December 5, 2005


Processing Grant Payment Lists for Core-CT
Information about XML Files and the “01” and “06” Interfaces
Core-CT accepts automated file uploads with payment information.  The files must be converted from Excel files to XML (eXtensible Markup Language) files.  (XML is used because both mainframe and PC based systems can easily read and write to these types of files.) 
There are two different types of Interfaces that OPM uses to convert the files and make payments. 

1. The “01 Interface” is used to generate payment lists for individuals (as in the Elderly Renters Program).

2. The “06 Interface” is used to generate payment lists for entities that are already setup in Core-CT with a known Vendor ID.  (The Homeowners program, for instance, uses the 06 Interface because a town receives a check instead of an individual.) 

	Use the 01 Interface for:
	Use the 06 Interface for:

	· Elderly Renters
	· Disabled

· Distressed Municipalities

· Freeze

· Homeowners

· LoCIP

· Manufacturer’s and Equipment (M&E)
· Veterans


Processing Grant Payment Lists for Core-CT

Overview of Steps Needed to Process Grant Payments

	Step #
	Task


	Who

	Step #1  


	Create an XML file (payment list) from an Excel file found 
on the “O” drive.


	Disabled: Ron Madrid

Distressed: Ron Madrid

Freeze: Ron Madrid

Homeowners: Ron Madrid

LoCIP: Sandra Huber

Manufacturer’s and Equipment: Paul LaBella
Renters: Ron Madrid

Veterans: Ron Madrid



	Step #2
	Upload the XML file to 
Core-CT.


	All files: Lori Stevenson

	Step #3 
	Do an audit release to approve the payments.

	All files: Ralph Barra


Processing Grant Payment Lists for Core-CT

Overview of Step 1 - Create an XML file (payment list) from 
an Excel file found on the “O” Drive.

	Step #
	Task

	1
	Open the “GrantPayments” folder on the “O” drive.


	2
	Open the appropriate Excel file.


	3
	Import and/or verify information on the data sheet and ensure that the data is formatted appropriately.


	4
	Verify and/or calculate information on the XML Worksheet.


	5
	Click on the “Create XML” button and check the O drive to verify the file and backup file are there.



Processing Grant Payment Lists for Core-CT

Overview of Step 2 – Upload the XML File to Core-CT.

	Step #
	Task

	1
	Ensure the Budget is in order.

	2
	Navigate to: 

https://corect.ct.gov:10400/psp/PSPRD/?cmd=login&languageCd=ENG

	3
	Log in.

	4
	From the Enterprise Menu, select the “Filemover Upload-Download” link.

	5
	Make sure the “Uploads” tab is selected.

	6
	Click on the “Add Attachment” button.

	7
	Browse to: O:\GrantPayments\XML\CTAPI006OPM.xml.

	8
	Click on the “Open” button.

	9
	Click on the “Upload” button.

	10
	Verify the file has been uploaded.




Processing Grant Payment Lists for Core-CT

Overview of Step 3 – Do an audit release to approve the payments.

When the 06 Interface is used, each voucher must be approved individually.  When a payment list is created using the 01 Interface, the vouchers are paid automatically through the system and do not need to be manually approved.
	Step #
	Task

	1
	Receive a hard-copy of the Payment List from OPM’s Chief Administrative Officer.

	2
	Log in to PeopleSoft/Core-CT.

	3
	From the Enterprise Menu on the Home Page, select “Fin Worklist” (Financial Worklist).  Then select “Worklist”.

	4
	Locate and click on the voucher number for the first town on the hard-copy payment list.

	5
	Select the “Invoice Information” tab.

	6
	Verify that you have selected the right voucher number by examining the payment amount and SID number.

	7
	After verifying that you have selected the correct voucher number, write the “Voucher ID” number by the appropriate town on the hard-copy payment list.  

	8
	Continue to verify that the information on the Invoice Information tab/screen is correct, especially the invoice number, invoice date, address, and distribution line codes.

	9
	Select the “Payments” tab.

	10
	Verify that the information on the Payments tab/screen is correct, especially the payment method, “Gross Amt” (Gross Amount) and “Scheduled Due” date. 

	11
	Under “Payment Options”, click on “Go to Voucher Approvals page” link.

	12
	Select the “Approval” tab.

	13
	Verify that the information on this screen is correct before clicking on the “Approved” button under “Approval Information”.  

	14
	Click on “Save” in the lower left corner of the screen.

	15
	Click on the “X” in the upper right corner of the screen to return to the “Payments” tab/screen.

	16
	Click on the “Next in Worklist” button at the bottom of the screen.

	17
	Note the “Voucher ID” number for the next town/payment that appears and write the number by the appropriate town on the hard-copy payment list.

	18
	Repeat Steps 5 through 17 until every payment/town on the hard-copy payment list has been approved.

	19
	After every payment has been approved, stamp the hard-copy payment list with the “Audit Released” stamp; and sign and date it.

	20
	Keep the original and forward a copy of the signed and dated hard-copy payment list to OPM’s Fiscal Administrative Assistant for placement in the Grants Payment Folder (17016 Folder).


Creating a Grant Payment List/XML File 
for Core-CT

Step 1 – Create an XML file (payment list) from an Excel file found on the “O” Drive. 
	#
	Task

	1
	Go to the “O” drive and open the file entitled “GrantPayments” (“agency on ‘alice’ (O:)\GrantPayments).



	2
	Select and open the appropriate Excel file from those displayed (Distressed, Disabled, Freeze, etc.) 

a. A dialog box will inquire if you would like to disable or enable macros.  Click on “Enable Macros”.

b. If you get a security message, change your security level to “Medium” by doing the following: From the toolbar, select Tools/Macro/Security/Medium; click OK.



	Each Excel file/worksheet will consist of two spreadsheets:

· An “XML Worksheet”, detailing accounting and payment information.

· A data spreadsheet, detailing towns, town codes, and payment amounts.  The data spreadsheets will be entitled “Distressed”, “Disabled”, and so forth.  

· You can move to each sheet by clicking on the tabs at the bottom of the screen.



	3
	On the Data Sheet (second tab, labeled “Distressed”, “Disabled”, etc.), do the following:

a. Verify the town, town code and payment amounts. This information will probably need to be updated from the year before - copy updated information from an existing file and paste it into this sheet.  If you like, you can manually enter this information.
· Questions concerning town codes can be directed to Cheryl Rannou.

b. If necessary, eliminate the zeros in the town codes; just the actual number should appear (for example, 95 instead of 0000000095).
c. Total the payment amounts and make sure the totals do not exceed what OPM is able to pay.  

· If the balance is in question, make sure that you run a tape of the payment list, as Excel will automatically round the figures.
d. Make sure you have deleted any rows where the payment amounts are zero.

e. Make sure there are no blank rows in the list.

f. If the town is an ACH town, place an “X” in the “ACH Town” column. (Note: Only an “X” will be recognized by the program; an upper or lower case “X” are both acceptable.)




	#
	Task

	4
	On the XML Worksheet (first tab), do the following:

a. Verify the Core-CT accounting codes that apply to your particular payment: Fund Code, Account Code, Class Field/(SID) Code; Program Code, and Department ID. (Note: There is a separate listing/job aid available to verify the correct codes.)
b. Double-check the Accounting date.  

· The Accounting Date is always the day you create the file.

c. Determine the Scheduled-Pay Date and/or the ACH Pay Date.  

· The scheduled pay dates must be determined by using the two flowcharts on the next two pages:

i. Determining scheduled due date for Grant Vouchers with Statutory Due Dates – Checks
ii. Determining scheduled due date for Grant Vouchers with Statutory Due Dates – ACH

· Enter the date determined for checks in the “Scheduled Pay Date” field and enter the date determined for ACH in the “ACH Pay Date” field.

d. Input the following information from the Data Sheet (or verify that the information already on the XML Worksheet is correct):

· Town Code:  the letter of the column on the Data Sheet where the town code information resides.

· Payment Column:  the letter of the column where the payment amounts for each town reside. 
· Address Sequence: the letter of the column where the address sequence numbers for each town reside.
· Start Row and End Row:  The number of the first row of data and the number of the last row of data on the Data Sheet (this information will be used in making the payment list).

d. Payment Message:  Whatever you type here will appear on every check. As an example, you may want to type “Payment to Distressed Municipalities”.  Do not exceed a total of 75 characters and spaces.  No ampersands are allowed.
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SAMPLE XML WORKSHEET
	Create CORE-CT Payment Voucher

	
	

	Fund
	nnnnn
	

	Account 
	5nnnn
	

	Class Field (SID)
	nnnnn
	

	Program Code
	nnnnn
	

	Department ID
	OPM20nnn
	

	Invoice Date (certification date)
	nn/nn/nn
	

	Accounting Date (upload date)
	nn/nn/nn
	

	Scheduled Pay Date (see flow chart)
	nn/nn/nn
	

	ACH Pay Date (see flow chart)
	nn/nn/nn
	

	Receipt Date (statutory due date)
	nn/nn/nn
	

	Project ID
	OPM00000000nnnn
	

	Budget Ref
	20nn
	

	Operator ID
	
	GutisJ

	 
	 
	

	Worksheet Name
	Program Name
	

	Town Code Column
	
	A

	ACH Town
	
	D

	Payment Column
	
	C

	Address Sequence
	
	E

	Start Row
	
	Automated fill-in

	End Row
	
	Automated fill-in

	Payment Message
	Program Name 
	


	#
	Task

	5
	After double-checking all information, click on the “Create XML” button found at the bottom of the XML Worksheet.

a. A file will be created called “CTAPI006OPM.xml” and it will be placed in: O:\GrantPayments\XML.   Each time a file is created, it will always have this same designation: “CTAPI006OPM.xml”.  

b. Simultaneously, a backup copy of the file will be created with the current date.  (For example, if you are creating an XML file for Distressed, a backup file named “CTAPI006OPM_Distressed_yyyymmdd.xml” will be created, where yyyymmdd is the current date.)  

c. Double check to verify that both files are in: O:\GrantPayments\XML.

d. Ralph Barra, Joy Gutis, MaryAnn Palmarozza, Cheryl Rannou, Lori Stevenson, and Dick VanAusdall will receive an e-mail message like the sample message below:

“A new payment file has been created and is ready for upload.

The Core payment file is \\alice\agency\grantpayments\xml\CTAPI006OPM.XML
The Source document is: \\alice\agency\grantpayments\distressed.xls
The CORE-CT Login information is: 

https://corect.ct.gov:10400/psp/PSPRD/?cmd=login&languageCd=ENG
UserId = CTAPI006OPM

Password = Y834hxM2”




IMPORTANT NOTES: 
· You can only create one XML file per day and it must be uploaded to Core-CT before you can create another one.  Creating more than one file per day will result in an overlay of files – one file overwriting a pre-existing one.  
· Hard copies of authorized payment lists need to be provided to MaryAnn Palmarozza, who will arrange for such lists to be filed in Accounts Payable and, therefore, be available for the auditors to review.

· Electronic payments are automatically accomplished in Core-CT; you do not need to do anything special when you create an XML file.  
Uploading a Grant Payment List (XML File) to Core-CT

Step 2 – Upload the XML File to Core-CT
After an XML file has been created, the appropriate OPM staff members will receive an e-mail message notifying them that an XML file/payment list has been created.  This will serve as Lori Stevenson’s notice to upload the file to Core-CT.  

	#
	Task

	1
	Before uploading, double check with the Business Office to make sure that the Budget is in order.



	2
	Navigate to https://corect.ct.gov:10400/psp/PSPRD/?cmd=login&languageCd=ENG


	3
	Login using the appropriate Login and Password – was the XML file created using a 01 Interface or a 06 Interface?  (All IGP grant payments except Renters use the 06 Interface.)  

Interface Users

LOGIN

PASSWORD

OPM (01 Interface)

CTAPI001OPM

Y834hxM2

OPM (06 Interface)

CTAPI006OPM

Y834hxM2

· The digit after CTAP is the capital letter I and not the number one.
· Remember that the Login screen is case sensitive.


	4
	After successfully logging in, the screen that appears will allow you to upload the XML file that has just been created.  From the Enterprise Menu, select “Filemover Upload-Download”.

[image: image4.png]icrosoft Internet Explorer ___ FEE

2 Interface Access

B G v rwones Tk e |

Ghack - = - @ [0 Q| Qearch (Gravortes Biveds 3B S H &

ddress [) hitps:jcorect.ct.gov: 10400/pspIPSPRD/SUPPLIER/SLPP/c[EDI_MANAGER. CT_FILE_INSTANCE.GBL =] @oo |unis

PeopleSoft.

New Winow | Help

/ Upioads \_Dawiaass ")
Upload/Download For CTAPI0010PM:

File Name Created Datetime
1 CTAPIDD1 OPM_2003-09-30_14-56-02:xm1 0913012003 14:56:02
2 CTAPIOD1 OPM_2003-10-06_14-20-18:xm1 1010872003 14:20:19
3 CTAPIOD OPM_2003-10-07_13-47-08xm 1000772003 13:47:08
4 CTAPIDD1 OPM_2003-10-08_10-07-04 xmil 1010872003 10:07:04
5 CTAPIOD1 OPM_2003-10-08_14-28-18:xm1 1010872003 14:28:18
& CTAPIOD1 OPM_2003-10-09_10-28-54 xm1 1010972003 10:28:54
7 CTAPIOD1 OPM_2003-10-30_11-28-36 xml 10/30/2003 11:28:35

Uploads | Downloads

[@ore [ [ |3 @ et




[image: image3.png]ALICE

osoft Word P = 3|

Ele Edt Vew Iwet Fomat ook Table Window Hel Wark Type aquestionforhels | X

DBEHS8B|ERY | RRI o- o |8

| 4 Mol - TesNRoman - 12 - B 7 U |

i | SR N R N == B Tl = - A YR T P
 FinalshowngMarkup  ~ show~ | € 3 ) - D+ | 3| & |E L

RE |8 |mevodred- |2 B % “ > O GR(R| E.

(o] S e

3 Employee-facing registry content - Microsoft Internet Explorer

Elo Edt Vew Favortes Toos Help

Q- © X B G Osowt Frraors @rete @

Searchthe web Psearch + chess | €] hpsifforectctgoviton v [ Go Loks »
- WebSeach: [ News 7 Soltware JSchool  Domains

Enterprise M@ & £5 [l Core-CT Links
Personalized Home. Cote.CT News Space.

Page
Enterprise Components | | No artcles currently available
= > Manage Content St Arice

Portal Administration

- Filehover i
ownjoad

Core-CT News Space

" eoplesoft

“wonls

s
Draw= Iy [aoshapes- N N OO E A AR 0-L-A-=
Page 1 Sec 1 12 A1t tn1 Colt REC TRK ExT OvR ()

18 start| [ Inbox - Microsoft Ou.. | 54 RE: URLS for assess... | 54 Emaiing: ALICE.dac ... | (5 NiTraining Staffldob... | £ 5vi Training Products... || B ALICE - Microsoft .. |« 8 1:26PM







	#
	Task

	5
	Make sure the “Uploads” tab is selected.
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	6
	Click on the “Add Attachment” button at the bottom of the screen.



	7
	Click on the Browse button and navigate to: O:\GrantPayments\XML\CTAPI006OPM.xml.  Make sure you are in the XML folder before looking for the file.  (Remember: The file name will always be the same each time. It will be the item in the list with no time stamp.)


	8
	Make sure the file name appears in the File Name Box and click on the Open button.
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	#
	Task

	9
	You will return to the upload screen (first screen). Click on the “Upload” button and the word “Processing” will blink in the upper right hand corner of the screen until the file has been uploaded.



	10
	Verify that the file has been uploaded by looking for it in the list of files for the “Uploads” tab.  The filename is the name of your file plus the date and time of the upload.  If you cannot find the file, contact Jamie Gamble.





Approving Grant Payments
Step 3 -  Do an Audit Release to Approve the Payments.
	#
	Task 

	
	See separate Audit Release Job Aid for this step.
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