the data file for your voucher to C:\sundryexport.
The file name will be your agency number, fiscal year, batch
number and invoice date with an extension of “ixt”. Example:
068_09_100_081407.txt.
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[I. FTP Instructions

The batch file to be transferred should be located in the “C:\SundryExport”
folder on your pc.

Note: The batch file name should be in the following
format:

AgencyNumber_FiscalYear BatchNumber_InvoiceDate.txt
Example: 068 09 299 080207.txt

1. Double-click on the WIinSCP icon on your desktop to open the
WinSCP window.

The login screen shown below will appear.

Win5CP Login

= Sesszion I \ - 0]
e [ — 1581231331 10 adm req ret =
= Ervvironment Load
Directories
S5H Delete
Preferences

Henarme
Set defaultz

Shell jcan...

\ w Tooals...

[ Help

ek

[] sdvanced options

’ Abaut. . ] ’ Languages] [ Login

2. Select the IP Address in the column on the right and click on the
Login Button.
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The Server Prompt box shown below will appear.

3. Enter your username and click on the OK button.

"z lUsername - rifansap.doit.ri.gov

Searching for host. ..
Connecting to biost..
Authenticating...

‘fanzap. daik.ri.goy' zeszion usermanme:

doa_uszerl *— |

| ok | Cancel | | Hep |

The box shown below will appear prompting you for a password.

4. Enter your password and click on the OK button.

““3 Server prompt - rifansap. doit. ri.gov

Searching for biost..

Connecting to host...

Authenticating. ..

IJzing kevboard-interactive authentication.

Pazzwaord:

R

Hide typing

Mote: Thiz prompt iz izsued by the zerver. [tz p either
kevboard-interactive, T15 or Croptocard aut jcatian.

k. Cancel ] ’ Help

24



Centralized Batch Import Process

The WIinSCP window shown below will appear.

"z My Documents - applprod@rifansap. doit. ri.gov - WinSCP

Local Mark Files Commands Session Options Remote Help

# 5 FEe WL 5
G P 3 63t [2] | & e

e e L

| < C: Local Disk

C:ADocuments and Settingshwalenebhhy Documents

Default

| I applprod

@ & 2] 3 e

Mame Ext \ A0 Mame Ext ’_‘
= Sy
= Iy patches
ICweb [k,
ICvisual Sku [Chtoals
ICUpdaters =
[Chupdate I
|C)5naglt Catalog [ fndioad
I 5ecurity [CycoDE
[Chremoved invoices I 3
[CiMew Folder (3) |=yconfig
[ChMew Folder (2)
[CMew Folder :gcura_tcup.tar.gz
[Camfiles
My Webs o4 ps b
< | ¥ e | >

OB of 185 MB in 0 af 130

nzelect files by maszk,

0B of 2,967 ME in 0 of 18

The directory displayed on the left side of the window is the local
drive located on your PC. The directory displayed on the right side is
the network drive where you will be moving your batch files to.

5. Click on the ™= button as many times needed to move up to the C:

directory, then double click on the “SundryExport” directory to
open it.
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In the example shown below, the current directory on the local drive is
the “C:\SundryExport” folder. The file to be transferred is
068 09 299 080207.txt.

"z sundryexport - applprod@rifansap.doit.ri.gov - WinSCP

Local Mark Files Commands Session Options Remate Help

# e PEe WS 5 o+ - Y ? Defaul - F-m7ie”

= = ﬁ'ﬂ ‘EEEE |hsundr_l,l v|
| C: Local Disk e v | at [4 & 'ty
C:haundiexport Aal prod/prodapplwend11.5.0Anbound sundry

Marne Exk Marne Exk
®. ®.
[£)inea_0s_299 080207 bxk ) archive
I'EJ salnet. log
< | EJ|ES | >
DB of 5798 in 0of 1 DB of12461 Bin0oaf 2
28228 2108 E S aes SFTP [+3) 0:00:47

6. To transfer the file, using your left mouse button, drag and drop
the file from the local directory on the left to the network directory
on the right.

The pop up box shown below will appear.

[] Transfer on background [add to transfer gueue]

’ More »» ] [ Copy l’ Cancel l ’ Help ]

7. Click on the Copy button to copy the file to the network drive.
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The copy of the file is now located on the network drive, ready for
validation by the RIFANS system as shown below.

"z sundryexport - applprod@rifansap. doit.ri.gov - WinSCP

Local Mark Files Caommands Session Options Remaoke Help
ME N T R T R
& - 61 4 4 =& T= (59 sundy v |
< C: Local Disk v a (2 & Ty
C:hzundesport fal Aproddprodappldnd11.5.04nbound sundry
Marne Exk Marne Ext
®.. ..
) ins8_08_z99_080207, bt [Elinee_ns_299 080207 bxt
< | 5 |« >
DB of 579B in0of 1 DB of 12461 B in 0 af 2
28228 2108 E D aes SFTP [v3) 0:00:47

The original copy of the file will remain in the “C:\SundryExport” folder
until you delete it.

To prevent moving the same file over twice, it is recommended that you
delete the batch files in your “C:\SundryExport” folder once the batch has
been successfully imported into RIFANS by the Accounts Payable Office
and has passed all validations.

8. To close WInSCP, click on the red X button on the top right of the
window.

Your file will be automatically imported and validated by the RIFANS
system. If there is an error, the Accounts Payable Office will contact you
with an error message. If you need to make a correction to the batch
file, please follow the instructions beginning on the following page for
editing an existing voucher in the Batch Import database.
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[ll.LEditing an Existing Voucher in the Batch Import
Database

A. Editing an existing voucher

1. On the Main Menu shown below, enter in the Voucher Date and
Invoice Number.
2. Click on the button labeled ‘Edit Form’.

Microsoft Access - [Main Menu]
:-2| Fle Edt Wew Insert Format Records  Tools  Window  Help

230" BENI= RN AP B9 @ Gl EL AT E=R=RANCN
i Commandzz || -” v||
1l | Acabl [ 2 6 7 BB o (g g 3 ERN=ES |
Batch Import Main Menu v.8/2007
o Enter Bill To { Autharizing
= Add Form 7.4 Delete Form = Agency Information
_ 88/ 2007 \ Delete All Youchers Older
" Enter Payee Information
_ oo0o0mT / EC Than A Specified Date @ ¥
= Edit Farm Copy Woucher Farm = Feset Beginning Voucher
MNumber
2N
Edit Batch#, Woucher# or B Edit Cost Center List
Date on existing woucher
[
Youcher Submitta:  [EUeher Diate:| B/8/2007 [¥oucher Hurnber: | 0000001
p— Print Print Surnmany - : : ;
& | suma oot i ||| & | Pese ||| g | efentares || g | EtDaTo
Report Sub-Totals : BE
Exit B atch [mpart
EL‘ Syztem
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The Edit Form shown below will appear.

Microsoft Access - [frmGetVoucher]

25 File Edit ‘Miew Insert Format Records  Tools  Window  Help

HOAI: A TR AR N RN YRR A - R A A= R= )

prdate - || v” -|| B i

Lolgegbliiz o F B8 o g e = s Do)

Batch Import - Voucher Edit Form ‘

[ 2 [Thiz comment will appear on all check stubs.)

e | B Fei 0 (Ve[ 00000 [ S Canen] [ e

- Payment for July 2007 Bill
- |?H1 22007 - 773172007 bill payment

| Remittance Armounts |

Total Amount; |$44?.EID Total Count: |3

|

Select aendor from list box on the left of each line below to populate Pavee Information for each record.
If the Payee is not in the ligt, leave that box empty & enter in all of the papee infarmation beginning with the SSHOAFEIMN.

Select Payes

n 933399393 |[51515 Mal_l,J.Johnston 100 0K STREET _—

lil—l—
4 ﬁﬁ[ﬂ[@ora 3 | »

Record:

_FA

N

3. To edit existing data, place your cursor in the field you would like
to edit and overwrite the existing value.

4. Press the Tab key to navigate through the form.

To add an additional payment line, place your cursor in the Select Payee
field located on the last line of the remittance amounts area as shown
above with the arrow. If you are not selecting from the Payee list that is
stored in your database, you can manually type in the information for the
vendor being paid.
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5. Once you have finished making corrections and/or entering
additional payees and payment information, close the form by
clicking on the X button shown below located in the top right
corner of the form.

I 5 i

Type aquesktionforbelp = - & X

Note: The Date, Batch Number, and Voucher Number fields cannot be
modified on this form.

To change the data in one of these fields return to the Main Menu and
perform the following steps:

1. From the Main Menu shown below, click on the button labeled
‘Edit Batch #, Voucher # or Date on Existing Voucher”.

Batch Import Main Menu v.8/2007
™ Enter Bill To / Autharizing
= Add Farm ‘ (7.8 Delete Farm = Agency Information
_ B/14/2007 Delete All Youchers Older ]
- &5 Than & Speciied Date = Enter Payee Infarmatian
= Edit Form Copry Voucher Formm (= ResetEIengnrzil:rlE]rVDucher
Edit Batch#, “Youcher# or . .
= Date on existing voucher *— = Edit Cost Center List

Voucher Submittal:  [WELSher Date:| 8/14/2007 [Waucher Humber. | 0000

_ piint Prink Sumrmaty Frint [nvoice Frint Remittance E
: a wport Data To
= ‘ S;n;;n;rty = H;EE_'.:. ;ngltsh = Walcher = Motice ] C:ASundigE sport

ﬂ—" Ewit B atch Import
Syztem
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The Form Below will appear listing all vouchers in the database.

2. Find the voucher you would like to edit and place your cursor in
the field to be modified and overwrite the existing value. Use the
Tab key to navigate through the form.

Batch Import
Edit Inutial Information Form

Youcher Date  Batch Mumber  Woucher Humber  Voucher Comment

Y[ TR | 00239 | 0000001 [Payment for July 2007 Eil

| 8/14/2007 | 00100 | 0000003 [July 2007 Payment

3. Close the form by clicking on the X button shown below located in
the top right corner of the form.

= =)6

Type a question for help = - & X

/
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B. Deleting a single existing voucher

1. From the Main Menu shown below, click on the button labeled
‘Delete Form’.
¥l Microsoft Access - [Main Menu]

ron || | o

Enter Bill To { Autharizing
Arjency Information
8/8/2007 1 Delete All Vouchers Older
Than A Specified Date
=

Enter Payee Information
Copy Woucher Form

Edit Batch#. “oucher# or
Date on existing woucher

(= Reset Beginning Yaoucher
(= MNumber

Edit Cost Center List
Print

8;’8;’200 DDDDDD

g % F'Fr‘lnt S?mm?ﬁ Print Invoice Print Remittance Export Data To
EIIn=Ig SEEIK = Woucher Motice C:A\SundiyE xport
Report Sub-Totalz

ﬂ! E it Batch [mpart
Syztem
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The form below will appear displaying all of the existing vouchers in the
Batch Import database.

Batch Import
Voucher Delete Form

Fiscalrear  “oucher Date  Batch Number  Woucher Mumber  Woucher Comment Delete

| 03 | g/8/2007 | 00233 | 000000 |F'aymenlforJuI_l,J2DD?Eill KK

M 08 [ 8142007 | 00100 | 0000003 [July 2007 Payment

2. Locate the voucher you would like to delete.
3. Click on the delete button located to the right of the voucher.

The prompt below will be displayed.

Microsoft Office Access |E|

Would wou like to delete this voucher?

Yes Mo |

4. Click on the ‘Yes’ button to delete the voucher. (Clicking on the
‘No’ button will cancel the delete request.)

5. Close the form by clicking on the X button shown below located in
the top right corner of the form.

=)=k

Type a quesktion for help = 2 @ X

A
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C. Deleting multiple existing vouchers

1. From the Main Menu shown below, click on the button labeled
‘Delete All Vouchers Older than a Specified Date’.

El Microsoft Access - [Main Menu]

H-=) File Edit “iew Insert  Format  Records  Tools  Window  Help

1 A0 Y= RN dR B9 @ 5L &L E A ] Re=R=RaNCN |
! Command22 - || -” -||
g | daabl L2 6 P B CE a4 Y E LR
Batch Import Main Menu v.8/2007
o Enter Bill To / Authorizing
= ‘ Add Farm ‘ W ‘ Delete Farm B4 Agency Information
_ 8/8/2007 Delete All Wouchers Older .
— & Than A Speciiod Date B4 Enter Payee Infarmation
. = | ResetBeginning voucher
Copy Voucher Farm =
= Edit Form ) iy [, s
Edit Batch#, “Youcher# ar . .
) Diate on existing waucher i Bt Cogi Camizy List
Youcher Submittal  [WBUERET Date | £/8/20007 [Voucher Hurmber. | O0o000T
Prirt Print S uramnary . . . .
&]| sumay ol i ||| & | PEs || g | e || gy | BpmbueT:
Report Sub-Tatals : BIEED
Exit Batch [mport
EL‘ Syztemn

The pop-up box shown below will appear.

1. Enter in the date in the format MM/DD/YY and click on the OK
button.

Enter Parameter Value @E|

Delete vouchers older than date: (m)ddyy )

[ 0] 4 ][ Cancel ]

All vouchers with a date prior to this date will be removed from the
system.
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D. Copy an Existing Voucher

The Batch Import database allows you to copy an existing voucher to a
new voucher in order to save data entry time in cases where you will be
paying the same payees on a regular basis. The copy function will
duplicate the data from an existing voucher, excluding payment amounts
and comments. The payment amounts and comments will need to be

entered on the new voucher that is created.
To copy an existing voucher to a new voucher, perform the following steps:

1. From the Main menu click on the button labeled ‘Copy Voucher
Form’.

The form shown below will appear.

Enter Existing

Youcher Date, Voucher Date: [ 08/14/2007

Batch

Mumber and Bl e aoion

Youcher
Mumber to be
copied FROM: Woucher Mumber: o000 4

Enter MEWY

Youcher Date, Mew Youcher [ ate: 03./21,/2007

Batch

Murmber and Mew Batch Mumber: 00100

Youcher
Mumberto Be ey voucher Number: 0a00m &S
copied TO:

iCreate Mew Fecord; |
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2. In the top 3 fields on the form, enter voucher date, batch number,
and the voucher number for the voucher you will be copying
FROM.

3. In the bottom 3 fields on the form, enter the voucher date, batch
number, and voucher number for the voucher you will be copying
TO.

4. Click on the button labeled ‘Create New Record’.

5. The pop up box below will appear. Click on the OK button to close
the pop-up box.

VYoucher Copy Complete E|

The Youcher has been copied.

6. Close the form by clicking on the X button shown below located in
the top right corner of the form.

Tvpe aquestion for help + - & X

/
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To edit the new voucher you created in the steps above, navigate to the
Main Menu shown below. Enter in the Voucher Date and Voucher

Number and click on the ‘Edit Form’ button.
Batch Import Main Menu

w. 872007

o Enter Bill Ta / Authorizing
= Add Farm ‘ ¥R Delete Farm = Agency nformation
8/21/2007 Cielete All Wouchers Older :
" Enter Fayee Information
oooooos | ) | & Than A Specified Date E) Y
s = Feset Beginning Youcher
B Copy Voucher F =
& opy Youcher Farm [, Nurnbor
Edit Batch#, Woucherd or A A
EI"’ Diate on existing woucher @ Edit Cost Center List

Voucher Submittal: _ _

Frint Print Surnmary ; g . .
b Frirt Irvoice Frint Remittance iy Export Data To
& ST & e - i S WVoucher S Motice I C:ASundrpE sport
Fepart Sub-Totalz
EL‘_ Exit Batch Import
Syztem

The Edit Form shown below will appear allowing you to make the
necessary changes and add the comment and amount values to the

new voucher.

Batch Import - Voucher Edit Form

[Thiz comment will appear on all check stubs.)
July Payment

e ] | 77207 [ [ o e oo
- July 2007 Payment
- |?£1 /2007-7/31/2007 payment

| Remittance Amounts |

Total Amount:  [$3.000.00 Total Count:  [3

Select aVendor from list box on the left of each line below to populate Payee Information for each record.
If the Payee is not in the list, leave that box empty & enter in all of the payee information beginning with the Yendor Number.

[ —
[ —

Providence
Providence
Frovidence

Close the form by clicking on the X button shown below located in the top

right corner of the form.

Type aquestionforbelp = - & X
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