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Chart of Accounts: Introduction

A Chart of Accounts provides a systematic means by which a local government codes its financial
transactions. Coding is the use of numerical designations, in lieu of words or names, for the
identification of specific funds or accounts.

CTAS requires you to use the Chart of Accounts defined in publication “Minnesota City and Town
Accounting and Financial Reporting Standards - Uniform Chart of Accounts” published by the
Office of the State Auditor (OSA). Following the CTAS Chart of Accounts allows for uniform
financial reporting to the OSA. The Appendix to this manual includes a Summary Chart of Accounts
for CTAS.

The CTAS Chart of Accounts is divided into five elements, which include: (1) Funds, (2) Revenue
(receipt) Accounts, (3) Expenditure (disbursement) Accounts, (4) Object Code classifications, and
(5) Program Codes.

The basic account structure has four dimensions: Fund Number, Account Number, Object Code, and
Program Code (which is optional). Three digits are assigned to the fund, five to the account, three to
the Object Code, and three to the Program Code.

The basic structure in the Uniform Chart of Accounts, then, is as follows:

Fund Number | Account Number Object Code Program Code
Revenues XXX 31xxx XXX
Expenditures XXX 41XXX XXX XXX

Your entity’s Chart of Accounts can be modified (e.g. a revenue fund). Your modifications should
capture the financial information you need in order to track your financial data and make good
financial decisions. In deciding what to include in your Chart of Accounts, you will want to consider
each of the following questions:

e What reports do you want to prepare?

e What financial decisions, evaluations, and assessments do you want to make on a regular
basis?

e What level of detail do you require?

The OSA periodically updates the CTAS Chart of Accounts. You should reqularly check for
updates on the OSA website and in the CTAS Newsletter.
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Chart of Accounts: Restricted, Predefined, and Recommended
Numbers

The numbers found in the CTAS Chart of Accounts are classified in three categories: Restricted,
Predefined, and Recommended Numbers. These categories are important if you are migrating data
from Version 7 into the newest version of CTAS. Detailed instructions on migrating data can be
found on the OSA website at https://www.auditor.state.mn.us/default.aspx?page=ctas.

Helpful Tip:

The Chart of Accounts provides Fund, Account, and Object Code numbers and descriptions. The
numbers are either restricted, predefined or recommended, definitions are provided below. The
Fund, Account, and Object Codes are separated by various categories. The category headings
include a range of numbers identified in parenthesis. If there is not a description that best fits the
transaction, you may create your own description. However, the number must fall within the range
provided under the particular category heading type. CTAS includes a wizard tool that assists in
creating fund, account, and object codes. (See Appendix for complete Chart of Accounts)

These categories are also important when you are creating new numbers in CTAS.

Restricted Numbers:

e Cannot be migrated into or used in a transaction entry in CTAS

e Restricted numbers are considered Heading or Category separators

e The descriptions will match Chart of Accounts descriptions found on the Office of
the State Auditor’s website

Predefined Numbers:

e Numbers can be migrated into and used in a transaction entry in CTAS

e Fund, Account, and Object Code descriptions cannot be changed

e The descriptions will match Chart of Accounts descriptions found on the Office of
the State Auditor’s website

Recommended Numbers:

e Numbers can be migrated into and used in a transaction entry in CTAS
e Fund, Account, and Object Code descriptions can be changed
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Accessing the Chart of Accounts Section

8-3

To access the Chart of Accounts section, select the Accounting tab (circled) in the Task Bar, then
click on the Chart of Accounts icon (boxed). The Chart of Accounts screen will open to the Funds
tab.

rﬂf : CTAS ==
‘rﬁ\_;cv.mlir:g ) Payroli Investments  [ndebledress  Reporis Admin  Exit

AS & & d @ |8

Receipls  Claims Disbursemers  Budget Cash| Chariof  |Vendors

Accounts
Chart of Accounts 4:38 AM

Funds (F2) | Account Numbers (F4) © Object Codes (F5) | Program Codes (F6)

Funds | New Fund .

Number v+ Descripion & Active va_il
+ 200 SPECIAL REVENUE FLINDS (201 through 299) B I’
= 201 Road and Bridge [Ed !
« 202 Federal Community Development Block Grants al
= 202 Other Federal Programs B
= 21 Library i}

« 12 Municipal State Aid Street Maint=nance [Optional) B
= 213 Puslic Housing (Optional) i
5 22 Shade Tree Disease Control (Optional) il
+ 225 Fire W
+ 300 DEBT SERVICE FUNDS (301 through 399) ]
& 301 General Debt Service (Identify) 7l
s 351 Debt Service for Special Issues (e.g. State Aid Streets) [l :)
1) View/Edit 2) Delete 3) Bport to CSV 4) Active ‘ l 5 In-Active

In this tab you can Add, View/Edit, Delete, Export to CSV (a spreadsheet format), and make a Fund,
Account Number, Object Code, or Program Code active or inactive, from the Chart of Accounts
screen.
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Chart of Accounts: Funds - Introduction

A fund is defined as a fiscal and accounting entity with a self-balancing set of accounts. Funds are
segregated for the purpose of carrying on specific activities or objectives under special regulations,
restrictions, or limitations. It is recommended that separate funds be created only where necessary
for operational or legal requirements. Too many funds may cause unnecessary complexity.

The following types of funds and account groups should be used by local governments:

Governmental Funds are those types of funds through which most governmental functions
are typically financed. The governmental funds, the corresponding Chart of Accounts
numbers (or range of numbers), and how they are used is as follows:

The General Fund (100) - to account for all financial resources, except those
accounted for in another fund. It is the main operating fund of the government.

Special Revenue Funds (201 - 299) - to account for revenues derived from specific
revenue sources (other than those for major capital projects) that are legally restricted
for specific purposes.

Debt Service Funds (301 - 399) - to account for the accumulation of resources for
the payment of general long-term debt principal and interest.

Capital Projects Funds (401 - 499) - to account for financial resources to be used
for the acquisition or construction of major capital facilities (other than those
financed by proprietary funds).

Permanent Funds (501 - 599) - to account for resources that are legally restricted to
the extent that only earnings, and not principal, may be used for purposes that support
the reporting government’s programs.

Proprietary Funds are used to account for a government’s organizations and activities that
are similar to the private sector. These include:

Enterprise Funds (601 - 699) - to account for operations that are financed and
operated in a manner similar to private business enterprises, i.e. a government’s
business-type activities.

Internal Service Funds (701 - 799) - to account for the financing of goods and
services provided by one department to other departments of the city/town on a
cost-reimbursement basis.

Fiduciary Funds (801 - 899) are trust and agency funds used to account for assets held by a
governmental unit in a trustee capacity or as an agent. Fiduciary funds cannot be used to
support the government’s own programs.

Note: Savings and Investment Accounts are not considered Funds. They should be accounted
for in the Investment Module (see Chapter 16 for instructions)
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Chart of Accounts: Adding a New Fund

Your entity’s Chart of Accounts should be modified when your specific information (e.g. a revenue
fund) is not identical to that included in the CTAS Chart of Accounts. A new fund can be added
manually or using the CTAS “wizard”, a program tool that generates a Fund Number for you (see
page 8-7).

To add a new fund manually, open the Chart of Accounts screen (see page 8-3 for instructions).
CTAS will default to the Fund (F3) tab (boxed). Click on the New Fund tab (circled).

4. CTAs |
Accounting Bayrol Investments Tndebiedress Fieporis Admin Exit
AS & s @
Receipte  Claims: Disbursemerts Budget Cash Chariof  Vendors
Accounts
Chart of Accounts 4:38 AM
Funds (F2)]| Account Numbers (F4) © Object Codes (F5) | Program Codes (F6)
Funds New Fund
Number v+ Descripion & Active va_il
00 General Fund | 7 l‘
+ 200 SPECIAL REVENUE FUNDS (201 through 239) B !’|
+ 201 Road and Bridoe IFi !
« 202 Federal Community Development Block Grants ]
= 203 Dther Federal Programs ]
w211 Liarary H
= M2 Municipal State Aid Street Maintenance [Optional) [&]
& 13 Public Housing (Dptional) [l
4 224 Shade Tree Disease Control (Optional) ]
4 225 Fire W
300 DEBT SERVICE FUNDS (301 through 399) &
4301 General Debt Service (Identify) 7l
s 351 Debt Service for Special Issues (e.q. State Aid Streets) il o
1) View/Edit 2) Delete 3) Export to CSY 4) Active ‘ l 5) In-Active
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Chart of Accounts: Adding a New Fund (continued)

After the New Fund tab is selected, a New Fund tab will open allowing you to enter the information
for the new fund.

e - = GrS
Accounting Payrcll Investments Indebtedness Reports Admin Exit
Receipts Olaims Disbursements Budget Cash Chartaf  Vendors
Accounts

Chart of Accounts

Funds (F3) ' Account Numbers (F4) Diyect Codes (F5) | Program Codes (F6)
|/ Funds | New Fund

New Fund

Number | Click hera it you want to generate Fund from wizard

Description

Save | Cancel |

On the New Fund tab:

e Enter the new Fund Number in the Number field (see page 8-4 for Fund descriptions).
e Confirm the Active box (circled) is checked.

e Enter the name of the fund in the Description field. A fund name is limited to
90 characters.

e Click the Save button to add the new Fund.
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Chart of Accounts: Adding a New Fund Using the Wizard

In CTAS, a new fund can be added using a “wizard”, a program tool that asks a series of questions
and generates a Fund Number for you.

In the Chart of Accounts screen, select the New Funds tab (see page 8-5). A New Fund screen will
appear. To use the Wizard, click on the button “Click here if you want to generate Fund from

Wizard” (circled).

g a T
||
i Accounting Bayroll Investments Indebtadnecs Reports Admin Help Exit
Receipts Claims Disbursements Budget ©Cash Chartof Vendors
Accounts
Chart of Accounts
Funds (F3) | Account Numbers (F4) Object Codes (F5) Program Codes (FE)
Funds | Mew Fund
New Fund
MNumber [#] Active | Click here if you wart to generate Fund f@
Drescription

| Save | Cancel
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Chart of Accounts: Adding a New Fund Using the Wizard (continued)

Step 1
“How do you plan to use the fund?”

Click on the radio button next to the option that best describes how you plan to use the fund and
click on the Next button at the bottom of the screen. To return to the New Fund screen, click on the
Cancel button on the bottom right of the screen.

Accounting Payroll Investments Indebtedness Reports Admin Help Exit
Receipts Claims Disbursements Budget Cash  Chartof  Vendors
Accounts

Chart of Accounts

Funds (F3) | Account Numbers (F4) © Object Codes (F5) ' Program Codes (F6)
Funds ' New Fund

Step 1

How do you plan to use thefund? (%) Track the day to day activities of your city of town
(") Track receipts and payments for a major day to day activity that yvou want to track seperately from your general fund, such as road maintenance.
(7 Track the accumulation of resources and the payment of long-term debt accquired by an entity?
(7 Track the building or purchase of a large asset such as a building?
" Track money that is legally restricted where you can only spend the arning?
(7) Track activities that are similar to a business such as a liquor store, and water and sewer utiliies?
" Track services andlor goods provided by one centralized department to other departments? An example would be & motor pool.
() Track money held in trust and does not belong to your city or town?

Next | | Cancel
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Chart of Accounts: Adding a New Fund Using the Wizard (continued)

Step 2

This step offers more specific options to narrow down the Fund type. Click on the radio button next
to the option that best describes how you plan to use the fund and click on the Next button at the
bottom of the screen. If you wish to return to Step 1, click on “Previous” at the bottom left of the
screen.

f \ B CTAS. -
: Accounting Payrol Investmiris [ndebtedness Beports Admin Belp Ecit
A8 & REE #

Receipts  Claims:  Disburserrerts  Budget Cash Chartof  Vendors

Accounts

Chart of Accounts

Funds (F3) | Account Numbers (F4) | Obsect Codes (F5) . Program Codes (FE)

Funds | NewFund

Step 2

1 You can alse acoount for these activities as part of the General Fund. It is & good idea to use the General Fund if the amount is small or shori ierm

Previous . MNexd Cancel
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Chart of Accounts: Adding a New Fund Using the Wizard (continued)

A list of all funds that are currently available in the system for the selected criteria are shown.

e If one of the listed funds is appropriate, click on the Cancel button at the bottom of the
screen. After the Cancel option is selected, the Cancel New Fund screen appears. Click on
the Yes button. You will then click on the Funds tab, find the desired fund number, and
verify that it is active.

e Ifthe listed funds do not apply, a new suggested number is given (boxed). Enter the name of
the Fund into the Description field and click Save. The Fund has been added to your CTAS
Chart of Accounts.

¥: - ar . o )

' Arcoungng Payroll [rwestments [ngebtedness Reports Admen Help Exit

Aeceipts Claims  Disbursements Budget ‘Cash Chamof  Vendors
Accounts
Chart of Accounts 5:47 PM

Funds (F3) | Account Numbers (F4} | Object Cedes (F5) | Frogrem Codes (F5)
Funds | Mew Fund

Number T4 Descriion T4 feive e
o Syl v | I
A 201 Road enc Bdge ] |
a 22 Fecerzl Community Developmert Block Grants & E
i g Cibraryiost H |

g 21 Municipal Stste &id Strest Mairenance (Optionz!) a
2 213 Public Housing (Optionzl) B
a2 Lembulancs Fund E
] Shade Tree Disease Control (Optionz]) B
a2 Community. Dewveloomznt (Fil =

Ligted above are the Funds cumertly avalsble in the system for your selecied critera, Fthese da not mest your needs, you can creste a new Fund wsing the fom below

New Fund
Numzer 7% [7] fewe
Deseigtion

| Save | Cancel
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Chart of Accounts: Editing a Fund

To edit a Fund’s Number, description, or status, navigate to the Chart of Accounts screen (see page
8-3). The screen will open to the Funds screen on the Fund tab (F3). Highlight the fund you wish to
edit and click the View/Edit button (circled.)

=i = |

| Ac EDJI’"II"Q Bayroll Investiments Indetedress Beports Admin Exit

I e — o= e “_i‘ e Il

Receipts  Claims  Disbursements  Budget Cash  Chetof  Vendors
Accounts

Chart of Accounts ' 127PM
Funds (F-3) Account Numbers (F4) Db]el:r Codes FFS} P%ol;lram Codes (Fﬁ}
Funds | New Fund

Number 74 Descrption T Active

+ 2[)0 SPECIAL REVENUE FUNDS (201 through 299) I
= 201 Road and Bridge )
+ 202 Federal Community Development Blodk Grants ]
=203 Other Federal Programs [l
£ 211 Library =]
= 212 Murcipal State Aid Street Maintenance (Optional) [}
« 213 Public Housing (Optional) [
+ 224 Shade Tres Disease Control (Optional) ]
+ 225 Fire ]
£ 300 DEBT SERVICE FUNDS (301 through 393) B
-« 301 General Debt Service [Tdentify) Fl

+ 351 Debt Service for Spadal Issues (e.0. State Aid Strests)

2 Delete | 2 Bpotlo CSV l 4) Active | BinAdive
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Chart of Accounts: Editing a Fund (continued)
The Edit Fund tab will open with that fund number’s current information.
(= ﬁ CTAS == ]|
A b EE @ |
Chart of Accounts 128 PM

Funds (F3) | Account Numbers (F4) Object Codes (F5) Program Codes (F6)
Funds = New Fund | Edit Fund(224) =

Update Fund
Number 224 [ Adive
Description Shade Tree Disease Control {Optional)

| Cancel

On the Edit Fund tab, you can edit:

e A Fund Number - all transactions associated with the fund will also reflect the new Fund

Number.

e Activate/Inactivate the Fund - the status of the fund can only be changed from active to
inactive when the fund balance is zero and the fund has not been used in a transaction

during the current fiscal year.

e A Fund’s description (Fund Name).

Once you have completed updating the fund, click the Save button (circled).

Note: Restricted and Predefined Fund Numbers and Descriptions cannot be changed (see

Appendix).
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Chart of Accounts: Deleting a Fund

The need to delete a fund could result from a decision that the fund was not needed after it was
added, or because the fund was included as part of the Chart of Accounts when CTAS was installed,
and you do not use that fund.

Note: You can only delete a Fund Number if it has not been used in any transactions. If it has
been used, but not in the current fiscal year, you are able to make the Fund Number inactive.

To delete one or more funds, open the Chart of Accounts screen (see page 8-3). Highlight the fund
you wish to delete and click the Delete button (circled.) To select multiple funds hold down the
Control key (Ctrl) on your keyboard and click on the funds you wish to remove, then click on the
Delete button (circled).

B S R © P . ¢~ - i
Accounting Eayrall Investments Indettedness Heports Admin Exit
Receipts Claims Disbursements Budget Cash  Chariof  Vendors

Accounts

Chart of Accounts 1:32 PM

Funds (F3) | Account Numbers (F4) Object Codes (F5) Program Codes (F6)
Funds ' New Fund

Number ¥4 Descnption T Active TH .
+ 100 General Fund ] I
+ 200 SPECIAL REVENUE FUNDS (201 through 299) ] Ik
+ 201 Road and Bridgs il !
+ 202 Federal Community Development Block Grants ]

« 203 Cther Federal Programs F
w212 Municipal State Aid Street Maintenance (Qptional) ]
= 213 Public Housing {Qptional) il
= 274 Shade Tres Disease Control (Qptional) Bl
+ 225 Fire il
= 300 DEBT SERVICE FUNDS (301 through 393) [}
+ 301 General Debt Service (Tdentify) 7
+ 351 Debt Service for Spedal Tssues [e.q. State Aid Streets) i}

— : I
1) View./Edit ( 2) Deleta ) 3) Export to CSV ‘ 4) Active ‘ 3 In-Active

After the Delete option is selected, the Confirm Fund Delete screen appears. Click on the Yes button
to delete the fund(s).

conmiemi e F—

|f@| Are you sure you want to delete selected 1 Funds?

[ vs ] Ne |
- -
A Funds screen (below) opens. Click OK to complete the process.
rFunds ﬁ

Fundis) hawve been deleted successfully.

| ——]
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Chart of Accounts: Make Funds Active or Inactive

If you migrate CTAS Version 7 data to the new CTAS, the funds you used in Version 7 are marked
as “Active” in the new CTAS. If you haven’t migrated data, only the General Fund will be marked
as “Active” in the new CTAS. CTAS allows you to make funds active or inactive.

Only active funds will be included in drop-down lists throughout the application. Funds can only be
changed from active to inactive when the fund balance is zero and the fund has not been used in a
transaction during the current fiscal year.

To make a fund active, open the Chart of Accounts screen (see page 8-3). When the fund tab opens,
highlight the fund you wish to make active and click on the Active button (circled). To select
multiple funds hold down the Control key (Ctrl) on your keyboard and click on the funds you wish to
make active and click on the Active button (circled).

Accounting Payrall Investments Ind=atedness Feporis Admin Eait
Receipts  Claims  Disbursements Budget Cash  Chartof  Vendors
Accounts

Chart of Accounts 1.36 PM

Funds (F3) | _Accounc Nurbers (F4) | Object Codes (F5) | Program Codes (f6)

Funds | New Fund

Number 7+ Description T8 Afive T .
= 100 General Fund ] |
=200 SPECIAL REVENUE FUNDS (201 through 299) 7 |’
= 201 Road and Bridge 7} =
« 202 Federal Community Development Blodk Granks El
+ 203 Other Federal Programs Fl
8011 Library _ W
e mdsn'eetMamtmam:e(ﬂptmaI] e
« M3 Public Housing (Optional) F

s o A st T s oG (TR 1 o (T e
+ 225 Fire I}

+ 300 DEBT SERVICE FUNDS (301 through 399) [}
+= 301 General Debt Service (Identify) i}
351 Debt Service for Special Issues (e.g. State Aid Strests) [l L
7~ S
1) Vicw,/Edit l 2) Delete ‘ . 3) Bxport 1o CSY ‘ 4) Active 5) In-Active

After the Active option is chosen, a confirmation screen appears. Click on the OK button.

Al the selected Fundi(s) have been Activated.
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Chart of Accounts: Make Funds Active or Inactive (continued)

To make fund(s) inactive, highlight the fund(s) and click on the In-Active button (circled).

(| | Accounting Payrall Investments Indstedness Repors Admin it

Recsips  Claims  Disbursements Budget Cash  Chartof  \endors
Accounts

.Funds{FSI}_'._ Accaun: Numbers (F4) | Object Codes [Fﬁ}_ Pragram Codes (F6) .
Funds | New Fund '

Number v+ Description T8 Ative TH
+ 100 General Fund i)

200 SPECIAL REVENUE FUNDS (201 through 299) ] 13
=201 Road and Bﬁdgae =

= 202 Federal Commi:n'rty Development Block Granks [}

+ 203 Cther Federal ngi’ams Fl

8 01 Library H

™ 12 Municpal State Aid Street Maintenance (Optional) N

= 213 Public Housing {Optional) [}

b RS Shade Tree Disease Control (Optional) "]

+ 235 Fire ]
=300 DEBT SERVICE FUNDS (301 through 399) E
301 General Debt Service (Identify) 7
=351 Debt Service for Speaa! Issuss (e.0. State Aid Streets) [} I

B G |

After the In-Active button has been clicked, a confirmation screen appears. Click on the OK button.

Fund(s) that do not have balance or any activity this year have been In-Activated
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Chart of Accounts: Account Numbers - Introduction

CTAS requires you to use the Chart of Accounts defined in publication “Minnesota City and
Town Accounting and Financial Reporting Standards - Uniform Chart of Accounts” published by
the Office of the State Auditor (OSA). The publication “Minnesota City and Town Accounting
and Financial Reporting Standards - Uniform Chart of Accounts”, published by the Office of the
State Auditor, can be found at www.auditor.state.mn.us/other/ctas/docs/ctas_coa.pdf.

Reference the CTAS Chart of Accounts when creating or editing Chart of Account numbers (see
Appendix). If you are creating accounting numbers, they must be an unused number within the
category range. For example, a new Streets and Highways (Road and Bridge) account number must
be in the 43101 - 43199 range.

Office of the State Auditor
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Chart of Accounts: Account Numbers - Introduction (continued)

Revenue/Receipt Accounts

The primary classification of revenues is by fund and source. Major revenue source classifications
are taxes, licenses and permits, intergovernmental revenues, charges for services, fines and forfeits,
special assessments, and miscellaneous revenues. The revenue account (source code) is used to
identify the source of the revenues. The major sources of revenue are:

Taxes
General Property Taxes
Tax Increments
Hotel-Motel (Lodging) Tax
Gravel Tax
Franchise Taxes
Forfeited Tax Sale Apportionments

Licenses and Permits
Business Licenses and Permits
Alcoholic Beverage
Non-Business Licenses and Permits
Building Permits
Animal Licenses

Intergovernmental Revenues
Federal Grants and Aids
Community Develop. Block Grant
Emergency Preparedness
Federal Payments in Lieu of Taxes
Federal Emergency Management Act
State Grants and Aids
Local Government Aid
Gas Tax/Highway Use Tax
Taconite Homestead Credit
Taconite Municipal Aid
Grants and Aids from Local Governmental

Charqes for Services

General Government
Filing Fees
Public Safety
Police and Fire Contracts
Ambulance Revenues
Highways and Streets (Road and Bridges)
Refuse Collection Charges
Culture and Recreation
Recreation Fees
Library Use Fees
Park Fees
Airport Revenues
Cemetery Revenues

Fines and Forfeits

Units
County Grants for Highways
Grants from Local Governments

Court Fines
Parking Fines
Library Fines
Forfeits

Special Assessments

Miscellaneous Revenues
Interest Earnings
Donations from Private Sources

Enterprise Fund Revenues
Water Sales
Sewer Charges
Refuse Charges
Electricity Sales
Liquor Stores Sales
Golf Course Revenues
Arena Revenues
Swimming Pool Revenues
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Chart of Accounts: Account Numbers - Introduction (continued)

Expenditure/Disbursement Accounts

Expenditures are to be classified according to character, function (or program), activity and object.
The expenditure accounts provide the classification by function and activity, and the Object Code
provides the character and object classification. This method of describing expenditures (use of both
expenditure accounts and Object Code) permits analysis and aggregation of data in different ways
and for different purposes.

The primary classification of expenditures is by function and activity. The major functions and sub-
functions in the Uniform Chart of Accounts are:

General Government Health
City Council/Town Board Health
Mayor

City/Town Clerk

Culture-Recreation

Financial Administration Recreation
Personnel Administration Pgrks _
City/Town Hall Libraries
Public Safety Conservation of Natural Resources
Police ,
Fire Urban and Economic Development
Ambulance Urban Redevelopment and Housing
Building Inspection Economic Development
CIV.II Defense Debt Service
Animal Control B ———
Principal Payments
Public Works Interest Payments
Iél ;ﬁn\;\ﬁg/rs] Streets, and Roadways Miscellaneous

Office of the State Auditor
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Chart of Accounts: Adding a New Account Number

Your entity’s Chart of Accounts should be modified when your specific information is not identical
to that included in the CTAS Chart of Accounts. A new Account Number can be added manually or
using the CTAS “wizard”, a program tool that generates an Account Number for you (see page 8-21).

To add an Account Number manually, open the Chart of Accounts screen (see page 8-3). Click on
the Account Numbers (F4) tab (boxed). When the Account Numbers tab opens, click on the New
Account Number tab (circled).

F —— = =
Accounting Payroll Investments Indestedness Reports Admin Euit
Receips  Claims  Disbursements Budget Cash Chartof  Vendors

Accounts

Chart nf Accounts 139 PII

Funds (F3)_| Account Numbers (F4) I Gb_j_ett Codes [l_:S} Program Cades (F6)
Account NumbersC_New Account Number >

Number ¥+ Description 748 Group v+ Sub-Group v+ Adive ¥ .
O 30000 TAXES (31001 through 31949) General Property Taxes s N
= 31001 General Property Taxes (31001 through 31299) Taxes General Property Taxes =)
+ 31005 Property Tax Tames General Property Taxes @
= 31010 Current Ad Valorem Taxes Taxes General Property Taxes B
531020 Delinquent Ad Valorem Taxes Tanes General Property Taxes ]
+ 31030 Mobile Home Tax Tanes General Proparty Taxes F
= 31040 Fiscal Disparities Taxes General Property Taxes B
+ 31050  Tax Increments Taxes General Property Taxes 7
= 31300 General Sales and Use Taxes (31301 through 31399) Taxes General Sales And Use Taxes a
#3130 Tax Local Tanes General Sales And Use Taxes il
+ 31305  Local Tax Tanes General Sales And Use Taxes 7]
531310 City Sales Taxes Tanes General Sales And Use Taxes H
= 31400 Selective Sales and Use Taxes (31401 through 31699) Taxes Selective Sales And Use Taxes F
+ 31410 HotzHMotel Tax Tanes Selective Sales And Use Taxes Fil
= 31700 Taxes Imposad and Apportionad by the Counties (31701 through 31799) Taxes Taxes Imposed And Apportione... al =
1) View/Edit 2) Delete 3) Exort to CSV ‘ [ 4) Adtive 5) in-Active
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Chart of Accounts: Adding a New Account Number (continued)

After the New Account Number tab is selected, the New Account Number tab will open allowing
you to enter the information for the new account number.

8 = =
= ‘ C1as [E=EEE— |
Arcountin q Eayroll Investments Indeotedriess Fepors Admin Exit
Receipts Claims: Disbursements Budget Cash  Chartof  Mendoss
Accounts
142 PM

‘Chart of Accounts

[ Funds (F3) Account Numbers (F4) ' Object Codes (F5) Program Codes (F6)
Accourt Numbers | Mew Account Number

New Account Number

Number Click here if you want to generate Account from

[esrription

Save | | Cancel

On the New Account Number tab:

e Enter the new Account Number in the Number box. Revenue/receipt numbers are the
31001 - 39999 numbers, and expenditure/disbursement account numbers are the 41001 -

49999 numbers.
e Confirm the Active box (circled) is checked.

e Enter the name of the account into the Description box. The account name is limited to
90 characters.

e Click the Save button to add the new Account Number.

Office of the State Auditor



CTAS User Manual 8-21
Chart of Accounts: Adding a New Account Number Using Wizard

In CTAS, a new Account Number can be added using a “wizard”, a program tool that asks a series of
questions and generates an Account Number for you.

In the Chart of Accounts screen, select the New Account Number tab (see page 8-19). A New
Account Number screen will appear. To use the Wizard, click on the button “Click here if you want

to generate Account from Wizard” (circled).

8 — 1
Accounting Eayrall Investments [ndeitedress Reports Admin Edit
Receipts  Claims  Disbursements  Budget (Cash  Chertof  Vendors
Accounts
Chart of Accounts 142 PM
Funds (F3) | Account Numbers (FA) | Object Codes (F5) | Program Codes (F6)

Account Numbers |~ New Account Number

New Account Number

Number ] Acive Click here if you want bo generate Account from

Description

Save | | Caneel
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Chart of Accounts: Adding a New Account Number Using Wizard
(continued)

Step 1
“What type of Fund will be using this account code?”
Click on the radio button next to the option that best describes the type of fund you will be using and

click on the Next button at the bottom of the screen. To return to the New Account Number screen,
click on the Cancel button on the bottom right of the screen.

EEmm—— - T e
B ) Adrrin

Accounts

Chart of Accounts 143 PM

Funds (F3) | Account Numbers (F4)  Object Codes (F5) Program Codes (fﬁ)
Account Numbzrs | New Account Number

Step 1

What type of Fund wil be using this accourt code? @ :Governmantal Fund including the General Fund, special revenue funds , debt service funds, and capicel project funds?
" Proprietary Funds including enterprise funds and internal service funds.

| Next Cancel
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Chart of Accounts: Adding a New Account Number Using Wizard
(continued)

Step 2

This step offers more specific options to narrow down the Account Number type. Click on the radio
button next to the option that best describes what type of transaction will be using this account
number and click on the Next button at the bottom of the screen. If you wish to return to Step 1,
click on “Previous” at the bottom left of the screen.

R e T i

ting Fayroli Investments Indebtedness Reports Adpn

Accourn Es

Recaipts Claims  Disbursements  Budget Cash  Chariof  Vendors
Chart of Accounts T43 PM

Funds (F3) | Account Numbers (F4) © Object Codes (F3) Program Codes (F6)
Account Numbers | New Account Number

Step 2

What type of Fund wil be using this account code? ©1s it an account for tracking receipts 7
Is it an account for tracking payments?

| Previous Maxt | | Caneel |
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Chart of Accounts: Adding a New Account Number Using Wizard
(continued)

Step 3and 4

Continue to narrow down the Account Number type that is typically used. Click on the radio button
next to the option that best describes what type of account will be using this account number and
click on the Next button at the bottom of the screen to go to the final step of the wizard. If you wish
to return to Step Two, click on “Previous” at the bottom left of the screen.

Arcourting Pyl Tuesmerit Ingsiedinass Bepor= Admin Exit
Klgirm | -Disburemerds - Budoet Cmh  Chartof Vendory
Aecounts
Chart of Accounts 144 PM

Funds (F3) = Account Numbers (F4) ' Object Codes (F5) | Program Codes (FG)
Account Numbers * New Account Number

Step3

What type of Fund wil be usng this account code? (115 it & tax such as Property Tax, Tax Increments, Ganerdl Sales and Use Tax, Selective Sdes and Use Tax, County Tax, Franchise Tax, Tax Penalties or Intsrest?
(s it & license or permit for Business (Liquar, Health) or Non-Business (Bulding, Animal Parking) ?
OIs it from another govemment entity (Grarts o Aids from Federal, State, County or Other Local Govemment Entities) 7
Is it a Chierne for Service? {Charge for specific work performed by entity - Gen. Gov., Publc Safety, Road and Bridge, Other Charges)
018 it a Spacial Assessment (3 compulsory levy on selected properties to defray part or &l of the cost of a spacific improvement or service deemed to primarily benefit those properdies)?
18 it a Fine (penalties imposed for viclstion of laws) or Farfsit [corfiscated deposits, collection on a surety bond, et )?
s & & Other Revenue? (Intersst, Contribution and Donations from Private Sources)
(15 i Other Financing Uses? Interfund transfer , sale of Inviestment, safe of asset loan proceeds)

Previous Mext Cancel
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Chart of Accounts: Adding a New Account Number Using Wizard
(continued)

A list of all account numbers that are currently available in the system for the selected criteria are
shown.

e If one of the listed account numbers is appropriate, click on the Cancel button at the bottom
of the screen. After the Cancel option is selected, the Cancel New Account Number screen
appears. Click on the Yes button. You will then click on the Account Numbers tab, find the
desired account number, and verify that it is active.

e Ifthe listed account numbers do not apply, a new suggested number is given (boxed). Enter
the name of the Account Number into the Description field and click Save. The Account
Number has been added to your CTAS Chart of Accounts.

F = — — T

Accounting Bayroll Irvestments Indebtedness Reporis Adnyn Eat

Receipts Claims  Disbursements Budget Cash  Chariof  Vendors
Accounts

Chart of Accounts 145 PM

Funds (F3) | Account Numbers (F.'l.} .Clb_‘.e:t Codes |'__'FS._} Program Codes (F8)
Account Numbers | New Account Number

Number 74 Description va Active TE .
« 34720 Swimming Pool Fees B
+= 34730 Playground Fees [}
+ 34740 Park and Recreation Concessicns (|
+ 34750 Auditorium Use Fees B
+ 34760 Library Use Fees (Not Fines) il
« 4770 Zoo Charges 5]
New Account Number
Nurmber 34781 7| Adive

Desoiption

Save | | Cancel ‘
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Chart of Accounts: Editing an Account Number

8-26

To edit an Account Number, description, or status, navigate to the Chart of Accounts screen (see
page 8-3). Click on the Account Numbers tab (F4). Highlight the account number you wish to edit
and click the View/Edit button (circled.)

P = fal i
Accounting Bayrofl Irvestmenis Indsbtedness Fepors Admin Exit
s b el e
| Recsipts  Claims  Dishursements Budget Cash  Charicf Vendoes
Accounts
|
Chart of Accounts 1:52 PM
Funds (F3) | Account Numbers (F4) Object Codes (F3) Program Codss (FG)
Account Numbers  New Accourt Number . . -
Number 7= Description v& Group v48 Sub-Group va Active
= 31000  TAXES (31001 through 31940) Tames General Property Taxss I
+ 31001 General Property Taxes (31001 through 31299) Taxes General Property Taxes Ici)
+ 31005 Property Tax Tares General Property Taxes =
= 31010 Curent Ad Valorem Taxas Taxes General Property Taxes B
| = 31020  Delinquent Ad Valorem Taxes Taxes General Property Taxes H
+ 31030 Mobile Home Tax Taxes General Property Taxes E
|+ 31040 Fiscal Disparitics Taxes General Property Taxes E
+= 31050 Tax Increments Taxes General Property Taxes ¥
+ 31300  General Sales and Use Taxes (31301 through 31399) Tawes General Sales And Use Tax... (]
+= 31301 Tax Local Taxes General Sales And Use Tax... ]

[ 51305

= 31310 C Sales Taxes Taxes General Sales And Use Tax... B
+ 31400  Selective Sales and Use Taxes (31401 through 31699) Taxes Selective Sales And Use Ta... )
= 31410 Hotel-Motel Tax Taxes Selective Sales And Use Ta... i)
| = 31700  Taxes Imposed and Apportioned by the Counties (31701 through 31799) Taxes Taxes Imposed And Appor... Fl
| = 31701 Gravel Tax Taxes Taxes Imposed And Appor... 7]
+ 31800  Other Taxes (31801 through 31839) Taxes Other Taxes Fl
« 31810 Tawes Qther Taxes i)

Franchise Taxes

5) In-Active
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Chart of Accounts: Editing an Account Number (continued)

The Edit Account Number tab will open with that account number’s current information.

Accounting Payroll Investments Indebtedness Reports Admin Exit

TERITE _

Receipts. Claims Disbursements Budget Cash Chartof Vendors
Accounts

Chart of Accounts

Funds (F3] | Account Numbers (F4) | Object Codes (F5) ' Frogram Codes (F6)
Bccount Mumbers | New Account Number | Edit Account Number{31305) X

Update Account Number

Number 31305 [¥] Active

Description Special Revenue Tax

| Cancel

On the Edit Account Number tab, you can edit:

e An Account Number - all transactions associated with the account number will also
reflect the new Account Number.

e Activate/Inactivate the Account Number - the status of the account number can only be
changed from active to inactive when the account number has not been used in a
transaction during the current fiscal year.

e An Account Number’s description.

Once you have completed updating the account number, click the Save button (circled).

Note: Restricted and Predefined Account Numbers and Descriptions cannot be changed (see

Appendix).
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Chart of Accounts: Deleting an Account Number

The need to delete an Account Number could result from a decision that the Account Number was
not needed after it was added, or the Account Number was included as part of the Chart of Accounts
when CTAS was installed and you will not use that Account Number.

Note: You can only delete an account number if it has not been used in any transactions. If it
has been used, but not during the current fiscal year, you are able to make the Account
Number inactive.

To delete one or more account numbers, open the Chart of Accounts screen (see page 8-3).
Highlight the account number you wish to delete and click the Delete button (circled.) To select
multiple account numbers hold down the Control key (Ctrl) on your keyboard and click on the
account numbers you wish to remove, then click on the Delete button (circled).

Eayroll Trvestments Indektedn feoorts Admin Exit
ccoipts  Claims  Disbirsemenss  Budget  Cash

Chart of Accounts 1:54 PM

Funds (F3) | Account Numbers (F4) | Object Codes (F5) Program Codes (F&)
Account Numbers Mew Account Number

Number w8 Description A Group ¥A Sub-Group v Active v-n_._'i
= 31000 TAXES (31001 through 31949) Taxes General Property Taxes 1 g
= 31001 General Property Taxes (31001 through 31299) Taxes General Property Taxes il
-+ 31005 Property Tax Tanes General Property Taxes 7|
= 31010 Current Ad Valorem Taxes Taxes General Property Taxes
= 31020 Delinguent Ad Valorem Taxes Taxes General Property Taxes il

1

+ 31030 Mobile Horne de Taxes General Property Taxes

V|
-=: 31300 General Sales and Use Taxes {31301 through 31399) Taxes General Sales And Use Tax,.. r
= 31301 Tax Local Taxes General Sales And Use Tex... 7|
= 31305 Local Tax Taxes General Sales And Use Tax... &l
= 31310 City Sales Taxes Taxes General Sales And Use Tax... E
+ 31450 Selective Sales and Use Taxes {31404 through 31699) Taxes Selective Sales And Use Ta... |
+ 31410 Hotel-Matel Tax Taxes Selective Sales And Use Ta... 7|
= 31700 Taxes Imposed and Apportioned by the Counties {31701 through 31799) Taxes Taxes Imposed And Appor... Fl
« 31701 Gravel Tax Taxes Taxes Imposad And Appar.., =
+ 31800 Other Taxes (31801 through 31859} Taxes Other Taxes |
= 31810 Franchise Taxes Taxes Other Taxes &) i

1) Miew/Fdst | | ) Diedete 3) Export to CSV | 4} Active. 5} In-Active |

After the Delete option is selected, the Confirm Account Number Delete screen will appear. Click
Yes to delete the Account Number(s).

i =l
Confirm Account Numbers Delete |,'-'“"J

|91 Are you cure you want to delete selected 1 Account Murmbers?

An Account Numbers screen (below) opens. Click OK to complete the process.

r —y
Account Numbers Ld—:hj

Account Mumber(s) have been deleted successfully.

QK
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Chart of Accounts: Make Account Numbers Active or Inactive

If you migrate CTAS Version 7 data to the new CTAS, the Account Numbers you used in Version 7
are marked as “Active” in the new CTAS. If you haven’t migrated data, only a limited group of
Account Numbers will be marked as “Active” in the new CTAS. CTAS allows you to make any
Account Numbers active or inactive.

Only active account numbers will be included in drop-down lists throughout the application.
Account Numbers can only be changed from active to inactive when the account number has not
been used in a transaction during the current fiscal year.

To make Account Numbers active, open the Chart of Accounts screen (see page 8-3). Click on the
Account Numbers (F4) tab (boxed). Highlight the Account Numbers you wish to make active and
click on the Active button (circled). You can activate multiple account numbers by holding down
the Control key (Ctrl) on your keyboard as you click on the account numbers. When you have
selected the account numbers, click the Active button.

a0 e — =

Arcounting Bayrofl Irvestments Indebtedness Beports Admin Exrt

Secopts Claims  Disbursements Budget Cash  Chariof  Menders
Sccounts

Funds (F3) |Acmum Numbers (F4) | Object Codes (F5) Program Codes (F6)
Account Numbers BW ACcount Number

Number 78 Descripbon w8 Group ¥+ Sub-Group T Actve  TH

= 31000 TAXES (31001 through 31949) Taxes General Property Taxes
= 31001 General Property Tawes (31001 through 31299) Taxes General Property Taxes
& 31005 Property Tax Taxes General Property Taxes
= 31m0 Current Ad Valoram Taxes Taxes General Property Taxes
= 31020 Delinguent Ad Valorem Taxes Taxes General Property Taxes
131030 Mobile Home Tax [ General Property Taxes

8 = (= 7)) = R A

B 11040 Fiscal Dispanties [Taxes | General Property Taxes

& 31050 Tax Incraments Taxes General Property Taxes

= 31300 General Sales and Use Taxes (31301 through 31399) Taxes ‘General Sales And Use Tax...

= 1301 Tax Local Taxes General Sales And Use Tax..

+ 31305 Local Tax Taxes General Sales And Use Tax...
(¥ 31310 City Sales Taxes i General Sales And Use Tex...

= 31400 Selective Sales and Use Taxes (31401 through 31699) Tanes Selective Sales And Use Ta...

|
= 31410 Hotel-Motel Tax Tanes Selective Sales And Use Ta... It
= 31700 Taxes Imposed and Apportioned by the Counties (31701 through 31799) Taxes Taxes Impossd And Appor... Fl
« 31701 Gravel Tax Taxes Taxes Impossd And Appor... |
= 31800 Dther Taxes (31801 through 31899) Taxes QOther Taxes l
+ 31810 Franchise Taxes Taxes Other Taxes g

1) View/Eit ‘ ‘ 7) Delete 3) Expaort 1o CSV ‘ m 8} In-Active |
—
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Chart of Accounts: Make Account Numbers Active or Inactive

(continued)

To make account number(s) inactive, highlight the number(s) and click on the In-Active button
(circled).

| Actounting |

Recapts Claims: Disbursements Budget Cash  Charof  Vendors

Payratl TIrvestmienis Ind=btedness Repors Admin Exit

Accounts
 Funds (F3) | Account Numbers (F4) | Object Codes (F5) | Program Codes (Ff)
Account Numbers  New Accourt Number
Number -8 Description A Group 748 Sub-Group V& Ative TR .
= 31000 TAXES (31001 through 31949] Taxes General Property Taxes Fi
+ 31001 Gensral Property Taxes (31001 through 31294) Taxes - General Property Taxes )
+= 31005 If"t"apert[.r Tax Tanes General Properfy Taxes 2]
+= 31010 Current Ad Valorem Taxes Taxes - General Property Taxes E
+ 31020 Delnquent Ad Valorermn Taxes Taxes General Property Taxes B
£ 31030 Mobile Home Tax ! General Propeity Taxes ]
21040 Fiscal Disparities i General Property Taxes ]
+ 31050 Tax Inoements Taxes :Generdl Property Taxes gl
= 31300 General Sales and Use Texes (31301 through 31399) Taxes General Sales And Use Tax.. |
+ 31301 Tax Local : Taxes General Sales And Use Tax... #
31305  Local Tax Tawes General Sales And Use Tax... 5]
(B0 31310 | City Sales Tavees ‘ | General Sales And Use Tax... B
+ 31400  Selective Sales and Use Taxes (31401 through 31699) Taes Selective Sales And Use Ta... I
+ 31410 Hotel-Mote| Tax ' Taxes Selective Salzs And Use Ta... #
= 31700 Taxes Imposed and Appertioned by the Counbies (31701 ilwouyi 31799) Taxes Taxes Imposad And Appor... ||
+ 31701 Gravel Tax ' ' Taxes Taxes Imposad And Appor... 2}
= 31800 Dther Taxes (31801 through 3189§) Taxes Other Taxes ||
+= 31810 Franchise Taxes Taxes Other Taxes )] i
1) Viow/Edi ‘ [ 2) Deleta | 2) Export 1o CSV J T (  amrw }

After the In-Active button has been clicked, a confirmation screen appears. Click on the OK button.

All the Account Number(s) have been In-Activated
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Chart of Accounts: Object Codes - Introduction

The Object Code indicates the type of item purchased or service obtained. CTAS requires an Object

Code for all expenditures in addition to a Fund and an Account Number.

Object Codes should be assigned to provide a level of detail that meets your entity’s internal and
external reporting requirements. The four major categories of Object Codes, and the range of

numbers assigned to each, are:

Details on other Object Code categories and numbers can be found in the CTAS Chart of Accounts

Personal Services (Object Codes 100-199) - This includes expenditures for
salaries, wages, and related employee benefits provided for all persons employed
by the city/town, including elected officials. Employee benefits include employer
contributions to a retirement system, insurance, sick leave, severance pay, and
similar benefits.

Supplies (200-299) - includes articles and commodities which are consumed or
materially altered when used, such as office supplies, operating supplies, repair and
maintenance supplies, and small tools and minor equipment.

Other Services and Charges (300-499) - includes expenditures for services other
than personal services. Examples of such charges include professional services,
communication, transportation, advertising, printing and binding, insurance, utility
services, repair and maintenance, rentals, and depreciation.

Capital Outlays (500-599) - includes expenditures which result in the acquisition
of or additions to fixed assets.

(see Appendix).
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Chart of Accounts: Adding a New Object Code

Your entity’s Chart of Accounts should be modified when your specific information is not identical
to that included in the CTAS Chart of Accounts. A new object code can be added manually or using
the CTAS “wizard”, a program tool that generates an Object Code for you (see page 8-34).

To add an Object Code manually, open the Chart of Accounts screen (see page 8-3). Click on the
Object Codes (F5) tab (boxed). When the Object Codes tab opens, click on the New Object Code
tab (circled).

Accounting Payrall Investments Indefedness Feports Admin Bt

|| Fecsips Claims  Disbursemerds Budget Cash  Chartof  Vendors
Accounts

Chart of Accounts 221PM

Acg (F{i)' Db]ect Codes {FSj Program Codes (FG)

New Ob]ect Code

I'_"dnds (F3)

Object Codes
Code ———— v Desciption T4 Adive
WAGES AND SALARIES (101 through 109)
= 101 Wapges and Salaries: Full-time Employees-Reqular "
= 102 Wapges and Salaries: Full-time Employees-Overime ]}
+ 103 Wages and Salanes: Part-time Employees [l
= 104 Wapges and Salaries: Temporary Employess-Reqular [}
« 105 Wages and Salaries: Temporary Employees-Cvertime &
= 110 Other Pay (111 through 119) [l
+ 111 Cther Pay: Severance [}
= 120 Employer Contributions for Retrement (121 through 1... I}
= 121 Employer Contributions for Retrement: PERA Contribu... [}
122 Employer Contributions for Retrement: FICA Coniribut... Il
w123 Employer Contributions for Retirement: Police Pensian... |
+ 124 Employer Contributions for Retrement: Fire Pension C... ]
1) View./Edit 2) Delete 3) Export to CSV ‘ ‘ 4) Adlive 5] In-Active £} Refresh
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Chart of Accounts: Adding a New Object Code (continued)

After the New Object Code tab is selected, the New Object Code tab will open allowing you to enter
the information for the new object code.

¥ CTAS -

Accounting Bayroll Investmenis Indebtedness Reperts Admin Help Exit

AE & sEaE @

Receipts  Claims  Disbursernents  Budget Cash  Chartof  Vendors
Accounts
Chart of Accounts

Funds (F3) | Account Numbers (F4) | Object Codes (F5) | Program Codes (F6)
Object Codes | New Object Code

New Object Code
Mumber | Click here if you want to generste Object Code from wizard
Description
Save | | Cancel

On the New Object Code tab:

e Enter the new Object Code in the Number box. The object code must be three digits.

e Enter the name of the object code in the Description box. The name is limited to 90
characters.

e Confirm the Active box (circled) is checked.

e Click the Save button to add the new Object Code.
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Chart of Accounts: Adding a New Object Code Using the Wizard

In CTAS, a new Object Code can be added using a “wizard”, a program tool that asks a series of
questions and generates a new Object Code for you.

In the Chart of Accounts screen, select the New Object Code tab (see page 8-32). A New Object
Code screen will appear. To use the Wizard, click on the button “Click here if you want to generate
Object Code from Wizard” (circled).

\ S - CTAS -

Accounting Bayrall Investments Indebtedness Reports Admin Help Exit

As & 2aEE 8

Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts

Chart of Accounts

Funds (F3) " Account Numbers (F4) ' ObjectCodes (F5) ' Program Codes (FE)
Object Codez | New Object Code

New Object Code
,
MNumber 7] Active ( Click here if you want to generate Object Code fmm@
o ———
Description

Save | Cancel |
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Chart of Accounts: Adding a New Object Code Using the Wizard
(continued)

Step 1
“Is the object code for a receipt or payment?”

Click on the radio button next to the option that best describes your answer and click on the Next
button at the bottom of the screen. To return to the New Object Code screen, click on the Cancel
button on the bottom right of the screen.

. T cias oo ]

Accounting Eayrol Investments Indelttedress Heporis Admin Exit |

a8 b Ea e ,
Receipts Claims Cisbursements ‘Budget  Cash  Chartof chors

Accounts |

Chart of Accounts 2:42 PM

Funds (F3) Account Numbers (F4) | Object Codes (F5) | Prooram Codes (F6)
Object Codes  New Object Code ,

Step 1

115 the payment for Personal Services? (Wages, retirement, insurance) |
1[5 the payment for Supplies? (Office, operating, repair)
Is the payment for Services and Charges? (Professional, Comm., Advertising)

Is the object code for & receipt or payment?

1= the payment far Depreciation?

/15 the payment not hsted above? (Miscellaneous)

Is the payment for a Capital Qutlay purchase? (Something that should have a life longer than a year.)
Is the payment for Debt or Interest?
s the payment far Other Financing Uses? (Transfers, investment purchased, refunds)

Pravious [ MNeaxt Cancel ‘
|
|
|
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Chart of Accounts: Adding a New Object Code Using the Wizard
(continued)

Step 2 and 3

Continue to narrow down the Object Code type that is typically used. Click on the radio button next
to the option that best describes your answer and click on the Next button at the bottom of the screen.
If you wish to return to Step One, click on “Previous” at the bottom left of the screen.

“ . ‘ CTAS = - l“|3-ﬁﬂq
|
|
|

q Bayroll Thuestmeniz [ndehtedness Beports Bedmiin

Aceountin i
A Budget Cach Chartof  \Vendors

Receips  Claims  Disbursements  Budget
Accounts

Chart of Accounts 245 PM

Funds (F3) | Account Nurmbers (F4) | Object Codes (F5) | Program Codes (F6)
Object Codes | New Object Code

Step 2

; ) ' Professional Services
Is the object code for a receipt or payment? : S '
CCommunication

2 Printing and Binding
Insurance

O Utilty Services

“Repairs and Maintenance

* Rentals

Previous Text Cancel ‘
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Chart of Accounts: Adding a New Object Code Using the Wizard
(continued)

A list of all object codes that are currently available in the system for the selected criteria are shown.

e Ifone of the listed object codes is appropriate, click on the Cancel button at the bottom of the
screen. After the Cancel option is selected, the Cancel New Object Code screen appears.
Click onthe Yes button. You will then click on the Object Codes tab, find the desired object
code, and verify that it is active.

e [Ifthe listed object codes do not apply, a new suggested number is given (boxed). Enter the
name of the Object Code into the Description field and click Save. The Object Code has

been added to your CTAS Chart of Accounts.

r._,_J : - q s - [T

Accounting Eayrali Investments [ndentedness Reporis Admin Ewit

Recaps Claims  Disbursemenis  Budget Cash  Chariof  Vendors
Accounts

Chart of Accounts 2AZPM
Funds (F3) Account Numbers (F4) | Object Codes (F5) = Program Codes (F6)
Object Codes | New Object Code
Code ¥4 Descnption T4 Achve
5 310 Training

w311 Engineering Fes

Lsted above are the Object Codes currently avaiable n the system for your selected oriteria. If these do not meet your needs, you can oreate a new Object Code using the form belod

New Object Code
Number M2 @ Active
Desaiption

Save [ Cancel l
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Chart of Accounts: Editing an Object Code

To edit an Object Code, description, or status, navigate to the Chart of Accounts screen (see page 8-
3). Click on the Object Code tab (F5). Highlight the object code you wish to edit and click the
View/Edit button (circled.)

||| Accounting Eayrcll Investmentz Indeatednes: Reporiz Admin Exit
& U AEE S
Receipts E Disbursements  Budget Cash  Chartof '-'gs
Accounts
Chart of Accounts 258 PM
_ Funds (F3_) Account Numbers (F4)  © Object Codes (F5) Program Codes (FA)
Object Codes | New Object Code
Code w4 Description T Adive v .
Wio ——— wshesms i) 8§
& 101 Wages and Salaries: Full-time Employees-Regular il I
+ 102 Wages and Salanes: Full-time Employees-Overoime ]
+ 103 Wapges and Salaries: Part-time Employees [
+ 14 Wages and Salaries: Temporary Employees-Regular El
« 105 Wages and Salaries: Temporary Employess-Overtime [l
+ 110 Other Pay (111 through 119) F|
+ 111 Cther Pay: Severance |
= 120 Employer Contributions for Retrernent (121 through 1... ]
w 121 Employer Contributions for Retrement: PERA Contribu... |
+ 122 Employer Contributions for Retrement: FICA Contribut... El
+ 123 Employer Contributions for Retrement: Police Pension... E
+ 124 Employer Contributions for Retrement: Fire Pension C... ]
+ 130 Employer Paid Insurance (131 through 139) v
+ 131 Employer Paid Insurance: Health =]
« 132 Employer Paid [nsurance: Dental ]
= 133 Employer Paid Insurance: Life [}
=14 Employer Paid [nsurance: Disability [l =
2) Delete 3) Export 1o CSV ‘ ‘ 4) Active 5) In-Active £) Refresh
—

L -———— = = ——
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Chart of Accounts: Editing an Object Code (continued)

The Edit Object Code tab will open with that object code’s current information.

o ¢ .

Accounting Payroll Investments Indebtedness Beports Admin Exit

Receipts. Claims Disbursements Budget Cash Chartof Vendors
Accounts
Chart of Accounts

Funds (F3) Account Numbers (F4) | ObjectCodes (F5) | Program Codes (FB)
Object Codes | New Object Code | Edit Object Code{102) X

Update Object Code
Mumber 102 7] Active
Description Wages and Salanes: Fuldime Employees-Overtime

| gaHCE|

On the Edit Object Code tab, you can edit:

e An Object Code - all transactions associated with the object code will also reflect the new
Object Code.

e Activate/Inactivate the Object Code - the status of the object code can only be changed
from active to inactive when the object code has not been used in a transaction during the
current fiscal year.

e An Object Code’s description.

Once you have completed updating the object code, click the Save button (circled).

Note: Predefined Account Numbers and Descriptions cannot be changed (see Appendix).
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Chart of Accounts: Deleting an Object Code

The need to delete an Object Code could result from a decision that the Object Code was not needed
after it was added, or an Object Code was included in the CTAS Chart of Accounts and you will not
use that Object Code.

Note: You can only delete an Object Code if it has not been used in any transactions. If it has
been used, but not in the current fiscal year, you are able to make the Object Code inactive.

To delete one or more object codes, open the Chart of Accounts screen (see page 8-3). Highlight the
object code you wish to delete and click Delete (circled). To select multiple object codes, hold down
the Control key (Ctrl) on your keyboard as you click on the codes you wish to remove, then click the
Delete button (circled).

= e s EErEs
Accounting Bayroll Investments Indestedness Beports Admn Eut
Recsipts  Claims  Disbursemerts  Budget Cmsh  Charof  Venders
Accounts
Chart af Accounts 301 PM

Funds (F3) Account Numbers (F4) Object Codes (F5) Program Codes (F6)
Object Codes  Mew Object Code

Code A Description A Active TE o~
= 100 WAGES AND SALARIES (101 through 109) ] 'r
= 101 Wages and Salaries: Full-time Employees-Regular i7il
- 102 Wages and Salaries: Full-time Employses-Overgme [l

b e TN A e L T e e L
+ 104 Wages and Salaries: Temporary Employees-Regular |
= 105 Wanes and Salanes: Temporary Employess-Owvertims |
= 110 Other Pay (111 through 119)
= 111 Other Pay: Severance ]
= 120 Employer Contributions for Retrerment (121 through 1., 7|
| 121 Employer Contributions for Retrement: PERA Contribu,, Ll
=122 Employer Contributions for Retrement: FICA Contmbut.., L]
= 123 Employer Contrbutions for Retrement: Paolice Pension..., Ll
= 124 Employer Contributions for Retirement: Fire Pension C... rl
= 130 Employer Paid Insurance (131 through 139) il
= 131 Employer Paid Insurance: Health rl
= 132 Employer Paid Insurance: Dental &

+ 133 Employer Paid Insurance: Life |
= 134 Employer Paid Insurance: Disability |
1) View/Edit | ( Z) Dedesten )| 3) Expart 1o C5V | | 4) Adive | 5] In-Active | 5} Refresh |
—— —

After thé_Daeté_(_)ption is selected, the Confirm Object Codes Delete screen will appear. Click Yes
to delete the Object Code(s).

Confirm Object Codes Dezebe":. — b - |

9] Are you sure you want to delete selected 1 Ohject Codes?

e 0w ]

An Object Codes screen (below) opens. Click OK to complete the process.
okt Coges l—z5—]

Object Code(s) have been deleted successfully,

—c—
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Chart of Accounts: Make Object Codes Active or Inactive

If you migrate CTAS Version 7 data to the new CTAS, the Object Codes you used in Version 7 are
marked as “Active” in the new CTAS. If you haven’t migrated data, only a limited group of Object
Codes will be marked as “Active” in the new CTAS. CTAS allows you to make any Object Codes
active or inactive.

Only active object codes will be included in drop-down lists throughout the application. Object
Codes can only be changed from active to inactive when the object codes has not been used in a
transaction during the current fiscal year.

To make an Object Code active, open the Chart of Accounts screen (see page 8-3). Click on the
Object Codes (F5) tab (boxed) to open the Object Codes tab. Highlight the Object Codes you wish
to make active and click on the Active button (circled). You can activate multiple object codes by
holding down the Control key (Ctrl) on your keyboard as you click on the object codes. When you
have selected all the object codes, click the Active button.

z- T =
[ - = TE——— = =

\[| Ascounting Payrall Investmentc Indebtedness Beports Admin Bt

Peceipts Claims  Disbursements Budoet Cash  Chartof  Wendors

Accounts

Chart of Accounts 3-06 PM

Funds (F3) Account Numbers (F4) |/ Object Codes (F5)] | Program Cades (F6)

Object Codes = New Object Code

Code T+ Desciption TR Active T .
= 100 WAGES AND SALARIES (101 through 108) = i:
+ 101 Wages and Salaries: Full-time Employeses-Regular )
= 102 Wages and Salanes: Full-time Employees-Overime L]
Wi Waeosemesfatimebmbyes W |
= 104 Wages and Salaries: Temporary Employees-Regular (]
T s and Saves: Tempora Erplessvetme @]
+ 110 Gther Pay (111 through 119) F]

111 Cther Pay: Severance El
« 120 Employer Contributions for Retrement (121 through 1... |
w121 Employer Contributions for Retrement: PERA Contribu... L}
B 122 Employer Cortributions for Retremnent: FICA Conmibut... [
= 123 Employer Contributions for Retrement: Police Pension... Fl

o8 104 "' — Employer Contributions for Retrement: Fire Pension ... | "
w130 Emplayer Paid Insurance {131 through 139) Wl
w131 Employer Paid [nsurance: Heslth Il
w132 Employer Paid Insurance: Dental ]
= 133 Employer Paid [nsurance: Life (|
« 134 Employer Paid Insurance: Disability 1l o

1) View./Edit ‘ 2) Delete ‘ 3) Bport to CSV | k 4) Active ) 5] In-Active ‘ E) Refrech l

After the Active option is chosen, a confirmation screen appears. Click on the OK button.

L c—

All the selected Object Code(s) have been Activated.
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Chart of Accounts: Make Object Codes Active or Inactive (continued)

To make object code(s) inactive, highlight the code(s) and click on the In-Active button (circled).

(| | Accounting Eayroll Investmentz Indestednecs Beporis Admin Euit

Receipts Claims  Disbursements Budget Cash  Chartof  Vendors
Accounts

Chart of Accounts 3:06 PM

Funds (F3) | Account Numbers (F4) | Object Codes (F5) | Program Cades (F6)
Object Codes = Mew Object Code

Code T+ Description & Active TH .
& 100 \WAGES AND SALARIES (101 thraugh 109) i |=
= 101 Wages and Salaries: Fulltime Employees-Regular ]|
+ 102 Wanes and Salanes: Full-time Employees-Overtime [l
=103 Wages and Salanes: Part-time Employees ]

« 14 Wages and Salaries: Temporary Employees-Regular El
105 Wages and Salanes: Temporary Employees-Overtime ]
+ 110 Other Pay (111 through 119) ]
= 111 Cther Pay: Severance El
« 120 Employer Contributions for Retrement (121 through 1., ]
+ 121 Employer Contributions for Retremant: PERA Contribu... ]
£ 127 Employer Corttributions for Retirernent: FICA Conibut.., ]
123 Employer Contributions for Retrement: Police Pension... ]
¥ 104 Employer Contributions for Betirement: Fire Pension C... | ]
+ 130 Employer Paid Insurance (131 through 139) ]}
13 Employer Paid Insurance: Health [l
+ 132 Employer Paid Insurance: Dental ]
+ 133 E'rn'pbo\_.rer Paid [nsurance: Life =]
+ 13 Embbyer Pzid Insurance: Disability I} i
I 7 oy
1) View,/Edit 1 | 2) Delete 1 | 3) Bpor lo C5V ] [ 4) Adtive ‘ 5] In-Adtive B) Refresh

After the In-Active button has been clicked, a confirmation screen appears. Click on the OK button.
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Chart of Accounts: Program Codes - Introduction

Program Codes are designed to track an activity across Funds, Account Numbers and Object Codes.
By assigning a Program Code, you will be able to print a report the shows all revenues received and
all expenditures made for a coded activity. Program Codes are optional and not required when
entering transactions.

Chart of Accounts: Adding a New Program Code

To add a new Program Code, open the Chart of Accounts screen (see page 8-3). Click on the
Program Codes (F6) tab (boxed). When the New Program Code tab opens, click on the New
Program Code tab (circled).

Rereipts  Claims  Disbursements  Budget (Cash  Chartof  Wendors
Accounts

Chart of Accounts 3:08 PM
Funds (F3) | Accoypibis 4 Objact Codes [F5) | Program Codes (F6)
Program C New Program Code
e — ; :
Code 7+ Desaiption T+ Active T+

1) View/Edit 2) Delete 3) Export to CSV 4) Active ‘ ‘ 5) In-Active 6) Refresh
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Chart of Accounts: Adding a New Program Code (continued)

After the New Program Code tab is selected, the New Program Code tab will open allowing you to
enter the information for the new program code.

| = CTAS
i Accounting Payroll Investments Indebtedriess Beports Admin Help Exit
Receipts Claims Disbursements Budget Cash Chartof Vendors
Accounts
Chart of Accounts

Funds (F3) Account Mumbers (F4) Object Codes (F5) ' Program Codes (FB)
Program Codes | New Program Code

New Program Code

Description

Save | Cancel

On the New Program Code tab:

e Enter the new Program Code in the Code box. The Chart of Accounts does not have
defined Program Code numbers, therefore, you can assign any combination of three
digits (no letters).

e Confirm the Active box (circled) is checked.
e Enter the name of the code in the Description box. The name is limited to 90 characters.

e Click the Save button to add the new Program Code.
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Chart of Accounts: Editing a Program Code

To edit a Program Code, description, or status, navigate to the Chart of Accounts screen (see page 8-
3). Click on the Program Codes (F6) tab. Highlight the program code you wish to change and click
the View/Edit button (circled).

- = =

[

Il | Accounting Bayrll Investments Indestedness Reports Admin Bait

Receipts  Claims. Disbursements Budget Cash  Chartof  Vendors
Accounts

Chart of Accounts 3:09PM
Funds (F3) | Account Numbers (F4) | Object Codes (75)  Program Codes (F6)
Program Codes | New Progam Code
Code 74 Desciption 7+ Adive 7e
(2=} pad Proje 4|

1) View/Edit

)I 2) Delete ' ) Bxpart to CSV ‘ 4] Adtive ‘ ‘ 5) In-Active ‘ B) Refresh
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Chart of Accounts: Editing a Program Code (continued)

The Edit Program Code tab will open with that program code’s current information.

—— 1
= —— — e
Accounting Eayrol Investments Indeltedr poris v yin Exit |
..... Cl perits “Budget  Cash  Ch
Ace

Chart of Accounts 310 PM

Funds (F3) Account Numbers (F4) Object Codes (F3) | Program Codes (F6)
Program Codes New Program Code | Edit Program Code(101) x

Update Program Code

Code f101] [ Active

Description Road Project

On the Edit Program Code tab, you can edit:

e A Program Code Number - all transactions associated with the Program Code will also
reflect the new Program Code Number.

e Activate/Inactivate the Program Code - the status of the program code can only be
changed from active to inactive when the program code has not been used in a

transaction during the current fiscal year.

e A Program Code’s description.

Once you have completed updating the program code, click the Save button (circled).
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Chart of Accounts: Deleting a Program Code

The need to delete a Program Code could result from a decision that the Program Code was not
needed after it was added.

Note: You can only delete a Program Code if it has not been used in any transactions. If it
has been used, but not in the current fiscal year, you are able to make the Program Code
inactive.

To delete one or more Program Codes, open the Chart of Accounts screen (see page 8-3). Highlight
the Program Code(s) you wish to delete and click Delete (circled).

= T e

ccounting Eayrol Investments Indeltedrie: poris Admyn Exit

ﬁﬁ h ﬁﬁﬁfﬁ

..... Claims. Disbursements  Bud Cah C
Accounts

Chart of Accounts 311 PM

Funds (F3) Account Numbers (F4) Object Codes (F3) | Program Codes (F6)
Program Codes Mew Program Code

Cade ++ Descrption T Active e
95 101 Road Project 5] i

1) View /Edit ! 2) Dedete } [ 3) Expoat to C5V l 4) Adtive | | 5) In-Active | B) Refreesh ‘

After the Delete option is selected, the Confirm Program Codes Delete screen will appear. Click Yes
to delete the Program Code(s).

I Proaer cudes_M

|9I Are you sure you want to delete selected 1 Program Codes?

= — |
Program Codes !

Program Code(s) have been deleted successfully,

— —
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Chart of Accounts: Make Program Codes Active or Inactive

If you migrate CTAS Version 7 data to the new CTAS, the Program Codes you used in Version 7 are
marked as “Active” in the new CTAS. If you haven’t migrated data, no Program Codes are listed.
CTAS allows you to make any Program Codes active or inactive.

Only active program codes will be included in drop-down lists throughout the application. Program
Codes can only be changed from active to inactive when the program codes has not been used in a
transaction during the current fiscal year.

To make a Program Code active, open the Chart of Accounts screen (see page 8-3). Click on the
Program Codes (F6) tab (boxed), then highlight the code(s) and click on the Active button (circled).

Accounting Bayroll Investments [ndettedness Reports Admin Exit

Receipts  Claims.  Disbursements  Budget Cash  Chartof  Vendors
Accounts

Chart of Accounts 314 PM
Funds (F3) | Account Numbers (F4) Gb}ett Codes LF5} Program Codes (F6)
Program Codes = New Program Code

Code 74 Desoption T+ Activ TH

D ——

1) View,/Edit 2) Delete 3) Export to CSY { 4) Active 2‘ ‘ 5 In-Active ) Refresh

After the Active option is chosen, a confirmation screen appears. Click the OK button.

All selected Program Code(s) have been Activated.

— —
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Chart of Accounts: Make Program Codes Active or Inactive
(continued)

To make Program Code(s) inactive, highlight the code(s) and click on the In-Active button (circled).

\[| Accounting Eayroll Investments Tndeirtedness Heports Admin it

Receipts  Claims  Disbursements Budget Cash  Chertof  Vendors
Accounts

Tl

Chart af Accounts 315 PM

Funds (F3)  Account Numbers (F4) ' Object Codes (F5) ' Program Codes (F6)
Program Codes | New Program Code

Code 78 Desaription T Adtive T

¥ 01

1) View,/Edit 2) Delete 3) Expoit to C5V 4) Adtive ‘ 5) In-Active 6) Refresh

After the In-Active button has been clicked, a confirmation screen appears. Click the OK button.

_ =

I

All selected Program Code(s) have been Activated.
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Chart of Accounts: Exportto CSV

CTAS allows you to export your data to a CSV file. The CSV ("Comma Separated Values") file
format is used by many spreadsheet applications, including Microsoft Excel. Many CTAS users
export data to CSV files to give them flexibility in analyzing and presenting their entity’s data.

To export the list of funds, open the Chart of Accounts screen (see page 8-3). When the fund tab
opens, click on the Export to CSV button (circled).

T . Ul R

Accounting Payrcli Investments Indebtedness Reparts Admin Exit

Receips  Claime  Bisbursemerts  Budget Cash  Chariof  Vendors
Accounts

Chart of Accounts 1:33PM

Funds (F3) | Account Numbers (F4) Object Codes (F5) Program Caodes (F6)
Funds | New Fund

Number ¥4 Desaiption TH Active w8
+ 100 General Fund

4 200 SPECIAL REVENUE FUNDS (201 through 299)
+ 201 Road and Bridgs

= 202 Federal Cammunity Development Block Grants
= 203 Other Federal Programs

v Lbrary

mEEE e
[

"]
+ 212 Municipal State Aid Street Maintenance (Optionar} . ] .
+ 213 Public Housing (Optional) ]
= 224 Shade Tres Dissase Contral (Optional) E
= 235 Fire &
+ 300 DEBT SERVICE FUNDS (301 through 399) |
& 301 General Debt Service (Identify) 7|
+ 351 Debt Service for Spadal Issues (e.0. State Aid Strests) [}

Pl S
1) View./Edit l 2) Delete ‘ 3) Export to CSV 4) Adtive 5) In-Active

When the Save As window opens, select the location on your computer where you would like the
file to be saved (boxed) and change the file name if necessary. Click on Save when finished.

|
{oos ] [somncus »
Organize ~ MNew folder ==a 4 @ |
Ly SSIS Project *  Name # Date modified Type ||
|| Pictures
No items metch your seaich,
A Libraries |
“%| Documents
& Music E
= Pictures
Videos
1M Computer
i Local Disk (C:) - < 0 )
Filename  Funds.csv A
Save as type: [ v
~ HideFolders rja_!e_i | Cancel
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Chart of Accounts: Export to CSV (continued)

8-51

CTAS will save the data as a CSV file in the location selected. Below is an example of the CSV
file when opened.

H - 5 Funds.csv - Excel TE - O0X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW ~ VIEW  ADD-INS
C T & - . Ip - == .= E-—| ] Eolnsert - 2 - A
! Itj B - Calibri 11 A A == & =¢ Wrap Text General C dr . ,_:J: E Ey et - i SZ;Y& F[idi;
aste === 5= . . «0 0  Conditional Formatas Cel e 0 in
. BIU-E- O L === 85 Merge&tenter $o% 0 Formatting = Table~ Styles~= [ElFormat~ £~ Fijter+ Select ~
Clipboard ~ Font [P} Alignment [P} Number IF] Styles Cells Editing A
AL - fv | FundD v
A B C D E F G -
1 Fund_ID.FundNumber FundDescription IsActive IsRestricted IsPredefined FundNumbDesc
2 100 100 General Fund TRUE FALSE TRUE  100: General Fund
3 200 200 SPECIAL REVENUE FUNDS (201 through 299) FALSE TRUE TRUE 200: SPECIAL REVENUE FUNDS (201 through 299)
4 201 201 Road and Bridge FALSE FALSE FALSE  201:Road and Bridge
5 202 202 Federal Community Development Block Grants FALSE FALSE FALSE  202: Federal Community Development Block Grants
6 203 203 Other Federal Programs FALSE FALSE FALSE  203: Other Federal Programs
7 21 211 Library FALSE FALSE FALSE  211:Library
8 212 212 Municipal State Aid Street Maintenance (Optional) FALSE FALSE FALSE  212: Municipal State Aid Street Maintenance (Optional)
9 213 213 Public Housing (Optional) FALSE FALSE FALSE  213: Public Housing (Optional)
10 220 220 Lodging Fund TRUE FALSE FALSE  220: Lodging Fund
11 224 224 Shade Tree Disease Control (Optional) FALSE FALSE FALSE  224:Shade Tree Disease Control {Optional)
12 225 225 Fire Fund TRUE FALSE FALSE 225: Fire Fund
13 240 240 Housing Rehabilitation TRUE FALSE FALSE  240: Housing Rehabilitation
14 260 260 Police Fund TRUE FALSE FALSE  260: Police Fund
15 300 300 DEBT SERVICE FUNDS (301 through 399) FALSE TRUE TRUE 300: DEBT SERVICE FUNDS (301 through 399)
16 301 301 General Debt Service (Identify) FALSE FALSE FALSE  301: General Debt Service (Identify)
17 302 302 Sewer Improvement TRUE FALSE FALSE  302: Sewer Improvement
18 303 303 Water Improvement TRUE FALSE FALSE  303: Water Improvement -
Funds ® 1 v

READY fH M -———+ 100%

In addition to exporting Fund Numbers to a CSV file, CTAS will also export the Account
Numbers, Object Codes, and Program Codes. By selecting the appropriate tab in the Chart of
Accounts section and clicking on the Export to CSV button (see previous page for illustration).
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Chart of Accounts: Printing Reports

There are four reports that you can create for the Chart of Accounts section: Account Numbers,
Funds, Object Codes, and Program Code.

To select the report you want to create, click on the Reports tab (circled) from the Task Bar and then
choose the Chart of Accounts icon (boxed). A screen will appear listing the four reports.

= !
E& oA =8

—

.

Reports Admin Exit

Vendors

Receipts Claims  Disoursements Bucget Casll Chartof |vendors Financial | Tax  Payroll (Year | [nvestments Indebtzdness

Accounting Payrall Investments Incebtedness

Accounts Reporte. | Filing  toliate)
I Accounting Employee Investments Indebtedness
BTBEL RS Chart of Accounts 10:56 AM
Report Name
Account Numbers f
Funds
ObjectCodes

Program Codes

Run

To run a report, highlight the report and click the Run button at the bottom of the screen. The
following pages describe how to create and print each report.
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Chart of Accounts: Printing Reports (continued)

Funds Report
Highlight Funds and click the Run button (see previous page).

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report. By
clicking the red “X” (circled, right) you can close the Report Viewer screen.

Chart of Accounts - Funds

Name
General Fund

Special Revenue Fund

Road and Bridge

Federal Community Development Block Grants
Library

Municipal State Aid Street Maintenance (Optional)
Public Housing (Dptional)

Shade Tree Disease Control (Optional)

Debt Service Fund

Capital Projects Fund

General Capital Projects

Municipal State Aid Streets - Construction
Open Spaces Acquisition (Optional)

Park Acquisition and Development (Optional)
Tax Increment Financing Projects

Permanent Funds

Perpetual Care

Enterprise Fund

Water

Sewage Collection and Disposal
Refuse or Garbage Collection
Electric

Gas

Current Page No: 1 Total Page No.: 2 Zoom Factor: 100%
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Chart of Accounts: Printing Reports (continued)

Funds Report (continued)

After clicking on the Printer icon, the Print screen appears.

o

5 T
=) Print

I

General I-Layout

Select Printer

= HP Laser)et 4250 PCLE
2 Microsoft XPS Document Writer
&5 POF Complete

4

Status: Ready
Location:
Comment:

Page Range

@ Pages: [1-15]

i Send To OneMote 2010

m 2

[ Print ta file | Preferences |

| Find Prirter.. |

ea MNumber of copies: 1 z
Selection {7) Cument Page

Collate \ |
- 213l [ 5013
Enter either a single page number or a single 1= 1=
page range. For example, 5-12
| [ Pit || cancel || soply

The Number of copies box (circled) allows you to enter the number of copies you would like printed.
After selecting the printer details, click on the Print button to begin printing the report. The

following page has a sample of the report.
To close the report:

e Click the Close button on the Funds Report.

Click the red “X” icon on the Report Viewer screen (previous page).
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Chart of Accounts: Printing Reports (continued)

Sample Chart of Accounts - Funds Report

Mew Township Chart of Accounts - Funds 08,28,201%:
Hum ber Hame

100 General Funds

200 Special Revenue Fund
201 Road and Bridge

225 Camrnunity Developrment
400 Capital Projeas Fund

500 Permanent Funds

600 Enterprise Fund

601 Whater

o0 Internal Serdce Fund
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Chart of Accounts: Printing Reports (continued)

8-56

Account Numbers Report
Highlight Account Numbers and click the Run button (see page 8-52).

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report. (See
page 8-54 for printing instructions)

HMew Township
Revenues

Taxes

Chart of Accounts - Account Numbers

General Property Taxes

31001
31005
31050

General Property Taxes (31001 through 31289
Propery Tax
Tax Increments

General Sales And Use Taxes

31301
31305

Tax Local
Local Tax

Selective Sales And Use Taxes

31410

HotelHdotel Tax

Taxes Imposed And Apportioned By The Counties

It

Other Tanes

3810
3820

Gravel Tax

Franchise Taxes
Gambling Tax

Special Assessmenis

31891

Prncipal an Special Assessments

Licenses And Permits

Non-Business Licenses And Permits

32210
32240

Building Permits (Excludes surcharge}
Animal Licenses

Intergovernmental Revenues (igr}

Federal lagr

Federal Grants - Community Development Block Grants

Federzl Granis - Emergency Preparedness/Emergency Manzgement &id
Federal Payments in Lieu of Taxes

Faderal Tranzportation Ald

Local Government Aid

Homestead and Agrcuftural Credit Aid [HACA)
Taconite Froduction Tax

Taconite Homestead Cradit

Municipal State Aid for Streets - Mamtenance (Gas Tax, Road Allotment)
Stale-PERA Aid

Cispanty Reduchion &id

Fire Aid

MR Grant

s/20f2m6

Current Fage No.a 1

Total Page No: 5

Zoam Facton 100%

To close the report:

Click the red “X” icon (circled, right) on the Report Viewer screen.

Click the Close button on the Account Numbers Report.
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Chart of Accounts: Printing Reports (continued)

Sample Chart of Accounts - Account Numbers Report

Mew Township

Revenues

Taxes

31001
31005
31050

31301
31305

31410

31701

31810
31820

31951

32210
32240

Federal Igr

33130
33150
33160
33170

State Igr

33401
33402
33405
33406
33418
33429
33430
33440
33480

33610
33620
33630
33640

Other Taxes

Chart of Accounts - Account Numbers

General Property Taxes

General Property Taxes (31001 through 31299)
Property Tax
Tax Increments

General Sales And Use Taxes

Tax Local
Local Tax

Selective Sales And Use Taxes

Hotel-Motel Tax

Taxes Imposed And Apportioned By The Counties

Gravel Tax

Franchise Taxes
Gambling Tax

Special Assessments

Principal on Special Assessments

Licenses And Permits

Non-Business Licenses And Permits

Building Permits (Excludes surcharge)
Animal Licenses

Intergovernmental Revenues (Igr)

Federal Grants - Community Development Block Grants

Federal Grants - Emergency Preparedness/Emergency Management Aid
Federal Payments in Lieu of Taxes

Federal Transportation Aid

Local Government Aid

Homestead and Agricultural Credit Aid (HACA)

Tacaonite Production Tax

Taconite Homestead Credit

Municipal State Aid for Streets - Maintenance (Gas Tax, Road Allotment)
State -P.E.R.A. Aid

Disparty Reduction Aid

Fire Aid

DMR Grant

lar From Other Local Governmental Units

County Grants and Aids for Highways

Other County Grants and Aids

Iron Range Resource and Rehabilitation Grants (IRRRE)
Local-Other Grants and Aids

5/20/2016
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Chart of Accounts: Printing Reports (continued)

Object Codes Report
Highlight Object Codes and click the Run button (see page 8-52).

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report. (See
page 8-54 for printing instructions)

LGS W e SRy TR O Y . . . E@

éﬂ?%h?%& ko4 » A 5of - SAP CRYSTAL REFORTS® %

MewiTownship Chart of Accounts - Object Codes

Wiz ges end falaties:

Wiagas and falziezFull-tme Enplojees Regular

Wiagzs and 13l rlesFull-ime Bnpl nees- tverme
Yiagss and $al = esPartime enplovees

Wages and Jal ariesTemporay Brployees-Regular
‘Wiages and alzrie s Terrporar Broloees-Oerime
Estrs Lzbor

2006 Payroll Conmic

2006 §tate Aickesee

Other Pay:

Other PaySeverne

Se=teWH

FredvyH

Fire Relief Conmibuti on

FERA AidVear 2004

Enplmve s Rzoogniton

Employer Cartribu ons for Redrerrent.

Ernp | oyer Cortribut ons for B eti rement 54 Congibutions
Ernp | oyer Coritri Dud ons for RetirementFICs Contibuians
EmnployerContribut one for Ret i e Prarsi o Conm but)
Ernpl oy Cori 0 ud ons Tor R et rementFie Fenslon Cormribudons
WCFERS Group Life Ins.

Medimme

CHILD SUPPORT

Emp | meerPaid Insumnes:

Emp|oyerFai d InsumaneHedth

ErmploverPai d InsueneeDenzl

ErmployerPal d Insusncelfe

Efmip | o Fald InsUmresTASzhility

Unzrmplayment Gampersation:

u | Coimp Jor|rsurar 1 Fremiums

Camp Joriberefit Fayrnencs
Wiarker's Compensaton:
Wi TEETs Do pensaion] rEurEnce Fremiums
‘Wiarker's Com pe nsatonberefit Faymens
Firermens falary
U b1ty | nsumnE for Brrployees
Li ahility Insurance for Errplovess Insumncs Frecums
Mediczm InsuEne
Ernp | oyee WH insrenoe

Dffice fupclies:
Office Suppli es:drescsones (s=plers, pend| shapesens. Be)
0ffice Suppli esDupicnng 1 Copdng Suoplics
Office Suppli es:firted Fomns and Paper
Office Suppli esErvel opes and Leteheads

Ol ce Sup plles D 2 Suoplles
Current Page No- 1 Total Page No.: 5 Zoom Factor: 100%

To close the report:

e Click the red “X” icon (circled, right) on the Report Viewer screen.
e Click the Close button on the Object Codes Report.
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Chart of Accounts: Printing Reports (continued)

Sample Chart of Accounts - Object Codes Report

Num ber
Personal Services
100
101
102
103
104
105
106
108
109
110
111
112
113
114
115
116
120
121
122
123
124
125
126
127
130
131
132
133
134
140
141
142
150
151
152
155
160
1al
170
180
Supplies
200
201

NewTownship

Chart of Accounts - Object Codes 08f28/2014

Hame

Wages and Salanes:

Wages and SalaresFull-ime Ermplovwees-Regular

YWages and $alariesFull-ime Emplovees-Cvertime
Wages and SalaresPatme emplovess

Wages and SalariesTempoarary Employees-Regular
Wages and salaries:Temporary Employees-Cherime

Extra Labar

2006 Payroll Cortib

2006 State Aideeess

Other Pay:

Other Pay:Severanoe

State W/H

FediniH

Fire Relief Corribution

PERA AidYear 2004

Ernplovee Recoghition

Ernployer Contributi ons for Retirerment

Ermplover Contributions for RetiremmentPERA Comtributions
Ernplaoyer Contributi ons for RetiremertFICa Corribut ans
Ernployer Contributi ons for RetirementPolice Pension Confributions
Ermplover Contributions for RetirernertFire Pension Contributions
MCPERS Group Life Ins.

Medicare

CHILD SJPPORT

Ernployer Paid Insurance:

Ernployer Paid InsuranceHealth

Ermplover Paid | nsuranceDental

Ernployer Paid Insurance Life

Employer Paid InsuranceDisability

Unermplovient Compensation:

Unemployment Compensationlnsurance Fremiums
Unermployrent CormpensatonBenefit Pawnents
Waorker's Compensaton:

Warker's Compensationlnsurance Fremiums

Worker's CompensationBenefit Payments

Firernens Salary

Liability Insurance for Emplovees:

Liability Insurance for Emploveesinsurance Premiurms
Medicare Insurarnce

Ernployvee '"WH insurance

Office Supplies:
Office Supplies:Accessanes (staplers, pendl shameners. B
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Chart of Accounts: Printing Reports (continued)

Program Codes Report

Highlight Program Codes and click the Run button (see page 8-52).

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report. (See
page 8-54 for printing instructions)

ol Report Viewer | = !E_' x| >
S

SR B E_E 1 & &~ SAP CRYSTAL REPORTS®
Main Report
R s ey {1 e B T
Humber Hame
103 Mew Pragram Code

To close the report:

e Click the red “X” icon (circled, right) on the Report Viewer screen.

e Click the Close button on the Program Codes Report.

Sample Chart of Accounts - Program Codes Report

NewTownship Chart of Accounts - Program Codes Report 08282014
Mumber Mame
123 Mew Program Code
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