Virginia’s Department of Minority Business
Enterprise

SWaM/SDV Dashboard User Manual

Note:

To view the expenditures and analysis on the Dashboard, a logon name and password is not
required. It is required for submitting data to the Dashboard and reviewing the agency’s
detailed transactions only.



Access to the Dashboard

In order to get to the DMBE dashboard site, please click on the SWaM Dashboard link located on the
right side of the DMBE main website

http://www.dmbe.virginia.gov

Follow the link to the DMBE Dashboard area or if you would like to go directly to the dashboard site,
enter the below address in the address bar and press enter.

https://portal.bfountain.com/virginia/index.jsp
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We are the state agency dedicated to enhancing the participation of our small, women- and minority-owned
businesses in Virginia's procurement process

The Department of Minarity Business Enterprise (DMBE) administers two certification programs:

1. SWakl: The Small, Women-owned, and Minority-owned Business {SWalM) cetification pragram is a

state program of the Commonwealth of Virginia. The purpose is to enhance procurement opportunities for
SWal businesses participating in state-funded projects

. DBE: The Disadvantaged Business Enterprise certification program is a Federal program. The purpose is to

increase the participation of certified DBEs in projects funded by the US Department of Transportation and
other federal sectars

DMBE also provides management and technical support to our certified businesses.

Apply for SWall
(apply for initial certification) (apply for re-certification)

Important Notice: If you are a non-Virginia based business, you might not be eligible for participation
in the Virginia Small, Women- and Minority-owned Business Program. Please review the "DMBE
Certification Policy of Applications from Non-Virginia Based Businesses” before applying online for
SWald ceriification or recertification. (Click hers)

Search Virginia.gov

SWal Certification Application
Status

SWal Dashboard
SWAM Plan
SWal Vendor Directory

DBE Certification Forms and
Process

DBE Vendor Directory of VA Unified
Certification Program
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A logon name and password is required for submitting data to the dashboard and reviewing the agency’s

detailed transactions.

In order to get a logon name and password for the DMBE dashboard administrative area, a request must
be sent by the supervisor of the SWaM champion in need of a logon name and password, addressed to
Angela.Chiang@dmbe.virginia.gov. Please provide the following information in the body of the e-mail:

Agency Code:

Agency/institute Name:

Name:

Email address:
Phone number:

Other agency codes that associated with your agency (parent agency code, sub-agency

code):



To view the expenditures and analysis on the Dashboard a login name and password is not required. . It is
required for submitting data to the Dashboard and reviewing the agency’s detailed transactions only. To
get to the SWaM administration area, Click "Login" to access the DMBE Dashboard logon area.
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Once you log into the application, there are a number of icons in the top right corner of the screen to
guide you through the dashboard.

ey L Current user: Administrator | Logout
y Commonwealth of Virginia
e DiversityView - Dashboard #& A ﬂ' * ‘\

Summary. Secretariat Ethnicity Functional Area Vendors

* Go to Homepage
Takes you back to the homepage you have designated. The default homepage is the summary tab.
Each user can designate their own home page and navigate directly to that page when they log in.

Lk Refresh Dashboard
Refreshing the dashboard moves new approved transactions into the dashboard. The process is
currently available only to DMBE to manage when the transactions are rolled into the dashboard.

i Goto Dashboard Area
- Selecting this button takes the user to the default dashboard page: the Summary view.

3,  Goto Administrative Area
- Takes the authorized users to the administrative area where they can manage their transactions,
subcontractor data and their annual SWAM plans.



T

Diversity Dashboard and Analytics

To see further details or alternate breakdowns of agency SWaM expenditures, click the tabs located at the
top of the graphical chart on the DMBE Dashboard.

Expen
Manthly Data

Current user: Administrator | Logout
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Period: Aug 2012

In order to be able to analyze specific
expenditure time periods, the left column, titled
“Expenditure Summary”, will provide the
detailed expenditure drill drown for SWaM
Discretionary spend. The detailed expenditure
amounts can be analyzed for Yearly, Quarterly
and Monthly periods. Click on any period on
the LHS, and the data for the corresponding
period will be presented in the report. The user
selections are sticky — their period selection is
saved and will be used during their future
logins.
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To analyze the data for a specific agency, the user can click on the name the current entity (Secretariat,
Commonwealth, Agency) in the content area, and selecting an alternate agency from the list.
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The application is tightly integrated with the SWAM Procurement plan and the dashboard shows the
percentage of the current diversity expenditures against their current fiscal goals for all agencies.
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Expenditure nmma ~ ) N
Diversity Spend vs Goals %

Commenwealth of Virginia

Monthly Data

= Month: Aug 2012

38E 5 115,507,500 62 (20 46%) ‘ =| Diversity Spend vs Goals =IES
WBE 518,137,224 20 (3.21%) & Export . 5
1BE $20,320,058.51 (3.60%)
SWAN $ 153,964,783.23 (27.27%) 50.00%
DBE $0.00 (0.00%)
Total S 554,627,407 61 40.00%
= Month: Jul 2012
SBE 5 90,714,491.28 (15.42%) 30.00%
WBE 515,633,574.18 (2.42%)
1MBE 18,813,424.34 (2.91%) 20.00%
SN 5 134,161,499.80 (20.75%) LS
DBE 50.00 (0.00%) 10.00%
Total 5646,510,095.04
= Month: Jun 2012 0.00%  0.00%

sBE $ 261,732 773.80 (26.05%)
WBE S 43,934,170.67 (4.37%) SWAM SBE WBE MBE DBE
MBE § 55,091 366,58 (5.48%) Ml Actusl gl Goal
SWAN § 360,755,320.35 (35.91%)
SUAN 5BE WBE MBE

DEE $ 0,00 (0.00%)

Simsetmm 3115507 s00 Ry s18137 20420 3000058 51
Total $ 1,004,551 ,556.85

e
40 00%

S0 48 T 321 %

15 00%

380 %

= Month: May 2012 1E00%

SEBE 5 109,867 322.76 (15.73%)
WBE $17,115,257.43 (2.45%) Copyright ®2010-2012,




New analysis widgets allow the user to visualize diversity expenditure trends for each secretariat, further
broken down by the various vendor classifications. Similar analysis is available based on ethnicity and
functional area attributes of the vendors.

Diversity Spend Analysis by Secretariat

ok View -

Secretariat
Administration

. Agriculture and Forestry
Commerce and Trade
Education

Executive Offices
Finance

Health & Human Resources
Independent Agencies
Judicial

Matural Resources
Public Safety

4 4 |rage| 1| & Bl | &

Amount

$4,067,08329 o

5497 32255

£636,053.96

$22,016,018.95
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Authorized users will also be able to view the expenditure trends by vendor. Trends are available by
month, quarter or year based on the period selected.

Diversity Spend Analysis by Vendor
08 View ~

Wendor
ATCS PLC
. Whitehurst Paving Company, I...
K. Neal International Trucks, Inc.
MANCON
DLB. INC.
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TME Enterprises, Inc.
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B.P. Short & Son Paving Co_, |...
Calony Construction, Inc.
S.L Wiliamson Co. Inc.
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To view and download the SWaM expenditure in full (All Secretariats) go to the "Report"” tab on the
DMBE Dashboard. Here, all expenditures for the correlating periods are shown in detail, drilled down by
agency with subtotals and totals.

Ethnicity Functional Area Vendors
Period: Aug 2012
(=113
Expenditure Summary by Agency
Diversity Expenditure Summary by Agency
Percentage of Expenditures by Agency
i S b WBE MBE DBE SWAM Non SWAM Total
Percentage of Expenditures by Source ot ‘ i
Adiustment
Expenditure Summary by Functional Area P 5000 513023 $0.00 §13023 §96222 $1,092.45
Jelf Reporting
Percentage of Expenditures by Functional Area b $137.10 5917 44 $0.00 5282741 53348872 $3631413
Subcontracior
Expenditure Summary by Efhnicity b s §137.10 §1,047.67 $0.00 §2,957.64 § 34,443.94 § 37,406.58
‘ Perceniage of Expendilures by Elhiicily b o
of Planning and Budgst — $0.00 $0.00 $0.00 $0.00 $389.39 $389.39
$0.00 $0.00 $0.00 §0.00 $0.00 §389.39 $389.39
Public Safety
Department of Miltary Affairs $ 879,869.56 § 268,905.54 £54018.23 $0.00 $1,202,794 33 $1812129.41 5281482374
Department of Emergency Management 5345,828.42 §8,151.55 5 66.00 s0.00 §354,04597 §417,278.91 $771324.88
§1,225,697.93 § 277,057.09 § 54,086.23 $0.00 § 1,556,840.30 §2,029,408.32 § 3,586,248.62
Administration
Department of Human Resource Management S 801,984.95 $182.07 $1,783.94 $0.00 $803,930.96 $68,088.57 $ 873,027.53
State Board of Elections $ 111,550.60 $4517225 $1068527 $0.00 § 167,408.12 § 502,228.60 $669,636.72
$913,515.55 $ 45,354.32 $12,469.21 $ 0.00 $971,330.08 § 571,325.17 §1,542,664.25 i
Copyright @ 2010-2012 , Binary Fountain Inc. All rights reserved.

The ad-hoc search tab is located at the farthest right of the tabular area on the dashboard. This will allow
authorized users of an agency to see all the detailed expenditures posted according to the period and type
of expenditure. The search function for the dashboard is located on the top right hand corner of the
reporting area. Once clicked, a pop-up window for search parameters will appear.

Ethnicity Functional Area

== Adhoc Search

\

Search for Transactions

Agency Vendor Ethnicity Functional Area Source

Department of General Services Enterprise Unspecified Unspecified Subcontractor -
Department of General Services Universal Ford Unspecified Unspecified Subcontrgey 2
Department of General Services Enterprise Unspecified Unspecified 2
Department of General Services Canaan Printin 5 = E &3 2

Search transactions
Department of General Services Enterprise 2
Department of General Services Fastsigns 2
Department of General Services Enterprise Search Parameters: Aug 2012 2
Department of General Services Dutt& wagnef | Agency: Aug, 2012
Department of General Services Enterprise Select agency =] Aug, 2012
Department of General Services s Snack Timg Aug, 2012
Vendeor Id: Vendor Name:
Department of Genesral Services Enterprise Aug, 2012
Department of General Services Carolina Clean] Aug, 2012
Department of General Services GaS nicgratag| EMnicity Mame: EincionaliArealName: g, 2012
T E T S After Hours Select ethnicity EI Select functional area EI 5
Department of General Services G4S Integrateq Source: Contract ld: 2
Department of General Services Allen Tire Select source 2
Department of General Services G4S Integrateg 2
-
Nenartment of Rensral Serices Amarican Bridt 2
1 L]

Copyright @ 2010-2012 , Binary Fountain Inc. All rights reserved




» Dashboard Data Management

Overview:

Access to the DMBE dashboard is required for submitting data to the Dashboard and reviewing the
agency’s detailed transactions.

Subcontracting expenditures are also submitted on the dashboard.

The Dashboard generates SWaM Expenditures monthly and it is done on or nearest to the 20th of each
month for the previous month. It is not a real-time system. If April expenditures are reported late, after the
refresh date has passed, the amounts will not be automatically included in the posted April expenditures.

Entering Expenditure Data (Self-Reporting)

In the “Transactions” area, click on the “Add Record” menu item located on the top left hand side of the
Transaction Management screen. A pop-up titled “Add new transaction data” should appear. Fill in all
the required data and click “Update Record” to add a new transaction.
SWAM Plan File Transfers

Transaction Subcontractor,

Vendor,

~= Transaction Management

-—

X

Workspace View - Transactions on Hold [=11F3

Copyright © 2010-2012 , Binary Fountain Inc. Al rights reg
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L.C

| | Health and Developmental Services to 1D EQUIPMENT FINANCE (10381697) for
_ | the amount of § 1,895 77 daied D9 /01 /0D10 and posted on 0901 £2010

sncy Nams \endor Nams Amaunt Post Date Action
wgt of Behavioral Health and Devel  TD EQUIPMENT FINANCE 5 189,969 06 2010-07-11 )
Delste seistied records = st [
A Adjust Transaction * R
l Restore selscted records LI i 2010-07-01 et |-
Apprave sslscted racards partment o7 flagakeh POSt Date: Contraced: 2010-08-01

CARS Department of Beha 2010-08-01

Agency Name:

V1| CARS Bepanment ef 803 | pepartment of Behavioral Health and Developmental Services =

CARS Department of Beha 2010-08-01

Vendor Id: Vendor Name: =
CARS Department of Beha 10381697 TO EQUIPMENT FINANCE 2010-11-01 et |-
CARS Department of Behal | Source Name: Amount: Transaction Date: 2010-11-01 ot [
CARS Department of Beha Adjustment =] |-1825.77 0010-08-01 L= 2010-11-01 = =
CARS Department of Behal  Notes: 2010-11-01 [
CARS Department of Beha 2011-03-01 = =
CARS Department of Beha 2011-03-01 = [=
CARS Department of Behal | | _ e —, 2011-03-01 = =
ELE Department of g8 Mot Thie sdiistenent Wl ieplece the CARS tecord fron Department of Behavioral ==t et |




Each transaction also shows a number of actions — you can edit, delete or approve each transaction based
on the user credentials.

Vend or f Subcontractor SWAM Plan File Transfers

<f Transaction \Pagement ¥ %

System Administration

‘Workspace View - Transactions on Hold

x

m

1]

2+ ew ~ Export ~ Import ~ \:_‘[;'e;':'
|:| Source Name Agency Name Vendor Name Amount Post Date Actions

|:| CARS Department of Behavioral Health and Development. TD EQUIPMENT FINANCE $-13675.43 2011-03-01 Q B

|:| CARS Department of Behavioral Health and Development...  TD EQUIPMENT FINANCE APPROVE % 2011-02-1 Q B

0| cars Department of Behavioral Heakh and Development. . TD EQUIPMENT FINANCE Transaction §13675.48 2011-03-11 ﬂ

|:| CARS Department of Behavioral Health and Development. TD EQUIPMENT FINANCE $-13675.43 2011-03-01 Q B

|:| CARS Department of Behavioral Health and Development...  TD EQUIPMENT FINANCE $-2797.22 2011-04-01 Q B

|:| CARS Department of Behavioral Health and Development...  TD EQUIPMENT FINANCE $ -697.68 2011-04-1 Q B

|:| CARS Department of Behavioral Health and Development...  TD EQUIPMENT FINANCE §-152554 2011-04-01 b B

|:| CARS Department of Behavioral Health and Development. TD EQUIPMENT FINANCE E DIT 11-04-01 Q B

|:| CARS Department of Behavioral Health and Development...  TD EQUIPMENT FINANCE . 2011-04-1 Q B

|:| CARS Department of Behavioral Health and Development...  TD EQUIPMENT FINANCE TransaCtlon 2011-04-01 L_d B

|:| CARS Department of Behavioral Health and Development. TD EQUIPMENT FINANCE §-42 556 65 _05-01 Q B

[ cars Department of Health *OUTH EMPOVWERMENT CE £ 150.00 Q B

|:| Adjustment Department of Historic Resources Clarus Services Inc DELETE 26175 2012-08-M1 ] Ed B
] Adjustment Department of Historic Resources Clarus Services Inc Tra nsa Ctio n §44.95 W ‘m B

9 ”.EE‘ Displaying 1 - 25

While it is possible to delete a transaction one at a time, group actions are also possible — the user can
delete or approve a selected group of transactions as shown below.

(f Transaction Management ¥ %

System Administration

Workspace View - Transactions on Hold

52| Manage - iew v Export v ort »
D ® Add new record Vendor Name Amount Post Date Actions
B Delete selected records nt of Behavioral Health and Development...  TD EQUIPMENT FINANCE §-13675.48 2011-03-01 Q E#
[l Restore selected records Behavioral Health and Development...  TD EQUIPMENT FINANCE §-27,350.85 2011-03-01 L; B
E HIIERE R S havioral Health and Development...  TD EQUIPMENT FINANCE §-1367548 2011-03-01 22
D CARS Department of Befavioral Health and Development TD EQUIPMENT FINANCE §-13875.48 2011-03-01 L; [ﬁ(
D CARS Department of BehWvicral Health and Development...  TD EQUIPMENT FINANCE £-279722 2011-04-01 Q E#
D CARS Department of Behaljioral Health and Development TD EQUIPMENT FINANCE $.-89768 2011-04-01 L; [ﬁ(
D CARS Department of Behaforal Health and Development...  TD EQUIPMENT FINANCE §-1525.54 2011-04-01 L_é L_d
D CARS Department of Behafioral Health and Development TD EQUIPMENT FINANCE $-152529 2011-04-01 L; [ﬁ(
D CARS Department of Behglfioral Health and Development...  TD EQUIPMENT FINANCE §-207 678.06 2011-04-01 L_é L_d
D CARS Department of Bejlvioral Health and Development TD EQUIPMENT FINANCE $-1278.09 2011-04-01 L_A Eﬁ#
D CARS Department of avieral Health and Development...  TD EQUIPMENT FINANCE § -42 556.65 2011-06-01 L_é L_d
"\ CARS ealth YOUTH EMPOWERMENT CE 5150.00 2010-08-01 L_é L_d
Redjustment of Historic Resources Clarus Services Inc 361.75 2012-08-01 E‘ @ B
djustment ment of Historic Resources. Clarus Services Inc 54495 2012-07-01 E‘ D @

11

1




The search function for the transactions is located on the top right hand corner of the transaction
management area. Once clicked, a pop-up window will appear to specify search parameters.

File Transfers

Subcontractor

Vendor, Transaction SWAM Plan

~= Transaction Management 2

-

\

Workspace View - Transactions on Hold

Source Name Agency Name “endor Name Amount

CARS Department of Behavioral Health and Devel... TD EQUIPMENT FINANCE & | = -
CARS Department of Behavioral Health and Devel... TD EQUIPMENT FINANCE 81 2010-07-01 & |
CARS Department of Behavioral Health and Devel... TD EQUIPMENT FINAN §-12,423.43 2010-08-01 & |
CARS Department of Behavioral Health and Dgffel... i L $-188 14420 2010-08-01 |l
CARS Departmen Search transactions' x| 10-08-01 o [l
CARS Departmen 0-08-01 - |
CARS Departmen Search Parameters: | Select year [ = | f10-11-01 & [
CARS Departmen no-11-01 )
Agency: e
CARS Departmen Select agency El 1o-11-01 & |
CARS Departmen Fo-11-01 &
" Vendor Id: Vendor Name: =
CARS Departmen 11-03-01 & |
CARS Departmen) Source: Contract Id: $11-03-01 - |
CARS Departmen Select source h1-03-01 =2 =
CARS Departmen H1-03-01 = (= _

1

Copyright @ 2010-2012 , Binary Fountain Inc. All rights reserved

Uploading an excel spreadsheet is also another option in entering transactions/self-reporting data.
Click the menu called “Upload” in the transaction management screen. Select Excel Spreadsheet. A pop
up (below) will appear. Upload the file and click “Submit”.

Once the file is uploaded, the entries will appear in the “Workspace View”. While in the “Workspace
View” one is able to edit expenditures that requires editing or correcting, prior to DMBE approval and
dashboard refresh.

Subcontractor, SWAM Plan File Transfers

Transaction

Transaction Management ¥ <

System Administration

@

Workspace View - Transactions ol

e
[] Source Name Adi Transactions B
[[1 cars HBOA Transactions
[F1 cars CARS Transactions
[C] cars o el oo
] cars Department of Behavioral Health and Devel
] cars Department of Behavioral Health and Devel
] cars Department of Behavioral Health and Devel
] cars Department of Behavioral Health and Devel
] cars Department of Behavioral Health and Devel
] cars Department of Behavioral Health and Devel
] cars Department of Behavioral Health and Devel
] cars Department of Behavioral Health and Devel
] cars Department of Behavicral Health and Devel
] cars Department of Behavicral Health and Devel
=1 Department of Behavicral Health and Devel
= e T

1 &

Copyright © 2010-2012 , Binary Fountain Inc. All rights reserved.

WENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

TD EQUIPMENT FINANCE

Amount

5 -189,889.08

s

s

-43,282 81

-12,423.43

S -188,144.20

$-1,825.77

5-121,142.21

S -15,765.35

S -954.87

S -202,028.29

s

S -1,475.65

-27,350.95

5 -13,675.48

S -27,350.95

5 -13,675.48

Post Date
2010-07-01

2010-07-01

2010-08-01

2010-08-01

2010-09-01

2010-09-01

2010-11-01

2010-11-01

2010-11-01

2010-11-01

2011-03-01

2011-03-01

2011-03-01

2011-03-01




Upload Transactions b

File Type: Excel Spreadsheet

Name of the NS:'"E;]“ Hhesuarkehests Number of
L1} .
TAB within .l Header rows is
File: alwavs 1.
Excel (Case [Biowse.|

Sensitive)
File Layouk:
Column Field Mame Field Type
/—- qad Cata Source Code Tt
24 Agency Code Text
HE Ywendor Tax [ Mumber (=2 digits)
Note: The -, Wendor Nams Taut
Header format 5, Transaction Date Date =5 MMDDATTTY
Of the excel 6. Transaction Type Taxt
sheet to be as 2 Cantract [D Tast
follows: 4. Armount Decimnal (###. #2)
9, Motes Text
10 Post Month Mumber (01 - 123
\\,_____ 11, Post Vear Mumber (20=:x)

Submit

Example: Transaction excel upload
I B | i 5] E F 15 H 1 d 3

Aoency Code [Yendor Tax ID |Vendor Name [Transaction Date [Transaction Type |Contract ID |Amount Nobes |Post Month |Post Year
[ Unsecifed

Entering Subcontractor Data

In the “Subcontractor” area, click on the “Add Record” menu item located on the top left hand side of the
Subcontractor Data Management screen. A pop-up titled “Add new transaction data” should appear. Fill
in all the required data and click “Update Record” to add a new transaction.

Setup Vendor Transaction Subcontractor SVWAM Plan File Transfers Security.

& Subcontractor Data Management

Workspace View - Transactions on Hold [=1IES3

ime Vendor Subcontractor Contract id Amount Post Date Actions

2012-08-01

My onstructior= S e =HiTeas S
Edit Transaction - 37587 X

Post Date: Contract Id:

prove selected records 2012-05-01 L] ER735437
/| Piedmont Virginia Communit Cavalier Services il | agancy Name:
Morthern Virginia Community Little Diversified Arf Fiedmeont Virginia Community College =]
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Each subcontractor transaction also supports a number of actions — you can edit, delete or approve each



transaction based on the user credentials.
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While it is possible to delete a transaction one at a time, group actions are also possible — the user can
delete or approve a selected group of transactions using the menu options similar to the transaction
screen.

The search function for the subcontractor transactions is located on the top right hand corner of the
transaction management area. Once clicked, a pop-up window will appear to specify search parameters.
One or more of these parameters will help to filter the records in the current screen.
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Uploading an excel spreadsheet is also another option in entering subcontractor transactions. Click the
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menu called “Upload” in the subcontractor data management screen. Select Excel Spreadsheet. A pop up
(below) will appear. Upload the file and click “Submit”.

Once the file is uploaded, the entries will appear in the “Workspace View”. While in the “Workspace
View” one is able to edit expenditures that requires editing or correcting, prior to DMBE approval and
dashboard refresh. The process is similar to the steps in the transaction screen.



