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Agenda 
 

• Financial Reporting Division 
• Standard Reports 
• Financial Reports 
• Inquiry 
• How to use reports with Excel 

 
 
 



Financial Reporting Division 
• Denise 

– Improvement Districts 
• Budget process 
• Supplemental 
• Adjustment & reconciliation 
• Quarterly reports 

 
 

 

– Bank accounts 
• Reconcile 

• YCEBT, Flex, SSA Mexico & revolving 

– Audit schedules 
• Capital & operating leases 



Financial Reporting Division 
• Elsa 

– Health & Jail Districts 
• Adjustment & reconciliation 
• Monthly & quarterly reports 

 
 
– Jail Comprehensive Annual Financial Report 

• Statistical section 



Financial Reporting Division 
Debra 
• Financial reports 

– CAFR (Statistical) 
– PAFR 
– Budget to actual 

• Monthly 
• Annually 

– Indirect cost plan 
• Coordinate 
• Adjustments 

• Audit schedules 

• Adjustment & reconciliation  
– Capital projects 
– Life cycle management 
– Trust Accounts 

• Bonds 
• YCIPTA 

• Long term liabilities 
– Bonds 

• Compliance 
• Debt Service 
 



Reports 
http://www.yumacountyaz.gov/index.aspx?page=320 

9 Years 
 

9 Years 
 

9 Years 
 



STANDARD REPORTS 
Oracle R12 



Reports Defined 
• General ledger report 

– Reports beginning & ending balances 
– Shows all journal entry lines  

• Limited  
• Snapshot 
  
 

 





Reports Defined 
• Unposted journal report 

– Reports unposted journals 
– Shows all accounts within the journal 

• Outstanding 

 





Reports Defined 
• Detail trial balance report 

– Reports beginning, period activity and 
ending balances 

– All accounts based on parameters selected 
• Fund, function, department or future  
• Fund balance 
  
 

 





Reports Defined 
• Account analysis report 

– Detail 
– Balance to Budget performance report 

 





FINANCIAL REPORTS 
Oracle R12 



Reports Defined 
• Budget performance report 

– YTD  
• Budget, encumbrance, expenditures, funds 

available 
 

 





Reports Defined 
• Monthly actuals report 

– 12 months 
• Actuals only 

 





Reports Defined 
• Chart of accounts report 

– YTD  
• Expenditures 

 





INQUIRY 
Oracle R12 



Inquiry 
• Funds available inquiry 

– Budget Performance report 
– Faster 

• Note: Negative Encumbrances should be 
brought to the attention of Financial Reporting 



Use ‘T’ to get totals: 
-Personnel (object 40001) 
-Supplies (object 41000) 
-Capital (object 45000) 



Inquiry 
• Account inquiry 

– Drill down 
• Payables- invoices 
• Receivables- treasurer receipts 

 







HOW TO USE WITH EXCEL 
Oracle R12- Reports 



Examples 

-Named Ranges 
-V-lookups 

 

Budget to Actual 



Examples 

-Named Ranges 
-V-lookups 

-Filter 
 

Detail Trial Balance 



How to use reports with Excel 

• Exporting from Oracle 
• Saving reports to Excel 
• Text to columns 
• Filtering 
• Subtotals 
• Naming a range of cells 
• Creating V-lookups 



Exporting from Oracle 

In the General ledger select Funds Available Inquiry, enter the period you 
would like and then enter your flex fields for fund, function and object code. 



Exporting from Oracle 
Once your inquiry has 
returned results, you can 
export your file. On the 
home tab select file then 
export. 

Click on your choice, 
continue to end if you 

want everything. 



Exporting from Oracle 
Saving your export 

 

Open file, name and save it to an Excel workbook. 
 



Saving reports to Excel 
1. Run report 
2. View output 
3. Tools 
4. Copy file 
5. CTRL + A 

to select all 
data 

6. CTRL + C 
to copy all 
data 

7. Open Excel 
8. CTRL + V 

to paste 
9. Save as 

workbook 
(CTRL + S) 
 
 



Text to columns 



Text to columns 



Text to columns 



Text to columns 



Text to columns 



Filtering 



Subtotals 



Naming a range of cells 
• Select range of cells to be named 
• Click in name box on function bar 

– Name must start with alpha letter 
 



V-Lookup 
• Need to set up a workbook 
• Example: 

– Quarterly report 
• Utilizing Funds Available Inquiry 



V-Lookup 
Setting up a workbook 

You can have multiple tabs w/ in workbook as shown. 



V-Lookup 

Run Funds 
Available 
Inquiry. 

Export and 
save to your 
workbook 
under the 

appropriate 
tab. 

Make 
changes as 

required, i.e. 
labels, text to 

columns, 
misc. 

formatting. 

Highlight 
columns. 

Name your 
range of cells. 



V-Lookup 
• Open the report tab where  you will create a VLOOKUP field.  (as an 

example, we want to bring in the 2nd quarter numbers from our funds 
inquiry export, which has been formatted and saved under tab called 
2nd quarter. You should have named your selections on your sheet that 
you want the information to pull from.  

• Using the F(x) Function on your formula bar, choose VLOOKUP and 
select okay.  

 



V-Lookup 
Lookup_value: What you want the v-lookup to look for, for instance an 

object code 
Table_array: Input the name you gave your range of cells 
Col_index_num: Which column number within you named range you want it 

to look at 
Range_lookup: FALSE (exact match) 
  



V-Lookup 
Final Report with V-Lookup 

Once you have completed 
your first VLOOKUP formula, 
you can copy and paste or 
drag the formula down to the 
end of your sheet.  You would 
repeat the complete formula 
for each item you would like to 
bring over from your export. 
Example, we brought over 
actual line items for 2nd 
quarter. You would repeat the 
same steps for 
Encumbrances. 
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