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[bookmark: _GoBack]Due To/From Supplemental Report 1.0
Supplemental Job Aid

Date: 06/11/2015

Target Audience: General Ledger Reporter

Purpose: This Supplemental Job Aid provides General Ledger Reporters with instructions for running the Due To/From Supplemental Report required by the SCO.

Title: Due To/From Supplemental Report:

Step 1: Navigate to the Due To/From Supplemental Report page:
· Navigation: Main Menu  FI$Cal Processes  FI$Cal Report  GL Reports   Due To/From Supplemental Rpt.
· Click the Add a New Value tab. 
· Enter any value for the Run Control ID. This will be used to store the request parameters for future use. Click the Add button.
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Step 2: Complete the following fields:
· Business Unit
· Fund Tree
· Fund Node
· Ledger
· As of Date
NOTE: Use your Business Unit. The fund tree selection can be used to pull specific funds. Use the FUND_COMMCONTROL Fund Tree to display all funds. The Fund Node will be 0000000000 to display all funds. The As of Date should be the last day of the fiscal year. Select the BUDLEGAL Ledger. Select Include Adjustment Period(s) to include the 998 adjustment period in the report. If Roll up to Parent Fund is selected, all the sub fund amounts will be rolled-up and displayed under the parent fund.
Click the Run button.
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Step 3: Click OK.
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Step 4: Select the Process Monitor link.
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Step 5: Click the Refresh button until the “Distribution Status” of the process instance is “Posted”. Select the Go Back to Due To/From Supplemental Rpt. link.
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If the Pop-Up Blocker sends you back to the Due To/From Supplemental Report, follow the steps below. If not, continue to Step 6:

· Click Search and click on the Run Control ID you used.
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· It will display your selections on the Due To/From Supplemental Report page.
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Step 6: On the Due To/From Supplemental Report page, click the Report Manager link  
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Step 7: On the Report Manager page, click the Administration tab. On the next page click the ZZ_GL_SPLRPT (XXXX) – ZZ_GL_SPLRPT.xls link.
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Step 8: The Due To/From Supplemental Report will appear in XLS format. 
NOTE: The values from this report are pulled from the BUDLEGAL ledger.  If no Subsidiary Fund is found for a GL Account, the amount for that GL account will need to be researched and the entry for that amount will need to be classified. 
To research items where no Subsidiary Fund (FI$Cal – Fund Affiliate), Subsidiary Org (FI$Cal – Affiliate), or Subsidiary Organization Title is missing, use the General Ledger Job Aid 219 to run a ledger inquiry, which will provide the detail to the transactions. http://www.fiscal.ca.gov/access-fiscal/generalledgerjobaids.html

Data in FI$Cal is maintained by using the new Chart of Accounts (COA) chartfield values. The Department of Finance website includes FI$CAL COA value crosswalk information and other related documentation on their FI$CAL Resources page http://www.dof.ca.gov/FI$CAL_Resources/view.php . The COA crosswalk can be used to identify the equivalent account in FI$Cal.

Note:  The first page will print for Fund 0000 – General Checking/Rev Fund. This page represents the due to/from information for the department’s checking account. This page is not required to be submitted to the SCO.
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Reference:  The report utilizes the ACCT_REPORTING tree to translate the FI$Cal COA account value to the UCM general ledger account code. Use this tree when validating amounts within FI$Cal (e.g., UCM GL 1410/FI$Cal acct – 12400000; UCM GL 1420/FI$Cal acct – 1240100; UCM GL 3114/FI$Cal acct – 2010000; UCM GL 3115/FI$Cal acct – 2011000).
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FINAL CHECKS
The subtotal amount for GL 1410 and 3114 subsidiary funds should equal the amounts from the Subsidiaries on File (Report 8 addendum) identified as due to/from a different fund being reported. 
The total amount for GL 1420 and 3115 should equal the amounts from the Subsidiaries on File (Report 8 addendum) identified as due to/from the same fund being reported. 
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