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Installation Instructions

The following instructions provide guidance on installing the Financial Information Reporting Data
Collection Tool.

Note:
1) If the computer does not have Microsoft Access installed, the installation program will prompt the user to

install a free runtime only version of Microsoft Access 2013 included in the package.
2) Close all open applications before beginning the installation process.
3) Follow the installation instructions steps in this order:
o0 Website File Download
0 Unzipping the downloaded file
0 Tools installation - Desktop

l. Website File Download

1) To download the electronic reporting program, go to the website link provided in the alert package.
Under Electronic Reporting Program, click on Data Collection Tools.

Electronic Reporting Program

# Dats Collection Tools

2) Click SCO 20XX-XX FTR Data Collection Tools.

Local Government Financial Transactions Data Collection Tools

20XX-XX | Financisl Transactions Reports Data Collection Tools

# SC0 20XX-XX FTR Data Collection Tools

3) Click Save as

=

Intemet Explorer

What do you want to do with
SCO_Financial_Transactions_Data_Collection_Tools.zip?

Size: 226 ME
From: www.sco.ca.gov

< Open

The file won't be saved automatically.
< Save

< Saveas

Cancel

4) Save the file in My Documents or your PC Desktop

[ EN=RHCO Financial Transactions_Data_Collection Toolszip v
Save as type: lCompressed (zipped) Folder (*zip) V|
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Il. Unzipping the Downloaded File

1) Right Click on the downloaded zip file then click Extract All...

1, SCO_Financial_Transactions_Data_Collection_Teols.zip e —
Open
Open in new window

—- Extract All...
[id Scan with System Center Endpeint Protection...
Open with 3

Restore previous versions
Send to 3
Cut

Copy

Create shortcut
Delete

Rename

Properties

2) Click Extract
(This will extract files from the zip file to a folder named
SCO_Financial_Transactions_Data_Collection_Tools)

[

<! 1 Extract Compressed (Zipped) Folders

Select a Destination and Extract Files

Files will be extracted to this folder:

C\Temph\SCO_Financial_Transactions_Data_Collection_Tools Browse..

Show extracted files when complete

Cancel
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[1l. Tools Installation — Desktop

1) Double-click the extracted folder named SCO_Financial_Transactions_Data_Collection_Tools

2) Double-Click Splash.exe to launch the splash installation screen

folder (7) » SCO_Financial_Transaction_Data_Collection_Tools »
Burn New folder

Name : Date modified Type

I CityDataCollection 7/28/2014 3:08 PM File folder

I CountyDataCollection 7/28/2014 3:08 PM File folder

I LGRSDataCollection 7/28/2014 3:08 PM  File folder

I PerDataCollection 7/28/2014 3:.08 PM  File folder

I RoadDataCollection 7/28/2014 3:.08 PM  File folder

| SFCDataCollection 7/28/2014 3:08 PM File folder

| SpeDistDataCollection 7/28/2014 3:08 PM File folder

| StreetDataCollection 7/28/2014 3:.08 PM  File folder

| TpaDataCollection 7/28/2014 3:08 PM  File folder

I TransitDataCollection 7/28/2014 3.08 PM  File folder

Q AccessRuntime.exe 3/14/2013 9:55 AM  Application
‘ n Splash.exe 7/2/2014 820 AM Application

3) Ifthe PC has Microsoft Access 2013 installed, Go To Step 4
If the PC does not have Microsoft Access 2013 installed, the installation program will prompt the user
to install a free runtime only version of Microsoft Access 2013 included in this zip package.
Follow steps 8 to 12.

4) Click on the appropriate link to install the desired tool(s).
The example below is based on installation of Cities Financial Transaction Report tool.

[N 5CO Dsta Collection Toal Installation = B ®

Available Tools

Cities Financial Transactions Report

City and County of San Francisco Financial Transactions Report
Counties Financial Transactions Report

Property Taxes Annual Report

Public Retirement Systems Financial Transactions Report
Annual Road Report

Special Districts Data Collection Tool

Annual Street Report
Transit Operators Financial Transactions Report

Transportation Planning Agencies Financial Transactions Report

Exit

5) Click OK

i

The Cities Data Collection Tool has been installed
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6) Once you have finished installing all necessary tools, click Exit

N 500 Data Collection Tool Installation =B8] %

Available Tools

Cities Financial Transactions Report

City and County of San Francisco Financial Transactions Report
Counties Financial Transactions Report

Property Taxes Annual Report

Public Retirement Systems Financial Transactions Report
Annual Road Report

Special Districts Data Collection Tool

Annual Street Report

Transit Operators Financial Transactions Report

ortation Planming Agencies Financial Transactions Report
Exit

7) The program can be opened from the shortcut icon located on your desktop. From the Log On screen,
select your Entity Name from the drop-down list, and enter the ID Number as your Password. Your
entity Name and Password are included in the alert letter.

&

22014815
Zoll

e.g:

8) Click Install Runtime Version of Access 2013

E SCO Data Collection Tool Installation EI@I

Available Tools

You must install Access before proceeding.
Please click the button below to install Microsoft Access.

[ Install Runtime Version of Access 2013 ]

Exit
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9) Click Ok
This is a reminder to restart your PC after installation.

ESCO Data Collection Tool Installation | = || = || 22 |

Available Tools

You must install Access before proceeding.
Please click the button below to install Microscoft Access.

[ Install Runtime Version of Access 2013 l

|

Please restart the SCO Collection Tool Installation Application after MS Access
Installs,

Exit

10) Read and check the “terms of the agreement” box and click continue

11 Microsoft Access Runtime 2013 =]

®

Read the Microsoft Software License Terms

To continue you must accept the terms of this agresment. If you do not want to accept
the Microsoft Software License Terms, close this window to cancel the installation.

MICROSOFT SOFTWARE LICENSE TERMS

MICROSQFT ACCESS 2013 RUNTIME

These license terms are an agreement between Microsoft Corporation (ar
based on where you live, one of its affiliates) and you. Please read them,
They apply to the software named above, which includes the media on
which you received it, if any. The terms also apply to any Microsoft

= updates,

=+ supplements,

+ Internet-based services, and

= support services

for this software, unless other terms accompany those items, If so, those
terms apply.

BY USING THE SOFTWARE, YOU ACCEPT THESE TERMS. IF YOU DO NOT
ACCEPT THEM, DO NOT USE THE SOFTWARE.

If you comply with these license terms, you have the rights below.

1. INSTALLATIOM AND USE RIGHTS. You may install and use any number of ~

»

m

[] 1accept the terms of this agreement Continue

11) Click Close

[ Microsoft Access Runtime 2013 =

] Office ©

Thank you for installing Microsoft Access Runtime 2013. To begin, open Start and go to
your Office programs.

Complete your Office experience

- Store and share your documents anline
- Get free product updates, help, and training

tinue Online

12) Restart PC and follow steps 4 to 7 to install the tools
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I\VV. Filing the Electronic Report

Filing the Electronic Report

The output data file may be submitted electronically via the file transfer protocol (FTP)
process. Locate the output data file in the C:\SCO (or other folder if modified) folder
using Windows Explorer. The file will begin with the report year, will include your
agency’s 11-digit identification number, and will have an “ACCDB” extension. FTP
instructions file is available on the website link provided in the alert letter.

Alternatively, copy the output data file to a compact disc and mail it with the cover page
signed by the Administrator or other agency officer.

Once the report is submitted, a copy of the cover page form signed by the Administrator
or other agency officer MUST BE MAILED to the State Controller's Office to complete
the reporting requirements.

Mail to: State Controller's Office
Division of Accounting and Reporting
Local Government Reporting Section
P. O. Box 942850

Sacramento, CA 94250

Paper Reporting Instructions

For entities preparing a paper report, reporting forms and instructions are available on
the State Controller's website at:

http://www.sco.ca.gov/ard local_reporting_forms.html

Contact Information
For questions regarding these instructions, please refer to the contact information in the
alert letter or call us at (916) 327-1017 or (916) 322-9672.
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