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NIS Interface Menu

The Main Menu is the first page that you will come to after passing through the portal.  It will display links to other pages that you have access to.  By clicking on one of these links, you will be transferred to that page.

If a page is currently being developed and is unavailable, and you try to click on its link, you will receive a message that the application is currently under construction.

The Administrator’s menu will display all the applications that are currently available to all types of users within the entire system.  If an Administrator clicks on the Import Payments link, they will receive a message that you are not authorized to use the requested application.  The Administrator(s) are not allowed to Import or Send Payments to NIS.
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The Address Book group’s menu will display the two applications (Maintenance and Search) that are currently available to the Address Book group.
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The Payment group’s menu will display the applications that are currently available to the Payment group.
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Click on Import Payments link to transfer to the page that will allow you to pull in payment files.  The page will create the initial payment files prior to creating the actual NIS payment files.

Click on the Send Payments to NIS link to transfer to the page that will display the payment files that you have access to that are available to be sent to NIS.  Those files can then be sent to NIS.

Click on the Address Book Maintenance link to transfer to the page that allows individual address book records to be viewed, added, changed and deleted.

Click on the Address Book Search link to transfer to the page that will allow you to view all the address book records.  The page will also allow you to search for a specific record or collection of records using several different categories of data.

Click on the User Maintenance link to transfer to the page that will allow you to view and update information about the individual users.

Click on the Template Maintenance link to transfer to the page that will allow you to add, change, delete the templates that are used to bring in the imported payment files.  The page also allows you to work with the templates that are used to create the NIS output files.

Click on the Field Maintenance link to transfer to the page that will allow you to add, change and delete the fields that are used to create the templates.  These fields are also used to create the NIS output files.

Click on the Template User Assignment link to transfer to the page that allows you to add, change and delete Payment Processor user access to the templates.

NIS Address Book Maintenance

The Address Book Maintenance page displays all the information that belongs to a specific Address Book record.  

All users (Administrator, Address Book, Payment groups) will be able to perform the search functions.

You may click on the Search button to transfer you to the Search Address Book page.

You can click on the Exit button to return to the Main Menu.

The Address Book Maintenance group will have an Add button, a Delete button and a Save button.  They will be able to perform those functions as well as exporting the Address Book file.  

If you arrived at this page without having selected a record from the Address Book Search page, all the boxes on the page will be empty.  You may then enter the appropriate values in the boxes and press the Add button to create a new Address Book record.  

If you arrived at this page after selecting a record from the Address Book Search page, the values that belong to a specific Address Book record will be put into the appropriate boxes.  You can then change any of those values as necessary and click on the Save button to save any of those changes.  You can also delete the Address Book record by clicking on the Delete button.

Most of the boxes on the page have edits against the values that you put into them.  If you are adding or changing a record, and have put in a value that doesn’t meet the edit criteria, the word Error, in red, will appear next to the box that doesn’t have valid information in it.  An error message or messages, in red, will also be displayed in a new box on the page.  The message(s) will give specific information about what caused the error.  These errors will appear when you click on the Add or Save buttons.
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Business Rules for Field Values:

	Field
	Business Rule(s)

	Address Book Number
	Must be Numeric

Must be less than 9 digits in length

	Agency Number
	May begin with an ‘L’ but the remainder must be Numeric

Must be less than 8 characters in length

	Tax ID
	Must be Numeric

Must be 9 digits in length

	Vendor Type
	Must be less than 4 characters in length

	Mailing Name
	Must be less than 41 characters in length

	Alpha Name
	Must be less than 41 characters in length

	Address 1
	Must be less than 41 characters in length

	Address 2
	Must be less than 41 characters in length

	Address 3
	Must be less than 41 characters in length

	Address 4
	Must be less than 41 characters in length

	City 
	Must be less than 26 characters in length

	State
	Must be less than 3 characters in length

	Zip Code
	Must be Numeric

Must have a length of 5 or 9 digits


Exporting the Address Book Records

The Address Book Maintenance group will also have an Export button.  If you click on the Export button, a new window will appear, asking whether you would like to Open or Save the file, click on the save button.
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A new window will appear, allowing you to navigate to the location that you would like to save the file to.  Change the file name to meet your needs and change the file extension to .csv.  The file is being created as a comma separated variable file, we want to give it the .csv extension to let Excel know when it is used to open the file, what type of file it is.  Click on the Save button to save the file.  
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A new Download completed window will appear, click on the Close button. 
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You will then be returned to the Address Book Maintenance page.

To work with the file, bring up Excel, click on File and then Open, navigate to the location where you saved the Address Book download file, select the file and click Open.  Your file should look something like the one below.
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If you decide to save the file after having viewed it, save the file with a file extension of .xls.   Certain formatting characteristics will be lost if resaved as a .csv file.  The leading zeros in the Agency ID will disappear and the alignment at the left of the numeric values will be lost.    

Field mapping:

From:  Web page NIS Address Book Maintenance as NISAddress.aspx in .NET

To:  Database NIS, table name NIS_Address_Book

	Page Label
	Table Column Name
	Table Column Type

	Agency ID

	Agency_ID

	Varchar(20)

	Mailing Name

	Mailing_Name
	Varchar(40)

	Alpha Name
	Alpha_Name
	Varchar(40)

	Address
	Address_1
	Varchar(40)

	(no label)
	Address_2
	Varchar(40)

	(no label)
	Address_3
	Varchar(40)

	(no label)
	Address_4
	Varchar(40)

	City
	City
	Varchar(25)

	State
	State
	Char(2)

	Zip
	Zip
	Varchar(12)

	Vendor Type
	Vendor_Type
	Char(3)

	Address Book Number
	Address_Book_Number
	Varchar(8)

	Tax ID

	Tax_ID
	Varchar(20)


NIS Address Book Search

The Address Book Search page will display all the Address Book records initially.  

The records can be sorted in a different order by clicking on a column heading.  This option is available for the following columns:  Address Book Number, Agency ID, Tax ID, Mailing Name, Alpha Name.
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You can search for a specific record or collection of records by picking a search category from the dropdown box at the top of the page, enter the value that you would like to search for in the box next to Locate, and then press the Search button.  The value that you search for can be just a partial value of what you’re looking for.  For example, you can find all records where the Mailing Name contains the word child by picking the proper category, and enter the value   *child    in the locate box and press the Search button.  The page will now display those records that contain the value child anywhere in the mailing name.  The asterisk before the word child allows the program to find the value child anywhere in the name, if you wanted to find only names that begin with child, don’t use the asterisk.  The asterisk can be used anywhere to identify that any value at that location in the search value should be returned.

To view a specific Address Book record, you should click on the Select link that is to the left of the record that you would like to look at.  You will then be transferred to a page that displays a single address book record at a time.

Click on the Exit button to return to the Main Menu page.

The Address Book Maintenance group will have an Add button on this page.  Clicking on the Add button will transfer you to a page that handles single address book records, where you will then be able to type in a new record and save it.
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Field mapping:

From:  Web page NIS Address Book Search as NISABSearch.aspx in .NET

To:  Database NIS, table name NIS_Address_Book

	Page Label
	Table Column Name
	Table Column Type

	Address Book Number
	Address_Book_Number
	Varchar(8)

	Agency ID
	Agency_ID
	Varchar(20)

	Tax ID
	Tax_ID
	Varchar(20)

	Vendor Type
	Vendor_Type
	Char(3)

	Mailing Name
	Mailing_Name
	Varchar(40)

	Alpha Name
	Alpha_Name
	Varchar(40)

	Address 1
	Address_1
	Varchar(40)

	Address 2
	Address_2
	Varchar(40)

	Address 3
	Address_3
	Varchar(40)

	Address 4
	Address_4
	Varchar(40)

	City
	City
	Varchar(25)

	State
	State
	Char(2)

	Zip
	Zip
	Varchar(12)

	Last Updated
	Mod_Dt
	Datetime

	Last Updated By
	Mod_User_ID
	Int

	Date Created
	Created_Dt
	Datetime

	Created By
	Created_User_ID
	Int


Template Maintenance

The Template Maintenance page will allow you to view, add, change and delete the templates that you have the authority to access. 
Administrators will only have authority to work with templates that have an Output template type.  They will be able to view all input templates.
Payment Processors will only have authority to work with templates that have an Input template type.  They will be able to add a template without having been granted access to it, but they will not be able to go back later to change or delete that template until they have been granted access to it by an Administrator.  They will not be able to use the input template to process payments until they have been granted access to it by an Administrator.    

If the Add New item is selected, the page will change to display a Template Header section.  This will begin the process of creating a new template.  If one of the templates is selected, the page will change to display Template Header and Template Detail sections that will contain the information that makes up the template that has been selected.  

Adding A New Template
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To create a new template click on Template Maintenance
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The page will initially display with only a dropdown box that contains a list of the templates that the user has the authority to use, plus the option to Add New.  Click on Add New

A template name and a template short name (5 characters or less) will need to be created in the Template Header section of the page.  The input/output type will be selected automatically based on whether the user is an Administrator or a Payment Processor.  
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A fixed/delimited/repeating type will need to be selected from the dropdown box.  A repeating type of file will have the Agency ID and then 1 or more amount fields in each row of data in the file.  The additional data needed to create the payment records will be attached to each amount field as the template detail is being created.  A fixed type file will have all the data to create the payment in each row of data in the file.  

Repeating Example:

Ag ID     Amt1              Amt2              Amt3              Amt4              Amt5           Amt6

L550001000458915970038967891200000678012000000045610000004589500079844133000000              

Fixed Example:

Ag ID      Amt       
Bus Unit 
Obj      
Subsid
Subled   Type
 Program

000002   3900.27
13495164
591100
S4

  
TITLE I FY 06 ACCT #3510   
A comment will need to be created in the Comment Box.   This comment should be the reason that this template is being created.  The comment will be sent to the Administrator in an email along with the name of the template and the name of the user.  When these items have been completed, press the Save Header button.  The page will now display a new section called Template Detail. 

The Template Detail section is where the definition of the input/output file is created.  The purpose of the template is to tell the program what data is in your input/output file and where it is located.  In the case of a repeating type of input file, the template can also tell the program several other values to use when it finds the data that it receives in the input file.

Creating Repeating Templates
Pick the Field Name from the dropdown list for the first field that appears in your input file.  Using the repeating example above, the first field in the input file is the Agency ID 1) Click on Field Name down arrow; 2) Click on Agency ID.  3) Enter Agency ID in the Description box, The Beginning Position is 1 and the Ending Position is 7.  The Repeating Column should have the dropdown selection set to ‘F’ for false because it isn’t repeated in the record.  The program will be assigning the Agency ID to each amount field that occurs after it.  Click on the Save Detail button.
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The second field in the example is an Amount field.  1) Select Amount in the Field Name dropdown box;  2) The description that is entered for Amount fields will become the Program Account Code (this description will show on the payment) in the output file;  3) Enter the Beginning Position of 8 and an Ending Position of 18;  4) Select the ‘T’ for true in the dropdown box for Repeating Column, because the Amount fields will be repeated in the input file;  You can now enter the 5) Business Unit; 6) Object Code; 7) Subsidiary;  8) Sub Ledger and; 9) Sub- Ledger Type for that amount field.  10) Click on the Save Detail button. 
Continue entering new fields by repeating steps 1-10 until (the next beginning and ending positions in the example is 19 and 29) you have entered all of the fields.  Each time you enter a new field it saves the template.  Therefore, there is no save button.

Once you have entered all of your fields, click on the exit button.
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The system generates an e-mail to the Administrators as well as to you with the Comment.  The Administrator will attach the user(s) to the template.  You will not be able to use, change or delete the template you just created until an Administrator has granted you access to the template.  After the user is attached to the template the user can modify the template or create a payment with the template.
Creating Fixed Templates

Pick the Field Name from the dropdown list for the first field that appears in your input file.  Enter a description if you would like one, it’s optional.  Enter a Default Value if you want a specific value to be substituted when the input file value is empty.  Enter the Beginning Position and Ending Position of the field in the input file.  

In the example below for the fixed type, the Agency ID is the first field.  It begins in position 1 and ends in position 6.  The second field is the Amount field and it begins in position 7 and ends in position 17.  The spaces before the amount field don’t take up the amount of space they should and the same thing goes for the decimal point in the amount.  The idea is that each character in the input file takes up a position, count the characters that each field takes up in the input file to determine the beginning and ending positions for each field (Business Unit begins 18 and ends 25; Object begins 28 ends 33).  

Fixed Example:

Ag ID      Amt           Bus Unit      Obj      Subsid        
    Program

000002       36935.0013495174    591100               
                TitleI - Code 4200  
                  1                  2                  3                  4                  5                  6                  7                  8

12345678901234567890123456789012345678901234567890123456789012345678901234567890
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When all the information has been entered, press the Save Detail button.  The page will now have a table at the bottom of the page that will contain the fields that have been added to the template.  The Template Detail section boxes will be cleared of data and are ready to enter the next field to the template.  

Continue adding fields in this way until all fields in the input file have been defined.  When you’ve finished adding fields, press the Exit button in the Template Detail section or the Exit button in the Template Header section.  The page will be reset to only have a Template Maintenance section at the top of the page, with the dropdown list of available templates to choose from.  If you click the Exit button in the Template Maintenance section, you will be transferred to the Main Menu page.  

You will not be able to use, change or delete the template you just created until an Administrator has granted you access to the template.  At the time that the exit button was pressed, an email was sent to the Administrator, identifying that you created a template along with the name of the template and the comment that you entered.

Errors and Error Messages

There are edits against most of the boxes on the page.  If the value you entered into a box doesn’t pass the edits, the word Error, in red, will appear next to the box that failed to pass the edit.  A new box will appear on the page.  It will contain a detailed message, in red, that describes more specifically why the value failed to pass the edits.  The error(s) will be displayed after the Save Header or Save Detail button have been pushed. Make the requested change and press the Save Header or Save Detail button again.

Changing and Deleting Templates
If you would like to change or delete a template, select the template from the dropdown box at the top of the page.  The information about the template will be loaded into the appropriate boxes on the page.  

A comment will need to be created.   This comment should be the reason that this template is being changed or deleted.  The comment will be sent to the Administrator in an email along with the name of the template and your name after you have completed making your changes or deletions.  
You can then change the Template Header information as needed.  I would not recommend changing the Template Header information after the template has been used to import files unless all those files have been sent to NIS.  I would recommend not changing the Fixed/Delimited/Repeating dropdown value once a Template Detail field has been created, because the different types of templates require different fields to be entered, and the editing and requirements would be different for the different types of templates.  You could delete all the Detail Template fields and then change the template type, or delete the template header and then add it again as a new template.  

To save changes made to the Template Header section, click on the Save Header button.

To delete the entire template, click on the Delete Header button.  

To make changes to one of the Template Detail fields, go to the Edit column of the table at the bottom of the page and click on the Edit button next to the field that you would like to change.  The page will be changed to show the details for the field in the Template Detail boxes.  You can then make the changes needed and then press the Save Detail button to save the changes.  The page will be refreshed to show your changes in the table at the bottom of the screen.

To delete a Template Detail field, go to the Edit column of the table at the bottom of the page and click on the Edit button next to the field that you would like to delete.  Click on the Delete Detail button.  The page will be refreshed to show your changes in the table at the bottom of the screen.

To clear all the values out of the Template Detail section of the page, click on the Clear Detail button.

If you click on the Delete Header button, the entire template will be deleted and the page will be cleared with the exception of the templates dropdown box.  An email will be sent to the Administrator with the comments that you entered, the name of the template and your name to let them know that a change has been made.  

If changes have been made to either the Template Header or Template Detail, an email will be sent to the Administrator with the comments that you entered, the name of the template and your name to let them know that a change has been made.  The email will be sent when the Exit button has been clicked in any of the sections of the page.  If you click the Exit button in either the Template Header or Template Detail section, the page will be cleared with the exception of the template dropdown box.  If you click on the Exit button in the Template Maintenance section, you will be returned to the Main Menu page.  

Output Templates

Output Templates can be created using the same steps that are used for creating Input Templates that are of the Fixed type.  The main differences between the Input and Output types is that only the Administrator can access the Output types.  The Output Templates are used to define the NIS output files, which are created by the Send to NIS page.  

The Output Templates can be changed and deleted using the same steps that are used for the Input Templates.

Business Rules for Field Values:

	Field
	Business Rule(s)

	Template Name
	Required

Must be less than 21 characters in length

Must be unique

	Template Short Name
	Required

Must be less than 6 characters in length

	Beginning Position
	Required

Must be numeric

	Ending Position
	Required

Must be numeric

Must be greater than or equal to the Beginning Position

	Business Unit
	If the Template Type is Repeating and the Field is Amount

Required

Must be numeric

Must begin with ‘13’  -  except if Business Unit Override Checked

Must have a length greater than 7 digits -  except if BU Override Ck

Must have a length less than 13 digits

	Object Code
	If the Template Type is Repeating and the Field is Amount

Required

Must be numeric

Must contain 6 digits

	Subsidiary
	If the Template Type is Repeating and the Field is Amount

Must be less than 9 characters in length

	Subledger
	If the Template Type is Repeating and the Field is Amount

Must be less than 9 characters in length

	Subledger Type
	If the Template Type is Repeating and the Field is Amount

Must be less than 2 characters in length

	Description
	Must be less than 26 characters in length

	Default Value
	Must be less than 51 characters in length

	Comment
	If adding/changing/deleting a template

Required


Field mapping:

From:  Web page Template Maintenance as NISTemplate.aspx in .NET

To:  Database NIS, table name NIS_Template_Header, NIS_Template_Detail, NIS_Fields

	Page Label
	Table Name
	Column Name
	Column Type

	Templates
	NIS_Template_Header
	Name
	Varchar(20)

	Template Name
	NIS_Template_Header
	Name
	Varchar(20)

	Template Short Name
	NIS_Template_Header
	Short_Name
	Varchar(5)

	Input/Output
	NIS_Template_Header
	In_Out_Type
	Char(1)

	Fixed/Delimited/Repeating
	NIS_Template_Header
	Fix_Delim_Type
	Char(1)

	Field Name
	NIS_Fields 

NIS_Fields join NIS_Template_Detail 
	Field_Name

Field_ID

Field_Number
	Varchar(30)

Int

Int

	Description
	NIS_Template_Detail
	Description
	Varchar(25)

	Default Value
	NIS_Template_Detail
	Default_Value
	Varchar(50)

	Beginning Position
	NIS_Template_Detail
	Begin_Position
	Int

	Ending Position
	NIS_Template_Detail
	End_Position
	Int

	Repeating Column
	NIS_Template_Detail
	Repeating
	Char(1)

	Business Unit
	NIS_Template_Detail
	Business_Unit
	Varchar(12)

	Object Code
	NIS_Template_Detail
	Object
	Varchar(6)

	Subsidiary
	NIS_Template_Detail
	Subsidiary
	Varchar(8)

	Sub Ledger
	NIS_Template_Detail
	Subledger
	Varchar(8)

	Sub Ledger Type
	NIS_Template_Detail
	Subledger_Type
	Char(1)


Import Payments – 
Basic Individual System Information 

This page can only be accessed by Payment Processors.  

This page is designed to Import Payment files stored on your computer or from server files that you have access to.  As it imports these files, it applies the template that you selected to use, and builds an intermediate file that will be used later to create the NIS Journal Entry and NIS Voucher files.

Click on Import Payments
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Import a Payment File

To begin processing a payment file, (See Business Rules for Field Values)
1.)  Click on the Template down arrow


2.)  Click on the Template that you want to process a payment for.


3.)  Enter the Invoice Number (this appears on the warrant/EFT transfer i.e. CACFP Feb 07 Reim ) 25 characters
4.)  The system automatically populates the Invoice Date and GL Date with the current date.  The system also automatically populates the Net Due Date (when the funds are to be direct deposited in the entities account) with two (2) working days after the Invoice Date.  You can make a change in the dates by clicking on the down arrow and selecting a date.

5.)  The system automatically defaults the Document Type to “PV”.  If the payment is for prior state fiscal year you can click on the down arrow and select P9

6.)  Click in the Total Amount box and enter the total dollar amount of the payments.  


7.)  Click on the Browse button to get the ascii payee file.  Click on the file. A new window will appear that will allow you to navigate to the file that you would like to import.   When you locate the file you want, double-click on it or single-click and then push the Open button.
8.)  Click on the Process button.  Not only is the file brought in but all edit checks are run at this time
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If the input file doesn’t contain an amount or the amount is zero for a particular payee when it is imported, an NIS record for that amount field will not be created.

The detail payment appears on the Grid portion of the screen.

Errors

Any errors that are found because of the values entered into the boxes on the page will have the word Error, in red, next to the box that is in error.  A detailed error message, in red, will also appear in a box on the page, it will give specific information as to why the value is in error.  If any of the data coming from the input file fails the edits, the value in error will be shown in red in the table and an error message, in red will appear in a box on the page.  

The errors that appear in the boxes on the page can be fixed by changing the values in the box in error.  You will be transferred to a page that only shows one payment record, where you might be able to correct the error, if it is a value that you are allowed to change.  If the error occurs in a field that you are not authorized to change, the original input file will need to be fixed and then the file will need imported again.  When all errors have been corrected, click on the Run Edit button to rerun all the edits.
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9).  At this point, the user has the opportunity to edit a particular payment by clicking on the Edit (See Editing a Record in the Table) for a particular Agency ID.  The User may also sort the payment by either Business Unit or Subsidiary by clicking on the Business Unit or Subsidiary (See Sorting). If the User wants to Edit a payment to a particular Agency ID the only items that can be changed are Business Unit, Object, Subsidiary, Subledger, Subledger type, and Invoice Number (See Changing Multiple Business Unit Values).
10).  If the payment has no Errors and the User does not want to Edit any of the detail, then the next step is to run the Reports (total amount and detail report) by clicking on the Reports button. (See Sorting) 
 Reports
11) Clicking on the reports button will create 2 reports for the currently viewed payment records.  

The first report will be an NISSummary.rpt.  This report will identify the template used, the last time the Run Edit button was used, the GL, Invoice, Net Due Dates and the Total Amount entered.  This report can be saved as a PDF file and/or printed as a report.  At the top of the report is a dropdown box, 
12) Click on the down arrow and
13) Click on the Acrobat PDF.
14)  Click on the Export link next to the dropdown box.  A new window will appear. 
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15) Click on the Open button to look at and print the report in a PDF, Acrobat Reader format, or click on the Save button to save the report as a PDF format file. 
 If you choose to look at and print the report by clicking the Open button the next screen appears
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 16) Click on the Printer icon or go through the file menu to print the report.
15.)  Click the OK button.  The report will be printed.


[image: image23.png]Fle Edt View Favortes Took Help

Priter

Fropertes

Name:

Comments and Forms: Page

10f 1

Status:  Ready
Type:  HP Laserlet 43505 Document and Stamps

Pt Farge o
o
OCuentview
—
OPages 11 |

Subset | Allpages inrange Rleverse pages

Fage Handing
Copies:

Foge Scaing | Reduce to Pinter Margins v

Auto-Ratate and Center

[ Choose Paper Source by PDF page size

T Cormenis " atoomerts

CPinttofie Unis:Inches

1101

@ I )
€] http://10.21.3.65/NISReportCombo, aspx# © Internet







16.)  Click the Close box’s until you get back to the next screen
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17.)  Slide the down bar until you get to the first page of the detail report.  
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18.)  Repeat steps 12 through 16 to get the detail printed.

19.)  Click the Return button
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20.)  Click the “Send to Que” Button.  This will allow the user to send the payment to NIS later on.
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21.)  Click on the Exit Button
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It brings the User back to the Main Menu screen.  
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If you choose to save the either report, you will be prompted to identify where you would like to save the file to.  You can exit by clicking on the ‘X’ in the upper right corner of Acrobat Reader.  You will be returned to the original report page.  You can click on the Return button at the top left corner of the page to return to the Import Payments page.
Status of the Payments

In the upper right hand corner of the page is a box called Status.  When the Status is Approved, it means that all the Edits have been passed and the payments are ready to be sent to NIS.  When the Status is Pending, it means that you have edited a record and that you need to click on the Run Edit button to rerun the Edits.  When the Status is Error, it means that you need to fix a value that is in error and then click on the Run Edit button to rerun the edits.  
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Buttons

There are several buttons on the page, their description is below:

	Button
	What It Does
	When It Is Available

	Get
	Retrieves a previously imported file that has been selected from the dropdown box next to Description.
	Always.

	Browse
	Brings up a new window to look for files to import.
	Always.

	Process
	Imports the selected input file.
	Always – but will error if an input file has not been selected by using the Browse button or an Invoice number has not been entered, or the Total Amount has not been entered.

	Run Edit
	Runs the edits against the imported file data.
	After the Get button has been used or the Process button has been successfully used.

	Reports
	Creates a Summary and Detail report for the payment file being viewed.
	After the Get button has been used or the Process button has been successfully used.

	Delete
	Deletes the payment file being viewed.
	After the Get button has been used or the Process button has been successfully used.

	Send to Que
	Removes the payment file from the page and gives it a Sent to Que date.
	After all the edits have been successfully passed and the Status of the payment file being viewed has been set to Approved.

	Save
	Saves the payment file currently being viewed without passing through the edits, sets the status to Pending.
	After the Get button has been used or the Process button has been successfully used.

	Multiple Business Units
	Transfers you to a new page that allows you to make changes to multiple business units.
	After the Get button has been used or the Process button has been successfully used.

	Exit
	Returns you to the Main Menu.
	Always.

	Edit (Link)
	Transfers you to a new page that allows you to make changes to the record that is just to the right of the link that was clicked on.
	After the Get button has been used or the Process button has been successfully used.


Sorting 

The imported payment records in the table at the bottom of the page can be sorted.  Click on the Business Unit or Subsidiary column heading to sort the records in ascending order for that column.  Clicking on the same column heading a second time will sort the records in descending order for that column.  

Business Rules for Field Values:

	Field
	Business Rule(s)

	Invoice
	Required

Must be less than 26 characters

	Total Amount
	Required

Must equal the total value of all imported records

Must be numeric

	Template
	Must have a value selected

	Input File
	Must have a value selected to import a file

	AgencyID
	Must exist in the Address Book table

	Business Unit
	Required

Must be numeric

Must begin with ‘13’ -  except if Business Unit Override Checked

Must be at least 8 digits in length -  except if BU Override Checked

	Object
	Must be at least 6 digits in length


Field mapping:

From:  Web page Import Payments/ Basic Individual System Information as NISInterface.aspx in .NET

To:  Database NIS, table name NIS_Output_Header, NIS_Output_Detail, NIS_Template_Header, NIS_User

	Page Label
	Table Name
	Table Column Name
	Table Column Type

	Description
	NIS_Users &

NIS_Template_Header & 

NIS_Output_Header

Join on 
	User_Short_Name

Short_Name

Created_Dt

User_ID

Template_ID
	Varchar(20)

Varchar(5)

Datetime

Int

Int

	ID
	Not used at this time
	
	

	Invoice
	NIS_Output_Header
	Invoice
	Varchar(25)

	Invoice Date
	NIS_Output_Header
	Invoice_Dt
	Datetime

	Net Due Date
	NIS_Output_Header
	Net_Due_Dt
	Datetime

	GL Date
	NIS_Output_Header
	GL_Dt
	Datetime

	Document Type
	NIS_Output_Header
	Document_Type
	Char(2)

	Total Amount
	NIS_Output_Header
	Amount
	Numeric(18,2)

	Last Ran
	NIS_Output_Header
	Last_Run
	Datetime

	Sent to Que
	NIS_Output_Header
	Sent_NIS
	Datetime

	Status
	NIS_Output_Header
	Status
	Varchar(10)

	Template
	NIS_Template_Header
	Name
	Varchar(20)

	Input File
	Search Available Files
	
	

	AgencyID
	NIS_Output_Detail
	Agency_ID
	Varchar(7)

	Business Unit
	NIS_Output_Detail
	Business_Unit
	Varchar(12)

	Object
	NIS_Output_Detail
	Object
	Varchar(6)

	Subsidiary
	NIS_Output_Detail
	Subsidiary
	Varchar(8)

	Subledger
	NIS_Output_Detail
	Subledger
	Varchar(8)

	Subledger Type
	NIS_Output_Detail
	Subledger_Type
	Char(1)

	Amount
	NIS_Output_Detail
	Amount
	Numeric(18,2)

	Program Account Code
	NIS_Output_Detail
	Program_Account
	Varchar(30)

	Invoice Number
	NIS_Output_Detail
	Invoice
	Varchar(25)


General Payment Information

There are three boxes at the top right of the page that will give you general information about the imported payment records.

The Last Ran box contains the date when the Run Edit button was last used.

The Sent To Que box contains the date when the Send to Que button was last used.

Imported Payment Files

After payment files have been imported, they are written to a file.  They will remain available to the users that have authority to the Template that was used to create the imported file until the file is deleted or the payment records have been sent to NIS.  To locate a payment file that has been imported, but has not been deleted or sent to NIS, go to the dropdown box next to Description.  Click on the down arrow to display all payment files available to be worked with.  The value that appears in the dropdown list will contain 2 to 3 values concatenated together.  If you are the person that created the payment file, the value will be the Template Short Name that was used to create the payment file and the date and time that the file was imported.  If someone other than you created the payment file, the value will contain the User Name that created the file, the Template Short Name that was used to create the payment file and the date and time that the file was imported.  

Select the payment file that you would like to work with, and then press the Get button to retrieve the payment file and load the page with the values from that file.

Changing Multiple Business Unit Values

By clicking on the Multiple Business Units button, you can be transferred to a new page that will allow you to pull in all records that have a specified business unit.  You will then be able to change as many of those records to a new business unit, object code and subsidiary value as needed.  After completing those changes, you will be returned to this page to continue working with the current payment records.
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This page allows you to make changes to the Business Unit, Object Code and Subsidiary for multiple payment records that have been imported.  You get to this page by having clicked on the Multiple Business Units button on the Import Payments/Basic Individual System Information page.  

Type the Business Unit number in the Business Unit box in the top section of the page and click on the Get button to retrieve all the payment records that match that number.  A table will be loaded with all the matching records.  

Type the new Business Unit, Object Code and Subsidiary values in their boxes in the New Values section of the page.  Enter the reason for making the changes in the Comments box.  

You can click on the Change All button to change all the records in the table to have the new values.  

OR

You could click in the checkboxes of the individual records in the Select column of the table next to the record(s) that you would like to have changed.  Click on the Change Selected button to change just the records that have been selected.

Click on the Exit button to return to the Import Payments/Basic Individual System Information page. 

Business Rules for Field Values:
	Field
	Business Rule(s)

	Business Unit
	Required

Must be numeric

Must begin with ‘13’ – except if Business Unit Override is checked

Must have at least 8 digits – except if BU Override is checked

Must have less than 13 digits

	Object
	Required

Must be numeric

Must contain 6 digits

	Subsidiary
	Must be less than 9 characters in length

	Comment
	Required


Field mapping:

From:  Web page NIS Business Unit.aspx in .NET

To:  Database NIS, table name NIS_Output_Detail

	Page Label
	Table Column Name
	Table Column Type

	Business Unit
	Business_Unit
	Varchar(12)

	Object
	Object
	Varchar(6)

	Subsidiary
	Subsidiary
	Varchar(8)


Editing a Record in the Table
To change a payment record in the table at the bottom of the page, click on the Edit link to the left of the row you would like to work with.  You will be transferred to another page where you will be able to change some of the data for that record.
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This page allows you to make changes to individual payment records that have been imported.  You get to this page by having clicked on an Edit link in the Import Payments/Basic Individual System Information page.  
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The boxes on the page have been filled in with the data from a specific record that you selected to work with from the previous page.  You can change the values for the Business Unit, Object, Subsidiary, Subledger, Subledger Type and Invoice Number.  If you elect to make a change to any of these values, you will need to place a comment in the comment box as to why this change is being made.  After making all the changes needed, click on the Save button and your changes will be saved and you will be returned to the previous page.  

You can click on the Exit button to return to the previous page without any changes being saved.

Business Rules for Field Values:
	Field
	Business Rule(s)

	Business Unit
	Required

Must be numeric

Must begin with ‘13’ – except if Business Unit Override Checked

Must have at least 8 digits -  except if Business Unit Override Checked 

Must have less than 13 digits

	Object
	Required

Must be numeric

Must contain 6 digits

	Subsidiary
	Must be less than 9 characters in length

	Subledger
	Must be less than 9 characters in length

	Subledger Type
	Must be less than 2 characters in length

	Invoice Number
	Required

Must be less than 26 characters in length

	Comment
	Required


Field mapping:

From:  Web page NIS Output Edit.aspx in .NET

To:  Database NIS, table name NIS_Output_Detail

	Page Label
	Table Column Name
	Table Column Type

	AgencyID
	Agency_ID
	Varchar(7)

	Business Unit
	Business_Unit
	Varchar(12)

	Object
	Object
	Varchar(6)

	Subsidiary
	Subsidiary
	Varchar(8)

	Subledger
	Subledger
	Varchar(8)

	Subledger Type
	Subledger_Type
	Char(1)

	Amount
	Amount
	Numeric(18,2)

	Program Account Code
	Program_Account
	Varchar(30)

	Invoice Number
	Invoice
	Varchar(25)


Send Payments to NIS
This page can be accessed by both the Administrator(s) and the Payment Processors.  

The Administrator(s) will be able to view all of the payments that are ready and available to be sent to NIS, but will not be able to send any payments.  

The Payment Processors will be able to view and send the payments that are ready, available and have been created using a template that they have been authorized to use.  

1) Click on Send Payments to NIS
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The Status column in the table should be either Approved or Error.  If the word Error appears, it means that the records have an Approved status, but one or more of the following dates is no longer valid:  Invoice Date, Net Due Date or GL Date.  You can click the Edit link to the right of the record that you would like to review, and you will be transferred to the Import Payments page, where you can rerun the edits to update the dates and then return to the Send Payments to NIS page to send the payment.

2) To send payments to NIS, go to the Select column next to the payment(s) you would like to send, and click in the checkbox(s). 
3) Click on the Send to NIS button to send the payments.  When the program has completed creating the NIS files and transferring them to the NIS server, a report page will appear.

The report will list the payments that were selected and sent to NIS.  This report can be saved as a PDF file and/or printed as a report.
3.)  Click the Select a Format down button.  Click on Acrobat (PDF) file.  Click on Export.  A new window will appear
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4.)  Click on the Open button to look at the report in a PDF, Acrobat Reader format, or click on the Save button to save the report as a PDF format file.  If you choose to look at the report, you can then click on the Printer icon or go through the file menu to print the report.  If you choose to save the report, you will be prompted to identify where you would like to save the file to.  
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5.)  Click the printer icon
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6.)  Click the OK button
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7.)  Click the red Close box
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8.)  Click the “Return” button
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7.)  The screen shows the User that the files have been sent to NIS.  Click the Exit button to return to the Main Menu.

Field mapping:
	Page

Label
	Table

Name
	Column

Name
	Column Type
	Join

Table Name
	Join

Table

Column

Name
	Join Column Type

	Template
	NIS_Template_Header
	Short_Name
	Varchar(5)
	NIS_Output_Header
	Template_ID
	Int

	User
	NIS_User
	User_Short_Name
	Varchar(20)
	NIS_Output_Header
	User_ID
	Int

	Run Date

& Time
	NIS_Output_Header
	Last_Run
	DateTime
	
	
	

	Status
	NIS_Output_Header
	Status
	Varchar(10)
	
	
	


From:  Web page Send Payments to NIS as NISSend.aspx in .NET

To:  Database NIS, table name NIS_Output_Header, NIS_Template_Users, NIS_Users, NIS_Template_Header

User Maintenance & Security

The User Maintenance & Security page allows an Administrator to view all the authorized users of the system.  It also allows an Administrator to assign or change some of the values assigned to those users.  

A new user cannot be created on this page.  To add a new user, the user must be given the proper  Activation Code from an Administrator, and then the user needs to log on to the portal.  The process of logging on to the portal will create a new user record.  At that time, a new record with the User ID, User Short Name, which will be their Login ID, and a security level will be created.

A user cannot be deleted from this page.  To delete a user, the Administrator will need to contact the Portal Administrator to have the user deleted.

The User ID and Security Level can’t be changed on this page.  A user’s security could be changed by having the user go to the portal and remove their current Activation code, and then having them enter a different Activation code.  The Activation codes set the security level of the user.  

The User Short Name, File Name and Division values can be added/changed/removed.  Go to the Edit column and press the Edit button next to the user that you would like to work with.  The values for that user will be put into the boxes on the page.  Make the changes that are needed and then press the Save button.
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There are edits against the values that are put into the boxes.  If the value entered doesn’t pass the edits, the word Error, in red, will appear next to the box in error.  An error message or messages, in red, will also appear in a new box on the page.  The error message(s) will give specific information about what caused the error.  The message(s) will appear after the Save button is pushed.

Press the Exit button to return to the Main Menu.

Business Rules for Field Values:
	Field
	Business Rule(s)

	User Short Name
	Must be less than 21 characters in length

	File Name
	Must be less than 16 characters in length

	Division
	Must be less than 4 characters in length


Field mapping:

From:  Web page NIS User Maintenance & Security as NISUsers.aspx in .NET

To:  Database NIS, table name NIS_Users

	Page Label
	Table Column Name
	Table Column Type

	User ID
	User_ID
	Int

	User Short Name
	User_Short_Name
	Varchar(20)

	File Name
	File_Name
	Varchar(3)

	Division
	Division
	Char(3)

	Administrator

Payment Processor

Address Book
	Security_Level
	Int


Template User Assignment

This page is used by the Administrator(s) to Add/Change/Delete Payment Processing users authority to access templates.

To see which users have access to a template, select a template from the template dropdown box and press the Get button.  A table will appear showing all users who have access to that template.  To see which users have access to a different template, select another template from the template dropdown box and press the Get button.  
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To Add/Change/Delete a users access to a template, select that template from the template dropdown box and press the Get button.  A table will appear showing all users who have access to that template.  

Add -

If you want to add a user to access that template, select that user from the user dropdown box.  If you only want to grant temporary access for that user, select an end date from the end date dropdown box.  If they are being granted permanent access to that template, select or leave empty the end date in the end date dropdown box.  Press the Add button.  The table will refresh to show the added user.

Change -

If you want to change a users access to that template, go to the Edit column in the table and click on the Edit button next to the User Name that you would like to change.  That user will now appear as the selected user in the user dropdown box and the end date dropdown box will be set to empty.  You can now pick an end date from the end date dropdown box, or leave it blank.  Press the Save button to save the changes.  The table will refresh to show the changes to the user.

Delete – 

If you want to delete a users access to that template, go to the Edit column in the table and click on the Edit button next to the User Name that you would like to delete.  That user will now appear as the selected user in the user dropdown box and the end date dropdown box will be set to empty.  Press the Delete button to delete the users access.  The table will refresh to show that the users access no longer exists.

Press the Exit button to return to the Main Menu.

Field mapping:

From:  Web page NIS Template User Assignment as NISTemplateUsers.aspx in .NET

To:  Database NIS, table names NIS_Template_Users, NIS_Template_Header, NIS_Users

	Page Label
	Table Name
	Column Name
	Column Type
	Join Table Name
	Join Table Column Name
	Join Column Type

	Template
	NIS_Template_Header
	Name
	Varchar(20)
	NIS_Template_Users
	Template_ID
	Int

	User
	NIS_Users
	User_Short_Name
	Varchar(20)
	NIS_Template_Users
	User_ID
	Int

	End Date
	NIS_Template_Users
	End_Dt
	DateTime
	
	
	


NIS Field Maintenance

An Administrator will have access to this page, which allows you to add/change/delete fields that are used in creating the templates and in creating the payment files that get transferred to NIS. 

To add a new field, put a field name in its box, put a field description in its box, and pick a template type from the dropdown box.  Press the Add button.  

To change a field, go to the Edit column and press the Edit button next to the field that you would like to change.  The selected fields values will be put into the appropriate boxes and the values can be changed as needed.  Press the Save button.

To delete a field, go to the Edit column and press the Edit button next to the field that you would like to delete.  The selected fields values will be put into the appropriate boxes.  Press the Delete button.

There are edits against the values that you put into the boxes.  If the value fails to pass the edits, the word Error, in red, will appear next to the box in error.  An error message or messages, in red, will also appear in a new box on the page.  The message(s) will give specific details about why the value(s) are in error.  

Press the Exit button to return to the Main Menu.
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Business Rules for Field Values:

	Field
	Business Rule(s)

	Field Name
	Required entry

Must be less than 31 characters in length

Must be unique

	Field Description
	Required entry

Must be less than 51 characters in length


Field mapping:

From:  Web page NIS Field Maintenance as NISFields.aspx in .NET

To:  Database NIS, table name NIS_Fields

	Page Label
	Table Column Name
	Table Column Type

	Field Name
	Field_Name
	Varchar(30)

	Field Description
	Field_Description
	Varchar(50)

	Template Type
	Template_Type
	Char(1)
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