Statutory Receivable How to Guide
To begin, login to Comptroller’s website (www.mass.gov/comptroller)

Next click on the Comptroller Intranet icon link
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Then Click on PartnerNet
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On the PartnerNet web site, to log on, key in your UAID and your Password
If you do not know your UAID and/or Password and this is your first time, you need to contact your Security Officer.  Please note if you forget your password, there is a link to change your password.  If you do not know your department security officer, see the Security Officer Contact List.
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After logging on, please click on Financial Reporting System
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You will be taken to another screen, please click on Statutory Accounts Receivable.
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For departments that enter on behalf of multiple departments you have a selection called Set Department.
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Multiple user departments will have a screen with a drop down box showing a list of departments from which to select.  After choosing the department you need, please click on Select.
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If you are not a multiple user department, please click on Statutory Accounts Receivable.  Your department name will appear.
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Choose the fiscal year* from the drop down box and click on select.
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Both screens will take you to the transmittal form.
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Please enter your name, title, phone and extension if any.
Please click on Save.
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Once saved, the transmittal form is now active and a date will appear in the upper right hand corner.

Please note that the transmittal form has due dates for both the preliminary and final statutory receivable amounts.
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Preliminary entries
To begin entering your preliminary amounts, please click on Preliminary.
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You will be taken to Statutory Accounts Receivable Preliminary Screen.
Please click on the drop down box for Unit/Unit Name.
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Please select the unit for which you wish to enter a preliminary amount.
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Once the unit is selected, you have additional drop down boxes to select the fund and revenue category.  After finding the unit/fund/revenue category combination you need, please click on Select.
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You will be taken to another screen where you can select the revenue source codes.
[image: image17.png]Set Department

FY2010 DOR: Statutory Accounts Receivable Preliminary Submission

Unitfunit Name: 5400 REVENUE ACCOUNTING v]

Fund/Fund Name: |0010: General Fund v,
Revenue Category: |01: TAXES v

REVENUE RE AcTUAL

REV.SRCE. PRIORFY  CURRENTFY ESTIMATE DISALLOWANCE
SOURCE NAME BALANCE AR
cLue ALcHoLIC

ma SHEAL [ T e 000 000
AvcowoL

mez  jAkone s000  geesess o0 gamn j000 000

ooy ApERSOMALUSE fioesos0  guodesss  goo0  $00 000 000

saos WATIONALBANK  §1,099,61199 s00 s gao jo00 000

Fen CIGWRETTE  (3110,200205.27) (195,676190.46) 4000 4o.00 jooo oo

maz arsoline (s46/182,051.49) jo00 o0 faon fooo oo
Srcrerreo

oi1e PROVIDER. ($7.600,939.30)  ($207,000.00) $0.00 $0.00 $0.00 $0.00
resssanrs.

P terare fodssonss gazonereaz foo0  fo0s jo00 4000
IsuRANCE O

s U fisarazess fosozasmss 000 0.0 j000 000
InsURANCE GO

ma e azmernes seamiensz  soo0  go0s j000 000
Insurance

ma (1305769 sereasr o0 f000 000 000

DOMESTIC LiFE
o123 1 DOMESTIC LIFE (45 102,2686.00) (41,286,581.00) $0.00 $0.00 $0.00  $0.00




[image: image18.png]e e $1,819,254.00 $0.00 $0.00 $0.00 $0.00  $0.00

jaaze INS. PREM EACISE
coopERATIVE
o1z o ($15.614.00)  ($213,695.00)  $o.00  $0.00 .00 $0.00

[preparer's signature

propareae: | pone:| Jew[ |

[ Please do not forget to sign the Preparer's Signature.

If you have questions accessing the application,

please contact Comptroller's Help Desk at comptroller.info@state.ma.us o 617-973-2468




After finding the revenue source you need, please click on the revenue source number.
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This is the screen where you will enter the Preliminary Statutory Receivable amount and any adjustment.  
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After entering the Preliminary Statutory Receivable amount, please enter a description and click on Save.  

Please note: if you have made a mistake, you can cancel before and after you save.  If you cancel, you will be taken back to the Statutory Preliminary Submission screen.
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Once saved, the screen and the NAR411WU report will be updated with the amounts you have entered.  Please scroll to the bottom of the screen to view your amounts.
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The Preliminary amounts appear on the screen
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Once you have validated the amounts, please enter your name and a phone number and click on Sign.
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You will be taken back to the Statutory Preliminary Submission screen to select another unit.
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Note: by clicking on exit you will be taken to the log out page.
Once you have completed all of your entries, you can view the NAR411WU report by clicking on Status.
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After clicking on Status, you will be taken to the My Status screen.

Please click on Select under the Statutory Accounts Receivable field.
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Please use the drop down box to select the NAR411WU report.
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Please click on Select.
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The NAR411WU report will show the preliminary amounts you have entered.
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Once you have viewed the report and validated your amounts, click on Return to go back to the Department Information screen.
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Department Information screen.
From this screen, please click on transmittal in the upper right hand corner.
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Submitted By: CTRAGD. Status: In Progress.
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please contact Comptroller's Help Desk at comptroller.info@state.ma.us o 617-973-2468





To complete the Preliminary submission, please click in the Completed field next to the Preliminary and leave the Report Status as In progress and click on Save.  
Note: please do not submit at this time.  
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Final entries
Please note that you can only enter a Final amount for a unit/fund/revenue category combination in which you entered a Preliminary amount.
Please log on to PartnerNet and go to the transmittal form and click on Final.
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Please select the unit/fund/revenue category combination you need.
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Please do not forget to sign the Preparer's Signature.

If you have questions accessing the application,
please contact Comptroller's Help Desk at comptroller.info@state.ma.us o 617-973-2468





After finding the combination, please click on Select.
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Please click on the revenue source number you need.
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You will be taken to the Final submission screen.  Please enter the actual final amount and a description and click Save.  
Please note: if you have made a mistake, you can cancel before and after you save.  If you cancel, you will be taken back to the Final Submission screen.
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Please note that this screen will also show the preliminary amount you entered for this unit/fund/revenue category combination.

[image: image41.png]FY2010 DOR: Statutory Accounts Receivable Final Submission

Uni REVENUE ACCOUNTING (6400)
Fund: General Fund (0010)
Revenue Category: TAXES (01)

Revenue Source Name: PERSONAL USE TAX (0103)
Prior FY: $104,505.70

Current FY: $110,164.80

MMARS RE Balance: $0.00

Preliminary submission

Estimate Statutory AR: $1,000.00

Disallowance: ($100.00)

Final submission

Actual Receivable: 500.00

Description:
this is & test

Cancel




Scrolling to the bottom of the page, you will see the Final submission entry you made.

At the bottom of the page, please enter your name and phone number and click on Sign
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From this page, you can continue to select additional unit/fund/revenue categories if needed.

Once your entries are completed, you can choose Status to view the NAR411WU report that will now be updated with all of the entries you have made.
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By selecting Status, this allows you to view the NAR411WU report that will now be updated with all of the entries you have made.
NAR411WU report
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NAR411WU report (continued)
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After viewing the report, please return to the transmittal form by clicking on Transmittal in the upper right hand corner.
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At the transmittal form, please enter your name, date (pop up date will appear) and phone for both the Prepared by and Approved by.
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Please click on Submit and Save.
Please note: if you need to make an adjustment after the final form is submitted, contact the CTR General Accounting Bureau as listed on the screen to release the submission.
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After saving, you will be taken to My Status and you can click on Exit.
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Please logout, you are done.
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