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Processing LoCIP Grant Payments for Core-CT

Overview of Steps

A. Create a LoCIP Payment List.

B. Create an Interface File for payments.
Step A: Create a LoCIP Payment List.

	Step
#
	Task

	1.
	Open the LoCIP Main Menu.

	2.
	Click on “Select”, then “Project”.  

	3.
	From the Menu Bar, click on “Query”, then select “Find”.

	4.
	In the “Find” Dialog Box, enter the appropriate town code and hit the “Enter” key (on your keyboard).

	5.
	Scroll to the project you are going to make a payment on and click on the row of the project.  (If there is more than one project for a town, proceed through Step 10 and then return to this step for the next project.)
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	6.
	In the bottom left-hand corner, click on the “Make a Payment” button.

	7.
	In the “LoCIP Payment” Dialog Box, enter the appropriate payment amount and hit the “Enter” key or “OK”.

	8.
	In the “Payment” Dialog Box, enter the payment amount in the appropriate category box. Note: Most will be “Construct”; some may be divided into two or more categories.

	9.
	In the “Breakdown Payment” Dialog Box, click on the “Verify” button; if the two amounts agree, then click on the “Save” button.


	Step
#
	Task

	10.
	On the Project Screen, click on the “Update” button.  This completes this process.  

	· If there is another project or projects for the same town, return to Step #5 and repeat Steps 5-10 for each project.

· To proceed to a different town project/payment, return to Step #3 and repeat Steps 3-10.

· When you are done entering all payment amounts, proceed to Step #11.



	11.
	Print a report after all payment amounts have been entered.
· From the Menu Bar, select “Report”.

· Click on “Payment List”.

· Click on “Print Report”.

· Preview the report before clicking on the Print icon.

· Select “Close”, then “Done”.

· You will be asked “Did the report print?”

· Click on “No” so that you can proofread/edit the report.

· Note:

· Do not click “Yes” if you are not done proofreading or editing.  If you click on “Yes”, the report becomes a record/payment list and gets assigned a Payment List Number.  The list will be finalized and you will not be able to enter any more payments.

· If you click on “No”, the report remains in draft form and stays there.  You will be able to continue to access it.

	12.
	Proofread the printed report for accuracy and make any necessary changes. 

	13. 
	When you are ready to finalize the report, inform the computer that the list is printed by clicking on “Yes” (See Step #11 above).


Step B: Create an Interface File for Payments.

	Step
#
	Task

	1.
	From the LoCIP main menu, select the Payment List menu option.  Then select “Create Payment List”.
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	2.
	Verify that all the information provided is correct.

· Make any necessary corrections.

· Remember that the Payment Message must be limited to no more than 75 characters and spaces.
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	Step
#
	Task

	3.
	Click on the “Create Interface File” button found at the bottom of the dialog box.

· A file will be created called “CTAPI006OPM.xml” and it will be placed in: N:\LoCIP\Payments.   Each time a file is created, it will always have this same designation: “CTAPI006OPM.xml”.  

· Simultaneously, a backup copy of the file will be created with the current date.  (For example, if you are creating an XML file for LoCIP, a backup file named “CTAPI006OPM_LoCIP_yyyymmdd.xml” will be created, where yyyymmdd is the current date - Example: LocipPayment_200553.doc)
· Ralph Barra, Joy Gutis, MaryAnn Palmarozza, Cheryl Rannou, Lori Stevenson, and Dick VanAusdall will receive an e-mail message similar to 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”


	4.
	Verify that the file and a back-up file have been created.

· Double check that both files can be found in: N:\LoCIP\Payments. (One file will be designated with just .XML and one file will be designated with date.XML.)


	5.

	Navigate to the shortcut for reports: N:\LOCIP\REPORTS and print a hard-copy of the payment list.  Forward the list, with a cover letter signed by the IGP Undersecretary, to MaryAnn Palmarozza, Chief Administrative Officer.

· The report will be named: LocipPayment_{date}.doc.




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.  
· Electronic payments are automatically accomplished in Core-CT; you do not need to do anything special when you create the file.  
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