Using Secure HEAB – uploading of vouchers and downloading of files
· Open your web browser and enter the Secure HEAB web address. 

https://secure.heab.state.wi.us/VoucherRequest/Login.aspx 

This will take you to the Secure HEAB logon page. You may want to bookmark this page in your web browser. 
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· Enter your Secure HEAB user name and password in the appropriate boxes, and then click on the "Login" button. 

· The "School Functions" screen will appear and you are now on Secure HEAB. 
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· On the Upload Vouchers page, select your new request file and click on Upload.
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· Ideally, you will see the two following screens in succession:
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· However, we all know this isn’t an ideal world(.  Below are examples of some of the errors that you might see. 

Note: if one line of a request file has an error, the entire file is rejected and must be resubmitted after corrections have been made.
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Our site will list the errors line by line and you can access the entire list by clicking on the ‘details’ link on your School Upload Activity screen.  They are also on the Recent Activity screen. If there is a question of whether a certain file has been uploaded, this screen allows a coworker to ascertain if and when that file has been uploaded.
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Downloading Files from Secure HEAB 

Files currently available through Secure HEAB include: 

· Notification Reports 

· AES Notification Reports 

· Disbursement Files 

· Voucher Error Lists 

NOTE: The three most current Notification Reports and AES Notification Reports, and the six most current Disbursement Files and Voucher Error Lists will be available on Secure HEAB. The folders are cleaned out about once a month. 

HEAB staff may place other files on Secure HEAB as needed. 

Secure HEAB is not a historic archive. The financial aid offices should download and save their files onto their own computer systems. 
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The list of available files may be sorted by File Name, File Size, or Creation Date. Click on the column header to sort the list. 

Depending on the browser being used and the settings of that browser, the user will see different things.  I will give screen shots from Firefox and IE.

Downloads can be initiated by clicking on either the download icon or the file name.

Firefox:

You want to SAVE the file; I believe the default place for saving files in this fashion is the Desktop and this can be adjusted in your browser settings. 
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· Upload complete
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 Internet Explorer:
IE allows you to choose where to save the file (and what to name it) with each save.
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Getting the correct template

· Go online to the HEAB site.  http://heab.wi.gov 

· On the left, click on Information for Financial Aid Administrators
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· Click on Voucher Request Instructions
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· Click on the Voucher Request Template link.
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· When you click on the download link, a dialog box prompting you to ‘open’ or ‘save’ should appear.  Choose ‘save’ and then navigate to where you want the template saved.
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Using your voucher template

· Opening your voucher template in Excel brings you to the pre-formatted worksheet.  The other worksheet in the file has a copy of the formatting guide.  Now you are ready to key (or copy/paste) your requests.
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OK, the requests are keyed in, what’s next?

Note: if you need a sum of the total dollar amount being requested, please either delete the total before you save the file or get the sum after the formatted text file is saved.

· Click on the Office Button and then ‘save as’
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· Navigate to where you want the file saved and give it a name
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· Change the file type (the drop-down menu below the file name box) to “formatted text space delimited”.  If you simply change the file extension without changing the file type, the file will be saved as a spreadsheet and that won’t work (see below).
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· Click on ‘save’ and a box will tell you that the file type will not support multiple worksheets – click on ‘OK’
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· Another box will tell you that the spreadsheet might have features that the selected file type won’t support – click on ‘yes’ – now your file is saved.
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· When you close Excel, you will be asked if you want to save changes to the file, click ‘no’

[image: image29.png]Y [ vome | mset_pogeloyout romuss  Dots Revew  view

e . Gene - E}conational Formatting

@ (8- % » | iromstasTae-
el 3| [CXEE| - 5 censyes -
Jboard 3 Alignment 5| Numper & sttes

-Q £[2

A B G D JE[ F G H
989 fall09x2 999887777 10 1 LOD 1AL
989 5pri0xt 999887777 10 2 | Microsoft Office Excel
989 spri0xt 833776666 20 2
989 spri0xt 777665555 902 . o
DTl T P A\ cormvttommte e st ot

< » | formatting guide | v989110909 < ¥J





· The newly saved text file looks like this in a text editor (Notepad, Wordpad etc) and may be uploaded.  I like Notepad because the status bar shows the line and column position of the cursor.  In the below example, I have highlighted where the cursor is.
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· If you try to upload a spreadsheet, the upload will fail.  Our upload program will only allow file names it can assume are text files to be OK’d for uploading (e.g. *.csv, *.txt, *.prn). 

·  Any file with an extension that is normally associated with a text file will be allowed to upload.  The file is then checked for accurate formatting and there is an error report when there are problems.

· The error messages produced by trying to upload a spreadsheet look like this:
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· Because a spreadsheet read by a text editor looks like this:
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Secure Email Feature
Note: there must be text in both the subject line and in the body of the email before the system will allow a message to be sent.
· Please remember to sign your secure message with your name/email address/phone #, as the default email addresses for the secure IDs are those of the Directors of Financial Aid.

· At this time, only one file may be attached to an email message.
· All email use is tracked in your activity history and records when an email was sent and if there was an attachment.
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The black line was put there by me so you won’t be seeing it on the actual site.  You may send information securely to any staff member and CC any other staff member. 

Please note the following file naming conventions: 

HEAB school code:
### - 3 digits, assigned by HEAB

Academic Year
acyr - e.g. 89 = 2008-2009; 910 = 2009-2010; 1011 = 2010-2011; YearEnd

Date file produced:
ccyymmdd – century, year, month, day

HEAB voucher number:
vvvv

Notification List:
Notif_###_acyr_ccyymmdd.txt

Covenant List:
CovNotif_###_acyr_ccyymmdd.txt

AES List:
aes###_acyr_mmddyy.txt

Voucher Register:
Dvvvv_###.txt

Flat Disbursement
Dvvvv_###F.txt

Voucher Errors:
Evvvv_###.txt

For example, a delimited Notification List for school #989, for the 2009-10 academic year, produced on February 29, 2010, would be named Notif_989_910_20100229.txt. 

· The secure site does not retain the file names of uploaded files.  Therefore, if you have a specific file you need deleted, the identifying information will be the upload time and the number of records.

If you have questions not answered by these instructions, please contact Barb Moermond.

Barbara.Moermond@wisconsin.gov
608*266*3091
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