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Practice Aid Links

To link the program to access practice aids or standard document templates, open the program’s
main page. In the upper section of this page there is a “Practice Aids Settings” function. Users
should use the browse function to locate and set the link to their practice aids. These may be in
the form of an executable program or simply practice aid templates in folders, like those
provided from the user account section of our website. When setting these links, it is important
the appropriate box be selected to indicate whether the link is to a document folder or to an
executable program.

Once linked, users may access their practice aids while using the program from either the upper
menu bar of the trial balance page or from the left menu section of the statement function.

As discussed further in the “Statements” section of this manual under “Text Pages”, CPAwriter
provides practice aids for opinion and note disclosures templates. These are available for copying
from our website. You must have an account and login to access this feature.
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Work Paper Links/ Engagement Management

The program provides for the linkage of each trial balance to a specified file folder for automated
access to work paper files and documents associated with the trial balance. This function requires
that the user create a linkage using the “Work Paper Path” browser button at the top of the open
trial balance.

Any City USA_ Peri : ing:

File Windows
= @ a E &
New Fund ~ View Funds  InActive Funds | F/S Codes PracticeAids Work Papds Statements

- L
F) 1 Main Page.. Mg Fund.” i Trial Balance Data Sheet: General | General | *
EE Mew Line | DeleteLine | Copy/Paste | Adjle’s | Mod to AccrualJe's | Efport ~ | Print Preview -
—| rial Balance Data Sheet HEIE faime
[7] LockAccount Cols -
FundName: General WMajor Fund Designation 7] Display .00 [ Create Basic Statements. ]
Fund Tpe: | general Component Uit [ Show Entity Wide Stts Group [ Create Budget Statements. |
Show Budget Group -
Work Paper Path: C-\Usersiglen\Desktoplany City\gen fund Show Prior Data Group [ Copy Final Db(Cr) To Comp Period ]
Lock Trial Balance
Save/Refresh | [ Make nactve | B [ Copy Fis Gode to Budget Gode. |
Sort A B C ‘ D | E | F G | H I 3 | K L ‘ M | N ‘ o i
i [
Entitv Wide Stmis —
Trial Balance Clear Overnides ||| Clear P — - _‘:‘m i eSS
Modified Accrual Bal Mod. to Full WP Ref Fis Rev Exp [
Bal per GIL | Final Accrual Accrual dbiclick | Descr. |Drag| Type Offset |Elimination  Elim
AICE Account Name Db(Cr) Cr | Adjles Db (Cr) Adj Je's Balance toopen | Code |Drop| Code Code | Amount  Code | [
o 00000  ROUND ACCT &) () t 4006 ] - M 0 -
1 101-000.0  Citizens - AP 120,200.05 0.00 4,080.53 124,281 124,281 lcsh-1 0001 =Y - - 0

Accessing Work Paper Folders
The linked work paper file may be opened for use by selecting the “Work Papers” function in the
upper menu bar. This will open the file or folder linked to this trial balance.

. Any City USA Period Beginning: Ye
File  Windows

= R = @
NewFund ~ ViewFunds  InActive Funds | F/SCodes Practice Aids Work Papers Statements

i Main Page.. | (51MgjFund./ §: Trial Balance Data Sheet: General - General

New Line | Delete Line | Copy/Paste | AdjJe’s | Modto Accrual Je's | Export ~ | Print Preview -

3507 pund

Trial Balance Data Sheet Oplions Actions
[7] Lock Account Cols
FundName: General Major Fund Designation 7 Dispiay 00 Create Basic Statements

Accessing Individual Documents and Files

The individual rows of the trial balance may be linked to specific files and documents within a
linked folder by adding the exact name of the file/document as it appears in the trial balance
linked folder in the “wp reference” column of the trial balance. To access this linked
file/document, simply double click on the filename in the wp reference column. This linkage will
open Excel, Word, or PDF files.

Double Click
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Engagement Folder Worksheets (WS)

Overview

If used fully, the Engagement Folder WSs and the trial balance w/p references will provide a
single portal and platform for performing and monitoring your entire engagement. If all of the
engagement documents and working papers are properly set up, document reference and practice
aid links properly set, an entire engagement may be completed using this single software
package.

Set Up and Usage
The Engagement Folder WS, coupled with the trial balance workpaper reference links, are
designed to assist users in planning, managing and monitoring their engagements.

In the planning stages of the engagement, users should create an Engagement Folder WS for
each aspect (program, internal control, testing, confirmations, annual info, etc.) of the
engagement and link that to a file folder which will contain all of the individual documents and
workpapers for that segment. This link is established in the upper section of the WS. As an
example, a user would set up a “test of transactions” file folder and link the WS path to that
folder. Users would then list all tests to be performed on that WS. Each test to be performed
would then be linked to the related testing documents or worksheets using the W/P Ref column
link. This reference must contain the exact name of the file document. Like the W/P reference
links in the trial balances, these may be Excel, Word or PDF documents. A typical setup would
link a listed engagement step to an Excel workbook containing all of the documents associated
with this test (risk assessment, sample selection, testing documentation, testing results and
conclusions).

Users will note that, unlike the trial balance, each line on the engagement permits two linkages.
The folder path for this second linkage (Prog/other link) is set in the upper section of the WS,
just like the w/p linkage. This is intended to allow users to link the individual audit procedures to
the audit program or other documents related to this engagement step.

Work Assignment and Time Budgets
Each task line on the WS provides columns for staff assignment, time budgets, and time tracking
for each task.

Progress Monitoring and Status Tracking

Like the trial balance references, each reference may be color coded to designate its status. This
allows users to readily determine the status of specific task or function by simply noting its color
on either the trial balances or the WS listings. The color of the wp or program reference may be
changed by right clicking on the reference and choosing a color from the dropdown list. A
suggested reference color coding system would be as follows:

Reference color Status

Black Not started

Blue Incomplete

Green Complete-not reviewed
Red Completed and reviewed



Findings, Notes and Memos

Each line of the Engagement Folder WS has a column for listing any findings, notes or memos.
Users would list any audit findings that need to be followed up on or reported. This is also
designed to allow users to place “to do” notes and other notations related to specific engagement
functions.

Typical Engagement WS setup

Line wp linkage ref matches file name
exactly

To create new WS To set up worksheet folder links

File

Windows
B . o a > F @ (7] 3
Mew Fund =~ Mew Eng W5  VMiew Funds  InActive Funds | F/5 Codes Pracrice Aids Work Papers Statements | Help
o @ | Main Page... j Maj Fund. &‘ Trial Balance Data Sheet: Lofal Street - Special Revenue .&‘ Eng WS: Prog,| |, and planning & Eng W5: Test of Transaction
=
= || NewLine | Delete Line | Copy/Paste | Export | Print Preview -
Engagement Management WS
Worksheet Mame: Tests of Transactions ‘L
Worksheet Folder Path: C\Users\glen\Desktop\glens armada wps
Programiother Path:  C:\Users\glen'\Desktop\glens armada wps\program
Save / Refresh ] ’ Delete ]
Sort A B c D E AN AL &
\\| Clear \ | | Clear |
Staff Hours Actual Hours WiPRef N\ Prog/Other
WSJ/D D i Assi i Budgeted Expended Memo/Noies db}glick to open \ﬂﬂclicklnopen
1 Cash receipts test am 2.00 2.25 1 (1) deposit not timely Csh Rec Tst program
2 Je test ald 4.00 3.75 1 (1) je wno suppart je tst program
3 Proof of cash-cking am 2.00 2.00 none Prf csh-ck program
4 Proof of cash-payroll ac ab 2.00 1.75 none Prf csh-pay program
5 Proof of cash-tax ac ab 2.00 2,25 none Prf csh-tax program
6 Permits test ald 1.00 1.00 none Perm tst program
7 Payroll test ald 4.00 4,00 1 (2)incorrect pay rates used ay tst program
8 Purchase test am 4.00 4.50 none Pusch tst arm
Totals 21.50

Right click to color code to indicate status

Double click to open referenced linked
workpaper or document

Accessing Engagement Management WS
The Engagement Management WS will appear in, and may be opened from, the Active Funds
List containing the various active trial balances.

& Any City USA Period Beginning: Year Ending: 03/3
File  Windows

. o g J
New Fund ™ New Eng WS View Fund Active Funds

i Main Page (ZMaj Fund & Trial Balance Data Sheet: Downtown Development Autherity - Capital Projects M Eng WS Confirmation & Eng WS Tests of Transactions
Hew Line | Delete Line | Copy/Paste | Export | PrintPreview -
Engagement Management WS
Waorksheel Name:  Tests of Transactions
Weorkshest Folder Path:  C:\Users\glen\Deskloplglens armada wps [ Browse |
Programiother Path;  C\UsersigleniDesktopiglen ada wps\program [ Browse |
Save /Refresh | | Delete
sort A B 7 o E F <
Clear Clear
Staff Hour. Actual Hours: WP Ret Prog/Other
WS/, i Memo/Notes dbl click o open | dbl click o open
1 Cash receipts test arm 2.00 2.25 1(1) depositnot timely Csh Rec Tst program
2 Je test ald 4.00 3.75 1 (1)je wno support Je tst program
3 Proof of cash-cking am 2.00 2.00 none Prf csh-ck program
a Proof of cash-payroll ac ab 2.00 1.75 none Prf csh-pay program
[ Proof of cash-tax ac gb 2.00 2.25 none Prf csh-tax program
6 Permits test ald 1.00 1.00 none Perm tst program
7 Payroll test ald 4.00 4.00 1 (2)incorrect pay rates used Pay tst program
0 Purchase test am 4.00 4.50 none Pusch tst progarm



Creating or Importing a Trial Balance

Users may create a new trial balance by either importing it using an Excel® spreadsheet or by
creating a new blank trial balance for manual entry.

To create a new manual input trial balance simply select the “New Fund” function button in the
upper menu bar.

Importing an Existing Trial Balance Using Excel

The trial balance to be imported must be located on the first sheet, if being imported from an
Excel workbook.

Edit the worksheet, eliminating any unnecessary data: headings, subtotals, etc.

Excel Formats

Four Column Format
Column A Column B Column C Column D
ac# ac name debit credit
(may be blank)

101 Cash 2200.00
102 Accounts rec. 45000.00
200 Accounts payable 65000.00

Three Column Format
Column A Column B Column C
ac# ac name debit (credit)
(may be blank)

101 Cash 2200.00
102 Accounts rec. 45000.00
200 Accounts payable (65000.00)

Make certain that each row has a unique ac# or description. Rows with identical ac# and
description combinations will cause a loss of rollover code retention benefits for future
periods. This is an important time saving feature for future periods. BLANK ROWS ARE
TREATED AS INDENTICAL, AND WILL INTERFERE WITH THE IMPORT
FUNCTION.

Number Formatting

A specific formatting is not required. However, numbers formatted as “general” appear more
correct during import process. If formatted differently, do not be concerned that amounts do
not appear to be in proper format on the import screen.

Account Numbers

If there are no entries in the a/c# column, it will not affect the import process.

However, column A must be reserved for a/c#, even if there are no entries in that column. All

rows must have an entry in the name column.

Account numbers, or some similar designations, are recommended to distinguish accounts with
identical names in different departments or functions. This distinction will be essential in the
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future year’s data rollover match-up process. This distinction may be in the form of a
dept./function # or an alpha designation (ie: police, fire, etc.) in this column.

There will be an opportunity for additional editing during the import process.
To Import Spreadsheet

From menu bar select “file”.
From selection menu choose “utilities” and “import trial balance”.

When the import screen appears select “specify file” and identify the source of spreadsheet file
to be imported.

If this is to be an overwrite of an existing trial balance, mark the appropriate box and select
which fund from drop down arrow in “Fund Name” box.

If this is a new trial balance, enter fund name in Fund Name Box. This name will appear in the
statements exactly as entered here.

Import Destinations

You will, generally, want to select the import to the “modified accrual” as the destination choice.
This is true even for enterprise and other full accrual basis funds. This will retain all trial balance
functions, and the modified accrual column will automatically populate the full accrual column.
You may also select to import to the comparative data or individual budget columns by selecting
those columns as you import destination. Balance sheet accounts are not necessgry for budget
column imports. The program will accept budget column imports that are gut of balance.
Make certain that the totals at bottom of the import screen indicate that the data is in balance. An
out of balance condition will be indicted by totals displayed in RED.

Q

You may edit the trial balance using the import screen to correct any ingicated problems prior to
import.

IMPORTANT! Any rows without an entry in the name column wilf'be lost in the final import.

All existing rows on an overwritten trial balance that are not matched in the overwrite process

will be appended to the end of the trial balance. To relocate, simply drag and drop using the far
left “sort” column row box.




Trial Balance Data Sheet —General Information

¥_Anu Citw LISA Perind Reainnina: Vear Ending: March 31, 2008

Reordering “sort”
column

unds | F/5Codes Statements

d. f§ Trial Balance Data Sheet: General - General

i Hewline | Delete Line | AdjJe's | Mod to Accrual Je's | Export - Print Preview -
: ::LI Balance Data Sheet LT Actions
FundName:  Ganeral = :5““*““”"‘ cols [ create Basic Statements. |
isplay .00
Fund T¥pe:  General El Show Entity Wide Stmts Group ‘ Create Budget Statements |
Show Budget Group

Major Fund Designation: [+ Component Unit Show Prior Data Group ‘ Copy Final Db(Cr) To Comp Period |

J | Save / Refresh | | Make Inactive ‘ LockTral Balence ‘ GapukSCadeinudioelGndey |
A A B c D E / G H 1 i) K
Trial Balance Clear Overrides Basic Stmis

Modified Accrual Bal / Mod. to Full Fis
Bal per GIL | /| Final Accrual Accnal WP Descr. |Drag
AICE Account Name Db{Cr) | Cr | Adj Je? Db (Cr) Adj Je's Balance Ref Code | Drop
0 00000 ROUND ACCT 0.00 0.00 0001 1]
i 101-000.000-001.210 Citizens - &P 502,152.54 0.00 502,152.54 502,152.54 0001 =}
2 101-000.000-001.230 Citizens - Payrall 0.00 0.00 0.00 0.00 ooo1 =}
3 101-000.000-003.200 CD- Citizens First 0.00 0.00 0.00 0.00 oooz =}
4 101-000.000-003.200 CD - Citizens First 0.00 0.00 0.00 0.00 oooz =}
5 101-000.000-003.400 CD - Fifth Third 0.00 0. 0.00 0.00 oooz =}
6 101-000.000-003.600 CD - Seaway Bank 108,573.22 00 (916.28) 107,656.94 107,656.94 o002 1_‘;
7 101-000.000-004.000  Imprest Cash - Cash Drawer 200.00 0.00 200.00 200.00 0001 =}
8 101-000.000-004.191 Imprest Cash - Petty Cash 339.78 0.00 6.35 333.43 333.43 ooo1 =}
9 101-000.000-004.751 Imprest Cash - Pool Cash Draw. 50.00 0.00 50.00 50.00 0001 =}
10 101-000.000-017.500 La Salle Investment Poal 191,350.06 0.00 191,350.06 191,350.06 oooz =}
11 101-000.000-017.509 La Salle - Jackson/Kane 0.00 0.00 0.00 0.00 oooz =}
12 101-000.000-019.000 Taxes Receivable-2006 Del Pers 1,316.51 0.00 1,316.51 1,216.51 0008 =}
13 101-000.000-020.000  Taxes Receivable-2002 Del Pers 0.00 130.89 130.89 ooog =}
Trial Balance: 3,804,042.61 0.00 0.00 0.00 0.00
NET (Income) Loss -58,872 -107,389

Connected to: localhost\CPAwriter GOVwriter

Out of Balance Conditions
All out of balance conditions are ingficated by balances displayed in red.

Displaying/Hiding Columns

In the upper section of the trial balance/data sheet, under the “Options” heading, users will find a
series of check boxes that may be used to display or hide various column groups in the trial
balance.

Entering Data on Trial Balance Data Sheet

Alc#, names, and modified accrual balances may all be entered manually on the Trial Balance
Data Sheet, or they may be imported from an Excel spreadsheet. The trial balance must be in
the “display .00” mode while manual entries are made in the “Bal per G/L” columns.

Full accrual overwrite imports will override computations in the full accrual column.

These may be returned to their computed balance amounts by pressing the “clear overrides”
button at the top of the full accrual column.

Reordering

The trial balance data sheet may be reordered by placing the curser in the column header at the
top of any row, and depressing the left mouse button. This will reorder the trial balance either
alphabetically or numerically, based on the data in the column selected. To permanently reorder
a row, users should use the row’s “sort” column (see above) box to drag and drop the row to a
new row location.

-10 -



Creating Journal Entries

The journal entry functions have an auto-fill feature to allow you to type in a portion of the
account number or description. However, if the first column is blank or starts with an open
space, you must first enter the “space” key and then the beginning of the account selection to
activate this feature.

Modified accrual adjusting entries
On the upper tab bar select “Adj Je’s” to create and post journal entries in the modified accrual
segment of the trial balance. The program will not post journal entries that are out of balance.

Modified accrual to full accrual journal entries
On the upper tab bar select “Mod to Accrual Je’s” to create and post journal entries to adjust
modified accrual amounts to full accrual amounts for use in the entity-wide financial statements.

& Any City USA Period Beginning: Year Ending: March 31,
File  Windows

B[4 4
NewFund ~ | Vew Funds || InActive Funds

i

F/5 Codes PracticgAids Work Papers Statements

E— i ManPage.. | (IMaifund ) Trial Hm*ﬁm:ﬁm—ﬁm
% NewLine | DeleteLine | Copy/Paste | AdjJe's | Modto AccrualJe's | Export = | Prink Preview -
1]
p Trial Balance Data Sheet Options Actions
J e
F [F] LockAccount Cols -
o FundName:  ¢eneral Wajor Fund Designation; ] sy 00 Create Basic Staements
5 FundTipe:  (eneral B Component Unit. ~] Z;uw;ﬂtdmt*ﬂ:estmﬁmuu (Create Budget Statements.
c 0V DUGE! Group N .
|| Work Paper Paih C!Users\W/DIDeskoplany cly [7] Show Prir Dt Group Copy Final Da(Cr) To Comp Period
B ] LockTrizlBalence
sue/Retesn || Natenace | Ctpy IS Cote o Budget Cote
s | A B ¢ oo e | P 6w I I O T A R T R RN A L
— ; Entity Wide Stmis Budget Stmis
Tril Bolce [ Cles Querits | Clr || BasicSimis | RevenueCodog | Eliminaios Budgetlnfo el (el Clar Vles
odified el Bl Medt Rl |WPRe IS R Eip BRIl Conpaiim
Bal perGL Final Mool | Mcond | ddcick | Descr. |Dag| Type  Offet Eimwain Eim | Og  Final gy Funchon| Perid
NG | Account Name Db{Cr) ‘ Cr Adj Je's Db(Cr) AdjJes Balance toopen | Code [Drop| Code  Code | Amout Code | Budget Budget Drop Code Db{Cr)
o0 00000  ROUNDACCT 5) 5) m G . . 0 . 0 05 0
11010000 Citizens - AP 502,152, 0.00 502,153 502,153 st 0001 :: i - 0 0:: 0
7 101-000.0 Citizens - Payrall .00 .00 0 I noot :; 0 i 0 U:: 0
3 101-000.0 CD- Citizens First 0.00 0.00 0 0 noo2 = 0 0 1% 0

When creating modified to full accrual journal entries, you must select and insert a
reconciliation code in each row that is not posted to an equity account. The entity-wide to
governmental statement reconciliations will not be generated correctly if these are missing.

All modified accrual to full accrual entries should be made in whole dollars (omit $.00). These
will appear in your entity-wide to fund level reconciliations exactly as entered here.

Creating Financial Statements

The right portion of the trial balance sheet is used to create financial statements.
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Creating Basic Statements
Creating financial statement descriptions (F/S CODES)

To create or edit financial statement descriptions for grouping various trial balance accounts,
select the “F/S Codes” button in the upper menu bar of the trial balance screen. These may also
be edited from the entity’s main page. Each description must have a designated type from one of
the following:

Current assets Unrestricted fund equity
Current due from other funds Operating revenues
Noncurrent assets Non-operating revenues
Noncurrent due from other funds Other financing sources, including transfers
Current liabilities from component units®
Current due to other funds Transfers from other funds
Noncurrent liabilities Operating expenses
Noncurrent due to other funds Non-operating expenses
Invest. in fixed assets net of related debt  Other financing uses, including transfers
Restricted/committed/assigned to component units
fund equity Transfers to other funds

* Special and Extraordinary Items
FS Codes 4875-4899 in the “Other financing sources, including transfers from
component units” are reserved for Special and Extraordinary Items.

The f/s code number will determine the order that descriptions will appear when the statements
are created.

You may insert a line between existing codes by selecting the “New Line” function at the top of
the drop down window. You may also edit all existing codes.

You may access and edit this code list from three sources:
»  “F/S Codes” from the trial balance/data sheet upper menu bar
= From the “edit” function from the main page tab
= By double clicking on the pop-up statement building windows, while
using the drag and drop functions

Creating basic statements by completing “F/S Descr. Code” column

Select “Create Basic Statements” from the top of the trial balance data sheet. This will cause the
basic statement allocation pop-up screen to appear. This is a movable, resizable window that you
may place anywhere on the screen.

To assign description codes to trial balance accounts either:

Use the drag and drop function button to the right of “F/S Descr. Code” column to
drag lines from the trial balance rows and drop them into the desired
description codes.
Or
Assign trial balance rows to desired financial statement descriptions by
entering the corresponding description code in the “F/S Descr. Code” column.

-12-



You may assign multiple rows to a single financial code with one drag and drop by placing
the cursor in almost any column of the trial balance, and while depressing the left mouse button,
highlighting all rows to be coded. Release mouse button. Place cursor on any drag and drop
button within the highlighted group to drag and drop the entire group into the desired code.

Any Ci
(o S Basic Statement (Allocations) (=]
= L] =4 &=l el =
Mew Fund ~  View Funds  InActive Funds | F/SCodes Statements [ —— Final Mod | Full Accrual
Accrual Amt Amt L
> W Main Page... | (51Maj Fund, f Trial Balance Data Sheet: General - General || current assets | bl
= New Line | Delete Line | AdjJe's | Mod to Accrual Je's | Export ~ Print Preview - 0001 - Cash and cash eq 502,731 502,73
" 0003 - In s 299,007 292,000
——'|  Irial Balance Data Sheet 4005 - o i=
Fund Name:  general 0006 - N #3428 43,421 || [Basic Statements
0008 - D V?,lﬁl 137,18 TP —
FUnd TYpe:  general = 0008 b, Noas 41747 || [Budget Statements.
§ 0010 - Pre 64,99 82,46 B(Cr) To Comp Period
|
Major Fund Designation: Component Unit e e o
Save/Refresh | [ Make Inactive | 0012~ Other Y T te to Buoget Code.
NG DRAGE
ion of 0 |
sort A B c D E - iva o s AND 3 K -
Curre from other funds L QROEE
Trial Balance - fu 13,307 ER. Basic Stmis
Modified Accrual Bal ™ FIS
Bal per GIL T i et o [ 2,967,91¢ \\ Descr. |Drag
AlCE Account Name Db(Cr) T Cr | Adjdes - cos g ¢ \_Code |Drop
o 00000 ROUND ACCT - isc g ¢ ongL =)
1003 - Re cted EXP o € —
101-000.000-001.210  Citi - AP X X 000
1 {fizens 502,152.54 o.00 Noncurrent due from other funds b
2 101-000.000-001.230  Citizens - Payroll 0.00 0.00 1800 - Code 1800 5 i 0001 =9
3 101-000.000-003.200  CD- Citizens First 0.00 0.00 Total Assets [RTENT) S085.07¢ 0002 =8
4 101-000.000-003.200  CD - Citizens First 0.00 0.00 Current habilities 0002 =
5 101-000.000-003.400  CD - Fifth Third 0.00 0.00 = . 2L02 2580 0002 =
- an -56,497 -56,49
6 101-000.000-003.600  CD - Seaway Bank 108,573.22 0.00 (916.28) et e 0002 =8
7 101-000.000-004.000  Imprest Cash - Cash Drawer 200.00 0.00 -12,347 i 0001 =)
) 101-000.000-004.191  Imprest Cash - Petty Cash 330.78 0.00 (6.25) [ i 0001 =Y
F) 101-000.000-004.751  Imprest Cash - Pool Cash Draw. 50.00 0.00 o 4 0001 =8
[ ¢
10 101-000.000-017.500  La Salle Investment Paal 1901,350.06 0.00 G i oooz E
11 101-000.000-017.509 La salle - Jackson/Kane 0.00 0.00 0 I 0002 =)
12 [101-000.000-018.000  Taxes Receivable-2006 Del Pers 1,316.51 0.00 ] t 0006 =4
13 |101-000.000-020.000  Taxes Receivable-2002 Del Pers 130.89 0.00 el s 0006 = o
o -3,94¢
Trial Balance: 3,804,042.61 3,804,042.61 0.00
NET (Income) Loss 64,914 5 I
Connected to: localhost\CPAwriter\GOVwriter

Revenue Coding

In order for revenues to be presented correctly in the entity-wide financial statements, it is
essential that users complete the “Revenue Coding” columns of the Trial Balance Data Sheet.
You must indicate a revenue type from the drop down selection in the “Rev Type Code” column.
For all program revenue types, you must also indicate an expense description to be offset in the
Statement of Activities. This will be indicated by selecting an expense description from the drop
down list in “Exp Offset Code” column. All revenue items without revenue type codes will be
defaulted to “general revenue” type.

Eliminations

Elimination columns are used to designate inter-fund assets and liabilities and inter-fund
revenues and expenses that are to be offset in the entity-wide financial statements. All
elimination entries should be entered as positive amounts. Only one entry needs to be made for
each elimination. The offsetting account will automatically be eliminated against the financial
statement description entered in the “Elim Code” column. For this reason, the Trial Balance Data
Sheet will only permit elimination entries in rows coded for asset and revenue accounts. The
offsetting liability and expense codes should be entered in the “Elim Code” column. Do not
repeat the coding of the row containing the offset. For example, a “due from other funds” row
would generally have the “f/s descript code” for “due to other funds” as its elimination code.

Helpful Hint

Remember that you will usually eliminate all internal service fund revenues against the expense
accounts where they are posted in the governmental funds.
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GASB 54 -Fund Balance and General Fund Component
Presentations

Fund Balance Designations

Equity FS Codes have been allocated to generate the five fund balance designations as required
by GASB 54. The FS Code allocation group “Restricted/Committed and Assigned Equity” has
been subdivided into four groups:

Nonspendable FS Codes 3060-3099
Restricted FS Codes 3100-3399
Committed FS Code 3400-3449
Assigned FS Code 3450-3499

FS Code 3500 is reserved for Unassigned and Unrestricted amounts on the Fund Level Balance
Sheets and the Statements of Net Assets. These will be displayed using these designations
regardless of the description appearing in the FS Code. The net change in fund balance is
posted to fs code 3500 when statements are generated. It is important that all funds have a
row coded as 3500 whose balance, when combined with the net change in fund balance,
equals the desired ending unassigned/unrestricted fund balance/net assets. Funds with no
unassigned/restricted ending balance should have a trial balance row coded 3500 with a
balance equal to the net change in fund balance as either a debit or credit to be offset by
this posting.

The individual descriptions used in the code ranges for the nonspendable and restricted
designations will appear in the required detail for the entity-wide and other full accrual
Statements of Net Assets. The four fund level categories will be totaled and displayed in the
aggregate in the fund level balance sheets. Users will need to disclose the details of these
amounts in the notes to the financial statements. A sample of this disclosure has been provided in
the default notes provided with the software.

It is important for users to note that the trial balance rows coded as “committed” or
“assigned” will require a modified to full accrual entry to move these amounts to a row
coded as “Unassigned/Unrestricted” (code 3500) for the full accrual entity-wide Statement
of Net Assets.

General Fund-Combining Funds

In order to meet the requirement that certain separate funds maintained by an entity be treated as
part of the general fund for reporting purposes. The software builds a Combining Balance Sheet
for all general fund components and a Combining Statement of Revenues Expenditures and
Changes in Fund Balance for all general fund components. In order to have a fund treated as a
general fund component and combined as part of the general fund in the basic statements the
fund’s type should be set as “general”. Do not designate these funds as “major”. All “general”
funds are automatically treated as “major” and this will cause an ordering problem with the
budget statements.




Creating Budget Statements

All credits (revenue budget amounts) should be entered as negative amounts.

A budget statement will be created for all funds having entries in the Budget Statements section
of the trial balance/data sheets. The “actual” column of the budget statements will be populated
using the modified accrual amounts in the trial balance. Budget entries are only permitted in
rows designated with revenue and expense financial description codes in the “F/S Descr. Code”
column.

A combined budget statement will be generated for all funds designated with a fund type of
“general”. Individual fund budget statements for each of these funds are also generated.

Creating budget statements by completing “Budget Function Code” column

Select “Create Budget Statements” from the top of the trial balance data sheet. This will cause
the budget statement allocation pop up screen to appear. This is a movable, resizable window
that you may place anywhere on the screen.

To assign description codes to trial balance accounts either:
Use the drag and drop function button to left of “Budget Function Code” column
to drag lines from the trial balance rows and drop them into the desired
budget codes.
Or
Assign trial balance rows to desired budget statement codes by entering the
corresponding budget function code in the “Budget Function Code” column.

You may assign multiple rows to a budget function code with one drag and drop by placing
the cursor in almost any column of the trial balance, and while depressing the left mouse button,
highlighting all rows to be coded. Release mouse button. Place cursor on any drag and drop
button within the highlighted group to drag and drop entire group into the desired code.

Any City USA Period Beginning: Year Ending: 03/31/2008
2 y City. i =1
File  Windows

- - Budget Statement (Allocations) [=]
— - - 1 - - -
| New Fund View Funds  InActive Funds | F/S Codes Practice Aids Statements e Ee grginal Final Mod Accrual (F‘:‘:,:;f;ffe)
o) udget | Budget Amt e 2 2
== 1 Msj i ity - =
B i Main Page. (2 Maj Fund. i Tri=l Balance Data Sheet: Downtown Development Authority Capi Operating revenues |
Z || mewLine | Delete Line | AdjJe’s | ModtoAccrualle’s | Export ~ Print Preview - 14000 - Prop -1,578,980 -1,615,671 -1,614,733 938
& " 14001 - -58,500 -54,500 53,719 781
Irial Balance Data Sheet 14002- D 431,894 415447 411,792 5,655 |
Fund Name:  General 14003 - D -18,000 48,070 -50,142 -2,072 | = || & Basic Statements ]
1a00d - b 0 ? 0 Budget Statements
Fund Type:  General [=] 14005 - -106,961  -108,271 “114,767 6,496 2
Major Fund Designation: [+ companent Unit 42.95§ —54,31§ —aa,u; —1,1-;3 Db(Cr) To Comp Period |
Save/Refresh | [ Make Inactive | 351334 38852 235,088 i3k Jzcde o Budosi Code
-52,000 -25,650 26,346 696
sert A 8 E F < H -166,000  -144,000 -141,793 2,207 B Q =
1] 8,000 -8,053 -59 Budget Stmt:
rial Balance Clear Oj 0 [ ) o Budaget Info Debit (
[ Mod ta Fd| [ o o o Clear Clear
Final Accnal Acd)| [ [} N 0 Orig Final pr
AICE Account Name AdjJe's Db (Cr) Adj Je's Bal, ] 0 o [ Budget  Budget Dr
o 00000  ROUND ACCT (2) 1] 300 325 25 0 o
r . 1] [ 0 =
1 101-000.0 Citizens - AP ; 4,080.53 124,281 H ; . ‘:\~ Drag ghd drogf =
2 101-000.0 Citizens - Payro 0 G G 5 o 0 L=
3 101-000.0 CD - Citizens Bnk 0 [ ) ) [} 0 L=
4 101-000.0 CD- Citizens zbnk 0 0 0 0 0 5 L=
s 101-000.0 CD - Fifth Third 250,000 el 0 0 0 0 UE]
3 101-000.0 CD - Bank 343.20 111,692 § G 5 8 0 [ia="3
7 101-000.0 CD- Key Bank 915.84 250,916 o o o o o 05
s 101-000.0 Imprest Cash - Cash Drawe 200 [ [ [ [y 0 L=
s 101-000.0 Imprest Cash - Petty Cash 60 2 0 g ° 0 L=
10 101-000.0 Imprest Cash - Pool Cash D 60 g E E E 0 L=
11 101-000.0 La Salle Investment Pool 189,282 o 05
12 101-000.0 La Salle - trust ac 0 [ 0 o [} 0 L=
13 101-000.0 Taxes Receivable - 2007 Pe 9 2 0 0 0 0 05E -
Trial Balance: 0.00 0.00 0.00 5 5 5 5
NET (Income) Loss. 101,585 = 22 73
1 v -
| v E C

Connected to: localhost\CPAwriter\GOVwriter




If you are using the same revenue and expense descriptions used in the basic financial
statements, you may simply select the “Copy F/S Code to Budget Code” function, and all codes
will be duplicated from the financial statement build codes. You may also copy the f/s codes list
to the budget code list by selecting the “Merge F/S Codes to Budget Code List” at the bottom of
the budget code list.

™ Any City USA Period Beginning: Year Ending: 03/31/2008
File  Windows

£ > (il
F/S Codes Practice Aids Statements

= . L] }
MNew Fund ~  View Funds  InActive Funds

Connected to: localhost\CP Awriter\GOVwriter

E 4 Main Page EdMaj Fund & Trial Balance Data Sheet: Downtown Development Authority - Capital Projects 4 Trial Balance Data Sheet- General - General x
% New Line | Delete Line | AdjJe's | Mod to AccrualJe's | Export - Print Preview -
= T T Options Actions
FundMame: general & Allocation Entries [ =] = ] L ;‘::;:;EE;“"‘ Cols. [ Create Basic Statements. ]
Fund Type:  General Mew Line | Print Listing j ::uw Entity Wide Stmts Group [ Create Budget Statements ]
ow Budget Group
Major Fund Designation: (/| Compenent Unit: F/5 Codes @ Budget Codes 7] Show Prior Data Group |_ Gopy Final Db(Cr) To Gomp Period_|
ave/Refresh | [ Make Inactive | . [Operatng revenues = Lesk Tral Balance J' | CopyFiS Gooe to Buaget Goge. | |
o Y B = =nge: 14000 to 14433 | ¥ 'E e / o L | Q | & -
I Entitv e Stmis Budget Stmt:
rial Balance teiniiad = | Revenue Codi Eli minati Budget Info Debit {
14000 | property taxes Rev Clear
14001 payments in lieu of taxes Drag Type é‘;& Eliminaion  Elim Orig Final pr
AICE Account Name Adj Je's 14002 pistributions fremstate |Drop | Code Code Amount Code Budget Dr
o 00000  ROUND ACCT ts ¢ |GP-Ge - o 0 0 S
1 101-000.0 Citizens - AP 4,080.53 :Ja - - o o Q :f
2 101-000.0 Citizens - Payroll =" - - o 0 (=Y
3 101-000.0 CD - Citizens Bnk = - - ] 0 (=Y
a 101-000.0 CD- Gitizens zbnk =9 = - o 0 05
3 101-000.0 CD - Fifth Third = - - ] 0 (=Y
3 101-000.0 CD - Bank 343.20 - - o 0 =Y
Z 101-000.0 CD- Key Bank 915.84 = - - o 0 (=Y
s 101-000.0 Imprest Cash - Cash Drawe = - - o 0 (=%
s 101-000.0 Imprest Cash - Petty Cash 1 - = - - o 0 (=Y
10 101-000.0 Imprest Cash - Pool Cash D T [ Merge /5 Codes To Budget Code List ‘T = - - o 0 (=%
11 101-000.0 La Salle Investment Pool TET e TET: ™ . = - - o 0 (=Y
12 101-000.0 La Salle - trust ac 0 0 0002 =9 - - o 0 (="
13 101-000.0 Taxes Receivable - 2007 Pe 9 9 wp 0006 3 - - 0 0 03 -
Trial Balance: 0.00 0.00 0.00 0
NET (Income) Loss. -101,685 6,615 -22 73

Helpful Hint

When completing the “Orig Budget” and “Final Budget” amounts, it may be unnecessary to
enter an amount for each row. It is only necessary to enter a single amount on any line with the
appropriate budget function code.

Major Fund Designations

Major fund designations are set by users in the upper left section of the trial balance data sheet.
GOVwriter® computes major fund status, based on the trial balance data, as f/s description codes
are added to the trial balances. The program’s major fund determination computations are
available through the “Maj Fund” tab at the top of the trial balance/data sheet. These are not
reliable until all trial balances have been coded. Do not designate general funds as “major”.
All “general” funds are automatically treated as “major” and this will cause an ordering problem
with the budget statements.

Helpful Hint

Many users will choose not to designate any fund as major until all trial balances are coded. You
may then consult the “Maj Fund” tab schedule to determine which funds you wish to designate
as major. Remember that the general fund will need to be designated as major, even if it is not
computed as major based on the computational criteria.

Statements

Statements are created from the selection of the “Statement” function button at the top of the trial
balance data sheet. Important, statements may have computational errors if the FS
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Description Code list does not contain at least one description in each of the allocation
groups (current assets, current due from other funds, etc.)

& i Gty Ush Perod Beging Vear Ending: Metch 3

File  Windows
d ¢ g | b
F/S Codes Practice Aids Work Paperg Statements

E [H§ q
MNewFund | View Funds || InActive Funds

; ] Main Page... | 3]Mgifund, " . Trial Balance Data Sheet: Gﬁ\ﬁd—Gﬁ\ﬁd]
2 | NewLine | DeleteLine | Copy/Paste | Adjle's | Mod toAccrualles | Export - | Print Preview
o
Z Trial Balance Data Sheet Options Actions
= e e
& 7] Lock Account Cals
T FundName:  ceneral Major Fund Designation [ ooy 0 Create Basic Statements
3 FUnd TVPe: | (saneral E Companent Unit. [ z:ﬂ\‘f;ﬂ?ﬂ:‘sﬁmﬁmw Create Budget Statements
c jow Budget Group
# | Work Paper Path: C:\UsersiAD'Deskiop\any city 7] Stow Prior Data Group Copy Final Db(Cr) To Comp Period
= [7] Lock Trial Balance
Save /Refresh l l ke Inactive l G S G in Buds Cuck,
Sot | A B C | D | E ‘ F ‘ G ‘ H 1 ] ‘ K L ‘ M ‘ N ‘ 0 P ‘ Q | R | s T |
Entitv Wide Simis Budget Stmis
Trel Bolace [ClesrOvemes | Okt | BagicSims | RevenueCodng | Elimivalians Budget Info Delit(Cred) CearVales
Modified Accrual Bal Mod.to Full WIPRef | FIS Rev  Exp Clear || Clear Budget | Comparision
Bal per GL Final Accral Acenal dblclick | Descr. Drag Type  Offset |Elimingion Elim Orig Final  przg Function Period
AICE Account Name Db{Cr) Cr Adj Je's Db (Cr) Adj Jes Balance toopen | Code |Drop| Code  Code | Amout Code | Budget Budget Drop Code Db{Cr)
0 00000  ROUND ACCT (5) (5) o0t ?‘3 - ./ 0 M 0 0?‘: 0
1 101-000.0 Citizens - AP 5021524 0.00 502,153 502,153 leshl 0001 7‘1 0 0 0?.: 0
2 101-000.0 Citizens - Payroll 0.00 0.00 0 0 o0t ?‘3 0 M 0 0?‘: 0
101-000.0° CD- Citizens First 0.00 0.00 0 0 0002 1 0 0 0% 0

3
Select Statements to be Generated

You may select the statements to be generated from the left section of the statement main page.
You will note that some of the Statements of Net Assets may be created in either the classified or
non-classified formats.

& Statements

Statements [ i Page__
Blank Docume it
Table Of Contents

Opinion Page
MDaA / Title Preferences

/Split Line | Refresh Screen | Export -

AN

19U Stmt MA
19C Stmt NA Document Title Justification: | Left -
18 Stmt of Activities
4 Gov BS . PR -
20 Rec Gov BS Enterprise Elimination Screen

3 Gov Rev Exp Cha FB - The following income eliminations have been entered in the enterprise fund indicated. You

?g} E;Zi? Strt Rev 1 must also designate the fund whose expense is to be offset by this elimination

Desiy iminati Desiy Expense Offset
F/S Exp Code Amount Offset Fund Amount

S Prop Rev Exp Chg NA
12 Fid NA Elim. Fund Account
11 Fid Cha NA
17U CU NA
17C CU NA
16 CU Activ

Motes Page

13 Budget Stmt
2 NM Gov Comb BS f

1NM Gov Com Rev Exp Chg FE
& NM Ent Com NA

5 NM Ert Com Rev Exp Chg NA To remove a spiit elifhination line tem, select line and press delete key.
8 InServ Com NA Balance: .00 - .00

7 InServ Com Rev Bxp Chg NA  — Diagnosti

If there ard diagnostics present one or more statements may not be presented correctly Ignore Messages

Select Al

| Level | Source ‘ Message | Legend

1 | /0 iFdcode Int. Service Fund ‘Motar Pool'has missing Rev/Exp Eliminations. : A\ Waming
@ Crtical

Create / Refresh

Export Statements to Excel Workbook

View Practice Aids

]
Create/Edit Stmt Styles ]
|
l

(@]

Enterprise Eliminations

This section of the financial statement main page is used to designate the offsetting enterprise
fund whose expenses are to be offset by the revenue elimination coded in the trial balance. This
IS necessary to properly create the Statement of Activities. If you are required to make an entry
here, the revenue half of this elimination will already be displayed. If there are no pre-
displayed amounts in the left portion of this screen, you do not need to make any entries
here.
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You may designate more than one fund as the offsetting enterprise fund by selecting the “split
line” function at the top of this screen.

This must be in balance before the program will allow statements to be generated.
Diagnostics

Diagnostics are provided to assist the user in avoiding errors and GAAP departures. As with any
program, there are always potential entry and coding errors that will result in inaccurate
presentations, and you should review these statements carefully.

The diagnostics are separated into two types. The critical errors are indentified by a red octagon
symbol, and the program will not generate statements until these are corrected.

Non-critical, cautionary diagnostics indicate conditions that are likely to result in statement
errors or GAAP departures. These should be reviewed carefully and corrected where appropriate.
To generate statements without correcting these issues, the user should check the “ignore
messages” box at the top of this section.

Viewing Statements and Schedules

The various statements and schedules are available for viewing and formatting by selecting the
appropriate tabs at the top of the page. These will appear after statements have been generated.
They may also bawiewed by highlighting the statement from the statement list in the left section
of the statement maiq page.

On ea¢h statement page ysu will note a “Refresh this Stmt” button. The use of this function will
only ypdate the statement being viewed for any trial balance or coding changes. To update all
staterments you must use the “Crxgate/Refresh Statement” function at the bottom of the left
segmjent of the statement screen.

& Statfments r

Statenferts / Main Page_.. | Blank Document ' Table CF Contents | Opinion Page |, MDA | 15USmtNA ' 15CStmtNA ' 18 Stmtof Activies | 4GovBS | 20RecGovBS | 3GovRevE

Bifink: D it o :
ﬁn ocume| split Line | Refresh Screen | Export -

MDA Title Preferences

15U Stmt NA

15C Stmt NA Document Title Justification:  Left -

18 Stmt of Activities

4Gov BS . N .

20 Rec Gov BS Enterprise Elimination Screen

3 Gov Rev Bxp Chg FB = The following income eliminations have been entered in the enterprise fund indicated. You

21 Rec Gov Stmt Rev

10 Prop NA must also designate the fund whose expense is to be offset by this elimination

3 Prop Rev Bxp Chg NA Designated Elimination
12 Fid NA Elim. Fund Account F/S Exp Code Amount

Designated Expense Offset
Offset Fund Amount

11Fid Chg NA

17U CU NA

17C CU NA

16 CU Activ.

Notes Page

13 Budget Stmt

2NM Gov Comb BS

1NM Gov Com Rev BExp Chg FB
6 NM Ent Com NA

5 NM Ent Com Rev Exp Chg NA To remove & split elimination line item, select line and press delete key.
8 InServ Com NA Balance: .00 - .00

7 InServ Com R ChgNA - . .
oen Com Fiev B g Diagnostics

1
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Statement Formatting

GOVwriter was designed to allow the user to format and print the final statements in a program
that they are most familiar with. With this in mind, the statements are designed to be exported to
Excel for final processing.

Certain formatting functions are present in the program, and may be used prior

to exporting to Excel. These are apparent at the top of the individual statement pages. These
should be used to set up permanent formatting that will be saved for future statement
generations.

In addition to the various formatting functions at the top of the pages, you are able to set row
heights and column widths on these pages. Once set, these settings will be retained in the
program.

Hide/Display Rows and Columns

To hide a row or column, highlight the effected columns or row and right click. This will display
a hide/display function. All hidden rows and columns will be highlighted. These cells will be
hidden in the Excel workbook.

o swerens T T

SEGTIE /" Main Page... | 19U Stmt NA
Blank Document -
Table Of Conterts

Opinion Page To hide rows/columns, right c
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PR ,
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21 Rec Gov Stmt Rev Any City USA
- - ny Ci
ng ht CI lCK Statement of Net Assets

10 Prop NA
5 Prop Rev Bxp Chg NA
March 31, 2009

12 Fid MA

Export This Stmt.

1

[

[}

1

o5

11 Fid Cha NA
17U CU NA
17C CU NA

16 CU Activ.
Motes Page

13 Budget Stmt e
2 NM Gov Comb BS

1NM Gov Com Rev Exp Chg FE pr [tale Text

- nis s 1838081 S 5585247 5 2093328 S 57,069
6 NM Ent Com NA 12 Investments 801,890 - 801,890 -
5 NM Ent Com Rev Exp Chg NA 13 Restricted cash 100 490 990 491,090

USER ADDED
TEXT !

Show Row

} Primary Government

_] Hide Row Governmental Business-type Component
B

rFa

Activities Activities Total Units

Bold Text

5 ot 1 1 o = e

Formatting Using Preset Styles
Users may set up standard style formatting to be used and applied to all statements. These
statement styles consist of preset column widths, row heights, footers, headers, font type, and
font size. These are created and saved using the function “Create/Edit Stmt Style” on the
financial statement main page. Once created and saved these may be applied using the style
selection and application functions at the top of each of the statements. The editing of these
preset styles may be secured by a password (see Security/Passwords).

4 Main Page b4
Export This stmt.

Siyle: | Defoult Style

= [ Aeply Styie ] e Celle that re Fiphighted Wil be i raaen i
v A = Size: [B =] FirstPages: [ 3 | mrunds/Fags =5

Sae accempanying notea. [ Refrosh this St |

|~ = l=| L3 l=l= = Jeal ] 2 o] | L L]
Any City USA
Statement of Net Assets
March 31, 2009
USER ADDED
TeExrein

Cam Few Bxp Cha MA
InSery Com MNA

InSere Com Fev B Chg MA =
[ Seloct All ]

Create / Refresh Statements

o oo e s | N s s L
AlppdazaNlaiNupee

Create /Edit St Styles 1
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User Added Text to Statement Pages

Users may add their own text to the program generated statement pages. These may be added to
any cell that does not have program generated data or text. This will be saved for the specific
entity period and appear each time statements are generated. It is important to note, however,
that the program generated text and data will displace user added items if the cell is
subsequently occupied by program data. Users should also note that any user added text is
fixed as to location. The user added content will always appear in a specific cell location
regardless of any changes in the program generated data. The location of user added text
will not change to maintain its relevant location if the program data expands or contracts.

Formatting User Added Text

User added text will appear in the same font used in the body of the statement. This text may be
formatted as either italicized or bold by placing your cursor over the text and right clicking to
select either, or both of these font options.

fa Statements
Statements /' Main Page._. | 19U Stmt NA "
Blark Docume: it = )
Table Of Contents Expart This Stmf-
Opirion Page To hide rows/columns. right click rows /col i
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MD&A Style: [Default Style | [ Apply Style | The cells that are highighted will be hidden when exported
Fa
19C Strt MA Font:  Anal ~ FontSize: 8 - First Page#: 3 #FuMgs / Page: 25
18 Stmt of Actiities Header Text Footer Text  See accomparyirigates. Refrash this Stmt g|5 Hidden Rows i
20 Rec Gov BS
e e g FB | i e el o JHANe W] o ki m |Md
21 Rec Gov Stmt Rev = 1 -
10 Prop NA 2 Any City USA Right
9 Prop Rev Exp Chg NA 3 Statement of Net Assets click
12 Fid NA 4 March 31, 2009 \
11 Fid Chg NA e
17U CU NA > T .
17C CU NA 3 Primary Governmen t [Sf] Show Row
16 CU Activ 7 Govermnmen tal  Business-type .1 Hide Row
Motes Page 5 Activities Activities T
13 Budgst Stmt 9 B Bold Text B
2 NM Gov Comb BS
10 ASSETS Z Italic Text
1NM Gov Com Rev Exp Chg FE 11 Cash and cash equivalents s 1,638,081 S 566,247 S 2 So
6 NM Ent Com NA 12 Investments 801,850 - 501,350
5 NM Ert Com Rew Exp Chg NA 13 ash 100 490,990 491,080 -
8 InServ Com NA 14 d assessment receivable 52,120 342,672 384,792 (145)
7 InServ Com Rev Bxp Chg NA = || g ctate 167,596 167,595 .

otherunits of government 47,147 47,743 24,880
and other assets &7,072 7.873 74,945

s antan @ a7 @ a7

Select Al

Text Pages: Table of Contents, Opinions, Note Disclosures, MD&A and SAS 115 Reports

The program provides editable text pages for the Table of Contents, Accountant’s Opinions,
Note Disclosures, MD&A and SAS 115 Reports. The header and page number footers are preset
and editable from the top information section of these pages. When a new entity is created
standard default templates are added to the database for further editing. In addition, the program
provides for a link to whatever practice aid or standard report and note forms are used for this
purpose. This function is available in the upper menu section of each trial balance as well as
from the lower, left section of the statement pages. To setup these links see the “Practice Aids
Link” section of this manual. Users should access these links using this function and use the
“copy” and “paste” functions to copy these documents to the program’s text pages.

These pages are Microsoft Word® compatible and share many similar editing functions and
features. As a result, you may copy or use any Word compatible text document as a source for
these pages. In addition to the table of contents, opinion and notes pages the program provides a
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blank editable text tab that most users will use to create cover and supplemental information
page dividers. When these pages are exported to Excel workbooks with the various statement
pages, they will appear in the first tab of the workbook as embedded Word documents exactly as
created here. To print these pages simply open from the workbook and use the Word print
function. All changes and contents of these pages are saved in the program’s database for future
statement generation.

Exporting to Excel

All statements should be exported to Excel for final processing.

All formatting, row heights, and column widths from GOVwriter will be retained in Excel.

It is important to note that all numeric amounts are not formatted as numeric fields when
exported to Excel. This is to provide for greater administrative control of the statements as they
are formatted in Excel. If a user wishes to perform or insert mathematical functions in Excel, the
numeric rows must be highlighted and reformatted as “numeric” fields.

The statements may be exported to Excel as individual worksheets using the “Export This Stmt”
function at the top of each individual statement. However, most users will choose to export all
statements at one time by using the “Export Statements to Excel Workbook™ function, found in
the left margin of the statement screen.

Note that the headers, footers, and page numbers create print headers and footers in the

Excel worksheets. These will only appear in print previews and when statements are
actually printed. They will not be visible on the Excel worksheets.

Copy/Roll-Forward Function and Subsequent Periods (See Appendix A)

Copy/roll-forward

Users may roll forward all coding from one period or entity to another by using the copy/roll-
forward functions, and then using the overwrite, import function to apply current period data.

To access the roll-forward function, select “file” from the trial balance data sheet or from the
main page. Then select “copy/roll-forward” from the “utilities” submenu. This will result in the
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display of the “Copy/Roll-forward” window. From here you choose a source of the information
you wish to copy forward and a destination entity/period to where you wish to copy this

information.

In this window you may choose to either copy forward the entire period; all amounts, trial
balance, and trial balance coding; or you may choose to simply copy the three coding lists. If you
choose to copy “Codes,Fnds, Amts” all trial balances will be copied, including all accounts,
descriptions, and coding to the destination trial balances. This is the option most users will to
choose to save coding time in future periods for entities with prior data in the program. The code
only option will generally be used to save time by populating the three statement building code
lists for new entities. You also may choose to copy the entire trial balances, including all je’s,
budget and elimination amounts by choosing “Entire Period”. This option would be chosen to
copy a current active entity/period from one database to another (see Field Use/Portability)

File  Windows
g3 . & q F] @
NewFund ~ ViewFunds  InActive Funds | F/SCodes Practice Aids Work Papers Statements
g._ @dMainPage.. | (z]MsiFund / f Trial Balance Data Sheet: General - General
§ New Line | Deleteline | Copy/Paste | Adjle's | Mod to Accrual Je's | Export ~ | Print Preview -

Trial Balance Data Sheet

FundName:  General Major Fund Designation

Fund Type: Component Unit 7]

General

M

Work Paper Palh: C-\Users\A/D\DesKop\LOCKED FILESIany citigen fund

Options
[7] Lock Account Cols
D Display .00
Show Entity Wide Stms Group
Show Budget Group
Show Prior Data Group
[7] LockTrial Balance

AVDFC\CPAWRITER = | Refresh List

Actions

Create Basic Statements
Create Budget Statements

Copy Final Db(Cr) To Comp Period

| saeiRefesh || Makelnace | Copy FiS Code to Budget Cade
" , " )
il & < | & CopyrRoll Foruard . . . x| 4 Q R s T
—
roll-forward L BudgetnfoDeit Cedy___|[ O v
Modil Source Period . Destination Period -C\ear -C\ear Budget | Comparision
BalperGl s iomiie: [ Optlons Expattofie: [ Elim Final prag Function Period
ACE | AccountName Db(C1) Code Budgﬂ Budget Drop  Code Db(Cr)

Connected to: localhost\CPAwriter\ GOVwriter

Subsequent Periods

0 00000  ROUND ACCT S AVDPC\CPAWRITER = Refresh List Dest: 0 0 0
1 [101-000.0|Ctzens - AP 502,152.54 [EAmGyUSA  Liosnse Number Licenss Number: 0 05 o
2 101-000.0 Citizens - Payroll 0.00 CITY OF SCAPOOSE CITY OF SCAPOOSE 0 05 0
3 |101-000.0 CO- tizens First 0.00 Enty Entey 0 0 o
4 101-000.0 €D - Citizens First 0.00 0 0 0
L0006 (0 - At Third 000 Par.\:i-d Begnring ij Beginning ) ' .
6 101-000.0 CD - Seaway Bank 108,573.22 Period Ending: Period Ending: 0 05 0
7 101-000.0 Imprest Cash - Cash Drawe 200.00 0 05 0
8 101-000.0 Imprest Cash - Petty Cash 339.78 Rl Forward Options 0 0, a
9 101-000.0 Imprest Cash -Pool Cash D 50.00 @ Entire Period 0 0 0
10 |101-000.0 La Salle Investment Pool 191,350.06 . Codes, Fnds, Amts {No JEs). 0 05 0
11 [101-000.0 La Salle - Jackson/Kane 0.00 Code Lists Orly. 0 0 0
12 | 101-000.0 Taxes Receivable-2006 Del 1,316.51 0 05 0
13 | 101-000.0 Taxes Receivable-2002 Del 130.89 T : Copy Source Period to Destination || 0 0G5 a
14 |101-000.0 Taxes Receivable-2003 Del 225.34 0 05 0
15 | 101-000.0 Taxes Receivable-2004 Del 266.82 0 0 a
16 | 101-000.0 Taxes Receivable-2005 Del 183.22 0.00 183 183 0006 F 0 0 0= 0
17 | 101-000.0 Allowance for Del. Pers. Pro 0.00 136.17 (136) (138) 0008 ) 0 0 0 0
18 | 101-000.0 Dingnt Pers Taxes Rovbl-Op 0.00 0.00 0 0 0006 £y 0 0 0% 0
19 | 101-000.0 Taxes Receivable- 2008 Re 0.00 0.00 0 0 0006 C) 0 0 05 0
20 |101-000.0 Taxes Receivable- 2008 Pe 0.00 0.00 0 0 0006 E 0 0 0l 0
21 101-000.0 Taxes Receivable- 2008 Ad 0.00 0.00 0 0 0006 C) 0 0 0 0
22 | 101-000.0 Taxes Receivable- 2008 Sa 0.00 0.00 0 0 0006 L) 0 0 05 0
23 |101-000.0 Taxes Receivable - pre 01 244.61 0.00 245 245 0006 3 0 0 0 0
24 101-000.0 Accounts Receivable 10,656.17 0.00 10,656 10,656 0008 E) 1] 0 0 :‘: 0
25 |101-000.0 AR - Cable franchise fee 7,200.95 0.00 7,201 7,201 0006 £ 1] 0 0 0
Trial Balance: 3,804,042.61 3,804,042.61 0.00 0.00 0.00 0 0

NET (Income) Loss 64,914 58,872 -107,889 3,872 -866 -3,101

In subsequent periods, for entities with prior data in GOVwriter, a “Codes, Fnds, Amts” roll-
forward would be performed, followed by an import of the new trial balances as overwrites to
the rolled forward data. This is a very important time savings feature of this program.
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When this subsequent overwrite import is complete, all new trial balance accounts will be
highlighted to indicate which rows need coding. All previous period coding will remain, and
only need to be re-entered or edited for any lines that need different f/s desc. coding than was
applied in the prior period.

¥ Any City USA_Period Beginning: Year Ending: 03/31/2008

File  Windows
L

=]

Mew Fund ~  View Funds  InActive Funds

3 &
F/S Codes Practice Aids  Statements

- @ Main Page M= Fund_ fg Trial Balance Data Sheet: General - General x
E‘ New Line | Delete Line | AdjJe's | Mod to Accrual Je's | Export - Print Preview -
Trial Balance Data Sheet OpEoss FEEES
Fund N Lock Account Cols [ Create Basic Statements. |
und Name:  General Display .00 2
Fund Type:  General [=] New lines subsequent ¥ Show Entity Wide Stmts Group [ Create Budget Statements J
=res] 7] Show Budget Group -
Major Fund Designation: [/ Component Unit P V| Show Prior Diata Group [ Copy Final Do(Cn) To Comp Periad |
Lock Trial Balance
Save (Refresh | [ Make Inactive | [ copyFis Code to Budget Goda |
Sart A B c F G H 1 E] K L ] N -

Entitv Wide Stmis.

Clear Overrides Basic Stmis Revenue Coding | Elimi
Mod._ to Full FIS Rev Exp

Final Accrual Acecrual WP Descr. |Drag| Type Offset | Eliminaion

AlCE Account Name: Db{Cr) [ Cr | Adjdes Db (Cr) Adj Je's Balance Ref Code | Drop| Code Code Amount

o 00000  ROUND ACCT (2) (2) 4006 = GP-Ge - o
1 101-000.0 Citizens - AP 0.00 4,080.53 124,281 124,281 wp 0001 = o
2 101-000.0 Citizens - Payroll 0.00 0 0 0001 = o
3 101-000.0 CD - Citizens Bnk 0.00 0 0 oooz = a
a 101-000.0 CD- Citizens zbnk 0.00 0 0 o002 =N 0
5 101-000.0 CD - Fifth Third 250,000.00 0.00 250,000 250,000 wp 0002 =1 0
6 afc= «<New Account> 0.00 0.00 0 ] o = o 0
7 afc # <New Account> 0.00 0.00 0 0 o = o o
8 101-000.0 {CD ] 111,348.35 0.00 343.20 111,692 111,692 wp 0002 = 0
9 101-000.0 CD- Key Bank 250,000.00 0.00 915.84 250,916 250,916 wp 0002 T 0
10 101-000.0 Imprest Cash - Cash Drawe 200.00 0.00 200 200 0001 = o
11 101-000.0 Imprest Cash - Petty Cash 59.61 0.00 60 60 ooo1 = o
12 101-000.0 Imprest Cash - Pool Cash D 60.00 0.00 60 60 ooo1 = o

13 101-000.0 LaSalle Investment Pool 189,281.53 0.00 189,282 189,282 wp oooz = 0 -
Trial Balance: 3,853,739.25 3,853,739.25 0.00 0.00 0.00 [}
NET (Income) Loss -99,150 101,585 6,615

Connected to: localhost\CPAwriter\ GOVwriter

For this function to work properly, it is important that every line in the trial balance contains
unique account#/name combinations. In its overwrite process, GOVwriter identifies each row as
a unique line by the use of these two columns. All characters and spaces in these two columns
are matched from one period to the next. The program cannot accomplish this matchup if
more than one line within a trial balance contains any lines that, from the first character in
the account number column through the last character in the account name column, are
identical. Each line within a trial balance must contain at least one unique character or
combination of characters in these columns to create a separate line identity.

Users also need to be aware that any variances in any of these characters from one period
to the other will be indentified as different lines, and not matched correctly.
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Printing Reports

In addition to the statements, there are other reports that users may want to print.

SOURCE OF COMMON REPORTS

Report Source

Trial balance reports (see list below) Print Preview at top of Trial balance

Journal entry reports Print Listing at top of open je functions

FS codes Print Listing at top of open fs code function

Major fund analysis Print function at top of major fund tab

Combining full accrual trial balances Build statements 18a and 18b in statement function and

export to Excel

Revenue coding summaries Build statements 18c and 18d in statement function and
export to Excel

Statement coding allocation window Export function at top of open trial balance

Budget coding allocation window Export function at top of open trial balance

Within the trial balance/data sheet there are several report generation functions.

You may print the trial balance by exporting it to Excel by selecting this function from the upper
menu bar, in any open trial balance.

The trial balance data sheet may also be printed using the “print preview” function from the
upper menu bar of any trial balance. Using this function you may elect to print the trial balance
in four formats:
Trial balance with through the fs code column plus comparative period in account order
Trial balance in FS Code order, with subtotals for each FS Code
(This option may also be used to print FS Code lead schedules, by generating this
report for specified FS Codes)
Cash flow ws/comparative ws (use this ws to assist with the statement of cash flows)
Trial balance in Budget Code order, with subtotals for each Budget Code
Trial balance account entry detail (this report allows for the selection of a specific trial
balance account range)
Important. The program cannot generate these reports unless all trial balance lines have an
assigned FS Descr Code. It uses these codes to determine the account type for each trial balance
row.

Using the “export” function in the trial balance you may also print the basic statement
allocation and budget allocation windows by exporting them to Excel.

The diagnostics are available for export to Excel for printing. This function may be accessed
from the export button at the top of the Statement main page.
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There are also four schedules generated in the “Statement” function that many users many wish
to print. These are as follows:

The enterprise fund combining schedule
The governmental fund combining schedule
The enterprise fund revenue schedule

The governmental fund revenue schedule

These schedules provide statement building details for the entity-wide statements of net assets
and statement of activities. These schedules are designed to be exported to Excel and should be
printed as described in the statement generation portion of this manual.

The enterprise eliminations and diagnostics are available for export to Excel for printing. This
function may be accessed from the export button at the top of the Statements main page.

Concurrency and Multiple Users (User Log)

GOVwriter permits simultaneous different users access and usage of different funds within the
same entity/period. If you wish to view or use a trial balance for a fund that is already in use by a
another user, you may do so by selecting “user log” from the file menu. Using the user log you
may release another user’s lock on a particular fund. This will permit the simultaneous viewing
and usage of a single fund’s trial balance by multiple users. Warning! The program does not
automatically update the trial balance for entries or changes made by other users in this
mode. You must refresh the fund’s trial balance for it to be updated to reflect another user’s
entries.

Creating and Editing Entity/Period

In order to add a new entity/period to the database, or to edit an entity’s name, period end or
period description, you must select “Create/Edit Entity” from the file menu. The statement
period description will appear exactly (case sensitive) as entered here.

An existing entity may be edited to change the entity’s name, period end, and period description
using this function.

Trial Balance Lockdown

In order to enhance controls over the statement creation process, GOVwriter provides for a
lockdown of the trial balances as they are reviewed and finalized. In the Options box at the top of
the trial balance data sheet you will find a “Lock the trial balance” check box. Selecting this
function will lockdown the trial balance, preventing any changes or new entries to this trial
balance. This lock may be released by selecting “Fund log” from the File menu at the top of the
page. The Fund log will identify the user creating the lock and the date and time created.

This lock may be released by selecting the fund and choosing the Unlock Fund function on this

page.

This function should be used in conjunction with the auto date/time Excel statement export labels
to control the statement generation process.
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Field Use/Portability (See appendix A)

Each time the program is loaded on a computer it includes one usable entity/period. This may be
used to create an entity/period for use at a client’s office. Most users will first edit the single
entity/period on their computer to conform to the entity/period to be processed. You should then
use the program’s Copy/Roll-forward function to either initially populate the three code lists for
a new entity, or the trial balances for an existing client from your primary home database. Upon
return to the network or home database, you will first create a matching entity/period, and again
using the Copy/Roll-forward function copy the entity period from your local drive to the home
network database. You will want to select the “Copy entire period” option on this return to your
primary database. This selection will create an exact duplicate, including all balances and journal
entries made at the client’s office.

Security/Passwords

GOVwriter has been designed so that certain features may be secured by the use of passwords.
This security function is currently limited to the preset statement styles and the deletion
entities. The activation of this security function will prevent users from inadvertently altering
preset statement styles. To activate, simply select the “file” function from the trial balance/data
sheet screen. Select “security” and set a security password.

Once set, the program will ask for this password whenever you access any function that has a
secure setting. A master password is posted on your account page in the CPAwriter website that
will allow access if you have forgotten or misplaced this password.

Contact Information
We thank you for choosing GOVwriter as your trial balance and statement writing tool.

Our support staff is available to assist you Monday-Friday from 9:00 am to 5:00 pm EST at:
Toll free 1-866-241-4433
You should also visit our website regularly for program and instructional updates at:
WWW.cpawriter.com

We recommend that all users download and view our eight segment video tutorial
available at www.cpawriter.com
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Appendix A - Suggested Import Copy/Roll-forward Import Procedures

Scenario: New period for existing entity

1. Create new entity using file “Create/Edit Entity” function.

2. Using file “Copy/Roll-forward” function, copy trial balance “codes, entities and amts
only” from last period to new period.

3. Before importing any new trial balance use the “copy final balance to comparative
period” function at the top of the trial balance data sheet. This will cause your prior trial
balance amounts to be copied to the comparative data column for analytical review.

4. Import the current year-to-date trial balance amounts to the modified accrual columns as
overwrites to the amounts that had previously been copied in step 2. This is accomplished
by selecting an existing trial balance as your destination in the import process. Check the
“Show existing funds” option to select the trial balance to be overwritten.
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