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1.  UPLOAD AND DOWNLOAD FOS FILES THROUGH THE PORTAL
(OCSE REF. # 4627)

1.1 Summary of Changes

We are changing the Federal Offset System (FOS) to allow states to upload and download non-
routine files using the State Services Portal (SSP).

1.2 Background

To help with the fraud offset investigation, states send encrypted e-mails with possible fraudulent
offsets to the federal Office of Child Support Enforcement (OCSE). This method offers
protection for Personally Identifiable Information (PII). Offering the upload and download
process for this data will ensure improved protection for all parties.

1.3 Description of Changes

This enhancement offers the ability to securely transfer files having PII, which includes tax
information, to and from OCSE via the SSP. The Federal Collection and Enforcement Portal
application will display new links for uploading and downloading files. Refer to Figure 1-1
through Figure 1-6 for step-by-step instructions to upload files, and Figure 1-7 through
Figure 1-11 to download files.
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1.3.1 UPLOADING FILES

1. Create the referral file for upload, Figure 1-1.

Release Specifications

Enter the tax offset trace numbers into a Microsoft Excel spreadsheet and save the file using
the extension .xls or .xlIsx. After saving the file, log into the SSP to prepare for upload.

Figure 1-1: Excel Spreadsheet Referral File
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2. Select the file for upload.

After you enter the SSP, select the Federal Collection and Enforcement application. Select
File Upload from the menu options on the left. On the File Upload page, enter the e-mail
address to which you want the system to send error and response notifications, and click

Browse, Figure 1-2.

Note: The upload option requires you to enter an e-mail address when uploading files to

OCSE.

Figure 1-2: File Upload Page
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3. Browse for the file to upload.
Navigate to the location of the file, highlight the file you want to upload, and click Open,

Figure 1-3.

Figure 1-3: Choose File to Upload Page

| Case Query
Address Query
Pre-0Offset Notice Query

_|Llocal Contact Address

U.S. Department of Health and Human Services

- FPLS State Services Portal

File Upload

* Indicates required field

File Selection

* File Type: Fraud = 8

™ File:

(Browse. ) [0picad)

Print | FAQ | Close

@ Choose File to Upload

&y Organize ~

Name

@U" J « 03_Project_Docs » 31_FOP_Upload_Download » filestoupload » archive

- E 4y ‘ | search

2 Views ~ B NewFolder

Date modified

Type

'-ﬂ] tracenumbers.xlsx

9/10/2013 9:39 ..,

Microsoft

[E| Documents

&% Recent Places
B Desktop

/™ Computer

% Recently Changed
E Pictures

m Music

!E? Searches

§. Public

Folders APl |

File name: tracenumbers xsx

I

v | AlFies () |

(e | [ Concel ]

Part 1: Upload and Download FOS Files Through the Portal (OCSE Ref. # 4627)

1-4

Updated: September 26, 2014



Federal Parent Locator Service Release Specifications
Federal Offset System (FOS) Version 1.2

4. Upload the file onto SSP.

The File Upload screen now shows the file you selected to upload. Click Upload,
Figure 1-4.

Figure 1-4: File Upload Page With File Selected
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When the upload completes, a message appears indicating the upload was successful and the
system will transfer the file for processing, Figure 1-5.
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Figure 1-5: File Upload Page With Confirmation of Successful Upload
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5. Error notifications.

If we encounter any problems processing your file, you will receive an e-mail the next day.
The e-mail will include error codes indicating the problems, Figure 1-6. We do not reject the
entire file, only the trace numbers with errors. If your uploaded file has no errors, you will
not receive an e-mail.

Note: The system will send upload processing error codes and download notifications to the

e-mail address entered on the File Upload page, Figure 1-2.

Figure 1-6: Error Notification E-Mail
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ERRORS
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Sent: Tue 6/24/2014 11:50 AM
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1.3.2 DOWNLOADING FILES

1. Receive an e-mail notification.

The person who entered an e-mail address in the upload process will receive an e-mail stating
Federal Collection & Enforcement file available for download, Figure 1-7.

Figure 1-7: Download E-Mail Notice
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2. Open the Federal Collection and Enforcement application. Select File Download from the

menu options on the left, Figure 1-8.

Figure 1-8: File Download Page
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3. Search for a file to download.
Select a date range to search for files, and click GO, Figure 1-9.

Note: The system retains responses for 60 days. We will send you a reminder e-mail at
45 days and every 5 days thereafter, until 60 days have expired. We can recreate files
upon request, if necessary.

Figure 1-9: File Download Search
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4. Select and open a file from the File Download L.ist.
Select the file you want to download, and click Download, Figure 1-10.

Figure 1-10: File Download List
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5. Click Open to view the document or Save to save a copy, Figure 1-11.
Figure 1-11: File Download Dialog Box
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1.4 Impact on States

You do not need to change your system to take advantage of this enhancement. Users who have
the full access role code, SB, will have the ability to perform uploads and downloads.

1.5 State Testing

Testing is not required for this enhancement.

1.6 Input Record Layout Changes
There are no input record layout changes.

1.7 Output Record Layout Changes
There are no output record layout changes.

1.8 End-User Support Contact Information

For questions about this change, contact Rebecca Hamil at 202-205-5612
or rebecca.hamil@acf.hhs.gov.
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A. SUMMARY OF CHANGES

Chart A-1 lists the changes to this document.

CHART A-1. SUMMARY OF CHANGES
Location Change

Sections 1.3.1 and 1.3.2 Added figures and included instructions on
how to upload and download files.
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