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User Group Agenda

* Budget Upload Process

* Chartfield’s & Combo Edits

* nVision reporting with Scope

e Audit Prep and Adjustments

* Month-end and JTE transmittal
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Budget Upload Process
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Budget Upload Process

* Chapter 14 of the user guide

 Recorded webinar on Finance Impact Site
www.scouting.org/financeimpact

* Tools available

— Queries
« LC_ACTUAL SPREADSHEET FIS_YR
 LC_BUDGET_FISCAL YR —the starting point for budget

— Report
e Detail Budget Analysis — Scope

— Runon 12-31-15
— Provides current plus 2 years of history and budget

Prepared. For Life."
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Budget Upload Process

= | = X3
o
Mv| ¥ Budget Upload - | +4 ! Search Budget Upload 2
Organize » Include in library = Share with = Burn Mew folder == » [ IZEI
i Favortes Mame Date modified Type Size
PR Desktop @j JRNLL. LCxls.xls 2/8/2016 9:24 AM Microsoft Excel 97-2003 Wo... 2454 KB
4 Downloads EF JRNLMCRO.xla 2/8/2016 9:24 AM Microsoft Excel Add-In 410 KB
5# FINANCE IMPACT DEPAF B JmiLogxds 2/8/2016 %:24 AM Microsoft Excel 97-2003 Wo.., 11 KB
| Recent Places
nYision Layouts from Pro
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Budget Upload Process

14.4.1 Uploading Completed Budgets
The council should have an excel spread sheet for gathering the budget data for uploading. The
standard format is a file named “Journal Upload and Budget Upload Gathering Worksheet”. The
workbook contains instructions, a template to gather budget detail as above, and an upload
formatted sheet for each month of the year.

Once gathered, budget numbers can be copied into a template that will upload them directly as
Jjournals intio PeopleSoft. They arrive as unposted general journals which can be changed, edited
and then posted or deleted for a refry.

14.4 1.1 Using the Gathering Template

Task #1 Open the Excel® Spreadsheet “Journal Uplead and Budget Upload
Gathering Worksheet”

Task #2 Fill in the Set-up Tab (Business Unit and “"USD") as below. This will be saved
and will be retrained for future loads.

Step1
Step 2
s1ep 4

Step1
Step

fep d

Stepd

Fill in the two celts below

1556  PeopleSoft Business Unit {usually 1999 - Council Mumber)

USD  Currency (USD unless otherwise directed by user)

Data Preparation Steps:

Gather your data for journal upload. This canbe 1o either ACTUALS of BUDGET ledger as indicated by the 13bs below.
Crgan|ze your data in the order of colums as in the selected “Master™ tab befow, The order is importani. Arranged y
LO{Y YOUF GETa TROM yOUF SOUNCE a0 PRSI SPEUIAL - VALUES™ DRI ITH THE SSIeC1ed MAS | ER SNEeT 107 EITNer ACTu

atter all the budget data you wish to load is placed into the Master Tab. Count the number of linas in your data belof
Cipen your import file IRNLLLC.xE - Setup your Header for your Business Unit including the date that is
Add the numbarsfr

in tha AMLLLC. 2l file that will matsh peer data reen
This is done by clicking the button shown at the right here and entering the nember of rows foadd -
Start with
Then add Row numbers in the upload template co they match your data and there is a row numiber in the grey portiol

BOY SCOUTS OF AMERICA
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Budget Upload Process

Fiscal Software User's Guide, BSA February 2013

Task #3 Copy and Paste or load the data being returned from budget work into the
gathering document.

Iy o & 2] E r L] " 1 ] 3 L Lo i
JPastE yoUr Data here beginning with Cell C4 across the months you ane Bntening now. USE THE PAST SPECIAL - VALUES satting

Haadar I l.i il AFFA AT I Parafd FMBPI)—MGMn P 1 i FAtar Cradite 5% a MAFSES
BusUnit  Ledger  Fi Aecount Project  Class lan Feb Mar Apr May Jum Jul Aug
L556 BUDGET 1 GBO1 444 n {5,600, 00)
Lane BUCAET i a%0L e m LR PSRV H)
LasE BUDGET 1 4001 000 50 {230,000.00)  (400,000.00) [180.000.00)  (12.500.00
&1 BUDGET A oo 000 ] 6850000 18,300,040 GE. 200,00 T1.600 00 JL600.00 J2,600.00 JL.600.00 600

REMEMBER: Debits are entered as a positive number, Credits are entered as a
negative number.

Do not budget for deferred months on projects that are deferred.

Task #4 Copy the data from the “Jan” tab into the upload template (January budgets)

HINT: First look at the “Jan” tab and count the lines you are about to copy to
the upload template. Go to the bottom of the data and look at the Excel® row
number then subtract 1 from that number. This will allow you to open the
correct number of rows in the template for pasting. See instructions below on
pasting data.

Task #4 Upload January budget data into the GL. After a successful upload, you will
repeat the steps above and copy/upload “Feb” "Mar” etc. Be sure you change the
effective date on the upload template te match each month.

BOY SCOUTS OF AMERICA Prepared. For Life."




Budget Upload Process

Task #2 - Set up the template

Step Action
1 Open the JRNL1 spreadsheet. This is the template that is used to upload

journal entries into PeopleSoft.

ORACLE’ Spreadsheet Journal Import

 Generd ——————— = JournalShests ———— [~ Import Journals ————
-3 r +f
Setp Tew Brport Mo
i £ A
Totes Bt Whie File
=
Dele
1 1
N
Copy

The user may see a message that asks if they want to Enable the
Macros. Click Enable
2 Click on Setup

Prepared. For Life."

&3 BOY SCOUTS OF AMERICA




Budget Upload Process

Step Action
3 Detae Optiani and Defaulta @
Header Defauls Messags Options
Business Urit:  |LL44| ™ Log Errce Mescage onky O
o |m,|rr._i:-n| | ¥ Log Successful and Error Masssgs Cancel
Ledger Groug. IULE'\'.-U W Display Maseoges Crilne
e [ LGN SEpEning Cenbgen: |
User 01 | Enable Document Seguencing
[ Enabis Mtibodk el st Document Typa!
il et Deiine Irpert Contrel
Geenaral Opticng Actdeigs |I'Hn'.'|'n-!luut|1¢-lr'.- e ki, oo ] A0 el 1
Lengusge:  [TETINNNNN | | oo |
After successiul import
™ Change impset Status bo Do Mot [mport
e Enep mport Satus 52 [mport
Skip i Journal sready exists
I Skip f Journdl has errer

Enter the proper Business Unit

Enter the default date

Enter the Ledger Group (ACTUALS or BUDGET)

Enter Source: G.J

**All other fileds should default. The address represents the environment.
Users will be provided the Production address in the version provided
during training.

Optional: Enter User 1D (It can be loaded later)

Click OK
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Budget Upload Process

Step Action

5 HINT: It is important to know who many lines of journal you are about
to add. If the journal is already in an Excel® sheet, you can count the
lines before copying the journal into this template. If you are creating
it manually, you can add lines as needed.

Spreadsheet Journal Import 8|
Journal Header Sl MU Journal ID

+| !_|Ea:.sL—Lz§~[
Journal Lines

SyslD JournallD  Line#® Unit Ledger Account Fund Cle

v v v v
@-[B‘l 2l Select fields to copy from a previous line |

Click the TERTeN in the Journal lines section for one at a time addition of

lines. |.+_L

Click the [F[WEMl sion to add multiple lines. Enter the number of lines
needed for the journal entry and click Insert.

.
Insert Multiple Lines

Number of Lines | 10|

To Line: Cancel

\

The minus signs can also be used to remove one line at a time or multiple

lL

lINES. =m——
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Budget Upload Process

B E - N 0 5 Q

Spreadsheet Journal Import
ournal Header S8 Journal ID Date
+ & |e] -
Sy= I Journal D Line & Unit Ledger Account Fund Class Project Currency Amount Description
v v v v v v v v v
+ | = | £ | e | [+ | Select fields to copy from a previous line by marking the checkboxes under each field.
- ™
:I Mew Journal Header P
L i
System ID: Description:
Jan
Unit: Lo4a
Journal ID: MEXT

Journal Date: 1/1/2015 m ) ) o

Reference Number: ™ Adjusting Entry:
Ledger Group: BUDGET Document Type:

Ledger: Doc Sequence:
Source: Gl Adjustment Type:
User ID: Commitment Control Amount Type:

| | =]
Journal Class:
Transaction Code: Agency Location

Code:

Currency Information Reversal

Foreign Currency: {* None

r . .
EFfecive Dati: 12/1/2015 Beginning of Mext Period

(" End of Mext Period

Rate Type: " Next Day
Exchange Rate: (" Spedfied Date

BOY SCOUTS OF AMERICA Prepared. For Life."




Budget Upload Process

2

Kl .Journal Header BT Journal ID

4 1082 1924  NEXT 12M/2016  December_ll

eI AR Y

6

7 SysID JournallD Line # Unit Ledger Account Fund Class Project Currency Amount Description

8 v v I v v v I v v

g + | - | e | —1 |7| | Select fiekds to copy from a previous line by marking the checkboxes under each field.
A510 1082 NEXT 439 LW BUDGET 8402 1 20 129 uso 0.00 Budget Load
551141082 NEXT 440 |&=a BUDGET 5404 1 20 120 uso 0.00 Budget Load
55121082 NEXT 441 L=  BUDGET 8501 1 20 110 usp 0.00 Budget Load
55131082 NEXT 442 M@  BUDGET 68301 1 20 114 usD 0.00 Budget Load
£514 1082 NEXT 443 A=  BUDGET 3104 1 20 114 usD 0.00 Budget Load
55151082 NEXT 444 WPl BUDGET 9152 1 20 114 usp 0.00 Budget Load
5516 1082 NEXT 445  |&md  BUDGET 5404 1 20 114 usp 0.00 Budget Load
B517 1082 NEXT 446 L=  BUDGET 9404 1 20 105 usD 0.00 Budget Load
5518 1082 NEXT 447 B BUDGET 6301 4 20 00% uso 0.00 Budget Load
5519 1082 NEXT 445 L& = BUDGET 6931 1 80 008 usp 0.00 Budget Load
5520 1082 NEXT 445 LM BUDGET 8104 1 20 009 usp 0.00 Budget Load
552111082 NEXT 450 =i BUDGET 8301 1 20 00g usD 000 Budget Load
552211082 NEXT 451 L& =™  BUDGET 8609 1 20 003 usD 0.00 Budget Load
55231082 NEXT 452 L@  BUDGET 4152 % 20 008 uso 0.00 Budget Load
5524 1082 NEXT 453 Ll  BUDGET 9404 1 20 19 uso 0.00 Budget Load
552511082 NEXT 454  |=9 BUDGET 8501 7 20 213 usp 0.00 Budget Load
55261082 NEXT 455  |@ma  BUDGET 9153 1 20 213 usp 0.00 Budget Load
BR2T7 1082 NEXT 456 L= BUDGET 9404 G 20 213 sD 0.00 Budget Load
5528 1082 NEXT 457 %  BUDGET 5404 1 20 214 uso 0.00 BudgetLoad
552911082 NEXT 455 |S=  BUDGET 9404 1 20 228 usp 0.00 Budget Load
5530 1082 NEXT 459 WM  BUDGET 9404 1 20 210 usD 0.00 Budget Load
e B
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Budget Upload Process

r General ———— 1 Journal Sheets r Import Journals

D £
Setup New Import Now

E 2
Notes Edit | Write File

r | B
Write Journals to File : = r
B
Delete :
Copy Cancel

All

i

Mone

[ Wirite one file per Journal Sheet
File name:

e IC: Uzersimcreagh'desktopc budget upload'2016_LE
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Budget Upload Process

;

Favorites | Main Menu
w = -

Personalize Search Menu:

Accounts Payable
Allocations

Asset Management
Banking

BSA

Enterprise Components
eProcurement

General Ledager
PeopleTools

Reporting Tools

Set Up Financials/Supphy
Tree Manager

Vendors

Warklist

[£] My Dictionary

[5] My Personalizations

[£] My System Profile

[5] Tax Center

PEFFRPERRERER E E B
BFetle 0 EE

BOY SCOUTS OF AMERICA

v v v v

Accounts Payable
Adrrinistration

ARN Reports
Conwversion

General Ledger

Local Council Updates
Security

- T w w W

=] BSA Tree Manager

[5] LC Budget Upload

[=] LCMonth-end GL Transmittal
|5] Local Council Asset Conversion
[£] PAS GL Account Add

[5] Posted Detail Report

[5] Upload Sellwise Day End File

Prepared. For Life."
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Budget Upload Process

Favorites | Main Menu > BSA > Locsl Coundl Updates > LC Budget Upload [l

LC Budget Upload Request

Run ControlID:  budget_upload Report Manager Process Monitor Run
..;~ | Param i
*Number of Data Files: Single data file
*Character Set: 130_8859-1
*If Journal Already Exists: Skip
*If Journal is Invalid: Skip
Add Delete View Attached File:
B save | |L Returnto Search | | +E] Previousin List | |+E] Nesxtin List El Matify ‘ExAdd | | Update/Display

BOY SCOUTS OF AMERICA
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Budget Upload Process

Favorites ;| Main Menu > BSA > Local CoundlUpdates > LC Budget Upload &l
- i - ~ -

LC Budget Upload Request

Run Control ID:  budget_upload Repori Manager Process Monitor '_W'i_

Report Request Parameters.

“Humber of Data Files: 8ir 3 file. =
*Character Set: @

“If Journal Already Exists: [Skip. [~]

*If Journal is Invalid: ‘Skip =]

[ Add ][ Delete [ View | atachedFile:

|[B save | | RetrntoSearch 1] Previousinbist | [+ Nextinlist | =] oty

Browse... | No file selected.

| Upload || cancel
@ File Upload ‘il
@Qvl » LC budget upload - | 43 | ‘ Search LC bu 5=3
Organize ¥ Newfalder = 1 @
& Y G ified y Sz
dr Favorites Name Date modified Type Size
B Desktop B 2016_L040_JRNLL, L Cxlsxls 12/31/201512:37 ... Microsoft Excel 97... 3647 KB
& Downloads 016_L040 JRMLL.txt 12/31/201511:11 ...  Text Document 2932 KB
C# FINANCE IMPACT DEPARTMENT (ntl-filestor = (AT OPCOAD_AND_EUDGET_UPLO.C SIS KE
= Recent Places |’-_‘|_] JRMLL, L Cxlsads 2454 KB
n¥ision Layouts from Production B JrniLogxis 2/31/201512:23 ... Microsoft Excel 9 11 KB
@' JRMLMCRO.xla 12/31/201512: Microsoft Excel A... 410 KB
- Libraries
%] Documents
@' Music
= Pictures
B Videns i
File name: 2016_L040_JRNLL bt » [AlFies ) -
el ottt

BOY SCOUTS OF AMERICA Prepared. For Life."
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Budget Upload Process

ORACLE’

Favorites Main Menu > BSA > Local Councl Updates > LC Budget Upload (2

LC Budget Upload Request

Run Control I budget_upload

Report Manager Process Manitor

[

Run

*Number of Data Files:

*Character Set;
*If Journal Already Exists:
*If Journal is Invalid:

Add | | Delete

[@ Save || | L Return to Search

Single data file
IEG__BEEQ-1
Skip

Skip

View | Attached File:

+E] Previous in List | | +[E] Mext in List

BOY SCOUTS OF AMERICA

2016_L040_JRMNLT.tet

=] Notify

EvAdd | || Update/isplay

Prepared. For Life."
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Budget Upload Process

ORACLE’

Favorites Main Menu > BSA > Local Councl Updates > LC Budget Upload (2

LC Budget Upload Request

Run Control I budget_upload

Report Manager Process Manitor

[

Run

*Number of Data Files:

*Character Set;
*If Journal Already Exists:
*If Journal is Invalid:

Add | | Delete

[@ Save || | L Return to Search

Single data file
IEG__BEEQ-1
Skip

Skip

View | Attached File:

+E] Previous in List | | +[E] Mext in List

BOY SCOUTS OF AMERICA

2016_L040_JRMNLT.tet

=] Notify

EvAdd | || Update/isplay
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Chartfield’s & Combo Edits

1-1001-000-00
Fund — Account — Project Code — Class

Rules for the Chartfield or combination Errors
e 1800 accounts must use a 25 or a 99 class code

* |[ncome accounts are all 90’s class
* Unrestricted — Temporarily — Permanently Restricted

‘Aﬁf BOY SCOUTS OF AMERICA Prepared. For Life.”




Chartfield’s & Combo Edits

Looking for Errors

Fa\fovr'rtes'rﬂainvl‘ﬂenu 5 GenemI'Ledger 5 JouLnaIS b Journa'IEntr',r > Create/Update Journal Entries [@l

Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values.

Limitthe number of results to (up to 300} :'éDD

Business Unit: = v L1 Q
Journal 1D: begins with - [

Journal Date: = - IEi
Document Sequence Number:  begins with »

Line Business Unit: = ¥ QL
Journal Header Status: = - Journal Has Errors -
Budget Checking Header Status: = % -
Source: = - e
UserID: begins with « | &
Attachment Exist: = 5 -

"I case Sensitive
| Search Clear |Basic Search Save Search Criteria
| i =

Search Results

View All
Business Journal UnPost Document Sequence Line Business Journal Header Budget Checking Header Ledger

z Journal ID 5
Unit T Date Sequence Number Unit Status Status Group
L 00025626889 07/14/2015 0 (blank) L1 Errors Valid ACTUALS
L1 AP02399474 0 (blank) L Errars Valid ACTUALS
L APD2652342 10/29/2015 0 (blank) L5 Errars Valid ACTUALS

Prepared. For Life."




Chartfield’s &Combo Edits
Report Errors

Fa\.fovr'rtes-Mainvl'-denu > PeopIETouls > Processgcheduler *  Process Monitor

Server List

E.Iserll):: Q. Type: + Last = 12 Days - Refresh

Server: * Name: . 2, Instance: . i to .
Run Error » Distribution — |_gl'_. Save On Refresh
Status: Status:

a2

Process Distribution

Select Instance Seq. Process Type E User Run DateiTime Run Status Sta_T Details

3953597  nvision Report NVSRUN JBRILLA 0210412016 2:20:00PM CST Error Posted

3053576 | nvision Report NVSRUN JBRILLA 0210412016 2:26:44PM CST Error Posted
[ 3952661  nVision Report NVSRUN JUSWILLI | 02/04/2016 1:05:28PM CST Error Posted  Details
[[] 3952305  |mVision Report NVSRUN JUSWILLY g:ggmma IZAOTEM s Posted  Details
[l |3952234  nvision Repoit NVSRUN TAHARREL g§$m'201512:25:1apr-.-1 Error Posted  Details
[ 3951707  |COBOLSOL GLPPPSTO GAALEXAN | 02/04/2016 11:45-14AM CST Error Posted Details
[F] 3944005 nvision Report NVSRUN LRODRIGU | 02/03/2016 11:09:40AM CST Error Posted  Details
] 3943377 |nvision Report NVSRUN CSTURDEYV | 02/03/2016 10:23:35AM CST Error Posted  |Details
[ 3943331 nVision Report NVSRUN CSTURDEV | 02/03/2016 10:18:50AM CST Error Posted  Details
[ 3943321 |nVision Report NVSRUN CSTURDEYV | 02/03/2016 10:17:20AM CST Error Posted  Details
] 3943197 |nVision Report NVSRUN CSTURDEV |02/03/2016 10:07:07AM CST Error Posted  Details
] 3942448  |COBOLSOL GLPCLOSE PEROSE  |02/03/2016 8:55:20AM GST Error Posted Details
[ 3941253 nVision Report NVSRUN MKAMAU | 02/02/2016 7:13:48PM CST Error Posted  Details
] 3940436  |nvision Report NVSRUN SWYERS  |02/02/2016 4:26:09PM CST Error Posted  |Details
[ 3930385  COBOLSOL GLPCLOSE KEHMKE  02/02/2016 2:44:24PM CST Error Posted  Details

Prepared. For Life."




Chartfield’s &Combo Edits
Report Errors

Favorites
-

Process Detail

Instance: 3936372

Name: MNVSRUN

Run Status: Error

Run Control ID:

Location: Server

Server. PSNT3

Recurrence:

Request Created On:
Run Anytime After:
Began Process At

Ended Process At:

OK Cancel

BOY SCOUTS OF AMERICA

Main Menu > PeopleTools > Process Scheduler > Process Monitor

Type: nVision Report

Description: nVision Report

Distribution Status: Posted

02/02/12016 9:48:44AM CST
02/02/2016 3:48:428M CST
02/02/2016 9:42:06AM CST
02/02/2016 3:49:20AM CST

Hold Reqguest

Queue Request
Cancel Request
Delete Request
Restart Request

Transfer

Batch Timings

View L og/Trace

Prepared. For Life."




Chartfield’s &Combo Edits
Report Errors

Favorites | Main Menu > PeopleTools > Process Scheduler > Process Monitor
- o - - -

Message Log

Instance: 3836372 Type: nVision Report
Name: MNVSRLIM Description: nVision Report
Severity Log Time Message Text
G- 49-12AN ‘ufaria_ble from Report Request D-BUD-AM is invalid for
email templates.
(L ¥ Report Repository URL is: hitpafins.scouting.org [ 2
i —— ISchedulerTransfer/P91FBSA (63,68) B
10 9489 21AM Successiul Hitp Reply Code: 200 - OK (63,57) Explain
L&y / i
- 49-21AM uucu:e_ssfyllj posted generated files to the report Explain
repository
Return

BOY SCOUTS OF AMERICA Prepared. For Life."




Chartfield’s &Combo Edits
Report Errors

Favu:uvr'rtes. : MainvMenu > PeanETnnls » Process gcheduler » Process Monitor

Message Log

Sl

Instance: 3956693 Type: nvision Report
Hame: MYSRLIMN Description: nVision Report
Severity Log Time Messzage Text Explain
8:49:094M Scope-dependent variable SFY specified without scope. EExp1ainE
8-49-09AM Variable ﬁﬁSF'h"% from Report Request DS0OP-F1 is invalid Explain
for description templates.
ope Lo Report Repository URL is: hitp:fins. scouting.org
4 AN
10 S [SchedulerTransfer/Pa1FBSA (63,68) Bpha
10 a:49:14AM Successful Hitp Reply Code: 200 - OK (63,57) Explain
8-49-14AM Successfully posted generated files to the report Explain

repository

Return

BOY SCOUTS OF AMERICA Prepared. For Life."
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nVision Reporting with Scope

Fawvorites | Main Menu
e -

» Reporting Tools > PS/nVision > Define Report Reguest [g]

Advanced Options Cuery Prompts
Business Unit: L Report D 1P M Copy to Ancther Business Linitf Clone
Delete This Report Reguest
Highland Distict Frog Mgt Rpt | ! ok
Report Title: g g Mg = Transferto Report Books
Process Manitor
*=|_ayout: L PROJECT MAMASGEMEMNT REPORT Report Manager
Share This Report Reguest
-
=As OF Reporting Date: | Specify Vl 122152014 |[5)
=Tree As OF Date: | Use As Of Reporting Date "v"l
[ ] override Tree As of Date if Specified in Layout
S
— < Scope and Delivery Tem@
*Type: | Web v| ——————
*Format: | Microsoft Excel Files (* xs) "v‘l

Run Report

El sawve &4 Return to Search [=] Motify E add

nision Report Request | Advanced Options | Query Prompis

45| BoY SCOUTS OF AMERICA
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nVision Reporting with Scope

— Fa*..fqrr'rt:—:'.-S : Main_hﬂenu = R:—::Dn:lrtigg Tools = PS_."n_"-;-"'LSiDn > Define Report Regquest [=l

NnVision Web Output
Busimness UWmiit: L Report [D: 1P A

Report Scope:
1 L1y Enter yvour report scope. Scope Dlefinition

Foldaer Mame:

Retention Days: I

Directory Mame Template:

Enter a Folder name for your instances.
I=a variaible=s to create unigus= Foldar
mnames. IfTthe folder doesn™ exist PS/MVYision
wrill create the folder inmn Report Managear.
Examples: Reports\ %GB SFRF WS- S50 RID %S htrm,
S FY 4% THRT T %5

Content Description Tarmplate:

|%R5u%_%|q1—r%_%gpv%_%SFD%_% Enter a description ofthe report instances for
identificaticon in Report Manmnager. Useae variables to
dynamically create the description=s._

Examples: Stmt. Rewv & Exp, Wacation Register - S%GSFWS%G

Security Template:
Enter user ID=s or variable=s to give access 1o report
| iNnstances in the Content Repository.
Examples: TUWEFALEESMITHA™, "UWRT R Managar—, "%

DES. DEPTID . OFRID. ORI SS™

Prepared. For Life."




nVision Reporting with Scope

Fawvorites Main Menu > Reporting Toaols > PS/nVWision > Define Report Reguest [o)

Advanced Options Cluery Prompts
Business Unit: L Report 1D: 1P Copy to Another Business Lnits Clone
Delete This Report Heguest
Highland Distict Prog Mgt Rpt ¢ ! ook
Report Title: | g g Mg [ Transferto Report Books
Process Monitor
*Layout: ||_c: PROJECT MAMAGSEMEMNT REPORT Report Manager
Share This Report Reguest
~ Report [ s Selection
=As Of Reporting Date: | Specify ~ | 12/31/2014 |[H
T B O Db [Use as Of Reponting Date ~ |
Override Tree As of Date if Specified in Layout
Scope and Delivery Templates
=*Type: |"."'.."E!I::| Vl
*Format: | Microsoft Excel Files (*.xIs) ~ |

Run Report

' 4L Return to Search [=1 Motify Es Add

nyision Report Request | Advanced Options | Query Prompts

BOY SCOUTS OF AMERICA Prepared. For Life."




Council Adjustments
after Year End Close
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Audit and Tool Kit Guides posted

http://www.scouting.org/Financelmpact/Council Fiscal
Management/Document Library.aspx

Council Fiscal Management | Council Fund Development FID e-Letter | Back Office Solutions

COUNCIL FISCAL
MANAGEMENT

2013 National Annual
Meeting

5-Year Financial Planning

Budget Building Materials

Council Finance Facts

Fiscal Documents

Payroll / Personnel

Sample Policies

Sphere (Kintera) Help

PeopleSoft Documents
Accounts Payable

Azset Management

& M | Finance Impact > Council Fiscal Management > Fiscal Documents

Fiscal Documents

Fiscal Management Documents

Accountable Plan Template ® —NEW

Audit—Audit Committee Guidebook -

Audit—Audit Committee Matrix—PowerPoint Presentation &

Audit—Audit Committee Matrix—Slides and teaching notes -

Audit—Awudit Referral Program J- —NEW

Audit—Local Council Guide to the 2015 Audit A~ —postedDecember 2015
Audit—Local Council Guide to the 2014 Audit )~ —Revised December 2014
Audit—Local Council Audit Toolkit 2015 - —posted December 2015
Audit—2012 Sample Notes to Financial Statements M —Miscrosoft Word Format

Audit—To Request an SSAE16 report from Mercury Pay, complete and send this NDA A

Auditors Questionnaire December 2011 Defined Benefit Plan -

BOY SCOUTS OF AMERICA

2015 BSA Audit Tool Kit

Includes Local Council Audit
Self-Review Form

Local Council Guide to the
2015 Audit

Release date: 12/31/2015

ide to the 2015 Audit

Prepared. For Life




Audit/Council Adjustments

1. Adjustments after Year End Close

2. Undo the Year End Close (User Guide
Section 7.5.3.1) — Page 7-8
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Audit/Council Adjustments

1. Adjustments after Year End Close

2. Undo the Year End Close (User Guide
Section 7.5.3.1) — Page 7-8
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Favorites Main Menu > General Ledger > Close Ledgers » Request Ledger Close [Gl

Ledger Close Request

Run Control ID: Year_End_Close Report Manager  Process Monitor

Process Reqguest Parameters Find | View Al First 4 1of1 b Last

Process Freguency =
— Request Number:
) Once
@ Always *Close Request Type: *Closing Type: Year End -
© Don't Run Business Unit for Prompting:

Closing Group: YEAR_END Q Rules to Execute

Fiscal Year: 2013 Ledger Group: ACTUALS  |Q Ledger: [AcTUALS  |q
Closing Date Option

@ BU Process Date ) As of Date 5 pecify: [12/34/2015 [#1]
Selections
@ selected Detail Values ©) Detail - Selected Parents
Tree SetlD: Tree: Level;
Business Unit to Close Customize | Find | View &0 | B B st B qop 1 Last
*Lelect Value
L Q =]

(=] Notify 7 Refresh ErAdd ] Update/Display
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Council Adjustments
after Year End Close

4. Run December Allocations (if applicable)

5. Generate Year End Reports

6. Run Year End Close Process (User Guide
Section 7.3 Page 7-4)

7. Submit JTE Data

Prepared. For Life."
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Audit Adjustments
after Year End Close

1. For Auditor Proposed and Accepted Journal
Entries

2. Use same process except use source code AA
for the journal entries.

3. Reclose all periods affected to correct all
months

57 | BOY SCOUTS OF AMERICA
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Month-end and JTE
transmittal
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Month-end

Month-End Checklist

Description

Close Accounts Payable Period

and JTE transmittal

Month

Set Up Financials/Supply Chain = Business Unit Related = General Ledger = Open Period = Open Period Updais

Close Depreciation

Asset Management = Accounting Entries = Close Depreciation

Enter all Joumal Entries

General Ledger = Joumnals = Journal Entry = Create/Updaie Journal Eniries

Generate Scope reports for Camps, Activities and
Special Events

Reporting Tools = PSinVision = Define Report Request=Froject Management-Scope

Enter Recurring Insurance & Allocations

General Ledger = Joumals = Journal Entry = Create/Update Journal Entries

Define Allocation Step

Allocations = Define and Perform Allocations = Define Allocation Step

Run Allocation Process

Allocations = Define and Perform Allocations = Request Allocation

Close Asset Management Period

Set Up Financials/Supply Chain = Business Unit Related = General Ledger = Open Period = Open Period Updais

Run Detail Operating Statements

Reporting Tools = PSinVision = Define Report Request

Review Income & Expenses

Run Draft Financial Statements

Reporting Tools = PSinVision = Define Report Request

Reconcile Assets & Liabilities

Adjust Actuals If Needed

General Ledger = Joumnals = Journal Eniry = Create/Update Journal Entries

Adjust Budget Amounts

General Ledger = Joumals > Journal Entry = Create/Update Joumnal Entries

Produce Final Financials

Reporting Tools = PSinVision = Define Report Request

Close General Ledger Period and Open Next Period

Set Up Financials/Supply Chain > Business Unit Related = General Ledger = Open Period = Open Period Update

Submit JTE data

BSA = Local Council Updates = LC Month-end GL Transmittal

Reconcile Bank Accounts

Banking = Bank Statements = Enter Bank Statements (&)
Banking = Reconcile Statements = Semi-Manual reconciliation (&)
Banking = Reconcile Statements = Select Book To Bank Statements

N O

Reconcile Investment Accounts

BOY SCOUTS OF AMERICA
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Month-end and JTE transmittal

Favorites © Main Menu » Set Up Financials/Supply Chain  » Business Unit Refated > General Ledger > Open Periods > Open Period Update

Open Period Update

Enter any information you have and click Search. Leave fields blank for a list of all values.

Limit the number of results to (up to 300%: |300

People Soft Product: begins with » |GL Q

Business Unit: = B L114 '}

Ledger Group: = |.J'!-:C'Tl:.l.ﬁ:i;5 6}
Search Clear |Basic Search E) Save Search Criteria
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Month-end and JTE transmittal

Favorites | Main Menu > Set Up Financials/Supply Chain : Business Unit Related : General Ledger > Open Periods > Open Period Update

Open Period Update

People Soft Product: GL Business Unit: Loz2 Ledger Group: ACTUALS
[Tl Show all transaction types g7 Ledaers for a Unit
somize | Find | BV | % First KV g 011 D) Last
Trans Type Description From Year From Period First Open To Year To Period Last Open
DEF Default [ 2016l [ i@ o1012016 [ 2016lq [ 1Q 013112016

*Adjustment Period *Adjustment Year Is Open Default
998/ | 2013.Q Fil Fii

Bl Save | |\ Returnto Search | |[Z] Motify
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Month-end and JTE transmittal

Favorites © Main Menu » BSA > Local Counci Updates > LC Month-end GL Transmittal

Run Control ID: BSA_GL _PERIOD_BALANCE Report Manager Process Maonito Run
Language: Englizh =
Business Unit: L1 @

Fiscal Year e | 2016/ Period e [ &

Save || [Z] Motify Ep Add . Update/Dizplay

-
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Month-end and JTE transmittal

Favorites : Main Menu > BSA > Local Councl Updates > LC Month-end GL Transmittal (<l

SemverList |

UserID: [MCREAGH Q) Type:

-~ Last ][] 1 Hours - Refresh
Server: + Name: .Q Instance: | to | '
Run »~ Distribution ! [¥] 5ave On Refresh
Status: Status:

(B8 R R S S

3 fiaug A )l ot Bl 4 afq I3 | aar
1A Sratiosa it SRGR X b it e Eond e aa ke

Select Instance Seq. Process Type

Process Hame User Run Date/Time Run Status LR S SR Details
e TR i Status TR
3942983 Application Engine BSA_LC_GLOO7 MCREAGH 02/08/2016 9:51.29AM CST | Success Posted Details

Yerify "Success" &
"Posted"

Go backto BEA GL Period Balances

Bl save | [[Z] Motify

Process List | Senver List

-
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2016 Training Opportunities

www.scouting.org/Financelmpact/Training

* First Time Accounting Specialist Training

— $625.00 Four courses in 2016 at ScoutingU —
Westlake, TX

* Fiscal Management |

— S$125.00 Six courses in 2016 at various Council offices
around the country

* Fiscal Management Il

— $250.00 Two courses in 2016 — March 15-16 &
September 13 -14
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Member Care Contact Center

* Needs User Guide

* Best practices

* Accounting calls have a special queue
 Three care members rotate on calls

* Reviewing how calls will be handled next year

e For assistance, please contact the Member Care
Contact Center through the online Support Center site
in MyBSA or at (855) 707-2644
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Feedback Time

* Questions
* Best practices
* Needs

* Requests for future user group topics email
michael.creagh@scouting.org
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