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State Data Collection Website Instructions

Logging In
a. In Browser, navigate to website
https://harvester.census.gov/statecollection/states/az
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State of Arizona
Local Government

Collection of 2018 Fiscal Year Data Login

Counties and Municipalities provide fiscal data that are used by the Arizona State University, public+ Login by entering the appropriate
interest groups, and the United States Census Bureau to provide information on funding and information and press the “Login"
functions of local governments in Arizona. This information is not audited, but self-reported by local button

governments and should agree with their annual audit but summarized differently. The U.S. Census . UserlD and Password are case
Bureau and Arizona State University have collaborated to make this web-based form available for  sensitive

Arizona County and Municipal Governments. Each county and municipality is assigned a discrete

username. If you do not have access to your username, please contact the U.S. Census Bureau at

ewd. local.finance@census.gov or 1-800-242-4523. UserD: [ ]
*“*WARNING**WARNING**WARNING**WARNING**WARNING** Password:[ |

This is a Census Bureau computer system. Census Bureau computer systems are provided for the
processing of official U.S. Government information only. All data contained within Census Bureau Login

computer systems is owned by the Census Bureau and may be monitored intercepted recorded read  [_IChange Password After Login
copied or captured in any manner and disclosed in any manner by authorized personnel. THERE IS Forgot Password

NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may disclose any potential evidence of
crime found on Census Bureau computer systems to appropriate authorities. USE OF THIS SYSTEMBY | . ., p o hel
ANY USER AUTHORIZED OR UNAUTHORIZED CONSTITUTES CONSENT TO THIS MONITORING oa_He f you need help

logging into  th te !
INTERCEPTION RECORDING READING COPYING CAPTURING and DISCLOSURE OF COMPUTER ACTIVITY. crssi(S (e’ Su;p:r’{’ Tt at

Use of this computer without authorization or for unauthorized purposes is a violation of federal  ewd.local. finance@census.gov
law and punishable by fines or imprisonment (Public Law 99-474). or _call 301-763-5153 or 1-800-242-

**WARNING**WARNING**WARNING**WARNING**WARNING** B,
o change unit email address,
d

please sen request to
ewd.local.fina

nsus.gov

If you have any questions regarding
the content of the Survey of Local
Government Finances, please
contact the U.S. Census Bureau at
ewd.local.finance@census.gov  or
1-800-242-4523.

b. Enter userlID (lowercase letters only) and password. See section c if this is the
first time logging into the system.
Note: UserID provided in the initial notification letter.
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State of Arizona
Survey of Local Government Finances

Collection of 2018 Fiscal Year Data Login

Counties and Municipalities provide fiscal data that are used by the Arizona State University, public. Login by entering the appropriate
interest groups, and the United States Census Bureau to provide information on funding and information and press the "Login"
functions of local governments in Arizona. This information is not audited, but self-reported by local button

governments and should agree with their annual audit but summarized differently. The U.S. Census+ UserlD and Password are case

Bureau and Arizona State University have collaborated to make this web-based form available for  sensitive

Arizona County and Municipal Governments. Each county and municipality is assigned a discrete

username. If you do not have access to your username, please contact the U.S. Census Bureau at

ewd.local.finance@census.gov or 1-800-242-4523. UserlD:
**WARNING**WARNING**WARNING**WARNING**WARNING** Password:[e
This is a Census Bureau computer system. Census Bureau computer systems are provided for the

processing of official U.S. Government information only. Al data contained within Census Bureau ~ |_________Login ]
computer systems is owned by the Census Bureau and may be monitored intercepted recorded read [IChange Password After Login
copied or captured in any manner and disclosed in any manner by authorized personnel. THERE IS Forgot password

NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may disclose any potential evidence of

crime found on Census Bureau computer systems to appropriate authorities. USE OF THIS SYSTEM BY Login_Help If you need help
ANY USER AUTHORIZED OR UNAUTHORIZED CONSTITUTES CONSENT TO THIS MONITORING logging into the “system please
INTERCEPTION RECORDING READING COPYING CAPTURING and DISCLOSURE OF COMPUTER ACTIVITY. email - the support staff at

Use of this computer without authorization or for unauthorized purposes is a violation of federal  ewd. local. finance@census.gov
law and punishable by fines or imprisonment (Public Law 99-474). or call 301-763-5153 or 1-800-242-

**WARNING**WARNING**WARNING**WARNING**WARNING** i N .
To change unit email address,

please  send  request  to
ewd.local. finance@census.gov

If you have any questions regarding
the content of the Survey of Local
Government  Finances,  please
contact the U.S. Census Bureau at
ewd.local.finance@census.gov  or
1-800-242-4523.

This site was created by GOVS
@Copyright © 2011. All Rights Reserved.

c. Ifitisyour first time logging into the system, click ‘Forgot Password’ to create a
password for the account.
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State of Arizona
Survey of Local Government Finances

Collection of 2018 Fiscal Year Data Login

Counties and Municipalities provide fiscal data that are used by the Arizona State University, public+ Login by entering the appropriate
interest groups, and the United States Census Bureau to provide information on funding and information and press the "Login"
functions of local governments in Arizona. This information is not audited, but self-reported by local button

governments and should agree with their annual audit but summarized differently. The U.S. Census « UserlD and Password are case
Bureau and Arizona State University have collaborated to make this web-based form available for sensitive

Arizona County and Municipal Governments. Each county and municipality is assigned a discrete

username. If you do not have access to your username, please contact the U.S. Census Bureau at

ewd.local.finance@census.gov or 1-800-242-4523. UserlD: :
WA ) Password:
This is a Census Bureau computer system. Census Bureau computer systems are provided for the

processing of official U.S. Government information only. All data contained within Census Bureau Login

computer systems is owned by the Census Bureau and may be monitored intercepted recorded read [lchange Password After Logi
copied or captured in any manner and disclosed in any manner by authorized personnel. THERE IS Foraot password

NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may disclose any potential evidence of
crime found on Census Bureau computer systems to appropriate authorities. USE OF THIS SYSTEMBY | o et if you need hel
ANY USER AUTHORIZED OR UNAUTHORIZED CONSTITUTES CONSENT TO THIS MONITORING logging nto the “system ploase
INTERCEPTION RECORDING READING COPYING CAPTURING and DISCLOSURE OF COMPUTER ACTIVITY. email ~ the  support  staff  at
Use of this computer without authorization or for unauthorized purposes is a violation of federal  ewd. local. finance@census, gov

law and punishable by fines or imprisonment (Public Law 99-474). or Gall 301-763-5153 or 1-800-242-

To 'change unit email address,
please  send  request  to
ewd.local.finance@census.gov

If you have any questions regarding
the content of the Survey of Local
Government  Finances,  please
contact the U.S. Census Bureau at
ewd.local.finance@census.gov  or
1-800-242-4523.

This site was created by GOVS
@Copyright © 2011. All Rights Reserved.

d. Enter UserID and Email address associated with the account and click ‘Reset
Password’.



State Data Collections
State Data Collections

Email:

Reset Password

This site was created by GOVS
@Copyright © 2011. All Rights Reserved.
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Two emails will be sent to the email address associated with the account (from
Kristen.i.ricks@census.gov), one verifying the UserID and one containing a link
back to the website to create a new password.
Note: If emails are not received or an error message is received, please
contact the Census support staff at ewd.local.finance@census.gov.
After clicking on the link, create a password containing at least 12 characters
with one uppercase character, one lowercase character, a number, and a special
character (!, @, #, S, & are known acceptable special characters).
Confirm the password by re-entering it into the next space provided.
Click ‘Continue,” which returns user to the home screen.
Enter UserID and newly created password.
Click ‘Login.’
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State of Arizona
Survey of Local Government Finances

Welcome galenal
Thursday, September 20, 2018

STEP [

Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save
the file to your local hard drive, then complete the form and re-save.

Select Survey: 2018 City Template

STEP 2: [

Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to
our web server.

Enter Filename:

Browse...
Upload File

this site was created by govs
copyright © 2011. all rights reserved.

Il. Download Survey

a. Select ‘2018 City Template’ to download the Annual Financial Report.

W 2 rito//govsoiswendev/statecol O + ¢ |2

State of Arizona
Survey of Local Government Fi

Welcome galena!
Thursday, September 20, 2018

State of Arizona File Upload

STEP |

Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save
the file to your local hard drive, then complete the form and re-save.

Select Survey: 2018 City Template

STEP 2:

Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to
our web server.

Enter Filename:

Browse...
Upload File

this site was created by govs
copyright © 2011. all rights reserved.

b. From the pop-up window, select ‘Open.’



Internet Explorer “

What do you want to do with AZ_cityForm_2018.xIsx?

Size: 57.3 KB
From: govs015webdev

< Open

The file won't be saved automatically.
< Save

< Save as




c. Once the template opens in Excel, enter your User Name and Password into the
highlighted fields.

AZ_cityForm_2018 [Read-Only] - Excel | - X

Review | View | ACROBAT | Q Tell me whatyouwantto do.. Kristen I Ricks (CENSUS/EWD FED) S Share

L. ) = . B
& [ Catibr Ju A A =  [General - E 4 Iy | = Insert = | 3% QY p
B Conditoral Formatas Gat | o0t~ 1B1” (o pnaae
Paste | g g u |- $-9% » < g Conditional Formatas Cell . . Sort&Find
¥ o e Formatting ~ Table - Styles ~ []Format *=" Filter - Select -
Clipboard Font & Alignment n Number & Styles Cells Editing ~
20 - S v
A B © D E F G -

Instructions for Survey of Local Government Finances

Please Enter Your User Name and Password Below:

1]
2|
El
4 ‘Unr Name: |
5 \ |
6
7
8

Due December 31 of each Year

How is information entered on this Report?
Cells shaded in yellow are the only places unit's should enter data. Cells used to create the form
are locked so that the user does not accidently alter the information in the cell. Cells to the right
and below the form on each tab are unlocked for units to use them as they wish. There are

9 multiple Excel tabs and every unit should complete the Tabs that apply to their unit.
10

11 |What basis of Accounting is used on the form?

12 The basis of accounting used for this form is the same basis used in your audit report.
13

14 |How is the form completed?
The survey form will be retrieved from the US Census site (link is directly below this question).
The form must be saved to your PC and completed. After completion the unit will return to the
same US Census site to upload the completed survey form. We recommend that the unit save the

15 | completed form to aid them in completing next year's survey.
16 | Web address

17 |

18 | What if my unit is not in the drop down list?

19 If your unit is not listed in the drop down list, call

2] —1

21 |How is form submitted?

» \ Instructions | Verification Part I - Taxes Part II - Intergov Revenues ... @ < »
Ready i1 m - 1 + 100%

d. Then, select the Verification tab.

s AZ _cityForm_2018 [Read-Only] - Excel

Review | View | ACROBAT | Q Tell me whatyouwant to do.. Kristen1Ricks (CENSUS/EWD FED) S Share

Fmsert - 3 - A
nsert ZY p

% [ Caior i1 AR =
- & Delete ~
Sort & Find &

B¢  General ~

B ZIU-|H-|S-A- - §-9% s % g Conditional Formatas Cell

¥ T Formatting ~ Table - Styles ~ [X]Format~ ~ Filter - Select ~
Clipboard & Font n Alignment w Number n Styles Cells Editing ~
20 - Se v
A B € D E F G -

Instructions for Survey of Local Government Finances

Please Enter Your User Name and Password Below:
|User Name: |
|

1]
2 il
3 4
4 4
5 1 L

6 | Due December 31 of each Year

7 4

8 |How is information entered on this Report?

Cells shaded in yellow are the only places unit's should enter data. Cells used to create the form
are locked so that the user does not accidently alter the information in the cell. Cells to the right
and below the form on each tab are unlocked for units to use them as they wish. There are

9| multiple Excel tabs and every unit should complete the Tabs that apply to their unit.
10 |

11 |What basis of Accounting is used on the form?

12 | The basis of accounting used for this form is the same basis used in your audit report.
13

14 :How is the form completed?
The survey form will be retrieved from the US Census site (link is directly below this question).
The form must be saved to your PC and completed. After completion the unit will return to the
same US Census site to upload the completed survey form. We recommend that the unit save the

15| completed form to aid them in completing next year's survey.
16 | Web address

17 |

18 What if my unit is not in the drop down list?

19 If your unit is not listed in the drop down list, call

» —

21 How is form submitted?
—_ ge——
» Instructions ‘ Verification ,\ Part]-Taxes | Partll-Intergov Revenues ... (3) < »
Ready i1 M= 13 + 100%




e. Using the drop down arrow, select the appropriate community name from the
menu.

cityForm_2018 [Read-Only] - Excel X

Review | View | ACROBAT | Q Tell me whatyouwantto do.. KristenIRicks (CENSUS/EWD FED) 9 Share

& . - = l ] Emsert - X~ A

Calibri -1 - A A E°  General - .._5 I | Y

B~ C d['il | Fe - C‘il &xDelete - vSZ & Find &
Paste . B I U -~ - &H-A- -9 s <o o Conditional Formatas Cell .. . . Sort& Fin
d o o - $ ° e Formatting ~ Table - Styles~ X Format *=" Filter - Select -

Clipboard 1 Font 5 Alignment r. Number 5 Styles Cells Editing ~
B4 - JSe v

A B c D E F | 6 | v | 1 |y |+
1 2018 Survey of Local Government Finances - Arizona Municipalities
2
3 To select your unit name, select the yellow highlighted cells, then select the drop down arrow box
4 | -
5
6 If you could not find your units name in the drop down above please call
7
8 | |For Fiscal Year Ending June 30, 2018 |
9 +
10| Verification of Annual Financial Report
1]

By uploading the financial report to the U.S. Census website, you are verifying that the
data contained in this report was prepared in accordance with the instructions and
12 agrees to your audited financial statements.
13
14 | MANDATORY | All Fields Must Be Ce
15|
16 | Name of Official
17 Title of Official
18 Date (Enter as "MM/DD/YYYY")
19 | Person to contact for questions
20| Title
21| Telephone number
22 E-mail address
23
2|
3 | Instructions | Verification | Part1-Taxes | PartIl - Intergov Revenues ... (3) < >

Ready i} b = 1 + 100%

f. Save the template to your local hard drive. (Ex.: homer2018.xIxs)

g. Complete Parts | — Xl and re-save to your local hard drive.



Il Upload Survey

a. Login to the State Data Collection website using steps from Part .

b. From the File Upload screen — Step 2, select Browse to find the completed
Annual Financial Report on your local hard drive.

& By o e

[@seowe 3

Log Out

State of Arizona
Survey of Local Government Finances

Welcome galenal!
Thursday, September 20, 2018

State of Arizona File Upload

STEP 1: |

Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save
the file to your local hard drive, then complete the form and re-save.

Select Survey: 2018 City Template

STEP 2: |

Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to
our web server.

Enter Filename:
Upload File

this site was created by govs
copyright © 2011. all rights reserved.

c. Once the completed file has been selected from the hard drive and the Filename

field is populated, select Upload File.

State of Arizona
Survey of Local Government Finances

Welcome galena! h
Thursday, September 20, 2018

State of Arizona File Upload

STEP 1:

Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save
the file to your local hard drive, then complete the form and re-save.

Select Survey: 2018 City Template

STEP 2: |

Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to
our web server.

Enter Filename: Rag Hapvester\AZ\Arizona Municipalif Browse...

L poaarie 1D

this site was created by govs
copyright © 2011. all rights reserved.



d. You will receive a notification once file has successfully uploaded.

LR CUE riov/gousdiswendevstatecol O ~ & I

@ state Data.. X e

Log Out

State of Arizona
Survey of Local Government Finances

Welcome galena!
Thursday, September 20, 2018

Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. INPORTANT - Save
the file to your local hard drive, then complete the form and re-save.

Select Survey: 2018 City Template

STEP 2: |
Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to
our web server.
Completed ! Thank you for uploading your file. If you have any questions, the contact information is in
login page.

Enter Filename: Browse...

Upload File

this site was created by govs
copyright © 2011. all rights reserved.

e. Click ‘Log Out.’

ovs015webdev/statecol O + ¢ |72

(2 state Data

Log Out

State of Arizona

Survey of Local Government Finances

Welcome galena!
Thursday, September 20, 2018

State of A a File Upload

STEP 1 |

Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save
the file to your local hard drive, then complete the form and re-save.

Select Survey: 2018 City Template

STEP 2:

Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to
our web server.

Enter Filename:

Upload File

Browse..

this site was created by govs
copyright © 2011. all rights reserved.
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