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Course Overview

Overview

This course provides an overall view of the financial modules of the North
Carolina Accounting System (NCAS), specifically the General Ledger,
Budgetary Control, and Financial Controller modules. Particular emphasis
is placed on the procedures that an agency’s fiscal department needs to
perform on a daily or monthly basis to maintain appropriate control of the
agency'’s financial records.

Audience

* Accountants
* Accounting Management

Length
2 days

Objectives

Upon successful completion of this course, participants will be able to:

*  Maintain your agency’s Chart of Accounts
* Inquire on the General Ledger module
*  Process journal voucher entries

* Understand how financial transactions from external systems are
interfaced to the NCAS

»  Perform daily accounting procedures

* Identify and correct errors

*  Perform month-end procedures

* Manage appropriations and allotments

* Process intra-governmental transactions
* Review reports

Quick Reference Guides (QRGs)

Reference materials that will help participants complete the tasks involved
with their jobs. They are referenced throughout the walkthroughs and
activities.

Office of the State Controller 1 NCAS Training.21 - January 14, 2009
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NOTES Procedures

Detailed process steps that describe how to complete a task or group of
tasks. These “step-by-steps” can be used after the training as a reference
on how to use the NCAS to perform job functions.

Reports

Examples of reports that are used in performing tasks related to agency
system management.

Office of the State Controller 2 NCAS Training.21 - January 14, 2009
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Agency System Management

Business Process Flow

Overview

An agency'’s fiscal department is responsible for processing and reviewing
financial transactions including journal entries, encumbrances and encum-
brance reversals, adjustments, and accruals. Over 95% of these transac-
tions are automatically generated by the North Carolina Accounting
System (NCAS) when purchase orders, invoices, checks, and inventory
transactions are processed. The NCAS uses information provided by the
user (e.g., an accounts payable clerk, or a buyer), as well as information
stored in the system, to generate the appropriate journal entry. The job of
an agency'’s fiscal personnel, therefore, is to oversee and audit this pro-
cess to ensure that the system is balanced, to identify any errors that may
occur, and to investigate and correct these errors. This process, which is
referred to as agency system management, is supported by the NCAS.

The following diagram illustrates the topics that will be covered in this
course.

System Management System Processing Reviewing Reports

Chart of Interfacing Processing Performing Daily Reviewing
Accounts with Other Special Journal Accounting Reports
Overview Systems Voucher Entries Procedures and

Identifying Errors
Maintaining Processing Recording )
the Chart of General Journal Allotments and Performing
Accounts Voucher Entries Reversions Month-End
Procedures
Intro to the Processing
NCAS Financial Intragovernmental
Modules Transactions
Inquiring on
the System
Office of the State Controller 3 NCAS Training.21 - January 14, 2009
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NOTES System Management

The topics in the System Management section of the course include the
following:

* Chart of Accounts (COA) overview

This section contains an overview of the NCAS Chart of Accounts
structure.

* Maintaining the Chart of Accounts

The Chart of Accounts is established and maintained through the
General Ledger. The Office of the State Controller (OSC) maintains
the Statewide Master Account List. This section will explain how to
add accounts and account/center combinations to your agency’s
companies.

¢ Introduction to the NCAS Financial Modules

This topic introduces the basics of the NCAS General Ledger,
Financial Controller, and Budgetary Control Modules.

* Inquiring on the system

Online inquiry screens provide agencies with immediate access to
accounting information, including account/center balances and the
transactions that have posted to those balances. Inquiry screens are
used to resolve questions and problems by quickly furnishing needed
information.

System Processing

The following topics are covered in the System Processing section of this
course:

* Understanding how financial transactions from external systems
are interfaced to the NCAS

The NCAS accepts and processes transactions from external sys-
tems that are not part of the NCAS. This topic will discuss how these
transactions are processed and explain the role an agency’s fiscal
section plays in ensuring that these transactions are posted properly.

* Processing general journal voucher entries

This topic discusses how journal entries are entered in the NCAS.
Journal entries are actually entered in the Budgetary Control (BC)
module, not in the General Ledger (GL) module.

Office of the State Controller 4 NCAS Training.21 - January 14, 2009



GA: SM01 Business Process Flow
Agency System Management

* Processing special journal voucher entries NOTES

Agencies will learn how to record transactions using the Budgetary
Control module to enter journal vouchers. Some of these entries
include:

— Recording cash receipts
— Recording year-end accruals

* Recording allotments and reversions

This topic explains how to record quarterly allotments and reversions
in the NCAS.

* Processing intra-governmental transactions

This topic provides users with a standard way of processing inter-
agency transactions, such as purchases from the Department of Cor-
rection or charges from Motor Fleet Management.

* Performing daily accounting procedures and identifying errors

This topic discusses the tasks and responsibilities an agency must
perform on a daily basis to ensure that the system functions properly.
It also discusses how error transactions are posted to suspense
accounts and how the NCAS handles batches that are out-of-balance
or in suspense. This topic will show you how to identify these errors
and the steps needed to correct them.

* Performing month-end procedures

Agencies are required to report on transactions from appropriations
and/or receipts each month. This topic explains the process involved
in month-end closing.

Reviewing Reports

This section describes the management and control reports that are avail-
able in the NCAS for monitoring system activity. Some examples of these
reports include the BD701 report and the Batch Proof List.

System Responsibilities

This course will provide a broad overview of the tasks needed to manage
the NCAS. As you go through this course, you need to ask yourself who

will perform the tasks described. The last section provides a consolidated
list of responsibilities.

Office of the State Controller 5 NCAS Training.21 - January 14, 2009
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NCAS Module Integration

Integration Tools

The North Carolina Accounting System provides an integrated set of finan-
cial and materials management modules for managing an agency’s busi-
ness functions including purchasing, inventory, and accounts payable. As
each transaction is processed (e.g., generating a purchase order, or writ-
ing a check), the NCAS generates the appropriate accounting entries. The
generation of these entries is based on the accounting distribution and on
accounting rules previously established in the system.

These accounting rules are stored in the Financial Controller (FC) module.
The FC acts like a traffic cop, controlling the exchange of data between
modules before data is posted to the General Ledger. The Financial Con-
troller performs the following functions:

* Validates a document’s accounting distribution against the NCAS
General Ledger

* Assigns a unique transaction audit ID to each transaction in the sys-
tem and records key information about each transaction. This allows
a user to trace any balance to its original transaction.

» Summarizes transactions before posting to the General Ledger

* Acts as the point of entry for financial transactions from external sys-
tems

* Applies accounting rules that generate the appropriate accounting
entries for each transaction

After transactions have been processed by the FC, the information is
passed to the General Ledger (GL). The GL is the ultimate repository for
financial information from which an agency’s financial and budgetary
reports are produced.

As the following diagram indicates, documents are created in the Budget-
ary Control, Inventory, Purchasing, Accounts Receivable, or Accounts
Payable modules and then passed to the Financial Controller before being
posted to the General Ledger. Balances posted in GL reflect the summa-
rized transaction activity by period from all source systems feeding into the
General Ledger.
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Billing System
< INV AR / Interfaces
{ E-Procurement :
& other PO
Interfaces FSI Interfaces:
e B HB, PI, MI, BPS,
- BRS 2" Yr 606’s and
............................. other Agency Interfaces
AP
. Interfaces /
PC > SBM
~a GL File
Real Time:
f Validates accounting distribution
Nightly Processing:
FA 1. Collects and merges data
2. Sorts and batches by header information

3. Applies accounting rules
4. Summarizes according to accounting rule
5. Assigns FC Audit ID

v

AFF| BC — BRS

Interface
t

i General Ledger updates the AFF nightly :

The following walkthrough demonstrates how to access the NCAS pri-
mary menus.

WALKTHROUGH: NCAS Access

SCENARIO

You will access the NCAS system and look at the list of integrated
modules available in the Financial Systems section. In addition, you
will discuss the techniques available to maneuver through the system.

You learned how to log on to the system during the NCAS Basics (CBT)
course. To review this procedure, see Procedure 1: Accessing the
Practice Region.
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NCAS Module Integration

NOTES
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NORTH CAROLINA ACCOUNTING SYSTEM - O
MAIN MENU

ENTER THE
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- PAYROLL/PERSONNEL

- FINANCIAL SYSTEMS
MANUFACTURING SYSTEMS
- HEALTH CARE

- INFORMATION EXPERT
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REGION

SYSTEM TYPE YOU DESIRE: °

DCI Release 94.01.CF

Once you have accessed the NCAS, type B for Financial Systems
in the ENTER THE SYSTEM TYPE YOU DESIRE field and press [Enter].
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NORTH CAROLINA ACCOUNTING SYSTEM - O REGION
FINANCIAL SYSTEMS

GENERAL LEDGER

ACCOUNTS RECEIVABIE
ACCOUNTS PAYABLE AND
PURCHASE ORDER CONTROL

ACCOUNTS PAYABLE

INVENTORY
FIXED ASSETS

BUDGETARY CONTROL
FORECASTING AND MODELING

12 - FOREIGN EXCHANGE
13 - PROJECT TRACKING
14 - PURCHASING

15 - ORDER PROCESSING

17 - SALES FORECASTING / DRP
21 - FINANCIAL CONTROLLER

22 - EDI

ENTER THE SYSTEM NUMBER YOU DESIRE:

DCI Release 9

4.01.CF

To access a specific module without moving through the primary
menus, you can tab to the ACTION field immediately after signing on to
the NCAS and type a period followed by the abbreviation for the mod-
ule you want to access. For example, to go straight to the General
Ledger module, type .GL in the ACTION field and press [Enter.

Office of the State Controller
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NOTES SUMMARY

This course provides an overview of the North Carolina Accounting Sys-
tem from an agency’s fiscal department perspective. It is intended to pro-
vide an overview of the knowledge and tools necessary for controlling an
agency’s financial transactions.
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Chart of Accounts Overview

Chart of Maintaining Intro to the
Accounts the Chart of NCAS Financial
Overview Accounts Modules

Inquiring on
the System

Overview

The State of North Carolina has developed a uniform Chart of Accounts.
This chart is designed to ensure consistent financial management of the
state’s accounting information. It also provides fund, object, budgetary,
and GAAP (Generally Accepted Accounting Principles) data elements for
central and agency recording and reporting requirements.

The Chart of Accounts is the financial key of the NCAS. It is organized into
three main components that make up an accounting distribution:

+ Company - The company is the first recording element in the Chart of
Accounts. The first tow positions of the company identifies the
agency.

OSC assigned

Agency identifier

+ Account - The account describes the purpose of an expenditure, the
type of revenues received or the balance sheet accounts required for
GAAP accounting.

1.2 .3 4 5 67 8 9 10 11
TISJOJOJOJO)ajajal]f]f

L

Subaccount (Used only as needed)

Fiscal Year (Grant Accounting Only)

Statewide Object

Account Subtype

Account Type
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Center defines the budget fund which is established by the Office of

NOTES State Budget and Management (OSBM) and the agency cost center.
1.2 3 4 5 6 7 8 9 10 11 12
FIFJFJFJC]JCjcCcjcjcjcycyc

Agency Center Elements

OSBM Budget Fund

A valid accounting distribution is made up of a combination of the com-
pany, account, and center. It is also the level at which transactions are
keyed into the NCAS modules and posted to the General Ledger. There
are three steps in establishing a valid accounting distribution:

» Addition of an account to an existing company
» Addition of a center to an existing company-account combination
» Addition of center and center element descriptions

Adding an Account

The first step in creating a postable accounting distribution is the addition
of a valid account to your company. There are two types of accounts that
can be added to a company:

* Accounts established on the Statewide Master Account List
» Agency discretionary accounts (AA accounts)

Statewide Master Account List

In order to establish a uniform Statewide Chart of Accounts, the OSC has
established a list of valid accounts called the Statewide Master Account
List. This list resides in the master company, or company AAAA. When
adding an account to a company, the master company is checked to
determine whether the account exists in company AAAA. An account
cannot be added to your company unless it is on the Statewide Master
Account List.

Agency Discretionary Accounts

Agency discretionary accounts, also called AA accounts, are defined as
Master Company accounts where positions 5-6 are AA. Within AA
accounts, each agency has the flexibility to replace the AA in positions 5-6
with its own alphanumeric characters and to assign the new accounts
unique account titles.
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Account Maintenance NOTES

As part of maintaining your agency’s Chart of Accounts, you may need to:

* Add an account that is not in the master company
* Add an account that is in the master company

To determine if an account is in the master company, you can run a report
called C-U-GL-COA-Master from the GL Public Library. Or the preferred
method is to use what is on the System Information Guide (SIG), in the
Uniform Data Elements section.

Requesting a New Statewide Account
To add an account that is not in the master company, you must submit a
written request to the OSC as follows:

1. Fill out the Agency Account Request Form. Be sure to justify why
you are requesting the addition to the Statewide Master Account
List. (See QRG 1: Agency Account Request Form or the SIG
under Documentation, Forms, and the General Ledger.)

2. Email the completed request form to:

OSC.SADFR@osc.nc.gov

Attach supporting documentation to the email.

3. The OSC Chart of Accounts Committee will determine if the request
is valid and consistent with statewide policies. If so, the OSC will
add the account to the Statewide Master Account List. You will be
notified of the account addition or of the appropriate existing
account to use.

4. If a new account is created, add the new account to your company’s
Chart of Accounts.

All accounts newly added to the Statewide Master Account List are listed in
the SIG.

Adding a Family of Accounts

When you add accounts, you need to add the original account and its
related family of accounts as follows:

When you add a 53XXXX account, you should also add the following

accounts:

o T3XXXX
e T8XXXX
e 83XXXX
e 03XXXX
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When you add a 43XXXX account, you should also add the following

NOTES accounts:

*  B3XXXX
*  B8XXXX

The following are account descriptions:

*  43XXXX Actual Revenue

+  B3XXXX Actual Expense

*  B3XXXX Authorized Revenue

*  B8XXXX Certified Revenue

+  T3XXXX Authorized Budget

¢ 78XXXX Certified Budget

+  83XXXX Purchasing Encumbrance

*  03XXXX Accounts Payable Encumbrance

If you do not add the complete family of accounts, you may receive an
error message when you try to process a transaction. There are reports
available that you can run to check that all account families are properly
established. The C-U-GL-MISSING-ACCT-FAMILY report is one of the
reports that you can use for that purpose.

When adding new accounts, the account title defaults from the Master
Company for all accounts except AA accounts. Be sure to assign the
same title to all members of the account family as well as use these
titles consistently across all companies. Problems with inappropriate
account titles on reports are often the result of dissimilar titles within an
account family or between companies.

Adding a Center

The next step in creating a valid accounting distribution is the addition of a
center to an existing company-account combination. A center cannot be
added to an existing company-account if the budget fund of the center
(first four digits of the center) is not established on the Company Fund
Table.

Company Fund Table

The Company Fund Table is used to associate each company, fund num-
ber, (positions 1-4 of center) and fiscal year with the following:

* Budget code

* Performance budget code

*  Governmental Accounting Standards Board (GASB) number
* DAS department/division number

* Fund equity closing account
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The fund must be recorded by the OSC in the Company Fund Table in NOTES
order to be used by agencies. The information for each company con-

tained in the Company Fund Table can be referenced in the Master Table

List report (C-U-GL-MASTER-TABLE-LIST) in the GLPUBLIC library in IE.

There is also a Company Center Table. The Company Center Table is
used for federal funds to associate a center to a Catalog of Federal
Domestic Assistance (CFDA) number. In addition to the CFDA
number, this table also records the CFDA description and federal
participation rate.

For more detailed information and examples of company/account/center
combinations, see the Chart of Accounts section at the back of this
manual.

Adding Center and Center Element
Descriptions

The final step in creating an accounting distribution is the addition of center
and center element descriptions. You should have descriptions estab-
lished for each of the following:

+ Company

» Center (postable center)
+ Budget fund

* Budget code

+ RCC/Organization code
*+ Program

+  Other

A description needs to be added for the full center as well as for each of
the elements in the center. For example, an agency may have a center
with the following center structure:

Program

RCC/Organization

Budget Fund

If this is the case, a description needs to be established for the following:

*  Full center description

*  Fund description

+ RCC/Organization description
*  Program description
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For more information on adding a full center description, a budget fund
NOTES description, a budget code description, and a center element description,
see Procedures 8, 9, 10, and 11, respectively.

COA Reports

There are two reports in the GLPUBLIC library in IE that an agency can
run to view the chart of accounts. C-U-GL-COA-BY-CENTER lists all
accounts within the specified companies and centers. C-U-GL-CHART-
OF-ACCOUNTS shows company/account/center combinations, descrip-
tions for the account and center, and the active/inactive status.

Office of the State Controller 16 NCAS Training.21 - January 14, 2009



GA: SM01
Agency System Management

Maintaining the Chart of Accounts

Maintaining the Chart of Accounts

Chart of
Accounts
Overview

Overview

Maintaining
the Chart of

Accounts

Intro to the
NCAS Financial
Modules

Inquiring on
the System

Accounting distributions (company/account/center combinations) must be
established on your company Chart of Accounts before you can use or
maintain them. The accounting distribution is entered in all modules and is
validated against your agency’s Chart of Accounts defined on the General
Ledger. This section of the course will show you how to add or change

these combinations.

Once an account has been added to a company, it must be combined with
a center to create a valid accounting distribution. A valid accounting distri-

bution is made up of the company, account, and center. These valid

accounting distributions are used when entering documents in the NCAS.
An accounting distribution must be valid before it can be used. To add an
accounting distribution, you must enter information on the following three

screens:

system.

purposes.

The Add or Change an Account (286) screen is used by
authorized agency personnel to add accounts that already
exist on the Statewide Master Account List to their agency
companies.

The Add or Change an Account/Cntr (287) screen is used
by agencies to create or maintain company/account/
center combinations. Complete company/account/center
combinations must be added before being used in the

The Miscellaneous Description (288) screen allows
agencies to add, change, or delete descriptions for a
center. Descriptions can be general or they can be
specifically tied to a fund, budget code or cost center.
Descriptions are used for inquiring and reporting

Office of the State Controller
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NOTES

Descriptions are established for:

+ Center

* Fund

» Center components (RCC, funding source)
* Budget code

+ CFDA (grant)

When an accounting distribution is added online, it is immediately
available for use. If an invoice has already been processed in AP, and
passed to the BCQ with an account exception, it can be re-edited and
released from the BCQ. BC documents generating a BC account error
message can be processed by typing 2 in the UPDATE AFF field.

The following walkthrough shows you how to add an existing account and
accounting distribution based on the Statewide Master Account List.

WALKTHROUGH: Adding an Accounting Distribution

SCENARIO

As agency manager, you have determined the need for an account to
track state aid to the Oxford Orphanage. You will also be adding this
account to a new cost center for the NCAS training, 10004500. An
agency must add its own description to the account, 536657, because
it is an AA account. The description does not default from the AAAA
company. The account will need to be combined with the center to cre-
ate a valid accounting distribution. Because the center is new, you will
also need to add a center description.

*k Kk *k Kk * ok Kok Kok * kK *k ok ok ok
Kk K KKk *k Kk * KKk * kK * Kk kK * ok ok Kok ok ok Kk
*k Kk Kk kK *k K * Kk x * K K * Kk Kk Kk Kk kKk Kk ok ok okk ok ok ok ok
*Kk Kk *k Kk *k Kk *k Kk *k Kk *k Kk * Kk ok ok * *
*Kk Kk Kk ok kK ok Kk Kk * KKk * KKk * kK K

*k Kk * ok kkok *k Kk *okk ok ok ok ok okk ok ok * K *k ok kK
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NORTH CAROLINA ACCOUNTING SYSTEM - P REGION
FINANCIAL SYSTEMS

03 - GENERAL LEDGER 12 - FOREIGN EXCHANGE
04 - ACCOUNTS RECEIVABLE 13 - PROJECT TRACKING
05 - ACCOUNTS PAYABLE AND 14 - PURCHASING
PURCHASE ORDER CONTROL 15 - ORDER PROCESSING
06 - ACCOUNTS PAYABLE 17 - SALES FORECASTING / DRP
07 - INVENTORY 21 - FINANCIAL CONTROLLER
08 - FIXED ASSETS 22 - EXPERT EDI

BUDGETARY CONTROL
10 - FORECASTING AND MODELING

ENTER THE SYSTEM NUMBER YOU DESIRE: _

ACTION 707 DCI REL 94.01

Office of the State Controller 18 NCAS Training.21 - January 14, 2009




GA: SMO01 Maintaining the Chart of Accounts
Agency System Management

1. Type .GL in the ACTION field and press to access the Online
Processing (001) screen. NOTES
GL ONLINE PROCESSING 001
NEXT FUNCTION: ACTION:

= ENTER SELECTION

* * * * * * * * * * * *

(1) ACCOUNTING INQUIRY
(2) ACCOUNTING ENTRY

(3) MANAGEMENT INQUIRY
(4) ONLINE UPDATE

(5) SECURITY MAINTENANCE

2. Type 4 in the ENTER SELECTION field and press to access the
Online Update (006) screen.

GL ONLINE UPDATE 006

NEXT FUNCTION: _ ACTION:

ENTER SELECTION
*

* * * * * * * * * *

(1) SUSPENDED BATCH MASTER
(2) LEDGER POSTING
(3) CHART OF ACCOUNTS

(4) BUDGET

3. Type 3 in the ENTER SELECTION field and press to access the
Chart of Accounts (008) screen.
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NOTES

GL CHART OF ACCOUNTS 008

NEXT FUNCTION: ACTION:

ADD OR CHANGE

SELECT

o 286. ACCOUNT

287. POSTING RELATIONSHIP

288. MISCELLANEOUS DESCRIPTIONS
289. CLASS/GROUP DESCRIPTION
293. BUDGET VERSION DESCRIPTIONS

REVIEW

292. DESCRIPTION LIST

4. Type S in the SELECT column next to the 286. ACCOUNT option and
press to access the Add or Change Account (286) screen.

GL ADD OR CHANGE AN ACCOUNT 286

NEXT FUNCTION: 077777 ACTION:
PLEASE ENTER THE KEY FOR THE NEXT ACCOUNT

OPTION COMPANY ACCOUNT ID CLASS CODE GROUP CODE
ACCOUNT DESCRIPTION NON-FINANCIAL NORMAL SIGN REQUIRED ENTRY
OVER AND SHORT RECONCILE CODE PROJECTION METHOD CONTROL ACCOUNT
UPPER TRANS LIMIT LOWER TRANS LIMIT AUTHORIZED CASH LIMIT
UPPER BALANCE LIMIT LOWER BALANCE LIMIT PERCENT CHANGE LIMIT

PROCESSING OPTIONS: A = ADD C = CHANGE E = END R = REPEAT ADD

5. Type A in the OPTION field to signify an account addition. You can
also type C to change an account, E to end the addition or change,
or R to repeat an addition.

6. Type XX01 in the COMPANY field.
7. Type 536657 in the ACCOUNT ID field.

8. Type State Aid to Oxford Orp in the ACCOUNT DESCRIPTION field
and press to validate the addition of the account.

Since the account is on the Statewide Master Account List, the following
message is displayed: MASTER FILE UPDATED FOR XX01 536657.
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NOTES

When a successful validation occurs, the following fields default from
the Statewide Master Account List and cannot be changed by the user:

+ Class code

»  Group code

* Account description (Except for agency specific accounts.)
* Financial indicator

If an agency tries to add an account that is not on the Statewide Master
Account List, the validation step is terminated and the following mes-
sage is displayed: ACCOUNT NUMBER IS NOT ON THE MASTER
ACCOUNT TABLE. This message indicates that the add transaction
cannot be processed until the correct account in the master company
is referenced.

The Add or Change an Account (286) screen allows you to add a valid
company/account combination to your agency’s Chart of Accounts.
You need to repeat this process for all companies in your agency that
need this account.

Remember to properly exit screen 286 by entering “E” in the OPTION
field and pressing [Enter]. If you do not exit screen 286 properly, you may
lock up your system until the next nightly production run.

You have added a company/account combination. You now need to add
the center to the account to create a valid accounting distribution (com-
pany, account and center combination).

9. Type 287 in the NEXT FUNCTION field and press to access the
Add or Change an Account/Cntr (287) screen to enter the company/
account/center combination.

GL ADD OR CHANGE AN ACCOUNT/CNTR 287

NEXT FUNCTION: @ ACTION:

PLFASE ENTER THE KEY FOR THE NEXT ACCOUNT/CNTR

OPTION COMPANY ACCOUNT ID CNTR ID STATUS CODE
ACTIVE DATE INACTIVE DATE RECONCILE CODE PERCENT CHANGE LIMIT
REQUIRED ENTRY OVER AND SHORT UPPER TRANS LIMIT LOWER TRANS LIMIT

AUTHORIZED CASH LIMIT UPPER BALANCE LIMIT LOWER BALANCE LIMIT
REPORT IEVEL 1 REPORT LEVEL 2 REPORT LEVEL 3

PROCESSING OPTIONS: A = ADD C = CHANGE E = END R = REPEAT ADD

10.  Type A in the OPTION field to indicate that you want to add the
account/center combination.
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11.

NOTES

12.
13.

14.

15.

Type XX01 in the COMPANY field.
Type 536657 in the ACCOUNT ID field.

Type 10004500 in the cNTR ID field to add the new company/
account/center distribution.

Press to add the account/center combination. Once entered,
the following message is displayed: WARNING ***** CENTER
DESCRIPTION IS NOT ON TM700.

The system checks for an existing center description when adding a

new account/center record on screen 287. If no company and center
description record exists for the center on the custom control file, the
system displays the following warning:WARNING*****CENTER DESCRIP-
TION IS NOT ON TM700

The system will also check to see if the center being added is a post-
able (or type ‘C’) center. If not, the following warning is displayed:
WARNING*****CENTER DESCRIPTION IS FOR REPORTING CENTER

These warnings are informational and will not restrict the addition of a
center to a valid account. To remove the warning and complete the
addition of the center, simply press again.

Remember to properly exit screen 287 by entering “E” in the OPTION
field and pressing [Enter). If you do not exit screen 287 properly, you may
lock up your system until the next nightly production run.

Press again to confirm the addition of the account/center com-
bination. Once entered, the addition or change can be used imme-
diately. The following message is displayed: MASTER FILE
UPDATED FOR XX01 536657 10004500.

In addition to checking the Master Account List, the NCAS also checks
the Master Company Table to determine whether a particular budget
fund is valid for a company. Once this information is validated and the
account/center is entered, the following fields default from the Master
Company Table:

*  GASB number

* Department number

* Budget code

» Performance budget code

» Closing equity account

If the budget fund is not valid for a company, the following message is
displayed: COMPANY/FUND NOT ON MASTER COMPANY TABLE

You have added the company/account/center combination to create an
accounting distribution. Now you must add the center description.

Office of the State Controller
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16.  Type 288 in the NEXT FUNCTION field and press to access the NOTES
Miscellaneous Descriptions (288) screen.

GL MISCELLANEOUS DESCRIPTIONS 288

NEXT FUNCTION: ACTION:

OPTION: 0_
COMPANY : @7

DESCRIPTION ID:

TYPE:

DESCRIPTION:

PROCESSING OPTIONS: A = ADD C = CHANGE D = DELETE

17.  Type A in the OPTION field to add the description.
18. Type XXO01 in the COMPANY field.

19.  Type 10004500 in the DESCRIPTION ID field. The description ID is the
number assigned to the center.

20. Type C in the TYPE field to indicate that the type is a center descrip-
tion.

It is important to use the correct description type when adding a center
or center element description. The correct types are:

+ Use a C when adding a description for a postable, or full, center

* Use an R when adding a description for any part of a center or any
other description that is being added for reporting purposes only
(R will be displayed as E when inquiring online)

21.  Type Administration — Special Programs in the DESCRIPTION field
and press to process the new description.

The system will validate the description to make sure that it has not
already been established. Once the description is accepted, you will have
a new company/account/center combination on your agency Chart of
Accounts. The following message is displayed: UPDATE SUCCESSFUL.

You can also add an existing account that has an established description
from the Statewide Master Account List.
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ACTIVITY: Adding an Accounting Distribution

SCENARIO

As agency manager, you have determined the need to add the Over-
time Pay-Appropriations 531411 account to your company Chart of
Accounts. You will also be adding this account to a new cost center
10004100. The description defaults from the AAAA company. You
need to add it to your company. The center is new and will need to be
combined with the account to create a valid accounting distribution.
The center will also need a new description.

Type 286 in the NEXT FUNCTION field and press to access the
Add or Change Account (286) screen.

Type A in the OPTION field to signify an account addition. You could
also type C to change an account, E to end the addition or change,
or R to repeat an addition.

Type XX01 in the COMPANY field.

Type 531411 in the ACCOUNT ID field and press to validate the
addition of the account.

Since the account is on the Statewide Master Account List, the following
message is displayed: MASTER FILE UPDATED FOR XX01 531411.

You have added a company/account combination. You now need to add
the center to the account to create a valid accounting distribution (com-
pany, account and center combination).

Remember that you must establish the entire family of accounts. For
531411, they are:

031411
831411
731411
781411

Type 287 in the NEXT FUNCTION field and press to access the
Add or Change an Account/Cntr (287) screen to enter the com-
pany/account/center combination.

Type A in the OPTION field to identify that you want to add the
account/center combination.

Type XX01 in the COMPANY field.
Type 531411 in the ACCOUNT ID field.

Type 10004100 in the CNTR ID field to add the new company/center/
account distribution.
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10. Press to add the account/center combination. Once entered, NOTES
the following message is displayed: WARNING ***** CENTER
DESCRIPTION IS NOT ON TM700.

11.  Press again to confirm the addition of the account/center com-
bination. Once entered, the addition or change can be used imme-
diately. The following message is displayed: MASTER FILE
UPDATED FOR XX01 531411 10004100.

You have added the company/account/center combination to create an
accounting distribution. Now you must add the center description.

12.  Type 288 in the NEXT FUNCTION field and press to access the
Miscellaneous Descriptions (288) screen.

13. Type A in the OPTION field to add the description.
14. Type XX01 in the COMPANY field.

15.  Type 10004100 in the DESCRIPTION ID field. The description ID is the
number assigned to the center.

16. Type C in the TYPE field to indicate that the type is a postable center
description.

17.  Type Administration — Fiscal Services in the DESCRIPTION field
and press to accept the new description.

The system will validate the description to make sure that it has not
already been established. Once the description is accepted, you will have
a new company/account/center combination on your agency Chart of
Accounts. The following message is displayed: UPDATE SUCCESSFUL.

Add a description for your RCC so you can report on activity at the RCC
level of center.

18. Type A in the OPTION field to add the description.
19.  Type XXO01 in the COMPANY field.

20. Type A4100 in the DESCRIPTION ID field. The description ID is the
number assigned to the RCC.

21.  Type R in the TYPE field to indicate that the type is a reporting
description.

22. Type Fiscal Services in the DESCRIPTION field and press to
accept the new description.

The system will validate the description to make sure that it has not
already been established. Once the description is accepted, the following
message is displayed: UPDATE SUCCESSFUL.
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Agency COA Batch Maintenance

When agencies need to perform maintenance on a large volume of finan-
cial distributions, batch transactions can be created to perform the neces-
sary maintenance. The batch maintenance process will reduce the need
to process similar updates online.

Transactions will be batched according to a prescribed record layout. The
transactions will be placed in a data set using OSC-naming conventions.
These transactions will be included in the nightly OSC process. Contact
the OSC Support Services Center at 919-875-HELP to perform Batch
COA Maintenance. Simple requests for Batch COA Maintenance should
be made at least one business day in advance, complex requests for
Batch COA Maintenance should be made several business days in
advance.

Batch Load Options

The following GL maintenance may be performed in a batch:

*  Accounting Distribution:
Add Company/Account/Center Combinations
Change Company/Account/Center Combinations
Inactivate Company/Account/Center Combinations

« AA Accounts:
Add AA accounts
Change AA accounts

+ Centers:
Add a center description
Change a center description
Delete a center description

* Center Elements:
Add a center element description
Change a center element description
Delete a center element description

+ Grants:
Add next fiscal year grant accounts and accounting distributions

Maintenance for GL Records on NCAS

Batch COA maintenance may be required for COA records on the NCAS.
The OSC will need information about the records you need changed or

deactivated. This can consist of accounting distributions related to a par-
ticular center, or a fund or a budget code. Examples of such batches are:

* The accounting distribution for a particular center needs to be recre-
ated with 30 new centers.

*  For a particular company all 9 digit centers need their GL accounting
distributions deactivated and loaded with the center trimmed to 8
digits.
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Maintenance for GL Records New to NCAS NOTES

GL batch maintenance may be necessary for GL records new to the
NCAS. For revenue and expenditure accounts, the OSC needs only the
43 and 53 accounts and will, at your request, add the encumbrance
accounts or the complete family of accounts. The OSC needs the follow-
ing data in an electronic spreadsheet format.

*  AA Accounts - 4 digit company, 6-11 digit account and maximum 25
digit description.

* Add or Change Company/Account/Center Combinations - 4 digit com-
pany, 6-11 digit account, 4-12 digit center and an optional 8 digit acti-
vate and deactivate date. To add a combination, the account should
already be added for the agency on the NCAS.

+ Deactivate Company/Account/Center Combinations - 4 digit company,
6-11 digit account, 4-12 digit center and an optional 8 digit activate
and deactivate date.

* Center Elements - 4 digit company, 1 digit alphabetic prefix, 1-8 digit
center element and a maximum 40 digit description.

»  Center Descriptions - 4 digit company, 4-12 digit center and a maxi-
mum 40 digit description.

5| 5 |f=gl £ |Ez| E |8ig
£ S (358 & ge| o =288
3 g |omfg|l © |o ke § 2 ‘é
AA Accounts 4R | 6-11R 25R
Add or Change Company/Account/Center | 4R | 6-11R 4-12R 80
Deactivate Company/Account/Center 4R | 6-11R 4-12R 80
Center Elements 4R 1R 1-8R | 40R
Center Descriptions 4R 4-12R 40R
R = Required O = Optional
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SUMMARY

Maintenance to your chart of accounts can be performed either online, or
in batch. Online maintenance is real time and is guarded by edit checks to
reduce the possibility that invalid chart elements will be added to the sys-
tem. Online maintenance can be performed by using a combination of
various GL screens.

Batch maintenance is not real time, but is performed during an overnight
production cycle. It can take several days for Batch COA Maintenance to
be performed. The OSC contacts an agency when the batch is placed
into the production cycle. The next day the agency along with the OSC
should review the batch proof list to verify the Batch COA Maintenance.

The system does not check Batch COA Maintenance to ensure that all
accounts added to your company are included on the Statewide Master
Account List. Because of this, it is very important that you check the accu-
racy of any information submitted to OSC for processing. You also need
to establish all valid company/account/center combinations for each com-
pany. Descriptions are also added for inquiry and reporting purposes.
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Introduction to the NCAS Financial Modules

Chart of Maintaining Intro to the -

Inquiring on
Accounts the Chart of NCAS Financial thotle Sysgem
Overview Accounts Modules

Overview

There are three modules in the NCAS that are defined as the financial
modules. They are the Budgetary Control, General Ledger, and Financial
Controller modules.

The Budgetary Control module contains the Available Funds File that
checks for funds availability as transactions are processed in the other
NCAS modules. The Financial Controller module determines how transac-
tions are processed. The General Ledger is the repository for financial
information entered into the NCAS. Information stored in the General Led-
ger provides the basis for many statewide and agency reports, such as the
BD701. This section explains key characteristics of the General Ledger. It
also includes a discussion of the Budgetary Control Available Funds File
and the Financial Controller’s accounting rules.

Available Funds File

The Available Funds File (AFF) performs the following functions:

* Maintains real-time information on the authorized (working) budget
» Displays available fund balances for accounting distributions

+ Updates the system immediately as transactions are entered or main-
tained in the Purchasing, Accounts Payable, Inventory or Budgetary
Control modules

The Available Funds File in the Budgetary Control module allows you to
inquire on the available balances for any accounting distribution. The BC
Available Funds Inquiry (161/162) screens display the current available
balance from the Available Funds File. Balances may also be shown for
an associated accounting distribution at the next highest level.

Inquiring against the AFF provides the following information about bud-
geted funds for an accounting distribution:

* Authorized budget allocated to the accounting distribution
+  Commitments to future expenditures by purchase requisitions

* Encumbrances of outstanding obligations through purchasing and
accounts payable transactions

* Actual expenditures resulting from cash disbursements
* Remaining balances available for use
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The following is an example of the Available Funds Inquiry (162) screen:

BC AVAILABLE FUNDS INQUIRY 162
NEXT FUNCTION : o ACTION: _
COMP / ACCT / CNTR ALTERNATE COMP / ACCT / CNTR
0X01 533110 111011010 0601 533110 1110XXXXX
ACCT DESC: EPA-REG SALARIES-APPRO ORIG APPROPRIATION: 87,000.00
CNTR DESC: ADMINISTRATION LAST ACTIVITY: 03 21 95
87,000.00 (AUTH. BUDGET) 100,000.00 (AUTH. BUDGET)
= 0.00 (COMMITMENT ) - 0.00 (COMMITMENT )
- 0.00 (ENCUMBRANCE ) - 0.00 (ENCUMBRANCE )
- 58,000.00 (EXPENDITURE ) - 75,000.00 (EXPENDITURE )

= 29,000.00 (AVAIL BAL) 25,000.00 (AVAIL BAL)

L OVEREXPEND A E C G

v TOLERANCE BDG YTD P EST N L R ACTIVE INACTIVE
L POST AMT PCT GRP LTD P REV EXP c coMM S P STAT DATE DATE

1 Y 9999 999 Y Y N Y Y Y 53 0

Available Balances

The available balance is the amount of the authorized budget that remains
after funds are committed, encumbered and expensed by inventory, pur-
chasing, accounts payable and budgetary control transactions.

* The original appropriation on the NCAS, which is recorded in
account type 78XXXX or 68XXXX, is the certified budget.

* The authorized budget on the NCAS, which is recorded in account
type 73XXXX or 63XXXX, reflects the annual authorized budget for
the accounting distribution.

+ The commitment balance is increased when a purchase requisition
is created. It may be decreased when a requisition is maintained or
converted to a purchase order. The amount is reflected on the Avail-
able Funds File only as a memo balance. (Commitment transactions
are not posted to the NCAS General Ledger.)

* The encumbrance balance is composed of two accounting transac-
tions:

— A purchase order encumbrance on the NCAS, which is
recorded in account type 83XXXX, is increased when a pur-
chase order is created and is reversed or decreased when
an invoice is matched to the purchase order. The amount
may also change if the purchase order is maintained or
revised.

— An accounts payable encumbrance on the NCAS, which is
recorded in account type 03XXXX, is increased when an
invoice is entered, and reversed or decreased when an
invoice is paid. The amount may also change if the invoice
is maintained or revised.
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* The expenditure balance on the NCAS, which is recorded in account NOTES
type 53XXXX, is increased when an invoice is paid. The amount may
also change if the payment is canceled, or the invoice is maintained or
revised.

The system checks the available balance for the accounting distribution
recorded during the transaction. If funds are available, the system allows
the transaction to be processed and updates the Available Funds File with
information about the transaction.

To calculate the available balance for expense accounts, the following for-
mula is applied:

Authorized Budget - (Commitment + Encumbrance + Expenditure) = Available Balance

OR

73XXXX - (Commitment + (83XXXX+ ", 53yxXX) = Available Balance
03XXXX)

Exercise: Calculating the Available Balance

SCENARIO

You want to buy a book for $20.00 and have an authorized budget
amount of $200.00. You requisition the book. This begins the pur-
chasing and invoicing cycle. What is the available balance after it is
requisitioned, purchased, invoiced and paid?

Authorized Budget - (Commitment + Encumbrance + Expenditure) = Available Balance

When the requisition is keyed, the available balance is reduced by
the $20.00 commitment to $180.00

200 - (20.00 + N/A + N/A) =180.00

r— Note: For agencies who do not enter purchase requisitions
the $20.00 is not committed in the AFF.
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The Purchasing department issues a purchase order for the same
requisition for $21.00. (The price difference may be the result of
taxes, freight, or a different unit price.)

200 - (N/A+21.00 + N/A) = 179.00

The available balance is now $179.00. The system automatically
encumbers the $21.00 for the purchase order in the (83XXXX)
accounting distribution.

The book is delivered, and the invoice is received for $22.00. The
price differential is due to freight charges. The invoice is entered
into the system by the Accounts Payable department.

200 - (N/A+22.00 + N/A) = 178.00

The available balance decreases by $1.00 to $178.00. The funds
are encumbered in the 03XXXX accounting distribution. The sys-
tem automatically unencumbered the $21.00 from the PO encum-
brance account (83XXXX) and encumbered the $22.00 to the AP
encumbrance account (03XXXX).

Authorized Budget

- (Commitment + Encumbrance + Expenditure) = Available Balance

The final step of the expenditure cycle occurs when the invoice is
paid.

200 - (N/A+N/A +22.00) = 178.00

The system automatically unencumbers the $22.00 in the AP
encumbrance account (03XXXX) and expenses the amount in the
expense account (53XXXX).

The available balance becomes $178.00 and the Available Funds
File is updated to reflect the transaction.

WALKTHROUGH: Inquiry on AFF

Inquire about the available funds for company XX01. Specifically,
you need to check the available funds for the cellular phone account
532814 and cost center 10001000.

SCENARIO

Type .BC in the ACTION field and press to access the Budgetary
control module and the Budgetary Control Menu (001) screen.
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BC BUDGETARY CONTROL MENU 001
NEXT FUNCTION: e 777777 ACTION:
1. INQUIRY

2. DOCUMENT PROCESSING

3. SECURITY

2. Type 1 in the NEXT FUNCTION field and press to access the Bud-
getary Control Inquiry Menu (100) screen.

BC BUDGETARY CONTROL INQUIRY MENU 100

NEXT FUNCTION: e ACTION:

JOURNAL VOUCHER
BUDGET TRANSFER
BUDGET CREATION
ENCUMBRANCE ADJUSTMENT
COMMITMENT ADJUSTMENT
AVAIIABLE FUNDS

POLICY

UNFINISHED DOCUMENTS

W Jo U WN

3. Type 6 in the NEXT FUNCTION field and press to access the Avail-
able Funds Inquiry (161) screen.
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BC

NEXT FUNCTION:

AVAILABLE FUNDS INQUIRY 16l

ACTION:

ENTER ACCOUNTING DISTRIBUTION

COMPANY : o

ACCOUNT :

CENTER: )
DATE FORMAT: MDY

4. Type XX01 in the COMPANY field.

5. Type 532814 in the ACCOUNT field.

6. Type 10001000 in the CENTER field. Press to access the Avail-
able Funds Inquiry (162) screen. Note that the company, account,
and center will default to screen 7162. This screen displays the cur-
rent available balance from the AFF with related balances for allot-
ments, commitments, encumbrances, and expenditures.

BC AVAILABLE FUNDS INQUIRY 162

NEXT FUNCTION: ACTION:

”””” COMP / ACCT / CNTR © ALTERNATE COMP / ACCT / CNTR

7001 532814 10001000 7001 532814 1000XXXX

ACCT DESC: Cellular Phone Services ORIG APPROPRIATION: 0.00

CNTR DESC: ADMINISTRATIVE SERVICES LAST ACTIVITY: 04/09/1995

50,000.00 (AUTH. BUDGET) 200,000.00 (AUTH. BUDGET)

- 0.00 (COMMI TMENT ) - 0.00 (COMMITMENT )

- 0.00 (ENCUMBRANCE ) - 0.00 (ENCUMBRANCE )

- 0.00 (EXPENDITURE ) - 0.00 (EXPENDITURE )

= 50,000.00 (AVAIL BAL) = 200,000.00 (AVAIL BAL)

L OVEREXPEND A E C G

\ TOLERANCE BDG YTD P EST N L R ACTIVE INACTIVE

L POST AMT PCT GRP LTD P REV EXP CcC COMM S P STAT DATE DATE

1Y 0 0 Y Y N Y Y Y 5 2 0

7. View the available balance in the AVAIL BAL field. The current avail-

able balance is displayed for both the distribution being inquired
about and the distribution at the next highest level.
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8. OPTIONAL: View the ORIG APPROPRIATION field which reflects the NOTES
original certified (78XXXX) budget amount for the current available
balance.

Also view the other available funds options on the bottom of the
Available Funds Inquiry (162) screen. These are the processing
options that were selected for each account when building the Avail-
able Funds File. See QRG 2: Available Funds Options to see a
listing of the options and their descriptions.

If you want to view an available balance for another accounting distribu-
tion, simply type the company, account and center numbers over the exist-
ing numbers directly on screen 762.

WALKTHROUGH: Additional Inquiry on AFF

SCENARIO

Inquire on available funds for the postage, freight and delivery
account 532840 and cost center 10002000.

1. Type 532840 over 532814 in the ACCOUNT field.

2. Type 10002000 over 10001000 in the CENTER field. Press to
display the information on the new distribution.

You have inquired on the available funds for your company for several
accounts and centers. This information will be helpful when transferring
funds from one company/account/center to another.

Key Characteristics of the General Ledger

In this section we will discuss characteristics essential to processing data
in the General Ledger and look at some General Ledger policy and inquiry
screens.

Fiscal Periods

North Carolina’s fiscal year begins July 1st and ends June 30th. Thirteen
accounting periods are established in the NCAS General Ledger. Each of
the first eleven periods correspond to a fiscal month. For example, Period
1 represents the month of July while Period 6 represents the month of
December. The twelfth period from June 1 to June 29th is used for cash
basis June accounting. The thirteenth period is used to record accrual and
year-end CAFR transactions. These transactions must have a system
effective date of June 30th. A separate field is used to accumulate life-to-
date balances which are used in grant and capital improvement reports.
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General Ledger inquiry screens allow you to view period-ending balances

NOTES and monthly activity for each period. The system also maintains historical
data online for up to five years and historical information offline for an
unlimited number of years.

General Ledger Policy

All agencies must abide by certain statewide policies mandated by the
Office of the State Controller regarding General Ledger processing. The
maintenance of these policies is handled exclusively by the OSC

These policies include the following:

General company policy defines the number of periods permitted
open for processing posted transactions. In general, only one
accounting period (e.g., one month) is open at any given time. The
system allows authorized personnel to post information to a prior
period by indicating on the batch header or transaction that this is a
prior period adjustment. This will be discussed later in this course.

Closing account distributions are used to close revenues and
expenditures to the appropriate equity account/center. These distri-
butions must be established before end-of-the-year processing. Each
year, the OSC reviews the closing account/centers for each agency.
The OSC has modified the closing program to allow for multiple clos-
ing account/centers by company. A default closing account/center
combination must be defined for each company.

Edit rules define the type and number of characters that are used for
each segment of the accounting key. For example, edit rules can be
established to define the account field as a six-to-eleven character
field.

Reserved numbers are currently used by the system for special pur-
poses and cannot be set up by the user for another purpose. Exam-
ples of reserved numbers include suspense accounts, suspense
centers, summary centers and class/group summary accounts for
each GL company. These special reserved accounts and centers are
used for summary and balancing purposes.

— Suspense accounts and centers are used to post transac-
tions that contain an error due to an invalid account/center
combination. These accounts provide a balanced entry
when portions of the batch are invalid or when portions of
the batch are not balanced. The remainder of the batch can
continue to post to the General Ledger. The entire batch will
then be balanced. The suspense account is 99999999899
and the suspense center is 999999999998.

— Summary centers contain summary balances for an
account. For example, if you wanted to know how much
money your agency has spent on office supplies, you could
search online by using a summary center such as XX01
533110 999999999999.

Office of the State Controller

36 NCAS Training.21 - January 14, 2009



GA: SM01 Introduction to the NCAS Financial Modules
Agency System Management

— Summary accounts are used to obtain online summary
information and facilitate reporting. Summary accounts are NOTES
defined in the NCAS as 99999999999, with account posi-
tions 17 and 18 containing the processing class and the first
position of the statewide object. Summary accounts must be
used with summary centers.

» Fiscal calendars are established each year before the new fiscal
year is opened. These are used to define the beginning and ending
dates for each period. Fiscal calendars are established by the OSC
after the prior fiscal year is closed.

As mentioned previously, General Ledger policies have already been
defined for each agency by the Office of the State Controller. The following
section discusses how to inquire on this policy.

GL Policy and Accounting Distribution
Inquiries

Policies can be viewed online by accessing the inquiry screens in the Gen-
eral Ledger module. The following three inquiry screens are used to view
GL policy information:

* The GL Company Policy Information (010) screen displays policy
information and processing options for a General Ledger company.

* The GL Account Information (012) screen displays account descrip-
tions and processing options for General Ledger accounts.

* The GL Center Information (014) screen displays company/account/
center descriptions and processing options for accounting distribution
combinations.

* The Description List (292) screen displays center and class/group
descriptions. Descriptions can be general or they can be specifically
tied to a fund, budget code, or cost center. Descriptions are used for
inquiring and reporting purposes.

The following two screens are used to view balances for individual
accounting distributions:

* The GL Period Ending Balances and Activity (016) screen displays
company/account/center period ending balances and activity informa-
tion for valid accounting distribution combinations. This screen allows
you to view the period ending balances and the life-to-date balance for
all accounting distributions including accrual balances. (For reporting,
the accrual balance will not be included.)

* The GL Current Vs. Prior Year Ending Balances (030) screen displays
the company/account/center period ending balances and variances by
period for the current and prior fiscal years.
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The following walkthrough demonstrates how to use the General Ledger

NOTES inquiry screens.
WALKTHROUGH: GL Inquiry

SCENARIO

Inquire on the following for company XX01, account 532840, and
Center 10002000:

* General Ledger company policy
*  Account information

*  Center information

» Period ending balances

*  Current vs. prior year balances
»  Description List

1. Type .GL in the ACTION field and press to access the General
Ledger Module and the Online Processing (001).

GL ONLINE PROCESSING 001
NEXT FUNCTION: ACTION:
° <=== ENTER SELECTION
* * * * * * * * * * * * * * *

(1) ACCOUNTING INQUIRY
(2) ACCOUNTING ENTRY

(3) MANAGEMENT INQUIRY
(4) ONLINE UPDATE

(5) SECURITY MAINTENANCE

2. Type 1 in the ENTER SELECTION field and press to access the
Accounting Inquiry (004) menu screen.
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GL ACCOUNTING INQUIRY

NEXT FUNCTION: ACTION:

NOTES

COMPANY POLICY INFORMATION
ACCOUNT INFORMATION

CNTR INFORMATION

PERIOD ENDING BALANCE/ACTIVITY
PERIOD AGGREGATE/AVERAGE

DAILY ACTIVITY

PLANNED ACTIVITY/AVERAGES

COST ALLOCCATION ACTUAL

COST ALLCCATION PLAN

ACTUAL VS. PLANNED ACTIVITY
ACTUAL VS. PLANNED AVERAGES
CURRENT VS. PRIOR YEAR
PLANNED VS. PIANNED ACTIVITY/AVERAGES
) POSTED ENTRY QUERY

FOR SELECTIONS 1 THROUGH 13 ENTER

ENTER SELECTION

WNEFEOWOWJOo U B WN

o e e

(
(
(
(
(
(
(
(
(
(
(
(
(
(

=
o~

COMPANY: )
VERSION(S):

ACCOUNT /ACN:

CLASS: _

__ CNTR/RECIPIENT:
YEAR:

ACTIVITY SEGMENT: _

Inquire on the company policy information

3. Type 1 in the ENTER SELECTION field.

4, Type XX01 in the COMPANY field.

5. Press to access the Company Policy Information (010) screen.
GL COMPANY POLICY INFORMATION 010

NEXT FUNCTION: °7 ACTION: _

COMPANY: XX01 GENERAL LEDGER COMPANY XXO01

CURRENT FISCAL PERIOD: 12 JUNE - OPTIONS -
CURRENT FISCAL YEAR: 1995
LAST POSTING DATE: 06/01/1995 SEQUENTIAL PROCESS: 0
ONLINE POSTING DATE: 06/01/1995 AGGREGATES: 0
DAYS LATE ALERT: 30
YEARS OF HISTORY RETAINED: 06 NUMBER PERIODS OPEN: 03
DAILY ACTIVITY SEGMENTS: 0 NUMBER ALLOWED OPEN: 03
PREVIOUS YEAR OPEN: 0
- YEAR END CLOSE - ONLINE UPDATE: Y
ACCOUNT: 390000 ONLINE ALERT: Y
CNTR: 9998 ONLINE SUMMARY: Y

6.

View the company policy information on the screen. For more

detailed descriptions of the fields on the screen, use the NCAS

Online Help or see QRG 3: Policy Fields.
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Inquire on the account information

7. Type 012 in the NEXT FUNCTION field and press to access the
Account Information (012) screen.

The screen defaults the company number and the following message is
displayed: GMP11 INVALID KEY - RECORD NOT FOUND. You must
now enter the account number.

8. Type 532840 in the ACCOUNT field.

9. Press to access the account information.

GL ACCOUNT INFORMATION 012

NEXT FUNCTION: 077

ACTION:

COMPANY: XXO01

ACCOUNT: 532840
CLASS: 5
GROUP: 2

NON-FINANCIAL CODE: F
NORMAL SIGN CODE: 0
OVER/SHORT CODE: 0
PROJ METH OVERRIDE: 0

AUTHORIZED CASH AMOUNT:
PERCENT CHANGE LIMIT:

LOWER AMOUNT LIMIT:
UPPER AMOUNT LIMIT:

GENERAL LEDGER COMPANY XXO01

Postage, Freight & Deliv
TOTAL EXPENDITURES/EXPENSES
TOTAL PURCHASED SERVICES

USER CONTROL ACCOUNT: 3250
REQUIRED ENTRY CODE: O

RECONCILE CODE: 0
0.00
0.00
-BALANCE- - TRANSACTION -
0.00 0.00
0.00 0.00

10.  View the account information descriptions and the account bal-
ances for the account displayed. Also view the CLASS and GROUP

fields.
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The cLAss field tells the system how to process the account type for
end-of-the-year processing. The following are the account types used
and their corresponding processing classes:

TYPES PROCESSING CLASSES
1 Assets 1
2 Liabilities 2
3 Fund Equity and Other Credits 3
4 Revenues 4
5 Expenditures 5
6 Budget (Revenues) 6
7 Budget (Expenditures) 7
8 Purchase Order Encumbrances 2
9 Reserved for Suspense Accounts 3
0 Accounts Payable Encumbrances 2

The GROUP field describes the statewide objects that are valid for each
account type. The following are the groups for an expenditure account:

1XXX Personal Services

2XXX Purchased Services

3XXX Supplies

4XXX Property, Plant and Equipment
5XXX Other Expenses and Adjustments
B6XXX Aid and Public Assistance

TXXX Reserves

8XXX Intragovernmental Transactions
9XXX Budgetary Accounts

For a complete listing of all Statewide Objects, see the Chart of
Accounts section of this manual (page COA-12).

For more detailed descriptions of the fields on the screen, use the NCAS
Online Help or see QRG 4: Account Fields.

Inquire on the center information

11.  Type 014 in the NEXT FUNCTION field and press to access the
Cntr Information (014) screen.

The screen defaults the company number and account number and the fol-
lowing message is displayed: GMP11 INVALID KEY - RECORD NOT
FOUND. You must now enter the center number.

12.  Type 10002000 in the CNTR field.

13. Press to access the center information.
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GL CNTR INFORMATION

NEXT FUNCTION: @77 ACTION:

014

COMPANY: XXO01
ACCOUNT: 532840

CNTR: 10002000 @

STATUS: 0
ACTIVE DATE: 00/00/0000
INACTIVE DATE: 99/99/9999

GENERAL LEDGER COMPANY XXO01
Postage, Freight & Deliv

ADMIN-MIS SERVICES
OVER/SHORT CODE: 0

PER-TO-DATE DAYS SHORT: 00
PER-TO-DATE DAYS OVER: 00

RECONCILE CODE: 0 REQUIRED ENTRY: 0

PREV POST END BALANCE: 0.00 LAST ACTIVITY DATE: 06/01/1995

PREV YEAR END BALANCE: 0.00

AUTHORIZED CASH AMOUNT: 0.00 PERCENT CHANGE LIMIT: 0.00
- BALANCE - - TRANSCTION -

LOWER AMOUNT LIMIT: 0.00 0.00

UPPER AMOUNT LIMIT: 0.00 0.00

REPORT LEVELS: 1: 2:

14.  View the center information descriptions and the account balances
for the accounting distribution. Note the reporting levels for the
accounting distribution. Also view the STATUS, ACTIVE DATE, and

INACTIVE DATE fields.

an inactive date on screen 287.

fiscal year is closed.

The Cnir Information (014) screen is used to display status, active, and
inactive date fields. The Add or Change an Account/Cntr (287) screen
is used to change the inactive date and status fields.

» Accounting distributions that are no longer valid should be inacti-
vated. This prevents the posting of any future transactions. To
inactivate an accounting distribution, enter either a status of 1 or

» If there are no period ending balances on the system and the sta-
tus is 1 (inactive), it will be deleted from the master file when the

» If you have an accounting distribution that you do not want to use
after a certain date, enter the date that the distribution will become
inactive in the INACTIVE DATE field on screen 287.

For more detailed descriptions of the fields on the screen, use the NCAS

Online Help or see QRG 5: Center Fields.
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Inquire on the period ending balances and activity information NOTES

15.  Type 016 in the NEXT FUNCTION field and press to access the
Period Ending Balances and Activity for Year 1995 (016) screen.

vy For this activity, the screen defaults the company number,
account number, center number and the ending balances
and period activity for the current year. If you want to access
screen 016 from the main menu, you must enter/change the
data in the COMPANY, ACCOUNT, CNTR and YEAR fields.

GL PERIOD ENDING BALANCES AND ACTIVITY FOR YEAR 1995 016
NEXT FUNCTION: __ ACTION: __

COMPANY: XX01 GENERAL LEDGER COMPANY XX01
ACCOUNT: 532840 Postage, Freight & Deliv
CNTR: 10002000 ADMIN-MIS SERVICES
LTD BALANCE: 10,000.00

- ENDING BALANCE - - PERIOD ACTIVITY -
PERIOD 1: 0.00 0.00
PERIOD 2: 0.00 0.00
PERIOD 3: 0.00 0.00
PERIOD 4: 0.00 0.00
PERIOD 5: 0.00 0.00
PERIOD 6: 0.00 0.00
PERIOD 7: 0.00 0.00
PERIOD 8: 0.00 0.00
PERIOD 9: 0.00 0.00
PERIOD 10: 0.00 0.00
PERIOD 11: 10,000.00 10,000.00
PERIOD 12: 10,000.00 0.00
PERIOD 13: 0.00 0.00

16.  View the ending balances and activity for the 13 periods of the
accounting distribution. Note the life-to-date balance in the LTD BAL-
ANCE field for the distribution, which includes accruals from Period
13. Also note the fiscal year in the title bar.

To view another accounting distribution’s ending balances and activity,
type over the existing company/account/center fields with a new distri-
bution. To look at a different fiscal year, change the year in the title
bar.

In addition to viewing a detailed accounting distribution, summarized data
can be accessed by entering summary center combinations.

17. Type 999999999999 over the 10002000 center number in the CNTR
field and press to view the summary Postage, Freight & Delivery
account for the general fund company.
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GL PERIOD ENDING BALANCES AND ACTIVITY FOR YEAR 1995 016
NEXT FUNCTION: @77 ACTION: _

COMPANY: 7501 GENERAL LEDGER COMPANY 7501
ACCOUNT: 532840 Postage, Freight & Deliv
CNTR: @ 999999999999 SUMMARY CENTER
LTD BALANCE: 10,000.00

- ENDING BALANCE - - PERIOD ACTIVITY -
PERIOD 1: 0.00 0.00
PERIOD 2: 0.00 0.00
PERIOD 3: 0.00 0.00
PERIOD 4: 0.00 0.00
PERIOD 5: 0.00 0.00
PERIOD 6: 0.00 0.00
PERIOD 7: 0.00 0.00
PERIOD 8: 0.00 0.00
PERIOD 9: 0.00 0.00
PERIOD 10: 0.00 0.00
PERIOD 11: 10,000.00 10,000.00
PERIOD 12: 10,000.00 0.00
PERIOD 13: 0.00 0.00

18.  View the ending balances and activity for the accounting distribu-
tion.

Inquire on the current vs. prior year information

19.  Type 030 in the NEXT FUNCTION field and press to access the
Current Vs. Prior Year Ending Balances (030) screen.

20. Type 10002000 over 999999999999 in the CNTR field and press
Enter.
= For this activity, the screen defaults the company number,

account number, center number, current year balance, pre-
vious year balance, variance amount, and variance percent.
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GL CURRENT VS PRIOR YEAR ENDING BALANCES 030
NEXT FUNCTION: @777 ACTION:

COMPANY: XX01 GENERAL LEDGER COMPANY 7501

ACCOUNT: 532840 Postage, Freight & Deliv

CNTR: @ 10002000 ADMIN-MIS SERVICES

CURRENT YEAR PREVIOUS YEAR - - -VARIANCE - - -

PERIOD BALANCE BAIANCE AMOUNT PERCENT

1: 0.00 100,000.00 100,000.00 100.00

2: 0.00 100,030.00 100,030.00 100.00

3: 0.00 100,023.00 100,023.00 100.00

4: 0.00 100,043.00 100,043.00 100.00

5: 0.00 5,020.50 5,020.50 100.00

6: 0.00 3,010.64 3,010.64 100.00

7: 0.00 540,420.00 540,420.00 100.00

8: 0.00 220,200.04 220,200.04 100.00

9: 0.00 140,020.03 140,020.03 100.00
10: 0.00 140,020.03 140,020.03 100.00
11: 10,000.00 140,020.03 130,020.03 92.86
12: 10,000.00 150,020.03 140,020.03 93.33
13: 0.00 40.66 40.66 100.00

21.  View the current year balances and the previous year balances for
each period of the accounting distribution. Also view the variance
amounts.

To view another accounting distribution’s year-end balances, you can
type over the existing company/account/center fields with a new
accounting distribution.

Inquire on the center information

22.  Type 292 in the NEXT FUNCTION field and press to access the
Description List (292) screen.

GL DESCRIPTION LIST 292

NEXT FUNCTION: ACTION:

PLEASE ENTER SELECTION INFORMATION

DESCRIPTIONS

COMPANY : @77 MISCELLANEOUS: @

CLASS/GROUP:
BUDGET VERS:

23.  Type XX01 in the COMPANY field.
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24.  Type any character in the MISCELLANEOUS field.

25.  Press to access your description list.

GL DESCRIPTION LIST 292

NEXT FUNCTION: ACTION:

DESCRIPTIONS
COMPANY: XXO01 MISCELLANEOUS : X
CLASS/GROUP:
BUDGET VERS:

DESCRIPTION ID DT DESCRIPTION

GENERAL LEDGER COMPANY XX01

: A1000 E ADMINISTRATION DIVISION

_ A1005 E FINANCIAL DIVISION

_ A2000 E MIS DIVISION

_ A3000 E CASH MANAGEMENT DIVISION

_ A3100 E SPECIAL PROJECT II

_ 00000B E RESERVED FOR SUSPENSE

_ 1000 C ADMINISTRATION

_ 1000F E GENERAL FUND CONTROL FUND
10001000 C ADMINISTRATIVE SERVICES

26. View the description IDs and descriptions for your company.

The Description List (292) screen is used to view company, center,
center element, budget fund, budget code, and FRU descriptions. To
inquire on a specific description or to begin a review of all descriptions
listed subsequent to a specific description, simply key the search crite-
ria into the seventh position of the DESCRIPTION ID field. The selection
criteria do not have to be valid description IDs. After keying in the
selection criteria, press and the first occurrence of the requested
value will be listed. Remember that the NCAS sorts first by alpha and
then by numeric characters. The same method can be used to page
backward. For more information on maneuvering in GL screen 292,
refer to QRG 6: Miscellaneous Descriptions.

Accounting Rules

The Financial Controller determines how financial transactions are posted
to the General Ledger using established accounting rules. Based on the
type of entry a user processes, the NCAS attaches the appropriate
accounting rule to the transaction. When the transaction reaches the
Financial Controller, the accounting rule is used to generate the appropri-
ate entries that are passed to the General Ledger.
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These rules are established and maintained by the Office of the State Con-
troller. The rules specify whether transactions entered are:

Passed to the GL as originally entered

Passed to the GL with a different accounting distribution than origi-
nally entered

Used to generate offsetting transactions
Used to generate additional sets of two-sided transactions
Used to send combinations of the preceding transactions to the GL

Accounting rules provide two major benefits:

They allow users to enter 5XXXXX or 4XXXXX accounts. The sys-
tem, via the accounting rules, changes these account types to the
appropriate 8XXXXX, OXXXXX, 7XXXXX or 6XXXXX accounts.

They generate the appropriate offsetting entries automatically. This
significantly reduces the number of entries an agency’s accounting
staff must enter.

Accounting rules exist for all the NCAS modules and are used for all trans-
actions. If a document requires a specific type of transaction, an account-
ing rule is established. For example, documents originating in the PS and
AP modules use special accounting rules to correctly process transactions
sent to the General Ledger. If a specific rule has not been established for
a company, a default company 9999/specific source system rule is used.

The BC module is the only NCAS module in which accounting rules
can be applied, changed, or added. In all other modules, the account-
ing rules default.

For a list of general accounting rules, see the online NCAS System Infor-
mation Guide (SIG) under Documentation then NCAS Uniform System
Codes section.
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The following example shows how accounting rules are used to generate
a transaction.

EXERCISE: Purchase Order

SCENARIO

A purchase order for $1500.00 is entered in the Purchasing module.
The original transaction is passed to Financial Controller. There is a
debit to the office supplies expense account 533110.

PURCHASE ORDER DOCUMENT

DR/CR

COMPANY ACCOUNT CENTER AMOUNT ACCT RULE

DR

XX01 533110 10001000 1,500.00 PS/02

The accounting rule PS/02 (Purchasing 02) is used to change the incom-
ing transaction in order to post the purchasing encumbrance correctly.
This rule changes the 5XXXXX account to a 8XXXXX account number
and generates the offsetting reserve for an encumbrance (830000) trans-
action. Accounting rule PS/02 processes the two new transactions, rather
than the original transaction.

RESULTING FINANCIAL CONTROLLER GENERATED TRANSACTIONS

DR/CR

COMPANY ACCOUNT CENTER AMOUNT ORIG TRXN

DR

XX01 833110 10001000 1,500.00 Generated

CR

XX01 830000 1000 1,500.00 Generated

The Financial Controller creates two posting transactions that are sent to
GL for posting: a debit of $1500.00 to office supplies encumbrance
account 833110 and a credit of $1500.00 to reserve for encumbrance
account 830000.

Accounting Rule Report

A report that lists all accounting rules has been written in Information
Expert (IE) called C-U-FC-ACCT-RULE-LIST and can be accessed
through the FCPUBLIC Library. This report lists the contents of the Finan-
cial Controller Accounting Rule Master File. To list individual company
accounting rules, run the IE report C-U-FC-ACCT-RULE-LIST in
FCPUBLIC. Each rule is described on a separate page. Also see the SIG
for a listing of the most commonly used rules.

You can view online the established accounting rules used by the NCAS
on the Financial Controller Accounting Rule (220) screen.
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The following walkthrough describes the Accounting Rule Master File
report. NOTES

WALKTHROUGH: Accounting Rules

SCENARIO

You printed the Accounting Rule Master File report and are inquiring
on the Purchasing 02 accounting rule. Use the following page of the
report to view the accounting rule.

FINANCIAL CONTROLLER PAGE 186
ARFLIST ACCOUNTING RULE LISTING RUN DATE: 05/11/1995

COMPANY: 9999  SOURCE SYSTEM: PS ACCOUNTING RULE CODE: 02

@ KEEP INPUT TRANSACTION: NO RULE DESCRIPTION: PS RESERVED RULE — ENCUMBRANCE
® Y:XoT0T0] V] Ny J———— 3 S SUMMARIZE ~ =-emenmemeeee-
COMP CENTER
eRVRS REPLC @ INTERFUND REPLACE

DR/CR CHARS REPLACE CHARACTERS FROM/TO CHARACTERS BASIS FOR SUMMARY ENTRY DESCRIPTION

SEQ: 1 NO 8 0 0 COMPANY/ACCOUNT/CENTER
LAST UPDATE - OPERATOR ID: 000001 TERMINAL ID: AABL DATE: 12/05/1989
SEQ: 2 YES 830000@@@ 0 0 @@@@@@@@ COMPANY/ACCOUNT/CENTER

LAST UPDATE - OPERATOR ID: 001814 TERMINAL ID: AT29  DATE: 09/25/1992

View the following fields on the FC Accounting Rule Listing report:

1.

The KEEP INPUT TRANSACTION field indicates whether the original
transaction should be kept or discarded after it has generated the
appropriate entry.

The seQ field displays the order in which accounting rules are pro-
cessed. An accounting rule can be comprised of several accounting
rules.

The COMP/ACCOUNT/CENTER REPLACE CHARACTERS fields are used to
specify what happens to the original entry. For example:

a. The original transaction account can be changed by one digit
(e.g., BXXXXX to 8XXXXX).

b.  The original transaction account number can be changed
entirely (e.g., 533110 to 533640).

c. Some of the characters of the accounting distribution can be
deleted (e.g., 10001000 to 1000).
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4. The BASIS FOR SUMMARY field instructs Financial Controller when
NOTES and how to summarize a transaction.
5. The RVRS DR/CR field indicates whether the generated transaction
carries the same or opposite debit/credit code as the original trans-
action.

For more information on the accounting rule fields, see QRG 7: Account-
ing Rule Fields.

SUMMARY

You have now used the NCAS to inquire on the following information:
+  Company policy

*  Account information

+ Center information

*  Period ending balances

* Accounting rules
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Inquiring on the System

Inquiring on the System

Chart of
Accounts
Overview

Maintaining
the Chart of
Accounts

Intro t_o the_ Inquiring on
NCAS Financial the System
Modules

Inquiry Overview

The NCAS has multiple inquiry screens that allow you to view account
transactions and balances. There are two types of inquiry screens:

» Screens that provide the current balance of an account/center combi-
nation. This includes the screens that were discussed earlier in this

course.

»  Screens that help you “drill down” on a balance to identify all the finan-
cial entries that make up the balance.

In this section, we will discuss and practice using both types of inquiry

screens.

Posted Entry Inquiries

The system allows you to inquire on posted transactions and to trace them
to the originating source system. This process, known as audit and trace-
back, is an excellent auditing and researching tool. An agency'’s fiscal
department uses the following screens to research and correct errors:

220:

The Posted Entry Query (220) screen prompts the user to
supply information to inquire about a posted transaction.
There are two ways to display a posted entry from screen

By selecting Short Entry, an abbreviated form
of the General Ledger transaction is displayed.
By selecting Full Entry, the full contents of
selected General Ledger transactions are dis-

played.

I~ The Short Entry Display is the default if no selection is

made.
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The Posted Entry Query (222) screen displays posted
information based on the selection criteria on screen 220.
This screen also allows you to access two inquiry screens
in the Financial Controller module:

* The Financial Controller Summary Detail Listing (131)
screen displays either summary GL transactions or
detailed GL transactions.

* The Financial Controller Audit Inquiry (130) screen
displays data that identifies the document or event
that occurred in the source module and that resulted
in the transaction.

The Posted Entry Query (224) screen displays detailed
information for posted General Ledger transactions when
the DISPLAY FULL field is entered on screen 222. It is useful
in determining when system generated balancing entries
were created and posted to suspense.

The following walkthroughs explain how to use the Posted Entry Query
screens, as well as the Financial Controller Audit screens. These screens
are helpful in tracing transactions back to their originating source systems.

WALKTHROUGH: Posted Entry Inquiries

SCENARIO

It has come to your attention that your recent postage costs are unusu-
ally high in account 532840 and center 10002000. You need to deter-
mine how the costs were incurred.

1. Type .GL in the ACTION field and press to access the Online
Processing (001) menu screen.
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GL ONLINE PROCESSING 001
NEXT FUNCTION: 9 ACTION:
1 <=== ENTER SELECTION
(1) ACCOUNTING INQUIRY
(2) ACCOUNTING ENTRY
(3) MANAGEMENT INQUIRY
(4) ONLINE UPDATE
(5) SECURITY MAINTENANCE
2. Type 016 in the NEXT FUNCTION field and press [Enter] to access the
Period Ending Balances and Activity (016) screen.
GL PERIOD ENDING BALANCES AND ACTIVITY FOR YEAR e_ 016
GMP11 INVALID KEY - RECORD NOT FOUND
NEXT FUNCTION: 16 ACTION:

PERIOD
PERIOD
PERIOD
PERIOD
PERIOD
PERIOD
PERIOD
PERIOD

COMPANY : 07

ACCOUNT:

CNTR:

LTD BALANCE:
- ENDING BALANCE - - PERIOD ACTIVITY -
1:
2:
3:
4:
5:
6:
7
8:
PERIOD 9:
PERIOD 10:
PERIOD 11:
PERIOD 12:
PERIOD 13:

Type 1995 after the word “YEAR” in the title bar.
Type XX01 in the COMPANY field.

Type 532840 in the ACCOUNT field.

Type 10002000 in the CNTR field and press to access the Period

Ending Balances and Activity for Year 1995 (016) screen.
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