ACCOUNTS PAYABLE

REAP (APIF) REPORTING — MASSACHUSETTS AP-830

This document applies to Massachusetts municipalities only. It explains how to generate the Annual
Provider Information Form as required by Massachusetts law and regulations. This is commonly
referred to as the REAP report, as it falls under the Revenue Enforcement and Protection Program.

Massachusetts General Laws Chapter 62C § 47A requires that cities and towns report certain information
on vendors. Pertinent sections are:

(b) Every department, board, commission, division, authority, district or other agency of
the commonwealth or any subdivision of the commonwealth, including a city, town or
district to the extent hereinafter provided, shall annually, on or before August first,
furnish to the commissioner, in such form as the commissioner may, by regulation,
determine, a list of all persons furnishing goods, services, or real estate space to such
agency during the preceding fiscal year. The commissioner, in his discretion, may, by
regulation, require cities, towns and districts with a population exceeding such level as
he may determine, to furnish on an annual basis the information required under this
paragraph.

(c) The lists provided to the commissioner shall contain the name, address, social
security or federal identification number of such licensee or provider, and such other
information as the commissioner may by regulation provide.

The regulatory implementation is found in 830 CMR 62C.47A.1:

(b) Every agency or subdivision, except for towns and districts having a population of
less than five thousand (5,000) and agencies thereof, must annually, on or before August
1, furnish to the Commissioner a report of all providers who have furnished goods,
services or real estate space to the agency or subdivision during the preceding fiscal
year, under contracts or agreements which, taken together, required the agency of
subdivision to pay the provider five thousand dollars ($5,000.00) or more during the
preceding fiscal year. The Commissioner may waive this requirement with respect to
payments by state agencies which have been individually reported to, and certified prior
to payment by, the Comptroller's Division of the Executive Office for Administration and
Finance. In the event of a waiver of this requirement, such payments will not be taken
into account in determining whether the agency was required to pay the provider five
thousand dollars ($5,000.00) or more during the preceding fiscal year.

The Department of Revenue (DoR)website further clarifies that municipalities should submit all
providers of goods and services to your municipality for whom you have recorded a Tax ID number.

In sum, municipalities with a population greater than 5,000 must provide the APIF on all vendors who
have been paid $5,000 or more during the fiscal year, and for whom a tax ID number has been recorded.
The AUC REAP report selects according to these criteria, and creates an Excel file for uploading to the
DoR.

For additional information regarding the state’s reporting requirements, visit the state web site. Contact
the Department of Revenue for a login ID and password, if you do not already have one on file.
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1. SETUP

Configure the AUC system for REAP reporting by providing vendor information and by specifying the
location for the file to be sent to the Department of Revenue Division of Local Services.

1.1. Vendor Classification

The REAP report will select only those vendors for whom a Federal ID# is recorded in the vendor file.
Any vendor with a Federal ID# that was also paid $5,000 or more will appear on the REAP report. There
may be vendors who are paid more than $5K that should be excluded from the report — such as the IRS.
In such cases, leave the Federal ID# blank or 99-9999999.

Additionally, to be reportable, the vendor must be accessible to both Town and School.

Enter Vendors

I Vendor

SR [EORMINGS COMSTRUCTION :
F Be sure the BOTH button is

EEEEEE———— b”] checked if you want the
1 Mame/dddress | 2 Addresses || | 2 Classification | ﬂAﬂacgs (13 vendor on the REAP report.

Restn = smmgichool % Both

Oonle Sods Bo, Dokl O ShACET

Certain fields are required in the vendors Accounts Payable address because they must be included in the
report to DOR. If these fields are not populated, the REAP report process will generate an error list and
will not complete the report until the condition is corrected.
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b1 of

[ TMame JUMMINGS COMSTRUCTION |

Remittance 0z Address Type

Accounts Payable

The required fields are:

2 Mame e 1 Name
SortMame [CUMMIMNGS COMSTR e Address1
e City
Eddress T Fo B0 172 I e Stat
Address 2 MOUNT PLEASAMT STREET .a €
Address 3 * Zip Code
[ Cily [BELLINGHAN State MA Zip Code [02019-0000 |
Conntree [
1.2, File Location

The system generates an Excel file for transmission to the DOR. Accounts Payable » Module Control »
Sequence# 2210, designates the file location. The file may be edited after it is created, and subsequently
stored anywhere, but this parameter tells the system where to create it initially.

m REAP Export File Location and Mame {ex: qi‘reapsreap.xls?
I Il [AUC] 2950-Accounts Payable Module Control [Roscoe]

REAP Export File Location and Name [ex: q:\reap\reap.xls]

z thadmhonestransfersreapl xls

Optional: Enter Answer 2:\.admhume\transfel‘\.rea p1.xls

<€

LLookup | 0K I Cancel Clear aAll
2. RUNNING THE REPORT
To generate the REAP report, select :
Report Lib by Vend
Accounts Payable P Report Library P By A
Vendor }Item 2621 from the menu. |Report Mame iy

Report

|2690—Highest Paid Vendors

Run

Enter the fiscal year for which you are

2621-VYendors - REAP Reporting

SEUU=Merged Vendor History L=t |

Run

Run

Run

reporting. The report will select all

|3810—Vend0r Label= — CSY Output File |

Run

payments to vendors during this fiscal year.

B Task 2621: Wendors - REAP Reporting
REAP Reporting

Required: Enter Year

2017

Enter the payment threshold.
Current requirements call for
reporting payments of $5,000 or

Required: Include Total Payments of at least this § level [5000.00) |5|]|]|]|

| more, but the ability to enter an

Run as @ preview O Print
If Printing use Duplex @) ves

O PDF
O No

Lookup

Cancel Clear All

amount is retained in case that
changes. The amount entered
here will appear the next time
you run the report.
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2.1. Error Report

AP-830

After searching the check file for payments, the system will produce an error report on the selected
vendors. If there are no errors, the error report will say No Records Selected. This does not indicate that

there are no payments, just that there are no errors.

HEAD - ETror Eeport

WVendor# MName and Addres Fadera

No Records Selected

If there are errors, the system will stop the process and allow you to take corrective action. Possible

errors and associated corrective actions are:

Error Condition Corrective Action: Update Vendor Data

** Error ** Vendor Access must be Both City and Set to Both:

School

Entity { Town " School

** Error ** Vendor Name 1 Mame |

Enter a value in this field:

** Error ** Street Address | Address 1 |

Enter a value in this field:

** Error ** City

Enter a value in this field: | City I

** Error ** State | State

Enter a value in this field:

** Error ** Zip Code Enter a value in this field: (ZIP 08 [00000-0000 |

2.2, Validation Report

The system will produce a validation report, listing the vendors and amounts. The Error column on this
report will show vendors who were paid more than the specified amount but did not have a Federal ID#.
If the vendor should have been reported, add the Federal ID# and run the report again. Close the .xls

spreadsheet before a subsequent run.

FERF - VAIIUSCION FEPOIT

01715% INFORMATICN MANAGEMENT CORP. -2843229 16,400.00
P.0. BOK 671609
DALLAS, TX 75267-160%

017250 DIRECT ENERGY BUSINESZ 25-1821047 23,128.78

P.0. BOX 543249
PITTSBURGH, PA 15264-3248

The vendor was paid more than

017347 BLATMAN, BOBRCWSEEI & MERD, LLC S0-0188888 61,491 .56 .
5 TAMONNIIL £0.. SUTTE 424 $5,000, but will not be reported
CONCORD, MR 01742-0000 because there is no Federal ID#.
01735% CSTATE INDUSTRIAL PRODUCTS 34-0552740 16,674.71

P.0. BOK 7418%
CLEVELAND, CH 44154-0268

017456 SPARK ENERGY GAS, LP TE-06£8204 29,558.31
PO BOX 4328
HOUSTON, TX 77210-0000

00000-0000

017498 14 ,653.56 ** Non-Reported *#* Missing Federal ID Number
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2.3. Excel File

The system will create an Excel file and store it in the location specified by Module Control Sequence #
2210 (See Section 1.2). When [Yes] is selected to view the file, the system will invoke Microsoft Excel.

Create REAP Excel File
p | Doyou wank bo view the file?
- ] Click NG bo Skip Yiew

Click YES ko Wiew File

r— o (]

)| d 9 B REAPT - Microsoft Bucel - B8 X
i ¢ Lepaut Dats Q-3
123 - 3
A B (o D E 7 G H |
1 Identification Type Identification Business Name Business DBA Individual Last Name Individual First Name Individual Middle Name Mail Address Line 1
2 FEIN 04-2548120 COLUMBIA GAS GAS COLUMBIA P.O. BOX 742514
3 FEIN 04-2496296 GUERRIERE & HALNON, INC & HALNON, INC GUERRIERE P.O. BOX 235
4 FEIN 04-2505763 LHS ASSOCIATES INC ASSOCIATES INC LHS 10 MANOR PARKWAY
5 FEIN 56-1761729 BAKER & TAYLOR & TAYLOR BAKER PC BOX 277930 |
6 FEIN 04-2223330  ATLANTIC BROOM SERVICE BROOM SERVICE ATLANTIC 345 JOHN QUINCY ADAMS RO/
REAPT - Microsoft Excel -
rormulas Data  Review  View v @ o &
| J K L M N o]
Mail Address Line 2 Mail Address City Mail Address State Mail Address Zip Code Mail Address Country Provider Account Provider Amount
CINCINNATI OH 45274-2514 ‘000053 [ 80892
MILFORD MA 01757-0000 ‘000078 [ 6058
SALEM NH 03079-0000 ‘000092 i 9113
ATLANTA GA 30384-7930 ‘000100 [ 15545
WS ROAD TAUNTON MA 02780-0000 ‘000101 [ 9960

0 Sites that are not set up with an .xls extension as a default format for excel may receive this
message when viewing the file:

Micraosoft Excel X

| The file you are trying to open, 'REAPL.XLS', is in a different Format than specified by the file extension, Yerify that the file is not corrupted and is From a trusted source before opening the file, Do ywou want to open the file

now?
* tes Help

Clicking [Yes] does open the file in the correct format. Close the file after reviewing.

Create REAP File
2) e R T A notification will pop up when the process has completed. Click on [OK] to

continue.

Ok I Caneel |

3. UPLOAD TO DIVISION OF LOCAL SERVICES GATEWAY

Log in to the state’s web site and upload data, according to instructions on the Department of Revenue
(DOR) Division of Local Services Gateway web site.
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3.1.

Skip to main content

AP-830

Reset to Default on the Bulk Provider Data Mapping screen

Division of Local Services Gateway

Taxrate Balance Sheet Schedule A Misc Forms Directory

= APIF
Search Provider
Add New Provider
Upload Bulk Provider Data
Bulk Provider Data
Mapping

Provider
Bulk Data Mapping Foy Provide

DATA MAPPING DETAILS

Click on Reset to Default j

Order|Sel|  Column Name |Reqd.| Column Description Data Format Field Length
1 [ |Identification Type No |Identification Type Letters upper/lower case, Numbers, Special characters -_.,()& |8
2 [J |1dentification Yes |Business ID Number  [04-9999999 11
999-79-9999
099-99-9999
3 [ |Business Name Yes |Business Name Letters upper/lower case, Numbers, Special characters -_., ()& | 256
4 [J |Business DBA No  |Business DBA Letters upper/lower case, Numbers, Special characters -_., ()& | 256
5 [J |Individual Last Name [ves |Individual Last Name | Letters upper/lower case, Numbers, Special characters -_.,()& | 128
6 [ |Individual First Name [ves |Individual First Name | Letters upper/lower case, Numbers, Special characters -_.,()& | 128
7 [J |Individual Middle Name [No | Individual Middle Name | Letters upper/lower case, Numbers, Special characters -_,,()& | 128
8 [ |Mail Address Line 1 [ves | Mail Address Line 1 Letters upper/lower case, Numbers, Special characters -_., ()& | 256
9 [ |Mail Address Line 2 [No | Mail Address Line 2 Letters upper/lower case, Numbers, Special characters -_., ()& | 256
10 |[] |Mail Address City Yes | Mail Address City Letters upper/lower case, Numbers, Special characters -_.,()& | 128
11 |[] |Mail Address State Yes | Mail Address State Letters upper/lower case, Numbers, Special characters -_.,()& | 128
12 |[] |Mail Address Zip Code |Yes |Mail Address Zip Code | 02345 128
02345-0876
13 |[J |Mail Address Country |No | Mailing Address Country | Letters upper/lower case, Numbers, Special characters -_, ()& 128
14 | |Provider Account No |Provider Account Letters upper/lower case, Numbers, Special characters -_, ()& |64
15 | |Provider Amount Yes | Provider Amount Only Numbers 64

Reset to Default

3.2.

On the Bulk Provider Data
Mapping screen, click on
[Reset to Default] and then
[Save]. The .xls file
generated in step 2.3
matches the default data
mapping on the DLS
Gateway.

By resetting the defaults,
data as generated from the
AUC system is entered with
a simple copy and paste.

Paste the Data in the Upload Bulk Provider Data Screen

In the Upload Bulk Provider Data screen,
1. Select reporting year
2. Copy the data cells from the REAP1.XLS (created in step 2.3 above) and paste copied cells into the “Input
Bulk Data” box
3. Click “Process Bulk Data”

Taxrate Balance Shes
= APIF

Search Provider

Add New Provider

Upload Bulk Provider Data

Bulk Provider Data Mapping

Schedule A Misc Forms Directory

Provider
Add Bulk Providers

Instructions

1. Please COPY multiple records from another file and PASTE within the Input Bulk Data area. Acceptable data formats are:
= Excel File
= Text File

2. Note that in text files the records should be separated using either plus (+) or Tab.
3. User can customize and save data sequence according to local preference. Use Bulk Data Mapping Tool to indicate data sequence.

Sample Data Format is indicated below:

A. Text File data should be formatted as follows prior to Copy and Paste
ITIN+999-77-9999+John Doe Catering+John's Pizzeria+Doe+John++1 Main St.+0pp. YMCA+Lexing 1242 liddls

3760.00

"

From Excel File

Program will automatically format from Excel file

Please make sure that data mapping is done before you copy/paste.

2018v] [}

License
Year

Input Bulk Data

Clear All| | Process Bulk Data n
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