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CSA LEDRS File Upload  
(Submission Frequency: shall coincide with the agency’s Monthly Pool Reimbursement Report) 

1. On CSA main website www.csa.virginia.gov  click on Local Government Reporting  click on the 
FIRST bullet CSA Report Preparer Login 
 

 
 

2. After the User’s sucessfully login as a Report Preperer,  
STEP 1: On the CSA Reports Main Menu click on CSA Pool Reimbursement Request  
STEP 2: You will have the month name on the screen against which you have to submit a file Click on 
the link Click here to Upload File. 
STEP 3: Browse  Select File  Click Open  Click on Validate File button 
STEP 4: If the validation is successful. Verify the pool report that was generated using payment/ 
adjustment figures in the submitted file. If the pool report generated looks accurate, click on the 
Submit File to OCS button. 
 
STEP 4: If the validation is unsuccessful. An Error Report is Displayed on the screen. User shall have 
to rectify the errors and re-submit the file. 

 
Note: 

 The LEDRS files MUST be submitted in the sequential reporting month order. For eg. September 
file CANNOT be submitted before an August is submitted and an August CANNOT be submitted 
before a July file is submitted. 

http://www.csa.virginia.gov/
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 You will NOT be able to upload a file for August if a file for September has already been 
submitted. 
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Upload unsuccessful screen: 

 
 

3. Inorder for OCS to receive the file. The User must click on the “Submit File to OCS” button, and the 
file shall be submitted to OCS. Then the Pool Reimbursement Request Screen opens with the Link 
made available for the Report Month for which the Pool Report needs to be submitted by the User 
(This is manual process for FY17 Pool Reporting).  
 

4. Click and enter the Pool report for the requested period. 

 

Note:  

 The users must verify the totals are similar to what was submitted in the LEDRS file. Otherwise 
an error shall be displayed on the screen. 
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CBDRS system for CSA LEDRS Files submission 
All CBDRS Localities need to validate and export their CSA LEDRS file from CBDRS system. Follow the 
steps in the snapshot. 

 

If there are no errors the following screen will be displayed. Click on Print Pool Report 



LEDRS File Upload & Pool Reimbursement Steps – FY17 

Page 7 of 11 
 

 

If the locality has errors. The locality will need to rectify the errors. Validate once again. If there are 
no errors. Export the LEDRS file. 

Note:  

 After the export of LEDRS file, follow the steps for listed above for a non-CBDRS locality for 
manually entering a pool reimburserment request. 

Locality has NO CSA LEDRS Files for a submission period 
1. If the user has NO file to be uploaded for the Month listed on the screen, but has one for the 

next month; Click on the link Enter Zero Dollar Report For the period. Then follow steps from 
pervious section, to upload the file for the following month. 

 

Title IV-E LEDRS File Upload  
(Submission Frequency: Quarterly) 
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1. On CSA main website www.csa.virginia.gov  click on Local Government Reporting  click on the 
LAST bullet File Transfer Login 

 

2. After the User has sucessfully login,  
STEP 1: Click on Browse  Select File  Click Open  Click on Upload File button 

 

STEP 2: If the validation is successful. If the report generated looks accurate, click on the Submit 
Upload button. 

http://www.csa.virginia.gov/
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STEP 2: If the validation is unsuccessful. An Error Report is Displayed on the screen. User shall have 
to rectify the errors and re-submit the file. 

Locality has NO Title IV-E LEDRS Files for a submission period 
STEP A: If the locality has NO Title IV-E file to be uploaded for the Quarter click on button No Title IV-
E LEDRS File.  
STEP B: A confirmation box shall be presented. When the user clicks YES an empty file for that 
period shall be submitted to OCS. 
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STEP C: 
 

 
 
Note: 

 If a file has been submitted for a period a message shall be displayed on the screen that A 
File for your Locality has already been submitted successfully. If that file was uploaded in error, 
please contact csa.itsupport@csa.virginia.gov 

 

CBDRS system for T4E LEDRS Files submission 
All CBDRS Localities need to validate and export their CSA LEDRS file from CBDRS system. Follow the 
steps in the snapshot. 

After the export of LEDRS file, follow the steps for other localities. 

mailto:csa.itsupport@csa.virginia.gov
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If there are errors an interim screen (as shown below) will be displayed with errors that the user 
needs to rectify before they click Export. 

 

 

LEDRS file layout, validation & crosswalk 
http://www.csa.virginia.gov/PDF/LEDRS.xlsx 

 

 

http://www.csa.virginia.gov/PDF/LEDRS.xlsx
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