Passwords and Local Government Reporting of Data

All CSA local government reporting is accessed from the Local Government Reporting Section of the CSA web site at http://www.csa.state.va.us. Once on the CSA web site, click on Local Government reporting, taking you to the CSA Reports Preparer Log-in Screen

There are 2 types of user names and passwords: (1) Report Preparer and (2) Fiscal Agent.

Report Preparer: 
Any person the local government has authorized to prepare any CSA report must have a username and password to access all the CSA Reports Destination Screens. The usernames and passwords are created at the local government level.

Adding a new Report Preparer:

· The authorized report preparer logs into the CSA Local Government reporting system using their existing username and password.

· Click on Add a New Preparer.

· Enter the name along with the temporary username and password.

· Have the new preparer log in and change the temporary username and password,

Fiscal Agent:
Each CPMT assigns a local representative to be the CSA fiscal agent. This person is responsible for approving all CSA reporting. The local CPMT must notify the state CSA Business Manager of the name of the person assigned as the locality fiscal agent. Only the state CSA Business Manager can approve or change the local fiscal agent user ID, names, and passwords.

(See CSA Manual Toolkit Section 4.5.7-Local Fiscal Agent for further Local Fiscal Agent Guidance and Toolkit Section 4.5.3-Disbursement Procedures for further information on Passwords and Local Government Reporting of Data.)
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