APPENDIX B2. STATE INSTRUCTIONS FOR SUBMISSION OF ADMINISTRATIVE GD-ATA
USDA AR ErPiCcS

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.
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1) Go to: https://www.epiccs-statefile.org

e 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

Skip Navigation

T a b EPICCS USDA L St Dopairmt ot Agicitn

s Food and Nutrition Service
Erroneous Payments In
Childcare Centers Study

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

Login.

ata Eil Stbe e You are here: Data File Submission > Submitting Data

EPICCS State Data File Submission System
Study Contact

Welcome to the EPICCS Stata Data File Submission System. Thank you for Login
= 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, ML, NJ, NY, NC, OH,

PA, SC, TN, TX, VA, WA, WI.

Phone:
1-855-272-005608)

States should log into this system to submit the requested data files. Our team are
here to help. Your first point of contact for guidance and support is your liaison
from Kokopelli. Click on the 'Kokopelli Contacts' link to the left for your liaison’s

Secure Fax:
1-844-224-288908)

Hours: 9:00 amto 5:00 pm contact information. You can also contact the EPICCS help desk if you have any

Eastern Time questions or need technical assistance.
. :;pgﬂopelli Contacts Reference Documentation for Data File Submission

= Data File Spedifications: (PDF, XX KB). To access PDF Files, Adobe® Acrobat® Reader software must be used. If
you do not have the Adobe® so installed on your computer you can dowload it at

Find study contacts

https://get.adobe.com/reader

here Use these links to get
' Sample Data File: (XLSX, XX KB) ﬁle Speciﬁcaﬁons or

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

e 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.

e 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
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o securely upload your data file.

Data File Submission

2 go
Submitting Da
Upload

m Check Your S0gmission
Status

Logout

= Logout - -
View the cur®gnt submission status for each data file you have uploaded.
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u EPICCS Help Desk

EPICCS@w estatcom

Phone:
1-856-272-0058%)

Secure Fax:
1-844-224-288938)

Click either “Upload” links to securely
Hours:9:00 am to 5:00 pm .
Eastem Time upload your State’s data file(s).

= Kokopelli Contacts
(PDF)
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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

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

IR IR IS IMUMM  You are here: Data File Submission > Submitting Data > Upload

Welcome, Leo
= Submitting Data
Upload
= Check Your Submission

Status

= Logout

Study Contact

& CnooseFileto Upload |

<Ok

<« Kokopelli State Data File

Skip Navigation

USDA united States Department of Agriculture
S ood and Nutrition Service

Submit: Select file

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

are xls, xsx and .csv).

v . Peme)

Website Instructions » Test Site - Data File Examples

3wy

Organize >  Newfolder

& Downloads
% Recent Places

4 Libraries
*| Docurnents
o' Music
=) Pictures
B videos

1 Computer
&, 08Disk (C)
2B Gencallbee (lawekal comiN D) 1G]

Mam:

File name: MewYorkDataFile2 s

N e m
(1) Mew York Examplexlsx 6/10/2
i (] NewYorkDataFile2.dsx

S

6/10/2015 4:06 AM

icrosoft Excel W...
Microsoft Bxcel W.. |

Logout

Use “Browse...”
to navigate to
file location.

file.

Click “Open”

7 to select the
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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.
e Athank you message displays when your file is uploaded (see Figure 6).

Figure 5 - Uploading Data File
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Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

LR R et | Youarehere: Data 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 are xls, xsx and .csv)

Status

KI\EPICCS\Sampling'Kokopelli State Data File Website InstructionsiTest Browse.
= Logout

Study Contact

Submit Fil
« EPICCS HelpDesk

BPICCS@w estatcom \
Phone: .
1855.2720056@) Once the data file name

Secure Fax:

0422420009 is opened onto the

Hours: 9:00 am to 5:00 pm

astorn Tine website screen, click the

-l i “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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Erroneous Payments in Childcare Centers Study (EPICCS) State Data File Submission

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

Welcome, Leo
Thank you for submitting your state data file.

= Submitting Data

\ e Chedk Your Submission Statu
Check Your Submissiof
Status

= Logout

Figure 7 - Data File Status
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= Kokopelli Contacts
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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!
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