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FEDERAL REIMBURSEMENT “CSV” FILE CONVERSION

1. Open your previous month’s Federal Reimbursement spreadsheet.
2. Now click on “Save As” and make sure that the file name has this naming feature “F0116705001” only change the month to match the month that is being submitted and confirm that the district number matches your district. Save this file in Excel. Once this is set up properly the first time you will NOT have to format again. Save this file in a location that will be easy for you to find or remember. Now click on “Save”.
[image: ]
3. You will need to change the format of the spreadsheet. In the top left corner of the spreadsheet click the corner box to highlight the entire spreadsheet.
[image: ]


4. Now you need to change the format to text. While it is highlighted right click in body of the spreadsheet and click on “Format Cells”. The following box will appear. On the “Number” tab choose Text then click OK.
[image: ]
5. This will allow you to use zeros as a beginning filler for the first three columns that are required to have a certain number of digits in order to convert properly.
6. “Column A” reflects the Billing Period, 2 digit Month (01-January) and 4 digit Year (2016). You will need to type in the zero, if needed, in order to make this column have 6 digits appear. The first 2 digits are the month and the last 4 digits are the year.
[image: ]
7. “Column B” must have 5 digits in this column. You will need to insert two zeros in front of the district number (00705). 
[image: ]
8. “Column C” consists of the employees’ 9 digit Social Security Numbers (SSN) (012345678). Some SSNs have zeros at the beginning of the SSN so be sure to type in that zero to make it a 9 digits.
[image: ]
9. “Column D” reflects the employees’ “Last Name” (Hatfield). This column can be up to 20 digits.
 [image: ]
10. “Column E” reflects the employees’ “First Name” (Jane). This column can be up to 15 digits.
[image: ]
11. “Column F” reflects the employees’ “Middle Initial”. This column should only be 1 digit.
[image: ]
12. “Column G” reflects the “Codes” (2996, 2997, 2998 & 2999). This column width should only be 4 digits.
[image: ]
13. The definition of the Codes are as listed below:
· 2996 – HRA (17500)
· 2997 – Administrative Fee (734)
· 2998 – Life Insurance Premium (100)
· 2999 – Health Insurance Premium per KEHP Employer Contribution rate chart


14. “Column H” reflects the “Premium Amount” (HRA, Admin Fee, Life Ins. & Health Premium). This column can be up to 9 digits. When reporting a negative amount just apply the minus sign in front of the amount. Also please remember do NOT use decimals.
[image: ]
15. You can Total “Column H” in order to verify it, and then remove the total.
16. Be sure to click on SAVE before converting.
17. In your excel file highlight all of your content information like you would if you were going to set the print area, then right click and COPY.
[image: ]
18. In that same excel file click on a new tab at the bottom by clicking on the plus sign (+)
[image: ]
19. In the new tab right click and then click on Paste Special.
[image: ]


20. In the pop up box you will need to check the box beside Skip Blanks
[image: ]
21. Now click on “File” and then “Export”.
[image: ]
22. Then click on “Change File Type”, then click on CSV (Comma Delimited) (*.csv) then click on “Save As”.
[image: ]
23. Now the “Save As” box will appear and you will need to make sure the file name is correct for the file that you are uploading, then just click SAVE.
[image: ]
24. When the below message appears on the screen, click “Yes”.
[image: ]
25. Close the file. When trying to close the file, the below message will appear. Click on “Don’t Save” then the file will close.
[image: ]
26. In order to view the information in the file you will need to open the CSV file in “Notepad” or “Wordpad”. If you open the file in excel the information will not appear correctly.
27. The CSV file information when opened in Notepad will look like the below picture. The zeros should still be there, where needed. Also there should not be any blank spaces:
[image: ]
28. This file is now in the correct format needed to transfer the Federal Reimbursement file securely via through the Federal Reimbursement Web Submission program that KDE has set up. 
29. All the Coops that are not on MUNIS have been setup in the program, so that you will have access to transfer this file. If you are not registered please refer to the “Federal Reimbursement ID Setup” instructions to register, then contact your Web Apps Admin Point of Contact (WAAPOC) so they can grant you access to this program.
If you need further assistance, please call 502-564-3846 for Gail Cox at extension # 4462 or Gail.Cox@education.ky.gov or Jackie Chism at extension # 4445 or jackie.chism@education.ky.gov.


KDE USE: F:\audits_trans\Audit Branch SOP's\Federal Reimbursement SOP's
7
image2.png
A B c D

12006 705 234567890 DOE
12006 705 234567890 DOE
12006 705 234567890 DOE

o oswn -

E [Fl G| H

12006 705 12345678 HATFIELD JANE B 2996 35000
12006 705 12345678 HATFIELD JANE B 2997 "1468
12006 705 12345678 HATFIELD JANE B 2998 "200

JOHN L 2997 '734
JOHN L 2998 "100
JOHN L 2999 72816





image3.png
Format Cells.

Number Datignment | ront | gorder | il | protection
|| category:
| General - ‘Sample
Number o106
currency
Accounting Text format cells are treated as text even when a number is in the cell.
oate The cels displayed exacty s entered.
Time





image4.png
B Cc D E F G H
1/012018, 00705 012345678 HATFIELD JANE B 2996 35000
2/ |0|2016 00705 012345679 HATFIELD |JANE B 2997 1468
012016 P0O705 012345680 HATFIELD JANE B 2998 200
012016 0705 234567890 DOE JOHN L 2997 734
5\ 012016 /00705 234567890 DOE JOHN L 2998 100
¢/ 00705 234567890 DOE JOHN L 2999 72816





image5.png
5 012016\ 00705 234567890 DOE
6 012016 Q0706 234567890 DOE

E

JANE
[ JANE

JANE
JOHN
JOHN
JOHN

35000
1468
98 200
97 734
98 100
99 72816

rrrmmmm
SEEEREE
82





image6.png
E F G H

1 JANE B 2996 35000
2 JANE 1B 2997 1468
3 JANE B 2998 200
4 JOHN L 2997 734
5 012016 00705 234567890 DOE JOHN L 2998 100
6 012016 00705 234567890 DOE JOHN L 2999 72816





image7.png
A B c
1 012016 00705 01234567%
2 ]0120|6 00705 01234567
3 012016 00705 012345680
4 012016 00705 234567890
5 012016 00705 234567890 DOE
6 012016 00705 234567890 DOE

E
JANE
JANE

JANE

JOHN
JOHN
JOHN

F G H
B 2996 35000

1B 2997 1468

B 2998 200
L 2997 734
L 2998 100
L 2999 72816





image8.png
I IENFRIEN

A B C D E F
012016 00705 012345678 HATFIELD B
012016 00705 012345679 HATFIELD 1B
012016 00705 012345680 HATFIELD B

L
L
L

012016 00705 234567890 DOE JOH
012016 00705 234567890 DOE JOHN
012016 00705 234567890 DOE JOHN

G H
2996 35000
2997 1468
2998 200
2997 734
2998 100
2999 72816





image9.png
I IENFRIEN

A B C D
012016 00705 012345678 HATFIELD
012016 00705 012345679 HATFIELD
012016 00705 012345680 HATFIELD
012016 00705 234567890 DOE
012016 00705 234567890 DOE
012016 00705 234567890 DOE

L /2999 72816





image10.png
A B c D
012016 00705 012345678 HATFIELD
012016 00705 012345679 HATFIELD
012016 00705 012345680 HATFIELD
012016 00705 234567890 DOE
012016 00705 234567890 DOE
012016 00705 234567890 DOE

JOHN
JOHN
JOHN





image11.png
A B c D
012016 00705 012345678 HATFIELD
012016 00705 012345679 HATFIELD
012016 00705 012345680 HATFIELD
012016 00705 234567890 DOE
012016 00705 234567890 DOE
012016 00705 234567890 DOE





image12.png
@~ o s W N

A B c D E F G H
012016 00705 012345678 HATFIELD JANE B 2996 35000
012016 00705 012345679 HATFIELD JANE B 2997 1468
012016 00705 012345680 HATFIELD JANE B 2998 200
012016 00705 234567890 DOE JOHN L 2997 734
012016 00705 234567890 DOE JOHN L 2998 100
012016 00705 234567830 DOE JOHN L 2999 72816





image13.png
012016 00705 234567890 DOE JOHN L2

6
7
8
9

Federal File Format | Example




image14.png




image15.png
© gormulas.

© yalues

© Formats.

© comments

© validation
Operation

© Ngne

© subtract

© alusing Sourcetheme
© At except bordrs

© cotam iaths

© rormassnd umberformats
© values and rurier formts

All merging conditional formats

© mutiply
© oivide

[ ranspose.

oK





image16.png
Info

Excel sprea

F:» auditstrans »

a4

Convert

Protect
Workbook -





image17.png
Export

- Change File Type
B9 croste Adobe

i 7 200 oo

L33 Croate POR/XPS Document

il





image18.png
B save A

(D) [I- = audits.wans » FedRefunds » FED FILE FORMAT [ [ seorch reo Fie Formar £

Organize.~..... Newfolder, )
& Music - Name Date modified |
5 Pictures
v  FO116705001csv 2mp064130M  C

A Computer %

& Local Disk (©)
< odss,files (\kdeodss
& gcox A\kdeodssa0l\ -
File name: IEISEORE -
Save as type: [CSV (Comma delimited) (“csv) ~|

Authors: Add an author Tags: Add a tag

© Hide Foigen P @





image19.png
Microsoft Excel ——

a ‘Some features in your workbook might be lost f you save it as CSV (Comma delimited).

Do you want to keep using that format?

G b b





image20.png
Microsoft Excel n

A Want to save your changes to 'F0116705001.csv'?





image21.png
7| FO116705001.csv - Notepad

File Edit Format View Help

012016,00705,012345678 , HATFIELD, JANE , B, 2996, 35000
012016, 00705 ,012345679, HATFIELD, JANE , B, 2997 ,1468
012016, 00705 ,012345680, HATFIELD, JANE , B, 2998, 200
012016, 00705 234567890, DOE, JOHN, L, 2997 ,734
012016, 00705 , 234567890 DOE , JOHN, L, 2998 ,100
012016, 00705, 234567890, DOE , JOHN, L, 2999, 72816




image1.png
I = audits trans » FedRefunds » Fed_mail » 2015 » ~Top [ search 2015 »
T Y
5 RecentPlaces 4 Name ° Datemodifies  Type
e . 02-February 2015 323/2015300M  Fil folder
ry e . 04-April 2015 5/19/2015859 AM.  File folder
& Musi . 06-June 2015 9/3/2015306PM  File folder
o b 07y 2015 972212015139 M File folder
o ). 08-August 2015, 972212015 135 M File folder
. 09-Sept 2015 9/17/2015134PM  File folder
W Computer B FO7157030001x1s 2/1/2016116PM  Microsoft Excel 97... 57K8
& Local Disk ©)
< odss files (\kceodss
& gcox (\kdeodssa0l\ « ¢ ] v

e D ]

Save s type: Ecel 97-2003 Workook () =]

Authors: ugainedi

Save Thumbnail




