Verifying the Trial Balance September 19, 2011

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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Verifying the Trial Balance September 19, 2011

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 Main Menu = General Ledger =

(General Ledger)

ﬁ Review Financial Information

Run inguiries on journals, ledgers, or accounting entries.

Navigation: FINANCIALS, - -

N E Journals Ledger
General LEdger, Review Review journal information for specified periods in a fiscal Review ledger journal entries.
Financial Information, Ledger ot

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, clickw 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 1D 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.

Ledger
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value {_ Add a New Value

Inquiry Name:| begins with

Search Clear | Basic Search Save Search Criteria

Search Results
1-3of 3

Inquiry Name
INQUIRY
LEDGER
LEDGER NG

3. Enter the Unit, Ledger (Actuals),
Year, and Period From and To.

Check the "Include Balance
Forward" ¥/

Increase maximum rows to 5000.

Click _ Searen_| 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.

Ledger Inquiry Criteria
Ledger Inquiry

Enter ledger, period, and ChartField selection criteria. Click on one of the Summarization hyperlinks located in the lower
right side ofthe page to execute the query.

*Year

Q| 2008|Q

*Unit *Ledger
34100 |2 [ACTUALS

Inquiry
LEDG_ING

*From Period *To Period | Currency Stat
1 12|Q Q QA

Max Rows: 5000

Igiclude Balance Forward [include Adjustment Period(s)

[Jinclude Closing [Jonly in Base Currency
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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
Balance by Period. Account ysjew

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:

Ledger Inquiry Criteria

Ledger Inquiry

Enter ledger, period, and ChartField selection criteria. Click on one of the Summarization hyperlinks located in the lower
right side of the page to execute the query.

Inquiry “Unit *Ledger *Year  “From Period *To Period Currency Stat

LEDG_INQ 34100 |G [ACTUALS | |2008|Q, 1le 12]Q Q Q _ Search |

Include Balance Forward [ include Adjustment Period(s)

D\ncludeclo:img DDnIymBaseCunency Max Rows: | 5000

Chartfield Criteria Customize |Find | B8 First [ 142 0p12 0] L act UGS

Chartfield Value ChartField Value Set view (Balance by Period Account )

ot a . UpdateMew Balance by Period, Acct, Dept
Balance by Period.Acct Project

Department Q < Updatetlew Sum by Period. Account

Oper Unit (e} C, Update/ Sum by Period, Account, Dept
Sum by Periad, Project

Rpt Cat (&} Q. UpdateMew

Fund 0100% Q Q) Update/Mew Ledger Balances

Class Q Q Update/Mew Ledger Activity

Specs Q Q) Update/N Clear Criteria |

Bud Ref Q Q. Update/ew
Delete Criteria

Affiliate Q Q. Update/ew

Fund Affil Q @, UpdateiNew

Oper Unit Affil aQ C, UpdateiNew

Sub Acct Q Q, Update/Mew

Project (&} C, UpdatelNew

Adjustment Type Q O, Update/New

Fund
£}
Statewide

Used to Identify Fund

Notes:

5™ Digit signifies
appropriation
source—

0 = Multiple
appropriation
sources

1 =5tate GF

1 = Federal

3 = Internal
Sarvice Fund

4 = Inter Agency

Transfers

& = Other State

Funds
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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 222 to drill down to
specific vouchers, deposits, and/or
journal entries.

Summarization Details

Ledger Inquiry
Inquiry Unit Ledger Year From To Currency  Stat
LEDG_INGQ 34100 ACTUALS 2008 1 12

ChartField Criteria

Include Balance Forward Include Adjustment Period(s)

Include Closing Adjustments

Query Resuits:

Go To: |nquiry Criteria

Ledger Amount by Currency Customize | Find

Period Activity Detail Account  Iransactiondmt . - BolOCe oyrengy Base Amount BAANCEBR% g,
0 Detail 101900 7,064,846.25 7,064,846.25 USD 7,064,846.25 7,064 846.25 USD
1 Activity Detail 101200 9,053,911.74 16,118,757.99 USD 9,053,911.74 16,118, 757.99 USD
2 Activity Detail 101900 -863,799 58 15,254,958 41 USD -863,799 58 15,254 958 41 USD
3 Activity Detail 101900 130,162.09 15,385,120.50 USD 130,162.09 15,385,120.50 USD
4 Activity Detail 101200 -2,09391254 13,291,207.96 USD -2,093,912.54 13,291,207.96 USD
5 Activity Detail 101900 -451,106 46 12,840,101 50 USD -451,106 46 12,840,101.50 USD
6 Activity Detail 101900 -665,877.11 12,174,224 39 USD -665,877.11 12,174,224.39 USD
T Activity Detail 101900 459,969.26 12,634,193.65 USD 459,969.26 12,634,193.65 USD
8 Activity Detail 101900 386,848 36 13,021,042 01 USD 386,848 36 13,021,042.01 USD
9 Activity Detail 101900 -166,872.03 12,854,169.98 USD -166,872.03 12,854,169.98 USD

10 Activity Detail 101900 -306,830.70 12,547,339.28 USD -306,830.70 12,547,339.28 USD
11 Activity  Detail 101900 449.776.33 12,097,115.61 USD 449.776.33 12,097 115.61 USD
12 Activity Detail 101900 80996 12,997,925 57 USD 80996 12,997 92557 USD

6. To download the ledger in Excel,

click I

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

Summarization Details

Ledger Inqu!

g ) &

p - :
LEDG_ING| A A ¢ <
M Q- © - W B G P s
s Download X
Include § Address (] https:/sharfin.state.nm.us/mfp8s fpstVE2) | e
Include Do you want to open or save this file?
P ] ] Name: ps.ds
[ELl Type: Microsoft Office Excel 97-2003 Worksheet, 108 KB
‘ From: sharefin.state.nm.us
Ledger Amc |
Open | [ seve | [ Gonedd |
Period Actl
0 Aways ask before opering this type of file
Whie fls from the Irtemet can be useful, some fles can patertially
@ ham your computer. f you da not trust the source. do not open or
save this file. What's the nsk?

7. Enter the file name and save to
your computer or network drive.

Savein: [ (@) Desktop 5 2@
n. Name Size | Type Date#
i (L)My Documents System Folder
My Recert 4 My Computer System Folder
Documerts | W@y Network Places System Folder
7= | | E)DFA STRATEGIC PLAN File Folder 12f20
¥ [CPayrol Liab Sent to Agencies File Folder 47/2
Desktop [CIFCDSU FORUMS File Folder Y72
[CILFC HEARINGS File Folder 47
=¥eDOCS File Folder 4429
/ [)Help Desk File Folder 5(7f2
I My Documents @Fcnsu Weekly Reports File Folder 5(7f2
| [)Desktop wiork Folder 2007 File Folder 5/12f
- [CIMIGRATION REQUESTS File Folder 5716/
! EwypoT Filee Falder 519/,
| ™ C'mp e DKKJEGDERJ:LEANUP File Folder 5021 v
| ] | £
i Flle pame [ps s v [Csve ]
MyNetwork | Saveastpe: | Microsoft Ofice Excel 97-2003 Wokshest  v| [ Cancel |
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Verifying the Trial Balance September 19, 2011

Instructions Screen Shots
8. The ledger totals by period are Al B [ c| D E F
now downloaded into Exce|_ The 1 | Period | Activity | Detail | Account | Transaction Amt | Balance Transaction Amt
agency can use the full 2 0 _ Detail 101900 |  7,064,846.25 7,064,846.25
. . 3 1|Activity |Detail 101500 |  9,053911.74 16,118,757.99
fu_nctlon_allty of Excel (SOI‘t, 4 2|Activity | Detail | 101300 -863,799.58 15,254,958 41
Filter, Pivot Table, etC-) to 5 3|Activity |Detail 101900 130,162.09 15,385,120.50
analyze the data including trend 6 a|activity |Detail [101900 |  -2,093,912.54 13,291,207.96

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 General Reports
Reports Access journal, ledger, trial balance, reconciliation, and InterUnit reports.
E" NMS Trial Balance Fund/Acct E Trial Bal by Fund /A or 7 Cd

MNMS Trial Balance report summary by Fundi/Acct Trial Balance by Fund /A or Z Code

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, clickw 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.

Trial Balance by Fund/Acct
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value | Add a New Value

Search by: Run Control ID begins with
[[Icase Sensitive

mw

Search Results

1-Z2of2

Run Control ID
40400
AG11

Find an Existing Value | Add a New Value

3. Enter Business Unit, Fiscal Year,
and Accounting Period From and
To.

Nms 0447 Runpg

Run Control ID:  AG11 Report Manager Process Monitor

Run

Business Unit 11200 Q
Fiscal Year 2009
Accounting Period from 1

Accounting Period To 11

[ save | L\ Return to Search | +[ Previous in List | Notify ‘ EvAdd
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Instructions

Screen Shots

4. Click —®n | g go to Process
Scheduler Request. The default

Process Scheduler Request

User ID: YVOMNE HERRERA Run Control ID: 4611
format option is PDF; however, if G e T oo [ 8
you want the report in a different Recurrence: ~ RunTime:  1018:16AN _ Resetto Current Date/Time_|
format remember to make the
selection before clicking—]. gy N Neic, | St Wb W Sl
. R 7] W - Trial balances summ W eport Web ~ PDF = | Distribution
Process the request by clicking csv ‘
HP
—o | you will be taken back -
to the Nms 0447 Runpg. | e e 'E-;;F |
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, [,
CIiCk Report Manager . Feun Control Kk 611 FenortManager Frocess.Menitor — RUT |
Rusinass Uair 11200 2
Azeounsag Pencd from
6. Once |n RepOI’t Manager, SeIECt List [ Explarer i Administration Y Archives \
the “Administration” folder tab to
see the report’s status. Clicking ser Ty /tast 10 ETENN | _Reesn |
Refresh i Status: ~ Folder: ~ Instance: to:
QW”I Update the status of Report List s Al B First [ 4 o1 [ Last
the report. The report will go st FePOrt PRES  pescrioon Beues!  fomst Staws Detas
through the following processing 2505126 5820307 Ttial balance by Eund /Pcoge 2002008 (Tt Posted Delais

stages: Queued, Processing,
Posting, and then Posted.

Click Details to go to Report
Detail.

Note: Please be advised that clicking

_Refresh | onsecutively 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 Refresh
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Instructions

Screen Shots

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

Report Detail

ReportiD: 2505126 Process Instance: 5820307

Message Log
report.

HName: NMS4486GL Process Type: SQR Report

Run Status: Success

Trial balance by Fund / Pcode

Distribution Node: NWMFP33 Expiration Date:

Name Eile Size (bytes]  Datetime Created
!NMSMBGL 5820307 PDF I 30,233 07/06/20098 1:32:57.000000PM MDT

S 44 5 7.out 7,408 07/06i2008 1:32:57.000000PM MDT
SOR MMS448GL 5820307 log 1,727 07/06/2009 1:32:57.000000PK MDT
DISUIbUON iyt b 00 1

1D Type

User YVONNE HERRERA

8. Results e e Samary Tria: Batasces by P/ Accocat hon Fi Al

Agomcy : Legislative Fimasco Committse FISCRL YEAR: 2003

ACCOUNTING PERICD: 12

o0
0.0
0.0 o
0.0 °
0.0 o
0.0 =
0.0 o
o0 o
0.0 o
o0 o.0e 0.00
6aan.0 0.0 46, 6648
o0 o.0e 0.00
0.0 0.0 0.00
0.0 0.0 0.00
a7 0.00 €.310.59
0.0
6.2 o.0e

Page 9 of 83




Verifying the Trial Balance

September 19, 2011

#3 Trial Balance by Fund/Acct Report as a Query

Instructions

Screen Shots

1. GL Queryin 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 &=l

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.

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: Query Name -
Search | Advanced Search

Search Results

begins with NMS_GL_JOURMAL_LINE

“Folder View:  — All Folders — -

First 4] 142 or 12 (M L ast

Customize | Find |

Query Hame Description Quimer Eolder HTML Excel SCICUUE poyprites
NMS_GL_JOURNAL_LINE_MULTI_BU Journal Line Details Multi BU Private HTML Excel Schedule Favorite
Journal Line Details Public HTML Excel Schedule Favorite
NMS_GL_JOURNAL_LINE_ACCT Journal Line Details by Acct Public HTML Excel Schedule Favorite
NMS_GL_JOURNAL_LINE_ACCT_RANGE Journal Line by Acct Range Public HTML Excel Schedule Favorite
MMS_GL_JOURNAL_LINE_BY_SOURCE Journal Listing by Source Public HTML Excel Schedule Favorite
MNMS_GL_JOURNAL_LINE_CASH Journal Lines Cash Recon Public HTML Excel Schedule Favorite
MMS_GL_JOURNAL_LINE_DATE Journal Listing by Date Public HTML Excel Schedule Favorite
MMS_GL_JOURNAL_LINE_DEPT Journal Details by Dept & Fund Public HTML Excel Schedule Favorite
NMS_GL_JOURNAL_LINE_DEPT_RANGE Journal by Dept & Fund & Acct Public HTML Excel Schedule Favorite
Journal Line Details by Fund Public HIML Excel Schedule Favarite
NMS_GL_JOURNAL_LINE_STO Journal Line Details - STO Public HTML Excel Schedule Favorite
NMS_GL_JOURNAL_LINE_UNPOST Journal Line Details Not Post Public HTML Excel Schedule Favorite
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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 1D for a single
specific journal. For the NMS_
GL_JOURNAL_LINE_FUND
query, enter information for the
Fund From and To.

Clle View Results

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 cIickO\ 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.

NMS_GL_JOURNAL_LINE - Journal Line Details

Unit: _Q
Journal ID (% = ALL):
Fiscal Year: 0
From Period: 0Q
To Period: ijfey
View Results
NMS_GL_JOURNAL_LINE_FUND - Journal Line Details by Fund
Unit: 7&
Journal ID (% = ALL):
Fiscal Year: 0
From Period: 0
To Period: 0
From Fund: Q
To Fund: Q
View Results
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Instructions Screen Shots
3. Your data should look like this: a__~ B g — E G Ca H ‘
2 [unit [Journal ID_ |Date JLine # | Account |Dept Joper unit |Rpt cat [Fund |t
3 |AAAAA 0000565747 2/14/2008 1 566100 0000000000 13000
Note: If you have activity that has s [mann osooreess | s *lsaeto0—|ocooooonco fasco
posted to subfunds (i.e. 11101, 11102, | ¢ mommes oo cmow oo e
111103, 11104, or 11105)' when you 8 |AAAAA 0000623458 | 4/30/2008 2101921 0000000000 13000
- 9 AAAAA 0000739416 6/30/2008 1 566100 0000000000 13000
do your pivot table by fUnd, the data 10 | AAAAA 0000739416 6/30/2008 2 234900 0000000000 13000
will be summarized by fund. Excel e Jossorizsse | auaos lozto0—Toosoomas oo
recognizes 11100 11101 11102 12 AAAAA 0000742886 6/30/2008 2 292900 13000
111103 11104 a;]d 1110,5 as Se[’)arate 14 |AAAAA 0000742963 6/20/2008 1 546100 0000000000 13000
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 e AT oot 0/301200
the file before proceeding. If you 17 | Microsoft Office Excel
begin the pivot table process prior 12 _ _
to SaVing the ﬁle, yOU W|“ receive 3 l-.\ Data source reference is not valid, c
the following error message: :‘;
16  AAAAA 0000742963 B/30/200]

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.

File name:  MMS_GL_JOURNAL_LINE 3128(1)xls -

Save as type: [Excel 57-2003 Werkbook *.xds) -]
Excel Workbaok (*xlsx)

AUthors: | b, el Macro-Enabled Workbook (*xlsm)

Excel Binary Workbook (*xisb)
Excel 97-2003 Workboolk (*.xls)

XML Data (*xml)

xls [Compatibility Mode] - Microsoft Excel

NMS_GL_JOURNAL _LINE 3128(.

Page 12 of 83




Verifying the Trial Balance

September 19, 2011

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

iH] Ele Edit View Insert Format Tools | Data | Window Help
. A
RN W= RN AR B | &L |60 4
E o o Filte v
Hior ot o B T NSRS NE TN e I Rl
A5 - A 34100 Text to Columns...
A | B | c | iZ| PivotTable and PivotChart Report... G

1 |AP Detai| 13302 ¥

2 [GL Unit |Voucher [invoice |Vendor [Name [Fund |Dept

3 |34100 00000410 | 124843-899Z 0000007150 PRUDENTIAL 01000

Step #2
Y158 DUUOUL 150 FRUDENITIAL UT0UU | TUUUUUOUUD s =]
915€ 0000007150 PRUDENTIAL 01000 101900

BIEMEY! PivotTable and PivotChart Wizard - Step 1 of 3

913 00
Where is the data that you want to analyze?

3230004 (=)Microsoft Office Excel list or
3230004 () External data source
36400 () Multiple consolidation ranges
3642000
4482 000
448300 |
279€ 004 What kind of report do you want to create?
279E 004 (%) PivotTable
284€00d | () PivotChart repart (with PivotTable report)
284€ 004
2894004 |
2894 004
00g
ood fodi Crsch

0O0TTTD! ANTATE MEVW MEX 01000 20900
0000045883 SANTA FE NEW MEX 01000 8000000000 545600

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

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

07150 PRUDENTIAL 01000 2010000000 292900
07150 PRUDENTIAL 01000 101900

PivotTable and PivotChart Wizard - Step 2 of 3 E|rz|

30714 Where is the data that you want to use?

30714 Range: |Ek 504 . Browse...
071

Cancel ] [ < Back ] [ Mext = l [ Einish ]
71
07150 PRUDENTIAL 01000 101900
07160 PRUDENTIAL 01000 |80COOO00D00 292900
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Verifying the Trial Balance

September 19, 2011

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 .

YU DU RSN | AL (VT IE VY]

ivotTable and PivotChart Wizard - Step 3 of 3

Where do you want to put the PivotTable report?

(%) New worksheet
() Existing worksheet

Click Finish to create your PivotTable report.

Layout... ][ Options. .. ] [ Cancel ][ < Back ]

0000045883 SANTA FE NEW MEX 01000 201900

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

1203 10 VU g FRLUTIN AL uiuug 1w sug S|
618
P9 PivotTable and PivotChart Wizard - Layout X
75 [ Tooile | 460 .
74l I g 'R l'\\S Construct your PivotTable report by 160
o \ dragging the field buttons on the right i
o6} to the diagram on the left. 910|.
96} 910
2. 680 .
3 [eLunit | [ pept |[ ver | |sa0
69 | EAGE | £OLUMN |\l'uud1&r | |Accuunt | | PO No. | 570
59 | Invaice | | Amount | | Bud Ref | S0k
22 420/
a0l ROW DATA | Vendor | IJournaI ID| | Class | 120
92 | Iame | | Date | |5ub Acct| 900|.
92 | Fund | | Period | | Rpt Cat | 200 .
5 ¢ 3 170
5! 170
5 Help ] oK i [ Cancel ] HEY)
5 170
72006 0000054785  FIA CARD SERVICES 01000 101900 11.710|.

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.

[Lunit ||[ pept JI[ vear |

|Voucher | |Account| | PO Mo. |

| Invoice | | Amount | | Bud Ref |

| Vendor | IJournal ID| | Class |

| Mame | | Date | |Sub Acct|
| Fund | | Period | |R|:-tCat|
< b3
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Verifying the Trial Balance

September 19, 2011

Instructions Screen Shots
Example:
Department appears under PAGE
Period appears under COLUMN
Name and Account appear under ROW
Amount appears under DATA as a Sum value
98-915£ 0000007150 PRUDENTIAL 01000 101900 -5.5(
: :I 3 3 Construct your PivotTable report by i:
dragging the field buttons on the right
15 to the diagram on the left. 9
16§ 91
L 6t
: Y
= E)Ept Period % COLUMN 51
g — Z
2] ROW DATA 4%
2 o
2 eteaon] [
i 17
_ _ 1
Ceb J[ o J [ "
Click L_2_J. You will be taken back to Step 3 of the Pivot Table and
Pivot Chart Wizard.
Step #7: Click [_Emn_].
12300000007 150 PRUDENTIAL 01000 101900
. PivotTable and PivotChart Wizard - Step 3 of 3
Where do you want to put the PivotTable report?
9 (%) Mew worksheet
79 () Existing workshest
o
184 =
1ggf | Click Finish to create your PivotTable report.
= | Layout... \[ Options... ] [ Cancel ][ < Back ] -
0000045883 SANTA FE NEW MEX 01000 201900 -3
c. Results Step #8
Note: If you have mul_tiple funds, you N ~ c
can create a separate pivot table for 1 Drop Page Fields Here
each fund in separate tabs of the same 2
file. 3 Sum of
4 Fund = |Account| = | Total
) . 5 | =1300/101900 2,936,305.80
Note: T_o see_the detail of any . 101921 | @.574.64080)
summarized field, double click the 7 171900 150118
summarized value cell and a separate 3 201900 (69,483 99)
tab will appear with the details. 9 203900 -
10 223500 (48,549.76)
1 11 223900 (33,956.76)
| = 226900 (81,587.54)
13 234900 (2.558.81)
14 292900 0.00
15 299999 0.00
16 325900 (1,984.79)
17 328900 483.81
18 499105 (3.976,400.00)
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Verifying the Trial Balance September 19, 2011

Instructions Screen Shots

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

a. Navigation Step #1: Insert, PivotTable, PivotTable
@ Home Insert Page Layo|

B

|PivatTable| Table Picture Clip Shap
Art -

PivoiTable
PivotChart

4 A B c

b.  Create Pivot Table 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 [_e<__].

UUDDD &7 AR FAVV] ] £ L SHYUU UUUUUULUUUU

00 Create PivotTable @ 0

o Choose the data that you want to analyze 0

0 - 0
(@) Select a table or range

0 — 0

o Table/Range: 0
() Use an external data source

0 0

0

o Connection name: 0

0 Choose where you want the PivotTable report to be placed

0 (@) Mew Worksheet 0

o (7)) Existing Worksheet 0

0 Location: | ho

: :

2 0

ANeNANN2 ANIAIINNT 2 RI1ANN NNNNNNNNNN
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Verifying the Trial Balance

September 19, 2011

Instructions

Screen Shots

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

Checin ek o s 1o et

=
Joural I

5 e
y g e+
. ol

Dept
e
- - - - - _— ap— Rk Cat

» 7 |Drop Data Items Here s
L) (@ Surfund
O Bl At
13 Casz
T Foe
Dt Rt
e

Drag Rkt e tuseen, resas beiow
o Report Fiter | Colurn Labeks.

Ll Raweis E i

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

4 Fua | =]Account = | Total e
1800{101500 7.936,305.00 tre =
[ 181521 [2.574,840.00) ] Acceent
171500 1,501.10 m
w
[ 20190 108,402,89) ey
] 20300 - il
22300 {40,549, 76) b
i 27000 (33,056 76) b et
12 26500 189,687 62 Cans
1 724500 2,568.81) e
A 2c2900 Dt Baf
5 . AP
1 328500 S Aiast
17 37900 :::I‘
1] 409108 A
w 90905 1C B e
7] 520000 e Type
a s20800
2 ] Dy Pkt betoeesy e bk
2 sateny o Repart Fiter: ] Cohann Labels.
2 521100
) 521200
2 521300
2 521400
5 621600
521600
20 571700
3t 521500 Lol Rowliateis T Vel
e 535000 Fund = | sumof amous *
2 535400 Ay, d
e 542100 5,811 5
E S4za00 12,370.45
] S42300 116,430.53
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Verifying the Trial Balance September 19, 2011

Instructions Screen Shots
c. Results Step #4

Note: As long as the cursor is located 4 A B c

in a cell within the pivot table, the 1

PivotTable Field List will be visible. =

To hide the PivotTable Field List, 3 |Sum of Amo

. . 4 |Fund ~ [Account |+ | Total

p!ace the cursor in a cell outside of the 5 ~T200l701900 2036.305.80

pivot table. 6 101921 (2,674,640.80)
7 171900 1,501.18

Note: If you have multiple funds, you 8 201900 (69,483.99)

can create a separate pivot table for & 203900 -

each fund in separate tabs of the same 10 223500 (48,549.76)

. 11 223900 (33,956.76)

fl Ie : 12 226900 (81,587 .54)
13 234900 (2,558.81)

Note: To see the detail of any 14 292900 0.00

summarized field, double click the 15 299999 0.00

summarized value cell and a separate i3 325900 (1,984.79)

tab will appear with the details. i 326900 46281
18 499105 (3,976,400.00)
19 499905 (133,700.00)
20 520300 2,484 94391
2 520600 4,454 02

Agency : Legislative Finapce Committes FIBCAL YEAR: 2003 ACCOUNTING PERIOD: 12

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.

.
3 Sum of Amo

4 Fund = |Account| = | Total

5 51300{107900 | 4.577.78053

6 101921 | (4.311,432.58)
7 171900 1,601.12

8 201900 (242.36)
9 203900 -

10 223500 (43,020.18)
1 223900 (23,372.29)
12 296900 (62,065.00) |
13 234900 0.00)|
14 202000 (0.00)
15 209009 0.00

16 325900 (1,500.98)
17 322900 (0.00)
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Verifying the Trial Balance

September 19, 2011

Instructions

Screen Shots

7. Data Options within the pivot
tables with Excel 2003

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

PivotTable and PivotChart Wizard - Layout

Tt Construct your PivotTable report by
5 dragging the field buttons on the right
to the diagram on the left.

| Dept || Year ||0per Unlt‘

|Account | | PO No. | |PC Bus Ur‘

Dept Period | COLUMN
B Name "
Account |Amount | |Bud Refl | Project ‘

ROW DATA |JUurr|a| ID| | Class | |.~'—\cti\rity ‘

| Date | |Suh Acctl |AHTYDE‘

| Period | |Rpt Cat| |Cabegory"
< >

[ Help ][ OK ][ Cancel ]

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

PivotTable Field

Source field: Amount

= mame: | Surm of Amount

Haidd).

Cancel
Summarize by:
Hide
Count
Average Mumber. ..
Max
Min Options =
Product
Count Mums b’

OSSO ]
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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.

PivotTable Field List

v X

Choose fields to add to report:
[Cunit A
[]3ournal ID T
[[pate
[[Line # E
[¥] Account
Dept i
Fund
[ subfun Move Up
[CI5ub Ac Move Down
[[Class
[F5pecs Move to Beginning
[[JBud Re Move to End
¥ Move to Report Filter
Drag fields
7 Repo 1] Move to Row Labels
Move to Column Labels
X Moveto Values
X Remove Field
Row || %] alue Field Settings...
i @5 Value Field Setting
Fund A ‘ Sum of Amount ~ II
Account 7
Dept 7

Ml | | Defer Layout Update

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

[¥]Fund
[C]5ubfun Mowve Up
[sub Ac Mowve Down
[[class
[F]Specs Move te Beginning
[[]Bud Re Move to End
W Movete Report Filter
Drag fields
7 Repo 1] Moveto Row Labels
7 Move to Column Labels
¥  Moveto Values
>< Remove Field
i) Row[ @5 Value Field Settings...
Fund > Sum of Amount *
Account
Dept hd
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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

Value Field Settings

=

Source Mame:  Amount

Custom Mame: | 5um of Amount

Summarize by | Show values as

Summarize value field by

o] S lw]

Choose the type of calculation that you want to use to summarize
the data from selected field

=N |

D|Slw|S]
=
o
3

Mumber Format

n|&|

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.

PivotTable and PivotChart Wizard

]

ayout

\ k Construct your PivotTable report by
dragging the field buttons on the right

to the diagram on the left.

[(oept JI[ vear | [oper unit
Bud Ref

< >

Period | COLUMN
Sum of Amount

ROW DATA

Dept
- Name

Account

(=]

(o J[ ok ][ cene |

Step #2: The PivotTable Field box will appear. Choose the “None” radio
button to turn off subtotals for each Name.

PivotTable Field X
Mame: |Mame
Subtotals
) Automatic (S:Ergnt -
o
Product v
[] show items with no data
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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

A E | g | D |

1 [Dept Ay [+ |

z
"3 |Sum of Amount Period =]

4 |Name [+ |Account [+ 7|Grand Total

10 |[AFSCME COUNCIL 18 101900 6.66 6.66
| 292900 -6.66 -6.56
12 [AFSCME COUNCIL 18 Total 0 [
13 [ALBUQUERQUE PUBLISHING CO | 101900 -47.88 4788
4| 201900 0 o
15 | 545900 47.38| 47.88
16 |ALBUQUERQUE PUBLISHING CO Total 0 [
17 [APODACA, ROBERT M 101900 a7.76 37.74)
18 | 201900 -1.42109E-14| -1.42100E-14
19| 542100 3776 -37.76
20 | 542200 0 o
21 |[APODACA, ROBERT M Total 7.10543E-15| -7.10543E-15

AFTER TURNING OFF SUBTOTAL
A | B | c | D

1 |Dept iy =)

2

2 |Sum of Amount Period =]

4 |Name [+ |Account [+ 7|Grand Total

9 | AFSCME COUNCIL 18 101900 6.66 6.66
10 | 292900 -6.66 -6.66

11 [ALBUQUERQUE PUBLISHING CO |101800 47 28] -47 88|
|12 | 201900 0 0
13 | 546900 47 88 47 88

14 [APODACA, ROBERT M 101900 37.76 a7.76
15 | 201900 -1.42109E-14| -1.42109E-14)
16 | 542100 -37.76] -37.76]
|17 | 542200 0 0

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

Design

I I 7] RowHeaders 7] Bandea
Subtotals| Grand | Report Blank || (7] Commn teaders 7] Banded Comumng
= [Totals- | Layout - Rows -
i | ATabile 51 | 00000 Fholfablesh
i Do Hat Show Subtatals =
I ®re - Fo-
g
4 —-:| Show all Sublotals Group
- I ] E E ] H 1 J K L
=17| Show all Sublulals at Top of Group J
4 TSum of Amount _I

¥l Row teaders  [7] Banded Rows

Subtotsls [Grand || Heport  Blank
tals || Lapeart » R +

¥l Cotumn meaders 7] Banded Commns

| E _ PuollableShles 00000000 |

e

C9 - [
e, ) __.ﬂ On for Rows and Codumans

| D E E G H ] J K

ey -

2

3 Sum

4 Fund| —-o
A | =130

On for Columns Only

TITESRT TS RI T TR A2
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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.

F G H
& | Cut
[Fund [Sub Acet | -2 Copy [sp
100000 13000 @ Paste
100000 13000 Paste Special...
100000 13000 —
13000 Delete

100000 13000

Clear Contents
100000 13000

00000 | 12000 fr Format Cells...
00000 | 13000 Column Width...
00000 13000 Hide
100000 13000 Unhide

13000
00000 13000 81006

13000

Your screen should appear like this:

E F G H | J
| &
+ #t| Account [Dept |Fund Sub Acct  [Class
1226000  000OODO00O 13000 81006
2101921  00000OOOOO 13000 81006
12 499905 000000000 13000 80000
42 101900 13000

1234200 0000000000 13000
2 328900 0000000000 13000
3 328000 0000000000 13000
4 325900 0000000000 13000
5 234900 0000000000 13000
1 5646700 0000000000 13000 81006

Step #2: Select the column you want to split

[Account [ Amount  [Jounal ID |Date [Perica [year  |Bud Ref [Class |Funa
101900 (1.36) APD0205220 1/25(2007 7 2007 01000
[202000 1.36 AP00205220 1/25(2007 7 2007107 50000 01000
[292900 550 AP00205220 1/26/2007 7 2007107 50000 [p1000
[101900 (5.50) AP00205220 1/25(2007 7 2007 01000
[101900 (6.91) AP00205220 1/25(2007 7 2007 01000
[101900 (6.68) APD0205220 1/25(2007 7 2007 01004
[202000 6.68 AP00205220 1/25(2007 7 2007107 50000 01004
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b. Navigation

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:

Delimiters
Tab

[ Semicalon
|:| Comma
|:| Space

[ other:

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.

c. Convert Text to Columns

Step #3: Data, Text to Columns

1 Microsoft Excel - 34100 ap detail.xls
@_] File Edit View Insert Format Tools | Data | Window Help
L ca, A
N=A= RERE =N b B
i = 5 Eilter 3
[ Wt s B R MY N o | 19 '@’. il
Text to Columns...
|

Y1 - A iF]| PivotTable and PivotChart Report. .. [

<<

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type

Choose the file type that best describes your data:

imites - Characters such as commas or tabs separate each field.
@leedﬂldth - Fields are aligned in columns with spaces between each field.

Preview of selected data:

[1] -~
|2 Fund
|z p1ooo
l4 1000
|z 1000 =

Step #5: Use the mouse to click between the fourth and fifth digit of the
fund, creating the line below. Next, click .

Convert Text to Columns Wizard - Step 2 of 3

" This screen lets you set field widths (column breaks).

Lines with arrows signify a column break.
To CREATE a break line, dick at the desired position,
To DELETE & break line, double dick on the line.
To MOVE a break line, dick and drag it.

Data preview
10 20 30 40 50 &0
L i i 1 i 1 1
-~

Fund|

100)

100)

100 &

Cancel <Back |} Finish
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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 .

Convert Text to Columns Wizard - Step 3 of 3

This screen lets you select each column and set Column data format
the Data Format. O general
'General' converts numeric values to numbers, date '@
values to dates, and all remaining values to text. ) pate: | MDY “
(") Do not import column {skip)
Destination: €Ys1 EH
Data preview
A
v
?
(oo (<o

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

o CrAnrnnnn A4 CanTon nnnnnnnnnnlnnnnn I

o7 Microsoft Office Excel =
03

03 l . Do youwant to replace the contents of the destination cells?
04 [ ook | I Cancel I

04

NN RIPARIPNNG 1224000 Iﬂ:?.m‘m I

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.

D E F G H

ine #|Account |Dept Fund [sub Acct
1226000 0000000000 [1300 o
2101921 coooooocoo |13ce |o
12 490005  0000000CCO [1300 [o
242 101900 1300 fo
1224000  oooooooooo [1300 fo
2228900 ooooooocoo f1300 fo
3328000  ocoooooooo [1300 fo
4225000 oooooooooo f1300 o
5234000 0000000000 [1300 |o
1546700 0000000000 [1300 |o
A 4ANA4 0 42NN n
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Instructions Screen Shots

12. Split the Fund column into two
columns using Text to Columns
with Excel 2007

a. Navigation Step #1: Data, Text to Columns
NOte The Only dlﬁerence bEtween Layout Formulas Review "-4';u|:_- : )| Acrobat
Excel 2003 and Excel 2007 is the ' . =
A A L — & connections || 4| [ 4. Clear = %
navigation to the Text to Columns. & [ P Praperties B nF T = E
Existing Refresh ,{l Sort Filter ., Textto | Remove Data Consolic

7 advanced Columns Duplicates Validation =

Connections All- =9 Edit Links

Text to Columns

D E F G H Separate the contents of one Excel
cell into separate columns.
uljne #"Al::coum "Depl ||Fund "Sllb Acct ”Class For example, you can separate a E
0000000000 column of full names into separate
009 1226900 13000 81008 first and last name columns,
009 2101921 0000000000 13000 81006
In Word, use this feature to
008 12 499905 0000000000 13000 80000 i G Ee e e
o0e 242 101900 I'|30[H3 I table, splitting the text into
- columns at each comma, period, or
‘oog 1234900 0000000000 13000 other character you specify.
008 2 328800 0000000000 13000 _
008 3928000 0000000000 13000 @) Press F1 for more help.
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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 Queryin FINANCIALS Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values
Run the NMS_GL_JOURNAL_ *Search By: | Query Name v|  begins with NMS_L_JOURNAL_LINE_ACCT
ITII_\IE_ACCT query to obtain a Searth | Aduanced searcn
listing of all allotments recorded
in the Actuals Ledger. Search Results
*Folder View: — All Folders — A
NaV|gaF|On: FINANC IAL87 Customize | Find | View All | L First
Reportlng TOOIS: Query: Query Query Hame Description Owner Folder 5#&10 %
Viewer NMS_GL_JOURNAL_LINE_ACCT Journal Line Details by Acct Public HTML  Excel
Run to
Excel
Click Exe!
2. Enter the Unit, Fiscal Year, Period Unit: 2100 |
From and To, and Account

criteria as 499105. Fiscal Year: |2008

From Period: | 1|C,

Click View Results . To Period: 12(Q

Account: 499108|

Save the file to Excel. View Results

Sum of Amount |Pericd v

Dept - 1 2 H 4 5 6 7 g 9 10 11 12
1000000000 (84,891) (84,891) (84,891) (84,891) (84,891) (64,891) (84,891) (84,891) (84,891) (84,891) (84,891) (84,900)
1850000000 (28,676) (28.676) (28,616) (28,616) (28,616) (28,676) (28.616) (28,616) (28,616) (28,676) (28,616) (28,621)
2000000000 (132,433)  (132,433)  (132,433)  (132,433)  (132.433)  (182.433)  (132,433) (132,433  (132,433)  (132,433) (132,433) (132,437
4000000000 (35,741) (35,741) (35,741) (35,741) (35,741) (35,741) (35,741) (35,741) (35,741) (35,741) (35,741) (35,750)
6000000000 (130,791)  (130,797)  (130,791)  (130,791)  (130,791)  (180,791)  (130,797)  (130,791)  (130,791) (130,791 (130,791)  (130,800)
8000000000 (204,708)  (204,708)  (204,708)  (204,708)  (204,708)  (204,708)  (204,708)  (204,708)  (204,708)  (204,708) (204,708)  (204,712)
9000000000 (451758)  (461,758)  (461,758)  (461,758)  (461,758)  (461758)  (461,758)  (461,758)  (461,758)  (461,758) (461758)  (461,762)
A073922 (25,000)

A0B3946 (10,000)

28000 (332,133)  (208,333) (208,333  (208,333)  (208,333)  (208,333)  (208,333) (208,333  (208,333)  (208,333) (208,333) (208,337

3. Use apivot 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 —I= by account.

Step #1: Data, Filter, Auto Filter

jE] Microso ccel -

ap detail.xls

iH] Fle Edt View Insert Fomat Tools | Data | Window Help
NS 3 Sl A S| o 8l st | %1 (Bl - @
e o s R LT 1 e s v Actomiter —
C10 - % 106754-3230 Eam Show A
- A B | Subtotals... Advanced Filter... |
1 [AP Detall 12302 Validztion...
2 [GL Unit_|[voucher [invoice Table... Name
3 (34700 00000410 |124843-8992 et to ot 50 |PRUDENTIAL
4 (34100 (00000410 |124843-8092 ) 50 | PRUDENTIAL
"5 [34100 (00000427 |125198-9158 Consolidate... 50 | PRUDENTIAL
"6 [34100 00000427 |125198-9158 EerrerTniG * k50 | PRUDENTIAL
7'34‘1 oo ‘boooosos | 102610-913 [ig) PivotTable and PivotChart Report... 50 PRUDENTIAL
"8 [34100  [00000B05 | 102670-913 Impart External Data » 160 | PRUDENTIAL
"9 (34100 (00007109 |108754-3230 B , 150 | PRUDENTIAL
(1024100 00001100 |1 08754-3230 X_'ML , 160 |PRUDENTIAL
11 [34100 (00001152 |109961-3643 — 50 | PRUDENTIAL

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

column of data.

A | B c D F o G | H |
1 [AP Detai| 13302
2 [BL Unif~ [Voucher[+ Invoice ~|vendor [~ |Fun{~[Dept [~ |Account [
3 (34100 00000410 1248438992 0000007150 01000 101900
"4 [32100 00000410 | 124843-8992 'booooo7150 01000 [BOODOOOOOD (292900
"5 [34100 00000427 |125198-9158 "oooooo7150  [o1000 Mooooooooo (29200
"6 [34100 00000427 |125198-9158 "oooooo7150 (01000 "101900
"7 34100 00000805 |102610-913 'booooo71s0  [01000 "01000
"8 [34100 00000805 |102610-913 '0000007150 (01000 1000000000 292900
"9 [34100  [D0001109 |108754-3230 'oooooor150  [01000 M01900

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

4 A B T D E F
1 [Joumd| 1500
2 [Unit - [Journal Il - [Date - [Line - [Accou - [Dept
3 11200 0000{%) | SortAtoZ 000000
4 11200 0000§%| | sortztoa 000000
6 11200 0934 Sort by Color » |000000
6 11200 0934
7 11200 1120 , |oooo00
& 11200 1120 000000
9 11200 1120 Text Eiters * |oooooo
10 11200 1120 -[234000 -/ |oooooo
11 11200 1120 ~[292900 000000
~[]2999939
12 11200 1120 - O325900 =| |oooooo
13 11200 1120 328900
14 11200 1120 000000
15 11200 1120 499305
~[]520300
16 11200 1120 Olsz0700 000000
17 11200 1120 [s20800 -
18 11200 1120 D eane 000000
19 11200 1120
20 11200 1120 =
21 11200 1120926200 6/26/2009 4101900
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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.

T - - - . - -
1 [Joumd 1500
2 [unit ~ [Journal Il - [Date - [Line - [Accou.7|Dept - [Fui - [Subfui ~ [ Amount |- [Line Descr
1077 11200 FCD8530001  7/1/2008 2499106 0000000000 1300 0O (362,208.00) General Fd. Appropriation
107911200 FCD8530076  8/1/2008 2499105 0000000000 1300 0 (362,208.00) General Fd. Appropriation
108111200 FCDB530105  9/2/2008 2499105 000000000C 1300 0O (362,208.00) General Fd. Appropriation
108311200 FCDB530128  10/1/2008 2499105 0000000000 1300 0O (362,208.00) General Fd. Appropriation
1085 11200 FCDB530143  11/1/2008 2499105 0000000000 1300 0O (362,208.00) General Fd. Appropriation
108711200 FCD8530162  12/1/2008 2499105  0000OO0O0C 1300 O (362,208 00) General Fd. Appropriation
108911200 FCD8B0167  1/2/2000 2499106 0000000000 1300 0O (362,208.00) General Fd. Appropriation
109111200 FCD8530186  2/1/2009 2499106 0000000000 1300 0O (362,208.00) General Fd. Appropriation
109211200 FCDES30199  3/2/2009 2499106 0000C0000C 1300 0 (234,509.00) General Fd. Appropriation
109511200 FCDE530211  4/1/2009 2499105 0000000000 1300 0 (334,500.00) General Fd. Appropriation
1097 11200 FCDB530234  5/1/2009 2499105 000000000C 1300 0O (334,509.00) General Fd. Appropriation
1099 11200 FCDB530258  6/1/2008 2499105 0000000000 1300 0O (334,509 00) General Fd. Appropriation
1502
1804

2 [unit -~ [Journal If ~ [Date |~ [Lir
4]  sort Oldest to Newest
Z| | sort Newest to Oldest
Sort by Color 3
*
Date Filters »

] (Select All)

Step #4: Data, Filter, Show All

: Tools | Data | Window Help
L 30 s P
m Filter »| v | AutoFilter

Text to Columns... Show All ‘

o

@ i3] PivotTable and PivotChart Report... Advanced Filter... H
¥
iice [+|Vendor  [~[Name v [Fun{~ [Dept [~ |Account
0000044937 [TINNIN LAW FIRM (01000 (21810 202000

Step #5: Data, Filter, AutoFilter

Tools | Data | Window Help

L 24 sort- ) 4| (ufB]on - @
i | Fiter v %] sutositer

I Text to Columns. .. Show A

:I: iz PivotTable and PivotChart Report. .. Advanced Filter...

u

H

~|vendor  [~[Name

~ [Fun{~ [Dept

[~ [Account [+

992 0000007150
992 0000007150

PRUDEMNTIAL
PRUDEMNTIAL

01000
01000 | 8000000000

101900
292900
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Instructions Screen Shots
Note: The spreadsheet no longer has B & | ¢ | b | E | F | o
. 1 [AP Detai[ 13302

the filter drop down boxes under each | (5t |Voucner Tivoice [vendor  JNames [Funa [Dept

head In g . 3 (34100 00000410 | 124843-8992 0000007150 FRUDENTIAL 01000
4_ 34100 00000410 | 124843-8992 0000007150 FRUDENTIAL 01000 |8000000000
? 34100 00000427 | 125198-915€ 0000007150 FRUDENTIAL 01000 | 1000000000
T 34100 00000427  |125198-9158 0000007150 FPRUDENTIAL 01000
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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 Queryin FINANCIALS

Run the NMS_ DJ_JOURNAL_ | Query Viewer

DETAIL query to obtain a listing | Enter any information you have and click Search. Leave figlds blank for a list of all values.

of deposits cross-referenced to the *Search By: QueryN begins with NMS_DJ_JOURNAL_DETAIL|

X . . : uery Name - eqgins wi ! ;

associated DJ journals recorded in ¥ " g 1L =

the Actuals Ledger. Search | Advanced Search

Navigation: FINANCIALS,

Reporting Tools, Query, Query

Viewer

Run to
Excel

Click Exe!
2. Enter the GL Unitand Acct NMS_DJ_JOURNAL_DETAIL - DJ Entries for Distribution

Period From and To.

Deposit BU: |
: Wiew Results
Click : From Acctg Date: 5]
Save the file to Excel. To Acctg Date: Ei
View Results

A B c D E F G H ] J K L M N 0 P Q R
1 |DJ Entries for Distribution
2 [6Lunit [Account [Depositip unit [ Amount |pept  [Funa  [uournal D Juournal Perioa [Year [ciass  |Bud Rer[sub Acclpistribut{Buaget Jstatus  [Acctg Date
3 34100 101900 3410001884 34100 1,168.00 73600 0 0 N v C 9/16/2011
a 100 "a96901 3410001884 100 {1,168.00) Z8OOD 73600 0 ofoo00 912 N v C 9/16/2011
5 4100 "o1900 3410001883 100 62500 "10880 0 0 N v C 9/16/2011
6 34100 233102 3410001883 34100 (625.00) Z8000 10880 0 of10000 912 N v c 9/16/2011
7 24100 101900 3410001882 34100 3333 ‘01000 0 0 N v c 9/16/2011
3 24100 232000 3410001882 "24100 (32.33) '90000000¢'01000 0 0 N v c 9/16/2011
9 7100 01900 3410001881 34100 1,640.10 '50000  DJ01357480 9/16/2011 3 2012 D v c 971612011
1034100 232000 3410001881 34100 (1,640.10) 4000  'B0000  DJO1357480 9/15/2011 3 2012 D v c 971512011
1124100 101900 2410001880 4100 16,905.50 80000 DJ01356773 9/14/2011 3 2012 D v C 9/14/2011
12 '341 00 'ZSQQDD '341DDD1 880 ’341 00 (16,905.50) Z4000 'BDDDD DJ01356773 9/14/2011 3 2012 D v Cc 91472011

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 Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values
Run the N MS_ AR_ENTR I ES *Search By: Query Name - begins with MNMS_AR_ENTRIES
query to obtain a listing of B0 Achomcen seanc
accounts receivable deposits _ Search Results
cross-referenced to the associated ‘FolderView: Al Fidere—
AR Journals recordEd In the Customize | Find | Vi | First 1] Huum Last
Actuals Ledger Query Name Description Owner Folder &0 ﬁo Schedule ‘::\?otnutes
NMS_AR_ENTRIES AR Customer Deposit Entries Public HTML Excel Schedule Favorite
Navigation: FINANCIALS,
Reporting Tools, Query, Query
Viewer
Run to
Excel
Click Exe!
5. Enter the GL Unit and Accounting NMS_AR_ENTRIES - AR Customer Deposit Entries
Period From and To.
Business Unit: |
Click m. From Acctg Date: [51]
. To Acctg Date: [5]
Save the file to Excel.
View Results
A B D E F [ 6 | n | K L M N 0 [ a R s
[Bank Account |[Business Unit][Customer|Name [Deposit D |Acctg Date]/account [Distribut{Joumat ID Juournal Date | Amount  [Revenue]Funa  Jcontract Joept  JRpt cat [Bud Rer [Sub Acct
34100 0000095 US. Dep 8/20/2011 132900 | 51,607.73 B 89000 ARRACDBGFY2010
MD '341 00 'DDDDDBE U_S._ Dep 01A036210663899 8/17/2011 "ISZQDD D ARD1344867 8/17/2011 (3,845 63) P 'DBBDD CDBG 2010
MD '34'\ 00 'DDDDDBE U.S_ Dep 01A036210663899 8/17/2011 "ID‘\QDD D ARD1344867 8/17/2011 3845563 P 'DBBDD CDBG 2010
MD '34'\ 00 'DDDDDBE U.S._ Dep 01A036210520605 8/5/2011 "ISZQDD D ARD1344866 8/5/2011 (65,874.27) P "\0540 NSP 2009
MD 4100 ‘000095 U.S. Dep DIAD36210520605  @/520111101900 D ARD1344856 B/5/2011 6587427 P osa0  NSP 2009

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_“ne Inqu”-y _ Modlfy Main Menu = Accounts Receivable = Payments =
Accounting Entries (Accounts ﬁ Direct Journal Payments

ReCEIvab|e) Create and modify direct journal accounting entries.

Modify Accounting Entries

Navigation. FlNANClALS Review and modify accounting entries and deposit information.
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 Direct Journal Review
Deposit |D Enter any information you have and click Search. Leave fields blank for

- Search Find an Existing Value
Cllcké.

Deposit 1D: |hegins with v||3410000100 |Q

Payment Sequence: |: v‘ | ||

Payment ID: | begins with || |

User ID: |beginswith v|| |

Assigned Operator ID:| begins with v || |

D{Zase Sensitive

Search Clear | Basic Search Save Search Criteria

9. If Complete is checked, the rﬁrectly Journalled Payments |Y Payment MiscWrk " Deposit Control
deposit was reconciled to the bank

Unit: 34100 DepositID: 3410000100 Payment: COLLECTIVE BARG Seq:
and approved by STO.

Amount; 1142451  Currency: USD
On the Directly Journalled Base: 1142451  Currency: USD
Payments folder tab, the Complete Budget Status: _ Valid

distribution lines are available.
The Chartfields tab provides the
GL Unit, Fund, Dept, Account
and other chartfields.

Budget | Journal Reference Information

GL Unit Dept Account  Sub Acct Bt project op¢
The More Chartfields folders tab 134100 21810 262500 (one)
provides the Journal 1D and LEescd o E:_:;
Journal Date. 104 39401 101900 (Mone)
| 4 L"HESIAal Debits: 2284902  Currency: USD Total Credits: 22,849.02

|MmCha|1FieIda | Currency Detais | Budget | Journal Reference Information )

Stat| JoumallD  Journal Date:
Complete DJO0197481 10M6/2006
Complete DJ0D197432 10M6/2006
Complete DJO0197481 10M6/2006
Complete DJ0D197432 10M6/2006
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Screen Shots

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

Directly Journalled Payments | Payment Misc Wrk | Deposit Contral |

Unit: 34100 Deposit ID: 3410000100 g
@ctg Date: ’—D Control Currency:l:l

*Bank Code: l:l BOAMD Format Currency:l:l

*Bank Account: l:l 004276144437 Rate Type: l:l

*Deposit Type: |:| Check Exch Rt: |:| E

Control Total Amount: | *Count: | | “Received: l:l

Entered Total Amount: 1142451 Count: 4 ||"Entered: l:l

Difference Amount: 0.000 Count 0 Posted:

Posted Total Amount: 0.00 Count: p || Assigned:

Journalled Total Amount: 1142451 Count: 1 Ser ROSELL‘\.ESQUlE'Q

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 Bcl

Query Viewer

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

“Search By: begins witn
Search | Advanced Search

NMS_GL_JOURNAL_LINE_ACCT

Search Results

*Folder View: | — All Folders — ~

Customize | Find | view All | 3§ First
. Runto Runto

Query Name Description Owner Folder HTML  Excel
NIMS_GL_JOURNAL_LINE_ACCT Journal Line Details by Acct Public HTML  Eicel

12. Enter the Unit, Fiscal Year, Period
From and To and in the Account
criteria enter 290900 (Receipts

Held in Suspense).
CIle View Results )

Save the file to Excel.

NMS_GL_JOURNAL_LINE_ACCT - Journal Line Details by Acct

Unit: [e2100 o,
Fiscal Year: |2008

From Period: &}
ToPeriod: | 12/Q
Account:

Wiew Results
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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.

[Journal ID

[Date |

DJ00550181
DJ00568537
DJ00568538
DJ005726738
DJ00579532
DJ00580920
DJ00611630
DJ00617063
DJ00633479
DJ00641409

1/26/2008
2/13/2008
2/14/2008
2/20/2008
2/28/2008
2/25/2008

44412008
417/2008

5/7/2008
5/15/2008
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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 Queryin 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,

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

*Search By: | Query Name v begins with MMS_GL_JOURNAL_LINE_ACCT_RAN

Search I Advanced Search

Search Results

*Folder View: - All Folders — hd

Check All Uncheck All “Action: |- Choose — b

First [4 4 or 1 Last

-~ N - N ]
Customize | Find | View All | B

Reporting Tools, Query, Query Select Quert llame Descr Ounerfoiter  E8t )’ py’
VIeWEI’ O NMS_GL_JOURNAL_LINE_ACCT_RAMGE Journal Line by Acct Range Public Edit HTML Excel
Run to
Excel
Click Bl
2. Run the query for one accounting NMS_GL_JOURNAL_LINE_ACCT_RANGE
period at a time. Enter the Unit,
Fiscal Year, Period From and To. Unit 34100 |Q
The account range should be 53% Fiscal Year: | 2008
to 599999. From Period: | 1|Q,
To Period: 1|
Click M_ From Account: |53%
ToAccount:  |599999
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 pis B c D

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.

. 34100 AP00449317

Journal Line by Acct Range
Unit [Journal ID  |Account

24100 /0869000025
"24100| "010070005
"24100 \'3410800001

HLligDaacr

535200
'535200
"566100
535200

To transfer funds to DFA for CYFD's share of
OPTRANS TO DFA FOR MOU (HCM)

2007 REVERSION

AP Accrual Expenditure
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Instructions Screen Shots
4. GL Query in FINANCIALS Search Results
“Folder View: |- All Folders - ~
Run one of the NMS_AP_JRNL _ : First
DETAIL queries to obtain detail Query Name Rescription Qumer Folder e Snk
information at the voucher level NMS_AP_JRNL_DETAIL_ACCT AP Detail by Account Public HIWL Excel
- MNMS_AP_JRNL_DETAIL_DEPT AP Detail by Dept & Fund Public HIML Excel
for each AP Journal. NMS_AP_JRNL_DETAIL_FUND AP Detail by Fund Public HIML Excel
NMS_AP_JRML_DETAIL_GRANT AP Detail - by Grani & Date Public HTML Excel
NaVIgathﬂ . F I NANC IALS MNMS_AP_JRNL_DETAIL _JOURNAL AP Datail by Joumal ID Public HINML Excel
. . ! NMS_AP_JRML_DETAIL_USERID AP Detail with User 1D Public HIML Excal
Reporting Tools, Query, Query
Viewer
Run to
Excel
Click &=

Note: Numerous versions of the
above query are available depending
on the selection option (e.g., account,
department, fund, grant, or journal).

Note: Runthe 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 GL Unit 34100 1Q
and TO: Fund From and To. Jml Date From: |01/01/2007 |[3{
JmiDateTo:  [01/31/2007 |50
. View Result ; )
Click M FromFund: 01000 |Q

. To Fund: 01005 |Q
Save the file to Excel i
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Instructions | Screen Shots
13302
Voucher[~ [Invoice [+ [Vendor [~ |[Name [~ |[Fund [~ [Accou(~| Amount [+ [Journal ID [~ [Date [+ [Perid~[Year [~[PO No_
01170018 | CE0866-12-06 0000049778  ALBUQUERQUE PUBLISHING GO (01000 201900 (47.88)[APD0194676 | 1/17/2007 7 2007
(01170018 cE0865-12-06 (0000040778  ALBUQUERQUE PUBLISHING co (01000 546900 47.88 |AP00T4576 | 1/17/2007 7 2007 0701000156
[01170018  c80865-12-06 (0000049778  ALBUQUERQUE PUBLISHING CO [01000 (201900 47.88 |AP00104581 | 1/22/2007, 7 2007
[01170018  cB0B65-12-06 [0000049778  ALBUQUERQUE PUBLISHING cO  [01000 101900 (47.88)| AP0D194581 | 1/22/2007 7 2007

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:

Crag fields between areas below:
" Report Filter 4 column Labels

1] Rowlabels ¥ Values
Fund

I Sum of Amount
Voucher A
-
-

Journal ID
Account

Defer Layout Update

"l 005 S =———g——— x|

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 [Accour~ | Amount [~ [Joumal ID[- [Date [~
the voucher are included in the 201900 (47.88)| AP001945676 | 1/17/2007
query reSUltS. :546900 47 .88 AP00194576 11772007

201900 47.88 APOD194581 12272007
"ID‘I 900 (47.88) APD0194581 112272007

AP00194576 on Jan. 17" is to accrue the voucher :

546900 expenditure DR $47.88
201900 accounts payable CR <47.88>

AP00194581 on Jan. 22" 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-linel nqu i ry — Voucher Main Menu > Accounts Payable > Review Accounts Payable Info >

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.

Vouchers

Review voucher information.

Accounting Entries
Review voucher posting results and accounting entries.

9. Enter the Business Unit and

Voucher ID.
Click =2

Voucher Accounting Entries

*Business Unit: 34100 O voucherin: 01170018 | invoice Number: aQ
*Accounting Line View Option: [ show Foreign Currency Saarch FRezsd
Invoice Date: Vendor ID: Vendor Name:

Voucher Accounting Entries

Voucher!D: 01170018 | & |nvoice Number: |cB0885-12-08

*Business Unit: 34100 |Q

*Accounting Line View Option:

Invoice Date:  01/12/2007

Accounting Information

Posting Process: AP Accrual

Main Information e Chartfields

Vendor 1D:

[[] show Foreign Currency Search |

0000049778  Vendor Name:

ALBUQUERQUE PUBLISHING CO
First E 10f2 [}

Find | View All
GL Dist Status:  Distributed

First E 1-2 of 2 E|

. . - e
Customize | Find | View All | =2

Journal

Description
Accounts Payable
Legal Matices for FY 07 for MM

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

Monetary Amount Currency Code Ledger GL Unit
-47.88 USD ACTUALS 34100
47.88 USD ACTUALS 34100

11. Click to see both posting
processes.

Firs

Find | View All
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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 1D, Journal
Date, Budget Date, and Journal
Budget Status.

Main Infermation i Chartfields Journal

[Accounting Information

@ﬁr\g Process: AP Accrual }

Posting Process: Payments

- Monetary . Journal Budget Budget
Description Amount GL Unit Fund Dept Account BudRef Class Journal ID Date Date status
Accounts Payable 478834100 01000 201900 APO0194576 01712007 01A712007 V
E?gfgmﬁf‘ces for FY 478834100 01000  Z8050 546000 907 0000 APOO194576 01M7/2007 01M7/2007 V

Custornize | Find | View Al | 8 First [4]
i Monetau{ N Journal Bmet B@et
Description Amount GL Unit Fund Dept Account BudRef Class Journal ID —Date Date Status
Accounts Payable 47.88 34100 01000 201900 AP00194581 01/22/2007 01/22/2007 V
?;Sahsfr’;r[’ep wiState -47.88 34100 01000 101900 AP00194581 01/22/2007 01/2212007 V

Find | View 1

GL Dist Status:  Distributed

- = = e ™
Customize | Find | View All | =

GL Dist Status:  Distributed

Cash Distribution -47.88/52401 01000 101922 AP00194307°1/22/2007 0112212007 V
Cash On Dep w/State 47.88\30401 01000 101900 APD019430701/22/2007 011222007 V
Treasurer

13. The fully expanded view provides the Monetary Amount, GL Unit, Fund, Dept, Account, Bud Ref, Class,
Journal 1D, 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.

Main Menu = Accounts Payable >

Review Accounts Payable Info

Run inquiriez on vouchers, vendors, payments, and integration with systems.

Vouchers
Review voucher information.

=l Accounting Entries
=l

nal Fotry DI D
= Document Status
Tore...
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Instructions

Screen Shots

15. Enter the Business Unit and
Voucher ID.

Click ===/,

Voucher Document Status Inq
Enter any information you have and click Search. Leave fields blank fi

{ Findan Existing Value |
Business Unif Baw  a
Voucher ID: | begins with (01170018 |

Invoice NHumber: ‘ begins with H |Q
Invoice Date: ‘ = v| ‘ ||E_'Q
Vendor SetiD: -
Vendor ID: ‘ begins with v H |Q
Short Vendor Name:| begins with v | e
[Jcase Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

16. Voucher Document Status
provides a cross reference to all
associated documents related to
the voucher.

Voucher Document Status

Business Unit: 34100 VoucherID: 01170018 Document Type: Voucher
Invoice 10 c80865-12-06 Invoice Date: 01/12/2007  Document Tolerance Status: Valid
Gross Amount: 47.88 USD Approval Status:  Approved Budget Status: Valid

Vendor ID: 0000049778 Location: 001 ALBUQUERQU-116

Associated Document
Related Info_| (7775

Customize | Find | View A

Business

sefip o pocin Document Type Status Document Date  Vendor 1D Location
00000 0000245315  Payment Posted 0172202007 0000049778 001 B
34100 0701000156 PO Digpatched 091912006 0000049778 o B
34100 0000000377 REQ Appraved 09/15/2006 B
H |Associated Document Customize | Find|
17. Documents folder tab provides a S e —

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

setp  DUSNESE  pocp Document Type Status Document Date

00000 0000245315 Payment Posted 0112212007
34100 0701000158 FO Compl 09H9I2008
34100 0000000377 REQ Approved 09M5/2006

18. Related Info folder tab provides a

" Related Info |

. Business Unit DOC ID Document Type Accounting Entries
hyperlink to the related 0000245315 Payment Accounting Entries
documents and a link to the 34100 0701000156 PO Accounting Entries
associated accounting entries. 34100 0000000377 REQ Accounting Eniries

19 GL Query in FINANCIALS Query Viewer

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

Run to
Excel

Click £

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: QueryName -
Search | Advanced Search

Search Results

begins with

MMS_VCHR_AMT_WARR

*Folder View:  — All Folders — -

stomize | Find | View Al
Add to

Query Name Description Owner Folder Favorites
NMS_VCHR_AMT_WARR_MUMBER Public HTML Excel Schedule Favorite
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Instructions Screen Shots

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

AP Business Unit:

= From Payment Date: B
Click .

To Payment Date: [21)

Save the file to Excel __ViewResuts_|

Note: Run the query for the fiscal [ | Fund | Remitvnar |  vendormame |

year or for payments made subsequent
to fiscal year.

21. Review query results in Excel.

SANDUA OFFICE SUPPLY ING 01 AP _PRYMENT

CHIKC 5678 AF_PAYMENT

13000 0000018226
13000 0000010108 ASEEY, DAVID 5

- Th d h 5 13000 0OD0DIZTO6 ASAF SOFTWARE ¥OIMZZH 00001607 | APODGHOSTS CHK 24688 AP_PAYMENT
NOte' e au Itors Can use t e B 13000 000K COX. FRESTON R 10010430 COO0HG0E AFPODGERETS CHK TiED AP_PAYMENT
H H H 7 (13000 0O0OO T 1001043031 DO001608  AFDOGERETE CHK 389 TE AF_PAYMENT
information to audit at the payment e e R e
- 9 13000 0O0DOTEISE WETCHENS, JOWN 1001043440 Q0001611 APOOBEIITS CHK 4037 AP _PAYMENT THZ008 11200
level for accounts payable during the 513000 caaaBsTTI0 ALMISEAN INETITUTE 68 CERTINED PURLK 101064140 Cc00\3  APOATSSL Chi P P
- 11 13000 CODDOIZAT SRAYA PALL ROQIN 1001042407 1813 APCOBBDETS CHK T4 8 AP_PAYMENT
year. The auditor can also use the 12 12000 GooobTiors GLABRAITH, PAMELA M SenicaamS ool Fogioms i Gam o PAMENT

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 Qutstanding 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

Run to
Excel

Click Exce!

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By:  Query Name

Search Advanced Search

Search Results

- begins with NMS_OUTSTANDING_WARRANTS

*Folder View: — All Folders —

v

First [4] 4 or1 [ Last

Customize | Find

: Run to Add to
Query Name Description Owner Folder HIML Excel SChedule o ites
MNMS_OUTSTANDING_WARRANTS List of Outstanding Warrants Public HTML Excel Schedule Favorite

2. Enter Payment From and To

Date and Business Unit

NMS_OUTSTANDING_WARRANTS - List of Outstanding Warrants

From Date: | [z
Click View Results To Date: 5
IC
Business Unit:
View Results
3. Review the results in Excel
A B c F G H I 1 K L N o P a R s
List of Ouistanding Warrants
[SetiD [[Bank  [Account [Voucher [Method [Warrant Number[Date  [Payee  [Remit vnar|Status  [Acctg Date|[Source |[Pay Stat] Amount  [Dept [Funa |
00000 WFB10 B 17240030 CHK 1002130437 8/3/2010 ROSS E CDO00057155 UNR 8/3/2010 VCHR P 1.00 (9040000000 72400
'DDDDD WFB10 B "|724DD3'\ CHK "IDDZ‘ISEEQD 8/4/2010 NICOLAS 'DDDDDST‘|55 UNR 8/4/2010 VCHR P 1.00 'DDADDDDDDD '724DD
oo wrsie B 17240035 cHK 002132804 8/4/2010 RONALD .D000057155 UNR 842010 VCHR P 1.00 2040000000 72400
‘o000 wrs10 B 17240039 cHK  "ooz1azsgs 8/4/2010 KATHLEE 0000057155 UNR 8412010 VCHR P 1.00 2040000000 72400
oo wrsie B "1000764 cHK  "oozzsgsez 11/15/2010 BURCH, D0000030847 UNR 1171512010 VCHR P 1.00 1000000000 ‘01000
‘oo wrsle B 17240123 cHK 1002285001 11/24/2010 DAMIEN V0000057155 UNR 112412010 VCHR P 3,686.42 2040000000 72400

4. GL Query in Financials

Run the

NMS _CM_ 3P PARTY WARRANTS
query to obtain a listing of all 3 party
warrants issued by your agency that are
outstanding.

Navigation: FINANCIALS, Reporting
Tools, Query, Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values

“Search By:
Search Advanced Search

Search Results

Query Name - begins with I\IMS_CM_3RD_F’ARTY_WARRANTS

*Folder View:  —All Folders — -
) Customi [ First [4] 4 or4 [ Last
" Runto Runto Add to
Query Name Description Owner Folder HIML Excel Schedule Favorites
NMS_CM_3RD_PARTY_WARRANTS List of 3rd Parly Warrants Public HTML Excel Schedule Favorite
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Click Excel

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

NMS_CM_3RD_PARTY_WARRANTS - List of 3rd Party Warrants

Q
El

To Trans Date: El

View Results

Business Unit:

View Results From Trans Date:

Click

6. Review the results in Excel

List of 3rd Party Warrants
AcnxlrﬂReferenc“Tmn Date " Tran Amt ||Fheo|)n Status ||Tran leeoDn 54|Templale

9600135 00000205C  8/3/2010 5.00 UNR ABM Js U cIT
'QSDD‘I 35'000002054 /52010 27.97 UNR TBS PFU cIT
'QSDD‘I SS'DDDDDQDSE a8/11/2010 9.682.80 UNR AMERIC U cIT
'QSDD‘I 35 'DDDDDEDEM 81242010 579.00 UNR MNEWVAL U CIT
FQSDD‘I 35 'DDI}DI}ZDN Q22010 3.615.18 UNR SIvVAaLL U cIT

7. GL Query in Financials Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Run the

NMS_PAYMENT_LOAD _WARRAN
TS query to obtain a listing of all
payment load warrants issued by your
agency that are outstanding.

*Search By: Query Name -

Search Advanced Search

Search Results

begins with NMS_PAYMENT_LOAD_WARRANTS

*Folder View:  — All Folders — hd

. Customize | Find | All] First El 10f1 E Last
. Runto Runto Add to
Nav|gat|0n Fl NANC'ALS Repomng Query Name Description Owner Folder HTML  Excel Schedule Favorites
! NMS_PAYMENT_LOAD_WARRANTS Qutstanding Payment Load Pymis  Public HTML Excel Schedule Favorite

Tools, Query, Query Viewer

Run to
Excel

8. Click Excel

NMS_PAYMENT_LOAD_WARRANTS - Qutstanding Payment Load Pymts

9. Enter Payment Date From and

To and Business Unit FROM PYMNT DT: e
TO PYMNT DT: il
. View Results Business Unit:
Click

View Results

10. Review the results in Excel

|Outstanding Payment Load Pymts
[seup  [Bank  Jaccount [Pay cyclPayment]name |warant # | Amount [Payment |Message |Pay cyc|Pay statfstats |

Too000

WFB10 B PMTLD 712/2010 KARI D("IDDZDD‘MDS 1317 VDDDD‘IDSTSZ Fund:01200. PMTLD P UNR
‘0000 WFB10 B PMTLD 71212010 ANDRE, 1002091407 12.63 ‘0000106764 Fund:01200. PMTLD P UNR
'DDDDD WFB10 B PMTLD 71212010 RANDY"IDDZDD‘IMS 0.96 'DDDD‘IDSTTD Fund:01200. PMTLD P UNR
"oo000 WFB10 B PMTLD 7/2/2010 RAMON1002091436 0.64 0000106843 Fund-01200. PMTLD P UNR
'DDDDD WFB10 B PMTLD 71212010 GEOFF\"IDDZDD‘ISSA 20.62 'DDDD‘IDSBD‘I Fund:01200. PMTLD P UNR
00000 WFB10 B PMTLD 712/2010 CHERY(1002091552 12,53 0000106000 Fund-01200. PMTLD P UNR
00000 WFB10 B PMTLD 7I2/2010 BREND"‘IDDZDQ‘I562 1.92 VDDDD‘IDSQ‘\Q Fund:01200. PMTLD P UNR

Page 44 of 83



Verifying the Trial Balance September 19, 2011

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 Queryin FINANCIALS Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.
Run the NMS_GL_OPER
TRANS query to obtain a listing
of all operating transfers relating [search | sdvanced earen
to your agency.

*Search By: | Query Name ~| begins with NMS_GL_OPER_TRANS

Search Results

. . *Folder View: | — All Folders — w
Navigation: FINANCIALS,
Reporting TOOlS, Query, Query Customize | Find | View All | i
Viewer Query Name Description Owner Folder 5#:“[0 %
NMS_GL_OPER_TRANS Operating Transfer - Detail JE Fublic HTML Excel
Run to
Excel
Click Sl

2. Enter the Fiscal Year, Period

) Fiscal Year: |2008
From and To, and Unit.

From Period:| 1|,

To Period: 12|Q
: Wiew Results
Click . unit: 34100 |Q
View Results

Save the file to Excel.

2 [unit [Asfiliate [Journal ID |Date |Account | Amount |Perioa |source [Long Descr

TO TRANSFER FUNDS TO PED FOR REAUTHORIZED
3 34100 0852900006 12/17/2007 232900 185,000.00 6 OPR PROJECTS LOTCH3415204, LOBCH1075175, LOBC107564

r r r r

TO TRANSFER FUNDS TO PED FOR REAUTHORIZED

4 34100 92400 0852900006 12/17/2007 101900 (185,000.00) 6 OPR PROJECTS LOTCH3415204, LOBCH107S175, LOBC107S64
" i i i To transfer funds to DFA for CYFD's share of Prek

5 34100 69000 0869000025 10/12/2007 101900 123,500.00 4 OPR evaluation expenses per MOU.
" i i To transfer funds to DFA for CYFD's share of Prek

6 34100 0869000025 10/12/2007 535200 (123,500.00) 4 OPR evaluation expenses per MOU.

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.

Main Menu = General Ledger =

Review Financial Information

Run inquiries on journals, ledgers, or accounting entries.

E" Journals
Review journal information for specified periods in a fizcal vear.

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, clickw 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 1D 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.

Journals
Enter any information you have and click Search.

J('FindanExistingValue i Add a Mew Value |

Inquiry Name:| begins with

Search | Clear | Basic Search Sa

Search Results
1-3of 3

Inguiry Name
INQUIRY
LEDGER
LEDGER INQ
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6. Enter the following:

Unit

Ledger = ACTUALS
Year

Period From and To
Source = OPR

Max Rows = 1000

Click ==

Inquiry *Unit *Ledger *Year *From Period *To Period Suspense Status
JOURNAL 35000 |3 ACTUALS @ [2008|Q 1|Q 12|Q Q, Seartch
Journal ID Date Status Source  Currency Stat Document Type
Q Y oPR|QL Q Q Q
User Document Sequence Max Rows Sort By
Q 1000 [NENREIER v

7. Click on the Journal 1D hyperlink e RS L MRGELIE P E
. . Journal ID Date Unitll  Status Source ?al% User Unpost Date Descr
to See detalls Of a SpeCIfIC 3500830219 06/30/2008 35000 Posted OPR No Susp MARYJ MARTINEZ 06/30/2008 To Correct error in Journal 63
1 3940830902 06/30/2008 39401 Posted OPR No Susp PAT.QRTIZ 08/30/2008 Self Eaming Interest for Apri
Operatlng tranSfer' 23940830900 06/30/2008 39401 Posted QPR No Susp PAT.ORTIZ 06/30/2008 Self Eaming Interest for Febr
0000676007 06/30/2008 35000 Valid QPR No Susp SHERRILBOWERS 06/30/2008 Reversal of OPR 0000669093 doi
827215  06/30/2008 35000 Posted 0OPR No Susp MARYJ.MARTINEZ 06/30/2008 PAYROLL CORRECTIONSFORF
0830218 06/30/2008 35000 Posted 0OPR No Susp MARYJ.MARTINEZ 06/30/2008 To Correct Journal 63108005 -
0830216  06/30/2008 35000 Posted 0OPR No Susp SHERRI.BOWERS 06/30/2008 OPR to correct payroll for Art
0830901  06/30/2008 39401 Posted 0OPR No Susp PAT.ORTIZ 06/30/2008 Self Earning Interest for Marc
5390827413 | 06/27/2008 53900 Posted 0OPR No Susp JENNIFER.BACA 06/2712008 June 2008 Land Income Distribu
8. Journal Inquiry includes three
areas:
Ledger Criteria — indicates the
criteria selected by the user Inquiry Unit Ledger Year From Period  To Period
JOURMAL 35000 ACTUALS 2008 1 12
Go To: Journal Criteria
Journal Header - prOVIdes the Journal 1D: 5390827413 Date: 06/27/2008 Source: OPR
Journal ID, Date, Source, Ledger Grp:  ACTUALS Original Date:  06/27/2008 Lines: 2
InterUnit BU (paying or receiving Status: Posted InterUnit BU: 53900 Posted: 06/20/2008
agency), Date Posted, Operator Balanced: DR=CR Reversal: None Reversal Date:
ID, and Long Description Operator id:  JENNIFER.BACA
Long Description June 2008 Land Income Distribution 5390829412

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.

Line # Transaction Amount Account
-56,019.83 442101
15 56,019.83 101900 53900 77700

Affiliate Fund Affil Line Descr

Land - Rental Or Lease
Interest in SGFIP
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PAYROLL POSTING PROCESS
(See HR 9.3 in MAPS)

Central Payroll
confirms payroll process
is complete

Process
A
Authorize

A 4

Central Payroll runs
PAYGLO02

y

HCM
HR_ACCTG_LINE

If process ends in “warning” some journals have
budget or edit errors. FCDSU uses the HCM
default FUND and DEPT or works with Agency
CFO to resolve issues and correct journal entry.
GL_EDIT is rerun for impacted journals.

A

FIN
HR_ACCTG_LINE

A 4

FCDSU updates the

Payroll Journal Template Pro,f_ess
for the Journal Header Reconcile

and Journal Line fields

y
FCDSU runs
the journal
generation process
(FS_JGEN)

A

A
FCDSU runs the
GL_EDIT process

Process
D. Verify |
E. Verify S
F. Reconcile

y
Payroll Journals
posted to the
ACTUALS ledger
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Payroll Journal Entries

AGENCY
52xxx - Payroll Expenditures 223500 Payroll Benefits Payable
A 2,110.59 447.74 A
B 400.74
1019%x - Int in SGFIP 223900 - Payroll Taxes Payable
1,406.13 A 256.72 A
650.74 B 250.00
DFA - 34102
1019%x - Int in SGFIP 201900 - Accounts Payable
B 650.74 650.74 B
650.74 C 650.74

A Record payroll paid via warrant or direct deposit to employee
B Record voucher for 3rd Party Payroll distributions
C Issue warrant to 3rd Party Payroll vendors (benefits, unions, PERA, child support, etc.)

Remaining balances in 223500 and 223900 are due to timing differences in recording
Earned Income Credits, Garnishments, Child Support Direct Deposits and credits for refunds
and cancelled checks
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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 Queryin FINANCIALS Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
Run the NMS_GL_JOURNAL _ *Search By: |Query Name v | beginswith  [NMS_GL JOURNAL LINE_DATE

LINE_DATE query to obtain a
listing of all payroll journals to

determine if payroll is properly
recorded in the Actuals Ledger.

Search | Advanced Search

Search Results

*Folder View: |- All Folders — 4

Navigation: FINANCIALS, e
Reporting Tools, Query, Query | Suentame Description Qumer Foldet HIML Excel
VleWer MMS_GL_JOURMAL_LINE_DATE Journal Listing by Date FPublic HTML Excel
Run to
Excel
Click Exce!

2. Enter the Unit, Fiscal Year, and

Unit: 52200
Journal Date From and To. In K
Journal 1D enter PR% to obtain all Journal ID (% = ALL): [PR%
payroll journals. Fiscal Year: 2008

From Journal Date: |06/01/2008 |5

: Wiew Results
Click ) To Jrnl Date: 06/30/2008] |

Save the file to Excel _ ViewResults |

Journal Listing by Date

[Unit [Joumal ID _[Date [Line # [Account |Dept [Fund Jciass |Bud Ref | Amount [Period [Long Descr [source]
'52200 PRO0GG0342 6/30/2008 17101921 0100000000 01400 70000 108 (1,406.13) 12 PPE 06/13 - Pay Date 06/20 FR
52200 PRO06G0342 6/30/2008 2701921 ‘0100000000 01405 7oooo 108 (2,123.38) 12 PPE 06/13 - Pay Date 06/20 FR
52200 PRO06G0342 6/30/2008 16/521700 0100000000 01405 7oooo  "oa 32.20 12 PPE 06/13 - Pay Date 06/20 PR
52200 PRO06G0342 6/30/2008 15521700 0100000000 01400 oooo  "ioa 21.81 12 PPE 06/13 - Pay Date 06/20 PR
52200 PRO06G0342 6/30/2008 14521300 0100000000 01405 Troooo  Tios 243.06 12 PPE 06/13 - Pay Date 06/20 PR
52200 PRO06G0342 6/30/2008 13621300 ‘0100000000 01400 oooo  "1om 128.36 12 PPE 06/13 - Pay Date 06/20 FR
52200 PRO06G0342 6/30/2008 12621200 0100000000 1406 Toooo  T1om 41093 12 PPE 06/13 - Pay Date 06/20 FR
52200 PRO06G0342 6/30/2008 11621200 0100000000 1400 Toooo  T1om 278.37 12 PPE 06/13 - Pay Date 06/20 FR
52200 PRO06G0342 6/30/2008 10621100 0100000000 01406 Toooo  "1os 239,27 12 PPE 06/13 - Pay Date 06/20 FR
52200 PRO0BG0342 6/30/2008 9521100 ‘0100000000 01400 70000 108 409 12 PPE 06/13 - Pay Date 06/20 PR
52200 PRODGG0342 6/30/2008 8520300 ‘0100000000 01405 Foooo  Tios 3,332.32 12 PPE 06/13 - Pay Date 06/20 PR
52200 PRODGG0342 6/30/2008 7520300 ‘0100000000 ‘01400 Foooo  Tios 1,677.96 12 PPE 06/13 - Pay Date 06/20 PR
52200 PRO0BG0342 6/30/2008 6223000 0100000000 01405 70000 08 (846.25) 12 PPE 06/12 - Pay Date 06/20 PR
52200 PRO0BE0342 6/30/2008 5223000 0100000000 01400 70000 108 (256.72) 12 PPE 06/13 - Pay Date 06/20 PR
52200 PRO06G0342 6/30/2008 47223500 ‘0100000000 01405 70000 108 (1,288.15) 12 PPE 06/13 - Pay Date 06/20 FR
52200 PRO0BE0342 6/30/2008 3223500 0100000000 01400 70000 108 {447.74) 12 PPE 06/13 - Pay Date 06/20 PR

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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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.

Sum of Ama
Fund ¥ |Account | =
=10140 101921
223500
223900
520300
521100
521200
521300
521700

Total
(2,629.51)
(1,735 89)
{1,102.97)

5,010.28
243.36
689.30
371.42

54.01
(0.00)

0140 Total

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.

Correcting the General Ledger Payroll Entries

HCM Accounting Lines Detail Query

HCM Query Viewer Security Role Request Form

Payroll Run Dates Table

Updating Task Profile IDs for FY09

6. PR Queryin 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 Bl

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

HCM

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: | Query Name ~
Search | Advanced Search

Search Results

begins with MMS_PAYROLL_RECON_HCM

*Folder View: | —All Folders — w

-~ " - o o
Customize | Find | View All | &=

_— Runto Runto
Query Name Description Owner Folder HTML  Excel
NMS_PAYROLL_RECON_HCM High Level Payroll Reconcillia Public HTML Excel

7. Enter the GL Unit and Run Dates
From and To (see line item #5
above to obtain run date).

ClICk Wiew Results

NMS_PAYROLL_RECON_HCM -

GL Unit:
From Run Date::

To Run Date::

View Results
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8. GL Query in FINANCIALS FINANCIALS

Run NMS_PAYROLL_RECON Query Manager
FI N |n FI NANC IALS Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Query | Create New Query

Navigation: FlNANC|ALS, "S:arch By: | Query Name v | beginswith  [NMS_PAYROLL_RECON_FIN
. earth | Advanced Search
Reporting Tools, Query, Query
Viewer Search Results
*Folder View: | — All Folders — ~
% Check All Uncheck All =Action: | - Choose — v
Select Query Name Descr Owner Folder Edit HTML  Excel
) MMS_PAYROLL_RECON_FIN High Level Reconcilliation Fublic Edit HTML Excel
9. Enter the GL Unit and Run Dates Bus. Unit: |
From and To (see line item #5 T
above to obtain run date). From Run Date: e
To Run Date: [5]

Click __ViewResuts | View Results

10. Compare the result of both Hign Level Reconcilliation - FIN
. . [Run Date  [[GL Unit |Fund [Account || Sum Amount ||
queries. If the two C]UEI:IEIS d(_) not 6/19/2008 52200 01400 101921 (1,406.13)
return the same data, this indicates 61912008 52200 ‘01400 223500 (447.74)
that employees have transferred 6119200852200 01400 223900 (256.72)
to/from another agency. In this 619/2008 52200 01400 520200 1,677.96
. ) 619/2008 52200 01400 521100 4.09
mStan_CE’ the agenCY_ShOUId 619200852200 01400 521200 278.37
submit a help desk ticket to 619200852200 ‘01400 521300 128.36
FCDSU.help@state.nm.us 619200852200 ‘01400 521700 21.81
requestlng a CD Of the paer” High Level Payroll Reconcilliation - HCM
data for each pay period. Run Date  |[GL Unit [Fund [Account [Sum Amount |
6/19/2008 52200 01400 101921 (1,406.13)
If the two queries return the same 6119/2008 52200 01400 223500 (447.74)
q
data, then the agency can run the 6/19/2008 52200 01400 223900 (256.72)
' 619/2008 52200 01400 520300 1,677.96
HCM_ACCTG_LINE r r r '

— — — 6/19/2008 52200 ‘01400 521100 4.08
DETAILS query in HCM to 6192008 52200 01400 521200 278.37
obtain a listing of payroll by 6102006 52200 01400 B21300 128.36

619/2008 52200 01400 21700 21.81

employee name.
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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

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values

*Search By: QueryName - begins with HCM_ACCTG_LINE_DETAILS
Search | Advanced Search

Search Results

*Folder View: — All Folders — -

View All | L] First [ 10f1 [ Last

Customize | Find | %

- Query Name Description Ouwmer Folder pulio Bunld schedue fodle
TOOIS! Query7 Query Vlewer HCM_ACCTG_LINE_DETAILS Acctg Line Details Public ﬁ ﬁ Schedule Favorite
Run to
Excel
Click B=el
12. Enter the GL Unit and Run Dates | Run Date GL Unit Activity
From and To (see line item #5 Sub Acct Class Sum Amount
above to obtain run date). Date Fund Specs
Rpt Cat Project
Click __ViewResults Employee ID Project
' Oper Unit Dept ID
Note: The fields contained in the Name Proj BU
Bud Ref Account

HCM_ACCTG_LINE_DETAILS
query are:

13. Evaluate the data to ensure
expenditures are appropriate and
classified correctly.
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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 Queryin FINANCIALS

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Run the NMS_GL_JRNL_PR_

LIAB_ALL query to obtain the “Search By: | Query Name v| beginswith  [NMS_GL_JRNL_PR_LIAB_ALL
journaT details for the payroll Search | Advanced Search
liability accounts 292900, 223900
and 223500. Search Results
*Folder View: |- All Folders — w

Navigation: FINANCIALS,

Customize | Find | View All | i

Reporting Tools, Query, Query Query Name Description Owner Folder furio Runto
Viewer NMS_GL_JRNL_PR_LIAB_ALL Accts 292900 & 223900 & 223500 Public HTML Excel
Run to
Excel
H Excel
Click ==

2. Enter the Fiscal Year, Period

From and To, and Unit. Fiscal Year: | 2008

From Period: | 0|Q
Click View Results ) To Period: 12|Q

Unit: 52200 |C
Note: Always use period O for View Results
balance sheet accounts to ensure you
receive the opening balance.

Accts 292900 & 223900 & 223500

Unit |[Journal ID |rPE |Date |Funa | Amount |Period |Account |Long Deser |source
52200 3410723001 JE 9/24/2007 01405 935.71 37292900 3e Party Payroll PERA Reg Liability Corrections OPR
(52200 APQO367310 AP 7192007 01406 1,325.26 17223900 AP Accrual Expenditure AP
'52200 PRO0416138 PR 8/31/2007 01405 (1,087.62) 2223200 PPE /10 Pay Day 8/17/07 PR
(52200 YE9242 YE 717200701400 (12,340.23) 0223900 Journals from closing YE

3. Sort the query results in Excel by Journal ID.
4. Add a column after Journal 1D 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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6. Run a pivot table to summarize Fund [~|TYPE[-|223500 223000 292000
balances by Fund, Account, and =101400 |AP 24,456.69 36,070.61 13,481.87
Type/Source. JE 2,807.12

PR (24,456.69) (32,559.98) (11,776.29)
YE 3.510.63 4,500 66

Enter th.e results on the Paer” 01400 Total 0.00 : (D_DD; : S_DSJ
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 Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

Run the NMS pAYROLL “Search By: | QueryMame hd begins with NMS_PAYROLL_RECOM_ACCTG_LINES

RECON_ACCTG_LINES query Search | Acvanced Ssarcn
to obtain a listing of the
HR_ACCTG_LINES summary by

Search Results

run date *Folder View: —All Folders — -
’ Customize | Find | View All | B First [ 1 of
R R i Query Name Description Ovmer Folder ﬁ %
NaVIga_tIOH " F I NANC IALS’ MMS_PAYROLL_RECON_ACCTG_LINES HR_ACCTG_LINES SUMMARY Fublic HTML Excel
Reporting Tools, Query, Query
Viewer
Run to
Excel
Click Bl
8. Enter the Business Unit and Run Bus.Unit. ||
Date From and To. From Run Date: El
To Run Date: El
Click View Results View Results
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, : A B ¢ D E
GL Unit, Fund, Account, and 2 [Run Date [GL Unit [Fund [[Account | Sum Amount
Amount.
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10. Run a pivot table to summarize HR_ACCT_LINES
balances Sum of Sum
' account [+ | Total
107927 (85.540.32)
Enter the results on the Payroll 223500 (24,456.69)
Expenditures and Liabilities 228900 (32,559.98)
T 292900 (11,776.29)
Reconciliation worksheet (see 520300 118,303,098
Attachment). 520800 3.931.16
521100 5,496.25
521200 165,239.23
521300 9,053.22
521700 1,194 14
521900 2530
Grand Total 0.00
11. GL Query in FINANCIALS Query Viewer
Enter any information you have and click Search. Leave fields blank for 3 list of all values.
Run elthel’ the N MS G I_ “Search By: CQueryName - begins with NMS_GL_LEDGER_BALANCES
LEDG ER BALAN_CES_qUery or Search | Advanced Search Main Content
the N MS_G L_JOU RNAL_ Search Results
LI N E_ACCT query tO Obtaln *Folder View:  — All Folders — -
payroll expenditures data posted ] Customize | Find | View Alll B First [ 1 1 [¥] Last
to the ACTUALS ledger. Query ame Descrption Ouner foer i, ® Foo® schedue pil
NMS_GL_LEDGER_BALANCES Ledger Balances All Chartfield Public HTML Excel Schedule Favorite

Navigation: FINANCIALS,
Reporting Tools, Query, Query
Viewer

Click Excal .

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

From Period: 1

To Period: 12

N Year: 2008
in Account.
From Unit: 52200 |Q
Click View Results To Unit: 52200 |
' Account; 529%]
View Results

Page 56 of 83




Verifying the Trial Balance

September 19, 2011

Instructions Screen Shots

13. Runa inOt table to summarize Sum of Sum Amount [Fund -
ba|ances by Fund, ACCOUnt, and Account - (01400 01405 Grand Total
TypelSource | | e

521100 37.16 5,459.09 6,496.25

Enter the results on the Payr0|| 621200 2,231.67 13,007.66 | 165,230.23
Expenditures and Liabilities e e TS| a2
Reconciliation worksheet (see 521900 T
Attachment) Grand Total 2400820 130,235.08 | 154,233.28

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 HCM

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

Navigation: HCM, Reporting
Tools, Query, Query Viewer

Query Viewer

Enter any information you have

“Search By: Query Name
Search | Advanced Search

Search Results

*Folder View: — All Folders —

and click Search. Leave fields blank for a list of all values

- beginswith  NMS_HR_EE_ORG_LIST

-

First (4] 1 or1 [ Last

NI Classified Employees Listing

Run to Customize | Find | V
Excel Juery Hame Description Owmer Folder 5};"’“:_0 Eﬁ:gello Schedule t‘\:\t’otnotes
Click Exeel NMS_HR_EE_ORG_LIST  EE Organizational Listing Public HTML Excel Schedule Favorite
15. Enter the Business Unit. NMS_HR_EE_ORG_LIST - EE Organizational Listing
Business Unit: Q.
Clle M_ View Results
Save the file to Excel. e
Business "ﬁ'"f“ peptin| PePD Position Job
. ) unit | o PP Name # Code
Note: The auditors may use this report
to select employees for sample testing.
16. NMS Organizational Listing HCM
Report
Main Menu > Workforce Administration >
Navigation: HCM, Workforce i
Administration, Workforce = NMS Agency Turnover Stat by FY NMS Bdatd Position & EE Count = NS Classified Emp Listin
= NMS Agency Turnover Stat by FY' =

Reports, NMS Organizational
Listing Rpt

= NMS Executive Agency EE
NIS Executive Agency Employees

=] s Hon-Bdatd Posn & EE Count
NMS Non-Budgeted Postion and Employee Count

NS Budgeted Position and Employee Count

= NMS Job Class Distribution Rpt
NMS Job Class Distribution Rpt

E" NMS Oraanizational Listing Rpt
NMS Organizational Listing Rpt

HMS List of New Appointments
NMS List of New Appointments

NMS Position Report
NMS Position Report
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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, clickw and
select the appropriate report name.

NMS_046HR_00_RNCTL
Enter any infermation you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value _Add a MNew Valus

Search by: Run Control ID begins with

["Icase Sensitive

Search | Advanced Search
Search R Search (Alt+1)

1-2cf2

Run Control ID

Organizational Listing

report
18. Enter Business Unit From and To.
{ Nms 046hr Runctl
Run Control ID:  Organizational_Listing Report Manager Process Monitor ST
From Business Unit 35000 To Business Unit 35000
Leave Business Unit Blank to Select all Values
19. Click M to go to Process Process Scheduler Request

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 —<1.

User ID: YVONNE HERRERA Run Control ID: Organizational_Listing
ServerName: MMM ~| RupDate:  07/20/2002 H

Recurrence: *  Run Time: 11:06:51AM Resetto Current Date/Time
Time Zone: Q

Select Description Process Hame Process Type *Type *Format Distribution
PrOCeSS the request by C|ICkIng MMS048HR Organizational Listin NME046HR SOR Report Web * PDF = Distribution
—%_|. You will be taken back
to Nms 046hr Runctl.
OK Cancel
20. Once back in Nms 046hr Runctl, / Hims 046hr Runctl |
click PBrocess Monitor —

Run Control ID:  Organizational_Listing Report Manager Process bonitor

Procesd ©o to Process Monitor

From Business Unit 35000 & To Business Unit 35000 @

Leave Business Unit Blank to Select all Values
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21. Once Process List appears,
clicking _Retesn_| i) update the
status of the report. The report
will go through the following
processing stages: Queued,
Processing, Posting, and then
Posted.

Click Betails tg go to Report
Detail.

Process List

User ID: YVONNEHER C Type: ~ Last 1 Days ~ Refresh
Server: * MName: C, Instance: to

Run ~ Distribution - Save On Refresh
Status: Status

Process List First ] 1 or 1 ]

Process Distribution

Select Instance eq. Process Type User Details
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details

1044904  SQRReport NHSD46HR YVONNE HERRERA [T20Z008 TSN gyccess  posted  petails
1

22. Process Detail will appear, click
View Log/Trace .

Process Detail

Instance: 1044804 Type: SQAR Report
Name: MNMS046HR Description: NMS046HR Organizational Listin
Run Status:  Success Distribution Status: Posted
Run Control ID: Organizational_Listing Hold Request
Location: Server Queue Request
server: PSNT : Cancel Request
() Delete Request
Recurrence: Restart Request
Request Created On: 07/20/2009 11:07.25AM MDT Parameters Transfer
Run Anytime After:  07/20/2009 11:06:51AM MDT Message Log
Began Process At:  07/20/2009 11:07:47AM MDT Batch Timings
Ended Process At 07/20/2009 11:08:18AM MDT View Log/Trace
i PDF
23. Then click on the to open the | yiew Log/Trace
report. You can save or print the
report. ReportID: 473164 Process Instance: 1044904 Message Log
Name: MNMSD4EHR Process Type: S0R Report
Run Status: Success
MNMS046HR Organizational Listin
Distribution Node: NMHP39 Expiration Date:
File List
Name File Size {bytes) Datetime Created
NMS046HR 1044904 PDFE 89,270 07/20/2009 11:08:18.000000AM MOT
NMS046HR 1044904 out 515 07/20/2009 11:08:18.000000AM MOT
SOR NMS046HR 1044904 .log 1,761 07/20/2009 11:08:18.000000AM MOT

Distribute To

Distribution +py;e4ipytion ID
ID Type

User YVOMNME. HERRERA
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24.

NMS Agency Payroll Register
Report

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

HCM

Main Menu = Payroll for North America = Payroll Processing USA =

Pay Period Reports

Produce reports containing payroll information for particular pay periods.

E“ HMS Agency Payroll Reqgister
NMS Payroll Register by Agency/Department/Pay Group

25. If this is the first time that you are NMS Agency Payroll Register
running the report CIiCk on the Enter any information you have and click Search. Leave fields blank for a list of all values.
"Add a New Value" fOIder tab to | Find an Existing Value {_Add a New Value
add a Run ContrOI ID. Search by: Run Control ID begins with
[Tinclude History [“| Correct History [| Case Sensitive
If you have an existing Run
Search | Advanced Search
- Search
Control ID, click . and Search Results
select the appropriate report name. 1202
Run Control ID Language Code
Leave Liability Report English
Organizational Listing English
report English
26. Enter Pay Run ID and Business /WS Payrol Register
Unit From and To. Select the
BOth I’adiO button for Payro” Run ControlID:  report Report Manager Process Monitor T
Cycle.
or Company:
PayRunID:  050708-01 OO
2006 &1 Pay Group:
Pay End Date:
Process:
Page #: Thru:
) OnCycle O OffiCycle @ Both
FROM Business Unit (Agency) 11200 & TO Business Unit (Agency) 11200 &
27 Clle Run to gO to prOCQSS Process Scheduler Request

Scheduler Request. The default
format option is PDF; however, if
you want the report in a different
format remember to make the
selection before cIicking&l.
Process the request by clicking
—9_ 1. You will be taken back
to NMS Payroll Register.

User ID: YVONNE HERRERA Run Control ID: report

Server Name: PSNT *  Run Date: 07/20/2009 [E

Recurrence: ~  Run Time: 11:18:284M Reset to Current Date/Time
Time Zone: Q

Select Description Process Hame Process Type *Type *Format Distribution
Payroll Register by Bus Unit NMS382PY SCOR Report Web « PDF  Distribution

OK Cancel
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28. Once back in
Register, clic

NMS Payroll
K Process Monitor '

NMS Payroll Register

Run Control ID:

Pay Run ID:

©) On-Cycle

report

or
050708-01 O

2006 #1

Report Manager

Company:

Pay Group:

Pay End Date:
Process:

) Offi-Cycle @ Both

Page #:

Process Monitor

Run

Thru:

[Agency Range

FROM Business Unit (Agency) 11200 & TO Business Unit {Agency) 11200 &
29. Once Process List appears, { Procass List
clicking —=#"="_lwill update the
User ID: YVORNEHER C Type: v Last 1 Days - _Refresh
stz_ﬂus of the report. The rgport corver = o e " [Retesn |
will go through the following Run - Distribution . 7] save On Refresh

processing stages: Queued,
Processing, Posting, and then

Posted.

Click Details
Detail.

to go to Report

Status:
Process List

Status

Customize | Find

Select Instance Seq. Process Type

1044937

Process

User
Name

SQR Report

NMS38ZPY YVONNEHERRERA "
M

Run Date/Time

Run Status

07/20/2009 11:18:28AM
DT

Success N/A Details

30.

Process Detail will appear, click

View L og/Trace

Process Detail

Instance: 1044937 Type:
Name: MNMS382PY
Run Status:  Success

Run Control ID: report

Location: Server
Server: PSNT
Recurrence:

Request Created On:
Run Anytime After:
Began Process At

Ended Process At:

07/20/2009 11:18:48AM MDT
07/20/2009 11:18:28AM MDT
07/20/2009 11:19:06AM MDT
07/20/2009 11:19:20AM MDT

SC0R Report

Distribution Status: Posted

Description: Payroll Register by Bus Unit

Hold Request

Queue Request

Cancel Request
) Delete Request

Restart Request
Parameters Transfer
Message Log

Batch Timings
Wiew LogTrace
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31. Then click on the:£RE to open the
report. You can save or print the
report.

View Log/Trace

Report ID: 473167 Process Instance: 1044937 Message Log
Name: MNMS382PY Process Type: SOR Report

Run Status: Success

Payroll Register by Bus Unit

Distribution Node: NMHP39 Expiration Date:

File List

HName File Size (bytes) Datetime Created

NMS382PY 1044937.PDE 2,300 07/20/2009 11:19:20.000000AM MDT
MMS3B2PY 1044937 out 513 07/20/2009 11:19:20.000000AM MDT
SOR NMS382PY 1044937.log 1,729 07/20/2009 11:19:20.000000AM MDT

Distribute To

Distribution .o ripytion 1p

ID Type

User YVONMNE.HERRERA
32. NMS Leave Liability Report HCM

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

Main Menu = Payroll for Morth America = Payroll Processing USA =

Pay Period Reports
Produce reports containing payroll information for particular pay pericds.

MWMM m

NMS 3rd Party Payment Register NK

I‘JI'.'IS 3rd Party Payment Reqgister M
NMS 3rd Party Payment Register NK
E" HMS Agency Payroll Summa E HR
NK

NMS Agency Payroll Summary

HNMS Leave Liability Report

NMS Leave Liabilty Report

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, cIickm and
select the appropriate report name.

NMS Leave Liability Report
Enter any information you have and click Search. Leave fields blank for 3 list of all values.

/ Find an Existing Value | Add a New Value |

Search by: Run Control ID begins with |

[“Icase sensitive

Search | advanced Search

Find an Existing Value | Add a New Value
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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”.

NMS$ Leave Liability Report

Run Control ID:

Run

Leave_Liability_Report Report Manager Process Monitor

MWMSLLRO1 Leave Liability Report - Run Options

11200
Business Unit Defaultis Current State Budget Fiscal Year
DeptiD Check to Run Previous State Budget Fiscal
Year

Employee ID
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 cIicking&l.
Process the request by clicking
— | You will be taken back
to NMS Leave Liability Report.

Process Scheduler Request

User ID: YVONNE HERRERA Run Control ID: Leave_Liability_Report

Server Name: ™ Run Date: 07/20/2009 el

Recurrence: *  Run Time: 11:26:54AM Resetto Current Date/Time

Time Zone: Q

Select Description Process Name Process Type *Type “Format Distribution
NMSLLRO1 Leave Liability Rpt NMSLLRO1 S0R Report Web ~ PDF ~ Distribution

OK Cancel

36. Once back in NMS Leave
Liability Report, click
Process Manitor _

NMS Leave Liability Report

Run Control ID:  Leave_Liability_Report Report Wanager Process Monitor e

NMSLLRO1 Leave Liability Report - Run Options

i i 11200
Business Unit Defaultis Current State Budget Fiscal Year
DeptiD Check to Run Previous State Budget Fiscal
Year

Employee ID
Previous State Budget Fiscal Year

37. Once Process List appears,
clicking —#"="_lwill update the
status of the report. The report
will go through the following
processing stages: Queued,
Processing, Posting, and then
Posted.

Click Details to go to Report
Detail.

{ Process List

User ID: YVONMEHER C Type: ~ lLast 1 Days ~ Refresh
Server: ~ Name: Q, Instance: to
Run ~ Distribution - Save On Refresh
Status: Status
Process List Customize | Find All'} £ First 14 0fa Last
Select nstance Seq. ProcessType ~ SI2C858  yeqr Run DateTime Run Stays  DISITOUIION pyoypype
Name Status

07/20/2009 11:30:42AM

1044882 SQR Report NMSLLRO1 YVONMNE HERRERA MDT Success Posted Details
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38. Process Detail will appear, click
View Log/Trace .

Process Detail

Instance: 1044982 Type:
Hame: MMSLLROT
Run Status:  Success

Run Control ID: Leave_Liability_Report

Location: Server
Server: PSNT
Recurrence:

07/20/2009 11:30:44AM MDT
07/20/2009 11:30:42AM MDT
07/20/2009 11:30:58AM MDT
07/20/2009 11:31:13AM MDT

Request Created On:
Run Anytime After:
Began Process At:

Ended Process At:

SOR Report

Description: NMSLLRO1 Leave Liability Rpt
Distribution Status: Posted

Hold Request
Queue Request
Cancel Request
*) Delete Request
Restart Request

Parameters Transfer
Message Log
Batch Timings

View LogiTrace

39. Then click on the £BE to open the
report. You can save or print the
report.

View Log/Trace

Report ID: 4731758
Name: MMSLLROA
Run Status: Success

MMSLLRO1 Leave Liability Rpt

Distribution Node: NMHP29

Process Instance: 10440382

Process Type:

Message Log
SOR Report

Expiration Date:

File List

Name

NMSLLRO1XML

NMSLLRO01 1044982 PDF
NMSLLRO01 1044982 out
SOR MMSLLRO1 1044982.10g

File Size {bytes) Datetime Created
0 07/20/2009 11:31:13.000000AM MDT

24798 07/20/2009 11:31:13.000000AM MDT
97,252 07/20/2009 11:31:13.000000AM MDT
1,761 07/20/2009 11:31:13.000000AM MDT

Distribute To

Distribution ;e ipytion 1D
ID Type
User YVONNE.HERRERA
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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 Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
RUI’] the NMS GL JOU RNAL *Search By: | Query Name v begins with NMS_GL_JOURNAL _LINE_UNPOST
LINE_UNPOST query to obtain [seah | agvanced Search

a listing of unposted journals for
your agency.

Search Results

*Folder View: —All Folders — v

NaVIgatIOI’] F I NANC IALS1 Query Hame Description Ovmer Folder mo %
Reportl ng TOOIS, Query: Query NMS_GL_JOURNAL_LINE_UMNPQST Journal Line Details Not Post Fublic HTML  Excel
Viewer

Run to

Excel

Press the B8l

2. Enter the Unit and Fiscal Year. In NM$_GL_JOURNAL_LINE_UNPOST -
the Journgl ID criteria enter a % to Unit 52200 |
select all journals or enter a Journal ID (% = ALLY: [%
specific journal ID for a single Fiscal Year: 2008
specific journal. View Results
CIle View Results
3. Review the listing of unposted unit _[youmal D [pate  [Status [Buaget Status|Line # [Long Descr [Source
journal entries. In addition to the
chartfields, the query provides the Source Description
Journal 1D, Date, Edit and Budget woth  JroparteDHtransacions
.. AGY Mot Affecting Fund or Account
Status, Long Description, and A0  Allocations
Journal Source. ALT Allotment from General Fund
Al Asset Management
. . AP Accounts Payable
The query returns a list of journals AR Accounts Receivable
that have not posted. The query AUD  Audit Adjustments
indicates if Header Status (edit T e o
j=1810] Sudget [ransaction Unly
rules) & Budget Status (budget cA Confracts
check) are valid. The agency must CFR  Affecting Fund or Account

ChY Conversion Data

determine if the journal should be o
EX3 ard Party Warrants
posted. Contact FCD Support EXT  ExemalData
Unit FCDSU.help@state.nm.us Gt Grants Wlanagement
- 1NV Inventory Transactions
for assistance and to report OPR  Operaiing Tranfers
unposted system generated PC Project Costing
journals. PR Payroll
TR Treasury Entries
WCN Warrant Cancellations
YE Year End Closing Journals
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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

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: | Query Name w begins with NMS_GL_JOURMAL_LINE

Search | Advanced Search

Search Results

*Folder View: | — All Folders — v

Customize | Find | Vi

Query Hame Description Owner Folder LTI Exea Schedule £
MMS_GL_JOURMNAL_LINE_ACCT  Journal Line Details by Acct Fublic HTML Excel Schedule Favarite
MME_GL_JOURMAL_LINE_CASH  Journal Lines Cash Recon Fublic HTML Excel Schedule Favorite
MME_GL_JOURMNAL_LINE_DATE Journal Listing by Date Fublic HTML Excel Schedule Favorite
MMS_GL_JOURMNAL_LINE_DEPT  Journal Details by Dept & Fund Fublic HTML Excel Schedule Favorite
MME_GL_JOURMNAL_LINE_FUMD  Journal Line Details by Fund Fublic HTML Excel Schedule Favorite
MMS_GL_JOURMNAL_LINE_UMNPOST Journal Line Details Mot Post Fublic HTML Excel Schedule Favorite
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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 Main Menu = Commitment Control =
Overview (Commitment Review Budget Activities
Control)

Review budget activities.

Navigation: FINANCIALS, =] Reviw bvage et [ Review s conro pudoets. ]
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 Budgets Overview
running the Budget Overview Enter any information you have and click Search. Leave fields blank for a list of all values.
|anify, click on the "Add a New | Find an Existing Value {_Add a New Value
Value" folder tab to add a Run
ContrOI |D Inquiry Name: begins with -

Search Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

If you have an existing Run

Control ID, clickm and
select the appropriate inquiry
name.
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3. Enter the Business Unit, Ledger Budget Inquiry Criteria
Budget Overview
Group Set, Ledger Group, Type of a
Calendal’, Calendal’ ID (SM OI’ Inquiry: ENCUMB Description:
PQ), Year From and TO, and Amount Criteria Se ‘ Clean ‘ Reienh |
Period From and To.
“Business Unit: 11200 2L Ledger GroupiSet: Ledaer Group - Ledger Group: APROP P Q
C||Ck SEEII'C_IH . ["]view Stat Code Budgets Approp Parent Budget Group
[ Display Chart
NOteI *Type of Calendar:  Summary Accounting Period ~
SM = Summary FY Calendar Cus.tc-mizelml ‘ ‘.H | ] First E|1 of 1 ] Last
PQ = P]"OJeCt Quarterly Calendar Select Ledger Group CalendarID  From Year :r;::]d ToYear To Period ;ﬂsdljuﬁtmemPeriod g';:':ﬁng'?g"g
Ledgers = APROP_P sM @ z00Q 1@ 20000 1Q ]
Ledaet Gi oup Dancilplien Lesiel Giow Ivee
APROP € Angrd Chid Buddel Gros  Exdenia ChartField TharlFIEld FIOM Chartfield To ChartField Value Set  Updatel/Add Open
APROP P Appuop Parant Budael Group Expense a Q@ @ Upaterad Closed
'_:.ﬁﬂ.u "}_ﬂin.llu o mﬂ\“" Account % pdate; Hold
AL Cash Risvenye Ladas Grou EL‘l‘.‘.".E Dept % Q% a @ @, Update/Add
DEFT Dopatiment Budoet lodaer  Expense Fund % Q% o @ Q Undateladd
BEFLE Dl Child Busnstfoug Exinis Class % Q% aQ @ @ Update/Add
DETAL Dokl Engurnb Ledaer Crau Expénia Bud Ref o Q % a @ @, Update/add

PRLCH  Eumloqt: Child Buddel Group Expanse
BRLEE  Eulscl-Paront Group Emanie
BEVEWUE  Rivinus Budgel Rivinig

Note: Use the following hints to fill
out the Budget Overview screen:

e 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.

e 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.
e Make the following
selectionss:
o Calendar ID = SM
o0 From Year
o From Period =1
0o ToYear=
o0 ToPeriod=1
e In Chartfield Criteria, enter
the criteria values for the
information to be retrieved.

Click ==
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Inquiry Results
Budget Overview

Business Unit: 11200

Ledger Group: APROP_P Approp Parent Budget Definitio

Type of Calendar: Summary Accounting Period

Amounts in Base Currency: uspo Revenue Associated

Return to Criteria *Notes Max Rows: 100 Display Options m

Ledger Totals (4 Rows)

Budget: 4,318,900.00 Net Transfers: 0.00

Expense: 425692413

Encumbrance; 1573207

Pre-Encumbrance: 0.00

Budget Balance: 46 243.80

Associate Revenue: 0.00

Available Budget: 45 243,80

Budget Overview Results Customize | Eind | view All | B First 4] 4.4 074 [F] Last
LedgerGroup  Fund Department Account BudRef Class % Period Budget  Expense Encumbrance E"C“mm% Am J';S;ﬁ::‘te
1 B aPRoP_P 13000 P00 200 109 81006 2009 1 3725.500.00 3.689.477.48 0.00 0.00 3602252 0975
2 E& aProP_P 13000 P00 300 109 81006 2009 1 20520000 19834795 591622 000 93583 046
3 E& aPRoOP_P 13000 P00 400 108 71003 2009 1 0.00 0.00 0.00 0.00 000 0003
4 E& aPROP_P 13000 P00 400 109 81006 2009 1 38820000 369,098.70 931589 000 928545 2395

Note: The data can be downloaded, into Excel by using I8, 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 Main Menu > Commitment Control =
Budget St Report Budget Reports
Run budget reports.
Navigation: FINANCIALS, [f== s SinaleYear CAFR Budet St [ S Mt Year Reports
Commitment Control, Budget F“"‘“'"ﬂ‘mﬂf“*mw' Sw'usﬂem] HUS i Vear Reports

Reports, NMS Single-Year
CAFR Budget St.

5. If this is the first time that you are NMS Single-Year CAFR Budget St
running the report, click on the Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
"Add a New Value" folder tab to | Find an Existing Value ' Add a New Value

add a Run Control ID.

Search by: Run Control ID begins with
If you have an existing Run [case sensitive

. S h
Control 1D, click —=2 and Search | advanced Search

select the appropriate report name.

Find an Existing Value | Add a Mew Valug
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6. Enter the following:

a. Search for your agency by

clicking < inthe Agency
criteria.

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

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

a.
{Single-Year CAFR Report

Run Control ID:  Singls_Year Report Manager Process Monitor )
*Agency 70500 O Department Tree 705_DEPT -
*Fiscal Year 2008 =pccounting Period 12
Fund %  Pcode %
Ex: 15200 or "%’ Ex: P242 or %"
Bud Ref %
Ex: 907 or'%’
b.&c.
{ Single-Year CAFR Report
Run

Run Control ID: ~ Single_Year

ReportManager Process Monitor

*Agency 70500 @ ﬁ)epanment‘rree 705 _DEPT - ]
*Fiscal Year 2008 *pccounting Period 12
Fund % Pcode %

Ex: 15200 or "%’ Ex: P242 or'e%"
Bud Ref %

Ex: 907 or %’

7. Click —®n I tg 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—2<_I. Process the

request by clicking——1. You
will be taken back to Single-Year
CAFR Report.

Process Scheduler Request

User ID: YVONNE HERRERA Run Control ID: Single_Year

serverfame: MMM v Runpate: 07212009 [

Recurrence: ~  Run Time: 10:33:55AM Reset to Current Date/Time

Time Zone: Q

Process List

Select Description Process Name Process Type “Type “Format Distribution
MM3 Single-Year Budget Status MNMS005CC SQR Report Web ~ PDF ~ Distribution

OK Cancel
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8. Once back in Single-Year CAFR { Single Year CAFR Report |
Report, click RepartManager
Run Control ID: ~ Single_Year Report Manager Process Monitor R
Process Instance: 5920160
*Agency 70500 Department Tree 705_DEPT -
*Fiscal Year 2008 *pccounting Period 12
Fund %  Pcode %
Ex: 15200 or ‘%’ Ex: P242 or'%’
Bud Ref %
Ex:"907" or'%’
9. Once in Report Manager, select /T List 'y Explorer _} Administration Y Archives
the “Administration” folder tab to
see the report’s status. Clicking UserI: Type: - Last 1 Days v
Refresh W|” update the status Of Status: v  Folder: ¥ Instance: to:
the report. The report will go Report List Customize | Find | First [ 12 or2 (] Last
H H Report Prcs L Request "
through the focljlowmg processing select |1 Pe e Descrintion D e Format  Status Details
Stag'?s' Queued, Processing, 2544770 5920160 NS Sinale-Year Budget Status |0/ 50 a0 ’E‘fr%bnat Posted Details
Posting, and then Posted. rean
Click Retalls tg go to Report
Detail.
10. Then click on the £BE to open the | Report Detail
report. You can save or print the
I’eport Report 1D: 2544770 Process Instance: 5920160 Message Laog
Name: NMS005CC Process Type: SQR Report
Run Status: Success
MMS Single-Year Budget Status
Distribution Node: NMFPS8 Expiration Date:
Hame File Size (bytes) Datetime Created
50 600 1,675 07/241/2009 10:43:52.000000AM MDT
nms005ce 5920160, PDF 92,924 07/241/2009 10:43:52.000000AM MDT
nmEe00BCE out 1271 07/241/2009 10:43:52.0000004M MDT
Distribution ,q. o e
1D Type Distribution ID
User YVONNE.HERRERA
11. NMS Monthly Revenue Status [sn tens~Commmeriono~

Rpt Report

Navigation: FINANCIALS,
Commitment Control, Budget
Reports, NMS Monthly
Revenue Status Rpt

Budget Reports

Run budget reports.

E" NMS Monthly Revenue Status Rpt
NMS_Monthly Revenue Status Rpt
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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, clickw and
select the appropriate report name.

Monthly Revenue Status Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_ Add a New Value

Search by: Run Control ID begins with

[[Icase Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

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

{ Nms 003gl Rnctl %

Run Control ID:

A203 Report Manager Process Monitor S0

From_Agency 51600 C To_Agency 51600 QO
Bud Ref %

Fund 88700

Fiscal Year 2009 Accounting Period 12

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 cIicking&l.
Process the request by clicking
—% |, vou will be taken back
to Nms 003gl Rtnctl.

Process Scheduler Request

User ID: YVONNE HERRERA Run Control ID: A203

Server Name: PSNTINFC ¥ RunDate: 07/21/2009 il

Recurrence: ~  RunTime: 10:51:20AM Resetto Current Date/Time

Time Zone: Q

Process List

Select Description Process Hame Process Type Type “Format Distribution
Monthly Revenue Status Report NMS003GL SQR Report Web v PDF w Distribution

OK Cancel
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15. Once back in Nms 003gl Rtnctl,
C|iC|( Report Manager

{ Nms 003gl Rnctl

Run Control ID:

A203 Report Manager Process Monitor S0

From_Agency 51600 C To_Agency 51600 QO
Bud Ref %
Fund 38700
Fiscal Year 2008 Accounting Period 12
16. Once in Report Manager, select
the “Administration” folder tab to [ List " Explorer | Administration ‘Y Archives
see the report’s status. Clickin
Refresh p- J User ID: Type: ~ Last: 1 Days =
WI” update the status Of Status: Posted ~* Folder: ~ Instance: to:

the report. The report will go
through the following processing

First [ 1-3 of 3 ™ Last

Report List Customize | Find |

Report Prcs i Request ;
Stages: QUEUEd, PrOCESSing, Select Instance Description DateTime Format Status Details
Posting, and then Posted. 2544882 5920449 Monthly Revenue Status Report Eg’gggggﬁ‘ ??;%?}at Posted Details
Click Betalls tg go to Report
Detail.
17. Then click on the £8E to open the Report Detail

report. You can save or print the
report. ReportiD: 2544882 Process Instance: 5920449 Message Log

Hame: NMS003GL Process Type: SQR Report

Run Status: Success

Monthly Revenue Status Report

Distribution Node: MNMFP33

File List

Expiration Date:

HName File Size (bytes) Datetime Created

NMS003GL 5920449.PDF 21,686 07/21/2009 10:53:10.000000AM MDT
MNMS003GL 5920449.out 13,501 07/21/2009 10:53:10.000000AM MDT
SOR NMS003GL 5920449.log 1,725 07/21/2009 10:53:10.000000AM MDT

Distribute To

Distribution ,p;eibution ID
ID Type

User YVONNE.HERRERA
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18. NMS Multi-Year CAFR
Budget Sta Report

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

Budget Reports

Run budget reports.

E" NMS Multi-Year CAFR Budget Sta
NMS Multi-vear CAFR Budget Status Report

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, cIickm and
select the appropriate report name.

NMS Multi-Year CAFR Budget St
Enter any information you have and click Search. Leave fields blank for 3 list of all values

| Find an Existing Value ' Add a New Valug

Search by: Run Control ID begins with |

"I case Sensitive

mw

Find an Existing Value | Add a Mew Value

20. Enter the following:

a. Search for your agency by
clicking 2 in the Agency
criteria.

b. Click 7 inthe
“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.
i NMS Multi-Year Budget '

Run Control ID:  Multiple_Year_Budgets Report Manager Process I

onitor

*Agency ‘ 34100 QI Department Tree 341_DEPT -

2009

*Fiscal Year =Accounting Period

Fund | Pcode

Ex: 15200 or %' Ex:P242 or'%’
Bud Ref

Ex:90724,"907% or "%’

B save | S\ Return to Search | +[E] Previous in List | +[E] Next in List | [=] Notify |

b. & c.

{ NMS Multi-Year Budget '

Run ControlID:  Multiple_Year_Budgets Report Manager

Process Maonitor

Run

Process Instance:5920652

*Agency 34100 Q G)eparlmenl Tree 341_DEPT -
*Fiscal Year 2009 *pccounting Period 12
Fund %  Ppcode %

Ex: 15200 or %' Ex:P242 or'%’
Bud Ref %

Ex: 90724, '907% or "%’

Main Content |
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21. Click —®n_Itg 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—<1.
Process the request by clicking
—% |, vou will be taken back
to the NMS Multi-Year Budget.

Process Scheduler Request

User ID: YVONNE.HERRERA Run Control ID: Multiple_Year_Budgets
Server Name: [ - Runpate: 07/21/2009 Bl
Recurrence: *  Run Time: 11:01:03AM Resetto Current Date/Time
Time Zone: Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
Multi-Year CAFR Budget Status NMS003CC SQR Report Web ~ PDF  Distribution
oK Cancel
—

22. Once back in NMS Multi-Year
Budget, click Reportlianager

{ NMS Multi-Year Budget

Run Control ID:

Run

Multiple_Year_Budgets Report Manager Process Monitor

Process Instance:5920652

*Agency 34100 Q@ Department Tree 341_DEPT -
*Fiscal Year 2008 =pccounting Period 12
Fund %  Pcode %
Ex: 15200 or "%’ Ex:P242 or'%’
Bud Ref %
Ex: 90724, 907%' or "%’
Main Content

23. Once in Report Manager, select
the “Administration” folder tab to
see the report’s status. Clicking
_Refresn | o) update the status of
the report. The report will go
through the following processing
stages: Queued, Processing,
Posting, and then Posted.

Click Retalls o go to Report
Detail.

j List " Explorer } Administration Y Archives |
UserID: Type: - Last: 1 Days -
Status: ~ Folder: ~ Instance: 5920652 to:
Report List Customize | Eind | View A First [1 1 of1 [¥] Last
Select Efm pres  Description peues: Format  Status Details
2544990 5920652 Multi-Year CAFR Budget Status Efﬁyggga E"CB%?}“ Posted Details
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24. Then click on the 2LE to open the

report. You can save or print the
report.

Report Detail

Report ID: 2544990 Process Instance: 5920652 Message Log
Hame: NMS003CC Process Type: S0OR Report

Run Status: Success

Multi-Year CAFR Budget Status

Distribution Node: MNMFP33

File List

Expiration Date:

Name File Size (bytes) Datetime Created
SOR MMS003CC 5920652.10g 1,695 07/21/2009 11:49:04.000000AM MDT

nms003cc 5920652 POF 7,275,063 07/21/2009 11:49:04.000000AM MDT
nms003cc 5920652 out 1,514 07/21/2009 11:49:04.000000AM MDT

Distribute To

Distribution +p;4ripystion I
ID Type
User YVONNE.HERRERA

Main Menu > Commitment Control =

25. NMS Multi Year Reports
Budget Reports
Navigation: FINANCIALS, NMSMH o
H - L willlll Year Reports
gommtltrr[l\lel?/ltscl\c/)lntl?bBUdQEt NS Mutti Year Reports
eports, ulti Year
Reports
26. If this is the first time that you are NMS Multi Year Reports

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, cIickﬂ and
select the appropriate report name.

Enter any information you have and click Search. Leave fields blank for a list of all values

{ Find an Existing Value {__Add a New Value

Search by: Run Control ID begins with |

D Case Sensitive

mw

Find an Existing Value | Add a Mew Value

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.

{ NMS Multi Year Reports

Run Control ID:

Run

Process Monitor

Multiple_Year_Budgets Report Manager

*From Agency 51600 Q *To Agency 51600 Q

*Fiscal Year 2009 *Period 12
*Fund 88700
Ex: 15200 or "%’

*Bud Ref %
Ex :"907%" or "%’

*Pcode %
Ex: Z70704 or'%’

@ Budget is current not lapsed
(©) Budget has lapsed, but there is activity during the current fiscal year

(©) Budget has lapsed, but there is a remaining budget balance

B save | L\ Return to Search | [Er Add
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28. Click —®n_ I o 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—<1.
You have a choice of three
difference reports. Mark your

selection by clicking on the ¥/ .
Process the request by clicking
—9%_ 1. You will be taken back
to NMS Multi Year Reports.

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

Process Scheduler Request

User ID: YVONME.HERRERA Run Control ID: Multiple_Year_Budgets

Server Name: T Run Date: 07121/2009 [

Recurrence: ~  Run Time: 11:20:304M Resetto Current Date/Time

Time Zone: Q

Select Description Process Name Process Type Type *Format Distribution
Multi-Year Exp Bud Status Rpt NMS493CC SQR Report Web ~ PDF = Distribution
Multi-Year Revenue Budget Stat NM3494CC S0R Report Web ~ PDF = Distribution
Multi-Year Expend by Year NMS495CC SQR Report Web ~ PDF w Distribution

OK Cancel

29. Once back in NMS Multi Year
Reports, click Reportilanager

{ NMS Multi Year Reports

Run Control ID:  Multiple_Year_Budgets Report Manager Process Monitor

Run

*From Agency 51600 QL *To Agency 51600 L
*Fiscal Year 2009 *Period 12
*Fund 88700 *Pcode %
Ex: 15200 or "%’ Ex: Z70704 or'%’

*Bud Ref %
Ex :"907% or "%’

@ Budget is current not lapsed
(©) Budget has lapsed, but there is activity during the current fiscal year

() Budget has lapsed, but there is a remaining budget balance

&) save | S\ Return to Search [Er Add

30. Once in Report Manager, select
the “Administration” folder tab to
see the report’s status. Clicking

_RetresnJ\iy) update the status of
the report. The report will go
through the following processing
stages: Queued, Processing,
Posting, and then Posted.

Click Betails to go to Report Detail
for any of the three reports.

J List Y Explorer | Administration Y Archives |

User ID: Type: ~ Last: 1 Days -

Status: ~ Folder: ~ Instance: to:
Report List Customize | Find | View
Report Prcs I Request .
Select D Instance Description DatelTime Format  Status Details

0712112009 Acrobat
11:25:48AM (*.pdf)
07/21/2009 Acrobat

2545158 5921060 Multi-Year Revenue Budget Stat 11-25-48AM (*.pd) Posted Details

2545159 5921061 Multi-Year Expend by Year Posted Details

. 07/21/2008 Acrobat .
Multi-Year Exp Bud Status Rpt 9E- Letalls
2545157 5921059 Multi-Year Exp Bud Status Rpt 11:95-48A1 (* pf) Posted Details
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31. Then click on the 2LE to open the
report. You can save or print the
report.

Report Detail
Report|D: 2545158 Process Instance: 5921061 Message Log
Name: NMS495CC Process Type: SOR Report

Run Status: Success

Multi-Year Expend by Year

Distribution Node: MNMFP28 Expiration Date:
File List
Name File Size (bytes) Datetime Created
NMS495CC 5921061.PDF 10,735 07/121/2009 11:26:24.000000AM MDT
MMS495CC 5821061.out 1,440 07/21/2009 11:26:24.000000AM MDT
S0R NMS495CC 5921061.log 1,759 07/21/2009 11:26:24.0000004M MDT
Distribute To
Distribution ., py¢ripution I
1D Type

User YVONMNE HERRERA
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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 FECDSU.help@state.nm.us.

Instructions

Screen Shots

1. Ledger vs. Journal Integrity
Report

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

Main Menu = General Ledger =

General Reports

Access journal, ledger, trial balance, reconciliation, and InterUnit reports.

ﬁ GL Subsystem Reconciliation
Perform General Ledger subsystem reconciliation.

Ledger Activity
List balances and detailed journal line activity posted against a

= Load Reconciliation Data ledger.

econciliation by System Srce
Reconciliation by ChartFields

Journal Entry Detail

Ledger vs Journal Inteqrity
Print a report listing journal entry details.

List the dizcrepancies between General Ledger and journal
tables.

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, clickw and
select the appropriate report name.

Ledger vs. Journal Integrity

/_Find an Existing Value " Add a New Value __

Run Control ID: | EDGER_V_JRNL

Add

3. Enter the Business Unit,
Ledger = ACTUALS, Fiscal
Year, Period From and To. Make

sure "Show Journals” is ¥/

Click on _Refesn |

Ledger vs Journal Integrity Report

Run Control ID:  LedvsJml Repart Manager Process Monitor 207 |
1 English w
“Unit: | BE200 [C ‘Ledger: ACTUALS  [Q *Fiscal Year: 2008 |
‘From Period: 1 “To Period: 12 Compare Foreign Currency Amt

Compare Statistics Amount Show Journals

ChartField Selection

[ pisplay Full Numeric F
-'

Sequence ChartField Name Include

[

Value

| & | la

O
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4. Under Chartfield Selection, select
the "Include CF" ¥ for Fund,

Ledger vs Journal Integrity Report

Department, Account, Bud Ref, Rur Control 1D LedvsJrnl RenoriManager  Procass Monior _ 40
and Class. The selected Langusge: (00PN
chartfields are needed for
discrepancy resolution. “Unit; 66200 |Q “Ledger: ACTUALS @ ‘Fiscal Year: 2008
‘From Period: 1 “To Periok 12 :":C[Irr'llr'lle Forelgn Currency Amt
| Compare Statistics Amownt ¥ Show Journals [ Display Full Nameric Field
Refrezh
ustomize | Find | #8 First 4] .47 o 17 [¥] Last
Sequence ChartFiekd Name I|11:_!|':de Value To Vahe
1] Fund = a Q
2| Deparment [¥] Q a,
3| Account Q Q,
4| SubAcct F Q Q
5 RptCcat 0 a o,
& Project O a =N
7| OperUnit [~ A Q
3 Bud Ref = a, Q,
3 Class [+ Q a,
5. CIle Run to gO to ProceSS Process Scheduler Request
SChEdU|er RequeSt The dEfaU": User ID: TOBLANDRADE Run Control ID: LedvaJrnl
format option is PDF’ however, if |  server Name: | mmpae: (o008 8
you want the report in a different Recumrence: B rntons:  [aziw || Reset ourertpatmime |
format remember to make the
SE|8Cti0n before Clicking QK . Select Description . Process Name Process Type ;—T&,,‘M Di.slr?hlllioll
Ledger vs. Jmnl Integrity Rpt GLST7010 SGR Report :Weh bl | FDF i ‘ Distribution

Use PSUNX under Server Name.
Click —2_|. Process the request

by clicking—2 1. You will be
taken back to the Ledger vs
Journal Integrity Report.

0K Cancel
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6. Once back in Ledger vs Journal
. g Ledger vs Journal Integrity Report
Integrity Report.,
click BeportManager Runi Conmrol ID:  Ledvsrril RepodManager  Process Monor _ "
Lamguape: English b
“Lwiit: BE200 (O “Ledger: ACTUALS Q ‘Fiscal Year: 2008
"From Period: 1 To Periok 12 1] Compare Forelgn Currency Amt
| Compare Statistics Amownt ¥ Show Journals [ Display Full Nameric Field
Refrezh
Customize | Find | i First [4] 117 o 1T [+ Last
Sequence ChartFiekd Name I|11:_!|':de Value To Vahe
1) Fund =] Q a
2 Deparment [+ a, a,
3| Account Q Q,
4| SubAcct ¥ Q Q
5 RptCcat 0 a <1
G Praject (.l aQ, a
7 Oper Unit [F] a a
8| Bud Ref =] a a
3 Class [+ - a,
7. Once in Report Manager, select j List  Explorer " Administration Y Archives
the “Administration” folder tab to
see the report’s status. Clicking User ID: Type: - Last 1 Days -
Refresh will update the status of Status: *  Folder: - Instance: to:
the report. The report will go Report List Customize | Find | First [ 19 or9 (¥ Last
1 1 Report Prcs - Reguest .
tft]rough(;he fo(ljlo;vmg pl’_OCESSlng Select D Instance Descrintion DatelTime Format  Status Details
stages: Queued, Frocessing, ) 07/21/2009 Acrobat .
. 2545549 5921772 Ledgervs. Jrnl Integrity Rpt o Posted Details
Posting, and then Posted. 221605 CHI e 1 .
Click Betails to go to Report
Detail.
8. Then click on the ELE to open the | Report Detail
report.
Report ID: 2545549 Process Instance: 5321772 lMessage Log
Name: GLS7010 Process Type: S0R Report
Run Status: Success
Ledgervs. Jrnl Integrity Rpt
Distribution Node: NMFP&23 Expiration Date:
Name File Size {bytes) Datetime Created
GLS7010 5921772 PDF 1,692 07/21/2009 12:16:48.000000PM MDT
GLS7010 5921772 out a0 07/21/2009 12:16:48.000000PM MDT
S0OR GLS7010 5921772.log 1,705 07/21/2009 12:16:48.000000PM MDT
Distribution «p;e¢ripytign iy
ID Type
User YVONME.HERRERA
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Report ID: GLG7010

Bus. Unit: 63100--Werkforce Solutions Department
Ledger ACTUALS  -- Budgetary Basiz

Fiscal Year:2008

pericd Fund  Department Account Eud Ref  Class

No discrepancy found for Periods 1 thru 12

Report ID: GLS7010

Bue. Unit:

Ledgex: ACTUALS  -- Budgetary Basis
Fiscal Year:2008

Pericd Fund  Department Account Eud Ref Class
3 10200 132900 108 70000
Jrnl ID:DJ00448774 Jynl Date:09/27/2007 Unpost Seq:0

3 10200 0167000000 434202 108 70000

Jrnl ID:DI00448774 Jrnl Date:0$/27/2007 Unpost Seq:0

do anything further.

(FCDSU.help@state.nm.us).

LEDGER vs. JOURNAL INTEGRITY REPORT — NO DISCREPANCIES

LEDGER vs. JOURNAL INTEGRITY REPORT — DISCREPANCIES (report to FCDSU Help Desk)

Note: The report will open on your screen. If the report indicates "no discrepancies found," it is not necessary to

Note: If the report identifies discrepancies, email a copy of the report to the FCDSU Help Desk

pecplesoft GL

LECGER. V8. JOURMAL INTEGRITY BEFORT Page ¥o. 1

Run Date 07/14/2008
Run Time 12:53:34

Journal Amount Ledger Amount Difference Stat

LEDGER V5. JOURNAL INTEGRITY REFORT

Page No. 1
Fun Date 07/09/2008
Run Time 14:435:38

Journal amount Ledger Amount pifference stat

< 1,038,772.00> < 2,077,544.00> < 1,038,772.00> USD

0> Line:7 Source:AR Oprid:NMS_BATCH Descr:AR Direct Cash Journa
< 2,704.455 < 5,408.905> < 2,704.45> USD
2,704.45> Line:2 Source:AR Oprid:NMS_BATCH Descr:AR Direct Cash Jourma
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