State Data Collection Website Instructions

Logging In
a. In Browser, navigate to website
https://harvester.census.gov/statecollection/states/nv
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b. Enter userID (lowercase letters only) and password. See section c if this is the
first time logging into the system.
Note: UserlD provided in the initial notification letter.
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c. Ifitisyour first time logging into the system, click ‘Forgot Password’ to create a
password for the account.
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NING* " WARNING**WARNING' WARNING'*

Enter UserID and Email address associated with the account and click ‘Reset
Password’.
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Email:

Reset Password

This site was created by GOVS
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Two emails will be sent to the email address associated with the account (from
Kristen.i.ricks@census.gov), one verifying the UserID and one containing a link
back to the website to create a new password.

Note: If emails are not received or an error message is received, please

contact the Census support staff at ewd.local.finance@census.gov.
After clicking on the link, create a password containing at least 12 characters
with one uppercase character, one lowercase character, a number, and a special
character (!, @, #, S, & are known acceptable special characters).
Confirm the password by re-entering it into the next space provided.
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h. Click ‘Continue,” which returns user to the home screen.
i. Enter UserID and newly created password.
j. Click ‘Login.
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Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save the file to your local hard drive, then complete the|
form and re-save.

Select Survey:

STEP 2:

Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to our web server.

H Enter Filename: Browse... H
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Il. Download Survey
a. Select ‘2019 City Template’ to download the Annual Financial Report.
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the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save the file to your local hard drive, then complete the
form and re-save.

Select Survey: 20

STEP 2:
Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to our web server.

Enter Filename:

Browse.
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b. From the pop-up window, select ‘Open.’

@ hitps://statecollectionnewtest.econ.census... © ~ @ & || Census Central ¢ Mail - Kristen.|Ricks... (2 State Data Collection... & statecollectionne... % & EWS | Home

What do you want to do with NV_cityForm_2019.xIsx?

Size: 699 KB
From: statecollectionnew.test.econ.census.gov

-> Open
The file won't be saved automatically.
- Save Iy
- saveas
Cancel



Once the template opens in Excel, enter your User Name and Password into the
highlighted fields.
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1 Instructions for Annual Financial Information Report
2
3 Please Enter Your UserlD and Password Below: /
4 Userl
5 [Password: |
6 Due March 31 of each Year
7 &
8 information entered on this Report?
Cells shaded in yellow are the only places unit's should enter data. Cells used to
create the form are locked so that the user does not accidently alter the
information in the cell. Cells to the right and below the form on each tab are
unlocked for units to use them as they wish. There are multiple Excel tabs and
9 every unit should complete the Tabs that apply to their unit.
10
11 | What basis of Accounting is used on the form?
The basis of accounting used for this form is the same basis used in your audit
12 report.
13
14 How is the form completed?
The Financial Report form will be retrieved from the US Census site (link is
directly below this question). The form must be saved to your PC and completed.
After completion the unit will return to the same US Census site to upload the
completed Financial Report. We recommend that the unit save the completed
15 Financial Report to aid them in completing next year's Financial Report.
16 https://Har nsu states/nv
17
18 |What if my unit is not in the drop down list?
If your unit is not listed in the drop down list on the Verification tab, call Census
19 Support Staff at 301-763-5153 or 888-590-2748.
20
21 |How is form submitted?
When you have completed the form, please save the file to your PC. You will
then go to the web site listed below (it is the same website that you visited to
download this form). Enter your "UserID" and "Password" that you used for the
Einannial Danart d, Laad. A chauld b -+, A at tha +, £ this A
» Instructions | Verification | Part|-Taxes | Partll-Intergov Revenues | Partlli - Charges ... () < »

Ready

d. Then, select the Verification tab.
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1 Instructions for Annual Financial Information Report
2
3 Please Enter Your UserID and Password Below:
4 UserlD:
5 [Password: |
6 Due March 31 of each Year
7
8 |How is information entered on this Report?
Cells shaded in yellow are the only places unit's should enter data. Cells used to
create the form are locked so that the user does not accidently alter the
information in the cell. Cells to the right and below the form on each tab are
unlocked for units to use them as they wish. There are multiple Excel tabs and
9 every unit should complete the Tabs that apply to their unit.
10
11 What basis of Accounting is used on the form?
The basis of accounting used for this form is the same basis used in your audit
12 report.
13
14 |How is the form completed?
The Financial Report form will be retrieved from the US Census site (link is
directly below this question). The form must be saved to your PC and completed.
After completion the unit will return to the same US Census site to upload the.
completed Financial Report. We recommend that the unit save the completed
15 Financial Report to aid them in completing next year's Financial Report.
16 https://Harvester.census.g states/nv
17
18 |What if my unit is not in the drop down list?
If your unit is not listed in the drop down list on the Verification tab, call Census
19 Support Staff at 301-763-5153 or 888-590-2748.
20
21 How is form submitted?
When you have completed the form, please save the file to your PC. You will
then go to the web site listed below (it is the same website that you visited to
download this form). Enter your "UserID" and "Password" that you used for the
| A chauld haun ctarcad at tha tanaf thi -
» Part | - Taxes Part Il - Intergov Revenues Part lll - Charges ... (® < >




e. Using the drop down arrow, select the appropriate community name from the
menu.

2019 Nevada Template - Excel
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1 2019 State of Nevada: Annual County and City Financial Report
2
3 To select your ity name, select the yellow highlighted cells, then select the drop down arrow box
4 |v of
5

If you could not find your community name in the drop down above, please call Census Support Staff at 301-763-
5153 or 888-590-2748.

[For Fiscal Year Ending June 30, 2019 |

10 Verification of Annual Financial Report

12 By uploading the financial report to the U.S. Census website, you are verifying

14 MANDATORY All Fields Must Be Completed

16 Name of Official

17 Title of Official

18 Date (Enter as "MM/DD/YYYY")
19 Person to contact for questions
20 Title

21 [Telephone number

22 £-mail address

» Instructions | Verification | Part|-Taxes | Partll -Intergov Revenues Part lll - Charges ... & < >
Ready i) m - 1 + 100%

f. Save the template to your local hard drive. (Ex.: reno2019.xIxs)

g. Complete Parts | — X and re-save to your local hard drive.



Il Upload Survey
a. Login to the State Data Collection website using steps from Part .
b. From the File Upload screen — Step 2, select Browse to find the completed
Annual Financial Report on your local hard drive.
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Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to our web server.

Enter Filename:

this site was created by govs
copyright ©2011. all rights reserved.

c. Once the completed file has been selected from the hard drive and the Filename
field is populated, select Upload File.
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Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save the file to your local hard drive, then complete the|
form and re-save.

this site was created by govs
copyright © 2011. all rights reserved.



d. You will receive a notification once file has successfully uploaded.
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Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save the file to your local hard drive, then complete the |
form and re-save.

Select Survey: 2019 City Template

Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser wil transmit the file to our web server.

Completed ! Thank you for uploading your file. If you have any questions, the contact information is in login page.

Enter Filename: Browse.

this site was created by govs
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e. Click ‘Log Out.’
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Please select the survey Excel template below. On the Verification Tab within the template, please select your unit's name. IMPORTANT - Save the file to your local hard drive, then complete the
form and re-save.

Select Survey: 2019 ity Template

Use the Browse button to select the file from your local hard drive. When you press the Upload File button, your browser will transmit the file to our web server.

Completed ! Thank you for uploading your file. If you have any questions, the contact information is in login page.
Enter Filename: Browse.
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