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Welcome to PARIS

Introduction

Each year, public authorities subject to various sections of the Pu blic Authorities Law, General Municipal
Law and OSC Regulations are required to submit specified reports to the Authority Budget Office (ABO)

and the Office of the State Comptroller (OSC). To support these reporting activities, the ABO and OSC

have develop ed a comprehensive on  -line reporting system, known as the Public Authorities Reporting
Information System (PARIS). This system combines the data needs of both offices into a common

reporting format and eliminates the need for public authorities to make mul tiple filings of the same
information. PARIS allows public authorities to enter information into a structured Internet -based
application and to make a single simultaneous electronic submission to both the ABO and OSC.

The PARIS system was developed to be an eagsy, efficient, and cost  -effective way for public authorities to
meet their statutory reporting requirements. The application is configured to provide users with:

A A common |l ook and feel for all users,

A Simple login and navigation processes,

A aEily accessible on  -line help,

A Access to all information and functions authorized by their pri.
A The ability to capture both structured and unstructured dat a,

A Timely responses to routine and complex queries,
A

Aut omat i c eatioa of feportimgtoblidations, confirmation notices (when input is received and
accepted), as well as other timely and relevant information.
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Conventions used in this Document

This document is arranged in sections generally representing each functiona

application. Each section is further divided into sub

complete the procedure.

| area of the PARIS

-sections depending on the level of detail required to

Screens shown in this document are for illustration purposes only. Data displayed does not represent

actual data contained in the system.

The table below describes the unique formatting used to indicate specific text elements found throughout

the document.

Item Description Example

Web Page Titles The name assigned to a specific AEnter Passwordo p
web page. With the exception of
Figure Captions, they are shown
enclosed in quotation marks and
foll owed by the wo

Tab Names Tabs appearing at the top of the AMy Authorityo tab
web page used to access specific
application functions. Tab names
are shown enclosed in quotation
marks and followed by the word
Aitab. o

Buttons Buttons used for navigation that [Submit] [Cancel] [New]
appear on browser pages ar e
enclosed in [square brackets] and
bold text.

Links Links used for navigation that View, Madify, Delete
appear on browser pages. Links are
shown with the link  name
underlined

Notes Important information presented to Note: Only one Chairperson
assist in co mpleting required may be selected for each
actions. Notes are shown in bold Board.
italic _text.

* (Asterisk) Used on web pages to indicate *OSC Classification
fields that must be filled before
further action can take place
(Required fields).

Field Names Names of data fields. Those Enter the expirationd  ate in the
appearing in plain procedure text Expiration Date field
are shown in bold text followed by [Or
the word Afield. o ]Note:Youmustenterthe
AiNoted text ar e s h(expiration dateinthe Expiration
foll owed by the wojDatefield.

Tips Information provided to assist Tip: You may search using any

users in using the application. Tips
are shown enclosed in a shaded
box.

search criteria

10
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General Application Instructions (Tips)

Using the PARIS application

Tip: You cannot use your browser fABacko button to navi:
[Cancel] or the [Back] button found on the PARIS application pages to return to the previous application
page.

Navigational Devices

The following table lists the types of navigational devices within the PARIS application that provide access
to the functions which enable users to create, view, modify, or delete data according to their roles.

Type Name Purpose
Tab Various Tabs appear at the top of the web page and provide
access to high level application functions such as,
iSearch for Authorityo, #AAuUt
"Annual Report", and others. In addition to the tabs
found at the top of the page, there are three tabs
which appear at the bottom of each page. These tabs
allow users to contact OSC for help "Contact Us",
review the ATerms and Condi f
APrivacy Policy. o

[Buttons] are found on most application pages. They allow users to navigate to

pages where information may be viewed, added, modified, or deleted. They also

allow users to move backward and forward in multi -page tables and between pages
and perform other functions. Below is list of the most common buttons found in the
application and the actions they perform.

Button [New] Takes the user to a page where new data may be
entered into the system.

Button [Reset] Clears any data from fields on the page. Found on
search pages to allow users to do multiple searches
without leaving the page.

Button [Submit] Initiates a search using the information entered in

search fields and displays the results. Also used on
t heSubmi ttal o pages t o submi

Button [Save] Saves field data to the system repository and returns
users to the first page of the portlet.

Button [Cancel] Exits the page without saving any data that may
have been entered and returns to the first page of
the portlet.

Button [Next] Used on Search Results pages that return more than
20 entries to allow users to navigate to the next set
of results.

11
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Button [Pre vious] Used on Search Results pages that return more than
20 entries to allow users to navigate to the previous
set of results.

Button [Back]* Returns to the previous page in a series data entry
forms.

Button [Add] Adds a record to a table.

Button [Delete] Deletes data.

Button [Print] Sends an image of the screen to the printer.

Radio Buttons are used to allow the user to choose a yes or no answer to questions
or indicate a category such as, Business or Individual, or National or Foreign, etc.

Table Action Links are found in data tables and allow users to navigate to pages
where information may be viewed, added, modified, or deleted. They also are used

when selecting fiscal year in tables cont s
Below is list of the most common table action links found in the application and the

actions they perform.

Table Action New Takes users to pages where new data may be

Link entered into the system.

Table Action View Takes users to pages where they may view

Link information about the table row.

Table Action Modify Takes users to pages where they may modify

Link information about the table row.

Table Action Delete Takes users to pages where they may delete

Link information about the table row.

Table Action Select Al'l ows users to select a sp¢
Link information from a data table.

Links most often are displayed after certain tabs are selected. Links are usually
displayed on the left of the page. In some cases, selecting a link will cause additional
sub -links to be displayed. Links allow users to navigate to pages where information
may be viewed, added, modified, or deleted.

*The [Back]

confuse the [Back]

button

button found on application pages screens acts within the PARIS application only. Do not
wi thin

PARI'S it with your

12
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Search for Authority
Overview

This feature allows authorized PARIS users to search for a public authority in the PARIS repository, using
given criteria. For non  -authority users, the system will display the Search for a Public Authority page

immediately after successfully logging into PA RI'S. Authority users will select t

tab. Search criteria must be typed or selected in the fields provided. After search criteria are entered, the
user selects [Submit]  to display the search results. Search results are sorted by Auth ority Name. The
previously entered search criteria will continue to be displayed in search criteria fields on the screen.

Authorized users can also enter information on new authorities in PARIS by selecting [New]

Search for Public Authority
Naviga tion

he

Select the fASearch for AidNeWotiot yo tabtaedi€eatect Aut horityo

G PARIS
e c Authorities Reporting Information System

Search for Authority |

SEARCH FOR A PUBLIC AUTHORITY

Authority Name: |

v

osc

ABO Classification: | v

Search Results

Edit my profile

Log out

1. Enter information in one or more of the fields to search for an authority. Enter more information
to narrow your search. (Note: At least one searchcriterion must be entered for the search.)

Wildcard Search: Searches can be performed using the
used in the place of one or more characters in the search string. Partial name searches must
include the wildcard.

2. Select [Submit] to initiate the search, [Reset] to clear the Sear ch fields and Search Results,
or[New] to go to the ACreate Authorityodo page.

OSC classifies public authorities in one of the following categories:

PARIS User Manual
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. Class A - Statewide Significance = Entities with statewide or regional significance and their
subsidiaries.
. Class B -Regional Significance or Affiliated with a State Agency = Entities created by or

affiliated with a state agency, that have limited jurisdiction but a majority of Board appointments
made by state officials.

. Class - C Local Jurisdiction = Entities with  local jurisdiction.

. Class -D Interstate or International = Entities with interstate or international jurisdiction and
their subsidiaries.

ABO classifies public authorities in one of the following categories:
. State

. Local

. Local - IDA

. Local - LDC

. N/A

Ent er Authority

Navigation
Select the fASearch for AUNeklotiot yo tabthediEealtect Authorityo page.

GuPARIS EEEFEEHE FEHE

W ¥ Public Authorities Reporting Information System

Search for Authority

ENTER AUTHORITY
* Required Field
* ity Name: | =
*0SC Classification: | v| pate i [08/04/2008 ]
*ABO Classification: & Enabling Statute
Sponsoring Municipality: | ] Law: | ¥
Purpose: Article: | ]
Title: | |
Section: | ]
Chapter: | ]
*status:

Date Inactive: | | |
Date Dissolved: | | juc]

Note:
*0SC Contract Approval: yes () No & *Subject to 2 NYCRR, Part 201: yes (O No &
*Payroll Handled By 0SC: ves (O No & Part 201 Submitted by Parent
: yes O No @ *Subject to 2 NYCRR, Part 202: yes () No &
*Terms and Conditions Approval: ves (O No & Part 202 Submitted by Parent
*PACB Project Approval: ves (O No (& *Subject to 2 NYCRR, Part 203: yes (O No (&)

Part 203 Submitted by Parent

*Subject to ABO Reporting: ves () No (&

14
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Enter the authority inf*or mati orqufFireldds with @

Answer the questionsbyselec ting fiYesd or fANod radio buttons or by enterin
are required.

Select [Save] t o save and go to the fASEKawcefht borefAuthotbtybeofiSearch
for Authorityo page.

15
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OSC Audits and Reports
Overview

This feature allows authorized PARIS users to search for and display information about public authority
audits and reports that have been published by OSC. For both OSC audits and OSC reports, the link to the
published audit or report on the OSC web site i s displayed.

Authorized users can enter and modify information on public authority audits and reports using this
function.

OSC Audits Search
Navigation

Select the AOSC Audits & Reportso tab to go to t
available audits. To find a specific audit:
QuPARIS

ng Information System

OSC AUDITS SEARCH

05 Classification: Issue Date: =
Authority Name: Issuer of Audit: %)
Audit Number: Scope of Audit:

AuditTile: | | Brief Summary of Findings:

0SC Audits List
Record 1 through 2 of 2 records.

[View Modify Delete | A | 106th Street Houses Incorporated [s585 [1 |09/26/2007 | State Services |
[View Modify Delete | A ['e00 lworth ion | atrterw | rtwertw  09/04/2007 | State Services | http:/furterut |

he AOSC Audits

Edit my profile

Log out

16
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1. Enter the appropriate criteria into the fields.

2. Select [Submit] to initiate the search, [Reset] toclearthefieldsor [New] t o go to the AENnter
OSC Audito page.

3. Select [Previous] and [Next] to navigate if the results set is 20 or more.

4. Select Viewt o go to the AVi ew MOSIT toJutdth tedo fipveogdei,f y OSC Audit o page ¢
Delete t o go to the fADelete OSC Audito page.

Enter OSC Audit

Navigation
Select [New] on t he AOSC Audits Searcho page to go to the AEnter OSC Au

Edit my profile | | Log out

ENTER OSC AUDIT
* Required Field
*Authority Name: | v
*Audit Number:
vhudierde:| ]
*Issue Date: ]
*Issuer of Audit: v
Scope of Audit:
Brief Summary of Findings:
Link to Auditon OSC Website: ]
1. Enter information in the fields. Fields with A*0 are require:t

2. Select [Save] t o save changes and return to thedCaic@SGogatodi ts Searchbo
the AOSCtAu Searchodo page.

View OSC Audit

Navigation
Select View on t he AOSC Audits Searcho page to go to the AView OSC Audi

17
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Edit my profile  Log out

VIEW OSC AUDIT

0S¢ Classification: |+

Authority Name: |10t oo

Audit Number: [-55

Audit Title: |1

Issue Date:

Issuer of Audit:

Scope of Audit:

Brief Summary of Findings:

Link to Audit on OSC Website: |

1. Review the information.

2. Select [Modify] to go to the fAModi fy [CaBc€] Atuod irtedt wpranget cort he AOSC Audi
Searcho page.

Modify OSC Audit
Navigation

18
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Select Modify on t he AOSC Audits
G PARIS
W Public A

Searchofpa®@&Ct dugotdDoptlge. iModi

Edit my profile

Log out

* Required Field

MODIFY OSC AUDIT

*Authority Name: | 106th Street Houses Incarporated(0841)

*Issue Date: 09/26/2007 G|

*Issuer of Audit: | State Services ¥
Scope of Audit: 111

Brief Summary of Findings:

Link to Auditon 0SC Website:

1. Update the information in the fields. Fields with A*0 are r et
2. Select [Save] t o save changes and
the AOSC Audits

return t
Searcho

o t h¢dCaficél]SGogatodi t s Searcho
page.

Delete OSC Audit

Navigation

Select Delete on t he AO0OSC Audit Listo page to

go to the fiDelete OSC Audi

19
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Edit my profile

DELETE OSC AUDIT

0S¢ Classification: [

Authority Name:

Audit Number: |-

Audit Title:

Issue Date:

Issuer of Audit:

wertwret
Scope of Audit:

Brief Summary of Findings: [, - tuert

Link to Auditon 0SC Website: |/ /

1. Review the information.

2. Select [Delete] to delete the audit record and return to the "OSC Audits Search" page or
[Cancel] to return to the AOSC Audits Searcho page.

OSC Reports List

Navigation

Select the AOSC Audits & Repo
to go to the

rtso tab to go to the AOSC Audits Se.
AOSC Reports Listo page.
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State of New York

GuPARIS CRRETEAR

W ¥ Public Authorities Reporting Information System

OSC REPORTS LIST

0OSC Reports List

Record 1 through 1 of 1 records.

[ Action (0S¢ class. Authority Name | [Palicy Coverage (If no authority) ReportTitle ssue Date' [ssuer of Repor Link to Report |

[View Modify Delete A [ 125th Street Mart Incorporated | [ rewrt [09/04/2007 | BPA [ http :awertrwet!

Log out

1. Select [New] to go to the fAEnter OSC Reporto page.

2. Select Viewt o go to the #AVi
page, Delete t 0 go to the fADelete OSC Reporto page.

Enter OSC Report
Navigation

Select [New] on t he AOSC Reports Listo page to go to the AENter
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State of New York

G PARIS FRaR FESEE

¥ Public Authorities Reporting Information System

0S¢ Audits & Reports

ENTER OSC REPORT

* Required Field

Authority Name: | v
Policy Coverage (Ifnoauthority):| |
gt |
*Issue Date:| | ]
*Issuer of Report:

Brief Summary of Findings:

Link to Report on OSC Website:

1. Enter information in the appropriate fields. Fields with fA*0o

2. Select [Save] t o save and return to the [C&Ccl ReopetumtosheLi st o page or
AOSC Reports Listo page without saving information.

View OSC Report

Navigation
Select View on t he AOSC Reports Listo page to go to the AView OSC Repor
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State of New York

GuPARIS e

W ¥ Public Authorities Reporting Information System

0SC Audits & Reports
| 05C Reports

VIEW OSC REPORT

0S¢ Classification: [«

Authority Name: |15 Stcat 1

Policy Coverage (If no authority):

Report Title: |-

Issue Date

Issuer of Report: |50/

Brief Summary of Findings: [ut

Link to Report on OSC Website: |1t/ et

1. Review the information.

2. Select [Modify] t o go to the AModify [Catd] Repaorettaurmadge, the AOSC Repor
Listo page.

Modify OSC Report
Navigation
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Select Modi he AOSC Reports Listo t he AModi f
G PARIS FFETEER EETEE

W Public Au

MODIFY OSC REPORT

* Required Field

Authority Name: | 125th Street Mart Incorporated v
Policy Coverage (Ifnoauthority): | |
S——
*Issue Date: |
*Issuer of Report: [BPA V|

Brief Summary of Findings: [+

Link to Report on OSC Website: |http://uertruet

1. Update the information as appropriate. Fields with A*0 are required.

2. Select [Save] t o save and return to the 0ifC&Ccel Roopetumtoshe  Li st o

AOSC Reports Listo page without saving information.
Delete OSC Report
Navigation

Select Delete on t he AOSCLiIRetp@orpgasge to go to the fiDelete OSC Reporto
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State of New York

G PARIS e W

W ¥ Public Authorities Reporting Information System

0SC Classification: |/

Authority Name:

Policy Coverage (If no authority): |

Report Title

Issue Date:

Issuer of Report: |50/

Brief Summary of Findings: [yt

Link to Reporton 0SC Website: |1t/ ertet

1. Review the information.

2. Select [Delete] to delete the report or [Cancell] to return to the AOSC Reports Listo
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Administrative Messaging Tool
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State of New York

Administrative Messaging Tool

Navigation

Select the AAdmindo tab to go to the AAdministrative Messaging Too
GuPARIS e

W¥ Public Authorities Reporting Information System
| Reports il Envoliment.| P —

ADMINISTRATIVE MESSAGING TOOL

=]

Record 1 through 1 of 1 records.

[View Modify Delete |Test|07/16/2008 1:00 PM |07/18/2008 1:00 PM |Paristesting, Paristesting

Active Messages

1. Select [New] to go to the fiCreate New Admin Messageo page.

2.  Selectthe View linknexttoaspecific board member to go to the AView Admin Mess
Modify t o go to the fAModify AdnDelete Mesgageo pahaeejfiDet ete Admin Mess
page.
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State of New York

Create New Admin Message

Navigation

Select [New] on the fAAdministrative Mgosada@i theTdClreapagdNetwo Admi n Mess ac
page.

ZPARIS Edit my profile | | Log out

W ¥ Public Authorities Reporting Information System

CREATE NEW ADMIN MESSAGE

* Message Title: |

* Message Start Date/Time: | ] ]

* Message End Date /Time: ‘ [ | |

* Message Content:

Authority Audience Internal Audience
* Display message to all authority users?: * Display message to all internal users?:
ves O No O ves O No O
Ifno: If no:
(Hold "Ctrl" to select multiple values.) (Hold "Ctrl" to select multiple values.)

05¢ Classification: | Interal Classification:
b

ABO Classification:

1. Enter the admin message information. Fields with A*d0 are requi

Admi ni st r[€ancell oddmsis agi ng Tool 0 |

2. Select [Save] t o save and go t e i
t Admini strative Messaging Tool 0 page

t h
changes and return to fi

o
he
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State of New York

View Admin Message

Naviga tion

Select view next to a record on the AAdministrative Messaging Tool " | i st

Edit my profile Log out

ting Information System

| Reports | Enrollment | PARIS

VIEW ADMIN MESSAGE

* Message Title: | 1=t

* Message Start Date/Time: |/ //© | oo em |

* Message End Date/Time: | | oo em ‘

* Message Content:
Authority Audience Internal Audience
* Display message to all authority users?: * Display message to all internal users?:
Yes No Yes No
If no: If no:

(Hold "Ctrl" to select multiple values.) (Hold "Ctrl" to select multiple values.)

St

0SCc Classification Internal Classification:

ABO Classification:

[New | [ Modify | [ cancel |

1. Review the admin message information.

2. Select [New] t 0 go to the ACreate New [Malifyj 1 oMgos d e d hpageModi fy Admir
Message O f[Cagef,t correturn to the AAdministrative Messaging Tool
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State of New York

Modi fy Admin Message

Navigation

Select Modify next to a specific record on the AAdministrative Messaging
"View Admin Message" page to go to the fAiModify Admin MessageoOo pag
1. Update the admin message information. Fields with A*0 are reqt

2. Select [Save] t o save the admin message and goagiondg hEodlAdmi nststpadge v e
or[Cancel] t o discard changes and return to the AAdministrative Mes
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