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1. A'tape'is a method of submitting accounting transactions to the Department of Administrative
Services-State Accounting Enterprise (DAS-SAE) without needing to manually input each
document into I/3. Tapes are used for high-volume type payments such as income tax refunds,
assistance payments and IPERS payments. With prior approval from the DAS-SAE-Daily
Processing Program Manager, departments may submit claims for payment to DAS-SAE in
computer readable form as specified by DAS-SAE. There are basically two types of tapes-
external and internal.

a. External tapes are submitted by departments that do not use the same mainframe
computer system as I/3 to create the data (e.g. DOT and lowa Workforce Development). The
tape, an accounting document (usually a GAX) with the proper accounting codes and
authorized signature, and a certification are submitted to DAS-SAE-Daily Processing, who in
turn submits the tape to Office of the Chief Information Officer (OCIO)-Control.

b. Internal data is submitted by departments that use the same mainframe computer facilities
as 1/3, such as DHS and Voc. Rehab. To submit these for payment, an accounting document
(usually a GAX) is prepared with the accounting codes, authorized signature, and the
generation number of the disk data set. This is submitted to DAS-SAE-Daily Processing.

2. Tapes submitted to DAS-SAE-Daily Processing for processing need to have a TAPE cover sheet
attached.

3. The DAS-SAE-Daily Processing logs in the tapes, balances the money amounts on the
document(s) with the amounts on the certification, verifies the documents have been properly
certified and that all accounting codes are evident.

4. After the document has been pre-audited and all requirements are met, a Tape sheet is
completed indicating the department, the amount of the documentation and the type of funds
to be expended. The information is sent to OCIO Control to be submitted for payment in that
night's accounting cycle.

5.  When OCIO-Control has entered the amounts into the system, they call and balance with DAS-
SAE-Daily Processing. Therefore, it is necessary to adhere to the following time schedule:

a. The departments have their work to DAS-SAE-Daily Processing no later than 2:30 PM.
b. DAS-SAE-Daily Processing submits to OCIO Control by 3:00 PM.
c. DAS-SAE-Daily Processing balances with OCIO Control by 3:30 PM.

6. The warrants are created in the nightly accounting cycle and sent to DAS-SAE-Daily Processing
the next working day to be distributed to the proper department.




