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Course Overview

This course provides a comprehensive review of Managing the General Ledger processes.
This course consists of the following modules:

e Module 1: Course Introduction

e Module 2: Creating and Maintaining ChartFields
e Module 3: Managing the General Ledger

e Module 4: Advanced General Ledger Topics

e Module 5: General Ledger Reporting

e Module 6: Course Summary

The following audience(s), by INFORMS Security role(s), are required to complete this course
before being granted related system access:

e Department Chart of Accounts (CoA) Processor
e Central GL Batch Processor

e Department Journal Entry Processor

e Central GL Configuration Maintainer

e Department GL Journal Approver 1

e Central GL Journal Approver 2

e Central GL Journal Approver 3

Participants are required to complete the following End-User Training courses before
starting this course:

e ERP 101 — Overview of INFORMS
e ERP 102 — INFORMS Navigation, Reporting, and Online Help
e FIN 101 - Financials Fundamentals

This course is intended to be delivered through Instructor-led Training.

The total duration of this course, when delivered through Instructor-led Training, is 5
hours.
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Module 1: Course Introduction
Topics This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Key Changes to the Business Process

e The End-to-End Business Process

e |Introduction to Demonstrations, Activities, and Exercises
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Module 1: Course Introduction

Course To get the most benefit from this course, participants should:

Administration Actively participate in class, and ask questions as needed

and Logistics e Please turn off cell phones, and refrain from the use of email and the Internet
e Take breaks as scheduled and return to the classroom promptly
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Learning
Objectives

Module 1: Course Introduction
At the conclusion of this course, user will be able to:

e Understand the General Ledger end-to-end to processes

e Comprehend the General Ledger integration points with other INFORMS modules
e Create and maintain ChartFields

e Create and process Journal Entries

e Process financial statements and reports
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Module 1: Course Introduction

Training The following roles are associated with this course and will play a part in conducting the
Audience: related business processes for the County:

e Department Chart of Accounts (CoA) Requestor: The Department Chart of
Accounts (CoA) Requestor has the ability to create and submit new chartfield value
requests for Central to approve.

e Central GL Batch Processor: The Central General Ledger (GL) Batch Processor has
the ability to schedule and run all General Ledger batch processes and jobs.

e Department Journal Entry Processor: The Department Journal Entry Processor is
responsible for the creation of journals. A Department Journal Processor can run
online Edit, Budget Check, and submit to the journal approval process.

e Central GL Configuration Maintainer: The Central General Ledger (GL)
Configuration Maintainer is responsible for updating system-wide and Department
General Ledger (GL) configuration values.

e Department GL Approver 1: The Department GL Journal Approver 1 is responsible
for approving his/her department journal prior to Central approval. This approver
has access to a pooled worklist where they can approve the journals.

e Central GL Journal Approver 2: The Central GL Journal Approver 2 is responsible for
the second level approval of Department journals. The approver has access to a
pooled worklist where they can approve the journals.

e Central GL Journal Approver 3: The Central GL Journal Approver 3 is responsible for
the third level approval of Department journals that are for Adjusting entries. The
rule is activated when the Adjusting Entry on the Header page is turned on. This
approver has access to a pooled worklist where they can approve the journals.

Roles and
Responsibilities
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Navigation

Module 1: Course Introduction
Below are the steps to navigate to the General Ledger, which will be used for
navigation in the rest of this course:

1. Login to INFORMS and select Finance/ Supply Chain (FSCM) from the home landing

page below.
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2. Select Finance & Accounting.
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3. Select General Ledger.
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Module 1: Course Introduction
Key Changes to  The key changes in Managing the General Ledger business process include:

the Business e Index Code - ChartField
Process o Individual ChartFields will now be entered into the transactions
o ChartFields are independent resulting in flexibility to create a unique
combination
e All journal entries must include an attachment with supporting documentation
justifying the reason for the Journals
e INFORMS journal entries will require separate debit and credit lines to be in
balance
e INFORMS will have multiple combination edit rules
o For example, all transactions require a Fund, Department, Account, and Grants
o End-Users will need to know how to fix these types of error transactions
e INFORMS will “Budget Check” transactions in submodules to record the
appropriate entries in Commitment Control
o For example, an Encumbrance liquidated to an Expenditure when the Voucher
is processed
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The End-to-End
Business
Process

Module 1: Course Introduction

General Ledger (GL) is a comprehensive financial management solution. It provides
controls to meet accounting needs with flexibility to accommodate different reporting
and business requirements.

The benefits of the General Ledger Accounting process are:

It increases efficiency in financial management and reporting
It automates compliance and control

It approves transactions in a simpler manner

It also improves the period close processing

As the diagram below depicts, GL is at the core of the INFORMS Finance activities:

_ T Ammnthsl
o e OB
./

Purchasing . T (\ Project
o e
a Asset -
- Management -
A AN

TAXSYS / Banks /
Other Integrating Systems

Using INFORMS General Ledger:

Increase the efficiency of the Financial Management and Analysis through available
data

Improve and streamline Countywide reporting by centralizing data and using
delivered reporting tools such as Query

Drilldown from General Ledger balances into subsystems for transactional details
Has flexibility in setting up and maintaining Budgetary Controls

Consolidates the General Ledger systems of all County departments
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Introduction to
Demonstrations
Activities, and
Exercises

Instructor
Demonstrations

Training Activities

Training Exercises

Module 1: Course Introduction

Users will take part in three types of hands-on learning throughout this course: Instructor
Demonstrations, Training Activities, and Training Exercises- The definitions and
descriptions of each are below.

Instructor demonstration activities involve a walk-through of tasks and processes in
INFORMS. Users instructor will show users how to perform these activities while users
follow along.

Users will perform tasks and processes in the INFORMS training environment by using
the Training Activity and Data Sheet provided, and by using this training guide as a
reference.

The Instructor will ask questions related to the lecture content and training activities,
which are used to check user’s knowledge and understanding of course content.
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Module 1:
Course
Introduction
Summary

Module 1: Course Introduction

The course introduction helps users get situated and ensures they have the necessary
materials for the course. It also allows users to get an idea of the roles each INFORMS role
will play in Managing the General Ledger.

This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Key Changes to the Business Process

e The End-to-End Business Process

e [ntroduction to Demonstrations, Activities, and Exercises

The following key concepts were covered in this module:

e Overview of the General Ledger
e Integration points with other INFORMS Finance modules
e Course logistics

10
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Module 2: Creating and Maintaining ChartFields
Lessons This module includes the following lessons:

e Enter a ChartField Request
e Submit ChartField Request to Approver
e Approver reviews and approves

11
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Lesson 1: ChartField Request

Lesson 1: e Projects and related Project fields such as Project Activity are created and approved in
Overview the Project Costing module.

e When completing the ChartField Request the Description field is required to be UPPER
CASE with a maximum of 30 characters.

GHARTFIELD REQUEST

Business Process

e Department requests the
Chartfield (Department,
Account, Fund or Grant)

e Central Finance approves
the Chartfield request.

12
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Lesson 1: ChartField Request

Lesson 1: ChartField Request covers the following core ChartFields:
Introduction 1. Grant

2. Department
3. Fund
4. Account

Projects and related Project fields such as Project Activity are created and approved in the
Project Costing module.

13
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Lesson 1: ChartField Request

Key Terms The following new terms are used in this lesson:

FAMIS Terminology INFORMS Terminology

/m /. GL, GL Subsidiary, Subobject Code, Object Code Account
Function AFR reporting Department
Organization Department
Fund Structure (Fund Type, Fund, Sub Fund) Fund
Grant/ Grant detail Grant

14
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Lesson 1: ChartField Request

Lecture 1: This lesson will review How to Create and Maintain ChartField Values.

How to 1. Navigate to the ChartField Request page: Finance/ Supply Chain (FSCM) > Finance &
Create and Accounting > General Ledger > General Ledger Design > ChartField Request > Add a
Ma|nta|n New Value
ChartField
General Ledger
Values e —
ChartField Request

ChartField Values HD Q

Define ChartField Atiributes Field Name Q

HimiEa iR I Ficld Action | Add v

Tree Managar Field Value Q

$E Muiti-Currency

2. Request ID defaults to NEXT.
3. Set ID will default to MDC.
4. Field Name is the behind the scenes field name stored in tables.

Depending on which ChartField users are requesting, complete the value as follows:

Field Name ChartField
ACCOUNT Account
FUND_CODE Fund
DEPTID Department
OPERATING_UNIT Grant

5. Field Action: Select Add to create or select Update to change an existing Value.
e The common uses for Update are to make the ChartField value Inactive as of a
certain Effective Date or change the Description.

15
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Lecture 1:
How to
Create and
Maintain
ChartField
Values

inferms

Lesson 1: ChartField Request
6. Field Name: This is the name of the value users enter. The Approver during his/her
review can make updates. Below are the general naming rules:

Field Name | Description Example Value
Account 10-character field Existing Values:
The first character represents the e 4620000001 RENTS &
Account Type ROYALTIES
e Assets e 4620000002 RENTS &
e Liability ROYALTIES TX
e Fund Balance/Retained Earnings e 4620000003 ADVERTISING
e Revenue ROYALTIES
e Expense e 4620000004 MARKETING
A typical request will probably be for ROYALTIES
a further breakdown of Revenue
Fund Code | 5-character field. e The values should be based on
Budget Book
e One user would have to look
at the last established value
and add the next value
Department | 10-character field. The values should be set under
e The first 2 represent the the existing Division, Section roll-
Department up
e Next 2 Division
e Next 2 Section
e Next 2 Unit
e Next 2 Subunit
Grant 8-character field If there one CFDA or CSFA
e The first two digits represents number on the Grant:
your Business Unit e |BALACO1
e The next 4 digits will follow the e RE237501
current Department naming If there is multiple CFDA
convention numbers on the Grant:
The last 2 digits will be sequential e (COHS81001 - CFDA 93.004
based on how many CFDA's #'s are e COHS81002 > CFDA 93.052
associated with the Grant e COH81003 = CFDA 93.045
7. Select Add.

8. Enter Telephone and Email ID. This is an extra means for the Approver to contact the
requester if needed.
9. Core Information: The fields available vary depending on the Field Name ChartField

selected.

10. Effective Date: If the Accounting Date is before the Effective Date, the user will not be
able to select it.

16
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Lecture 1:
How to
Create and
Maintain
ChartField
Values

11.
12.

13.

14.

15.
16.

17.
18.

19.

20.

uyerms
Lesson 1: ChartField Request

Status: Active to allow transactions, Inactive to prevent transactions.

Description: A 30-character free form field. This field displays online entries and can be

shown on reports.

Short Description: A 10-character free form field. It can be used on reports, but

currently, no reports have been identified to use this field.

Long Description: An optional 256-character value that can be reported on, but

currently no reports have been identified to use this field.

General Ledger

OPERATING_UNIT
ield Value |BUCPIO0Z

Telephane Email ID | TO140206@miamidade gov

Business Justification
ive Date |08/12/2020 Bzl *Justification | Grant awarded
v

*Description |OPIOID AFFECTED YOUTH INITIATIVE

iption |OPIOID AFF

¥ Trees

Update/Display

| Save | Notify Add

Justification: Further explanation of why the field is being requested.

Attachments: Additional support to justify and document the need for the request. At a
minimum, PDFs are allowed.

Request Comments: The ability to enter additional information.

Questions: Each ChartField will have a unique set of questions that will need to be
completed. These questions will be updated periodically as needs develop.

Trees: This section may be completed by the Approver. If not, The COA Maintainer will
place the value as needed on various trees.

Select Save. Notice that the Request ID is given the next available number, status is
updated to Newly Created, and the Entered by and Updated by section is populated.

17
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Lecture 1:
How to
Create and
Maintain
ChartField
Values

Lesson 1: ChartField Request
21. The Attributes section can now be selected and updated. Each ChartField will have
different Attributes.

e For Grants, select Interest Eligible.
e For Departments, select the corresponding State Function that will be used as part of

the annual state of Florida AFR report.

General Ledger A Q
New Window | Help

RequestID 0000000035 SeiD MDC | Copy |
Request Status  Newly Created Field Name  OPERATING_UMNIT
Field Action  Add Field Value |BUOPIO0Z |
Telephone Email ID | T0140286@miamidade. gov |
Core Information Business Justification
| L
ChartField Attributes x
Hel;
ChartField Attribute Values
s F Q 1of1 ¥
n SetiD ChartField Valus  parioute Effective Field Name ChartField Attribute  ChartField Attribute Value Attribute Value Description
MDC BUOPIOO2 10172010 OPERATING_UNIT INTEREST Q “\‘ Q Interest Eligible + -—
¥ Request Comment
OK. Cancel
¥ Questions
¥ Trees »
RequestAction | v Go l
Requester
Entered By T0140206 Witkowsk, Stanley Entered Date/Time  05/122020 10:15AM
Updated By T0140208 \Witcowsk, Stanley Updated DatefTime 05182020 10:154M
E | Moty | | Add || updstermispiay

22. Attributes must be completed, but if users try to enter before saving the request, the
following message is issued. Select OK.

Please save the request first before continuing your action. (9080,34)

The system requires you to save the reguest first before vou can perform your action.

OK

inferms

18



End-User Training Guide — FIN 301: Managing the General Ledger

Lecture 1:
How to

Create and

Maintain
ChartField
Values

ChartField Request Approver

Lesson 1: ChartField Request

23. Select Save.
24. The Request is ready to be submitted. On the Request Action drop-down, select ‘Submit
for Approval’ and then select GO. Notice that the Status is updated to ‘Pending
Approval’.
25. The Requestor has completed their work.

inferms

Cora Information

F Raquast Comments

* Quastions

¥ Trees

*Effective Dats |1
cthva
*Btatuc

*Dacaniption | DFI0ID AFFECTED YO

*Bhort Decanption | DFH0I0 AFF

Updatsd By TO1 L0206

2s8D MDC Coay

Flaid Ham

Flaid value |B

Emall ID |TO120256Emiamidacs.ga

Buslness Juatification

Ga

«Juctfication |Grant awarded

Entered DateiTime 0512020 10:15AM

Updated DatsiTime 512020 10:31AM

Add

The Approver will review the information and has two choices:
Deny with comments, requesting additional information. The requestor gets an email
indicating it was Denied and the reason. The requestor can take no action or respond
with additional information and resubmit for approval.
Approve becomes available based on Effective Date. The requestor gets an email

indicating it was Approved.

The ChartField Request Maintainer will need to review the value to see if it impacts
combination edits, reports, etc. and update as necessary.

19
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Lesson 1: Training Activity 1

Demonstration The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Instructions Please refer to Activity 1 on the FIN301 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on users classroom
workstation using the INFORMS training environment. Users Instructor will tell users
how to log into INFORMS.

Users will perform the activity by following the FIN301 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.

20
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Lesson 1: Training Exercise

Debrief 1. When can transactions be used for the requested ChartField?

inferms

2. If needed, when can ChartField Attribute be added?

21



inferms

End-User Training Guide — FIN 301: Managing the General Ledger wndu

Lesson 1: Lesson Summary
Lesson Now that users have completed the ChartField Request lesson, users should be able to:

Summary e Create and Maintain ChartField Values

e,

v

22
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Module 3: Managing the General Ledger
Lessons This module includes the following lessons:

e Journal Creation
e Processing Journal Entries

inferms

23
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Lesson 1: Journal Creation
Lesson 1: At the conclusion of this lesson, users will be able to:

Overview e Identify the three different methods to create a journal
e Explain how journals are created, edited, budget checked, approved, and posted before
the amounts held within the lines can impact the ledger

24
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Lesson 1:
Introduction

Lesson 1: Journal Creation

In the Create and Process Journals business process, journals are edited, budget checked,
approved, and posted before the amounts held within the lines can impact the ledger.

This lesson will review the first element — the creation of a journal. The Journal Creation
sub-process is one of the main functions of the General Ledger Accounting process. Journal
entries can be created manually through online journal entry pages, through Excel
spreadsheet upload, and imported from sub-system modules and external Department
legacy systems.

There are three methods to create a journal. At a high level, they are comprised of the
following elements:

Manual Online Entry:
e Enter journal data through online journal entry pages

Manual Spreadsheet Upload Entry:

e Enter data through Excel spreadsheet template (template fields replicate those found
within the online journal entry pages)

e Upload Excel with journals into INFORMS

Imported Batch Journals:

e Imported from sub-modules and external systems (Department legacy systems)
e The process automatically runs to create journal entries

e Correct creation errors if required (GL_Batch_Processor)

25
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Lesson 1: Journal Creation
Lesson 1: There are three main steps to the Journal Entry process:

Introduction The Department Journal Entry Processor enters the journal. After passing the edit combo
and budget check, this individual submits the journal for approval.

e The Departmental Approver reviews the journal, marks for approval if there are no
errors
e The Central Finance team approves as required

ﬁ' o @ JouRnaL ENTRY (22 V

. Business Process

Department Journal Central Approver

Entry Processor

* Creates the Journal
9 entry, attach * Review Journal
1] supporting with supporting
- documentation, edit documentation
& and budget check. and approve/or
* Submit for workflow deny the entry.
approval.

Once the journal is approved, the batch process will post the entry. The batch process runs
overnight, whereas the post process can be done more frequently if needed.

26
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Lesson 1: Journal Creation

The following key terms are used in this Lesson:

Term

A 10-character INFORMS field replaces FAMIS Sub object, GL and

Definition

Account Subsidiaries. The first character represents the type of account. 1=
Assets; 2 = Liabilities, 3 = Equity/Fund Balance, 4 = Revenue, 5 = Expense

Attachment Ability to upload supporting documentation for management GL workflow
approval and auditor considerations.

Balancing All Journal entries require the total Debits to equal total Credits by self-

Lines balancing ChartFields.

Budget The process used to ensure that the expense transactions meet the

Checking requirements of the Appropriation Ledger based on Fund, Department and

Account roll up as well as does not exceed the available budget amount.

Business Unit

Business Units are defined for each entity and used to maintain and report
on transactional data.

Credit amount

In the Amount column, enter a value with a negative sign in front of the
amount.

Debit amount

In the Amount column, enter a positive value (no negative sign in front of
the amount).

A 10-character INFORMS field with the following structure: the first two
digits represent the Department, next two the Division, the next two the

Department
Section, the next two the Sub Section, and the final two represent the Unit.
This replaces FAMIS Org.

Editing Entries must balance and pass combination edits.
Self-Balancing field with the ability to run Trial Balance. This replaces

Fund FAMIS Fund Structure, and in some, Fund Structure and Project where the
need arose to create a Trial Balance.

GL Workflow Approval is gained through a workflow for management review. Journals

Approval created from submodules or external department systems are not subject
to GL approval.

Grant Self-Balancing field with the ability to run Trial Balance. This replaces
FAMIS Grant Detail.

Journal A journal is used to post accounting transactions to a ledger. There are

different types of Journals. For example, there are journals in the GL
system, Spreadsheet Journals, Journals from Journal Generator used to
create journals from other modules like Accounts Payable and Accounts
Receivable, etc.

27
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Key Terms

Va

Term

Journal Date

Lesson 1: Journal Creation

The following key terms are used in this Lesson:

Definition

Journal Date identifies the date that a journal is effective (Accounting
date). The Accounting Date translates to Accounting Periods where
the effects of the journal will be posted.

inferms

Journal Header

The Journal Header contains the information that uniquely identifies
the journal (business unit, journal ID, and journal date), and the
options that enable users to quickly set up adjusting and reversing
entries.

Journal Lines

Journal lines record the monetary and statistical amounts (some
Account ChartFields will be configured to record statistics), and the
ChartField values associated with each transaction.

Posting

This process commits journal balances to the ledger table in a
summarized manner by ChartField combination and accounting
period. The ledger table is where most reporting is done. The ledger
table stores core ChartFields including Project, but not Project-related
ChartFields of Activity, Source, etc. That data can be reviewed in the
Project Costing table.

Project Costing
Business Unit;
Project;
Activity;
Source;
Analysis Type

Previously known as Project/Project Detail. This is optional on most
transaction lines, but an exception is for Capital Project funds.

Self-Balancing
CF

Fund and Grant must have total debits equal total credits. This allows
for reporting by these ChartFields.

28
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Lecture 1: 1.

Manual
Journal
Creation
Online

Lesson 1: Journal Creation

inferms

Navigate to the Create/Update Journal Entries page: Finance/ Supply Chain (FSCM) >

Finance & Accounting > General Ledger > Journal Transactions > Journal Entries >
Create/Update Journal Entries.

N

a new journal entry.

3. The Business Unit field automatically populates with the default business unit.

Use the Add a New Value tab of the Create/Update Journal Entries search page to add

4. The Journal ID defaults to NEXT. Upon saving, the Journal Entry will automatically update

to the next available number.

5. The Journal Date is the Posting date needed. The Accounting Period must be open for the

journal to post.

6. Select the Add button.

~* General Ledger Design
% Multi-Cumency

# Commitment Control

- Journal Transactions

General Ledger

Create/Update Journal Entries

Eind an Existing Value

Keyword Search Add a New Value

Copy Journals

Journal Entries

Business Unit |MDADE Q

Journal ID | NEXT

Journal Date | 08132020 [55]

Define Standard Journals

Create Standard Journals

Review Standard Journals

29
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Lesson 1: Journal Creation

Lecture 1: 7. The Header tab displays journal header information that uniquely identifies a journal,

Manual such as Business Unit, Journal ID, and Journal Date. The Journal ID is NEXT until it saved.
Journal 8. Enter the desired information into the Long Description field, describing the reason for
Creation the Journal Entry.

Online 9. The Ledger Group and Source will default based on user settings.

10. Select the Attachments link to attach a file with supporting documentation for user’s

inferms

journal entry. These files can be in the form of PDF, Excel, and.Doc.

11. The Fiscal Year and Accounting Period is translated by the Journal Date. This
combination is when data will be displayed in reports once the journal is posted.

4 Finance & Accounting General Ledger
Lines Totals Errors Approval

Unit  MDADE

*Ledger Group |ACTUALS Q
Ledger Q
*Source |BU
Reference Number
I Journal Class Q

Transaction Code | GENERAL Q

SJE Type
Attachments (I}

Entered By T0140296
Entered On
Last Updated On

| Save | Notify Refresh

Journal I NEXT

Long Description] | The requirement fo move funds between operating and grant fund that was not able fo be done
through the sub module.

139 characters remaining

Adjusting Entry
Fiscal Year
Period

ADB Date

Currency Defaults: USD / CRRNT /1

Reversal: Do Mot Generate Reversal

Date  05/18/2020
iz
y:

Mon-Adjusting Entry A

2020

8

05/18/2020

Auto Generate Lines

Save Journal Incomplete Status
Autobalance on 0 Amount Line

CTA

Commitment Control

Witkowski, Stanley

Add Update/Display

30
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Lecture 1:
Manual
Journal
Creation
Online

Lesson 1: Journal Creation

12. Select the Lines tab.

inferms

Header Totals Errors Approval
Unit MDADE Journal ID NEXT Date  05/18/2020
Template List Change Values
Inter/intraUnit *Process | Edit Journal v Process
~ Lines
5 Q
Select Line *Unit *Ledger Fund Dept Account Grant PC Bus Unit Project
1 MDADE Q  ACTUALS Q |co1 BUD1010000 Q. 5312100000 Q NO-GRANT Q Q Q
2 MDADE Q  ACTUALS Q |s2001 Q BUDED30000 Q. 5312100000 Q BUOPICDT Q EU Q BUOPIO01 Q
Lines to add |+ o=
~ Totals
H Q 1-1of1 ¥ View All
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
MDADE 2 712.43 71243 N N
Header Lines Totals Emars Approval
Unit  MDADE Journal ID NEXT Date  05/18/2020
Template List Change Values
Inter/intraUnit *Process | Edit Jounal v Process
~ Lines
5 Q
Select Line Activity An Type Amount Joumnal Line Description Fund Affil Grant Affil A
1 Q Q 71243 | Johnson Travel Apr 2020 Q Q
2 ADMINISTRATION Q GLE Q 712.43 Johnson Travel Apr 2020 Q Q
1
Lines to add ik = B
~* Totals
5 Q 110f1 ¥ View All
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
MDADE 2 71243 T12.43 N N

specified for the Header page.

field, then press the plus sign (+) button.

15. To enter a value, the user will enter the ChartFields manually.

13. Use the Lines page to record the transaction lines that comprise a journal.

14. The Unit and Ledger fields derive the default value from the business unit that is

16. To add an additional line, users will input the desired number of lines in the Lines to Add
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Lesson 1: Journal Creation
17. The Amount field is found by scrolling to the right in the Lines section.

NOTE: INFORMS expects entries to be balanced, where debits and credits equal. Enter credit
Amounts with a minus sign (-) in front of the number.

18. The Journal Line Description is a 30-character free form, it can appear in reports when
qguerying on the Journal Lines table. INFORMS defaults the Account Description in the
field, and the user can override it with a more meaningful reason.

19. Select the Save button. Notice the Journal ID number has been updated from NEXT to
the next available number.

Header Lines Totals Ermors Approval
Unit MDADE Journal ID 0000000456 Date  05/18/2020
Template List Search Criteria Change Values
Inter/Intralnit *Process | Edit Journal v Process Line
~* Lines
5 Q
Select Line *Unit *Ledger Fund Dept Account Grant PC Bus Unit Project
1 MDADE Q| ACTUALS Q g0 a BUO1010000 Q. 5312100000 Q NO-GRANT Q Q
2 MDADE Q| ACTUALS Q  s2o01 Q BUOGD30000 Q. 5312100000 Q BUOPICOT Q BU Q BUOPICD1
Lines to add |+ = B
* Totals
F Q 1-10f1 ¥ View All
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
MDADE 2 712.43 712.43 N
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Lesson 1: Training Activity 2

Demonstration The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Instructions Please refer to Activity 2 on the FIN301 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on users classroom
workstation using the INFORMS training environment. Users Instructor will tell users
how to log into INFORMS.

Users will perform the activity by following the FIN301 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.
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Lesson 1: Training Exercise 1

Debrief 1. What significance is the Journal Source, which is a greyed-out field?

2. What is the minimum number of lines that a standard manual journal can
contain?

3. How are credit amounts entered the Amount field?

4. If the Line Description field is not updated, what is the default provided by
INFORMS?

34



nferms
End-User Training Guide — FIN 301: Managing the General Ledger l.’}:l . -

Lesson 1: Journal Creation
Lecture 2 There are two files needed to use this functionality. The Excel MDC Journal Upload
’ Spreadsheet.xIsx and JRNLMCRO_WS.xlax. These files need to be saved in the same folder

Journal on your workstation. Once saved, open the MDC Journal Upload Spreadsheet to complete
Creation via  the task.

Spreadsheets
The Spreadsheet Journal workbook enables end-users to enter journals offline using
Microsoft Excel, and then import the journals into INFORMS General Ledger.

The spreadsheet upload functionality supports regular journal creation.

1. Define / Edit Setup Requirements: Requirements to be configured as part of the initial
set up by the Technical team. There is a required data entry file and an Excel Add-In
file.

2. Select Journal Sheets New Sheet: Once the Spreadsheet template is downloaded,
users will create a new journal sheet from the Control tab.

ORACLE SPREADSHEE NAL IMPORT
PEOPLESOFT ENTERPRISE

[ General ———— | [ Joumnal Sheets ——————————| r Import Journals

Setup o -

& Defaults Ehpiiawshest g Import Now
=3
=7 Notes

[ DeleteSheet

[ Copy Sheet

ik

3. The following box will appear. Insert name in the space provided.

Mew Journal Sheet x>
Mew Journal Sheet Mame;
Cancel
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4. Create Journal Header: As with online manual journal entry, users will input data
within the appropriate fields within the spreadsheet template.

K
B Journal Entry Sheet ERQ
r=
Kl Journal Header m E E “
4 SysID Unit Journal ID Date Description
5
6
[ Journal Lines
8 SysID  JournalID Line # Unit Ledger Account Alt Account Speed Type  Currency Amount Bulggel Date N/R
9 W W W W W v W
10 Select fields to copy from a p line by marking the checkboxes under each field.
11
New Journal Header X
System ID: Description
Upload for journals
Unit: IMDADE
Journal ID: INEXT
Journal Date: R
|11/15/2020 [~ AutoGen Lines oK |
Reference Number: I [~ Adjusting Entry: |
Cancel |
Ledger Group: IACTUALS Document Type: I
Ledger: Doc Sequence: I
Source: Adjustment Type: I
User ID: URRENT USER Commitment Control Amount Type:
— I =l
Journal Class:
Transaction Code: I ?Is_]jncy Location I
o
Currency Information Reversal
Foreign Currency: @ None
i Bt |—11/15/2[120 (" Beginning of Next Period
" End of Next Period
Rate Type: I " Next Day
Exchange Rate: I (" Specified Date
5. Select OK.

6. Insert on the Lines for 2 lines, select Insert.

Journal Entry Sheet ER

Journal Header

SysID Unit  JournalID  Date Description Number of Lines

Insert Multiple Lines

CHRARNE

1239[MDADE NEXT 11/15/2020 Upload for journ .
dJ From Line:
To Line:
|Journa| Lines (- > | %)
SysID  Journal ID Line # Unit Ledger Account Alt Account [CIco
W o W W e

Select fields to copy from a previous line by marking the checkboxes under each field.
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manual journal entry.

Journal Entry Sheet
BERDNE

SysID Unit

Journal Header

Description

inferms

7. Create Journal Lines: Users will enter data into the same journal line fields as in online

Journal ID Date
1239 MDADE NEXT
R DNERR
SysID  Journal ID Line # Unit Ledger Account
| I v

Alt Account
¥

11/15/2020 Upload for journals

Speed Type  Currency Amount
v I

]

Select fields to copy from a previous line by marking the checkboxes under each field.

Budget Date
v

NIR
v

Rate Type Rate
[

1239 NEXT 1
1239 NEXT 2

MDADE ACTUALS 5312100000
MDADE__ACTUALS 5312100000

Select the Home button.

Journal Entry Sheet
RN

SysID Unit

Journal Header

Journal ID Date

Description

| 1239 MDADE NEXT
|

BN DNEFA

|Jnumal Lines

11/15/2020 Upload for journals

SysID  Journal ID Line # Unit Ledger Account Alt Account Speed Type  Currency Amount Budget Date N/R  Rate Type Rate
| I v v v I v v I v v
Select fields to copy from a previous line by marking the checkboxes under each field.
1239 NEXT 1 MDADE ACTUALS 5312100000
1239 NEXT 2 MDADE _ACTUALS 5312100000

Import Journal(s) Using Write to File: Select the Write to File option to save the

Journal Sheet(s) to the user’s hard drive. Note where the ‘File Name’ File Directory and

file point to:

ORACLE’
PEOPLESOFT ENTERPRISE

[~ General

Setup

Q" & Defaults

Write Journals to File

Select Sheet: oK

testlarge Cancel

uip

All

|

None

[ Write one file per Journal Sheet
File name:
\\\50143153\1TDVD1\T0140295\Mybucurnenu;

IMPORT

port Journals

=

Import Now

E-’ Edit Sheet I

Write to File
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10. Run the INFORMS Journal Import Request: Once the file is created from the
Spreadsheet Journal template, attach to the run control page below and run the
process to create Journal in INFORMS GL.

Spreadsheets Navigate to the Spreadsheet Journal Import page: Finance/ Supply Chain (FSCM) >
Finance & Accounting > General Ledger > Journal Transactions > Spreadsheet Journals >

Add A New Value

«» General Ledger Design v
3 Multi-Currency ~

57 Commitment Cantrol v

Copy Journals
Journal Entries
Define Standard Journals
Create Standard Journals

Review Standard Journals M

Spreadsheet Journals I

Add

Find an Existing Value

Spreadsheet Journal Import

Eind an Existing Value Add a New Value

K ,. Journal Transactions A Run Control ID

Add a New Value

General Ledger

11. Attach the text file, locating it and selecting Upload

Spreadsheet Journal Import Request

Run Control ID 1M

Report Request Parameters

*Number of Data Files
*Character Set
*If Journal Already Exists

*If Journal is Invalid

fese e

Single data file

1S0_8859-1 Q

Skip

Skip

-

-

Attached File

General Ledger

Report Manager Process Monitor

Journal Processing Options

O Edit Journal(s)

Recalc Exchange Rates

O Approval Option

File Attachment

4 Choose File | No file chasen

Upload Cancel

EﬂeﬂDisplay

New Window
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12. Under Journal Processing Options, Select Edit Journal, and then Run.

inferms

Add

Ll
j Notify

Spreadsheet Journal Import Request

Run Control ID M

Report Request Parameters

*Number of Data Files
*Character Set

*If Journal Already Exists | SKiP

*If Journal is Invalid | SkiP

Delete View

Report Manager

Single data file

ISO_8859-1 Q

~

~

General Ledger

Process Monitor

Journal Processing Options

O Edit Journal(s}

Recalc Exchange Rates
O Approval Option

Attached File Screenshot_(279).png

Add Update/Display

13. Under the Process List, select the Description Journal Import with Edit. Then, select

OK.

TR
Spreadsheet Journal Import Request
Run Control ID 1M Report Manager  Process Monitor Run
Report Request ne
Process Scheduler Request X
Help
UserID  T0140577 Run Control ID 1M
Server Name ~ Run Date | 08/14/2020
5 Recurrence v Run Time | 10:36:42AM Reset to Current Date/Time
Add h
Time Zone Q
u Process List
O T -
Select  Description Process Name Process Type Type -Format Distribution
I & Journal Import with Edit I GL_EXCL_BATC Application Engine Web TXT v Distribution
o Spreadsheet Journal Import GL_EXCL_JRNL Application Engine Web TXT v Distribution
»

14. Select the Process Monitor hyperlink to see that the job finished with Run Status:
Success and Distribution Status: Posted. Select the Details hyperlink.

¢ Finance & Accounting

Process List

Server

Run
Status

Process List

5 Q

202060

202058

UserID MD_GL_DPT_; Q

msam Instance  Seq.

View Process Request For

General Ledger @ Q ™
New Window | Help | Personalize]
Server List
Type M| Last ~ Days  [v] Refresh
M Name Q| instance From instance To Report Manager
] Distribution Status [¥]| B SaveOn Refresh
1-2 0f 2] View All
Process Type Process Name User Run Date/Time Run Status D"""s'_"’“"" Details
Application Engine GL_EXCL_BATC ~ MD_GL_DPT_JRNL_PRCSR 102372020 4 46:45PM EDT Queued NA Details
Application Engine GL_EXCL_BATC  MD_GL_DPT_JRNL_PRCSR 10223/2020 3:47:50PM EDT I Success Posted Details I
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15. Select the View Log Trace hyperlink.

16. Open the .LOG file.

Process Detail x
Help
Process
Instance 202060 Type  Appiication Engine
Name GL_EXCL_BATC Description  Joumal Import vith Edit
Run Status  Success Distribution Status ~ Posted
Run Update Process
Run Control ID  VGC Hold Request
. Queue Request
Location  Server
Cancel Request
Server PSUNX i Delete Request
Recumence Re-send Content Restart Request
DatefTime Actions
Request Created On  10/23/2020 4:47-04PM EDT Parameters Transter
M Lt Vi Lock:
Run Anytime After  10/23/2020 4:46:45PM EDT ssge Lo teds
- . Batch Timings
Began Process At 10/23/2020 4:47-16PM ED
Ended Process At 10/23/2020 4:47-31PM EDT
| ok | Cancel
View LogiTrace x
Heip
Report
ReportiD 49434 Process Instance 202060 Message Log

Name GL_EXCL_BATC
Run Status  Success

Journal Import with Edit

Distribution Details

Distribution Node BALANCED

Process Type Application Engine

Expiration Date  10/30/2020

File List
Name File Size (bytes) Datetime Created
AE_GL_EXCL_BATC. . L”‘ 620 10/23/2020 4:47:31.683710PM EDT
GL EXCL JRNL 20206010G 506 10/23/2020 4:47:31.683710PM EDT
Distribute To
Distribution ID Type “Distribution ID
User MD_GL_DPT_JRNL_PRCSR

Return

inferms
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17. The .LOG file shows the results of the Journal ID number or any error messages.

Spreadsheet Journal Import (GL_EXCL_JRNL)

2020-10-23  16.47.16.000000

Processing file JRNL1 WS.txt ...
Staging completed ...

1241 |(MDADE, 0000001309, 2929—19—23)| -, Transfer costs between funds ——

18. Users can now go into the online INFORMS page to view the Journal.
19. Below are some common examples of error messages (.LOG files) due to excel files
with errors, which will not create a Journal. The excel spreadsheet must be edited and

re-uploaded to create the Journal.

Journal ID entered with a value other than NEXT

inferms

B
Staging completed ...

1238 (MDADE, MYOWNIIONB, Journal Line Mo.: &, 2828-85-1E) -, Upload for journals -- Errored : User TE148298 must wse NEXT journal ID.

Invalid ChartField value

Spreadsheet Journal Import {GL_EXCL_JRANL)

2e2¢-085-18 13.39.57 . d0a0ed
Processing file JRML1_WS.txt ...
Staging completed ...

1238 (MDADE, MEXT, Journal Line No.: 1, 2828-85-18) -, Upload for journals -- Errored @ Invalid Account walue 531210406,
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Lesson 1: Training Activity 3

Demonstration The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Instructions Please refer to Activity 3 on the FIN301 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on users classroom
workstation using the INFORMS training environment. Users Instructor will tell users
how to log into INFORMS.

Users will determine how to perform the activity by following the FIN301 Training
Activity and Data Sheet and by using the training materials as reference tools.

Instructor(s) are available if users have questions.

42



nferms
End-User Training Guide — FIN 301: Managing the General Ledger l.’}:l . -

Lesson 1: Training Exercise 2

Debrief 1. When creating the spreadsheet Header, if the user updates the Journal ID from
NEXT to something else, what happens when the file is uploaded into INFORMS?

2. In Excel, what is the option chosen to write the spreadsheet file to the user’s hard
drive?
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Lesson 1: Journal Creation
Once transactions are approved and committed in INFORMS sub-modules, a batch process is
automatically run to create the appropriate accounting entries. Although users may run this
journal generator process manually (steps to be discussed in sub-module courses), the
process usually occurs automatically at standardized times. It is important to note that
corrections to sub-module transactions should be made in the sub-module of origin.

Additionally, journals will be created from transactions originating in external systems (e.g.
Department legacy systems). As with journal creation from sub-module transactions, the
process to create the appropriate accounting entries and journals from external system
transactions will be run automatically.

The processes for the sub-module and external import of batch journals are summarized in
the following process flow.

JOURNAL ENTRY o ff ? A %

Business Process ==

Department Journal Entry Central Approver
Processor

e Creates the Journal .
& entry, attach supporting Review Journal

8] documentation, edit and with supporting
b budget check. documentation and

&= * Submit for workflow approve/or deny
approval.

the entry.

44



Lesson
Summary

e,

v

nferms
End-User Training Guide — FIN 301: Managing the General Ledger y:?’ . -

Lesson 1: Lesson Summary
Now that users have completed the Journal Creation lesson, users should be able to:

e Recognize the three journal creation methods.
e Explain from where batch journals are generated.
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Overview

Lesson 2: Processing Journal Entries

This lesson will review many additional actions required to process journal entries following
the “create journal” step. At the conclusion of this lesson, users will be able to:

e Edit Journals

e Review and approve Journals
e Delete Journals

e PostJournals

e Copy Journals
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Lesson 2: Processing Journal Entries

Key Terms The following key terms are used in this Lesson:

Term ‘ Definition
{ J Approval Approval occurs through a workflow for management review.
Budget The process used to ensure that the expense transactions meet the
Checking requirements of the Appropriation Ledger based on Fund, Department
and Account roll up as well as does not exceed the available budget
amount.
Deleting A journal can be deleted until it has been posted. The reason for

deletion is typical because the journal was created in error. Journals
from the submodule cannot be deleted.

Editing Entries must balance and pass combination edits.

Journal A journal is used to record and post accounting transactions to a
ledger. There are three different types of Journals: online, spreadsheet
upload, and batch (from sub-modules and external department
systems).

Journal Date Journal Date identifies the date that a journal is effective (Accounting
Date). The Accounting Date translates to Accounting Periods where
the effects of the journal will be posted.

The Journal Header contains the information that uniquely identifies
the journal (business unit, journal ID, and journal date), and the
options that enable users to quickly set up adjusting and reversing
entries.

Journal Header

Journal Lines Journal lines record the monetary and statistical amounts (some
Account ChartFields will be configured to record statistics), and the
ChartField values associated with each transaction.

Posting This process commits journal balances to the ledger table in a
summarized manner by ChartField combination and accounting
period. The ledger table is where most reporting is done. The ledger
table stores core ChartFields including Project, but not Project-related
ChartFields of Activity, Source, etc. That data can be reviewed in the
Project Costing table.
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Users can edit journals that have not yet been posted. Journal Header and Journal Line

information can be altered if needed. Additionally, this lesson includes identifying and

resolving combo edit rule errors, as well as Budget Exceptions.

Lecture 1:
Editing
Journals

1. Navigate to the Create/Update Journal Entries page: Main Menu > Finance/ Supply
Chain (FSCM) > Finance & Accounting > General Ledger > Journal Transactions >
Journal Entries > Find an Existing Value

& General Ledger Design v )
Create/Update Journal Entries
& Mult-Curency < Enter any information you have and click Search, Leave fiekds blank for a list of all values
% Commitment Control v Find an Existing Value | Keyword Search  Add 2 New Value
- Journal Transactions ~ = Search Criteria
Copy Journals Bus MDADE Q
Journal Entries I ith
Define Standard Joumals Journal Date . it
Document Sequence Number | begins with v
Line Business Unit | = v a
Spreadsheet Joumals L Journal Header Status | = . Posted to Ledger(s) .
Joumal Generate Budget Checking Header Status = v -
UnPost Joumals Q
Mark Jeurnals for Pesting Entered By | begins with v Q
8, Allocations » Attachment Exist | = v v
Journal Class  begins with v Q
Consolidations v
e Sensiti
%4 Reconciliations v
ji Close v Search | Clear

2. The query for the desired journal entry by using one or more of the following Search
Criteria fields: Business Unit, Journal ID, Journal Date, Journal Header Status, Budget
Checking Header Status, Source, Entered By: Attachment Exist.

3. Once adequate criteria are entered select Search. Then, find and select the appropriate
journal under Search Results. Users can view the Journal Header Status and Budget
Checking Header Status in the search results.

Search Results
Only the first 300 results can be displayed
View All

. Budget
Busness oumallp  Jourma  UnPest | Soquency iness [ Hesaer Fesder [ ot Souree €02
MDADE | 0000000006 | 07/06/2020 0 (blank) MDADE Posted | Valid ACTUALS | PD usD
MDADE | 0000000033 | 07/07/2020 0O (blank) MDADE Posted | Valid ACTUALS | CH usD
MDADE | 0000000044  07/08/2020 0 (blank) MDADE Posted | Valid ACTUALS | IT usD
MDADE | 0000000046  07/08/2020 0 (blank) MDADE  Posted | Valid ACTUALS OC UsD
MDADE | 0000000051  07/08/2020 0 (blank) MDADE  Posted | Valid ACTUALS FN USsD

4. After the journal to be edited is selected, users will correct the required information
within the Header or Lines tab (Note: If the journal has been posted, users will be
unable to edit the journal).
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Lesson 2: Processing Journal Entries

Lecture 1: 5. Common reasons for editing journals include the resolution of combo edit errors and/or
Editing budget check errors.

6. Inthe event a combo edit rule has been violated, users will receive an X in the Error field

e
Header Lines Totals Erors. Approval
Unit MDADE Journal ID 0000000048 Date 07/08/2020 Errors Only
mpla t Sea iteria Chas al
Inter/intraUnit Process | Edit Joumna v Process Line 10
~ Lines
m Q
Select Line Error “Unit “Ledger SpeedType Fund Dept Account Grant PC Bus Unit Project

1 MDADE Q| ACTUALS Q G101 @ | PDO1040200 Q| 1101000001 @ Q FD Q  PD221301 Q
2 X MDADE Q  ACTUALS Q G101 @ |PDO2010200 @ 1101000001 @ Q ro Q| PD221301 Q

7. For further information regarding the error, select the Errors tab. In order to resolve,
users should correct the invalid value(s).

e Alist of valid combinations can be found by navigating to: Main Menu > Set Up
Financials/Supply Chain > Common Definitions > Design ChartFields > Combination
Editing > Review Combination Selector Tal Data and searching for the Group that
was violated, which can be identified in the Errors tab (see screenshot below).

Header Lines Totals Errors Approval

Unit  MDADE Journal ID  DOD000D45S Date  05/18/2020

~ Header Errors

H Q 1-10f1 ¥

Unit Field Name Field Long Name Set Msg Message Text

JRHL_HDR_STATUS Joumnal Header Status 5860 53 Journal line errors exist for this header.

~ Line Errors

n H Q 1-10f1 ¥

Line # Field Mame Field Long Name Set Msg Message Text

1 FUND_CODE Fund Code 9600 Ell Comba error for fields Fund/Project in group A_FP.
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Lecture 1:
Editing
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8. Another common error that users will encounter will be Budget Check errors/violations.
In the event a journal line produces an error when undergoing a budget check, the
Budget Status field will reflect a value of ‘E’.

Header Lines Totals Ermors Approval
Unit MDADE Joumal ID 0D00000OST
Template List Search Criteria
Interintralnit *Process | Edit Journal
¥ Lines
H Q
Select Line Unit *Ledger
1 MOADE Q ACTUALS
MDADE Q ACTUALS
MOADE ACTUALS
4 MDADE ACTUALS
Lines to add | = @
~ Totals
5 Q
Unit Total Lines
MDADE 4

Date 03/03/2020 Errors Only
Change Vslues
v Process. in 10

Fund Dept Account Grant PC Bus Unit Project
Q G0t Q| suototoco Q| 4110000001 Q| |NO-GRANT Q Q
Q |Gaosz Q| |suoioioooo Q| (5501060000 Q| |MO-GRANT Q@ Q
Q  cio0t 1101000000 NO-GRANT
a,  caos: 1101000000 NO-GRANT

110f1 ¥ View Al

Total Debits Total Credits  Journal Status Budget Status

200.00 200.00 H

9. Toinquire further on the error, select the ‘E’ value, which will take users to the GL
Journal Exceptions page. When a budget error is encountered, the user should
doublecheck to ensure the correct ChartField values were used. If incorrect CharetField
values were used, the Department’s budget staff should be contacted to assist in
correcting the issue. More details about common budget errors will be shown in the
Advanced General Ledger Topics module.

GL Journal Exceptions Line Exceptions

Busines MDADE

*Exception Type
Maximum Rows 100

Search

Budgets with Exceptions
" Q

EBudget Override Budget Chartfields | v

Details Business Unit Ledger Group

1 # MDADE A_APEROP

Journal D 00O0O000ST Al

Journal Date  0303/2020

Override Transaction a L=

More Budgets Exist

Advancaed Budget Criteria

Exception More Detail

Mo Budgst Exists More Detai

1-10f1 ¥
Owerride
Budget Transfer
GoTo .. 5
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Lesson 2: Processing Journal Entries
10. Once all errors have been resolved and the journal edit is complete, the Process drop-down
value should be changed to Submit Journal. Then, select the Process button.
Workflow does not apply to journals created from sub-modules or Department’s external

inferms

systems.
_ General Ledger
Header Lines Totals Errors Approval
Unit MDADE Journal ID 0000000184 Date  07/15/2020 Errors Only
Template List Search Criteria Change Values
InterfintraUnit. “Process | Submit Journal 4 Process Line 10 E 2
¥ Lines
HF Q
Select Line *Unit *Ledger SpeedType Fund Dept Account Grant PC Bus Unit
(m] 1 MDADE Q| ACTUALS Q |s2001Q AD03030101 Q@ 5470120000 Q AD197202 QU AD Q
[m] 2 MDADE Q| ACTUALS Q | |scoo:Q CHO02010000 @ 5470120000 Q. CH197202 Q. CH Q
O 3 MDADE Q  ACTUALS Q ||s2001Q CL24010000 @ 5470120000 Q CL197202 @ CcL Q
[m] 4 MDADE Q| ACTUALS Q |s2001Q CR03030100 Q 5470120000 Q. CR197202 Q CR Q
O 5 MDADE Q  ACTUALS Q ||s2001Q CU02020000 @ 5470120000 Q cuigraoz @ cu Q
i (w] 6 MDADE Q| ACTUALS Q |s2001Q FRO4010300 @ 5470120000 Q FR197202 Q& FR Q
O 7 MDADE Q  ACTUALS Q ||s2008Q HT01010000 @ 5470120000 Q HT197202 @ HT Q
(w] & MDADE Q| ACTUALS Q |s2001Q Ju0z010100 & 5470120000 Q Ju1gr202 Q@ Ju Q
(] 9 MDADE Q  ACTUALS Q ||sL002Q | ||LB04010000 Q| | |5470120000 @ | | |LB197202 Q| (LB Q
(w] 10 MDADE Q| ACTUALS Q ||s2mQ 0co1010100 Q& 5470120000 Q Qc197202 @ oc Q
Lines to add 1+ — O
¥ Totals
5 Q < | view Al
Unit Total Lines Total Debits Total Credits Joumnal Status Budget Status
MDADE 26 13.00 13.00 v v
Return to Search Previous in List Next in List Notify Refresh Add Update/Display
Lines | Totals | Erors | Approval

Project

AD197202

CH197202

CL187202

CR197202

cu197202

FR197202

HT187202

JU197202

LB187202

0C197202

Pl e L e L P P L L L

Actir

TRAINI

TRAINI

TRAINI

TRAINI

TRAINI

TRAINI

TRAINI

TRAINI

TRAINI

TRAINI

3
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Lecture 2:
Journal
Review and
Approval

Lesson 2: Processing Journal Entries

Once journals have been created and submitted, they must be reviewed and approved by the
appropriate channels before being posted. All department manual and spreadsheet journals
require final department review/audit before approval is applied by authorized staff in the
Accounting Unit.

The Journal Approval process is listed below:

e Department approval
e Central Finance approval as required
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Lesson 2: Processing Journal Entries

Lecture 2: 1. The user can track where in the Approval process the journal is at. Once the last

Journal Approver completes the entry, it can then be posted.

Review 2. If the Approver chooses to Deny the entry, the Approver will indicate the reason for
and Denial. An email notification is sent to the submitter to fix or delete the Journal entry.
Approval Once updates are made, the journal would be resubmitted.

Journal creators can then review the status of their journal by navigating to the
Approval tab.

Header | Lmes || Totals | Enors Approval

Unit  MDADE Journal ID CNVGO00160 Date 0813012019 Submit
Approval Status Q

Unit MDADE
Approval Check Active N
Approval Status Nope

I Approval Action l

Deny Comments. &

254 characters remaining

» Approval History

Save Return to Search Previous in List Next in List Notify Refresh Add Update/Display
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Lecture 3:
Deleting
Journals

Lesson

2: Processing Journal Entries

inferms

In order to delete a journal, the journal cannot be in Journal Status of ‘P’ or Posted. The
steps to delete a journal are detailed below.

1. To delete a journal, navigate to the Create/Update Journal Entries page: Finance/
Supply Chain (FSCM) > Finance & Accounting > General Ledger > Journal Transactions >
Journal Entries > Find an Existing Value and enter the required information to search for
the journal of interest.

General Ledger

> General Ledger Design v
Create/Update Journal Entries
s€ i
v Multi-Currency h Enter any information you have and click Search. Leave fields blank for a list of all values.
57 commitment Control v Find an Existing Value Keyword Search Add a New Value
. Journal Transactions ~ I ¥ Search Criteria
Business Unit | = «
Copy Journals DADE a
Journal ID | pegins with
Journal Entries
Journal Date | = ~ E=)
Define Standard Journals -
@ Document Sequence Number | begins with
Create Standard Journals
Line Business Unit | = ~ Q
Review Standard Journals
Journal Header Status | = ~ Posted fo Ledger(s) ~
Spreadsheet Journals
Budget Checking Header Status | = v v
Joumnal Generate
Source | = v
UnPost Journals
Entered By | begins with ~
Mark Journals for Posting
Attachment Exist | = v v
%, Allocations v
Journal Class | pegins with % | |BU Q
 C idation; v T ) Case Sensitive

2. NOTE: Once a journal is deleted, it cannot be undone. If the Accounting Period is going
to close and it is determined that the entry will not be posted in the current month, first
copy the journal to the new month, then delete the existing journal. Copying Journals is
discussed later in the Copy a Journal lecture.

3. Once the journal is selected, users will choose Delete Journal from the Process drop-
down and then select the Process button.

Header Lines Totals
Unit MDADE
Template List
Inter/intraUnit
¥ Lines
B Q
Select Line
(m) 1
(m) 2
(] 3
4
Lines to add 1 + -

General Ledger
Ne indow | Hell
Errors Approval
Journal ID 0000000002 Date 07/01/2020 O Errors Only
Search Criteria Change Values
— O
I *Process | Delete Joumal v Process I Line 10
*Unit *Ledger SpeedType Fund Dept Account Grant PC Bus Unit
MDADE Q| ACTUALS Q Gz Q PD01050100 Q 5116120000 Q NO-GRANT Q@ Q
MDADE Q| ACTUALS Q909 Q PD0O1050100 Q4473000003 Q NO-GRANT @ Q
MDADE ACTUALS Q G102 1101000000 NO-GRANT
MDADE ACTUALS Q. ggogg 1101000000 NO-GRANT
m
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Lesson 2: Processing Journal Entries

Lecture 3: 4. After selecting the Process, users will be prompted to confirm the deletion. Once deleted
Deleting this cannot be undone.
Journals __

Message

H
E Are you sure that you want to delete this journal? (5010,30) =

Mo

5. After selecting Yes in the pop-up box displayed above, the confirmation below will
appear. After selecting OK, the process is complete.

Journal Q000000021 is physically deleted. (52107}
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Lesson 2: Processing Journal Entries

Lecture 4: The posting journals process will be run in a nightly batch process. However, certain central
Posting batch users will have the ability to run a batch post during the day if needed.
Journals e This can be either run manually or in a nightly batch process, the latter being the most

common method.
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Lecture 5:

Copying
Journals

inferms

Lesson 2: Processing Journal Entries

Throughout the month (possibly weekly) departments should monitor journals by reviewing
journals not posted to the ledger that have a Journal Source or Journal Class of their
Department.

Specifically, Departments would look for Journals with a Journal Status of Not Valid or
Budget Status of Not Valid.

This can be done by looking at the online page.

1. Navigate to the Create/Update Journal Entries page: Finance/ Supply Chain (FSCM) >
Finance & Accounting > General Ledger > Journal Transactions > Journal Entries > Find
an Existing Value

«Z= General Ledger Design - A
Create/Update Journal Entries
¥ Multi-Currency A Enter any information you have and click Search. Leave fields blank for a list of all values
54 Ccommitment Control ~ I Find an Existing Value I Keyword Search Add a New Value
| Journal Transactions ~ ~ Search Criteria

Business Unit | =
Copy Journals MDADE Q

] Joumnal ID | pegins with
Journal Entries
Journal Date | = -~ =)
Define Standard Journals —
@ Document Sequence Number | begins with
Create Standard Journals
Line Business Unit | = Q,
Review Standard Journals
Journal Header Status | = hd Posted to Ledger(s) W
Spreadsheet Journals
Budget Checking Header Status | = ~ ~
Journal Generate
Source | = W Q
UnPost Journals
Entered By | begins with Q
Mark Journals for Posting
Attachment Exist | = w ~
7%, Allocations w
- Journal Class | begins with ~ | |BU Q
Search Resulis
View &)
. Budget Jourmal
. Document  Line Journal i Journal Joumal
Bu_slness Joumnal D JTLE nEost Sequence Business Header Checking  Ledger Source EinEnCy Total Total Nes .
Unit Date Sequence Numiber Unit Stahus Header Group Code M= Dehits Statistica
Status Units
0000000458 | 05/18/2020 | O (blank) WMDOADE | Erors Mot Chi'd | ACTUALS  BU UsD 4 285 0
MDADE | 0000000455 | 05/18/2020 | O (blank) MDADE | Edit Req'd | Mot Chik'd | ACTUALS | BU UsD 2 0 0
MDADE | 0000000456 | 05/18/2020 | O (blank) MDADE | Edit Req'd | Mot Chik'd | ACTUALS | BU UsD 2 71243 |0
MDADE | 0000000457 | 05/18/2020 | O (blank) MDADE | Walid Mot Child | ACTUALS  EU UsD 4 42358 |0
MDADE | 0000000450 | 05/18/2020 | O (blank) MDADE | Walid alid ACTUALS  BU UsD 4 1250 0

2. Fix the errors on journals that have not been posted.
3. Ifitis determined that a journal cannot be posted by the end of the month, it will need to

be deleted. If the journal has several lines, it may be easier to first copy the journal and
delete the original journal. The purpose of this lecture is to demonstrate how to Copy a
Journal.
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Lesson 2: Processing Journal Entries

Lecture 5: 4. Open the selected journal and go to the Lines tab.

Copying 5. Update the Process drop-down to Copy Journal and select the Process button.

Journals S e e
New Window Help Personalize P:
Header ‘ Lines | Totals Errors Approval
Unit MDADE Journal D 0000000002 Date  07/01/2020 O Errors Onty
Template List Search Criteria Change Values
Inter/intraUnit I‘PrDCess Copy Journal hd Process Line 10
¥ Lines
5 Q
Select Line *Unit *Ledger SpeedType Fund Dept Account Grant PC Bus Unit Project
w] 1 MDADE Q| ACTUALS Q G102 Q FD0O1050100 Q 5116120000 Q NO-GRANT Q Q
n
(w] 2 MDADE Q| ACTUALS Q ggg99 Q FD0O1050100 Q 4473000003 Q NO-GRANT Q Q

6.

OH

Update the Journal Date to the next month and check the Recalculate Budget Date.

Business Unit  MDADE

Currency Effective Date

Reversal Date

® Do Not Generate Reversal
© Beginning of Next Period
End of Next Period
Next Day
© Adjustment Period
© On Date Specified By User

Adjustment Period

Reversal Date

—
Lines to add |
Refresn

~ Totals

Journal Entry Copy

Copy From ID 0000000002

ADB Reversal Date
Same As Journal Reversal
On Date Specified By User

ADB Reversal Date

x

Help

Copy From Date  07/01/2020

elp | Personalize Pag

Journal 1D NEXT Ledger O Reverse Signs
Journal Date New Ledger ecalculate Budget Date
ADB Date Document Type O Save Journal Incomplete Status -

Project
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Lesson 2: Processing Journal Entries
Lecture 5: 7. This will create a new journal in the following month with a new Journal ID number.

Copying

Journal [E— oo
ournals New Window | Help | Personalize P4
Header Lines Tolals Errors Approval
Unit MDADE [ Joumal o oooooooz1o Date_0&/142020 ] Errors Only
Template List Search Criteria Change Values
Inter/Intralnit *Process | EditJournal ¥ Process line | 10
¥ Lines
B Q
Select Line “Unit “Ledger SpeedType Fund Dept Account Grant PC Bus Unit Project
] 1 MDADE Q| ACTUALS Q G102 Q| PDO1050100 Q5116120000 Q| | NO-GRANTQ Q qQ
Ll
o 2 MDADE Q| ACTUALS Q (99999 Q| PDOM050100 O, 4473000003 Q| NO-GRANTQ Q Q)
Lines to add |+ = 0

8. Go back into the original Journal and delete. Previous instructions for deletion are in
lecture 3 of this lesson.

inferms
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Lesson 2: Training Activity 4

Demonstration The Instructor will now demonstrate how to execute the business process through the

Instructions

INFORMS training environment.

Please refer to Activity 4 on the FIN301 Training Activity and Data Sheet. Users must use
either the journal ID number from Activity 2 or 3.

This activity will be performed individually; users must complete it on users classroom
workstation using the INFORMS training environment. Users Instructor will tell users
how to log into INFORMS.

Users will perform the activity by following the FIN301 Training Activity and Data Sheet
and by using the training materials as reference tools.

Instructor(s) are available if users have questions.
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Lesson 2: Training Exercise 1
1. Before submitting the journal for approval, what status must the Journal Status and

Debrief
Budget Status have?

2. During the editing process, what occurs if the user left the Grant ChartField blank?
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Lesson 2: Lesson Summary

Lesson Now that users have completed the Processing Journal Entries lesson, users should be able

Summary

n e EditJournals
Y e Review and approve Journals
e Delete Journals
e PostJournals
e Copy Journals
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Module 4: Advanced General Ledger Topics
Lesson 1: This module includes the following lesson:

Overview e Combination editing

inferms
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Lesson 1: Combination Editing
Lesson 1: At the conclusion of this lesson, users will be able to:

Overview e Explain the purpose of combination editing

inferms
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Lesson 1: Combination Editing

Lesson 1: This lesson will overview combination editing, explaining what combination edit rules are,
Introduction how to request and define additional rules, how to review existing combination edit rules,
and how to correct resulting errors.

Combination edit rules prevent erroneous combinations of ChartField values from being
entered in INFORMS. Combo Edits validate accounting strings before processing and return
errors for invalid combinations. Combo edits will apply to multiple ChartFields and require
that a certain value be entered for one ChartField once a value for a separate ChartField is
entered; otherwise, an error message will be generated.

The County has determined to use following combination edit rules:

1. All transactions require a valid Account, Fund, Department, and Grant. The Grant CF
requires the value of NO-GRANT if a real Grant does not exist.

2. Capital Funds require a valid Project.

3. Purchase Orders can only use an Expense account.

The remainder of this lesson will provide a high-level overview of the process for
requesting and creating additional combination edit rules, as well as how to review and
resolve errors resulting from existing combination edit rules.
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Lesson 1:
Introduction

Lesson 1: Combination Editing

Combination Edit rules should be routed through the department-specific Department

Chart of Accounts (CoA) Processor, who will then work with the Central COA Maintainer to
incorporate updates.

Since Chart of Accounts maintenance will be a highly centralized role handled by a limited
number of users, this lesson will not go into detail regarding the creation of new
combination edit rules and/ or templates.
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Lesson 1: Combination Editing

Key Terms The following key terms are used in this Lesson:

Definition
Ltf Combination Combination edits prevent errors in the combination of ChartFields
' Edits/ values in INFORMS. They validate the accounting string prior to
Combination processing and return errors for invalid combinations.
Editing
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Lecture 1:
Combination
Editing

Lesson 1: Combination Editing

inferms

Combination edit rules are defined by each department. Users can view combination edit
rules by Department/Business Unit by navigating to the Review Combination Data page

displayed below.

Navigate through the Navbar: Main Menu > Finance / Supply Chain (FSCM) > Set Up
Financials/Supply Chain > Common Definitions > Design ChartFields > Combination

Editing > Review Combo Selector Thl Data

Follow the navigation above to arrive at the page to review Combination Data. The
screenshot below shows the Navigator.

NavBar: Navigator

<2 | Finance / Supply Chain ... i/

Set Up Financials/Supply Chain >

Enterprise Components >
Enterprise Components - Hidden »
Government Resource Directory 3
Background Processes >
Worklist N
Tree Manager >
Reporting Tools >
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Lesson 1: Combination Editing
Enter Search parameters. Parameters of note:

Lecture 1:
. . Group (Required) — refers to the process group for which the combination edit rule is
Combination .
N tied
Editing e ChartField Values — users can further refine output by specifying specific ChartFields.

e In this example, we see that for the Range of Funds CO001 to CO999, we require any
Project value. The % sign represents any valid value.

Review Combination Selector Table Data
*SetlD *Group o Rule As of Date Business Unit
MDC Q@ A_FP Q Q =] q
Max Rows Fund Code Project
25 Q Q
View Chartfield Tree Effdt
Query Results:
1to30f3
Combination Data
H Q 1-30f3 ¥
Rule Seq Fund Code From Fund Code To Project 1D From Project 1D To
A_FP 1 CE001 CB999 % %
A_FP 1 Clom Cl999 % %
A_FP 1 Conm C0O999 % %
Notify
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Lesson 1: Combination Editing

Lecture 1: When creating a transaction, if a combination edit rule is violated an error message will be
Combination displayed. An example of such an error message is displayed below.

Editing

Header Lines Totals Errors Aoproval

Unit MDADE Journal ID  0OO0O0045S Date 05/18/2020
¥ Header Errors

B oQ 1-1of1 Y

Unit Field Name Field Long Name Set Msg Message Text

JRML_HDR_STATUS Journal Header Status 5880 53 Journal line emors exdist for this header.
¥ Line Errors

B Q 1-10f1 ¥
Line # Field Name Field Long Name Set Msg Message Text

FUND_CODE Fund Code 9500 kL Combo error for fields Fund/Project in group A_FP.

If a user is unable to resolve the error by editing the ChartField values, the Review
Combination Selector Data Table page should be referred to for a list of acceptable
combinations.

70



End-User Training Guide — FIN 301: Managing the General Ledger

Lesson 1: Combination Editing

Lesson Now that users have completed the lesson, users should be able to:
Summary e Explain combination editing rules
& e Determine when a combination edit rule is violated

v

inferms
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Module 5: General Ledger Reporting
Lessons This module includes the following lesson:

e Processing financial statements and reports

inferms
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Lesson 1: Processing Financial Statements and Reports
Lesson 1: At the conclusion of this lesson, users will be able to:

Overview e Access the Ledger Inquiry page
e Access the Budget Overview page

inferms
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Lesson 1:
Introduction

inferms

Lesson 1: Processing Financial Statements and Reports

Data sharing across functional areas, such as finance, payroll, procurement, budget, and
human resources will be possible. Countywide reporting will be timely, accurate, and
efficient. Specifically, in GL, Countywide reporting will be streamlined and improved overall
by centralizing data and using delivered reporting tools such as Bl Publisher and Query.

Key areas of change about reporting within the General Ledger include:
e Integrated Operating Budgets for control and reporting
e Financial Reporting supporting the Comprehensive Annual Financial Report (CAFR) and
department management reporting

The remainder of this lesson will cover several reports that serve important functions
within GL for reporting and reconciliation purposes.

In previous modules, many of the related processes included steps for producing and
analyzing reports run out of the General Ledger.

This lesson will review two of those referenced reports, as well as inquiry pages:
1. Budget Overview— shows the remaining budget available balance.

2. Ledger Inquiry — allows users to drill down to the original transaction(s).

The GL Reporter role is required to have access to run and distribute reports.

Below are additional reports in the queue that are currently being tested and validated:

e Revenues and Expenditures by grant/ department/ fund

e Summary of transactions by month

e Asimilar inquiry capability for the Project ledger that provides life-to-date

e Budget, Actual, Encumbrances, and Remaining Balances for Revenues and Expenditures
Reports

e Trial Balance Reports

e Income Statement

e Ability to generate a budget to actual variance report for current and prior years

e All Years Revenues and Expenditures by Fund Type / Fund / Sub fund / Dep.
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Key Terms

Lesson 1: Processing Financial Statements and Reports

The following key terms are used in this Lesson:

Term

Budget
Overview

Definition

Shows the remaining budget available balance for the annual
Appropriation ledger

inferms

Ledger Inquiry

Displays details of ledger balances including journal ID.
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Lesson 1: Processing Financial Statements and Reports
Lecture 1: The Ledger inquiry provides the capability to drill down to the original transaction(s).

The Ledger 1. Navigate to the Ledger page: Finance/ Supply Chain (FSCM) > Finance & Accounting >
Inquiry General Ledger > Reports and Analysis > Ledger Inquiry > Add
2. If starting a new inquiry, select the Add a New Value tab and enter an Inquiry Name.
3. Select Add.

General Ledger

> General Ledger Dasign v
Ledger
§ Multi-Curency v
- Find an Existing Valua Add a New Value
“ Commitment Control ~
[ Joumal Transastions ~ Inquiry Name [clasd
5, Alocations. v
Consobdations v
&5 Resonciliations v
Find an Existing Value | Add a New Value
| Close v
3/ Reports and Analysis ~ I
nvision Repor Request
Ledger Inquiry I
nauiry across Ledgers
Journal Inquiry
Ledger Period Comparison

Unit: Enter MDADE

Ledger: Enter ACTUALS

Fiscal Year: Enter 2020

From Period: Enter 1 and To Period: Enter 12

Currency: Enter USD

Show Transaction Detail: Select checkbox

10. To limit what is returned, enter a value on the Account field such as 5312100000 and
Fund field S2001.

11. Select Search.

O ooNOL A

Ledger Inquiry
Enter ladger, period, ChartFieid and rest of the criteri. Click on Search button to axscute the quary.
Ledger Criteria
Inquiry Name “unit *Ledger *Fiscal Year *From Period *To Period Currency
cLass moace Q[acTuas Q[ zma ia za uso Q
Stat Code Date Code View
1 Q| TradeDate
Include Closing Adjustments Max Ledger Rows
Only in Base C
nly in Base Currency —
Search Glear Delete
Chartfieid Criteria Include Adjustment Periods
5 a teera v S Period
Value
ChartFieid value ChartField Value St Update/New sumBy  lebe,  OrerBy co
Imm 5312100000 Q I Q| Updatel 1
Department Q Q| updaten
Grant Q Q
Fund Code 52001 Q Q
Afiliste Q Q
Fund Affiiste Q Qa
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Lesson 1: Processing Financial Statements and Reports

Lectu re 1: Trancaction Dedallc
Inquiry a iz ¥
Crrttm i
L
Iarcd Amzzant Aszzant Deusrztan stat
Amoust (1= Iramscton Currency S0 Amcunt in Bass Carency
o
" q rdofla W
Amaurt (n r———
Jourmslil | Lie Dwaer ate. e StekAme M Iramasctn | Careney Euaw | usw Currency
Carrencyl Curresncyl
AVEL EMPEMSE.
== and Coartimia
L
Iarad Amzmant Amzmart Duusnztan stat
Amoust (= Ira Currency S0 Amcunt fin Bass Carency
Lewrmats
= a TR
Amaur (n Amaunt
Jourmsli | Limw Deacr hate. Zuz ShekAme M Iramascton | ey Huaw | usw Currenzy
fuse— Curranzyl
e PRCII T o,

12. Drill down to the document by selecting on hyperlinks.

Journal Inquiry
Journal Inquiry Details

» Leager Critens

@0 Tg INu C

Journal Header

Joumaiin Oafe  D3r1520Z0 aohodule
Losger Braup Original Date 03 Frooece NoRaques
souros 5U Dats Foctes  azEnZD Todl Linee 2
Journat dptug PoEtea Revercal Dt uerin Toteozo:
Balanced  DR=CR Reversal More abarnlt EU - MOADE
Dos 19 Sungst status Vi Dats coce acustmant N
Long Decartption [Recerd Travel Expansa it the Grant
P
AN Linec
FromiTa Fram Line o Line Guery Joumel Lines
Totals by Currency a v
Cummnoy  usD Dol Amount 10000 Sredit Amount 100000 Met
Journal Ling
B a e O
Amount (in
Line 2 Ling Dacar EpeadType Trancsotion | Curranoy Acoount arant Fund Dept FCRucUMt  Frajsct Aoty
Curranoy)
0.00| UsD sancooee | BUOPIE s2001 BUIG120000 B BUCPKE ADMINISTRATI

»
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Lesson 1: Processing Financial Statements and Reports

From the Budget Overview page, users can view the remaining available budget.
Lecture 2: g pag g g

The Budget 1. Navigate to the Budget Overview page: Main Menu > Finance/ Supply Chain (FSCM) >
Overview Finance & Accounting > General Ledger > Commitment Control > Budget Overview

> General Ledger Design w
Budgets Overview
i Multi-Currency w
- Find an Existing Value Add a New Value
2« Commitment Control -~
Budget Definitions Inquiry Name ||

Enter Budget Transfer

Enter Budget Journals e

Budgets Overview

W Find an Existing Value Add a New Value
> Journal Transactions w

If starting a new inquiry, select the Add a New Value tab and enter an Inquiry Name.
Business Unit: Enter MDADE

Ledger Group: Enter A_APPROP

Budget Period: Enter 2020

Department: Enter BUOOO00000

Fund: Enter S2001

Select Search.

NV kA WN

General Ledger
Budget Inquiry Criteria
Budget Overview

Inquiry 1M Description | Detail Balances a

Amount Criteria Clear Reset Ledger/Activity Log Integrity Act Log Intenal Integrity

Budgaidu

|~Business Unit |MDADE @ Ledger Group/set | LedgerGroup v Ledger Group |A_APFROP Q@ I
View Stat Code Budgets

Annual Appropriation
® O Display Chart

TimeSpan
“Type of Calendar | Detail Budget Period ~

Budget Criteria

F Q 1-10f1 v | View Al
I From Budget Include Adjustment
Select Ledger Group Calendar ID S To Budget Period nch D‘;ﬁué‘(‘:)"“*" Include Closing Adjustments
A_APPROP AN 2020 Q) 2020 Q =]
ChartField Criteria Budget Status
ChartField Smre}’:'e'd (o ChartField To Info  ChartField Value Set  Update/Add Open
Account % al % Q o Q| Update/add Closed
Dept suooooooon @ | | % Q [ Q | | updateladd Hold
Fund 52001 Q f% Q ] Q| Update/Add
Save | | Retumn to Search Notify Refresh Add Update/Display
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Lecture 2:
The
Budget
Overview

Lesson 1: Processing Financial Statements and Reports

inferms

9. Users can see the remaining balance overall or by annual Budget Accountability roll-up.

Ledger Totals (3 Rows)

Budget

Expense

Encumbrance

Pre-Encumbrance
Budget Balance
Associate Revenue

Available Budget

Budget Overview Results

noa
T Budget Transaction
Types
1 B =
2 B 2y
3 - R

1,000.888.00
404585
1.668.85
0.00
004,285.70

0.00

004,285.70

Account

Account i
Description

[TAND CAPITAL

TAND THER

- oTHER
LR OPERATING

TAND | ____ .. PERSONMNEL
PERSOMNMEL ROLLUP

4

Net Transfers

Budget

Period B

Expense

CAPITAL ROLLUP | 2020 100.000.00 2.188.85

2020 200.000.00 2.780.00

2020 100

1-30f2 ¥

10. Users can select any hyperlink to see documents that make up the total. In this case the

Voucher ID from Accounts Payable, the related Voucher number, and the amount.

Tran Document

Ref

e ) Document ID Bdgt? Fund
Q| 49 Joumal ID: CNV0000019 N $2001
Q| W 50 | Journal ID: CNVO0000019 N 52001
R e 51 Joumal ID: CNVO0000019 N 52001
R e 52 Journal ID: CNVO0000019 N $2001
Q| 53 Journal ID: CNV0000019 N $2001
Q| 54 | Journal ID: CNVO0000019 N 52001
*Q ] 55 Joumal ID: CNV0000019 N 52001

Activity Log

Dept Account

BLO00000000 OTHER OPER 2020
BLIO000000O OTHER OPER 2020
BU00000000 OTHER OPER 2020
BU00000000 OTHER OPER 2020
BLO00000000 OTHER OPER 2020
BLIO000000O OTHER OPER 2020
BU00000000 OTHER OPER 2020

Budget Period

Year

2020

2020

2020

2020

2020

2020

2020

Period

Foreign Amount

x

Foreign
Currency

25453.00 USD
51,123.00 USD
25218.00 USD
50,000.00 USD

7,000.00 USD
-17,307.00 | USD

79,547.00 USD

79



End-User Training Guide — FIN 301: Managing the General Ledger l.’}:l _6 rm'?
Lesson 1: Processing Financial Statements and Reports
The purpose of the Transaction Summary query is to provide a list of transaction that
have been posted for ChartField combination for a given period of time. The contents
include the ChartFields along with their description and the document source. The user
Summary will be able to determine if the transaction was created in the General Ledger or was
created from a sub module. If the transaction line was created from the sub module, the
sub module document number is provided to allow the user to find more detailed
information.

Lecture 3:
Transaction

1. Navigate to the Schedule Query page: Main Menu > Financial / Supply Chain (FSCM) >
Finance & Accounting > GL Work Center > Reports/Processes > Ad Hoc Report >
Schedule Query

2. The page below allows users to search for an existing Report or begin the process of
adding a new one. If the users don’t have one already, the users must Add a New Value.

e The Run Control ID is unique to the User ID. Other users will not see others’ Run
Control ID or vice versa.

e Users can use a generic Run Control ID that can be used in the future or make it
specific if there is always a specific combination that is reviewed frequently.

e After creating a Run Control ID, the next time accessing the page, the Find an Existing
Value can be used by searching and selecting.

< Finance & Accounting Schedule Query

Transaction Summary

Schedule Query

v Reports/Processes

Ad Hoc Reports Find an Existing Value Add a New Value

Query Viewsr
Run Control ID | {rans_sum
Bl Publisher Query Report Scheduler

@ Add

Find an Existing Value Add a New Value

Schedule Query

Journal Reports
Journal Entry Detail

Journal Edit Errors Report

3. Enter the query name.
4. Select Search.
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Lecture 3:
Transaction Schedule Query
SU mma ry Run Control ID  trans_sum Report Manager  Process Monitor -

IQuery Name MD_GLR222_TRANSACTION_BY_MONI I Search I

*Description

Save Add Update/Display

5. Select the hyperlink.

Scheduled Query Search Page
Helj

*Query Type: Queries v

Query: MD_GLR222_TRANSACTION_BY_MON Search
Query

HF Q 1-10f1 » View All

MD_GLR222_TRANSACTION_BY_MONTH Transaction Summary Public

Return

6. Enter criteria to limit results returned. At a minimum enter Fiscal Year and Accounting
Period from and Accounting Period To. The ‘%’ means bring back all values for that field.
The Ledger defaults to ACTUALS, will be used 98% of the time.

7. Select OK.
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Lecture 3:
Transaction Help
Summary MD GLR222 TRANSACTION BY MONTH

Fund Code |G3058 Q@

Department | % Q

Account | 9% Q

Grant | % Q

Project |3 Q

Fiscal Year | 2020 Q

Period From 10 Q

Period To 1:: =

Ledger |ACTUALS Q

Account Type |% Q

OK Cancel

e Verify the input parameters. The next time when using the same Run Control ID,
select Update Parameters to make changes.

8. Select Run.
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Lecture 3:

Transaction Schedule Query
Run Control ID  frans_sum Report Manager Procass Monitor
Summary
Query Name |MD_GLR222_TRANSACTIOMN_BY_MOM Search
*Description | Transaction Summary
Prompt Name Walue
FUND_CODE G3058 o
m DEPTID % e
ACCOUNT ] o
OPERATING_UNIT % e
PROJECT_ID ] s
FISCAL YEAR 2020 s
ACCOUNTING_PERICD 10 o
ACCOUNTING _PERIOD 10 i
LEDGER ACTUALS P
ACCOUNT_TYFE ] P

9. Update and verify the Output Format desired. Select OK.

Process Scheduler Request ®
Help
User D MD_GL_DPT_REPOCRTER Run Control ID trans_sum
Server Name b Run Date | 081472020 ]
Recurrence b Run Time | 4:22:02PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type “Type -Format Distribution
PSQUERY PSQUERY Application Engine Web W ALE W Distribution
E e
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10. Select Report Manager.

11. Match the Process Instance number from the previous step, the Refresh button may
need to be selected.

Lecture 3:
Transaction
Summary

Schedule Query

Process Monitor

Run Control ID frans_sum

I Process ﬁs:ar‘:a:l!?."QJEI

Query Name |MD_GLR222 TRANSACTION_BY_MON Search

*Description | Transacton Summary

Update Parameters

Promipt Name Value
FUMD_CODE 53050 o
DEPTID % i

12. After matching the Process Instance number, click on the Report hyperlink.

List Explarer Administration Archives
View Reports For
Folder Instance to Refresh
Name Created On ]| | Last A 1) | Days W
Reports
i) Q -G of G w Wiew &)
== Completion Repart Process
Report Report Description Folder Hame DateTime o Instance
1| Transacton Summary TRANSACTION SUMMARY General 09714120 4:24FM 45027 187805

13. Click on the report ID hyperlink.
14. If this message is received, select No.

e Depending on the user’s workstation configuration, the file will open or require the
user to save the document.
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Do you want to save your changas? Click Yes to go back and save, or Ne to discard your changes.

No
Report
Report ID 46037 Process Instance 197805
Name PSQUERY Process Type Application Engine
Run 5tatus Success
Transaction Summary
Distribution Details
Distribution Mode BALAMCED Expiration Date /2172020
File List
Name File Size (bytes) Datetime Created
AE_PSQUERY_187303.stdout 220 0O/14/2020 4:24:11.455612FM EDT
MD_GLRZZZ TRAMSACTIOM_BY_MONTH-
107005, xlsx 4,437 08V14/2020 4:24:11.455512PM EDOT
Distribute To
Distribution ID Type «Distribution [
User MD_GL_DPT_REPORTER

inferms
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The report is very long, shown below are two screen shots to display all columns.
Lecture 3: P ylong play

T ra n S a Ct I O n I I I I Il 1L 1L I Il ]|
Petiod Fram= 10
[reriod Tar= 10
edger - ACTUALS
ficcount Type.
Dure][GL Posted Date | 6L B = o elAce: 4 Dese
2020 TP2A2020 /572020 MOALE APO0I00322 Z APDEFN FINANCE OPERATIO
2020 TH242020 52020 MOADE APO0000SEE 4 APDEFN FINANCE OPERATION
2020 612020 7426/2020 MDADE 0000000759 3 FINANCE OPERATION
2020 THGE2020 72642020 MDADE 00000755 [ FINANCE OPERATION
2020 52020 /512020 MOADE APOO00313 1 APDEFN FINANCE OPERATION
2020 TH52020 /542020 MOADE APDOI00ZIY 1 APDEFN FINANCE OPERATICN
2020 THE2020 i5¢2020 MOADE APO000031S 2 APDEFN FINANCE OPERATION
2020 52020 /542020 MOACE APDOI00ZIY 2 APDEFN FINANCE OPERATICN
2020 THE2020 /542020 MOADE APO000334 3 APDEFN AP GF GRS GHES FINANCE OPERATIO
2020 52020 /542020 MDADE APO0000324 3 APDEFN AP GF GFO30 (3059 FINANCE OPERATIO
2020 2020 #i5¢2020 MOADE APDONG24 & APDEFH AP GF GRG0 GASY FINANCE OPERATION
2020 THE2020 i5¢2020 MOADE APO000032 & APDEFN AP GF GFO30 Ga05a FINANCE OPERATION
2020 2020 /542020 MOACE APOOI0CZ0 1 APDEFN AP GF GFO30 Ga5a FINANCE OPERATION
2020 THTI2020 5¢2020 MOADE APO0000SE0 2 APDEFN AP GF GFO30 Ga05a FINANCE OPERATION
2020 22020 7232020 MDADE 000000741 1 EU GF GRS Ga5Y FINANCE OPERATICN
2020 2020 72342020 MDADE 00000074 2 EU GF GRS GHES FINANCE OPERATION
2020 2342020 42342020 MDADE 000000741 3 8u GF GFO30 (3059 FINANCE OPERATION
2020 22020 7232020 MDADE 000000741 4 EU GF GRS Ga5S FINANCE OPERATICN
2020 TH2342020 T#2342020 MDADE 000000741 5 By GF GFO30 (i) FINANCE OPERATION
[ IDepartmeat ipt J[Grast [(Grant iptioal[Project J[Project ipti J[Accoust J[Accoust Description Madulc Business Unit
] TIC-GRAR FIO GEART M) EGUITY INPOOLED CASH FR (I 20,000
FROIOZ0000  HUMAN RESOURCES MO-GRAR MO GRANT "22000000 WOUCHERS FAYAELE Fi 000055 120,000
FROZI40500  ACCOUNTS PAYABLE VORKFLO MO-GRAR NOGRART “4430000001 OTHER CHARGES FOR SERVICES 4100000
FRO2040500  ACCOUNTS PAYABLE WORKFLO NO-GRAN NOGRANT 2202000001 EXPENSES ACCRUAL 4100000
FROWION00  DIRECTOR'S ADMIN NO-GRAN NOGRANT "2201000000 WOUCHERS PAYABLE i 00000096 150,000
FROWION00  DIRECTOR'S ADMIN NO-GRAN NOGRANT "2201000000 WOUCHERS PAYABLE i "00000097 -10000.000
FROG0N00  DIRECTOR'S ADRIN MO-GRAR MO GRAKT "B20E0000 ECUCATIONAL MATERIALS F M0000%E 160,000
FROIIDN0D  DIRECTOR'S ADRIN MO-GRAR MO GRANT "B20210000 ECUCATIONAL MATERIALS Fi 0000047 10000.000
i NO-GRAR N0 GRANT 01000000 EQUITY I POOLED CASH FH "00000036 150,000
us MO-GRAN MO GRANT "omooo00n EQUITY I POOLED CASH FH "oooogoar ~10000,000
FROWION00  DIRECTOR'S ADMIN NO-GRAN NOGRANT "2201000000 WOUCHERS PAYABLE i 00000097 10000000
FROWION00  DIRECTOR'S ADMIN NO-GRAN NOGRANT "2201000000 WOUCHERS PAYABLE i "00000096 150000
FROG0N00  DIRECTOR'S ADRIN MO-GRAR MO GRAKT 22000000 WOUCHERS FAYAELE F T0000%E -&100.000
FROIIDN0D  DIRECTOR'S ADRIN MO-GRAR MO GRANT "B4EZIEDD00 MISC MEDICAL SUFFLIES Fi 00000%E 00,000
FROZ020200  GEMERAL ACCOUNTING NO-GRAR N0 GRANT "EH020000 TELEPHOME-SUNCCM 17440
FR02020200  GEMERAL ACCOUNTING NO-GRAN NOGRANT 50180000 OTHER COMMURNICATION CHARGES 2987660
FRO2020200  GEMERAL ACCOUNTING NO-GRAN NOGRANT "E3E130000 SHIPPING CHARGES 6233180
FRO2020200  GEMERAL ACCOUNTING NO-GRAN NOGRANT "E3IEI0000 OUTSIDE MAILING SERYICES 2087190
FROZ020200  GEMERAL ACCOUNTING MO-GRAR MO GRAKT 22000000t EXFENSES ACCRUAL 2326470
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The Trial Balance reports allows the user to see, among other things, the cash position of the
Fund or Grant ChartField. The report is available for a given month and fiscal year.
One key difference in the output from FAMIS is that in INFORMS, the detailed Revenue and
Expenditure accounts will be displayed.

The report can be run for a Fund or Grant value.

1. Navigate to the Query Report Scheduler page: Main Menu > Financial / Supply Chain
(FSCM) > Finance & Accounting > GL Work Center > Reports/Processes > Ad Hoc Report
> Bl Publisher Query Report Scheduler

2. The page below allows users to search for an existing Report or begin the process of
adding a new one. If the users don’t have one already, the users must Add a New Value.

e The Run Control ID is unique to the User ID. Other users will not see others’ Run Control
ID or vice versa.

e Users can use a generic Run Control ID that can be used in the future or make it specific
if there is always a specific combination that is reviewed frequently.

e After creating a Run Control ID, the next time accessing the page, the Find an Existing
Value can be used by Searching and selecting.

¢ Finance & Accounting Query Report Scheduler

» Links
Query Report Scheduler

» Queries
Find an Existing Value Add a New Value

= Reports/Processes

Run Confrol 1D||
Ad Hoc Reports

Query Viewer Add

Bl Publisher Query Report Scheduls

Schedule Query Find an Existing Value | Add a Mew Value

Journal Reports
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Lecture 4:
Trial
Balance
Report

3. Enter the Report Name.

inferms

Query Report Scheduler
Run Control D md_gir2s Report Manager Process Monitor

Language English

Report Definition

v

Data Source Type [

I Report Name [MO_GLR245 Q I
Template ID Q
Template As OF Date 3 Channel

3o to BIP Report Search

@ il Save || =] Nokity * Add

#-| Update'Display

4. After entering value, select the magnifying glass.

5. Complete required information Fiscal Year and Accounting Period. ChartFields left

blank bring back all values for that ChartField.

e Either enter individual ChartField values or a Tree Node name for a group of values

6. Select OK.

Help
MD_GLR246_TRIAL_BALANCE_REPOR

Fiscal Year | 2020

Apcounting Period 10

Fund 330548 e}
Grant \,_4\
Account 3
Ledger |ACTUALS a
Cancel
b
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7. Select Run.
Lecture 4:

If the same Run Control is used in the future, to change the input Query Parameters,

Trial
Balance
Report

Query Report Scheduler
Run Control 1D md_glr28
Language Engish

Report Definition

Data Source Type|Q-JE'§r' v

Report Name [MD_GLR245 R

Template 1D MO_GLR245 1

Template As OFf Date "r
I Update Farameters I

Query Parameters
Prompt Name

Prompt Value

select Update Parameters and repeat previous steps.

< Finance & Accounting Query Report Sc

Report Manager Process Monitor

Balance Report
4 Trial Balance Template

Channel

FISCAL YEAR 2020

ACCOUNTING_PERIOD 10

FUND_CODE G2059

OPERATING_UNIT

ACCOUNT

LEDGER

Gn te, BID Bappd Search

ACTUAL

5

8. Select the Output Format desired, it is preferred to use Excel or XLS to be able to filter

the report.
9. Select OK.

User ID MD_GL_DFT_REPORTER

Server Name | W
Recurrence ol
Time Zone o

Process List
Select Description

Process Name

B! Fublisher Query Report PSXPORYRPT

Cancel

Process Scheduler Request

Hslp

Run Control ID md_gl-28

Run Date |0217/2020 ]

Run Time | 12:54:14FM Reset to Current DateTime
Process Type *Type *Format Distribution
Bl Publisher (308 Distribution

10. Note the Process Instance number. Select the Report Manager hyperlink.
11. Match the Process Instance number from the previous step, the Refresh button may

need to be selected.
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Query Report Scheduler
Run Control ID' md_glr25
Language Engish

Report Definition

I Report I'.-1sra;|e:| Process Monitor

I Process r's:ar':e:193242|

Data Source Type [ Query

¥

Report Name MO _GLR245

Template 1D [MD_GLR245_1
Template As Of Date I:IM'
Update Parameters

Query Parameters

“L  Trial Balance Report

“4  Trial Balance Template

Channel

Gn tn BIP Bannd Search

Prompt Name Prompt Value
FISCAL_YEAR 2020
ACCOUNTING_PERIOD 10
FUND_CODE G3050
OPERATING_UNIT

ACCOUNT

LEDGER ACTUALS

12. After matching the Process Instance number, click on the Report Manager hyperlink.

< Finance & Accounting Query Reporl Scheduler

| List | E=plorer Administration
View Reports For
Folder hd Instance
Name Created On
Reports
5 Q
u Report Report Description
MD_GLR246 - MD_GLR24% -
MD_GLR246 xlsx MD_GLR246 XLSX

Archives

[ | Last hd 1| | Days
1505 v
Completion Report
Folder Name DateTime D
General 09/17/20 12:57PM 45273

| View Al

Process
Instance

198243

13. Click on the Report ID hyperlink.

14. If this message below is received, select No.
e Depending on the user’s workstation configuration, the file will open or require the user

to save the document.
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Lecture 4:
Trial Do you want to save your changes? Click Yes to go back and save, or Mo to discard your changes.
ria

Balance
Report

No

Report

Report ID 46273 Process Instance 198243

Name XMLP Process Type XML Publisher
Run Status Success

0 _GLR246 - MD_GLR248 xlsx
Distribution Details

Distribution Node BALAMCED Expiration Date 0

ile List
Name File Size (bytes) Datetime Created

MD_GLR246 xlsx 9,016 09/17/2020 12:57:45.837653FPM EDT

istribute To
Distribution 1D Type *Distribution 1D

lUser MD_GL_DFT_REFCRTER

Miami Dade County Run Dat July 28, 2020

Repaort Name: Trial Balance Run Tim 11:54:33 AM

Fun P arameters

Fisoal Year: 070 1

Aosounting Period: 10

Fund: G059

Grant:

Recount

Ledgor: acTunLs

Fioa Your [Fund Tyge[Fund Fand—[Fund Dezeription [T i Dezoription Rooaunt [Ae Aeeount Dezeription Boginning [Nt Aotioty |Ending

) Ed 5] T [FREHCE CPERATION izl ool Eafree o[BI [EQOTYHPOMESCRS 7 7o x
L) & 1] G0 [FIENCE CPERATION Rz For O Bfance Dsmverson | Aaset VW00 | ACCFUED RTEREST FECEIVABLE o 0] 0|
) & 5] 530 |FRLCECPERATION PRz For G Bilinces Canverslon [Tty {22000 | VOUICHERE PAVAELE o (0] 0
) & Gro G305 |FANCE GPERATION iz For GL Bl nces Conuersion [ Liblky [22W000000 | ACCAED EXPERE o0 (L
) & (] 5705 |FRANCE CRERATION WO-GRANT | WO GRANT EC N (LN e VLTl e SE e [ A
Tz i 3] G0 [FRERCECPERATION WOGRATT T GRART ez OO0 [PETTVCAEH w20y L
L) & 1] G0 [FIENCE CPERATION WOGRART WO GRART ezl 00000 |FUFCHAGE 0AFD sy TS
) & 5] 530 |FRLCECPERATION WO-GRART WO ERART s OO0 | CCTITRA P EARD ACCEONT =0T 0 1
) & (] 5705 |FRANCE CRERATION WO-GRANT | HD GRANT ezt 000000 |EVPLOVEE RECOGNITION CASH, EI) 0
Tz i 3] G0 [FRERCECPERATION WOGRATT T GRART ez TR0 | DU FROMOTRERFUROS R T
Lo & 1] G0 [FIENCE CPERATION WOGRART WO GRART o= JTT00000 | ACCOUNTS FECENAELE L) L
L) & 1] G0 [FENCE CPERATION WOGRART WO GRART Ty o200 | WOCHERS PATAEIE T TS
) & 5] 530 |FRLCECPERATION WO-GRART WO ERART bty 202000000 | TS FAY & OTHER A ] L0 I
= S SEE S |FRANCE CEEEATI AOCERTT o b7y |FSPENeF S ARl o
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The Projects LTD revenue and Expenditures shows details by ChartField combination for all
Lecture 5: : . : . o

. Project related fields. It shows the results of transactions through multiyear project life.
Project LTD The report can be run by project to see all transactions or limited by a combination of
Revenue and  ChartFields.

Expenditures 1. Navigate to the Query Report Scheduler page: Main Menu > Financial / Supply Chain

(FSCM) > Finance & Accounting > GL Work Center > Reports/Processes > Ad Hoc
Report > Bl Publisher Query Report Scheduler

2. The page below allows users to search for an existing Report or begin the process of
adding a new one. If the users don’t have one already, the users must Add a New
Value.

e The Run Control ID is unique to the User ID. Other users will not see others’ Run
Control ID or vice versa.

e Users can use a generic Run Control ID that can be used in the future or make it
specific if there is always a specific combination that is reviewed frequently.

e After creating a Run Control ID, the next time accessing the page, the Find an Existing
Value can be used by Searching and selecting.

< Finance & Accounting Query Report Scheduler
b Links
Query Report Scheduler
|» Queries

Eind an Existing Value J| Add a New Value

= Reports/Processes

Run Control ID||
Ad Hoc Reports

Query Viewer Add

Bl Publisher Query Report Schedule

Schedule Query Find an Existing Value | Add a Mew Value

Journal Reports i

3. Enter the Report Name.

¢ Finance & Accounting Query Report Scheduler

Query Report Scheduler
Run Control ID* md_GL225 Report Manager Process Monitor Run
Language Enghsh

Report Definition

Data Source Typel v

I Report Name [MD_GLR225 Q I

Temiplate IO Q
Template As OF Date 2] Channel

Go to BIP Report Search

n i save || =] Notify ) add || 2] Update/Display
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4. After entering value, select the magnifying glass.
Lecture 5: o N : : :
. 5. Complete required information Fiscal Year and Accounting Period are required,
Project LTD ChartFields if left blank bring back all values for that ChartField.
Revenue and e Ejther enter individual ChartField values or a Tree Node name for a group of values.
Expenditures 6. Select OK.

Help
MD_GLR226_PC_LIFE_TO_DATE_QR]

Preject [000000000001082]

o

Fund aq
Grant 3q
Cancel

7. Select Run.

e If the same Run Control is used in the future, to change the input Query Parameters,
select ‘Update Parameters’ and repeat previous steps.

Query Report Scheduler
Run Contrel Il md_GL225 Report Manager Frocess Monitor Rumn
Language Enghsh

Report Definition

Data Source Type [ Query |

Report Name |MD_GLRZZ9 S eroject Life To Date Balances

Template ID|MD_GLR225_1 Q. Project Life To Date Salances

Template As Of Date 2 Channel

Query Parameters

Prompt Name Prompt Value
PROJECT_ID 000000000001082
FUND_CODE

OPERATING_UNIT

o to BIP Report Search
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8. Select the Output Format desired, it is preferred to use Excel or XLS to be able to filter
Lecture 5: the report

Project LTD 9. Select OK.
Revenue and

EXpendltureS Process Scheduler Request x
Help
User ID MD_GL_DFT_REPORTER Run Control ID md_3L236
Server Mame] o] Run Date | 02/17/2020 &1
Recurrence o Run Time | 1:28:24FM Reset to Cumrent DateTime
Time Zone a
Process List
Select Description Process Name Process Type *Type *Format Distribution
Bl Publisher Query Report PEXPARYRPT Bl Publisher web v [ALS ~ | Pistribution
| (538 I Cancel

10. Note the Process Instance number. Select the Report Manager Hyperlink.

Query Report Scheduler

Run Control ID md_GL225 I Report I.-'ara;e'l"cce =5 Maonitor Run

Language Engksh I Process Instance: 188240 I

Report Definition

Data Source Type | Query b I
Report Name |MD_GLR225 A Froject Life To Date Balances
Template ID MD_GLR225_1 QA Project Life To Date Salances

Template As Of Date I:I ) Channel

Update Farameters.

Query Parameters

Prompt Mame Prompt Value
PROJECT_ID 0000C0000001082
FUND_CODE

DPERATING_UNIT
Go to BIP Report Search

il Save || =] Notify EF add || 2] updateDisplay

11. Match the Process Instance number from the previous step, the Refresh button may
need to be selected.
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Lecture 5:
Project LTD

12. After matching the Process Instance number, click on the Report hyperlink.

Revenue and

1 List | Explorer Administration Archives
Expenditures | ;
View Reports For
Folder i v Instance to
Name Created On
Reports
B Q
Report Report Description
MD_GLR226 - MD_GLR226 -
MD_GLR226_PC_LIFE_TO_DATE s |MD_GLR226_PC_LIFE_TO_DATE XLSX

Refresh

Last

Folder Name

General

< Finance & Accounting Query Report Scheduler

1|  Days

6076 v | view Al

Completion Report
Date/Time D

091720
141PM

Process
Instance

46282 198249

13. If this message below is received, select No.

e Depending on the user’s workstation configuration, the file will open or require the

user to save the document.

Do you want to save your changes? Click Yes to go back and save, or Mo to discard your changes.

No
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Lecture 5:
|
Project LTD

Revenue and Report
Expenditures ReportID 4522 Process Instance 195249

Name XMLP Process Type XML Publisher

Run Status  Success

MD_GLR226 - MD_GLR226_PC_LIFE_TO_DATE xlsx

Distribution Details

Distribution Node BALANCED Expiration Date 09/24/2020
File List
Name File Size (bytes) Datetime Created
MD_GLR226_PC_LIFE_TO_DATE xlsx 11,575 09/17/2020 1:41:40.857101PM EDT

Distribute To

Distribution ID Type +Distribution 1D
User MD_GL_DPT_REPORTER
liami Dade County Run Date: 07/23/2020
Report Name: Project Life To Date Balance and Transaction Run Time: 03:09:29 PM
Fund: ALL
frant: ALL

Project: 1082

ear |Peri|TransDate |AcctgDate |Unit |Projec |Descri |Activi|Descri [Sourc [Categor|Subcateg [An Type |Fund |Descri [Dept [Descri [Accoun [Descript]Grant |Descrip[Fund  [Grant
od t ption [ty |ption [e |y ory ption ption |t ion tion  |Affil [Affil
Eillc - - -~ -l [ -|Typl~ ~ - - - ~ - . - - -~ -~
pozo 6 |03/20/2020 |03/20/2020 |MDA |statio GLE G1001 |GENER |BUOLO OFFICE CTs |NO-  [NO
DE  |000001|000001 00000 |n 1 AL |10000 [OFTHE|0OD  [PAY& |GRANT |GRANT
0s2 (082 |00001 FUND DIRECT OTHER
Pozo  [6 |03/20/2020 |03/20/2020 |MDA |statio GLE G1001 |GENER |BUO10 |OFFICE CTs |NO-  |NO
DE (000001 (000001 (00000 |n 2 AL [10000 [OFTHE|00O  [PAY& |GRANT |GRANT

nt |Journa|ID Suppli |Vouch |Line |PO No.|Line Distrib |Asset [Invoic |Billing |Expense [ID Deposit|Invent (Trans [Amou|BU

il 11D er er ution |ID e Item ID |Report ID ID ory Descr [nt Amou
- - - - - - - TS - = - = - - |item ~ - ~|nt [~
000000 0 0 0 000000 Grant 5.00( 5.00

0131 000005 'with

Matchi

oooooo 0 o o Grant 2.00| 2.00

0131 'with
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These are the various custom reports that include Budget information, the highlighted
row is how to run this report. The list of all reports is shown for easier comparison to run

the report based on needs.

Report Description

Comments

RPT-GL-203 Rev Exp by
Fund Dept Grant

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept and/or Grant Displays budget from
the A_REV Ledger Group for Revenue accounts that begin
with a 4 and A_DETAIL Ledger Group for Expenditure
Accounts that begin with a 5 and compares to the Actuals
ledger for YTD with the available budget and displays current
month activity and prior year to date.

RPT-GL-242 Budget to
Actuals Exp

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
and encumbrances from the A_REV Ledger Group for
Revenue accounts that begin with a 4 and A_DETAIL Ledger
Group for Expenditure Accounts that begin with a 5 and
compares to the Actuals ledger for YTD with the available
budget, and displays prior year to date.

RPT-GL-249 Budget to
Actuals Revenue

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
from the A_REV Ledger Group for Revenue accounts that
begin with a 4 and compares to the Actuals ledger for YTD
with the available budget, and displays prior year to date.

RPT-GL-270 Budget to
Actual Comparison

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
from the A_REV Ledger Group for Revenue accounts that
begin with a 4 and A_DETAIL Ledger Group for Expenditure
Accounts that begin with a 5 and compares to the Actuals
ledger for YTD with the available budget, and displays prior
year to date budget and expenditures.

RPT-GL-323 GO Bond
Series All Years Revenue
and Expenditures
against Budget

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund or Source Type Displays budget from
M_CAPDTL Ledger Group and compares to the Actuals ledger
for All Budget Years, All Actuals and Current Month and
Current Year to Date.
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The benefit of this delivered report is that it can be sent to people who prefer not to sign
into INFORMS. However, the downside is the report is a snapshot in time. As additional
transactions are executed, the results are impacted, and the report will be outdated.

1.

N

3.

Navigate to the Query Report Scheduler page: Main Menu > Financial / Supply Chain
(FSCM) > Finance & Accounting > GL Work Center > Reports/Processes > Ad Hoc
Report > Bl Publisher Query Report Scheduler

The page below allows users to search for an existing Report or begin the process of
adding a new one. If the users don’t have one already, the users must Add a New
Value.

The Run Control ID is unique to the User ID. Other users will not see others’ Run
Control ID or vice versa.

Users can use a generic Run Control ID that can be used in the future or make it
specific if there is always a specific combination that is reviewed frequently.

After creating a Run Control ID, the next time accessing the page, the Find an Existing
Value can be used by searching and selecting.

< Finance & Accounting Query Report Scheduler

» Links
Query Report Scheduler

» Queries

Find an Exisfing Value Add a New Value

w Reports/Processes

Run Conirol ID]|

Ad Hoc Reports

Query Viswer Add

Bl Publisher Query Report Schedule

Schedule Query Find an Existing Value | Add a New Value

Journal Reports

Enter the Report Name.
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Reports

< Finance & Accounting Query Report Scheduler

Query Report Scheduler
Run Control ID GL203 Report Manager Process Monitor
Language English

Report Definition

v]

2]

Data Source Ty pe|

I Report Name|MD_GLR203]

Template 1D Q

Template As Of Date: 31 Channel
Go to BIP Report Search

ol Save || =] Mofify

s Add || 7] Update/Display

After entering the value, select the magnifying glass.

Complete information: Fiscal Year and Accounting Period
left blank bring back all values for that ChartField.

are required, ChartFields if

e Either enter individual ChartField values or a Tree Node name for a group of values.

Select OK.

MD_GLR203_REVENUE_EXPENDITURE

Fizcal Year From| 2020
Fiscal YearTo| 2020
{Accounting) Period From 1
{Accounting) Period To 10
Fund | 53059
Department
Grant
OK Cancel

Help
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7.

select Update Parameters, and repeat previous steps.

8. Select Run.

inferms

Lesson 1: Processing Financial Statements and Reports
If the same Run Control is used in the future, to change the input Query Parameters,

-
counT}

Query Report Scheduler

Run Control ID MD_GLR203

Language English

Report Definition

Data Source Type[Quey v

Report Name MD_GLR203

Template ID MD_GLR203_1

Template As Of Date

Update Parameters

Query Parameters
Prompt Name

ol

Report Manager Process Monitor

Q Revenue and Expenditure

Prompt Value

& MD_GLR203 template v0.1

Channel

< Finance & Accounting Query Report Scheduler

FISCAL_YEAR

2020

FISCAL_YEAR

2020

1

m ACCOUNTING_PERIOD
ACCOUNTING_PERIOD

10

FUND_CODE

G3059

DEPTID

OPERATING_UNIT

Go to BIP Report Search

[F save ||[=] Netify

—+ Add

2| Update/Display

9. Select the output Format desired. It is preferred to use Excel or XLS to be able to filter
the report.

10. Select OK.

Select

UserID MD_GL_DPT_REPORTER

Server Name |

Recurrence

Time Zone Q

Process List

Description
Bl Publisher Query Report

Cancel

Process Scheduler Request

Run Control ID MD_GLR203

Distribution

~] Run Date | 09/22/2020 B

v Run Time|8:14:21PM Reset to Current Date/Time
Process Mame Process Type *Type *Format
PSXPQRYRPT Bl Publisher [Web  ~|[XLS

w ||Distribution

Help

11. Note the Process Instance number. Select the Report Manager Hyperlink.
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Revenue =

< Employee Self-Service Geners
Expense by

»
Fund Query Report Scheduler
Depa rtment Run Control ID MD_GLR203 I Report ManagerIProcess Menitor Run
G ra nt Language English | Process Instance: 198944 I

Report Definition
B u dgEt to Data Source Type Query
ACtU a | Report Name MD_GLR203 @ Revenue and Expenditure
Template ID|MD_GLR203_1 Q MD_6LR203 template v0.1

Template As Of Date I:li" Channel

Update Parameters

Query Parameters

Prompt Name Prompt Vaiue
FISCAL_YEAR 2020
FISCAL_YEAR 2020
ACCOUNTING_PERIOD 1
ACCOUNTING_PERIOD 10
FUND_CODE 53089
DEPTID

OPERATING_UNIT

Go to BIP Report Search

12. Match the Process Instance number from the previous step, the Refresh button may
need to be selected.
13. After matching the Process Instance number, select the Report hyperlink.

HIAH%
fcounm]
< Employee Self-Service General Ledger WorkCenter

»

‘ List H Explorer H Administration H Archives ‘

View Reports For

Folder h Instance to

Name Created On Last v 1 Days v
Reports
H Q 1-10f1 v | view Al
L Completion Report Process
Report Report Description Folder Name Date/Time D Instance
MD_GLR203 - MD_GLR203 - .
MD_GLR203 xlsx MD_GLR203 XLSX General 09/22/20 8:19PM 46914 198944

14. If the message in the screenshot below is received, select No.
e Depending on the user’s workstation configuration, the file will open or require the
user to save the document.
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Do you want to save your changes? Click Yes to go back and save, or No to discard your changes.

No

Report

Name

Run Status

File List
Name

Distribution Node

ReportID 46914
XMLP
Success

MD_GLR203 - MD_GLR203 xlsx

Distribution Details

BALANCED

Process Instance

Process Type

File Size (bytes)

MD_GLR203 xIsx

44216

Distribute To
Distribution ID Type

User

Return

“Distribution ID

MD_GL_DPT_REPORTER

198944
XML Publisher

Expiration Date 09/29/2020

Datetime Created

09/22/2020 8:19:17.938219PM EDT

15. The report opens and the functionality of the workstation is now available to review the

details.

Miami Dade County

Run Parameters
Fiscal Year From: 202
Fiscal Year To:
Accounting Peried From
Accounting Paricd To:
Fund 63058
Department:

Grant

Fiseal
Year

Fund Type Fund
(Attribut (Attribut
e) e)

Fund

Fund
Descri
ption

Depar Depar
tment tment

Report Name: Revenue and Expense by Fund, Department or Grant

Grant Grant Projec

Deser t t
Descr iptio Descri
iptio n ption

Run Date:
Run Time:

Acco Accoun Origi Supple Year To
unt  t nal mental Date
Descri Budge Budget Rctuals
ption t
269
14.3

Available Month PYTD
Expenditure Actua Actua
Budget/ 1s 1s
Unrealized
Revenue

775,230.32 289.6 2,250
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These are the various custom reports that include Budget information, the highlighted
row is how to run this report. The list of all reports is shown for easier comparison to
run the report based on needs.

Report Description

Comments

RPT-GL-203 Rev Exp by
Fund Dept Grant

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept and/or Grant Displays budget from
the A_REV Ledger Group for Revenue accounts that begin
with a 4 and A_DETAIL Ledger Group for Expenditure
Accounts that begin with a 5 and compares to the Actuals
ledger for YTD with the available budget and displays
current month activity and prior year to date.

RPT-GL-242 Budget to
Actuals Exp

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
and encumbrances from the A_REV Ledger Group for
Revenue accounts that begin with a 4 and A_DETAIL Ledger
Group for Expenditure Accounts that begin with a 5 and
compares to the Actuals ledger for YTD with the available
budget, and displays prior year to date.

RPT-GL-249 Budget to
Actuals Revenue

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
from the A_REV Ledger Group for Revenue accounts that
begin with a 4 and compares to the Actuals ledger for YTD
with the available budget, and displays prior year to date.

RPT-GL-270 Budget to
Actual Comparison

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
from the A_REV Ledger Group for Revenue accounts that
begin with a 4 and A_DETAIL Ledger Group for Expenditure
Accounts that begin with a 5 and compares to the Actuals
ledger for YTD with the available budget, and displays prior
year to date budget and expenditures.

RPT-GL-323 GO Bond
Series All Years
Revenue and
Expenditures against
Budget

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund or Source Type Displays budget from
M_CAPDTL Ledger Group and compares to the Actuals
ledger for All Budget Years, All Actuals and Current Month
and Current Year to Date.
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Lecture 7: The benefit of this delivered report is that it can be sent to people who prefer not to

Budget to sign into INFORMS. However, the downside is the report is a snapshot in time. As

Actual Expense additional transactions are executed, the results are impacted, and the report will be

outdated.

and

Encumbrances 1. Navigate to the Query Report Scheduler page: Main Menu > Financial / Supply

Remainin Chain (FSCM) > Finance & Accounting > GL Work Center > Reports/Processes > Ad
g Hoc Report > Bl Publisher Query Report Scheduler

Amount

2. The page below allows users to search for an existing Report or begin the process of
adding a new one. If the users don’t have one already, the users must Add a New
Value.

e The Run Control ID is unique to the User ID. Other users will not see others’ Run
Control ID or vice versa.

e Users can use a generic Run Control ID that can be used in the future or make it
specific if there is always a specific combination that is reviewed frequently.

e After creating a Run Control ID, the next time accessing the page, the Find an
Existing Value can be used by Searching and selecting.

< Finance & Accounting Query Report Scheduler

» Links
Query Report Scheduler

» Queries

FEind an Existing Value || Add a New Value

w Reports/Processes

Run Control ID||
Ad Hoc Reports

Query Viewer Add

Bl Publisher Query Report Schedule

Schedule Query Find an Existing Value | Add a New Value

Journal Reports

3. Enter the Report Name.
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Query Report Scheduler
Run Control ID GL@42
Language English

Report Definition

Report Manager Process Monitor Run

Data Source Ty pe|

v]

I Report Name MO_GLR2432| QI

Template ID
Template As Of Date

E] Go to BIP Report Search

ol Save | =] Motify

Q

3 Channel

"+ Add | Update/Display

4. After entering a value, select the magnifying glass.

5. Complete required information Fiscal Year and Accounting Period are required,
ChartFields if left blank bring back all values for that ChartField.
e Either enter individual ChartField values or a Tree Node name for a group of values.

6. Select OK.

Help
MD GLR242 BUDGET TO ACTUALS
Fiscal Year| 2020
{Accounting) Period From 1
rAccounting) Period To 10
Fund | 33059 ]
Depariment ]
Grant ]
Project Q
Cancel
3
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7. If the same Run Control is used in the future, to change the input Query Parameters,

select Update Parameters and repeat previous steps.

8. Select Run.

Query Report Scheduler

Run Control ID GL@42 Report Manager Process Monitor
Language English

Report Definition

Data Sc\urceTypemUer" -]

Report Name | MD_GLR242 Budget to Actuals Encumbrances

Template |0 MD_GLR242_1 QA wo GLR242 template

Template As Of Date 21 Channel

Update Parameters

Query Parameters

Prompt Name Prompt Value
FISCAL_YEAR 2020
ACCOUNTING_PERICD 1
ACCOUNTING_PERIOD 10
FUND_CODE G3059
DEPTID

OPERATING_UNIT

PROJECT_ID

9. Select the Output Format desired. It is preferred to use Excel or XLS to be able to
filter the report.

10. Select OK.

Process Scheduler Request X

UserID MD_GL_DPT_REPORTER Run Control ID MD_GLR242

Server Name| v| Run Date|09/22/2020 5
Recurrence v Run Time |8:52:33PM Reset to Current Date/Time
Time Zone Q

Process List
Select Description

Bl Publisher Query Report

*Format Distribution

XLS v

Process Type

Bl Publisher

*Type

Web N

Process Name

PSXPQRYRPT

Distribution

Cancel

Help

11. Note the Process Instance number. Select the Report Manage Hyperlink.
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oo

Budget to
Actual Expense < Employee Self-Service General Ledger \
and Query Report Scheduler
E ncum b rances Run Centrol ID MD_GLR242 I Report Manager IF’rocess Monitor Run
Rema | n | ng Language English I Process Instance: 198946 I

Report Definition
Amount

Data Source Type Query

Report Name | MD_GLR242 Q

Template ID MD_GLR242_1 Q

Template As Of Date I:lrsﬂ

Update Parameters

Channel

Query Parameters

Budget to Actuals Encumbrances

MD_GLR242 template

Prompt Name Prompt Value
FISCAL_YEAR 2020
ACCOUNTING_PERIOD 1
ACCOUNTING_PERIOD 10
FUND_CODE G3059
DEPTID

OPERATING_UNIT

PROJECT_ID

Go to BIP Report Search

12. Match the Process Instance number from the previous step, the Refresh button

may need to be selected.

13. After matching the Process Instance number, select the Report hyperlink.

o)
[counTy]
< Employee Self-Service

»

‘ List H Explorer H Administration H Archives ‘

View Reports For

Folder v Instance | ” to
Name Created On
Reports
5 Q
Report Report Description Folder Name

MD_GLR242 -
MD_GLR242.xIsx

MD_GLR242 -

MD_GLR242.XLSX General

General Ledger WorkCenter

Last v 1 | Days
1-10f1 v
Completion Report
Date/Time 1D
09/22/20 8:57PM 46918

| view Al

Process
Instance

198946

14. If this message below is received, select No.

e Depending on the user’s workstation configuration, the file will open or require

the user to save the document.
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Do you want to save your changes? Click Yes to go back and save, or Mo to discard your changes.

No

Report

ReportID 46918
Name XMLP

Run Status Success

MD_GLR242 - MD_GLR242 xlsx
Distribution Details

Distribution Node BALANCED

File List

Name

Process Instance

Process Type

198946

Message Log

XML Publisher

Expiration Date 09/29/2020

File Size (bytes)

MD_GLR242.xIsx

48,396

Distribute To
Distribution ID Type

“Distribution ID

User MD_GL DPT REPORTER

Return

Datetime Created

09/22/2020 8:57:36.773212PM EDT

Run Parameters

September 22, 2020
09:05:32 BM

Run Date:
Run Time:

Fund ) Fund

Fisca
an | pescr

Year

Dapt

_ | pesex

iptie

Proje

Accou

Aceou
nt supplem
Descr 1 | ental
iptio | Budget | Budget

varian | year

ee Expenditu
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Lecture 8: These are the various custom reports that include Budget information, the highlighted row is

Budget to
Actual
Revenue
Annual

how to run this report. The list of all reports is shown for easier comparison to run the report
based on needs.

Report Description

Comments

RPT-GL-203 Rev Exp by
Fund Dept Grant

Based on input parameters of Fiscal Year, Accounting Period(s)
by Fund, Dept and/or Grant Displays budget from the A_REV
Ledger Group for Revenue accounts that begin with a 4 and
A_DETAIL Ledger Group for Expenditure Accounts that begin
with a 5 and compares to the Actuals ledger for YTD with the
available budget and displays current month activity and prior
year to date.

RPT-GL-242 Budget to
Actuals Exp

Based on input parameters of Fiscal Year, Accounting Period(s)
by Fund, Dept, Grant or project Displays budget and
encumbrances from the A_REV Ledger Group for Revenue
accounts that begin with a 4 and A_DETAIL Ledger Group for
Expenditure Accounts that begin with a 5 and compares to the
Actuals ledger for YTD with the available budget, and displays
prior year to date.

RPT-GL-249 Budget to
Actuals Revenue

Based on input parameters of Fiscal Year, Accounting Period(s)
by Fund, Dept, Grant or project Displays budget from the A_REV
Ledger Group for Revenue accounts that begin with a 4 and
compares to the Actuals ledger for YTD with the available
budget, and displays prior year to date.

RPT-GL-270 Budget to
Actual Comparison

Based on input parameters of Fiscal Year, Accounting Period(s)
by Fund, Dept, Grant or project Displays budget from the A_REV
Ledger Group for Revenue accounts that begin with a 4 and
A_DETAIL Ledger Group for Expenditure Accounts that begin
with a 5 and compares to the Actuals ledger for YTD with the
available budget, and displays prior year to date budget and
expenditures.

RPT-GL-323 GO Bond
Series All Years Revenue
and Expenditures against
Budget

Based on input parameters of Fiscal Year, Accounting Period(s)
by Fund or Source Type Displays budget from M_CAPDTL
Ledger Group and compares to the Actuals ledger for All Budget
Years, All Actuals and Current Month and Current Year to Date.
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The benefit of this delivered report is that it can be sent to people who prefer not to sign into
INFORMS. However, the downside is the report is a snapshot in time. As additional
transactions are executed, the results are impacted, and the report will be outdated.

1. Navigate to the Query Report Scheduler page: Main Menu > Financial / Supply Chain
(FSCM) > Finance & Accounting > GL Work Center > Reports/Processes > Ad Hoc Report
> Bl Publisher Query Report Scheduler

2. The page below allows users to search for an existing Report or begin the process of
adding a new one. If the users don’t have one already, the users must Add a New Value.

e The Run Control ID is unique to the User ID. Other users will not see others’ Run Control
ID or vice versa.

e Users can use a generic Run Control ID that can be used in the future or make it specific if
there is always a specific combination that is reviewed frequently.

e After creating a Run Control ID, the next time accessing the page, the Find an Existing
Value can be used by Searching and selecting.

< Finance & Accounting Query Report Scheduler

» Links
Query Report Scheduler

» Queries

Find an Exisfing Value Add a New Value

v Reports/Processes

Run Conirol ID||
Ad Hoc Reports

Query Viswer Add

Bl Publisher Query Report Schedule

Schedule Query |I| Find an Existing Value | Add a New Value

Journal Reports

3. Enter the Report Name.
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Query Report Scheduler
Run Control 1D gl243 Report Manager Process Monitor
Language English

Report Definition

Data Source Tl,'pe| v]

I Report Name MD_GLR249 Q I

Template 1D Q,
Template As Of Date ) Channel

u Go to BIP Report Search

) Save || =] Notify 5% Add || 2] update/Q

After entering a value, select the magnifying glass.

Complete required information Fiscal Year and Accounting Period are required,

ChartFields if left blank bring back all values for that ChartField.

Either enter individual ChartField values or a Tree Node name for a group of values.

Select OK.

Help
MD GLR249 REVENUE VARIANCE RPT

Fizcal Year| 2020

{Accounting) Period From 1

{Accounting) Period To 9
Fund Code: | G1001| &
Department 2y
Grant -
Project o

Cancel

-
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If the same Run Control is used in the future, to change the input Query Parameters,

select Update Parameters and repeat previous steps.

Select Run.

Query Report Scheduler
Run Control 1D gl249 Report Manager Process Monitor

Language English

Report Definition

Data SourceType|Ql-ler" v

Report Name MD_GLR249 Revenue Variance Report

Template ID| MD_GLR245_1 Q,

Template As Of Date Bl Channel

I Update Parameters

Query Parameters

Prompt Name Prompt Value
FISCAL_YEAR 2020
ACCOUNTING_PERICD 1
ACCOUNTING_PERICD 9
FUND_CODE G1001
DEPTID

OPERATING_UNIT

PROJECT_ID

inferms

9. Select the Output Format desired. It is preferred to use Excel or XLS to be able to filter the

report.
10. Select OK.
Process Scheduler Request X
Help
UserID MD_GL_DPT_REPORTER Run Control ID MD_GLR249
Server Name | v Run Date |09/22/2020 )
Recurrence b Run Time |9:14:41PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
Bl Publisher Query Report PSXPQRYRPT Bl Publisher [Web v |[xLs v ||Distribution
Cancel

11. Note the Process Instance number. Select the Report Manager Hyperlink.

12. Match the Process Instance number from the previous step, the Refresh button may need

to be selected.
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»
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=D
jcounT]
< Employee Self-Service Gener

Query Report Scheduler

Run Control ID MD_GLR249

Language English

Report Definition

Data Source Type Query

I Report Managerl Process Monitor

I Process Instance: 198948 I

Report Name |MD_GLR245 A Revenue Variance Report
Template ID | MD_GLR249_1 Q
Template As Of Date :3 Channel
Update Parameters
Query Parameters
Prompt Name Prompt Value
FISCAL_YEAR 2020
ACCOUNTING_PERIOD 1
ACCOUNTING_PERIOD 9
FUND_CODE G1001
DEPTID
OPERATING_UNIT
PROJECT_ID

Go to BIP Report Search

13. After matching the Process Instance number, select the Report hyperlink.

)

< Employee Self-Service

»

‘ List H Explorer H Administration H Archives ‘

View Reports For
Folder

Name

Reports
H Q

Report

MD_GLR249 -
MD_GLR249 xlsx

~ Instance

Created On

Report Description

MD_GLR249 -
MD_GLR249 XLSX

General Ledger WorkCenter

.

Last

Folder Name

General

v

1-10f 1

Completion
Date/Time

09/22/20 9:19PM

1

Days

Report

ID

46922

[ ViewAll

Process
Instance|

198948

14. If this message below is received, select No.
e Depending on the user’s workstation configuration, the file will open or require the user
to save the document.
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Do you want to save your changes? Click Yes to go back and save, or No to discard your changes.

No

Report
ReportID 46922
Name XMLP
Run Status Success

MD_GLR249 - MD_GLR249 xlsx

Distribution Details

File List
Name

Distribution Node BALANCED

Process Instance 19894

8

Process Type XML Publisher

File Size (bytes)

MD_GLR249 xlsx

11,624

Distribute To
Distribution ID Type

User

Return

“Distribution ID

MD_GL_DPT_REPORTER

Expiration Date 09/29/2020

Message Log

Datetime Created

09/22/2020 9:19:09.814382PM EDT

Miani Dade County

characters

Run Date:

September 22, 2020

Report Name: Pudget to Actuals Revenue Annual Amount Run Time 09:29:06 B
Run Parameters

Fiscal Year 2020

Accounting Period From 1

Accounting Period To 9

Fund 01001

Departaent

arant

Project

Tiscal  Pund Type Fund Fund  Fund Department DepartmentDepartment Project Project  Orant Orant Account Account
Year (Attribute) (Attribute) Description first 2 Description Description Description Description

EPstimated Supplemental Year To Date Available Budget/ Month Actuals
Budget Actuals Unrealized Revenue
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Lesson 1: Processing Financial Statements and Reports

These are the various custom reports that include Budget information, the highlighted
row is how to run this report. The list of all reports is shown for easier comparison to run
the report based on needs.

Report Description

Comments

RPT-GL-203 Rev Exp by
Fund Dept Grant

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept and/or Grant Displays budget from
the A_REV Ledger Group for Revenue accounts that begin
with a 4 and A_DETAIL Ledger Group for Expenditure
Accounts that begin with a 5 and compares to the Actuals
ledger for YTD with the available budget and displays current
month activity and prior year to date.

RPT-GL-242 Budget to
Actuals Exp

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget and
encumbrances from the A_REV Ledger Group for Revenue
accounts that begin with a 4 and A_DETAIL Ledger Group for
Expenditure Accounts that begin with a 5 and compares to
the Actuals ledger for YTD with the available budget, and
displays prior year to date.

RPT-GL-249 Budget to
Actuals Revenue

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
from the A_REV Ledger Group for Revenue accounts that
begin with a 4 and compares to the Actuals ledger for YTD
with the available budget, and displays prior year to date.

RPT-GL-270 Budget to
Actual Comparison

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
from the A_REV Ledger Group for Revenue accounts that
begin with a 4 and A_DETAIL Ledger Group for Expenditure
Accounts that begin with a 5 and compares to the Actuals
ledger for YTD with the available budget, and displays prior
year to date budget and expenditures.

RPT-GL-323 GO Bond
Series All Years Revenue
and Expenditures
against Budget

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund or Source Type Displays budget from
M_CAPDTL Ledger Group and compares to the Actuals ledger
for All Budget Years, All Actuals and Current Month and
Current Year to Date.
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Lesson 1: Processing Financial Statements and Reports

The benefit of this delivered report is that it can be sent to people who prefer not to sign
into INFORMS. However, the downside is the report is a snapshot in time. As additional
transactions are executed, the results are impacted, and the report will be outdated.

1. Navigate the Query Report Scheduler page: Main Menu > Financial / Supply Chain
(FSCM) > Finance & Accounting > GL Work Center > Reports/Processes > Ad Hoc
Report > Bl Publisher Query Report Scheduler

2. The page below allows users to search for an existing Report or begin the process of
adding a new one. If the users don’t have one already, the users must Add a New
Value.

e The Run Control ID is unique to the User ID. Other users will not see others’ Run
Control ID or vice versa.

e Users can use a generic Run Control ID that can be used in the future or make it
specific if there is always a specific combination that is reviewed frequently.

e After creating a Run Control ID, the next time accessing the page, the Find an Existing
Value can be used by Searching and selecting.

< Finance & Accounting Query Report Scheduler

» Links
Query Report Scheduler

Find an Existing Value || Adda New Value

Run Gontrol 1D]]

2 Queries

' Reports/Processes

Ad Hoc Reports

Query Viewer Add

Bl Publisher Query Report Schedule

Schedule Query n Find an Existing Value | Add a New Value

Journal Reports

3. Enter the Report Name.
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Lecture 9:
Budget to Query Report Scheduler
ACtual Run Control ID gI270 Report Manager Process Monitor
Com arison Language English
p Report Definition
by SeIeCted Data Sc:-urceType| b
ChartFields Ceport Name D, GLE2TY a
Template ID Q
Template As Of Date e Channel
Go to BIP Repori Search
ol save ||[=] Motify % Add

4. After entering a value, select the magnifying glass.
5. Complete required information Fiscal Year and Accounting Period are required,
ChartFields if left blank bring back all values for that ChartField.

e Either enter individual ChartField values or a Tree Node name for a group of values.

6. Select OK.

Help
MD_GLR270_BDGT_ACTUALS COMPARE

Fizcal Year From| 2020

Fiscal Year To| 2020
{Accounting) Period From 1
{Accounting) Period To 1

Project Q

Fund|G3059 6y

Department

Grant

Cancel
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7. If the same Run Control is used in the future, to change the input Query Parameters,
Lecture 9: .
select Update Parameters and repeat previous steps.
Budget to
Actual 8. Select Run.
Comparison
by Selected Query Report Scheduler

ChartFIeldS Run Control ID gl270

Language English

Report Definition

Report Manager Process Monitor

Data Source Type [ Query

v

Report Name | MD_GLR270

Template ID| MD_GLR270_1

Template As Of Date

Update Parameters

Query Parameters

E

Budget to Actuals Comparison

A p_GLR270 template

Channel

Prompt Name Prompt Value
FISCAL_YEAR 2020
FISCAL_YEAR 2020
ACCOUNTING_PERICD 1
ACCOUNTING_PERIOD 1
PROJECT_ID

FUND_CODE G3059
DEFPTID

OPERATING_UNIT

9. Select the Output Format desired.

It is preferred to use Excel or XLS to be able to filter

the report.
Process Scheduler Request X
Help
UserID MD_GL_DPT_REPORTER Run Control ID MD_GLR270
Server Name v Run Date |09/22/2020 [#]
Recurrence v Run Time | 10:18:15FM Reset to Current Date/Time
Time Zone Q,

Process List

Select Description Process Name Process Type *Type *Format Distribution

Bl Publisher Query Report PSXPQRYRPT Bl Publisher Web v (f XLS w HDistribution

10. Select OK.

11. Note the Process Instance number. Select the Report Manager hyperlink.
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Mmmg
JcounTy]

Lecture 9:

Budget to
Actual
Comparison Query Report Scheduler

by Selected Run Control ID MD_GLR270 I Report ManagerIPrncess Monitor Run
. Language English Process Instance: 198950
ChartFields [ e e |

Report Definition

Data Source Type Query

Report Name [MD_GLR270 & Budgetto Actuals Comparison

Template ID MD_GLR270_1 Q MD_GLR270 template

Template As Of Date l:l@ Channel

Update Parameters

Query Parameters

Prompt Name Prompt Value
FISCAL_YEAR 2020
FISCAL_YEAR 2020
ACCOUNTING_PERIOD 1
ACCOUNTING_PERIOD 1
PROJECT_ID

FUND_CODE G3059
DEPTID

OPERATING_UNIT

Go to BIF Report Search

12. Match the Process Instance number from the previous step, the Refresh button may
need to be selected.

13. After matching the Process Instance number, select the Report hyperlink.

MIAHL@
JcounTy]

< Employee Self-Service

General Ledger Work

»

| List || Explorer || Administration H Archives |

View Reports For

Name Created On Last > 1 Days v
Reports
B Q 1-10f1 v | ViewAll
- Completion Report Process
Report Report Description Folder Name Date/Time D S
MD_GLR270 - MD_GLR270 -
MD_GLR270 xlsx MD_GLR270.XLSX General 09/22/20 10:27PM 46926 198950

14. If this message below is received, select No.
e Depending on the user’s workstation configuration, the file will open or require the
user to save the document.
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Lecture 9:

Budget to Do you want to save your changes? Click Yes to go back and save. or No to discard your changes.
Actual Jes No
Comparison

by Selected
ChartFields

Report

ReportID 46926 Process Instance 193950 Message Log
MName XMLP Process Type XML Publisher

Run Status Success

MD_GLR270 - MD_GLR270.xlsx

Distribution Details

Distribution Node BALANCED Expiration Date  09/29/2020
File List
Name File Size (bytes) Datetime Created
MD_GLR270.xlsx 41,054 09/22/2020 10-27-30.007609PM EDT

Distribute To

Distribution ID Type Distribution 1D
User MD_GL_DPT_REPORTER
Return
Miami Dade Gounty Aun Date: Septenber 22, 2020
Report Name: Budget to Actusls Camparisen Run Time: 10:36:21 P

Bun Parameters

BY

Fund Grant Ac 'Ic;ll Y Tolt‘ PY Pri
Fisc|Type| Fund(h Fund Dept FProje Project D.::t Acco nun R:!Illnﬁ Expend Cuzzen cx Reve | Expend ‘:::: i
al | (Att | ttribu |Fund|Deseript | Dept | Descrip 3 | pescrip | Grant t Year|Varia = Varia

) ot iptio | unt | Deseri | e iture nue | iture |Actua

Year [ribu| te) ion tion tion 5 Actual| nce ) nce

&5 n ption |Estima|Budget Esti | Budget [ 1

te mate

2020 |eF

2020 [6F  |GFO3
us ADMIN

2020 |6F  |&FO3 - a.00| 77

2020 |er  |ar o. a0 an 0.0
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Lecture 10: These are the various custom reports that include Budget information, the highlighted
GO (General row is how to run this report. The list of all reports is shown for easier comparison to run
Obligation) the report based on needs.

Bond Series Report Description Comments

All Years RPT-GL-203 Rev Exp by | Based on input parameters of Fiscal Year, Accounting

Revenue and
Expenditures

Fund Dept Grant

Period(s) by Fund, Dept and/or Grant Displays budget from
the A_REV Ledger Group for Revenue accounts that begin
with a 4 and A_DETAIL Ledger Group for Expenditure
Accounts that begin with a 5 and compares to the Actuals
ledger for YTD with the available budget and displays
current month activity and prior year to date.

RPT-GL-242 Budget to
Actuals Exp

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
and encumbrances from the A_REV Ledger Group for
Revenue accounts that begin with a 4 and A_DETAIL Ledger
Group for Expenditure Accounts that begin with a 5 and
compares to the Actuals ledger for YTD with the available
budget, and displays prior year to date.

RPT-GL-249 Budget to
Actuals Revenue

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
from the A_REV Ledger Group for Revenue accounts that
begin with a 4 and compares to the Actuals ledger for YTD
with the available budget, and displays prior year to date.

RPT-GL-270 Budget to
Actual Comparison

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund, Dept, Grant or project Displays budget
from the A_REV Ledger Group for Revenue accounts that
begin with a 4 and A_DETAIL Ledger Group for Expenditure
Accounts that begin with a 5 and compares to the Actuals
ledger for YTD with the available budget, and displays prior
year to date budget and expenditures.

RPT-GL-323 GO Bond
Series All Years
Revenue and
Expenditures against
Budget

Based on input parameters of Fiscal Year, Accounting
Period(s) by Fund or Source Type Displays budget from
M_CAPDTL Ledger Group and compares to the Actuals
ledger for All Budget Years, All Actuals and Current Month
and Current Year to Date.
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The benefit of this delivered report is that it can be sent to people who prefer not to sign
into INFORMS. However, the downside is the report is a snapshot in time. As additional
transactions are executed, the results are impacted, and the report will be outdated.

1.

3.

Navigate to the Query Report Scheduler page: Main Menu > Financial / Supply
Chain (FSCM) > Finance & Accounting > GL Work Center > Reports/Processes > Ad
Hoc Report > Bl Publisher Query Report Scheduler

The page below allows users to search for an existing Report or begin the process of
adding a new one. If the users don’t have one already, the users must Add a New
Value.

The Run Control ID is unique to the User ID. Other users will not see others’ Run
Control ID or vice versa.

Users can use a generic Run Control ID that can be used in the future or make it
specific if there is always a specific combination that is reviewed frequently.

After creating a Run Control ID, the next time accessing the page, the Find an Existing
Value can be used by Searching and selecting.

< Finance & Accounting Query Report Scheduler

» Links
Query Report Scheduler

Find an Existing Value |[CAdd a New Value

Run Control 10|

» Queries

* Reports/Processes

Ad Hoc Reports.

v

Query Viewer Add

Bl Publisher Query Report Schedule I

Schedule Query Find an Existing Value | Add a New Valug

Journal Reports

Enter the Report Name.
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Query Report Scheduler
Run Control 1D gI323 Report Manager Process Monitor
Language English

Report Definition

Data Source Type| v]
a, I

Template ID Q

I Report Name | MD_GLR323|

Template As Of Date [z Channel

} Go to BIP Report Search

o) Save || =] Motify

% Add

| Update/Displa:

4. After entering a value, select the magnifying glass.

5. Complete required information Fiscal Year and Accounting Period are required,

ChartFields if left blank bring back all values for that ChartField.
e Either enter individual ChartField values or a Tree Node name for a group of values.

6. Select OK.

Helg
MD GLR323 ALL YEARS REVENUES

2010
2020

{Accounting) Period From 1

Fizcal Wear From
Figcal Year To

(Accounting) Period To 9
Fund | CEH10| i
Source Type L |

Cancel
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Lecture 10:

select Update Parameters and repeat previous steps.

GO (General

Obligation) 8. Select Run.

Bond Series

All Years Query Report Scheduler

Revenue and Run Control ID gl323
. Language English

Expenditures

Report Definition

Report Manager Process Monitor

Data Source Type| Query

v]

Report Name| MD_GLR323

Template ID| MD_GLR323_1

Template As Of Date 21
Update Parameters

Query Parameters

Allears Revenue

Q All Years Revenue and Expendit

Channel

Prompt Name Prompt Value
FISCAL_YEAR_FROM 2010
FISCAL_YEAR_TO 2020
ACCOUNTING_PERICD 1
ACCOUNTING_PERIOD 9
FUND_CODE CBH10

RESOURCE_TYPE

9. Select the output Format desired, it is preferred to use Excel or XLS to be able to

filter the report.

10. Select OK.

User ID MD_GL_DPT_REPORTER

Server Name |

Recurrence

Time Zone &}

Process List
Select Description

Bl Publisher Query Report

Cancel

Process Name

PSXPQRYRFT

Process Scheduler Request

Run Control ID MD_GLR323

Run Date | 09/22/2020 El
Run Time | 10:40:08FM

Reset to Current Date/Time

Process Type *Type *Format

Distribution

Bl Publisher Web v i XLS

w dDistribution

Help

11.

Note the Process Instance number. Select the Report Manager Hyperlink.

7. If the same Run Control is used in the future, to change the input Query Parameters,
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Mm.ma
jcounTy]

»
Query Report Scheduler
Run Control ID MD_GLR323
Language English
Report Definition

Data Source Type Query

Report Name |MD_GLR323

Update Parameters

Query Parameters

Template 1D |MD_GLR323_1

Template AsOfDate [ |5

I Report Managerl Process Monitor

I Process Instance: 198952 I

Q All Years Revenue

Q All Years Revenue and Expendit

Channel

Go to BIF Report Search

Prompt Name Prompt Valug
FISCAL_YEAR_FROM 2010
FISCAL_YEAR_TO 2020
ACCOUNTING_PERICD 1
ACCOUNTING_PERIOD 9
FUND_CODE CEH10
RESOURCE_TYPE

< Employee Self-Service

12. Match the Process Instance number from the previous step, the Refresh button may

need to be selected.

13. After matching the Process Instance number, select the Report hyperlink.

MIAMIDAD:

< Employee Self-Service

General Ledger Wor

:

»
| List | | Explorer ‘ ‘ Administration ‘ | Archives |
View Reports For
Folder . Instance
Name Created On Last v 1| Days
Reports
H Q 1-10f1 w
- Completion Report
Report Report Description Folder Name DatelTime D
MD_GLR323 - MD_GLR323 - .
1 MD_GLR323 xisx MD_GLR323.XLSX General 09/22/20 10:43PM 45830

v

| ViewAll

Process|
Instance

188952

14. If this message below is received, select No.

Depending on the user’s workstation configuration, the file will open or require the

user to save the document.
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Do you want to save your changes? Click Yes to go back and save, or No to discard your changes.

Report
ReportID 46930
Name XMLP
Run Status  Success
MD_GLR323 - MD_GLR323 xlsx

Distribution Details

Distribution Node BALANCED

File List

Name

Process Instance

Process Type

MD_GLR323.xlsx

Distribute To
Distribution ID Type

Return

Expiration Date 09/29/2020

File Size (bytes)

8,605

Distribution 1D

198952
XML Publisher

Datetime Created

09/22/2020 10:43:02.787206PM EDT

User MD_GL_DPT_REPORTER

Miami Dade County

Repart Mame: i

Run Parameters

Fiscal Vear From: 2010

Fiscal Vear To. 020

Accounting Period From: 1

Accounting Period To: 9

Fund canio

Source Type

FundType  fumd fund  FundDescription  SourcType  Souree Type Deseription

(asribute)  Astribute)

[ 8320 CBHIO  GOBSRI6A1RSISOS  AIOD PIALEAH GAADENS WES

L MPROVE

] cs320 caHIo

= czs20 cEHIo

@ a1z canio s180:  wesse CuBAN MUSEUM

@ a3z CBHI0  GOBSRI6A1RS1004 18334 CUBAN MUSEUM
CuLTURA:

© 320 CEWI0  GOBSRISAIADIO0S  #B334 CUBAN MUSEUM
CULTURALLIE

s cs320 CBHIO  GOBSRIGA1RSIS0L  AI0D4 HIALEAH GAADENS WS
ULTURALLIE MPROVE

c czs20 cEHIo

@ csam can1o CUBAN MUSEUM

@ casz canio CUBAN MUSEUM

@ a3z csr10 A1 791804 CUBAN MUSEUM
CULTURALLIE

Project

PD23620L

CEUa00003000774

€CUO00003000774

CCUG000D3000774

Poa36201

V000003000774

€CUO000D3000774

Praject Description

Police Grant PD235201

Cuban Musesm

Cuban Musesm

Cuban Musesm

Police Grant PO235201

Cuban Musesm

Cubin Musewm

Run Date: September 22, 2020

Run Thme: 10:51:31 P

PERSONNEL  PERSONNEL

CONSTRUCTIC  CONSTRUCTION VICTORY

CONSTRUCTIC ~ CONSTRU a

CONSTRUCTIC  CONSTRUCTION
N

PERSONNEL  PERSONNEL

CONSTRUCTIC  CONSTRUCTIO

CONSTRUCTIC  CONSTRUCTION
M

4313900001

4411000001

4220000002

4124100001

5920130000

5450180000

5450110000

Account Description

FED GRT-OTHR PHYSICAL ENVIRGHT

RECORDING FEES

RER PLAN REVIEWS

FIRST LCL OPT GAS TH(1-6CENT)

SUB TOTAL REVENUE

OTHER COSTS OF ACQUIRING BLOG

OTHER CONSTR MATALS & SUPPL

ELECTRICAL FIXTURES
SUB TOTAL EXPENDITURE

ToTAL

Al vears
Budget
6.000,000.00
000
1000075 00
o0

[

[T
700002500
6,000,000.00
0%
Loooazs 00
[

000

700002500

1520100

720100
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Lesson 1: Training Activity 5

Demonstration The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Instructions Please refer to Activity 5 on the FIN301 Training Activity and Data Sheet.

This activity will be performed individually; users must complete it on users classroom
workstation using the INFORMS training environment. Users Instructor will tell users
how to log into INFORMS.

Users will determine how to perform the activity by following the FIN301 Training
Activity and Data Sheet and by using the training materials as reference tools.

Instructor(s) are available if users have questions.
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Lesson 1: Training Exercise

Debrief 1. When are the Budget Overview amounts impacted?

-0

2. What are the three Accountability Ordinances for the annual Appropriation ledger?
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Lesson 1: Lesson Summary

Lesson Now that users have completed the Processing Financial Statements and Reports lesson,
Summary users should be able to:
- e Access the Ledger Inquiry page
{ e Access the Budget Overview page
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Module 6: Course Summary
Course The Course Summary module covers three topics:

Summary e Course Content Summary
. e Additional Training and Job Aids

Y e Course Evaluation

inferms
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Module 6: Course Summary

Objectives Congratulations! You have completed the Managing the General Ledger course. You now
Achieved should be able to:

a e Understand the General Ledger end-to-end to processes
{ e Comprehend the General Ledger integration points with other INFORMS modules
e Create and maintain ChartFields
e Create and process Journal Entries
e Process financial statements and reports
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Module 6: Course Summary
Other training courses users may be eligible to take, based on the role(s) assigned, include:

e FIN 209 - Create, Maintain, Budget, and Capitalize Projects
e FIN 210 - Create and Amend Contracts
e FIN 211 — Create and Maintain Grants

Users also have the following resources available to users:

User Productivity Kits

e Approve ChartField Request

e Copy Journal Entries

e Create ChartField Request

e Journal Creation Online

e Journal Creation via Spreadsheet

Job Aids
e N/A
For additional information, be sure to visit:

e Miamidade.gov/informs
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Module 6: Course Summary

The following key terms are used in this course:

Term Definition

A 10-character INFORMS field replaces FAMIS Sub object, GL
and Subsidiaries. The first character represents the type of

Account account. 1 = Assets; 2 = Liabilities, 3 = Equity/Fund Balance, 4
= Revenue, 5 = Expense
Approval occurs through a workflow for management
Approval pp 8 8
review.
Attachment Ability to upload supporting documentation for management

GL workflow approval and auditor considerations.

Balancing Lines

All Journal entries require the total Debits to equal total
Credits by self-balancing ChartFields.

Budget Checking

The process used to ensure that the expense transactions
meet the requirements of the Appropriation Ledger based on
Fund, Department and Account roll up as well as does not
exceed the available budget amount.

Budget Overview

Shows the remaining budget available balance for the
annual Appropriation ledger

Business Unit

Business Units are defined for each entity and used to
maintain and report on transactional data.

Combination Edits/
Combination Editing

Combination edits prevent errors in the combination of
ChartFields values in INFORMS. They validate the
accounting string prior to processing and return errors for
invalid combinations.

Credit amount

In the Amount column, enter a value with a negative sign in
front of the amount.

Debit amount

In the Amount column, enter a positive value (no negative
sign in front of the amount).

Deleting

A journal can be deleted until it has been posted. The
reason for deletion is typical because the journal was
created in error. Journals from the submodule cannot be
deleted.

Department

A 10-character INFORMS field with the following structure:
the first two digits represent the Department, next two the
Division, the next two the Section, the next two the Sub
Section, and the final two represent the Unit. This replaces
FAMIS Org.

Editing

Entries must balance and pass combination edits.

Fund

Self-Balancing field with the ability to run Trial Balance. This
replaces FAMIS Fund Structure, and in some, Fund Structure
and Project where the need arose to create a Trial Balance.
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Module 6: Course Summary

Key Terms  The following key terms are used in this course:

/ Term Definition

Approval is gained through a workflow for management review.
GL Workflow Approval | Journals created from submodules or external department
systems are not subject to GL approval.

Self-Balancing field with the ability to run Trial Balance. This
replaces FAMIS Grant Detail.

A journal is used to post accounting transactions to a ledger.
There are different types of Journals. For example, there are
Journal journals in the GL system, Spreadsheet Journals, Journals from
Journal Generator used to create journals from other modules like
Accounts Payable and Accounts Receivable, etc.

Journal Date identifies the date that a journal is effective
(Accounting date). The Accounting Date translates to
Accounting Periods where the effects of the journal will be
posted.

The Journal Header contains the information that uniquely
identifies the journal (business unit, journal ID, and journal
date), and the options that enable users to quickly set up
adjusting and reversing entries.

Journal lines record the monetary and statistical amounts
(some Account ChartFields will be configured to record
statistics), and the ChartField values associated with each
transaction.

Ledger Inquiry Displays details of ledger balances including journal ID.

This process commits journal balances to the ledger table in a
summarized manner by ChartField combination and accounting
period. The ledger table is where most reporting is done. The
ledger table stores core ChartFields including Project, but not
Project-related ChartFields of Activity, Source, etc. That data
can be reviewed in the Project Costing table.

Project Costing Business | Previously known as Project/Project Detail. This is optional on
Unit; Project; Activity; most transaction lines, but an exception is for Capital Project
Source; Analysis Type funds.

Fund and Grant must have total debits equal total credits. This
allows for reporting by these ChartFields.

Grant

Journal Date

Journal Header

Journal Lines

Posting

Self-Balancing CF
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