PartnerNet Log-in Instructions

Access PartnerNet from the Comptroller of the Commonwealth Webpage: www.mass.qgov/osc

Click on Comptroller Intranet.
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Returning users, type in your assigned USER ID (UAID) and password and proceed to Page 2.
First time users, enter the first-time access password: Aal23456, then press the GO button.

You will be guided to your “My Profile” page where you will be prompted to update your password and select a
secret security question and answer.
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What i15 the name of your first pet?

What is your mother's maiden name?

Wwhat is the name of the city where you were born?
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The Password Cannot:
. Include special characters (like:!, $, #, %)
. Match the last ten (10) previously used passwords.




FA Inventory Download Instructions

1) From Outbound from CTR (Common Access) click on the General Outbound dropbox.

A Office of Comptroller - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

@Back = d |ﬂ @ _h /’:\J Search \St(Favorites @ [‘j':v :_\5 |9_-| = _J ﬁ

Address |€| https: fictrpartnernet, ctr,stake.ma, us/PartnerMet/Private/Common/PartnerLanding, asp:x

v| Go Links *

Comptroller of the Commonwealth =™ 1.'E:m e :
L AP ' Mass. G

Logged In: CTI

My Home Page Help MyHome MyProfile Logout

Search File Internal
Documents:

Applications File Sharing

Forms Policies Job Aids News

= Office of State Cormptroller Dropboxes
General Inbound

Qutbound from CTR {Common Access)
= Office of State Cormptroller Common Dropboxes
Draft Transactions

Federal Grants Reports
General Qutbound \
Standard Guidelines
Qutbound from CTR (Restricted Access)
= Departrment Dropboxes

= Office Of The Comptroller{CTR}
OSC Staff

€] S @ Internst
<4 Start c@Eoe

B RE: Partnerbetlogi... B CTR Partnerhlet Pas... @ 2010 upload instruc. .. E Microsoft Excel - MIL...

2) Here you will find the Review FY2011 Confirmation form.

3) Click Save in the “File Download Window”

4) Choose a location on your computer or network folder to save the file. The file should be saved
as Annual Inventory_(your dept alpha code).xls. For example: Annual

Inventory_OSC.xls. Please adhere to your local Network policies to determine the save
location.
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5) Once Inventory has been confirmed, navigate to the saved document on your computer or

network folder and open it. Complete the confirmation form and upload it to the General
Inbound Dropbox.



FA Inventory Upload Instructions

1) Once you have finished editing the file, Save and Close.

2) Return to PartnerNet. From Inbound to CTR click the General Inbound Drop box.
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3) Click the Upload Files link.
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4) Click Browse . and locate the file on your computer or network folder.
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5) Click Upload to return the file to the Office of The Comptroller.
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