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Financial Services

Mission: To provide all our customers with professional, courteous, and reliable services that
are timely, accurate, and valuable. To improve the efficiency and effectiveness of the agency and
its related functions in furnishing support, training, and financial information pertinent to
determining the financial position of the County that is interesting, relevant, and user friendly.

Divisions

Accounts Payable: Responsible for providing accurate, secure, and timely payment for goods,
services, employee reimbursements, petty cash reimbursements and travel claims presented by
County departments. Other activities include 1099 reporting, reconciliation of credit lines,
processing procurement card and credit card claims.

Compliance: Responsible for oversight of the procurement process and works with all divisions
in coordinating activities both internally and externally. Provide customer support on proper
purchasing policies and procedures. Convert requisitions into Purchase Orders and submit to
Accounts Payable for payment processing.

Financial Reporting: Along with management, responsible for providing accurate and timely
financial reports, to include the Comprehensive Annual Financial Report (CAFR), the Jail
District Comprehensive Annual Financial Report (JCAFR), the Citizen’s Annual Financial
Report (PAFR), Improvement District Supplemental and Budget, and Budget-to-Actual Reports.
Further, the division is tasked with reconciling CIP projects (to include retainage), Improvement
Districts, Health District and Jail District accounts to the General Ledger. Reconcile bank
accounts for the Employee Benefit Trust, Flexible Spending Accounts, Revolving account and
the bank accounts of the Yuma County Intergovernmental Public Transportation Authority. The
division is responsible for compliance with all federal regulations regarding bond issuances, to
include post issuance bond compliance, maintenance of the trust accounts and expense tracking
for bond backed capital projects.

General Ledger: Dedicated to maintaining the integrity of the County’s General Ledger System.
Responsible for proper transaction accounting classification, creation and posting of regular and
correcting journal entries, labor distribution adjustments, treasurer receipt review and posting,
preparation and submittal to the Board of Supervisors listing of warrants processed and accounts
for all approved Interfund transfers. General Ledger is also responsible for maintaining inventory
records of all capital assets, depreciation schedules and ensuring accurate recording of all capital
assets. The division is also responsible for audit of all County received grants, ensuring
compliance with all state and federal guidelines, preparing schedules for the CAFR and
preparing the Single Audit and Annual Expenditure Limitation Reports.

Payroll: Responsible for accurately paying all County employees on a biweekly basis as well as
issuing W-2’s every January. Complete required federal and state quarterly and annual reporting
as well as transmitting payrolls tax and retirement to the appropriate agencies. Reconcile benefits
invoices against employee deductions. Audit new hire, termination and payroll liabilities-
creating reports for departments and employees upon request.
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Oracle R12 Financial Reporting
Reports & Inquiry Procedures

Financial reports

~ Budget performance report
- Monthly actual report
~  Chart of accounts report

Standard reports
~ Detail trial balance report

Standard reports/Accounts Payable Module
- Account analysis report

Inquiry

~ Funds available inquiry
~Account inquiry

Printing and Saving Reports
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FINANCIAL REPORTS
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Title:

Creating a Budget Performance Report in Yuma GL Inquiry

Description:

This procedure is used to run a Budget Performance Report from the Request function for
Financial Reports.

Oracle Responsibility:
e Yuma GL Inquiry.

Menu Path
REPORTS > REQUEST > FINANCIAL > INDIVIDUAL REPORTS
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Window Name:
Run Individual Reports

'G Fun Individual Repr

Required Parameters

Report i Currency Request I[ ]
Budget Perfformance Heport Eeeih iy |- [12/31°2012 uspD

4]

Row Set |Budget Performance Report

"RDW Set and Column Set

Define Ad Hoc Report

The Run Individual Reports window is displayed. The only required fields on the REQUIRED
PARAMETERS tab are the REPORT and PERIOD fields.

Field Name Description/Action
1. REPORT Select report from the List of VValues.
2. PERIOD The latest open period will default but may be changed.
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Window Name:

Run Individual Reports

The OPTIONAL COMPONENTS tab allows the user to select the accounting flexfield to include
(or any part of it).

Field Name Description/Action

3. SEGMENT OVERRIDE Enter Segment Override value, flexfield.
4. Click SUBMIT.
5. Close the window to return to the Navigator window.

Window Name:

e S @ [ E 5 @ P el e A e T2

6 Refresh Data Find Requests Submit a Mew Reguest

(2 D Budget Performance Re Completed Mormal 1000, 101. FSG-ADHOC-, C, (=
2123944 Posting: Single Ledger Completed Hormal 1. 1000, 101, 105895

2123942 Posting: Single Ledger Completed Hormal 1. 1000, 101, 105393

2123941 Posting: Single Ledger Completed Hormal 1. 1000, 101, 105393

2123936 Posting: Single Ledger Completed Hormal 1, 1000, 101, 105392

2123934 Posting: Single Ledger Completed Hormal 1, 1000, 101, 105391

2123930 Posting: Single Ledger Completed Hormal 1, 1000, 101, 105390

2123928 Posting: Single Ledger Completed Hormal 1. 1000, 101, 105889

2123926 Posting: Single Ledger Completed Horpgnal 1, 1000, 101, 105888

2123922 Posting: Single Ledger Completed HMHor| 1, 1000, 101, 105887 -

Hold Reguest “iew Details v Ciutput
Cancel Feguest Diaghostics “iew Log

To view the status of your request, go to the Requests window by following the menu path
View > Requests > Find. The request just submitted will be listed at the top of the list of
reports.

6. Click on REFRESH DATA to update the status of therequest.

7. Click VIEW OUTPUT.
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Window Name:
Report

The report will display. Use the buttons on the bottom of the report window to navigate through
the report. The scroll bars and the PgUp and PgDn keys on your keyboard may also be used to
navigate through the report. It is recommended to go to the last page of the report and note the
page number before printing to ensure the report is not too large.

Printing the Report:
See page 55

Saving the Report:
See page 55
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Sample Budget Performance Report

Currency: USD

FUND=00100 (GENERAL FUND), DEPARTMENT=1900 (FINANCIAL SERVICES),

INTERFUND=00000

TUMA COUNTY

Budget Performance Report
Current Period: MAR-201&

(W/2), FOIURE1=00000 (N/A),

FUTUREZ=00000 (N/R)

Percentage

YID YTD Funds Full Year of Full Year
OBJECT Budget Expenditures Awailable Budget Budget Left
Charges for Services
34025 PAYROLL GRARNISHMENT FEES —-Z,980 i} -2,485 -485 -2,9B80 16.61
TOTAL —-Z,%80 i} -Z,485 —485 -2,9B80 16.61
Miscellanecus
39080 MISCELLANEQUS REVENUES -39,432 [t} -4, 185 6,753 -39,432 -17.13
TOTAL -35,432 [t} -4, 185 6,753 -39,432 -17.13
Other Income/Expense
55010 TRRNSFERS IN a [} -13 13 Q n/m
56010 TRENMSFERS OUT 0 [t} o] a 0 n/m
TOTAL o [t} -13 13 0 n/m
TOQTAL REVENUE -42,412 [} -48,683 6,271 -42,412 -14.79
Perscnal Services
40110 REGULAR SALRRIES AND WAGES 961,553 i} 675,114 28Z,43% 961,553 £9.37
40170 COST CF LIVING INCREASE 14,908 [} o] 14,508 14,508 100.00
40210 3Q0CIAL SECURITY CONTRIEUTIONS 58,616 [} 39,856 19,760 59,616 33.15
40211 MEDICARE CONTRIEUTIONS 13,943 [t} 9,321 4,622 13,943 33.15
40Z20 ARIZONA STATE RETIREMENT 110,250 [t} 77,800 3Z,390 110,290 £9.37
40230 HERLTH INSURANCE (ER) 128,269 i} B6,569 41,700 126,268 3z.51
40231 EMPLOYEE ASSISTANCE PROGRAM 353 i} 236 117 353 33.28
40233 LIFE INSURANCE (ER) 898 [} 603 295 998 32.54
40241 WORKERS' COMPENSATION INSURZENCE 2,088 [t} 1,480 616 2,098 29.39
40230 OTHER EMPLOYEE EBENEFITS 56,101 [t} 35,016 21,085 56,101 37.58
TOTAL 1,348,027 o 930,095 417,932 1,348,027 31.00
Suppliea and Services
41010 GEWERAL CONSUMAELE SUPFLIES 0 [t} 182 =192 0 n/m
41101 QFFICE SUPPLIES 11,638 [t} 5,136 6,302 11,638 55.87
41111 BOCKS & MANUALS 1,800 i} 360 1,440 1,800 79.98
41260 FUEL, OIL, RND LUBRICANTS a i} 37 -57 0 n/m
41502 SMALL TQOLS LESS THAN $2,000 3,500 [} 77 3,423 3,500 87.79
42130 ACCCUNTING RND AUDITING SERVICES 2,500 [} 1,525 975 2,500 39.00
42140 CONSULTING SERVICES 4,950 [t} 5,370 3,580 8,950 40.00
42211 ELECTRICITY-BUILDINGS 22,042 [t} 10,936 11,106 22,042 50.39
42221 NATURAL GAS 406 i} 415 -3 406 -2.31
42234 WATER-CFFICES 1,957 i} 1,757 200 1,557 10.21
42241 REFUSE DISPOSAL 950 [} 471 478 950 50.45
42310 TELEPHCNE 1,077 [t} B33 244 1,077 22.64
42330 POSTAGE 5,500 [t} 3,340 Z,180 5,500 39.28
42410 TRAVEL EXPENSE3 5,300 i} 4,455 4,845 9,300 5Z.0%9
42871 INSURANCE PREMIUMS 8,227 i} 8,227 a B,227 0.00
43011 DUPLICATING EQUIPMENT REPAIR AND MAINT 4,250 ol 204 3,546 4,250 83.43
43012 MATNTENANCE EQUIPMENT REBAIR AND MATINT 524 [t} o] 524 524 100.00

End of procedure
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Title:
Creating a Budget Performance Report/Monthly Actual Report

Description:

The Monthly Actual Report provides monthly actual revenues and expenditures for one rolling
year.

Oracle Responsibility:
e Yuma GL Inquiry.

Menu Path
REPORTS > REQUEST > FINANCIAL > INDIVIDUAL REPORT
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Window Name:
Run Individual Reports

Required FParameters

Currency Request |1
= (1253172012 usp

Report
Budget Performance Report

[+
—
—
—
—
—

[

Row Set and Calumn Set
r How Set |Budget Performance Report

Define Ad Hoc Report

rnmn

The Run Individual Reports window is displayed. The only required fields on the REQUIRED
PARAMETERS tab are the REPORT and PERIOD fields.

Field Name Description/Action
1. REPORT Select report from the List of VValues.
2. PERIOD The latest open period will default but may be changed.
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Window Name:
Run Individual Reports

v

The OPTIONAL COMPONENTS tab allows the user to select the accounts to include.
Field Name Description/Action

3. SEGMENT OVERRIDE Enter Segment Override value, funding requested.
4. Click DEFINE AD HOC REPORT.

Window Name:
Define Ad Hoc Report

B Y I &G sBa Pl e D [DEgl 28BS 2517

Budget Perfformance Report

udget Perfformance Report

Budget
ADJ BUDGET Entered

ant Periads of Interest

Period Mum

Field Name Description/Action
5. COLUMN SET Use the drop down list to choose report.
6. Click OK.
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Window Name:
Run Individual Reports

Field Name Description/Action

7. REPORT Note Report Name Change.

8. COLUMN SET Note Column Set name has now changed to the Ad
Hoc Column Set you chose above.

9. Click on SUBMIT.

10. Close the window.

Window Name:

Refresh Data Find Reqgquests Submit a Mew Request. ..
2 FSG-ADHOC-162703 (Fin Completed Hormal 1000, 101, FSG-ADHOC-, C, ([=
. 2124023 |Budget Performance Reﬂ[ Completed ||HNormal 1000, 101, FSG-ADHOC-, C,
2123944 ||Posting: Single Ledger Completed ||[Normal 1. 1000, 101, 105895
2123942 ||Posting: Single Ledger Completed ||[Normal 1, 1000, 101, 105894
2123941 |Posting: Single Ledger Completed ||HNormal 1, 1000, 101, 105893
2123936 ||Posting: Single Ledger Completed ||Normal 1. 1000, 101, 105892
2123934 ||Posting: Single Ledger Completed ||[Normal 1. 1000, 101, 105891
2123930 [IPosting: Single Ledger Completed |Mormal 1, 1000, 101, 105890
2123928 |Posting: Single Ledger Completed ||Hormal 1, 1000, 101, 105889
2123926 Posting: Single Ledger Completed 1 1. 1000, 101, 105888 -
Holdd Beguest “Hiew Details. .. iew Output
B Cancel Reguest Diagnostics iew Log.

To view the status of your request, navigate to Requests window by following the menu path
View > Requests > Find. The request just submitted will be listed at the top of the list of reports.

11. Click on REFRESH DATA to update the status of therequest.
12. Click VIEW OUTPUT.
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Window Name:
Report

The report will display. Use the buttons on the bottom of the report window to navigate through
the report. The scroll bars and the PgUp and PgDn keys on your keyboard may also be used to
navigate through the report. It is recommended to navigate to the last page of the report and note
the page number before printing to ensure the report is not too large.

Printing the Report:
See page 55

Saving the Report:
See page 55
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End of procedure

Sample Monthly Actual Report




Title:

Creating a Chart of Accounts Report in Yuma GL Inquiry

Description:
The Chart of Accounts Report is a quick look at your Year-to-Date expenditures.

Oracle Responsibility:
e Yuma GL Inquiry.

Menu Path

REPORTS > REQUEST > FINANCIAL > INDIVIDUAL REPORTS
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Window Name:
Run Individual Reports

e e e I R = N - T = i S
5 Run Individual Repa DT

£

Required Parameters

Period Date Currency Request 1 [ ]

Report

Chart of Accounts-(0) DEC-2012 12312012 |-~ usp

T o T Tt o o T Tt -

Row Set and Column Set
( Row Set |[Chart of Accounts (D) ]

Define Ad Hoc Report

The Run Individual Reports window is displayed. The only required fields on the REQUIRED
PARAMETERS tab are the REPORT and PERIOD fields.

Field Name Description/Action

1. REPORT Select report from the List of VValues.

2. PERIOD The latest open period will default but may be changed.
Window Name:

Run Individual Reports

Rows Order

Segment Owverride
Chart of Accounts (0)

-00100..1900..00000.0000

Report
Chart of Accounts-(0)

—
—
—
—
—
—

E=1 I -

FRow Set and Column Set
r Row Set |[Chart of Accoun ts (O0) Set [Chart of Accounts (0}

Define ~d Hoc Repoart

The OPTIONAL COMPONENTS tab allows the user to select the accounts to include.
Field Name Description/Action

3. SEGMENT OVERRIDE Enter Segment Override value, funding requested.
4. Click SUBMIT.
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Window Name:

Requests

Refresh Data

Find Reguests

Subrmit a Mew Reguest. .

= FSG_ADHOC 162703 (Fin Completed Mormal 1000, 101, FSG-ADHOC, C, (| =
. 2124023 |Budget Perfurmance Reg| Completed ||[Normal 1000, 101, FSG-ADHOC-, C,
2123944 [IPosting: Single Ledger Completed |Mormal 1, 1000, 101, 105895
2123942 |Posting: Single Ledger Completed ||HNormal 1, 1000, 101, 105894
2123941 ||Posting: Single Ledger Completed ||[Normal 1. 1000, 101, 105893
2123936 [IPosting: Single Ledger Completed |Mormal 1, 1000, 101, 105892
2123934 |Posting: Single Ledger Completed ||HNormal 1, 1000, 101, 105891
2123930 ||Posting: Single Ledger Completed ||Mormal 1. 1000, 101, 105890
2123928 ||Posting: Single Ledger Completed ||Normal 1. 1000, 101, 105889
2123926 Posting: Single Ledger Completed 1 1, 1000, 101, 105888 -

Hold Reguest

(62

ancel Beguest

“igwe Details.

Diagnostics

“iew Output

e Log. ..

To view the status of your request, navigate to Requests window by following the menu path
View > Requests > Find. The request just submitted will be listed at the top of the list of

reports.

5. Click on REFRESH DATA to update the status of therequest.

6. Click VIEW OUTPUT.

Window Name:

Report

The report will display. Use the buttons on the bottom of the report window to navigate through
the report. The scroll bars and the PgUp and PgDn keys on your keyboard may also be used to
navigate through the report. It is recommended to navigate to the last page of the report and note
the page number before printing to ensure the report is not too large.
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Printing the Report:
See page 55

Saving the Report:
See page 55
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End of procedure

Sample Chart of Accounts Report
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STANDARD REPORTS
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Title:

Creating a Detail Trial Balance Report in Yuma GL Inquiry

Description:

The Detail Trial Balance Report allows the user to see balances for each account, shows
beginning balance, activity and end balance within parameters.

Oracle Responsibility:
e Yuma GL Inquiry.

Menu Path
REPORTS > REQUEST > STANDARD > SINGLE REQUEST
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Window Name:
Submit a New Request

The Submit a New Request window will open. It is necessary to specify the type of request to be
submitted.

1. Click on the radio button for SINGLE REQUEST.
2. Click on OK.

Window Name:

HMame
Account Analyvsis - (132 CTharn
Account Analvsis - (1280 Chard
Budget - SurmmanrvsDetail
Seneaeral Ledger- (1322 Chard
Seneral Ledoger- (120 Char)
Journals - (132 Char
Journals - Entry
Trial Balance - Budget

=

Upon Completi

The Submit Request window will open.

3. Select the Trial Balance - Detail report from the Name field’s List of VValues.
4. Click OK.
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Window Name:
Parameters

S Parameters

=ESYUMA COUNTY YUMA COUNTY SET OF BOC

GL FURMD

Period

Amount Type

After selecting a request, the Parameters window will display for the selected request.
Parameters are dependent upon the type of request.

Field Name Description/Action

5. PARAMETERS Select a value for each of the parameters. Many of the parameters
will have a List of Values available to select the value.

"*" Note: If a field is yellow, a parameter isrequired.

6. Click OK after all of the parameters have been entered.

Window Name:
Submit Requests

The report is ready to be submitted. l

7. Click SUBMIT.
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Window Name:
Requests

L O S S G Pl s meE S22 2 51 2

: BRefresh Data Find Requests Submit a Mew Regquest. ..

2 Trial Balance - Detail 1000, YUMA, 1. 101, USD, T, | =
2123513 Journals - (132 Chan) Completed Hormal 1000, L, U, USD, , JAN 2013,
2123509 Journals - (132 Charn) Completed Hormal 1000, L, U, USD, , DECZ01Z2, :E
2123490 General Ledger - (132 Ch Completed Hormal 1000, 1, USD, 101, T, L, T, A, -
2123231 Employee Update Progre ﬁL o
2123178 Posting: Single Ledger Completed Hormal 1, 1000, 101, 105865
2122752 Trial Balance - Detail Completed Hormal 1000, ¥YUmMA, 1, 101, USD, T,
2122746 Journals - (132 Chan Completed Hormal 1000, L, U, USD, , .. ... 132
2122738 General Ledger - (132 Ch Completed Hormal 1000, 1, USD, 101, T, L, T, A,
2121542 Account Analysis Report Completed Hormal 200, 1, YUMA COUNTY, 101, |
Hold Beguest “iewe Details. .. ey COutput
Cancel Request Diagnostics e Log. .

To view the status of your request, navigate to Requests window by following the menu path
View > Requests > Find. The request just submitted will be listed at the top of the list of
reports.

8. Click on REFRESH DATA to update the status of therequest.

Window Name:
Requests

The PHASE field will change to COMPLETED when the request has finished processing. The
STATUS field should state NORMAL.

9. Click on VIEW OUTPUT to view the request.
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Window Name:
Report

The report will display. Use the buttons on the bottom of the report window to navigate through
the report. The scroll bars and the PgUp and PgDn keys on your keyboard may also be used to
navigate through the report. It is recommended to navigate to the last page of the report and note
the page number before printing to ensure the report is not too large.

Printing the Report:
See page 55

Saving the Report:
See page 55
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YOMA COUNTY

: UsSD
FUND Range:

Ledger:
FUND:

YTUMA

Description

TREASURER'S CASH
DING WARRANTIS
INTEREST REC
T FUND CASH

FUND BALANCE - UNRES
INTEREST ON INVESTME
INTEREST ON INVESTME

LOAN INTEREST

=nd of procedure
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03503 COP DEBT SERV

REVENUE BOND 0
REVENUE BOND 0

Sample Detail Trial Balance Report

Detail Trial Balance

Report Date:
Year to date as of DEC-201Z2

Page:

05-JAN-2013
of

03503 to 03503

COUNTY

Account

Beginning Balance

Period Actiw

03503.
03503.0
03503.0
0350

Ending Balance

10:53

1




ACCOUNTS PAYABLE MODULE
STANDARD REPORTS
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Title:

Creating an Account Analysis Report in Yuma AP Inquiry

Description:

The Account Analysis Report can be balanced to the Budget Performance Report run
through Yuma County GL Inquiry.

Oracle Responsibility:
e Yuma AP Inquiry.

Menu Path

OTHER > REQUESTS > RUN > SINGLE REQUEST
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Window Name:
Submit a New Request

The Submit a New Request window will open. It is necessary to specify the type of request to be
submitted.

1. Click on the radio button for SINGLE REQUEST.

2. Click on OK.

Window Name:
Submit Request

is Report

Invoice Register
Inwoice on Hold Report
Matched and Modified Receipts Report
Run tt h Matching Detail Report
Fayment Exceptions Report
Favment Register
Supplier Paid Invaice Histary
Supplier Pavment History
Suppliers Report
“oid Pavment Register
Encumbrance De | Report

Upon Completion...

The Submit Request window will open.

3. Select the Account Analysis report from the Name field’s List of Values.
4. Click OK.
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Window Name:
Parameters

YUMA COUNTY Y¥UMA COUMNTY SET

After selecting a request, the Parameters window will display for the selected request.
Parameters are dependent upon the type of request.

Field Name Description/Action

5. PARAMETERS Select a value for each of the parameters. Many of the parameters
will have a List of Values available to select the value.

"*" Note: If a field is yellow, a parameter isrequired.

6. Click in the Account Flexfield From and the Accounting Flexfield window will open.

= Accounting Flexfield

Liow High
cuno oo
oo

I

111 00100.00.1900.4 1010.00000.00000.00000
= 00100.99.1900.43499.99999.99999 99999

7. Click OK in the Accounting Flexfield window.
8. Click OK in the Parameters window.
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Window Name:
Submit Requests

Account Analysis Report

YUMA COUNTY:JUL Z01Z2:DECZ01Z:Actual:::00100.00_1900_41010.00000.00000 00000 :0C

Auamerican English

Cebhug Options

s Soon as Possible Schedule. .

all Dutput Files

o SAmatymie fapars
noprint —J Delivery Opts
9

The report is ready to be submitted.
9. Click SUBMIT.

Window Name:
Requests

e S [ SF C5) S el S0 28 FA D e x| S S o S 12
=
0, Refresh Data Find Requests Submit a Mew Regquest...
2 6 Account Analysis Report 200, 1. YUMA COUNTY, 101, | =
2123523 Trial Balance - Detail Completed Mormal 1000, YUMA,_ 1, 101, USD, T,
2123513 Journals - (132 Char) Completed Mormal 1000, L. U, USD, , JAN 2013, |
Z123509 Journals - (132 Char) Completed Mormal 1000, L, U, USD, . DEC2012, |
Z123490 General Ledger - (132 Ch Completed HMormal 1000, 1, USD, 101, T, L, T, A
2123178 Posting: Single Ledger Completed NMormal 1. 1000, 101, 105865
Z122752 Trial Balance - Detail Completed Mormal 1000, YUMA,. 1, 101, USD, T,
Z122746 Journals - (132 Char) Completed Mormal 1000, L, U, USD, , . .,,., . 132
Z122738 General Ledger - {132 Ch Completed NMormal 1000, 1, USD, 101, T, L, T, A,
Hold Reguest “iew Dietails. .. “wiew Cutput
Cancel Request Diagnostics “iews Log. ..

To view the status of your request, navigate to Requests window by following the menu path
View > Requests > Find. The request just submitted will be listed at the top of the list
of reports.

10. Click on REFRESH DATA to update the status of therequest.
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Window Name:
Requests

<

The PHASE field will change to COMPLETED when the request has finished processing. The
STATUS field should state NORMAL.

11. Click on VIEW OUTPUT to view the request.
12. Click on Open

Sample Account Analysis Report (Word Output)
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Window Name:
Submit Request

Account Analysis Report

YUMA COUNTY:JUL Z2012:DEC 2012 Actual:::00100.01.1900 . 41010.00000.00000.00000 :0C

American English

Debug Cptions

=) As Soon as Possible Schedule. |

. . g Delivery Opts
i Fein (2>

By default, the Account Analysis Report opens in Microsoft word; however, it has options to
open in several other formats.

Actions to take prior to running report:

13. In the UPON COMPLETION... section select OPTIONS.

Window Name:
Upon Completion

14. Click in the List of Values in the FORMAT section.

15. Select FORMAT in the FORMAT TYPE LOV window.
16. Click OK.

17. Click OK.

Run Report.
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Sample Account Analysis Report (Excel Output)

End of procedure
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INQUIRY
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Title:

Funds Available

Description:

This provides the user with the Budget, Encumbrance, Actuals, & Funds Available at a given
point in time.

Oracle Responsibility:
Yuma GL Inquiry

Menu Path
INQUIRY > FUNDS
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Window Name:
Funds Available Inquiry

on

= )
N YUMA COUNTY g = Year To Date Extended
i ADJ BUDGET Encum ALL
O JAN-Z013 A

BEEEEA. ~

Encumbrance Amou

LAccount Description

1. Enter PERIOD.
2. Click within ACCOUNT field.
3. Enter ACCOUNTS to include inreport.

YUMA COUNTY
ADJ BUDGET

Budget Encumbrance
| 190040174 .00000.000 o.o0 d o.00
| l]l]1l]l].l]1.1900.40210.00000.00[“ 56,.985.00 27,987 .83

| l]l]1l]l].l]1.1900.40211.00000.00!1[ 13.326.00 6.545.55

=l00100.01.1900.40220.00000.000 107 ,366.00 57,104.44
1 E=f00100.01.1900.40230.00000.000 | 113,016.00 52,502.05
= f00100.01.1900.40231.00000 000 | 353.00 168.95
S l00100.01.1900.40233.00000.000 936.00 443.33

| l]1l]l].l]1 a0 0Z240.00000.000 0.00 0o.00 0.00 -

Encumbrance Amo

Cormmitrment -] ] ation DOther
Account Description
SEMERAL FUND.GENERAL GOVERMMENT EXP.FINANCIAL SERVICES.UNEMPLOYMENT COMPENSATION.N/A. N8 N,

This provides you with the same information as a Budget Performance Report, but gives
you the ability to look at just the line items you want and do it more quickly. You can
include as much information in your parameters as you need. To drill down for additional
information you can do the following

1 — Click on the account number that you would like to see additional information on
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- Account Budget Encumbrance Available
| =100100.00.1900.39080.00000.000

51 00100.00.1900.39090.00000.000

|
' 15100100.00.1900.39099.00000.00¢

nnAnn nn dann And4n nonnn

2 — Click on Tools across the top

File Edit View Foldzr Tools Window Help

BP0l 8P| 8 ) [E AL 25
3 — Click on Period Balances
4 — Click on a month that has the activity that you will need to review
5 — Click on Tools across the top

Select either of the following for the information that you will need
Budget Lines
Actual Lines
Encumbrance Lines

This will drill down into the information that you need.

End of procedure
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Title:

Account Inquiry

Description:
This provides the user with the ability to drill down into an account back to the initial document.

Oracle Responsibility:
e Yuma GL Inquiry.

Menu Path
INQUIRY > ACCOUNT
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Window Name:
Account Inquingss

3 Account Inguiry (YUMA COURNTY)

Ledger/Ledger Set Accounting Periods

PETGES YUMA COUNTY ST UL 2013
C usoD A JUN-2014

Primary Balance Type
= Actual 2 Find Accounts
 Budget Budget

= Encumbrance Encumbrance Type
FUMND

Summary Template FUNCTION
Accounts DEPARTMENT ElUUW

OBJECT CRIN]

INTERFUMD
FUTUREA

Fb4gg
[ ok |8 cancet B clear B Help

ription

Show Journal Details

1. Enter ACCOUNTING PERIODS.

2. Click within ACCOUNTS field.

3. Enter ACCOUNTS to include inreport.
4. Click OK

5. Select Journal Details

Actual Total
é a o
Period Currency Debit Credit PTD YTD
i JuL-2013 uspD 0.00 * 0.00 0.00 0.00 =
AUG-2013 uspD 1,408.65 0.00 1,408.65 1,408.65
SEP-2013 uspD 565.24 0.00 565.24 1,973.89
OCT-2013 usD 110.14 0.00 110.14 2,084.03
‘ NOV-2013 usD 894.10 19.01 875.09 2,959.12
DEC-2013 uspD 1.208.49 28.18 1,180.31 4,139.43
‘ JAN-2014 uspD T46.95 0.00 746.95 4,886.38
FEB-2014 uspD 1.049.94 0.00 1,049.94 5,936.32
MAR-2014 uspD 4.34 76.90 -T2.56 5,863.76
APR-2014 uspD 608.67 0.00 608.67 6,472.43
Nmay-2012 uspD 639.67 0.00 639.67 7.112.10
f JUN-2014 uspD | 1,560.46 916.85 643.61 7,755.71 -
R e »
Journal Details Summary Balances
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S Journals (YUMA COUNTY) - 02253.02.4000.41101.00000.00000.00000,AUG-2013

Balance Type Currency Type

08-AUG-2013 Purchase L

T o
6. Click DRILLDOWN.

7. Click VIEW TRANSACTION

By clicking VIEW TRANSACTION you will be taken to the module that created that line, if
it is an invoice you will be taken to Accounts Payable, if it isa TR, you will be taken to
Receivables. In this module you can view the invoice information. Journal import created will
not Drilldown any further. Spreadsheet JE will drilldown to “Show Full Journal”. For detailed
information on a Journal Entry, contact the Reporting Division for copies.
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Payables Module View Transaction after Drill Down

=
Operating Unit Customer Taxpayer ID || Type PO Mumber| Trading Pa|| Supplier Mum || Supplier Site| Invoice Date || Invoice Num || Invoice |||
Yuma County Ariza Standard State of A 10371 SALES/USE| 08/08/2013 080113 UseT [USD =
O D
1 General
S v A t Paid- Status
ltems 2,495.21 |U5[) |Z.435.Z1 Status |Validated
Retainage Accounted |Yes
Prepayments Applied Approval |Not Required
Withholding Holds |n
Subtotal 2,495.21 Scheduled Payment Holds |ﬂ
Tax
Freight
Descripti
Miscellaneous scription
Total 2.495.21 State of AZ Amex Cycle 08/01/13 FY13/14
Calculate Tax Tax Details All Distributions

8. Click VIEW PAYMENTS to see Warrant that paid thisinvoice.
9. Click ALL DISTRIBUTIONS to see accounts that paid thisinvoice.

End of procedure
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PRINTING & SAVING REPORTS
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PRINTING A REPORT:

1. Path from any module from the tool bar: View > Requests > Find > Click on report >

View Output
2. Tools > right click Select All > right click Copy
3. Excel > Open worksheet > Paste

You may have to go to Data in Excel and use Text to Columns to format into Excel the way
you would like.

SAVING A REPORT:

Once in Excel in the format you want, simply save to your location with the file name you
want.

@ End of procedure
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