VIRGINIA DEPARTMENT OF

Submitting Adjustments

(Agency Owners and Data Managers have this Capability)
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Submitting Adjustments

(Agency Owners and Data Managers have this Capability)

Navigating to Data Management
1. Log into Dashboard using state e-mail address and password. Click Login.

v

SBSD

= yours@example.com
your password

Reset your password?

LOG IN >

2. Click Data Management tab at top of screen.

Dashboard Data Management SWaM Plan o

3. Change date to specific date range that you are making adjustment for, Month, Quarter, Custom
Range...etc. Click in date area

Dashboard Data Management SWaM Plan o
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4. Click on Monthly, Quarterly, Yearly, Custom Range, and then click on the time period (i.e. July,
Q1, FY 20, or calendar dates if entering a custom date range) that you want to make
adjustments for. Then click the apply button.

-
>

Quarterly

Yearly

A

Custom range

5. Select your agency. You will only see transactions for your agency.

@ Agency

Commonwealth of Virginia

A

Transactions

Making Adjustments

You can make adjustments online or do a spreadsheet upload. If you choose to do adjustments online,
you can either use the menu options or the icons next to the transactions. You can also do a bulk tax ID
Update if you have multiple transactions with the same vendor.

Using Icons
1. This can only be done for one transaction at a time. Search for Vendor by typing name in search
box and clicking magnifying glass. Transactions will show for that vendor.

/'

2. Find the transaction that you want to adjust and click the adjust button next to it.
o

T~
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Enter the Tax ID in the Vendor Tax ID box. Choose the vendor name from the vendor drop-
down box and enter reason for adjustment in the notes box. Then Click the Adjust button.

3.

Adjust Transaction

ontract ID

— e

Agency Name*

Department of Labor and Industry v

Amount* / Transaction Date*

P

“Note: Change of amount or vendor tax id along with vender name is mandatory to adjust the transaction

/

4. Adjustments will show immediately and you will see SWaM credit received.

5. Repeat steps 1-3 as necessary for additional vendors.

Using Menu Options

1. This can only be done for one transaction at a time. Search for Vendor by typing name in search
box and clicking magnifying glass. Transactions will show for that vendor.

P

2. Find transaction that you want to adjust and click the box to the left of the transaction.
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3. Click I want to submit > Adjustments > On-line Adjustments

\ | want to submit v Download v X n 07/01/2021 - 07/21/2021
\ Adjustments On-line Adjustments .

4. Enter the Tax ID in the Vendor Tax ID box. Choose the vendor name from the vendor drop-
down box and enter reason for adjustment in the notes box. Then Click the Adjust button.

Adjust Transaction x
ontract ID
Agency Name* Source Name*
Department of Labor and Industry = 3 g
Amount* / Transaction Date*

Notes™
AdEIN
Fa

*Note: Change of amount or vendor tax id along with vendor name is mandatory to adjust the transaction

- Rl

5. Adjustments will show immediately and you will see SWaM credit received.

6. Repeat Steps 1-5 as necessary for additional vendors.

Using Bulk Tax ID Update
1. This can be done for multiple transactions at a time, as long as they are all the same Vendor.
Search for Vendor by typing name in search box and clicking magnifying glass. Transactions will

show for that vendor.
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2. Check the boxes next to the transactions that you want to adjust. They must all be the same
vendor.

3. Click I want to submit > Adjustments > Bulk Tax ID Update

\ | want to submit v Diwnload v T n 07/01/2021 - 073 1/202

4. The Bulk Update Vendor Tax ID Box will show up. Enter the Tax ID in the Vendor Tax ID Box and
Choose Vendor Name from Vendor list. If Vendor is not certified. Nothing will show up. Enter
reason for adjustment in notes box. Click Update button.

Bulk Update Vendor Tax ID x
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5. Adjustments will show immediately and you will see SWaM credit received.

6. Repeat Steps 1-5 as necessary for additional vendors.

Using Spreadsheet Uploads
1. This option can be used for multiple transactions with multiple vendors all at once.
e If you are making adjustments to the tax ID number, click Download > Transactions
Missing Tax ID.
e If you are making adjustments to the amount and/or tax ID number, click Download >
All Transactions.

want to submit v Download v Y n O7/01/2021 - 073172021

2. You will receive a warning message letting you know that if you download transactions from the
system to make bulk adjustments that you must change the status from Approved to Updated.
Click Okay.

Attention X

f you will be using the file to bulk upload adjustments, please change the status column from "APPROVED" to "UPDATED"
against the adjusted transaction.

o R

3. The Excel file will show in the bottom-corner of your computer screen. Double click to open.

% Transaction-20190....csv ™
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4. The Spreadsheet should open.

Pagelayout  Farmulss  Datm Review

Cafinel oA A = =08 | EwepTet Geners - P

3 autasum - A,
F] Fill - V p

FEMerge&Center = | § - % %5 g Condilional Formabas Cel  Inserl Delele Format Soit & Fine &

Fommatting= Tobies Shyless  + - = & Clear~ Filter= Selact=
Chipboard Fanl ] Alsgnment = Mumber = Styles Cells Editing ~
11z T ] v
& ] c o E F &5 | H | T T M [~
1 Transaction ID Source Agency Wendor Tax |0 Wendor Mame Transaction Type ContractID Tranzaction Date Vendor Type Amount 5tatus MNotes
Department of Accounts Excel Upload 07-01-2013 700 Approved NA
Department ef Accounts Excel Upload 07-01-2019 5858 Approved NA
Department of Acounts Excel Upload 07-01-2019 60,79 Approved  NA
Depariment of Accounts Excel Upload U7-01-201% 3,05 Approved | NA
Department of Accounts Excel Upload 07-01-201% 5B6.8 Approved MA
Department of Accounts Excel Upload 07-01-2019 283125 Approved NA
Department of Accaunts Freel Upload 07-01-7019 390,44 Approved  NA
Department of Accounts Excel Upload 07-01-201% 0ZLA Approved | MA
Department of Accounts Excel Upload 07-01-2015 2893.75 Approved  Na
Department of Accounts Excel Upload 07-01-201% T19.65 Approved  MA
Department ol Accounts Exeel Upload 07-01-7019 1 469.43 Approved | NA
Depariment of Accounts Excel Upload 07-05-2019 29125 Approved | MA
Department of Accounts Excel Upload 07-05-201% 5,67 Approved | NA
Department of Accounts Cxcel Upload 07-09-2019 SEG.E Approved MA
Department of Accounts Excel Upload 07-09-201% 1633.22 Approved NA
Department of Accounts Excel Upload 07-05-2019 29125 Approved | NA
Department of Accounts Excel Upload 7-05-2014% 173L37 Approved | NA
Department of Accounts Excel Upload 07-05-2019 144,49 Approved MA
Department ef Accounts Excel Upload 07-08-2019 SE5.6 Approved NA
Department of Accaunts Excel Uploar 07-11-2019 75 Approved  NA
Department of Accounts Excel Upload O7-11-2015 85 Approved  MA
Deparement of Accounts Excel Upload 07-11-2019 85 Approved MA
Department of Accounts Excel Upload 07-11-201% 85 Approved  MA
Department of Accounts Freel Upload 07-19- 2019 110238 Approved NA
Department of Accounts Excel Upload 07-15-201% 1M0zAE Approved  NA
Department of Accounts Excel Upload 07-15-201% 2787.5 Approved  MA
Department of Accounts Excel Upload 07-15-2019 1300 Approved MA
Department ol Accounts Exeel Upload 07222019 24457 Approved NA
Department of Accounts Excel Upload 07-23-201% 13.13 Approved | NA
Department of Accounts Excel Upload 07-25-201% 578.5 Approved MA
Department of Accounts Excel Upload 07-25-2013 52E.92 Approved | NA
Department ef Accounts Exeel Upload 07-25-7019 2750 Approved NA
Department of Accounts Excel Upload 07-25-2019 T66.95 Approved NA
Department of Accounts Excel Upload 07-30-201% 388.6. Approved MA
Department of Accounts Excel Upload 07-30-2013 550554 Approved NA -
Transaction-20190701- 20200630 [ | & £ - = 3

5. Enter the Tax ID numbers in the Tax ID Field. Tax ID’s should be 9 digits long. Add leading 0’s if
the tax is less than 9 digits. Change Status to Updated for all rows that you are changing and
put a reason for the adjustment in the notes column. Delete rows that you are not changing.
Save as either Excel or CSV File.

6. Click I want to Submit > Adjustments > Spreadsheet Upload

| want to submit v

cheet
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7. Click the Choose File Button.

Upload Adjustments x

» The file must contain transactipns downloaded from this
nz to Cardinal and pCard transactions A
nst Self

Step 3:

upload here.
sary changes on Amount
Ts.

Choose File [ pu

sted transactions, set the Status
pated’.

e document. and upload here.

8. Browse for the File on your computer (wherever you have saved it), select the file, and then click
Open.

9. Click Upload.

Upload Adjustments x

Step 2 Step 3:
On-the downloaded documment -

1. Sawe the doosment as .cov.or xis format. and
uplaad here.

£ ] -~ Roaa

10. You should see either a green success message or red failure message towards the upper-right
corner of the screen. If the upload was successful, you will see the adjustments on the screen.
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11. You can also check the upload manager to see if the upload was successful. The upload manager
is the up arrow icon on the left-hand side of the screen. Click on the upload manger manager
icon.

12. If the Upload was successful, the status will say success. If the upload was not successful, the
status will say failed. If the status says failed, you can click on the eyeball icon to see why the
upload failed.

13. You will see an error report explaining why the file did not upload. After looking at the report,
click the close button or x in the upper right-hand corner to close the error report.

Error Details x

T4 nwalid amount. Please enter valid amount rounded off to two decimal place.

/

14. Re-open Excel Spreadsheet. Fix errors and re-upload the file.

15. Check to see if upload was successful.
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