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Introduction


In 2004, the Virginia Department of the Treasury (Treasury), on behalf of the Virginia Treasury Board created an on-line system to enhance the efficiency of the reporting requirements for the Security for Public Deposits Act (SPDA, Act).  


The on-line system is designed to automate the monthly reporting of public deposits.  The on-line system mirrors the forms currently used by financial institutions to report public deposits.  The system allows users to upload a spreadsheet version of the Schedule A, key public deposits balances and FDIC amounts and upload quarterly listings of accounts.  The on-line system also allows for the viewing and retrieval of previously entered data.


The system relies on electronic mail for most of the communication between SPDA depositories and the Treasury Board.  Use of this system requires that depositories have separate e-mail addresses for those employees responsible for monthly reporting duties.  These persons will also be the primary points of contact for any communications between the depositories and Treasury.


The integrity of the data in the on-line system depends upon the users.  Therefore, it is important that users follow the instructions in this manual, in the Code of Virginia §2.2-4400 through §2.2-4411 and the SPDA Regulations.  If there are any questions, please contact us at SPDAmail@trs.virginia.gov.

Accessing the On-line System


The on-line system is accessed via the Department of the Treasury’s website.  The address to access the new system is https://spda.trs.virginia.gov/.

User Access
Below is the login screen that is the first step to using the on-line system.  Each user is assigned a unique login ID.  It is the financial institution’s responsibility to control access to the login IDs.  These IDs and passwords are not case sensitive.  Enter your ID and password into the appropriate field and click LOGIN.
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Consecutive unsuccessful log on attempts with the same existing username will result in a temporary lockout for this account. For an immediate access, please use the “Password Reset” feature.

New security policy obligates the system to track account activity and to deny the log on for accounts inactive for more than 90 days. To restore access, please contact SPDA administration.
Each time access to the system needs to be changed, a new access form (available on the website and Exhibit A) must be completed in its entirety and MAILED back to the Treasury Board.  
Mailing Address:

Treasury Board

PO Box 1879

Richmond VA 23218-1879

Username and Password Help  

If you forget your username, please use the “Username Recovery” option on the menu bar. You need to provide an email address attached to your account and fill the CAPTCHA checkbox. Google CAPTCHA sometimes can provide additional questions to verify that you are a person and not a program. Once you fill out all the fields, click “Send” and shortly you will receive an email with your username.

[image: image2.png]> 3
Tredsury

J

Username Recovery

Reset

Enter email address:

F sl

I'm not a robot

Send Cancel

Copyright ©2016 Department of the Treasury VA. All rights reserved.




In case you forget your password, please use the “Password Reset” option on the menu bar.
Password Reset feature is not available if the password has been changed in the last 24 hours. If you forgot the password you created recently, please contact SPDA administration.

In order to utilize this feature, you need to set up secret questions and answers on your account prior to this. If you don’t have them set up – contact SPDA administrators to reset your password. Otherwise, provide your username in a form and click “Submit” button.
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Once you provide the username, you have to answer correctly at least one of your secret questions. If you fail to answer the question, it will not be available for another attempt for the next 15 minutes.
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If you have answered correctly, you can create a new password. With a new policy – new password cannot repeat 24 previously used passwords.
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Password Update

Upon successful log on, the system can redirect you to the password update screen if the password hasn’t been changed for 42 or more days. System will not allow you to use its functionality, until the password will be updated.
User Profile


Once you have successfully entered the system, you will see the Update Profile screen.  This is the area in which you update your information including: name, telephone number, fax number and e-mail address.  Changing your password regularly is highly recommended, however the system does not require it. If you don’t have essential information on your profile like email or secret answers, system will not allow you to use its functionality until the profile will be updated.
It is imperative that you keep your profile including your e-mail address current.  The on-line system will automatically generate notifications as to the status of your reports and will send these notifications to your e-mail address.  Other correspondence concerning enhancements, changes to the program, username recovery and password reset links and the on-line system will be made via e-mail.  

All fields marked with the red star are required.  Once your profile has been updated to your satisfaction, click the SAVE button to continue to the home page.  Each time you enter the system, you will be asked to save your profile.  This control is designed to ensure that each user has the opportunity to keep the profile current.
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You can update you information at any time after, by using the Profile item on the menu bar. Each time you also need to provide your current password in order to save changes.
Home Page


The SPDA home page is the message board that the Treasury Board staff will use to provide important information regarding enhancements to the system, any changes in the operation of the SPDA program, any personnel or other contact information changes, unscheduled office closings or other information deemed appropriate.  Please take a minute to read this each time you access the on-line system and note any updates that will affect your financial institution(s).
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Uploading Reports
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The collateral statement and monthly public funds report are due on or before the 10th calendar day of every month.
Navigation Bar-Level 1
· Monthly-access previous collateral statements and monthly reports.  Upload new collateral statements and monthly reports.

· Weekly (opt-out banks only)-access previous collateral statements and monthly reports.  Upload new collateral statements and monthly reports.

· Quarterly Report Upload-Upload new quarterly reports.
· Quarterly Reports-view previously submitted quarterly reports.
· Profile.  You can change your profile at any time during a session.

· Log Out. Select this item when you are ready to leave the system.

Navigation Bar-Level 2
· Collateral Statements. This selection allows the viewing/retrieval of previously submitted collateral statements.  If your ID is assigned to multiple financial institutions, you can select which institution you would like to review from a drop down list.

· Collateral Statement Upload.  This item takes you directly to the upload screen and provides information on the status of the reporting month’s collateral statement.

· Reports.  Similar to Collateral Statement, this selection will take you to a listing of previously submitted monthly reports for viewing or retrieving.  It will also give you the status of the reporting m0nth’s public deposit report.  If your ID is assigned to multiple financial institutions, you can select which institution you would like to review from a drop down list.

· Report Submittal.  This selection will take you to the input screen for the monthly public deposits report.  This is the only screen that will not let you select from a listing of depositories.  If you service multiple depositories, you need to first access the Monthly Report screen to select the depository for which you will be keying.

Collateral Statement Preparation 

The collateral statement must be submitted first each month.  The system will not allow the user to submit the public deposit report until the collateral statement has been uploaded.  The on-line system provides a template for submission of your collateral statement.  This template MUST be used.  To access the template for the first time, select Collateral Statement Upload from the Monthly/Weekly navigation bar.  Then click on the blue word “template.”
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Collateral Template
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The spreadsheet window that opens needs to be saved to the preparer’s computer (filename is the user’s choice) in a spreadsheet application before you make any changes to the template file.  The following columns are required to be completed for all securities:

· Customer # (assigned by Treasury Board)
· Customer Name (financial institution’s name)
· CUSIP #

· Full Security Description

· Type (select from drop down menu)
· Pool # (only if needed; leave blank if not a pooled security)
· Maturity Date

· Par (Original Par)
· Amortized Book Value (Face Value)

· Market Value

· Debt Rating – Enter rating for either S&P OR Moody’s. 

· S&P (not required for FHLB LOC)

· Moody’s (not required for FHLB LOC)

· Pricing Source (not required for FHLB LOC)

For each security that is pledged to the Treasury Board, complete the applicable columns.  It is possible to copy security details from another automated format and paste them into the correct column of the required format to avoid having to key a large volume of data.  
Please note:

· No changes can be made to the column headings or to the formatting of the columns.

· There should only be one security listed per row.

· There should be no blank rows between data in the template.
Full Security Description- Description should contain the FULL name of the security, not just the agency initials.  For securities with the word Pool or REMIC in the description, this word must be included in the description line.

Type- The type field is a drop down list of acceptable collateral types.  These types are used by the system to apply appropriate reductions to market value as required by the two SPDA programs.

	Security Type List

	US Treasury Note/Bond

	US Treasury Bill

	GNMA

	Other Oblig. Fully Guaranteed by US Treasury

	Unsubordinated GSE FHLB

	Unsubordinated GSE FHLMC

	Unsubordinated GSE FNMA

	Unsubordinated GSE FFCB

	Unsubordinated GSE SBA

	Other fully guaranteed GSE unsubordinated debt

	Virginia Municipal

	Other Municipal

	MBS/CMO GNMA

	MBS/CMO FHLB

	MBS/CMO FHLMC

	MBS/CMO FNMA

	MBS/CMO Other

	FHLB LOC

	International Development Obligations

	no security

	Corporate Bond (only for Pooled Banks)


Pool #-required for paydown securities.
Once the template is completed for the reporting period, it is saved to the user’s computer.  To upload to the system, return to the Upload Collateral Statement screen, click the browse button to locate the file saved on the user’s computer, double click the file name, ensure that the worksheet name (i.e. “sheet1” in the example above) is correct and then click UPLOAD.  Once the file is accepted, a summary of what was submitted will be visible and the detail file can also be viewed.  An e-mail indicating that the system has accepted the collateral statement will be sent to the preparer.

The Collateral Statement can be uploaded multiple times until the public deposit report submittal option is selected.  Once the public deposit report has been submitted (monthly\weekly), the collateral report is locked.  To correct a collateral statement once it is locked, contact the SPDA staff at SPDAmail@trs.virginia.gov.

For uploading in subsequent periods, the file on the user’s computer should be updated for any security changes, changes in market value and book value.  Previous collateral statements can also be downloaded if needed.
Errors

The following items will cause the spreadsheet to generate an error and not be accepted:

· if the spreadsheet has totals in it, 

· if there are any blank lines between the titles and the first security listed, or

· if a required field is left blank.

If the collateral statement is not accepted, please check to ensure that none of the above items is noted in the spreadsheet and re-submit once the errors have been corrected.

No Securities Held


For financial institutions that have not pledged collateral to the Treasury Board, the collateral statement is still required.  The spreadsheet will just have “No Sec” listed in the CUSIP and description fields.  Original par, book value and current market value will be reported at zero (0).   A “maturity date” must also be entered.
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Report Submittal

Once the collateral statement has been submitted satisfactorily, the monthly report data can then be entered.  To do this, click on Monthly>Report submittal (Weekly>Report submittal) to access the monthly report form.
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The name of the financial institution is automatically listed in the title section of the report.  The report date is also completed for you in line 1.  Remember, once this report is saved by clicking the SAVE button, the collateral statement becomes locked and cannot be edited.   Clicking SAVE also indicates the  preparer confirms that the report is correct to the best of his/her knowledge.
The following rules apply to the on-line system:
· FDIC is a negative number.  If you enter it as a positive, the system will show a warning message and then change the number to a negative.
· FDIC should not cause the Net line item to be negative.  For example, if the financial institution has one account with $50,000 in it at month-end, FDIC should not be entered at $250,000.  If the account is fully covered by FDIC, then $50,000 should be entered as the FDIC amount.
· Line 3 cannot be equal to zero.  The system will not accept a report with a zero in line 3.  Any other item can be a zero.

· Line 4 is automatically computed by the system.

· Line 5 is automatically filled with the proper required collateral percentage.  Line 6 is pre-filled with the results of the system’s computation of Original Par/Book Value and the adjusted current market value submitted in the Collateral Statement.  Remember for non-pooled securities, original par is reported and for pooled securities, book value is reported as the first item in line 6.  The second item in line 6 is the market value of the collateral adjusted for any pooled securities.  (See page 16 for a view of item six.)

· Line 7 is for Virginia public funds that the financial institution moves into the CDARS network.  These amounts should not be included in Line 1 or 2.

Once the user has completed lines 1-7, click the SAVE button.   An e-mail will be sent to the preparer accepting the report. 

Multiple Institution Reporting

If you are entering information for multiple financial institutions, you can (if you prefer) upload the collateral statement for each institution prior to completing the monthly reports instead of completing the process institution by institution as outlined in the previous sections.  If you upload all the collateral statements before completing any monthly reports, you will need to switch between the financial institutions via the Monthly Reports selection.  You will be provided a drop down list of the financial institutions assigned to your login ID and you will be able to enter the monthly reports in the order you choose.  The Monthly Reports selection also gives you access to previously submitted reports.  Previously submitted reports can also be saved to your computer or printed for your records.  The system will maintain at least 18 months of data.  

The only rule to remember when entering multiple institutions is that entry order doesn’t matter as long as the collateral statement is uploaded first.  The system will not allow you to skip this step.

Under Collateralization


In the event that the required collateral for the month is less than the market value of the pledged collateral, you will see the following screen once you save your monthly report.  You must enter an explanation for the shortage by typing directly into the system.  Once you have completed the explanation, which should include the reason for the shortage and the expected resolution (either a reduction in deposits or additional collateral being pledged), click the SAVE button.  Clicking the save button will notify Treasury staff that an under collateral position has been entered into the system.  Treasury will continue to publish this information on a monthly basis to the public depositories.  You will receive an e-mail confirming that your institution is in an under collateralized position.

If you receive this screen and it is due to an error caused during the entering of the monthly report, simply use the back button on your browser and correct the error and click the SAVE button again.  This dialog will not appear as long as the required collateral is equal to or less than the market value calculated in line 6 of the report.
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Weekly Report Submittal

 The same steps apply to weekly reporting.  Once the collateral statement has been submitted satisfactorily, the weekly report data can then be entered.
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The collateral statement and weekly public funds report are due by noon on the second business day of each week for the preceding week’s ending balances.
Quarterly Public Depositors Report

Each quarter, financial institutions are required to submit a listing of all public depositors.    The Quarterly report must also be submitted by the 10th day of each month in which a quarterly report is due.  Failure to submit the quarterly report will result in non-compliance being reported to the Treasury Board.

The on-line system provides a template for submission of your quarterly report.   This template MUST be used.  To access the template for the first time, select Quarterly Report Upload from the Quarterly Reports navigation bar.  Then click on the blue word “template.”
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Quarterly Reporting Template
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The spreadsheet window that opens needs to be saved to the preparer’s computer (filename is the user’s choice) in a spreadsheet application before you make any changes to the template file.  The following columns are required to be completed for each account: 
· tax ID number (omit first digit if it is a zero),

· account number,

· account name,
· name or title of custodian (see section 330.15 of FDIC for definition of custodian),
· type of account (select from drop down menu - DDA, Time/Savings, disbursed (CDARS)),
· ending balance,
· amount of FDIC applied,

· collateralized amount

This report can only be submitted in January, April, July, and September.
Errors

The following items will cause the spreadsheet to generate an error and not be accepted:

· if the spreadsheet has totals in it, 

· if there are any blank lines between the titles and the first account  listed, or

· if a required field is left blank.

If the quarterly report is not accepted, please check to ensure that none of the above items is noted in the spreadsheet and re-submit once the errors have been corrected.

Late Reports


Monthly Reports- On the 11th day of each month, SPDA staff will run the “late letter” option.  All financial institutions that have not submitted the required reports will receive an email. 


Weekly Reports- Each second business day of the week, SPDA staff will run the “late letter” option.  All financial institutions that have not submitted the required reports will receive an email. 

Quarterly Reports- On the 11th day of each month, SPDA staff will run the “late letter” option.  All financial institutions that have not submitted the required reports will receive an email.
The Treasury Board will be notified of all late reporting.  Late reporting by Op-out banks could result in higher collateral requirements.
Inquiry Only IDs

The system has the ability to supply inquiry only IDs.  These are primarily for use by the internal auditors of the SPDA participants or the CPA firm hired to complete the annual audit certification.  To obtain an inquiry ID, the report preparer must send an email to SPDAmail@trs.virginia.gov requesting an ID be set up.  The ID becomes the province of the requestor once issued.  

Exhibit A
SECURITY FOR PUBLIC DEPOSITS ACT SYSTEM ACCESS FORM

This form must be completed and mailed each time there is a change in personnel.


Please Print or Type

Public Depository: [image: image17.wmf]

 

	Primary Report Preparer:
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	           For Internal Use Only

               


	Phone Number:
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	User  ID#:

_________________________ 

	E-Mail Address:
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	Signature:
	________________________________________
	

	
	
	

	
	
	

	
	
	

	Secondary Report Preparer:
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	Phone Number:
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	User  ID#:

_________________________ 

	E-Mail Address:
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	Signature:
	________________________________________ 


	

	
	
	


The above personnel are duly authorized to file by electronic means the reports required by the Security for Public Deposits Act.  The submission of the reports into the electronic system by the authorized personnel indicates that the report is completed accurately in accordance with the Code of Virginia Section 2.2-4400 et seq, the Security for Public Deposits Act Regulations 1VAC 75-20, and guidelines and other instructions issued by the Virginia Treasury Board.  

The above named personnel will serve as the point of contact for the financial institution regarding all communications from the SPDA system.  As such, each person is required to keep their email address on the SPDA electronic system updated at all times and to ensure that the SPDAMail@trs.virginia.gov email address will not be rejected by the financial institution’s email system.  The SPDA program relies on electronic mail for most communication between the Virginia Treasury Board and the SPDA participating depositories.

By signing this form, the above individuals acknowledge that they will be submitting information into a Virginia Department of the Treasury on-line reporting system and will preserve the integrity and accuracy of the information therein to the best of their knowledge and ability.  By signing below, the individual affirms that they are a duly authorized official of the above mentioned financial institution and have the authority to designate the above employees as representatives of the financial institution for purposes of reporting information to the Virginia Treasury Board.

__________________________________________________
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