OIP7.2.14

Cheat Sheet:
How to Upload UIPA Totals
to the Master Log at data.hawaii.gov

This handy cheat sheet supplements the Upload instructions and training on
oip.hawaii.gov. The UIPA Log summaries (totals) will be uploaded twice a year
(January and August) to the Master Log at data.hawaii.gov.

Here’s the current uploading schedule:

January 31, 2014: Upload 6-month Log summaries for July 1, 2013, through
December 31, 2013.

August 31, 2014: Upload 12-month Log summaries for all of FY 2014 (July 1,
2013, through June 30, 2014).

January 31, 2015: Upload 6-month Log summaries for July 1, 2014, through
December 31, 2014. This will be the first upload for the counties.

August 31, 2015: Upload 12-month Log summaries for all of FY 2015 (July 1,
2014, through June 30, 2015).

Acknowledgments:
Mabhalo to Ruth Egami, formerly of the state Department of Health (Administrative
Services Office, Management Services Section) and now with the Department of

Land and Natural Resources, for creating this cheat sheet, which was revised by
OIP in July 2014.
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1. Download from Office of Information Practices R S TN ST = =]
(OIP) website the latest UIPA Record Request Log _ : T i e ,
(Excel format) for the new Fiscal Year (FY). i | ot e | e | e

o | |
* Do not use prior year request log form, since e
log may have been updated. e ——— | Rl ety | e | R e
* Use log form to keep track of record requests. i B I
o
o — [ ]
* Keep track of routine requests separately, but - = ' /
remember that the number of routine requests —— | | | | | |

is also reported.

2. Download from OIP website the latest blank UIPA [ [ Y P AV - [y py o
Log to upload agency totals to data.hawaii.gov N SRS EE =

(DHG) [Excel format] for the new FY.

* Do not use prior year multiple agency log form,
since log may have been updated.

¢ This form is used to upload to data.hawaii.gov;
whether reporting one agency or multiple A
agencies.

3. After 31 Dec (mid-FY) and 30 June (end-FY):

* Copy the TOTALS row (highlighted “yellow”) of W‘> ‘ OTALS 38 )
the UIPA Record Request Log form.

* Paste into the blank UIPA Log to upload agency
totals to data.hawaii.gov form using the “paste o -
special” function.

PASTE
SPECIAL

Important: When “paste special” is selected,
the paste special pop-up menu will appear.

Select from the “Paste” menu options: “Values
and number formats” (right-side of options
listed), then click “OK.”

* Check each cell to ascertain the TOTALS have Al Lo
been copied accurately: (1) into the correct
columns, and (2) in the correct number,
decimal, accounting (S), or text format.

¢ Inlast column on the right, enter total number
of routine requests, which should have been
tracked separately.

ENTER TOTAL
(NUMBER OF)
ROUTINE
REQUESTS

RED COLUMNS
e Delete “red” columns C, D, and E that are DELETED

indicated to be deleted S
. TOTALS

# of Personal | #of # of Agency Gross Fees & Gross Fees TOTAL

Department Agency Records Requests | Notices & Costs INCURRED BUT |  ROUTINE

Requests Received Sent NOT CHARGED REQUESTS

(Unrecoverable)

Costs Agena
INCURRED

¢ Save Excel worksheet for upload to
data.hawaii.gov.

b S
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/6 Data for Hawaii | data hawaiigov - Microsoft Internet Explorer provided by Hawaii State Dept. of Health. a =lgix|

4. Login to the data.hawaii.gov website: GO o e SR Dot [ e

| He Edt Yew Favorites Took Heb

https://data.hawaii.gov/login/

Home GefingStaried Videos FAQ Blog SuggestaDatasel Melrcs  APIs

”
«
Gov

Enter your email address and password.

Sign In to Socrata

If you need data entry privileges, @ Sion nwith your Socrata 1D
email John Pescador, DAGS/ ICSD
; , ENTER EMAIL
(john.k.pescador@hawaii.gov). ADDRESS &

PASSWORD

Or go to the data.hawaii.gov website:

T
o | T T T p— li_J

https://data.hawaii.gov/

Then click “Sign In” hyperlink at the top right of
the screen.

The login screen will appear for you to login.
Enter your email address and password.

5. Click “HOME,” which is on the dark blue menu bar.

Name & et Account Setings

Joined on July 24, 2013 Last logged in Oclober 07, 2013

Basic Info [ Ea
Name Datasets ~Owned By Me | Snared Toe Create a new Dataset +
H: No Results 4 y
e (e A
\ Y
Q searct =

6. Enterin the “SEARCH” box (with magnifying glass):
“UIPA LOG” or “OIP LOG”, then click on keyboard
“Enter” key to implement search.

1. IN SEARCH BOX:
ENTER ‘UIPA LOG” or
“OIP LOG”

* Listing of logs will appear.

¢ Select the appropriate OIP MASTER UIPA
RECORDS REQUEST [Mid-Year or Year-End] LOG

FOR FY 20XX to upload your data.

2. SELECT THE
APPROPRIATE OIP
MASTER UIPA RECORDS
REQUEST [Mid-Year or
Year-End] LOG FOR FY

Results for "UIPA Log” B
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7. Click the mustard color “EDIT” button.

* The “Edit” menu will appear on the right-hand
side of the screen.

* (Click “EDIT DATASET” button.

£

e
PAAIL
GOV ’

Department

SOH_ACCOUNTING_AND_

GENERAL_S SOH/ACC!
4 i SOM_ACCOUNTING_AND_GENERAL_S SOH/ACCH
= SOH_ACCOUNTING_AND_GENERAL_S SOH/ACC

OIP Master UIPA Records Re

@ = Agency

SOH_ACCOUNTING_AND_GENERAL_S SOH/ ACCOUNTING & GENERAL SERVICES/ ACCOUNT

Gefing Staried  Videos  FAQ  Blog

= SOH_ACCOUNTING_AND_GENERAL_S SOH/ ACCOUNTING & GENERAL SERVICES/ACCESS 2] This dataset is published and cannot be
edited directly. A working copy can be made
that allows you to make all your desired
changes before making them publicly
available

Edit Dataset

2. CLICK
“EDIT DATASET”

Suggesta Dafaset Melrics  APIs  About

Signout Help Administration  Helio,

8. A new screen will appear indicating that this is a
“WORKING COPY.”

*  Click mustard color “EDIT” button, once again.

(= Cl
GOV "

[Working Copy]
- oeRe!

Publish Dataset
View the published OIF Master Ul

Home Getting Started  Videos FAQ  Blog

1. NOTE: A “WORKING COPY ”

IS CREATED

Records Request Year-End Log For FY

Departmant
1 = SOH_ACCOUNTING_AND_GENERAL_S SOH/ ACCOUNTING & GENERAL SERVICES/ ACCESS HAWAIl COMMITTEE =)
= SOH ACCOUNTING AND GENERAL S SOH/ACCOUNTING & GENERAL SERVICES/ ACCOUNTING DIVISION/ ACCT-0 _’ﬂ
‘ s

Suggesta Dataset Melrics  APIs  About

Signout Help Administration  Hello,

=) [ . == o

\ l 2. CLICK “EDIT” 1 Fﬁ i 55 [
0= Ag 9= # of Persor

9. Again, the “Edit” menu will appear on the right-
hand side of the screen.

e Click mustard color “APPEND AND REPLACE”
button.

* An extension of the “Append and Replace”
menu will appear.

¢ Click on “LAUNCH APPEND AND REPLACE
WIZARD.”

() sfa)

HAWAIL
GOV *

[Working Copy]

OIP Master UIPA Records Re

Publish Dataset
View the published OIP Master Ul

IPA

Records Request Year-End Log For FY

2013

o=

Home Gefting Started  Videos FAQ  Blog

j 1. CLICK “APPEND AND REPLACE” \I

B[E| [& Fna o

Suggesta Dataset  Melrics  APls  About

Signout Help Administration  Helio,

8

SOH_ACCOUNTING_AND_GENERAL_S' SOH/ ACCOUNTING & GENERAL SERVICES/ ACC

SOH_ACCOUNTING_ANI

SOH_ACGOUNTING_ANI

2. CLICK “LAUNCH APPEND
AND REPLACE WIZARD”

=t
J0 s i v s e whsoes ot wi b
added to or replace your current data
» Launch the Append and Replace wizard

10. Click “APPEND” button.
IMPORTANT:
Do NOT click “REPLACE” button!!!

¢ Even if you previously uploaded your data, but
would like to replace it with a corrected/
revised version.

* The “REPLACE” option will replace ALL the
existing data (including data uploaded by other
agencies) with the data you upload.

¢ If you need to replace data that you have
already uploaded, please contact:

Michael Little

Office of Information Practices (OIP)

Phone number (808) 586-1400

email address: Michael.V.Little@hawaii.gov

DATA. =
HAWAIL
GOV

Append and Replace data

Home Gefting Starled  Videos FAQ  Blog

What would you like to do with your uploaded data

CLICK  \

-0

Append

“APPEND” /

Replace

Cancel

Suggesta Dataset  Melrics  APIs  Abor

Signout Help  Administration

IMPORTANT
DO NOT CLICK
“REPLACE”I!

+ Evenifyou
previously uploaded,
but need to upload
revised data.

* Please contact
Michael Little of OIP
to do replacement
correction.
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11. Click “UPLOAD A FILE” button.

Pop-up screen to search for your saved Excel
spreadsheet with your redacted records
request totals will appear.

Search for your file.

Double click on your file or highlight, then click
on “OPEN” button.

File will begin uploading.

Home  Geling Staried

Append and Replace data

_ease choose a file to import

Veeos FAQ By SuggestoDeiasel  Meres APs  About

1. CLICK
“UPLOAD
A FILE”

o

2. POP-UP SCREEN:
FIND SAVED EXCEL
SPREADSHEET (WITH
RECORD REQUEST

TOTALS)
DOUBLE-CLICK
OR HIGHLIGHT

.

CLICK “OPEN” BUTTON

<1
e =

ON FILE
FILE AND

)
o = [ L
3 .

o Libraries

12. Check if data from your Excel spreadsheet
uploaded correctly:

Check that the “Source Column” matches the
“Destination Column” for each row. Also check
if the “Destination Data Type” column is the
correct Excel spreadsheet cell format, e.g.
number, decimal, accounting (S), or text
format.

Check the tabular format to ensure that the
specific values uploaded matches the Excel
spreadsheet for the corresponding column.

Check if you have errors and warnings.
However, if the values shown in the tabular
format are correct (both numerically and
format), then the warning(s) may likely be to
ensure a check of the inconsistencies in format
during the transfer of data; review listing and
determine if the warnings may be disregarded.

After checking:

v" If uploaded data is incorrect, then click
“CANCEL” button. Correct your Excel
spreadsheet and then upload again.

v" If uploaded data is CORRECT, then click
“NEXT” button.

)

2N}

e

Append and Replace data

the data in “SOH_HEALTH_ASO Master Summary of Unredacted Log Totals 7-30-13.xisx" relate to your dataset?

1. CHECK EACH ROW:
“SOURCE COLUMN”"

" BUT NOT CHARGED (Unrecorerable)
@ TOTALROUTINE REQUESTS

TOTAL $ Gross Fees & Costs INCURRED Mo

ENTITY TO MATCH
“DESTINATION COLUMN

Number

Depariment | Agency |1&

2. CHECK IF VALUES UPLOADED
MATCH EXCEL SPREADSHEET

O]

One of your rows is a heay

Errors and Warnings.

=\ decimal,

3. CHECK ERRORS & WARNINGS

Note: If values uploaded above are correct (numerically & format, e.g.
$, text, etc.), then warning(s) may possibly be disregarded.

of Requests R

with the impor. pisyge

‘source data is formatted correctly as uun;g'1.

problems with the i ] please ensure that the source data 1s formatied corectly 35 Numbér

4.

Cancal

IF UPLOADED DATA IS INCORRECT, CLICK “CANCEL”

IF UPLOADED DATA IS CORRECT, CLICK “ NEXT”

13. Click “FINISH” button.

Append and Replace data

Home GofingStaried Videos FAQ  Bbg SugestaDatasel M

Your Dataset has been updated

Ciick on Finish to see it

[Zeiccmmsr ye
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14. Once more check uploaded data shown to ensure
each value matches data on your Excel spreadsheet o com
in the corresponding column and in the correct
data format, e.g. number, decimal, accounting (S),
or text format.

1. CHECK AGAIN!
DATA IN EACH COLUMN
SHOULD MATCH EXCEL
SPREADSHEET

2. CLICK “PUBLISH
DATASET”

Nt

* If uploaded data is CORRECT, then click CED
“PUBLISH DATASET” button.

v" You are done.
v" You may now “SIGN OUT.”

v Important: If you do not “PUBLISH
DATASET” your upload will not appear on
the OIP Master UIPA Records Request Log.

* |[f uploaded data is incorrect, do NOT publish
dataset.

v" You will need to determine where and why
the error occurred.

v Correct Excel spreadsheet; then begin to
upload again.
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