External Account Creation and Upload Instructions for the
File Collection System

Department of Audits and Accounts Portal

Cireale an Account
First Name Last Name

Fhone Number

Already Registered?
Email

Emai Password o
Re-Enter Email

SIGN IN Manager Email

Forgot Password? Password

Re-Enter Password

CREATE AN ACCOUNT

To login, go to https://www.audits.ga.gov/auth . If you do not have an account, go to step 2 to create an
account. If you already have an account with the Department of Audits and Accounts, proceed to step
3.

Login and Creating an account instructions can be found at:

http://www.audits.ga.gov/Resources/External Account Creation and Login Instructions.pdf

Click your designated tile’s “Collection System” to enter that application.
Note: The title “Generic Collection System” in the pictures are just for illustration purposes.

Generic
Collection System




4. When you enter the Collection application, you will be taken to this screen.

Help  Exit

Verity Below
Generic Collection System
Entity Name:  Auits and Accounts, Depariment of

I the Dep nd Accounts. You

Year: 20209

s TN

Due Date: 07/01/2020

iy fles as naded through out tha course of 3 year. When you are ready please click the

DOAA Shared Files

——

O'flest(s) uploaded by extemal user 0 file(s) uploaded by DOAA Admin

Gonfinm Files and Compiete Submission

5. Please verify that you have selected the appropriate “Year” for your submission upload.
The “Status” will reflect whether you have, “Not started, Started or Completed” for the current year selected.

Verify Below

Entity Name: Audits and Accounts, Department of

Generic CollectionSystem

: 2020V

contrun buson e pcaet o B cpieas srear.

DOAA Shared Files

0 4e(s) uploadod by DO Adma

‘Confim Fies and Compiete Submission

6. Click the “Upload File” to begin your upload request.

Help  Exit

Verify Below
‘ Generic Collection System
Entity Name: Audits and Accounts, Department of

Year: [2020(] a sacure fil transfer I the Dep snd Accaunts. You

e o=

Due Date:

My Upicaded Files '1' U"nm File DOAA Shared Files

Voaded by external us¢

oursa of 2 year. When you are ready please click the.

0file(s) uploaded by DOAA Admin

Gonfinm Files and Complete Submission



7. This screen will pop-up to allow you to identify, browse, and upload your file.

i) identify what you are uploading: [RLEREFEE S|

&, Browse and find your file...

Or drag and drop in this area

B veriy tic name is correcr: [

8. Please make sure that you select the appropriate tag from the dropdown menu to identify the file you are

uploading.
Then select your file for upload and click “Upload” to finish or “Cancel” to exit this screen.

@) Wentity what you are uploading: [T Hk

X, Browse and find your file...

Or drag and drop in this area

@) verty fie name is corecr: |

9. Your files will now appear in the “My Uploaded Files” section.

Verify Below \

Generic Collection System

Entity Name:  Audits and Accounts, Department of N\
Year: 795 “This system s 3 secure fle o " the Diep and Accounts. You
2N enter the systam and upload 25 many files 35 neaded through out the course of 3 year, VWhen you are ready pleass click the

Stafus: Started continue bufton to praceed to the upload screen.

Due Date:  07/012019

——

1 files{s) uploaded by external user

DOAA Shared Files
0 file(s) uploaded by DOAA Admin

File Name Uploaded Uploaded
By Date

Steve Geddes 017142019

Agency User Fees FY2016.paf

Confirm Files and Complete Submission



10. If you need to remove any files prior to confirming, you may click on the red “X” on the left side of the file for

removal.

Verify Below
Entity Name:  Audits and Accounts, Department of

Year: 2019]v]

s

Due Date:  07/012019

My Uploaded Files

File Name

@ Agency User Fees FY2016.paf

Generic Collection System

ing

1 files{s) uploaded by extenal user

DOAA Shared Files

Uploaded Tags
Date

0171472019

Confirm Files and Complete Submission

25 nesded through out the cou

i A You

s of 2 year. When you are ready please click the

0 file(s) uploaded by DOAA Admin

11. The “DOAA Shared Files” section will show you any files that have been uploaded from DOAA for your review.

Verify Below
Entity Name: Audits and Accounts, Deparment of

Year: 2019]v]

s

Due Date:  07/01/2019
My Uploaded Files
File Name:

Agency User Fees FY2016.pdf

Generic Collection System

This system is 2 sacure il ing

‘can enter the system and upload 35 many files as nesded through ou the cou

cantinua button to proceed tohe uplosd sersen.

nd A You

i of 3 year. When you are ready pleas click the

Upioad File

1 files{s) uploaded by extemnal user

DOAA Shared Files

Uploaded Tags
Date

017142019

Confirm Files and Complefe Submission

0 file(s) uploaded by DOAA Admin

12. Once you have completed your submission, please click on “Confirm Files and Complete Submission”.

Verify Below
Entity Name: Audits and Accounts, Department of

Year: |2019[v]

Status: Started

Due Date:  07/01/2019
My Uploaded Files.
File Name

Agency User Fees FY2016 pdf

‘ Generic Collection System ‘

Help  Exit

This system s a seoure fl transfer system

DOAA Shared Files

1 files(s) uploaded by external user

Uploaded Tags

Date

01142018

When finished, dlick the “Complete" button. Please be aware that
after you have clicked "Complete”, you will not be able to upload
any additional files.

8 upload 53 mrany Fles 2 nsaded through out the coursz of 3 y2ar. Whan you ar ready pleass ik the

Confirm Files and Complete Submission

the Dep: and Accouns. You

0 file(s) uploaded by DOAA Admin



Help  Exit

Verify Below
Generic Collection System
Entity Name:  Audits and Accounts, Department of

Year: 2019 This system i & secure file transier system ] y the Dep: nd Accounts. You
‘ean enter he systam and upload as many fles as neaded through out he courss of 2 year. When you are ready please olick the.

Due Date: 071012019

My Uploaded Files

Message from webpage
0 file(s) uploaded by DOAA Admin

File Name:
Are you sure you want to complete the process?

Agency User Fees FY2016.pdf

Confirm Files and Complete Submission

13. Once you have clicked “OK” your “Status” will now reflect “Completed” and no edits will be possible.

Help  Exit

Verify Below
Generic Collection System
Entity Name:  Aucis and Accounts, Department of

This system is 3 secure le re Accounts. You
Year: 2019]v] = J J o =
220 enter the system and uploss 25 many s 32 nsaded thraugh out the courss of 3 yaar. Whan you ars reacy piasss siskthe

‘continue bution to proceed 1o fhe upload sereen

“You have completed the process. If you need to reset the submission please click the icon next the status on the left hand side.

My Uploaded Files DOAA Shared Files

1 files(s) uploaded by extemal user 0 file(s) uploaded by DOAA Admin

Uploaded
Date

User Fees FY2016. 01142018

14. * If you have clicked on “Confirm” in error, you may request a reset of your submission by clicking this icon-

There is no need to call us for this reset request as this will be processed systematically.

Verify Below . N
Generic Collection Svstem
Entity Name: _Auging County Board of Fucaion
— = = i is a secure 2y 8 iy the
You have completed the process. Click here to reset the submission and Accounts. You can enter the system and uplosd files 35 neaded year. When you sre
process. oy piake hek i Coptious Fislony i pioceas o e U ploaid scraee

Sttus:

Completed (ﬁ)

Due Pate: 0673072019

‘ou have completed the process. If you need to reset the submission please click the icon next to the status on the Ieft hand

My Upioaded Files DOAA Shared Files

1 fles{s) uploaded by extemal user 0 file(s) uploaded by DOAA Admin

Uploaded Tags
Date

i DECOMETS PU 012872019 Financial Statement




On the pop-up window, click “OK” to proceed with your reset.

Verify Below : :
I Generic Collection System
Entity Name: Appling County Board of Education
This s 3 sacure ystem alowing you y o,
Year: 2019[v] and Accounts. You can enter the system and upload a5 many files as nesded through out the course of a year. When you are

ready please ok the coninus button ta procesd to the upload sersen

Status: Completed

Due Date: 06/30/2019

[ORCILETL L WERE Message from webpage ius on the lefl hand side.

You have requested to reopen the submission process in arder
My Uploaded Files to make a change or uplead more information, This will not
o impact your current submitted files. Do you want to Continue?
Elick OKto Contiue; 0 fie(s) uploaded by DOAA Admin
Uploaded
Date

enda -December 5 2018 pdf 017282019

Your status now reflects “Started” and you may make changes to the uploaded files.

Verify Below
Generic Collection System

Entity Name: Appling Gounty Board of Education
This new new awesome system is  secure file transfer system alowing you to safely transfer files o the Depariment of Audis

Year: 2018+ ‘and Accounts. You can enter the system and upload s many fles 35 nesded through out the course of 2 year. When you are

]

Due Date: 08/30/2019

ready plesse click the confinue butten to proceed to the upload screen

W poasearis

1 fles(s) uploaded by extemal user

DOAA Shared Files

0 fle(s) uploaded by DOAA Admin

File Name Uploaded Tags
Date

0112872019 Financial Statement

Agenda December 5 2018.pdf

Confirm Files and Complete Submission

15. Clicking on “Help” in the top right corner will navigate you to our external website where you may research
other helpful guides on the submission process.

Verify Below : N
ity Generic Collection System
Entity Name: ~ Audits and Accounts, Department of
™ nd A You
Year: 2019%] can enter year. When you

B———
-

Due Date:  06/3072019

DOAA Shared Files

—

0 files(s) uploaded by external user

0 file(s) uploaded by DOAA Admin




16. You may now click “Exit” at the top right corner. This will take you to the applications home screen.

Verify Below

Generic Collection System |
Entity Name: ~ Audts and Accounts, Department of

Year: 20199 This systemis 3 nd A You
can enter s

- = continue button to proceed to the upload screen.

Due Date: 07/012019

You have completed the process. If you need to reset the submission please ciick the icon next the status on the left hand side.

My Uploaded Files DOAA Shared Files

1 fles(s) uploaded by extemal user 0 file(s) uploaded by DOAA Admin

Date

011142019 SPLOST

Agency User Fees FY2016.pdf




