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FEDERAL AUDIT CLEARINGHOUSE (2001) :I

Important Notes for Using
the Internet Data
Dissemination System
(IDDS)

Special Notes to aid the user in querying the Data Dissemination
System as well as data management and interpretation.

Federal Audit Clearinghouse’s entire database. ~ The Federal Audit

Clearinghouse database contains information obtained from OMB Circular A-

133 Form SF-SAC submissions. The FAC uses an Oracle® relational database
to store all data. IDDS system users may choose any type of database or spreadsheet
application to manipulate datasets that have been obtained from the FAC online
database. Many database users will find Microsoft® Access™ and Excel™ adequate for
their use, however the FAC does not suggest any one database or spreadsheet software
over another. Due to the widespread use of Microsoft® the FAC has chosen to use
the Microsoft® Excel™ spreadsheet and Access™ database applications to provide the
examples you see in this document.

T he Internet Data Dissemination System (IDDS) allows users to search the

The Internet Data Dissemination System Instructions are meant to provide you with
some basic information about relational database principles and how to manipulate our
database to obtain the information you seek. The instructions provided in this
document are provided as a guideline and are not a substitute for relational database or
spreadsheet training. The Federal Audit Clearinghouse strongly suggests that anyone
who regularly uses databases, take a comprehensive relational database management,
data mining and/or data warechousing class.




FEDERAL AUDIT CLEARINGHOUSE (2001)

Order of Steps
1. Query IDDS. First query the Internet Data Dissemination
System (IDDS) online.  http://harvester.census.gov/sac.
You may query using the following methods:
Status of Submissions
Entity Simple Search
Entity Advanced Search
CFDA Simple Search
CFDA Advanced Search
Download the entire database to search offline.
View. You may view your dataset online or
Save. After querying the IDDS you can save your dataset to view offline.
Import. Import your saved dataset into a spreadsheet or database program.
Sort/Query Dataset. Use a spreadsheet or database program to sort and
perform additional queries on your dataset.
Reports. Create internal reports based on your specific query results.

AN A
me oo g
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Database Concepts

Relational Database: A relational database is a collection of information
organized into interrelated tables of data and specifications of data objects.

Table: A table in a relational database is a predefined format of rows and
columns that define an entity.

Attribute: A single data item related to a database object. The database
schema associates one or more attributes with each database entity.

field, column

Example: In the following database table, the attributes are
<name, ID, extension>

IName IID |Extension ‘
[Jim [124 [7075 |
|Valerie 128 0853 |
[Bob 192 [4214 |

Row: In a relational database, a row consists of one set of attributes (or one
tuple) corresponding to one instance of the entity that a table schema
describes.

Primary Key: The primary key of a relational table uniquely identifies each
record (row) in the table. It can either be a normal attribute that is guaranteed
to be unique or it can be generated by the DBMS (Database Management
System).
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Foreign Key: A foreign key is a field in a relational table that matches the
primary key column of another table. The foreign key can be used to
cross-reference tables.

Database Key (DBKEY): A database key is an attribute utilized to sort
and/or identify data in some manner. Each table has a primary key, which
uniquely identifies records. Foreign keys are utilized to cross-reference
data between relational tables.

Many-to-One Relationships: In this kind of relationship one of the entities
in one table can be related many times to another entity in another table.
(See schema below.)

The Federal Audit Clearinghouse Database

The Federal Audit Clearinghouse database is made up of four tables. Each table can
be linked to another table in a database program through a combination of columns in
each table. The FAC uses a combination of both the AUDITYEAR and DBKEY
columns to create the primary key for each table.

The FAC tables are as follows:

Table Name Reference to Form SF-SAC
GENERAL (Part I Items 1-5b & 6-9, Part IT Items 1-5, Part I1I Items 1-8,
Total Federal Awards Expended)
CFDA (Part III Items 10-11)
REPORTSAGENCY  (Part III Item 9)
EINS (Part I Item 5c)
CFDA Table
Many
REPORTSAGENCY Table
Many
CFDA PROGRAM 1 GENERAL Table
One AGENCY DISTRIBUTION 1
CFDA PROGRAM 2 GENERAL
AGENCY DISTRIBUTION 2
CFDA PROGRAM 3
EIN 1 EIN 2 EIN 3 EIN 4
EINS Table
Many




GENERAL File:

Audit Year

DBKEY

Type of Entity

FY End Date

Audit Type

Period Covered

Number of Months

Multiple EINs

EIN

Auditee Name

Street 1

Street 2

City

State

Zip Code

Auditee Contact Name

Auditee Contact Title

Auditee Phone

Auditee Fax

Auditee E-Mail

Auditee Date Signed

Auditee Name Title (Certifying
Official)

CPA Firm name

CPA Street 1

CPA Street 2

CPA City

CPA State

CPA Zip Code

CPA Contact

CFDA File:

Audit Year

DBKEY

CFDA

Research & Development
Federal Program Name
Amount

REPORTSAGENY File:

Audit Year
DBKEY
Agency CFDA

FEDERAL AUDIT CLEARINGHOUSE (2001)

CPA Contact Title

CPA Phone

CPA Fax

CPA E-Mail

CPA Date Signed

Cog_Over

Cog/Over Agency

Type Report FS (Financial
Statements)

Reportable Condition

Material Weakness

Material Noncompliance

Going Concern

Type Report MP (Major
Program)

Duplicate Reports

Dollar Threshold

Low Risk

Reportable Condition MP
(Major Program)

Material Weakness MP (Major
Program)

Questioned Costs

Prior Audit Findings

Total Federal Awards
Expended

Date Completed (Date
Disseminated to the
Internet)

Direct Award

Major Program

Type of Compliance
Requirement

Finding Reference Numbers
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EIN File:

Audit Year

DBKEY

EIN Sequence Number
EIN

Incomplete File (Status of Submissions):
Audit Year
EIN
Auditee Name
Street 1
Street 2
City
State
Zip Code
Cog/Over Agency
Total Federal Awards Expended
Date Received (Date of last item received.)
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Chapter

Accessing the Federal
Audit Clearinghouse
Database

The Federal Audht Clearinghouse database can be accessed from the Intervet.
Follw these excarnples 1o acess the EAC database.

he Internet Data Dissemination System (IDDS) is located at the following
web address: http://hatvester.census.gov/sac. To access the database, type
the above address in your browser’s address bar and click Go or press Enter.

From the FAC home page, choose the third link called Access Single Audit Data.

| File Edit View Favorites Tools Help -

| #Back v © ~ 92 & Bsearch “Favorites FHistory v v J@

'Mdrﬁsslﬂ http:/[harvester census.gov/ fac/index. html j ‘;GQ__U‘I'II!S'
&

I FEDERAL AUDIT CLEARINGHOUSE

Single Andit The Federal Andit Clearmehouse operates on belalf of the Office of
Eeference Blanagement and Budget (OME) and ifs primary puposes are
laformuaticn

» To dissenunate adit information to the public and Federal agencies.
Data Collection * To support OME oversight snd assessment of Federal award andit
Fomm Options requirements.

+ To nezist Federal comnizaut and oversight agencies in obtaining ONME

Cirenlar A-133 dhata and reparting packages.

Data + To lielp anditors aud ancitees muninmize the reporting burden of

complying with Cireular A-133 adit requirenients

The Internet Data Entry System (IDES) optisn is now available.
Quick Link: Enter vour SF-SAC dota siline,

2] I [ @inkeret
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Next, on the Single Audit Disclaimer Information page, click on the Retrieve Records
button to continue to the query options page. The Disclaimer on this page discusses
the role of the Federal Audit Clearinghouse with regard to The Office of Management
and Budget Circular A-133, as well as the nature of the data the FAC collects, stores
and distributes through this system.

3 Single Audit Disclaimer - Microsoft Internet Explorer
|__l_:|le Edit View Favorites Tc_l__olc Help
|

-~ - 939 Asearch Favorites History v S 4@
_|Mdreﬁ_|ﬂ!mvw,gm.censtgm,‘ﬁ._, i 1/disclaim it=R

[FOVERRMENTWIDE AUDIT DATAEASE BACKGROUND -

By Federal law (Title 31 U.5.C. Chapter 75), non-Federal
entities that expend $300,000 or more in Federal awards
annually are cequired to have audits conducted in
accordance with Offics of Management and Budgst {CMB)
[circular A-133 (Revised June 30, 19%7). The Circular, which
applies to audits of states, local governments, and nom-
lprofit organizations, provides detailed definitions and
faudit requirements, and requires *completed audit packages*®
to be submitted to the Federal Audit Cleacinghouse
(Clearinghouse) . Completed audir packages must consist of:

A "reporting package” as apecified in the Circular {and
fehich includes the auwdie repore).

A completed Form SF-3AC, "Data Collection Form for
[Reporting on Audits of States, Local Governments and Hon-
Profit Organizations.® This form is based on information in
the ceporting package, signed by both the auditor and
jauditee, and used by the Cleacinghouse as the basis for
[developing and maintaining the govecnmentwide audit
[database (Databaze) .

The Citcular preaccibes unified ceporting cequicemsnts for
States=, local governments, and nen-profit entities, and
[pandates the use of the SF-SAC. The Circular applies to amy
jcovered non-Fedecal entity with cespect to its fiscal years
fwhich begin after June 30, 1994: for most entities this
jreans initial submissions under the revised Circular will
lcover fiscal yeats ended June 30, 1997 o later. oMB
jestimates that 25,000 avdits will be filed in the first |

| gle Audt Main Page |

Next, select the type of query you want to perform.

Types of Queries you may perform:

Access Options for Single Audit Data

*FrTnstructions for Accessing Single Audit Data**

@ Search the Single Audit Database
[1] status of Submissions
2 Entity Search
3] Advanced Eutity Search
[&] CFDA Search
5] Advanced CFDA Search

@ Download the Complete Single Audit Database

@ View a Summary of Single Audits by Fiscal Year

@ Access Specialized Reports
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From the Access Options for Single Audit Data page there are several query choices.

1.

2.

Status of Submissions: Check to see whete an audit stands in the FAC
processing system.

Entity Simple Search: Search for a list of Entities based on EIN, Name or
State criteria.

Entity Advanced Search: Search for a list of Entities based on any criteria
from the Form SF-SAC.

CFDA Simple Search: Search for a list of Form SF-SAC Page 3 Federal
Program lines based on EIN, Name or State criteria.

CFDA Advanced Search: Search for a list of Form SF-SAC Page 3 Federal
Program lines based on any criteria from the Form SF-SAC.

Download the complete database: Download the Entire database to search
offline.

View a Summary of Single Audits by Fiscal Year.

Access Specialized Reports.




Querying the Online
Database

There are several ways o quiery the Internet Data Dissenzination Systen. See
the folloning exarnples fo dhoose a 1way that is best foryou.

options. Your specific search criteria will determine which search method is

best for you. For instance, if you wanted to find all entities in a particular state,

then the “Entity Simple Search” would be sufficient. However, if you needed
to scale down your results set to only those entities who had program lines on their
Form SF-SAC for a specific CFDA number, in a certain state, then you will need to
query using the “Entity Advanced Search” method.

T he Internet Data Dissemination System (IDDS) provides several search

Important information regarding queries:

1. The FAC database contains all the data from each submitted Form SF-
SAC. Itis a good idea to become familiar with the Form SF-SAC
questions before searching.

2. Adding more criteria to your search will result in fewer records returned.

3. Be broad with name string queries. For instance a query on the name
“New York Board of Education” will not return an entity named “New
York School Board”. It may be better to query on the name “New York”
instead.




Status of Submissions, Entity Simple Search,
CFDA Simple Search Queries

The Status of Submission query allows users to find out where a submitted Form
stands in the processing system. The search is based on the respondent’s EIN;,
Name or State.

The Entity Simple Search query allows users to search for a list of respondent
submissions using their EIN, Name or State.

The CFDA Simple Search query allows users to search for a list of Federal
Program data based on the respondent’s EIN, Name or State.

From the Access Options for Single Audit Data page, click on one of the

following links, [T] Status of Submissions or 12] Eutity Search or %/ CFDA Search
1. Type any of the following criteria:

e 9-Digit EIN (no dashes, spaces, etc.), or
e Auditee Name, or

e State. Search Tip: If you enter the state name, ie., Maryland, the
system will search on all auditee submissions within the state. If you
wish to search for all auditees with “Maryland” in the name, type the
State name followed by a space.

ENTITY SEARCH

Enter part of the Auditee Name, Complete 9-digit EIN, or State abbreviation to search the database.

2. Optional:

a.  Limit Number of Records to: You may choose to limit the number
of recotds returned. A Maximum of 499 records can be viewed
online. If more then 499 records return from the search, the
download option will be offered.

b. Sort Options: You may choose to sort your result set by the

following fields:

e Auditee Name

e EIN

e Fiscal Year End Date
e State

Optional Search Criteria:

Limit Number of Records Returned to :
Sort Options: | ﬂ

10



Click on the

e View Results of Audit Status Search or
e Download Results of Audit Status Search.

View Results |

Download Besults |

11



VIEWING STATUS OF SUBMISSION QUERY RESULTS
ONLINE

If you choose to View Results of Audit Status Search, the list of results from 1-
499 records will be posted online. When a search returns 500+ records the
download option is automatically offered.

@ Results from Query of Single Audit Database - Microsoft Internet Explo o _|sl%

|Fi|e Edit View Favorites Tools Help
| #Back ¥ * ~ 91 3 dSearch “Favorites JHistory | v S5 1@
|M(§I‘§§§J¢J ht_tp:f,fwww.govs_.census.gqv!F,QCJD]SSEMU 1/asp/incompletesea rl:h.as_p

The following is a key for the siatus field
= The FAC iz processing the andit
* iz wating for the anditee to zend additional information. (see below)

g Components Form Errors,
-3 = Missing Components.
-4 = Form Erors.
@W-5 = Form Firors - Andit package forwarded to Federal Azencies for follow-np,
© ="The audit 1= in fill complince.

"Mote: Date Becerved s date of inost receit receipt
Your search has produoced 2 records

- Fiscal Year “Date |
N I < o T e R 0 e

UNIVERSITY OF MARYLAND

:51136279.‘ MEDICAL SYSTEMS INC 6/30/97 c 29 5 GREENE ST [BALTIMORE MD 212011504 5/21/98
UNIVERSITY OF MARYLAND - , | 3300 METZEROTT . ainn
526002033 e 6/30/9 fs i ADELPHI | MD = 20783 | 121598
fe)oxe T et |

From the above screen you will be able to link to the Form SF-SAC for each
auditee who has a Form status of “C” (C = The audit is in full compliance). To
link to a form click on the Auditee Name highlighted in blue.

In addition the following fields are returned on the screen:

EIN, Auditee Name, Fiscal Year End Date, Status, Street 1, Street 2, City, State,
Zip Code and Date Received.

12



VIEWING ENTITY SIMPLE SEARCH ONLINE

If you choose to View Results from the Entity Simple Search, the list of results from 1-
499 records will be posted online. When a search returns 500+ records the download
option is automatically offered.

File | Edit View Favorites Tools Help [ ]
#Back ¥ ~ ~ @ 1 3 USearch “Favorites JHistory v 4% J@
:Mdmsslt'rhu:p:.l'Fwww.gws.cemu5.gov.fFilCIDIBSEHOl{asp.fsimplesaarth.asp ﬂ “Go |Links™
[
Your search has produced 6 records
These results se based on the followine search criteria
@ Anditee Name: MARYLAND COLLEGE
fame | Ciiy _[State] EIN _[Fiscal Vear Ending Daie|Campleted On)
T ART AND DESIGN SILVER SPRING| MD [$20910571 83190 /%701
JESIGN SILVER SPRING| MD (520910571 EET 6701
WESTMINSTER | MD 520591604 63007 §/26/98
WESTMINSTER. | MD 520591654 /3098 512590
WESTMINSTER, | MD (520201604 A0 ik 128001
WESTMINSTER | MD 520591604 63059 42100
Fistisrn o Sanrch
K

N [@irkerret

From the above screen you will be able to link to the Form SF-SAC for each auditee.
To link to a form click on the Auditee Name highlighted in blue.

In addition the following fields are returned on the screen:

Auditee Name, City, State, EIN, Fiscal Year End Date and Completed On* date.

* The Completed On date represents the date the audit was posted to the Internet Data
Dissemination System, usually 1-2 days after the actual processing completion date.

13



VIEWING CFDA SIMPLE SEARCH ONLINE

If you choose to View Results from the CFDA Simple Search, the list of results from 1-
499 records will be posted online. When a search returns 500+ records the download
option is automatically offered.

2 Results from Query of Single Audit Database - Microsoft Intarnet Explorer
i File Edit \l'ie_w Favorites . Toals Help -

|A€[ I'Esﬁlﬂ http: waw.gm's census.guvaﬁC,FD]SSEMI]lJ‘aspISImpIEBarchZ asp ..J “Go ||.II'IkS a

E Results from Query of Single Audit Database ‘

Your search has produced 36 records

These vesults are bazed on the followmg search crtera:

@ Anditee Name: MARYLAND COLLEGE.

Hn
\ i M. T
pA -. i v M 2 o (et ﬁ
rogram RFI]IIII ement

1999 1520910571 84.063 FEDERAL PELL S6O00
1999 (520910571 84.032| FEDERAL FAMILY EDUCATION | 296249 b 4 (&) N/A c NiA
2000 520910571 §4.063 FEDERAL PELL GRANT PROGRAM | 70992 T (8] NA C NAa

| Y EDUC
2000 520910571 [84.032| FERERAL FAMILY EDUCATION

17, g / i}
LOAN PROGRAM 322460 Y | h < WA

*  STUDENT FINANCLAL AID-US
MARYLAND 1997 320591694 $4.063 DEPT OF EDUCATION: FEDERAL | 413069 Y N N/A C 971972
|COLLEGE PELL GRANTS
[WESTERN STUDENT FINANCIAL AID-US
MARYLAND 1997 (520891694 84.038 | DEPT OF EDUCATION: FEDERAL | 336021 v N N/A ¢ 971972
|COLLEGE PEREINS LOAN
[WESTERN STUDENT FINANCIAL AID-US
MARYLAND 1997 3203591694 84.033 DEPT OF EDUCATION: FEDERAL | 158594 % N N/A © 971972
|COLLEGE WORE STUDY
e T R R T T |

[ iy inkemat

From the above screen you will be able to link to the Form SF-SAC for each auditee.
To link to a form click on the Auditee Name highlighted in blue.

In addition the following fields are returned on the screen:

Auditee Name, Audit Year, EIN, CFDA, Federal Program Name, Amount, Major
Program, Type Requirement, QCosts, Findings, Finding Reference Numbers.

14



DOWLOADING RESULTS

If you have chosen Download Results of Audit Search, depending on your
Internet browser, you may receive the following download window.

You may either select:

e Open this file from its current location. Doing this will open the file in

an online Excel™ spreadsheet.

e Save this file to disk. Use this option if you are ready to import the data

B

into Excel™ or Access™, offline.

File Download

“You have chosen to download afile from this location

incompletesearch.asp from www.govs.census.goy

Withat would vou like to do with this file?
" Dpen this file fram its current location
& Sawve this file to disk

I¥| Always ask biefore openin s type afifile

0K Cancel

More Inta

Open this file from its current location:

If you have chosen to Open the file from it’s current location you will receive
the following online Excel™ spreadsheet. Each downloaded (online/offline) file

contains multiple sheets.

" R
-Mdmsslum [ fwrww.govs.census.gov/FAC/ DISSEMO1 asp/incompletesearch.asp :J "l'_ﬂ |.|I_‘|k5-
] |
=0 " AUDITEENAME  STREETA STREETZ
30770857 MARINE ENVIRONMENTA  BOLLEVARD

71646242

425654 TD

AVENLE
253711811 SUITE 215
S1443811

SUITE 600

1621 E 120TH ST
CEMTEMNIAL DR |
02 SKYLINE BLVD
Q13607 VENTURABLVD | STE 310
BLVD

SUITE 700

SUITE 700
300806247
420730347
362181872
38085575
611135362
311005850 THE SVILLE 727 W MAIN | |
42462158 MANAGEMENT SC 185 ALLANDALE RD
161056814 FROMTIER SCIENCE i‘\‘-L 1244 BOYLSTON ST —‘:J

: »
T igrknown Zire

15



To save opened data to view offline.

1. Click on the ﬂ Excel™ icon found on the Excel™ viewer window.

2. Save the file by choosing an appropriate file on your hard drive or diskette
and choose a name you will recognize, followed by .xls.

Example: mysimplesearch.xls
3. Click the Save button.

4. After you click the save button, the data will be saved and opened in the
standard (offline) Excel™ spreadsheet.

5. This file will be available for viewing in Excel™ or Importing into
Access™.

Save this file to disk:

If you have chosen to Save this file to disk the following Save As window will open:

ik

Bavein: | S3A-133 Download Files =] « @ckEr

File name Imcompletesearch ] LI Save
Sawve as type IM\DI’DSDﬁ Excel Worksheet LI Cancel

7

1. In the Save in: box, locate the file on your hard drive or diskette where you
would like to save the dataset.

2. Change the File name: to a name you will recognize later when you are
searching for your dataset.

3. Be sure that the Microsoft® Excel™ Worksheet file type appears in the Save
as type: box.

4. C(lick the Save button.

After the Save routine has finished, the following window may open. Click Open
if you would like to view the dataset in Excel™ immediately or Close to view the
file later.

16
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ADVANCED SEARCHES: ENTITY AND
CFDA

The Entity Advanced Search query allows users to search for a list of respondent
submissions using any ctiteria from the Form SF-SAC.

The CFDA Advanced Search query allows users to search for a list of Federal Program
data based on any criteria listed on the Form SF-SAC.

From the Access Options for Single Audit Data page, click on one of the following links,
[3] Advanced Entity Search or 5] Advanced CEDA Search )

Choosing the Advanced Entity or CFDA search options will route you to the
following search screen, which contains query boxes related to the Form SF-SAC.

Search Tip:

Less vs. More: Choosing more search criteria will limit the number of
records returned. It is possible to miss valuable information when being
too specific. For instance, a query on the name “New York Board of
Education” will not return any information for an entity named “New

York School Board”. It may be better to query on a less specific name,
such as “New York”.

[l

| File Edit | View Favorites: Tools Help -
|| #Back ¥ ¥ v 9] 4 OSearch <IFavorites FHistory v 4= 1@
|ME|I’F—'5$ELI http: { fwww . govs.census.gov/FAC/DISSEMO1/advsearch.htm| j “Go |Linl¢. ._

Enter search criteria for one or more items.
These search criteria follow the Form SF-8AC and contain three sections.

@Cieneral: Part I, Tremes 1-9

@Fmancial Statements: Past 11, Ifems 1-5

@Federal Programs: Part 111, Ttems 1-11 e
Hearch eriteria are relevant to the reviged 2000 Form SF-8AC

Eevised Form SF-8AC and Inshiictions

Rieturm to Access 0pﬂms| Clear For a New Search | Wiew Resulls | Downlosd Results

Limit Mumber of Records Renmmed ,—

o

Sert Options: =

Andit Fiscal Year Ending in

(To zelect nmltiple andit years, hold the 'O’ key down while making zelections)

1998 = |
Records Completed | |
(DD YY) Adter| Before)
Type Of Entity (FAC Determined) | ,"_']

18



P G Information

Ttem 1: Fiscal Year End Date: [—

(MM/DDYYYY)

Ttem 2: Type of Circular A-133 [—ZI

Andit:

Ttem 3: Andit Period Covered: ™ Annual I Biennial T Other

?;u‘h;;s}]?mplo)ﬂ JocanEeinay [— EIN Eelationslup{optional }: ]—3
:\::'JO:TL- Kultiple EIN: Covered m

Ttem Ga: Anditee Maone: [

Ttem &b Auditee City: |

Ttem 6b: Anditee State: =

Item 6b: Anditee Zip Code: I

Ttem Ta: Anditor Name:

Ttem The Auditor City:
Ttem The Auditor State:
Ttem The: Aucitor Zip Code: g

Ttem 8: Commzant or Chversigit [—j
Agency: o

Ttem 9: Mame of Federal
Cogmzat Oversight Ageney:

T

L«

Part II: Financial Statements

Ttem 1: Type of Aundit Report:  Unqualified Opimon r Qualified Opinion ™ Adverse Op
Ttean 20 Going Concern: 'I

Ttem 3: Beportable Conditions [_j

Disclosed: z

Ttem - Maternal Weakness [_j

Reported: M

Tiean 3: hiaterial Noncomphance [_j

Disclosed: z

Part III: Federal Programs

Ttem 1: Type of £ t Beport on , . o o .
Major Program Compliance: I Ungualified Opimon I Oualified Cpimon I Adverse O

Ttem 2 Statement of Federal
Awards that hove seperate A-133 -|
andits which are not included:

Ttem 3: Dollar Threshold: Equal i -I sl

Ttem 4: Low Kask Anditee:
Tiem 5: Beportable ©
osed for amy major pro
Ttem 6: Keportable Condition
reported as amaterial weakness:
Ttemn 72 Questioned Costs reported: 'I
Thean 8 Sunumnay Schedule of Prior
Amdit Findmgs prepared:

Tiem % Fed, Agencies Requred to Receive Reporting Packages:

(To zelect mnllq_)le ﬂg_zmcics, hold the "Ctrl* L‘c:_.' dovn while mak '3 zelections)

65, Cnvironmental Protection Agency -
PP ity isSi =
ations Commission
nergeney Management Agency

3. Federal Maritime Commizsion :I
Item 10a: CFDA Numberior other identifing munber):
Euter the specific CFDA munber(s) or 2-dizit Federal azency prefue(fill in the boxes from left to rizht)

| [ | | [

Ttem 10b: Research and [_j
Dievelopment: a

Ttem 10¢: Name of Federal |
Program:

I 10¢: Amonnt Expended: Equal to - I sl

Ttem 10e: Direct Award:
Ttem 1O£: Major Progs

Ttem Lo Type of Compliance
Fequired:

dud

L. Reporting -]
M. Subrecipient monitoring
M. Special tests and provisions

Ttem 11l Finding Reference
Number:

Total Federal Expenditures: Equal to 'I sl

ViewResults | Download Results | Clear Fora New Search | Retum to Basic Search |

|

2) -

LA

After selecting the various criteria desired, click the View Results (see previous
section) or Download Results (see previous section) button to run your query and
view the results. If your query results in more then 499 records then you must use the
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download option (automatically offered for query results 500+). To clear search
criteria click the Clear for New Search button and to return to the search options click
the Return to Access Options button.
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Importing Data into a
Spreadsheet or Database

"The folloning chapter describes the basic procechire of ingporting a saved dataset
o a spreadsheet or database application.

or the purposes of these instructions, the Federal Audit Clearinghouse has

chosen to use Microsoft® Excel™ for the data import examples. If you have
chosen to save the dataset on your hard drive or diskette, follow these
instructions to open and view the file.

MICROSOFT® EXCEL™

1. Open the Microsoft® Excel™ program.
2. Choose File/Open from the menu bar.
3. Locate the file on your hard drive or diskette. Make sure the Files of type: is

set for Microsoft® Excel™ (*.xls).

2|

[C0 SF-Sac Downloads Tlem @ X i ok

advancedcfda.xls
advancedentity.xls
incompletesearchl.xls
incompletesearch2.xls
incompletesearch3.xls
el (Elsimplesearchl.xls
simplesearch2.xls

File name: I LI = Open 'l

Files of type: IAH Microsoft Excel Files {*.l™; *axls; *adt; * hitrn; *.htnﬂ Cancel |
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Vo

Then click the Open button.

The file should open without the aid of the Excel™ Import Wizard.
Please be sure to look at the worksheet tabs to obtain all the information.
Simple search worksheets (General, Key):

32| 1997 194705 /301907 ] A
33 1809 194705 G30/1909 s A

34| 2000 194705 E/30/2000 5 A

35| 1998 194705 /3071666 5 A

i !

RIS um&T\“GIAL LN—(]{I\MUON:/G;’(ETFORFM INFORMATION [/ e ° (iﬂ_.
Ready {1 [ ]
Advanced Search Worksheets (General, CFDA, Agency, EIN, Key):

33 2000 13108 £/30/2000 ] A

3 2000 11269 73172000 s A

35 2000 10716 6/30/2000 5 A

ael e ATED, AL2ALSO00, I~ O

10T 410 [ DI\ GENERAL INFORMATION ¢ CFOA INFORMATION . AGENCY INFORMATIGN / EIN INFORMATION /. KEY FOR FAC INFORMATION /.

— [

Ready
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MICROSOFT® ACCESS™

el

Open the Microsoft® Access™ application.

Create a new database or open an existing database.

From the File menu, select Get External Data, and then choose Import.
Locate the file in the appropriate folder on your hard drive or diskette.

If needed, change the Files of type: to Microsoft® Excel™ (*.xls).

kil

Il:l SF-SaC Downloads ~| @ | s B i ~ Tools -

ladvancedcfda.xls
Hadvancedentity xls
lincompletesearchl.xls
Elincompletesearch2.xls
lincompletesearch3.xls
Elsimplesearch1.xls
Elsimplesearch2.xls

MWy DOCUmENts

- §

Favaorites

&)

!

File name: I

j = Import |
Files of type: IMicrUSDf‘t Excel (* xls) j Cancel

Click the Import button.
Make sure the Show Worksheets radio button is selected.

Each worksheet of the Excel™ spreadsheet must be imported separately.
For Simple searches only one import for the GENERAL INFORMATION
data will need to be performed. However, the files obtained from
Advanced searches will require 4 separate imports;

1. GENERAL INFORMATION

2. CFDA INFORMATION

3. AGENCY INFORMATION

4. EIN INFORMATION

& Import Spreadsheet W ﬂ

Your gpreadsheet file containg more than one worksheet or range. Which worksheet or range
would you like?

& Show Worksheets GEMERAL INFORMATION

CFDA INFORMATION
AGENCY INFORMATION

EIN IMFORMATION

KEY FOR FAC INFORMATION

 Show Named Ranges

Sample data for worksheet 'GENERAL INFORMATION'

1 RUDITYEAR DBEEY [TYPEOFENTITY FYENDDATE RUDITTYEE [P]<
|2 zoon 11243 9/30/2000 |3 iy
[2 zoon E03773 12/31/2000 5 )
[apoon 14043 6/30/2000 5 B
EZDDD 13587 9/30/2000 |3 B
6 2000 L4119 6/30/2000 3 B
[z knon haica /20/2000 ﬂ
< |

Cancel - Back I Mext > I Einish |
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8. After choosing the worksheet to be imported, click the Next button.
9. Check the First Row Contains Column Headings box, and then click the
Next button.

10. To store the data in a new table select the In a New Table radio button.
Then click the Next button.
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11. Click Next in the following (data specification) window. Changing the
Data Type will be covered later in this chapter.

You can specify information about each of the fields you are importing, Select fields in the area
bielove, You can then modify field information in the Field Options' area,

~Field Options
Field Name: IDOLLARTHRESHOLD Dats Type: IDoub\e ;I
Indexed: IND _-l " Dorot impart field (Skip)

AUDITYERDBKEY |[TYPEOFENTITY |FYENDDATE AUDITTYFPE |PEE]
1 (00 11243 9/30/2000 3 % —
?UU E03773 12/31/2000 3 P
EDD 14043 6/30/2000 5 P
4 00 13587 B/30/2000 9 o
?DD 14119 A/30/2000 5 B
?DD 14154 6/30/2000 3 %
(2 lnn 12012 2n/7000 o hd
A il

Cancel | < Back I Hext = I Einish |

12. Select No primary key from the next window, then click the Next button.

Microsoft Access recommends that you define a primary key for your
= new tabile, A primary key is used to uniquely identify each record in
your table, It allows you to retrisve data more quickly.

1 o s s
2w e
3 s v .
Z o © Let Access add primary key.

L RETREEY

' Choose my own primary key. ;I

® Mg primary key.

AUDITYEAR [DBEEY |TYPECFENTITY |[FYENDDATE |AUDITTYEE ||
1 oon 11243 o/30/2000 @ P| =
ZZDDD 03773 12/31/2000 |2 P
3 000 14043 o/30/2000 @ o
TZDDD 13587 0/30/2000 2 2
?ZDDD 14119 n/30/2000 3 L%
?ZDDD 14154 5/30/2000 @ B
2 boon 1201 s/20/7000 = nLI
KN 2

Cancel < Back I Mext = I Finish |
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13. Name the table you are importing. The default names are usually
sufficient, however you may wish to choose a more specific naming
convention. Then click the Finish button.

(GEMER AL INFORMATION

14. The database now contains at least one table. In this case the table is
named GENERAL INFORMATION.

Create table in Design view
Create table by using wizard

Create table by entering data
GENERAL INFORMATION
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CHANGING FIELD DATA TYPES AFTER IMPORTING

The worksheet import does not allow for any data type specification. For instance if
you would like certain columns of numbers to be treated as numeric and not as text
characters, then follow these steps to change the data type specification.

1. Open the Microsoft® Access™ database.
2. Open the table by double clicking on the table name.

2 Microsoft Access

JEiIe Edit View Insert Tools Window Help
D ESRY|$me o |-k uwLa- 3.

i TestDatabase : Database
@Open k& Design ‘aNew ‘ X 8 lEE

= Tables

& Queries

g Forms
Reports

3 Pages
Macros
Modules

Create table in Design view
Create table by using wizard
Create table by entering data
AGENCY INFORMATION
CFDA INFORMATION

EIN INFORMATION

GENERAL INFORMATION

]

B Favorites

3. Click on the design view icon B - located on the control toolbar or click
on View/Design View from the menu bar.

= Microsoft Access - [GENERAL INFORMATION : Tz
J File Edit View Insert Format Records Tools Window Help

- BERY | sme v o |@lslil e A Ba- 0.
AUDITYEAR | DBKEY |TYPEOFENTIT| FYENDDATE | AUDITTYPE |
> [2000 8483 6/30/2000 5
| |2000 8507 6/30/2000 S
| |2000 8639 6/30/2000 S
| |2000 9035 6/30/2000 S
2annn a27a Raannnn =
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4. In the following design view window, click on the Dazz Type next to the
Field Name that you would like to change. Change the Data Type by using
the arrow and drop down menu. (Change DBKEY from the “Number”
data type to “Text” data type.)

= Microsoft Access - [GENERAL INFORMAT

J

File Edit View Insert Tools Window Help

B-EELY | $BR S 33 g0BaE- 0.
Figld Narme [ DataTye |
| |AUDITYEAR Text
| P |DBkEY Text
| |TYPECFEMTITY Text
| |FYENDDATE Date/Time
| |AUDITTYPE Text
| |PERIODCOVERED Text
| [NUMBERMONTHS Text
MULTIPLEEINS Text
EIM Text
AUDITEEMAME Text
| |STREET1 Text
STREETZ2 Text
| iy Text
| |STATE Text
| |ZIPCODE Text
| |AUDITEECOMTACT Text
| |AUDITEETITLE Text
| |AUDITEEPHOMNE Text
| |AUDITEEFAX Text
| |AUDITEEEMAIL Text
| |AUDITEEDATESIGMED Date,/Tirne
| |AUDITEEMAMETITLE Text
| |CPAFIRMMAME Text
| |CPASTREET1 Text
CPASTREETZ Text
| |CPRACITY Text
| |CPASTATE Text
| |CRAZIPCODE Text
| |CPACONTACT Text
| |CPATITLE Text
| |CPAPHONE Text
| |CPRARAX Text
Gereral | Lokup I
Field Size 50
Format
Input Mask
Caption
Default Yalue
Validation Rule
‘alidation Text
Required Mo
Allow Zero Length Mo
Indexed ‘Yes (Duplicates OK)
Unicode Compression MNo

5. Click on the design view icon BE - located on the control toolbar ot click on
View/Datasheet View from the menu bar, to return to the data view.
Answer Yes to save your changes to the table or No to cancel the changes.

B

@ You must first save the table.
Do you want to save the table now?

es Mo |
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LINKING TABLES IN ACCESS™

In order to perform queries on multiple tables, you will need to link/join the tables by
their ptimary key, DBKEY/AUDITYEAR. For instance if you would like to find out
which entities had program lines for a certain CFDA, you will need to join the
GENERAL table and the CFDA table. In addition if you wanted to know who
received a copy of the audit, due to the presence of direct findings, then you will need
to add the AGENCY tables to the mix. All of these tables are joined by their DBKEY
and AUDITYEAR fields. The following instructions will show you how to make the
primary key link.

1. Click on Queries from the Object menu. Select Create query in Design
view.

L Microsoft Access

JEiIe Edit View Insert Tools Window Help
D@ sy ¥ ey |o%- 5 EE= a0,

i#= TestDatabase : Database

#QOpen E Design ‘@New ‘ W

Create query in Design view
® Tables Create query by using wizard

£ Queries

® Forms
' Reports
i Pages
Macros
% Modules

E2 Favorites

29



2. Select the tables you would like to link and click the Add button.  After
you have. Each time you click the Add button the table will be graphically
displayed in the “Relationship” window. After you have added the tables
click the Close button.

L. Microsoft Access - [Queryl : Select Query]

J File Edit View Insert Query Tools Window Help
m-@sry | seeso|@-t ws|al -

0| B

Figld: |
Table: [ ! !
Sort:
show: [ Show Table
Criteria:
or: Tables |Queries| Baoth |

AGENCY INFORMATION Close
CFDA INFORMATICN
EIN [MFORMATION
GEMNERAL INFORMA

3. To join tables, drag the field name from one table and drop it over the
same field name in the corresponding table. The result will be a line
connecting the fieldnames. Do this for both AUDITYEAR and DBKEY
and for all tables that need to be joined.

* * F
P
AUDITYEAR AUDITYEAR ' |AUDITYEAR
DBKEY DBKEY " |DBKEY
CFD& TYPEOFEMTITY AGENCYCFDA
R&D FYEMDDATE
FEDER.ALPRL AUDITTYRE
AMOUNT PERIODCONVERED
DIRECT MNUMBERMONTHS
haw 1ﬁnnnl"\fﬂ AL TTON EETRS ﬂ
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Perform queries using the query grid.

Field:
Tahle:
Sort:
Shiowy:
Criteria:
ar:

|

Lﬁl

Please see your database administrator or other technical staff for help in

preparing and performing queries on the datasets that you have
downloaded.
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Contact Information

Federal Andit Clearinghonse Contact Informaation

Washington DC, Headquarters
800-253-0696

301-763-1551

govs.fac(@census.gov

http:/ /harvester.census.gov/sac
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