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WELCOME

Thank you for visiting GSA’s Fleet Management Systems (FMS) innovative mileage
reporting system, called File Transfer Protocol, otherwise known as FTP. This

manual will walk you step-by-step through the setup and delivery process of using the
FTP software that GSA will provide for you.
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Section 1: FTP - What is it?

FTP, or File Transfer Protocol, is an electronic method of transferring data
instantaneously from one database to another. You can set up a reusable template for
all of your GSA vehicles, using software that we’ll provide you, and then you can
send the vehicle mileages directly into our database with a click of your mouse.

Section 2: Who uses FTP and why?

Typically, customers with centralized reporting systems are our primary clients. This
type of reporting method is designed for those customers who have hundreds or even
thousands of vehicles. With such large amounts of data to record each month, FTP
allows our customers to simply update previous months’ templates with current
months-end mileage tallies, and then send the updated data as a large file directly into
our database.

However, FTP is not for everyone. If your fleet consists of less then one hundred
vehicles, then our other reporting methods such as Mileage Express and Dial-A-Mile
may be preferable for you and your department’s billing needs. Feel free to contact
us to discuss whether or not FTP is the best reporting tool for your current needs.

Section 3: How do | get FTP?

Once you have contacted us and have agreed to begin reporting mileages via FTP, we
will electronically send you the necessary software to get you up and running. GSA
will send you an executable zip file that will automatically self-extract itself and
install on your desktop. We will provide you with a standard filename that will be
used every month. This will indicate to us who the file is from, and allow us to
contact you in the event that adjustments need to be made.
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Section 4: How do | set up the software once | get it?

Initially, you will receive three files:

The first one consists of a compressed list of instructions on how to set up

FTP.

FI'PReadM.txt.txt

The second file is a Record Format page showing the necessary format that
your FTP file needs to be in so that our databases accept it.

N
Microsoft Word
Document

The third file will be a WinZip file that, when launched, will automatically
install itself onto your desktop. This WinZip executable will contain nine
files that will enable you to use FTP to transfer data into our databases.
Please contact us by calling (703) 308-1435 and we’ll be happy to send you
the file.

Section 5: How do | create my FTP template?

Initially, you can use either Microsoft Word, or Microsoft Excel to create a template
for all of the vehicles in your fleet for which you want to report mileage. This
template must follow a pre-determined set of guidelines in order for your file to be
transferred successfully. Although this may seem tedious at first, once you have the
template set up, all you will have to do each month is simply open the template,
update the month and the mileage for each vehicle and that’s it! From here, you will
save the file using the filename issued to you as a “.txt” document. We suggest that
when saving the file, you create a folder on your “C:\” drive so that you can readily
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access it when you go to transfer it. Below is a step-by-step guide to use in setting up
the template.
When you begin creating your initial FTP template, decide which method is going to
most advantageous for you and your fleet. If you feel that Excel is going to work best for
you, then please skip to page 14, if not, continue below:

Word, you must adhere to a particular format in order for your file to be successfully
processed by our systems. Each record in the file will begin with “32M.” When creating
this template, notice the “Col 2” located inside the circle at the bottom of your screen.
This is Word’s space counter feature that keeps track of line spacing for you. This is
critical in formatting this template correctly. Keep in mind that the character to the right
of the cursor directly corresponds to the column number. Because our cursor is placed in
between the 3 and the 2, the counter reads “Col 2,” indicating that the number 2 is in the
second space of the line. Spaces 1-3 are reserved for the “32M” record type.

i Document5 - Microsoft Word = il
JEiIe Edit View Insert Format Tools Table Window Help
JD@Q‘Q:‘,ﬂg‘a-“T 100% ~ 0 ’_’“Normal ~ Times New Roman v 24 .\ﬂggg‘_@*nﬂ »

K12 g a5 S

=|=[E] =[] e~ ’
| Draw~ & & | Autoshapes - \W);‘EH&'QN'EEE.EJ

[Page 1 Sect 11 |AU e BT o [ 4

Figure 1
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Using the space bar, space over 22 times, or until you see the “Col” number reach 26.
Here you will begin entering the next sequence of characters for the template. Vehicle
Class is the “G12” symbol that represents all GSA-leased vehicles. The 26 indicates the

space at which to begin inputting all vehicle class characters. This space is allocated for
spaces 26-28.

u_ﬂ Documents - Microsoft Word = ﬂ

JEiIe Edit Wiew Insert Format Tools Table Window Help

JD@Q‘§&|g‘n-|Wloo% ~ ’,’“Normal v TimesMew Roman w24 v‘B|§§§‘§3$§$QW 9

o4 S S

sla[2l4] . »
| Draw ~ Iy G‘Agtoshapesf(q DOJ|&N-EEEI@.|

Page 1 Serl 1@@@@ &)
Figure 2
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Now, after spacing one time, enter the vehicle tag number itself. As you can see, the
cursor is now positioned between the 6 and 7, indicating that the 7 is in the final space of
the sequence. The Vehicle tag is allocated spaces 30-34.

iill Document5 - Microsoft Word _|— _|5 ll
JEne Edit View Insert Format Tools Table Window Help
JDD’“H|§“«°‘E|”'|W100% - @ ’,’“Normal - Times Mew Roman - 24 v‘B‘%EE‘SﬁB’»‘C&ﬂW 3
o'}

t:ﬁ v

B

- o
_ K
—| [=] =]« e —— 4

| Draw - kO‘AutoShapesf(q[IO.‘.|&\ =E==2R g |
[Page 1 Sect [at 1" ni Col ¢ [ B o [

Figure 3
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Once you have entered the entire tag, space over two times. The cursor will now be in
the 37" position. From 37 to 42 is where you would indicate the vehicle mileage. This
sequence must always consist of 6 characters. Notice that we have entered a mileage of

504 miles, with the remaining spaces filled with zeros. This will be standard throughout
the template

@Doc.umentS—I\-Iic.rosoft Word o E’il
JEiIe Edit Wiew Insert Format Tools Table Window Help

JD@E‘@"&'|@‘nv|WIOO% ~ 0@ ’,’“Normal v Times Mew Roman v 24 v‘BHEEEE‘;B%&QW 3
K- o doroozo 3405 SIS

R3A\Y/ EXEETREERRPPETPETRRPR G123456700050|4ﬂ

<Ja[]=]4] .
| Craw- G‘Agtoshapes/\ I:IOJ‘EH&';"REEE.EJ

[Page 1 Sec 1 1 [atz” n1 col4z | [reC [ [ExT [ove | CA
Figure 4
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The space counter now indicates that we are 44 spaces into the line. We have added two
more characters for the region of the vehicle. This sequence will always consist of two
characters as well, ranging from region 01 — 10.

uﬂ Document - Microsoft Word ;Iilil

JEi\e Edit View Insert Format Tocls Table Window Help

JDB”H|§"~’/" g|n-||?100% ~ [ ’,’JNormaI ¥ Times Mew Roman > 24 v‘B‘EEE‘ﬁ%&ﬂW?
g e -

L5221V, EXIZRERRERETPRTTRPPP G12345670005040|7ﬂ

=[=[a] =]« P »
JD[aw- S G‘Agtoshapes/\ EIO‘|&'£');\E§SI9.|
[Page 1 Sec 1 b [ar In1 col44a [REC [ X7 v [ O

igure 5
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We have now moved two more spaces to the 46™ space. This represents the month in
which you are reporting for. This sequence is always two characters as well, and goes
from “01 — 12” with 01 representing January 02, February...etc.

il Document5 - Microsoft Word ;lilll

JEi\e Edit \iew Insert Format Tools Table Window Help

=2 EIEE:

v I

B2 @)~ q 100%
o

v [ ’,’JNormaI ¥ Times New Roman v 24 v‘BH%EE‘_{B%&ﬂW?
= s S -

r]

]

32M ...................... G1234567000504070|3ﬂ

=|afa] =[]
JD[aw- L G‘Agtoshapesﬁ()‘&'fﬁ (=4 ﬂ.|

[Page 1 Sec 1 T [atr nl Col46 ol i

Figure 6
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We have now added the last bits of data for the record, which simply consists of the year
in which you are reporting. In this case, it’s current at the year “02.” Our line counter
now indicates that sequence 37 — 48 makes up this section of the record.

il Documents5 - Microsoft Word ;IEILI

JEi\e Edit View Insert Format Tools Table Window Help

JDB’“H|§"& ﬁ|nv||?100% ~ 2 ’,’JNormaI ~ Times New Roman v 23 v‘B‘%EE‘_{B%RW =
7 . L —

SRR s s S %

c]

32M ...................... G123456700050407030l2ﬂ

- ]
; o]
_ <]
glm. =4 e — 4
JD[aw- Iy G‘Agtoshapes/‘DO4|M\&'E£ (= ] ﬂ.|

[Page 1 Sect 1 [t i Col 48 & X B Rl [ B

Figure 7
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This is an example of what several records would look like. Your entire file should
maintain this format. Once you have correctly established the first line of the record, it’s

easy to create the remainder of the document. Just simply follow the layout of this record
and you should be fine.

2 Document2 - Microsoft Word

_ = x|
JE\Ie Edit View Insert Format Tools Table Window Help
JDﬁﬂ‘éﬁ}ﬂg‘n-‘ﬂ 75% ~ 2 ’v’HNorma\ ~ Times Mew Roman - 23 v|B HH;EEE‘E‘Q%}GQA-“ >

[ - R S R I S I

5 A

[>

G12 34567 0003504070302
G62 56248 011005080302
G42 68452 005965040302

JD[an I3 G‘AgtoShapes- hS \DO“&-ivA-EEE.eJ
[Page 1 Sec 1 71 [stL7"  Ins colae |[Rec|[iek BT R [ T
Figure 8

Once you have successfully completed creating the file, you will need to save it. Be sure
and save it onto a directory that you are familiar with, so that you will quickly remember
where to find it next month. Also, be sure to save it as a “.txt” file, and not a “.doc” file,
or any type of “xlIs” or Excel file. Our databases will not accept these types of

documents. Next month, when you go to update your mileages again, all you will have to
do is change the month, and the actual mileages themselves, and you’re done! v

13
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Section 6: Can | use Excel to create my template?

Yes, you can easily use Microsoft Excel to create your template. As a matter of fact, we
will even provide you with a pre-formatted template, and all that will be required of you
is to simply fill in the data. Actually, this is the preferred method of many of our users.
To create your template in Excel, simply follow these guidelines:

1. Begin by opening the attached “Mileage Report Template (1)” that is on the CD

that was sent to you.

2. Your screen should look like this:

Microsoft Excel - Mileage Report Template(1).xIs u@]
@ Fle Edit Wew Insert Format Tools Data Window Help Adobe PDF - -8 X
DEEY SRV +R - @ = -2l 5 4w -3,
il -0 - B7US=S=E$%, S8 EE A,
i @i ¢ e .
HEE.
1277 - 23
A B C E F| G H | J K L il M o] P =
1 32M G11 | 01825 007450{01) 0304 =
2 |32M G11 | 01829 045132 01) 0304
3 32M 11 {01890 086358|01) 0304
4 |32M G11 | 01891 052429010304 -
5 132M 11 | 01892 059207|01) 0304
6 |32M 511 | 01896 080136|01|0304
7 32M G11 | 01898 059369|01) 0304
8 |32M G11 | 01899 063255010304
9 132M 511 {01900 056527|01) 0304
10 |32M 11 {01906 062958|01) 0304
11 32M 11 | 01908 055936|01) 0304
12 |32M G11 {01909 065285|01) 0304
13 |32M G11 (0191 068350{ 01|0304
14 |32M G11 | 01912 061808| 010304
15 |32M G11 | 01921 065512 01) 0304
16 |32M G11 {01930 050457|01) 0304
17 |32M 11 {01948 050630{01) 0304
18 |32M 11 | 03932 100331) 01/ 0304
19 |32M G11 {03933 056002|01) 0304
20 32M G11 03937 058173 01/ 0304
21 32M G11 | 03961 060781 01) 0304
22 |32M G11 | 03967 086275010304
23 |32M 511 | 03968 073956|01) 0304
24 |32M 11 [ 03993 037212010304
25 |32M 511 | 03998 097135010304
26 |32M G11 | 04002 056133 01| 0304
27 |32M G11 | 04005 046690{ 01) 0304
28 |32M G11 | 04012 055015|01) 0304
29 |32M G11 | 04013 136554 01/ 0304
30 32M 511 | 04015 031079010304 -
4 4 » ] Mileage / |« | N

Ready

NUM

Figure 9
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. You will notice that each line of the template begins with “32M”. This is to
remain constant throughout the entire template as this is how GSA recognizes
your file as a mileage file. Be sure that each and every line begins with “32M”.

The next aspect of your template will consist of your Class; this is the “G” section
of any GSA vehicle. For example, G10, G11, G12 etc. This can easily be
updated using the “Ctrl F feature of Excel.

Once you have completed this, you will then update the next section which
consists of your actual tag number. This field will always consist of 5 alpha /
numeric digits, and again is easily updated by using the Ctrl F keystroke
combination to open the Find and Replace feature of Excel.

. The next column, column E, will consist of the actual mileage that you will be
reporting for that particular tag. This is always an alpha field consisting of 6
characters and must always have leading zeros. For example, 012345, 001234,
000123, 000012 etc.

Column F is the region code. This is a 2 character field, and is always 01 — 10. If
all your vehicles are located in California for example, then your region code is
09. However, if you have vehicles located in various regions throughout the US,
then you will need to indicate this for each tag. If your unsure of a vehicles
region code, then please feel free to give us a call and we can quickly and easily
tell you.

. And finally, column G is the month and year field. This field is also updated,
however you will only need to update the month as appropriate. For example, If
today’s date were 02/15/2004, and you were going to FTP your file today, then
you would need to ensure that this field reflected the current month and year,
therefore it would look like this “0204”, or “0304”, “0404”, etc. Obviously, you
would only need to change the “04” section of this field once a year to reflect the
year. Be sure and delete any “extra” lines that may be pre-existing at the end of
the template, as this will cause our servers to count these lines as records during
processing, thus giving us false data.

Next, once you have completed creating and updating your Excel file, you need to
save it, however you will need to do so in a specific way. You are assigned a
specific file name for your FTP file. This is how GSA recognizes you and
therefore knows who to contact when necessary. Your file name will always
consist of 4 alpha and 3 numeric characters, to look like this: RRCC494. One
thing to note, you cannot change your file name, and your file name must always
end in 494,

15
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10. Once you are finished, click on “File” in the upper left hand corner, then “Save

AS,’

Microsoft Excel - Mileage Report Template(1).xls

MEX

File | Edit Wiew Insert Format Tools Data Window Help Adobe FOF - - B X
OO new.. cold @ = - A 2 4B 0% - [3)
W& e GO g oo, W EE - DA

Close
d 2 -

J Save Cirl+5

™

Save As...
|14 SaveasWebPage... Fl G H I K L M N 0 =) —i
1 Remove Hidden Data... 01] 0304 =
2 Save Workspace. .. 01] 0304
3 01]0304
4" Search. 01]0304 —
5 ‘Web Page Preview 01]0304
6 01)0304
7|  PaseSep.. 01]0304
a8 Print Area » | 01]0304
190 E_ Print Preview g} g;gj
11|& brint... cei+ [01]0304
12 Send To y 101]0304
13 ) 01)0304
14|  Proeertes 01]0304
15 1Mileage Report Template(1).xls 01[0304
16 2 Apr Stats for FTP - 2004.xls 01)0304
17 01]0304
13 3 \temp'notes73A3D0\REGT_FY04 FRAUD.XLS 010304
19 4 \temp\notes 734300 wisacheck. xls 01[0304
20 ) 01(0304
o1 5 WISA\visacheck. xls 0110302
22 6 \WISA\visacheck2. txt 01| 0304
23 7 WISA\visacheck, txt 01]0304
24 ) 01]0304
25 8 ...\Transactions from FMS for the month of Feb 20... 0110304
26 9 ... \Transactions from FMS for the month of Jan 20... 01| 0304
27 Exit 01(0304
28 e o | 01] 0304
29 |32M G11 | 04013 136554 01| 0304
30 32M G11 | 04015 031079 01) 0304 -
4 4 » w] Mileage,/ [«] | Oin

Draw~ [3  AutoShapes~ . s [] O 4[ B

Ready

NUM

Figure 10
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From here, select a destination in which you can easily find your template each month.

b
File Edit WView Insert Format Tools Data  Window Help  Adobe PDF - - 8 X
NEHYH SRY s ba- @ =i g -3,

Arial -0 - BIUESEE=EBE $ %, W< _'&'év,

i T ¥ 5 g2 .

T

1277 - 5
A B C |D E F| G H | J K L M N 0 P =

1 32M 11 | 01825 007450{01) 0304 Il
2 |32M G11 | 01529 045132010304

3 132M

4 30 i S -
5 132M Save in: |d FTP = & B ~ Toals »

[_:'; ggm @' Desktop

v My Computer

8 32M w8 j..ﬂ ;

9 32M History &= FTP

10 |32M <z DVD/CD-RW Drive (Dt)

11 32M o 2 vol2 on 'frohis-fs02.ent.ds....

12 |32M 2 ChristopherAlward on 'frohis. .

13 [32M My Documents # files on 'froh1s-fs01.ent.ds.g. .

14 [32M 2 vol2 on 'froh1s-fsD2.ent.ds....

15 [32M1 P &) My Network Places

16 [32M 5 My Documents

17 [32M Desktop g o

18 [32M cons

I3 Mew Folder

;_g ggm = '.-EE_ Locations

21 39M Favorites _,,,“—,] AddModify FTP Locations

22 |32M =]

23 32M :Ii File name: Mileage Report Template(1). xls -

24 [32M My Network | i plate(t J =

25 132M Places Save as type: |Microsof‘tExceI Warkbook (*.xls) j Cancel

26 |32M G171 (04002 UETI3[ U] U304

27 |32M 511 | 04005 046690{01) 0304

28 |32M G11 | 04012 055015(01) 0304

29 |32M G11 {04013 136554 01| 0304

30 [32M G11 | 04015 031079 01) 0304 -
M 4+ w\Mileage,/ |«] [ Eilm

Draw~ [3 | AutoShapes~ . ™ [] O 4[ o :

Ready

NUM

Figure 11
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Once you’ve designated a place to save your monthly mileage files, you will then need to
be sure to correctly name the file, in our case it’s RRCC494. Then in the “Save as type:”
drop down menu, you must be sure and save it as a “.prn” file, and not as a_“xlIs” file.

This is absolutely critical, or the Excel template will not be accepted by our databases.
Click on the dropdown menu, and scroll down to find this file extension:

Formatted text (Space delimited) (*.prn), then click “Save”.

File Edit Wiew Insert Format Tools Data  Window Help Adobe PDF > -8 X
Dedn SRY BRI @ =Z-2l i [P -3,
Arial -0 - B FUIS=E=F & 9% , 40 EIE M. A
(3 T W iidini
) Save in: |J FTP j ] B ~ Tools =
1277 - fr |Z) Europe Files

A B | ¢ |0 4 () WS_FTPLE P =
1 |32M G11 | 01825 Histary @AprStaisforFl‘P—ZDMxls f—|
2 [32m G11 01829 4 ATTACHMENT  xls
3 3 G11 101890 A ) Aug Stats for FTP - 2003.xs
4 390 1 019 ) Dec Stats for FTP - 20030 | |
5 [32M G11 [01892] | MyDocuments #]Feb Stats for FTP - 2004.xis
B [32M G11 (01896 @FI‘PContactListIDGD-ﬂixls
7 [32M G11 | 01898 P 4] 2an Stats for FTP - 2004.xds
8 [32Mm 311 | 01899 @JulyStatsforFl‘P-ZDDlxls
9 [32M G11 | 01900 Desktop 3] Mar Stats for FTP - 2004.x
10 132M G11 | 01906 @MileageReportTempIate[l).xIs
11 [32M G11 | 01908 #Nov Stats for FTP - 2003.xs

#*

12 |32M G111 01909 @OCtStﬁEfDFFFP-ZDUlﬂS
13 [32M G11 01911 Favorites 138 sep Stats for FTP - 2003.1d5
14 |32M G11 | 01912 ga
15 |32M G11 | 01921 e File name: Mileage Report Template(1).xls - 5
16 [32M G11 [01930] ||| My Network | = [ e |
17 |32M G11 | 01948 Places Save as type: |Microsof‘tExceI Workbook (*,xls) - Cancel |
18 |32M G11 | 03932 TOU33 1] U 1] a0 DBF3E§BASEII§)([*.E|C'IJ%1°)
19 [32M G11 [03933] [056002]01]0304 DEE 2 (dBAsEID Ldbf) .
20 320 G11 [03937] | 058173] 01030 rextoanoacog T —
21 32M G11 [ 03961 060781|01[0304 Text (M5-DOS) (= txt) o
22 [32M G11 [03967] [oss275]01]0304 C5V (Madintosh) (*.csv) &
23 132M G11 | 03968 073956| 01| 0304
24 132M G11 03993 037212| 01| 0304
25 132M G11 | 03998 097135| 01| 0304
26 1 32M G11 | 04002 056133 01| 0304
27 1 32M 11 | 04005 046690| 01| 0304
28 32M G11 [ 04012 055015|01] 0304
29 [32M G11 | 04013 136554) 01 0304
30 |32M G11 | 04015 031079| 01| 0304 -
M 4+ W\ Mileage,/ |«] [ Dl
Draw~ 3 Autoshapes~ . o [ O E] 4| £ S.-Sd-A-=S=2Bg.
Ready NUM

Figure 12
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You may receive a pop up window with the message that “Your file may contain features
that are not compatible with formatted text, Space delimited”, simply disregard this
message and click yes.

File Edit Wiew Insert Format Tools Data  Window Help Adobe PDF > -8 X
Dedy SRV tA- R =-2 4 g -3,
Arial -0 - BZIUEEEE $ %, W% B S A
3 T 4 5 g .
NEY.
- 3

A B C |D E F| G H | J K L M N 0 P =
1 [32M G11 | 01825 007450{01) 0304 =
2 32M G11 01829 04513201/ 0304
3 132M G11 {01890 086358|01) 0304
4 |32M G11 {01891 052429 01) 0304 —
5 132M 11 {01892 059207|01) 0304
6 |32M 511 {01896 080136|01) 0304
7 132M 11 | 01898 059369|01) 0304
3 [32M e+ Tnannn e loalnnns
9 |32M [
10 |32M [
11 [32M ( Mileage Report Template(5). prn may contain features that are not compatible with Formatted Text (Space
12 1390 ( . delimited). Do you want to keep the workbook in this format?
13 |32M l \14) «To keep this format, which leaves out any incompatible features, dick Yes.
14 [32M [ «To preserve the features, dick No, Then save a copy in the latest Excel format,

« To see what might be lost, dick Help.

15 |32M [
16 |32M ( Yes No Help
17 |32M [
18 |32M 511 | 03932 100331) 01/ 0304
19 |32M 11 {03933 056002| 010304
20 |32M G11 | 03937 058173010304
21 |32M G11 | 03961 060781 01)0304
22 132M G11 | 03967 086275| 01| 0304
23 |32M G11 | 03968 073956|01) 0304
24 |32M G11 [ 03993 037212 01) 0304
25 |32M 11 {03998 097135010304
26 |32M 11 | 04002 056133010304
27 |32M 11 | 04005 046690{01) 0304
28 |32M G11 | 04012 055015(01) 0304
29 132M G11 [ 04013 136554 01| 0304
30 [32M G11 | 04015 031079 01) 0304 -
4 4 » v} Mileage Report Template(5) / | 4] | BEim

Draw~ |3  AutoShapes~ . s [] O 4[ i

Ready

NUM

Figure 13
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At this point you can close Excel, and you will need to find the file in the directory you
saved it in. Once you have located the file, without opening it, click on it once to
highlight its name:

I C:\FTP U@]’ﬂ

© File Edit View Favorites Tools Help

eBack @ J lﬁ }_\J Search - Folders v

! Address |@ CiFTP [v] e
RN sagp| e x| WICTOSOTE EXCE| Wi OTKENEeT [ -
~ —=l| 22KEB —=l| 20KE Ol 35kB
File and Folder Tasks S
e Iy sercass 1 sGss494 1N swTTa94
) Rename this fie File File File
- FEE] FEE | FHH
[y Move this file =2 | ske == | e3kB 15KB
Copy this file
D D? _ _ SML494 _ TEST494 _ USAF434
@ Publish this file to the Web E“:E File F"F
() E-mail this file BKE 168 K8
K Delete this file DN uspsana WA \HATSNEW.TYT )
File == | TextDocument WS_FTP.EXE
=== | 4KB = 7KB
Other Places & .
WS_FTP.GID . WS_FTP.HLP 1 WS_FTRUINI
g Local Disk (C:) 223l | GID File 9) Help File = Configuration Settings
9 KB 96 KB 1KB
5} My Documents ; - ;
i My Computer W WS FTR.LOG () 3T ws_rreLe.Exe B
: ’ == | TextDowment PacdkageForTheWWeb Stub "5 WSFTP16.0LL
‘3 RHlctERbace = 30 KB InstallShield Software Corpora... h
g = 1y WwsRC4e4 ALD494 T
Details & File File File
64KB 2B 223 moke
RRCC494.prn
PRN File Apr Stats for FTP - 2004.xs Iy piET494
Date Modified: Today, April 25, Europe Files r_v1|-:|'c-sc-f't Excel Worksheet 121 Iflle —
2004, 1:23PM KB K8
Size: 13.0KB

DLA4S4
File

— 93 KB
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Figure 14
Once you have highlighted the title of your file, right click on the screen and select

“Rename” from the drop down menu, then replace the .prn extension name with a .txt file
extension and hit enter. Your file is now ready to be FTP’d to our servers.
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Section 7: How do | transfer the file to your database?

This is the first logon screen when you launch the FTP software. The information
already populated in the fields will always be the same, and should not be altered without
first consulting GSA. All you will have to do is click on “OK.”
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Figure 15

Once you have connected to our servers, the initial logon screen will disappear and you
will see a large window with two distinct sides to it:

The left side of the window represents the files and documents on your desktop; the right
side of the window represents the files and documents in our databases. Therefore, on
the left side of the window, locate the directory in which you saved your FTP file, and
then once that is loaded, locate the file itself that you saved with the provided file name.
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Be sure that the file does not have an extension on it like our example below, called
“FTPFILE.exe.” Our database will not accept this. Therefore, you will need to click
once on the file to highlight it, then click on “Rename” from the list on the side, and
simply remove the “.exe” extension. Now, be sure and click the “ASCII” radio button
underneath the windows.
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Figure 16

Once you have done this, notice the two arrows in between the windows. One points to
the left, and the other to the right, indicating in which direction the file will travel. In our
case, you will click once on the arrow pointing towards the right. The file will begin the
transfer process, and you will be able to view its progress through a percentage bar that
will pop up displaying the amount of data that is currently being sent. However, it’s
quick so you won’t see it for very long. Once this closes, you will see a message at the
bottom of the window indicating that the transfer succeeded and is complete. Now
you’re done!

22



FTP Quick Reference Guide

Section 8: How do | know if the file has been transferred successfully?

Although you have transferred the file, and you received the “File Transferred
Successfully” message, sometimes the file may not be correctly formatted. Therefore it’s
a good idea to phone or email us to let us know that you have sent the file so that we can
go in and ensure that the file has arrived and that it is correctly formatted.

Section 9: Who can | contact for questions or troubleshooting issues?

If you are ever experiencing trouble with the FTP software, or simply have a question
regarding this service, please give us a call at 703-605-2933. This is our GSA Technical
Assistance Line. Our representatives will be happy to assist you with your FTP needs.

Our current hours of operation are Monday through Friday, 7:00 AM — 4:30 PM Eastern
Standard Time. If for some reason no one is available at the time of your call, please
leave a message and one of our associates will return your call as soon as possible.

Section 10: Frequently Asked Questions (FAQs)

We have a general list of FAQs that may provide answers to some typical concerns you
may have.

1. Q: What if I send the file and the FTP software gives me an error message?

A: If this occurs, it could be the result of several things. First, be sure and check
that the ASCII button is checked. Also, make sure that there is not a file
extension attached to the name of the file itself. If so, highlight the file by
clicking on it once, choose “Rename” from the side menu next to the window, and
simply remove the “.txt,” “xls,” etc. extension so that only the name of the file
itself remains. For example ABCDA494, this is the standard format that FTP is

designed to accept.

2. Q: What if I accidentally send the file twice by mistake?
A If this occurs, don’t worry; the second file will automatically override the first
one. As long as no changes were made to the file, then you have nothing to worry

about. However, it’s not a bad idea to contact us just to ensure that everything is
still intact.
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. Q: Our current network has firewalls setup that prevents us from receiving
files with “ .exe” extensions. What should I do?

A: If this is the case, then you will need to contact us and we can send you the
file under a different name. However, sometimes even this fails; in that case, we
would send you a diskette via overnight mail with the software on it so that all
you would have to do is load it onto your desktop.

Q: Whatif I send the file and it’s not in the correct format?

A: This is a common occurrence when sending the file for the first time. A GSA
representative is responsible for going into the database and manually inspecting
each file to ensure formatting accuracy. If the file is not correctly formatted, then
you will be contacted and asked to make the necessary corrections in order for our
systems to accept the file. These are usually minor errors and can quickly be
corrected. Once corrected, the file is typically good to go for future submissions.

Q: What if I have vehicles that have no change in mileage from last month?

A: When this happens, you can either leave the vehicles out of the file altogether,
or go ahead and simply keep the data in the mileage field at the same mileage that
was reported last month. This way our systems will not estimate any mileages
and therefore you will not be billed for that vehicle. However, you will need to
update the month and year for every vehicle on the list; otherwise, the database
will kick that record out and mileages will be estimated for that vehicle.

Q: When is the last day and time my FTP file can be uploaded to G.S.A

A: Your ftp file needs to be uploaded by 3:30pm (EDST) The last working
weekday of the reporting month *.

* Please try to send ftp file before the last working day of the month. This will

allow any corrections to be made if needed and allow the file to be processed on
time.
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