APPENDIX N
COMMONWEALTH FILE FORMATS


A. Monthly Inbound Purchasing Card Invoice File Format (Microsoft Excel)  
Header
Commonwealth of Pennsylvania

Summary Report for Period MM/DD/YYYY through MM/DD/YYYY Purchasing Card Program

Detail
	Agency Name
	Agency #
	Purchases
	Misc Debits
	Credits
	Total

	Alpha
	Num
	Num
	Num
	Num
	Num


B.   Monthly Inbound Purchasing Card Cost Allocation File Format
Header Record

	Field
	Length
	Example Value

	
	
	

	Record Type
	6 Characters
	“Header”

	Create Date
	8 Characters
	“02202002”
(MM/DD/YYYY)

	Create Time
	6 Characters
	“130101” (HHMMSS)

	As of Date
	8 Characters
	“01312002”
(MM/DD/YYYY)

	Contact Person Name
	40 Characters
	“Barbara Mazich”


	Telephone Number
	10 Characters
	“7174256570”

	Email Address
	25 Characters
	“bmazich@pa.gov”

	File Name
	40 Characters
	“ZF_INTF_PCARD.TXT”

	Record Count
	8 Characters
	“00000230” (will include all the data records and header record)


Detail Record
	Field Name
	Size
	Type
	Technical Name
	Conversion Rule

	Dr/Cr Indicator
	1
	Alpha
	N/A
	1

	GL Account
	7
	Num
	HKONT
	2

	Amount
	13
	Num
	WRBTR
	3

	Cost Center
	10
	Num
	KOSTL
	4

	Order
	12
	Alpha
	AUFNR
	5

	WBS Element
	23
	Alpha
	PROJK
	6

	Fund
	10
	Num
	GEBER
	7

	Line Item Text
	50
	Alpha
	SGTXT
	11

	Purchase Date
	8
	Date
	VALUE
	12

	Budget Period
	4
	Num
	 BUDGET_PD
	DISPLAY AS IN FILE

	Total Size
	138
	
	
	


C. Weekly inbound from the selected Offeror to COPA Purchasing Card maintenance process - The Commonwealth will receive from the Corporate Card issuer a weekly file that includes new account issues, account closed and updates to expiration dates.  
File format:

	Field
	Length
	Example Value

	Header
	
	

	Record Type
	X(6)
	“HEADER”

	Create Date
	D(8)
	“YYYYMMDD”

	Create Time
	T(6)
	“HHMMSS”

	As of Date
	D(8)
	“YYYYMMDD”

	Contact Person Name
	X(40)
	“John Smith”

	Telephone Number
	X(10)
	“7177059295”

	Email Address
	X(25)
	“jsmith@pa.gov”

	File Name
	40 Characters
	“ZH_INTF_FROM_XXX.TXT”

	Record Count
	8 Characters
	“00000230”  (will include all the data records and header record)

	Filler
	X(41)
	Bytes Available for expansion

	
	
	

	Detailed
	
	

	Details Indicator
	X(1)
	Default to ‘D’

	Personnel Number
	X(8)
	 “00123456”

	Employee Name
	X(85)
	“Susan K Andersen”

	Account Number**
	X(30)
	“123412341234234”

	Expiration Date
	D(8)
	“YYYYMMDD”

	Status Change Code
	X(2)
	“CN” – Creation of new account
“DC” – Deletion/Cancellation of Card

	Effective Date
	D(8)
	“YYYYMMDD”

	Filler
	X(50)
	Bytes Available for expansion


**For Account Number, if the first 4 to 8 numbers are consistent will all cards issued, the selected Offeror will omit these numbers from file and only send the 8 to 12 numbers that change.
Social Security Number is not to be included on file format.
X = Text/numeric field, D = Date field, T = Time field

D. Weekly outbound from COPA to the selected Offeror Purchasing Card maintenance process - The Commonwealth will send the Corporate Card issuer a weekly file that includes corporate card holder master data such as name changes, separations and changes in agencies.  


	Field Description
	Length
	 Length on the file
	Comments

	HEADER
	
	
	

	
	
	
	

	Record Type
	X(6)
	1-6        -   6
	Default to ‘HEADER’

	Creation date
	D(8)
	7-14      -  8
	“YYYYMMDD”

	Create Time
	X(6)
	15-20    -  6
	“HHMMSS”

	As of date
	D(8)
	21-28    -  8
	End date on the selection screen for the extraction of the file. “YYYYMMDD”

	Contact Person Name
	X(40)
	29-68    -  40
	 “John Smith”

	Telephone Number
	X(10)
	69-78    - 10
	 “7177059295”

	Email Address
	X(25)
	79-103 -  25
	“jsmith@pa.gov”

	File Name
	X(40)
	104-143 – 40
	“ZH_INTF_TO_XXX”

	Record Count
	9(8)
	144-151 -  8
	“00000230”  (will include all the data records and header record)

	
	
	
	

	DETAIL RECORD
	
	
	

	Details Indicator
	X(1)
	1-1        -   1
	Default to ‘D’

	Personnel Number
	X(8)
	2-9        -   8
	 “00123456”

	Employee Name
	X(85)
	10-94    -   85
	“John A Smith”

	Account Number
	X(30)
	95-124  -  30
	“123412341234234”

	Card expiration date
	D(8)
	125-132  -  8
	“YYYYMMDD”

	Status Change Code
	X(2)
	133-134 -  2
	DC – Separation(cancel card)

NC– Name Change

PC – Business Area Change

	Effective Date of Change
	D(8)
	135-142  -  8
	“YYYYMMDD” 

	Business Area
	X(4)
	143-146  -  4
	“81”

	Address 
	X(100)
	147-246 -  100
	“123 Main Street”

	City
	X(40)
	247-286 -  40
	“Harrisburg”

	State
	X(3)
	287-289 -  3
	“PA”

	Zip
	X(10)
	290-299 -  10
	“17111-0001”

	Filler
	X(50)
	300-349 – 50
	Bytes available for expansion


**For Account Number, if the first 4 to 8 numbers are consistent will all cards issued, the file from the Commonwealth will omit these numbers from file and only send the 8 to 12 numbers that change.
Social Security Number will not be included on file format.
X = Text/numeric field, D = Date field, T = Time field

E. Weekly inbound from the selected Offeror to SAP Corporate Card maintenance process - Currently the Commonwealth receives from the Corporate Card issuer a weekly file that includes new account issues, account closed and updates to expiration dates.  
File format:

	Field
	Length
	Example Value

	Header
	
	

	Record Type
	X(6)
	“HEADER”

	Create Date
	D(8)
	“YYYYMMDD”

	Create Time
	T(6)
	“HHMMSS”

	As of Date
	D(8)
	“YYYYMMDD”

	Contact Person Name
	X(40)
	“John Smith”

	Telephone Number
	X(10)
	“7177059295”

	Email Address
	X(25)
	“jsmith@pa.gov”

	File Name
	40 Characters
	“ZH_INTF_FROM_XXX.TXT”

	Record Count
	8 Characters
	“00000230”  (will include all the data records and header record)

	Filler
	X(41)
	Bytes Available for expansion

	
	
	

	Detailed
	
	

	Details Indicator
	X(1)
	Default to ‘D’

	Personnel Number
	X(8)
	 “00123456”

	Employee Name
	X(85)
	“Susan K Andersen”

	Account Number**
	X(30)
	“123412341234234”

	Expiration Date
	D(8)
	“YYYYMMDD”

	Status Change Code
	X(2)
	“CN” – Creation of new account
“DC” – Deletion/Cancellation of Card

	Effective Date
	D(8)
	“YYYYMMDD”

	Filler
	X(50)
	Bytes Available for expansion


**For Account Number, if the first 4 to 8 numbers are consistent will all cards issued, the selected Offeror will omit these numbers from file and only send the 8 to 12 numbers that change.
Social Security Number is not to be included on file format.
X = Text/numeric field, D = Date field, T = Time field

F. Weekly outbound from COPA to Offeror Corporate Card maintenance process - Currently the Commonwealth sends the Corporate Card issuer a weekly file that includes corporate card holder master data such as address, separations and changes in agencies.  

	Field Description
	Length
	 Length on the file
	Comments

	HEADER
	
	
	

	
	
	
	

	Record Type
	X(6)
	1-6        -   6
	Default to ‘HEADER’

	Creation date
	D(8)
	7-14      -  8
	“YYYYMMDD”

	Create Time
	X(6)
	15-20    -  6
	“HHMMSS”

	As of date
	D(8)
	21-28    -  8
	End date on the selection screen for the extraction of the file. “YYYYMMDD”

	Contact Person Name
	X(40)
	29-68    -  40
	“John Smith”

	Telephone Number
	X(10)
	69-78    - 10
	“7177059295”

	Email Address
	X(25)
	79-103 -  25
	“jsmith@state.pa.us”

	File Name
	X(40)
	104-143 – 40
	“ZH_INTF_TO_XXX”

	Record Count
	9(8)
	144-151 -  8
	“00000230”  (will include all the data records and header record)

	
	
	
	

	DETAIL RECORD
	
	
	

	Details Indicator
	X(1)
	1-1        -   1
	Default to ‘D’

	Personnel Number
	X(8)
	2-9        -   8
	 “00123456”

	Employee Name
	X(85)
	10-94    -   85
	“John A Smith”

	Account Number
	X(30)
	95-124  -  30
	“123412341234234”

	Card expiration date
	D(8)
	125-132  -  8
	“YYYYMMDD”

	Status Change Code
	X(2)
	133-134 -  2
	DC – Separation(cancel card)

NC– Name Change

AC – Address Change

PC – Business Area Change

	Effective Date of Change
	D(8)
	135-142  -  8
	“YYYYMMDD” 

	Business Area
	X(4)
	143-146  -  4
	“81”

	Address 
	X(100)
	147-246 -  100
	“123 Main Street”

	City
	X(40)
	247-286 -  40
	“Harrisburg”

	State
	X(3)
	287-289 -  3
	“PA”

	Zip
	X(10)
	290-299 -  10
	“17111-0001”

	Filler
	X(50)
	300-349 – 50
	Bytes available for expansion


**For Account Number, if the first 4 to 8 numbers are consistent will all cards issued, the file from the Commonwealth will omit these numbers from file and only send the 8 to 12 numbers that change.
Social Security Number will not be included on file format.
X = Text/numeric field, D = Date field, T = Time field

G. Monthly Report of Delinquent Corporate Card Accounts - this is a monthly file received from the card issuer that is used to generate notification letters of the status of delinquent balances.  An Excel Spreadsheet is acceptable.
	Hierarchy Level 1 (Agency)
	Numeric

	Hierarchy Level 2 (Department)
	Numeric

	Cardholder Name
	Alpha

	Account Number (last 8 digits)
	Numeric

	1 to 30 days delinquent dollar amount
	Numeric

	31 to 60 days delinquent dollar amount
	Numeric

	61 to 90 days delinquent dollar amount
	Numeric

	91 to 120 days delinquent dollar amount
	Numeric

	121 to 150 days delinquent dollar amount
	Numeric

	151 to 180 days delinquent dollar amount
	Numeric

	181 plus days delinquent dollar amount
	Numeric

	Total Current Balance
	Numeric

	Corporate Card Status
	Alpha
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