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Objective: Each agency CFO is responsible for verifying the accuracy and completeness 
of the trial balance in preparation for each month end close and for the fiscal year-end 
audit. 
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Note:  All of the tools from SHARE that are used and referenced in this document begin with NMS, with the 
exception of the Trial Bal by Fund/A or Z Cd and the HCM_ACCT_LINE_DETAILS query.  These tools have been 
created specifically for the State and have been tested prior to migration into the production version of SHARE.  You 
are welcome to use the tools that Oracle provided with PeopleSoft; however, these tools have not been tested for the 
State.  Please use these tools with caution.  In addition, we suggest that you reconcile any information from the 
PeopleSoft tools with the Actuals Ledger to ensure their accuracy.   
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Trial	Balance	
 
The trial balance can be obtained by three different methods using tools from SHARE.  The results of each method are 
the same; choose which method works best for your agency.  The trial balance should be the basis of your monthly 
verification. 

#1	Trial	Balance	by	GL	On‐line	Inquiry	Download	 	 	 	 	
	 	 	
Instructions Screen Shots 

 
1. On-line Inquiry –Ledger 

(General Ledger) 
 
Navigation:  FINANCIALS, 
General Ledger, Review 
Financial Information, Ledger 

 
Note: 
General Ledger = Actuals Ledger 
You may find that General Ledger and 
Actuals Ledger are used 
interchangeably.  PeopleSoft has 
named the general ledger in its 
software as the Actuals Ledger; 
therefore, do not be confused when 
you hear Actuals Ledger in place of or 
used concurrently with General 
Ledger. 
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Instructions Screen Shots 
 

2. If this is the first time that you are 
reviewing the Ledger Inquiry, 
click on the "Add a New Value" 
folder tab to add a Run Control 
ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate inquiry 
name.  

 
Note:  If you only have one Run 
Control ID for the inquiry, the Ledger 
Inquiry Criteria will be displayed 
immediately.  You will not need to 
choose a Run Control ID.  
 
Note:  You may not need to create a 
Run Control ID every time a Run 
Control ID is required, try to use an 
established Run Control ID before 
creating a new one. 
 
Also, when creating a new Run 
Control ID, try to name the Run 
Control ID the same as the task you 
are attempting to access (i.e. 
TB_by_Fund_Account).  This will 
eliminate any unnecessary Run 
Control IDs. 
 
Currently, Run Control IDs cannot be 
deleted.   
 

 

 
 

 
3. Enter the Unit, Ledger (Actuals), 

Year, and Period From and To.  
 
Check the "Include Balance 

Forward" .  
 
Increase maximum rows to 5000.  
 

Click  to reveal the 
Chartfield Criteria of the Ledger 
Inquiry. 

 
Note:  Increasing the “Max Line” field 
will allow SHARE to display more 
than the default of 100 lines per 
screen.   
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Instructions Screen Shots 
 

4. To run the Ledger Inquiry for the 
entire agency, leave the Chartfield 
Criteria blank. 
 
To run the Ledger Inquiry for a 
specific fund, enter the fund using 
a % (wildcard) for the last digit.  
 
Select the 

view 
option. 

 
Note:  When using the Fund 
Chartfield, you must use a % sign in 
place of the last one or two digits of 
the fund number to obtain all 
transactions that have posted to the 
Actuals Ledger.  Using the wildcard 
will include activity that has posted to 
the subfunds.  Each fund has a rollup 
fund which ends in “00” (i.e. 10000, 
21000, or 65400).  Along with the 
rollup fund, a fund may have subfunds 
(i.e. 10001, 10002, 10003, 1000, and 
10005).  Each of the subfunds rolls up 
to the main fund ending in “00”.  
Including all funds and subfunds in the 
Ledger Inquiry Criteria ensures that all 
financial data is gathered for the 
specific fund. 
 
Note:  If you do not want any activity 
in a subfund (s), you will can prepare 
an AGY journal entry to move the 
activity in the subfund (s) to the rollup 
fund (00).  
 
Note:  Review the SHARE Chartfields 
10/30/07  for the complete 
designations of the chartfields 
available in SHARE.  The fund 
designations are as such: 
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Instructions Screen Shots 
 

5. The Ledger Inquiry returns a 
listing by period (month) and 
account.  The "Transaction Amt" 
column contains the total of 
transactions recorded in the 
month, the "Balance Transaction 
Amt" column contains the fiscal 
year to date balance. 

 
Note:   For balance sheet accounts, the 
activity in Period 0 is the account 
balance rolled forward of the prior 
year’s ending balances in the Actuals 
Ledger. 
 

Note:  Click  to drill down to 
specific vouchers, deposits, and/or 
journal entries. 
 

 

 
 

 
6. To download the ledger in Excel, 

click . 
 
Note:  If you are using Excel 2007, 
press the CTRL key while clicking 

. 

 

 
 

 
7. Enter the file name and save to 

your computer or network drive. 
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Instructions Screen Shots 
 
8. The ledger totals by period are 

now downloaded into Excel.  The 
agency can use the full 
functionality of Excel (Sort, 
Filter, Pivot Table, etc.) to 
analyze the data including trend 
analysis. 

 
Note:  When using the above 
download from the On-line Inquiry 
method, you need to remember that 
you will not have the individual 
transactions that created the balances 
in the accounts, unlike a query.  The 
On-line method only provides data on 
the screen it was downloaded from.  
The Ledger Inquiry provides the same 
balance information as the NMS Trial 
Balance Fund/Account report. 
 

 

 
 

 

#2	Trial	Balance	by	Fund/Acct	Report	as	PDF	 	 	 	 	 	 	
 
The process documented below will work for any report in SHARE.  The trick will be understanding the criteria and 
what the criteria will produce in a report format.  The report can be generated in different formats by selecting the 
format option you want. 
 
Instructions Screen Shots 

 
1. NMS Trial Balance Fund/Acct 

or Trial Bal by Fund/A or Z Cd 
Reports 
 
Navigation:  FINANCIALS, 
General Ledger, General 
Reports, NMS Trial Balance 
Fund/Acct 

 
Note:  If you have special and/or 
capital appropriations you will also 
need to run the Trial Bal by Fund /A 
or Z Cd report.  The following screen 
shots only detail the steps for the NMS 
Trial Balance Fund/Account report.  
As previously stated, these same steps 
will apply for any report in SHARE. 
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Instructions Screen Shots 
 

2. If this is the first time that you are 
running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name.  
 

Note:  If you only have one Run 
Control ID for the report, Nms 0447 
Runpg will be displayed immediately.  
You will not need to choose a Run 
Control ID.   
 
Note:  You may not need to create a 
Run Control ID every time a Run 
Control ID is required, try to use an 
established Run Control ID before 
creating a new one. 
 
Also, when creating a new Run 
Control ID, try to name the Run 
Control ID the same as the task you 
are attempting to access (i.e. 
TB_by_Fund_Account).  This will 
eliminate any unnecessary Run 
Control IDs. 
 
Currently, Run Control IDs cannot be 
deleted. 
 

 

 
3. Enter Business Unit, Fiscal Year, 

and Accounting Period From and 
To. 
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Instructions Screen Shots 
 

4. Click  to go to Process 
Scheduler Request.  The default 
format option is PDF; however, if 
you want the report in a different 
format remember to make the 
selection before clicking .  
Process the request by clicking 

.  You will be taken back 
to the Nms 0447 Runpg. 

 
Note:  When using a different Format 
from PDF for reports, the information 
may not be as useful to you in Excel; 
you may be unable to manipulate the 
data easily.  The data will appear in 
Excel exactly as it appears as a PDF.  
You will not be able to do a lot with 
the information such as sorting, 
filtering, or using a pivot table because 
of how the data is downloaded. 
  

 

 
 

 
5. Once back in Nms 0447 Runpg, 

click .   

 

 
 

 
6. Once in Report Manager, select 

the “Administration” folder tab to 
see the report’s status.  Clicking 

will update the status of 
the report.  The report will go 
through the following processing 
stages: Queued, Processing, 
Posting, and then Posted. 
 
Click   to go to Report 
Detail. 

 
Note:  Please be advised that clicking 

 consecutively may make you 
feel better, however; it does not make 
the process any faster.  In addition, 
you may experience fatigue and carpal 
tunnel of the index finger with 
consistent and consecutive clicking 

of . 
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Instructions Screen Shots 
 

7. Then click on the  to open the 
report.  You can save or print the 
report. 

 

 

 
 

 
8. Results 
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#3	Trial	Balance	by	Fund/Acct	Report	as	a	Query	 	 	 	 	 	
 
Instructions Screen Shots 
 
1. GL Query in FINANCIALS 

 
Run the NMS_GL_JOURNAL 
_LINE query or the NMS_GL_ 
JOURNAL_LINE_FUND query 
to obtain a listing of all 
transactions that have posted to 
the Actuals Ledger for the 
business unit or fund.  

 
Navigation: FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

 

Click  . 
 
Note:  The query function in 
PeopleSoft creates Excel files with 
hundreds of rows of data.  Excel has 
two features that make analyzing or 
reviewing the data much simpler.  The 
first is Data Filter and the second is 
PivotTables. 
 
Note:  The PivotTable feature in Excel 
generates an interactive table that 
organizes and summarizes data.  This 
is a very powerful and useful tool for 
analyzing data, detecting patterns or 
relationships, and discovering trends.   
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Instructions Screen Shots 
 

2. For both queries, enter the Unit, 
Fiscal Year, Period From and To.  
In the Journal ID criteria enter a 
% to select all journals or enter a 
specific journal ID for a single 
specific journal.  For the NMS_ 
GL_JOURNAL_LINE_FUND 
query, enter information for the 
Fund From and To. 

 

Click . 
 
Save the file to Excel.  

 
Note:  When you are being asked to 
enter accounting periods from and to, 
always begin with Period 0 to include     
the fiscal year’s beginning balances. 
 
Note:  When using a query requesting 
specific funds, include the fund and 
subfunds (i.e. fund 11100, 11101, 
11102, 11103, 11104, and 111005).  If 
you are not sure what subfunds you 
have, enter The first four digits of the 

fund number and click to see all 
fund values available for that specific 
fund.  Including all funds and 
subfunds in the query criteria ensures 
that all financial data is gathered for 
the specific fund. 
 
Note:  If the query is too large for 
SHARE to download, try a shorter 
timeframe using the same queries. 
 
Note:  If you find that SHARE is 
running slow or you want to plan 
ahead, you can also schedule the query 
to be available the following day or at 
a later time in the day. 
 
Note:  When you find a query that you 
like best, you can set it as your 
favorite.  Once you have your favorite 
list, every time you go into Query 
Viewer, your favorite list will be at 
your fingertips.   
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Instructions Screen Shots 
 

3. Your data should look like this: 
 
Note:  If you have activity that has 
posted to subfunds (i.e. 11101, 11102, 
111103, 11104, or 11105), when you 
do your pivot table by fund, the data 
will be summarized by fund.  Excel 
recognizes 11100, 11101, 11102, 
111103, 11104, and 11105 as separate 
funds.  To prevent this breakdown, 
you will need to split the data 
contained in the Fund column into two 
columns.  By forcing the last digit of 
the fund number into its own column, 
you will have eliminated the problem 
of the separate funds while still 
keeping the data intact.  This 
procedure is called “Text to 
Columns”.  See the Validate 
Allotments section of for the 
instructions. 
 

 

 
 

 
4. Once the data is retrieved, save 

the file before proceeding.  If you 
begin the pivot table process prior 
to saving the file, you will receive 
the following error message: 

 
 
 
Note:  If you are using Excel 2007, 
you are able to save the file as an 
Excel 97-2003 Workbook.  Users who 
have Excel versions prior to 2007 will 
be able to open this file.  The file 
name will include the Excel 97-2003 
extension (.XLS) and show that the 
file is in “Compatibility Mode”. 
 
Note:  Once the file is saved, try not to 
modify the original data.  This will 
ensure that the data’s integrity is kept 
intact.  Any analysis done should be 
done with a copy of the data in another 
tab in the file. 
 
Note:  Once the file is saved, you can 
begin to format the data, hide 
columns, change column size, etc.  
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Instructions Screen Shots 
 

5. Prepare a trial balance using the 
query results by summarizing in a 
pivot table with Excel 2003 

a. Navigation 
 
 
 
 
 
 
 
 
 

 
b. Pivot Table and 

PivotChart Wizard 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
Step #1:  Data PivotTable and PivotChart Report 
 

 
 
Step #2 
 

 
 
Step #3: Choose the Microsoft Office Excel and Pivot Table radio buttons, 

and then click . 
 
Step #4: Excel will infer the range of the data set.  Ensure the range is 

correct and click . 
 

 
 



Verifying the Trial Balance       September 19, 2011  
                

Page 14 of 83 
 

Instructions Screen Shots 
 
 

 
Step #5: Choose between the pivot table appearing on a “New Worksheet” 
or on the “Existing Worksheet”.  It is always best to create a new 

worksheet when creating a pivot table.  Next, click . 
 

 
 
Step #6: Determine the layout of the pivot table and the data.   
 

 
 
Each column heading will appear on the right side of the layout screen.  
Click on the desired data item, drag to the diagram on the left, and place it 
where you want it to appear on the pivot table. 
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Instructions Screen Shots 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c. Results 
 
Note:  If you have multiple funds, you 
can create a separate pivot table for 
each fund in separate tabs of the same 
file. 
 
Note:  To see the detail of any 
summarized field, double click the 
summarized value cell and a separate 
tab will appear with the details. 

 
Example: 
Department appears under PAGE 
Period appears under COLUMN 
Name and Account appear under ROW 
Amount appears under DATA as a Sum value 
 

 
 
Click .  You will be taken back to Step 3 of the Pivot Table and 
Pivot Chart Wizard.   
 

Step #7: Click .   
 

 
 
Step #8 
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Instructions Screen Shots 
 

6. Prepare a trial balance using the 
query results by summarizing in a 
pivot table with Excel 2007 

a. Navigation 
 
 
 
 
 
 
 
 
 
 

b. Create Pivot Table 
 

 
 
 
 
Step #1:  Insert, PivotTable, PivotTable 

 

 
 
Step #2: Excel will infer the range of the data set.  Ensure the range is 

correct and click .  Choose between the pivot table appearing on 
a “New Worksheet” or on the “Existing Worksheet”.  It is always best to 
create a new worksheet when creating a pivot table.  Next, click . 
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Instructions Screen Shots 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Step #3:  Determine the layout of the pivot table and the data.   
 

 
 
Each column heading will appear on the right side of your screen in the 
PivotTable Field List.  Click on the desired field, drag to the diagram on 
the left or below in the PivotTable Quadrant Boxes, and place it where 
you want it to appear on the pivot table.  Once you begin dragging the 
different fields, you will see the pivot table on the left begin to take shape.  
You have the ability to instantly see the pivot table and rearrange the 
fields until the desired results are obtained. 
 
Example: 
Fund and Account appear in the Row quadrant 
Amount appears in the Values quadrant as a Sum value 
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Instructions Screen Shots 
 

c. Results 
 
Note:  As long as the cursor is located 
in a cell within the pivot table, the 
PivotTable Field List will be visible.  
To hide the PivotTable Field List, 
place the cursor in a cell outside of the 
pivot table. 
 
Note:  If you have multiple funds, you 
can create a separate pivot table for 
each fund in separate tabs of the same 
file. 
 
Note:  To see the detail of any 
summarized field, double click the 
summarized value cell and a separate 
tab will appear with the details. 

 
Step #4 
 

 
 

 
NOTE: 
Remember the NMS Trial Balance 
Fund/Acct PDF report, the 
NMS_GL_JOURNAL_LINE query, 
and the NMS_GL_JOURNAL_ 
LINE_FUND query will result in the 
same summarized balances. 
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Instructions Screen Shots 
 

7. Data Options within the pivot 
tables with Excel 2003 

 
Step #1:  Double click on “Sum of Amount” under Data box. 
 

 
 
Step #2:  The Pivot Table Field box will appear with the Summarized by 
menu.  Typically, under the data box, a field that is a numeric value should 
be used.  The options for data are: 
 
SUM totals the field 
COUNT creates a count of the field 
AVERAGE averages the field 
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Instructions Screen Shots 
 

8. Data Options within the pivot 
tables with Excel 2007 

 
Note:  The only difference between 
Excel 2003 and Excel 2007 is the 
navigation to the PivotTable Field. 

 

Step #1:  With the PivotTable Field List visible, click  next to the Sum 
of Amount to get the menu for the Amount field. 
 

 
 

Step #2:  Click on “Value Field Settings” option 
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Instructions Screen Shots 
  

Step #3: The PivotTable Value Field Settings box will appear displaying 
the Summarized by folder tab.  Typically, under the data box, a field that 
is a numeric value should be used.  The options for data are: 
 
SUM totals the field 
COUNT creates a count of the field 
AVERAGE averages the field 
 

 
 

Step #4:  Select format for data field and click . 
 

 
9. Field Subtotal Options within the 

pivot table with Excel 2003 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step #1:  Double click on the “Name” field under Row box. 
 

 
 
Step #2:  The PivotTable Field box will appear.  Choose the “None” radio 
button to turn off subtotals for each Name. 
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Instructions Screen Shots 
 
Note:  Period and Grand Total 
columns are not formatted in either 
example.  Highlight column C and D.  
Using the Excel menu, select Format, 
Cells, Number. 

 
BEFORE TURNING OFF SUBTOTAL 
 

 
 

AFTER TURNING OFF SUBTOTAL 
 

 
 

 
10. Field Subtotal Options within the 

pivot table with Excel 2007 
a. Navigation 

 
Note:  The only difference between 
Excel 2003 and Excel 2007 is the 
navigation to the PivotTable Field 
(PivotTable Tools, Design in Excel 
2007). 
 
Note:  The PivotTable Tools menu is 
shown when the cursor is placed in a 
cell within the pivot table. 
 

 
 
 
Step #1:  Pivot Table, Design, Subtotals or Grand Totals 
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Instructions Screen Shots 
 

11. Split the Fund column into two 
columns using Text to Columns 
with Excel 2003 

a. Preparation steps 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Step #1: Insert a column in the data query 
 

Highlight the column to the immediate right of the Fund column by right 
clicking on the H, as shown below.  Select the insert option. 

 

 
 

Your screen should appear  like this: 

 
 

Step #2: Select the column you want to split 
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Instructions Screen Shots 
 

b. Navigation 
 
 
 
 
 
 
 
 
 
 

c. Convert Text to Columns 
Wizard 

 
Note:  The Fixed Width option allows 
the user to manually select where the 
separation will occur. 
 
Note:  The Delimited radio button is 
used when common delimiters are 
used to separate the data.  Example of 
common delimiters are: 
 

 
 
You also have the option of selecting 
the Other category and identifying the 
delimiter.  The trick is that the 
delimiter is used specifically to 
separate data fields within the date 
file.  If the delimiter character is 
included within the data fields 
themselves, the separation will not be 
useful. 
 
Note:  If you were unable to place the 
break line where you wanted the 
break, simply drag the line to the 
correct position.  To remove a break, 
double click the break line. 

 
Step #3:  Data, Text to Columns 

 

 
 

Step #4: Select the Fixed Width radio button and click . 
 

 
 

Step #5: Use the mouse to click between the fourth and fifth digit of the 

fund, creating the line below.  Next, click . 
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Instructions Screen Shots 
 
Note:  You can accept the default 
selection for the Column Data Format 

of General by clicking  in 
Step 2 of 3 of the Convert Text to 
Columns Wizard. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note:  This warning is the reason why 
you must insert a blank column to the 
right of the data you would like to 
split.  If splitting the data into more 
than two columns, remember to insert 
the same number of columns to 
prevent overriding any data you may 
need later.   
 
 
 
 
 
 
 
 
 
 
 
 

d. Results 
 
Note:  Every column in the Excel file 
must have a header for the PivotTable 
option to work.  Name the new 
column “Subfund”. 

 

Step #6: Select the Text radio button and click .   
 

 
 

You will be asked to confirm the override of the data in the next column, 
click . 

 

 
 

Step #7: The original data is now split between two columns.  Column G 
has the first four digits of the fund, while column H contains the last digit 
of the fund.    
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Instructions Screen Shots 
 
12. Split the Fund column into two 

columns using Text to Columns 
with Excel 2007 

a. Navigation 
 
Note:  The only difference between 
Excel 2003 and Excel 2007 is the 
navigation to the Text to Columns. 

 

 
 
 
 

Step #1:  Data, Text to Columns 
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Validate	Allotments	 	 	 	 	 	 	 	 	 	 	
 
The agency should validate that all allotments are received and properly recorded in the Actuals Ledger.  If your agency 
identifies a missing allotment, contact the FCD Financial Management Bureau at 827-3681.  
 
Instructions Screen Shots 
 
1. GL Query in FINANCIALS 

 
Run the NMS_GL_JOURNAL_ 
LINE_ACCT query to obtain a 
listing of all allotments recorded 
in the Actuals Ledger.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

 

Click  . 
 

 

 
 

 
2. Enter the Unit, Fiscal Year, Period 

From and To, and Account 
criteria as 499105.  
 

Click . 
 
Save the file to Excel.  

 

 

 
 

 

 
 
3. Use a pivot table in Excel to provide a trend of allotments received by department.  

 
Note:  The 10-digit department codes roll up to individual P-Codes.  The Z-Codes are special appropriations and 
the A-Codes are capital outlay appropriations.  
 
Note:  The above analysis can be done with the two queries demonstrated in the Trial Balance section of this 
document.  The Filter option in Excel can be used to obtain the same information above; however, it will be in a 
different layout.  The Account column would be filtered to show only account 499105. 
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Instructions Screen Shots 
 

4. Using the Excel Filter option with 
Excel 2003 

a. Navigation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Sub results 
 
 
 
 
 
 
 
 
 
 

c. Using  by account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Step #1: Data, Filter, Auto Filter 
 

 

Step #2: A drop down selection box  will appear at the top of each 
column of data. 

 

 

Step #3:  Use  under the Account column to select account 499105.  
Click  when account selection is done. 
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Instructions Screen Shots 
 

d. Results 
 
Note:  The data that was filtered out 
was not deleted.  By observing the 
screen print, you can see that other 
lines have been “hidden” from the 
user’s view. 
 
Note:  The information provided by 
NMS_GL_JOURNAL_LINE query 
is the same information but in a 
different format than number item 3 
above.  By filtering the query, you 
have the exact line detail as it was 
posted to the Actuals Ledger.  To 
summarize the data in the same format 
as above, simply prepare a pivot table 
of the filtered data using the steps, 
previously detailed in the Trial 
Balance section, for preparing a pivot 
table. 
 
Note:  As part of the filtering option, 
you are also able to sort the filtered 
data.   
 
Note:  The query used for this section 
was not for the same business unit as 
the example in numbered items 1-4 
above. 
 

e. Navigation to restore all 
lines of data. 

 
Note:  This restores all rows, but 
retains the filter drop down boxes. 
 
 
 
 
 

f. Navigation to turn off 
AutoFilter. 

 
 
 
 
 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
Step #4: Data, Filter, Show All 

 

 
 

Step #5:  Data, Filter, AutoFilter 
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Instructions Screen Shots 
 
Note: The spreadsheet no longer has 
the filter drop down boxes under each 
heading. 
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Validate	Deposits	 	 	 	 	 	 	 	 	 	 	
 
The Agency should validate that all deposits are properly recorded in the Actuals Ledger to the correct account.  The 
deposits recorded in SHARE should be compared to source documents such as deposit slip, deposit log, etc. to ensure 
completeness.  If your agency identifies a missing deposit, a deposit with budget checking errors, or an unposted DJ 
journal, contact the FCDSU Help Desk at FCDSU.help@state.nm.us. 
 
Instructions Screen Shots 
 
1. GL Query in FINANCIALS 

 
Run the NMS_ DJ_JOURNAL_ 
DETAIL query to obtain a listing 
of deposits cross-referenced to the 
associated DJ journals recorded in 
the Actuals Ledger.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

Click  . 
 

 
 

 

 

 
2. Enter the GL Unit and Acct 

Period From and To.  
 

Click . 
 
Save the file to Excel.   

 

 

 

 
3. By sorting the data by "Journal ID" order, the agency can validate that STO completed each deposit as 

evidenced by the DJ journal entry.  Use a pivot table to review and validate the revenue account associated with 
the deposit.  

 
Note:  The above analysis will supplement the GL queries documented in the Trial Balance section of this 
document.  The GL queries provide the DJ journals that posted to Actuals Ledger.  The query above provides the 
deposit detail for the DJ journals in the GL queries.   
 
Note:  When using separate queries together for an analysis, you will want to make sure that the data of the queries 
agrees with each other when possible.  You may be required to do a quick reconciliation between queries and the 
trial balance before proceeding with your monthly verification of the trial balance. 
Instructions Screen Shots 
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4. GL Query in FINANCIALS 

 
Run the NMS_ AR_ENTRIES 
query to obtain a listing of 
accounts receivable deposits 
cross-referenced to the associated 
AR journals recorded in the 
Actuals Ledger.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

Click  . 
 

 

 
 
 

 
5. Enter the GL Unit and Accounting 

Period From and To.   
 

Click . 
 
Save the file to Excel.   
 

 

 
 

 
6. By sorting the data by "Journal ID" order, the agency can validate that the deposits have been journal generated 

into the general ledger.  Use a pivot table to review and validate the revenue account associated with the 
deposit.  
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Instructions Screen Shots 
 

7. On-line Inquiry – Modify 
Accounting Entries (Accounts 
Receivable) 
 
Navigation:  FINANCIALS, 
Accounts Receivable, Payments, 
Direct Journal Payments, 
Modify Accounting Entries 

 
Note:  If a deposit appears to be 
missing, the agency can validate the 
deposit online. 
 
Note:  No Run Control ID is necessary 
for the Modify Accounting Entries 
Inquiry. 
 

 

 

 

 
8. Enter the Deposit Unit and 

Deposit ID.  

Click . 

 

 
 

 

9. If  is checked, the 
deposit was reconciled to the bank 
and approved by STO.  
 
On the Directly Journalled 
Payments folder tab, the 
distribution lines are available.  
The Chartfields tab provides the 
GL Unit, Fund, Dept, Account 
and other chartfields.  
 
The More Chartfields folders tab 
provides the Journal ID and 
Journal Date. 
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Instructions Screen Shots 
 

10. The Deposit Control folder tab 
provides the Accounting Date and 
the name of the User who entered 
the deposit.  
 

 

 
 

 
11. GL Query in FINANCIALS 

 
Run the NMS_GL_JOURNAL_ 
LINE_ACCT query to obtain a 
listing of deposits STO recorded 
to the Agency's suspense account.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  
 

Click  . 
 

 

 
 

 
12. Enter the Unit, Fiscal Year, Period 

From and To and in the Account 
criteria enter 290900 (Receipts 
Held in Suspense). 

 

Click . 
 
Save the file to Excel.   
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Instructions Screen Shots 
 

13. The query will return a list of DJ 
journal created to record deposits 
identified by STO as belonging to 
the agency.  After researching, the 
agency must generate a journal 
entry (CFR source) to reclassify 
the deposit from Receipts Held in 
Suspense to the appropriate 
revenue account.  
 

Note:  The above analysis can be done 
with the two queries demonstrated in 
the Trial Balance section of this 
document.  The Filter option in Excel 
can be used to obtain the same 
information above; however, it will be 
in a different layout.  The Account 
column would be filtered by selecting 
only account 290900. 
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Validate	Expenditures		 	 	 	 	 	 	 	 	 	
 
The Agency should validate that all expenditures are properly recorded in the Actuals Ledger.  
 
Instructions Screen Shots 
 
1. GL Query in FINANCIALS 

 
Run the NMS_GL_JOURNAL_ 
LINE_ACCT_RANGE query to 
obtain a listing of non-payroll 
expenditures recorded in the 
Actuals Ledger.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

 

Click  . 
 

 

 
 

 
2. Run the query for one accounting 

period at a time.  Enter the Unit, 
Fiscal Year, Period From and To.  
The account range should be 53% 
to 599999.  
 

Click . 
 
Save the file to Excel 

 
Note:  The above analysis can be done 
with the two queries demonstrated in 
the Trial Balance section of this 
document.  The Filter option in Excel 
can be used to obtain the same 
information above; however, it will be 
in a different layout.  The Account 
column would be filtered by selecting 
only accounts from 530000 to 599999. 
 

 

 
 

 
3. The majority of expenditures will 

relate to AP journals.  Details for 
AP transactions are available by 
running the NMS_AP_JRNL_ 
DETAIL query.  See line item #5 
below.  
 
Review the long description for 
non-AP journals to confirm it is a 
valid transaction.  Investigate as 
needed.   
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Instructions Screen Shots 
 
4. GL Query in FINANCIALS 

 
Run one of the NMS_AP_JRNL_ 
DETAIL queries to obtain detail 
information at the voucher level 
for each AP journal. 
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

 

Click  . 
 
Note:  Numerous versions of the 
above query are available depending 
on the selection option (e.g., account, 
department, fund, grant, or journal).  
 
Note:  Run the NMS_AP_JRNL_ 
DETAIL_FUND query for 
expenditures for a specific fund.  
 
Note:  The above analysis will 
supplement the GL queries 
documented in the Trial Balance 
section of this document.  The GL 
queries provide the AP journals that 
posted to the Actuals Ledger.  The 
query above provides the voucher 
detail for the AP journals in the GL 
queries.   
 

 

 
 
 

 
5. Enter the GL Unit, Jrnl Date From 

and To, Fund From and To.  
 

Click . 
 
Save the file to Excel 
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Instructions Screen Shots 
 

 
 
6. Use the Sort, Filter, or PivotTable features in Excel to evaluate expenditures by Voucher, Invoice Number, 

Vendor Name, Fund, Journal ID, or Account. 
 
Note:  Summarizing the data using a pivot table is best.  Placement of the data fields should be as follows: 
 

 
 
This will summarize the data by voucher.  You can review each voucher to make sure that the invoice was accrued 
and subsequently relieved (cash paid).  If there are vouchers with balances, then the agency should do further 
research on those specific vouchers using the tools described beginning with numbered item #8 below. 
 
Note:  When reconciling the AP query to any of the NMS_GL_JOURNAL_LINE queries, you will need to 
include the prior period’s ending balance.  The AP query requests information by accounting date, not accounting 
period, therefore, period 0 will never be included in the AP query’s results.  This also holds true if using this query 
for the monthly verification.  The query results only gather information that fits the specific date criteria requested. 
 
 
7. All debits and credits related to 

the voucher are included in the 
query results. 

 

 
 

AP00194576 on Jan. 17th is to accrue the voucher : 
 
546900 expenditure                DR   $47.88 
201900 accounts payable      CR   <47.88> 
 
AP00194581 on Jan. 22nd is to record the payment via warrant: 
 
201900 accounts payable     DR    $47.88 
101900 cash      CR   <47.88> 
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Instructions Screen Shots 
 

8. On-line Inquiry – Voucher 
Accounting Entries (Accounts 
Payable) 
 
Navigation:  FINANCIALS, 
Accounts Payable, Review 
Accounts Payable Info, 
Vouchers, Accounting Entries 
 

Note:  Use the Vouchers Accounting 
Entries Inquiry to analyze individual 
vouchers on an as needed basis. 
 
Note:  No Run Control ID is necessary 
for the Voucher Accounting Entries 
Inquiry. 
 

 

 
 

 
9. Enter the Business Unit and 

Voucher ID.   

Click . 

 

 
 

 

 
 

10. The Voucher Accounting Entries provides the Invoice Date, Vendor ID, and Vendor Name.  
 

11. Click  to see both posting 
processes.  
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Instructions Screen Shots 
  

12. Click on the show all columns 
. 

 
Note:  The Chartfield folder tab shows 
the accounting string.  
 
Note:  The Journal folder tab shows 
any associated Journal ID, Journal 
Date, Budget Date, and Journal 
Budget Status. 
 

 

 
 

 

 
 

13. The fully expanded view provides the Monetary Amount, GL Unit, Fund, Dept, Account, Bud Ref, Class, 
Journal ID, Journal Date, and Budget Date.  It also provides the Budget Status.  

 
Note:  The entries for BU 39401 are for treasury purposes only and do not impact the agency’s trial balance. 

 
 

14. On-line Inquiry – Document 
Status (Accounts Payable) 
 
Navigation:  FINANCIALS, 
Accounts Payable, Review 
Accounts Payable Info, 
Vouchers, Document Status 
 

Note:  Use the Document Status 
inquiry to analyze individual vouchers 
on an as needed basis.   
 
Note:  No Run Control ID is necessary 
for the Document Status. 
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Instructions Screen Shots 
 

15. Enter the Business Unit and 
Voucher ID.  
 

Click . 
 

 

 
 

 
16. Voucher Document Status 

provides a cross reference to all 
associated documents related to 
the voucher.  
 

 

 
 

 
17. Documents folder tab provides a 

hyperlink to the other documents 
(e.g., purchase order, requisition, 
etc.).  
 

 

 
 

 
18. Related Info folder tab provides a 

hyperlink to the related 
documents and a link to the 
associated accounting entries.  

 

 

 
 

 
19. GL Query in FINANCIALS 

 
Run the NMS_VCHR_AMT_ 
WARR_NUMBER query to 
obtain a listing of warrants issued 
by the agency with voucher and 
accounts payable journal 
information.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

 

Click  . 
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Instructions Screen Shots 
 

20. Enter the AP Business Unit, 
Payment Date From and To  
 

Click . 
 
Save the file to Excel 

 
Note:  Run the query for the fiscal 
year or for payments made subsequent 
to fiscal year.   
 

 

 
 

 
21. Review query results in Excel.   
 
Note: The auditors can use the 
information to audit at the payment 
level for accounts payable during the 
year.  The auditor can also use the 
same query for the search for 
unrecorded liabilities by running the 
query beginning with the next fiscal 
year’s date (7/1/xx) to a current date. 
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Review	Outstanding	Warrants		
The Agency should review outstanding warrants issued to vendors on a monthly basis. For warrants that are outstanding 
for more then 90 days, contact the vendor to get an updated status of when their payment will be deposited.  If needed 
properly cancel the warrant and re-issue. 
 

Instructions Screen Shots 
 

1. GL Query in Financials 
 
 Run the 
NMS_OUTSTANDING_WARRANTS 
query to obtain a listing of all warrants 
issued by your agency that are 
outstanding. 
 
Navigation: FINANCIALS, Reporting 
Tools, Query, Query Viewer 
 

Click  

 
 

 

 
2. Enter Payment From and To 

Date and Business Unit 
 

Click  

 

 
 

 
3. Review the results in Excel 

 

 
 

 
 

4. GL Query in Financials 
 
 Run the 
NMS_CM_3RD_PARTY_WARRANTS 
query to obtain a listing of all 3rd party 
warrants issued by your agency that are 
outstanding. 
 
Navigation: FINANCIALS, Reporting 
Tools, Query, Query Viewer 
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Click  
 

5. Enter Business Unit and 
Transactions Date From and 
To. 

 

Click  

 

 
 

 
6. Review the results in Excel 

 

  
 
 

7. GL Query in Financials 
 
 Run the 
NMS_PAYMENT_LOAD_WARRAN
TS query to obtain a listing of all 
payment load warrants issued by your 
agency that are outstanding. 
 
Navigation: FINANCIALS, Reporting 
Tools, Query, Query Viewer 
 

8. Click  

 

 
9. Enter Payment Date From and 

To and Business Unit  
 

Click  

 
10. Review the results in Excel 
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Validate	Operating	Transfers		 	 	 	 	 	 	 	 	
 
The Agency should validate that all operating transfers are properly recorded in the Actuals Ledger.  If your agency 
identifies a missing operating transfer, record the appropriate receivable (due from) or payable (due to) utilizing a 
journal entry.  The agency must coordinate the recording of the due to/due from with the paying or receiving agency.  
 
Instructions Screen Shots 
 
1. GL Query in FINANCIALS 

 
Run the NMS_GL_OPER_ 
TRANS query to obtain a listing 
of all operating transfers relating 
to your agency.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

 

Click  . 
 

 

 
 

 
2. Enter the Fiscal Year, Period 

From and To, and Unit.  
 

Click . 
 
Save the file to Excel. 

 

 
 

 

 
 
3. The query provides details of operating transfers in and out.  The Long Descr column provides the journal entry 

description.  
 
Example:   Journal ID 0852900006, BU 34100 paid BU 92400 $185,000 
                  Journal ID 0869000025, BU 69000 paid BU 34100 $123,500  
 

Note:  The above analysis can be done with the two queries demonstrated in the Trial Balance section of this 
document.  The Filter option in Excel can be used to obtain the same information above; however, it will be in a 
different layout.  The Journal Source column would be filtered by selecting only the OPR source data.  Both GL 
queries should provide the Business Unit and Fund Affiliate. 
 
Note:  You may find monthly allotments that were posted using an OPR source.  To obtain a complete listing of 
allotments, you may need to combine the OPR source transactions with the ALT source transactions for a complete 
listing of all allotments for the year.   
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Instructions Screen Shots 
 

4. On-line Inquiry –Journals 
(General Ledger) 
 
Navigation:  FINANCIALS, 
General Ledger, Review 
Financial Information, Journals 

 
Note:  Journals Inquiry can also be 
used to search for operating transfer 
journals. 
 

 

 

 
5. If this is the first time that you are 

reviewing the Journals Inquiry, 
click on the "Add a New Value" 
folder tab to add a Run Control 
ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate inquiry 
name.  

 
Note:  If you only have one Run 
Control ID for the inquiry, Journals 
Inquiry Ledger Criteria will be 
displayed immediately.  You will not 
need to choose a Run Control ID.  
 
Note:  You may not need to create a 
Run Control ID every time a Run 
Control ID is required, try to use an 
established Run Control ID before 
creating a new one. 
 
Also, when creating a new Run 
Control ID, try to name the Run 
Control ID the same as the task you 
are attempting to access (i.e. 
TB_by_Fund_Account).  This will 
eliminate any unnecessary Run 
Control IDs. 
 
Currently, Run Control IDs cannot be 
deleted.   
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Instructions Screen Shots 
 

6. Enter the following:  
     Unit 
     Ledger = ACTUALS 
     Year 
     Period From and To 
     Source = OPR 
     Max Rows = 1000 
 

Click .  
 

 

 
 

 
7. Click on the Journal ID hyperlink 

to see details of a specific 
operating transfer. 

 

 
 

 
8. Journal Inquiry includes three 

areas:  
 
Ledger Criteria – indicates the 
criteria selected by the user 
 
 
 
 
Journal Header – provides the 
Journal ID, Date, Source, 
InterUnit BU (paying or receiving 
agency), Date Posted, Operator 
ID, and Long Description 

 
 
 

Journal Line – provides the lines 
relating to the Business Unit.  The 
lines belonging to the other 
agencies are not shown.  The 
affiliate column indicates the 
paying or receiving agency. 
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Validate	Payroll	Entries		 	 	 	 	 	 	 	 	 	

The Agency should validate payroll data to determine if payroll journals are complete and properly recorded in the 
Actuals Ledger.  
 
Instructions Screen Shots 
 
1. GL Query in FINANCIALS 

 
Run the NMS_GL_JOURNAL_ 
LINE_DATE query to obtain a 
listing of all payroll journals to 
determine if payroll is properly 
recorded in the Actuals Ledger.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  

 

Click  . 
 

 

 
 

 
2. Enter the Unit, Fiscal Year, and 

Journal Date From and To.  In 
Journal ID enter PR% to obtain all 
payroll journals.   

 

Click . 
 
Save the file to Excel 

 

 
 

 

 
 

3. The Date is the end of the month for payroll journals.  The system generated payroll journals begin with PR 
and have a journal source of PR.  The Long Descr provides the pay period end date and the pay date.  

 
Note:  The above analysis can be done with the two queries demonstrated in the Trial Balance section of this 
document.  The Filter option in Excel can be used to obtain the same information above; however, it will be in a 
different layout.  The Source column would be filtered by selecting only the PR journal source data. 
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Instructions Screen Shots 
 
4. The Agency can summarize the 

payroll journals by fund and 
account using the PivotTable 
feature in Excel using the steps 
previously detailed for preparing a 
pivot table. 
 

 

 
 

 
5. Payroll run dates are available on 

the FCDSU website  
http://nmdfa.state.nm.us/Posting_
Payroll.aspx/  
 
Payroll run dates are needed to 
run queries using the 
HR_ACCTG_LINES tables in 
HCM and Financials.    

 

 

     
 

 
6. PR Query in HCM 

 
Run the NMS_PAYROLL_ 
RECON query and compare the 
results to the 
NMS_PAYROLL_RECON 
queries in FINANCIALS  to 
determine if employees have 
transferred.  
 
Navigation: HCM, Reporting 
Tools, Query, Query Viewer  
 

Click .  
 

Note:  If employees transferred 
to/from the agency during the pay 
period, the query must be run by 
FCDSU. 

 
 HCM 
 

 
 
 
 
 
 
 
 
 

 
7. Enter the GL Unit and Run Dates  

From and To (see line item #5 
above to obtain run date).  
 

Click .  
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Instructions Screen Shots 
 

8. GL Query in FINANCIALS 
 
Run NMS_PAYROLL_RECON 
_FIN in FINANCIALS. 
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer  
 

Click  . 
 
 

 
FINANCIALS 
 

 
 

 
9. Enter the GL Unit and Run Dates 

From and To (see line item #5 
above to obtain run date).  
 

Click .  
 

 

 

 
10. Compare the result of both 

queries.  If the two queries do not 
return the same data, this indicates 
that employees have transferred 
to/from another agency.  In this 
instance, the agency should 
submit a help desk ticket to 
FCDSU.help@state.nm.us 
requesting a CD of the payroll 
data for each pay period. 
 
If the two queries return the same 
data, then the agency can run the 
HCM_ACCTG_LINE_ 
DETAILS query in HCM to 
obtain a listing of payroll by 
employee name.  
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Instructions Screen Shots 
 
11. PR Query in HCM 

 
Run the HCM_ACCTG_LINE_ 
DETAILS query to provide a 
listing of payroll entries by 
chartfields and employee name.   
 
Navigation:  HCM, Reporting 
Tools, Query, Query Viewer  
 

Click .  
 

 

 

 
12. Enter the GL Unit and Run Dates  

From and To (see line item #5 
above to obtain run date).  
 

Click .  
 
Note:  The fields contained in the 
HCM_ACCTG_LINE_DETAILS 
query are: 
 

 
Run Date  GL Unit  Activity 
Sub Acct  Class        Sum Amount 
Date  Fund  Specs 
Rpt Cat                 Project 
Employee ID  Project 
Oper Unit  Dept ID 
Name  Proj BU   
Bud Ref  Account 
 

 
13. Evaluate the data to ensure 

expenditures are appropriate and 
classified correctly. 
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Validate	Payroll	Expenditures	&	Payroll	Liabilities		 	 	 	 	
 
The Agency should prepare a summary of payroll expenditures and liabilities to ensure that both payroll expenditures 
and liability payments are recorded to the correct fund(s).  
 
Instructions Screen Shots 
 
1. GL Query in FINANCIALS 

 
Run the NMS_GL_JRNL_PR_ 
LIAB_ALL query to obtain the 
journal details for the payroll 
liability accounts 292900, 223900 
and 223500.   
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer 

 

Click  .  
 

 

 
 

 
2. Enter the Fiscal Year, Period 

From and To, and Unit.   
 

Click .  
 

Note:  Always use period 0 for 
balance sheet accounts to ensure you 
receive the opening balance.  
 

 

 

 

 
 
3. Sort the query results in Excel by Journal ID.   
4. Add a column after Journal ID called TYPE.  
5. Add a type for each Journal (e.g., JE, AP, PR, DJ, YE)  
 
Note:  Steps 4 and 5 are optional.  You can use the Source column to obtain the information Steps 4 and 5 are trying 
to obtain by identifying the journals by type.  
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Instructions Screen Shots 
 

6. Run a pivot table to summarize 
balances by Fund, Account, and 
Type/Source.  
 
Enter the results on the Payroll 
Expenditures and Liabilities 
Reconciliation worksheet (see 
Attachment) 

 
Note:  The above analysis can be done 
with the two queries demonstrated in 
the Trial Balance section of this 
document.  The Filter option in Excel 
can be used to obtain the same 
information above; however, it will be 
in a different layout.  The Account 
column would be filtered by selecting 
only accounts from 223500, 223900, 
292900, and 226900 (at year-end). 
 

 

 
 
 
 
 
 
 

 
7. GL Query in FINANCIALS 

 
Run the NMS_PAYROLL_ 
RECON_ACCTG_LINES query 
to obtain a listing of the 
HR_ACCTG_LINES summary by 
run date.   
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer 

 

Click  .  
 

 

 
 

 
8. Enter the Business Unit and Run 

Date From and To.   
 

Click .  
 
Note:  Payroll run dates are available 
on the FCDSU website  
http://nmdfa.state.nm.us/Posting_Payr
oll.aspx/ 
 

 

 

 
9. The query will provide Run Date, 

GL Unit, Fund, Account, and 
Amount.  
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Instructions Screen Shots 
 

10. Run a pivot table to summarize 
balances.   
 
Enter the results on the Payroll 
Expenditures and Liabilities 
Reconciliation worksheet (see 
Attachment).  
 

 

 
 

 
11. GL Query in FINANCIALS 

 
Run either the NMS_GL_ 
LEDGER_BALANCES query or 
the NMS_GL_JOURNAL_ 
LINE_ACCT query to obtain 
payroll expenditures data posted 
to the ACTUALS ledger.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer 

 

Click  .  
 
Note: 
NMS_GL_LEDGER_ 
BALANCES = balances only 
 
NMS_GL_JOURNAL_ 
LINE_ACCT = journal details 
 
Note:  To use the ledger balances, all 
payroll journals must be posted for the 
month.  Payroll journals use the last 
date of the month for the accounting 
date.  
 

 

 
 

 
12. Enter the Period From and To, 

Year, Unit From and To, and 
Account.  To obtain all payroll 
expenditure accounts, enter 52% 
in Account.   
 

Click . 
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Instructions Screen Shots 
 

13. Run a pivot table to summarize 
balances by Fund, Account, and 
Type/Source.  
 
Enter the results on the Payroll 
Expenditures and Liabilities 
Reconciliation worksheet (see 
Attachment) 
 

Note:  The above analysis can be done 
with the two queries demonstrated in 
the Trial Balance section of this 
document.  The Filter option in Excel 
can be used to obtain the same 
information above; however, it will be 
in a different layout.  The Account 
column would be filtered by selecting 
only accounts from 520000 to 529999. 
 

 

 
 
 
 
 
 
 

 
14. PR Query in HCM 

 
Run the NMS_HR_EE_ 
ORG_LIST query to obtain a 
listing of employees.  

 
Navigation: HCM, Reporting 
Tools, Query, Query Viewer  

 

Click  .  
 

 
HCM 
 

 
 

15. Enter the Business Unit. 
 

Click .  
 
Save the file to Excel. 

 
Note: The auditors may use this report 
to select employees for sample testing. 
  

 

 
 

 
16. NMS Organizational Listing 

Report 
 
Navigation:  HCM, Workforce 
Administration, Workforce 
Reports, NMS Organizational 
Listing Rpt 

 
 

 
HCM 
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Instructions Screen Shots 
 

17. If this is the first time that you are 
running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name.  
 

 

 

 
 

 
18. Enter Business Unit From and To. 
 
 

 

 
 

19. Click  to go to Process 
Scheduler Request.  The default 
format option is PDF; however, if 
you want the report in a different 
format remember to make the 
selection before clicking .  
Process the request by clicking 

.  You will be taken back 
to Nms 046hr Runctl. 

 

 
 

20. Once back in Nms 046hr Runctl, 

click .   
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Instructions Screen Shots 
 

21. Once Process List appears, 

clicking will update the 
status of the report.  The report 
will go through the following 
processing stages: Queued, 
Processing, Posting, and then 
Posted. 
 
Click  to go to Report 
Detail. 

 

 

 

 
22. Process Detail will appear, click 

. 

 

 
 

 
23. Then click on the  to open the 

report.  You can save or print the 
report. 
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Instructions Screen Shots 
 

24. NMS Agency Payroll Register 
Report 
 
Navigation:  HCM, Payroll 
from North America, Payroll 
Processing USA, Pay Period 
Reports, NMS Agency Payroll 
Register 

 

 
HCM 
 

 

 
 

 
25. If this is the first time that you are 

running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name.  
 

 

 

 
 

26. Enter Pay Run ID and Business 
Unit From and To.  Select the 
Both radio button for Payroll 
Cycle. 

 
 

 

 
 

 

27. Click  to go to Process 
Scheduler Request.  The default 
format option is PDF; however, if 
you want the report in a different 
format remember to make the 
selection before clicking .  
Process the request by clicking 

.  You will be taken back 
to NMS Payroll Register. 
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Instructions Screen Shots 
 

28. Once back in NMS Payroll 

Register, click .   

 

 
 

 
29. Once Process List appears, 

clicking will update the 
status of the report.  The report 
will go through the following 
processing stages: Queued, 
Processing, Posting, and then 
Posted. 
 
Click   to go to Report 
Detail. 

 

 

 

 
30. Process Detail will appear, click 

. 
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Instructions Screen Shots 
 

31. Then click on the  to open the 
report.  You can save or print the 
report. 

 

 

 
 

 
32. NMS Leave Liability Report 

 
Navigation:  HCM, Payroll 
from North America, Payroll 
Processing USA, Pay Period 
Reports, NMS Leave Liability 
Report 

 
 

 
HCM 
 

 
 

 
33. If this is the first time that you are 

running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name.  
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Instructions Screen Shots 
 

34. Enter Business Unit, DeptID 
(optional), Employee ID 
(optional). 

 
Note:  You do not need to have any 
information filled in for DeptID or 
Employee ID for the report to run. 
 
Note: To obtain the previous year’s 
information, if the current date is after 

June 30, 200X, check next to 
“Previous State Budget Fiscal Year”. 
 

 

 
 

 

35. Click  to go to Process 
Scheduler Request.  The default 
format option is PDF; however, if 
you want the report in a different 
format remember to make the 
selection before clicking .  
Process the request by clicking 

.  You will be taken back 
to NMS Leave Liability Report. 

 

 
 

36. Once back in NMS Leave 
Liability Report, click 

.   

 

 
 

 
37. Once Process List appears, 

clicking will update the 
status of the report.  The report 
will go through the following 
processing stages: Queued, 
Processing, Posting, and then 
Posted. 
 
Click   to go to Report 
Detail. 
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Instructions Screen Shots 
 

38. Process Detail will appear, click 
. 

 

 
 

 
39. Then click on the  to open the  

report.  You can save or print the 
report. 
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Unposted	Journal	Entries		 	 	 	 	 	 	 	 	 	
 
The agency should validate that all of the journals were posted for the month.  This would include all system generated 
journals and journal entries initiated by the agency.  If your agency identifies a problem with any journal entry, contact 
the FCDSU Help Desk at FCDSU.help@state.nm.us. 
 
Instructions Screen Shots 

 
1. GL Query in FINANCIALS 

 
Run the NMS_GL_JOURNAL_ 
LINE_UNPOST query to obtain 
a listing of unposted journals for 
your agency.  
 
Navigation:  FINANCIALS, 
Reporting Tools, Query, Query 
Viewer 

 

Press the .  
 

 

 
 

 
2. Enter the Unit and Fiscal Year.  In 

the Journal ID criteria enter a % to 
select all journals or enter a 
specific journal ID for a single 
specific journal.  
 

Click . 
 

 

 
 

 
3. Review the listing of unposted 

journal entries.  In addition to the 
chartfields, the query provides the 
Journal ID, Date, Edit and Budget 
Status, Long Description, and 
Journal Source.  
 
The query returns a list of journals 
that have not posted. The query 
indicates if Header Status (edit 
rules) & Budget Status (budget 
check) are valid. The agency must 
determine if the journal should be 
posted. Contact FCD Support 
Unit FCDSU.help@state.nm.us 
for assistance and to report 
unposted system generated 
journals. 
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Instructions Screen Shots 
 

4. Transactions originally recorded 
in modules in SHARE are 
summarized before posting to the 
Actuals ledger.  
 

Example:  
 
3 vouchers entered into AP for $300  
2 warrants issued from AP for $200 
10 deposits entered into AR totaling 
$1,000 
 
Details for the above 15 individual 
transactions are available in AP and 
AR.  
 
Journal generation creates three 
journal entries that posted to the 
ACTUALS ledger as follows:  
 
AP0123456 $300 dr  53xxxx 
  $300 cr  201900 
 
AP0123457 $200 dr  201900 
  $200 cr  101900 
 
DJ0327462 $1,000 dr  101900 
  $1,000 cr  49xxxx 

 

 
Journal Types Generated by Other Modules (System Generated, non-
approved) 
 

 AP – Accounts payable 
 

 AR – accounts receivable revenue or receipts 
 

 DJ – misc. cash receipts 
 
 PR – payroll  

 
 BI – billing through A/R 
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Other	Journal	Entries			 	 	 	 	 	 	 	 	 	
 
The agency should review any journal entries in the Actuals Ledger not covered in the validation of Allotments, 
Deposits, Expenditures, Operating Transfers, Payroll Expenditures, or Payroll Liabilities.   
 
Use the long description on the journal entry to help determine the origin and purpose of the journals.  If necessary, 
review journal online or review physical backup documentation to validate the necessity and accuracy of the journal 
entry.  
 

GL DETAIL QUERIES 
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Budgets	 	 	 	 	 	 	 	 	 	 	 	 	
 
The agency should monitor their budget using reports or the on-line budget overview for correctness and completeness. 
 
Instructions Screen Shots 

 
1. On-line Inquiry – Budget 

Overview (Commitment 
Control) 
 
Navigation: FINANCIALS, 
Commitment Control, Review 
Budget Activities, Budgets 
Overview 
 

Note:  Use the Budget Overview 
Inquiry to review budget, 
expenditures, encumbrances, and pre-
encumbrances for budgets by 
expenditure and revenue category. 
 

 

 
 

 
2. If this is the first time that you are 

running the Budget Overview 
Inquiry, click on the "Add a New 
Value" folder tab to add a Run 
Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate inquiry 
name. 
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Instructions Screen Shots 
 

3. Enter the Business Unit, Ledger 
Group Set, Ledger Group, Type of 
Calendar, Calendar ID (SM or 
PQ), Year From and To, and 
Period From and To.   

Click . 
 
Note:  
SM = Summary FY Calendar 
PQ = Project Quarterly Calendar 
Ledgers = 

 
 
Note:  Use the following hints to f ill 
out the Budget Overview screen: 
 

 To obtain budget data at a 
lower level, the appropriate 
data must be entered in the 
Account, Dept, Class and 
Bud Ref fields in the 
Chartfield  Criteria. 

 Once the Time Span is 
selected as the Summary 
Accounting Period is selected 

by clicking , the s for 
Calendar ID, From Year and 
Period, and To Year and 
Period will appear.  

 Make the following 
selectionss: 

o Calendar ID = SM 
o From Year 
o From Period = 1 
o To Year =  
o To Period = 1 

 In Chartfield Criteria, enter 
the criteria values for the 
information to be retrieved.  

Click . 
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Instructions Screen Shots 
 

Note:  The data can be downloaded, into Excel by using , in order to organize the data by the columnar 
headings that appear in the Inquiry Results of the Budget Overview Inquiry. 
 

 
4. NMS Single-Year CAFR 

Budget St Report 
 
Navigation:  FINANCIALS, 
Commitment Control, Budget 
Reports, NMS Single-Year 
CAFR Budget St. 

 

 

 
 

 
5. If this is the first time that you are 

running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name. 
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Instructions Screen Shots 
 

6. Enter the following: 
   

a. Search for your  agency by 

clicking  in the Agency 
criteria. 

b. Click  in the 
“Department Tree” and  
select the correct department . 

c. Enter t Fiscal Year, 
Accounting Period, Fund (% 
or specific fund), Pcode (% or 
specific Pcode), and Bud Ref 
(% or specific Bud Ref). 

 
 
 

 
a. 

 
 
b. & c. 

 
 

 

7. Click  to go to Process 
Scheduler Request screen.  The 
default format option is PDF; 
however, if you want the report in 
a different format remember to 
make the selection before 
clicking .  Process the 
request by clicking .  You 
will be taken back to Single-Year 
CAFR Report. 
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Instructions Screen Shots 
 

8. Once back in Single-Year CAFR 
Report, click .   

 

 
 

 
9. Once in Report Manager, select 

the “Administration” folder tab to 
see the report’s status.  Clicking 

will update the status of 
the report.  The report will go 
through the following processing 
stages: Queued, Processing, 
Posting, and then Posted. 
 
Click   to go to Report 
Detail. 

 

 

 
 

 
10. Then click on the  to open the  

report.  You can save or print the 
report. 
 

 

 
11. NMS Monthly Revenue Status 

Rpt Report 
 
Navigation:  FINANCIALS, 
Commitment Control, Budget 
Reports, NMS Monthly 
Revenue Status Rpt 
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Instructions Screen Shots 
 

12. If this is the first time that you are 
running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name. 

 

 
 

 
13. Enter Fiscal Year, Accounting 

Period, Fund (% or specific fund), 
Pcode (% or specific Pcode), and 
Bud Ref (% or specific Bud Ref). 

 
 

 

 
 

 

14. Click  to go to Process 
Scheduler Request.  The default 
format option is PDF; however, if 
you want the report in a different 
format remember to make the 
selection before clicking .  
Process the request by clicking 

.  You will be taken back 
to Nms 003gl Rtnctl. 
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Instructions Screen Shots 
 

15. Once back in Nms 003gl Rtnctl, 
click .   

 

 
 

 
16. Once in Report Manager, select 

the “Administration” folder tab to 
see the report’s status.  Clicking 

will update the status of 
the report.  The report will go 
through the following processing 
stages: Queued, Processing, 
Posting, and then Posted. 
 
Click   to go to Report 
Detail. 

 

 

 

 
17. Then click on the  to open the 

report.  You can save or print the 
report. 
 

 

 



Verifying the Trial Balance       September 19, 2011  
                

Page 75 of 83 
 

Instructions Screen Shots 
 

18.  NMS Multi-Year CAFR 
Budget Sta Report 
 
Navigation:  FINANCIALS, 
Commitment Control, Budget 
Status Reports, NMS Multi-
Year CAFR Budget Sta 
 

 

 
 

 
19. If this is the first time that you are 

running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name.  
 

 

 
 

 
20. Enter the following: 
   

a. Search for your  agency by 

clicking  in the Agency 
criteria. 

b. Click  in the 
“Department Tree” and select 
the correct department. 

c. Enter Fiscal Year, 
Accounting Period, Fund (% 
or specific fund), Pcode (% or 
specific Pcode), and Bud Ref 
(% or specific Bud Ref). 

 
 

 
a. 

b. & c. 
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Instructions Screen Shots 
 

21. Click  to go to Process 
Scheduler Request.  The default 
format option is PDF; however, if 
you want the report in a different 
format remember to make the 
selection before clicking .  
Process the request by clicking 

.  You will be taken back 
to the NMS Multi-Year Budget. 
 

 

 
 

 
22. Once back in NMS Multi-Year 

Budget, click .   
 

 

 
 

 
23. Once in Report Manager, select 

the “Administration” folder tab to 
see the report’s status.  Clicking 

will update the status of 
the report.  The report will go 
through the following processing 
stages: Queued, Processing, 
Posting, and then Posted. 
 
Click  to go to Report 
Detail. 
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Instructions Screen Shots 
 

24. Then click on the  to open the 
report.  You can save or print the 
report. 
 

 

 
 

25.  NMS Multi Year Reports 
 
Navigation:  FINANCIALS, 
Commitment Control, Budget 
Reports, NMS Multi Year 
Reports 
 

 

 

 
 

 
26. If this is the first time that you are 

running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name.  
 

 

 
 

27. Enter the following: 
   

a. Enter Agency From and To, 
Fiscal Year, Period, Fund (% 
or specific fund), Pcode (% or 
specific Pcode), and Bud Ref 
(% or specific Bud Ref). 

b. Select a radio button based on 
the information you are 
looking for in the Department 
to be Included on Report 
section. 

 
Note:  Run the budget reports for each 
of the radio buttons to become familiar 
with the information each option will 
provide. 
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Instructions Screen Shots 
 

28. Click  to go to Process 
Scheduler Request.  The default 
format option is PDF; however, if 
you want the report in a different 
format remember to make the 
selection before clicking .  
You have a choice of three 
difference reports.  Mark your 

selection by clicking on the .  
Process the request by clicking 

.  You will be taken back 
to NMS Multi Year Reports. 

 
Note:  Select each report to become 
familiar with the presentation and data 
being provided. 
 

 

 
 

 
29. Once back in NMS Multi Year 

Reports, click .   
 

 

 
 

 
30. Once in Report Manager, select 

the “Administration” folder tab to 
see the report’s status.  Clicking 

will update the status of 
the report.  The report will go 
through the following processing 
stages: Queued, Processing, 
Posting, and then Posted. 
 
Click  to go to Report Detail 
for any of the three reports. 
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Instructions Screen Shots 
 

31. Then click on the  to open the 
report.  You can save or print the 
report. 
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Ledger	vs.	Journal	Integrity	Report	 	 	 	 	 	 	 	
 
Agency should run the Ledger vs. Journal Integrity Report each month. If discrepancies are identified on the report, 
submit a copy of the pdf file to FCDSU.help@state.nm.us. 
 
Instructions Screen Shots 

 
1. Ledger vs. Journal Integrity 

Report 
 
Navigation:  FINANCIALS, 
General Ledger, General 
Reports, Ledger vs. Journal 
Integrity Report 

 

 
 

 
2. If this is the first time that you are 

running the report, click on the 
"Add a New Value" folder tab to 
add a Run Control ID.  
 
If you have an existing Run 

Control ID, click  and 
select the appropriate report name.  
 

 

 
 

 
3. Enter the Business Unit, 

Ledger = ACTUALS, Fiscal 
Year, Period From and To.  Make 

sure "Show Journals"  is .  

Click on . 
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Instructions Screen Shots 
 

4. Under Chartfield Selection, select 

the "Include CF"  for Fund, 
Department, Account, Bud Ref, 
and Class.  The selected 
chartfields are needed for 
discrepancy resolution. 

 

 
 

 

5. Click  to go to Process 
Scheduler Request.  The default 
format option is PDF’ however, if 
you want the report in a different 
format remember to make the 
selection before clicking .  
Use PSUNX under Server Name.  
Click .  Process the request 
by clicking .  You will be 
taken back to the Ledger vs 
Journal Integrity Report.  
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Instructions Screen Shots 
 
6. Once back in Ledger vs Journal 

Integrity Report., 
click .   

 

 

 
 

 
7. Once in Report Manager, select 

the “Administration” folder tab to 
see the report’s status.  Clicking 

will update the status of 
the report.  The report will go 
through the following processing 
stages: Queued, Processing, 
Posting, and then Posted. 
 
Click   to go to Report 
Detail. 
 

 

 
 

 
8. Then click on the  to open the 

report.   
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Instructions Screen Shots 
 

 
 
Note:   The report will open on your screen.  If the report indicates "no discrepancies found," it is not necessary to 
do anything further. 
 
Note:  If the report identifies discrepancies, email a copy of the report to the FCDSU Help Desk 
(FCDSU.help@state.nm.us). 
 
 


