Gross Production Reporting .CSV File Help

It is highly recommended that you format the entire Excel workbook as “Text” prior to pasting/inserting
data into the spreadsheet. To do this, open a fresh Excel spreadsheet.




The new Excel file opens with a format of “General”. Change the format to “Text” for the entire
workbook by doing the following steps:

1. Right click the box between the column “A” header and row “1” header.
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2. The entire workbook will be highlighted and a menu will appear. Select “Format Cells.” (With my
excel file, | have to right click in order to bring up the menu. Maybe mention it?)
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3. Change the format to “Text” and click “OK.”
Format Cells 5| (S

Mumber |Ahgrment| Font | Border | Fill IPrutecIjonl

Category:

General « | Sample
Mumber
Currency
Accounting Text format cells are freated as text even when a number is in the cell,
Date The cell is displayed exactly as entered.

Time
Percentage
Fraction
Scientific
Text
Special
Custom

Now you can enter the data into the spreadsheet.
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Please note that the new online Gross Production Reporting system is configured to ignore Row 1, which
should have the report column headers. Data should start in row 2 of the spreadsheet.

Once the data has been entered into the spreadsheet, the file needs to be saved as a .csv. It is highly
recommended that you name and save your original Excel file. Any edits to the 300R report must be
made in the original Excel file and resaved as a .csv.

To save your Excel file as a csv, complete the following steps:

1. Inyour open Excel file, select “Save As.”
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2. Click the drop down menu for Save as type and select “CSV(Comma delimited)(*.csv).”

O|_h' » Metwork » fileserverl »

users b jroberts b Desktop » - | g | | Search Desktop D
Organize = Mew folder = 6
(X] Microsoft Excel * Mame & Date modified Type g+
| covtest files 12/17/2014 2248 PM  File folder
0 Favorites | Dashboard 2/22/20128:04 AM  File folder
B Desktop | Demo Flashdrive durmp 2/10/20153:22 PM  File folder
8 Downloads A . November Demo Docs 2/10/2015 3:22 PM File folder
5l Recent Places i | Thursday Meeting Docs 10/30/2014 11:22 ... File folder
Copy of Demo Spreadsheets (2).xlsx 11/5/201411:55 AM  Microsoft Excel W..,
= Libraries ] Copy of FieldValidationWorkbook.xlsx 2/21/20159:52PM  Microsoft Excel W...
@ Copy of GP Reporting Flow2.dsx 12/11/201411:08 ... Microsoft Excel W...
18l Computer | 4 gl'l_;)] Copy of Revised Copy of Sample CSV file.. 10/29/2014 8:20 AM  Microsoft Excel W...
a Local Disk () @ Copy of TagNet Budgetary Ethernet (2)xlsx  7/8/2014 10:34 AM Microsoft Excel W...
5 jroberts (\\fileserverlhusers) (H:) @ GP 300R Formatted Templatexlsxk 2/10/2015 3:23 PM Microsoft Excel W...
% DIVISION SHARE (J):) & GP Reporting Flow.dsx 12/11/2014 8:33 AM _ Microsoft Excel W.., 2
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File name:  TEST UPLOAD FILE.xdsx al
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Authors:

Excel Workbook (*.xlsx)
Excel Macro-Enabled Workbook (*.xdsm)
Excel Binary Workbook (*.xlsh)

Excel 97-2003 Workbook (*xls)

XML Data (*xml)
|Single File Web Page (*.mht;*.mhtml)

' Hide Folders

‘Web Page (*.htrm;*.html)
Excel Template (*.xlt)
Excel Macro-Enabled Template (*xltm)

| Excel 97-2003 Template (* xlt)

Text (Tab delimited) (*.txt)

‘Unicode Text (*.tut)
XML Spreadsheet 2003 ("xml)

Microsoft Excel 5.0/95 Workbook (*.xls)
CSV [Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.td)

(Text (MS-DOS) (*.tt)

CSV (Macintozsh) (*.csv)
CSV [MS-DOS) (*.cav)

\DIF (Data Interchange Format) (*.dif)
| SYLK (Symbolic Link) (*.slk)

Excel Add-In (*xlam)

Excel 97-2003 Add-In (*xla)

PDF (*.pdf)

XPS Document (*.xps)
OpenDocument Spreadsheet (*.ods)




You will get two pop up boxes in sequence (see below). Click yes on both.
Microsoft Excel E

The selected file type does not support workbooks that contain multiple sheets.
A
F & + To save only the active sheet, didk OK.
+ To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.
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Microsoft Excel E

TEST UPLOAD FILE.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

@ » To keep this format, which leaves out any incompatible features, dick Yes.
« To preserve the features, dick Mo. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

£ Conditional Formatting ~

E

F as Table =

Purchase Qualifyin
g Report Product rs/Produ  Gross  Gross  gTax  Exempt
s Number  FEI Type FiledBy Code  Month  Year PUN cers  Volume Value Rate%  Code
2 7324444041 £l £ ‘01 D015 'o3111217200000 16896 1S0.00 s000  7.00 o [
3 '05320949200000 16896  20.00 00 "1.00 o [
4 '03102985300000 16896  15.00 650 7.00 o
5 '02920876100000 16896  265.00 26500  L.00 (0
6 '00720772000000 00000 250.00 "sooo 200 0 ([
7 'o0720773000000  ooooo  Bs.00 2600 200 (0
800000 73444444471 1 s ‘o1 D015 '03103606500000 03186 250 "500 7.00 0 [
3 '05121092100000 22220 59013  "420573.43L.00 12 (
r r r r r r Ld



Please note that when you close your file on the computer and then re-open it, both the FEl and
PUN columns will display in exponential format. This is due to the fact that the file will openin a
fresh Excel spreadsheet with no column formatting. Since the FEI and PUN numbers are several

digits longer than what can be displayed, Excel converts them to an exponential format. An

example of exponentials is shown below:
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£ Conditional Farmatting ~
{5 Format as Table ~

=

#| Company Reporting Number

= 1 i { E
1 Report Ty|Filed By Product CtMonth  Year PUN Purchaser Gross Vol Gross Wali Qualifying Exempt Ct Decimal E §
0 7.34E+08 i 1 1 1 2015 3.11E+12 16896 150 5000 7
5.32E+12 16896 20 500
3.1E+12 16896 15 650
2.92E+12 16896 26500
7.21E+11 0 9000
7.21E+11 0 2600
0 7.34E408 3.1E+12 3186 600
5.12E+12 22220 420573.4
4.32E+12 3186 433
5.12E+12 22050 25
5.12E+12 o
B.32E+12 22050 279
0 7.34E+08 1.13E+13 16896 200
3.11E+12 16836 150
7.32E+12 13630 850
5.12E+12 13630
1.72E+12 o 268
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At this point, this is just a display quirk. The PUNs are still intact in the saved file so long as you
DO NOT save the file. Once you save the open .csv with the exponentials, the exponential
format of the PUNs and FEI will be saved to the file and you will encounter an upload error. The
new online Gross Production Reporting system will not allow a file with exponentials in it to be
uploaded to the system. To ensure that your .csv has not saved the exponential format, please
view your.csv file in Notepad.



Right Click on your .csv file and select “Open with.”
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2. Select “Notepad.”
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You should see something similar to the screen below:

" TEST UPLOAD FILE.csv - Notepad = |- ===
File Edit Format View Help
Company Reporting Number ,FEI,Report Type,Filed By,Product Code,Month,Year ,PUN,Purchasers/Producers ,Gross Volume,Gross -

value,Qualifying Tax Rate %,Exempt Code,Decimal Equivalent,Exempt volume,Exempt Value,Taxable volume,Taxable value,Gross
Production Tax Due,Petroleum Excise Tax Due,Report Total Taxable volume,Report Total Taxable value,Report Total GP Tax
Due,Report Total PE Tax Due
00000,734444444,1,1,1,01,2015,03111217200000,16896,150. 00, 5000,7.00,0,0,0,0,150.00,5000,350,4.75,48702.7,386087.75,1609.05,
366.78

seas,05320949200000,16896,20.00,900,1.00,0,0,0,0,20.00,900,9,0.86, ,,,

vvsss . ,03103985300000,16896,15.00,650,7.00,0,0,0,0,15.00,650,45.50,0.62,,,,

Vv as . ,02920876100000,16896,265.00,26500,1.00,0,0,0,0,265. 00,26500,265,25.18,,,,

s aaa . 00720773000000,00000,250.00,9000,4.00,0,0,0,0,250.00,9000,360,8.55,,,,

"+ v, ,00720772000000,00000,65.00,2600,4.00,0,0,0,0,65.00,2600,104,2.47, .,
00000,734444444,1,1,5,01,2015,03103606500000,03186,250,600,7.00,0,0,0,0,250,600,42,0.57, ,,,
v21111,05121092100000,22220,59019,420573.43,1.00,12,0.1968400,11617. 3,82785.67,47401.7,337787.75,3377. 88,320.89, ,,,
"+ a...04320623500000,03186,200,489,1.00,0,0,0,0,200,489,4.89,0.46,, ,,
\+1e01.05121005200000,22050,5,25,4. 00,0,0,0,0,5,25,1,0.02,, ,,
\+1e11,05121302100000,00000,19,114,4.00,0,0,0,0,19,114,4.56,0.11,,,,
\+10.+.08321012900000,22050,62,279,1.00,0,0,0,0,62,279,2.79,0.27,,,,
00000, 734444444 ,1,2,6,01,2015,11308767400000,16896,0,200,7.00,0,0,0,0,0,200,14,0.19,,,,
v21111,03111217200000,16896,0,150,7.00,0,0,0,0,0,150,10.5,0.14,, ,,
\+1111,07321192000000,13630,0,850,1.00,0,0,0,0,0,850,8.50,0.81,, ,,
"+va..,05121107300000,13630,0,675,1.00,0,0,0,0,0,675,6.75,0.64, , ,,
,,01721079200000,00000,0,268,1.00,0,0,0,0,0,268,2.68,0.25, , ,,

As you can see, the FEl and PUN numbers are intact.



