Debt Tracking Application

User’s Guide

Logging In
The first step to using any modern business software application is to gain access. For

the Debt Tracking application, this is accomplished by opening your browser, going to the URL
for the application — https://apps.wvsto.com/DebtTracking, and logging in.
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Login

Enter Quarterly Debt Updates Reports Home About Contact

Log In
User Name:
Password:
Login
Forgot Password?
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Enter your User Name (the email address you provided the Treasurer’s Office when
requesting access) and your password.

Forgot Password (Password Reset)

If you have forgotten your password, click the Forgot Password? link to initiate the
password reset process. This will ask for your User Name (your provided email address) to send
you a reset link when you click Submit.
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Forgot Password

Enter Quarterly Debt Updates  Reports  Home  About  Contact

User Name: |

Submit
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You should receive an email similar to this one below:
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https://apps.wvsto.com/DebtTracking

Use the following link to complete the process of resetting your password:

https://apps.wvsto.com/DebtTracking/PwdReset.aspx?userid=2&rsttkn=0009467009645639

West Virginia State Treasurer's Office
Cash Management

322 70th Street, SE

Charleston, WV 25304

Before clicking the link, please shut down any previous web browser that is open to the
Debt Tracking application to prevent confusing which session is which. Then click the link to go
to the password reset page. A page similar to below should show. Enter the necessary
information and click Submit.

WYV Debt Tracking & Reporting
Application

Enter Quarterly Debt Updates  Reports Home  About  Contact Login

User Name: greg james@wvsto.com
New Password: |

Repeat Password:

Security Question: |

Security Response: |

Submit
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The User Name should be populated already. If it is not, close all your browsers and
click on the link again from the email.

Decide on and enter your new password in the New Password box and again in the
Repeat Password box. Both of these must match or you won’t be able to Submit the changes.

For the Security Question and Response, you decide what you wish to ask yourself the
next time you need to reset your password and what response the system should expect in
order to let you. Such as, “what is my favorite sports team?”, “wv power”.

Once you have submitted the change successfully, you should be returned to the login
prompt and be able to use your new password to log in. Once logged in you will see the screen
below:
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Main Page

About

Reminder: Per WV State Code §12-6A-6, agencies have until the 16th of the month following the quarter end to update their debt balances. They are responsible for reporting this data by 11:59pm EST on the 16th of the
month following the quarter end and acknowledge that STO will utilize and publish this required data for debt reporting purposes. Each agency certifies that the data contained within this at that date and time is complete and
accurate to the best of their knowledge.

If you have any changes after that date, please contact Joellen Lucas at joellen.lucas@wwsto.com or 304-340-1572.

Logout
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Transactions

Enter Quarterly Debt Updates

The Data Entry Page is the screen for the transaction portion of the system. It is used to
perform entry and edit of quarterly debt updates. Everything will be blank (as shown below)
until you select the Organization with which you wish to work.
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Data Entry Page

Enter Quarterly Debt Updates  Reports  Home About  Contact Logout
Welcome Greg James

Organization | ]
Retdeve Ot | [1s1 | QUARTER OF FISCAL YEAR [2018 %] | New Debt
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After selecting the organization from the dropdown, the data will be displayed for the
current fiscal year and quarter, as shown below:
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Data Entry Page

Administration  Enter Quarterly Debt Updates  Reports Home  About  Contact Logout
Welcome Administrator
Organization |CONCORD UNIVERSITY v
| Retrieve Qir 1st v| QUARTER OF FISCAL YEAR (2019 v| | New Debt
_— Final Principal ";;’: /';3‘;‘;" Principal Paid Interest Paid Principal Adjustments Adjusted
Debt Type | Obligation | Purpose |Authority| Debt Issued | %€ | Maturity | Outstanding ket 7/1/2018 through |7/1/2018 through|  Outstanding (Defeasance, Principal Transaction Memo
Date 7/1/2018 o, 9 9/30/2018 9/30/2018 9/30/2018 Refunding, etc.) Outstanding
/30/2018
Lease performance I ‘ I
¥ 63| [s0 3 .63 :
Obligations | |Contract | $4,478,698.00| 1/1/1900 | 4/17/2025 , $2,386,479.63| $000 $101,399.00 | $32,515 00 ‘ $2,285,080. 63\ $0.00 $2,285,080. 6)» J
;ﬁf;mns $W Stract $531,112.00| 1/1/1900 | 6/30/2027 $334,562.33| [50.00 50.00 7 | [s000 | $334,562.33| [50.00 i $334,562.33
;‘;;“Ms Johnson House | 5221,297.001 1/1/1900 | 6/30/2027 $139,608.11| (5000 5000 } 50.00 1 $139,608.11| (5000 $139,608.11
| | ! ! !
Capital Project
Reveaoe iswau dated; Bouds (2.253% 4$16,460,000.00| 12/9/2014 | 12/9/2044 |  $15,800,000.00, 5000 5000 50,00 $15,800,000.00 [$0.00 $15,800,000.00
Bonds 12/9/14 to 5.00% % X % 1 i " (4 ” " 13 i€
interest)
Save Qu | | Cancel | [ Print
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This will display the selected organization’s open debts as currently defined in the
system and allow input to the amounts. The user does not have to have the form completely
filled out and verified before he/she can click the Save Qtr button, which saves all the data. It
may be useful, particularly on large lists, to save several times while entering data so you don’t
get distracted and have an internet/browser session time out cause you to lose all your work.
Please review the data for completeness and accuracy when finally done.

Data can only be entered during the given quarter and through the 16 of the month
following the quarter. After that point, the screen will only be viewable and only an
administrator can make changes to it. An example screen of the filled-in form with greyed-out
buttons is below:
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Data Entry Page

Enter Quarterly Debt Updates  Reports  Home  About  Contact Logout
Welcome Greg James

Organization [Roads to Prosparity v
Retrieve Qir ‘ [#h ~] QUARTER OF FISCAL YEAR [2076 ] | New Deb

Final Principal
Maturity | Outstanding
Date 4/1/2018

Debt Issued
4/1/2018 through
6/30/2018

Principal Paid
4/1/2018 through
6/30/2018

Debt | Date
ssued | Issued

Interest Paid Principal Adjustments
4/1/2018 through

Purpose | Authority| |
6/30/2018 6/30/2018

Debt Type | Obligation

Adjusted Principal
" Y

Mema
Refunding, etc.)

g:;gg‘::un Issue Date  |Roads to
9 6/7/2018 A |Prosperity

§17-17A $0.00( 1/1/1900 | 6/1/2043 $0.00 $167,600,000 00 | 5000 | 50.00 . $167,600,000.00 — —
E:?Eral Sasia st Vé 7174 V $0.00 1/1/1900 2/1/2036 V $0.00 $330,345,000 00 | 15000 $0.00 ] $330,345,000.00 $0.00 330,345,000.00
Sbligation |50 [prasperiy 51771 00| 11111900 | 121, o ——
General T . |

Obligation |155U% Date |Roads to
Bonds

6/7/2018 B-2 |Prasperity 1/1/1900 | 6/1/2043 $0.00| [5302,055,000 00 50,00 $0.00 $302,055,000.00 [S000 $302,055,000.00

§17-178 $0.00

Print
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The user can retrieve previously saved quarters by selecting the fiscal year and quarter
and clicking the Retrieve Qtr button. If any transactions for this given combination exist, the
data will be selected and displayed.

The following access and save rules always apply:

1. A non-admin user may only view submitted data or add and edit data for
organizations to which they currently have security access. Data for a given
organization, year, and quarter may only be entered once the quarter has begun and
up to the 16% of the month after the quarter has ended. After that point, only an
administrator may change that quarter’s data.

2. An admin user may edit submitted data or add new data through the transaction
screen as long as the debt is still considered open. The system considers a debt
closed once there are only historical transactions against it, nothing for the current
year, and the remaining principal is $0.00 and the debt’s completed flag is set. This
flag must be set by an admin on request, so when a debt is fully completed please
request for the specific debt to be permanently closed.

3. No transaction can be saved or submitted with invalid numbers in the numeric fields
or negative values in the Debt Issued, Principal Paid or Interest Paid fields. Negative
amounts are not allowed in those fields and must be handled through the
Adjustments field (which accepts positive or negative values). A transaction memo
is required any time the Adjustments field is non-zero.

4. During entry for a new quarter, the New Debt button can be used to add a new debt
even if the form is completely blank. If multiple new debts are needed, simply enter
one and click Accept Debt, then repeat as necessary. New debts added from the
transaction screen are automatically assigned to the organization currently selected
at the top, so make sure you are adding them to the correct organization.
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Adding a New Debt

WYV Debt Tracking & Reporting
Application

Data Entry Page

Enter Quarterly Debt Updates Reports  Home About  Contact

Organization |Roads to Prosperity v
Retrieve Gtr | (151 v| QUARTER OF FISCAL YEAR [2015 v | New Debt
Type of Debt: [General Obligation Bonds ~| Obligation: Purpose: Autharity:
Issue Amt: Interest Rate: Issue Date: Mature Date: | Accept Debt
Final Principal Debt 1ssu Principal Paid Interest Paid Principal Adjustments
Debt Type | Obligation | Purpose |Authority l"“"d 1““‘d Maturity Outstanding | 7/1/2018 through | 7/1/2018 through | 7/1/2018 through Outstanding (Defeasance, “‘3’“‘;";‘."""“ Transaction Memo
ssue s Date 7/1/2018 9/30/2018 59/30/2018 /30/2018 9/30/2018 Refunding, etc.) utstanding
General
) |1ssuepate |Roads to 1
Oblgation | ¢/57%518'n |rosperity [S1717A | $0.00(1/1/1900| 6712043 | - s167.600.000.00 [b0 00 [ $167,600,000.00 [00 ] $167,600,000.00
General Issue Date Roads to Ir
g:r\‘\g:{ion s};}zm'a"m mg;ﬁm §17-17A $0.00| 1/1/1900 | 12/1/2036 |  $330,345,000.00| [0.0 [ 00 $330,345,000.00| [0.0 $330,345,000.00
General !
: Issue Date  (Roads to —
g::'\‘uqs( n  |a12/2018 B-2 |prosperity |517°174 $0.00| 1/1/1900 | 6/1/2043 $302,055,000.00| [0.0 0.0 00 $302,055,000.00| [00 $302,055,000.00
Save Qur | | Gancel | | print |
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When clicking the New Debt button, the New Debt entry section will appear, as shown
above. Fill in the data and press Accept Debt.

Type of Debt must be selected from the list. It is required.

Obligation should be entered to explain any details of the debt.

Purpose should be used to name the debt or describe its reason for being.

Authority should be used to enter the statute numbers and sub-section by which the
debt can be authorized and paid. For this field (or any text field) you can enter the § section

symbol by holding down the Alt key and typing 0167 on the numeric keypad of the keyboard,
not the numbers across the top. The number must be typed fairly quickly.

Issue Amt must be the amount of the debt at time of issue and/or the maximum
amount authorized by the debt if it is to be a rolling debt, where some of the debt is added and
paid down, then more is added and paid down, etc.

Interest Rate should be entered as the actual rate (such as 1.5), 100 if variable, or 101 if
more details are in the descriptive fields Obligation and Purpose.

Issue Date should be filled in with the date the debt started. This must be a valid
mm/dd/yyyy calendar date or left blank.

Maturity Date is the date when the debt is planned to be paid off or when the payoff is
due. It also must be a valid mm/dd/yyyy calendar date or left blank.
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Reporting

All reports are available from the Reports selection of the main menu.

WYV Debt Tracking & Reporting
Application

Report Selection

Debt Updates | Reports  Home  About € Logout
Welcome Greg James.

Select Report: Open Debts by Organization v
Select Organization [~AI- v
Select Fiscal Year [2019 v

Run Report |
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The available reports can be accessed by selecting the report desired from the drop
down list and then supplying the required parameters.

The selected report above, “Open Debts by Organization”, requires the Organization
parameter. You can either leave it on * All * to pull a report of all open debts by all
organizations (if not an admin, all organizations you have access to) or select a single
organization.

Starting and ending dates are not required for all reports. When needed, they will
appear and require that a date be selected. Use the calendar displays to select the date in each
calendar to indicate the range. Note, the starting date will be set with a time of 00:00:00 and
the ending date will be set with a time of 23:59:59 to insure that all records are including
between the starting and ending date.

The results of the report will appear in a new tab or window, depending on how your
browser is set up.
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Reporting

Enter Quarterly Debt Updates  Reports  Home  About  Contact Logout
Welcome Greg James

TR DY O @ o M B & |
West Virginia State Treasurar's Office
Open Debts by Organization

Interest
Organization Type of Debt Obligation Purpose Authority Amt At lssue Amt At lssue Rate
Roads 1o Prosperity

Maturity Date

General Obligation Bonds
Issue Date 672018 A Roads to Prosperity  §17-17A 000 167.600.00000 0.0000 6172043
lssue Date 672018 Roads to Prosperlty  §17-17A 000 33034500000 00000 1211203
B

Issue Date 672018 Roads to Prosperity  §17-17A 000 302,05500000 00000 6172043
2

Safe Roads Amendment
General Obligation Bonds
afe Road Refunding CONSTITUTION ~ 35,13500000 3513500000  3.1600 6172023
dmet
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From here you can export the report to Excel, PDF, or Word by clicking the disk [E -
icon or print using the printer 5 icon as well as various viewing options on-screen.

Questions / Comments

Any questions or comments can be directed to Software IT: Greg James, cc: any others
as needed or desired.
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