Internet Reporting Instructions
The basic FY2007 GAAP package will be completed on line. Forms are the same as in prior fiscal years. The following will help departments complete their GAAP reporting on line.
WARNING:  Save often. There is no auto save function. 

WARNING: The system will automatically log off the user when there is no activity for fifteen minutes. Unsaved data will be lost.

LOG IN INSTRUCTIONS
USER ID 

DEPT. ALPHA CODE

PASSWORD 

DEPT CODE1234




(EX. XYZ1234)

You will be prompted to change the password. (NOTE:  Password needs to be 7 – 10 characters (alpha/numeric) case sensitive) 

Please reference the re-set information at the end of these instructions if you forget your password.
GAAP Forms Login
GAAP REPORTING TRANSMITTAL
GENERAL INFORMATION

Primary GAAP Liaison:

Name:
enter name of primary GAAP Liaison

Title: 

enter job title (limit 38 characters)

Telephone:
enter number – FORMAT: XXX XXX XXXX  Ext. XXXX 

NOTE: Once above information is entered, click “SAVE” and then full transmittal will be revealed

1. All information is as of June 30;
2. For each “form” (Including the mail-in forms) check the “Final” box when complete; or the “N/A” box If not applicable;
3. List of Additional information Box: Describe the information e.g. detailed accounts receivable schedules. Enter “N/A” if not applicable;
Note: The “Decentralized / Multi-Facility Forms” and “NAR411WU” only apply for Decentralized departments.
4. Click 
“BACK” button for main transmittal page
“NEXT” button for next form to complete

“SAVE” button to save your information.  Do the same for each page of the form.

“RESET” button will clear the latest entries.
5. Click Hyperlink to complete one of the three forms online:
· Methods For Estimating Uncollectibles and Deferred Revenue
· Accounts Receivables Analysis
· Assets Held in Trusts
6. Status Box: At the bottom of form, 

A. Prepared By:
Name: Enter name of person preparing the GAAP Package and / or individual form(s) 

Telephone:  Enter number – FORMAT: XXX XXX XXXX  Ext. XXXX

Date:  MM/DD/YYYY
B. Approved By The CFO or supervisor needs to review and approve the package and mark the “COMPLETE” button on the transmittal page.
C. “In Progress Box” – system generated. Use this box until the GAAP package completed, reviewed and ready for submission;

D. Check here only when “Completed Box” –Upon GAAP package completion and review, the reviewer (person completing the Approved By information) will check this box and save the Package.

7.  Then click on “Log Out” at the top right corner to exit and to transmit the package to CTR.
WARNING: The department will not be able to access the GAAP Package after submission.

METHOD FOR ESTIMATING UNCOLLECTIBLES and DEFERRED INFLOWS OF RESOURCES (FORMERLY DEFERRED REVENUE)
· Estimates Method: Drop down box - check Uncollectibles or Deferred Inflows of Resources (formerly Deferred Revenue)
· Fund: enter four digit fund number(s). When applicable to all funds, enter 

· “All”
· Rev Source: Enter four digit revenue source code(s). When applicable to all of the department’s revenue source codes, enter “All”

· Description: Describe methodology.  Enter N/A if not applicable for department.

· Click  “SAVE”;  ADDITIONAL LINES WILL BE REVEALED IF NEEDED

· Prepared By:
Name: Enter name of person preparing the GAAP Package and / or individual form(s) 

Telephone:  Enter number – FORMAT: XXX XXX XXXX  Ext. XXXX

Date:  MM/DD/YYYY
ACCOUNTS RECEIVABLE ANALYSIS
· Fund: Enter four digit fund number

· Condition #: Drop down box – check condition 1,2,3,4 or 5 
If Other: For use when more than one condition applies to a fund \ revenue source code combination.  For example, for certain departments conditions 3 and 4, or 4 and 5, or 3, 4, and 5 may apply to certain fund \ revenue source code combinations.

· Revenue Source: Enter four digit revenue source code(s). Note: There is space for three revenue source codes, separated by a comma, when a condition applies to two or three revenue source codes
· Explanation: Enter reason(s) condition applies

When finished: 
1.
Click “SAVE”
2.
Enter Preparer’s name, phone number and date

· Prepared By:
Name: Enter name of person preparing the GAAP Package and / or individual    form(s) 

Telephone:  Enter number – FORMAT: XXX XXX XXXX  Ext. XXXX

Date:  MM/DD/YYYY
ASSETS HELD IN TRUST

General: 
Enter whole dollars only without commas.
Ending Balances (End FY):  Prior Year and Current Fiscal Year Ending Balances are system calculated. Thus, there is no “End Fy” box for Steps 1 and 2.  Enter Beginning Balance (Begin FY), additions and deletions. Then click on the “Save” button to calculate the ending balance.

1. Enter prior fiscal year department totals. 
CLICK “SAVE”  (Step 2 will then be revealed)

2. Description \ Facility: Enter type of asset.  For each asset type, Enter Current fiscal year amounts. 
When finished entering an asset type, click on save and the line including system calculated ending balance will appear at the bottom of the form. 

Explanation of Significant Differences:  Enter explanations for all changes which meet the criteria presented under Assets Held in Trust.
When finished: 
1. Click “SAVE”
2. Enter Preparer’s name, phone number and date

· Prepared By:
Name: Enter name of person preparing the GAAP Package and / or individual    form(s) 

Telephone:  Enter number – FORMAT: XXX XXX XXXX  Ext. XXXX

Date:  MM/DD/YYYY
Click “BACK” button for main transmittal page or “NEXT” button for next form to complete,

COMPLETION & TRANSMITTAL

Completion and Transmittal:  Upon completion of all forms in the GAAP Package and review and approval by the reviewer, the Package is ready for submission. 

To submit the package to CTR, click on the “Check here ONLY when you’re completed” button at the bottom of the GAAP Reporting Transmittal Form.  Save the package. Then click on “Log Out” at the top right corner exit and to transmit the package.

WARNING:  The department will not be able to access the Package upon submission. 

Be sure to mail (hand deliver) additional information noted on the GAAP Reporting Transmittal.
“Password Reset”  and/or “ Edit”

Note: Your password is valid for the entire process of completing the GAAP package.  Once you check “COMPLETED”, you will not be able to access the forms.  In order to edit forms or reset your password please e-mail:
Cathy.Hunter@state.ma.us 
MAIL-IN FORMS

The “Mail-In” forms should be sent to:
Office of the State Comptroller

One Ashburton Place 9th Floor

Boston, MA  02108

ATTN: Cathy Hunter
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