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One of the primary purposes of recordkeeping is to provide the data
required for mangement decision-making and financial reporting. In order to
be useful as well as informative, financial reports produced by an accounting
system must be presented in a clear and concise format. Reports must also be
timely and accurate. Without timeliness the data cannot be utilized
effectively; without accuracy management decisions based upon the reports may
not be justified.

Based on these requirements, an accounting system must produce reports
containing essential data, categorized at an appropriate Tevel of detail and
provided on a timely bases. Each of these characteristics largely determines
the use of the reports. For example, central accounting personnel need
summary level appropriation and allotment status information, whereas program
managers in the departments require a much greater level of detail.

This chapter describes the types of reports that are produced by FAMIS to
meet the above requirements, the various reporting options available for
report preparation, and a detailed 1isting of all the reports, including a

description of the data contained in the report and the report format.

PRINCIPLES OF FINANCIAL REPORTING

The FAMIS financial reporting module consolidates the financial data used
by management in planning, controlling, and evaluating operations and progress
in financial terms. To ensure that the reporting module is used properly and
efficiently, certain basic principles and standards should be observed when
requesting existing reports or developing new reports. These include:

¢ reports should be produced on a timely basis and distributed in a
timeframe relevant to the period under review;

e reports will include all pertinent financial transactions for the
time period reported;
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o reports will be keyed to the specific needs of decision making
personnel throughout all levels of the organization;

e reports will be prepared directly from the FAMIS master files; and

e the preparation and issuance of reports will comply with any and all
legal requirements.

GENERAL REPORTING CONSIDERATIONS

The information contained in the FAMIS financial reports is only useful if
reviewed in light of the State's overall accounting procedures. For example,
month-end reports requested prior to the montly closing, will not reflect the
closing activity. The timing of a report is therefore, critical for
presenting complete and accurate accounting information.

It should also be noted that the FAMIS financial reports reflect only
those transactions that have successfully passed the system edits and posted
to the master files. Transactions contained on the error file are not
reported on any of the financial reports. Therefore, a full and accurate
reporting of a department's financial status requires that the error file be
cleared of erroneous transactions prior to the execution of the reports. To
the extent that transactions remain on the error file when reports are

produced, the data reported will be incomplete.

Reconciliation

After the financial reports are generated, the user should perform

reconciliation procedures to ensure that:

e the reports reflect accurate data as represented by the source
documents submitted for processing; and

e the reports are consistent with each other, indicating that all of
the internal system controls of FAMIS are functioning properly.

VIITI-2
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In the report descriptions references are made to other report balances or
source documents to which the report balances should reconcile. Corresponding
balances on detail reports should easily reconcile to control totals displayed

on summary reports.

Report Options

Throughout the State, various fiscal personnel may require the same report
to satisfy a variety of information needs. For example, central accounting
personnel may require a Trial Balance report by GAAP Fund to aid in the
preparation of year-end financial statements. Alternatively, departmental
personnel may require a Trial Balance report by Department and Fund to aid in
the reconciliation process. Rather than provide a single report format to be
used by both users, the FAMIS Trial Balance report contains an option that
allows the user to specify the desired sort sequence. Other reports contain
similar options. The specific options available are identified in the report
descriptions contained in subsequent sections of this chapter.

In addition to the sort sequence option described above, most of the FAMIS
financial reports also contain a fiscal period option. The fiscal period
option allows the user to specify the specific fiscal period to be reported.
The four key fiscal period options are:

¢ DY - Daily - this option can be used with the transaction registers
to produce a register containing all of the current day's
transactions.

e CM - Current Month - this option will generate a current month
report, i.e, the report will contain cumulative-to-date data through

the current day. This option should be selected when
cumulative-to-date balances are desired.
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e PM - Prior Month - this option will generate a financial report that
reflects cumulative-to-date data through the end of the prior
fiscal month. This option will generally be used to prepare
month-end reports for the prior month.

o PY - Prior Year -this option will generate a report reflecting prior
year ending balances.

These options are specified on the report request transaction. If no option

is specified, the Current Month option is used.

Standard Report Heading

A11 FAMIS financial reports contain a standard report heading. The
standard report heading is illustrated in Exhibit VIII-1. A description of

the data elements in the report heading is provided in Exhibit VIII-2,

Report Request

Financial reports are produced based on the input of a report request
transaction. Report request transactions are coded on the Report Request
Coding Form illustrated in Exhibit VIII-3. Instructions for completing the
form are illustrated in Exhibit VIII-4. Procedures for entering report

request transactions online are provided at the end of this chapter.

TYPES OF REPORTS

For purposes of discussion, the standard reports produced by FAMIS can be
grouped into several major categories, according to the type and use of the

data they display. These categories are:

e Fund Control Reports - display summarized information relating to
the status of appropriations, allotments and cash balances. This
information enables State fiscal personnel to monitor available
balances for incurring encumbrances and expenditures, and making
disbursements. The source files for these reports are the
Appropriation and Allotment.

VIII-4
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EXHIBIT VIII-2

STANDARD REPORT HEADING DESCRIPTION

REFERENCE TITLE

1 Report Number

2 Distribution Code

3 Report Option

4 Department/Division
5 Report Title

6 Department Page

7 Date and Time

8 Fiscal Period Option
9 'As-of ' Date
10 Run Page

VIII-6

DESCRIPTION

Each financial report is uniquely
identified by its report number,
which is displayed in the upper left
corner of the report.

A one-character code that identifies
the distribution of the report as
follows:

A - Central
B - Departmental

The report option number, if any,
will be displayed.

The Department Code and Division, if
present in the right corner
identifies the Department and
Division that should receive the
report if the report is for
departmental distribution.

The titie of the report will be
displayed.

Reports that are distributed to
departments will contain a
departmental page number,.

The date and time of the last FAMIS
update, retreived from the System
Management File.

The title associated with the fiscal
period option selected will be
displayed.

The calender date associated with
the fiscal period covered by the
report will be displayed.

The page number consecutively
assigned to each page in the report.
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EXHIBIT VIII-4

REPORT REQUEST CODING FORM CODING INSTRUCTIONS

Item Field Title Instructions

1 N/A Date Enter the date of the Report
Request Coding Form.

2 N/A Department Enter the name of the
department submitting the form.

3 N/A Prepared By Enter the name of the preparer.

4 N/A Phone Number Enter the phone number of the
preparer,

5 N/A Requested Run Date Enter the requested run date of
the reports.

6 N/A Reviewed/Approved By Authorized Central Accounting
personnel must sign the form.

7 N/A Input Date Enter the date that the form is
input by Central Accounting.

8 N/A Processing Date Enter the date that the form is
processed.

9 N/A Report Number Enter the six-character code

that uniquely identifies the
report being requested.

10 DIST Distribution Code Enter one of the following
CODE
A - Central Distribution
B - Departmental Distribution

11 PERIOD Fiscal Period Enter the desired fiscal period
option:
o DY - Daily (Transaction

registers only)

0 CM - Current Month
o PM - Prior Month
0o PY - Prior Year
12 N/A Option If requested report has several
level of detail options, the
code corresponding to the
desired option should be
entered. (These options are
identified in each report

description). If there are no
options, leave the field blank.

VIII-8
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EXHIBIT VIII-4

REPORT REQUEST CODING FORM CODING INSTRUCTIONS
(Continued)

Item Field Title Instructions

13 N/A Qutput Enter one of the following that
identifies the desired output
media:

One-part paper

Two-part paper

Three-part paper

Four-part paper

Five-part paper

Microfiche (reserved for
future use)

OO0 00 O0O0
Z2HPwWwrnn—
]

14 N/A Monthly Select Option Leave blank. These fields are
reserved for future use.

15 N/A Department Select Option If the request report should
only be prepared for certain
departments, the two-character
department code should be
entered. Up to ten departments
may be specified for a single
request.

VIII-8a
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e Operating Reports - display data related to daily operations at
Tower levels of organization, program and/or object detail. The

source files for these reports are the Operating History and Project
Files.

o Document Reports - display document level information for those
types of documents which require special tracking and control, such
as purchase orders and contracts. The source files for these
reports are the Document and Contract Ledger Files.

o Receipt Reports - focus on the tracking and reporting of estimated
and actual revenues and receipts. The Receipt reports are produced
from the Operating and History Files.

e General Ledger Reports - contain general Tedger control information
for all funds. The source file for these reports are the General
Ledger Subsidiary and History Files.

e Table Listings - display the valid codes and related information
detfined in the FAMIS tables.

e Other Listings - include the reports which serve a special purpose
but do not fall into the above categories. The source files for
each of these reports is presented in the descriptions provided for
each report.

The financial reports included in each of these broad classifications are
identified in Exhibit VIII-5., The remainder of this chapter provides a

description of each report,

VIII-9
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EXHIBIT VIII-5

FI

REPORT NUMBER

NANCIAL REPORTS

REPORT TITLE

FUND CONTROL REPORTS

MBP425
MBP430
MBP432
MBP477
MBP480

MBP48]

OPERATING REPORTS

MBP40]
MBP402
MBP403
MBP404
MBP405
MBP406
MBP440
MBP442

MBP444
MBP445

MBP435
MBP470

DOCUMENT REPORTS

MBP490
MBP495

Appropriation Symbol Transaction Analysis

Daily Status of Appropriations and Allotments
Appropriation Symbol Transaction Register
Status of Cash Balances

Summary  Statement of  Appropriation and
Expenditures

Detailed Statement of Appropriation and
Expenditures

Daily Receipts Register

Daily Encumbrance Register

Daily Cash Expenditure Register

Daily General Journal Register

Detail of Transactions Posted

Cash in State Treasure Transaction Register
Departmental Budget by Object

Departmental Budget and Expenditures by Cost
Center

Statement of Budget and Expenditures by
Program for Operating Accounts

Statement of Budget and Expenditures by
Program for Capital Accounts

Status of Project Appropriations and
Allotments

Statement of Project Revenues, Expenditures
and Encumbrances

OQutstanding Encumbrance Report by Department
Contract Ledger Report

VIII-10 OCT | 1985
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EXHIBIT VIII-5

(Continued)
REPORT NUMBER REPORT TITLE
RECEIPT REPORTS
MBP450 Register of Receipts éPart I)
MBP451 Register of Receipts (Part II)
MBP452 Source of Receipt Ledger
MBP453 Source of Receipt Ledger Status
MBP454 Comparison of Receipts by Source
MBP455 Comparision of Receipts by Department
MBP456 Receipts by Source
MBP457 Comparison of Receipts by Type
MBP458 Receipt Ledger - Trial Balance
GENERAL LEDGER REPORTS
MBP410 Trial Balance of General Ledger Accounts by
Fund
MBP412 Trial Balance of General Ledger Accounts by
Department
MBP414 General Ledger Account Analysis
MBP420 Statement of Subsidiary Account Balances
MBP422 Subsidiary Ledger Account Analysis
TABLE LISTINGS
MBP463 Vendor Listing in Alpha Sequence
MBP464 Vendor Listing By Vendor Number
OTHER REPORTS
MBP461 Summary Warrant Voucher Report - Detail
MBP462 Summary Warrant Voucher Report
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APPROPRIATION SYMBOL TRANSACTION ANALYSIS

REPORT NUMBER: MBP425

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Montn

SORT SEQUENCE: There are two sort sequence options as follows:

1 - Statewide 2 - Department

o Fund o Department

0 Department 0 Division

0 Appropriation Type o Fund

o Fiscal Year o Fiscal Year

0 Appropriation Account o Appropriation Account

0 Allotment Category o Allotment Category

0 Transaction Identification 0 Transaction Identification

(History Only) (History Only)

DESCRIPTION: The Appropriation Symbol Transaction Analysis (illustrated in
Exhibit VIII-5a) provides a listing of all appropriation, allotment, revenue,
expenditure, encumbrance and cash transactions processed during the reporting

period that affected the appropriation account. The report begins by first

displaying the following balances for the appropriation account.

o CASH - the net balance of cash brought forward, cash collected,
and cash transferred.

0  APPROPRIATION - the net balance of original appropriation and
continuing appropriation amounts.

o EXPENDITURES - the cumulative balance of cash expenditures posted
to the appropriation account.

0 APPN ADJ - the net balance of appropriation restrictions,
transfers, and lapse amounts.

0 S-T INVEST - the cumulative balance of short term investments
posted to the appropriation account.

VIII-11a 0CT 11985
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o ALLOTMENT - the net balance of allotments posted which include
continuing allotments, quarterly allotments and other
allotments.

0  CONTRACT ENC - the balance of unliquidated contract encumbrances
outstanding.

0 ALLOT ADJ - the net balance of allotment restrictions, transfers
and reversion amounts.

0 CLAIMS ENC - the balance of unliquidated claims encumbrances
outstanding.

0 REVENUES - the cumulative balance of revenue attainment posted to
the appropriation account.

If the current month option 1is selected, these balances will be
cumulative through the beginning of the current month. Similarly, if the
prior month option is selected, these balances will be cumulative through the
beginning of the prior month.

After the beginning balances are displayed, the report provides a listing
of all transactions processed during the reporting period that affected those
balances. The transactions are sorted in allotment category and by batch type.

The transaction amount 1is displayed in the column affected by the
transaction. Transactions within a batch with identical document reference
number, document number, processing date, fiscal month, transaction code and
reverse sign will be summarized together and displayed as a single amount.
Transaction subtotals are provided by the allotment category. Monthly and
year-to-date subtotals are provided for each appropriation account. Subtotals

are also provided by department and fund.

VIII-11c OCT | 085
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DAILY STATUS OF APPROPRIATIONS AND ALLOTMENTS

REPORT NUMBER: MBP430
FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE: There are two sort sequence options as follows:

1 - Statewide 2 - Department

e Fund ¢ Department

e Department e Division

e Fiscal Year e Fund

e Appropriation Account e Fiscal Year

e Allotment Category e Appropriation Account
e Allotment Category

DESCRIPTION: The Daily Status of Appropriations and Allotments report
(i1lustrated in Exhibit VIII-6) provides summary level information on the
status of each appropriation and allotment account. Al1l transactions
approved for processing by central accounting and posted in FAMIS will be
reflected in the reported balances. Financial balances for each appropriation
and allotment account may be displayed in up to four sections of the report,
each clearly labled and Tisted directly after the other. The four sections
are Regular Balances, Invested Balances, Restricted Balances and Net

Balances. Financial elements reported in each section are described below.

Reqular Balances

The financial balances displayed under each column heading in this section

represent the following:

o BALANCE FORWARD - The appropriaiton or allotment balances carried
forward from the prior fiscal year;

VIII-12
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e APPN REC - the cumulative amount of revenue attainment posted to the
appropriation account (not applicable to the allotment lines);

e APPROPRIATION - the appropriation amount entered at the beginning of
the fiscal year;

¢ ALLOTMENTS - the cumulative amount of allotments awarded, either on
a quarterly or other basis;

o TRANSFERS - the net amount of transfers recorded against either the
appropriation or allotment account;

® LAPSES - the amount of appropriations lapsed;

e EXPENDITURES - the cumulative amount of expenditures posted to each
allotment account;

o ENCUMBRANCE CONTRACTS - the balance of unliquidated contract
encumbrances outstanding;

e ENCUMBRANCE CLAIMS -~ the balance of unliquidated claims encumbrances
outstanding;

e NET-APPN - the total amount appropriated net of appropriation
transfers and lapses; and

® NET-ALLOT - the available allotment balancé, net of allotment
transfers, reversions, expenditures and encumbrances.

This section of the report will be printed for all appropriation/allotment

accounts,

Invested Balances

This section of the report will be displayed only if balances are
invested. Invested balances will appear under the following column headings:
o APPROPRIATION - the invested balance of the available appropriation;
e ALLOTMENTS - the invested balance of the available allotment;

e ENCUMBRANCE CONTRACTS - the invested balance of contract
encumbrances outstanding; and

o ENCUMBRANCE CLAIMS - the invested balance of claims encumbrances
outstanding.
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Restricted Balances

If any portion of the appropriation or allotment account balance has been

restricted, the restricted amounts will be displayed in this section of the

report,
°

The balances will be displayed as follows:

APPROPRIATION - the restricted balance of the appropriation;

ALLOTMENT - the restricted balance of the allotment.

Net Balances

The net balances section of the report computes and displays various net

available balances to facilitate the report review process. The computations

and resulting balances are as follows:

BALANCE FORWARD - the appropriation balance forward is displayed net
of allotment balances carried forward. The continuing allotment
balances are shown on the allotment lines.

APPN REC - the cumulative amount of revenue attainment posted to the
appropriation account (not applicable to the allotment lines);

APPROPRIATION - the appropriation balance, net of restrictions,
investments and allotments;

ALLOTMENT - the allotment balance, net of restrictions, investments
and reversions;

TRANSFERS - the net amount of transfers recorded against either the
appropriation or allotment account;

LAPSES - the amount of appropriations lapsed;

EXPENDITURES - the cumulative amount of expenditures posted to each
allotment account;

ENCUMBRANCE CONTRACTS - the balance of unliquidated contract
encumbrances outstanding, net of invested balances;

ENCUMBRANCE CLAIMS - the balance of unliquidated claims encumbrances
outstanding, net of invested balances;

NET APPN - the appropriation balance, net of restrictions, lapses,
transfers, investments, and allotments;
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o NET ALLOT - the allotment balance, net of expenditures,
encumbrances, investments, transfers and restrictions.

The Regular Balances and Net Balances section of the report will always be

displayed. The Invested Balance and Restricted Balance sections will only be

displayed if there are invested or restricted balances.
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APPROPRIATION SYMBOL TRANSACTION REGISTER

REPORT NUMBER: MBP432

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

SORT SEQUENCE: There are two sort sequence options as follows:

1 - Statewide 2 - Department

e Fund e Department

e Fiscal Year o Division

e Appropriation Account e Fund

o Department e Fiscal Year

e Allotment Category e Appropriation Account
(History Only) e Allotment Category

Transaction Identification (History Only)
(History Only) Transaction Identifi-
cation (History Only)

DESCRIPTION: The Appropriation Symbol Transaction Register (illustrated in

Exhibit VIII-7) provides a listing of all appropriation, allotment,

expenditure and encumbrance transactions processed during the reporting period

that affected the appropriation account. The report begins by first

displaying the following balances for the appropriation account:

APPROPRIATION - the net balance of original appropriations,
restrictions, lapses, transfers and continuing appropriation amounts;

APPN REC - the cumulative amount of revenue attainment posted to the
appropriation account;

ALLOTMENTS - the cumulative balance of allotments posted, net of any
reversions, transfers or restrictions;

EXPENDITURES - the cumulative balance of expenditures posted to the
appropriation account;

ENCUMBRANCES - the balance of unliquidated claims and contract
encumbrances outstanding; and

VIII-17



H
1

9

RETURN TO TABLE OF CONTENTS

[T

SYSTEM 23452833308 52338% (FP1:

FINANCIAL PCLIUUNTING G MANAGEMENT INFGRMATICN Iy
APPROPRIATICN SYMEOL TkaNSACTION REGISTER

05 /0=/B83 (203171 ¥29% 4%k CURKINT MO-To-[DATE $2%4%33233% 25358 AL OF OL/04/83 2220 e ¥ 343408 X 3 9223 #2552 0 25 00304245252 AUN PAGE:Z . .

MiPes2—A ®3%wy OPTI(N: 1 a3assx STATIE UF MHAWAL]

2

e

EUND . 2 B _BOND RUNDS ——
DEPAXTMENT A AG RTCULTURL
APEPRCPRIATICH: B-7C¢—rO0-4 C(CCEANIC INSTITUTE,

-

UAMU=CRANT =T N=AT10=-CON

———————— TRANSACTL N IDENTIFICATION~———m——m
—————— BAT(H-—————=-— D2RUC DUPT-HATCH FM TC RM NET APPKOPRIATED ALLOTMENTS EXPENDITURES ENCUMBRANCES
T DLTE_.NO SEQ. . C_DATE _KYE MO . _ . APPROPKEIATIONS . _RECLIPTIS . . .. . . —AVAIL_ALLOTMENT. .
Y vyyYymMon 1 yymungt
Vo Law el  GINNING BALANCE®S® e €00 e o 0000 £.00 - .00 . . 0.00
[ 0.00
e o CATEGLRY . APPRUPRIATION. e o
S 430913 001 00022 0 83040 ASGSARPN ot 300 49, R RS 63 6.00 6.00 Ga0U U.00
G.00
| CATEGUKY 20 THERS 7 > |
S 835611 OC1 0001z 0 830425 ASOSCINT  O1 303 0.C0 0.00 0.00 6.00 “1,677.53 g |
l . N o : § - . 41,5771.53- 2
‘ S 435412 Oal 0006 O B10L421 ASCSALLT 01 301 0.00 0.00 “«9yb65.53- v.0C veou B
. 4¢,785.53 g
| S Bouale Oul 060Le © B30425.ASOSCLMS. 01 305 : S0.0C . ... . 0.00 0.00 0.00 3,000.00 3§
i £y (08400 o
g |
. ##AE!0ING APPRIPRIATION LALANCE®®® . .. . 49,HB%.83= . . 6.00 . 4%6B5.53= . . . 0.00 295L35.53 ¢ 5
0.00 EE
< 2]
Mo oereDIPAKTMINT 1042,836.75= . 0.C0 140424016415 U.uU Y9Gy4als.se R q
[ 43322400
' 25
-
© SR T o _ L
L
Q
<]
0
-4
L . I S s L S o ,,LEH
[
2]
<]
P - - - - - — e - - - N
] J



http:o,j6.1')-U.I.lU
http:C~lIlfNTI:'-.IG

RETURN TO TABLE OF CONTENTS _l

e AVAILABLE ALLOTMENT - the available allotment balance computed by
subtracting the Column 4 (Expenditures) and Column 5 (Encumbrances)
total from Column 3 (Allotments).

If the current month option is selected, these balances will be cumulative
through the beginning of the current month. Similarly, if the prior month
option is selected, these balances will be cumulative through the beginning of
the prior month.

After the beginning appropriation balances are displayed, the report
provides a listing of all transactions processed during the reporting period
that affected those balances. The transactions are sorted in allotment
category and transaction identification sequence. As illustrated in the
exhibit, the transaction aﬁount is displayed in the column affected by the

transaction. Transaction subtotals are provided by the allotment category.

Subtotals are also provided by appropriation account, department, and fund.
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STATUS OF CASH BALANCES

REPORT NUMBER: MBP477
FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE: There are two sort sequence options as follows:

1 - Statewide 2 - Department
0 Fund o Department
0o Department o Division
0 Fiscal Year 0 Fund
0 Appropriation Account o Fiscal Year
0 Appropriation Account

DESCRIPTION: The Status of Cash Balances report (illustrated in Exhibit
VIII-7a) provides summary level information by appropriation account. This
report contains receipts, expenditure and transfer data for cash-controlled
accounts only. (Cash-controlled accounts are identified by the appropriation
type indicator A, B, C, D, E, F, 2, 3 and 5). The financial balance displayed
in each column are:

0 BEG BAL - The cash balance carried forward from the prior year;

0 RECEIPTS - The cumulative amount of revenue attainments;

0 NET TRANSFERS - The net amount of transfers posted;

o SUBTOTAL - The available cash balance before subtracting
expenditures.

o EXPENDITURES - The cumulative amount of expenditures posted.

o END BAL - The cash balance at the end of the fiscal period being
reported.
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The balance reflected under "SUBTOTAL" is also reflected on MBP430,
Status of Appropriation Account Balances, under the column titled "CASH".

Subtotals are provided by Division, Department and Fund.

VIII-19c OCT | =53

VIS,



RETURN TO TABLE OF CONTENTS _l

SUMMARY STATEMENT OF APPROPRIATIONS AND EXPENDITURES

REPORT NUMBER: MBP480

FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by Fund and Function (first digit of Function code only).

DESCRIPTION: The Summary Statement of Appropriations and Expenditures
(i1lustrated in Exhibit VIII-8) is primarily a year-end report designed to
summarize the status of each appropriation. The fiscal period options
outlined above will, however, enable the preparation of the report at anytime
during the year. For each major function (i.e. the first character of the
Function code) the report displays:

e BALANCES 7/01/YY - the balance of continuing appropriations carried
forward from prior years;

e APPROPRIATIONS - the appropriation amount entered at the beginning
of the year;

o APPROPRIATED RECEIPTS - the cumulative amount of revenue attainments;
¢ TRANSFERS AND OTHER CREDITS - the net amount of transfers posted;

e EXPENDITURES - the cumulative amount of expenditures posted;

e LAPSES - the amount of appropriations lapsed; and

e BALANCES 6/30/YY - the ending appropriation balance net of
transfers, lapses, and expenditures
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It should be noted that any appropriated amounts that may be invested or
restricted are not displayed on this report. More detailed appropriation
status information by function is contained on the Detailed Statement of

Appropriations and Expenditures.
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DETAILED STATEMENT OF APPROPRIATIONS AND EXPENDITURES

REPORT NUMBER: MBP481

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options. This report will

always be produced by Fund and Function {all three characters).

DESCRIPTION: The Detailed Statement of Appropriations and Expenditures
(i1lustrated in Exhibit VIII-9) is primarily a year-end report that displays
the status of each appropriation account by detailed function. The fiscal
period options outlined above will, however, enable the preparation of the
report at any time during the fiscal year. The primary sort of the report is
by fund, which is displayed in the report heading. The report is further
sorted by each of the three levels of detail defined by the function code. At
the lowest level of detail defined within each function, the report displays:
e BALANCES 7/01/YY - the balance of continuing appropriations carried
forward from prior years;

e APPROPRIATIONS - the appropriation amount entered at the beginning
of the year (net of any appropriated receipts);

o APPROPRIATED RECEIPTS - the cumulative amount of revenue attainments;
e TRANSFERS AND OTHER CREDITS - the net amount of transfers posted;
o EXPENDITURES - the cumulative amount of expenditures posted;

e LAPSES - the amount of appropriations lapsed; and

VIII-23



RETURN TO TABLE OF CONTENTS _l

e BALANCES 6/30/YY - the ending appropriation balance net of
transfers, lapses and expenditures.

Subtotals will be displayed for each higher level of function classification
and by fund. It should be noted that any appropriated amounts that may be

invested or restricted are not displayed on this report.
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DAILY RECEIPTS REGISTER

REPORT NUMBER: MBP401

FISCAL PERIOD OPTIONS: Daily (the report is produced automatically by the
Input, Edit & Update module)

CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by fund, batch date and number and current document number.

DESCRIPTION: The Daily Receipts Register (illustrated in Exhibit VIII-10) is
produced automatically by FAMIS at the end of each processing cycle to provide
a complete audit trail of all receipt transactions posted. The report may
also be produced on a monthly basis for the current month or prior month.
Once the daily reconciliation process in central accounting is completed, the
report should be filed for future reference.

The Daily Receipts Register will only contain transactions processed in
FAMIS with a Batch Type = 'A'. The report displays the accounting
classification data coded on input as well as selected data that may be
retrieved from the system tables. Transaction amount subtotals are provided
by document, batch and fund and a grand total is computed for the register.

After all receipt transactions have been displayed, a recap of the net
effect of the transactions on the general ledger control accounts is
presented. Each general ledger account affected is identified and the net

debit or credit activity is computed.
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DAILY ENCUMBRANCE REGISTER

REPORT NUMBER: MBP402

FISCAL PERIOD OPTIONS: Daily (the report is produced automatically by the
Input, Edit & Update module)

CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by batch type, fund, batch date and number and current

document number.

DESCRIPTION: The Daily Encumbrance Register (illustrated in Exhibit VIII-11)
is produced automatically by FAMIS at the end of each processing cycle to
provide a complete audit trail of all encumbrance transacitons posted. The
report may be produced on a monthly basis for the current month or prior
month. Once the daily reconciliation process in central accounting is
completed, the report should be filed for future reference.

The Daily Encumbrance Register will only contain transactions processed in

FAMIS with the following batch types:

Contract Encumbrances;

Claims Encumbrances;
Encumbrance Advice; and
Interface Encumbrance Batches.

0O O
1

In fact; separate registers will be produced for each batch type. The report
displays the accounting classification data coded on input as well as selected
data that may be retrieved from the system tables. Transaction amount

subtotals are provided by document, batch and fund and a grand total is

computed for the register.
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After all encumbrance transactions for a batch type have been displayed, a
recap of the net effect of the transactions on the general ledger control
accounts is presented. Each general ledger account is identified and the net

debit or credit activity is computed.
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DAILY CASH EXPENDITURE REGISTER

REPORT NUMBER: MBP403

FISCAL PERIOD OPTIONS: Daily (the report is produced automatically by the
Input, Edit & Update moduie)

CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS There are no sort sequence options. The report will

always be produced by batch type, fund, batch date and number and current

document number.

DESCRIPTION: The Daily Cash Expenditure Register (illustrated in Exhibit
VIII-12) is produced automatically by FAMIS at the end of each processing
cycle to provide a complete audit trail of all cash expenditure transactions
posted. The report may be produced on a monthly basis for the current month
or prior month. Once the daily reconciliation process in central accounting
is completed, the report should be filed for future reference.

The Daily Cash Expenditure Register will only contain transactions

processed in FAMIS with the following batch types:

Contract Payments - Manual Warrants

Contract Payments - Automated Warrants

Manual Warrants - Other Payments

Automated Warrants - Other Payments

Payroll Expenditures

Interface Expenditure Batches - Automated Warrant
Interface Contract Expenditure Batches - Automated Warrant

® 00 0 O
grwrrm X w—
[ T T I |

Separate sections of the register will be produced for contract payments,
other payments, and payroll expenditures. The report displays the accounting

classification data coded on input as well as selected data that may be
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retrieved from the system tables. Transaction amount subtotals are provided
by document, batch and fund and a grand total is computed for the register.
After all expenditure transactions have been displayed for contract
payments, other payments or payroll expenditures, a recap of the net affect of
the transactions on the general ledger control accounts is presented. Each
general ledger account affected is identified and the net debit or credit

activity is computed.
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DAILY GENERAL JOURNAL REGISTER

REPORT NUMBER: MBP404

FISCAL PERIOD OPTIONS: Daily (the report is produced automatically by the
Input, Edit & Update module)

CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by batch type, fund, batch date and number and current

document number.

DESCRIPTION: The Daily General Journal Register (illustrated in Exhibit

VIII-13) is produced automatically by FAMIS at the end of each processing
cycle to provide a complete audit trail of all general journal transactions
posted. The report may be produced on a monthly basis for the current month
or prior month. Once the daily reconciliation process in central accounting
is completed, the report should be filed for future reference.

The Baily General Journal Register will only contain transactions
processed in FAMIS with the following batch types:

- Appropriation Warrants;

- Request for Transfer of Funds;

- Unrequired Appropriations to be Lapsed;

- Request for Allotment;

- Allotment Advice;

- Estimated Receipts;

- Journal Voucher;

- Universal Input Form;

- Automated Summary Warrant Voucher Transactions; and
- Department of Budget and Finance Interface.

® 00 0600060 O
—F WO TMMOO@
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Separate registers will be prepared for each batch type. The report displays

the accounting classification data coded on input as well as selected data
that may be retrieved from the system tables. Transaction amount subtotals
are provided by document, batch and fund and a grand total is computed for the
register.

After all transactions for a particular batch type have been displayed, a
recap of the net affect of the transactions on the general ledger control

accounts is presented. Each general ledger account affected is identified and

the net debit or credit activity is computed.
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DETAIL OF TRANSACTIONS POSTED

REPORT NUMBER: MBP405

FISCAL PERIOD OPTIONS: Daily (the report is produced automatically by the
Input, Edit & Update module)

CM - Current Month

PM - Prior Month
SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will
always be produced by department, division, batch type, fund, batch date and

number and current document number,

DESCRIPTION: The Detail of Transactions Posted report (illustrated in
Exhibit VIII-14) is produced automatically by FAMIS at the end of each
processing cycle to provide departmental fiscal personnel with information on
all transactions posted that affected their departments accounts. The report
may also be produced on a monthly basis for the current month or prior month.
This report should be filed by each department for future reference and
reconciliation.

Each department will receive a report that contains only those
transactions affecting the department. The report will be segregated into
several sections corresponding to batch type. Each accounting transaction
will be displayed with the classification data coded on input as well as
selected data that may be retrieved from the system tables., Transaction
amount subtotals are provided by document, batch and fund. A recap of the net
affect of the transactions posted on the general ledger control accounts is

provided by fund within each register type (i.e. batch type).
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CASH IN STATE TREASURY TRANSACTION REGISTER

REPORT NUMBER: MBP406

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will
always be produced by fund, batch type, batch date and number and current

document number.

DESCRIPTION: The Cash in State Treasury Transaction Register (illustrated in
Exhibit VIII-15) is produced automatically by FAMIS at the end of each
processing cycle to provide a complete listing of all journal voucher
transactions affecting general ledger account 010 - 'Cash in State Treasury'.
The report may be produced on a monthly basis for the current month or prior
month. Once the daily output has been reconciled, this report will normally
be sent to the Finance Division.

The register will contain all transactions in Batch Types 'S' and 'T'
affecting Cash in State Treasury. As such, transactions displayed on this
report, will also be reported on the other transaction registers which are
sorted by batch type.

Once all transactions for a fund have been printed, a recap of the net
affect of thebtransactions on the general ledger control accounts is
presented. Each general ledger account is identified and the net debit or

credit activity is computed.
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DEPARTMENTAL BUDGET BY OBJECT

REPORT NUMBER: MBP440

FISCAL PERIOQOD OPTIONS: {M - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by department, division, fund, object, and cost center.

DESCRIPTION: FAMIS provides each department with the system capability to
track budget and expenditure data at multiple levels of detail below the
appropriation level. The lowest level at which costs are tracked in many
departments is by object and cost center. The Departmental Budget by Object
report (illustrated in Exhibit VIII-16) displays financial data at this low
level of classification detail. Financial elements displayed on the report
are:

e BUDGET - the balance contained in general ledger account 900 -
Departmental Budget (special transaction codes have been established
to allow departments to load budget data using departmental
classifications codes);

e EXPENDITURES-CURRENT MONTH - the monthly activity posted in general

ledger account 850 - Expenditures and 902 - Departmental Expenditure
Adjustments;

® EXPENDITURES-YEAR-TO-DATE - the year-to-date activity posted in
general ledger account 850 - Expenditures and 902 - Departmental
Expenditure Adjustments;

o OUTSTANDING ENCUMBRANCES - the outstanding balance in general ledger
account 735 - Claims Encumbrances and 750 - Contract Encumbrances;
and

e AVAILABLE BUDGET - the available budget balance not expended or

encumbered. It is computed by subtracting Columns 3 and 4 from
Column 1,
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The report contains a 'Personnel Cost Subtotal' and an 'Other Cost Subtotal'.
The Personnel Cost Subtotal is a subtotal of all object codes within the range
20XX through 28XX. The Other Cost Subtotal is a subtotal of ail other
expenditure object codes. It should be noted that all financial balances
displayed on the report are computed without regard to funding fiscal year.
This will enable the analysis of total costs incurred during the reporting

period, regardiess of when the funds were originally appropriated.
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DEPARTMENTAL BUDGET AND EXPENDITURES BY COST CENTER

REPORT NUMBER: MBP442

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by department, division, fund, branch, section, unit and

cost center,

DESCRIPTION: The Departmental Budget and Expenditures by Cost Center report

(illustrated in Exhibit VIII - 17) displays financial data at the lowest level

of organizational detail provided in FAMIS. This report will be especially

useful to those departments that enter budgets and wish to track costs at the

cost center level. Financial elements displayed on the report are:

BUDGET - the balance contained in general ledger account 900 -
Departmental Budget (special transaction codes have been established
to allow departments to load budget data using departmental
classifications codes;

EXPENDITURES-CURRENT MONTH - the monthly activity posted in general

ledger account 850 - Expenditures and 902 - Departmental Expenditure
Adjustments;

EXPENDITURES-YEAR-TO-DATE - the year-to-date activity posted in
general Tedger account 850 - Expenditures and 902 - Departmental
Expenditure Adjustments;

OUTSTANDING ENCUMBRANCES - the outstanding balance in general ledger
account 735 - Claims Encumbrances and 750 Contract Encumbrances; and

AVAILABLE BUDGET - the available budget balance not expended or

encumbered. It is computed by subtracting Columns 3 and 4 from
Column 1.
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Subtotals are provided for each change in unit, section, branch, fund,
division and department. It should be noted that all financial balances
displayed on the report are computed without regard to funding fiscal year.
This will enable the analysis of total costs incurred by a cost center during
the reporting period, regardless of when the funds were originally
appropriated. This type of information will be especially useful when
analyzing the cost effectiveness of cost center operations or matching cost

center revenues and expenditures.
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STATEMENT OF BUDGET AND EXPENDITURES BY PROGRAM FOR OPERATING ACCOUNTS

REPORT NUMBER: MBP444

FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options for this report.
It is always sorted by department, program levels (1 through 7), report

program and appropriation.

DESCRIPTION: The Statement of Budget and Expenditures by Program for
Operating Accounts report (illustrated in Exhibit VIII-18) displays financial
data by budget program structure as well as appropriation account. This
report contains budget and expenditure data for operating accounts only.
(Operating accounts are identified by the appropriation type indicator
0, 1, 2, 3, or 6 in the Appropriation Symbol Table). Financial
information on captial programs can be obtained from the Statement of Budget
and Expenditures by Program for Capital Accounts report.

The financial balances displayed in each column are:

e APPROPRIATIONS - the net balance or original appropriations,
restriction, lapses, transfers and continuing appropriation amounts;

o ALLOTMENTS - the net balance of quarterly allotments available,
restrictions, reversions, transfers, or other allotments;

o EXPENDITURES - the cumulative balance of expenditures posted;

e ENCUMBRANCES - the unliquidated balance of claims and contract
encumbrances outstanding; and
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e AVAILABLE ALLOTMENT - the available allotment balance computed by
subtracting the Column 3 (Expenditure) and Column 4 (Encumbrance)
totals from Column 2 (Allotments).

Unlike some of the other appropriation/aliotment status reports that display
the total amount of allotments posted, this report will only display the
balance of allotments currently available. In other words, if the program is
subject to the quarterly allotment process and the report is prepared for
July, August, or September only the first quarter allotment balance will be

reported. Similar rules will be followed when producing the report in the

second, third, and fourth quarters of the year.
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STATEMENT OF BUDGET AND EXPENDITURES BY PROGRAM FOR CAPTIAL ACCOUNTS

REPORT NUMBER: MBP445

FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options for this report.

It is always sorted by department, program levels (1 through 7), report

program and appropriation.

DESCRIPTION: The Statement of Budget and Expenditures by Program for Capital
Accounts report (illustrated in Exhibit VIII - 19) displays financial data by
budget program structure as well as appropriation account. This report
contains budget and expenditure data for capital accounts only. (Capital
accounts are identified by the appropriation type indicator = 4 or 5 in the
Appropriation Symbol Table). Financial information on operating programs can
be obtained from the Statement of Budget and Expenditures by Program for
Operatiing Accounts report.

The financial balances displayed in each column are:

e APPROPRIATIONS - the net balance or original appropriations,
restriction, lapses, transfers and continuing appropriation amounts;

e ALLOTMENTS - the net balance of quarterly allotments available,
restrictions, reversions, transfers, or other allotments;

e EXPENDITURES - the cumulative balance of expenditures posted;

e ENCUMBRANCES - the unligquidated balance of claims and contract
encumbrances outstanding, and;
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o AVAILABLE ALLOTMENT - the available allotment balance computed by
subtracting the Column 3 (Expenditure) and Column 4 (Encumbrance)
totals from Column 2 (Allotments).

UnTike some of the other appropriation/allotment status reports that display
the total amount of allotments posted, this report will only display the
balance of allotments currently available. In other words, if the program is
subject to the quarterly allotment process and the report is prepared for
July, August, or September only the first quarter aliotment balance will be

reported. Similar rules will be followed when producing the report in the

second, third, and fourth quarters of the year.
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STATUS OF PROJECT APPROPRIATIONS AND ALLOTMENTS

REPORT NUMBER: MBP435

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options for this report.

Financial balances will always be displayed by appropriation symbol within

project phase, project, expending department and user department.

DESCRIPTION: The Status of Project Appropriations and Allotments report

(illustrated in Exhibit VIII-20) provides summary level information on the

financial status of each department project. This report is produced from the

Project File and as such, contains cumulative-to-date project balances through

the end of the reporting period. A single project may span multiple fiscal

years and be funded from several sources. This report identfies the status of

each funding source (i.e., appropriation account).

The column headings on the report are defined as follows:

e NET APPROPRIATIONS

o NET ALLOTMENTS

e EXPENDITURES

e ENCUMBRANCES

o ALLOTMENT BALANCE

the appropriation balance, net of transfers,
restrictions and lapses;

the project allotment balance, net of any
restrictions, transfers and reversions;

the cumulative to date balance of expenditures
posted to the account;

the balance of encumbrances outstanding at the
end of the reporting period; and

the allotment balance available for expenditure.
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Special transaction codes have been provided that allow departmental
personnel to allocate appropriation and allotment balances to the project
level. Even if appropriation and allotment balances are not established at

the project level, this report can still be produced to analyze project

expenditures and encumbrances.
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STATEMENT OF PROJECT REVENUES, EXPENDITURES AND ENCUMBRANCES

REPORT NUMBER: MBP470

FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options for this report.
Revenue, expenditure and encumbrance balances will always be displayed by

source/object within project phase, project, expending department and user

department.

DESCRIPTION: The Statement of Project Revenues, Expenditures, and Encumbrances
report, (illustrated in Exhibit VIII-21) provides detailed information on
revenues earned, expenditures incurred and encumbrances outstanding by
department project and project phase. The project identification is recorded
in FAMIS by either coding the department project code on input or
automatically referencing it through the cost center or activity code. The
project code may represent individual capital projects, grants or any other
classification of activity desired by a department. The project phase may be
used to identify individual work phases within a project or separate fiscal
years for a grant.

A separate page of the report will be printed for each unique project and
project phase combination. Each page of the report may contain up to two
sections - a REVENUE section and an EXPENDITURE section. Within each section,

the column headings are defined as follows:
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¢ CURRENT MONTH -

o YEAR-TO-DATE -~

¢ PROJECT-TO-DATE -

e OQUTSTANDING
ENCUMBRANCES -

Once detailed balances for

[T

in the revenue section, this column identifies
monthly activity in general ledger account
800-Revenues/Non-Revenues and general ledger
account 903-Departmental Revenue Adjustments.

In the expenditure section, this column identifies
monthly activity in general ledger account
850-Expenditures Costs/Non-Costs and general ledger
account 902-Departmental Expenditure Adjustments.

This column will be blank if the prior year option
is selected.

in the revenue section, this column identifies
year-to-date activity in general ledger account
800-Revenues/Non-Revenues and general ledger
account 903-Departmental Revenue Adjustments.

In the expenditure section, this column identifies
year-to-date activity in general ledger account
850-Expenditures Costs/Non-Costs and general ledger
account 902-Departmental Expenditure Adjustments.

in the revenue section, this column identifies the
project-to-date activity in general ledger account
800-Revenues/Non-Revenues and general ledger
account 903-Departmental Revenue Adjustments,

In the expenditure section, this column identifies
the project-to-date activity in general ledger
account 850-Expenditures Costs/Non-Costs and

general ledger account 902-Departmental Expenditure
Adjustments.

in the revenue section, this column is blank.

In the expenditure section, this column contains
the outstanding balance in general ledger account
735-Contract Encumbrances and general ledger
account 750-Claims Encumbrances.

all phases within a project have been displayed, a

revenue and expenditure subtotal by project will be printed.
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QUTSTANDING ENCUMBRANCE REPORT BY DEPARTMENT

REPORT NUMBER: MBP490

FISCAL PERIOD OPTIONS: CM - Current Manth
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are no sort sequence options for this report.

It will always be produced by department, division, fund, appropriation symboi
and document pumber. Contract encumbrance documents will be Tisted separately
from claims encumbrance documents. Since lump sum encumbrances are not posted

to FAMIS at the document level, they will not be displayed on this report.

DESCRIPTION: The Outstanding Encumbrance Report by Department (illustrated in
Exhibit VIII-22) provides document level information on the status of each
claims encumbrance and contract encumbrance outstanding. Each line item from
the encumbering document (identified by the document number suffix) is
displayed separately on the report. Complete accounting classification
information is provided for each document as well as informational data such
as vendor name and number, create date and last processing date. These dates
will be especially useful for analyzing outstanding encumbrances to determine
which ones are no longer valid and should be cancelled.

Several financial balances are displayed on the report for each

encumbrance line item. The column headings are defined as follows:
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e ORIG ENCUMBRANCE - the original encumbrance amount;

e ADJUSTMENTS - the balance of any adjustments that may have
been processed against the encumbrance;

e RETAINED - the balance of any retention being held by
the State;

e LIQUIDATIONS - the encumbrance balance that has been
liquidated as a result of processing
expenditures;

e PAYMENTS - the balance of expenditures that have been

posted against the encumbrance document;

e UNLIQUIDATED BALANCE the outstanding balance of the encumbrance

computed by subtracting total liquidations
from the original encumbrance amount plus
adjustments.

Subtotals are provided on the report for each encumbrance type (i.e., claims

and contracts) and by appropriation, fund, division and department.
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CONTRACT LEDGER REPORT

REPORT NUMBER: MBP495

FISCAL PERIOD OPTIONS: (M - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options for this report.
It will always be produced by contract number and contract number suffix.
Within each suffix, detailed transactions are listed in transaction

identification order and are grouped by contractor and assignee.

DESCRIPTION: The Contract Ledger Report (illustrated in Exhibit VIII-23)

provides information on the status of each contract. For each contract number
and suffix on the Contract Ledger Table, basic information describing the
contract is reported. This information includes: contract number; contract
number suffix; contract description; vendor (contractor) name; vendor number;
assignee name; assignee number; retainage percent; special instructions; the
fund, fiscal year, appropriation and department funding the suffix; and
various contract amounts and dates. If any transactions have posted to his
contract number and suffix, these transactions are updated at the transaction
level under the basic information reported from the table. Information
reported for each transaction includes: the transaction code; reverse code;
modifier; batch type; batch department; batch date; batch number; batch
sequence number; duplicate record indicator and the appropriate dollar

amount(s) under one or more of the following column headings:
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e EARNED - the (transaction) amount earned by the contractor. Amounts

are recorded as earned when either expenditures or retainages are
recorded.

e RETAINED - the {transaction) amount of any retainage being held by
the State.

e ENCUMB EXP - the (transaction) amount of an expenditure against a
previously encumbered item.

e DIRECT EXP - the (transaction) amount of an expenditure that is not
against a previously encumbered item.

e CONTR ENC - the (transaction)} amount of an original contract
encumbrance or the liquidation amount when a payment is made against
a previously encumbered item.

® ENC ADJUST - the (transaction) amount of an increase or decrease to
an original encumbrance.

o CONTR ENC BAL - the outstanding encumbrance balance after posting the
transaction listed on the same line.

Subtotals are provided for: assignee transactions; vendor transactions;

contract suffix; and contract.
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REGISTER OF RECEIPTS (PART I)

REPORT NUMBER: MBP 450

FISCAL PERIOD OPTIONS: Daily (the report is produced automatically by the
Input, Edit and Update module).

CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The daily report
will always be produced by fund and document number. The monthly report will

be summarized by fund.

DESCRIPTION: The Register of Receipts (Part I), illustrated in Exhibit
VIII-24 is produced automatically on a daily basis by the Input, Edit and
Update module. The report provides a listing by document number within fund
of amounts posted to various receipt accounts. When the daily option is
selected, the report displays the monthly beginning balance in each account,
document amounts posted that day and daily ending balances are computed. The
column headings are defined as follows:

e TOTAL - the line total for revenue, non-revenue, refunds, repayments
and sundry amounts displayed on each line;

o REVENUE REALIZED - the balance of transactions posted with TC-011 -
To Record the Deposit of Receipts Not Credited to Appropriations or
Allotments with a source code 0001-1599;

e REVENUE APPROPRIATED - the balance of transactions posted with TC-021

- To Record the Deposit of Special Revenue Fund Receipts Which Are
Credited to Appropriations with a source code 0001-1599;
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¢ REVENUE ALLOTTED - the balance of transactions posted with source
code 0001-1599 and the following transaction codes:

e TC-031 - To Record the Deposit of Trust and Agency Fund Receipts
Which Are Credited to Appropriations and Allotments

e TC-032 - To Record the Deposit of Trust and Agency Fund Accounts
Receivable Collections Which Are Credited To Appropriations and
Allotted

e TC-033 - To Record the Deposit of Trust and Agency Fund Proceeds
of Investment Disposition Which Are Credited to Appropriations and
Allotted

e NON-REVENUE REALIZED - the balance of transactions posted with TC-011
- To Record the Deposit of Receipts Not Credited to Appropriations or
Allotments with a source code 1600-1979.

e NON-REVENUE APPROPRIATED - the balance of transactions posted with
TC-021 - To Record the Deposit of Special Revenue Fund Receipts Which
Are Credited to Appropriations with a source code 1600-1979.

e NON-REVENUE ALLOTTED - the balance of transactions posted with source
code 1600-1979 and the following transaction codes:

e TC-031 - To Record the Deposit of Trust and Agency Fund Receipts
Which Are Credited to Appropriations and Allotments

e TC-032 - To Record the Deposit of Trust and Agency Fund Accounts
Receivable Collections Which Are Credited To Appropriations and
Allotted

e TC-033 - To Record the Deposit of Trust and Agency Fund Proceeds
of Investment Disposition Which Are Credited to Appropriations and
Allotted

o REPAYMENTS/REFUNDS - the balance of transactions posted with the
following transaction codes:

e TC-121 - To Record the Refund and Reimbursement of Current Fiscal
Year Payments

e TC-131 - To Record the Refund and Reimbursement of Current Fiscal
Year Payments Initially Charged to Encumbrance for Contracts

e TC-141 - To Record the Refund and Reimbursement for Current Fiscal
Year Payments Initially Charged to Claims Encumbrances Which
Requires the Reestablishment of the Claims Encumbrance

e TC-151 - To Record the Refund of Payments Initially Charged to
Expenditures for Investment Acquisitions
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TC-152 - To Record the Refund of Payments Initially Charged to
Accounts Receivable

TC-153 ~ To Record the Refund of Payments Initially Charged to
Notes and Loans Receivable

TC-161 - To Record the Refund for Payment of Notes and Loans
Payable

TC-162 - To Record the Refund of Amounts Paid to Other Funds

TC-163 - To Record the Refund of Amounts Paid to Other
Governmental Units

e SUNDRY AMOUNTS ~ the balance of transactions posted with the
following transaction codes:

TC-041 - To Record the Deposit of Accounts Receivable Collections
Which Are Credited to Appropriations

TC-042 - To Record the Deposit of Notes and Loans Receivable
Collections Which Are Credited to Appropriations

TC-043 - To Record the Deposit of Proceeds Representing the Cost
or Other Carrying Value of Investments Which Are Credited to
Appropriations

TC-052 - To Record the Deposit of Notes and Loans Receivable
Collections Which Are Not Credited to Appropriations

TC-054 - To Record the Deposit of Accounts Receivable Collections
Which Are Not Credited to Appropriations or Allotments

TC-062 - To Record the Deposit of Loans and Advances Which Are
Recorded as Notes and Loans Payable and Credited to Appropriations

TC-063 -~ To Record the Collection of Amounts Due From Other Funds

TC-064 -~ To Record the Collection of Amounts Due From Other
Governmental Units

TC-065 -~ To Record the Deposit of Cash Which Must Be Repaid to
Another Governmental Unit

TC-885 - To Record the Deposit of Receipts for Matured Bond
Principal Payable

TC-886 - To Record the Deposit of Receipts for Matured Bond
Interest Payable
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e TC-887 - To Record the Deposit of Receipts for Bond Premium Payable
e TC-912 - To Record the Collection of Bond Issue Proceeds

e TC-913 - To Record the Issuance of Bond Anticipation Notes

.® TC-923 - To Record the Collection of Matured Principal Due for

Bond Fund Loan

e TC-924 - To Record Collection of Amount Due on the Interest
Payable for the General Obligation Bonds Issued for Bond Fund Loans

e TC-939 - To Record Deposits of Cash Recovered for Altered or
Forged Warrants

The daily report will page break by fund.

The current month or prior month option of the report will display the
ending balance Tine for each fund. No document balances are reported.

It should be noted that this report focuses on reporting several specific
transactions, it does not contain all receipt data. Reconciliation to other
reported balances may, therefore, require one or more intermediate

reconciliations steps.
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REGISTER OF RECEIPTS (PART II)

REPORT NUMBER: MBP 451

FISCAL PERIOD OPTIONS: Daily (the report is produced automatically by the
Input, Edit and Update module).
CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The daily report
will always be produced by fund, source/object, appropriation symbol,
subsidiary account and transaction code. The monthly report will be

summarized by fund and transaction code.

DESCRIPTION: The Register of Receipts (Part II), illustrated in Exhibit
VIII-25 provides detailed information on amounts posted to repayments/refunds
and sundry receipt amounts. Summary information on repayments/refunds and
sundry receipt amounts is provided on the Register of Receipts (Part I) report.
The first column of the report displays certain classification data
associated with each transaction code. The transaction codes themselves are

identified in the second column. The data is displayed as follows on the

daily report:
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Accounting Classification

Source Code

Object 2000-7999
Object 2000-7999
Object 2000-7999
Object 80AA-9999
Object 80AA-9999
Object 80AA-9999
Object 80AA-9999
Source Code

OCONOOPRLRWN —
¢« o o o o o o o o

10. Appropriation Symbol and Source

11. Subsidiary Account
12. Source Code

13. Source Code

14. General Ledger Credit

[T

Transaction Code

041, 042, 043
121

131, 141

152

121

131, 141

151, 152, 153
161, 162, 163
052, 054

062, 063, 064, 065
885, 886, 887
912, 913

923, 924

939

Financial balances accumulated for each combination of accounting

classification are:

e MONTH THRU LDB - the monthly activity through the last day's balance;

o TODAY'S ACTIVITY - the daily activity charged to each combination of
accounting classification and transaction code;

¢ MONTH THRU CURRENT - the monthly activity through the current date.

If one of the monthly report options is requested, only the month end or MONTH

THRU CURRENT balance is displayed.
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SOURCE OF RECEIPT LEDGER

REPORT NUMBER: MBP 452

FISCAL PERIOD OPTIONS: CM - Current Month

PM -~ Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by department, fund and source/object.

DESCRIPTION: The Source of Receipt Ledger (illustrated in Exhibit VIII-26)
produces information on a monthly basis on the source and status of each
receipt account. The report displays estimated receipt data posted through
the DB&F interface and actual receipts.

The first line of the report displays the beginning balance for each of
the estimated and actual account balances. The main section of the report
displays all transactions that affected the receipt account, summarized by
current document number, reference document number and transaction code.
After all transactions have been listed, an ending balance is computed. At
the end of the report, subtotals are also computed by fund and department.

For each receipt account, financial balances may be displayed in one or
more columns. These financial balances are defined as follows:

o PRIOR YEAR COLLECTIONS-FIRST YEAR - the balance in general ledger
account 800 - Revenue/Non-Revenues for the prior year;

¢ PRIOR YEAR COLLECTIONS-SECOND YEAR - the balance in general ledger
account 800 - Revenues/Non-Revenues for the second prior year;

e UNCOLLECTED - this is a computed balance resulting from subtracting
collections (Column 2) from current fiscal year estimates (Column 3);

VIII-73



RETURN TO TABLE OF CONTENTS -I

MBP452-A " OPTION : 3 *** STATE OF HAWAII FINANCIAL ACCOUNTING & MANAGEMENT INFORMATION SYSTEM#*xesiensces DEPT: - A
T D SOURCE OF RECEIPTS REGISTER . 6
05/03/83 (0024) *kkkkkk CURRENT MO_TO_DATE M*************** AS OF 05/03/83 **********************************************************BEFL)J-KIPFQCE‘:E: 6

A -AGRICULTURE S- SPECIAL FUNDS SOURCE - 1632 FISHERIES NEW VESSEL CONSTRUCT

PRIOR YEAR COLLECTIONS: FIRST YEAR -- .00 SECOND YEAR -- .00
TRANSACTIONS ESTIMATES

UNCOLLECTED COLLECTED CURRFISCALYR ENSUFISCALYR CURRBIENNIUM  ENSU BIENNIUM

*»**BEGIN BALANCES*** .00 .00 .00 .00 .00 .00
DOCUMENT REFERENCE TR
00000117 83042300 042 274.49- 660.85
00000234 83042300 042 660.85- 274.49
00000310 83042300 042 763.77- 763.77
**** END BALANCES*** 1,699.11- 1,699.11 .00 .00 .00 .00
*** EUND TOTALS*** 687,159.80- 687,159.80 .00 .00 .00 .00
*»**DEPARTMENT TOTALS*** 687,159.80- 667,159.80 .00 .00 .00 .00
<
=
Q
N

9C-IIA|LIGIHXA

YIOAAT SLAIHOTY 40 HDANOS



http:687,159.80-667,159.80
http:687,159.80-687,159.80
http:1,699.11-1,699.11

RETURN TO TABLE OF CONTENTS _I

o COLLECTED - the current fiscal year balance in general ledger account
800 - Revenues/Non-Revenues;

e ESTIMATES-CURRENT FISCAL YEAR - the cumulative net balance in general
ledger accounts 645 - Estimated Revenues/Non-Revenues and 646 -
Estimated Revenues/Non-Revenues Adjustments;

o ESTIMATES-ENSU FISCAL YEAR - the cumulative balance in general ledger
account 921 - Estimated Revenues/Non-Revenues-Ensuing Fiscal Years;

o ESTIMATES-CURR BIENNIUM - in the first year of a biennium, this
column equals the current year estimate (Column 3) plus the ensuing
year estimate (Column 4). In the second year of the biennium, this
column equals the current year estimate (Column 3) plus the prior
year balance in general ledger accounts 645 - Estimated

Revenues/Non-Revenues and 646 - Estimated Revenues-Non-Revenues
Adjustments;

e ESTIMATES-ENSUING BIENNIUM - the cumulative balance in general
ledger account 922 - Estimated Revenues/Non-Revenues-Ensuing Biennium.

In reviewing this report, it should be noted that the summarized balances
cross appropriation boundaries. If estimated and actual receipt data by

appropriation is desired, the Source of Receipt Ledger Status report should be

requested.
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SOURCE OF RECEIPT LEDGER STATUS

REPORT NUMBER: MBP 453

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by department, fund, appropriation symbol and source/object.

DESCRIPTION: The Source of Receipt Ledger Status (illustrated in Exhibit
VIII-27) produces information on a monthly basis on the source and status of
each receipt account by appropriation. The report displays estimated receipt
data posted through the DB&F interface and actual receipts.

For each receipt account, financial balances may be displayed in one or
more columns. These financial balances are defined as follows:

® UNCOLLECTED - this is a computed balance resulting from subtracting
collections (Column 2) from current fiscal year estimates (Column 3);

e COLLECTED - the current fiscal year balance in general ledger account
800 - Revenues/Non-Revenues;

o ESTIMATES-CURRENT FISCAL YEAR - the cumulative net balance in general

ledger accounts 645 - Estimated Revenues/Non-Revenues and 646 -
Estimated Revenues/Non-Revenues Adjustments;

e ESTIMATES-ENSU FISCAL YEAR - the cumulative balance in general ledger
account 921 - Estimated Revenues/Non-Revenues-Ensuing Fiscal Years;
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o ESTIMATES-CURR BIENNIUM - in the first year of a biennium, this
column equals the current year estimate (Column 3) plus the ensuing
year estimate (Column 4). In the second year of the biennium, this
column equals the current year estimate (Column 3) plus the prior
year balance in general ledger accounts 645 - Estimated

Revenues/Non-Revenues and 646 - Estimated Revenues-Non-Revenues
Adjustments;

e ESTIMATES-ENSUING BIENNIUM - the cumulative balance in general
ledger account 922 - Estimated Revenues/Non-Revenues-Ensuing Biennium,

After all source codes are listed, subtotals are provided by appropriation,
fund, and department. After all departments have been printed, a final recap

by fund is displayed.
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COMPARISON OF RECEIPTS BY SOURCE

REPORT NUMBER: MBP 454

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be sorted by fund, department and source.

DESCRIPTION: The Comparison of Receipts by Source report, (illustrated in
Exhibit VIII-28) provides detailed information by source on the current and
ensuing years revenue estimates and current and prior year collection
activity., The estimated receipt data is normally recorded in FAMIS through
the DB&F interface. These estimates are adjusted on -a quarterly basis.
Actual receipts are normally posted based on completed Treasury Deposit
Receipts.

As noted above, financial data displayed on the report is summarized by
fund, department and source. As such, it crosses appropriation and fiscal
year boundaries. Financial balances displayed on the report are defined as
follows:

e ESTIMATES - 19XX (Column 1) - the cumulative net balance in general
ledger accounts 645 - Estimated Revenues/Non-Revenues and 646 -
Estimated Revenues/Non-Revenue Adjustments for the current fiscal
year;

¢ ESTIMATES - 19XX (Column 2) - the cumulative net balance in general

ledger account 921 - Estimated Revenues/Non-Revenues Ensuing Fiscal
Year identifying the revenue estimate for the next fiscal year;
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e ACTUAL COLLECTIONS - 19XX (Column 3) - the current year-to-date
balance in general ledger account 800 - Revenues/Non-Revenues;

o ACTUAL COLLECTIONS - 19XX (Column 4) - the prior year balance in
general ledger account 800 - Revenues/Non-Revenues;

ACTUAL COLLECTIONS - 19XX (Column 5) - the second prior year balance
in general ledger account 800 Revenues/Non-Revenues.

At the conclusion of the report, after all departments and funds have been

listed, a recap by fund is provided. The recap displays summary financial

data by fund for each of the columns identified above.
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COMPARISON OF RECEIPTS BY DEPARTMENT

REPORT NUMBER: MBP 455

FISCAL PERIOD QOPTIONS: CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be sorted by fund, department and source.

DESCRIPTION: The Comparison of Receipts by Department report, (illustrated in
Exhibit VIII 29) provides detailed information by source on the current and
ensuing years revenue estimates and current and prior year collection
activity. The estimated receipt data is normally recorded in FAMIS through
the DB&F interface. These estimates are adjusted on a quarterly basis.
Actual receipts are normally posted based on completed Treasury Deposit
Receipts.

As noted above, financial data displayed on the report is summarized by
fund, department and source. As such, it crosses appropriation and fiscal
year boundaries. The department code is displayed in the body of the report
to facilitate comparison by department. Financial balances displayed on the
report are defined as follows:

o ESTIMATES - 19XX (Column 1) - the cumulative net balance in general
ledger accounts 645 - Estimated Revenues/Non-Revenues and 646 -

Estimated Revenues/Non-Revenue Adjustments for the current fiscal
year;

o ESTIMATES - 19XX (Column 2) - the cumulative net balance in general

ledger account 921 - Estimated Revenues/Non-Revenues Ensuing Fiscal
Year identifying the revenue estimate for the next fiscal year;
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RECEIPTS BY SOURCE

REPORT NUMBER: MBP 456

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will
always be produced by source code without regard to any other classification

elements,

DESCRIPTION: The Receipts By Source report, (illustrated in Exhibit VIII-30)
can be prepared on a monthly basis to facilitate the comparison of estimated
versus actual receipts. As noted above, the report is produced by source code
without regard to any other classification elements. Financial balances
displayed on the report are defined as follows:

o ESTIMATES - 19XX (Column 1) - the cumulative net balance in general
ledger accounts 645 - Estimated Revenues/Non-Revenues and 646 -
Estimated Revenues/Non-Revenue Adjustments for the current fiscal
year;

o ESTIMATES - 19XX (Column 2) - the cumulative net balance in general
ledger account 921 - Estimated Revenues/Non-Revenues Ensuing Fiscal
Year identifying the revenue estimate for the next fiscal year;

e ACTUAL COLLECTIONS - 19XX (Column 3) - the current year-to-date
balance in general ledger account 800 - Revenues/Non-Revenues;

e ACTUAL COLLECTIONS - 19XX (Column 4) - the prior year balance in
general ledger account 800 - Revenues/Non-Revenues;

® ACTUAL COLLECTIONS - 19XX (Column 5) - the second prior year balance
in general ledger account 800 Revenues/Non-Revenues.
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o ACTUAL COLLECTIONS - 19XX (Column 3) - the current year-to-date
balance in general ledger account 800 - Revenues/Non-Revenues;

e ACTUAL COLLECTIONS - 19XX (Column 4) - the prior year balance in
general ledger account 800 - Revenues/Non-Revenues;

e ACTUAL COLLECTIONS - 19XX (Column 5) - the second prior year balance
in general ledger account 800 Revenues/Non-Revenues.

At the conclusion of the report, subtotals by fund are computed.
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COMPARISON OF RECEIPTS BY TYPE

REPORT NUMBER: MBP 457

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will

always be produced by fund, type (appropriated or unappropriated), source and

department.

DESCRIPTION: The Comparison of Receipts by Type report (illustrated in
Exhibit VIII-31) can be prepared on a monthly basis to facilitate the analysis
of estimated versus actual receipts by appropriation type. The specific
appropriation type is defined in the Appropriation Symbol Table. An
appropriation type equal to '0' identifies unappropriated receipts while all
others identify appropriated receipts. Within each receipt type, financial
data is sorted by source code and department. Financial balances displayed on
the report are defined as follows:

e ESTIMATES - 19XX (Column 1) - the cumulative net balance in general
ledger accounts 645 - Estimated Revenues/Non-Revenues and 646 -
Estimated Revenues/Non-Revenue Adjustments for the current fiscal
year;

o ESTIMATES - 19XX (Column 2) - the cumulative net balance in general
ledger account 921 - Estimated Revenues/Non-Revenues Ensuing Fiscal

Year identifying the revenue estimate for the next fiscal year;

e ACTUAL COLLECTIONS - 19XX (Column 3) - the current year-to-date
balance in general ledger account 800 - Revenues/Non-Revenues;

e ACTUAL COLLECTIONS - 19XX (Column 4) - the prior year balance in
general ledger account 800 - Revenues/Non-Revenues;
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o ACTUAL COLLECTIONS - 19XX (Column 5) - the second prior year balance
in general ledger account 800 Revenues/Non-Revenues.

After financial data for all departments within a particular source code has

been 1listed, a subtotal by source code is displayed. Additional subtotals are

computed for source code range (0001-1599, 1600-1979, 1980-1999),
appropriation type and fund.
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RECEIPT LEDGER TRIAL BALANCE

REPORT NUMBER: MBP 458

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will
always be sorted by fund, department, appropriation type (appropriated versus

unappropriated) and receipt type (revenue, non-revenue and transfers).

DESCRIPTION: The Receipt Ledger Trial Balance report (111ustrated in
Exhibit VIII-32) displays summary level estimated and actual receipt data by
appropriation type. The appropriation type is defined in the Appropriation
Symbol Table. An appropriation type equal to '0O' identifies unappropriated
receipts while all others identify appropriated receipts. Revenues,
non-revenues and transfers are distinguished by source code ranges as follows:
o 0000-1599 - Revenue Receipts
o 1600-1979 - Non-Revenue Receipts
o 1980-1999 - Transfers
Within fund and department, the following financial balances are displayed
for each appropriation type:
e REVENUE ESTIMATES - the balance in general ledger account 645 -
Estimated Revenues/Non-Revenues and 646 - Estimated

Revenues/Non-Revenues Adjustments with a source code 0000-1599;

e REVENUE COLLECTIONS - the balance in general ledger account 800 -
Revenues/Non-Revenues with a source code 0000-1599;

e NON-REVENUE ESTIMATES - the balance in general ledger account 645 -
Estimated Revenues/Non-Revenues and 646 - Estimated
Revenues/Non-Revenues Adjustments with a source code 1600-1979;
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o NON-REVENUE ESTIMATES - the balance in general ledger account 645 -
Estimated Revenues/Non-Revenues and 646 - Estimated
Revenues/Non-Revenues Adjustments with a source code 1600-1979;

e NON-REVENUE COLLECTIONS - the balance in general ledger account 800 -
Revenues/Non-Revenues with a source code 1600-1979;

e TRANSFERS - the balance in general ledger account 830 - Operating
Transfers In and 840 - Residual Equity Transfers In with a source
code 1980-2000.

At the conclusion of the report, a recap by appropriation type is presented.
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TRIAL BALANCE OF GENERAL LEOGER ACCQUNTS BY FUND

REPORT NUMBER: MBP410
FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are four sort sequence options as follows:

1 - Fund Detail 2 - GAAP Subfund
e Fund o GAAP Fund
e Fund Detail e GAAP Subfund
3 - Fund 4 - GAAP Fund
e Fund e GAAP Fund

DESCRIPTION: The Trial Balance of General Ledger Accounts by Fund report
(i1lustrated in Exhibit VIII-33)} provides summary level information on the
financial status of each fund. In FAMIS, the general ledger account balances
represent the highest level of summarization in the system. The control
totals displayed in the trial balance report should reconcile to the details
displayed in the other FAMIS financial reports. The column headings on the
report are defined as follows:
e BEGINNING BALANCE - the balance of the general ledger account at the
beginning of the fiscal period being reported.

If the balance is a credit, a negative sign (-)
is printed to the right of the amount;
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e DEBITS

o CREDITS

e ENDING BALANCE

represents the
posted to each
fiscal period;

represents the
posted to each
fiscal period;

represents the
account at the
reported.

[T

net amount of debit entries
general ledger account during the

net amount of credit entries
general ledger account during the

balance of each general ledger
end of the fiscal period being

On a periodic basis, the general ledger control totals reported on the

trial balances should be reconciled to account balances contained on other

FAMIS reports. The trial balance reports will normally be used by central

accounting to prepare interim and annual financial statements.
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TRIAL BALANCE OF GENERAL LEDGER ACCOUNTS BY DEPARTMENT

REPORT NUMBER: MBP412

FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are four sort sequence options as follows:

1 - Fund Detail 2 - GAAP Subfund
e Department e Department
e Fund o GAAP Fund
@ Fund Detail o GAAP Subfund
3 - Fund 4 - GAAP Fund
e Department ® Department
® Fund o GAAP Fund

DESCRIPTION: The Trial Balance of General Ledger Accounts by Department
report (illustrated in Exhibit VIII-34) provides summary level information on
the financial status of each fund by department., In FAMIS, the general ledger
account balances represent the highest level of summarization in the system.
The control totals displayed in the trial balance report should reconcile to
the details displayed in the other FAMIS financial reports. The column
headings on the report are defined as follows:

e BEGINNING BALANCE - the balance of the general ledger account at the

beginning of the fiscal period being reported.

[f the balance is a credit, a negative sign (-)
is printed to the right of the amount;
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e DEBITS

e CREDITS

e ENDING BALANCE

represents the
posted to each
fiscal period;

represents the
posted to each
fiscal period;

represents the
account at the
reported.

[T

net amount of debit entries
general ledger account during the

net amount of credit entries
general ledger account during the

balance of each general ledger
end of the fiscal period being

On a periodic basis, the general ledger control totals reported on the trial

balances should be reconciled to account balances contained on other FAMIS

reports.
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GENERAL LEDGER ACCOUNT ANALYSIS

REPORT NUMBER: MBP414

FISCAL PERIOD OPTIONS: CM - Current Month

PM - Prior Month

SORT SEQUENCE OPTIONS: There are eight sort sequence options as follows:

1 - Fund Detail 2 - GAAP Subfund 3 - Fund
e Fund ® GAAP Fund s Fund
e Fund Detail e GAAP Subfund e General Ledger
¢ General Ledger e General Ledger Account
Account Account
4 - GAAP Fund 5 - Department Fund Detail 6 - Department/GAAP Subfund
® GAAP Fund o Department o Department
e General Ledger e Fund e GAAP Fund
Account e Fund Detail e GAAP Subfund
e General Ledger Account e General Ledger Account
7 - Department/Fund 8 - Department/GAAP Fund
e Department e Department
e Fund e GAAP Fund
8 General Ledger Account ¢ General Ledger Account

DESCRIPTION: The General Ledger Account Analysis (illustrated in

Exhibit VIII-35) provides a complete listing of all transactions posted to a
general ledger account during the reporting period. The report is used
primarily to investigate or reconcile account balances. The first line of the
report displays the balance in the general ledger account at the beginning of
the reporting period. If the account has a debit balance, it is displayed in

the column titled 'DEBITS' and similarly if the beginning balance is a credit,
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it is displayed in the 'CREDITS' column. Within each general ledger account,
transactions are displayed that were processed during the reporting period
that affected the account. The transactions are listed in 'Processing Date'
sequence and the transaction amount is reported in either the DEBITS or
CREBITS column as appropriate. Once all transactions have been listed, the
total debit amounts and total credit amounts are computed and a computed
ending account balance is displayed. (The balance is computed by adding the
beginning balance, transaction debits and transaction credits).

Under the computed account balance, the ENDING BALANCE PER G/L is
displayed. This balance should be exactly the same as the computed balance.
If the two balances do not agree, the difference should be investigated and

resolved immediately.
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STATEMENT OF SUBSIDIARY ACCOUNT BALANCES

REPORT NUMBER: MBP420
FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY ~ Prior Year

SORT SEQUENCE OPTIONS: There are eight sort sequence options as follows:

1 - Fund Detail 2 - GAAP Subfund 3 - Fund
e Fund e GAAP Fund e Fund
e Fund Detail e GAAP Subfund ¢ General Ledger
e General Ledger e General Ledger Account
Account Account

4 - GAAP Fund 5 - Department Fund Detail 6 - Department/GAAP Subfund
® GAAP Fund o Department ¢ Department
e General Ledger e Fund e GAAP Fund
Account e Fund Detail o GAAP Subfund
¢ General Ledger Account ® General Ledger Account
7 - Department/Fund 8 - Department/GAAP Fund
e Department o Department
e Fund ® GAAP Fund
¢ General Ledger Account e General Ledger Account

DESCRIPTION: The Statement of Subsidiary Account Balances {illustrated in
Exhibit VIII-36) provides detailed information on the status of each
subsidiary account. The subsidiary account number provides for a further
breakdown of a general ledger account not conveniently provided by other
classification elements. For each subsidiary account, the report displays the

following financial elements:
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® BEGINNING BALANCE the account balance at the beginning of the

reporting period;

e DEBITS - the total of all transactions that debited the
subsidiary account during the reporting period;

e CREDITS - the total of all transactions that credited the
subsidiary account during the reporting period;

e ENDING BALANCE

the subsidiary account balance at the end of the
reporting period.

After all subsidiary accounts have been listed, a subtotal by general ledger
account is computed. The subtotal should reconcile to the account balance in

the trial balance.
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SUBSIDIARY LEDGER ACCOUNT ANALYSIS

REPORT NUMBER:

FISCAL PERIOD OPTIONS:

SORT SEQUENCE OPTIONS:

MBP422

CM -~ Current Month

PM - Prior Month

There are eight sort sequence options as follows:

1 - Fund Detail 2 - GAAP Subfund 3 - Fund
e Fund e GAAP Fund e Fund
o Fund Detail o GAAP Subfund e General Ledger
e General Ledger e General Ledger Account
Account Account
4 - GAAP Fund 5 - Department Fund Detail 6 - Department/GAAP Subfund
® GAAP Fund e Department e Department
¢ General Ledger e Fund e GAAP Fund
Account ¢ Fund Detail e GAAP Subfund
e General Ledger Account ¢ General Ledger Account
7/ -~ Department/Fund 8 - Department/GAAP Fund
e Department e Department
e Fund e GAAP Fund
e General Ledger Account o General Ledger Account
DESCRIPTION: The Subsidiary Ledger Account Analysis (illustrated in

Exhibit VIII-37) provides a complete listing of all transactions posted to a

subsidiary account during the reporting period.

to investigate or reconcile subsidiary account balances.

The report is used primarily

The first line of

the report displays the balance in the subsidiary account at the beginning of

the reporting period.
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the column titled 'DEBITS' and similarly, if the beginning balance is a
credit, it is displayed in the 'CREDITS’ column. Within each subsidiary
account, transactions are displayed that were processed during the reporting
period that affected the account. The transactions are listed in Batch
Identification sequence and the transaction amount is reported in either the
DEBITS or CREDITS column as appropriate. Once all transactions have been
listed, the total debit amount and credit amount are computed and a computed
ending balance is displayed. (The balance is computed by adding the beginning
balance, transaction debits and transaction credits).

Under the computed account balance, the ENDING BALANCE PER S/L is
displayed. This balance should be exactly the same as the computed balance.

If the two balances do not agree, the difference should be investigated and

resolved immediately.
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VENDOR LISTING IN ALPHA SEQUENCE

REPORT NUMBER: MBP463

SORT SEQUENCE OPTIONS: The sort sequence options for this report specify the

type of vendors to display. The five options are as follows:

1

Select all vendors

Select foreign vendors

Select Hawaii vendors

Select vendor numbers with social security number

o -~ w nN
]

Select vendors not included in 2-4 above

In addition to the sort sequence options identified above, a listing based
on a specific department's vendors can be obtained by entering the position
number from the Vendor Edit Table of the department in the Department Select

Option field of the report request.

DESCRIPTION: The Vendor Listing in alpha sequence {illustrated in

Exhibit VIII-38) is basically a table listing of all vendors in the Vendor
Edit Table in alpha sequence. See Yolume II, Chapter II, 'Table Maintenance
Coding Procedures’ for a detailed description of each of the vendor edit table
data elements.

This report request cannot be entered through the report request screen.
Instead, due to the expected large volume of output, it should be submitted

directly to and coordinated with EDPD by central accounting.
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VENDOR LISTING BY VENDOR NUMBER

REPORT NUMBER: MBP464

FISCAL PERIOD OPTIONS: There are no fiscal period options. This report is a
table listing and requesting the report will result in a listing of all

records in the table.

SORT SEQUENCE OPTIONS: The sort sequence options for this report specify
the type of vendors to display. The five options are as follows:

1

Select all vendors

Select foreign vendors

Select Hawaii vendors

Select vendor numbers with social security number

o1 L) [#3) N
|

Select vendors not included in 2-4 above

In addition to the sort sequence options identified above, a listing based
on a specific department’'s vendors can be obtained by entering the position
number from the Vendor Edit Table of the department in the Department Select

Option field of the report request.

DESCRIPTION: The Vendor Listing by Vendor Number (illustrated in

Exhibit VIII-39) is basically a table listing of all vendors in the Vendor
Edit Table in vendor number sequence. See Volume 1I, Chapter II, 'Table
Maintenance Coding Procedures’ for a detailed description of each of the
vendor edit table data elements.

This report request cannot be entered through the report request screen.
Instead, due to the expected large voiume of output, it should be submitted

directly to and coordinated with EDPD by central accounting.
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SUMMARY WARRANT VOUCHER - DETAIL LISTING

REPORT NUMBER: MBP461

FISCAL PERIOD OPTIONS: There are no fiscal period options. The Summary
Warrant Voucher - Detail Listing is automatically produced on a daily basis by
the FAMIS preliminary edit module. The report cannot be requested through the

report request screen.

SORT SEQUENCE OPTIONS: There are no sort sequence options for this report.
The report will always be produced by department, batch type, department batch

reference number, vendor number, vendor name-warrant and invoice number.

DESCRIPTION: The Summary Warrant Voucher - Detail Listing (illustrated in
Exhibit VIII-40) provides a detail 1isting of all disbursement transactions
within a batch. This report provides detailed support for the Summary Warrant
Voucher. For purposes of discussion, the report can be segregated into three

sections. Each of these sections is described below.

Section 1 - Batch Header Data

The first section of the report contains information from the batch header
that uniquely identifies each batch. These data elements include the
department code, batch type and department batch reference number.
Alternatively, if a batch date and number have been entered, these data

elements would be displayed in place of the department batch reference number.
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EXHIBIT VIII-40

STATE OF HAWAILI P

SUMMARY waARRANT VOUCHER - DETAIL LISTING

DEPT: N9 TEST 0cPT N9
SATCH TYPE: L

SATCn DATE

AGE 18

/ NU: 031883 001 TRANS COUNT 7
Fid: OL WwWS: & wRLS  RTL: BATCH AMT 554, 890,00
SEG TC RM F-YR-APP-OP QBJ CC PROJ PH ACT REF DCC-SF INVOICE AMGUNT
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01 ACE HARDWARE INCe VENDOR NO~SUF: 2135656711-01
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HUNOLULU HI 96813
207 221 G-83=121=N9 7200 1101 INV=0000001000 9, 380.00
06 221 G~83~121-N9 7200 Ll02 INV=000000100Q 9,370.00
005 241 P $-83~122-N9 7200 L101 PC11111111L INV-00QCQ0LO0Q 9,360.30
0G4 24l P G-83~122-N9 7200 1102 POLL111112 INV~0000001000 9,350.00
003 ¢el P G-63~L22-N9 T2G0 1103 PO11111113 INV=-00Q000L000 9¢340,00
002 241 P G-83~122-N9 7200 1104 POLL1111114 INV-0Q0000L00Q 8, d90.00
INVCICE TOTAL 54,390,030
VENDOR TOTAL S4,890.00
LN GLEN TEST TRANSAGTIUNS
02 GLENN MISC TC ENTRIES VENDOR NO~SUF3: 709131976T-00
PO BUX UNE
HCNU Hl 96813
oGl 221 G-83-121-N9 3700 500 G00.00
VENDOGR TOTAL 500, 000 <00
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In addition to the identification information, the first section of the
report also displays other input data elements that apply to all transactions
in the batch. These data elements are defined as follows:

e FM - Fiscal Month;
o WWS - Warrant Writing Subfund;
¢ WRI - Warrant Routing Indicator; and
# RTI - Red Tag Indicator,
Coding requirements for each of these data elements are defined in Volume I,

Chapter VI - ‘'Document Preparation' of the FAMIS Procedures Manual.

Section 2 - Vendor Payment Data

The second section of the report identifies the vendor name. Each vendor
name is displayed on two lines. The first 1ine contains the vendor name as it
was entered on the accounting source documents. The second line contains the
vendor name retrieved from the vendor edit table based on the vendor code.
Both names are provided to enable a visual verification that the vendor number
entered and name retrieved matches the vendor name on the source document. If
the vendor name was not entered or the vendor number could not find a matching
record in the vendor edit table, only a single name will be displayed.

If there are more vendor payments in a single batch than can be displayed

on a single page, the vendor listing will continue on the foilowing pages.

Section 3 - Transaction Listing

Within each vendor, all payment transactions are listed. The transactions
are displayed with selected input data elements and the transaction amount.
Subtotals are printed by invoice and vendor. There is a blank line between

transactions to facilitate the input of corrections if necessary.
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SUMMARY WARRANT VOUCHER

REPORT NUMBER: MBP462

FISCAL PERIOD OPTIONS: There are no fiscal period options. The Summary
Warrant Voucher report is automatically produced on a daily basis by the FAMIS
preliminary edit module. The report cannot be requested through the report

request screen.

SORT SEQUENCE OPTIONS: There are no sort sequence options. The report will
always be sorted by department, batch type, department batch reference number,

vendor number and vendor name.

DESCRIPTION: The Summary Warrant Voucher (illustrated in Exhibit VIII-41) is
a summarized listing of disbursement amounts by vendor. The data contained on
the report is based on transactions submitted by a department to the FAMIS
preliminary edit module. The report is actually a turnaround document that is
submitted by the department to central accounting for processing and payment.
As illustrated in Exhibit VIII-38, the report is separated into four

sections, Each of these sections are described below.

Section 1 - Batch Header Data

The first section of the report contains information from the batch header
that uniquely identifies each batch. These data elements include the
department code, batch type and department batch reference number.
Alternatively, if a batch date and number have been entered, these data

elements would be displayed in place of the department batch reference number.
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EXHIBIT VIII-41

MBP4+62 STATE GFf HAwAIL PAGE 1
SUMMARY WARRANT VOUCHER
JEPT: N9 TEST QEPT NS
BATCH TYPE: L
SATCH DATE: 031883 EATCH NG: 901
FM: J1 nwd3: G anl: RT1:
LINE JENDOR NAME VENDOR NGO=SFX AMOUNT
Ol ACE
ACE HAROWARE INC. 2135656711 0L 545890.00
LINE VENDOR NAME VENDOR NQ-SFX AMOUNT
U2 GULEN TEST TRANSACTIONS
GLENN MISC TC ENTRIES 7091319767 00 500, 000.00
VOUCHER FINAL TCTAL 554+890.00
OISTRIBUTICN adY ALLOTMENT CATEGORY
TC F-FY-APP-DP AC UBJ VQUCHER TCTAL
221 G-83=-121-N9 20 518,75C.40
241 G-83-122-N9 20 364140.00
I I 00 HEREBY CERTIFY THAT THE FOREGOING | -]
FGR COMPTRULLEKR DEPT USEI DEMANDOS (A) ARE FOR SERVICES WHICM HAVE (BATCH DATE |
BY DAIE | BEEN FAITHPULLY PERFORMED ANO/OR FOR | MM/00/YvY |

MATERIALS AND SUPPLIES RECEIVED IN GGOD

|
AUDLT l ORDER AND CONDITIGON, (B) ARE CORKECT IN | }
I EVERY RESPECT AND (C) HAVE NOT BEEN | ——— e |
APPROVE i PREVIOUSLY PAID | BATCH NG |
| ——— |
REGISTER | | I
i i |
POSTED § | COMPTRAOLLER]
| APPROVED SUBORDINATE QFFICER RESPONSIBLE | VOUCHER |
WAKRANTS l FOR | NUMBER |
| PAYMENT j——— -
MAlL-DEL i | :

HEAD OF OEPARTMENT
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In addition to the identification information, the first section of the
report also displays other input data elements that apply to all transactions
in the batch. These data elements are defined as follows:

e FM - Fiscal Month;
o WWS - Warrant Writing Subfund;

e WRI - MWarrant Routing Indicator; and

e RTI Red Tag Indicator.
Coding requirements for each of these data elements are defined in Volume I,

Chapter VI - ‘Document Preparation' of the FAMIS Procedures Manual.

Section 2 - Vendor Payment Data

The second section of the report displays payment amounts by vendor. Each
payment amount may represent the summarization of multiple accounting
transactions. Vendor name information is displayed on two lines. The first
line contains the vendor name as it was entered on the accounting source
documents. The second line contains the vendor name retrieved from the vendor
edit table based on the vendor code. Both names are provided to enable a
visual verification that the vendor number entered and name retrieved matches
the vendor name on the source document. If the vendor name was not entered or
the vendor number could not find a matching record in the vendor edit table,
only a single name will be displayed.

If there are more vendor payments in a single batch than can be displayed

on a single page, the vendor listing will continue on the following pages.
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Section 3 - Distribution By Allotment Category

As its name implies, this section summarizes disbursement amounts by
accounting classification data elements. This data is sorted and summarized
by transaction code, fund, fiscal year, appropriation, department, allotment
category, and object (if major object is 80-99). The accounting distribution

information will always be printed on the first page of the report.

Section 4 - Certification

The fourth section of the report is the certification section. It
provides for signatures of departmental personnel, and two sections that are
completed by central accounting personnel. The certification section will

always be printed on the first page of the report.
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PROCEDURES FOR ENTERING REPORT REQUEST TRANSACTIONS

The Report Request Maintenance/Inquiry screen (illustrated in Exhibit
VIII-42) can only be accessed through the master menu screen. The screen can
be displayed by entering option '90' on the master menu and depressing the
‘ENTER' key. This procedure clears the menu screen and displays the Report
Request Maintenance/Inquiry Screen. Only central accounting personnel will

have access to this screen.

Screen Format

The format of the Report Reguest Maintenance/Inquiry Screen is very
similar to the format of the input coding form. A1l of the data elements
contained on the screen are defined in Exhibit VIII-42 except the C/D FLAG.
The C/D FLAG is a one-character code used to specify the action to be

performed against an existing report request transaction. The valid values

are:
o D - delete the transaction.
e C - change the transaction.

The C/D FLAG should only be entered when using function M - Modify.

Options

When the Report Request Screen is accessed, the cursor will appear on the
top line of the screen beside 'ENTER FUNCTION'. One of the four functions
displayed on the screen must be selected. These four functions are:

e ADD - which will enable the user to add report request transactions
to the daily input file;

o CLEAR SCREEN - which will enable the user to clear the report request
screen of all transactions displayed;

e MODIFY - which will enable the user to modify a previously entered
report request transaction; and
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EXHIBIT VIII-42

REPORT REQUEST MAINTENANCE /INQUIRY

ENTER FUNCTION: X

C/D REPORT DIST PER REQ OUT

FLAG ID CODE 1IOD OPT PUT
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X
X XXXXXX X XX X X

MONTHLY
SELECT OPTIONS
123456789012

XXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXAXKXXXXXXXXXAXXX
XXXXOXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXNXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXX
XXXXXAXAXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXAXXXX
XXXXXXXXXXAXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXXXXXX

(A=ADD, C=CLEAR SCREEN, M=MODIFY, R=RECALL)

DEPARTMENT
SELECT OPTIONS
1234567890

XXXXXXXXXXXXXXXXXXXX
XXXXXXAXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXX

- XXXXXXXXXXXXXXXXXXXX

XXOOOOOXXXXXXXXXXX
XXXXXXXXXAXXXXXXXXXXK
XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXXXXX
XXXXXXXXXXXXXXXXNXXX
XXX XXXXXXXXXX
XXXXXXAXXXXXXXXXXXXX
XXXOXXXXXXXXXXXX

XXXXXXXXXAXXXXXXXXXXXXXXKXX XXXXXXXXXXXXXXXXXXXAXKKK XHOXXXXXAXXXXXXXXXXXXXAXX
XXX XXXXXXXXXXXXXXXXXKXX XXXXXXOXXKXOKXXKX OOXXXXXXXXXXXXXXXXXXX
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e RECALL - which will enable the user to display up to fourteen report
request transactions that have previously been entered.

It should be noted that these are data entry functions that tell the system

what action is to be taken to ADD, MODIFY or RECALL report request

transactions.

Procedures To Add A Report Request Transaction

Once the report request screen has been displayed, report request
transactions may be added to the report request input file by selecting
Function 'A' - ADD. The 'ADD' function will be the most frequently selected
function. When the 'A' is entered, the cursor will move to the body of the
screen and prompt for entry of the first report request. Report request
transactions may then be keyed directly from the input coding form.

The CHANGE/DELETE flag is not required when adding transactions to the
report request input file. This field may be skipped by depressing the 'TAB'
key or space bar. The cursor will then prompt for entry of the report
identification code. Entry of the appropriate codes will cause the cursor to
move to each of the report request input data fields. Data fields not
required for a particular report request transaction may be skipped by
depressing the 'TAB' key. Once the complete report request transaction has
been entered, the 'TAB' key can be depressed to move the cursor to the next
line.

The procedures described above for entering report request transactions
can be repeated for each additional transaction. Up to fourteen report
request transactions may be entered on the screen at a single time. When the
screen is full or all transactions have been keyed, the data entered may be

edited and saved by depressing the 'ENTER' key. The procedures to add a
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report request transaction once the report request screen is displayed are

summarized as follows:
1 - Enter Function 'A',
2 - Tab or space through the column entitled 'C/D FLAG'.

3 - Enter the report request transaction. Blank fields may be skipped
by depressing the 'TAB' key.

4 - When all transactions have been entered or the screen is full,
depress the 'ENTER' key.

When the 'ENTER' key is depressed, the report request transactions are
subjected to a series of edits. Valid transactions are removed from the
screen, placed on the error correction input file, and the message 'VALID
TRANSACTIONS SAVED' is displayed at the bottom of the screen. If errors are
detected on the report request transaction itself, the erroneous field is

highlighted, and the appropriate error message is displayed at the bottom of

the screen.

Procedures To Recall A Report Request Transaction

During the day, it may be necessary to review report request transactions
that have already been keyed. This can be accomplished by selecting Function
'R' - RECALL displayed on the top of the report request screen. This function
will enable the user to display all report request transactions on the input
file.

Selection of Function 'R' will cause the cursor to move to the column
titled 'C/D FLAG'. Since no other fields are required to recall the report
request transactions, the 'ENTER' key should be depressed. When the 'ENTER'
key is depressed, the system will find and display up to fourteen report

request transactions on a single screen.
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Once the transactions have been displayed, the cursor will return to the
top of the screen and prompt for entry of another function. If the user
desires to modify one of the transactions displayed, then Option 'M' should be
entered. Procedures for modifying existing report request transactions are
described below. Otherwise, a 'C' should be entered to clear the screen. The

cursor will then prompt for entry of another function. These procedures are

summarized as follows:
1 - Enter Function 'R'.

2 - Depress the 'ENTER' key to display previously entered report
request transactions.

3 - Enter either Function 'M' to modify one of the transactions
displayed or Function 'C' to clear the screen.

The user may then select any of the other data entry options.

Procedures To Modify A Report Request Transaction

Previously entered report request transactions may need to be modified or
even deleted from the input file. This can be accomplished by selecting
Function 'M' - Modify. Since modifications can only be made to transactions
displayed on the screen, this function can only be exercised after the
'"RECALL' function.

When Function 'M' is entered, the cursor will move to the first line of
the screen. The user may then move the cursor down the column titled 'C/D
FLAG' to the transaction to be modified. If the transaction is to be deleted,
a 'D' should be entered in the 'C/D FLAG' column next to that transaction. If
no modifications are required to other transactions, the 'ENTER' key should be
depressed. The flagged transactions will be deleted and the cursor will

appear at the top of the screen prompting for entry of another function.
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If it is desired to change one or more of the report request transactions
displayed, then a 'C' should be entered in the 'C/D FLAG' column. The user
can then 'TAB' to the field to be changed and make the appropriate change.

Once the 'RECALL' function has been exercised and report request
transactions displayed on the screen, the procedures to modify a report

request transaction are summarized as follows:

1 - Enter Function ‘M'.

2 - Move the cursor down the 'C/D FLAG' column to the report request
to be modified.

3 - Enter a 'D' if the transaction is to be deleted or a 'C' if it is
to be changed.

4 - If a 'C' is entered in Step 3, make the desired change.

5 - When all of the desired modifications have been entered, depress

the 'ENTER' key.

Error Messages

The input report request transactions will be subjected to a number of
edits before they are accepted by the system. These edits will be performed
when the 'ENTER' key is depressed. Valid report request transactions will be
accepted and invalid report request transactions will be displayed on the
screen with the invalid fields highlighted. Additionally, an error message
will be shown at the bottom of the screen. The various error messages and

their meaning are identified in Exhibit VIII-43.
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EXHIBIT VIII-43

REPORT REQUEST SCREEN ERROR MESSAGES

ERROR MESSAGE

'INVALID REPORT ID'

"INVALID DISTRIBUTION CODE'

"INVALID PERIOD'

"INVALID REQUEST OPTION'

"INVALID OUTPUT CODE'

'"MONTHS CURRENTLY NOT USED'

'DEPT-1 MUST BE NON-BLANK'

"INVALID FUNCTION ENTERED.....
PLEASE REENTER'

"INVALID PA-KEY SELECTED.....
PLEASE REENTER'

"INVALID PF-KEY SELECTED
PLEASE REENTER'

'THE MBPRR FILE HAS NOT BEEN
OPENED..... PLEASE CONTACT EDPD'

DESCRIPTION

The operator has entered an invalid Report
In.

The operator has entered an invalid
Distribution Code. Valid values are 'A’
and 'B'.

The operator has entered an invalid
Reporting Period. Valid values are 'DY’;
'CM'; 'PM'; and 'PY'. Not all of these
values are valid for every Report.

The operator has entered an invalid
Reporting Option. Valid values are 1
through 9 and not all of these values are
valid for every Report.

The operator has entered an invalid
Output Code. Valid values are 1 through
5. If an output code is not entered, the
default is 1.

The operator has entered a Monthly Select
Option(s). The monthly select options
are reserved for future use.

The operator has not entered a Department
Code in the first Department Select
Option.

The operator has entered an invalid
Function. Valid values are 'A',
lCl,lMland IRI.

The operator has depressed an invalid
PA-key.

The operator has depressed an invalid
PF-key.

The Report Request transaction file
is closed and the transaction(s) could
not be written.
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EXHIBIT VIII-43

REPORT REQUEST SCREEN ERROR MESSAGES

ERROR MESSAGE

"INVALID DATA ENTERED FOR

RECALL..... RECORD NOT FOUND.

PLEASE CORRECT AND REENTER'

DESCRIPTION

The operator has entered invalid data in
one or more of the following fields:

e REPORT ID

e DIST CODE

e PERIOD

e REQ OPT.
The errors must be corrected and the
operator must again depress the
'"ENTER' key.
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DAILY STATUS OF ESTIMATED SPECIAL APPROPRIATIONS

REPORT NUMBER: MBP431

FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are two sort sequence options as follows:

1 - Statewide 2 - Department
e Fund ¢ Department
e Department e Division
e Fiscal Year e Fund
e Appropriation Account e Fiscal Year
) e Appropriation Account

DESCRIPTION: The Daily Status of Estimated Special

Appropriations

(i1lustrated in Exhibit VIII-44) presents a comparison of budgetary

authorization to revenue realization for all appropriated revenue accounts.

(Appropriated revenue accounts are identified by Appropriation Type Indicator

values of 2, 3 and 5 in the Appropriation Symbol Table). The transactions

reflected on this report include both (a) the legislative authorization for

appropriated revenue accounts and (b) all receipt transactions posting to an

appropriated revenue account. Financial elements displayed on the report are:

e EST SPECIAL APPN - the cumulative balance of Estimated Special
Appropriations recorded at the beginning of the fiscal year per the
Appropriation Account plus any adjustments recorded during the

fiscal year.
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® Receipts - the cumulative amount of all revenue and non-revenue
receipt postings plus any revenue/non-revenue receipt adjustments
for the reporting fiscal period.

e Unattained Balance - the difference between Estimated Special
Appropriations and Receipts.

When the Statewide option is selected, the report provides subtotals by

Department and totals by Fund. When the departmental option is selected, the
report provides subtotals by Fund within Department and totals by Department.
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MBP&31—# *xtxd OPTIUN: | #2rtsxx STATE NF HAWALIL FINANCIAL ACCCUNTING € MAMAGEMENT INFORMATICN SYSTEM skskxtkstiatsssr DEPT? 12
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0B/26/82 (27222 ¥dx¥ s CUPRENT MO-TO-DLTY €ttbtdssrisdbbt AC OF GR/20/93 sxsstidkptrrsxsrsserhinnkrskkrrsesrses RUN PAGE: 6
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DETAIL REPORT OF APPROPRIATIONS

REPORT NUMBER: MBP433

FISCAL PERIOD OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

SORT SEQUENCE OPTIONS: There are two sort sequence options as follows:

1 - Statewide 2 - Department
e Fund e Department
¢ Department e Division
e Fiscal Year e Fund
e Appropriation Account e Fiscal Year
o Appropriation Account

DESCRIPTION: The Detail Report of Appropriations (illustrated in Exhibit
VIII-45) presents all balances carried in the Appropriation File. The various
balances are presented separately as individual amounts. No computations are
performed to combine various balances or to calculate remaining available
balances. The balances displayed on the report are:

e ORIGINAL APPN - the cumulative balance of all postings to Original
Appropriations.

e RESTRICTED APPN - the cumulative balance of all postings to
Restricted Appropriations.

e LAPSED APPN - the cumulative balance of all postings to Lapsed
Appropriations,

o ACCRUED EXP - the cumulative balance of all postings to Accrued
Expenditures.

o CASH EXP - the cumulative balance of all postings to Cash
Expendi tures.
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o CONTRACT ENCMB - the cumulative balance of all postings to Contract
Encumbrances.

e CLAIMS ENCMB - the cumulative balance of all postings to Claims
Encumbrances.

e ACCR REV ATTAIN - the cumulative balance of all postings to Accrued
Revenue Attainments.

e REV ATTAINMENT - the cumulative balance of all postings to Revenue
Attainments.

o CONTINUING APPN - the cumulative balance of all postings to
Continuing Appropriations.

o APPN TRANSFERS - the cumulative balance of all postings to
Appropriation Transfers.

e CSH TRANF LOAN IN - the cumulative balance of all postings to Cash
Transfer Loans In.

e ALLOTMENT QTR1
Quarter 1,

the cumulative balance of all postings to Allotment

e ALLOTMENT QTR2
Quarter 2.

the cumulative balance of all postings to Allotment

e ALLOTMENT QTR3
Quarter 3.

the cumulative balance of all postings to Allotment

e ALLOTMENT QTR4
Quarter 4.

the cumulative balance of all postings to Allotment

o OTHER ALLOTMENT - the cumulative balance of all postings to
Allotment Other,

o CONTINUING ALLOT - the cumulative balance of all postings to
Continuing Allotments.

® ALLOT REVERSIONS - the cumulative balance of all postings to
Allotment Reversions.

o ALLOT INVESTMENTS - the cumulative balance of all postings to
Allotment Investments.

o ALLOT TRANSFERS - the cumulative balance of all postings to
Allotment Transfers.

e ESTIMATED REV - the cumulative balance of all postings to Estimated
Revenues.

o APPN INVESTMENTS - the cumulative balance of all postings to
Appropriation Investments.
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e ALLOT RESTRICTION - the cumulative balance of all postings to
Allotment Restrictions.

e EST SPECIAL APPN - the cumulative balance of all postings to
Estimated Special Appropriations.

@ CONTR ENCMB INVEST - the cumulative balance of all postings to
Contract Encumbrance Investments.

e CLAIMS ENCB INVEST - the cumulative balance of all postings to
Claims Encumbrance Investments.

e EST REV ADJUST - the cumulative balance of all postings to Estimated
Revenue Adjustments.

e CSH TRANF LOAN OUT - the cumulative balance of all postings to Cash
Transfer Loans Out.

The cumulative effect of all transactions that have posted to the
Appropriation File as of the end of the current month, prior month or prior
year (depending on the option selected) are presented. The report provides no

subtotals. Only the individual balances for each account are presented.
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DETAIL REPORT

OF ALLOTMENTS

REPORT NUMBER:

FISCAL PERIOD

SORT SEQUENCE

MBP434

OPTIONS: CM - Current Month
PM - Prior Month

PY - Prior Year

OPTIONS: There are two sort sequence options as follows:

1 - Statewide 2 - Department

e Fund o Department

o Department e Division

e Fiscal Year e Fund

e Appropriation Account e Fiscal Year

e Allotment Category e Appropriation Account
e Allotment Category

DESCRIPTION:

The Detail Report of Allotments (illustrated in Exhibit VIII-46)

presents all balances carried in the Allotment File. The various balances are

presented separately as individual amounts. No computations are performed to

combine various balances or to calculate remaining available balances. The

balances displayed on the report are:

e ALLOTMENT QTR 1 - the cumulative balance of all postings to
Allotments - First Quarter.

e ALLOTMENT QTR 2 - the cumulative balance of all postings to
Allotments - Second Quarter.
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e ALLOTMENT QTR 3 - the cumulative balance of all postings to
Allotments - Third Quarter.

o ALLOTMENT QTR 4 - the cumulative balance of all postings to
Allotments - Fourth Quarter.

e ALLOT REVERSIONS - the cumulative balance of all postings to
Allotment Reversions.

o ACCRUED EXP - the cumulative balance of all postings to Accrued
Expenditures.

e CASH EXP - the cumulative balance of all postings to Expenditures.

o CONTRACT ENCMB - the cumulative balance of all postings to Contract
Encumbrances.

e CLAIMS ENCMB - the cumulative balance of all postings to Claims
Encumbrances.

o CONTINUING ALLOT - the cumulative balance of all postings to
Continuing Allotments.

e ALLOT INVESTMENTS - cumulative balance of all postings to Allotment
Investments.

e OTHER ALLOTMENTS - the cumulative balance of all postings to Other
Allotments.

® ALLOT TRANSFERS - cumulative balance of all postings to Allotment
Transfers.

e ALLOT RESTRICTION - the cumulative balance of all postings to
Allotment Restriction.

e CONTR ENC INVEST - cumulative balance of all postings to Contract
Encumbrance Investments.

e CLAIM ENC INVEST - cumulative balance of all postings to Claims
Encumbrance Investments.

The cumulative effect of all transactions that have posted to the Allotment
File as of the end of the current month, prior month or prior year (depending
on the option selected) are presented. The report provides no subtotals.

Only the individual balances for each account are presented.
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LISTING OF CONTRACTS BY VENDOR OR BY ASSIGNEE

REPORT NUMBER: MBP496

SORT SEQUENCE OPTIONS: There are two sort sequence options as follows:

1 - Vendor 2 - Assignee

e Department e Department

o Vendor Name ® Assignee Name

e Vendor Number ® Assignee Number

e VYendor Number Suffix o VYendor Name

e Assignee Name e Vendor Number

e Assignee Number Suffix e Vendor Number Suffix
e Appropriation Symbol ¢ Appropriation Symbol

DESCRIPTION: The Listing of Contracts by Vendor or by Assignee Report
(illustrated in Exhibit VIII-47) presents the available contract balance for
each contract. The available contract balance is reported in the column
entitled 'CONTRACT AMT' and is calculated as the original amount plus or minus
any adjustments less the liquidated amount. The report lists contract
balances by two options. The first option presents all contracts by Vendor
Name within Department. The second option presents all contracts by Assignee

Name within Department.

There are no subtotals or totals presented in this report.
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