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Module Overview
The Ledger Maintenance Module provides a database that includes the ledger accounts and their supporting tables that are used throughout the finance system and financial reporting including FID.  These accounts are also accessed by all other SMART modules. The purpose of the system is to provide detail and summary account data with maintenance capability and tracking of changes.  The Ledger Maintenance can be accessed off the menu bar through Finance-Ledger.
Security

The user must have access to the Ledger Maintenance Module on the security screen under Module Assignment. Access to the module allows adding, deleting and changing accounts.  Special Permissions include 1022 Conversion, Mass Updates and Update Ledger Tables.  These permissions should only be given to those that have a thorough understanding of the Ledger and the implications of these actions.
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Ledger List Screen
                                                                                              List Button
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The list screen shows all accounts on ledger.  Specific accounts can be pulled up by using the account mask, status dropdown, or project end date calendar.
When the mask is changed use the list button (card file) to bring up the new data.  Use the pencil eraser icon to clear the current mask criteria.

Columns can be sorted by clicking on the column heading.  

To view detail account information, double click on the account or click on the detail tab on the left while on the account of interest.

1022 Conversion
If there are accounts that do not meet 1022 Conformity but you would like to keep the activity for the current year, a 1022 Conversion can be done.  Access this from the Ledger List Screen, Actions, 1022 Conversion and a dialog box will 
Display.
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                                                                                   To clear spreadsheet
To load spreadsheet
The from and to accounts can be entered manually.  Only the account number can be converted through this process.  The description, account class, account types or alpha fund codes will not be changed.  After entering all the accounts click on the Check Errors box.  A report will display that will outline all the errors to be corrected before the conversion can be done.  When there are no errors, the Apply button will be available to be clicked.  When you click on Apply, the conversion will be run.  A report will be generated and a tracking record is put on Transaction Analysis called Prior Account which is far right on the grid.  A warning will let you know if you have converted payroll or fringe accounts.  If so, you will have to run a Cyborg Conversion job.  Contact a Payroll Consultant regarding this conversion.
A spreadsheet can also be uploaded into the conversion screen by clicking on the Load from file Icon.  You can then browse and click on the file you want brought in.  There should be no blank columns between the  form and the to accounts.  The sheet name in the spreadsheet should remain sheet1.  The spreadsheet must have the following headings for the program to read it:
If account is all in one cell:     FromAccount                          ToAccount

If accounts are broken into cells then they should have the following headings:

FromFundClass FromFunction FromObject FromBuilding FromProgram FromCost

ToFundClass ToFunction ToObject ToBuilding ToProgram ToCost

Mass Updates
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On the list screen use the mask to pull up the accounts you would like to change.  Then access Mass Update off the menu by Actions, Mass Update and then choose the mass action you want to do:  

-delete accounts will delete those accounts that you have brought up on the list screen.  It will only do this if the accounts have had no activity for the current year and the prior year.  It only deletes them from the current year and does not affect prior years.  When you choose delete, you will get a warning that it will delete the accounts on the list.  If you say ok, it will bring up a dialog box that you can enter a cutoff date to not delete any accounts that have been created after this date.  This prevents you from deleted brand new accounts that may have been created for new business that have had no activity yet.  If you do not enter a date it will delete all the accounts you have chosen.
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-create accounts will create accounts similar to those you chose but making a change in one or more portions of the account. In the example below accounts with building 400 will be built with the new building number of 500.  This does not change your original building 400 accounts.  The new accounts will be made in a pending status and must be changed to an active status before using them.  This can be done individually or by using the change status of accounts in mass.
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-change the status of accounts in mass.  The example below demonstrates how program 601’s accounts could be frozen all in one command by choosing the accounts on the grid and dropping down on the status frozen in the dialog box.  
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-change a fid function, object or cost in mass.  Choose the accounts you want to effect; choose multiple update, fid change, the dialog box will pop up for you to enter what function, object  or cost you want the fid’s changed to.  This will not affect the actual accounts only their fid #’s.  In the example below all the accounts with an object of 5110 will have their fids’ changed to 5120.
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Or change the responsibility code in mass.  In the example below all the accounts under responsibility code 7AA will be changed to LAA.  The new responsibility code must be valid in the Responsibility Code Table.
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-change account types on several accounts in mass.  Choose the accounts you want to effect; choose Actions, Mass Update, Account type, the dialog box will pop up for you to enter what Major Function , Minor Function, Major Object or Minor Object you would like the list of accounts changed to.  This function is primarily used after a mass create has been done from accounts with different account types, ie. fringe benefit accounts made from the payroll accounts.    
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Ledger Detail Screen
                                                  To add a new record
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Accounts can be added, deleted or maintained from the detail screen.  
To change information on an existing account, click into the field and type the new information or use the drop-down menu (for some fields) and choose the new information.  The information is then changed.

To change the status on an account dropdown on the status and choose Active, Frozen, Inactive or Prefrozen.  These statuses mean the following:

Active-Account can be used for current and future years.

Frozen-Account can have previous dollars posted, but nothing can be posted to it anymore.  It will however, show up on the trial balance and other reports.
Prefrozen-Account can have current year transactions and budgets attached to it.  No forecast budget or next fiscal year requisitions can be added to it.  
Inactive-Account can have no transactions for this year or the prior.  Nothing can be posted to the account if inactive.

To add an account, click on the paper with the sunshine.  Enter the Description of the new account.  Enter the numeric account in the Create Account Number block.  Drop down on the Alpha Code, Account Class and Responsibility code and choose the appropriate codes.  The names associated with these fields will default.  The FID number will also default, but can be overridden.  1022 conformity issues will be displayed on the right; however, the account can be built despite 1022 problems.

A project end date can be added, but is not required.   There are dropdowns for Major Function, Minor Function and Major Object; however, these fields are not required to build an account.

There are three user defined fields on the bottom right, which can be used by your district if they have been defined in the Ledger Tables.
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The account will be added as Pending Account.  You can then change it to an Active account by using the dropdown on Status.

The account should be immediately available to be used by the Journal Entry, Requisition, Budget or the Invoice modules. 
To delete an account, click on the hand with the eraser on the detail screen of the account you want to delete.  Accounts with activity in this or the prior year cannot be deleted.
Any changes made to a detail account are tracked on the history tab including the id (user key) of the person who made the change.
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Ledger Control Accounts
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This screen lists the control accounts for each alpha fund code.  These accounts can be sorted within a column by clicking on the column heading.  There should only be one of each Account Class for each alpha fund code.
Control accounts are used for automatic postings from each module to the ledger.  If the appropriate control account does not exist for a fund, postings will not be allowed from the modules.

To maintain these accounts go to the Ledger Detail Screen.

Appropriate control accounts for each fund are:

General Fund

Account Class                   Description                                               Treat As

O                                        Bank Account, AP                                         A

I                                          Bank Account, Payroll                                   A

W                                       Inventory                                                        A

K                                         Interfund Receivables                                   A

D                                         Accounts Payable                                         L

B                                         Reserve for Encumbrance Fringes               L

T                                         Reserve for Encumbrance PO’s                   L

U                                         Reserve for Encumbrance Payroll                L

V                                         Reserve for Encumbrance Inventory Reqs   L

X                                          Fund Equity                                                  L

Y                                          Estimated Revenue Module                         L

Z                                          Appropriations                                              L

Other Funds

D                                          Accounts Payable                                       L

N                                          Interfund Payables                                      L

T                                          Reserve for Encumbrance PO’s                  L

U                                          Reserve for Encumbrance Payroll               L

V                                          Reserve for Encumbrance Inventory Reqs  L

X                                          Fund Equity                                                  L

Y                                          Estimated Revenue Module                         L

Z                                          Appropriations                                              L

Ledger 1022 Violations

The accounts that don’t meet the current 1022 rule tables are displayed on this tab.  In order to get a download of these to print access File, Export off the menu.  You will be prompted where to save this information.  
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Ledger FID Mismatch
This tab displays account numbers where the FID’s do not match.  At some point the FID number has been overridden so that the account was compliant to be sent to FID.  You may consider building a new account or doing an account conversion.

In order to get a download of these, access File, Export off the menu.  You will be prompted where to save this information.

[image: image17.png]@ W3- Smart Ledger

Fle Acions View Help

BRT 7 r a6
[CodgerLodgerTobls | Fid b Tables | 1022 e Tables | Fepot Tles

oY

ocant [FID e FID Cocc-FIDNanber0310[Acc-FIDCos] >

D000 |13 G3120000-03140000 135138
|osrzom00235205 02140000 0335 | 03120000-03140000 03350335
Joosrzomoo2a2135 0140000 1335 | 03120000-03140000 1335135 |
Joosrzomoozas05 02140000 0335 | 03120000-03140000 03350335
Joosrzonconomasio o400 o0 | os1z00m0-03140010 0310-0310
Joosrzo000an 005 0314000 0305 | 03120020-03140020 03060306
Joosrzono00an 1305 o314000 1308 | 03120020-03140020 13061305
Joosrzono0nan 005 0314000 0305 | 03120020-03140020 03060306
Joosrzom00003ss033 0314000 0333 | 03120080-03140080 03330333
Josrzomonszzon oo oo | osiz0i00-03140100 0340-0340
Joszoisconaze0ss o0 03 | osiz0is0-gs140100. 03010361
Joo.140000000001 0601 04140140 0607 | 04140000-04140140  0601-0600
Joo.140000 000501 0601 04140140 0607 | 04140000-04140140  0601-0600
Joo14oo0 0005020602 04140141 0602 | 04140000-04140141  0602-0602
Joo14omo000521 0671 oa140150 0521 | 04140000-04140150  0821-0621
Joosomoonnszzoez2 oot 0622 | oonaoonn-oiaorsn 020622
Jooisomoonesi oz ozoier 072 | oaisooon-oioieD oa72-0872
Joo-5000 000536063 04170050 063 | 04150000-04170060  0835-0638
Joo-15000000557.063 04170050 0633 | 0+150000-04170060  0835-0e3n
Joo-5000 0008010601 04170120 0307 | qe150000-04170120  0601-0a00
Joo50mo0008020002 04170120 0802 | 04150000-04170120  0802-0502
Joo-150m0 0008050605 04170120 0805 | 04150000-04170120  0805-0505
Joo-15000 0008060005 04170120 0806 | 04150000-04170120  0806-0505
Joo-5000 0008080008 04170120 0806 | 04150000-04170120  0805-0508
Joo50m0000811 0601 04170120 0007 | qa150000-g4170120  0801-0a00
Josomoonazosrz ooz oz | oisooon-onorz om-osrz
o017 oomo000sse06e3 0170200 0683 | 0e170000-04170700  0883-06E3
o aiseorzon oes  12ssm10 0633 | 11112130-11253110 063063
o 2eorzon o6 mizssio 633 | 11112140-11253110 063063
o 2isooizo0 0633 1258110 0633 | 11112160-11253110  0633-0633
Jomsnoozanoss s o nnsMoTSz) 0355-055
Jormsnoozanas s 13 nnsoTSz 1935135
Jormsnoozanes s o nnsIoTSz) 0355055
CJormsnoozaeias s 13 nnsMoTSz0 1935135
Jormsnoomon o 1is20 o 1nISTOTISIZ) 0is0-0830
Jormsnoomasoss  1isiz0 o3 nnisMomsz) 035-053
CJormsnoosasias s 13 nnsMomSzD 195133
Jormsnooassas  isiz0 o3 nnisMoTSz) 035-053
Jormsnoosasias s 13 nnsMoTSzD 195133
Jomsnooszom sz s 1nISMoTISZ) pis0-080
Jormsnooisseoess 11115120 0833 | 1111501115120  083s-063m
Jormsioorzanoss s o nirsioe 030
Jor-rzsnooiosssess 1125120 0633 | 11125110-11125120  06ss-aeam
Jorzsnooasoss sz o Moz 0350
Jorzsnoomassos Mz o Moz 0350
Jormssnoonassias Mz 13 | msnonsz 135133
Jormssnoonassias iz 13 | 1isMosD 195133
ovnssroossssoss 1m0 (o | TH3BT0TIE 0350333 A

RecadCont, 105

T Dot | ConvotAets] 1022Vidtons. 1D ismatch





Maintaining the Ledger Tables
Ledger Tables – Fund Code

[image: image18.png]C4- Smart Ledger,

Ele Actions Uew Help

BRI - rmwras Y e TREBH

Cedgr| [ Todge Tables_FiumborTols | 1022 Tbles

oY

Find Code) | AccountClass | Maior Function | Minor Function | Major Object | Resp. Codss | UserFields | Object

Descrption ]
ATHLETICS FUND

BUILDING AND SITE

CAFETERIA FUND

COMBINING FUND

DEBT FUND

ENERGY CONSERVATION
FUNDED FROJECTS

GENERAL FUND

LONG TERM DEBT
MISCELLANEOUS FUND
SCHODLS ACTIVITIES
SPECIALEDUCATION

STUDENT ACTMITIES

TRUST

VOCATIONAL EDUCATION
VOCATIONAL ENTERFRISE FUND.

TEcexXSEINBT=Zo < o®m





Funds can be added, names maintained or deleted (if no accounts are attached to the fund).  Use the piece of paper with the sunshine to add a fund and the hand with the eraser to delete.  To change a description, click into the field and type the new description.

Ledger Tables – Account Class
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Account classes are assigned to accounts so this system knows how to treat them and whether they are control accounts (see control account section).  Valid account classes are Asset, Liability, Revenue or Expense or one of the types of control accounts.  This field is required when building an account.
There should be little or no need to change this table.

Ledger Tables – Program
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Maintain the names of the programs used at your district in this table.  Programs can be added, names maintained or deleted (if no accounts are attached to the program).  Use the piece of paper with the sunshine to add a program and the hand with the eraser to delete.  To change a description, click into the field and type the new description.
Ledger Tables – Cost
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Maintain the names of the costs (state codes) used at your district in this table.  Cost codes can be added, names maintained or deleted (if no accounts are attached to the program).  Use the piece of paper with the sunshine to add a cost and the hand with the eraser to delete.  To change a description, click into the field and type the new description.
Ledger Tables – Major Function
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For each Account Class there are many Major Functions.  The Major Function refers to the first digit in the function.  These descriptions are used in many sorts and subtotals in reports.  To add a Major Function use the paper with the sunshine and enter the Account Class, Major Function and Description.  To change the description, just click into the field and make the change.  To delete a Major Function, get on the line and click on the hand with the eraser.  You cannot delete a Major Function that is attached to an account.

Ledger Tables – Minor Function
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Also associated with Account Class and Major Function is the Minor Function which is also used in sorting and subtotaling reports.  .  To add a Minor Function use the paper with the sunshine and enter the Account Class, Major Function, Minor Function and Description.  To change the description, just click into the field and make the change.  To delete a Minor Function, get on the line and click on the hand with the eraser.  You cannot delete a Minor Function that is attached to an account.
Ledger Tables – Major Object
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This field is used for reporting and classification.  Each number represents the first number in the object field.  The description will be used to print on reports.
The only maintenance allowed to this table is a change in description.

Ledger Tables – Minor Object
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Also associated with Account Class and Major Object is the Minor Object which is also used in sorting and subtotaling reports.  .  To add a Minor Object use the paper with the sunshine and enter the Account Class, Major Object, Minor Object and Description.  To change the description, just click into the field and make the change.  To delete a Minor Object, get on the line and click on the hand with the eraser.  You cannot delete a Minor Object that is attached to an account.

Ledger Tables – Responsibility Codes
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Responsibility codes are up to 3 digit alpha/numeric codes that can be added to accounts that are usually related to who is the responsible party for the budget of a particular account.  
Responsibility accounts can be added by clicking on the paper with sunshine and entering the code, its description and by making it active.  Use the hand with the eraser to delete a code.  A code cannot be deleted that is attached to accounts.  The accounts would need to be changed to a different code before the code could be deleted.  A responsibility code can be deactivated by removing the check mark in the active field.  The code would not show up in the dropdown of valid responsibility codes when building new accounts.  

Ledger Tables – User Fields
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There are three user defined fields available; their field names default to User1, User2 and User3.  These names are displayed on each detail ledger record.

You can customize the names of these fields.  For example, you can change the name of User1 to “High Schools.”  As a result of this change, the name displayed on the detail ledger record for this field will now be “High School” rather than “User1”.  
FID Number Tables

These tables are view only in the ledger maintenance module and can only be maintained in the FID Module.  If changes are made to these tables in the FID Module and you want the FID numbers to change based on this change click on Actions, Update FID/Fund Building.  
Building Map
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This table contains the map of the three digit building code used in the ledger to the five digit State School Codes that the State of Michigan uses to reference a building.  Some functions are required to be sent at a building level to the State in the FID filing.  This table is used to map those expenses.  All account buildings used in the building field of the ledger should be mapped to the appropriate school that they refer to.  The State School Code dropdown only includes those schools that the State has on their School Code Master.  The School Code Master for your district can be viewed at this website.
http://www.michigan.gov/cepi/0,1607,7-113-986_10485---,00.html  .
Fund Map

[image: image29.png]C4- Smart Ledger,

Fle ctions vew tHelp
BRI r a0 TR

Cedor | Ledgr Tt | FiurberToles 1022 Tatis
dratien | [Fandiies

oY

[igha Fund CodelFidFurd [Exchude 7]
O & ~
e @ r
e b r
o £l r
e 2 r
s 1 r
H il r
O » 2
O » 2
r & r
Ju 51 r
v 1 r
v €l r
Tz %2 r





For FID information to be filed accurately, the alpha funds need to be mapped to a two digit code that is compliant in the 1022 manual.  Make sure all funds used are mapped and not excluded or they won’t be sent in the FID file.  This file is maintained in the FID Module and is for display purposes only in the ledger module.  If changes are made to these tables in the FID Module and you want the FID numbers to change based on this change click on Actions, Update FID/Fund Building.  
Valid two digit fund codes are as follows:

11                                  General Fund 

21                                  Athletic Fund

22


      Special Education Fund (ISD’s & Center Programs)

23


      Community Service Fund

24


      Bookstore Fund

25


      School Lunch Fund

26
                            Vocational Education Fund (ISD’s & Center Programs)

27
                            Cooperative Education Fund (ISD’s & Center Programs) 
28


       Private Purpose Trust Fund

31-39    

       Debt Service Fund

41-49


       Capital Projects Fund
51-59


      Trust Funds

61-69

                 Agency Funds

71-79


      Enterprise Funds

81-89


      Internal Service Funds

91-99


      District Wide Reporting

91




Capital Asset Accounts

92




Long Term Liability Accounts

1022 Rule Tables
If changes are made to these tables and you would like the 1022 Conformity updated on you accounts to the latest tables click on Actions, Apply 1022 Conformity.  
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The 1022 Rule tables are maintained by RESA and are only viewable in this module.  These tables are used for the FID submission and to check accounts that are built in Ledger Maintenance for 1022 compliance.
The tables are:

Bal Class-Checks balance sheet class (function) against appropriate fund and whether it has a debit or credit balance.
Expand Building-lists the functions that are required to be reported at a building level.

Exp Function-the expense functions and what funds they are allowed to be used with.

Exp Object-Objects and functions that are allowed to be used together.

Exp Program-lists program codes that can be used with certain functions.  Currently this table is not used for FID.
Cost-state codes allowed to be used.
Revenue Class-Revenue class codes and the funds allowable for each.

Revenue Suffix-Revenue suffixes and their allowable revenue functions.

Reporting Tables

These tables provide report description for the reports:  Multiple Year Detail (Report # 302000), Multiple Year by Object (302010) and Multiple Year Summary by First Digit of Object (302010).

Object 
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These expense object codes and descriptions can be added (paper with sunshine), deleted (hand with the eraser) and maintained from this screen.  To change a description, click into the description field and type the new description.

Objects that do not have descriptions appear at the top of the reports.

Func Expense
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These expense function codes and descriptions can be added (paper with sunshine), deleted (hand with the eraser) and maintained from this screen.  To change a description, click into the description field and type the new description.
Functions that do not have descriptions appear at the top of the 2000 series reports.

Func Revenue
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These revenue function (also called major class) codes and descriptions can be added (paper with sunshine), deleted (hand with the eraser) and maintained from this screen.  To change a description, click into the description field and type the new description.

Functions that do not have descriptions appear at the top of the 2000 series reports.

Building
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This table allows you to maintain the descriptions of your buildings for reports.  We have used the state’s description as a default.  However, this can be changed.  
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