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General Information

Forward

This user guide was written to provide assistance using CMT’s custom programs
developed to report the Financial Information Database (FID) to the State of Michigan.
Data submitted by school districts via the FID include information from districts’ annual
financial reports, balance sheets, revenues, district expenditures and school
expenditures. The FID process supports submission of school district financial data
using account codes compliant with the existing Michigan School Accounting Manual
Chart of Accounts. It is also important to note that this manual is to be used in
conjunction with the Michigan Department of Education’s current Financial Information
Database (FID) User’'s Guide. The purpose of CMT’s manual is to assist the user with
the implementation of CMT software, not to interpret the requirements of the State.

Limitation of Liability

Computer Management Technologies, Inc. provides this publication “AS 1S” without
warranty of any kind, either expressed or implied, including but not limited to, the
implied warranties of merchantability or fithess for a particular purpose. Some states do
not allow a disclaimer of expressed or implied warranties in certain transactions;
therefore, this statement may not be applicable to you.

While every precaution has been taken in the preparation of this manual, CMT assumes
no responsibility for errors or omissions or for damages resulting from the use of the
information contained herein. Changes are periodically made to the information; and
these changes are incorporated in new editions of the manual. Computer Management
Technologies, Inc. may make improvements and/or changes in the product(s) or
program(s) described in this manual at any time. Characters, products and companies
are fictitious, and any similarity to actual persons, business establishments or events is
purely coincidental.

In no event will Computer Management Technologies, Inc. or its developers be liable to
you for any incidental, consequential, or indirect damages (including damages for loss
of profits, interruption, loss of information, and the like) arising out of the use or inability
to use this program even if Computer Management Technologies, Inc. or any authorized
Computer Management Technologies, Inc. representative has been advised of the
possibility of such damages.

Computer Management Technologies, Inc.’s liability to you for actual damages for any
cause whatsoever, and regardless of the form of action, will be limited to the greater of
$500 or the money paid for this program.

Any Questions?
If you have any questions regarding this manual or the use of this program, please call
Computer Management Technologies, Inc. at (989) 791-4860.

Thank you for your support of Computer Management Technologies, Inc.
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Preparing for Data Collection

The following is a list of steps districts may take to help facilitate a successful financial
data collection.

1)

2)

3)

Review any warnings that were displayed in your district's last FID data
submission. Many of the warnings related to account codes and account code
combinations will become fatal errors in the current FID submission. If you have
not corrected your current FID financial data submission files to be consistent with
the Michigan Public School Accounting Manual, your files will most likely be
rejected for submission.

Verify for each fund that Assets minus Liabilities equal Fund Balance. A new
business rule has been added to the system that will reject any file containing a
fund that does not meet this criterion (within a $10 variance). Funds 91 and 92 do
not normally report fund balance and will not be subject to this business rule.

Please do not report Balance Sheet Major Class Code 706 (Fund Balance —
Budgeted) in the FID. This code was designed to be used for budget purposes
only. Year-end reporting should move amounts recorded in major class code 706
to one of the actual fund balance categories (71x, 74x, 75x, 77x, 78x.) Major class
codes 301, 302, and 601-603 are also budgetary accounts that should not be
reported to the FID.

As a reminder:

* Any non-standard fund number not listed in Michigan Public School Accounting
Manual will cause the FID file to be rejected.

* Do not report anything in the Header Records (Codes ending in “0”) for Revenue
Major Class Codes and Expenditure Function Codes or ending in ‘00’ for
Expenditure Object Codes.

* A link to the Michigan Public School Accounting manual is in the publications
section of the Office of State Aid and School Finance on the MDE Web site,
http://www.michigan.gov/mde/. The Chart of Accounts is contained within the
“Appendix — Definitions for Accounting Codes” located on the Manual page.

* For specific questions regarding allowable account codes, account code
combinations, or other issues related to compliance with the Michigan Public
School Accounting Manual Chart of Accounts, please contact the Michigan
Department of Education.

R:\CMT\manuals\BROCHURE\MIRPT\FID\FID_UserGd.docx Revised: January 31, 2008 (SB) 2




MENU FIDSET: FID OPTIONS AND CODES

The following is the main menu for FID set up with options and codes required to map
your system’s account code structure to the State mandated Chart of Accounts code
structure. Use this screen to select menu items and to view menu item descriptions.
Menus on your system may differ depending on individual access.

At the top of the screen on the first line, the system displays the current date, fiscal
year, client name, time, and device name. Displayed on the second line is the product

name, system work area ID and screen reference number.

ACS TESTING LIBEARY - MAMAGER LEYEL

Ret: ALCS.00Z .04

MENU FIDSET: FID DOPFTIDNS AMND CODES

Maintain FID fAct Elementss/Control File
Create FID FI202 - OWNE TIME RUNM

Frint CIHS/FID Element Code Mapping .
Print CIMS/FID Suffix/Object Code Happing B
Frint CIMS Elements Missinmg a FID Mapping .
Print CIHS Objects Missing a FID Happlng
Define Single Account Code Elements

Define Account Code MNumbers

Split Out FID Account Amounts _

18, Print FID Split Out Accounts

1ll., Maintain Michigan 1022 Bulletin .

12, Carry Forward FID Files into Hew Year

GENDM LGN e

29, Change Assignment
a0, Exit ACS

Option or Menu Item !

FI.303
FI.202F
FI.2020
FI.Z2030
FIl.202%3
FI.2035%
GHL. 202
GML. 203
FI.Z15
FI.318
FI.1l00
FI.110

To select a menu item, enter the option number or the name of the screen reference on

the Option or Menu Item line and press ENTER.

To view information about a menu item, enter the option number or the name of the
screen reference on the Option or Menu Item: line and press F1 (Help).
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Checklist for Setting up the New Reporting Year

Review and verify the following when setting up for the reporting fiscal.

Reporting Fiscal Year

a Verify you are in the correct fiscal year before proceeding.

a Carry forward FID files into the New Year FI.110

a Maintain FID Account Elements/Control File F1.303
Verify account code mapping.

a Define Single Account Code Elements GNL.202

a Define Account Code Numbers GNL.203

a Print CIMS/FID Element Code Mapping F1.202Q

Q Print CIMS/FID Suffix/Object Code Mapping FI.203Q

Q Print CIMS Elements Missing a FID Mapping FI1.202S

Q Print CIMS Objects Missing a FID Mapping FI.203S

a Split out FID Account Amounts F1.315

Creating FID Report

Q Create FID Report Files FI.350
Q Print FID Error/Warning Report FI.351
Q Review error reports and make necessary corrections;

you may disregard errors or warnings that do not have
an amount listed on the report.
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FI1.303 — Maintain FID Act Elements/Control File

Use this program to maintain data relevant to the District's account code. This
information will be used in determining how an account is broken down and identified for
accumulation of amounts to the appropriate FID category.

A new fiscal year must be added at the beginning of each fiscal year.
On the Command Screen:

Enter A — adds a new fiscal year record.
Format for Fiscal Year: Enter the four-digit fiscal year in the CCYY format.

Maintain FID Act Elements/Control File Ref: FI.303 .11

FISCAL YEAR 2006 District #: 12345 Process Regular or Alternate: R
(R/A)
Map CIMS Elements to applicable State Elements

CIMS STATE ELEMENTS
ACCOUNT ELEMENT NAME| BALEERE VIRE X P

FUND E E E

FUNCTION H M M F = Fund

OBJECT _ o 0] M = Major Class/Function

FACILITY _ _ B 0 = Object/Suffix

STATE _ _ B = Bld/Loc/Sch if reporting
PROGRAM _ _ _ T = Trans Code if separate element
OTHER _

Trans Code is located in the First or Last digit of the Function? F (F/L)
Determine Account Type by the Fin Stmt Class or Transaction Code? C (C/T)

(If Trans Code, Tran/Func must be mapped to same CIMS element for all types)
Map CIMS Trans Code (0,1,2): Bal: H Rev: O Exp: 1

Mode: CEEHEE F3=Exit F5=Reset F12=Cancel
Verify FISCAL YEAR and DISTRICT # are accurate.

Process Regular or Alternate: (R/A)
R (Regular): Indicates all accounts identified with R on each element in GNL.202
and GNL.203 are reported.

A (Alternate): Indicates accounts identified with A on an element in GNL.202 or
GNL.203. Used by districts to create reports for any alternative entity embedded
in the district’'s account code structure in GNL.202 and/or GNL.203. The system
will create reports containing ONLY those accounts with an element identified
with A in GNL.202 or GNL.203.

® |f an account has any element identified with A in GNL.202 or 203:
that account will not be reported when R is in this field.
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Map CIMS Elements to applicable State Elements:
These fields display the CIMS element correlation (map) to the State elements in the
Michigan Accounting Manual. Each district’s account code format defaults under the
CIMS ACCOUNT ELEMENT NAME. These must be mapped to the appropriate
State Element with the correct mapping code definition (F, M, O, B, T) listed.
Balance Sheet accounts must map the fund and function.

Revenue accounts must map the fund, function, and suffix/object.

Expense accounts must map the fund, function, suffix/object, and building.
**|SDs do not need to report building element.

Districts that did not add the Transaction Code to the function must
match the CIMS element to the State element with the mapping code T
under each account type (BAL, REV, EXP). This must be true for all three
classifications.

Districts that did add the Transaction Code to the function do not need to
use the mapping code T in all three classifications.

Trans Code is located in the First or Last digit of the FID Function? (F/L):

Districts that did add the transaction code to the function must indicate the position
F — First or L — Last digit of the Function Element.

Districts that did not add the Transaction Code to the Function must indicate
F — First.
Determine Account Type by the Fin Stmt Class or Transaction Code? (C/T):

T — used by districts that DID ADD a Transaction Code. (REV: _ EXP: _ BAL: ).
Also, Tran/Func must be mapped to same CIMS element for all types.

C — This can be used if Transaction Codes were added but NOT strictly followed.
The system will look at Financial Statement Class defined in GNL.203.

MAP CIMS TRANS CODE (0,1,2): BAL: 2 REV:0 EXP:1
System defaults to STATE Transaction Codes from Michigan Accounting Manual.

If district uses different Trans Codes, specify here.
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FI.202F — Create FID FI202 — ONE TIME RUN

Use this program to initially populate your mapped elements. This program “rolls up”
the elements according to the elements specified in FI.100 — Maintain Michigan 1022
Bulletin. If the district uses an element specified by the State in the 1022 Bulletin, the
element will be mapped to the specified element. For example, if the balance sheet
major class of 241 was used, it will be mapped to 241. If the district uses an element
not specified by the State in the 1022 Bulletin, the element will be rolled up to the
previous State FID code. For example, if the expense object 1241 was used, it will be
“rolled up” to 1240.

**Information is added not overwritten.

A Submittal Prompt screen is generated. Press ENTER to run the program.

FI1.202Q — Print CIMS/FID Element Code Mapping

This query report lists all mapped elements except the CIMS object codes. The report
shows the element’s position in the account code, element, FID code, and if it is with R
or A. Run this report to verify that the element specified in the FID field of GNL.202 is
correctly mapped to the State specified code. To change an element mapping, use
GNL.202 — Define Single Account Code Elements in Change mode and correct the FID
code.

A Submittal Prompt screen is generated. Press ENTER to submit the report.

FI1.203Q - Print CIMS/FID Suffix/Object Code Mapping

This query report lists all mapped CIMS object elements. The report shows the element,
FID code, if it is with R or A, title, and Financial Statement Class. Run this report to
verify that the element specified in the FID field of GNL.203 is correctly mapped to the
State specified code. To change an element mapping, use GNL.203 — Define Account
Code Numbers in Change mode and correct the FID code.

A Submittal Prompt screen is generated. Press ENTER to submit the report.
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FI.202S - Print CIMS Elements Missing a FID Mapping

This query report lists all unmapped elements except CIMS object codes. The report
shows the element’s position in the account code and element. Run this report to verify
that all required reporting elements are mapped to a FID code. To map an element, use
GNL.202 — Define Single Account Code Elements in Change mode and correct the FID
code.

A Submittal Prompt screen is generated. Press ENTER to submit the report.

FI.203S - Print CIMS Objects Missing a FID Mapping

This query report lists all unmapped CIMS object codes. The report shows the object,
title, and Financial Statement Class. Run this report to verify that all required reporting
elements are mapped to a FID code. To map an element, use GNL.203 — Define
Account Code Numbers in Change mode and correct the FID code.

A Submittal Prompt screen is generated. Press ENTER to submit the report.
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GNL.202 — Define Single Account Code Elements

This program defines the individual elements of the account code. New elements can
be defined at any time during the fiscal year, but elements codes should only be deleted
at the beginning of a fiscal year.

Use this program to map each element to a State defined element for the FID reporting
and for the inclusion/exclusion of an element or separate reporting of accounts that
contain the element.

To correct the FID mapping and/or the reporting flag:
Enter C — Change and the element code in the Account Element field.

FMS Define Single Account Code Elements Ref: GNL.202 .11
FUND

Account Element: 000011

Element Title: GENERAL FUND

Type 'R’ if restricted: _

FID State code: 11

Report Accounts with this Element as FID Regular or Alternate B (R/A)

FID State code: The system defaults the nearest roll up code as defined in FI.100 —
Michigan 1022 Bulletin. FI.202F populates the mapped elements.

This field may be changed at any time, but the code entered here must be
defined in FI1.100 or the system will roll up to the next defined code.

Existing codes in this field before FI.202F is processed are NOT overwritten.
FI.350 must be re-run after any changes or they will not carry to the reports.
Report Accounts with this Element as FID Regular or Alternate R (R/A):

R — Regular: accounts with this element will be processed when R is entered in
F1.303 — Maintain Account Elements/Control File.

A — Alternate: accounts with this element will be processed when A is entered in
FI.303 and in GNL.202 or GNL.203. If an account code contains any element
with A in GNL.202 or GNL.203 it will not be reported, if F1.303 is flagged with R
in the PROCESS REGULAR or ALTERNATE FIELD.
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GNL.203 — Define Account Code Numbers

This program is used to define the CIMS object elements of the account code. New
elements can be defined at any time during the fiscal year, but elements codes should

only be deleted at the beginning of a fiscal year.

Use this program to map each element to a State defined element for the FID reporting
and allows for the exclusion of an element or separate reporting of accounts which

contain the element.

Definition of account codes can be found in Appendix of the Michigan Public

Schools Accounting manual.

To correct the FID mapping and/or the reporting flag:
Enter C — Change and the element code in the Account Element field.

FMS Define Account Code Numbers Ref: GNL.203 .11
Account Number: 1240
OBJECT

Account Title: TEACHERS SALARIES

General Ledger Postings:
Summarized by period closings.
Detailed.

b
S
D

Financial Statement Classification: 8

0. Current asset. 3. Current liability. 6. Capital/surplus.
1. Fixed asset. 4. Long-term debt. 7. Revenue.
2. Other asset. 5. Other 1liability. 8. Expenses.
9. All other.
Sub-Ledger Identifier: _  (Optional)

FID State code: 1240
Report Accounts with this Element as FID Regular or Alternate R (R/A)

FID State code: The system defaults the nearest roll up code as defined in FI.100 —
Michigan 1022 Bulletin. FI.202F populates the mapped elements

This field may be changed at any time, but the code entered here must be

defined in FI1.100 or the system will roll up to the next defined code.
Existing codes in this field before FI.202F is processed are NOT overwritten.

FI.350 must be re-run after any changes or they will not carry to the reports.
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Report Accounts with this Element as FID Regular or Alternate (R/A):

R — Regular: accounts with this element will be processed when R is entered in
FI1.303 — Maintain Account Elements/Control File.

A — Alternate: accounts with this element will be processed when A is entered in
FI.303 and in GNL.202 or GNL.203. If an account code contains any element
with A in GNL.202 or GNL.203 it will not be reported, if FI1.303 is flagged with R
in the PROCESS REGULAR or ALTERNATE FIELD.

Financial Statement Classification: 8
Use this field to enter the financial statement classification of the account number
you are defining. This classification defines the information you want to include
in reports generated by programs GNL.570 — General Financial Report Writer
and GNL.580 — Define General Ledger Financial Statements.
The default is 8 (Expenses).
If the Financial Statement Classification field is changed, GNL.910 must be

run to update the class field in GNL.601. If this is not done the system will
continue to use the previous classification.
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FI.315 — Split Out FID Account Amounts

Use this program to allocate the funds from an individual CIMS account to one or more
FID categories. The user will enter the percentage of the money or an amount that will
accumulate into a specific FID account.

To add an account to be allocated for FID reporting:
Enter A — Add and the entire account number in the Account Number field.

To change an account to be allocated for FID reporting:
Enter C — Change and the account number in the Account Number field.

ICMTFMS Split Out FID Account Amounts Ref: FI.315L.1
11.1293.2850,002.0000,00000,0000 UNEMPLOYMENT 89,796.03
CMD EXP STATE: FUND FUNC OBJECT BUILD %SPLIT AMOUNT

1.000 Fund:

or Amount Split:

F3=Exit i4=Index F5=Reset Fl1l2=Cancel

The program displays a copy of the GNL.601.11 screen for review.

Verify Account Number, Account Description listed below number, Type of financial
classification and Status.

All accounts are included in FI.350 — Create FID Report Files regardless of the account
status in GNL.601 when the report files are created.

Press ENTER to bring up the allocation screen(s).
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CHMTFEMS Split Out FID Account Amounts Ref: FI.315L.1
11.1293.2850.002.0000,00000.0000 UNEMPLOYMENT 89,796.03
|CMD EXP STATE: FUND FUNC OBJECT BUILD %SPLIT AMOUNT
BEGIN
0001.000 11 113 2850 7936 44,898.01
2.000 Fund: 11

Function: 113

Object: 2850

Building: 3 A.D. JOHNSTON JR/SR HIGH

% Split or Amount Split: 44898.02

F3=Exit i4=Index F5=Reset F12=Cancel

FUND: Enter a State defined fund code. F4 indexing is available.

FUNCTION: Enter a State defined code. F4 indexing is available.

SUFFIX: Enter a State defined code. F4 indexing is available.

BUILDING: Enter a State defined code. F4 indexing is available for SRSD building
codes. If the district does not use CIMS Student programs contact CMT to have the
building file loaded.

The system verifies the element(s) entered agree with the account type.

% Split or Amount Split: Enter the whole figure that represents the percentage or
amount of the account total to be allocated to the elements entered above.

Press ENTER. Enter the next set of elements/percent allocation.

A — Add on the command line to enter the next set of elements with percent allocation.
C — Change on the command line to edit a line element.

E — End out of the screen.

D — Delete on the command line to remove a line element.

You must have 100% allocation before you can exit the screen.

Definition of account codes can be found in Appendix of the Michigan Public
Schools Accounting manual.
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FI.316 — Print FID Split Out Accounts

This program allows the user to choose which report(s) to print to obtain a listing of
accounts that have split percentages.

CMTFMS FID Print Split Out Accounts Ref: _FI.316P.01

Print for:

Report Type:

A1l Page Break by Type? N
Revenues

Balance Sheets

Expenditures

mw > DI
nnonon

Sort by Account or Mi Bulletin? _
(A/M)

(c) Computer Management Technologies Inc.

Report Type:
A =All
R = Revenues
B = Balance Sheet
E = Expenditures

Enter A to print ALL report types that have been allocated in FI.315. If a specific
report is desired, enter the related code (R, B, E).

Page Break by Type?:
N — DEFAULT
Y — Change default to Y to print page break by report type when ALL is selected
in REPORT TYPE field.

Sort by Account or MI Bulletin?:
A — System sorts the report(s) in ACCOUNT CODE order.
M — System sorts the report(s) in ELEMENT order listed in the Michigan 1022
Bulletin.
Press ENTER to the submittal screen.

Submittal Prompt screen displays Job: FI.316 Print FID Split Out Accounts.
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FI.100 — Maintain Michigan 1022 Bulletin

Use this program to look up elements in the Michigan Chart of Accounts as determined
by the Michigan Public School Accounting Manual which can be found at:

http://www.michigan.gov/mde/0,1607,7-140-5235 6093-21356--,00.html

The Michigan School Accounting Manual (Bulletin 1022) serves as a mandatory guide
to the uniform classification and recording of accounting transactions for Michigan public
school districts.

The file is maintained by CMT.
If the user notes any element missing or incorrect, please contact CMT immediately.
The 1022 Bulletin is broken down by three categories:

F =Fund

M = Major Class/Function

O = Object/Suffix.

Enter the category you wish to view.

Transaction Code: Used for Category M = Major Class/Function only.
0O=Revenue Accounts, 1=Expenditure Accounts, 2=Balance Sheet

Fund:
CHTFMS Maintain Michigan 1022 Bulletin Ref: FI.100 .11
Category: E Fund
Element Value: 11
Title: GENERAL FUND
Description: General Fund

All fields are display only.
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Major Class/Function:

FI.100 .11

CHMTEMS Maintain Michigan 1022 Bulletin
Category: H Major Class/Function
Element Value: 100

Transaction Code: 0 0=Rev, 1=Exp, 2=Bal

Title: REVENUE | OCAL SOURCES

Description: Revenue Local Sources

All fields are display only.

Object/Suffix:

CMTFMS Maintain Michigan 1022 Bulletin FI.100 .11
Category: 0 Object/Suffix
Element Value: 1000
Title: SALARIES

Description: Amounts paid to employees of the school system.

All fields are display only.

Questions related to the Michigan School Accounting Manual may be directed to:

Glenda Rader, State School Aid and School Finance

Email address: raderg@michigan.gov
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FI.110 — Carry Forward FID Files into New Year

Use this program to copy previous fiscal year annual files into the current fiscal year.
These files may include FI100 Michigan Chart of Accounts, FI202 Crosswalk elements
and FI315 Split out Accounts.

CIMS New Year Setup MUST be completed before files are carried forward.

***VERIFY YOU ARE IN THE NEW YEAR ***

CMTEMS Carry Forward FID Files into New Year Ref: FI.110P.01

Copy the following prior year files into the new year.

(¥Y/N) (R/A)

FID Crosswalk numbers from GNL.202 and GNL.203 N A
Split out Accounts N A
MI Bulletin N

Copy the following prior year files into the new year.

Y (YES) to include each of the files during the carry forward process.
N (NO) to exclude the file during the carry forward process.

R (Replace) replaces data if previously populated.
A (Add) only adds missing entries.

Press ENTER to move to the submittal screen.
Submittal Prompt screen displays Job: FI.110 — Carry Forward FID Files into New Year

NOTE: CMT highly recommends waiting until the prior year reporting has been
computed successfully before carrying forward any files.
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MENU FID: Michigan Financial Information Data Reporting

The following is the main menu for FID with options and codes required to create,
maintain, and print your FID file. Use this screen to select menu items and to view
menu item descriptions. Menus on your system may differ depending on individual
access.

At the top of the screen on the first line, the system displays the current date, fiscal
year, client name, time, and device name. Displayed on the second line is the product
name, system work area ID and screen reference number.

ACS TESTING LIBRARY - MANAGER LEVEL Ref: ACS.002 .0}
MENU FID : MICHIGAN FINANCIAL INFORMATION DATA REPORTING
1. Create FID Report Files . . . .« .« . . FI.350
2. Maintain Balance Sheet Report F11e . .« . . . FI.350B
3. Maintain Revenue Report File . . . . . . . . FI.350R
4. Maintain Expenditure Report File . . . . . . FI.350OE
5. Print FID Reports . . . « « +« .+ . . . FI.5OO
8. Print FID Error/Warning Report .« +« .+ .+ . . FI.351
7. Create FID Download Files . . . . . . . . . . FI.S00
8. Archive FID Report Files . . . . . . . . . . FI.820
9. FID OPTIONS AND CODES . . . . . . . . . . . . FIDSET MENU
10. MICHIGAN FID ESP REPORTING . . . . . . . . . FIDESP MENU
11. http://www.cmtonline.com . . . . . . . . . . CMTWEBPAGE
89. Change Assignment
90, Exit ACS
Pption or Menu Item !

To select a menu item, enter the option number or the name of the screen reference on
the Option or Menu Item line and press ENTER.

To view information about a menu item, enter the option number or the name of the
screen reference on the Option or Menu Item: line and press F1 (Help).
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FI.350 — Create FID Report Files

This program runs as a batch job and will create the balance sheet, revenue and
expenditure reporting files. The files are created by accumulating the amounts from the
CIMS accounts using either the account information in GNL.601 and element
information in GNL.202/203 or the percentages or amounts designated in FI.315 — Split
Out FID Account Amounts.

All accounts are included regardless of the account status in GNL.601 when the report
files are created.

Select the menu item and press ENTER to the submittal screen.

This program creates six reports:

CREATE FILES ERROR REPORT:
Accounts on this report have errors that must be corrected.

The 1022 elements are listed and totaled in Fund/Major Class order.

The 1022 elements are listed and totaled in Fund/Major Class/Suffix order.

The 1022 elements are listed and totaled in Fund/Function/Object/Building

Lists warnings by the elements from the Balance Sheet, Revenues and

Program Title/Description

FI350

FI350BR BALANCE SHEET:

FI350RR REVENUES:

FI350ER EXPENDITURES:
order.

FI351W WARNING REPORT:
Expenditures reports.

FI351 ERROR REPORT:

Lists errors by the elements from the Balance Sheet, Revenues and
Expenditures reports.
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FI. 350B — Maintain Balance Sheet Report File

This program can be used to add new records to the balance sheet file or change/delete
records that were added previously or created in FI1.350. Most often, these records will
not be maintained unless it is necessary due to rounding.

To access a balance sheet account, enter A — Add or C — Change on the command line
for the record and then enter the Fund and Major Class codes to be used for reporting
purposes. F4 Indexing is available.

Press ENTER to access the next screen.

CMTEMS Maintain Balance Sheet Report File Ref: FI.350B .11
Fund: 11 GENERAL FUND
Major Class: 0

Beginning Balance:

Ending Balance: 1,145.00

Fund and Major Class: Pre-filled from FI.350B.01 screen.

Beginning Balance: This field is accessible but not currently reportable to State.
Ending Balance: Enter correct amount, if not pre-filled.

The F6 function key option lists the CIMS account code and amounts accumulated into

the FID category during the FI.350 create process. Individual account Lookup to
GNL.601L.11 is available.

CMTFMS FID Account Detail Ref: FI.350D.02
Fund: 11 Maj Class: 000

Position to:
"X" Account Code / Description % Split Amount
L ???.0000.000000.700.0000.0000.0000 1,145.00
* --END--
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FI.350R — Maintain Revenue Report File
Use this program to add new records to the Revenue Report file or to change/delete
records that were added previously or created in FI1.350.
To access a revenue account, enter A — Add or C — Change the record and then enter
the Fund, Major Class and Suffix codes to be used for reporting purposes. F4

Indexing is available to MI Bulletin State Codes.

Press ENTER to access the next screen.

CMTEMS Maintain Revenue Report File Ref: FI.350R .11

Fund: 11 GENERAL FUND
Major Class: 131  TUITION

Suffix: 200 SUMMER SCHOOL

Amount: 36,526.54-

Fund, Major Class, and Suffix: Pre-filled from FI.350R.01 screen.
Amount: Enter the correct ending balance, if not pre-filled.
The F6 function key option lists the CIMS account code and amounts accumulated into

the FID category during the FI.350 create process. Individual account Lookup to
GNL.601L.11 is available.

CMTFMS FID Account Detail Ref: ‘FI.3500.02
Fund: 11 Maj Class: 131 Suffix: 0200

Position to:

"X" Account Code / Description % Split Amount
L 11.0131.8702.100,0000.00000.0000 SUMMER SCH 4,975,00-

11.0131.8703.100.0000,00000.0000 SUMMER SCH 25,051.54-
_ 11.0131.8705.100,0000.00000.0000 SUMMER SCH 6,500,00-
x --END--
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FI.350E — Maintain Expenditure Report File

This program can be used to add new records to the expenditure report file or
change/delete records that were added previously or created in FI.350.

To access an expense account, enter A — Add or C — Change the record and then enter
the Fund, Function, Object and Building codes to be used for reporting purposes. F4
Indexing is available to MI Bulletin State Codes.

Press ENTER to access the next screen.

CMTEMS Maintain Expenditure Report File Ref: #I.SSOE .11

Fund: 11 GENERAL FUND

Function: 11 ELEMENTARY

Object: 1240 TEACHING

Building: 736 WYOMING COMMUNITY EDUC. C
Amount: 316,937 .00

Fund, Function, Object, and Building: Pre-filled from FI.350E.01 screen.
Amount: Enter the correct ending balance, if not pre-filled.
The F6 function key option lists the CIMS account code and amounts accumulated into

the FID category during the FI.350 create process. Individual account Lookup to
GNL.601L.11 is available.

CMTFMS FID Account Detail Ref: 'FI.3500.02
Fund: 11 Function: 111 Object: 1240 Build: 00736

Position to:

"¥" Account Code / Description % Split Amount
L 11.1111.1240.369.0000.00736.0000 TEACHERS 5A 316,937.00
x =--END--
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FI.500 — Print FID Reports

This program allows the users to choose which report(s) to reprint that were created

in

F1.350. For expenditure reports, the level, building, and account detail can also be

printed on separate reports.

CMTFMS FID Print Report Ref: _FI.500P.01

Print for:

Report Type:

A1l Reports

Revenues

Balance Sheets

Expenditures
Report Level:

mm>DD
nmn nn

Tmol
m nnu

District
Building
Both
or
Limit to Building:

Account Detail:
Summary
Detail

s
)
D
B Both

(c) Computer Management Technologies Inc.
F3=Exit Fd4=Index Fb5=Reset F12=Cancel

Report Type: Enter A to print all report types that have been created in FI.350.
If a specific report is desired, enter the related code:
B = Balance Sheet report name FI350BR
E = Expenditure report name FI350ER
R = Revenue report name FI350RR

Report Level: Leave the field blank (“_") to print both District and Building reports or
select the individual code to print ONLY D — District or B — Building
reports.

Limit to Building: A single building may be specified, if B was selected at the Report
Level. F4 Indexing is available to Basic — School Code.

Account Detail: Reports may be printed in account transaction format of
S — Summary, D — Detail or B — Both.

Press ENTER.

Submittal Prompt screen displays Job: FIL.500 Print FID Reports.
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FI.351 — Print FID Error/Warning Report

Select this option to print both warning and error reports that may have occurred during
the maintenance process. Two reports are generated FI351W0 and FI3510. Maintain
records and re-run to verify errors were corrected.

Date:  9/06/05 WONDERFUL PUBLIC SCHOOLS DISTRICT: 41026 Page: 1
Time: 11:41:08 FINANCIAL INFORMATION DATA
Prog: FI3A1 WARNING REPORT Fi: 04
Note: Zero Amounts are not reported to the State
TYPE FUND  FUWC/MAT  OBJ/SUF  SCHOOL AMOUNT  E/W  MESSAGE
EiP 11 111 1240 el I This function usually requires a SCH/BLD to be reported
EiP 11 111 1760 el I This function usually requires a SCH/BLD to be reported
P 1 111 1870 Baaag Il This function usually requires a SCH/BLD to be reported
BiP U 111 1890 oaaag Il Thiz function usually requires a SCH/BLD to be reported
EiP 11 111 1970 el I This function usually requires a SCH/BLD to be reported
BiP 1 111 19499 Baaag Il This function usually requires a SCH/BLD to be reported
BiP U 111 2110 oaaag I Thiz function usually requires a SCH/BLD to be reported
EiP 11 111 2130 el I This function usually requires a SCH/BLD to be reported
BP 1 111 2210 Baaag Il This function usually requires a SCH/BLD to be reported
BiP U 111 2820 oaaag I Thiz function usually requires a SCH/BLD to be reported
EiP 11 111 2830 el I This function usually requires a SCH/BLD to be reported
P 1 111 2640 Baaag Il This function usually requires a SCH/BLD to be reported
e
Date:  9/06/00 WONDERFUL PUBLIC SCHOOLS DISTRICT: 41026 Page: 1
Time: 11:41:08 FINAMCIAL INFORMATION DATA
Prog: FI361 ERROR REPORT Fr: 04
TYPE FUND  FUNC/MAT  OBJ/SUF SCHOOL AMOUNT  E/W  MESSAGE
REY 11 f99 g E Invalid Fund for this Revenue Hajor Class.
REY 21 f99 aaag E Invalid Fund for this Revenue Hajor Class.
REY 23 G494 aea E Invalid Fund for this Revenue Hajor Class.
REY 75 f99 g E Invalid Fund for this Revenue Major Class.
REY AL f99 aaag E Invalid Fund for this Revenue Hajor Class.
REY 41 &9 aaea E Invalid Fund for this Revenue Hajor Class.
REY & f99 aaag E Invalid Fund for this Revenue Hajor Class.
Eif 1l 113 710 aaag E  Invalid Function for thiz Object code
Eip 11 113 710 AT 36 E Invalid Function for this Object code
Eif U 122 1240 090a4 £27,001.81 E School/Bld # is invalid. Mot found in SR147 File.
Exp 1 12 1630 0a0G4 151,976,460 E School/Bld # is invalid. Hot found in SR147 File.
Eif U 13z 1760 090a4 f,005.70 E School/Bld # is invalid. Mot found in SR147 File.
E¥f 1 122 1d70 090a4 3,023.42 E School/Bld 4 is invalid. Mot found in SR147 File.

Any errors with dollar amounts must be corrected.
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FI1.900 — Create Download Files

This program moves files created in report files FI1.350B, FI350R and FI.350E into file

formats required by the State.

This program creates the Balance Sheet, Revenue, and Expenditure reports in

summary form, as well as, the download files:

FI900B — Balance Sheet
FI900R — Revenue
FI900E — Expenditures

CMTEMS Create FID Douwnload Files Ref: FI.900P .01

CREATE FILE(S):

(Y/N)
Balance Sheet? Y
Expenditures? ¥
Revenues? hd

CREATE FILE(S): (Y/N)

Y (YES) DEFAULT creates each download file.
N (NO) excludes the selected file during download process.

The files can be downloaded and sent to the State individually or all at once.

Press ENTER to the submittal screen.

Upon completion of this process, you must download the appropriate file(s) to your PC.
You may download them to your hard drive (C:\), a floppy (A:\), a shared drive on your
server (S:\), or anywhere else you might have access to when you upload your files to

the State.
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FI1.920 — Archive FID Report Files

After receiving confirmation that the State has accepted the submitted files, use this

program to create a copy of the file submitted to and accepted by the State. These files
may be queried or downloaded for future use.

Submittal Prompt screen for Job: FI.920  Archive FID Report Files

This program creates the following history files with a date/time stamp for the client.

File Library

FI350BH FMSFILES
FI350EH FMSFILES
FIS50RH FMSFILES

These archived files can be used to recreate the files to be downloaded or can be
gueried.
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MENU FIDESP: Michigan FID ESP Reporting

The Following is the main menu for ESP options to create, maintain and print your ESP
file. This report must completed by any public school district (including public school
academies) that purchase services in an amount equal to or greater than 50 percent of

its general-fund current operating expenditures.

ACS TESTING LIBRARY - MANAGER LEVEL
MENU FIDESP: MICHIGAN FID ESP REPORTING

Create FID ESP Report File

Print FID ESP Error/Warning Report
Print FID ESP Report .o
Maintain FID ESP Report F11e
Create FID ESP Download File

Change Assignment
Exit ACS

w
o w LW

Option or Menu Item

FI
FI
FI
FI
FI

. 650
.651
.660
.B65
.690

Ref: ACS.002 .01

To select a menu item, enter the option number or the name of the screen reference on

the Option or Menu Item line and press ENTER.

To view information about a menu item, enter the option number or the name of the
screen reference on the Option or Menu Item: line and pre F1 (Help).
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FI.650 — Create ESP Report File

This program runs as a batch submitted job and will create the expenditure reporting
files. The files are created by accumulating the amounts from the CIMS account using
either the account information in GNL.601 and element information in GNL202/203 or
the percentage/designated amount in F1.315 — Split Out FID Account Amounts.

All expenditure accounts from the general fund are included regardless of the account
status in GNL.601 when the report files are created.

Program

Description

FI6600

FI361

Fl651

FI651WO

FI16510

FINANCIAL INFORMATION DATA - ESP:
The 1022 elements are listed and totaled by function and object.

ESP FILE WARNING REPORT:
Lists warnings by the element from the expenditure report.

ESP FILE ERROR REPORT:
Lists errors by the element from the expenditure reports

FI.651 — Print ESP Error/Warning Report

ESP FILE WARNING REPORT:
Lists warning by the element from the expenditure report.

ESP FILE ERROR REPORT:
Lists errors by the element from the expenditure reports.
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FI.660 — Print FID ESP Report

This program allows the users to reprint the reports that were generated by FI.650 —

Create ESP Report & File. The reports may be printed in summary, detail, or both.

[CMTEMS FID Print ESP Report Ref: _FI.660P.0]
Print Account Detail: §
S = Summary
D = Detail
B = Both

c) Computer Management Technologies Inc.
F3=Exit F5=Reset F12=Cancel

Report Type: Enter B to print the report in both summary and detail that have been

created in FI.650.
Press ENTER.

Submittal Prompt screen displays Job: FI1.660 Print FID ESP Reports.
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FI.665 — Maintain FID ESP Report File

This program can be used to add new records to the ESP Expenditure file or
change/delete records that were added previously created by FI.350 — Create FID
Report and Files. Most often, these records will not be maintained unless it is due to
rounding.

To access an account, enter A-Add on the command line for the record and then enter
the Function and Object codes to be added and their amount. If the record is to be
changed enter C-Change on the command line. ONLY the Amount field will be allowed
to be changed.

Maintain FID ESP Report File Ref: FI.BB5 .11
Function: 110 BASIC PROGRAM
Object: 1240 TEACHING
Amount: 128,841.33
Mode: F3=Exit F12=Cancel F6=Display Detail

Function and Object: Pre-filled from FI.350E.01 screen.
Amount: Enter the correct amount.
The F6 function key option lists the CIMS account code and amounts accumulated into

the FID category during the FI.350 create process. Individual account Lookup is
available through GNL.601.11.
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FI1.690 - Create ESP Download Files

This program reformats files created by FI. 650 — Create ESP Report Files into formats

required by the State.

[L-R4- M- P
Prog: FIGBGED ESP Time: 15:57
FISCAL YEAR ZOB5 - ZOOG
FUMCTION OBJECT AMOUNT
110 BASIC PROGRAM
110 BASIC PROGRAM 1110 SUPERINTENDENT
110 BASIC PROGRAM 1120 ASSIST SUPERIWTENDEN 2EE,907.73
110 BASIC PROGRAM 1150 SCHOOL DIRECTIOW/MGT
110 BASIC PROGRAM 1168 SUPERY/DIRECT-INSTR 33,059.63
110 BASIC PROGRAM 1230 EDUCATIOMNAL MEDIA SP 195,676, 34
110 BASIC PROGRAM 12408 TEACHING 125,841.32
110 BASIC PROGRAM 1290 OTHER PROFESSIOMAL E 15,999,495
110 BASIC PROGRAM 1890 OTHER TEMPORARY SALA 310.00
110 BASIC PROGRAM 2190 OTHER 91,863.23
110 BASIC PROGRAM 2310 TUITION 199,977.00
110 BASIC PROGRAM 2390 OTHER SPECIAL ALLOWA
FIMAMCIAL IMFORMATION DATA Date: 94217
Prog: FIBGEO ESP Time: 15:567:
FISCAL YERR ZOOS - ZOOG6
FUMCTION OBJECT AHOUMT
Total for 112 MIDDLE/JUNIOR HIGH 152,631.20
113 HIGH SCHOOL
113 HIGH 5SCHOOL 11608 SUPERY<DIRECT-IMNSTR
113 HIGH SCHOOL 1240 TEACHIMG 128,594,232
113 HIGH SCHOOL 1270 ¥ISUALLY HAMDICAPED 450, 08
113 HIGH 5SCHOOL 1290 OTHER PROFESSIOMAL E
113 HIGH SCHOOL 1490 OTH PROFESSIOMAL - 0O 31,500,600
113 HIGH SCHOOL 2190 OTHER 21,442.14
113 HIGH 5SCHOOL 2410 REIMBURSEMENT-EMPLOY 14,070, 34~
113 HIGH SCHOOL 2830 EMPLOYER SOCIAL SECU 10,836.35
Total for 113 HIGH SCHOOL 178,754,386

This report generated is totaled by function codes.
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Downloading Files from the AS/400

Below are the instructions for Client Access version 4.3 for Windows 95, 98, and NT. If you are
running a different version of Client Access, or a different Emulator, the instructions may vary.
NOTE: Phone support for Client Access is billable by the hour.

1)
2)
3)
4)

5)

Go to Client Access.
Choose "Data Transfer From AS400".
The system name will default to your client’s system name.
The File name will be FMSFILES/XXXXXX(#####H) where XXXXXX is the name of the file
being downloaded and the # equals your client member name.
For example - Balance Sheet: FMSFILES/FI900B(CMT__ YY)
Expenditure: FMSFILES/FI900E (CMT__YY)
Revenue: FMSFILES/FI900R (CMT__YY)
ESP: FMSFILES/FI690 (CMT__YY)
From the Output Device pull down menu, choose File.

6) The File name will be the name of the file that is uploaded to the State’s site. You will want

7

the file transferred to the hard drive. The name should be C:\X12345CCYY.txt (X
represents B — Bal, R — Rev or E — Exp). You must have the “.txt” extension in order for the
State to read the file. For example: C:\B12345CCYY.txt where B indicates Balance Sheet
and 12345 would be the district code and CCYY is the 4-digit fiscal year.

Click the "Detail" button and choose ASCII Text from the File type pull down menu under
PC file description file. Remove the check mark from the box for “truncate spaces from end
of records”. Be sure to uncheck the box for "Save transfer description”. Click OK

The following steps relate to FTP:

How to Install WS FTP

1)
2)
3)

4)
5)
6)

7
8)

9)
10)
11)
12)
13)
14)
15)
16)

Go to CMT’s web page (www.cmtonline.com).

Choose Client Area, Michigan Clients.

Select the WS FTP Download item under the Financial Management System Product
Announcements heading. This will install the WS FTP icon on your PC.

Select the install option.

Click the Continue button.

Select the “I am a student, faculty member, or staff member of an educational institution (k-
12, junior college, college, or university)” option.

Click the Next button.

Select the “at work” option for the location of use for the program and “personal use” for the
purpose. Please be sure to select these options as specified.

Click the Next button.

Click the Accept button.

You can leave the default for the destination folder or specify a different one.

Click the OK button.

Select the Program Manager Group for the software, we used the default.

Click the OK button.

You should receive a window with the message, “Installation successful! Happy FTPing!”
Be sure to take a print screen for your records.

NOTE: Phone support for WS FTP is billable by the hour.
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1)

2)

3)

4)

5)

6.)
7))

8)

How to Download Your FID File with WS FTP

To open WS FTP, click on your “START” button, select “Programs”, and then

click on the WS FTP item.

Complete the Session Properties

General tab as specified:

Click on the Startup tab and enter the
information:

Use the Defaults on the Advanced and

Firewall tabs.

Click the Apply button and then the OK
button.

Enter your AS/400 password.

Click the OK button.

The program will compile a list of the files

in FMSFILES; this may take a few
minutes.
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Seszsion Properties 2]
General |Staltup| Advancedl Filewalll
Profile Name: |AS4DD = Mew
Host Name/Address: IType Your [P Address Here Delete |
Host Type: |IBM A5/400 =l
Uger ID: IT_I,Jpe Yaur Uszer D Here [ Anonymous
Password: | [ Save Pwd
Account; I
Comment; I

0K I Cancel | Apply | Help |

Session Properties I

General  Startup |Advanced| Firewalll

Initial Bemote Site Folder:

[FMSFILES
[nitial Local Folder:
Ic::'\

Inttizhze Cammand: use ' to separate mulkiple cammands)

Local file mask: I Time offset in hors: ID
Remaote file mazk: I

0k I Cancel | Apply | Help |

Please enler a password for ea on gile ok
K EHLK

Cancsl
| Help

33




9)

10.)

11.)

12.)

13.)

14.)

15.)

16.)

17.)

Click the Options button on
bottom of the WS FTP window.

Click on the Session (cont’d) tab and

complete screen.

Click the OK button.

Select the file to transfer with the
appropriate member by clicking once
(i.e. XXXXXX #H#HE where
KXXXXX' is the name of the file
being downloaded and ##### is your
client member name). For example -
Balance Sheet: FI900B.CMT__YY
Expenditure: FI9O0OE.CMT__ YY
Revenue: FIQOOR.CMT __YY

ESP: FI690.CMT__YY

Right click on the file you selected in
the previous step.

Select FTP Commands from the list.

Select the SITE option.

Enter the Trim O command in the window.
(NOTE: The ‘0’ is a Zero, not the letter O):

Click the OK button.
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W5 _FTP LE Properties HE
[eneral | Advanced | Dizplay | Sounds | Sort | Fro
Sesgon  Session (cont'd) | Convert | Extensionz | Azzociations

— File Mames

™ Send Unique FTP Site assigns name)

[V Prompt for Destination File Names

™ Receive Unigue [W5_FTP assigns name)

— Startup Transfer Mode
& Bl

" Binary

L3

" Auto Detect

St az default |

0. I Cancel | Al | Help |
[1AWS_FTPLE 101021 AEER
~Local System —Femote Sil
lc::\ 7 |FMSHLES 7
Al Name Dale | See | Chgdi Al Narre Date | S | Chdi
t A= FLA0E al—
CI4TL 20000202 11:5 HDi HDi
(C1B00KS 20000503 15:02 =
(1 CFGSAFE 20000202 14:02
CJent 20001215 13:28 e i
(Jcntfiles 20011231 12:17 — j
(3 catsponl 20010424 15:14 s ez
(2 CONNECTZP 20020222 1143 n j "
Cdevelopent 20020110 14:48 o o
() Eschange 20010126 10:57 Delele Delse
(] habtenp 20020522 14:28 — ot _
g;:mnfi gggggggg i; gg Retiesh Bl Refresh
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18.)

19.)

20.)

21.)

Click the Left Hand Arrow in the middle of the

screen to send the file from the AS/400 to your PC.

Enter your file name in the Input window.
(Remember to use the State naming
conventions that can be found in
‘Downloading Files From the AS/400”
under Step 6.)

Input E I
Enter local file name for F19008 3 0k
Cancel
IBxxxxx[[F"f'.TKT
Help

Click the OK button.

Your file has now been transferred to your PC!
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