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Job Aid - How to Validate the Contracting Activity Report by using 
Data Validation Query (DVQ) 

 
Target Audience: CAR Coordinator, Department Buyers, and Reporters 

 
Purpose: After generating the Contracting Activity Report and Data Validation Query 
from the FI$Cal system, departments are advised to check the validity of the report. The 
Data Validation Query has the detailed information of the transaction behind the 
Contracting Activity Report numbers. This Job Aid provides a step by step explanation 
of how the department users can validate their CAR report. The Data Validation Query 
applies to the Contracting Activity Report, SB-DVBE Options and DVBE Incentive 
Report and I Bond report data, not the Consulting Services Report or the ERGSO 
Report. 

 
Here are the definitions for the column headers in the Data Validation Query Report: 

 
Field Description 

Process Instance 
none 

Each time the user runs a report the system generates a 
Process Instance ID. 

Run Date/Time Date and time the report was ran. 
Agency Agency name. 
Department ID Business Unit number. 
Department Name Business Unit name. 
Data Source Transaction source is a Contact, PO, SCPRS or PCard. 
Transaction ID 
none 

Transaction number of the Contract, PO, SCPRS and PCard. 
The Transaction Id will begin with 'TID – ' 

Change Order YYYY-YYYY The fiscal year the amendment will be reported. 
Buyer ID Buyer identification number. 
Buyer Name Buyer name. 
Contract/PO Ref # A contract and PO free form field in the contract/ PO header. 
Term Start Date Transaction Start Date / Approved Date / Amended Date. 
Term End Date Transaction end date. 
LPA/Departmental Contract 
none 
none 

Shows if the transaction is associated to a Departmental Contract, 
LPA, or no association. If the transaction is not associated with a 
Contract/LPA, the field will show ‘no contract’. 

CAR Reportable 'Yes' or 'No' on the transaction. 
CAR Reporting Category 
none 

Category (mainly based on the Acquisition type) for which the 
CAR reportable amounts are reported. 

Acquisition Type Acquisition type entered in the transaction. 
Acquisition Sub Type 
none 

Acquisition sub type entered in the transaction. This field is 
optional except for Non IT Services. 

Acquisition Method Acquisition method entered in the transaction. 
Total Amounts Total amount of the procurement transaction. 
State Funded % 
none 

Percentage entered in the transaction. Enter the value if known. If 
the field is left blank the system will use 100% in the calculation. 

Bidder/Supplier ID Bidder or supplier number. 
Bidder/Supplier Name Bidder or supplier name. 
Certification ID Certification identification number 
Prime Yes or No denotes if the supplier is the prime. 
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Field Description 
Sub Yes or No denotes if the supplier is the sub. 
SB% Percentage of the SB on the Sub-contracting page. 
MB% Percentage of the MB on the Sub-contracting page. 
DVBE% Percentage of the DVBE on the Sub-contracting page. 
SB-PW% Percentage of the SB-PW on the Sub-contracting page. 
NVSA% Percentage of the NVSA on the Sub-contracting page. 
CAR Reportable Amount 
none 
none 
none 
none 
none 
none 

The amount included in the report after applying the CAR 
reportable logic. Here are examples of some of the logic / rules: 

• CAR reportable should be "Yes" 
• Total amount is multiplied by the % state fund 
• Amendment / change order only includes the incremental 

amount and is reported on the fiscal year that the change 
occurred 

Calculated SB Amount The dollars awarded to the Small Business prime and the sub. 
Calculated MB Amount The dollars awarded to the Micro Business prime and the sub. 
Calculated DVBE 
Amount 

The dollars awarded to the Disabled Veterans Business 
Enterprise prime and the sub. 

DVBE Incentive Flag 
none 

Identifies if the transaction is exempted from the DVBE 
Incentive reporting. 

DVBE Incentive Amount The dollars awarded by using the DVBE Incentive. 
SB Option Amount 
none 

The dollars awarded by using either the SB Option or Public Works 
SB Option as an acquisition method. 

DVBE Option Amount 
none 

The dollars awarded by using either the DVBE Option or Public 
Works DVBE Option as an acquisition method. 

I-Bond Yes or No on the transaction. 
I-Bond Description Bond description. 
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Here are some examples of how to validate the Contracting Activity Report data by using 
the Data Validation Query Report: 

Example 1: Validate the Awarded Amount $ for the Goods (Non-IT) category in the Total State 
Contracting Activity (Part 0) by using the Data Validation Query. 

Form 810 Contracting Activity Report (Part 0) 

To validate the awarded amount $ for the Goods (Non-IT) category in the Total State 
Contracting Activity use the following steps: 

a) In the Data Validation Query filter to only ‘Y’ in the CAR reportable column.
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b) Filter the Goods (Non-IT) in the CAR Reportable Category column.

c) Copy the Transaction ID and CAR Reportable Amount columns from the data validation query
report. Open a new sheet and paste both copied columns.

d) Select the Transaction ID and CAR Reportable Amount columns in the newly added sheet. Select Data from 
the quick access toolbar at the top of the Excel sheet and click Remove Duplicates. 
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e) Calculate the total for the CAR Reportable Amount. 

 

 

Note: 
 

- Follow the same steps to validate the Awarded Amount dollars and number of contracts for the 
Services, Construction, and IT Goods and Services categories in the Total State Contracting 
activity (Part 0). 

 
- Transactions with zero CAR Reportable amount will not be counted in the number of contracts. 

 
 

Example 2: Validate the Awarded Amount $ for the IT (Goods and Services) category for the prime 
DVBE by using Data Validation Query. 

 
Form 810 Contracting Activity Report (Part 1) 
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To validate the Awarded Amount $ for the IT (Goods and Services) category for the prime DVBE use 
the following steps: 

 
a) In the Data Validation Query filter to only ‘Y’ in the CAR reportable column. 

 

 

b) Filter to only IT (Goods and Services) in the CAR Reportable Category column. 
 

 
 

c) Filter to only ‘Y’ in the Prime column. 
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d) Unselect the zero in the filter option in the Calculated DVBE Amount column. 
 

 

e) Calculated the total DVBE Amount. 
 

 
 
 
 
 
 
Note – Prime will always get 100 percent in calculations regardless the percentage reported on the subcontracting page. 
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Example 3: Validate the ‘Number of Contracts with DVBE subcontractors’ for the Construction 
category by using Data Validation Query. 

 
Form 810 Contracting Activity Report (Part 1) 

 
 

 

To validate the ‘Number of Contracts with DVBE subcontractors (column F) for the Construction 
category use the following steps: 

 
a) In the Data Validation Query filter to only ‘Y’ in the CAR reportable column. 

 

b) Filter to only Construction in the CAR Reportable Category column. 
 

c) Filter to only ‘Y’ in the sub column. 
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d) Unselect the zero value from the filter option in the Calculated DVBE Amount column. 
 

 
e) Copy the Transaction ID and Certification ID columns from the Data Validation Query. Open a new 
sheet and paste both copied columns. 

 

 
f) Select the Transaction ID and Certification ID columns in the newly added sheet. Select Data from 
the quick access toolbar at the top of the Excel sheet and click Remove Duplicates. 

 
 
 
 
 
 
 
 
 
 
 
 
 
g) Count the number of Transaction IDs after removing the duplicates. 

 

 
In this example the total number of transactions are four. 
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Example 4: Validate the Awarded Amount $ for the sub SB for the Goods (Non-IT) category by using 
Data Validation Query. 

 
Form 810 Contracting Activity Report (Part 2) 

 
 

To validate the Awarded Amount $ for the sub SB for the Goods (Non-IT) category use the following 
steps: 

 
a) In the Data Validation Query filter to only ‘Y’ in the CAR reportable column. 

 

b) Filter to only Goods(Non-IT) in the CAR Reportable Category column. 
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c) Filter to only ‘Y’ in the sub column. 
 

d) Unselect the zero value from the filter option in the SB% column. 
 

e) Calculate the total in the Calculated SB Amount column. 
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Example 5: Validate the Awarded Amount $ for the Cal Card for DVBE participation by using Data 
Validation Query. 

 
Form 810 Contracting Activity Report (Part 1) 

 
 

 
To validate the Awarded Amount $ for the Cal Card for DVBE participation use the following steps: 

 
a) In the Data Validation Query filter only to PCard from the Data Source column. 

 

 
b) Calculate the total in the Calculated DVBE Amount column. 
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Layout of the Data Validation Report: 

i) 
Process In Run Date/Time Agency ID Agency N Departme Departme Data Sour Transaction ID Change Order YYYY-YYYY Buyer ID Buyer Name 
5541686 4/25/2019 9:07 GovOpera Governme 7760 Departme Contract TID-0000000000000000000002483 2018-2019 1001 XYZ 
5541686 4/25/2019 9:07 GovOpera Governme 7760 Departme Contract TID-0000000000000000000002533 2018-2019 1001 XYZ 
5541686 4/25/2019 9:07 GovOpera Governme 7760 Departme Contract TID-0000000000000000000002535 2018-2019 1001 XYZ 
5541686 4/25/2019 9:07 GovOpera Governme 7760 Departme Contract TID-0000000000000000000002538 2018-2019 1001 XYZ 

ii) 
Contract/PO  Ref# Term Start Date Term End Date LPA/Depa CAR  Reportable CAR Repo Acquisitio Acquisition Sub Type Acquisition  Method 
3186121 4/12/2019 1/30/2019 Dept Cont Y 2. Service NON-IT SeLegal Services Exempt by Law - Legal Services - NON-COMPETITIVELY BID 
3186461 10/30/2018 12/31/2018 Dept Cont Y 2. Service NON-IT SeLegal Services Exempt by Law - Legal Services - NON-COMPETITIVELY BID 
3186482 9/11/2018 12/31/2018 Dept Cont Y 2. Service NON-IT SeLegal Services Exempt by Law - Legal Services - NON-COMPETITIVELY BID 
3186458 4/11/2019 12/31/2018 Dept Cont Y 2. Service NON-IT SeLegal Services Exempt by Law - Legal Services - NON-COMPETITIVELY BID 
         

iii) 
Total Amount State FundedBidder/Supplier ID Bidder/Supplier Name Certification ID Prime Sub SB% MB% DVBE% SB-PW NVSA% 
280000  22075   Y N 0 0 0 0 0 
65000  23042   Y N 0 0 0 0 0 
246000  23544   Y N 0 0 0 0 0 
177000  23325   Y N 0 0 0 0 0 

 

iv) 
 
 
 
CAR Reportable Amount 

Calculated 
SB 
Amount 

Calculate 
d MB 
Amount 

Calculate 
d DVBE 
Amount 

DVBE 
Incentive 
Flag 

DVBE 
Incentive 
Amount 

SB 
Option 
Amount 

DVBE 
Option 
Amount 

 
 
 
IBond 

IBond 
Descripti 
on 

0 0 0 0 N 0 0 0   
10000 0 0 0 N 0 0 0   
96000 0 0 0 N 0 0 0   
67000 0 0 0 N 0 0 0   

Note – Table i, ii, iii and iv are part of the same data validation query, the split has been done due to 
the large database. 
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