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MVECA USAS EMIS FINANCIAL (H) REPORTING
CHECKLIST

The following checklist outlines the steps to be followed when reporting financial fiscal
yearend data to ODE.

___ 1. Before closing USAS for the fiscal year, run the program VALACT to insure that no
invalid accounts exist in the account master file. If invalid accounts do exist, they have to
be eliminated before processing USAEMSEDT. Invalid accounts can be eliminated via
ACTCHG or FNDCHG program by changing them to valid account codes.

___ 2. Enter EMIS Fund Categories for required funds. The category defines the
FUND/SCC describing what type of fund it is for EMIS yearend financial data processing
and is required for funds that have multiple sources of revenue as defined in the biennial
budget. You may run an EMISFCAT report for a listing of all cash accounts with their EMIS
fund category. See ODE EMIS manual, Chapter 6.2, starting on page 3.

Not Applicable :;\e' No W
Compreshensive School Reform - Title 1 Part F g
Start Date | | Even Start - Title 1, Part B-3 Date I:Il]

Homeless Children

EMIS Fund Category

Neglected & Deliquent Children/Youth Title 1 Part D

PTD Clear Month Track PTD Flag No
AP
Balance

IF NEEDED THE FOLLOWING STEPS CAN BE PERFORMED FROM THE USAS
FISCAL YEAREND BACKUP, 4502HIST.

3. OPU - Use USASWeh/ Operational Units to query all the OPUs; and make
modifications if needed

[
. Home Logout
OPUs found in
Configuration Sl S| Functions |
menu option F Accounts .
F AP Invoices
e _
= Configuration OPU Query .
& Preferences Starting OPU - | Ending OPU -
N = ot EE!EIEII
T Eha 000 DISTRICT WIDE 999999
&= F'Llr-c:hase &erers 001 SAMPLEVILLE ELEMENTARY 999999
E Rereipts 002 SAMPLEVILLE JUNIOR/SENIOR HIGH 999999
E Refunds 003 |[SAMPLEVILLE CENTRAL OFFICE 999999 C
# Reqguisitions

The entity type is set to "C" if the OPU is set up to track central office expenses. Otherwise,
the entity type is left blank. IRNs must belong to your district. The IRN used determines
what building an expenditure will be reported. Run OPULST for a report of your OPUs, if
needed.

___ 4. The Building Profile, Central office square footage and ITC IRN information must be
entered in the USAEMSDB program. The building profile includes information to report the
correct square footage, bussing percentages, and lunchroom percentages for each building
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in your district. The district profile includes information to report the central office square
footage for your district.

MENU>USAEMSDB
0 Option 1. DSTMNT - EMIS District Info Maintenance - Central Office Square

Footage and ADD MVECA'’s IRN = 086488
<+ Central Office Square Footage = Include the square footage of the
central office space and any other facility directed by the central
office not already reported under a separate IRN. ESCs should
report all zeros (000000000)

EMIS DISTRICT YEAREND INFORMATION

Central Office Square Feet:
ITC IRN Number: 086488
0 Option 2. BLDMNT - EMIS Building Info Maintenance - Previous year’s

values will be displayed. Update transportation and lunchroom percentages
and correct square footage fields, if needed
w Transportation and Lunchroom Percentages must total 100%

Building Square Transportation Lunchroom

IRN Feet Percentage Percentage
000000 Sampleville Elementary 33908 50 50
111111 Sampleville Middle 45650 25 25
222222 Sampleville High School 51962 25 25

__ 5. Run USAEMSEDT - Must enter all 4 options even if there is nothing to input.

(0)

o

Cash Reconciliation — Exhibit 1 - enter bank ending blanaces, deposits in
transit, outstanding check totals, adjusting entries, investment information and
petty cash amounts. The total ending balance must equal the current fund
balance on FINSUMM. Creates CSHREC.TXT. If the reconciliation doesn’t
balance, make corrections before proceeding. USAEMS will not run
successfully if there is an error.

Federal Assistance Programs Summary — Schedule of Federal Assistance
Summary - Reports if distirct had more or less than $500,000 in Federal
expenditures during the fiscal year. Update fiscal year. Creates
FEDSUM.TXT

Federal Assistance Programs Detail — Schedule of Federal Assistance Detall
«+ Run the initialization option to delete all 5xx funds from previous year

and creates a new record for non-zero figures for current fiscal year.

Add CFDA # to new records

Add /Update federal aid received on non 5xx funds

Districts with federal loans for Adult Ed programs see AOS Bulletin

2009-002. Non-federal fund numbers 022 and 012 need to be added

to this detail.

ODE’s webpage contains a summary report of federal contributions

Creates FEDDET.TXT

¢ 44

¢ 4






o0 Civil Proceedings — Statement R - If the district is involved as a plaintiff or
defendant in any law suits, they should be disclosed here. CVLPRC.TXT

____ 6. Run USAEMS once satisfied with the accuracy of reports. Extracts USAEMSEDT
and USAEMSDB data and creates USAEMS_EMISR.SEQ and USAEMS.SEQ.

Answer ‘N’o to “Are you extracting for an Information Technology Center?”
Accounts extracted are based on the “SM1/SM2” flag on the cash account
Will validate EMIS Fund Category and issue errors.

Will check CSHREC (Cash Reconciliation) to see if it balances.

7. Execute USAEMS_FTP to transfer the USAEMS_EMISR.SEQ file to the data
collector

8. Compile your capital assets information before Reporting period H closes.

O EsDISTRICTS
s 4 Add current year capital assets
& 4 Execute EISEMS — This produces EISEMS.SEQ
- Execute EISEMS_FTP — This transfers the file to the Data Collector
Other Data Sources

0 NON-EIS DISTRICTS
& 4 Enter your capital asset information into EMIS-Flat File Editor
& 4 Export sequential file and save it to your local drive.
- Login to the Data Collector and upload this file to the Other Data
Sources for reporting period H

___ 9. The manifest for the H reporting period will be both a SIF collection (Accounts,
Receipts, Expenditures, and OPUs) and Other Data Source (USAEMS_EMISR.SEQ and
EISEMS.SEQ or file from Flat File Editor). Login to the Data Collector and collect, prepare,
preview, certify and submit your data to ODE

PROCESSING USAEMSEDT AFTER CLOSE OF USAS FISCAL YEAR

____1H. Atthe menu prompt execute the command 4502HIST
Menu>4502HIST

____2H. Process any steps that were not completed prior to closing USAS.

____3H Email helpfiscal@mveca.org to have a new backup created and to copy the USAEMSEDT
reports out to FISCALCD.

____4H. Return to live files

Menu>4502live






MVECA EIS Fiscal Year-End Procedure

¢ The following sequence of steps should be completed at the end of the EIS fiscal year

¢ You should continue to add items received prior to July 1 to the system before using this
procedure. If items were ordered prior to June 30, but are not received until after June
30th, they will need to be posted in the next fiscal year. You can continue to add items
to the pending file even though they may not be posted in EIS until next year.

If the depreciation data has been changed so that it is necessary to completely
recalculate the life-to-date (LTD) depreciation for several items, you may need to run
EISDEPR. Just note that running EISDEPR will affect items that have had
improvements (additional ACQTRN’s) added to them causing them to lose their true
depreciation history. *Contact helpfiscal@mveca.org for further assistance*

Steps for Fiscal Year-End Procedure

D I) Districts with a Dollar and Life Limit specified for the capitalization criteria may

choose to run an EIS304 Brief Asset Listing to verify all items meeting the dollar and life
limit capitalization criteria are on file as capitalized assets. When running the EIS304,
only non-capitalized items should be selected as well as selecting only items with an
original cost equal or higher than the capitalization threshold. The report will display a
listing of items that currently are not capitalized but exceed the $ threshold. Review the
tags in question to verify that the life expectancy is under the life limit threshold and
therefore should not be capitalized. If you find tags that meet or exceed the life limit, you
may contact your ITC to help determine why they aren’t being capitalized.

D 2) Run any fiscal year-end reports desired. The following are suggested.:

GAAP SCHEDULES
w EIS101 Schedule By Source
w EIS102 Schedule by Function/Class ~ All Options (summary & detail)

w EIS103 Change Schedule (Only if on GAAP): The following 103 reports are
recommended
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0 EIS103CL Schedule of Changes in Fixed Assets by asset class (summary & detail)
0 FEISTIO3FC Schedule of Changes in Fixed Assets by function (summary & detail)
0 EISIO3FD Schedule of Changes in Fixed Assets by fund (summary & detail)

w EIS104 Depreciation Change Schedule (Only if on GAAP): The following 104 reports
are recommended

0 EIS104CL Schedule of Changes in Depreciation by asset class (summary &
detail)

0 EIS104FC Schedule of Changes in Depreciation by function (summary & detail)

O EIS104FD Schedule of Changes in Depreciation by fund (summary & detail)

Non-~GAAP Reports

w+ EIS303 Master Listing ~ All Items

0 Provides you with an updated master list of your fixed assets. This report is an
optional report and extremely large so we don’t recommend printing out a hard
copy of the report.

w FEIS304 Brief Asset Reports: The following EIS304 reports are recommended. The five
reports should include capitalized items only and Status Codes of “A, N, EH, and EN”
(with the exception of the disposition report) Items by Original cost = N

O Brief Asset Listing sorted by fund

O Brief Asset Listing sorted by function
O Brief Asset Listing sorted by asset class
o

Acquisitions for current fiscal year
Selection Option = 8

Enter the fiscal year dates

ENTER to continue

O Dispositions for current fiscal year

Use “D” for status code

Selection Option = 9

Enter fiscal year dates

ENTER to continue

w+ EIS305 Book Value Reports: Provides you with necessary depreciation information.

The date xxxx/06 (Where xxxx is FY being closed) is used for the reporting date. The
four reports should include capitalized items only. Enter Status Codes of “A, N, EH,

and EN” for the full reports, and Status Code “D” for the disposition reports.
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0}

w EIS401

w EIS801

Skip Step 3
and 4 if EMIS
H reporting
is complete

D 3) After checking the EIS103 and EIS104, run the EISEMS program (Only if the EIS
GAAP flag is turned on, to confirm this go to EISMNT, #4):

D 4) Execute EISEMS_FTP to transfer the EISEMS.SEQ file to the Data Collector

Book Value Report sorted by function

Book Value Report sorted by class

Depreciation for current FY dispositions by function
Depreciation for current FY dispositions by class
Values for Insurance Report (Use defaults)

0 Recommended if the district maintains current replacement cost and/or
insurable values on the inventory item records.

Official Audits Report

0 Recommended. Select the Official Audit Report to be kept on file for the
auditors

MENU>EISEMS (Report for collection for the auditors)

EISEMS generates an EISEMS.SEQ file that needs to be included in Period H EMIS
submission. A summary report is also generated.

Run both reports P=projection and then A=actual
E-report the EISEMS.txt to yourself for your files

D 5) Execute the EISCD procedure (Choose “NOW?” otherwise take prompts as is.)

 This procedure will generate a standardized set of FYE EIS reports which
can be made available to registered users online via a secure web site

-+ You will receive an email when the reports are complete. Copy/paste the
link provided in the email to your browser (our website is under
construction and the link is not visible on the webpage, yet). Save this link
as a favorite.

D 6) Run EIS_BACKUP to make a copy of the EIS data and other appropriate files.

Watch for the verification “Operation Successful”
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[] 7) Run the fiscal year-end closing program EISCLS.

MENU>EISCLS (Prompts: Use the current fiscal year and choose projection or
actual)

w This program will update the life-to-date depreciation for the current
fiscal year being closed. A summary report, EISDEP.TXT, of the current
year’s depreciation posted by fund will be generated. The program will
also update the fiscal year closed field on the EISMNT/DATSCN record. If
the district is currently on GAAP, the program will also update the
beginning balances for the new fiscal year and generate the report
EISCLS.TXT

D 8) If you are going to begin EIS GAAP reporting for the coming fiscal year contact
MVECA. OTHERWISE you are ready to begin processing for the new fiscal year.

w For those beginning on GAAP, your ITC will run a one-time GAAP
program called EISGAAP which will set the EIS GAAP flag to “Y” on the
EISMNT/DATSCN record and set the beginning balances for the new
year. Do NOT perform any additional processing until your ITC has
instructed you to continue.
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@ nveca

2016 MVECA USAS FISCAL YEAR END

The following checklist outlines the steps to be followed when closing out USAS for the
month and fiscal year. Starred * steps can be executed from your LIVE directory or from
the 4502HIST archive.

PRE-CLOSING PROCEDURES
Dl. *EMIS Financial Reporting Period H - Much of the USAS fiscal yearend closing
is related to reporting financial information to ODE and AOS. Follow the MVECA USAS
EMIS Financial (H) Reporting Checklist

((J2. Run the program VALACT to insure that no invalid accounts exist in the account
master file. If invalid accounts do exist, they have to be eliminated before processing
USAEMS. Invalid accounts can be eliminated via ACTCHG or FNDCHG program by
changing them to valid account codes.

ACTCHG VS FNDCHG
Used to change accounts within the Used to change accounts from different
same cash account cash accounts
Ability to collapse accounts New fund must not exist

(Use ACTMOD fund-to-fund transfer if
the new fund does exist on the account

master)
Will change all transactions that Won't allow you to change a cash
utilitzed the “old” account to the account with underlying accounts with a
new account SCC between 0001 and 8999 to a SCC
of 9xxx

¢ Review ODE EMIS Manual section 6.3 for valid account structure

e Warnings will not cause problems with closing yearend, USAEMSEDT or
USAEMS.

e FATAL errors will prevent USAEMS from creating the sequential file for reporting

e VALACT doesn't allow you to exclude accounts based on status or stop dates.
Active and inactive accounts will be validated.

e VALACT does allow excluding accounts with all zero amounts (Project To Date -
PTD and Calendar To Date amounts are not checked)

e Warning issued- when the func/obj pairing with an OPU assigned to the district
IRN for traditional (city, local, exempted village) districts ONLY. Career Centers,
ESCs, and Community Schools will not get this warning.

0 Account transactions with the 000 OPU assigned to the district IRN will be
spread over all IRNs.

e USASWEB has a drop down of valid fund categories. Run the EMISFCAT report
to see the current fund categories. Also, available in section 6.2 of the ODE
EMIS Manual. Resolve errors for invalid fund category. Use the “not applicable”
option if no appropriate code exists.





(()3. The APPROP program can be used to enter Next Year Proposed budget and
revenue estimates. Options 1-4 are used if budgeting before running ADJUST to close
the fiscal year. (Options 5-8 are used to add initial budget and/or revenue estimate after
the close of the fiscal year.)

MONTH END CLOSING
(CJ4. ENTER ALL TRANSACTONS FOR THE CURRENT MONTH.

DS. Reconcile the USAS records with bank(s).
B Perform districts normal bank reconciliation procedure.
B Generate Cash Reconciliation using the cash reconciliation (option
1) of the USAEMSEDT program, summary FINDET,FINSUMM,
PODETL (Outstanding POs, NO DATES) & BALCHK reports.

DG. Examine the MTD, YTD, FYTD revenue & expenditure lines on the BALCHK
report. The dollar amounts for cash and revenue accounts should be identical for each
line on the report.

D?. Compare Current Encumbered totals from the BALCHK and PODETL reports.
Execute the program FIXENC to correct if errors occur and then regenerate BALCHK
and compare totals. If the totals still do not balance contact MVECA for assistance.

DS. Run FINSUMM selecting the option to automatically create the FINDET for
comparison. This will cause the FINDET report to be generated with the same selection
criteria as the FINSUMM.

If all the above steps are performed and totals agree, accounts are balanced. Proceed!

COMPLETE STEPS 9 & 10 ONLY IF TRACKING SM2 FIGURES

DQ. Optional - RUN THE SM12 PROGRAM AND SELECT THE “CALCULATED
OPTION". Upon completion generate a report if desired.

If you run SETBAL after board approval, it can be executed now. SETBAL is used to set the
receivable and/or the unencumbered balances to zero. It can be run as the projection
or update mode. If the budget option is updated, the BUDLNK program must also be
ran to bring the appropriations in line with the budget.

[:]10. GENERATE ALL NEEDED MONTH-END REPORTS.
The following is a list of the MINIMUM report listings recommended for retention on a
monthly basis:
___ _USARPT/BUDSUM using YTD (or split) Budget Summary-All Funds
____USARPT/APPSUM using YTD (or split) Appropriation Summary-All Funds
__ USARPT/REVSUM using YTD option Revenue Summary-All Funds
____POSUMM summary of PO’s
____PODETL detail report of PO’s
____FINSUMM and FINDET Reports
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___ RECLED Reports-All funds, All options

___ CHKREG Detailed Check Register for the Month

__ CSHREC -Cash Reconciliation Report using the cash reconciliation (optionl)
of the USAEMSEDT (or 4502) Program

___VENDORZ2 - Vendor Listing with FYTD Threshold for Auditors

Retention note: It is recommended that the above reports be stored until the
books have been audited.

FISCAL YEAR END CLOSING

(()11. RUN USASAUD, THE USAS AUDITOR EXTRACTION PROGRAM

Option 14 on the USAS_ANN menu or type USASAUD at the menu prompt

(Answer “Y” to the question “Send data to the AOS now”)

This program will take information from the Account Master, Vendor, Check, and
Receipt files and create 3 new data files: ACCTAUD.SEQ, VENDAUD.SEQ

and TRANAUD.SEQ. Do not attempt to print these files. Reports of this data will
also be created called ACCTAUD.TXT, VENDAUD.TXT and TRANAUD.TXT. These
reports will detail the exact information that the auditor’s office is receiving in the above
files. The ACCTAUD, VENDAUD and TRANAUD.SEQ file along with a FINSUMM by
fund are sent via email to the State Auditor’'s Office where it may be used in the auditing
process.

Contact MVECA if you do not receive an email from the auditors office confirming
the receipt of your files.

C]lz. The GAAP_EXP option of USAEXP can be run before or after fiscal yearend
closing.
w+ GAAP_EXP will create the file necessary for uploading into the
WEB_GAAP system and also allows you to enter the email address of the
person you wish to send the export file to. Multiple addresses may be

entered by separating them with commas.

For more information on Web-GAAP and legacy cash reports go to the GAAP Wikki
http://gaapwiki.oecn.k12.o0h.us/index.php?titlie=Main Page

D 13. Run USAEMSEDT even if you plan to complete the options in 4502HIST.
Change the fiscal year to the current year in FEDSUM.

*** Federal Assistance Programs - Summary ***

Enter Option (A/C/D/L/R/E/? <?>): _

Federal Assistance Programs Summary

1. Entity : Miami Valley Ed Comp Assn RCOG
2. County : GREENE

3. Fiscal Year End : 2014

4. Total Federal Expenditures

This Fiscal Period: Under $500,000

= fammantco -

e Details about running USAEMSEDT are on the Financial H reporting
checklist.





C]l4. Generate any fiscal year end reports that may not be included in the FISCALCD step
below with the sort options preferred.

e CSHREC, FEDSUM, FEDDET and CVLPRC will copy to MonthlyCD

e WORKCOMP is an old scrolling program. You may receive an error that the
function cannot be executed from a captive account. Ignore this error. The
report is created and can be viewed.

IMPORTANT STEP BELOW:

15. USASBACKUP - TO BACKUP THE DATA
FILES — The backup requires exclusive access.
Have all users get to the menu prompt -including
payroll. If you have a file conflict, write
fiscal@mveca.org before trying to execute the
backup a second time.

(Do not proceed until this is accomplished.)

(()16. Run FISCALCD (BEFORE ADJUST). This procedure will generate a
standardized set of fiscal USAS financial reports available from MonthlyCD on the
MVECA/Fiscal Webpage. If you choose to run FISCALCD in batch later, you will not be
able to go to the next step, adjust, until the reports are complete.

(See FISCALCD REPORTS AND SORT OPTIONS, USAS Reference Manual)

C]l?. Run ADJUST for month-end (JUNE ONLY) saying Y to run Monthly CD. Then
choose option 1 to perform month-end processing. The program will ask for which
month and a confirmation that ALL processing for that month is complete.

C]18. Run ADJUST for yearend saying N to Monthly CD and choosing OPTION 2
(year-end processing) and then select the FISCAL option.

This completes all necessary steps to close USAS for the fiscal year. BEGIN
PROCESSING FOR FY 2017 ©





After FYE is closed

(()19. Run USACERT

The USASCERT/CERTBAL program produces a Certificate of Available Balances report
which is to be submitted to the county auditor at the beginning of the fiscal year.

DZO. Tracking payables

ey el $0.001 pizza PARTY WINNERS FOR

The PAYABL program generates a report listing all accounts payable. This report
is particularly useful in determining all payable amounts as of the last day of the
fiscal year (necessary for GAAP reporting).

In order for the PAYABL program to generate a report, accurate received dates
must be entered when invoicing items in USASWEB. Please note the received
date will automatically default to the invoice date if another date is not
manually entered.

The PAYABL program's "Date Selection” field defaults to June 30 of the last
fiscal year closed. You have the option of overriding the default date. This date,
along with the received date entered in USASWEB, and the payment date are
then used in determining what items will be reported as payable amounts. Only
items that have a received date prior to the date entered and a paid date after the
date entered, or have not yet been paid, will be reported. For example when
determining payable amounts as of the end of a fiscal year, the "Date Selection”
would be set to June 30, XXXX. The report would then display any items that
have been invoiced with a received date prior to June 30 but have not yet been
paid or the paid date is after June 30.

Use Paste
option to fill
date to all
items

[Total Filled 5000 jpgate

LIEN
Fﬁ\
|

[Total C. lled 50.00

().

()22

| Fill ltems | | Clear ltems | | Cancel ltems |

| Validate | | Post | | Cancel |

If appropriations were added by modifying the account, RUN
APPROP/GAAPSET. This sets the GAAP Original Budget/Original Estimate to
match the expendable and receivable fields.

If completing EMIS H reporting from the archive, use 4502HIST command to get
to the USAS fiscal yearend archive.

e Complete the EMIS H checklist in the directory

e 4502LIVE command will bring you back to your live data.
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USAS FISCAL YEAREND CHECKLIST AT A GLAN

Please use the USAS Checklist for details. Do not use the following slides as your checklist.

Pre-Closing Procedures
1. EMIS Financial Reporting Period H Checklist*
2. Run VALACT

3. Add Next Year Proposed amounts to budget and revenue
accounts- APPROP

4. Perform regular Month-end Balancing

USAS FISCAL YEAREND
CLOSING Review

FY2016

* Some of these steps can be executed from the fiscal yearend
backup.

USAS FISCAL YEAREND CHECKLIST AT A GLA

Fiscal Yearend Procedures

EMIS FINANCIAL H REPORTING AT-A-GLANCE

. Run VALACT - FATAL errors will prohibit EMIS reporting
. Check EMIS Fund Categories
. OPU definitions

USAEMSDB - District/Building Data

USAEMSEDT - Cash Reconciliation, Federal Assistance Summary and Detail,
Civil Proceedings

6. USAEMS
7. USAEMS_FTP
8. CAPITAL ASSET Reporting - EISEMS or Flat File Editor export

5. Run USASAUD to send files to AOS

6. Run USAEXP/GAAP_EXP (Can be run before or after closing fisca
year.)

7. Update year on federal summary using USAEMSEDT if you plan to
process the EMIS H data from the 4502HIST archive.

8. Generate your custom reports that need archived

9. Run USASbackup to backup your files

before running ADJUST
10.Run FISCALCD
11.Run ADJUST for month-end - MONTHLYCD will automatically
~ 12.Run ADJUST for yearend processing and selection Fiscal
_ 13. After fiscal yearend closed Procedures

oA W N e

Steps 4-7 Can be executed from the USAS fiscal yearend archive, 4502HIST

Step 8 can be executed from your live directory until you close EIS for the fisca
year






VALACT!!!

» VALACT - lists invalid accounts
» Fatal error will prohibit the creation of the sequential file when executing USAEMS

» Use ACTCHG or FNDCHG to change to new accounts

e accounts wi Used to change accounts from different cash
cash account accounts

New fund must not exist
(Use ACTMOD fund-to-fund transfer if the new
fund does exist on the account master)

Ability to collapse accounts

Will change all transactions that utilitzed
the “old™ account to the new account

‘Won’t allow you to change a cash account with
underlying accounts with a SCC between 0001 and
8999 to a SCC of 9xxx

VALACT

Accounts Validation Program

This program allous the user to obtain a report of invalid accounts.

=% Main Menu Options: s=

Choosing “Y” to exclude accounts with all $0
amounts may significantly reduce the number
of warnings on your report

R - Create Invalid Account Report
E - Exit Program

Enter Option <R>: _

*+ Hould you like to exclude accounts with all zero amounts?

Y - Exclude accounts with all zero amounts
N - Do not exclude accounts with all zero amounts

Enter Option <N>: _

6/3/2016

VALACT

» Check ODE EMIS Manual Chapter 6 for valid account code struct
4.7 for valid subject codes- USAS Subject account dimension is def
the first 2 digits - i.e. if EMIS manual subject is 110003 (Math K-3
=110000

» Warnings will not prevent the execution of the closing process

» Fatal messages will prevent the execution of USAEMS and the creat
file needed for EMIS reporting.

» Account status or stop dates do not exclude accounts from VALACT
» VALACT does allow excluding accounts with $0.00 amounts
» Project To Date and Calendar To Date amounts are not checked

» Warnings will be listed for function/object pairings that have an
and the OPU is assigned to the district IRN for traditional school

» ESCs, Career Centers and Community Schools will not receive
» ODE will distribute the expense over all buildings

VALACT - Example 1

VALACT warning:
02200 4111 891 9001 000000 40000000 Warning: ODE requires OPU to be entered for this func/obj per EMIS Guide.
ART CLUB - EXPENSES

Entity

OPU Description IRN  Type

001 SAMPLEVILLE - DISTRICT WIDE 011111

100 SAMPLEVILLE ELEM/MIDDLE SCHOOL 022222

200 SAMPLEVILLE HIGH SCHOOL 033333

300 SAMPLEVILLE CENTRAL OFFICE 011111 C

400 EXTRACURRICULARS 011111

Table 18. Extracurricular Activities
[Object Codes e Chapter 6.3
TI1 [ 102 | 141 [ 1X0 [ 45X [ 4X0
13| 114 | 148 | 2%0 41xx/8x0 must have
b+ OPU defined

4100 ol®rlolw|P|P

EMIS guide states 41xx function with OBJ 8xx must have OPU defined (meaning OPU must b
tied to building IRN#). In OPUEDT 400 is tied to district IRN. Leave as is and it will prora;
expenses, otherwise if ART club expenses are tied to high school, ACTCHG the OPU 20085
expenses will be tied to HS building IRN#






CODE DEFINITION

S
o
|

p

X (IN OBJECT CODE)  SIGNIFICANT-DIGIT REQUIRED

NA
BLANK

ODE EMIS MANUAL ACCOUNT DIMENSION REQUIREMENTS

SUBJECT CODE

OPERATIONAL UNIT (OPU)

INSTRUCTIONAL LEVEL (REQUIRED FOR ELEMENTARY)
STATE WILL PRORATE COST

NO ACCOUNT IN THIS AREA

FUNCTION/OBJECT TO THE LEVELS SHOWN IS
REQUIRED

*Subject code is required for all high school teachers. Subject code is also required of any middle
school/junior high school teacher (grade levels 6 through 8), and elementary teachers who teacl
subjects (e.g., physical education, music, art). Where subject code is required, use two significal
Instructional level is required for all other elementary/middle school/junior high school teache

EMIS Fund Categories

» VALACT

» Lists errors for invalid fund categories
» EMISFCAT report

» Lists all funds and associated fund category
» Enter “not applicable” on the cash account if no appropriate code

exists
1459 o1
Description. Volunteer Coced Gaant Sats Actie |
I I ontn
“‘.“‘,—“‘ I * Current ODE E
~ r—:: : : : Manual - Section 6

Cash Record (QC)

VALACT - Example 2

Table 3. Regular Education
Function Code |Object Codes,
111 [ 112 141 IXO | 45X 4X0

113 114|143 2X0
142

530 | SX0 6X0 | 8IX 8X0

L4 1
1100 *S001 P | O 0 0 NA O

02 0t 1100 §44 0000 00000 OO 0 000 Warning: 00E requires 0P to be entered for this func/obj per ENIS Guide.
TECHNICAL EQUIPHENT - CONPUTERS

02 901 1110 113 0000 000000 112 00 w0 Harning: 00 requires SUBJ or IL to be entered For this func/abj per ENIS Guide.

GENERAL REG ELEMENTARY SUPPLEMENT SHL-CERT

The general rule of thumb is that if it is a high school class, or
middle/junior high where teachers teach specific courses, a subject
code should be provided. If it is an elementary, then an instructional
level should be provided. However, ODE has also said that there are
cases where this doesn't apply and it is okay in those cases to not
provide the subject or IL code, thus it is a warning only and is not
enforced anywhere in the USAS software. It is the decision of the
district.

EMIS H Reporting

» Regardless if processing in LIVE or 4502HIST- Data Collector (DC) SIF agent

knows where to look for your H data.

» SIF= School Interoperability Framework

» SIF collection pulls data directly from either your live files or USAS HISTORY

> USASDAT/USACON Current Information:

SM2/ADJUST Monthly Access Codes:
Jul:2 Aug:2 Sep:2 Oct:2 Nov:2 Dec:2
Jan:2 Feb:2 Mar:2 Apr:2 May:1 Jun:0

Current Fiscal Year 1 2016

Month to Close Fiscal Year : _6
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Operational Units

» Check Operational Units

» Use USASWeb/ Operational Units to query all the OPUs; and make
modifications if needed

» OPU of 000 has to equal the reporting district IRN; this is the district-wide OPU
and shouldn’t be used to identify a specific building

SIF - EMIS H Cash Data Elements

CASH  (H6) Transaction Indicator (*NOT  Collected to produce Qc2_cash

submitted to ODE) meaningful reports

S Fund(QC110) Y Fund_110
Special Cost Center Y SpecialCostCenter_120
(Qc120)
Account Description (‘Not  Collected to produce DistrictAcctDescription_190
submitted to ODE) meaningful reports
Fund Type (*NOT submitted G, F or P Doesn't appear on a DC report
to ODE)
ODE Brief Description 12 ODEBriefDescription_185
(QC185)

I FundClass (QC200) Y FundClass_200
July 1 Cash Balance 12 JulylCashBalance_210
(Qc210)
Fiscal Year Receipts Y FiscalYearReceipts_220
(Qc220)
Fiscal Year Expend (QC230) Y FiscalYearExpenditures_230
Current Cash Encumbered Y CurrentCashEncumbered_240
(Qc240)
Current Fund Balance 12 CurrentFundBalance_250
(QC250)
Current Payables (QC260) Y CurrentPayables_260

SIF - EMIS H Operational Unit Data

ODE RECORD ODE DATA ELEMENT USAS SIF collection? Data Collector reports
Y

I CEY Operational Unit OPU_160
Description (H?) Description

Y EntityIRN_350
Y EntityName_360

Y EntityType_365

No OPU Validations

Cash Data Element Validations

» Previous year reporting is compared to current year
» All funds with a non-zero fund balance in 15H must be reported in 16H

» Missing Data Report (comes from ODE placed in EMIS Reports area of our
webpage)
» Count of the number of fund codes reported in current year/count of non-zero
funds from previous year
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SIF - EMIS H- Expenditure Data Elements

EXPENDITURE (H4) Transaction Indicator
[ e
I Fund (C110)

Special Cost Center
(QC120)
I Functon (130
B oo
P subjet (150)

Operational Unit (QC160)

Instructional Level
(Qc170)
Fo o ecte)
Prior Fiscal Year
Encumbered (QC270)
Fiscal Year Total
Appropriation (QC280)
Fiscal Year Actual
Expenditure (QC290)
Current Encumbered
(Qc300)

I Placeholder

ODE RECORD. ODE DATA ELEMENT USAS SIF collection? Data Collector reports

Collected to produce
meaningful reports

Y
Y

Y
Y
Y
Y

QC3_Expenditure

Fund_110
SpecialCostCenter_120

Function_130
Object_140
Subject_150
OperationalUnit_160
InstructionalLevel_170

Job_180
PriorYearEncumbered_270

TotalAppropriation_280
ActualExpenditures_290
CurrentEncumbered_300

GeneralFundDebt_305

Expenditure Data Element Validations

»  Total current year CASH beginning balances
+Total current year RECEIPTS
-Total Current CASH fund balances
=Expenditure total
» Missing Data Report
» Percentage of Expenditure total/calculations above

SIF - EMIS H Receipt Data Elements

Collected to produce

RECEIPTS (H3) Transaction Indicator (*NOT
submitted to ODE)

Fund (QC110)
Special Cost Center (QC120)

Receipt (QC310)
Subject (QC150)
Operational Unit (QC160)

Fiscal Year Estimated
Revenue (QC320)

Fiscal Year Actual Receipts
(Qc330)

Fiscal Year Receivable

(QC340)

placeholder

meaningful reports

Y
Y

Calculated value

QC3_Expenditure

Fund_110
SpecialCostCenter_120

Receipt_310

Subject_150

OperationalUnit_160

EstimatedRevenue_320

ActualReceipts_330

Receivables_340

GeneralFund_345

Receipt Data Element Validations

» Sum of receipt codes 3xxx compared to the 3xxx distributions on district’s
settlement report

» Missing Data Report

» Percentage of 3xxx receipts/most current settlement report receipt total
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EMIS Financial Reporting Checklist

» Run USAEMSDB (District/Building Profile) DN record
» Option 1 - DSTMNT

EMIS DISTRICT YEAREND INFORMATION

Central Office Square Feet: ESCs should report

ITC IRN Number: 086488 000000000
Central Office Square Footage (CENOFFSQFT) ITC IRN Number (INFOTECIRN)
- Include the square footage of the central MVECA 086488

office space and also the square footage of
any other facilities directed by the central
office not already reported under a separate
IRN.

Educational Service Centers (ESCs) should
report 000000000 as the default value of this
element

EMIS Financial Reporting Checklist

» Run USAEMSEDT
» Exhibit 1 - Cash and Fund Balance Reconciliation
» Schedule of Federal Assistance Summary and Detail

» Statement R - Civil Proceedings

6/3/2016

EMIS Financial Reporting Checklist

» USAEMSDB (con’d)
» Option 2 - BLDMNT

» If you processed previous year in LIVE then last year’s data will be displayed. Update i

needed.

Building
IRN

Northeastern High
Northridge Elems

X7

ransportation
Percentage
7.4

USAEMSEDT

» Exhibit 1 - Cash and Fund Balance Reconciliation

» Designed to disclose the position of the school district as of the last day o

fiscal year

» Cash Reconciliation - CSHREC.TXT
Enter all Banks and ending balances
Enter any deposits in transit
Enter outstanding checks
Enter any adjusting entries
List Investments
Bonds & Notes
¢ Dls» _ Total Fund Balance
Securities
Other Investments

List Cash on Hand (example: Petty Cash)

v V.V VvV VvV VvV VY VYV VvV VYV

Enter Other Bank Balances

Total Ending Balance:

Total entered in option

Total on the account file
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USAEMSEDT

» Schedule of Federal Assistance- Detail - FEDDET.TXT

USAEMSEDT

» Schedule of Federal

5 - _ Federal Assistance Programs Summary
Assistance Summary 1. Entity : SAMPLE CITY SCHOOLS
FEDSUM.TXT 2. County : HENRY

3. Fiscal Year End 1 2005
» Entity=School Name 4. Total Federal Expenditures

This Fiscal Period: Under $500,000

» County 5. Comments:

» Fiscal Year End Enter field number to change or <CR> if no change: _
Enter 'O’ to display record.

» Do you have $500,000 or

more in Federal
Expenditures? Y/N

USAEMSEDT

» Statement R - civil proceedings information sheet that contains all data
pertaining to any civil proceedings pending in court involving the Board o
Education - CVLPRC.TXT

» Enter Civil Proceeding Number

» Court

» Case Number

» BOE Plaintiff or Defendant? P/D

» Total expenses incurred by BOE through fiscal year
» Enter up to 5 plaintiffs or defedants

» Description

Civil Proceeding Number : 3332
1

6. Plaintiffs/Defendants
7. Description t
1) TEST CASE

. court : SAMPLE CO COMMON PLEAS
2. case Number 1 23445667

3. Board Capacity : Defendant

4. Total Expense : 10,000.00

5. Fiscal Year Expense : 10,000.00

» Run initialization option to delete all 5xx funds from previous year and creates a
new record for non-zero funds for current fiscal year (clears CFDA#)

4. Federal Contribution Received
5. Federal Expenditures

10,000.00
10,000.00

» Enter Federal Program Reference Number
» Enter CFDA number (from CCIP on ODE webpage)(check FEDDET on MonthlyCd)
» Grant Title T
» Fund/scC I —
» Amount of Federal Contribution Received
» Amount of Federal Expenditure
Program Reference Number 1 2345

1. C.F.D.A. number : 13.55

2. Grant Title : CHAPTER II

3. Fund/SCC : 572 9098

USAEMS

» RUN USAEMS- This IS required for the manifest that is scheduled to be
published on 6/1 and expires on 8/31. The District/Building information is
required for LRC reporting

Answer N to “Are you extracting for an Information Technology Center”
Confirm your district IRN and Name

Enter Fiscal Year

Accounts extracted are based on the Cash record SM1/SM2 flag

Validates the EMIS Fund Category and lists warnings or fatals on EMSERR.TXT.
If fatal errors exist, the sequential files will not be created.

An error message appears on the screen after execution






EMIS Financial Reporting Checklist

» USAEMS (cont’d)
» Produces 2 output files

» USAEMS_EMISR.SEQ - contains district/building data entered in USAEMSDB and USAEMSEDT-
must use SIF Agent to collect cash, expenditures, receipts and operational unit
information

» USAEMS.SEQ - contains all record types except capital assets - THIS FILE IS ONLY NEEDED IF
THE REPORTING PERIOD IS EXTENDED OR IF ACTCHG NEEDS TO BE EXECUTED IN THE NEW
FISCAL YEAR.

Capital Asset Reporting for EMIS
Financial 16H

You do not have to CLOSE
EIS but you do have to
report all capital assets for
the fiscal year before the i,
16H reporting period cloSes i/ wwsconnes

- 2 square lids

6/3/2016

EMIS Financial Reporting Checklist

» Run USAEMS_FTP if you are ready to transfer the USAEMS_EMISR.SEQ file to
the Data Collector

» If using the USAEMS.SEQ file instead of the SIF Agent, file transfer the file
from the host to your local drive and then upload it into the Data
Collector/Other Data Sources

» This is only required if you need to run ACTCHG or FNDCHG in the new fiscal year

Capital Asset Reporting for EMIS
Financial 16H

» 2 reporting periods

» Based on previous years experience - can report all elements in first manifest
or wait and report Cash Reconciliation, Federal Summary and Detail, Civil
Proceedings and Capital Assets - Supplemental manifest

Financial Collections
Financial FY16 Reporting Period (2016H0000) H 6/1/2016  8/31/2016
Financial Supplemental FY16 Reporting Period (2016H0000) H 9/1/2016  9/30/2016






Capital Assets EMIS Elements

» Capital Asset Code (QC971)
» DBI Depreciable Capital Assets, Buildings and Building Improvements

DBK Depreciable Capital Assets, Books

DFE Depreciable Capital Assets, Furniture, Fixtures and Equipment
DIN Depreciable Capital Assets, Infrastructure

DLI Depreciable Capital Assets, Land Improvements

DVE Depreciable Capital Assets, Vehicles

LBI Accumulated Depreciation, Buildings and Building Improvements

LFE Accumulated Depreciation, Furniture, Fixtures and Equipment
LIN Accumulated Depreciation, Infrastructure

LLI Accumulated Depreciation, Land Improvements

LVE Accumulated Depreciation, Vehicles

NDC Capital Assets not being depreciated, Construction in

>

>

>

>

>

>

» LBK Accumulated Depreciation, Books
>

>

>

>

>

» NDL Capital Assets not being depreciated, Land

Capital Assets - EIS

» 01xx Asset Class

» Have subclasses designated for land and land improvements
and have assets appropriately classified into each category

» “Land” items should have Deprec. Method = “N”

» will be reported under NDL “Capital Assets not being
depreciated, Land”

» “Land Improvements” should have Deprec Method = “S”

» reported under DLI “Depreciable Capital Assets, Land
Improvements™

» 08xx class for Construction in Progress

» Should have Deprec. Method = “N” so they will be reported under
NDC “Capital Assets not being depreciated, Construction in
Progress™

6/3/2016

Capital Assets EMIS Elements

» Capital Assets Code Old Balance (QC972)
» Starting balance, June 30 prior fiscal year for this particular Capital Assets Code
» Capital Assets Code Additions (QC973)
» Amounts to be added for the current fiscal year to the starting balance
» Capital Assets Code Deduction (QC974)
» Amounts to be subtracted for the current fiscal year from the starting balance

Capital Assets - EIS

» Capitalized items should all have accurate “Class”

» Item amounts may be excluded or error generated if no or invalid
Asset Class

» Asset Class displayed on EISSCN/ITMSCN screen 1

» To check asset class, run EIS304, sorting by AC,IC
» Governmental assets only are reported

» Fund type = “G”

» Check Fund types in EISMNT/FNDSCN

001 GENERAL FUND

002 BOND RETIREMENT

003 PERMANENT IMPROVEMENT
004 BUILDING FUND

006 FOOD _SERVICE

007 SPECIAL TRUST FUND
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Capital Assets - EIS Capital Assets - EIS

» Run EISEMS

» Projection or Actual Mode
» EISEMS (con’d)

» Produces EISEMS.SEQ
» Run EISEMS_FTP to transfer EISEMS.SEQ to the DC

» Include or Exclude Entities
» Report created EISEMS.TXT
» Sorted by Capital Asset Code

Balance at Balance at
07/01/2008 Additions Reductions 08/30/2009

‘Governmental Activities

Nondepreciable Capital Assets

Land .00 0.00 .00 .00
Construction in Progress 461,488.77 0.00 ( 461,488.77) .00

Total Nondeprec Capital Asseets 461,488.77 v.e0 ( 461,488.77) 0.8

Depracisble Capital Assets

Land Tmprovements 681,063.00 0.00 ( 302,555.90) 378,508.00
Building and Building Improv 21,018,692.03 542,637.77 ( 4,396,152.95)  17,165,176.85
Furn, Fix, and Equipeent 216,655.71 494,404.20 a.c0 711,060.11
Vehicles 492,604.20 e.00 ( 72,281.93) 420,322.27
Infrastructure o.00 o.00 .00 0.00

Not using EIS?

Hello Sampleville Schools @ Log Out
» For districts who DO NOT EMIS/FFE Version: 2.3-3 olsrkc: ([ 250 sempiere 3]
use EIS for their capital IS plat e ttor

. . maudem—:m of Em:ﬂn:::;:ﬂm('muu S Layouts”), adding,
assets, they will enter their | == onesee

« Export data
» Import data

capital asset information Please log in: M
into EMISFFE (EMIS Flat File | | uember signin :
Editor). Usemame: [
e — S
" . » Expenditure (QC
» Please refer to the “Capital Forgot password? = Oparationat Usit (QC)
Asset Non-EIS” handout for ® Racaipt (C)
. . £ LogIn » Capital Assets (QC)
more information. e ..m! ation (QC)
dings (Stmt R) - Case (QC)
Authorization ::m:: (5tmtR) - n.:.qnl-n (Qc)
L = s Faaa | Assistance Programs - Summary (QC)
mlﬂ 'fm':ﬂt-wd‘ Ml("-v::w |nmmk:‘ eyt ed | Assistance Programs - Detail (QC)

» Five-Year Forecast (QF)
= Forecast Assumptions (QN)
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Modifying/Deleting Capital Assets

» The “Edit” option will modify a

record that already exists.
Records from the prior year will
be available to edit. First select
a record from the “Capital Assets
List” by clicking on the ID # in
order to edit it.

Click on EDIT to edit the existing
record. Modifiable fields include
the Capital Assets Code, Prior

Edit CapitalAssets
{1 Update & Delete
Capital Assats Coda * OVE[¥]
Prior Balance *  503029.00
Additions *  72930.00

Deductions *  44182.00

£ Home || CapitalAssets List () New CapitalAssets

Adding Capital Assets

» Click on “NEW CAPITAL ASSETS” to add a

record for FY2016.

» On the “Capital Assets Code” box,
select a code from the drop down list.

» Enter the prior year balance. You will
need to reference either last year’s
ending balance (FY2015) or this year’s
beginning balance (FY2016) for the
amount for this code

» Enter total amount of additions (items

L2 Wome | CapitalAssats List
Create CapitalAssets
& Create
Capital Assats Code * OVE (3]
Prior Balance * | 302029

Additions * | 72930

6/3/2016

Schadule Sequance CAC

Balance, Additions and acquired) during FY2016 for this asset T cazcz

. N hadule .
Deductions. Click on “Update” to e m—— code Schadula Saquence cac
complete the changes. e » Enter total amount of deductions Scheduie Fraquancy + 1
. SEaduih Nanby A2 (items disposed of) during FY2016 for Une Wumber = 1
» You also have the option to District IRN 111111 this asset code Schaduls Numbar CAP

DELETE a specific record.

» Click on “CREATE” when finished and S

repeat if you need to enter additional
capital asset codes.

Exporting a File from EMISFFE

Export Options:

Components for Financial H Reporting

» From the main EMISFFE menu, :::W ““J__ .
select “Export Data” to extract data ot
S ¢ Reconds 10 EXport [ . st Camspc
into a flat file format £ i ot e o CASH,

) T . it s e EXPENDITURE, -

» Select the fiscal year 2016 and 100 At pmies RECEIPT Cash and Fund District/
reporting period “H —July/ el = USAS Balance Building Data
Financial”. Make sure only the e e - Reconciliation, Centrfal Office
“QC Financial Data” record is I e e e Operational Schedule of Sq footage
checked. Then click on Export File e e opULg[I)ﬁ— Federal Mv;%ASsIRN

[ G0 St Grntaton CoRE Summary (or Assistance 959

» Save the file to your computer E e ey Use/ﬁ:cl)EB [S)etail and Traizgzgt;:t'ion
using either the default file name [P s e e ummary,

. " " Civil percentage,
or aname of your choosing. The E 2.5..\_‘......._- Proceedings Lunchroom
filename extension must be .SEQ. oo ] USAEMSEDT percentage
Once you have saved the file, you L S Capital USAEMSDB

. . -k o
will need to upload/collect/ submit E . Lol oo Cade Havwry Efésé&ss USAEMS
" - Corrn oty creates
;he'd:t; via D?;a Collector for £ 8 e e s or FFE USAEMS_EMISR.SEQ,
eriof reporting. 2 et e i that can be transferred to DC by
el executing USAEMS_FTP
I Vo O T8 Tk o Commtn Moy v
[ e
Fa—— DATA COLLECTOR
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FY16 DRAFT - SUBJECT TO CHANGE APPROPRIATIONS

Financial Collections
Financial FY16 Reporting Period (2016H0000)
Financial Supplemental FY16 Reporting Period (2016H0000)
Five Year Forecast - Initial Required (FY16) (2016P0000)
Five Year Forecast - Initial Optional (FY16) (2016P10PT)
Five Year Forecast - Required Spring Update (FY16) (2016P2MAY)
Five Year Forecast - Final Optional (FY16) (2016P30PT)

» Check current year appropriations
6/1/2016  8/31/2016
9/1/2016  9/30/2016

10/15/2015 10/31/2015
2/2/2016  3/31/2016
4/20/2016  5/31/2016
6/1/2016  8/12/2016

» Run NEGAPP and NEGBUD - Lists accounts with negative balances
Run APPCHG to see FTD additions and deductions

LR RN

>
» OPURPT - lists all accounts for an OPU or range of OPUs
>

Run GAAP_APP and GAAP_BUD to see difference in GAAP Original Budget/Original
Estimates and expendable/receivable totals

o APPROP Options
Appropriations

NYP = Next Year Proposed

IAB = Initial Account Balance

PAB = Permanent Account Balance

Prior to Fiscal Year End Closing
#NYPINI - Initialize Next Year Proposed fields
®NYPMASS - Mass change Next Year Proposed fields
@NYPMNT - Enter Next Year amounts individually
®NYPLOAD - Enter NY Proposed by .CSV or TAB-delimited file
After Fiscal Year End Closing
& 1ABMASS - Mass change Initial Account Balances
@GIABMNT - Maintain Initial Account Balances
(U 1ABLOAD - Enter initial budget/revenue amounts by .CSV or TAB-de
QUPABMNT - Maintain Permanent Account Balances

» Next Year estimated budgets and revenues may be entered into the
Next Year Proposed fields through APPROP prior to running Fiscal Year-
end ADJUST.

Note: Alternatively, IABMASS, IABMNT, or IABLOAD (also part of APPROP)
may be used after closing the fiscal year

6/3/2016
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APPROP Options

NYP = Next Year Proposed

IAB = Initial Account Balance

PAB = Permanent Account Balance

Prior to Fiscal Year End Closing
*NYPINI - Initialize Next Year Proposed fields
®NYPMASS - Mass change Next Year Proposed fields
GNYPMNT - Enter Next Year amounts individually
®NYPLOAD - Enter NY Proposed by .CSV or TAB-delimited file
After Fiscal Year End Closing

®IABMASS - Mass change Initial Account Balances
OIABMNT - Maintain Initial Account Balances

®IABLOAD - Enter initial budget/revenue amounts by .CSV or TAB-delin
OPABMNT - Maintain Permanent Account Balances

6/3/2016

NYPMASS - Mass Change
Next Year Proposed

» Select to change Budget/Revenue Accounts
» May use up to 10 wildcard or range selections

» Enter the type of mass change to use (what to
base change on)

» Enter the percentage to use, if applicable

» Indicate whether or not to round the final va

6/3/2016
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NYPINI - Initialize Options

» This option is used to zero out the Next Year Proposed
fields for Budget accounts, Revenue accounts, or both.

» Run *WRK program to see if there are currently amounts i
NYP that need to be cleared

» It is recommended to run NYPINI prior to using either
NYPMASS, NYPMNT, or NYPLOAD

» Must enter at least one Wildcard or Range

» Use W gfor wildcard) and * in Fund to initialize all
accounts

» You have the option of specifying the accounts to be
initialized by use of Wildcard or Range of Accounts.
You must enter at least one Wildcard or Range. Use
W (for \{Vlldcard) and * in the Fund field to include
accounts

6/3/2016

NYPMNT

» For budget accounts, must select for the type of district:

» Benevolent (amount Board approved does not include
CO encumbrances; instead, CO encumbrances are
allowed to be spent IN ADDITION TO what is approved
by the Board)

» Tough Nougie (amount Board approved is the total
amount they can spend thus initial amounts must be
REDUCED BY any CO encumbrances)

6/3/2016
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NYPLOAD CSV IMPORT FILE

[C
i) Be Bt vew Fuet Fomat Toos Qs Wndow b
DGR kD BT - e B s =B 7 UEEBE S %
] - £ Proposed
CJAT 8T ¢ I o TET F Toln[i] 3 T K MmN | o g
TI FUND FUNCTION OBJECT SCC SUBJECTOPU I JOB Descnpbon FYTD Expendable [Proposed [F Y08 Actual FY0S Actual FYO04 Actual g
2 & 1o w1 o D 0 0 0 SALARY- LUNCHROOM Mé 5000 2576358 2370742 27350 8}
2 6 a0 w0 0 0 0 0OVERTIVE - LUNCHROOM 3611 asami 28309
2 6 3110 L o L) L 0 Sick Leave Benefits - LR My 0
2 & a0 12 o 0 0 0 0 Personal Loaw BenefisAR o
2 6 a0 15 o 00 0 0HOLIDAY PAY - HEAD COt o
2 6 3110 161 o L) o 0 0 Colarrsty Day Benfits-LR b 0
2 6 3110 169 o L) L 0 Altendance Incentive Stg 100
2 s a0 20 o 0 0 0 0BOARDS SMARE RETIREN 305252
2 s s 23 o 0 0 0 0Medcer - Lunchvoom Sup 37836
2 6 am w0 0 0 0 0SALARY COOKS & AIDES 108600 2
2 6 320 142 o 0 o 0 000 7969 81
2 L] 3120 151 o L) o 0 0 SICK LEAVE BENEFITS - L L]
2 6 w1\ o 0 0 0 0PERSONALLEAVE BENEF
2 & 320 1 o 0 0 0 0HOLIDAY PAY - LUNGHRO
2 6 s 51 o 00 0 0.JURYDUTY - LUNCHROON
2 6 3120 151 o L) L 0 CALAMITY DAY BENEFITS
2 & 3120 162 o L o 0 0 TERMINATION BENEFITS -
2 & s o o o 0 o 2 Incentve Stiper 4
2 & 3120 20 o 0 o 0 0 BOARDS SHARE RETIREM 2 21426 81
2 6 320 223 o 0 L ‘0 MEDICARE - LUNCHROON 760.14
2 s aw 21 o 0 0 0 0STIPEND-COLLEGE COUR [
2 6 3120 251 o o L 0 HOSPITALIZATION - LUNC 46126
2 6 mw 22 o 0 0 0 0LIFE INSURANCE - LUNCK 546
2 & 3120 253 o L) o 0 0 DENTAL INSURANCE - LUU 4028 16

Locate the “Proposed” column and enter the Next Year Proposed Amounts
Spreadsheet may contain additional columns which will be ignored when loaded into

BUDLNK will automatically run to update the related appropriation accounts.

Fiscal Yearend Closing
» Run USASAUD

» Answer "Y" to the question "Send data to AOS now." This program
will take information from the Account Master, Vendor, Check, and
Receipt files and create 3 new data files, ACCTAUD.SEQ,
VENDAUD.SEQ, and TRANAUD.SEQ, do not print these files.

» These files, along with a FINSUMM report will be sent via email to
the State Auditor's office where they may be used for help in the
auditing process.

» Reports of this data will also be created called ACCTAUD.TXT,
VENDAUD.TXT, and TRANAUD.TXT. These reports will detail the
exact information that the auditor's office is receiving in the above
files. They may be archived, if desired.

» Field available for additional email addresses if you have other
auditors that need the files.

6/3/2016

» Follow normal process of closing out for the month

Month-end Closing

» After all transactions have been entered, reconcile USAS with the bank
» BALCHK totals should be in balance
» Current encumbered from BALCHK should balance with PODETL
» Cash Reconciliation from USAEMSEDT should balance with FINSUMM
» FINSUMM needs to balance with FINDET
» Figures are coming from 2 completely different areas
» FINSUMM pulls amounts from the account file
» FINDET pulls amounts from the detailed transaction files

» If the 2 do not balance, means something did not get completely updated d
processing

» Run SM2 CALC option if tracking SM2 figures
» Optional - also runs automatically as part of ADJUST

» Generate any Month-end custom reports not archived by MOX

USASAUD = USAS Auditor Extraction Program

Fiscal Year of extraction I
Date Selection: From _ /_/ To _/_/

Send data to AODS nou? Y

You may also send this data to an additional email address as uell, such
as a CPA firm or outside auditor. If you wish to send to an additional
email address, please enter the full email address belou:

hudit Extraction

PF4 Execute F10 Reset

F7 Help F11 Save/Recal |
FB Exit

F9 Cancel
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Fiscal Yearend Closing

» Generate any reports that are not created and archived by FISCALCD
» WORKCOMP can give you budgeting info with information from the first half of the
calendar year. (Ignore error that the FUNCTION CANNOT BE EXECUTED FROM A
CAPTIVE ACCOUNT. The report does get created. VIEW WORKCOMP.TXT

» Execute FISCALCD

»Execute USASBACKUP

» This program requires exclusive access to USAS. If you see a file
conflict, send an email to fiscal@mveca.org. We will have to clear
the directory for you to be able to execute the backup again.

DO NOT PROCEED until the backup is created successfully
» Run ADJUST for Month-end

» MONTHLYCD will automatically run when ADJUST is executed from
the menu

» Run ADJUST for yearend processing select “fiscal”

Fiscal Yearend ADJUST

» Vendors
»Fiscal-to-date amount cleared

» USASDAT/USACON
»Current Fiscal Year updated
»SM2/ADJUST monthly access flags cleared
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Fiscal Yearend ADJUST

» Accounts
» Amounts moved to USAHIST file
Current fund balance moved to July 15t Cash Balance

Future Year Encumbered added to Future Encumbered then cleared
Future Year Requisitioned added to Requisitioned Amt then cleared
Next Year Proposed moved to Initial Budget/Rev. and then cleared
Current encumbrances moved to Carryover Encumbrances
Fiscal-to-date amounts cleared

Calculated fields recalculated

GAAP Original fields set to new expendable/receivable

vVVvyVvVvYvVvyYVYyYVvYyy

AFTER FISCAL YEAREND ADJUST

» Complete EMIS H reporting if not done in
LIVE

» GAAP

» USACERT

» Tracking Payables

» Permanent Appropriations

1





EMIS Financial H reporting from backup
archive

» At the menu prompt execute the command 4502HIST
» Menu>4502HIST

» Check OPU configuration and make changes if needed

Run USAEMSDB for district building data

» Run USAEMSEDT to complete the Cash reconciliation, Federal Summary and
Detail and Civil Proceedings

» Run USAEMS to create the file needed for the Data Collector
» Run USAEMS_FTP to transfer that file

» EISEMS should be executed from your live directory before the closing of H
reporting

» Type 4502LIVE to get back to your live data

» Email helpfiscal@mveca.org to open a ticket stating that the EMIS data was
completed from the 4502hist directory. MVECA will create a new USAS ba
and copy new USAEMSEDT reports out to MONTHLYCD

v

GAAPSET Option

» Allows you to set the GAAP original budget equal
to the FYTD Expendable and the GAAP original
revenue estimate equal to the FYTD Receivable
amount for all accounts in a particular fund/scc

» Useful, primarily, for new funds or for districts
who enter appropriated amounts directly into
ACTSCN or USASWEB

6/3/2016
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GAAP Reports

» The following reports show the difference in the
Original Budget/Estimate and the
expendable/receivable amounts

»GAAP_APP
»GAAP_BUD
»GAAP_REV

GAAP Conversion

» Run USAEXP/GAAP_EXP option to create necessary files for
GAAP reporting

» Can be run either before or after closing out

» Creates file (GAAPEXP.TXT) to be uploaded into
WebGAAP

» Emails GAAPEXP.TXT to specified email address for
uploading into WebGAAP
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USAEXP/GAAP_EXP

This program extracts USAS Account information into a tab-delimited
file. This is intended to be used in conjunction with the GAAP/GASE
data upload function. However, the resulting file is also suitable
for loading into Excel, Access, etc.

output file
Inolude field Names? ¥
Fisoal year seleotion: 2012

Send Export file via E-mail to:
HYACCOUNTANTRCPA, COM

PF4 Execute F10 Reset

F7 Help F1i Save/Recall
F8 Exit

F9 Cancel

USACERT/CERTBAL

» CERTBAL - Generates “Certificate of Available Balance” report
» After closing for the FY, the Certificate of Total Amount from all Sou
Available for Ex?enditures and Balances needs to be generated, appro
y the Board and submitted to the county auditor
» Should exclude budget reserve fund; May exclude other funds such as 200!
depending on county
» Reporting levels depend on county auditor preference
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USACERT

» CERTBAL - Generates Certificate of Available Balan

» After closingI for the FY, a “Certificate of Total Amount from all
Sources Available for Expenditures, and Balances” needs to be
genetrated, approved by the Board and submitted to the county
auditor

» AMDCERT - Generates Amended Certificate

» If changes in revenue occur during the fiscal year, an Amended
Official Certificate of Estimated Resources, must be submitted.

» APPRES - Generates Appropriation Resolution

» A “Temporary Appropriation Resolution” may be approved by the
Board prior to closing for the FY or after closin%for the FY, an
“Annual Appropriation Resolution™ is approved by the Board
final certificate of spending plan is made by the County Aud

6/3/2016

CERTBAL - Certificate of Available Balances

Output file CERTBAL.TXT
Output spreadsheet file BALANCES . CSV. Type CSU_
Print options page? (Y,MN) Y

- Report Criteria -

Beginning year for Report: 2016

Include accounts with all zero balances? (Y,N) n

Press NEXT SCREEN to enter special criteria by fund, such as excluding
specific funds, specifying advances not repaid, reporting level (fund
or fund/scc), and principal amounts for Permanent funds.
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CERTBAL - Certificate of Available B ces
Special Reporting Criteria by Fund:
Advances Advances
Fund/SCC Exclude? Not Repaid Fund/SCC Exclude? Not Repaid

Enter the amount of advances not repaid for this
fund/scc. Should be a positive amount for the
fund that made the advance, and a negative
amount for the fund that will be making the
reimbursement.

|
AR

|

|

Press NEXT SCREEN to enter reporting levels and 008 p:mclpal amounts.

Certificate of Available Balances

PF4 Execute F9 Cancel 58 HNext Screen
F6 First Screen F10 Reset

F7 Help F11 Save/Recall

F8 Exit §7 Prev Screen

CERTBAL - Certificate of Available Balances

’rincipal Amounts for Permanent Funds:

Fund/SCC Principal Fund/SCC Principal
nter the amount of principal for this permanent fund.
his amount will be subtracted from the July 1st cash balance.

- m

L0 p— LAz p—
008 008
008 008
008 008
008 008
008 008
008 008

Certificate of Available Balances

PF4 Execute F9 Cancel 58 MNext Screen
F6 First Screen F10 Reset

F7 Help F11 Save/Recall

F8 Exit §7 Prev Screen

CERTBAL - Certificate of Available Balances

3pecial Reporting Levels:

Reporting Reporting
Fund Level Fund Level
Ranges (FD,FS) Ranges (FD,FS)
From 001 To 001 FS From 002 To 599 FD
FromB_ To . From __ To _ o
From ___ To ___ _ From ___ To ___ .
From ___ To ___ _ From ___ To ___ .
From ___ To ___ From ___ To

>ress NEXT SCREEN to enter 008 principal amounts.

Certificate of Available Balances

PF4 Execute F9 Cancel 58 Next Screen
F6 First Screen F10 Reset

F7 Help F11 Save/Recall

F8 Exit S§7 Prev Screen

Tracking Payables

» The PAYABL program generates a report listing all accounts payable. This
report is particularly useful in determining all payable amounts as of the last
day of the fiscal year (necessary for GAAP reporting).

» The PAYABL program's "Date Selection" field defaults to June 30 of the last
fiscal year closed. You have the option of overriding the default date. This
date, along with the received date entered in USASWEB/AP INVOICES, and the
payment date are then used in determining what items will be reported as
payable amounts. Only items that have a received date prior to the date
entered and a paid date after the date entered, or have not yet been paid,
will be reported. For example when determining payable amounts as of the
end of a fiscal year, the "Date Selection" would be set to June 30, XXXX. The
report would then display any items that have been invoiced with a received
date prior to June 30 but have not yet been paid or the paid date is after
June 30

s pary vsoiens ron - e
00 yoame |
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Please refer to the checklists
for details about each step

Permanent Appropriations

» APPROP Options 5-8

» Write to the Initial_Budget or Initial_Estimate fields (instead of the next year
proposed fields)

» If using the BUDWRK to create an upload for IABLOAD, change ‘PROPOSED™ header
to ORIGINAL_BUDGET

INITIAL/PERMANENT ACCOUNT BALANCES

5. IABMASS - Mass Change Initial Account Balances

6. IABMNT - Initial Account Balance Maintenance Screen
7. PABMNT - Permanent Account Balance Maintenance Screen
8. IABLOAD - Update Initial Balances from CSV/TAB file
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