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FINANCE CONTACT LIST 

Gil Villegas, Chief Financial Officer 373-1012 
Toni Lindsay, Deputy Chief Financial Officer 373-1122 

 
Accounts Payable 

Leonardo Tanory, Supervisor 373-1139 
Grace Lopez, Visa/Credit Accts 373-1123 
Vickie Arviso, Travel 373-1175 
Yesenia Luevanos, A-K Payables 373-1117 
Ernestina Ybarra, L-Z Payables 373-1116 

Compliance/Administrative Support 

Brenda Mendez, Compliance Officer/Supervisor 373-1131 
Omar Ramos, Administrative Support 373-1125 

Financial Reporting 

Carol Hartz, Financial Reporting Supervisor 373-1135 
Elsa Garcia, Accountant I -Improvement Districts 373-1136 
Hector Wakamatzu, Accountant I - Jail & Health Districts 373-1130 

General Ledger 
 

Mary Jo McIntyre, General Ledger Supervisor 373-1007 
Liz Canela, Grants Auditor 373-1124 
Maggie Gamboa, Accounts Receivable 373-1121 
Denise Butler, Capital Assets 373-1126 
Carmen Castro, G/L Support 373-1118 

Payroll  

LeeAnne Stansbury, Supervisor 373-1127 
Tammy Vasquez, Payroll Accountant 373-1128 
Carmen Anderson, Payroll Technician 373-1129 
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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 Page 9 
- Monthly actual report Page 15 
- Chart of accounts report Page 21 

Standard reports 

- Detail trial balance report  Page  29 

Standard reports/Accounts Payable Module 

- Account analysis report    Page  37 

Inquiry 

- Funds available inquiry Page 47 
- Account inquiry Page 49 

 
 

 
Printing and Saving Reports               Page  57 
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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: 
• Yuma GL Inquiry. 

 
 
 

Oracle 
User Procedure 
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Window Name: 
Run Individual Reports 

 
 

 
 
 

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 Values. 

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

2 

1 
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W indow 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: 
Requests 

 

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 the request. 
7. Click VIEW OUTPUT. 

5 
3 

4 

6 

7 
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W indow 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 

 
 



 

Page | 13  

Sample Budget Performance Report 

 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: 
• Yuma GL Inquiry. 

 
 
 

Oracle 
User Procedure 
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W indow Name: 
Run Individual Reports 

 

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 Values. 
 

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

2 

1 
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3 

4 

W indow Name: 
Run Individual Reports 

 
 
 
 
 
 
 
 
 
 
 
 

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 

 

Field Name Description/Action 
 

5. COLUMN SET Use the drop down list to choose report. 
6. Click OK. 

5 

6 



 

     Page | 18  

W indow 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: 
Requests 

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 the request. 
12. Click VIEW OUTPUT. 

10 

7 

8 

9 

11 

12 
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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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Sample Monthly Actual Report 

 
 
 

 End of procedure 
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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: 
• Yuma GL Inquiry. 

 
 
 

Oracle 
User Procedure 
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W indow Name: 
Run Individual Reports 

 
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 Values. 
 

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

Window Name: 
Run Individual Reports 

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. 

2 

1 

3 

4 
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W indow Name: 
Requests 

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 the request. 
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. 

5 

6 
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Printing the Report: 
 See page 55  

Saving the Report: 
See page 55 

 
 
 
 
 
 
 
 
 

. 
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Sample Chart of Accounts Report 
 
 

 
 
 

End of procedure 
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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: 
• Yuma GL Inquiry. 

 
 
 

Oracle 
User Procedure 
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W indow 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 

The Submit Request window will open. 
 

3. Select the Trial Balance - Detail report from the Name field’s List of Values. 
4. Click OK. 

1 

2 

1 

3 

4 
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5 

6 

W indow Name: 
Parameters 

 
 
 
 
 
 
 
 
 
 
 
 
 

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 is required. 

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

Window Name: 
Submit Requests 

 

7. Click SUBMIT. 

7 
The report is ready to be submitted. 
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W indow Name: 
Requests 

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 the request. 
 

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. 

8 

9 



 

               Page | 33 
 

W indow 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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Sample Detail Trial Balance Report 
 
 

 
 
 

 End of procedure 
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Accounts Payable Module 
Standard Reports 

 
 
 
 
 
 
 
 
 
 



 

Page | 36  

 

 
 
 
 
 

{This page intentionally left blank} 

 



 

Page | 37   

 
 

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: 
• Yuma AP Inquiry. 

 

Oracle 
User Procedure 
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W indow 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 

 

The Submit Request window will open. 
 

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

1 

2 

1 

3 

4 
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6 

5 

6 

8 
7 

W indow Name: 
Parameters 

 
 
 
 
 
 
 
 
 
 
 
 
 

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 is required. 

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

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

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

Window Name: 
Requests 

 
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 the request. 
 
 
 
 
 
 
 
 

9 

10 
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9 

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) 

 

11 
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13 

14 

15 

16 

W indow Name: 
Submit Request 

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. 

12 
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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 

 
 

Oracle 
User Procedure 
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W indow Name: 
Funds Available Inquiry 

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

 

 
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

1 

2 3 
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 2 – Click on Tools across the top 

  
 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: 
• Yuma GL Inquiry. 

 
 
 

Oracle 
User Procedure 
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W indow Name:  
Account Inquiry3 

 
 

1. Enter ACCOUNTING PERIODS. 
2. Click within ACCOUNTS field. 
3. Enter ACCOUNTS to include in report. 
4. Click OK 
5. Select Journal Details 

 

 
2 

3 

1 

     4 

5 
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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 is a 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 
 

 
 
 

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

 
 
 

 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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