DISTRICT CHECK-UP

workday.




Agenda

What's New

Preparing to Close 2015
Commonly Used Reports
Reporting Tips
Maintaining Budgets
Questions and Answers

workday:.






Workday Announcements

@ 2015 CASH RECEIPT DEADLINE

Invoice or Manually e i 015 cash receipts mustbe approved by 4:00
on January 1 -TREASURY no later than 4:00 pm January 5.

e

o 2016 PURCHASING &

R ACCOUNTS PAYABLE
Click e

Announcemenf Orders for 2016 delivery can now be created.

Be sure to use a Request, Invoice or
Document date of 2016 for these

1-0 open deTGiIS documerts to ensure proper posting.

s Requisitions - Request Date
must be after 12/31/2015

* Purchase Orders - Document
Dste must be after
12/31/2015

| * Supplier Invoices - Invoice

Date must be after

12/31/2015

Note: 2076 Supplier Invoices will be settled
and paidon 1/4/2016 '3

Close

3 workday.



- Preparing to Close 2015



Key Dates

Cash Receipts Due December 31, 2015
Ad Hoc Payments Due January 14, 2016
December Reports January 12, 2016

Final Reports (districts on calendar fiscal year) February 5, 2016

workday:.



Cash Receipts

1 All cash and associated documents for
2015 business must be submitted to

General Budget and Finance by 2:00 p.m.

Deposits send Wednesday, December 31, 2015.

by mail should

S Siba s o Cash transactions will be cut off at that
Hear SRl time and all cash accounts will be
reconciled to the bank.

REMINDER:

WSl 2015 transactions received after the

cutoff will be processed as 2016
business.

important during
the holidays
when many are
on vacation.

N

workday.



Cash & Investment Activities

Investment requests must be received by 2
PM the day prior to the requested investment

date.

Month end Cash Transfers for payroll and AP
ACH must be received by close of business
December 29 in order to be in outside district’s
accounts on the morning of December 31.

workday:.



Ad Hoc Payments

For those districts on a calendar fiscal yeatrr,
Ad Hoc Payments for 2015 business will be
accepted in Budget and Finance until 10:00
a.m. Thursday, January 14, 2016.

Ad Hoc Payments submitted to Budget and
Finance after the deadline will be processed
as 2016 business.

workday:.



- Commonly Used Reports



Ledger Account Activity Summary
FINOG669

Ledger Account Activity Summary FINOGG9 (== e o s
Company  Drainage District 14 Ledger Accoun:s and Summaries  Master Account Set: Budget - Total Expenditures
Period FY2015 - June Mazter Account Set: Budget - Total Revenues
@ ¥ I
Fund Ledger Account Revenue Category Spend Category Debit Amount Credit Amount Net Amount
361430:Interest Income Other Interest [36140000] (Blank) 0.00 3.89 (3.89)
conracts & Motes
Receivable
368000:Special Specizl Assessments- (Blank) 0.00 20942 (209.42)
Assessments Operaling (Current)
|3685C010]
501000:5alarles & Waces - [Blank) Salarles & Wwages Distlcts 1,225.56 0.00 1,225.56
Districts [10.200000]
502000:Personnel Benzfits- [Blank) Personne Beneits (District 1.971.34 0.00 1.971.34
Districts Payoll) [22.000C00]
Total 3,196.90 213.1 2,983.59

workday.



GL Trial Balance by Fund FINO354
T =

GL Trial Balance by Fund FINO354 -+

Company * | Fire District #5
Period % | FY2015 - May
Fund |

Fund Hierarchies |

@) @ @ @)

Ledger Accounts and Summaries |

¥ Master Account Set: BARS All
Accounts

Manage Filters
0 Saved Filters

o

Save




GL Trial Balance by Fund FINO354

GL Trial Balance by Fund FINO354 (- 6 I
Cuormpdny  Fire Dislicl #5 Ledyger Accounls and Surmmmidiies Masler Accoun. Sel BARS All Avcounls
Period FY20°5 - May

64 items B Y Ill
Fund Ledger Account Beqginning Balance Debit Amount Credit Amount Ending Balance
G90-00 Mire Diztrict Reserve MTund 297100 Transfers In - Other MTunds (1,500,00C.00) 0.00 0.00 (1,500,000.00)
BY0U-00 Fire Lugtnict Heserve Fund SUI0UUL: Expendiures - Othes (H00,000.00) u.0u u.ou [ELVNEN VIV RN} ]
690-00 Fire District Reserve Fund 597100 Transfers Out - Other Funds 1,500,000.00 0.00 0.00 1,500,000.00
692-00 Fire District Go Bond Fund 1" 1100:Cash Cn Hand And Deposits 2.00 GG60.85 660.85 .00
£92-00 Fire District Go Bond Fund 134100:Due From Othe: Governmen:s - Current Unrestricted 662.85 0.00 660.35 C.00
B92-00 Fire District Go Bond Fund 219000:Matured Intzrest Payable 2.00 0.00 0.00 .00 I
G692-00 Fire Dizstrict Go Bond Fund 228400:Due To Other Governments (6GC.85) 66050 0.00 000
592-00 Fire District Go Bond Fund 237400 Custodial Account - Other 205,091.14 0.00 0.00 205,091.14
G92-00 Fire District Go Bond Fund 251100:G.0. Bonds At Par, Moncurrert (205,001.14) 0.00 0.00 (205,081.14)
841-00 County Interfund Clearing Fund 1°1100:Cash Cn Hand And Deposits (3,507.55) 11,662,606.50 *1,659,098.95 C.o0 E
841-00 CountyInterfund Clearing Fund 134100:Due From Othe: Governmen:s - Current Unrestricted 11.662,605.50 0.00 “1.6€2.606.50 C.00
241-00 County Intefund Clearing Fund 225110:Due Ta/From Other Funds Clearing Account 2.00 0.00 0.00 .00
§471-00 County Interfund Clearing Fund 2239400:Due To Other Givernments (11,659,09€.95) 11,659,098.85 0.00 .00
Tetal 0.00 49,007,288.85 49,007,288.85 .00 ﬁ_

workday.




District Expenditures FINO595

I
District Expenditures FINO395 ...

Company Ll F-ire District #5
Period * | FY2015 - April
Fund search

Business Jnit search

@) @) @ @) |

Cost Center search

Untitled Filter
Save Search Option Manage Filters Save
0 Saved Filters




District Expenditures FINO595

District Expenditures FIN0O595 - &

ES

Company Period  FY2015 - April

55 itome E ¥ In
Fund Business Unit Cost Center Lecger Account Spend Categary Period Actual YTD Actual
686-00 Fire District 5£2210P0 Administration - Fire & Emergency Madical Firs District 501000:Salaries & Wages - Salaries & Wages (District Payroll) BE5EE0.73 BEEEOTI -
Expense Fund Activities General DisTicts [11.000000]
G86-00 Fire District 52210P0 Administration - Fire & Emergency Medical Fire District 501100:5alaries & Wages Salaries & Wages (District Payrall) 0.oo 156 27941
Expensa Fund Activities Ganeral [11.000000]
686-00 Fire District 52210P0 Administration - Fire & Emergency Medical Fire District 50Z000:Personnel 3eneits- Personnel Berefits (District Payroll) 23077 38 410 9R1 37
Expense Fund Activities General DisTicts [20.000000]
686-00 Fire District 52210P0 Administration - Fire & Emergency Medical Fire District 503100:5upplies - Other Supplies (District Use) 1,869.19 1096293
Expense Fund Activities General [31.0000001
G86-00 Fire District 52210P0 Administration - Fire & Emergency Medical Fire District 504100:0ther Professioral Professional Services 487984 24224086
Expense Fund Activities General Sernvices [41.000000]
G86-00 Fire District 52210P0 Administration - Fire & Emergency Medical Fire District 504200:Communication Communication [42.000000] 30 .54 171084
Expense Fund Activities General
686-00 Fire District 52210P0 Administration - Fire & Emergency Medical Fire District 504300 Travel Travel [43.000000] oG4 88 1,08360
Expense Fund Activities General




District Expenditure Budget to

Actuals FIN0O596
I s

District Expenditure Budget to Actuals FINO596 (-

Company  *

Period * | FY2015 - April

Fund | saarch

Gusiness Unit | search

LostCenter | search =
Untitled Filter

Manage Filters & ave

Save Search Option

0 Saved Filters




District Expenditure Budget to
Actuals FINO596

District Expenditure Budget to Actuals FINC596 -/ & E s
Company Period  FY2015 - April
86 flems Y In
Fund Business Unit Cost Center Ledger Account Spend Category Annual Budget Period Actual YTD Actual Bucget  Budget
Balance Usead
686-00 Fire 52210P0 Administration - | Fire Distrct 504400:Advertising - Advertising 2500 0.00 o749 610% o
District Expanse =ire & Emergency General [4£.000000]
Funa yviedical Actvites
686-00 Fire 32210P0 Administration - | Fire Distrct 504700:Fublic Ltility Public Utility Services 600 0.00 444 25.0%
District Expanse =ire & Emergency General Services [47.000000]
Fund Viedical Activities
6856-00 Fire 32210P0 Administration - | Fire District 504800:0ther Miscellansous 14,300 g§,125.61 5174 64.0%
District Expanss Sire & Emergency Goneral Miscellansous [A6.000000]
Fund Viedical Activities
686-00 Fire 32211P0Fire Depariment = Fire Distrct 501100:2alaries & Wages Salaries & Wages 36,000 0.00 36,000 00%
D sirict Expanse Zommissoners General (Drstrict Payroll)
Fund [11.000000]
== )
Criteria View by | Selecta Field... v andthenby: | Selecta Feld... v Refresh
2items @ @ lll
Company  Fund Business Unit Cost Center Journal Accounting Ledger Account Revenue | Spend Debit Credit Debit
Date Category Amount (+) Amount {-) minus
Credit
Fire 686-00 Fire 52210P0 Fire District Q 01/0122015 504400:Advertising Advertising 270.40 0.00 270.40
District District Administration - General [44.000000]
#5 Expense Fire &
Fund Emergency
Medical
Activities
Fire 686-00 Fire | 52210P0 Fire District Q 02/01/2015 504400 :Advertising Advertising 1,250.32 0.00 1,250.32
District District Administration - General [44.000000)
#5 Expense Fire &
Fund Emergency
Medical
Activities
rorkday.

™




District Revenues FIN0594

District Revenues FIN0O594 ...

Company  * | Fire District #5
Feriod * | FY2015 - Aprll <=
Fund search
Busincss Unit search
Cost Center search
Untitted Filter
Save Search Option _
Manage Filters i

0 Saved Filters




District Revenues FIN0594

District Revenues FIN0S94 ..., @ [ 3
Company Period  FY2015 - Arril

20 tems E Y In
Fund Business Unit Cost Center Ledger Account Revenue Category Period Actual YTD Actual
686-00 Fire District 5200000 Publc Safety - Other Fire District 311000:Property Tax Property Tax - Delinquent Years 0.00 160.844.80 =~
Expanse “und General [31110030]
686-00 Fire District 5200000 Publc Safety - Other Fire District 317000:Excise Taxes In Lieu Of Leasehold Excise Tax [21720000] 0.00 386562
Expanse ~und General Property Tax
686-00 Fire District 5200000 Publc Safety - Other Fire District 317000:Excise Taxes In Lieu OF Timber Excise Tax [317£0000] 0.00 781.20
Exp=nse “und General Property Tax
686 00 Fire District 5200000 Publc Safety Cther Fire Distrizt 341000:General Budgetng and Accounting Scorvices 0.00 246952
Expanse =und General Govenment [34143000)
686-00 Fire District 5200000 Public Safety - Other Fire District 342000:Pudlic Safety Ambulance Services [34260000] 40,000.00 385,509.34
Expanse ~und General
686-00 Fire District 5200000 Publc Safety - Other Fire District 342000:Public Safety Fire Protecticn anc Emergency Medical Services £0,000.00 50,000.00
Expanse =und General [34221000]




District Revenue Budget to Actuals

FINO597/
1

District Revenue Budget to Actuals FINO597 ...

Company * | Fire District #5
Period * | FY2015 - April
Fund search

Business Unit search

@ @ @ @) @G

Cost Center search

Untitled Filter
Save Search Option Manage Filters —
0 Saved Filters




District Revenue Budget to Actuals
FINO597

District Revenue Budget to Actuals FINOS97 -1 @ ES
Company  Fire District #3 Perod  FY2015 - Aoril
20 items E Y In
Fund Business Unit CostCenter Ledger Account Revenue Category Annual Period Actual YTD Actual Budget Budget
Budget Balance Used
686-00 Fire DIstrict 5200000 Public Safety - =lre District 342000:Publl: Satety Arbulance services ] 40 000U 3Eh BHUY 34 385 504 0% =
Expense Fund Other Seneral [34260000]
686-00 Fire District 5200000 Public Safety - =ire District 342000:Publi: Safety Fire Protection and Emergency En.nnn on A0 00N C.0%
Expense Fund Other General Medical Services
[34221000]
G86-00 Fire Dislicl 5200000 Public Safely - Sire Dislicl 347000.Cullure And Olhier Fees [34750000] 7,065.90 7,066 C.0%
Expense Fund Other Seneral Recreation
686-00 Fire District 5200000 Public Safety - =ire District 361100:Ihvestmert Investment Interest 7422 74 C.0%
Expense Fund Other General Interest [36110000)
_ w
Criteria View by: | Selecta Feld.. » andthenby: | Selecta Feld. - | Refresh |
= E In
' Company = Fund Business Cost Center Journal Accounting Ledger Account  Revenue | Spend Debit Credit Debit
Unit Date Category Amount (+) Amount (-) minus
Credit
Fire 686-00 Fire 5200000 Fire District Q 04/06/2015 342000:Public Fire Protection and 0.00 50,000.00 (50,000.00
District District Public Safety  General Safety Emergency )
#5 Expense - Other Medical Services
Fund [34221000]




Financial Detail Activity FINO353

Financial Detail Activity FINO353 ---

Company *

Year * | search
X FY2015

Period search

Business Unit search

Cost Center search

Ledger Accounts and Summaries search

X Master Account Set: Total

Expenditures
Add/Remove Groups X Master Account Set: Total
Fevenus
Untited Filter
Save Search Option Manage Filters Save
0 Saved Filters




Financial Detail Activity FINO353

Financial Detail Activity FINO353 = &

@&

Company Ledger Accounts and Summaries  Master Account Set: Total Expenditures
Year Fr2015
355 tems % 5] ¥ Il B
Company  Fund CostCenter Business Umit Ledger Account Spend Category Journal Source Journal Accounting Ledger/Budget
Date Debit minus
Credit
586-00 Fire Fire District 52210P0 Administration - Fire & £01000:5alares & Wages - Salaries & Wages Ad hot Q 04102015 131000 =
District Expense General Emergency Medical Districts (District Payrall) Payment
Fund Activitias [11.000000]
686-00 Fire Fire District 52210P0 Administration - Fire & 501000:5alaries & Wages - Salaries & \Wages Ad hot Q 0411042015 244678
District Expense General Emergency Medical Districts (District Payrall) Payment
Fund Activities [11.000000]
586-00 Fire Fire District 52210P0 Administration - Fire & £01000:5alares & Wages - Salaries & Wages Ad hot Q 04102015 120000
District Expense General Emergency Medical Districts (District Payrall) Payment

Fund

Activities

[11.000000]

Click to
Open
Transaction




How do | get a Warrant Register?

]
- Find Payments FINO34Q e ramens o

Payment Status = icre §
Complete S
Payment Date On or @
After = payment date — &

submitted - =

Payment Date On or After 06/01/2015 [

Payment Date On or Before I [

w N e o B B Pt il s g

Reconciliation Date On or After _d [i
Reconciliation Date On or Before 4 11}
Manage Filters Save

1 Saved Filters




How do | find a list of outstanding

warrants?
e

County-issued Warrant in WD District-issued Warrant

o Find Payments FINO340 o Find Ad Hoc Bank
o Payment Status = Transaction FINO338
Complete o Purpose = District Issue
o Reconciliation Status = o Reconciliation Status =
Unreconciled Unreconciled

County-issued Warrant before
WD

= Find Ad Hoc Bank
Transaction FINO338

o Purpose = Converted

Warrant
o Reconciliation Status =
Unreconciled N\
workday.



How do | find a list of reconciled

warrants?
e

County-issued Warrant in WD District-issued Warrant

o Find Payments FINO340 o Find Ad Hoc Bank
o Payment status = Transaction FINO338
Complete o Purpose = District Issue
o Reconciliation status = o Reconciliation Status =
reconciled Reconciled

County-issued Warrant before
WD

= Find Ad Hoc Bank
Transaction FINO338

o Purpose = Converted

Warrant
o Reconciliation Status =
Reconciled N\
workday.



How do | find a list of voided

warrants?
e

County-issued Warrant in WD District-issued Warrant

o Find Payments FINO340 o Find Ad Hoc Bank
o Payment status = Transaction FINO338
Canceled o Purpose = Void — District
o Reason for Cancel = void Issue
o Reconciliation status =
reconciled

County-issued Warrant before
WD

= Find Ad Hoc Bank
Transaction FINO338
o Purpose = Void —
Converted Warrant



Find Ad Hoc Bank Transaction
FINO338 - Summar

o Total Transaction amount by Company, Fund,
and Purpose

Find Ad Hoc Bank Transactions FIN0338 - Summary [+« (=] o=
Company Begining Transaction AmountRange 0
Start Date 060112015 Ending Trans action Amount Range 0
6 items i ? lll
Company Fund Purpose Name Transaction
Amount
G60-00 School District General Fund District lssue 14,799 469 54
G60-00 School District General Fund Reconciliation Warrant Adjustment 2425
660-00 School District General Fund Vioid - District Issue 349178
662-00 School Distrct Capital Project Fund District 1ssue 1,047 32202
G62-00 School Distrct Capital Project Fund Vioid - District Issue 501013
G69-00 School District Associated Student Body Fund District Issue 29699324




Ledger Account Activity Summary
FINOG669

Ledger Account Activity Summary FINOGG9 (== e o s
Company  Drainage District 14 Ledger Accoun:s and Summaries  Master Account Set: Budget - Total Expenditures
Period FY2015 - June Mazter Account Set: Budget - Total Revenues
@ ¥ I
Fund Ledger Account Revenue Category Spend Category Debit Amount Credit Amount Net Amount
361430:Interest Income Other Interest [36140000] (Blank) 0.00 3.89 (3.89)
conracts & Motes
Receivable
368000:Special Specizl Assessments- (Blank) 0.00 20942 (209.42)
Assessments Operaling (Current)
|3685C010]
501000:5alarles & Waces - [Blank) Salarles & Wwages Distlcts 1,225.56 0.00 1,225.56
Districts [10.200000]
502000:Personnel Benzfits- [Blank) Personne Beneits (District 1.971.34 0.00 1.971.34
Districts Payoll) [22.000C00]
Total 3,196.90 213.1 2,983.59

workday.



Find Cash Sale FINO601

]
1 Access to Cash Sale document added

Find Cash Sale FINOG601 [+ e o =
(») Details
25 ttems [ i 4 Ill
Cash Sale Payment Customer Payment Application Payment  On Account Currency Payment Transaction Payment Company Transaction
Date Status Status Amount Amount Type Reference in Memo
Deposit

0712312015 Approved  Fully 19,079.69 0.00  USD ACHIEFT Yes -
Applied @

View Cash Sale

Cash Sale Q Status  Approved

(¥} Cash Sale Information

Company

currency UeD

Rermil-From Cuslumer ,F'-"\




“Treporng s



Reporting Tips

Every blue field and magnifying glass can be
drilled into additional details.

Magnifying glass — open document
Blue link — see more detalls

Hover-over arrows next to amounts
allow summarizing details.
Use the tools to add function: 1| o

[ Export to Excel

¥ Filter list

workday:.



Reporting Tips

Use saved filters to easily reproduce reports

FDS All Accounts|

Manage Filters

Save
0 Saved Filters {5 FD& All Accounts

Manage Filters 1 Saved Filters =

Use common ledger account summaries to
quickly include groups of accounts

Budget Total Expenditures = Expenditures including
transfers out

Budget Total Revenue = Revenues plus transfers in
BARS All Accounts = all account types

L=

Ledger Account’Summary
¥ Master Account Set: Budget -
Total Expenditures

¥ Master Account Set: Budget -
Total Revenues

¥ Master Account Set: BARS Al

workday.




- Maintaining Budgets



Budgets

As a convenience, 2015 Budgets were copied
over as your 2016 Budget

Use the Maintain Budget task in Workday to
modify these budget figures to match your
Adopted Budget.

Per RCW 84.52.020, and the State Auditor’s
Office Opinion, you will need to still file your
budget with us. Please attach a copy of your
adopted 2016 budget ordinance to your budget
within Workday.

workday:.



Maintain Budget Task

o Maintain Budget (entered in search)

Select the Budget Structure of
“District Annual Budget” (required)

Select your Company(required)

In the Budget Name field, select the
budget to be modified (required)

In the Years field, select the proper
year (required)

Select a Period from the drop down
menu

In Organizing Dimensions, select a
Fund worktag from the drop down
menu (required)

Maintain Budget

Budget Structure * % District Annual Budget
Company *
Budget Name *
Years *

Periods *

Cancel

workday:.



Maintain Budget Task

Complete details on the Maintain Budget
screen

Memo:

Document changes or make comments about the
budget as a whole.

O ——

Entered Balance Rolled Balance [otal Balance
596,454.00 USD 0.00USD 596,454.00 USD

Default Budget Type Annual/Permanent

Organizing Dimension 698-00 Weed Control District Fund

Memo

workday:.




Maintain Budget Task

Budget Lines:
Use the [+] button to add budget lines
Each line requires a Ledger Account

Worktags: Each line requires a Cost Center and Business Unit
be entered in the this field. Spend Category and Revenue
Category can be added if desired.

Debit Amount/Credit Amount: Amounts are entered as natural
debits and credits (Debit to increase expenses and Credit to
Increase revenues)

Memo: can be used to make notes/comments about the
amounts in any given line.

Budget Lines Rolled Budget Lines Attachments

Budget Lines

o Order *Ledger Account/Summary Worktags Debit Amount Credit Amount Memo

* o vy 501200:Overtime, Special Pay Business Unit: 55360P0 Weed Control 750.00 0.00

Cost Center: Weed District



Maintain Budget Task

Use Attachments tab to add documentation

Budget Lines

Attachments

Rolled Budget Lines

Attachments

workday:.



Budget Reports

Current Budget - Budget amounts summarized
by ledger account with an additional summary by
fund

District Expenditure Budget to Actuals
FINO596 — Includes budget and actuals side by
side in one report, displaying all worktags.
Calculated remaining balance is shown for each
account.

Revenue to Expenditure Budget Comparison
FINO393 — Summarizes budget amounts by cost
center, fund and account type

workday:.



- Questions?



