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Guidelines for EPICCS State Data File Submission
APPENDIX B2. STATE INSTRUCTIONS FOR SUBMISSION OF ADMINISTRATIVE DATA
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State Instructions for Submission of EPICCS Data File 
OMB Number: 0584-XXXX
Expiration Date: XX/XX/XXXX
Notes: 
· The system times out after 30 minutes of inactivity. 
· The screenshots included in these instructions were captured from a test version of the website. The actual screens on the website may appear slightly different. 
· You will need the State user ID and password to login to the website. This was provided in the initial mailing packet. 
· Contact us at 855-272-0058 or EPICCS@westat.com if you have any technical questions or issues using the website.
· Contact your State technical assistance liaison if you have any questions about the date file format or content before uploading your data file. Their contact information is included in your cover letter and on the website. 












According to the Paperwork Reduction Act of 1995, an agency may not conduct or sponsor, and a person is not required to respond to, a collection of information unless it displays a valid OMB control number.  The valid OMB control number for this information collection is 0584-XXXX. The time required to complete this information collection is estimated to average 10 minutes per response, including the time to review instructions, search existing data sources, gather and maintain the data needed, and complete and review the collection of information.


1) Go to:  https://www.epiccs-statefile.org 
· The website’s landing page has a link for login, contact information for EPICCS, and links to documents to assist you in uploading your data files (see Figure 1). 
Figure 1 – Website Landing Page
[image: ]Use these links to get file specifications or the suggested file format. 
Find study contacts here. 
Click here to Login.




2) Click the “Login” link to open the Login screen.

· Enter your user ID and password in the appropriate fields and click the “Log in” button or hit “Enter” (see Figure 2). 

· Remember, passwords are case sensitive. 

· After a successful login, your State’s Home Page opens (see Figure 3).



Figure 2 – Login Screen
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3) To securely upload your State’s data file(s), click on “Upload” on the middle of the page or on the left side of the screen (see Figure 3).


Figure 3 – State Home Page Screen
[image: ]Click either “Upload” links to securely upload your State’s data file(s).





[bookmark: _GoBack]4) Click on the “Browse…” button to navigate to the location of the data file on your computer, and click the “Open” button (see Figure 4). 
Figure 4 – Browsing for Data File
[image: ]Use “Browse…” to navigate to file location.
Click “Open” to select the file.







5) Next, click on “Submit File” to upload your data file (see Figure 5). 
· You can upload multiple files; however, only one can be at a time. 
· A thank you message displays when your file is uploaded (see Figure 6).
Figure 5 – Uploading Data File
[image: K:\EPICCS\Sampling\Guidelines for EPICCS State Data File Submission - Part 2\Screenshots\4.PNG]Once the data file name is opened onto the website screen, click the “Submit File” button to upload it.


6) You can confirm the upload of your file by clicking “Check Your Submission Status” located on the left side of the screen. This action opens the Data File Status screen for your State (see Figure 7 on next page).
Figure 6 – Thank You Message & Option to Check Submission
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Figure 7 – Data File Status
[image: K:\EPICCS\Sampling\Guidelines for EPICCS State Data File Submission - Part 2\Screenshots\6.PNG]

7) When you have completed uploading data files, click on “Logout” located on the top right side of the page (see Figure 7). 

Thank you again for your participation!

		Page 1
		Page 1
image1.png
Skip Navigation|

(v
a h EPICCS USDA ;r&tammw_m

Eroneous Payments In
Childcare Centers Study

Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

Youare here: Datz File Submission > Submitting Data

EPICCS State Data File Submission System

‘Welcome to the EPICCS Stata Data File Submission System. Thank you for

= EPICCS Help Desk participation and contribution to continuous improvements in the Child and Adult Login
Care Food Program (CACFP). You are one of 25 States participating in EPICCS,
ERCCS@w estat.com which include: AL, AR, CA, CO, CT, FL, GA, ID, IL, KS, LA, MD, MN, MI, NJ, NY, NC, OH,
Fhone: PA, SC, TN, TX, VA, WA, WI.
1-855-272-0058%)

States should log into this system to submit the requested data files. Our team are

f‘“"ifw here to help. Your first point of contact for guidance and support is your liaison

s from Kokopelli. Click on the "Kokopelli Contacts' link to the left for your liaison’s
Hours: 9:00 amto 5:00pm | contact information. You can also contact the EPICCS help desk if you have any
Eastern Time questions or need technical assistance.

- :(::Hovelli Contacts Reference Documentation for Data File Submission

= Data File Spedfications: (PDE, XX KB). To access PDF Files, Adobe® Acrobat® Reader software must be used. If
you do not have the Adobe® software installed on your computer you can dowload it at
htt et.adobe.com/reader

= Sample Data Fi

: (XLSX, XX KB)





image2.png
Erfoneous Payments In
Childcare Centers Study

a heEPICCS
Y

Skip Navigation

USDA united States Department of Agricuiture

Z Food and Nutrition Service

Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

Data Fil

Study Contact

= EPICCS Help Desk

EPICCS@w estat. com

Phone:

1-855-272-0058%)

Secure Fax:

1-844-224-2889%)

Hours: 9:00 amto 5:00 pm
Eastern Time

= Kokopelli Contacts
(PDF)

User ID:

Password:

You are here: Data File Submission > Login

Login

NY

Log In





image3.png
Skip Navigation

(v
a b EPICCS USDA nited States Department of Agriculture

S Food and Nutrition Service

Erioneous Peyments In
Ghildcare Centers Study

Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

You are here: Dats File Submission > Submitting Data

Logout
Welcome, Leo EPICCS State Data File Submission System
= Submitting Data
Upload Upload

Click link to securely upload your data fie.
= Check Your Submission
Status
Check Your Submission Status

= Logout

View the aurrent submission status for each data file you have uploaded.

= EPICCS Help Desk

EPCCS@w estatcom

Fhone:

1-855-272-0058)

Secure Fax

1844-224-2889F)

Hours: 9:00 am to 500 pm
Eastern Time

= Kokopelli Contacts
(PDF)




image4.png
EEEr

2 GeneralUse (\westtcomOFS) (6)
G2 chol 2 (\westatcom\dsuserst) (4)
2 INSTALL (\westatcom\0FS) )

2 dfs (\Whestat.com) ()

G2 VAENROLLEES (\Westat comaf) ()

Filename: NewYorDstsFie2stx

@)~ I = Xl s e Wbt » Tt Ooa e Gamples <] [ Seo TSP BB
Organize v Newfolder -0 0

6 Dowrlosce < Name ‘ Outemodied  Type

 RecentPloces

a ®) Districtof Columbia Ecampleadsx 61072015418 AM  Microsoft Excel
B MoryondDutsicformsx 02015 424 AM Moot Excel W,
) Michigan-data12L sisx 6/10/2015 616 AM  Microsoft Excel W.
B) New Yok Bamplestx 6102015351 AM  Microsot Excel W,
B Newortsic2ax 61020154606 AN Micosot el W,
B) Vi Eamplesx 6107201523 AM  Microsot xce W,





image6.png
EEEr

2 GeneralUse (\westtcomOFS) (6)
G2 chol 2 (\westatcom\dsuserst) (4)
2 INSTALL (\westatcom\0FS) )

2 dfs (\Whestat.com) ()

G2 VAENROLLEES (\Westat comaf) ()

Filename: NewYorDstsFie2stx

@)~ I = Xl s e Wbt » Tt Ooa e Gamples <] [ Seo TSP BB
Organize v Newfolder -0 0

6 Dowrlosce < Name ‘ Outemodied  Type

 RecentPloces

a ®) Districtof Columbia Ecampleadsx 61072015418 AM  Microsoft Excel
B MoryondDutsicformsx 02015 424 AM Moot Excel W,
) Michigan-data12L sisx 6/10/2015 616 AM  Microsoft Excel W.
B) New Yok Bamplestx 6102015351 AM  Microsot Excel W,
B Newortsic2ax 61020154606 AN Micosot el W,
B) Vi Eamplesx 6107201523 AM  Microsot xce W,





image5.png
Skip Navigation

(v
a b EPICCS USDA nited States Department of Agriculture

S Food and Nutrition Service

Erioneous Peyments In
Ghildcare Centers Study

Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

You are here: Dats File Submission > Submitting Data > Upload

Logout

Welcome, Leo Submit: Select file

= Submitting Data
Upload

Note: Only Excel and comma-deliniated files are acceptable (valid file extensions

= Check Your Submission | 51e s, xisx and .csv).

Status

Browse.

= Logout

= EPICCS Help Desk

EPCCS@w estatcom

Fhone:

1-855-272-0058)

Secure Fax

1844-224-2889F)

Hours: 9:00 am to 500 pm
Eastern Time

= Kokopelli Contacts
(PDF)





image7.png
Skip Navigation

(v
a b EPICCS USDA nited States Department of Agriculture

S Food and Nutrition Service

Erioneous Peyments In
Ghildcare Centers Study

Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

You are here: Dats File Submission > Submitting Data > Upload

Logout

Welcome, Leo Submit: Select file

= Submitting Data
Upload

Note: Only Excel and comma-deliniated files are acceptable (valid file extensions

= Check Your Submission | 51e s, xisx and .csv).

Status
KAEPICCS\Sampling\Kokopelli State Data File Website Instructions\Test Browse.

= Logout

Submit File

= EPICCS Help Desk

EPCCS@w estatcom

Fhone:

1-855-272-0058)

Secure Fax

1844-224-2889F)

Hours: 9:00 am to 500 pm
Eastern Time

= Kokopelli Contacts
(PDF)




image8.png
Skip Navigation

(v
a b EPICCS USDA nited States Department of Agriculture

S Food and Nutrition Service
Erfoneous Peyments In
Childcare Centers Study

Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

You are here: Dats File Submission > Submitting Data > Upload

Logout

Welcome, Leo

Thank you for submitting your state data file.
= Submitting Data

plcad Ched Your Submission Status

= Check Your Submission
Status

= Logout

= EPICCS Help Desk

EPCCS@w estatcom

Fhone:

1-855-272-0058)

Secure Fax

1844-224-2889F)

Hours: 9:00 am to 500 pm
Eastern Time

= Kokopelli Contacts
(PDF)





image9.png
Skip Navigation

(v
a b EPICCS USDA united States Department of Agriculture

S Food and Nutrition Service

Erioneous Peyments In
Ghildcare Centers Study

Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

You are here: Data File Submission > Submitting Data > Site Status

Logout

Welcome, Leo

= Submitting Data Data File Status
Upload

<< Previous | Next >> Records: 3

= Check Your Submission

e [status (2] ‘| Date Received File Name
« Logout 1. Kokopelli-file accepted 61102015 3:52:49 AM New York Example Xsx
Kokopell - fle needs followup 61102015 4:06:32 AM New York Example 2xisx
‘Submitted 7162015 5:38:32 PM NewYorkDataFile2 dsx
vious | Next >>
« EPICCS Help Desk Search] Status V| contains v Find
EPCCS@w estatcom
Phone:
1-855-272-0058)
‘Secure Fax
1844-224-2889F)
Hours: 9:00 am o 5:00 pm
Eastern Time

= Kokopelli Contacts
(PDF)




image10.png




image11.png
AR epiccs
qup





image12.png
Erroneous Payments in
Childcare Centers Study





