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What i1Is PROMIS

PEPFAR

PEPFAR Records Organizations Management Information
System (PROMIS) is used by the United States Government
to store PEPFAR Expenditure Analysis Data.

Data are entered into PROMIS by users who upload a
populated Excel template into the web-based system.



2 What you will need to use PROMIS

PEPFA

Mozilla Firefox- to access the PROMIS website using v3.5 or
higher:

https://pepfarpromis.net/promisea

Microsoft Excel 2007 or newer
Failure to use this version results in a failed upload

Permission to read, edit, submit


https://pepfarpromis.net/promisea
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How to register

Note: If you already have a PROMIS account, you do not need to re-register, but you WILL need
to re-request access to mechanisms.

The first step to accessing PROMIS is to create a user account by registering a username and
password. Start by going to the web address https://pepfarpromis.net/promisea

After doing so, click on the “Register” link circled below.

PROMIS

Home

Please enter your username and pass@gistmdon‘t have an account.
—Account Information - >~ 4

User name

Password

[JrRemember me?

.Log Cn

Forgot Username or Password?

WARNMIMNG: This is a United States Government computer system for use by authorized users only. Use by unauthorized persons or for personal business is prohibited and

constitutes aviolation of 18 USC 1030 and other federal laws. Unauthorized access or use of this computer system may subject violatars to criminal, civil and/or administrative

actions. Individuals using this computer system or any connected system, without autherity, orin excess of their autherity, are subject to having all of their activities monitored

and recorded by system personnel. In the course of system maintenance, the activities of authorized users may also be monitored. Furthermore, law enforcement officials may

be authorized to access and collect evidence from this computer system. Anyone using this computer system expressly consents to such monitoring and is advised that if

such monitoring reveals possible evidence of criminal activity, system personnel may provide the evidence of such monitoring to law enforcement officials. There is no right to 6
privacy on this system.

Please report suspected violations or security problems to your Information Systems Security Officer.


https://pepfarpromis.net/promisea

W How to register
PEPFAR

Now enter your name, email address, password, a username, and click the
“Register” button.

) PROMIS

Home

Create a New Account

Use the farm below to create a new account.
Passwords are required to be 3 minimum of 6 characters in length.

— Account Information (Fields with * required)

First name *
Lastname *
Uzername *
Email address *
Password *

Confirm password *

| Register



7w  How to register
PEPFAR

You should immediately receive an email notification stating that you have
successfully registered.

From: no-reply @pepfarpromis. net
To: #| Green, Dylan (CDC/CGH/DGHA)
£
Subject: Account Creation

Dear User,

Welcorme to PROMIS. Your new PROMIS user account is registered:

Username: dgreen

Ermail : isql@cdc.gowv
Best regards,

PROMIS Motification Services

We kindly ask that you PLEASE DO NOT respond to this email.




= P
GER
:
1%,
7 47
:

PEPFAR

« What is PROMIS?

 Registering

 Accessing Guidance Documents
 Requesting Access
 Uploading and Submitting
 Help Desk



Accessing Guidance Documents
PEPFAR

PROMIS also houses guidance documents. To access these from
the home page, click on the “Guidance Documents” link at the top
right hand corner.

@idance Docume@lp Desk |About WEGEE]
PROMIS Welcome Dylan Green !

Home  Expenditure Reporting Request Mechanism Access

Welcome to the PROMIS Expenditure Analysis (EA) application!

Please click on the labeled controls above to navigate this site:

HOME: Returns to this page
EXPENDITURE REPORTING: Shows Mechanisms available for expenditure data entry & review

REQUEST NEW ACCESS RIGHT 5: Provides for requesting access to specific organizations & Countries within PROMIS EA, and for requesting access to specific

Mechanism [latter only available to users approved for access to specific organizations & Countries]

GUIDANCE DOCUMERNTS: Provides for download of Country-specific blank Expenditure templates and guidance documents [only available to users with approved access

for the respective Country]
HELP DESK: Allows submission of a Help Ticketto ask a question or resolve an issue regarding expenditure reporting or site problems

ABOUT: Provides legal, privacy & other information about this site

LOG OFF: Closes the currentweb session

10
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W Accessing Guidance Documents
PEPFAR

You will be brought to a page which contains all of the guidance
documents available. The results can be filtered by country or Fiscal
Year. Click on the links to download the files.

Guidance Documents |Help Desk |About  EEGGERII]

Welcome mogzilla firefox !

Home Expenditure Reporting  Submissions Request Mechanism Access  Administration

Help and Guidance
Guidance Documents

Fiscal Year:

2014 v
Country:

Tanzania ¥

As Of

Thu Jul 31 2014 20:55:48 GMT-04_.
Thu Jul 31 2014 21:00:05 GMT-04_.
Thu Jul 31 2014 21:00:12 GMT-04_

00194 2014 Expenditure Analysis Template Master v10.xlsx

2014 EA PROMIS User Guide 073114 pptx

DRAFT EA Guidance 073114 pdf

11



o Ji5

LR
PEPFAR

« What is PROMIS?

 Registering

 Accessing Guidance Documents
 Requesting Access
 Uploading and Submitting
 Help Desk

12



@& Gaining access to your Mechanisms
PEPFAR

Once you have successfully logged in with a username and
password, you will need to gain access to the mechanisms in the
countries which you will be responsible for. Click the “Request
Mechanism Access” button circled below.

Until you have requested access to a mechanism and been
approved, you will not have access to any mechanisms in PROMIS.

Guidance Documents | Help Desk | About [RSRROL
e PROMIS Welcome Dylan Green !
‘;'\'_ /

e Expenditure Reportin, Request Mechanism Access

Welcome to the PROMIS Expenditure Analysis (EA) application!

Please click on the labeled controls above to navigate this site:

HOME: Returns to this page
EXPENDITURE REPORTING: Shows Mechanisms available for expenditure data entry & review

REQUEST NEW ACCESS RIGHTS: Provides for requesting access to specific organizations & Countries within PROMIS EA, and for requesting access to specific
lMechanism [latter only available to users approved for access to specific organizations & Countries]

GUIDANCE DOCUMENTS: Provides for download of Country-specific blank Expenditure templates and guidance documents [only available to users with approved access
for the respective Country]

HELP DESK: Allows submission of a Help Ticket to ask a question or resolve an issue regarding expenditure reporting or site problems
ABOUT: Provides legal, privacy & other information about this site

LOG OFF: Closes the current web session

13



PEPFfR Gaining access to your Mechanisms

Guidance Documents | Help Desk | About
YOU WI” nOW See a page PROMIS Welcome Dylan Green !

with every Mechanism from
every country listed in the

to p pane MECHANISM SEARCH LIST
.
Q:‘-‘ anou M| Select an Agency ¥ | Select an Organization St )

Home Expenditure Reporting Request Mechanism Access

TO navi g ate eﬁl cle ntly to ou AGENCY ORGANIZATION MECHANISM F
. . Botswana State / AF Regional Procurement Support Office/Frankfurt  RPSO laboratory construction projects(3=<-7320) |
th e m e C h an IS m (S) Wh I C h Botswana USAID FHI 360 Botswana Civil Society Strengthening Programi5<-7324) E
Botswana HHS/CDC Mational Alliance of State and Territorial AIDS... Capacity Building Assistance for Global HV/AIDS Program Development th... f_j
yo u re q u i re aCCeSS to Botzwana HHS/CDC American Society for Microbiolegy Capacity building assistance for global HV/AIDS microbiclogical labs(7<-59... 9
) Botzwana HHS/CDC Azzociation of Public Health Laboratoriez Partnership to assist PEPFAR build guality laboratory capacity(8<-83920) ;_!
- | - h - Botswana HHS/CDC John Snow, Inc. CDC Botswana Injection Safety Project(9<-2923) [
Utl I Z e t e O U (O p e ratl n g Botzwana HHS/CDC Baylor College of Medicine Pediatric H\M/AIDS Care and Outreach(10=-85924} il
. Botswana HHS/CDC Botswana Harvard AIDS Institute Support of training of HIV health care providers in Botswana(11<-5925) E'I
u n It) y Ag e n Cy’ an d Botswana HHS/CDC Pathfinder International Peer Mothers(12<-10303) I}
. . Botswana HHS/CDC Population Services International Behavior Change Information and Communication for Safe Male Circumeisi...  [7]
O rg an I Z atl O n d ro pd OWn Botswana HHS/COC University of Pennsylvania Technical assistance for training health care providers - University Pennsy... [T]
Botswana HHS/HRSA American International Health Alliance Twinni...  International AIDS Education & Training Centers TA - Twinning(15«-10315) 1
m e n u S to n ar rOW th e Botswana HHS/ICDC American Society of Clinical Pathology PEPFAR lab training project{16<-10485} E!
Botzwana HHS/CDC MULLAN & ASSOCIATES Building Human Resource Capacity to support Prevention, Care and Treatm... |_|
reS u ItS Botswana HHS/CDC University Research Corporation, LLC Building Human Resources Capacity to support Prevention, Care and Treat... lj i
.

Add checked fiems |

MECHANISM ACCESS REQUEST LIST

Note: All permissions will
b e res et e aCh ye ar YOU Wl” ou AGENCY ORGANIZATION MECHANISH READ eor  susMm | aperove D] | aowm [ | sTATUS [
See your previous requests

in the request list, but will

need to re-request them. 14



PEPFAR

¥  Gaining access to your Mechanisms

Once you have identified
the mechanisms you wish
to request access to, check
each of the boxes to the
right of the mechanism
name, which are circled in
the screenshot to the right.

Note that clicking the
upmost box will select all
mechanisms in the view.

Home

PROMIS

Expenditure Reporting  Request Mechanism Access

Guidance Documents |Help Desk |About REESS

Welcome Dylan Green!

MECHANISM SEARCH LIST

Tanzania i HHSICDC

ou AGENCY
HHSICDC
HHSICDC

ORGANIZATION

¥ | Columbia University Mailman School | ¥

Columbia University Mailman School of Public...

Columbia University Maiman School of Public...

MECHANISM

Columbia(354<-12248)
C-CE(982+-14538)

Click the button “Add
Checked Items” when you
are finished selecting
mechanisms.

MECHAMNISM ACCESS REQUEST LIST

ou AGENCY ORGANIZATION

MECHANISM

READ

EDIT

suBMT | aperove [0

aow £

Res:

STATUS

15

) | Add checked ftems |

et to default
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%W Gaining access to your Mechanisms
PEPFAR

. . PROMIS Guidance Documents | Help Desk IAbout.
The mechanisms which
you have selected will
appear in the lower pane
circled to the right. MECHANS SeARCHLsT

Tanzania ¥ HHS/CDC ¥ | Columbia University Mailman School | ¥

Here you are able to select o ceomscsron 5
which specific permissions e e s e e ¥
you would like to request:

Read, Edit, Submit,

Approve, or Admin.

Home Expenditure Reporting Reguest Mechanism Access

Note that permissions can
vary by mechanism, and
that each approval/denial is —

independent of all other e
mechanisms.

| Add checked tems

ORGANIZATION MECHANISH READ EDT | SUBMIT | apppove D] | apwmn ]

Tanzania HHS/CDC Columbia University ...  Columbia(954=-12245) ) =] I}

Tanzania  HHS/CDC Columbia University ... C-CE(982<-14538) ™ i) ™ I} [ Not Requested [7]

= [} Not Requested []

The default setting for a
request is read, edit, & 16
submit.



How Permissions Work in PROMIS

PEPFAR

Permissions are assigned down to the country, agency,
and mechanism level.

All users begin with No permissions.

Permissions are granted by an assigned administrator
who will confirm your affiliation with a mechanism.

17



> How Permissions Work in PROMIS
PEPFAR

What you can do

None (you have only registered) Submit help desk tickets

Read View any data entered for the given mechanism
All users should request at least “Read”
permissions.

Edit Upload or remove a populated excel template for

the given mechanism

Submit Submit an uploaded excel template for official
review and approval by the US Government

Approve Approve or reject a submitted excel template.
Note that Approved submissions can not be
altered by anyone with less than Approve
privileges

Administrative Approve or reject access requests to a given
mechanism

18



Recommended Permissions by Role

PE.‘PFAR
T
Implementing Partner Read, Edit, Submit
USG Activity Manager, Read, Edit, Submit, Approve
AOR/COR

USG PROMIS Administrator Read, Edit, Submit, Approve, Administrative

19



PEPFAR

’ Gaining access to your Mechanisms

After selecting the specific
permissions for each
mechanism you require
access to, click the
“Request Access” button to
make the request(s).

If you do not click “Request
Access”, the request will
not be submitted and you
will not be granted access.

MECHANISM SEARCH LIST

Tanzania ¥ | HHSICDC

ou AGENCY ORGANEZATION

Tanzania HHS/CDC Columbia University Mailma
HHS/CDC Columbia University Mailman

MECHANISM ACCESS REQUEST LIST

ou AGENCY DRGANEZATION MECHANISHM
Tanzania  HHS/CDC Columbia University .. Columbia(954=-12248)
Tanzania HHSI/CDC Columbia University C-CE(982<-14538)

¥ Columbia University Mailman School | ¥

MECHANISM

n School of Public... Columbia(854=-12246)

School of Public C-CE(982=-14538)

REALD EDIT SUBMT
& il &
El 7] @

Add checked ems |

Reset to default

approve O apum[E] | sTATUS

Mot Requested [7]

Mot Requested [T




PEPFAR

¥  Gaining access to your Mechanisms

A popup menu will appear
requiring you to state that
you are affiliated with the
mechanism you are
requesting access to. Click
“OK” to proceed.

By clicking ok, you agree that yo

u are authorized by the USG implementing agency to have access to the information for the mechanismi(s) requested.




Gaining access to your Mechanisms

MECHAMNISM SEARCH LIST

After requesting access, = . .

the status of each ST T R
mechanism will appear as S Crimtn ey et Sehedof ke CEGIAD
“Pending” in the lower pane

until an administrator has

approved or denied your

request.

If your Status is in a
Pending State for |Onger MECHANISM ACCESS REQUEST LIST
than 2 days, please contact

Add checked tems |

. ou AGENCY ORGANZATION MECHANISM READ EDT | SUBMIT | approve
yo u r I A p rOVI d e r. Tanzania HHS/CDC Columbia University ...  Columbia(954<-12246) & 7| ] ]
Tanzania  HHSICDC Columbia University ...  C-CE(982<-14538) & & ] El

| Remowe Checked ftems | | Request Access |



#  Gaining access to your Mechanisms
PEPFAR

After an administrator has approved or rejected your request, you will receive an
email notification below noting the country, mechanism, and your
approval/denial.

M no-reply @pepfarpromis.net Sent: Tue 7/29/2014 10:45 AM
O Green, Dylan (CDC/CGH/DGHA)

Agreement Access Request Decision

Dear User,
The assigned PROMIS administrator reviewed your access request; your request status is as follows:

Username: dgreen

Country: Tanzania

Organization: Columbia University Mailman School of Public Health
Agreement: Columbia(954<-12248)

Status: APPROVED

Best regards,

PROMIS Motification Services

We kindly ask that you PLEASE DO NOT respond to this email.

23
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PEPFAR

Gaining access to your Mechanisms

When you revisit the
“Request Mechanism
Access” page, you will find
that the status will have
changed from Pending to
either Approved or Denied.

Should you need access to
additional mechanisms,
you may add them in the
pane above and repeat the
steps in slides 17-21.

Home  Expenditure Reporting

PROMIS

Request Mechanism Access

Guidance Documents |Help Desk | About QRGEE;

Welcome Dylan Green !

MECHANISM SEARCH LIST

ou

Botswana
Botswana
Botswana
Botswana
Botswana
Botswana
Botswana
Botzwana
Botswana
Botswana
Botswana
Botswana
Botswana
Botswana

Botswana

- 0l |

AGENCY
State / AF
USAID
HHS/CDC
HHS/CDC
HHS/CDC
HHS/CDC
HHS/ICDC
HHS/CDC
HHS/CDC
HHS/CDC
HHS/CDC
HHS/HRSA
HHS/CDC
HHSICDC
HHS/CDC

ORGANIZATION

Regional Procurement Support Office/Frankfurt
FHI 380

National Aliance of State and Territorial AIDS...
American Society for Microbiology
Association of Public Health Laboratories
John Snow, Inc.

Baylor College of Medicine

Botswana Harvard AIDS Institute

Pathfinder International

Population Services International

University of Pennsylvania

American International Health Aliance Twinni...
American Society of Clinical Pathology
MULLAN & ASSOCIATES

University Research Corporation, LLC

MECHANISM

RPSO laboratory construction projects(3=-7320)
Botswana Civil Society Strengthening Program(5<-7324}

Capacity Building Assiztance for Global HM/AIDS Program Development th...

Capacity building assistance for global HNMAAIDS microbiclogical labs(7=-89...

Partnership to assist PEPFAR build quality laboratory capacity(8<-9920)
CDC Botswana Injection Safety Project(3<-9923)

Pediatric HNV/AIDS Care and Outreach{10<-9924)

Support of training of H\ health care providers in Botswana(11=-3925)
Peer Mothers(12=-10303)

Behavior Change Information and Communication for Safe Male Circumcizi....

Technical assistance for training health care providers - University Pennsy...

International AIDS Education & Training Centers TA - Twinning(15<-103158)

PEPFAR lab training project(16<=-10485)

Builkding Human Resource Capacity to support Prevention, Care and Treatm...

Building Human Resources Capacity to support Prevention, Care and Treat.

Add checked ftems |

MECHAMNISM ACCESS REQUEST LIST

Beset to default

ou AGENCY CRGANZATION MECHANISH READ eDm | suBMT | approve Dl | apum [ g sTATus ]
Tanzania  HHS/CDC Columbia University . Columbia(954<-12246) & ) ] ] ] Approved F
Tanzania  HHSICDC Columbia University ...  C-CE(882<-14538) [&] = ] [} = Approved (&

24
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4 Uploading Data

PEPFAR

Once you have gained access to a mechanism you will be able to interact with that
mechanism depending on your permissions granted.

Click the “Expenditure Reporting” button circled below when you are ready to
review or upload data.

Guidance Documents |Help Desk | About QESEe3

PROMIS

Home Expenditure Reporting  Request Mechanism Acces

Welcome to the PROMIS Expenditure Analysis (EA) application!

Please click on the labeled controls above to navigate this site:

HOME: Returns to this page

EXPEMDITURE REPORTING: Shows Mechanisms available for expenditure data entry & review

REQUEST NEW ACCESS RIGHT &: Provides for requesting access to specific organizations & Countries within PROMIS EA, and for requesting access to specific
Mechanism [latter only available to users approved for access to specific organizations & Countries]

GUIDANCE DOCUMEMNTS: Provides for download of Country-specific blank Expenditure templates and guidance documents [only available to users with approved access

forthe respective Country]
HELP DESK: Allows submission of a Help Ticket to ask a question or resolve an issue regarding expenditure reporting or site problems

ABOUT: Provides legal, privacy & other information about this site

LOG OFF: Closes the current web session

26
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‘A Uploading Data

PEPFAR

Guidance Documents | Help Desk | About EdIRel3

I_?: PRO MIS Welcome Dylan Green !

ome  Expendiiure Reporting . Request Mechanism Access

On the next page you will
see a list of the mechanisms i

you have been granted e - e -
access to. s e

HHSICDC Columbia University Mailman School ofyf Columbia(354<-12246}

Tanzania HHS/ICDC Columbia University Mailman School o

To select a mechanism to
view or upload data, click
the Mechanism name circled
to the right.

27



Guidance Documents | Help Desk | About  RiEedi3

Welcome Dylan Green !

This section has information
on the Agency, Partner, and
Mechanism name for which
you are viewing.

Expenditures

U.5. Department of Health and Human Services/Centers for Disease Control and Prevention (HHS/ICDC)
Columbia University Mailman School of Public Health

Columbia{954<-12246)

Fiscal Years 2013 2014

Status: Mot Started
Reports: Partner Report
| Template Upload |

Filename: Select a filename

Uploads

To upload an excel template
containing expenditure data
for this mechanism, click the
“Browse” button circled on
the right.

Uploaded By Uploaded On

28



PEPFAR

Uploading Data

Select the
excel file you
wish to
upload for
this
mechanism
and click
“Open”

PROMIS

Home  Expenditure Reporting

Request Mechanism Access

Guidance Documents |Help Desk |About RGeS
Welcome Dylan Green !

v Combined Report

Expenditures

U.5. Department of Health and
Columbia University Mailman !
Columbia{954<-12246)

Fiscal Years 2013 2014

Status: Mot Started
Reports: Parner Report
| Template Upload |

Filename: Select a filenam

Uploads

Filename

e File Upload
If_j) * 1 b » EAData G
Organize » New folder
I ¢ OneDrive Name ° Date modified Type

AM  XLSX File

/2014 11:2

2 Q@ Homegroup | 2013 Tanzania Expenditure_Analysis_Test.xlsx
1> (M8 This PC

b ?ﬂ MNetwork

File name:

Search EA Data 2

Cancel

29



Uploading Data

PEPFAR

Guidance Documents |Help Desk | About  [EEGEe

Welcome Dylan Green!

NOW that you have Home EKDEHU'[IHTEREDOI‘[’IF!Q Reques[l‘.'lecnanism}\ccess
selected the file you wish
to upload for this Expenditures

U.S. Department of Health and Human Services/Centers for Disease Control and Prevention (HHSICDC)

m eC h an IS m y CI I C k th e Columbia University Mailman School of Public Health

Columbia({954<-12246)

“Upload” button CirCIed Fiscal Years 2013 2014

Status: Mot Started

On the rlght. Repons: Partner Report

Template Upload

Filename: 2013 Tanzania Expenditure_Analysis_Testxlsx | Browse

Note that if the upload
button is inactive, it is
because the user lacks
the permission required
to upload OR the
mechanism is inactive for
the fiscal year.

Uploads

Filename Status Actions Upioaded By | Uploaded On

30
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PEPFAR

Uploading Data

A dialogue box will
appear notifying you that
any data uploaded
previously will be deleted
and the current upload
will replace it once it has
uploaded successfully.
Click the “Proceed”
button when you are
ready.

.:';. B Guidance Documents. | Help Desk | About  EEigei

Home Expendiure Reporting  Reguest Mechanism Access

Expenditures

U.5. Depariment of Health and Human Services/Centers Tor Disease Control and Prevention (HHSICDC)
Columbia University Mailman School of Public Health
Columbia{954<-12246)
Fiscal Years 2013 2014
Status: Mot Started
Repotts; Parnar Repord
Template Upload |

Filename: 2013 Tanzania Expendilure_Analysis_Testxlsx Browse

Warning [%

b Previous successful upload will be removed & its data overwritten with data from the selected
\() file once this revised file sfullyt

Uploads

31



PEPFAR

Uploading Data

| | . I PROMIS Guidance Documents | Help Dj::m:::t;la
The file will appear in the

pane beIOW With a Status Home Expenditure Reporting Request Mechanism Access
of “Processing”.

View Combined Report

Expenditures

U.S. Department of Health and Human ServicesiCenters for Disease Control and Prevention (HHS/CDC)

The f||e W|” Stay |n the Columbia University Mailman School of Public Health

Columbia({954=12246)

“Processing” state while Fscavears 2012 201

Status: Processing

PROMIS assesses the o I
data quality of the s
uploaded excel file and Filename] Select a flename e
confirms that it is in the — -
correct format and

doesn’t violate any

critical data quality rules.

Actions Uploaded By Uploaded On
Download Remove dgreen 2014-7-28 15:32:9

32



Uploading Data

PEPFAR

When the file has completed processing you will receive an email notification of the
status of the processing. It will also notify you of the upload of a Data Quality
Check (DQC) report and how to access it.

You can see the example below of a message received after a failed processing
attempt.

From: no-reply@pepfarpromis.net Sent: Tue 7/29/2014 11:35 AM

To: & Green, Dylan (CDC/CGH/DGHA)

Co

Subject: PROMIS File Upload processing status
Dear User,

The following file has a new status:

FileName: 2013 Tanzania Expenditure_Analysis_Test.xlsx

Status: Failed

UploadedBy: dgreen

DQCFileName: EA_DataQuality_TZ_954_Columbia University Mail_7292014.pdf

A data quality check (DQC) file in PDF format is available for this upload on the PROMIS EA website summarizing potential issues and/or cemmmeon errors (if any) with your file. For a more thorough explanation of any issues, and how to resolve them, please refer to the guidance
document titled PROMIS EA Data Quality Report Review which can be found in the Guidance Documents section of the PROMIS EA website.

To download your DQC Report:

1. Log in to PROMIS and click on the Expenditure Reporting button.
2. Find your organization and mechanism and click on the mechanism name.

3. In the expenditures reporting window you will see your uploaded template file as well as a pdf file with a status of DQC Report describing data quality errors that need to be reviewed (if any).

4. Click on the Download button for this DQC Report file to download and open it. If any of the errors are labeled as Fatal you will need to make changes to your template and re-upload it.

5. As needed, download the template currently in the system, and make the necessary changes that are described in the DQC Report.

6. Re-upload the revised template. (NOTE: your mechanism may be in a Submitted state, if so you will need to click Recall in the top left hand corner prior to removing your template.)

7. If you have any more data quality errors in this uploaded template, you will be notified when a subsequent DQC report file is available (Mote: If remaining flags are all non-fatal, then no further action may be required)

If you have any questions on these data quality checks please email your TA provider and EA advisor and/or submit a Help Desk ticket

If you need to revise and re-upload this file at a future date, please be sure to update the sequence number in the file name of the revised file in accordance with the file naming guidance provided on the template Instructions tab.

Best regards, 33

PROMIS Notification Services

We kindly ask that you PLEASE DO NOT respond to this email.



Uploading Data

PEPFAR

When you open the DQC report, you will find a list of each of the data quality issues
and an explanation of error and how to resolve it. Your TAs will provide further
training on the data quality reports which PROMIS will generate.

SENSITIVE BUT UNCLASSIFIED

2014 Expenditure USG & IMPLEMENTING PARTNER USE ONLY, DO NOT DISTRIBUTE Tanzania DQC Report
ou: Tanzania
Agency: U.S. Department of Health and Human Services/Centers for Disease Control and Prevention (HHS/CDC)
Partner: Columbia University Mailman School of Public Health
Mechanism: Columbia
Agreement ID:
. ” Prog
Tier |Fatal/NonFatal |Natl Sub Unit A Check ID |Issue Txt
1 Fatal PMTCT [Expenditures Site-Level] Your organization reported site-level expenditures for PMTCT 13200.00. The template requires shared expenditures for PMTCT be allocated to
service categories using a percentage value. The percentages reported 110.00 do not sum to 100.
[Expenditures Site-Level] Your organization reported expenditures for procuring ARVs in PMTCT 4000.00. The template requires expenditures for ARVs be
1 Fatal CBCTS 4 |disaggregated by those that support pregnant women and those that support infants. The expenditure reported does not equal disaggregated expenditures for ARVs
3000.00.
1 Fatal HTC [Expenditures Site-Level] Your organization reported site-level expenditures for HTC 7861.00. The template requires expenditures for HTC be disaggregated into testing
modalities. The expenditure reporied does not equal disaggregated expenditures by testing modality 1401.00.
1 Fatal HTC 5 [Expenditures Site-Level] Your organization reported site-level expenditures for HTC 13100.00. The template requires expenditures for HTC be disaggregated into
testing modalities. The expenditure reported does not equal disaggregated expenditures by testing modality 8800.00.
1 Fatal LAB 7 [Expenditures Site-Level] Your organization reported site-level expenditures for LAB 180.00. The template requires shared expenditures for LABE be allocated to service
categories using a percentage value. The percentages reported 86.00 do not sum fo 100.
1 Fatal ave g [Expenditures Site-Level] Your organization reported site-level expenditures for OVC 1060.00. The template requires expenditures for OVC be disaggregated into service
categories. The expenditure reported does not equal disaggregated expenditures by service category 230.00.
1 Fatal ave 9 [Expenditures Site-Level] Your organization reported site-level expenditures for OVC 12200.00. The template requires expenditures for OVC be disaggregated info
service categories. The expenditure reported does not equal disaggregated expenditures by service category 10560.00.
1 Fatal SORP-GP 10 [Expenditures Site-Level] Your organization reported site-level expenditures for SORP-GP 56999.00. The template requires expenditures for SORP-GP be disaggregated
into service categories. The expenditure reported does not equal disaggregated expenditures by senvice category 40000.00.
1 Fatal SORP-GP 10 [Expenditures Site-Level] Your organization reported site-level expenditures for SORP-GP 12200.00. The template requires expenditures for SORP-GP he disaggregated
into service categories. The expenditure reported does not equal disaggregated expenditures by service category 8300 00
3 - [Site-Level Expenditures] Your organization reported procuring ARV's at the site-level for LAB. Cost categories are standard across all program areas; however, we would
2 Rl atal AnishaHegion LA a3 generally not expect ARV's fo be procured in the LAB program area; please confirm.
| & [Site-Level Expenditures] Your organization reported procuring ARV's at the site-level for BS. Cost categories are standard across all program areas; however, we would
2 Non-Fatal Arusha Region 8s 4 generally not expect ARV's to be procured in the BS Program Area; please confirm.
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Guidance Documents |Help Desk |About RECGES

Welcome Dylan Green !

Home Expenditure Reporting Request Mechanism Access

Once you have
successfully uploaded your

Expenditures

data and CO rrected al | 1. 5. Department of Health and Human Services/Centers for Disease Control and Prevention (HHS/CDC)

Columbia University Mailman School of Public Health

critical data quality checks, e

you can submit your data
for official review by the
U.S. Government. Clickthe _
“Submit” button when you =
are ready to do so. bt

Filename Status Actions Uploaded By Uploaded On

- iii ! e d. but with errors
M = er Report

Template Upload

2013 Tanzania Expenditure_Analysis_Test.xisx Uploaded with errors Download Remove dgreen 2014-7-29 15:33:30
EA_DataQuality_TZ_954_Columbia University Mail_72%2014.pdf Other file, not Processed Download Remove dgreen 2014-7-29 15:35:15
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W Submitting Data

PEPFAR

Once submitted, the status PROMIS cussrs oo e o0t (KD
of the mechanism will now i

read “Up|0aded me  Expenditure Reporting Request Mechanism Access

successfully & submitted”.

Expenditures

1.5, Department of Health and Human Services/Centers for Disease Control and Prevention (HHS/CDC)

Note that you will be unable e ey einan screotorpusic e

to change data for this i el

mechanism unless you —

click the “Recall” button. emcsizipiend.

Also note that if the U.S. —

Government has Approved =
your submission, you will 2013 Tanzanis Expendire_ Anaiysi Testoex Sukitaboomrs. [l deen 2014729 16121
be unable to change data

for this mechanism at all

until the U.S. Government

has reversed the approval

back to a submitted status.

36



Y
PEPFAR

« What is PROMIS?

 Registering

 Accessing Guidance Documents
 Requesting Access
 Uploading and Submitting
 Help Desk
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PEPFAR

The Help Desk
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Help Desk

PEPFAR

Throughout the EA reporting process, you may require assistance in terms of
gaining access to the system, filling out the Excel template, troubleshooting
uploading issues, or otherwise request guidance.

The PROMIS system has a built in Help Desk feature which allows users to
request assistance or ask questions. These requests and questions are all in one
central location and can be assigned to the appropriate individual to respond to
them.

The Help Desk can be accessed from the home page by clicking the “Help Desk”
button in the top right corner.

{ Guidance Documents§l Help Desk JRbout QEGES]
I,'. j PRO MIS Welcome Dylan Green !

Home  Expenditure Reporting Request Mechanism Access

Welcome to the PROMIS Expenditure Analysis (EA) application!

Please click on the labeled controls above to navigate this site:

HOME: Returns to this page

EXPENDITURE REPORTING: Shows Mechanisms available for expenditure data entry & review

REQUEST HEW ACCESS RIGHTS: Provides for requesting access to specific organizations & Countries within PROMIS EA, and for requesting access to specific 39
Mechanism [latter only available to users approved for access to specific organizations & Countries]

GUIDANCE DOCUMERNT S: Provides for download of Country-specific blank Expenditure templates and guidance documents [only available to users with approved access




> Creating Help Desk Tickets

PEPFA

You will now see a new web page, with a button that says “Create a new ticket”.

A user will click this to create a new ticket.

Help Desk Welcome dgreen

Return Home  help tickets  queries goto ID - settings

@ Create a new ticket all tickets w| printlist print detail export to excel

MNo help tickets yet.
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Creating Help Desk Tickets

After choosing to create a new ticket, you will be prompted to fill out a form.

You should provide a title, select the applicable country name, and provide a
description of your issue or question. Click on the “Create” button after you have
sufficiently filled out the fields.

The more detailed the question, the faster we will be able to provide you with an
answer!!!

“y. 1 Help Desk Welcome dgreen
¢ PROMIS

Return Home  help tickets  queries goto D - settings

Description: My upload failed and | don't know what to do
193 more characters aliowed
Presets: use / save

Project: Expenditures
Category:  Partner

Status: New

ou: Tanzania

lssue: | am having trouble uploading data

E ates link to

When I uplcaded my data, I got an error message saying it uploaded but with errcrs. I requesting
assistance on fixing my errcrs and uploading the corrected data.
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Creating Help Desk Tickets

Your question or request will now be created, and you have the ability to update
the ticket with new information, or even upload an excel template that you are
working on or a screenshot displaying an issue you are having.

Help Desk Welcome dgreen
@ PROMIS

Return Home  help tickets  queries gotolD - settings

@ add new ticket

E create copy Ticket ID: 31 My upload failed and | don't know what to do
& print
: Created by dgreen on 2014-07-29 11:51 AM, 50 seconds ago Presets: use / save
= -
subscribers
. Project: Expenditures ¥
= :
& get notifications | category: | Partner -
&7 add attachment lates & oW
ou: Tanzania \
lzzue; | am having trouble uploading data ¥
Comment: Entering “bugid¥355" in comment craates link to id 989

show inline images  show change history

42

J commen t 89 posted by dgreen on 2014-07-29 11:51 AM, 50 seconds ago forward

When I uploaded my data, I got an error message Saving it uploaded but with errors. I requesting assistance on fixing my errors and uploading the
corrected data.




W  Creating Help Desk Tickets
PEPFAR

Select the file you wish to attach and upload it. Any additional documentation or
information provided will assist in expediting your request!

Help Desk Welcome dgreen

9 PrROMIS

e

Return Home  help tickets  queries gotol[ﬁl- settings

@ add new ticket

B create copy Ticket ID: 31 My upload failed and | don't know what to do
S print

B2 subscribers

Created by dgreen on 2014-07-29 11:51 AM, 50 seconds ago Preseis: Use / save

Project  Expendi & BugTracker.NET - add attachment - Mozilla Firefox o= L=
= : :

&3 get rotfications Eakogory 4| Partner @ https://promis-acceptance.usa-ctc.com/eahelp/add attachment.aspxtid=31
=] send email

& add attachment Status:  Hew Add attachmentto 31
ou: Tanzani:

lssue: I am ha

Comment:

2013 Tanzania Expenditure_Analysis_Test xdsx

Upload I

show inline images  show change history

C2 comment 89 posted by dgreen on 2014-07-29 11:51 AM, 50 seconds ago forward 43

When I uploaded my data, I got an error message saying it uploaded but with errors. I requesting assistance on fixing my errors and uploading the
corrected data.




Creating Help Desk Tickets

PEPFAR

When you return to the Help Desk, you will see your ticket submitted!

You may click on the link under the “desc” column to view any updates submitted
by another user, or to update the ticket yourself.

Help Desk Welcome dgreen

Return Home  help tickets  queries gotoID- settings

@ Create a new ticket all tickets v, print list print detail  export to excel
: " . s » _ " s : clicking while hoiding Ctrl key toggles "NOT” in a filter. "NOT project
id flag desc project  organization| category [reported by reported on priority | assigned to assigned to assigned to status last last updated
(firstname} (lastname) updated by on

[no filter e filtar] il [mofiter] v | | fro fiter] | v ||| fno fillerf | W Tno fitter] |y || o filter] ¥ oo Filter] [y
H My UplDEd failed and | xpenditures User Partner dgreen 2014-07-28 @TA_Provider | TA Prowvider Team New | dgreen 2014-07-2%
' | 51 AN 53 £
don't know what to do 11:51 AN 11:53 AM

1 help tickets returned by query
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Creating Help Desk Tickets

PEPFAR

Help Desk Welcome jefl

In this
example, we
can see that
[ create copy TicketID: 31 My upload failed and | don't know what to do
Someone LQ]orint
2 Created by dgreen on 2014-07-22 11:51 AM, 13 minutes ago Presets: Use [ save
h a.S £ merge Project: Expenditures

Return Home  help tickets queries help admin goto ID - settings

@ add new ticket prev next & 1or4

v
@ delete Category: Partner w
responded &3 subscribers Organizations: | User v
. & stop notifications Priur_w: P _[':fpﬁomz -

Assigned to:
to th e fl rSt = send email statugs: ]h Progress :
& add attachment ou: Tanzania \
request and Izsue: I am having trouble upleading data :
v

Process:

offered their
emalil
address and
phone _upine |
number to

contact them

at. -

I'd be happy to help vou with your submission. Please email me at emai
Thanks,

show inline images  show change history

forward edit delete

il.com or call me at +001+4234-567-890 to set up a meeting to discuss.

TR Provider

delete

@
=%
A

file 80 attached by dgreen on 2014-07-25 11:53 AM, 11 minutes ago

size: 1952507 content-type: application/vnd.openxmiformats-officedocument.spre

comment 29 posted by dareen on 2014-07-20 1151 AN 13 minutes aoo delete



‘W Troubleshooting Upload Issues
PEPFAR

It is common for partners to face issues in uploading their data. This is commonly
due to errors in the data entered or an incompatible file is being uploaded.

See below a list of rules and things to check for when a partner is unable to upload
successfully.

« Did the partner upload a 2012, 2013 or 2014 template?

« Did the partner enter expenditures on a row of data in the workbook, without
selecting a location or point-of service?

« Did the partner enter negative numbers, symbols (including $, ., or -), spaces, or
letters in any part of the template (except the comments sections).

« Did the partner enter any comment in excess of 5,000 characters?

« Did the partner alter the template in any way? Did they delete a sheet, or insert
a column?

« Did the partner use a version of excel older than 20077

You will be provided a full list of these upload errors, as well as the remainder of

the Data Quality Checks to review in detail later in the training.
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