WEDGE 3.0 Training

Welcome
Welcome to the lllinois Office of the Comptroller!

Contacts

Please utilize the following contact information when you have questions and/or concerns related to the WEDGE 3.0
system.

Functional
For questions related to GAAP processes, form requirements, and accounting entries.

Katie Madonia, Director - Financial Reporting
katie.madonia@illinoiscomptroller.gov
217-782-5198

Elizabeth Johnson, Manager - Financial Reporting
elizabeth.johnson@illinoiscomptroller.gov
217-557-3368

Security
For questions regarding passwords and logging into the system.

Comptroller’s Financial Reporting Staff - WEDGE Administration
Wedge@illinoiscomptroller.gov
217-782-2052
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WEDGE 3.0 Training

System Access

Accessing the system
You should access the system from the Agencies link http://illinoiscomptroller.gov/. You should then click on the
WEDGE link in the sub-menu.

AGENCIES

STATEWIDE ACCOUNTING MANAGEMENT SYSTEM (SAMS)

© @ 06 ®© @ ©

SAMS MANUAL SAMS MONTHLY SAMS BULLETINS SUP. TO MANUAL DIRECT ACCESS SAMS MONTHLY
REPORTS FPROCEDURES 2 REFORTS SITE MAP

B-BASED ELECTRONIC DATA GATHERING ENVIRONMENT (WEDGE)

WEDGE USER SCO 563 GRANT TRAINING VIDEOS TRAINING MANUALS STATE AGENCY DELIO.UENT AGENCY
REGISTRATIOM AMNALYSIS CONTACTS

Password Self-Maintenance

Users should be able to change and reset their own passwords within the system without contacting the IOC. However,
if users should need assistance, they may contact the I0C’'s WEDGE ADMINISTRATION at 217-782-2052 or
Wedge@illinoiscomptroller.gov.

Password Criteria
When entering and/or changing your password, the following password criteria should be adhered to:

e Password length should be a minimum of 8 characters.
e A password must meet 3 of the following 4 criteria:
0 At least one lower case alpha character
0 At least one upper case alpha character
0 At least one numeric character
0 At least one special character (non-alpha, non-numeric)
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Logging into the system for New Users

1)

2)

3)

A new user will receive an email containing a link to “Create WEDGE Password” indicating the 10C has processed the
New User Registration Form submitted by the agency and has added the user to the WEDGE security system. The
email will include a link to Create WEDGE Password along with the new USER ID and the Email address associated
with the account.

A new WEDGE user should click one time on the Create WEDGE Password hyperlink from the email and should type
the new password and confirm password in the space provided and click submit.

STATE OF ILLINOIS
COMPTROLLER

/ SUSANA A. MENDOZA

WEDGE 3.0
Logon To Wedge

New Password |

Confirm Password

User will be taken to the following screen. To log in, click on the Hyperlink Click here to login

STATE OF ILLINOIS
COMPTROLLER

/' SUSANA A. MENDOZA

WEDGE 3.0
Logon To Wedge

You have fully reset your p
Click here to login
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4) Enter user name and new password and click Logon to enter the WEDGE system.

4 SUSANA A. MENDOZA
STATE OF ILLINOIS COMPTROLLER

If you have forgotten your password,
click here to reset password

5) The successful log in screen will be displayed.

Your password will expire in 30 days.

" Welcome To WEDGE. To Continue Click Here

WEDGE 3.0
Logon To Wedge

Click one time on the Welcome To WEDGE. To Continue Click Here hyperlink.
Welcome To WEDGE. To Continue Click Here

Logging into the system for Returning Users
1) Ensure that you see the following log in screen.

4 SUSANA A. MENDOZA
STATE OF ILLINOIS COMPTROLLER

User Name

Password

LOGIN

If you have forgotten your password,
click here to reset password

2) Type your assigned user name or email in the User Name field.
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User Name wedgeuser16

3) Type your designated password in the Password field.

Password eeeeccee

Ensure that you see the following message.

WEDGE 3.0
Logon To Wedge

Welcome To WEDGE. To Continue Click Here

5) Click one time on the Welcome To WEDGE. To Continue Click Here hyperlink.

Resetting a Password
The system will allow you, the user, to reset your own password in those instances where you have forgotten your
password or want to change your password for a specific reason.

1) From the logon screen click on the hyperlink Click here to reset your password.

Click here to reset your password

2) Enter your user email address, select the appropriate picture and click on Submit.

4 SUSANA A. MENDOZA
STATE OF ILLINOIS COMPTROLLER

WEDGE 3.0
m | testuser@gmail.com |

Select MagnifyingGlass . (What is this?)
®Q O Ou OY Oa

LOGIN

If you have forgotten your password,
click here to reset password

3) Ascreen will be displayed informing you an email has been sent with a link to change your password.
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WEDGE 3.0
Logon To Wedge

You have successfully requested a password reset.
Click here to go back.

You should receive a link in your email within the next 30 minutes.

4) The email will contain a link to Reset WEDGE PASSWORD. Click on the link and you will be taken to the following
screen to change your password. User should type the new password and confirm in the space provided and click
submit. The following screen will confirm the password was successfully reset.

STATE OF ILLINOIS
COMPTROLLER

STATE OF ILLINOIS
COMPTROLLER

/' SUSANA A. MENDOZA

WEDGE 3.0
Logon To Wedge

fully reset your p
Click here to login

6) Enter user name and new password and click Logon to enter the WEDGE system.
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4 SUSANA A. MENDOZA
STATE OF ILLINGIS COMPTROLLER

User Name

Password

If you have forgotten your password,
click here to reset password

Logging Out

To log out of the system, simply close the browser window or click the Logout icon.
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Navigation Tree

The left hand side of the screen displays the navigation tree. You can find your shared package forms via the nodes at
the appropriate agency-fund combination.

Accessing Agency Wide Forms and a Package
Use the following procedure to access the Agency Wide forms or a Package.

1) Using the left hand navigation tree, expand the appropriate agency node.
418-Children and Family

Services

420-Commerce and Economic

Opportunity

P 422-Natural Resources

N 423-1llinois Conservation
Foundation

»

>

2) Expand the Annual Reporting node.

420-Commerce and Economic
Opportunity

¥ Administration

» Annual Reporting

3) Expand the appropriate fiscal year node.

w Annual Reporting

Fiscal Year 2011
Fiscal Year 2012
Fiscal Year 2013
Fiscal Year 2014
Fiscal Year 2015
Fiscal Year 2016
Fiscal Year 2017
Fiscal Year 2018

v v vV v v v vy

4) Within each Fiscal Year, the Agency has access to the SCO-538 and SCO-580 Agency Wide Forms or its individual
packages as assigned.
a) Expand the Agency Wide Forms node
¥ Fiscal Year 2018
w Records Center
w Agency Wide Forms
} SCOS38
» SCO580
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Opening the SCO-538

Note: One form is prepared by each agency and thus, the form is completed and submitted separately from the
remainder of the GAAP Package forms within the agency’s individual funds. Instructions on the form are below.

Use the following procedure to open the SCO-538.
1) Ensure you are on the SCO-538 node in the left hand navigation tree.
¥ Fiscal Year 2018
w Records Center

¥ Agency Wide Forms
) SCO538
P SCO580

2) Click on the form information icon in the ribbon bar.

3) The Capital Asset Summary — life cycle information is displayed on the dashboard.

Capital Asset Summary (Current Custodian: Agency)

Displayed Is The Agency Lifecycle-

@ o SUBMITTED VERIFY VERIFIED TRANSMITTED

- Power Demote | Demote Package || Promote Package || Cancel |

4) To open the SCO-538, click one time on the Promote Package button.
NOTE: This is required before doing any work on the SCO-538.

[ Promote P{ckage ]

5) Ensure that you see the “Successfully Updated Records” Informative Message.
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Informative Message

Message Code:0

Successfully Updated Records

6) Click one time on the OK button.

o]

7) Once you see the date below the Open arrow, the SCO-538 form is open and ready for entry.

Capital Asset Summary (Current Custodian: Agency)

Updated On:

Displayed |s The Agency Lifecycle-Open

0 OPEN SUBMITTED VERIFY VERIFIED TRAMSMITTED

0410/2019

_| Demote Package || Promote Package || Cancel |

Opening the SCO-580
Note: One form is prepared by each agency and thus, this form is completed and submitted separately from the
remainder of the GAAP Package forms within the agency’s individual funds. Instructions on the form are below.

Use the following procedure to open the SCO-580.

8) Ensure you are on the SCO-580 node in the left hand navigation tree.
W Fiscal Year 2018
w Records Center
¥ Agency Wide Forms
» Scos538
» Scoss0
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9) Click on the form information icon in the ribbon bar.

10) The Compensated Absences — Governmental Fund Types life cycle information is displayed on the dashboard.

Compensated Absences - Governmental Fund Types (Current Custodian:
Agency)

Updated On:

Displayed Is The Agency Lifecycle-

© o= SUBMITTED VERIFY VERIFIED TRANSMITTED

_|| Demote Package || Promote Package || Cancel |

11) To open the SCO-580, click one time on the Promote Package button.
NOTE: This is required before doing any work on the SCO-580.

[ Promote P{<kage ]

12) Ensure that you see the “Successfully Updated Records” Informative Message.

Informative Message

Message Code:0

Successfully Updated Records

13) Click one time on the OK button.

o]

14) Once you see the date below the Open arrow, the SCO-580 form is open and ready for entry.
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Compensated Absences - Governmental Fund Types (Current Custodian:
Agency)

Displayed Is The Agency Lifecycle-Open
w OPEN SUBMITTED VERIFY VERIFIED TRANSMITTED

04/10/2019

_| Demote Package || Promote Package || Cancel |

Opening a Fund Package
Use the following procedure to open a fund package.
1) Ensure you are on the fund package node in the left hand navigation tree.
W Fiscal Year 2018
¥ Records Center
w Agency Wide Forms
» scos3s
) scoseo
P Package-0001(S)

2) Click on the form information icon in the ribbon bar.

3) The fund package life cycle information is displayed on the package dashboard.

General Revenue Fund (Current Custodian: Agency)

Displayed Is The Agency Lifecycle-

@ oren SUBMITTED VERIFY VERIFIED TRANSMITTED

_| Demeote Package || Promote Package || Cancel ‘

4) To open the fund package, click one time on the Promote Package button.
NOTE: This is required before doing any work on your fund package.

[ Promote P{ckage ]
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5) Ensure that you see the “Successfully Updated Records” Informative Message.

Informative Message

Message Code:0

Successfully Updated Records

6) Click one time on the OK button.

o]

7) Once you see the date below the Open arrow, your fund package is open and ready for entry.

General Revenue Fund (Current Custodian: Agency)

Updated On: 04172018

Displayed Is The Agency Lifecycle-Open

w OPEN SUBMITTED WVERIFY WVERIFIED TRANSMITTED

04/10/2019

_l Demote Package || Promote Package || Cancel |
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Capital Asset Summary - Governmental Fund Types - SCO-538
The purpose of the Capital Assets Summary — Governmental Fund Types is to ensure all capital assets of State agencies
are reported in the State of lllinois’ GAAP financial statements.

Data Entry
1) Click one-time on the SCO-538 form node.
¥ Fiscal Year 2018
¥ Records Center
¥ Agency Wide Forms

P SCO538

2) Scroll down on the form to the questions regarding Disposition of Capital Assets, Impairment of Capital Assets and
Service Concession Arrangements. Answer each question as applicable to your agency. If any of the responses are a
“YES” response, email supporting documentation to the Office of the Comptroller with the submission of the SCO-
538 form.

Disposition of Capital Assets
Were there any proceeds on the disposition of capital assets greater than $1 million? NO v

If yes, please submit a summary of the proceeds from the sale of capital assets, and a related calculation of the gain or loss on the sale, to the Financial Reporting Department of the Office of the Comptroller

Impairment of Capital Assets
Were there any impairments on capital assets with a carrying value of greater than $10 million? |NO v

If yes, please submit a calculation of impairment loss and applicable disclosures to the Financial Reporting Department of the Office of the Comptroller.
Service Concession Arrangements

Did the agency enter into any Service Concession Arrangements as defined by GASB 60

that resulted in revenues in excess of $1 million?

If yes, please submit supporting doc ion for the arr ), including contract agreement(s).

3) Enter the amount of additions, deletions, and transfers to the Capital Assets not being depreciated/amortized and
Capital Assets being depreciated/amortized sections of the form.

Capital Asset Summary
Nearest Thousand
Balance at Balance at
June 30, Additions Deletions Net Transfers June 30,
Prior Year Current Year
Capital Assets not being depreciated/amortized:
Land and Land Improvements 50 50 S0 50 30
ciable Historical T and Works of Art S0 50 50 50 $0
Construction in Progress s0 5100 50 -520 580
Internally Generated Intangible Assets in Development 50 50 50 50 0
Easements/Rights of Way/Water-Timber-Mineral Rights 50 50 S0 50 $0
Other (provide description):
30 50 s0 50 s0
Other (provide description):
@ pdon) s0 $0 $0 50 s0
Total Capital Assets not being depreciated/amortized 50 $100 50 -$20 $80
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Capital Assets being depreciated/amortized:

Site Improvements $0 $0 $0 $0
Buildings and Building Improvements $0 $0 $0 $0
Capital Leases-Buildings $0 $0 $0 $0
Equipment $0 $732 $56 $0
Capital Leases-Equipment $0 $0 $0 $0
Infrastructure $0 $0 $0 $0
Depreciable Historical Treasures and Works of Art $0 $0 $0 $0
Non-Internally Generated Software $0 $0 $0 $0
Intemally Generated Software $0 $7,100 $0 $20
Easements/Rights of Way/Water-Timber-Mineral Rights $0 50 $0 1]
Other Inta Assels:
noblo $0 $0 $0 $0
deo ) $0 $0 $0 $0
Total Capital Assets being depreciated/amortized $0 $7,832 $56 $20

4) Click one-time on the Save Form icon on the horizontal ribbon.

-

Save Form

$7,796

5) Enter the amount of additions, deletions, and transfers to the Less Accumulated Depreciation/Amortization section

of the form.
Less Accumulated Depreciation/Amortization for:
Site Improvements $0 $0 30 $0 80
Buildings and Building Improvements $0 $0 $0 $0 $0
Capital Leases-Buildings $0 $0 30 $0 $0
Equipment $0 §724 $56 $0 $668
Capital Leases-Equipment $0 $0 $0 $0 $0
Infrastructure $0 $0 $0 $0 $0
Depreciable Historical Treasures and Works of Art $0 $0 $0 $0 $0
Non-Internally Generated Software $0 $0 $0 $0 $0
Intemally Generated Software $0 $2 400 $0 $0 $2,400
Easements/Rights of Way/Water-Timber-Mineral Rights 50 $0 $0 50 50
Other | ible Assets:
riangitle $0 $0 50 $0 $0
Other (provide description):
{pr ) $0 $0 30 $0 $0
Total Accumulated Depreciation/Amortization $0 $3,124 $56 $0 $3,068
Total Capital Assets being depreciated, net $0 $4,708 $0 $20 $4,728
Capital Assets, Net $0 $4,808 $0 $0 $4,808

Fmanaﬁons: (please provide explanation for any negative amounts entered above):

6) Click one-time on the Save Form icon on the horizontal ribbon.

-

Save Form
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7) Click on the SAMS to GAAP Reconciliation tab. The purpose of this tab is to reconcile the State Property reported
on the C-15 submitted to the Office of the Comptroller as of June 30 to the Total Capital Assets per the Capital Asset
Summary Tab. Note: this information was previously reported using the SCO-537 manual form.

8) Enter the Total State Property from the Amount Reportable Column per the “Agency Report of State Property,” C-15

-------------------------------------------------------------------------------------------------------------------------------------------

SAMS to GAAP Reconciliation

Nearest
Thousand
Total State Property from the Amount Reportable Column %2 000
per "Agency Report of State Property, " C-15 :
Add amounts not included on submitted C-15
1 Accounts Payable at June 30, Current Year for Capital Assets not included above &0
2 Infrastructure 50
3 Historical Treasures and Works of Art 50
4 Leasehold Improvements 30
5 | Intangible Assets &0
Others
[i] 50
Others
T 0
Others -
8 50
Total Additions 50

9) Enter any additions or subtractions necessary to reconcile to the Total Capital Assets per Capital Asset Summary.
Note: The Accumulated Depreciation at June 30, Current Year field is automatically populated from the Capital Asset
Summary tab of the form.
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SAMS to GAAFP Reconciliation

Total State Property from the Amount Reportable Column
per "Agency Report of State Property, " C-15

Add amounts not included on submitted C-15

1

Accounts Payable at June 30, Cumrent Year for Capital Assets not included above

2 Infrastructure
3 Historical Treasures and Works of Art
4 Leasehold Improvements
5 | Intangible Assets
Others
3]
Others
7
Others
8
Total Additions
Subtract:
1 | Assets below Capitalization Threshold
2 | Accumulaied Depreciation at June 30, Current Year
Others
3
Others
4
Others
o

Total Subtractions

Total Capital Assets per Capital Asset Summary

MNearest
Thousand

$2,000

$221

57,376

51.500

53,068

54,568

54,808

10) Click one-time on the Save Form icon on the horizontal ribbon.

-

Save Form

11) Click on the Capital Outlay tab. If any additions are reported on the Capital Assets Summary tab of the SCO-538,
the Capital Outlays Reconciliation section must be completed. This section provides a reconciliation of capital outlay

expenditures to total capital asset additions.

12) The Expenditures per SAMS fields will be prepopulated by the I0C based on the Net Expenditures for Capital Outlay

(NECO) report. The Less Capital Leases represents installment purchases included in the expenditures per SAMS and

will be prepopulated by the I0C based on the EZ-13 system. The Prior Year Payables field will be prepopulated

based on the prior year SCO-538 form. Finally, the Capital Assets acquired through Capital Leases and Capital Assets

acquired through installment purchases will be prepopulated by the I0C based on the EZ-13 system.

Page 17 of 136



WEDGE 3.0 Training

E'"'""""'""'"""'""E'ri-&':'f&t'aiE?ab'iixﬁ?:'&&iib'n's'&&é&.'ﬁ&fﬁﬁ?ééi&'t&iil'i&&i'ti&ﬁéB'n'ilféi:'a'ﬁiﬁl'.i&iéi'sﬁ'rﬁr'rfa'r}'t'aii'"'""”"""""""""E
Capital Outlays Reconciliation MNearest Thousand
I
gno Lo |t ot PO [l ] pusgume Tomer
Expenditures Outlays Leases Payables Payables Expenditures.
0001 $4,000 0 30 50 o0 0 $3,500
0621 $3,000 0 30 30 30 0 $3.000
0833 $2,500 50 50 30 100 0 52,400
Subtotal 58,500
Capital assets acquired through capital leases 50
Capital assets acquired through installment purchases $0
Noncash contributions 8
Other additions 50
Total Capital additions 58,900
Explanations:

If capital outlays from additional funds need to be reported, click on “Add Fund”

Add Fund |

13) Click on the Fund Number drop-down box and highlight the applicable fund.

Add new fund

0023
0045
0078
0141
0320
0321
TPPOTPPPPIT poin Sawsesavuney
0419
0422
0435
0506
0531
Less 0550 Less

Non-capitalized 0552 Capital Year
Expenditures Leases

S

S

$

0555
s0 0564
0571
L 0603
$0 0611
0636
0644
0653
0659
0678
o 0686
It purchases 0737
0763 v
0770

14) Click “OK”
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15) Enter applicable information into the Less Non-capitalized Expenditures, Other Capital Outlays, Current Year
Payables by fund and the total Agency Noncash contributions and Other Additions to reconcile to the Total Capital
additions per the Capital Asset Summary.

Capital Outlays Reconciliation Nearest Thousand
i’ N
N . PR . - T L
Expenditures Outlays Leases Payables Payables Expenditures
0001 §4, 000 5500 50 50 E500 50 $3,000
0621 $3,000 5168 50 50 50 50 52,832
0737 50 0 50 50 30 100 $100
0883 §2,500 3600 50 50 £100 50 $1,800
Subtotal $7,732
Capital assets acquired through capital leases 30
Capital assets acquired through installment purchases 5200
Noncash contributions 50
Other additions 50

Total Capital additions §7,932
16) Click one-time on the Save Form icon on the horizontal ribbon.
-

Save Form

17) Provide an explanation for amounts reported in the Capital Outlays Reconciliation Section, as necessary. Note all

amounts recorded as other capital outlays and other non-cash contributions should be explained in detail.

Explanations:
Donation of artwork{

18) Click one-time on the Save Form icon on the horizontal ribbon.

-

Save Form

Closing and Submitting the SCO-538 Form

1) Click on the Form Information Icon

_| |
[d ./ o

Form Lifecycle

Form ]nfcrmahoxn—l

|

2) The Capital Asset Summary — Governmental Fund Types life cycle information is displayed on the dashboard.
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Capital Asset Summary {Current Custodian: Agency)

Displayed Is The Agency Lifecycle-Open

w OPEN SUBMITTED WERIFY WERIFIED TRANSMITTED

04102019

_| Demote Package || Promote Package || Cancel |

3) Click one time on the Promote Package button.
l Promote Package ‘
4) Click one time on the OK button.

5) Click on the Form Information Icon.

Form Lifecycle
Form Information i

T

6) The SCO-538 form will now be closed. To submit the form, check on the confirmation statement and click one time
on the Promote Package button.

Capital Asset Summary (Current Custodian: Agency)

Updated On:

Displayed |s The Agency Lifecycle-Closed
'U OPEN U CLOSE SUBMITTED VERIFY VERIFIED TRANSMITTED

041102019 041072019 - - = -

. Once you click submit, you will no longer be able to update and modify this package. Please cunﬁrm
H by clicking on the check box below.

: |2| I Confirm and understand that once | submit this package, the package will no |
for me to edit and the forms will be locked.

_| Demote Package || Promote Package || Cancel |

7) Click one time on the OK button.

8) The form is now submitted to the IOC.
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Capital Asset Summary (Current Custodian: Agency)

Displayed Is The Agency Lifecycle-Submitted
w OPEN U CLOSE gﬂ.-.rmn VERIFY VERIFIED TRANSMITTED

0410/2019 041072019 04/10/2019

NOTE: The agency is no longer able to reopen or edit the form at this point. All additional changes will need to be
processed through the 10C.

Printing the agency wide form

1)

2)

3)

4)

Click one time on the SCO-538 node.
¥ Agency Wide Forms
P SCOS538

Click on the Print icon in the horizontal ribbon bar. (Both the Print icon and the PDF icon will produce the same
report.

Printed report will begin generating.

Print Form Report

Generating Report. Please Wait

The completed SCO-538 form will be displayed on the screen. Note that the current date and time is displayed, to
ensure the most recent version of the form is printed. From here, you may either print the report, or you may save
a .pdf version of the report.
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State of Illmois STATE OF ILLINOE
. COMPTROLLER
Capnpal Aszset Summary - Governmental SUSANA A MENDOZA
Funds
June 30, 2018
Capital Aszet Summary
Nearest Thousand
EBalance at Balance at
June 30, June 30,

Prnor Year Additions Deletions Met Tranzfers Current Year

Capital Aszets not being depreciated/ amordzed:
Land and Land Improvements - - - - -

MNondepreciable Historical Treasures and Works - - - - -
of Art

Construction in Progress - $100 - (5200 120

Intemnally Generated Intanzible Assets in - - - - -
Development

Easements/Rights of Way/Water-Timber- - - - . -
Mineral Rights

Other (provide description) - - - - -
Other (provide description) - - - . -

Total Capital Aszets not being - 5100 - (520 230

depreciated’ amortized

Capital Aszets being depreciated amortized:

Site Improvements - - - - -
Buildings and Bulding Improvements - - - - -
Capital Leases-Buldings - - - - -
Equipment - 732 §56 - 878
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Compensated Absences - Governmental Fund Types - SCO-580
The purpose of the Compensated Absences — Governmental Fund Types is to gather information regarding compensated
absences of governmental fund types in order to provide the appropriate disclosure in the statewide financial

statements. Generally, the liability for compensated absences will consist of vacation and sick leave earned by
employees but not taken.

Data Entry

1) Click one-time on the SCO-580 form node.
w Fiscal Year 2018

¥ Records Center

w Agency Wide Forms
p SCO538
p Scosso

2) Enter the amount of additions to the Vacation and Other and the Salary Related Costs — Vacation and Other

liabilities.
Nearest Thousand
Balance at Balance at Current Portion
June 30, Additions Deductions June 30, due within
Prior Year Current Year one year
ﬁ:,j Vacation and other 1,998 1,652 0 3,650 0
ﬁ_’,j Salary related costs-vacation and other 152 126 0 278 0
Subtotal 2,150 1,778 0 3,928 0

3) Enter the amount of deductions from the Vacation and Other and the Salary Related Costs — Vacation and Other
liabilities for leave used/paid/transferred by employees during the fiscal year.

Nearest Thousand
Balance at Balance at Current Portion
June 30, Additions Deductions June 30, due within
Prior Year Current Year one year
ﬁ:,j Vacation and other 1,998 1,652 1,714 1,936 0
ﬁ:,j Salary related costs-vacation and other 152 126 130 148 0
Subtotal 2,150 1,778 1,644 2,084 0

4) Enter the amount of deductions from the Sick and the Salary Related Costs — Sick liabilities for leave

used/paid/transferred by employees during the fiscal year. (The additions field for Sick and Salary Related Costs-Sick
should always be zero, and therefore these fields do not allow input.)

Nearest Thousand
Balance at Balance at Current Portion
June 30, Additions Deductions June 30, due within
Prior Year Current Year one year

Page 23 of 136



WEDGE 3.0 Training

ﬁg Sick 227 0 27 200 0
QJ Salary retated costs-sick 17 0 2 15 0
Subtotal 244 0 20 215 0

5) Enter the current portion of the liability reported in the June 30, CY column. The current portion is the estimated
amount of the liability to be paid in cash within the next fiscal year due to the employees’ separation from State
employment.

Nearest Thousand
Balance at Balance at Current Portion
June 30, Additions Deductions June 30, due within
Prior Year Current Year one year
ﬁg Vacation and other 1,998 1,652 1,714 1,936 325
ﬁz Salary related costs-vacation and other 152 126 130 148 25
Subtotal 2,150 1,778 1,844 2,084 350
ﬁg Sick 227 1] 27 200 34
ﬁg Salary related costs-sick 17 0 2 15 3
Subtotal 244 1] 29 215 37
Grand Total 2,394 1,778 1,873 2,299 387

6) Click one-time on the Save Form icon on the horizontal ribbon.

=
Save Form

7) Enter the actual headcount (not in thousands) of employees at the end of the fiscal year.

Nearest Whole Units
Balance at Balance at
June 30, June 30,
Prior Year Current Year
U Total number of employees 233 264

8) Enter (to the nearest whole unit) the number of vacation and other paid leave hours and the number of sick hours,
respectively, outstanding at the end of the fiscal year.
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Mearest Whole Units
Balance at Balance at
June 30, June 30,
Prior Year Current Year
w Total number of employees 283 268
w Total vacation hours accrued 44 392
w Total sick hours accrued 4 827

9) Click one-time on the Save Form icon on the horizontal ribbon.
-
Save Form

10) Verify the Average vacation costs per hour accrued and Average sick costs per hour accrued, which have been
automatically calculated, to ensure the reasonableness of the calculation.

Mearest Whole Units
Balance at Balance at
June 30, June 30,

Prior Year Current Year
v Total number of employees 283 265
w Total vacation hours accrued 44392 43194
v Total sick hours accrued 4,827 4222
v Average vacation costs per hour accrued 48.43 48.25
v Average sick costs per hour accrued 50.55 50.92

Closing and Submitting the SCO-580 Form
9) Click on the Form Information Icon

Form Lifecycle
Form Information i

|
10) The Compensated Absences — Governmental Fund Types life cycle information is displayed on the dashboard.

Compensated Absences - Governmental Fund Types (Current Custodian:
Agency)

Updated On:

Displayed Is The Agency Lifecycle-Open

w OFEN SUBMITTED VERIEY VERIFIED TRANSMITTED

04102019

_| Demote Package || Promote Package || Cancel |
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11) Click one time on the Promote Package button.
| Promote Package |

12) Click one time on the OK button.

13) Click on the Form Information Icon.

Form Lifecycle
| Form Information i

T

14) The SCO-580 form will now be closed. To submit the form, check on the confirmation statement and click one time
on the Promote Package button.

Compensated Absences - Governmental Fund Types (Current Custodian:
Agency)

Updated On:

Displayed Is The Agency Lifecycle-Closed

w OPEN 9 CLOSE SUBMITTED VERIFY VERIFIED TRANSMITTED

04/10/2019 041072012

Once you click submit, you will no longer be able to update and modil
by clicking on the check box below.

[ I Confirm and understand that once | submit this package, the pac will no longer be availahleE
for me to edit and the forms will be | )

*
R . R S R S T

Demote Package || Promofe Package | Cancel |

15) Click one time on the OK button.

16) The form is now submitted to the 10C.

Compensated Absences - Governmental Fund Types (Current Custodian:
Agency)

Updated On:

Displayed Is The Agency Lifecycle-Submitted
w OPEN w ClLOSE wmmn VERIFY VERIFIED TRANSMITTED

0410/2019 0410/2019 041102019 = = =

NOTE: The agency is no longer able to reopen or edit the form at this point. All additional changes will need to be
processed through the 10C.
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Printing the agency wide form
5) Click one time on the SCO580 node.
¥ Agency Wide Forms
P SCOS80
6) Click on the Print icon in the horizontal ribbon bar. (Both the Print icon and the PDF icon will produce the same
report.

7) Printed report will begin generating.

Print Form Report

Generating Report. Please Wait

8) The completed SCO-580 form will be displayed on the screen. Note that the current date and time is displayed, to
ensure the most recent version of the form is printed. From here, you may either print the report, or you may save
a .pdf version of the report.

State of Ilinous STATE OF ILLIMNOIS Agency 420
Compensated Absences - Governmental 3 w Fund 0000
Fund Types oo # SUSANA A MENDCZA
June 30, 2018 Record Type Agency
471072019 4:07:27 PM
MNearest Thousand
Balance at
June 30,
Prnor Year  Additions Deductions
Vacation and other 1998 1,652 1,714
Salary related costs-vacation and other 152 126 130 148 25
Subtotal 1,150 1,778 1.544 2,084 3s0
Sick 2127 - 27 200 34
Salary related costs-sick 17 - 2 15 3
Subtotal 4 - 29 218 37
Grand Total 1,394 1,778 1,373 1,199 87
Mearest Whele Unats
Balance at Balance at
Tune 30, June 30,
Prior Year Current Year
Totz]l mumber of employees 283 268
Total vacaton hours accrued 44392 43.1%94
Total sick hours accrued 4,827 4222
Average vacation costs per hour accrued 4843 4825
Average sick costs per hour accruad 50055 50.92
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Shared Fund Package Forms

SCO-510

The purpose of the Explanation of GAAP Account Changes is to identify and explain material changes in GAAP accounts
from the prior year to the current year. Material changes for statewide reporting purposes are determined by applying
two separate tests, as defined below. A change meeting either test is considered material and must be explained.

SCO-511

The purpose of the Shared SAMS Funds Trial Balance For Assets, Liabilities and Fund Equity is to record agency
adjustments necessary to convert a shared fund to the GAAP basis.

=  Formis read-only

SCO-512

The purpose of the Shared SAMS Funds Trial Balance for Revenues and Expenditures is to record agency adjustments
necessary to convert to the GAAP basis.

=  Formis read-only

SCO-530

The purpose of the Account Summary Analysis Form is to summarize adjustments and/or reclassifications by account
number. This summary allows for a smoother transition when posting adjustments and/or reclassifications to the trial
balance.

=  Formis read-only

SCO-531

The purpose of the Shared SAMS Funds Cash Reconciliation Form is to account for cash in transit to the Comptroller's
Office at June 30. The totals will be used to adjust SAMS cash and related revenue accounts to reflect the agency's
balance at year-end.

=  This form allows you to automatically post a journal entry
= The automatic entry will carry forward directly to the SCO-548

SCO-544

The purpose of the Miscellaneous Journal Entries Form is to post reclassifying and adjusting journal entries that are not
made by other forms.

= Formis used to post reclassifying and adjusting journal entries that are not made by other forms
= Entries on this form will automatically carry to the SCO-547 and SCO-548
= Should only be used when there is no way to use an automated journal entry from another package form

SCO-547

The purpose of the Reclassifying Journal Entries is to provide a form to accumulate all reclassifying journal entries.

=  Form is read only — this is a change from the previous system
= Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form
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SCO-548

The purpose of the Adjusting Journal Entries is to provide a form to accumulate all adjusting journal entries.

= Formis read only — this is a change from the previous system
=  Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form

SCO-549

The purpose of the Summary of Liabilities Form is to assist agencies in determining and documenting a fund’s liabilities
and related accrued expenditures for GAAP reporting.

= Form summarizes liabilities
= Form allows an agency to post an automatic journal entry for liabilities

SCO-551

The purpose of the SAMS to GAAP Reconciliation — Accounts Receivable is to reconcile amounts reported in the
Quarterly Accounts Receivable Reports to the amounts reported in the GAAP trial balance.

= Form reconciles receivables to quarterly accounts receivable reports
= Pensions, Universities and Component Units will continue to prepare the form manually

SCO-553

The purpose of the Government-Wide Adjustments and Fund Balance to Net Position Reconciliation is to provide a form
to accumulate all adjustments which need to be made to governmental funds to convert from modified accrual
accounting to full accrual accounting (entries are not made to the trial balance of the GAAP package) and to assist the
I0C in converting fund balances in governmental funds to net position for full accrual accounting.

= Adjustments are generally limited to 2 types of entries:
- Reversal of unavailable revenue
- Recording of prepaid expenses
= Net position must be properly classified (restricted/unrestricted) for reporting in the Government-Wide Statements

SCO-565

The purpose of the Interfund Payable/Receivable Analysis Form is to summarize the amounts owed and the amounts
receivable between funds of the State of lllinois financial reporting entity. In reporting these amounts, generally
accepted accounting principles require a distinction between due to/from other funds, due to/from primary
governments and due to/from component units.

= Form summarizes the detail of the amounts due to/from other funds and due to/from component units

SCO-567/568

The purpose of the Interfund Grantee/Grantor activity forms is to provide receivable and liability adjustments relating to
transactions with other State funds, to provide mandatory transfer documentation and to determine required
reclassification entries necessary to eliminate certain interfund activity.

= Forms summarize grantee and grantor information relating to interfund transactions
=  Forms require the grantee to input data and the grantor to approve the transactions
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SCO-577

The purpose of the Inventory analysis form is to determine the value of the fund’s total inventory at fiscal year-end.

= This form allows you to automatically post journal entries to record inventory on the trial balance and reclassify the
portion of fund balance associated with inventory

= The automatic entries will carry forward directly to the SCO-547 and SCO-548

= Form is only used when inventory values are in excess of $150 thousand. Funds with inventory below this threshold
are not required to record entries or complete this form

SCO-578

The purpose of the Loans/Notes Receivable form is to summarize the detail of loans and notes receivable for each fund
at fiscal year-end.

= The form allows you to automatically post journal entries to record the balance of loans and notes receivable and
related allowance for uncollectibles at fiscal year end to the appropriate expenditure account and to record any
repayments of loans and notes receivable during the current fiscal year

= The automatic entries will carry forward directly to the SCO-547 and SCO-548

= |nformation to complete the form should be obtained from the loan/note payment schedule contained in the
loan/note agreement

Entering Information in Shared Fund Package Forms

SCO-531

Initial Entry

1) Click one-time on the SCO-531 form node.
* Package-0001

P SCO510
S5CO511
SCO512
SCO530

SCEB 1
[ =l AA
2) Review the SCO-531 form layout.
NOTE: The form will be pre-populated with the appropriate accounts.

Account

k
k
r
4

Number Account Description Cash on Hand Cash in Transit Total
401 U Income Taxes (By:Agency) 0 0 0
406 U Sales Taxes (By:Agency) 0 0 0
411 U Public Utility Taxes (By:Agency) 0 0 0
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3)

4)

5)

6)

7)

8)

Enter the appropriate number in the Cash on Hand column.

Account %
Number Account Description Cash on Hand Cash in Transit
431 w Licenses and Fees (By:Agency) 15 0

Enter the appropriate number in the Cash in Transit column.

Account
TR Account Description Cash on Hand Cash in Transit
441 w Other Revenues (By:Agency) 0 37

Click one time on the Save Form icon on the horizontal ribbon.

~

Save Form

Ensure that you see the “Successfully Refreshed Draft Journal Entries” Informative Message.

Informative Message

Message Code:0

Draft journal entry successfully updated.

Click one time on the OK button.

Click one time on the Manage Journal Entry (calculator) icon on the horizontal ribbon.

- Kl

Manage Journal Entry
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9) On the main tab, the summary display indicates that there is one pending draft journal entry.

Mot Applicable ) ' 0 NotlnSynch

10) Click on the Form Specific Adjusting Journal Entries tab

Form Specific Adjusting Journal Entries

11) The Journal Entry Management SCO-531 form will display the entry. Note the red message indicating the worksheet
has not yet been published.

Add Account View History Add Note

12) Click one time on the Cog Wheel Icon to publish the entry.

Add Account View History Add Note
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13) Click Publish Draft Journal

Journal Entry Management:SCO0O531

Publishing this worksheet will create a permanent record of the draft journal entry
and will update the trial balances.

| Publish Draft Journal | | Cancel |

14) Ensure that you see the “Draft journal entry successfully posted” Informative Message.

Informative Message

Draft journal entry successfully posted.

[ox |

15) Click one time on the OK button.

16) Note that the entry is now displayed as published.

2019-04-10 10:37:02.867-Elizabeth, Johnson(ioc)
This Worksheet Has Been Published

17) On the main tab, note that the entry is now shown as published.

Form Specific Journal Entry - (5C0531)

Reclass Entries Adjusting Entries
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SCO-548

1) Click one time on the SCO-548 node.
* Package-0001

B SCO510
P SCO511
P SCO512
P SCO530
P SCO531
P SCO544
P SCO547
» SCE;dB
F SC¥549
2) The main tab summarizes the number of draft entries and published entries.

Source Form Count Draft Worksheets Count Published Worksheets Instructions
SCO531 0 1 OK
SCO541 ] 0 OK
SC0542 0 0 0K
SCO0544 0 0 OK
SCO0549 0 0 0K
SCO0563 0 0 0K
SCO565 0 0 OK
SCO567 0 0 OK
SCO568 0 0 OK
SCOSsTT 0 0 OK
SCO578 ] 0 0K

3) The SCO-548 is summarized with tabs denoting the origination form for all journal entries. Click one time on the
SCO-531 tab.

Review the information in the automatically posted journal entry from the SCO-531.
Journal Entry Management:SC0531 Worksheet (1)

SC0531 Default Journal Entry

2019-04-10 10:37:02.837 -Elizabeth, Johnson{ioc)
Account

Number Account Description Debit Credit
101 Cash on Deposit with State Treasurer (including intransit 52
items)
431 Licenses and Fees (15)
441 Other Revenues (37)
52 (52)
ViewHistory ||  AddNote  [{)
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SCO-530

1) Click one time on the SCO-530 node.
¥ Package-0001
P SCO511
b SCO512
b SCOR30
b SrM53R

2) Click one time on the Recalculate Trial Balances button. This button updates the trial balances forms, as well as the
SCO-530 account summary analysis. The user can be on any of these nodes (i.e. SCO-511, SCO-512 or SCO-530)

when using the Recalculate Trial Balances button, and all forms will be automatically refreshed.

fr
£

Recalculate Trial Balances

3) Ensure that you see the Informative Message.

Informative Message

Message Code:0

Account Summary Analysis: Finalized::Account Summary
Records Updated With Code: 0
Trial Balances: Successfully Updated Records With Code: 0
SCO0530: Successfully Updated Records With Code: 0
Balance Sheet: Successfully Updated Records With Code: 0
Operating Statement: Successfully Updated Records With
Code: 0

4) Click one time on the OK button.

o]
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5) Review the information on the SCO-530 form.

Account Date Transaction Agency Amount Comptroller Amount Auditor Amount
101-Cash on Deposit with State Treasurer (including intransit items)
Adjustment 0411072019 Agency:1-1-SC0531(New Entry) 52 - -
Sub-totals 52 0 0
Account Date Transaction Agency Amount Comptroller Amount Auditor Amount
431-Licenses and Fees
Adjustment 0471072019 Agency:1-2-SC0O531(New Entry) (15) - -
Sub-totals (15) 0 0
Account Date Transaction Agency Amount Comptroller Amount Auditor Amount
441-Other Revenues
Adjustment 04/10/2019 Agency:1-3-SC0531(New Entry) 3n - =
Sub-totals (37) 0 0
SCO-511

1) Click one time on the SCO-511 node.
¥ Package-0001

P SCO510
k SCDSH

2) Review the information on the SCO-511 form.

Account  Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis
0-1051101-Cash on Deposit with State Treasurer (including intransit items)
0

52 0 52
0-105\103-Petty Cash
0 0 0 0
1-1801105-Cash and Cash Equivalents
52 0 0 52
0-1401135-Other Receivables
0 0 0 0
0-1401136-All for Uncollectible Other R:
0 0 0 0
1-1801140-Other Receivables, Net
0 0 0 0
0-1801141-Due From Other Funds
0 0 0 0
0-1800150-1
0 o 0 0
2-195\180-Total Assets
52 0 0 52
3.01195-Total Assets and Deferred Outflows of Resources
52 0 0 52
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SCO-512

1) Click one time on the SCO-512 node.
¥ Package-0001

P SCO510
P SCO511

3 SCCEIE
2) Review the information on the SCO-512 form.

Account Balance Per SAMS Prior Year GAAP Adjustment Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis

N ANRAN Incrnma Tavae

0-435\431-Licenses and Fees
0 0 (15) 0 0 (15)
1-582\435-Licenses and Fees, Net
0 0 (15) 0 0 (15)
0-449\441-Other Revenues
(33) (2) (37) 0 0 (68)

0-449\442-Other Charges for Services

0 0 0 0 0 0

Revised SCO-531 Amounts
1) Click one time on the SCO-531 node.
* Package-0001
P SCOS510
SCo511
SCos12
SCO530

5133531

B CrrmEAA

v v v v

2) Update the appropriate value in the Cash in Transit column.

441 U Other Revenues (By:Agency) 0 0 0

3) Update the appropriate value in the Cash in Transit column.

431 0 Licenses and Fees (By:Agency) 18 37 52

4) Click one time on the Save Form icon on the horizontal ribbon.

[l

Save Form
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5) Ensure that you see the “Successfully Refreshed Draft Journal Entries” Informative Message.

Informative Message

Message Code:0

Successfully Refreshed DRAFT Journal Entries

6) Click one time on the OK button.

o]

7) Click one time on the Manage Journal Entry (calculator) icon on the horizontal ribbon.

— H
Manage Journal Entry

8) On the main tab, the summary display indicates that there is one pending draft journal entry.

Form Specific Journal Entry - {SCO531)

Reclass Entries Adjusting Entries
Draft Published
Not Applicable 1 0 Nat In Synch

9) Click on the Form Specific Adjusting Journal Entries tab

Page 38 of 136



WEDGE 3.0 Training

10) The Journal Entry Management SCO-531 form will display the entry. Note the red message indicating the worksheet
has not yet been published.

Journal Entry Management: SCO531 Worksheet (1) p (Q,

2019-04-10 16:14:42.14-Elizabeth, Johnson(ioc)
This worksheet journal entry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry using the
button above.

SC0531 Default Journal Entry

Account - _ "
Number Account Description Debit Credit
101 m}m Deposit with State Treasurer (including intransit 52 Delete
431 Licenses and Fees { 52) Delete
52 ( 52)
AddAccount || ViewHistory || AddNote  |€)

11) Click one time on the Cog Wheel Icon to publish the revised entry.

12) Click Publish Draft Journal

Journal Entry Management:SCO531

Publishing this worksheet will create a permanent record of the draft journal entry
and will update the trial balances.

Publish Draft Journal | | Cancel |

13) Ensure that you see the “Draft journal entry successfully posted” Informative Message.

Informative Message

Draft journal entry successfully posted.

[ox |

14) Click one time on the OK button.

=
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15) Note that the entry is now displayed as published, with the new time/date stamp.
I
) Go
2019-04-10 16:22:34.83-Elizabeth, Johnson{ioc)
This Worksheet Has Been Published
16) On the main tab, note that the entry is now shown as published.
Form Specific Journal Entry - (SCO531)
Reclass Entries Adjusting Entries

Draft Published

--------------------------------------------------------
.

.
oooooooooooooooooooooooooooooooooooooooooooooooooooooooo

17) Review the trial balance forms to see the revised entry. Click one time on the SCO-512 node.
¥ Package-0001

P SCO510
P SCO511

» scwlz

18) Click one time on the Recalculate Trial Balances button. This will update the SCO-511, SCO-512 and SCO-530 for the
updated journal entry.

Fe

Recalcuiate Trial Balances

19) Review the revised information on the SCO-512 form.

Account Balance Per SAMS  Prior Year GAAP Adjustment Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis

0-435\431-Licenses and Fees
0 0 (52) 0 0 (52)
1-582\435-Licenses and Fees, Net
0 0 (52) 0 0 (52)
0-449\441-Other Revenues
(33) (2) 0 0 0 (31)
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SCO-549

Account Details Tab

1) Click one-time on the SCO-549 form node.
* Package-0001

4

14
3
14
3
4
14
3
4

3) Review the SCO-549 form layout.

205-Account Payable and Accrued Liabilities

208-Due To Other Government-Federal

209-Due To Other Governments-Local

SCO510
SC0511
SC0512
SC0530
SC0531
SC0544
SC0547
SC0o48

Recap By Report Account

Recap By Report Account

Recap By Report Account

July Actual

July Actual

July Actual

Lapsed Period

August Estimate

Lapsed Period

August Estimate

Lapsed Period

August Estimate

4) Click one time on the Add button under account 205.

|

5) Select the appropriate account from the Accounts drop down menu.

holding down the control key when making your selections.

Page 41 of 136

Future Appropriations Totals

0 0
Future Appropriations. Totals

0 0
Future Appropriations. Totals

0 0

You may select more than one account by



WEDGE 3.0 Training

Add Agency Fund Account Combination

Accounts

447-Refunds and Credit Memoranda-Other Operating Grants{Revenue)
443-Refunds and Credit Memoranda-Other Capital Grants(Revenug)
505-Education(Expenditure)

510-Employment and Economic Development{Expenditure
515-Health and Social Services(Expenditure)

520-General Governmeni{Expenditure)
525-Transportation{Expenditure)

530-Public Protection and Justice(Expenditure)

535-Environmental and Business Regulation{Expenditure)

540-Debt Service-Principal( Expenditure)

545-Debt Service-Interest{Expenditure)

550-Capital Outlay(Expendiiure)

552-Intergovernmental{ Expenditure)

558-Excess Revenues / Other Sources(Revenue)

559-Deficiency Expenditures / Other Uses(Expenditure)
565-Transfers-In(Revenue)

510,520,550

Choose an Account

6) Click on OK, and note that accounts 510, 520, and 550 have been added.

205-Account Payable and Accrued Liabilities

Lapsed Period
Recap By Report Account Future Appropriations Totals
July Actual  August Estimate
205-510-SC0549 Employment and Economic Development 0 0 0 0
205-520-SC0549 General Government 0 0 0 0
205-550-5C0549 Capital Outlay 0 0 0 0
Sub Totals 0 0 0 0
| Add |

7) Enter the appropriate amounts in the appropriate columns.
205-Account Payable and Accrued Liabilities

Lapsed Period
Recap By Report Account Future Appropriations Totals
July Actual  August Estimate
205-510-5C0549 Employment and Economic Development 1050 5 100 1155 Delete
205-520-3C0549 General Government 200 0 0 200 Delete
205-550-5C0549 Capital Qutlay 300 0 110 410 Delete
Sub Totals 1550 5 210 1765
Add
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8) Click one time on the Save Form icon on the horizontal ribbon.

Save Form

9) Scroll down to account 215.

215-Due to Other Funds
Lapsed Period
Recap By Report Account Future Appropriations
July Actual August Estimate
Sub Totals 0 (] 0
10) Click on the Add button and enter account 510. Click OK.
Add Agency Fund Account Combination
|Au:.oum.s ‘
444-0Other Capital Grants{Revenue)
445-Refunds and Credit Memoranda - Other Revenues(Revenue) ~
446-Refunds and Credit Memoranda-Other Charges for Semvices(Revenue)
447-Refunds and Credit Memoranda-Other Operating Grants(Revenue)
443-Refunds and Credit Memoranda-Other Capital Grants(Revenug)
505-Education(Expenditure)
510-Employment and Economic Development{Expenditure)
515-Health and Social Services(Expenditure)
520-General Government{Expenditure)
525-Transportation(Expenditure)
530-Public Protection and Justice(Expenditure)
535-Environmental and Business Regulation(Expenditure)
540-Debt Service-Principal(Expenditure)
545-Debt Service-Interest(Expenditure)
550-Capital Outlay(Expenditure) W
552-Intergovernmental(Expenditure)
510
Choose an Account E
11) Enter the appropriate amounts in the appropriate columns.
215-Due to Other Funds
Lapsed Period
Recap By Report Account Future Appropriations Totals
July Actual  August Estimate
215-510-5C0549 Employment and Economic Development 100 74 0 179
Sub Totals 100 79 0 179
Add

Totals

Delete
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12) Click one time on the Save Form icon on the horizontal ribbon.

il

Save Fo

13) Scroll to the bottom of the screen and review the grand totals.

14) Click one time on the Manage Journal Entry (calculator) icon on the horizontal ribbon.

I

§ F'n— . l

Manage Journal Entry

Grand Totals

1650

210

1944

15) Click on the Form Specific Adjusting Journal Entries tab to see the draft journal entry. Note the red message
indicating the entry has not yet been published.

Journal Entry Management: SCO549 Worksheet (1)

SCO549

Account
Number

205
215
510
520
550

Default Adjusting Journal Entry

Account Description

Account Payable and Accrued Liabilities
Due to Other Funds

Employment and Economic Development
General Government

Capital Outlay

Debit

1334
200
410

1944

Add Account View History || Add Note

(

(

=

a0

2019-04-10 16:29:05.077-Elizabeth, Johnson({ioc)
This worksheet journal entry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry using the

Credit

1765 )
1791

1944 )

Delete
Delete
Delete
Delete
Delete

button above.
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16) Click one time on the cog wheel to publish the journal entry

Journal Entry Management: SCO549 Worksheet (1) p ((b

: _ 2019-04-10 16:29:05.077-Elizabeth, Johnso,
This worksheet journal entry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry usil
button al

SC0549 Default Adjusting Journal Entry

Account

N Account Description Debit Credit

205  Account Payable and Accrued Liabilities { 1765 ) Delete
215 Due to Other Funds i 1791} Delete
510  Employment and Economic Development 1334 Delete
520 General Government 200 Delete
550  Capital Outlay 410 Delete
1944 (  1944)
AddAccount || ViewHistory || AddNote |

17) Click one time on Publish Draft Journal button

Journal Entry Management:SCO549

D

Publishing this worksheet will create a permanent record of the draft journal entry
and will update the trial balances.

[ Publish Draft Journal H Cancel |

18) Ensure that you see the “Draft journal entry successfully posted” Informative Message.

Informative Message
Draft journal entry successfully posted.

[ox ]

19) Click one time on the OK button.

o]

20) Click one time on the SCO-511 node.
¥ Package-0001(S)
P scosio
¥ scos11
P scosi2
P scoszo
P scos31
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21) Click one time on the Recalculate Trial Balance icon

Recalculate Trial Balances

22) Review the information on the SCO-511 form.

Fo

Account Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis
0-290\205-Account Payable and Accrued Liabilities
(1765) 0 0 (1765)
0-210\208-Due To Other Government-Federal
0 0 0 0
0-210\209-Due To Other Governments-Local
0 0 0 0
1-290'210-Intergovernmental Payables
0 0 0 0
0-290\215-Due to Other Funds
(179) 0 0 (179)
0-290\216-Due to Component Units
0 0 0 0
2-295\290-Total Liabilities
(1944) 0 0 (1944)

23) Review the information on the SCO-512, SCO-530, and SCO-548 forms, noting they have been updated for the new
adjusting entry.

Encumbrances Tab

1) Click one-time on the SCO-549 form node.

* Package-0001

»

| - - - - - - - -

SCO510
SCO511
5C0512
SCO530
S5C0531
SC0O544
S5C0547
S5C0O548

2) Click one time on the Encumbrance tab.

Encumbrance

3) Verify the Amount of Liabilities Payable from Future Years’ Appropriations, which has been automatically populated,
agrees to the Grand Total of Future Appropriations from the Account Details Tab.

Amount of liabilities related to mandatory transfers at June 30 (excluding amounts reported as liabilities payable from future years' appropriations)

Amount of liabilities payable from future years' appropriations at June 30
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SCO-565

1) Click one-time on the SCO-565 form node.
b SCO510

SC0530

SC0531

SC0544

SC0547

SC0548

SC0549

SCC&GS

2) Review the SCO-565 form layout. The form is comprised of 4 tabs. The Main tab summarizes the total amounts
entered on the 3 subsequent tabs. The SCO-565 has an edit check to ensure that amounts reported on this form
agree to the totals reported on the trial balance. Note the error message currently displayed, which indicates that
the balances reported on the SCO-565 do not currently agree to the amounts reported on the trial balance.

b A O . . .

Comprehensive Annual Financial Reporting . Agency Number 420
SCO563 STATE OF H“]‘H\‘O[S Fund Number 0001
Interfund Payable/Receivable Analysis 2 = CO‘“PTROLLER Record Type Agency
_# SUSANA A.MENDOZA
June 30, 2018
To Account Due Amount

Grand Total, All Forms - Grouped By Account Number
Error: Values On The SC0565 Form Do Mot Agree To Amounts Reported On Journal Entries

141Dueme01herFunds e B e R e e
215  Due to Other Funds
144 Due From Component Units
216  Due to Component Units
147  Due From Primary Government
217  Due to primary government

slelelsls|sk

3) Click on the SCO565 Amounts tab. Amounts due to/from other funds that are not included on the SCO567 or
SCO568 should be entered on this tab.

Comprehensive Annuzl Financial Reporting . Agency Number 420
500563 STATE OF H‘]"[NOIS Fund Mumber 0001
Interfund Payable/Receivable Analysis CO}VIPTRO]‘LER Record Type Agency

./ SUSANA A, MENDOZA

June 20, 2018

Amounts On The SCO565 Form(This Form)

Source Form  Agency Number Fund Number Due Amount  Agency Classification Providing Agency Classification Amount Direction To Account

Section Totals 0
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4) Click one time on the Add button.

[ Add

5) Select the appropriate agency from the Agency drop down menu.

Select Agency Fund Combination

Agency | 416-Central Management Services
416-Central Management Seniges

Fund 445 Children and Family Servi R

420-Commerce and Economic Opportunity

: 422-Matural Resources :

i 423-llinois Conservation Foundation ]

425-Juvenile Justice

426-Corrections

427-Employment Security

440-Financial and Professional Regulation

442-Human Rights N

444-Human Services

445llinois Power Agency

446-Insurance

452-Labor

smn oma am -

..................

. .
EEssasEEw EsssssEss

m

6) Select the appropriate fund from the Fund Number drop down menu.

Fund
Number

.........

7) Click one time on the OK button.

ot

8) Click again on the Add button to add additional agency/fund combinations.
Amounts On The SC0O565 Form(This Form)

Source Form Agency Number Fund Number Due Amount Agency Classification  Providing Agency Classification Amount Direction To Account

SCO565 416 0303 0 PG PG Neutral = Delete
SCO565 448 0304 0 FG PG Neutral =l Delete
Section Totals 0
Add
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9) Enter the appropriate information in the Due Amount column.

Amounts On The SCO565 Form(This Form)
Source Form Agency Number Fund Number Due Amount Agency Classification Providing Agency Classification Amount Direction To Account

SC0O565 416 0303 -26 PG PG Due To 215 Delete
SCO565 448 0304 -93 PG PG Due To 215 Delete
Section Totals -179
Add

10) Click one time on the Save Form icon on the horizontal ribbon.
[ ]

Save Form

11) Click one time on the OK button.

12) Return to the Main tab, noting that the balance in account 215 agrees to the trial balance, and the error message no
longer exists.

Comprehensive Annual Financial Reporting . Agency Number 420
SC0365 STATE OF H“]“H\OIS Fund Number 0001
Interfund Payable/Receivable Analysis F CO*\{PTROLI'ER Record Type Agency
¥ SUSANA A, MENDOZA
June 30, 2018
To Account Due Amount
Grand Total, All Forms - Grouped By Account Number
141 Due From Other Funds 0
215 Due to Other Funds -179
144 Due From Component Units 0
216  Due to Component Units 0
147  Due From Primary Government 0
217 Due to primary government 0
1) Enter value of inventory on the appropriate line description.
e b A e e
! U Equipment, Pans and Accessories (By:Agency) FIFO T]
< U Food Supplies (By:Agency) FIFO T]

2) Click one time on the Save Form icon on the horizontal ribbon.
]

Save Form
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3) Verify total at bottom of screen.

Totals 300 50 250

4) Click on the Add expenditure account button to select applicable account to prepare journal entry.

Account Number Account Description Total
Please select the appbcable expenditure account charged with the original imventory purchase
Add expenditure account | _

5) Select the applicable expenditure account charged with the original inventory purchase.

Add Agency Fund Account Combination

Accounts

505-Education(Expenditure)

510-Employment and Economic Development(Expenditure)
515-Health and Social Senvices(Expenditure

520-General Government(Expenditure
525-Transportation(Expenditure)

530-Public Protection and Justice(Expenditure)
535-Environmental and Business Regulation(Expenditure)
540-Debt Senvice-Principal(Expenditure)

545-Debt Service-Interest(Expenditure)

550-Capital Outlay(Expenditure)

552-Intergovernmental(Expenditure)

558-Excess Revenues / Other Sources(Revenue)
559-Deficiency Expenditures / Other Uses(Expenditure)
565-Transfers-In{Revenue)
|570-Transfers-Out(Expenditure)

520

T
. .

Choose an Account

. .
BB S S S SRS SRS RS AR R A SRR RS RS R R R R R R R R R R R

Cancel |

6) Click one time on the OK button.

o]

7) Click one time on the Save Form icon on the horizontal ribbon

~

Save Form

8) Note display of account number and amount to be used for the automatic journal entry.

Account Number Account Description Total
520 General Government 250
Please select thhable expenditure account charged with the original inventory purchase ’
Add expenditure account
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9) Click on Manage Journal Entry (calculator) icon on the horizontal ribbon.
E = m »
Marhumal Entry

10) Note there are 2 entries that are in draft mode, one reclassifying entry and one adjusting entry.

Form Specific Journal Entry - {SCO57T)

Reclass Entries Adjusting Entries
Draft Published Draft Published

1 0 Not In Synch 1 0 Not In Synch

11) Click on Form Specific Adjusting Journal Entries tab.

12) Click on the cog wheel to post the adjusting journal entry.

Journal Entry Management: SCO577 Worksheet (1) p (Q,

2019-04-11 11:40:12.62-Elizabeth, Johnsoplioc)
This worksheet journal entry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry us
button a

SCO577 Default Adjusting Journal Entry

Account

Number Account Description Debit Credit
150  Inventories 250 Delete
520 General Government { 2500) Delete
250 ( 250)

13) Click on Publish Draft Journal.

Journal Entry Management:SCO577

Publishing this worksheet will create a permanent record of the draft journal entry
and will update the trial balances.

Publish Draft Journal | | Cancel |
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14) Verify entry is now published.

15) Click on Form Specific Reclassifying Journal Entries tab.
Form Specific Journal Entry Reclassifying Journal Entries

16) Note entry is to reclassify portion of fund balance that is nonspendable relating to inventory balances. Click on cog
wheel to post entry.

312 Nonspendable for Inventories ( 250) Delete
340  Unassigned Fund Balance

17) Verify entry is now published.

18) Click on the SCO-511 and Click on the Recalculate Trial Balances icon on the horizontal ribbon.

¥ Package-0001(S) |-
P scosio E

-M1 Recalculate Trial Balances

19) Note balances are properly reflected on the trial balance.

0-350\318-Nonspendable for Inventories

(250) 0 0 (250)
0-3501340-Unassigned Fund Balance — —
250 0 0 250
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SCO-578

Initial Entry

1) Click one-time on the SCO-578 form node.
SCO549

SCOS51

SCO553

SCOS565

SCOS567

SCOs568

SCO577

s v v v v Vv Wwv VY

SCOs578

2) Review the SCO-578 form layout. The form is prepopulated with standard loans/notes receivable categories.
Receivable categories not listed should be grouped into categories, described and reported under “Others”. If
applicable, the prior year balance will be prepopulated.

3) Enter the appropriate interest rate and maturity date in the applicable spaces.

4 w BUSINESS LOAN PROGRAMS (By:AGENCY)

Interest Rate From 1% To 3%

Maturity Date From 122016 To 122020

5 w FORT DISTRICT CONSTRUCTION FRO( (By:AGENCY)

Interest Rate From % To %
Maturity Date From To
6 1 OTHER:EDA (By:AGENCY)

Flease Provide A Valid Description For This [em

Interest Rate Fro 0% To 0%
Maturity Date Fro 07/2008 To 0772020

4) Enter the loan addition amount in the additions column.

4 @ BUSINESS LOAN PROGRAMS (By:AGENCY) 0 100 0 100
Interest Rate From 1% To 3%
Maturity Date From 1272016 | To 1212020

5 w PORT DISTRICT CONSTRUCTION PRO( (By:AGENCY) 0 0 0 0
Interest Rate From % To %
Maturity Date From To

6 ija OTHEREDA (By:AGENCY) 3 0 0 3
*Please Provide A Valid Description For This [tem
Interest Rate From 0% To 0%
Maturity Date From 0772008 To 07/2020
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5) Click one time on the Save Form icon on the horizontal ribbon.

-

Save Form

6) Ensure that you see the “Successfully Refreshed DRAFT Journal Entries” informative message.

Informative Message

Message Code:0

Successfully Refreshed DRAFT Journal Entries

RECORD HAS BEEN UPDATED

7) Click one-time on the OK button.

8) Click on the Add Expenditure Account button.

[ Add expenditure account ]

9) Enter account 510. Click OK

Add Agency Fund Account Combination

|Accounts

505-Education(Expenditure) ~
510-Employment and Economic Development({Expenditure)
515-Health and Social Services(Expenditure)

520-G I G Exp )
525-Transportation(Expenditure)
530-Public Protection and Justice(Expenditure)

535-Envi tal and Busi Regulation{Expenditure)
540-Debt Service-Principal(Expenditure)

545-Debt Service-Interest(Expenditure)

550-Capital Outlay(Expenditure)

552-Intergovernmental(Expenditure)

558-Excess Revenues / Other Sources(Revenue)
559-Deficiency Expenditures / Other Uses(Expenditure)
565-Transfers-in{Revenue)
570-Transfers-Out{Expenditure)
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10) Click on the Add Revenue Account button.

[ Add revenue account ]

11) Enter account 421. Click OK.

Add Agency Fund Account Combination

Accounts

|401-Income Taxes(Revenue)

1402-Refunds and Credit Memoranda(Revenue)

|406-Sales Taxes(Revenue)

|407-Refunds and Credit Memoranda(Revenue)

|411-Public Utility Taxes(Revenue)

|412-Refunds and Credit Memoranda - Public Utility Taxes(Revenue)
|416-Motor Fuel Taxes(Revenue)

|417-Refunds and Credit Memoranda - Motor Fuel Tax(Revenue
421-Other Taxes(Revenue

|422-Refunds and Credit Memoranda - Other Taxes(Revenue)
|423-Riverboat Taxes(Revenue)

|424-Medical Providers Assessment Taxes(Revenue)
|426-Federal Operating Grants(Revenue)

|427-Federal Capital Grants(Revenue)
|428-Federal General Grants(Revenue)

Choose an Account

.
BB AR R RSN SRS RN SRR RS S SRR

12) Add Allowance for Uncollectible Loans and Notes Receivable.

Subtotal 3 100 0 103
Allowance for Uncollectible Loans and Notes Receivable ( 3) ( 23)
Loans and Notes Receivable, Net of Allowance 0 80
Long Term Portion ] 0

13) Click one time on the Save Form icon on the horizontal ribbon.

14) Click one time on the Manage Journal Entry (calculator) icon on the horizontal ribbon. From the Main tab, note,
there are two journal entries pending action.

Sz

Manage Journal Entry
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| 1] | 0 NotinSynch | 1 0 NotInSynch

15) Click on the Form Specific Adjusting Journal Entries tab to see the draft journal entry. Note the red message
indicating the entry has not yet been published.

152 Loans and Notes Receivable ' 103 Delete
153 Allowance for Uncollectible Loans and Notes Receivable 23 Delete
510  Employment and Economic Development 20) Delete

16) Click one time on the Cog Wheel.

152 Loans and Notes Receivable | 103 Delete

153 Allowance for Uncollectible Loans and Notes Receivable 7 Delete

510 Employment and Economic Development ) Delete
103 o 103)

17) Click one time on the Publish Draft Journal button. Ensure that you see the “New Journal Entries Have Been
Created” informative message. Click OK.
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18) Click on the Form Specific Journal Entry Reclassifying Journal Entries tab to see the draft journal entry. Note, the
red message indicating the entry has not yet been published.

421 Other Taxes [ 0 Delete

510 Employment and Economic Development { Ug} Delete

19) Click one time on the cog wheel to publish the journal entry.

3

421  Other Taxes . |
510  Employment and Economic Development ( 0)

20) Click one time on the Publish Draft Journal button. Ensure that you see the “New Journal Entries Have Been

Created” informative message. Click OK.

21) Click one time on the SCO-511 node.

¥ Package-0001(S)
» scosio

Biscosi:
» scosi2
» scosso

b scos3i

22) Click one time on the Recalculate Trial Balance icon.

Fo

Recalculate Trial Balances
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23) Review the information on the SCO-511 form.

Account Agency Adjust

0-154\152-Loans and Notes Receivable
103 0 0 103

Comptroller Adjust Auditor Adjust Current Year GAAP Basis

0-154\153-Allowance for Uncollectible Loans and Notes Receivable
(23) 0 0 (23)

1-158\154-Loans and Notes Receivable, Net
80 0 0 80

2-180\158-Loans and Notes Receivable, Total
80 0 0 80

24) Review the information on the SCO-512, SCO-530, SCO-547 and SCO-548 forms, noting they have been updated for
the new reclassifying and adjusting entries.

SCO-544

Initial Entry

1) Click one-time on the SCO-544 form node.
Package-0001

P SCO511
P SCO512
b SCO530
b SC0O531

[ s§544

P SCO547

2) Click one time on the Miscellaneous Reclassifying Journal Entries tab.
hhff'1i5|::ellanenus Reclassifying Journal Entries

3) Click one time on the Miscellaneous Reclassifying Journal Entry Worksheet Add (duplicate paper) icon on the
horizontal ribbon.

%
= -
uwane.’oN
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4) Type the appropriate description in the Create Miscellaneous Journal Entry dialog box.

Create Miscellaneous Journal Entry

Journal Entry Worksheet Type RECLASS

Statement Type |Accounts on The Same Statement |

|ﬂsheet Description

To properly allocate expenditures

[ OK ] i Cancel ‘

5) Click one time on the OK button.

o]

6) Ensure that you see the “Created Journal Entry DRAFT” Informative Message.

Informative Message

Created Journal Entry DRAFT

7) Review the blank Journal entry template.

Journal Entry Management:SCO544 Worksheet (1) : n 0

2019-04-10 16:51:04.897-Elizabeth, Johnson(ioc)
This worksheet journal entry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry using the
button above.

To properly allocate expenditures

%ml ‘ Account Description Debit Credit
0 ( 0)
| AddAccount || viewHistory ||  AddNoie |Q

8) Click one time on the Add Account button.
[ AddAccount |
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9) Select the appropriate accounts from the Accounts drop down box. Note that you are able to select more than once
account at a time, by holding down the control key when selecting accounts.

Add Journal Entry Account Number

|At:t:wnm |

447-Refunds and Credit Memoranda-Other Operating Granis(Revenue)
443-Refunds and Credit Memoranda-Other Capital Grants{Revenue) ~
505-Education({Expenditure)

510-Employment and Economic Development{Expenditure)

515-Health and Social Services{Expenditure)
525-Transportation(Expenditure)

530-Fublic Protection and Justice(Expenditure)

535-Environmental and Business Requlation(Expenditure)

540-Debt Service-Principal(Expenditure)

545-Debt Service-Interest(Expenditure)

550-Capital Outlay{Expenditure)

552-Intergovernmental{Expenditure)

558-Excess Revenues / Other Sources(Revenue)

5h%-Deficiency Expenditures / Other Uses{Expenditure)
565-Transfers-In(Revenue)

510,520

Click on an account number to add. To select multiple account numbers, hold the CTRL key while ‘
making your selections. g

10) Click one time on the OK button.

11) NOTE: There are Debit and Credit columns. By default, the Debit column is active. You can simply click on the Credit
column to post the appropriate account value.

Account

Ntior Account Description Debit Credit
510 Employment and Economic Development 0 Delete
520 General Govemment 0 Delete
0 ( 0)
12) Enter the appropriate amounts in the Debit and Credit columns.
To properly allocate expenditures
Account
B Account Description Debit Credit
510 Employment and Economic Development 190 Delete
520 General Govemnment ( 190 ) Delete
190 ( 190)
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13) Click one time on the Save Form icon on the horizontal ribbon.

m
Save Form

14) Click one time on the OK button.

o]

15) Click one time on the cog wheel icon to publish the entry.

Journal Entry Management:SC0O544 Worksheet (1) l M ((Lb
2019-04-11 11:03:53.12-Elizabeth, John joc)
This worksheet journal entry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry us he
button

To properly allocate expenditures

Account

Number Account Description Debit Credit
510 Employment and Economic Development 180 Delete
520 General Government ( 190 ) Delete

150 ( 190)

16) Click one time on the Publish Draft Journal button

Journal Entry Management:SCO544

Publishing this worksheet will create a permanent record of the draft journal entry
and will update the trial balances.

| Publish Draft Jounal | | Cancel |

17) Note that the entry has now been published.

l i @b
2019-04-11 11:04:18.2-Elizabeth, Johnson{ioc)
This Workshest Has Been Published

18) Review the SCO-512 and SCO-530, after clicking on the Recalculate Trial Balance tab, to see that the entry has
properly carried forward to the trial balance.
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Correcting Entry

1) To correct a miscellaneous journal entry, just update the appropriate values in the Debit and Credit columns.
To properly allocate expenditures

Account

i Account Description Debit Credit
510 Employment and Economic Development 200 Delete
520 General Government ( 200 ) Delete
200 ( 200)

2) Click one time on the Save Form icon on the horizontal ribbon.

ﬂ
Save Form

3) Review the revised entry, noting the warning message that the entry has not yet been published.

Journal Entry Management:SC0O544 Worksheet (1) l A '@0

2019-04-11 11:05:21.55-Elizabeth, Johnson(ioc)
This worksheet journal entry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry using the
button above.

To properly allocate expenditures

Account

Number Account Description Debit Credit
510 Employment and Economic Development 200 Delete
520 General Government ( 200 Delete
200 ( 200)

4) Click one time on the cog wheel icon to publish the entry. Review the SCO-512 and SCO-530, after clicking on the
Recalculate Trial Balance tab, to see that the entry has properly carried forward to the trial balance.

Deleting Journal Entry Content
1) Click one time on the Delete button adjacent to the appropriate account lines.

510 Employment and Economic Development 200 Delete

520 General Govemnment ( 200) Delete |

2) Click one time on the OK button.

3) Once the lines are deleted, the empty worksheet must still be published. Click on the cog wheel icon to publish the
blank entry.
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Journal Entry Management: SCO544 Worksheet (1) I M ((b

2019-04-11 11:06:41.89-Elizabeth, Johnson(ioc)
This worksheet journal enfry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry usi
button a

To properly allocate expenditures

Account

Numt Account Description Debit Credit

4) Click one time on the OK button.

o]

5) Review the SCO-512 and SCO-530, after clicking on the Recalculate Trial Balance tab, to see that the entry has
properly carried forward to the trial balance.

0-586\510-Employment and Ec ic Develop it
4577 (1642) 1254 0 0 7473
0-586\520-General Government
0 0 (50) 0 0 (50)
SCO-551

1) Click one time on the SCO-551 node.

¥ Package-0001(S)
P scos10
SCO511
SCO512
SCO530
SCO531
SCO544
SC0O547
SCO548
SC0O549

ﬁvvvvvvvv

| SCO551

2) Enter the net receivable balance reported on the June 30, 20XX “Quarterly Summary of Accounts Receivable” C-97
Report. (Note the error message at the top of the form. This will appear until the amounts per the reconciliation at
the top of the form agree to the balances per the trial balance at the bottom of the form.)
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TOTAL
(Nearest
Thousands)
Error: Total calculated receivables per the SC0551 do not equal total receivable amounts per the trial balance.
............ :rota|NetRecewabmsasmpongdonJune;m2013$5D
Quarterly Summary Accounts Receivable”, C-97
Add:
1 Accrued interest reported by Treasurer ]
Other:(Explain)
Add
Total additions: 50
Subtract:
1 Due from Other Funds Amount 50
2 Due From Primary Government Amount 50
3 Due from Component Units Amount 50
Other:(Explain)
Add
Total subtractions: $0

Total calculated receivables (should agree to trial balance): . $50

RECEIVABLE AMOUNTS PER TRIAL BALANCE

Ac;(:f ot Account Name Amount
125 Taxes Receivable, Net 50
130 Intergovernmental Receivables, Net 50
140 Other Receivables, Net 50
154 Loans and Notes Receivable, Net 580
157 Leans and Notes Receivable, Net Long-Term 50
161 Restricted Assets-Other Receivables, Current 50
163 Restricted Assets-Loans and Motes Receivable, Met, Current 50

166 Restricted Assets-Loans and Notes Receivable, Long-Term

50
Total Receivable Amounts from WEDGE Trial Balance ﬁ $80

3) Click one time on the Save Form Icon on the horizontal ribbon.
-
Save Form

4) As applicable, add additional lines for “other” additions to reconcile to net receivables reported on the trial balance.
Click on the add button.

Add

5) Add a detailed description of the adjustment and the amount.
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6)

7)

Add Item:SCO551 -

Add description of item

ITEM DESCRIPTION

Click one time on OK button.
[ OK ] [ Cancel ]

Review the form to ensure all receivables have been recorded and the total calculated receivables agrees to agency

records. If complete, agency will no longer receive an error message at the top of the form.

Total Net Receivables as reported on June 30, 2018
“Quarterly Summary Accounts Receivable™, C-97

Add:
1. Accrued interest reported by Tr

Other:(Explain)

1. add description of item

Mﬁ_.

Total additions:

Subtract:
1. Due from Other Funds Amount

2. Due From Primary Government Amount

35 Due from Component Units Amount

Other:(Explain)

Total subtractions:

Total calculated ivables (should agree to trial balance):

Account

125  Taxes Receivable, Net

130 Intergoverr tal Receivables, Net
140 Other Receivables, Net

154 Loans and Notes Receivable, Net

157 Loans and Notes Receivable, Net Long-Term

161 Restricted Assets-Other Receivables, Current

163  Restricted Assets-Loans and Notes Receivable, Net, Current
166 Restricted Assets-Loans and Notes Receivable, Long-Term

Total Receivable Amounts from WEDGE Trial Balance

Account Name
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SCO-553
1) Click one time on the SCO-553 node.

¥ Package-0001(S)
b scosio
SCOS511
SCO512
SCO530
SCO531
SCO544
SCO547
SCO548
SCO549
SCO551

| scossa

2) Review the form and ensure any Government-wide adjustments have been recorded and the form reconciles to
the trial balance. (Refer to the Non-Shared Fund GAAP Package training materials for a detailed example for
completion of the form.)

Fund Equity to Net Position Reconciliation
Fund Equity (Deficit) 50

Adjustments from above

Unavailable revenues 50
Prepaid expenses g0
Other 50
Total Net Position 50

Net position classification

Please provide the breakdown of net position in the followa g y for discl
Unrestricted 50
{if fund equity is d, igned, or d, then net position should be classified as unrestncted) o

Restricted by enabling legislation:

Capital projects s0
Debt senice
Other 50

Restricted externally/third party

Capital projects S0 :

Debt serice 50
Other 50

Permanent endowments

Nonexpendable S0
Expendable 50
Total Net Position S0
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SCO-510
1) Click one time on the SCO-510 node.

w Records Center

w Agency Wide Forms
w Package-0001(S)
P SCO510

2) Review entries on the SCO-510.

205 @ Account Payable and Accrued Liabilities (By:Agency) -301 1765 436.38% 1464 Increase

[[] Appropriation Change
[ New Program
[] statute Change

Provide A Detalled Explanafion of Fluctuation

Providing Your Explanation:
= Providing a meaninful explanation

510 QQ Employment and Economic Development (By:Agency) 2975 7473 151.19% 4493 Increase

[ Appropriation Change
] Wew Program
[[] Statute Change

Provide A Detailed Explanation of Fluctuation

Providing Your Explanation:
= Providing a meaninful explanation

3) Provide an explanation for all accounts listed on the SCO-510.

205 ﬁy Account Payable and Accrued Liabilities (By:Agency) -301 -1765 486.38% -1464 Increase

[] Appropriation Change
[ New Program
[[I statute Change

Provide A Detailed Explanation of Fluctuation

Increese in accounts payeble year over year is primarily due to held warranta in the current year.

Providing Your Explanation:
= Providing a meaninful explanation
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4) Click one time on the Save Form icon on the horizontal ribbon.

=~

Save Form

5) Click one time on the OK button.

o

Closing and Submitting a Fund Package

1) Click on the fund package node.
+ 420-Commerce and Economic
Opportunity
¥ Administration
¥ Annual Reporting
» Fiscal Year 2011

Fiscal Year 2012
Fiscal Year 2013
Fiscal Year 2014
Fiscal Year 2015
Fiscal Year 2016
Fiscal Year 2017
Fiscal Year 2018

4d v v v vww

¥ Records Center

¥ Agency Wide Forms
» SCO538
» SCO580

» Package-0001(S)
» Package-0023(NS)

2) Click on the Form Information Icon.

(0%
Form Information hcycle
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3) The fund package status should be open.

General Revenue Fund (Current Custodian: Agency)

Displayed Is The Agency Lifecycle-Open

w QOPEN SUBMITTED VERIFY VERIFIED TRANSMITTED

04/10/2019

_l Demote Package || Promote Package || Cancel |

4) Click one time on the Promote Package button.
[ Promote P{<kage ]

5) Click one time on the OK button.

6) Click on the Form Information Icon.

(o @==¢

[ Form Information }cy cle

7) The fund package will now be closed. To submit the package, check on the confirmation statement and click one
time on the Promote Package button.

General Revenue Fund (Current Custodian: Agency)
Updated On: 04/17/2018

Displayed Is The Agency Lifecycle-Closed
w OPEN 0 CLOSE SUBMITTED VERIFY VERIFIED TRANSMITTED

041072019 04152019 - = - -

e L e e L e i A

% Once you click submit, you will no longer be able to update and modify this package. Please confirm & .
. by clicking on the check box bel

E I Confirm and understand that once | submit this package, the e will no longer be a\railahle'
for me to edit and the forms will be loc
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8) Click one time on the OK button.

9) The fund package is now submitted to the IOC.
NOTE: Remember, fund packages are not considered complete until all manual forms are received.

General Revenue Fund {Current Custodian: Agency)

Updated On: 04/17/2013

Displayed Is The Agency Lifecycle-Submitted

w OPEN w CLOSE us.lm'rm VERIFY VERIFIED TRANSMITTED

0471072019 04152019 047152019 - = -

[ [ Foverromots ST
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Printing a Fund Package

1) Click one time on the Fund Package node.

» SCO580

» Package-0001(S)
» Package-0023(NS)
» Package-0045(S)

2) Click on the Print icon in the horizontal ribbon bar. (Both the Print icon and the PDF icon will produce the same
report.)

1 P
S

3) Click on the Regenerate This Report button within the message box. This will ensure the most recent published
forms will be printed.

Print Fund Report

4) Once the report has been generated, click once on the Download Package Report link.

Print Fund Report

Download Package Report .

Regenerate This Report l
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5) The entire report will be displayed on the screen. Note that the current date and time stamp is displayed, to
ensure the most recent version of the forms are printed. From here, you may either print the report, or you may
save a .pdf version of the report.

State of Illinoas

STATE OF ILLINCIS Apency 410
Fund Package Forms __COMPTROLLER Fund 0001
/' SUSANA A MENDIOZA
Jume 30, 2018 47152019 1:56-08 PM
CGeneral Revenue Fund (Current Custodian: Agency)
W/ RN g close wsunwrm . VERIFY VERIFIED TRANSMITTED
1072019 . (47152019 . 04152019 )

Form Name

SCOF10  Esxplanation of GAAP Account Changes

SCO51I  Shared SAMS Funds Trial Balance for Assets, Lisbdlities, and Fund Equity
SC0512  Shared SAMS Funds Trial Balance for Revenues and Expendinmes
SCO330  Account Summary Anafysis

SCO331  Shared SAMS Funds Cash Raconcilistion

SCO347  Reclassfying Journal Entries

SCOF42  Adjusting Journal Entriss

SCOS49  Summary of Laabilities

SCO351  SAMS to GAAP Reconciliation - Accounts Racsivabls

SCO353  Fund Balance 1o Net Asset Reconciliation

SCO365  Interfund PayablaTeceivable Analysis

SCO367  Interfund Transfers-Gramtes Azency

SCO#6E  Interfund Transfers-Grantor Azency

SC0377 Inventory Amalysiz

SCO578  Loans@¥otes Receivables
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Non-Shared Fund Package Forms

SCO-510

The purpose of the Explanation of GAAP Account Changes is to identify and explain material changes in GAAP accounts
from the prior year to the current year. Material changes for statewide reporting purposes are determined by applying
two separate tests, as defined below. A change meeting either test is considered material and must be explained.

SCO-516
The purpose of the Non-shared SAMS Funds Trial Balance For Assets, Liabilities and Fund Equity is to provide a
worksheet for conversion of agency records to the GAAP basis.

=  Formis read-only

SCO-517

The purpose of the Non-shared SAMS Funds Trial Balance for Revenues and Expenditures is to provide a worksheet for
conversion of agency records to the GAAP basis.

=  Formis read-only

SCO-529

The purpose of the Fund Equity Reconciliation is to demonstrate the closing out of the operating statement to the equity
section of the balance sheet.

SCO-530

The purpose of the Account Summary Analysis Form is to summarize adjustments and/or reclassifications by account
number. This summary allows for a smoother transition when posting adjustments and/or reclassifications to the trial
balance.

=  Formis read-only

SCO-534

The purpose of the Non-shared SAMS Funds Cash Reconciliation Form is to reconcile the fund balance per SAMS to the
balance of cash on deposit with the Treasurer per agency records, both at the beginning and end of the fiscal year. All
activities during the fiscal year which have not been recorded on SAMS must be identified on the SCO-534.

SCO-544

The purpose of the Miscellaneous Journal Entries Form is to post reclassifying and adjusting journal entries that are not
made by other forms.

= Form is used to post reclassifying and adjusting journal entries that are not made by other forms

=  Entries on this form will automatically carry to the SCO-547 and SCO-548
=  Should only be used when there is no way to use an automated journal entry from another package form
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SCO-547

The purpose of the Reclassifying Journal Entries is to provide a form to accumulate all reclassifying journal entries.

= Formis read only — this is a change from the previous system
=  Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form

SCO-548

The purpose of the Adjusting Journal Entries is to provide a form to accumulate all adjusting journal entries.

= Form is read only — this is a change from the previous system
= Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form

SCO-549

The purpose of the Summary of Liabilities Form is to assist agencies in determining and documenting a fund’s liabilities
and related accrued expenditures for GAAP reporting.

= Form summarizes liabilities
=  Form allows an agency to post an automatic journal entry to post liabilities

SCO-551

The purpose of the SAMS to GAAP Reconciliation — Accounts Receivable is to reconcile amounts reported in the
Quarterly Accounts Receivable Reports to the amounts reported in the GAAP trial balance.

=  Form reconciles receivables to quarterly accounts receivable reports
=  Pensions, Universities and Component Units will continue to prepare the form manually

SCO-553

The purpose of the Government-Wide Adjustments and Fund Balance to Net Position Reconciliation is to provide a form
to accumulate all adjustments which need to be made to governmental funds to convert from modified accrual
accounting to full accrual accounting (entries are not made to the trial balance of the GAAP package) and to assist the
I0C in converting fund balances in governmental funds to net position for full accrual accounting.

=  Form combines the detail from the previous manual SCO 546 and SCO 553 forms into one form.
= Adjustments are generally limited to 2 types of entries:
- Reversal of unavailable revenue
- Recording of prepaid expenses
= Net position must be properly classified (restricted/unrestricted) for reporting in the Government-Wide Statements

SCO-565

The purpose of the Interfund Payable/Receivable Analysis Form is to summarize the amounts owed and the amounts
receivable between funds of the State of lllinois financial reporting entity. In reporting these amounts, generally
accepted accounting principles require a distinction between due to/from other funds, due to/from primary
governments and due to/from component units.

= Form summarizes the detail of the amounts due to/from other funds and due to/from component units
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SCO-567/568

The purpose of the Interfund Grantee/Grantor activity forms is to provide receivable and liability adjustments relating to
transactions with other State funds, to provide mandatory transfer documentation and to determine required
reclassification entries necessary to eliminate certain interfund activity.

=  Forms summarize grantee and grantor information relating to interfund transactions
=  Forms require the grantee to input data and the grantor to approve the transactions

SCO-577

The purpose of the Inventory analysis form is to determine the value of the fund’s total inventory at fiscal year-end.

= This form allows you to automatically post journal entries to record inventory on the trial balance and reclassify the
portion of fund balance associated with inventory.

=  The automatic entries will carry forward directly to the SCO-547 and SCO-548

=  Form is only used when inventory values are in excess of $150 thousand. Funds with inventory below this threshold
are not required to record entries or complete this form.

SCO-578

The purpose of the Loans/Notes Receivable form is to summarize the detail of loans and notes receivable for each fund
at fiscal year-end.

= The form allows you to automatically post journal entries to record the balance of loans and notes receivable and
related allowance for uncollectibles at fiscal year end to the appropriate expenditure account and to record any
repayments of loans and notes receivable during the current fiscal year

= The automatic entries will carry forward directly to the SCO-547 and SCO-548

= Information to complete the form should be obtained from the loan/note payment schedule contained in the
loan/note agreement

Entering Information in Non-Shared Fund Package Forms

SCO-534

Initial Entry
1) Click one-time on the SCO-534 form node.
w Package-0708(NS)
» SCO510
SC0516
SCOS517

SC0530
SC0534
SC0544

& FAACAT

»
»
» 5C0529
»
»
>
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2) Review the SCO-534 form layout.
NOTE: The Main tab is displayed pre-populated with the appropriate amounts.

Comprehensive Annual Financial Reporting . Agency Number 406

scos STATE OF ILLINOIS Fund Number o708

Nonshared SAMS Funds Cash Reconciliation - COMPTROLLER Record Type Agency

7 SUSANA A MENDOZA

June 30, 2018

Number Report Aspect Ba'“{',gir""‘" Receipts  Disbursements Transfersin  Transfers-Out gg'g':f:ﬂﬁ{ m‘f
)

1-Fund Balance Per SAMS

1-1  Fund Balance Per SAMS

12 () & Fund Balancs Per The Statenide fing stem(SAMS) (B ) 5854 0 83 1680 1 7490
2-Adjustment To Fund Balance Per SAMS

2-1 Held SAMS Transfers In

21s &j a) Prior Year (By:Agency) -3360 0 0 3260 0 0

21k w b) Current Year (By:Agency) 0 0 0 0 0 0

3) Enter the appropriate number in the Receipts column for Cash on Hand and Cash in Transit.
3-Activity during the period not recorded in SAMS

31 Cash On Hand

21a € a) Prior Year (By:Agency) 0 0

3.1 w b) Current Year (By:Agency) 55 55

32 Cash In Transit
32a &9 a) Prior Year (By:Agency) 0 0

32b &9 b) Current Year (By:Agency) 105 105

4) Click one time on the Save Form icon on the horizontal ribbon.
]

Save Form

5) Click one time on the OK button.

=

6) Review the “Cash on deposit with the State Treasurer” per Agency Records values in the Grand Total row.

7) Click one time on the Agency Records tab.

[

8) Compare the values in the Amounts Per SAMS to the Agency Records columns.
NOTE: The Target Total is the amount to which you are reconciling.
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Aocount Account Description AMOUMS PET agency Records  Difference
RECEIPTS
431 @ Licenses and Fees (By:Agency) 0 0 [1}
441 w Other Revenues (By:Agency) 0 0 [1}
578 w Capital Lease and Installment Purchase Acquisitions (By:Agency) 0 0 0
Cumulative S
Agency 0 s o o
Records d e
Target Total : 160 &
Add
DISBURSEMENTS
10 ﬁ:} Employment and Economic Development (By:Agency) 83 83 1]
520 ﬁ:} General Government (By:Agency) o 1] 1]
540 ﬁ:} Debt Service-Principal (By:Agency) ] a 0
545 ﬁ:} Debt Service-Inierest (By:Agency) ] a 0
550 @ Capital Outlay (By:Agency) 0 1] 0
Cumulative e
Agency 83| 3 83 ¢ 0
Records d e
Target Total : 83 &
Add
TRANSFERS IN
565 ﬁ:" Transfers-In (By:Agency) -1680 -1680 (1]
Cumulative SnpEszsaTse
Agency -1680| & -1680 | 2 0
Records o 3
Target Total : 5040 &
Add
TRANSFERS OUT
570 1) Transfers-Out (By:Agency) 1 1 0
CitiiiGig gapzrastasazva
Agency 108 1) o
Records s 3
Target Total : 18
Add

9) Based upon your records, change amounts in the Agency Records column to reach the Target Total.
NOTE: Receipts and Transfers in should be entered as a credit (“-“) balance. Disbursements and Transfers Out should
be entered as a debit (“+”) balance.
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?‘mﬁ: Account Description Arll(;:twt'sSPer Agency Records  Difference
RECEIPTS
431 ey Licenses and Fees (By:Agency) 0 -160 -160
441 w Other Revenues (By:Agency) 0 0 1]
578 @ Capital Lease and Instalment Purchase Acquisifions (By:Agency) 0 V] 0
Ciliiative SRR
Agency 0. : -160
Records H s
Target Total E 160 &
DISBURSEMENTS
510 /) Employment and Economic Development (By:Agency) 83 83 0
520 w General Government (By:Agency) 0 0 (1]
540 @_’) Debt Service-Principal (By:Agency) 0 0 o
545 /) Debt Senice-Interest (By-Agency) 0 0 0
550 /) Capital Outiay (By:Agency) 0 0 0
RN T
Agency 83 & 23y 0
Records H i
Target Total 83
TRANSFERS IN
585 w Transfers-In (By:Agency) -1680 -5040 -3360
Cumulative H
Agency -1680/ & 3360
Records o
Target Total E 5040 &
Add
TRANSFERS OUT
570 t’) Transfers-Out (By:Agency) 1 1 (1]
Cumulative SR
Agency 18 1) 0
Records 3 =
Target Total : 1
Add

10) Click one time on the Save Form icon on the horizontal ribbon.

ZE

Save Form

11) Click one time on the OK button.

2

12) Click one time on the Publish Agency Records icon on the horizontal ribbon. This will post your changes to the SCO-
516 and SCO-517 Trial Balance forms.

%
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13) Click one time on the OK button.

=

Review Posted SCO-534 Values on SCO-516
1) Click one time on the SCO-516 node.
¥ Package-0708(NS)
P SCO510
P SCO516

b SANS1T

2) Click one time on the Recalculate Trial Balances button. This will update the SCO-516, SCO-517 and SCO-530 for the
updated cash and fund balance amounts, as well as the receipt and disbursement amounts.

Fe

Recalculate Trial Balances

3) Click one time on the OK button.

o]

4) The SCO-516 is updated for the cash balance per the SCO-534. In addition, the ending fund balance from the prior
year is pushed forward to the current year.

Account Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis Prior Year GAAP Basis
0-1051101-Cash on it with State Treasurer (including intransit items]
7648 0 0 0 7648 2532
1-180\105-Cash and Cash Equivalents
7648 0 0 0 7648 2532
0-1801141-Due From Other Funds
0 0 0 0 0 3360
0-1801151-Prepaid Expenses
0 0 0 0 0
2-195180-Total Assels
7648 0 0 0 7648 5892
3-01195-Total Assets and Deferred Outflows of Resources
7648 0 0 0 7648 5892
0-3501310-Fund Balance Reserved for Encumbrances
0 0 0 0 0 0
0-3501340-Unassigned Fund Balance
(5888) 0 0 0 (5888) [}
0-3501344-Committed Fund Balance
0 0 0 0 (5888)
1-3601350-Total Fund Net Position
(5888) 0 0 [} (5888) (5888)
4.01360-Total Liabilities, Deferred Inflows of Resources and Fund Equity
(5888) 0 0 0 (5888) (5892)

Review Posted SC0O-534 Values on SCO-517
1) Click one time on the SCO-517 node.
¥ Package-0708(NS)
» SCOS10
b SCOS516
» SCO517
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2) The receipt and disbursement balance(s) per the SCO-534 have been posted to the Agency Records column on the
SCO-517.
NOTE: Verify that the Transfers In, Disbursements, and Transfers Out per the SCO-534 have been posted to the
Agency Records column.

Account Agency Records Prior Year GAAP Adjustment Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis
0-435431-Licenses and Fees
(160) 0 0 0 0 (160)
1-582435-Licenses and Fees, Net
(160) 0 0 0 0 (160)
0-449\441-Other Ry
0 0 0 0 0 0
1-582\449-Other Revenues, Net
0 0 0 0 0 0
0-582\565-Transfers-In
{5040) (3360) 0 0 0 (1680)
0-582\578-Capital Lease and Installment Purchase Acquisitions
0 0 0 0 0 0
2.0\582-Total
(5200) (3360) 0 0 0 (1840)
0-5861510-Employment and Economic Development
83 4 0 0 0 79
0-5861520-General Government
0 0 0 0 0 0
0-5861540-Debt Service-Principal
0 0 L] 0 0 0
0-5861545-Debt Service-Interest
0 0 0 0 0 0
0-5861550-Capital Outlay
0 0 0 0 0 0
0-586\570-Transfers-Out
1 0 0 0 0 1
1-0\586-Total itures
84 4 0 0 0 80

Completing the Closing Entry via the SC0O-529 Form
1) Click one time on the SCO-529 node.

v Package-0708[NS)
P SCO510
P SCOS16
P SCOS517
» SCO529

2) Review the SCO-529 form.

Closing Entry Has Not Been Calculated Yet. Click on the "Calculate Closing Entry” Button On The Toolbar To Post The Closing Entry

3) Click one time on the Calculate Closing Entry icon on the horizontal ribbon to calculate the closing entry.

@

Fung calc
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4) Click one time on the OK button.

o]

5) This screen will display the closing entry for the package.

Account Name Amount
ﬁ:,j Beginning Balance July 1 (By:Agency) -5888
€2 Revenues (By:Agency) 1240
ﬁ:,j Expenses-Expenditure (By:Agency) &80
Ending Fund Balance June 30 -7648

6) Click one time on the Fund Package node.

F rOuROYT WWws i)

¥ Package-0708(NS)
» SCO510
P SCO516
b SCO517
» SCOS529

7) The screen will display summary totals, and indicate if your GAAP package is in balance. If the GAAP package is not
in balance, you will need to ensure that the receipts, disbursements, transfers-in, and transfers-out per the Grand
total on the SCO-534 agree to the SCO-517 revenues and expenditures in the Agency Records column.

lllinois Standardbred Breeders Fund{0708)
Current Custodian Entity: Agency-Open
Viewed Statistics Record Type Is (Agency)

ency Prior Year

Agency Comptroller Auditor CurmrentYear Prior Year

SEEL_THETLS Reg:gs:s.ms fgﬂ; Adjust Adjust Adjust GAAP Basis GAAD Basis
1 (V) Asset 0 0 0 7643 5892
2 (L] Liability 0 0 0 0 -4
3 (\} Fund Equity -1760 0 0 7648 5388
4 (T} Revenue 5200 -3360 0 0 0 -1840 -1680
5 ] Expendilure 84 4 0 0 0 80 65

Sum Assets Sum Liabilities Sum Fund Equity
7648 0 -T648
Fund Is Balanced

8) Click one time on the SCO-516 Node
¥ Package-0708(NS)
P SCO510

b SCO516

Once the closing entry is posted to the SCO-516 Trial Balance form, the Total Assets will equal the Total Liabilities
plus the Fund Equity.
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Account Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis
3-01195-Total Assets and Deferred Outflows of Resources
7648 0 0 0 7648
4-0\360-Total Liabilities, Deferred Inflows of Resources and Fund Equity
(5888) (1760) 0 0 (7648)

SCO-544
To provide a detailed explanation of the SCO-553 - Government-Wide Adjustments and Fund Balance to Net Position
Reconciliation, record the following adjusting journal entries using the SCO-544 form.

1) Click one time on the SCO-544 form node.

¥ Package-0708(NS)
» SCO510

» SCO516
P SCO517
b SCO529
P SCOS530
P SCO534
P SCO544

2) Click one time on the Miscellaneous Adjusting Journal Entries tab.

3) Click one time on the Miscellaneous Adjusting Journal Entry Worksheet Add (paper icon on the horizontal ribbon).
B

Manage Journal Eh

4) Type the appropriate description in the Create Miscellaneous Journal Entry dialog box.

Create Miscellaneous Journal Entry
Journal Entry Worksheet Type
Statement Type Accounts on Different Statements

Worksheet Description

To record receivables balance

Please Provide All Required Information. You Can Select An Applicable Title From The
3 List Or Type-In Your Own Title 3

Cancel
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5) Click one time on the OK button.

6) Ensure that you see the Created Journal Entry DRAFT informative message.

Informative Message

Message Code: 0

Created Journal Entry DRAFT

7) Review the blank journal entry template.

Journal Entry Management: SCO544 Worksheet (1) I A {gb
2019-04-16 13:53:36.103-Elizabeth, Johnson(ioc)
“This worksheet journal entry has not been published. Once you have c and reviewed this Jjournal entry, you must publish the entry using the button above.

To record receivables balance

A““;‘:I’”b;‘ Account Description Debit Credit
0 ( 0)
AddAccount || ViewHistory || AddNote  |£)

8) Click one time on the Add Account button.

[ Add Account ]
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10) Select the appropriate accounts from the Accounts drop down box. Note that you are able to select more than one

account at a time by holdlng down the control key when selecting accounts

Add Agency Fund Account Combination

Accounts

103-Petty Cash{Asset)

107-Secunties Lending Collateral Equity with State Treasurer{Asset)
109-Investments(Asset)

110-Unamortized Premiums (Discounts) on Investments{Asset)
1134 . Long-Term{Asset)

114-Unamortized Premiums (Discounts) on Investments, Long-Term{Asset)

117-Taxes Recevable{Asset)
118-Allowance for Uncollectible Taxes{Asset)
121-Interest and Penalties Receivable on Taxes(Asset)

122-Allowance for Uncollectible Interest and Penalties on Taxes(Asset
126-Due From Other Government-Federal{Assat

127-Due From Other Governments-Local{Asset)

128-Allowance for Uncollectible Due From Other Governments(Asset)
135-Other Receivables{Asset)

136-All for Uncollectible Other R bles{Asset)

Add Agency Fund Account Combination

Accounts

1412-Refunds and Credit Memoranda - Public Utility Taxes(Revenue)
416-Motor Fuel Taxes(Revenue)
417-Refunds and Credit Memoranda - Motor Fuel Tax{Revenue)
|421-Other Taxes{Revenue)
422-Refunds and Credit M da - Other Taxes(R )
423-Riverboat Taxes{Revenue)

ledical F'rcmders A

427-Federal Caputal Granls(Revenue]

428-Federal General Grants(RmnueJ

429-Refunds and Credit M da-F I

431-Licenses and Fees{Revenus)

432-Refunds and Credit Memoranda - Licenses and Fees{Revenue)
440-Interest and Other Investment Income({Revenue)

|441-Other Revenues(Revenue)

442-Other Charges for Senices(Revenue)

'141-Due From Other Funds{Asset)

126,426

Choose Accounts). : : ) Choose Account(s). ) _
TO Choose Multiple Accounts,Hold Down The CTRL Key While Making Your Selection TO Choose Multiple Accounts,Hold Down The CTRL Key While Making Your Selection

[OK[QM] e

11) Click one time on the OK button.

12) Enter the appropriate amounts in the Debit and Credit columns.

Journal Entry Hana_gmeni:é(::om Worksheet (1) f"l %

2019-04-16 13:54: ﬂ.ﬁﬁ'{m Johnson{ioc)
This worksheet journal entry has not been published. Once you have completed and reviewed this worksheet journal entry, you must publish the entry using the button above.

To record receivables balance

Account ot i i
Num Account Description Debit Credit
126 Due From Other Government-Federal 500 Delete
426  Federal Operating Grants ( 500 ) Delete
500 ( 500 )
Add Account View History Add Nole Q

13) Click one time on the Save Form icon on the horizontal ribbon.

=

Save Form

14) Click one time on the OK button.

Informative Message

Draft journal entry successfully saved

[ox ]
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15) Click one time on the cog wheel icon to publish the entry.
Journal Entry Management: SCO644 Worksheet (1)
This worksheef journal entry has not been published. Once you have

To record receivables balance

Account e
Rinier Account Description

126  Due From Other Govemnment-Federal
426  Federal Operaling Grants

| AddAccount || ViewHistory || AddNote  |[E))

16) Click one time on the Publish Draft Journal button

['Pubiis-h Draft Journal

17) Note the entry has now been published.

1 G
2019-04-16 13:55:07.257-Elizabeth, Johnson(ioc)
This Worksheet Has Been Published

500

500

L G

2019-04-16 13:54:40.493-Elizabeth, Johnson(ioc)

Jjoumal entry, you must publish the entry using the button

Credit

a10)

500)

18) Using the steps 2-17 identified above, add a second journal entry to record Unavailable Revenue on the receivable

amount.

Journal Entry Management:SCO544 Worksheet (2)

To record unavailable revenue

ﬁﬁc"ui';"rl Account Description
220  Unavailable Revenue - DIR
426 Federal Operafing Grants

AddAccount || ViewHistory || AddNote  |€)

400

400

(

-

2019-04-16 13:57:01.527-Elizabeth, Johnson(ioc)
This Worksheet Has Been Published

Credit

)
400)

19) Review the SCO-516, SCO-517, and SCO-530 after clicking on the Recalculate Trial Balance tab to see that the

entries have properly carried forward to the trial balance.

20) Click on the SCO-529 to recalculate the closing entry after all journal entries have been recorded.

21) Review the SCO-516 to verify whether the fund balance is appropriately classified.

0-350\340-Unassigned Fund Balance

(5888) (1780) 0 ﬂ (7648) 0
0-3501344-Cc i Fund Balance
0 0 0 -] (5359)
1-3601350-Total Fund Equity/Net Position
(5888) (1760) 0 (7648) (5888)

22) Using the Miscellaneous Reclassifying Journal Entry tab on the SCO-544 form node, click one time on the

Miscellaneous Reclassifying Journal Entry Worksheet Add (duplicate paper) icon on the horizontal ribbon.
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(Note: refer to the Shared Fund Package Forms training section for detailed instructions on how to add a
Miscellaneous Reclassifying Journal Entry.)

B Fe
Al C OSSR S
/ Miscellaneous Reclassifying Journal Entry Worksheet

Add

23) Type the appropriate description in the Create Miscellaneous Journal Entry dialog box. Click on the OK button.

Create Miscellaneous Journal Entry

Journal Entry Worksheet Type

Statement Type Accounts on The Same Statement

Worksheet Description

To reclassify package fund balance per the GASB 54 analysis

Please Provide All Required Information. You Can Select An Applicable Title From The 3
List Or Type-In Your Own Title

B RN SRR R SRR NSRS FE RN NSRRI SRR R RS SRR
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24) Add the appropriate Fund Equity Accounts to reclassify the fund balance to the appropriate account. Click the OK
button.

Add Agency Fund Account Combination

Accounts

333-Restricted Net Assets, Municipal Lending.(Fund Equity)
335-Net Investment in Capital Assets{Fund Equity)
336-Restricted Net Assets, Debt Senice{Fund Equity)
337-Restricted Net Assets, Capital Projects(Fund Equity)

d Net Assets, Nonexpendable Purposes(Fund E

344-Committed Fund Balance(Fund Equit

347-Restricted Fund Balance{Fund Equity

360-Total Liabilities, Deferred Inflows of Resources and Fund Equity(Fund Equity)
401-ncome Taxes(Revenue)

402-Refunds and Credit Memoranda(Revenue)

406-Sales Taxes(Revenue)

407-Refunds and Credit Memoranda(Revenue)

411-Public Utility Taxes{Revenue)

412-Refunds and Credit Memoranda - Public Utility Taxes({Revenue)

Choose Account(s).
TO Choose Multiple Accounts,Hold Down The CTRL Key While Making Your Selection

(oK ] [ Cancel |

25) Select the appropriate Debit and Credit boxes in order to reclassify the fund balance from Unassigned Fund Balance
to Restricted Fund Balance and enter the fund balance amount (Refer to the SCO-516 for the appropriate amounts).

Journal Entry Management:SC0O544 Worksheet (1) | 0 @0

2019-04-16 14:11:14.723-Elizabeth, Johnson(ioc)
This worksheet journal entry has not been published. Once you have and revis this journal entry, you must publish the entry using the button above.

To reclassify package fund balance per the GASB 54 analysis

Account P ” A
s Account Description Debit Credit
340  Unassigned Fund Balance 7748
347 Restricted Fund Balance ( 7748)
7748 [ 7748)
| AddAccount || ViewHistory || AddNote  |€D)

26) Click on the SAVE Form Icon on the horizontal ribbon. Click one time on the OK button. Click on the Cog Wheel icon
to publish the entry. Click one time on the Publish Draft Journal button and note the entry has been published.

Journal Entry Management: SCO544 Worksheet (1) ' 1 (©N
2019-04-16 14:11:36.78-Elizabeth, Johnson(ioc)
This Warkshest Has Been Published
To reclassify package fund balance per the GASB 54 analysis

Account

et Account Descripfion Debit Credit
340 Unassigned Fund Balance 7748
347 Restricted Fund Balance ( 7748)
7748 [ 7748)
Add Account || ViewHistory || AddNote [

27) Review the SCO-516 and SCO-530 after clicking on the Recalculate Trial Balance tab to see that the fund balance is

now properly classified as Restricted. (Note: To better facilitate the completion of the SCO-553 form, for the
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example, the 10C has classified the fund balance to Restricted. Typically, the fund balance classification will stay the
same year over year.)

0-3501340-Unassigned Fund Balance

(5888) 5888 0 ] 0 0

0-3501344-Committed Fund

0 0 0 0 0 (5888)

0-3500347 -Restricted Fund Balance
0 (7748) 0 0 (7748) 0

SCO-551

1) Click one time on the SCO-551 form node.
¥ Package-0708(NS)

» SCO510
b SCO516
p SCO517
» SCO529
» SCO530
b SCO534
b SCO544
» SCO547
b SCO548
» SCO549
» SCO551
b SCO553

2) Enter the net receivable balance reported on the June 30, 20XX “Quarterly Summary of Accounts Receivable C-97
Report, if applicable. (Note the error message at the top of the form. This will appear until the amounts per the
reconciliation at the top of the form agree to the balances per the trial balance at the bottom of the form.)

For this example, assume the C-97 form had a net receivable balance of $0. The GAAP Package Journal entry to
record Federal Receivables was based on an analysis of Federal expenditures and receipts. The receivable
amount will be added to the SCO-551 form through an addition.

3) Click one time on the Add button.

4) Add a detailed description of the adjustment and the amount.
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Add Item:SCO551 Al

To record Federal receivables
ITEM DESCRIPTION

o)

5) Click one time on the OK button.

[ OK ] [ Cancel J

6) Review the form to ensure all receivables have been recorded and the total calculated receivables agree to agency

records. If complete, agency will no longer receive an error message at the top of the form.

TOTAL
(Nearest
Thousands)
Total Net Receivables as reported on June 30, 2018 s0
"Quarterly Si y Accounts Receivable”, C-97
Add:
1 Accrued interest reporied by Treasurer 50
Other:(Explain)
1. To record Federal Receivables $500
Add
Total additions: $500
Subtract:
1. Due from Other Funds Amount 50
2. Due From Primary Government Amount 50
3 Due from Component Units Amount 50
Other:(Explain)
Add
Total subtractions: S0
Total calculated receivables (should agree to trial balance): 5500
Account
No. Account Name
125 Taxes Receivable, Net
130 Interg tal Receivables, Net

140  Other Receivables, Net

154 Loans and Notes Receivable, Net

157 Loans and Notes Receivable, Net Long-Term
161 Restricted Assets-Other Receivables, Current

163 Restricted Assets-Loans and Notes Receivable, Net, Current
166  Restricted Assets-Loans and Notes Receivable, Long-Term
Total Receivable Amounts from WEDGE Trial Balance

SCO-553
1) Click one time on the SCO-553 Form node.
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¥ Package-0708(NS)
» SCO510
P SCOS516
p SCO517
» SCO52%9
» SCO530
b SCO534
b SCO544
P SCOS547
b SCO548
P SCO549
» SCO551
P SCO553

- ~rAacre

2) Review the SCO-553 form layout. Note: the error message indicates at least one government-wide adjusting journal
entry needs to be completed due to the credit to account 220 recorded using form SCO-544 above as well as the total
net position per the reconciliation at the bottom of the form does not agree to the net position per the breakdown by
classification. Both items must be resolved in order to complete the package.

Error: Total debits do not agree to total credits in the government-wide adjusting entry 1.
Error: Total Net Position per the reconciliation does nol agree to Tolal Net Position per the detail breakdown by classification.

The entries listed below rep the Wide adjusting joumnal entries that need to be posted by the Comptroller's Office at the Government-Wide level. (Entries do not impact the GAAP Package)
1 To reverse unavailable revenue entry made for modified accrual basis of ing not ing the availability criteria)
Account Number Debit Credit
220 5400
/ e o0
\* Above totals are not equal
: Add Revenue Account

2 To record prepaid expense at June 30,
Account Number Debit Credit
151 $0
Total: 50 50
[ Add Expense Account
[ Ao New Entry

Fund Equity to Net Position Reconciliation

Fund Equity (Deficit) 57748
Adjustments from above
Unavailable revenues 400
Prepaid expenses 30
Other 50

%;;g Total net positions are not equal.
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Net position classification
Please provide the breakdown of net position in the following categories necessary for disclosure.
Unrestricted 50
(if fund equity is committed, assigned, or unassigned, then net position should be classified as unrestricted)
Restricted by enabling legislation:
Capital projects 0 L
v
; ~
Debt service $0 v
Other 50 A
v
Restricted externally/third party
Capital projects 50 &
v
Debt service 50 2
V)
Other 50 )
v
Permanent endowments:
~
Nonexpendable 30
o
~
N
~
Expendable 50 v
~
V]

Tott Nt Poston ——

3) Click one time on the Add Revenue Account button to complete the Government-Wide Adjusting Journal entry.

Account Number Debit Credit
220 $400
Total: $400 $0

\ra\-f Above totals are not equal

[ Add Revenue Account | <
4) Select the appropriate revenue account in the Add Agency Fund Account Combination dialog box. Note: Revenue
account(s) selected should agree to the account used in the adjusting journal entry recorded using the SCO-544 form.

Add Agency Fund Account Combination

Accounts

401-Income Taxes(Revenue)

402-Refunds and Credit Memoranda(Revenue)

406-Sales Taxes(Revenue)

407-Refunds and Credit Memoranda(Revenue)

411-Public Utility Taxes{Revenue)

412-Refunds and Credit Memoranda - Public Utility Taxes(Revenue)
416-Motor Fuel Taxes(Revenue)

417-Refunds and Credit Memoranda - Motor Fuel Tax{Revenue)
421-Other Taxes{Revenue)

422-Refunds and Credit Memoranda - Other Taxes(Revenue)
423-Riverboat Taxes(Revenue)

424-Medical F'ro\nders A nent Taxes(F

427-Federal Caprtal Grams(Revenue}
428-Federal General Grants(Revenue)

426

Choose an Account

[ oK | [ cancel
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5) Click one time on the OK button.

6) Enter the appropriate amount in the credit column

Account Number Debit Credit
220 5400

426 S0
Total: $400 , 50
\J¢ Above totals are not equal

[ Add Revenue Account |

Account Number Debit Credit
220 $400
426 $400
Total: $400 $400
| Add Revenue Account

7) Click one time on the Save Form icon on the horizontal ribbon.
-
Save Form
8) Click one time on the OK button.
oK |

9) Add information regarding the fund’s prepaid expenses as of June 30. Click one time on the Add Expense Account
button.

[ Add Expense Account 1

10) Select the appropriate expense account from the drop down menu
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Add Agency Fund Account Combination

Accounts

505-Education(Expenditure)

515-Health and Social Services(Expenditure)
520-General Government{Expenditure)
525-Transportation(Expenditure)

530-Public Protection and Justice(Expenditure)
535-Environmental and Business Regulation(Expenditure)
540-Debt Service-Principal(Expenditure)

545-Debt Service-Interest{Expenditure)

550-Capital Outlay(Expenditure)
552-Intergovernmental(Expenditure)

558-Excess Revenues / Other Sources(Revenue)
559-Deficiency Expenditures / Other Uses(Expenditure)
565-Transfers-In(Revenue)
570-Transfers-Out{Expenditure)

Choose an Account

11) Click one time on the OK button.

EEEEsEssEEEEsERSEEEEEREREEE

OK | [ Cancel |

12) Using the journal entry template provided on the form, enter the amount of prepaid expense as a debit and the
corresponding expense as a credit. Note, this entry will not impact the GAAP Package but is solely used for the
preparation of the Government-Wide statements.

2 To record prepaid expense at June 30,
Account Number Debit Credit
151 / 520
510
Total: $200 /

|uAdd Expense Account |
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13) Click one time on the Save Form icon on the horizontal ribbon.

-

Save Form

14) Review the Fund Equity to Net Position Reconciliation. Note: the applicable balances from the Government-Wide
adjusting journal entries above have been carried down to the reconciliation.

Fund Equity to Net Position Reconciliation

Fund Equity (Deficit) $7,748
Adjustments from above
Unavailable revenues $400
Prepaid expenses $200
Other $0
Total Net Position $8,348

15) Complete the bottom of the reconciliation form based on the fund equity classification on the SCO-516 to ensure
net positions are equal between the top and bottom of the form. (Note: if fund equity is committed, assigned, or
unassigned, the net position should be classified as unrestricted. Otherwise, the net position should be classified as
restricted).

Enter the Total Net Position amount using the appropriate classification.

Unrestricted

(if fund equity is commitied, assigned, or unassigned, then net position should be classified as unrestricted) 50

Restricted by enabling legisiation:

Capital projects 30

Debt service 30

£ 2<>

Other 58,348
: Please enter description _ /
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16) Enter a description of the enabling legislation in the dialog box. (Note: if Net Position has been classified as
restricted, a description is required for the respective field)

Restricted by enabling legislation:

Capital projects $0 :

- ~
Debt service $0 e
ot $8.348 30 ILCS 105/X.XX

17) Click one time on the Save Form icon on the horizontal ribbon.

=

Save Form

18) Click one time on the OK button.

19) Review the completed form, noting the error messages have been resolved and net position properly reconciles.

Government-Wide Adjustments
The entries listed below represent the Government-Wide adjusting journal enfries that need to be posted by the Comptroller's Office at the Government-Wide level. (Entries

do not impact the GAAP Package)
1 Toreverse unavailable revenue entry made for modified accrual basis of acc al not ing the ilability criteria)
Account Number Debit Credit
220 5400 S0
426 $0 $400
Total: 5400 3400

2 Torecord prepaid expense at June 30.

Account Number Debit Credit
151 $200 $0
510 $0 $200
Total: $200 $200
Add Expense Account

[ AddNewEnwy |
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Fund Equity to Net Position Reconciliation

Fund Equity (Deficit) $7,748
Adjustments from above
Unavailable revenues $400
Frepaid expenses $200
Other $0
Total Net Position $8,348
Net position classification
Please provide the breakdown of net position in the following categories necessary for disclosure.
Unrestricted
(if fund equity is ¢ ith igned, or ig then net position should be classified $0
as unrestricted)
Restricted by enabling legislation:
Capital projects 50 S
Debt service 50 5
hd
off $8,348 30 ILCS 105/X.XX
Restricted externally/third party
Capital projects 50 2
N ~
Debt service $0 v
el
Other s0 W
Permanent endowments:
Nonexpendable 50 C
~
W
~
Expendable 50 v
™
M
Total Net Position $8,348

Note: The remaining forms in a Non-Shared Package are the same as those in a Shared Fund Package, and may be
completed using the instructions for the Shared Fund Package.
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Non-Shared Agency Package Forms

The preparation of non-shared agency package forms is very similar to the preparation of non-shared fund
package forms.

SCO-510

The purpose of the Explanation of GAAP Account Changes is to identify and explain material changes in GAAP accounts
from the prior year to the current year. Material changes for statewide reporting purposes are determined by applying
two separate tests, as defined below. A change meeting either test is considered material and must be explained.

SCO-516

The purpose of the Non-shared SAMS Funds Trial Balance For Assets, Liabilities and Fund Equity is to provide a
worksheet for conversion of agency records to the GAAP basis.

=  Formis read-only

SCO-530

The purpose of the Account Summary Analysis Form is to summarize reclassifications by account number. This summary
allows for a smoother transition when posting reclassifications to the trial balance.

=  Formis read-only

SCO-534

The purpose of the Non-shared SAMS Funds Cash Reconciliation Form is to reconcile the fund balance per SAMS to the
balance of cash on deposit with the Treasurer per agency records, both at the beginning and end of the fiscal year. All
activities during the fiscal year which have not been recorded on SAMS must be identified on the SCO-534.

SCO-544

The purpose of the Miscellaneous Journal Entries Form is to post reclassifying journal entries that are not made by other
forms.

= Form is used to post reclassifying journal entries that are not made by other forms
= Entries on this form will automatically carry to the SCO-547
=  Should only be used when there is no way to use an automated journal entry from another package form

SCO-545

The purpose of the Trial Balance Entry Form is to post account balances, per agency records, that are not posted by
other forms.

SCO-547

The purpose of the Reclassifying Journal Entries is to provide a form to accumulate all reclassifying journal entries.

= Form is read only — this is a change from the previous system
=  Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form
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SCO-551

The purpose of the SAMS to GAAP Reconciliation — Accounts Receivable is to reconcile amounts reported in the
Quarterly Accounts Receivable Reports to the amounts reported in the GAAP trial balance.

=  Form reconciles receivables to quarterly accounts receivable reports
= Pensions, Universities and Component Units will continue to prepare the form manually

SCO-565

The purpose of the Interfund Payable/Receivable Analysis Form is to summarize the amounts owed and the amounts
receivable between funds of the State of lllinois financial reporting entity. In reporting these amounts, generally
accepted accounting principles require a distinction between due to/from other funds, due to/from primary
governments and due to/from component units.

= Form summarizes the detail of the amounts due to/from other funds and due to/from component units

SCO-567/568

The purpose of the Interfund Grantee/Grantor activity forms is to provide receivable and liability adjustments relating to
transactions with other State funds, to provide mandatory transfer documentation and to determine required
reclassification entries necessary to eliminate certain interfund activity.

=  Forms summarize grantee and grantor information relating to interfund transactions
=  Forms require the grantee to input data and the grantor to approve the transactions

SCO-576

The purpose of the Changes in Assets and Liabilities — Agency Funds form is to summarize the gross additions and
deletions to the balance sheet accounts for the current year.

=  Form summarizes the gross additions and deletions to balance sheet accounts for the current year.
=  Form also used to report amounts on hand due to other agency/funds at year end.

SCO-578

The purpose of the Loans/Notes Receivable form is to summarize the detail of loans and notes receivable for each fund
at fiscal year-end.

= The form allows you to automatically post journal entries to record the balance of loans and notes receivable and
related allowance for uncollectibles at fiscal year end to the appropriate expenditure account and to record any
repayments of loans and notes receivable during the current fiscal year

= Agency should use the SCO-545 Trial Balance Entry form to record the ending loan/notes receivable balance or the
SCO-544 Miscellaneous Journal Entry forms to record the loans/notes receivable activity.

= Information to complete the form should be obtained from the loan/note payment schedule contained in the
loan/note agreement
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Entering Information in Non-Shared Agency Package Forms

SCO-534

Initial Entry
1) Click one-time on the SCO-534 form node.
v Package-0097(NSA)
» SCO510
» SCO516
P SCO530
P SCOS34

2) Review the SCO-534 form layout.
NOTE: The Main tab is displayed pre-populated with the appropriate amounts.

Comprehensive Annual Financizl Reparting N Agency Number 432

SC0534 STATE OF H“]“H\U[S Fund Number 0097

Menshared SAMS Funds Cash Reconciliation ‘ COB{PTROLLER Record Type Agency

" 7 SUSANA A. MENDOZA

lune 30, 2018 y

Number Report Aspect B""'g‘j‘:r"“ﬂ’ Receipts  Disbursements Transfers-In  Transfers-Out %‘ﬂcmeﬁ$'$
l( 1

1-Fund Balance Per SAMS

1-1  Fund Balance Per SAMS

- Fund Balance Per The Statewide Accounting

11s €9 a) Management System(SAMS) (By:Agency) 2539 10053 9747 0 200 2645
2-Adjustment To Fund Balance Per SAMS

2-1 Held SAMS Transfers In

21.a &y a) Prior Year (By:Agency) 0 0 0 0 0 0

21b &y b) Current Year (By:Agency) 0 0 0 0 0 0

3) Enter the appropriate number in the Receipts column for Cash in Transit.

3-2 Cash In Transit
azs §) a) Prior Year (By:Agency) 18 18

azs €3 b) Cument Year (By:Agency) 35 5
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4) Click one time on the Save Form icon on the horizontal ribbon.

)

Save Form

5) Click one time on the OK button.

o]

6) Review the “Cash on deposit with the State Treasurer” per Agency Records values in the Grand Total row.

Grand Total

2557 L 10070

L 9747

) L 200

L 2680

7) If you click on the Agency Records tab, you will receive an error message.
NOTE: The Agency Records tab is not applicable for agency fund packages.

User Message
e ==
H :

8) Click one time on the Publish Agency Records icon on the horizontal ribbon. This will post your changes to the SCO-
516 Trial Balance form.

9) Click one time on the OK button.

o]
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Review Posted SC0O-534 Values on SCO-516
1) Click one time on the SCO-516 node.
: Package-0097(NSA)
P SCOS10
P SCOS16

2) Click one time on the Recalculate Trial Balances icon on the horizontal ribbon. This will update the amounts on the
SCO-516 Trial Balance form.

;_

FC

Recalculate Trial Balances

3) Click one time on the OK button.

4) The cash balance per the SCO-534 has been posted to the Agency Records column on the SCO-516.
NOTE: After you review this, you will need to balance the Agency Records column, using the SCO-545 form.

Account Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis Prior Year GAAP Basis
0-105\101-Cash on Deposit with State Treasurer (including intransit items)
2680 0 0 0 2680 2523

1-180\105-Cash and Cash Equivalents

2680 0 0 0 2680 2523

Balance Agency Records using the SCO-545
1) Click one time on the SCO-545 node.

¥ Package-0097(NSA)
» SCO510

» SCOS516

P SCOs530

b SCO534

b SCO544

P SCO545
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2) Review the layout of the SCO-545 form.

Comprehensive Annual Financizl Reporting

SCO5435

STATE OF ILLINOIS
COMPTROLLER

7 SUSANA A, MENDOZA

Proprietary and Locally Held Fund Trial Bzlance Entry

June 30, 2018

Agency Mumber 432

Fund Number 0057

Record Type Agency

Account

e Account Description

Asset

Amounts Per

SAMS Agency Records

Difference

Cumulative
Agency
Records

Add

Liability

Cumulative
Agency
Records

Fund Equity

TTTTITIT,

Cumulative
Agency
Records

| Add |

sssass

srrsessssssene

3) Add the appropriate asset and liability account(s), using the applicable agency record amount(s) from the SCO-534.

NOTE: This should offset the cash balance posted from your SCO-534.
IMPORTANT: All credit amounts must have negative signage.

Account Number Account Description Arms:nnt‘ssper Agency Records  Difference
Asset
117 @ Taxes Receivable (By:Agency) 0 420 420
118 @ Allowance for Uncollectible Taxes (By:Agency) 1] -175 -175
"I T 7 Y72 (T ETE]
Records o - wu o
| Add |
Liability
200 @ Due To Other Governments-Local (By:Agency) 0 2924 -2925
e a——y © BT -
Records o 295
| Add |

4) Click one time on the Save Form icon on the horizontal ribbon.

[l

Save Form
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5) Click one time on the OK button.

6) Click one time on the Publish Agency Records icon on the horizontal ribbon. This will post your changes to the SCO-
516 Trial Balance form.

©

7) Click one time on the OK button.

=

Review Posted SC0O-545 Values on SCO-516
1) Click one time on the SCO-516 node.
: Package-0097(NSA)
» SCO510
» SCO516

2) Click one time on the Recalculate Trial Balances icon on the horizontal ribbon. This will update the amounts on the
SCO-516 Trial Balance form.
[

=

Recalculate Trial Balances

3) The total assets and liabilities in the Agency Records column will now display the proper balance.
NOTE: ALL other adjustments can now be made as reclassifying entries on the SCO-544 form.
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4)

Account Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis Prior Year GAAP Basis
0-105\101-Cash on it with State Treasurer (including intransit items
2680 0 0 0 2680 2523
1-180\105-Cash and Cash Equivalents
2680 0 0 0 2680 2523
0-125\117-Taxes Receivable
420 0 0 0 420 580
0-125\118-Allowance for Uncollectible Taxes
(175) 0 0 0 (175) (372)
1-180\125-Taxes Receivable, Net
245 0 0 0 245 208
2-195\180-Total Assets
2925 0 0 0 2925 2731
3-01195-Total Assets and Deferred Outflows of Resources
2925 0 0 0 2925 2731
0-2101209-Due To Other Governments-Local
(2925) 0 0 0 (2925) (2731)
1-2901210-Intergovernmental Payables
(2925) 0 0 0 (2925) (2731)
0-2901215-Due to Other Funds
0 0 0 0 0 0
2-295\290-Total Liabilities
(2925) 0 0 0 (2925) (2731)
3-3601295-Total Liabilities and Deferred Inflows of Resources
(2925) 0 0 0 (2925) (2731)
0-350\340-Unassigned Fund Balance
0 0 0 0 0 0
1-360\350-Total Fund Equity/Net Position
0 0 0 0 0 0
4.0\360-Total Liabilities, Deferred Inflows of Resources and Fund Equity
(2925) 0 0 0 (2925) (2731)

Click one time on the Fund Package node.

* Package-0037(N5A)
» SCOS10

* SCO516
¥ SCO530
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5) The screen will display summary totals, and indicate if your GAAP package is in balance. If the GAAP package is not
in balance, you will need to ensure that the assets and liabilities on the SCO-516 Agency Records column are equal.

Home Rule Municipal Soft Drink Retailers' Occupation Tax Fund(00497)
Current Custodian Entity: Agency-Open
Viewed Statistics Record Type Is (Agency)
Agency Prior Year

Account Type Records/SAMS
Balances Adjust

1 (L) Asset 0 0 0
€)  Labiity 0 0 0
€)  FundEquity 0 0 0

Sum Assets Sum Liabilities Sum Fund Equity
2925 -2925 0

I Fund Is Balanced '

SC0-576
1) Click one time on the SCO-576 node.

¥ Package-0097(NSA)
b SCO510

SCO516
SC0520
SC0534
SCO544
SC0545

SCO551
SCO565
SCO567
SCO568
SCO576

»
»
»
»
»
b SCO547
>
»
»
»
»
P Scos78

GAAP Agency Comptroller Auditor Current Year Prior Year
Adjust Adjust Adjust GAAP Basis GAAP Basis

2731
273
0

2) Note the error messages at the top of the form. These messages will appear until the form is completed and the

ending balances on the form agree to the balances on the trial balance.
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3)

4)

5)

6)

Comprehensive Annual Financiz| Reporting Agency Mumber 432

STATE OF ILLH\'D[S Fund Number 0037
CO:“[PTROLLER Record Type Agency

" SUSANA A. MENDOZA

SC0378

Changes in Assets and Lizbilities Agency Funds

June 30, 2018

Acocount Balance At Balance At
Number Account Description June 30, Additions Deletions June 30,
Prior Year Current Year

L T O T L e T T T A R L]

Errer: The ending balance for alc's 101, 125, 210 does not agree to the trial balance.

LR R R R R R R R R R R e e R R R e R R e R R R R R R R R R R R R R R R e e e e e e R S R S R R R SR R R R R R R RN R R ]

The ending balance for total assets does not agree to alc 195 on the trial balance.

LR R R R R R R R R R R R R e R R R e R R R R R R R R R R R R R R R R R R e e e e R R S R S R R R SR R R R R R RN R R ]

The ending balance for total liabilities does not agree to ac 295 on the trial balance.

L T T T T L N R I T I IR T

Enter the additions and deletions to cash for a/c 101. The amounts should be reconciled to the SCO534 receipts and
disbursements.

101 @ Cash on Depaosit with State Treasurer (including intransit items) 52,523 $10,104 59,047 32,630

Click one time on the Save Form icon on the horizontal ribbon.
[ ]

Save Form

Click one time on the OK button.

Note that the error message no longer includes a/c 101

Error: The ending balance for alc's 125, 210 does not agree to the trial balance.

R R R R R R R R R R R R RN R R R R R R R R R R R R R R R R R R R RN R R RN AR R AR R R R R R R R R R R R R R R R R R R R R EERRRERRRE

.
.
&
.
.
-
"
"
-
-
-
.
¥
®

FEmssrassnsEEEE
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7) Enter the appropriate additions and deletions for the remaining accounts.

101

102

103

107

116

125

205

210

216

224

278

8) Click one time on the Save Form icon on the horizontal ribbon.

Save Form

O

G G G C

G

Cash on Deposit with State Treasurer (including infransit

Locally-held Gash and Cash Equivalents

Petty Cazh

Securities Lending Collateral Equity with State Treasurer

Investmients, Total

Taxes Receivable, Met

Total Assets

Liabilities

Mcoount Payable and Accrued Liabillties

Intergovernmental Payables

Due to Component Units

Obligatiens Under Securities Lending of State Treasurer

Other Obligations, Current

Total Liabilities

9) Click one time on the OK button.

itemns)
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$2.523

30

30

30

0

5208

5273

30

271

30

30

52,731

F10.104

30

30

30

30

F10,141

$20,245

10

10,141

0

30

50

$10,141

30,847

30

30

30

30

$10,104

520,051

0

50,047

50

30

50

$9,947

52,680

50

50

50

10

3245

52,925

50

$2,925

50

50

50

$2,925
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Reporting Assets related to amounts on hand and due to other funds
1) Click one time on the SCO-576 node.
W Package-0088(NSA)

P SCO510
SCO516
SCO520
SCO524
SCO544
SCO545
SCO547
SCO551
SCO565
SCO567
SCO568

v Vv Vv Vv Vv Vv Vv Vv Vv wv ¥

SCO576

2) Scroll to the bottom of the form, and click on the “Add” button.

Assets related to amounts on hand due to other funds at June 30, 2016:
In the space provided below, please provide details regarding the amounts on hand at year end (cash, investments, receivables, etc.)
that are due to other State funds, as these assets should be reported in the applicable State funds.

Balance At
Agency Fund Account Account Description June 30,
Current Year

Add =

3) Select the Agency/Fund Combination of entity that is owed at year end. Select the appropriate asset account that
will be liquidated.

Select Agency Fund Combination

Agency |[492-Revenue v| 492 |

func_ |[0001 v 0001 ]

m eposit with State Treasurer (including intransit items)}{Asset 101

I oo

Add a new SCO5T6 Cash on Hand Entry

I

L N RN R R R SRR S PR YRR RN
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4) Enter the amount owed at year end.

Assets related to amounts on hand due to other funds at June 30, 2018:
In the space provided below, please provide details regarding the amounts on hand at vear end (cash, investments, recetvables, efc.)
that are due to other State funds, as these assets should be reported in the applicable State funds.

Balance At
Agency Fund ﬁm"‘_':::t Account Description June 30,
LSS Current Year
492 0001 101 itt:ealfg)m Deposit with State Treasurer (including intransit 575

| A |

5) Click one time on the Save Form icon on the horizontal ribbon.

ﬂ
Save Form

6) Click one time on the OK button.

=
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Locally Held Fund Package Forms

SCO-510

The purpose of the Explanation of GAAP Account Changes is to identify and explain material changes in GAAP accounts
from the prior year to the current year. Material changes for statewide reporting purposes are determined by applying
two separate tests, as defined below. A change meeting either test is considered material and must be explained.

SCO0-521

The purpose of the Locally Held Funds Trial Balance For Assets, Liabilities and Fund Equity is to provide a worksheet for
conversion of agency records to the GAAP basis.

=  Formis read-only

SCO-522

The purpose of the Locally Held Funds Trial Balance for Revenues and Expenditures is to provide a worksheet for
conversion of agency records to the GAAP basis.

=  Formis read-only

SCO-529

The purpose of the Fund Equity Reconciliation is to demonstrate the closing out of the operating statement to the equity
section of the balance sheet.

SCO-530

The purpose of the Account Summary Analysis Form is to summarize adjustments and/or reclassifications by account
number. This summary allows for a smoother transition when posting adjustments and/or reclassifications to the trial
balance.

=  Formis read-only

SCO-544

The purpose of the Miscellaneous Journal Entries Form is to post reclassifying and adjusting journal entries that are not
made by other forms.

= Form is used to post reclassifying and adjusting journal entries that are not made by other forms
= Entries on this form will automatically carry to the SCO-547 and SCO-548
= Should only be used when there is no way to use an automated journal entry from another package form

SCO-545

The purpose of the Trial Balance Entry Form is to post account balances, per agency records, that are not posted by
other forms.

SCO-547

The purpose of the Reclassifying Journal Entries is to provide a form to accumulate all reclassifying journal entries.

= Formis read only — this is a change from the previous system

=  Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form
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SCO-548

The purpose of the Adjusting Journal Entries is to provide a form to accumulate all adjusting journal entries.

= Formis read only — this is a change from the previous system
=  Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form

SCO-549

The purpose of the Summary of Liabilities Form is to assist agencies in determining and documenting a fund’s liabilities
and related accrued expenditures for GAAP reporting.

= Form summarizes liabilities
= Form allows an agency to post an automatic journal entry to post liabilities

SCO-551

The purpose of the SAMS to GAAP Reconciliation — Accounts Receivable is to reconcile amounts reported in the
Quarterly Accounts Receivable Reports to the amounts reported in the GAAP trial balance.

= Form reconciles receivables to quarterly accounts receivable reports
= Pensions, Universities and Component Units will continue to prepare the form manually

SCO-553

The purpose of the Government-Wide Adjustments and Fund Balance to Net Position Reconciliation is to provide a form
to accumulate all adjustments which need to be made to governmental funds to convert from modified accrual
accounting to full accrual accounting (entries are not made to the trial balance of the GAAP package) and to assist the
I0C in converting fund balances in governmental funds to net position for full accrual accounting.

= New form in WEDGE for FY 15
=  Form combines the detail from the previous manual SCO 546 and SCO 553 forms into one form.
= Adjustments are generally limited to 2 types of entries:
- Reversal of unavailable revenue
- Recording of prepaid expenses
= Net position must be properly classified (restricted/unrestricted) for reporting in the Government-Wide Statements

SCO-565

The purpose of the Interfund Payable/Receivable Analysis Form is to summarize the amounts owed and the amounts
receivable between funds of the State of lllinois financial reporting entity. In reporting these amounts, generally
accepted accounting principles require a distinction between due to/from other funds, due to/from primary
governments and due to/from component units.

= Form summarizes the detail of the amounts due to/from other funds and due to/from component units

SC0-567/568

The purpose of the Interfund Grantee/Grantor activity forms is to provide receivable and liability adjustments relating to
transactions with other State funds, to provide mandatory transfer documentation and to determine required
reclassification entries necessary to eliminate certain interfund activity.
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=  Forms summarize grantee and grantor information relating to interfund transactions
= Forms require the grantee to input data and the grantor to approve the transactions

SCO-577

The purpose of the Inventory analysis form is to determine the value of the fund’s total inventory at fiscal year end.

= This form allows you to automatically post journal entries to record inventory on the trial balance and reclassify the
portion of fund balance associated with inventory

= The automatic entries will carry forward directly to the SCO-547 and SCO-548

*  Form is only used when inventory values are in excess of $150 thousand. Funds with inventory below this threshold
are not required to record entries or complete this form

SCO-578

The purpose of the Loans/Notes Receivable form is to summarize the detail of loans and notes receivable for each fund
at fiscal year-end.

= The form allows you to automatically post journal entries to record the balance of loans and notes receivable and
related allowance for uncollectibles at fiscal year end to the appropriate expenditure account and to record any
repayments of loans and notes receivable during the current fiscal year

= Agency should use the SCO-545 Trial Balance Entry form to record the ending loan/notes receivable balance or the
SCO-544 Miscellaneous Journal Entry forms to record the loans/notes receivable activity.

= |nformation to complete the form should be obtained from the loan/note payment schedule contained in the
loan/note agreement

Entering Information in Locally Held Package Forms

Post Agency Records using the SCO-545

1) Click one time on the SCO-545 node.
¥ Package-1113(L)

P SCOS510
SC0521
5C0522

»
»
» SCO529
» SCO530
» SCO0544
P SCO545

2) Add the appropriate account(s), using the applicable agency record amount(s).
NOTE: There are five categories; ensure that you select the appropriate account number(s) for the categories
utilized.
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102-Locally-held Cash and Cash Equivalents{Asset)

103-Petty Cash(Asset)

107-Securities Lending Collateral Equity with State Treasurer(Asset)
109-Investments{Asset)

110-Unamortized Premiums (Discounts) on Investments(Asset)
113-Investments, Long-Term{Asset)
114-Unamortized Premiums (Discounts) on |
117-Taxes Receivable(Asset)

118-Allowance for Uncollectible Taxes(Asset)

121-Interest and Penalties Receivable on Taxes{Asset)

122-Allowance for Uncollectible Interest and Penalties on Taxes(Asset)
126-Due From Other Government-Federal(Asset)

127-Due From Other Governments-Local(Asset)

128-Allowance for Uncollectible Due From Other Govemments(Asset)

B

Msnage

, Long-Ti

(Asset)

o 135-Other Receivables{Asset)
136-Allowance for Uncollectible Other Receivables(Asset)
139-Intergovernmental and Other Receivables(Asset)
et 141-Due From Other Funds(Asset)

144-Due From Component Units(Asset)
147-Due From Primary Government(Asset)
148-Unamortized Bond Issuance Costs, Current{Asset)

149-U ed Bond | Costs, Long-Term(Asset)
150-Inventories(Asset)

151-Prepaid Exp Asset)

152-Loans and Notes Receivable(Asset)

| 153-Allowance for Uncollectible Loans and Notes Receivable(Asset)

155-Loans and Notes Receivable, Long-Term{Asset)

156-Allowance for Uncollectible Loans and Notes Receivable, Long-Term(Asset)
159-Restricted Assets-Cash and Cash Equivalents, Current{Asset)
160-Restricted Assets-imvestments, Current(Asset)
102-Locally-held Cash and Cash Equivalents{Asset)

| gL

|lund Equity Reconciliati
|

2

Tl
3) Add the appropriate balances for each account number. IMPORTANT: All credit amounts must have negative
signage.
Account Number Account Description msmp“ Agency Records  Difference
Asset
102 @ Locally-held Cash and Cash Equivalents (By:Agency) 0 295
Cumulatve Agency oI
| Add |
Liability
e
Records
| Add
Fund Equity
347 ﬁ? Restricted Fund Balance (By:Agency) 0 -235
Cumatve Agency 0 BT —

assssssssssass
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Revenue
431 &_Vj Licenses and Fees (By:Agency)
441 w Other Revenues (By:Agency)
Cumulative Agency
s
| Add |

Expenditure

416

-95

511

535 w Environmental and Business Regulation (By:Agency)

Cumulative Agency
Records

Add |

4) Click one time on the Save Form icon on the horizontal ribbon.

m
Save Form

5) Click one time on the OK button.

o]

6) Click one time on the Publish Agency Records icon on the horizontal ribbon. This will update the amounts on the

SCO-521 and SCO-522 Trial Balance forms.

8

7) Click one time on the OK button.

o

Review Posted SCO-545 Values on SCO-521
1) Click one time on the SCO-521 node.

¥ rFolRdyeTiligiL)

¥ Package-1113(L)
b SCO510
P SCO521

[ i aal bl
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2)

3)

4)

5)

Prior to recalculating the trial balance form, the Agency Records column will show no balances.

Comprehensive Annuzl Financial Reporting Ag
STATE OF ILLINOIS -
Loczlly Held Funds Trizl Balznce for Assets, Lisbilities, and Fund CD}"{[PTROLLER Re

Equity

" SUSANA A, MENDOZA

June 30, 2018
Account Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis
D-105\102-Locally-held Cash and Cash Equivalents.
0 0 0 0 0
1-1800105-Cash and Cash Equivalents
0 0 0 0 0
D-1800141-Due From Other Funds
0 0 0 0 0
2-1951180-Total Assets
0 0 0 0 0
3-0095-Total Assets and Deferred Outflows of Resources
0 0 0 0 0
D-2900205-Account Payable and Accrued Liabilities
0 0 0 0 0
1-295\290-Total Liabilities
0 0 0 0 0

2-3601295-Total Liabilities and Deferred Inflows of Resources

Click one time on the Recalculate Trial Balances icon on the horizontal ribbon.

£
=

Recalculate Trial Balances

Click one time on the OK button.

Loy

The totals in the Agency Records column will now display the proper balance.
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Account Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis Prior Year GAAP Basis
0-1051102-Locally-held Cash and Cash Equivalents
295 0 0 0 295 235
1-1801105-Cash and Cash Equivalents
295 0 0 0 295 235
0-180\141-Due From Other Funds
0 0 0 0 0 0
2-195\180-Total Assets
295 0 0 0 295 235
3-01195-Total Assets and Deferred Outflows of Resources
295 0 0 0 295 235
0-290'205-Account Payable and Accrued Liabilities
0 0 0 0 0 0
1-295\290-Total Liabilities
0 0 0 0 0 0
2-3601295-Total Liabilities and Deferred Inflows of Resources
0 0 0 0 0 0
0-350\340-Unassigned Fund Balance
0 0 0 0 0 0
0-350\347-Restricted Fund Balance
(235) 0 0 0 (235) (235)
1-360\350-Total Fund Equity/Net Position
(235) 0 0 0 (235) (235)
3-01360-Total Liabilities, Deferred Inflows of Resources and Fund Equity
(235) 0 0 0 (235) (235)

Review the SCO-522
1) Click one time on the SCO-522 node.
¥ Package-1113(L)
P SCOS510
» SCOS21
» SC0522
» SCOS529
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2) The revenues and expenditures per the SCO-545 have been posted to the Agency Records column on the SCO-522.
Account Agency Records Prior Year GAAP Adjustment Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis  Prior Year GAAP Basis

0-435431-Licenses and Fees
(416) 0 0 0 0 (416) (277)
0-435\432-Refunds and Credit Memoranda - Licenses and Fees
0 0 0 0 0 0 2
1-582\435-Licenses and Fees, Net
(4186) 0 0 0 0 (4186) (275)
0-582\440-Interest and Other Investment Income
0 0 0 0 0 0 0
0-449\441-Other Revenues
(95) 0 0 0 0 (95) (73)
0-449\445-Refunds and Credit Memoranda - Other Revenues
0 0 0 0 0 0 0
1-582\449-Other Revenues, Net
(95) 0 0 0 0 (95) (73)
0-582\565-Transfers-In
0 0 0 0 0 0 0
2-0\582-Total Revenues
(511) 0 0 0 0 (511) (348)
0-586\535-Environmental and Business Regulation
451 0 0 0 0 451 495
1-0\586-Total Expenditures
451 0 0 0 0 451 495

Completing the Closing Entry via the SC0O-529 Form

1) Click one time on the SCO-529 node.
¥ Package-1113(L)

b SCOS510
b SCOS21
» SC0522
» SCO529

2) Click one time on the Calculate Closing Entry icon on the horizontal ribbon to calculate the closing entry.

@

F”'“I Calc

3) Click one time on the OK button.

4) The closing entry will be displayed, as well as the ending fund balance.

Page 117 of 136



WEDGE 3.0 Training

Account Name Amount
@ Beqginning Balance July 1 (By:Agency) -235
€ Revenues (By:Agency) 511
) Expenses-Expenditure (By:Agency) 451
Ending Fund Balance June 30 -295

5) Click one time on the Fund package node.
¥ Package-1113(L)
P SCO510
P SCOS521

6) The screen will indicate that the fund is in balance. (Once the fund is in balance, you may post any additional
reclassifying or adjusting journal entries.)

Illinois Colt Stakes/Championship Purse Fund(1113)
Current Custodian Entity: Agency-Open

Viewed Statistics Record Type s (Agency)

Agency Prior Year 0 )
Comptroller Auditor Current Year Prior Year
Account Type Records/SAMS GAAP  Agency ) : 2 r

Halnbices Adjust Adjust Adjust Adjust GAAP Basis GAAP Basis
1 @ Asset 0 0 295 235
2 €9  Liabiity 0 0 0 0
3 €9  Fund Equity 60 0 0 295 235
4 Q_t; Revenue 511 0 0 511 -348
5 @_\9 Expenditure 451 0 0 451 495

Sum Assets Sum Liabilities Sum Fund Equity
2095 0 -295

Fund Is Balanced
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Locally Held Agency Package Forms

SCO-510

The purpose of the Explanation of GAAP Account Changes is to identify and explain material changes in GAAP accounts
from the prior year to the current year. Material changes for statewide reporting purposes are determined by applying
two separate tests, as defined below. A change meeting either test is considered material and must be explained.

SCO0-521

The purpose of the Locally Held Funds Trial Balance For Assets, Liabilities and Fund Equity is to provide a worksheet for
conversion of agency records to the GAAP basis.

=  Formis read-only

SCO-530

The purpose of the Account Summary Analysis Form is to summarize reclassifications by account number. This summary
allows for a smoother transition when posting reclassifications to the trial balance.

=  Formis read-only

SCO-544

The purpose of the Miscellaneous Journal Entries Form is to post reclassifying journal entries that are not made by other

forms.

= Form is used to post reclassifying journal entries that are not made by other forms
=  Entries on this form will automatically carry to the SCO-547
=  Should only be used when there is no way to use an automated journal entry from another package form

SCO-545

The purpose of the Trial Balance Entry Form is to post account balances, per agency records, that are not posted by

other forms.

SCO-547

The purpose of the Reclassifying Journal Entries is to provide a form to accumulate all reclassifying journal entries.

=  Form is read only — this is a change from the previous system
=  Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form

SCO-551

The purpose of the SAMS to GAAP Reconciliation — Accounts Receivable is to reconcile amounts reported in the
Quarterly Accounts Receivable Reports to the amounts reported in the GAAP trial balance.

= Form reconciles receivables to quarterly accounts receivable reports
= Pensions, Universities and Component Units will continue to prepare the form manually
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SCO-565

The purpose of the Interfund Payable/Receivable Analysis Form is to summarize the amounts owed and the amounts
receivable between funds of the State of lllinois financial reporting entity. In reporting these amounts, generally
accepted accounting principles require a distinction between due to/from other funds, due to/from primary
governments and due to/from component units.

= Form summarizes the detail of the amounts due to/from other funds and due to/from component units

SC0-567/568

The purpose of the Interfund Grantee/Grantor activity forms is to provide receivable and liability adjustments relating to
transactions with other State funds, to provide mandatory transfer documentation and to determine required
reclassification entries necessary to eliminate certain interfund activity.

=  Forms summarize grantee and grantor information relating to interfund transactions
= Forms require the grantee to input data and the grantor to approve the transactions

SCO-576

The purpose of the Changes in Assets and Liabilities — Agency Funds form is to summarize the gross additions and
deletions to the balance sheet accounts for the current year.

= Form summarizes the gross additions and deletions to balance sheet accounts for the current year.
=  Form also used to report amounts on hand due to other agency/funds at year end.

SCO-578

The purpose of the Loans/Notes Receivable form is to summarize the detail of loans and notes receivable for each fund
at fiscal year-end.

= The form allows you to automatically post journal entries to record the balance of loans and notes receivable and
related allowance for uncollectibles at fiscal year end to the appropriate expenditure account and to record any
repayments of loans and notes receivable during the current fiscal year

= Agency should use the SCO-545 Trial Balance Entry form to record the ending loan/notes receivable balance or the
SCO-544 Miscellaneous Journal Entry forms to record the loans/notes receivable activity.

= Information to complete the form should be obtained from the loan/note payment schedule contained in the
loan/note agreement
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Entering Information in Locally Held Agency Package Forms

Post Agency Records using the SCO-545

1)

2)

3)

4)

5)

6)

Cﬁ( one time on the SCO-545 node.
¥ Package-1115(LA

P scos10
P scosz21
} SCO530
) SCO544
>

SCO545

Add the appropriate account(s), using the applicable agency record amount(s).
NOTE: Only use the asset and liability categories; ensure that you select the appropriate account number(s) for the
categories utilized.

Then add the agency balances for the applicable accounts.
IMPORTANT: All credit amounts must have negative signage.

Account Number Account Description i SM: "“Sm Agency Records Difference
Asset
102 €2 Lecally-held Cash and Cash Eguivalants (By:Agency) | Dee
Cumulative Agency
Records
L aw ]
Liability
w Account Payable snd Accrued Lisbilities (By:Agency) | Dek
Cumulative Agency
Records

Click one time on the Save Form icon on the horizontal ribbon.

m
Save Form

Click one time on the OK button.

o]

Click one time on the Publish Agency Records icon on the horizontal ribbon. This will update the amounts on the
SCO-521 Trial Balance form.

8

Click one time on the OK button.

o
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Review Posted SCO-545 Values on SCO-521

1) Click one time on the SCO-521 node.
* Package-1115(LA]

P SCO510
4 SC{‘HEEI

2) Prior to recalculating the trial balance form, the total liabilities in the Agency Records column will be zero.

Account Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis Prior Year GAAP Basis
0-1051102-Locally-held Cash and Cash Equivalents
0 0 0 0 0 0
1-1951105-Cash and Cash Equivalents
0 0 0 0 0 0

3) Click one time on the Recalculate Trial Balances icon on the horizontal ribbon.

F

o

Recalculate Trial Balances

4) Click one time on the OK button.

5) The total in the Agency Records column will now display the proper balance. Note that total assets should equal
total liabilities for Locally Held Agency Funds. NOTE: ALL other adjustments can now be made as reclassifying
entries on the SCO-544 form.

Account Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis

0-1051102-Locally-held Cash and Cash Equivalents

1000 0 0 0 1000
1-1951105-Cash and Cash Equivalents

1000 0 0 0 1000
2-0\195-Total Assets

1000 0 1] 0 1000
0-295205-Account Payable and Accrued Liabilities

(1000) 0 0 0 (1000)

0-2951278-Other Obligations, Current
0 0 0 0 0

1-360\295-Total Liabilities
(1000) 0 0 0 (1000)

6) Complete the SCO-576 form, similar to the example for a NSA package.
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Proprietary Fund Package Forms

SCO-510

The purpose of the Explanation of GAAP Account Changes is to identify and explain material changes in GAAP accounts
from the prior year to the current year. Material changes for statewide reporting purposes are determined by applying
two separate tests, as defined below. A change meeting either test is considered material and must be explained.

SCO-526

The purpose of the Proprietary Funds Trial Balance For Assets, Liabilities and Net Assets is to provide a worksheet for
conversion of agency records to the GAAP basis.

=  Formis read-only

SCO-527

The purpose of the Proprietary Funds Trial Balance for Revenues and Expenses is to provide a worksheet for conversion
of agency records to the GAAP basis.

=  Formis read-only

SCO-529

The purpose of the Fund Equity Reconciliation is to demonstrate the closing out of the operating statement to the equity
section of the balance sheet.

SCO-530

The purpose of the Account Summary Analysis Form is to summarize adjustments and/or reclassifications by account
number. This summary allows for a smoother transition when posting adjustments and/or reclassifications to the trial
balance.

=  Formis read-only

SCO-534

The purpose of the Non-shared SAMS Funds Cash Reconciliation Form is to reconcile the fund balance per SAMS to the
balance of cash on deposit with the Treasurer per agency records, both at the beginning and end of the fiscal year. All
activities during the fiscal year which have not been recorded on SAMS must be identified on the SCO-534.

SCO-538P

The purpose of the Capital Asset Summary — Proprietary Funds is to ensure all capital assets of State agencies are
reported in the State of lllinois’” GAAP financial statements.

SCO-544

The purpose of the Miscellaneous Journal Entries Form is to post reclassifying and adjusting journal entries that are not
made by other forms.

=  Form is used to post reclassifying and adjusting journal entries that are not made by other forms
=  Entries on this form will automatically carry to the SCO-547 and SCO-548
=  Should only be used when there is no way to use an automated journal entry from another package form
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SCO-545

The purpose of the Trial Balance Entry Form is to post account balances, per agency records, that are not posted by

other forms.

SCO-547

The purpose of the Reclassifying Journal Entries is to provide a form to accumulate all reclassifying journal entries.

= Form is read only — this is a change from the previous system
= Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form

SCO-548

The purpose of the Adjusting Journal Entries is to provide a form to accumulate all adjusting journal entries.

= Formis read only — this is a change from the previous system
= Form is populated with entries posted on other forms, including the SCO-544 Miscellaneous Journal Entries form

SCO-551

The purpose of the SAMS to GAAP Reconciliation — Accounts Receivable is to reconcile amounts reported in the
Quarterly Accounts Receivable Reports to the amounts reported in the GAAP trial balance.

= Form reconciles receivables to quarterly accounts receivable reports
= Pensions, Universities and Component Units will continue to prepare the form manually

SCO-552

The purpose of the Internal Service Fund Billing Form is to collect interfund activity information required to be reported
on the government-wide financial statements. The form is only required for GAAP Packages of funds classified as
internal service funds by the I0C.

SCO-565

The purpose of the Interfund Payable/Receivable Analysis Form is to summarize the amounts owed and the amounts
receivable between funds of the State of lllinois financial reporting entity. In reporting these amounts, generally
accepted accounting principles require a distinction between due to/from other funds, due to/from primary
governments and due to/from component units.

= Form summarizes the detail of the amounts due to/from other funds and due to/from component units

SC0-567/568

The purpose of the Interfund Grantee/Grantor activity forms is to provide receivable and liability adjustments relating to
transactions with other State funds, to provide mandatory transfer documentation and to determine required
reclassification entries necessary to eliminate certain interfund activity.

=  Forms summarize grantee and grantor information relating to interfund transactions
=  Forms require the grantee to input data and the grantor to approve the transactions

SCO-578

The purpose of the Loans/Notes Receivable form is to summarize the detail of loans and notes receivable for each fund

at fiscal year-end.
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= The form allows you to automatically post journal entries to record the balance of loans and notes receivable and
related allowance for uncollectibles at fiscal year end to the appropriate expenditure account and to record any
repayments of loans and notes receivable during the current fiscal year

= Agency should use the SCO-545 Trial Balance Entry form to record the ending loan/notes receivable balance or the
SCO-544 Miscellaneous Journal Entry forms to record the loans/notes receivable activity.

= Information to complete the form should be obtained from the loan/note payment schedule contained in the
loan/note agreement

Proprietary Fund Packages can be prepared in 1 of 2 ways:

e User can enter the cash basis revenues and expenses using the SCO-534, and once the package has been
balanced, entries are posted to record all accruals. Preparation is identical to the preparation of a Non-shared
package.

e User can enter the accrual basis revenues and expenses, using a combination of the SCO-534 and SCO-545. In
this instance, the user should enter the accrual basis revenues and expenses on Agency Records tab. Cash, Net
Assets, Revenues and Expenses will all be populated from the SCO-534. Any other account not populated by the
SCO-534 should then be populated using the SCO-545. Note: Users should not attempt to populate an account
using both forms, as they will overlay one balance over the other (balances will not be added together).

Entering Information in Proprietary Fund GAAP Packages

SCO-538P - Capital Asset Summary - Proprietary Funds
1) Click one time on the SCO-538P form.

¥ 416-Central Management Services

w Administration

¥ Annual Reporting

» Fiscal Year 2011
Fiscal Year 2012
Fiscal Year 2013
Fiscal Year 2014
Fiscal Year 2015
Fiscal Year 2016
Fiscal Year 2017
Fiscal Year 2018
w Records Center

{d vy vy vvww

¥ Agency Wide Forms
b SCO538

» SCO580
Package-0001(S)
Package-0011(5)
Package-0141(5)
Package-0193(P)
Package-0202(NSA)
Package-0203(FID)
Package-0234(NSA)
w Package-0303(P)

v v wvTwvwvwew

SC0510
SC0526
500527
500529
SCO330
SC0524
SC0538p

Cw w W T W v w
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2) Scroll down on the form to the questions regarding Disposition of Capital Assets, Impairment of Capital Assets and
Service Concession Arrangements. Answer each question as applicable to your agency. If any of the responses are a

“YES” response, email supporting documentation to the Office of the Comptroller with the submission of the SCO-
538 form.

Disposition of Capital Assets

Were there any proceeds on the disposition of capital assets greater than $1 million? LNQ v

If yes, please submit a summary of the proceeds from the sale of capital assets, and a related calculation of the gain or loss on the sale, to the Financial Reporting Department of the Office of the Comptroller.

Impairment of Capital Assets
Were there any impairments on capital assets with a carrying value of greater than $10 million? |NO v
If yes, please submit a calculation of impai loss and applicable disclosures to the Financial Reporting Department of the Office of the Comptroller.

Service Concession Arrangements
Did the agency enter into any Service C: ion Arrang ts as defined by GASB 60
that resulted in revenues in excess of $1 million?

If yes, please submit supporting doc ion for the arrang ), including contract agreement(s).

Page 126 of 136



WEDGE 3.0 Training

3) Enter the amount of additions, deletions, and transfers to the Capital Assets not being depreciated/amortized and
Capital Assets being depreciated/amortized sections of the form.

Comprehensive Annual Financial Reporting y Agency Mumber 415
SCO538P STATE OF ILLINOIS Fund Nurmber 0303
Capital Asset Summary - Proprietary Funds CO.\'{PTROLLER Record Type Agency
SUSANA A, MENDOZA
June 30, 2018
Capital Asset Summary
Nearest Thousand
Balance at Balance at
June 30, Additions Deletions Net Transfers June 30,
Prior Year Current Year
Capital Assets not being depreciated/amortized:
Land and Land Improvements 50 50 50 50 50
Nondepreciable Historical Treasures and Works of Art 50 0 50 50 50
Construction in Progress 50 100 50 -850 550
Internally Generated Intangible Assets in Development 30 50 30 50 50
Easements/Rights of Way/\Water-Timber-Mineral Rights 50 50 50 50 50
Other Intangible Assets:
50 0 50 80 50
Other (provide description):
50 50 50 50 50
Total Capital Assets not being depreciated/amortized 50 5100 50 -850 $50
Capital Assets being depreciated/amortized:
Site Improvements $0 30 S0 $0 50
Buildings and Building Improvements s0 50 S0 50 50
Capital Leases-Buildings $0 30 S0 S0 $0
Equipment 0 $4,802 LTk $1,554 $5,645
Capital Leases-Equipment 0 50 S0 $0 50
Infrastructure $0 $0 S0 $0 50
Depreciable Historical Treasures and Works of Art $0 50 $0 $0 50
Non-Internally Generated Software $0 30 $0 $0 50
Internally Generated Software $0 30 $0 $0 $0
Easements/Rights of Way/Water-Timber-Mineral Rights 0 30 s0 s0 30
Other (provide description):
$0 30 $0 $0 50
Other (provide description):
$0 30 $0 $0 30
Total Capital Assets being depreciated/amortized $0 $4,802 T $1,554 $5,645
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4) Enter the amount of additions, deletions, and transfers to the Less Accumulated Depreciation/Amortization section
of the form.

Less A d Dep! for:
Site Improvements $0 50 50 $0 50
gs and Bullding Imp 50 50 50 50 50
Capilal Leases-Buildings 50 $0 50 $0 50
Equipment 50 54,178 5688 $1,469 $4.950
Capital Leases-Equipment s0 50 S0 s0 50
Infrastructure $0 $0 $0 $0 50
Depreciable Historical Treasures and Works of At s0 50 S0 S0 50
Non 50 30 50 $0 50
Internally Generated Software $0 $0 50 $0 30
ghts of Way Timber-Mineral Rights 50 50 s0 $0 50

Other (provide description
{pe pllon) 50 50 50 $0 50
ther wvide descripll

Siec (provide description) 50 s0 50 $0 50
Total A Dep $0 $4,178 $688 $1,469 $4,959
Total Capital Assets being depreciated, net 50 $624 523 $85 5686
Capital Assets, Net $0 §724 523 $35 $736

Explanations: (please provide explana for any negs entered above)

5) Click one time on the Save Form icon on the horizontal ribbon.

Save Form

6) Click one time on the OK button.

7) Note the messages now at the top of the form. These messages will appear until the form is completed and the
ending balances on the form agree to the balances on the trial balance.

Comprehensive Annual Financial Reporting Agency Number 416

SCO538P STATE OF lLLIP‘D[S Fund Mumber 0303
Capitl Asse Sursmary - Propreary Funds COMPTROLLER Record Typs  Agency
SUSANA A. MENDOZA

June 30, 2018

Total Capital Assets not being depreciated/amortized per the SC0538 does not agree to amount per the trial balance.

IIIIIIIIIIIIIIIIIIIIIIIllllllllllllllllllIIIIIIIIIIIIIIIIIIIIIIIIIIIlIllllllllllllllllllIIIIIIIIIIIIIIIIIIIIIIIIIIlllllllllllllllllllllll
Total Capital Assets being depreciated/amortized per the SC0538 does not agree to amount per the trial balance.

. .

i||||uuuuuu|uuunnnnlnnnn||||||||nuuuuluuuuunnlnnlnnlnl||||||||u|uuuuuuunnnnnnnnnnuu
B Total A Depreciati tization per the SCO538 does not agree to amount per the trial balance.

Capital Asset Summary

Nearest Thousand
Balance at Balance at
June 30, Additions Deletions Net Transfers June 30,
Prior Year Current Year
Capital Assets not being depreciated/amortized:
Land and Land Improvements 30 50 §0 $0 50
Mondepreciable Historical Treasures and Works of Art 30 J0 30 $0 50
Construction in Progress 30 $100 30 -850 $50
Aeccate in N «n Tn n Tn a«n
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8) Click on the SAMS to GAAP Reconciliation tab. The purpose of this tab is to reconcile the State Property reported
on the C-15 submitted to the Office of the Comptroller as of June 30 to the Total Capital Assets per the Capital Asset
Summary Tab. Note: this information was previously reported using the SCO-537 manual form.

9) Enter the Total State Property from the Amount Reportable Column per the “Agency Report of State Property,” C-15

.
-----------------------------------------------------------------------------------------------------------------------------------------

SAMS to GAAP Reconciliation
MNearest
Thousand
Total State Property from the Amount Reportable Column %6.075
per "Agency Report of State Property, " C-15 '
Add amounts not included on submitted C-15
1 | Accounts Payable at June 30, Current Year for Capital Assets not included above 30
2 Infrastructure 50
3 | Historical Treasures and Works of Art 50
4  Leasehold Improvements ]
5 | Intangible Assets 30
Others
53 0
Others
7 0
Others
8 50
Total Additions 0
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10) Enter any additions or subtractions necessary to reconcile to the Total Capital Assets per Capital Asset Summary.
Note: The Accumulated Depreciation at June 30, Current Year field is automatically populated from the Capital Asset

Summary tab of the form.

SAMS to GAAP Reconciliation
Total State Property from the Amount Reportable Column
per "Agency Report of State Property, ™ C-15

Add amounts not included on submitted C-15
1 Accounts Payable at June 30, Current Year for Capital Assets not included above

2 | Infrastructure
3 Historical Treasures and Works of Art
4  Leasehold Improvements
5 |Intangible Asseis
Others
Others
Others
Total Additions
Subtract:

1 Assets below Capitalization Threshold

2 | Accumulated Depreciation at June 30, Current Year

Others
3

Others

Others

Total Subtractions

Total Capital Assets per Capital Asset Summary

11) Click one-time on the Save Form icon on the horizontal ribbon.

-

Save Form
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Balance Agency Records using the SCO-545

1) Click one time on the SCO-545 node.
v Package-0303(p)

SCO510

SCO526

SC0527

SC0529

SCO530

SCO534

SCO538P

SC0544

v v w w w w v wv w

2) Add the appropriate account(s), using the applicable agency record amount(s).
NOTE: There are five categories; ensure that you select the appropriate account number(s) for the categories

utilized.

. |149-Unamortized Bond Insurance Costs, Long-Term{Asset) _

il 150-Inventories{Asset) Al o= o |
151-Prepaid Expenses(Asset)
152-Loans and Motes Receivable(Asset) i

153-Allowance for Uncollectible Loans and Motes Receivable(Asset)

- |155-Loans and MNotes Receivable, Long-Term(Asset) .

[]156-Allowance for Uncollectible Loans and Notes Receivable, Long-Term(Asset) -

159-Restricted Assets-Cash and Cash Equivalents, Current{Asset)

160-Restricted Assets-Investments, Current{Asset)

1161—Restn'ded Assets-Other Receivables, Current{Asset)
162-Restricted Assets-Due From Other Funds, Current(Asset)
163-Restricted Assets-Loans and Notes Receivable, Net, Current(Asset)

| 164-Restricted Assets-Cash and Cash Equivalents, Long-Term(Asset)

165-Restricted Assets-Investments, Long-Term({Asset)

166-Restricted Assets-Loans and Notes Receivable, Long

167-Capital Assets, Not Being Depreciated{Asset

168-Capital Assets, Being Depreciated(Asset)

169-Accumulated Depreciation(Asset)

171-Restricted Assets, Cash equity with State Treasurer(Asset)

172-Derivative Instrument - Asset(Asset)

175-Other Assets, Current{Asset)

176-Other Assets, Long-Term(Asset) :

181-Deferred Outflow of Resources - Accumulated Decrease in FV of Derivatives(Asset) S

"1182-Unamoriized Deferred Amounts on Bond Refundings - DOR(Asset)

183-Unamortized Deferred Amounts on Certificates Refunding - DOR(Asset)

m 184-Deferred Outflows of Resources - Intra-Entity Transfers of Future Revenues{Asset)

185-Deferred Outflows of Resources - Pensions(Asset)

'+ |205-Account Payable and Accrued Liabilities(Liability)

1208-Due To Other Government-Federal(Liability) W

209-Due To Other Governments-Local(Liability)

-Term({Asset

.
.
.
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3) Add the appropriate balances for each account number. IMPORTANT: All credit amounts must have negative
signage.

Comprahensive Annual Financial Reporting Agency Number 416

SCO545 STATE OF ILLINOIS Fund Mumber 0303
Proprietary and Locally Held Fund Trial Balance Entry =h COMPTROLLER Record Type Agency
7 SUSANA A. MENDOZA
Jurne 30, 2018
. Amounts Per -
Account Number Account Description SAMS Agency Records  Difference
Asset
167 w Capital Assets, Not Being Depreciated (By:Agency) 0 50 50
168 € Capital Assets, Being Depreciated (By:Agency) 0 5645 5645
169 €2 Accumulated Depreciation (By:Agency) 0 -4959 -4959
Cumulative Agency o ey
Records d . e
| Add |

4) Click one time on the Save Form icon on the horizontal ribbon.

ﬂ
Save Form

5) Click one time on the OK button.

o]

6) Click one time on the Publish Agency Records icon on the horizontal ribbon. This will update the amounts on the
SCO-526 and SCO-527 Trial Balance forms.

8

7) Click one time on the OK button.

=

Review Posted SCO-545 Values on SCO-526

8) Click one time on the SCO-526 node. Prior to recalculating the trial balance form, the Agency Records column will
show no balances.
w Package-0303(P)
SCO0510
SCOS526
SCOS527
SC0529

L4 v v v W

arnsIn
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9) Click one time on the Recalculate Trial Balances icon on the horizontal ribbon.

E_
FC

Recalculate Trial Balances

10) Click one time on the OK button.

Loy

11) The totals in the Agency Records column will now display the proper balance.

Comprehensive Annual Financial Reporting } Agency Number 415
SCO526 STATE OF lLleO[S Fund Number 0303
Proprietary Funds Trial Balance for Assats, Liabilities and Net COMPTROLLER Record Typa Agency
Assets 4
7 SUSANA A MENDOZA
June 20, 2018
Account  Agency Records Agency Adjust Comptroller Adjust Auditor Adjust Current Year GAAP Basis Prior Year GAAP Basis
0-1701167-Capital Assets, Not Being Depreciated
50 0 0 0 50 0
0-170\168-Capital Assets, Being Depreciated
5645 0 0 0 5645 33549
0-1701169-Accumulated Depreciation
(4959) 0 0 0 (4959) (25640)
1-1801170-Total Capital Assets
736 0 0 0 736 7909

12) Review the SCO-538P form to ensure the error messages have now cleared.

Comprehensive Annual Financial Reporting . Agency Number 416
SCOS538P bTATE OE ILLH\OIS Fund Mumber 0302
Capital Assat Summary - Proprietary Funds CO}APTROLLER Record Type Agency
SUSANA A, MENDOZA
Jume 30, 2018
Capital Asset Summary
Nearest Thousand
Balance at Balance at
June 30, Additions Deletions Net Transfers June 30,
Prior Year Current Year
Capital Assets not being depreciatedfamortized:
Land and Land Improvements 30 50 50 50 30
Nondepreciable Historical Treasures and Works of Art 30 50 50 50 50

Construction in Progress 30 $100 50 -850 $50
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SCO-552 - Internal Service Fund Billing

1) Click one-time on the SCO-552 form
¥ Package-0303(P)

SCO510

$CO526

SC0527

SC0529

SCO530

SC0534

SCOo538pP

SCO544

SC0545

SCO547

SC0548

SCO551

T v v v ¥ v v ¥ ¥ v wv wvw

SC0552
2) Click on the “Add Agency” button to add a primary government agency billed for services provided during the

current year.

Total Primary Government

Add Agency

Fedcca el Naealfa < 2

3) Select agency(s) from the drop-down list. If there is more than one agency, holding the Control Key while selecting
the agencies will allow for multiple agencies to be added at once.

Add Agency Fund Account Combination

215-Appellate Court District 1
225-Appellate Court District 2
235-Appellate Court District 3
245-Appellate Court District 4
255-Appellate Court District 5

285-Judicial Inquiry Board

290-Office of the State Appellate Defender

295-State’s Attorneys Appellate Prosecutor
1 Vemor

4) After selections are made, click “OK”.
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5)

6)

7)

When the informative message appears to indicate the agency(s) have been added, click “OK”.

Informative Message

210 Agency successfully added
310 Agency successfully added

340 Agency successfully added

Enter the amount billed for services provided during the current year to other primary government agencies.

Agency Billings in

Number Agsncy Name Nearest Thousand
Primary Government
101 General Assembly 500
103  Auditor General 0
201 Supreme Court 0
210  Supreme Court Historic Preservation Commission 0
285  Judidial Inquiry Board 1,000
295  State's Attorneys Appellate Proseculor 0
310  Govemor 0
340  Attormey General 0
ago Comntrallor 100
370  Treasurer 0
402 | Aging 0
406  Agriculture 0
416  Cenftral Management Services 0
418 | Children and Family Services ]
420  Commerce and Economic Opportunity ]
422 | Natural Resources 0
425  Juvenile Justice 0
426  Comections 0
427 | Employment Security 500

440 Financial and Professional Regulation

o

Note: the form must be saved after information is entered. If the user navigates away from the form without saving,
all entries will be lost.

Click on the “Add Agency” button to add an external party billed for services provided during the current year.
External parties include fiduciary funds, component units, universities and other entities.

Total External Parties

Add Agency
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8) Select agency(s) from the drop-down list. If there is more than one agency, holding the Control Key while selecting
the agencies will allow for multiple agencies to be added at once. Note: The form allows for the addition of Agency
999 - Other. (This Agency may be added more than once, if necessary.)

Add Agency Fund Account Combination

te Employees’ Retirement System
593-Teachers’ Retirement System ~
598-Upper llinois River Valley Development Authority

i,g\?-r\ﬁl.'fa?kf:ef ?eslfm_&_l Devulognt .n\uﬂ’mﬁ

612-Eastemn llinois University

616-Govemnors State University

620-Northeastern lllinois Universi

628-Westemn lllinois University
-0 State Universs

Y

644-Northern llinois University

664-Southem lllinois University

676-Unive of lllinois

693-State Universities Retirement System
ﬁQ?;IMSA Fund for Advancement of Education
999-Othe

608,636,999 i

Choose an Agency

oK | [ Cancel |

9) After selections are made, click “OK”.

10) When the informative message appears to indicate the agency(s) have been added, click “OK”".

Informative Message

608 Agency successfully added
636 Agency successfully added
999 Agency successfully added

[oK |

11) Enter the amount billed for services provided during the current year to external parties.

EXTErnai Parues (riauciary Tunas, COmponent unis,
universities, and other entities)

275 Judges Retirement System 500 Delete
589 | State Employees' Retirement System 0 Delete
593 | Teachers' Retirement System 600 Delete
608  Chicago State University 0 Delete
636 | llinois State University 0 Delete
999  Total of NG from Worksheet 0 Delete
999  Test Entry| 1,000 Delete
Total External Parties 2,100
[ Add Anencu |

Note: the form must be saved after information is entered. If the user navigates away from the form without saving,
all entries will be lost.

The 10C has not included detailed training on the remaining forms within the Proprietary Fund GAAP Packages in the
Basis GAAP Training for FY 2019. The remaining individual forms included in a Proprietary Fund WEDGE GAAP Package
are the same as those included in other GAAP Packages types. Agencies can refer to the other package types for

instructions on completing these forms. Any additional questions can be directed towards the Comptroller’s office.
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