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Education Improvement and Scholarship Granting Tax Credit 
Using the Tax Information Bus (TIB)

1. Overview of the Scholarship and Education Improvement Granting Tax Credit Filing
As part of Senate Bill 969, the Organizations accepting contributions for Education Improvement and Scholarship Granting Tax Credits (EIGO/SGO) must file an electronic report for all contributions received during the taxable year.  Additionally, all EIGO’s must  submit an electronic report in order to maintain eligibility.
The TIB system is provided as a means for organizations to electronically transfer data to the Oklahoma Tax Commission.  
2. Welcome to the to Tax Information Bus (TIB)

2.1. Introduction
The purpose of this document is to provide the necessary requirements, configuration and use of the OTC Tax Information Bus (TIB) System.  The TIB System is operated and maintained by personnel in the Information Technology Division at the Oklahoma Tax Commission (OTC).  The primary purpose for the TIB System is to provide a means to electronically transfer data to the Commission.
This document is divided into three sections:

1)  Setup (one-time process) 

In order to utilize the TIB System for the first time, three basic steps must be accomplished:
· TIB registration - establish an account (Section 3.2) 
· Install the software (Section 3.3)
· Configure the software (Section 3.4)
2)  File Format

The records that you transfer to the Oklahoma Tax Commission must be in a standardized format:
1. File templates (Section 4.1)  

2. Filing naming conventions  (Section 4.2)  

3. File processing (Section 4.3)  

4. Fields for adding or updating records  (Section 4.4)

3)  Regular Use
Once you have completed software setup and understand the file formats, you are ready to begin working with the TIB. The procedure involved in the file upload process is detailed in Section 5.1.  
3. Setup TIB System
3.1. Customer Responsibilities

In order to utilize the TIB System, the customer is responsible for:

· Registration submission

· Hardware (PC)

· Software (SFTP capable)

· Communication link (Internet)

3.2. Registration (New Customers)

Once a completed registration form is received, an account will be created in the OTC’s Tax Information Bus system (TIB) for you.  
Your User ID will be e-mailed to you but you must contact the Tax Commission Help Desk (405-521-3069) to obtain a password.  
3.3. Software
The user ID and password should be entered into your “FTP software.” OTC requires SFTP (Secure File Transfer Protocol) over SSH (Secure Shell). One such program that supports these protocols is “Filezilla,” an open-source application, distributed free of charge at:

http://filezilla-project.org/

(Download and install the Filezilla CLIENT Version for your specific operating system)
Please note: The Tax Commission Help desk can assist you with technical difficulties connecting the Filezilla application to the TIB system. Because the Help staff cannot be experts in all file transfer applications, any other FTP software is not supported.

3.4. Configuration of SFTP Client FileZilla


(1) Start the FileZilla Application.
(2) Click on the Open Site Manager icon (1st icon in the toolbar).
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(3) Click on the <New Site> button
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(4) Name the Site for your use.

Example:  OTCTIBSystem
(5) Enter the following information on the General Tab

· Host:
nemo.tax.ok.gov

· Port:
22

· Servertype:
SFTP – SSH File Transfer Protocol

· Logontype:
Normal

· User:
Username provided by OTC

· Password:
Password provided by OTC
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(6) Click Connect.

Connection success or issues will show in the connection window

[image: image4.png]~=lolx|

Fz OTCFIBSystem
BleEdt

A -]

s |

Wlow Transter_erver_ Bookmarks_telp
EEIEE A A

Jr—

Quickcannect | ~|

Pessuerd: | ot |

[tatus: Comnecting to nemo.Joca
lResponss:  Fesitp started B
[Commend:  open "bbs-demo@nemo local” 22
(Command: ~ pass: werews
status: Connested toremo ocal
etatus: Relrieving drectory lsting
[commend: ~ pwd
[Response:  Current directory i "ome/bbs-demo”
(Command: 15
status: Listng drectory fometbs-demo
etatus: Colulaing tinezone offset of server.
(Command: ~ mine "use tax
[Response: 1251313065
stats: Timezone offses: Server: O seconds. Local: 21600 secands. Diference: -21600 seconds.
etatus: Directory Isting successful o
Local ste: | HHEnterprise SupportActive Drectory 18851 Rermote it: | fhome/bbs-dero
) Adive Directary Bl

e 2| e

© Exchange 5 bhsdemo

5 Exchangesaseine =
Fiename Filsize | Fietype Los 2] [Finame Fiesize | Fletype | Last modfied =
4885 Instructions. 126,464 Microsoft Word ... 1/5— |5,
58S User List LO. 90,624 Microsoft Excel 1_/4';| Dgross pr. File Folder 9/3/2nn9545_';|
b | o[ e | >

[Selcted 1 i, Total ize: 0 bytes

4 drectaries

ServerfLocal fle ["Direction [ Remote fie:

<

T Siee [ Priorty

Tstatus

|

| Queued files | Faledtransfers | Successful transfers

a

Quete: empty





  TROUBLESHOOTING NOTE:

If you are experiencing issues with your connection, verify the following:

Port 22 to nemo.tax.ok.gov is not being blocked by your Network Firewall.
(7) Setup is complete

You have now completed the software installation and configuration for utilizing the TIB system. This section of instructions (Setup) can be archived as you will only need them again if you purchase a new computer or move the responsibilities of connecting to the TIB system to a user with a different PC. 
4. EIGO/SGO Program - File Layout Information
Participation in the OTC EIGO/SGO Program involves uploading files, using the software you set up in the previous section.  
4.1. Creating Report Files

The report files will be created in a spreadsheet format.  To help the filer prepare the reports, a sample spreadsheet layout and the required information has been provided in Section 4.4 on the following page.
· EIGO’s and SGO’s are required to submit, by January 10 of each year, the Organizations’ Donor Contribution information. 

· EIGO’s are also required to submit, by September 1 of each year, the Organizations’ Educational Improvement Grant information.  
4.2. File Naming Conventions

All files should be named in the format 123456typeYYYYMMDDv01.name.*, where;

· 123456  =  the 6 digit subaccount number assigned by the Tax Commission 
· type = the type of report; 
· “d” if reporting donor contributions. (required annually by January 10th)
· “e” if reporting for eligibility. (required annually by September 1st)
· YYYYMMDD = Year, Month and Day the report is being submitted.
· v01 = the version of the report.  If you submit multiple reports separately, send subsequent reports as v02, v03, v04, etc...
· .name  =  the program name being submitted of either “eigo” or “sgo” 

· *  =  an excel format.   
NOTE:
File names should be saved in a format readable in Excel.  
Sample file name would be 123456d20120110v01.eigo.xls
4.3. File Processing

You may submit files at any time.  The OTC will retrieve your files daily, Monday through Friday.  The file will then be loaded to the Account Maintenance Division at 9:30 AM the next day. 
4.4. Electronic Reporting
The reporting record layout using the structure below will be required. These records may be uploaded as often as necessary.  For ease of use, you may copy/paste the below Sample Layouts (4.1.1 and 4.1.2) directly to Excel.
4.4.1. EIGO/SGO Donor Contribution Report Sample Layout

	Field
	Description and Remarks

	Agency Account #
	Your EIGO/SGO account number as assigned by the Oklahoma Tax Commission. This is a required numeric field. Do not suppress the Zero.

	Agency Name
	Your Agency Name. This is a required Alpha Field.

	EIGO or SGO
	Your Type of Organization. EIGO or SGO. This is a required Alpha Field.

	Donor Type
	Individual, Joint or Legal Business.This is a Required Alpha Field. Left Justify: INDIV, JOINT, CORP.

	Donor ID
	Donor’s Social Security number or Federal ID number. This is a required field. Do not suppress Zeroes.

	Donor Last Name
	Last name or company name of donor. Left justify and blank fill. This is a required field.

	Donor First Name
	First name of donor. If Company, list ‘none’. This is a required alpha field. Left justify and blank fill. 

	Donor Spouse Last Name
	Last name of spouse. If Company or no spouse, list ‘none’. This is a required alpha field. Left justify and blank filled.

	Donor Spouse First Name
	First name of spouse. If Company or no spouse, list ‘none’. This is a required alpha field.

	Donation Amount
	Amount Donor paid. Right justify. Do not suppress the Zeroes. Do not use dollar signs, commas or decimal points. This is a required numeric field.

	Donation Date
	Date the payment was made. This is a required numeric field (MMDDYYYY).

	3-Year Donor Commitment 
	Yes or No response. If Donor has committed to donating 2 additional successive years, then YES.

	Agency Account #
	Agency Name
	SGO or EIGO?
	Donor Type
	Donor ID
	Donor
Last Name
	Donor
First Name
	Donor Spouse Last Name
	Donor Spouse First Name
	Donation Amount
	Donation Date
	3-Yr Donor Commitment
Yes or No

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


4.4.2. EIGO – Granting Information Report Layout Sample
	Agency Account #
	

	Agency Name
	

	

	Program Name
	Grant Amount
	How was Grant Used
	Improvements
	Public School
	School District
	Counties
	Grants by County
	Dollar Amount by County

	 
	 
	 
	 
	 
	 
	 
	 
	 


	Field
	Description and Remarks

	Agency Account #
	Your EIGO/SGO account number as assigned by the Oklahoma Tax Commission. This is a required numeric field. Do not suppress the Zero.

	Agency Name
	Your Agency Name. This is a required Alpha Field.

	Program Name
	Name of educational program 

	Grant Amount
	Total amount of grant made to program during school year.

	How was Grant Used
	Description of how the grant was utilized

	Improvements
	Description of demonstrated or expected improvements.

	Public School
	Name of public school where program was received.

	School District
	Name of district where program was received.

	Counties
	Where the Organization collects information on a county-by-county basis.

	Grants by County
	The total number of grants for school year

	Dollar by County
	The total amount of grants


5. Send and Receiving Files from the TIB System

5.1. OTC TIB File Upload Process
Once you have a file setup in the format described in the previous section, you are ready to upload it to the TIB:
1. Start FileZilla, if not already running.

2. Click on the Open Site Manager icon.

3. Choose the saved OTC Site (created in Section 3) and click Connect.

4. File Upload steps:

5. On the Local Site, locate the file you have created and stored on your local workstation or network drive.  This can be located by clicking on the correct drive in the Local Site window and navigating through the directory folders to your file location. Click on the desired file(s) listed in the box under Filename.
6. On the Remote Site, navigate to update folder.  Double-Click on the folder where you want to upload the file. 
/home/<username>/eigo_sgo/upload
7. Drag and drop the file to the folder.  To do this, drag your local file and drop it into the upload folder on the remote site.
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5.2. Confirm file upload
You can confirm the file was uploaded successfully if it is shown under the Successful Transfers tab and disappears from the participant’s upload folder within a couple of minutes.  Click on the tab and compare the file size with the original file.

6. Frequently Asked Questions:

Question 1:
May I use software besides Filezilla to transmit the file?


Answer:
Yes, as long as your settings are correct and make a secure connection. 
Question 2:
I think I transferred my file but I don’t see it in my Upload folder.  Should I be able to see it?


Answer:
The file is picked up and moved to a location inside our firewall.  When using Filezilla, there is a message at the bottom of your screen that the file copied successfully.  You will not see the file after you copy it to our DMZ. If you can see your file in the Upload folder, there is a problem with your file.  Check your file name for syntax errors (i.e. spaces in the file name; you can use an underscore instead of spaces, no special characters other than an underscore).
Question 3:
I have corrected the name of the file in my Upload folder by renaming it but it still is not uploading correctly.  What is the problem?



Answer:
You cannot simply rename the file while it is in your Upload folder.  You must completely delete the file from your Upload folder, rename it and upload it again.

Question 4:
Do I have to use the templates to create the files?


Answer:
No, the templates were created only to assist you in creating the files in the correct format.   The system does not care how the file was created just that it is in the correct layout.
Question 5:
Can my file name end in .txt?  


Answer:
Yes, the extension can either be any acceptable Excel format, including but not limited to .xls, .csv or .txt
Question 7:
I am attempting to establish an FTP connection after initial setup and I get the message “Unable to Connect to Server”.  What should I do?



Answer:
Check with your IT personnel to ensure you have FTP access.  This is often blocked for security reasons.

Question 8:
I entered the wrong password several times.  I now have the correct password but am still unable to connect.  What should I do now?


Answer:
It is possible that our firewall has detected this as a potential hack attempt and, as a result, has blocked your IP address.  Contact the Oklahoma Tax Commission Help Desk at 405-521-3069 with your IP address and we should be able to get it unblocked.
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Note:


	The following setup instructions are for the SFTP client FileZilla 3.3.0.1.  If you are using an alternate SFTP software package, use the following information in your setup:





	SFTP Host:	nemo.tax.ok.gov


	Port:		22


	Type:		SFTP – SSH File Transfer Protocol


	


	User Name and Password provided by OTC












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Drag File Here

















