External Account Creation and Upload Instructions for the
File Collection System

Department of Audits and Accounts Portal

Cireale an Account
First Name Last Name

Fhone Number

Already Registered?
Email

Emai Password o
Re-Enter Email

SIGN IN Manager Email

Forgot Password? Password

Re-Enter Password

CREATE AN ACCOUNT

To login, go to https://www.audits.ga.gov/auth . If you do not have an account, go to step 2 to create an
account. If you already have an account with the Department of Audits and Accounts, proceed to step
3.

Login and Creating an account instructions can be found at:

http://www.audits.ga.gov/Resources/External Account Creation and Login Instructions.pdf

Click your designated tile’s “Collection System” to enter that application.
Note: The title “Generic Collection System” in the pictures are just for illustration purposes.

Generic
Collection System




4. When you enter the Collection application, you will be taken to this screen.

Help  Exit

Verify Below
Generic Collection System

Entity Name:  Audits and Accounts, Depariment of

Year: 2020[v] This system is 3 sacure file transfer systam aliowing you 1o safely transfar fles ta the Departmant of Audits and Accounts. You
ean enter the system and upload 25 many files 35 naeded through out the course of = yesr. Whan you are ready please click the

Status: Started cantinuz bution to proseed to th upload sreen

Due Date:  07/01/2020

P——

0 files(s) uploaded by extemal user

DOAA Shared Files

0 file(s} upioaded by DOAA Admin

5. Please verify that you have selected the appropriate “Year” for your submission upload.
The “Status” will reflect whether you have, “Not started or Started” for the current year selected.

Generic Collection System

Audits and Accounts, Department of

This system is a secure file transfer system 0y ¥ the and A You

can enter the system and upload as many files a5 nesded through out the course of a year. Whan you ars ready pleass click the

2020[v|

‘centinue button o procesd to the upload sereen.

0 files{(s) uploaded by extemal user

DOAA Shared Files

e Date: 07/01/2020

0 file(s) uploaded by DOAA Admin

6. Click the “Upload File” to begin your upload request.

Help  Exit

Verify Below
Generic Collection System

Entity Name: Audits and Accounts, Department of

This system i3 secure file tansfar system a y the nd A You

Year:  2020[v]

o N

Due Date:  07/01/2020

My Uploaded Files '1' Umom File DOAA Shared Files

Voaded by exiernal usf

‘can enter the system a

files 35 needed thraugh out the eourse of 2 year. WWhen you are ready plsase dick the

0 fle(s) uploaded by DOAA Admin



7. This screen will pop-up to allow you to identify, browse, and upload your file.

i) !dentify what you are uploading: [HEEEet R aEg|

&, Browse and find your file..

Or drag and drop in this area

B veriy i name is correcr [

8. Please make sure that you select the appropriate tag from the dropdown menu to identify the file you are
uploading.
Then select your file for upload and click “Upload” to finish or “Cancel” to exit this screen.

i) 1dentity what you are uploading:

&, Browse and find your file...

Or drag and drop in this area

3 Verify file name is comect: 2018 Chicken Biscuit Holiday Par




Verify Below

Entity Name: Audits and Accounts, Department of

Year: 2018[v]

Status: Started

Due Date: 07/01/2019

My Uploaded Files

File Name

Agency User Fees FY2016.pdf

Verify Below
Entity Name:  Audits and Accounts, Department of

Year: 2019[v]

s

Due Date: 07012019

My Uploaded Files
File Name

Agency User Fees FY2016 pdf

Verity Below
Entity Name:  Audits and Accounts, Department of

Year: 2019[v]

s [

Due Date: 07/01/2019

My Uploaded Files

Agency User Fees FY2016.pdf

9. Your files will now appear in the “My Uploaded Files” section.

Generic Collection System

This system s a secure file kransfar system allowing you to safely fransfer files o the Depariment of Audits and Aczounts. You
can snter the system and upload as many flss as nesded through out the course of a year. When you are ready pleass click the

‘continue buton t procesd to the uplaad seresn.

Upload File

1 fles(s) uploaded by exiemal user

DOAA Shared Files
0 file(s) upioaded by DOAA Admin

Uploaded
Date

01142019

10. If you need to remove any files, you may click on the red “X” on the left side of the file for removal.

Generic Collection System

This system is  seoure file transfer sysiem aliowing you o safely wransfer fles to the Depariment of Audits and Accounts. You

can enter the system and upload flesas it year. When you are ready piease alisk the
‘centinue butian to procesd i the wpload sereen.

DOAA Shared Files

1 files(s) uploaded by extemal user 0 file{s) uploaded by DOAA Admin

Uploaded
Date

0111472019

11. The “DOAA Shared Files” section will show you any files that have been uploaded from DOAA for your review.

Generic Collection System

This system is a secure fie e oy y and A You

can enter the system and upload files as nesded througt year. When you are ready piease cick the.
continue button to proced to the upload soreen.

—

1 fles(s) uploaded by extemal user 0 file(s) uploaded by DOAA Admin

Uploaded
Date

0111412019




12. Clicking on “Help” in the top right corner will navigate you to our external website where you may research
other helpful guides on the submission process.

Verify Below ‘ Generic Collection System ‘

Entity Name: Audits and Accounts, Department of

i nd A You

Year: 2019 can year. When you
continue bution to proceed to the upload screen.

My Uploaded Files DOAA Shared Files

0 files(s) uploaded by external user 0 file(s) uploaded by DOAA Admin

13. You may now click “Exit” at the top right corner. This will take you to the applications home screen.

Verify Bel . .
‘erify Below ‘ Generic Collection System ‘

Entity Name:  Audits and Accounts, Department of

Year: | 2020[%] This system is a secure fle- 0 ly the Dsp: snd Accounts. You

can enter ‘year. When you are ready please ick the

Due Date:  07/01/2020

DOAA Shared Files

T ——

0 fles(s) upioaded by external user

0 file(s) uploaded by DOAA Admin




