‘ CHART OF ACCOUNTS = BEST PRACTICES

CLASS DESCRIPTION

You may find that over time, your Chart of Accounts may not fit your current needs. Did you create a
future use segment that you now want to use? Do you have accounts that may not be in a logical order?
Do you need to change a segment, organization code or account? Possibly, you want to explore changing
your structure from long account to Org/Object. This session will address these chart of accounts topics
and more. This document will also address maintaining your chart of accounts, such as adding a fund,
segment, object code, organization codes, account mass creation and account changes.

CREATING A NEW FUND

1. Goto:

Munis>Financials>Chart Manager

When you first open the Chart Manager program, it'di
segments, in segment order. Chart Manager
programs used to perform additional mainten

n's existing account
hat open other Munis

Select Fund and Add. Enter required informatio

g\
@ ?ﬁartﬂanaper
% = + E M 2 B| 2 @

surds  Arzeunl - un Bermurt Gvarvisu

Dragram Lirks | Export

[l Fund Attributes

Fund || Requires Project Account on Entry

[} Revalving fund

Fund (124}

0001 - CB POOLED CASH FUND

010 - Multi-Year Type 1 Fund Description |UC Fund |

0011 - Mult Year Type 2 Revolving Short Description  [UC Fund |

Ovistionvae [ |M@

[ Multi-vear fund

D07 - DUFFY FUND

|| Standard fiscal vear

it
|| Pooled cash account |9999

023 - Mick sub Bal Fund

KY PSO

1000 - GENERAL FUND.

A7 . B ACMEDAN CiMR

2. Add Organization Codes (if using Org-Object):

Select: View Orgs. Add. Enter desired Org, with description and seg
Code.
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@ | Chast Manager . .
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L Bsttings  Due TofDue From | AddiView Accounts  Copy Accounts  Account Changs  Tmport Actounts  Arceunt Merge | Account Dwsrview | Eacel

Sartirgs ftinn Progeam Links | Export

segment Order - View Rollup Codes - View Orgs

Organizations (402} Add Organization

0010 - Balsnce Sheet 0010 wiewjedic: || Organization Cods [100s0m15 | Fund [100s b
QOBO0IOD - DUEFY'S view/Edit | pescription [Finance | Functianec]s =
00DB0DD - UKDEFINED FUNCTION LCTE: Y | [Finance | oepsriment i35 e
OO0 - UNDEFINED FUNCTLON viewedt W ke sai budge S
00001010 - Hidden Seament Wlew/Edit

- : i T
00100017 - GENERAL GOVERNMERT Wihen/Edit
0011 - Balancs Sheet 0011 Ve Edit Gvf-mtl":m-Sm
00 - Balance Sheet 003 Wiew/Edit DOE |=u|sct|nE
02155000 - INFORMATION TECHNOLOGY DEPART Wiew/Edlt category 0 |

062000 - Parks and Res Rigk Whew/Edit
0741 - Standard Fund Supplies Wiew/Edit
ORI - Multl Year Type § Exp Whew/Edit

3. Create an object for the Due To Due From account. Add the agcount in the Account Master and

add the Due To Due From relationship.

4. Toadd accounts:
Two options:

a.

b.

Select “Add/View Accounts?’. Accoun

Select “Copy Accounts”. Thigap
creating new groups of acco
accounts. This is a time

In the menu options, the
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"';i' Account hasz Crestion - Muniz
*  HOME
@ q 7 S Notes 13 Acelit WMadel Dig Define Areoun|
w . . Busiizier 3 i S Moty (5 Maniokf CopyObject  Define Grant d
2 @ dense | Cefins Broject
Carfim Search Actions utpu Office Toals e

Model org {lust]
Object range to

Tamget org
W Copy effective dates om model aLmums

Model object L]
Startng org
Enging org

Model project |
Target project s3]

Account type
Mode! account

Tanget accourt
W Use the new accounts object descripton for aceount descripticn,

Model grant &

Target grant |

MODEL ORG

to copy accounts from one org to theyaey .\.\

e Model Org — Identifies the org code L has by
similar org/object pairings to then €W accoun

e Object Range — Define the first.and last objet

TIP: To mass create balance s accountsterea Wals et'o ,\er th' e fund.
Model Org to create new balance Sheet &€co  6ontréhaccount Selegta fund t

closely resembles the new fund. Enter Object c€ Wpthelbalance sheetgdbiects tha
included in the new fund. The control accounts will k Mereated, a g it to the cg
control account and reference account, if needed.

-

W\

) ple

COPY OBJECT

This operation can copy one object code to a range of orgs to create new acc
following:
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o Model Object — This is the object code to be assigned to the desired orgs to create new accounts.
e Starting Org — This is the first org in the series so that the object code can be assigned.

e Ending Org - This is the last org in the series so that the object code can be assigned.

DEFINE PROJECT

This operation is used to copy accounts from one General Ledger Project to another to create the new
accounts. Complete the following:

o Model Project — This is the project code used by the program to select the group of accounts to be
copied to the new project.

o Target Project — This is the project code that is linked to the same org/object pairs as the Model
Project.

DEFINE ACCOUNT

Define Account — If using long account, this operation can he used to create new accounts. Complete the
following:

° Account Type — Defines the type of agcolints: \\ xpense
. Model Account — Indicates the segments e nts. Segments must
exist in the Chart of Accounts Segments. \\

. Target Account — Define the acecountyto
Segments. \
TIP: To mass create balance "““::l
(Balance Sheet), enter fung,0f. mot

with other segments blank. This wilL.créa
new fund. Some cleanup

FUTURE USE SEGMENT

Go to:

Munis>Financials>Chart Manager

1. Select the Future Use segment. Add new segments to be created.
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2. If using Org-Object, Add Org codes using the new future use segment. This could be a challenge
since the Org Code needs to be unique. Sometimes a new segment may not follow the same logic
as when originally creating the org structure. However, it can be done. Just remember that the
org does not have to follow that same logic.

3. Once all orgs have been created, accounts can be created using the Mass Account Create options
previously covered.

4. The Segment Description can be changed in the General Ledger Settings program. However, a call
to support may be needed since it requires a password to make the change in the segment sizes
tab.

ACCOUNT CHANGE

The Account Change Program changes accounts that have already been created. It updates the Account
Master program and transfers all activity to a new account. In addition, an existing org code can be
changed to a new org code, or the segments accessed by a specific org can be changed to another
configuration.

1. Go to:

Munis>Financials>Chart Manager

2. Select Account Change.

NOTE: Keep in mind when using the A \\\ 0 otheruse d be in the
system. \ \

N\ _...-___
|
. | Chart Manager

GL 5etl:|ngs Due To/Due From | Add/View Accounts Copy Accounts

+

A | B2 &= | & &

[Account Change | Import Accounts  Account Merge | Account Overview | Excel

Settings Actions Program Links Export |

=il Order - iew B ades - View Oros

There are three different types of Account Change

ACCOUNT CHANGE

This program allows changes from one Org/Obj/Project to
it. The new account should not be added to the Account Maste
account. The original account will no longer exist, once the change is made.

program works the same way. Several methods are available to perform the acea
Input/Post, Import Changes, and Batch Entry.
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Input/Post — this program allows account changes one at a time. This is the preferred option if only

one account is to be changed.
Import Changes — This method allows multiple accounts to be changed by importing a file with

original account and new account. Example:

Ao oa oo e By e e
1 iOrig Org Orig Obj Dngm]!New Org MNew Obj New Proj
2 (1006135 5100 1006135 51000

3 (1006135 5120 006135 52000

1 Moos135 5400 008135 53000

5

A

a. Delete row with headings. Save as csv.
. Select Import Changes in menu options of Change General Ledger Accounts program.
c. Select Define and select the file in the Import path/file name and Overlay existing account

changes.

o] Uwane  aceount ¢ hianpes thal mateh on okl account
Numbes of Impest reconds processed
Mumber af impeet emorg.

d. Select Process.

?‘ HOME
Q

Cancel | Search

Add Update

Confirm Search Actions

Import Changes
Import path/file name C\Munisimusysimport_Train\import_glacctch 001

(C] Overlay existing account changes
© Add to existing account changes
(8] Update account changes that match on oid account.

MNumber of import records processed 3
MNumber of import emrors 1

e. Return and Select “Post Batch”
f. Select “Post All” or check accounts to change if all are not to be cha

g. Select Text File from the ribbon. This is required for batch posting.
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h. Then select “Post Batch”.

I.‘j" Manps Genars: LEagsr Accournt Coder - Mur
HOME

7 A D X ekt B Test il Eg = [ Mot ELfe Escephoms Céar Al o
compt Carisd Search gidca o Updste .mr [ i W i Snelech Retun

#) Freien CI TR Qi Craddl
Coufin Sean Actions Oulpit Offce Toos Mera
T
T e WFs | DweeEE [WesOm) [0 [WeeP AU |
= : 2
B .~ e =

i. Box pops up asking “Post these changes? Select “yes” if changes are to be made.

Fost these changes?

j- Verification of the process will show account changes. . ‘
|

1) Werify all accounts selected for processing.
To verify: 2
Verified: 2

2) Review and update each table for all accounts.
Ta review: 129
Reviewed: 129

3) Update GL Master, remove from the baich table and create audit records.
If an account fals this step, it will remain in the batch table.

Ta finalize: 2
Finalized- 2
Update complete.

3. Batch Entry can be used to enter
“Import Changes”.

ORG CHANGE

The second option is Org Change, which allows the org to :
The new org should not exist. For example: 1006135 can be cha (006
process the change.
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.gx Change Genaral Ledger Acce
HOME
oy @ O\ = prowze 3 X it b Test Motz
- 7] Cumry Buikd= e " Glabal =
Zccept Carcel | Search By i Uplale : P
% Duplica B Previen
confirn Sezich Actions Cuput

Oniginal org code 1006135 Finance
Neworg code 10060135

Fund q006T UE Fund

FunctioniCe: A | CENERAL GOVERNMENT
Cepariment kS FINANDE DEPARTMENT
Program 0o

Grade maen Hidden

GrantiFung | Lnused

DOE Functian G000 LNDEFINED

Category i NO CATEGORY

SEGMENT CHANGE

The third option is Segment Change. Enter Org code that needs a segment change.
1. Enter the segment(s) to be changes.

2. Select Process. The org will be updated with the segments as long
duplicate another Org code.

@ HOME
Q8 Q. |+ @5

fccept Cancel | Senrcn —II Ipdat=

as the group of segments do not

g Searn Actans Dutput

Org code 10060135 Finance

Fund 006 UC Fund

Function/CC ] GENERAL GOVERNMENT
Degariment 135 FINANCE DEFARTMENT
Program 000

Grade 0000 Hidesn

GrantFunSre 000 Unused

DOE Funciion 0000 UNDEFINED

Categary 0 NO CATEGORY

[ Mew Segreents ]
Fund 1006 UC Fund

Function/CC 1 GENERAL COVERNMENT
Department 3 FINANCE DEFARTMENT
Program D1A FROGRAM A

Grade 0000 Hidcen

GrantiFunSrc 000 Unused

DOE Function | 0000 UNDEFINED

Catsgory o NO CATEGORY

ACCOUNT MERGE

The Account Merge program combines two accounts
single accounts by entering an original account and a ta
account is added to the target account. A mass merge sele
available.
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El:: HOME

]
L 4
© 0o ol
Accept Cancel Search Add Update
Confirm Search Action

Original Account

10060135 [...][5100 [-] |_|‘

Target Account ‘

10060135 [...|[5110 [-.][ [...]

ACCOUNT IMPORT

The Account Import program imports general ledger accounts from an Excel file. Each line of the import
file should contain the general ledger segments, an object, project (if project accounting is in use),
account type and an optional cross-reference value

CHANGING FROM LONG ACCO \\

After the initial Chart of Accounts creati@
to org object. When the Chart of Acco
created, or as new combination of segm
to making this change is:

1. Perform an Org Code Change,using
made as to what the logic of the Org;is.

2. Inthe Org Code table, the Org deseriptio
3. User attributes will needto be changed
4, All staff will need to be trainec

These items should be considered when make such
Account, the User attributes would need to be change

ACCOUNT MASS CHANGE/RESET

The Account Mass Change/Reset program changes specified aspects of multi
Use this program to close active accounts or reopen closed accounts, delete
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change the entity to which an account belongs, or reset account balances to zero. Your user role must be
assigned the General Maintenance on Accounts permission in General Ledger Roles to successfully run

this program.

Note: There can be no Munis processing while this program is in use.

Also, the only way to reverse the changes created by this program is individual maintenance of each

account in the Account Master. Run this program with caution. Also, you must insure that a current
backup of the database has been created and that all transactions posting is suspended when you run

this program.

Go to:

Munis>Financials>Account Mass Change/Reset

1. Inthe menu, select “Define” and complete the fields, as required, to create a group of

accounts to change.

o~
" Lome

QO _

Accept Cancel Search Add Update

Confirm Search

Selections

Activity |
Wctivate
Zero-out area Delate
Entity Entity
Kpfess method inactivate
ero-out balance

Fund to process
Org to process
Project {o process

Account to process

2. Select “List” to create a lis
3. Review the list for accuracy.

4. Select “Process” to process the changes.

ACCOUNT MASTER — GLOBAL UPDATE

Within the Account Master program, the Global Update function allows

of accounts. Perform a search for a set of accounts to change. For example, the &

needs to be changed for a group of accounts with a particular object code. S¢
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the menu, select “Global Update”. Some common changes that can be performed are: status, Budgetary,
Require Budget Detail, assigning Budget Rollup, descriptions, etc.

.15_‘ Accourt Mazter - Muriz
HOME

@ Q = Browsa m XDelete I Tet file % BB word BMotes 3 Aulit faruals Droject Agcts
U A= [ noa . 1 .pgp uE sl bt Rtictty T Mapiric Job Glass Upcste Sprc Flan ».'-"..
= Duglicies Rreiw| uir.hed.nle O teri— Glubul Updste
Confirm Learch Actinrs Dutout Offce Taok der
fecouct
I code 10060135 | Finance || Last updatea [ETFaES ™
Ibiect coda G .| SALARIES FULL TIME | meeaun typs Expense ¥
Iroject coda I8 T | status P
o Cortra Accourt
“and 1008 | MG Fuined | Entity T
TR 1 \.i| GENERAL GOVERNMENT P [ ]
epartment 135 ©-i| FINANCE DEPARTMENT | P = AL ATEER
“ragram oiA | FROGRAM A ! et |
Srace e Lixa] Hitticen I Fequires Froiect Siing on Enlry
SranFunSm Dt e | Uiruisd
JOE Function [ET7o] | UNDEFINED I &
Zategory o | NO CATEGORY ki
5 . : Ault-eneumber

et 5110 .| SALARIES FULL TIME ;
Srgject 7-"' Requirg busdgat detai

 Roll evaikle bucet forward

|| 7 aow montnly budgsting
;:Enuge(.-nluncme

The following screen will appear in which you will ONLY enter the criteria that needs to be changed:
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.'E:h HOME
00 - _

Accept (Cancel  Searc

Canfirm S=arch

status [ V)
Contra u

Entity

Gant | [

W Budgetary

B Autc-encumber

W Require bucget detail

W Roll avalable budget omward
W Aliow monthly buggsting

Budget roliup code [.]
Budoe! sub-rollup code [l
NY rollup code |

Posting Effective Dates

Beginning effective date

o
Ending effective date ﬂ

Balanca type Y
Mormal balanca

org | ] ol [d] Froject |

Warning levelipercent

When selecting “Accept”, the fallewing.box will appe
. ' N 4
change is to be processed \ I

Global Update

Note: There should be no Munis processing while perfo \:’Im

t

. o’ o
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DUE TO/DUE FROM SETUP

The Due To/Due From Setup program defines the due to/due from relationships between different funds.
Programs that make automated journal entries access the Due To/Due From Setup program whenever
they must make interfund or multi-fund journal entries. This table specifies the default account numbers
or object codes necessary for Munis programs to automatically make the balanced due to/due from
journal entries when multi-fund distribution occur.

The most common due to/due from process can be maintained using a pooled cash fund. This gives the
ability to maintain the exact cash balance in each of your funds and an overall cash balance, by bank
account, in the pooled cash fund.

et BB w- fabes 5 Auart
+ 7 xﬁuh ﬁ;m“ GEmal sy, STy §1 Wapiink

A4 Uncate - c =
& Preview uxlzd - O erts-
Semrct Actionz Outpat e Toats

AL foif Firs Finiil
Fung 8114 CHUCKS 14

Due To Account el o RS T s CASHIN POOL

Due To Object

Due Fram Account 114 = G5l ) [ cAsHIN POOL

e From Object ]

Fund == POOLED CASH2

Due To Account 99499 200114 DUE TO-FROM 9114
Due To Ohject

Dua Fram Account 5598 = EmTE [ DUETO-FROMO11
Due From Object I

CHARACTER CODE - SET iRy

A character code may be assigned to an objectci
number but allows a method of sorting based or
2-digit code that acts as a grouping mechanisms
balance sheet accounts. For example,.ch
table below:

Object Code  Object Code Description ' Character Code = Character Code Description

100100 Cash On Hand 10 \‘H Cash,anckcash Equi

100105 Petty Cash (Treasurer) | 10

100110 Bank One 10 ‘
411000 Real Estate Taxes 41 | Current e 13 \\
411500 Excise Taxes 41 | CurrengYEAK TeXe
424500 Water Revenue 42 | Service ‘ \i
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424600 Bulk Item Pick-up 42 Services
510010 Full Time Salaries 51 Salaries
510015 Part Time Salaries 51 Salaries
510020 Over Time 51 Salaries
520100 Health Insurance 52 Benefits
520200 Other Fringes 52 Benefits

To create Character codes, go to:
Munis>Financials>Setup/Chart of Accounts>Chart of Accounts Segments

1. Inthe drop down, select Character Code and Accept.

.\'Sj" HOME
QOQ .~ +

Accept Cancel Search

Confirm Search

3l segment | Character Code]
[Fund
Function/CC
Department
Program
Grade
Grant/FunSrc

Code

DOE Function
Category
(Crganization Code

Oﬁ'ecl Code
2. Select Add. Enter the desired cg \\.\\.

3. The character code will then pea ..\\
of Accounts Segments (chag m\
S~

BUDGET ROLLUP/SUB-F

The Budget Rollup program links general ledger acG
groups and subgroups. Accounts that have been co
budget of all the accounts within that group to deter
example, Account A has a budget of $10,000, Account B a
three accounts are assigned to budget rollup group ABC, the'a ole budge
$12,000. A transaction of $2,000 entered against Account B will be a
of the rollup groups.

To add a Rollup or Sub Rollup, go to:

= tyler
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Munis>Financials>Miscellaneous Setup>Budget Rollups
Select “Add Group”

@l Bkt s |

&m rosd [l Al i Croucll Cminte S e Arusn - Szt Aancatsen | Prisf) Esoel

f| code Dascrigtion

1041 [Farks

[Cluset in budget preparatiar Sudst cing |3

[ used in butiget validation  Amount threshokd |:|
Parcant threshold

Assign accounts to the group.

ACCOUNT AUDIT

[ lec ger files, excluc onth

The Account Audit program lists all changes mad Qe al
journal entry activity. This report includesanyschanges / runnigge \Master,
Creation, Change General Ledger Ac Changes o J

o

‘E}' HOME
©O6Qacr.t

Accept Cancel | Search -;-J-: Update

Canfrm Search Actions
Account Audit
Accountrange From 10060135 |..| |5290 [
To [10060135  [..| 5400 [aidl

Date range 02012018 @t 03nvzons |

Note: The Define Purge and Purge buttons are only availa leif
caution when purging audit records since they are permane
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