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Welcome to the Reports Distribution Site. —
Contact Us This site provides the ability to view Reports.

Help Flease enter your username and password.
FAQ

Username: |
Report
Descriptions Password: |

Change 3
Password

Acrobat
Reader

DISCLAIMER. (WARNING)

Allinformation obtained, learned | developed or filled in connection with applicants and recipients of services, including data contained in
this exdratnet site, shall be held confidential pursuant to applicable provisions of the Mew York State Social Services Law, the Federal
Social Security &ct and any applicable regulations promulgated thereunder and =hall not be disclozed to any perzons except as
autharized by law .

Individual idertifiable information regarding children in foster care iz confidential pursuant to & 372 of the Social Services Law and access
to individual identifying foster care information is available only pursuart to standards set forth in sections 372, 375-5, 409- and 409-f of
the =ocial Services Lawe and sections 357 .3, 43012 and 431 .12 of 18 NYCRR (Official Codes Rules and Regulations of the State of Mew
rork).

Accordingly any person given access to information contained herein who releases such data or information to persons or agencies not
autharized to receive such information shall be guity of clazs A misdemeanar .
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Design Specifications

The SSPS Load Process is a complex system that consists of seven parts. Each part is essential to
creating the correct Agency results. Please note that Step 2 is optional and should only be used for
agencies that are unable to create the Demographic and Movement files to upload to the SSPS
Reconciliation Tool.

The SSPS L oad Process consists of 7 parts.

Agency File Preparation for Uploading

(Optional) Format Agency Data using the Excel Spreadsheet Macro

Agency Demographic and M ovement File Submissions through Reports Distribution Site
Transfer of all Agency Filesinto Landing Pad

Retrieval of filesfrom Landing Pad into Production Server

Loading Agency Files

Troubleshooting

NogkrwhE
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Reports Distribution Site

System Reguirements

About Internet Explon

@"""“‘ "i‘e'“‘i%o

ersinn 472311048
Cipher St gth 128-bit
Update 2 SP1;

Product 1D 71923-932-2000023-12347
Copyright [nformation

In order to upload the Agency
Files on the Reports Distribution
site, Internet Explorer must be
Installed on your computer.

If Internet Explorer isinstalled,
you must note which version you
have, and follow the additional
steps detailed later in this
document.
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Checking Internet Explorer Version

Reports Logout

e To check which version of Internet

This site provides the ability to view Operational & Analytical Reports

Explorer you have, open Internet

Report Username:

N Explorer and click “Help >About

Help

Change

Internet Explorer” from the top Menu

| bar
.

learmed, developed of filed in iplerts of services, inthis
fexratnet ste, shal be held to the New York aw, the Federal Social
{Sacurty Act and any applioahle reguiations promuigated ther eunder and shall ot be disciosedt o any persans except as authorized by law

P e o £ e e A POP up window should appedr,
showi ng the version of Internet
Explorer.

ta information
eive such information shall ke guity of class A misdemeanr.

About Internet Explorer [ 2] ]

| icrosoft e
ginfernet

Version 47231108 i i
Vesen 4723100 The version is shown
Update versions: ;5P1;

Praduct 10 71929-932-2000023-1 2347 here
Copyright Infarmation
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Accessing Reports Distribution Site

Q Pho “Unks »

o Pleasefollow these steps to access
the Reports Distribution site.

member September 11th in
ke your suggestions
morate this day. Please
elow

1) Open Internet Explorer from the Start Menu.

2) Enter the following internet address in the
Address bar and click enter: http://nycacs

3) Once your browser's location has changed to
NYC ACSWeb, click the Toolslink in the
header at the top of the page

- 4) Oncethe Tools page isdisplayed, click the

Pz e 9 / Reports Distribution. The Reports

= . Distribution site will open in anew web
browser window.

&1 hip /02383327777 pls aproddba

giStart| O Exploring - Operatioral &4

(i)
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Logging In

/3 ACS Administration for Children’s Services - Microsoft Internet Explorer provided by ACSE Network

T —= ¢ 1 O DEQIN USING the SSPS Report site
s.0 .03 B8 3B I E- ™ please enter your username, enter your

Back oAt Stop Refiesh  Home Seach Favontes  History P ail Print Edit

Ce - password, and click the Submit
BB C S revors pisvibution oo [P

Contact Us Welcame to the: Reports Distribution Site
This site provides the ability to view Cperational & Analytical Reports

r:z Please enter your username and password ¢ Pl e& be alvare thm your uwname
and password are both case sensitive.

Report Usemname: [ |
Descriptions
* Onceyou have submitted avalid
username and password, you will be

(P::::vegrd Password:
b\ \ redirected to a page where you can

DISCLAIMER (WARNING) \ : :
select which site to enter.

Al information obtained, learned | developed or filed in connection with applicants and recipients oNggrvices, including data cortained in this
Extratnet site, shall be held confidertial pursuant to applicable provisions of the MNew York State SocisNgrvices Lave, the Federal Social
Security Act and any applicable regulstions promulgsted thereunder and shall not be disclosed to any pefgns except as authorized by law

Inciividual idertifiable information regarding children in foster care is confidertial pursuant to & 372 of the SocialNgrvices Law and access to
inciividual idertifying foster care information is available only pursuant to standards set forth in sections 372, 373-MG09-2 and 409-1 of the
social Services Law and sections 357.3, 430.12 and 431.12 of 18 NYCRR (Official Codes Rules and Regulations of State of Mew York).

Accordingly any person given access to information contained herein who releases such data or information to persons Encies not
authorized to receive such information shall be guitty of class & misdemeanar

Enter Y our Username here

Enter Y our Password here

Click this Submit button
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Reports Distribution Site

Site Selection Page

Plagsa selac Sia T ardar
Compliance Reports

------

Welcome Ken Wang

Plagoa-salact ha 2ila vou weh o anlar

Operational Reports

analytical Reports
Compliance Reports

Reports Maintenance

Based on the user security attributes,
user will see options to view
Analytical Reports, Operational
Reports, Compliance Reports, SSPS
Reports in the Site Selection Page.

User is not an Administrator and can
view all the reports.

User is not an Administrator and can
view Compliance Reports and SSPS
Reports.

User isan Administrator and can
view all Reports
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Uploading Agency Demographic
and Movement Files
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Selecting to Upload Files

3 ACS Administration for Children’s Services - Microsoft Internet Explorer [ o =] 5
File Edit Vew Favorites Took Help |
4aBack + = - @ | Address I@ http:/{10.239,3.207: 7777 cirpksisp Frameset_new.jsp ;l il

Links .@ACS admiristration for Children's Services ;E]ACS MRPROD @Overview {Java 2 Platform Ent. Ed. v1.4) @Overviaw {Java 2 Platform SE v1.4.2)

B L CNSISEE SR M TN o After selecting to enter the SSPS
' Welcome David K. Chan from Financial Services

Contact Us Please select the Defalled SSPS raport you wish {o view " 1
R Reports site, the Report List page

Help

FAQ | Is displayed with your User Groups
Payment Detail
Report Payment Reconciliation Detail d
Descriptions Pre-Bill/&gency Data - Detailed Discrepancy Report an Rq)orts'
Pre-Bill/Forecast Detalled Report
Change Recurring Roster/agency - Overpayment Report \

Password Single Issue Roster/dgency - Overpayment Report b TO upl Ow the dernographl C ar]d

Acrobat

Reader movement files, click the Upload
tab.

& R T
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Reports Distribution Site

- Microsoft Internet Explorer

=] &G ||Links »|

eports Distribution Main _ Reports  Logout |

Contact Us Welcome Ken Wang from MIS °
Help Please select the repoding period for ihe files you would like fo upload.
Detailed |Spreadsheet Summary

FAQ

Report What reporting agency and reporting period are these files for?
Descriptions Reporting Agency: [PLEASE SELECT AN AGENGY =1
Reporting Month: |01 =

Change

Password Reporting Year: 2004 x

Acrobat

Reader

[
[ ]

ZAACS Administration for Childien's Services - Microsoft Intemet Explorer
| Ele Edi Miew Favoies Tooks Help |n

- e - W T S |

Back Farwend Stop  Refiesh  Home Search Favortes  History ail Piint Eidlt
Address [ =] Fro |[Links »

Reports Logout
Contact Us Welcome test1 from Test
Help Flease select the repoding period for the files you would iike fo upload
Below Is {he informalion of yvour last uploaded files.

FAQ Detailed Spreadsheet Exception Summary

Report These are the last uploaded files for N23

Descriptions Date: 2004-05-06 °

a, : N23(Rosalie Hall
Change Agency. 1 (Rosalie Hall)
Password [Period: February,2004
User: David K. Chan(ACS)
Acrobat Demographic File: n23402d1.sdf

Reader

Movement File:  n23402m1.sdf

[Files were loaded successfuly.

‘What reporting period are these files for?

Reporting Month: 01 =
Reporting Year: 2004 =]

Submit

Files

After clicking on the Upload tab,
the page displays the user’ s name
and user group.

To upload files for a specific
agency, internal users (ACS)
would need to select an agency.

Contract Agencies are only
allowed to upload filesfor their
own agency. Contract Agencies do
not have a Reporting Agency drop
down menu.

Contract Agencies also have
Information for the most recent
period that they uploaded files.
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Reports Distribution Site

Upload Files

4} ACS Administration for Children's Services - Microsoft Internet Explorer o o =]

File Edit ‘iew Favorites Tools Help |

LBack + = - '@ |P.ddress I@ http:f10,239,3.207: 7777 fairptsispframeset_new.jsp Ll fDGD

Contact Us
Help

FAQ

Report
Descriptions

Change
Password

Acrobat
Reader

Links @ACS Administration For Children's Services ;ELlACS MRPROD! @Overview (Java 2 Platform Ent. Ed. w1.4) @']Overview (Java 2 Platform SE v1.4.2)

Dol

Main Reports Logout

Reports Distribution

Welcome David K. Chan from Financial Services
Pisase select the reporiing period for the J‘J a5 you would IJKe o upioad.

Detailed [Spreadsheet| Exception |8

EEE.OE: Tou cannot subtnit for July 2005 services.

<

<«

Final payments have already been processed for MMarch 2005 services,

Beginning on Iay 1, 2005, agencies can subrmit thewr Apnl 2005 services and any changes to prior peniods

{(Retros (B), Adjustments (&) and Deletions(T).

SWhat reporting agency and reporting period are these files for?
Eeporting Lgency: IAstor Home for Children ;I

Eeporting Month: I 07 'i

Eeporting Year: IZDDE 'I
Subrnit |

]

[ | |4 mtermet %

If the user tries to submit files
for afuture or previously paid
period, the user will not be able
to proceed to next page. An
error message will display
telling the user what period is
allowed for uploading.

Click submit after all selections
were made.

For internal users, an error
message would appear to ask
user to select an agency from
the Reporting Agency drop
down menu if no agency was
selected.
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Reports Distribution Site

Upload Files

; ACS Administration for Children’s Services - Microsoft Internet Explorer

I Fle Edt Mew Favotes Tods Help ‘-
S < I A T B B B |
Back  Fopad  Stop Refesh  Home | Seach Favorles Histow | Mal  Rint i

|A£|d'ESS !fj itps: //adeyapp 33998 iptsisp Arameset_newjsp ;' 0o HL k

Main

il

Contact Us Welcome Ken Wang from MIS

" Detailed |Spreadsheet| Exception | SuiiaRy

ports Distrbution

Help
FAQ

Rgports

Warning: The files you are uploading will overwrite files that were previously submitted.

Logput

Report Overwrite these files? l With these?
Descriptions Agency: P33(Berkshire Famm Center) | Agency: P33(Berkshire Farm Center)
Period: March,2004 Period: March,2004
g;:;ﬁ;rd |User: ‘P33 User: |Ken Wang
|Dem0graphic File: {p33403d1.sdf
Acrobat Movement File:  p33403mL.sdf
Reader Date: 05/07/2004

Select the movement and demographic files to upload:

Demographic File: Browsa.. |
Movement File; Biowse., |
Subrit | Cancel

After making the correct selections
In the Upload page, the
Confirmation page is displayed
with the user name and user group.

A warning message would appear
If files were uploaded already for
the agency and the period that the
user selected. Information about
the uploaded files would also be
displayed.

|nformation about the agency and
the period that the user intends to
upload is also displayed.
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Reports Distribution Site

| JALS Administration for Children's Services - Miciosaft Intemet Explorer

Upload Files

jgne Edt View Favoites Tooks HIp ‘ °
Back F Stop  Refresh H Seal hF 'es Hl_l,l Mal Bt Edi
IAdd !ﬂ hitps://adevapp3:9398/ oiptsjsp/frameset_new jsp ;I PGU “L k
eports Df.S.ffbeUOﬂ Main  Reports  Logout |
Contact Us o ETD e ng from MIS
_LUU - EX = - ﬂ ancel your request L4
He{ 11l [ capy from serverjsp_lib (3 migt 3 = mmary
. |3 backup 30017 vERSION (e SR
FAQ |1 backup on compliance prod - L document B rite files that have been previousty uploaded. |
|1 backupon20031007 Ll pload syl
Report | classas Ol migration Dtem
Degcfi ptions ) compliance. reports @ migration doc_new tem With these?
[l |U12 Center for Children and Family
Ageldl ] : 4A
Change K o | _ gen QSPCC)) °
— hame: &
Password ¥ = Penod Tanuary,2004
‘_ Files of ioe: ol Files ) = e 'U —
ser en Wan,
Acrobat v b | | . 3
Reader sl DEMOCFormatted ¢
Movement File: MOVEC-Formatted. bt
Date: 2004-05-06
- [ J
Select the movement and demographic files to upload:
Demographic File; | Browse.. | <
Movement File: | Biawse, |

f

Subrmit Cancal

To overwrite or upload files click
the first browse button to select a
Demographic file (must be .txt or
sdf file).

Click the second browse button to
select a Movement file (must be
xt or .<df file).

After clicking the browse button, a
file selection popup menu is
displayed. Select thefile from
your local machine and click open.

Click Submit after selecting the
files.

Click Cancel if user wantsto select
a different agency or period.
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Upload Files

Contact Us
Help

FAQ

Report
Descriptions

Change
Password

Acrobat
Reader

FACS Adminiatration for Children's Services - Microsofl Intemel Explorer 1.[a]
Fe Edi Viw Favortes Tock Hel
J_naL Edit View Favortes Tools Help |n °
‘ ¢ .+ 9 [ é‘.ﬁ a G & |
Bak  Fosd  Sbp Refesh Hone | Seath Fewoies th Hal n .
| e 2] htps cevapp 3536 ciptsispameset_new sp | @ HLinks »
Y« i
Rgpof'ts D_,f_s_tnpu_trgn Man  Reports  Logout

Welcome Ken Wang from MIS _

Warning: The files you are uploadmg W1]1 overwrite files that were prewously submitted.

Overwrite these files? With these?
Agency: P33(Berkshire Farm Center) ‘ Agency: P33(Berkshire Farm Center)
Microsoft Intemet Explorer ‘Peﬂod |M31"Ch 2004
I »

I
@) 'Thefi\efasdfaisnﬁta-sdfwtklfile,please-selecla‘sdfwlxtﬂle‘ \USET. |KEII Wﬂﬂg

Toae: US/077Z003 |

Select the movement and demographic files to upload:

Demographic File: ffasdfa Browsz..
Movement File:  [asdfasdf Brawse..
Subrmit | Cancel |

After clicking the submit, the
popup error message box would
display if filesare not .txt or .sdf.

The popup error message box
would also appear if one of the
following error occurs.
-Demographic file is not selected.
-Movement file is not selected.
-Both Movement and

Demographic files point
to the same file on the user’ s loca
machine. -Either

Demographic file or Movement
file contains bad file name.
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Upload Files

3 ACS Administration for Children's Services - Microsoft Internet Explorer

| He Edi Vew Favoies Jods Heb ‘

S, N T A R I I RES A |
Back Forterd Stop  Refiesh  Home | Search Favortes' History | Mal  Prnt Edt
]Agdress I@ hitps:/¥adevapp3:3398/airptsjsp/frameset_new jsp j o H Links *
nycg &~ -
L5 RQ_QQ;‘_I,_S D,r_stnbu_t;gr_; Main  Reports  Logout

Contact Us Welcome Ken Wang from MIS
Spreadsheet] Exception |Sumiary

Warning: The files you are uploading will overwrite files that were previously submifted.

Help
FAQ

Report
Descriptions

« The Demographic or Movement file that you've uploaded is not for Agency P33. Please resubmit your files.

Overwrite these files? With thege?
Change |Agency: P33(Betkshire Farm Center) ‘Agency: iPSS(Berkshire Farm Center) |
Password Period: March,2004 Period: March, 2004
Acrobat |User: \P33 iUser: !Ken Wang
Reader IDemographic File: p33403d1.sdf
|M0vement File: }p33403m1.sdf
Date: 05/07/2004

Select the movement and demographic files to upload:

Demographic File: Brawise... I
Movement File: Erowse.. |
Submit‘l Cancel |

After entering the correct file
names and clicking the Submit. An
error message will appear in red if
the file' s content is not correct.

Page 15



Administration for Children’s Services Reports Distribution Site

Upload Files

Here' s alist of the errors users might encounter during the uploading process.

Theformat of Demographic or Movement fileisincorrect.

Either your Demographic or Movement file contains incorrect data format. Please make sure you select the correct
file for the demographic and the correct file for the movement.

The Demographic or Movement filethat you've uploaded isnot for Agency XXX.

Either your demographic or movement fileis not for the agency that you have selected to upload.

The Movement file hasno record for the March, 2004 period.

The movement file that you have selected for the agency does not contain any records for period 03/2004. The
movement file has to contain at least one record for the period that you have specified to upload.
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Upload Files

ministration ror Ndren s 2eIvIces - MICI0S0! 4
| Bl Edt Vew Favoiles Tods Hep | °
‘ . < P A S BE" (R e B
Back  Fomnd  Stop Refesh Home | Seach Favontes Histop | Mal Pt Ll
JA_ddeSS |@ https: //adevapp3: 9998 /oiptsjsp/frameset_new.jsp j P Go “Links L
NYyCay e
_ BRIDVEH (S Reports Distribution an_Repors Lot
Contact Us Welcome Ken Wang from MIS
Help " Detailed | Spreadsheet|Exception| Sunmary |
FAQ » The files n14402m1.sdf and n14402d1.sdf were replaced successfully with n14402d1_new.sdf and&————— o

n14402ml_new.sdf.

Click here to return to the SSPS sit\
[

Report
Descriptions

Change
Password

Acrobat
Reader

After selecting a correct
demographic and movement files
and clicking the submit. The
Upload Confirmation Pageis
displayed.

A message informing the user the
files were replaced successfully or
files were uploaded successfully is
displayed.

Click on the link to return to the
SSPS site.
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L ogging Out

/J ACS Administration for Children's Services - Miciosoft Intemet Explorer

| Bl Edt Vew Favoiles Tods Hep |
SR s RN EY A I B (N ARRES SO B |
Back  Fomnd  Stop Refesh Home | Seach Favontes Histop | Mal Pt Ll
J’E‘_ddeSS |@ https: //adevapp3: 9998 /oiptsjsp/frameset_new.jsp j (‘);' Go “Li'nks 2
nycg a e
ﬂ LR Report_s Distribution Main  Reports  Logout

Contact Us Welcome Ken Wang from MIS

i Excepton |SHaty

FAQ o The files n14402m1.sdf and n14402d1.sdf were replaced successfully with n14402d1_new.sdf and
Report n14402ml_new.sdf.

Descriptions

Change

Click here to return to the S5PS site.
Password

Acrobat
Reader

When you finish viewing al your
reports, click the “Logout” button in
the header.
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