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Attachments to Business Units & Adding Object Accounts

State Financial Reporting

Accounts Payable
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Have Requisitions In (Sharon Zimmerman)

Constant Contact (Brian Svik)

Fixed Asset and PO Clean Up (Amy Wilson)

Fixed Asset Records Without Cost (Amy Wilson)

State Treasurer Transfer Memo (Wes Mohling)



Accounts Payable

Wes Mohling / Vern Halstrom
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Accounts Payable
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Account Distribution

Sharon Zimmerman
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Account Distribution
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1. Click in the Account Number field for the line that needs Account Distribution
2. Click Row  Account Distribution

Account Distribution
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3. The above screen defaults to “Fixed Quantity”.  This may be changed to any 
one of the following.

a. Fixed Amount - allows a split based on dollar amount
b. Fixed Quantity – allows a split based on quantity
c. Percentage – allows a split based on a percent

Account Distribution
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4. The above screen shows this line being split based on Fixed Amount.  Key in 
the Account Number and the Distributed Amount.  All other information fills 
in as necessary.  The system automatically calculates what has been 
Distributed and how much is Remaining to be split.  Continue splitting out 
until the “Remaining” column is blank



Account Distribution
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5. The below screen show this line as being completely distributed. There is 
nothing left in the “Remaining” column to be distributed.

Account Distribution
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6. The below screen shows this line being split based on the Fixed Quantity.  
Notice that even though it is being split based on Quantity, the Distributed 
and Remaining columns show not only what is left to be distributed based 
on Quantity but also Percentage and Amount.

Account Distribution

12

7. The below screen shows this line being split on Percentage.  In these 
examples the line is split among 3 different business units.  At this time, 
there is no limit on the number of business units this can be split amongst.



Year End Dates

Sharon Zimmerman
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Purchase Ledger

Kay Mencl
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Purchase Ledger
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Procurement Training Guides

- Lesson 2 – Standard Processes for Documents

- Purchasing Ledger Inquiry Training Guide

- NVISON Lesson



Attachments to Business Units & Adding 
Object Accounts

Ramona Hartley
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Attachments to Business Units & Adding Object Accounts
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State of Nebraska > Accounting > Business Units  > Add Business Units

Enter your business unit or grant number in the QBE grid & Find:

Attachments to Business Units & Adding Object Accounts
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After saving the information to be attached to a location on your computer
Check the desired business > Row > Attachment



Attachments to Business Units & Adding Object Accounts
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On the screen click 
File   > choose 
Select Local File, 
browse to your file,    
click Open, the file 
name now appears 
in the local file line.
Click Add.   Your 
file now opens in 
the object viewer.  
Click Save to have 
it permanently 
saved to the 
business unit.

Attachments to Business Units & Adding Object Accounts
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Clicking the Save above will return you to Add Business Units-Work with Job 
Master Screen.  You can save multiple files with the same name and the system 
will not overwrite them in this area of the system.

You can include your grant award and distribution spreadsheet as file 
attachments. (You may want to scan them as one document.) When closing 
your business units/grants you may want to include a copy of the FSR report. 

State Financial Reporting

Bruce Snyder
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State Financial Reporting
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Four Main Statewide Reports prepared by State Accounting

•Budgetary Report

•Comprehensive Annual Financial Report (CAFR)

•Single Audit – Schedule of Expenditures of Federal Awards (SEFA)

•Statewide Cost Allocation Program (SWCAP)

State Financial Reporting
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Budgetary Report

•Presents expenditures as reflected in the general ledger

•Reflects the legal level of spending control for the State

•Agrees with the Budgetary Comparison Schedules in the CAFR

State Financial Reporting
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Comprehensive Annual Financial Report (CAFR)

•Presents financial statements in accordance with generally accepted 
accounting principles (GAAP)

•Has been submitted to the Government Finance Officers Association 
(GFOA) Certificate of Achievement Program and received the award for 
the last 19 years 

•Demonstrates the highest level of financial accountability for the State

•Serves as the basis for the Single Audit



State Financial Reporting
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Single Audit

•Statewide audit of federal programs

•State Accounting prepares the SEFA with help from agencies

•The basic financial statements from the CAFR are presented in the 
Single Audit

State Financial Reporting
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Statewide Cost Allocation Program (SWCAP)

•Reflects general government expenditures that can be included in an 
agencies indirect cost allocation applied to federal grants

•Is reviewed and approved by the federal Division of Cost Allocation 
(HHS)

State Financial Reporting
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How do I find my agency in the CAFR? 

Go to the Business Unit master (Add Business Units screen)
Note: This grid was customized to show selected columns

n)



Click on visual assist for 
CAFR FUND to see fund 
descriptions

The CAFR Fund 
descriptions are the fund 
titles in the CAFR

State Financial Reporting
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To see function 
descriptions, click on the 
visual assist for CAFR 
FUNCTION

For funds where 
expenditures are reflected 
by function, your agency 
expenditures will be 
reflected on one of these 
lines, based on your CAFR 
Function

State Financial Reporting

29

Questions
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