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Overview 
Copyright © 2012 by Ganser Consulting LLC. All rights reserved.


The BARSReporter module provides BARS users with the ability to create, build, print and submit the annual report to the WA State Auditor’s Office. This involves identifying the funds to be included in the report and if required the option to prepare the Notes to Financial Statements and the Other Schedules. The statements and schedules include the following:
· Certification Cover Page 
· Resources and Uses Arising from Cash Transactions 
· Notes to Financial Statements
· Schedule 04/05 - Revenues and Expenditures
· Other Schedules
· Schedule 09 – Schedule of Liabilities 
· Schedule 10 – Limitation of Indebtedness 
· Schedule 16 – Expenditures from Grants 
· Schedule 19 – Labor Relations Consultants
In addition, you can build & print the “Resources and Uses Arising from Cash Transactions” on a monthly basis.

Installation 
The installation package consists of a zip file named “br.zip”. Unzip to the BARS program folder. Create a shortcut on your desktop to execute the “br.exe” file located in your BARS program folder. Use the shortcut to launch BARSReporter.

Startup
When you launch BARSReporter it opens to the following window:

[image: ]
Checklists
Checklists are provided at the bottom of the Report page to remind you of the steps involved:

· Build Report
[image: ]

· Submit Annual Report
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· Resubmit Annual Report
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Prepare & Build Report – Select Year & Report Type
Depending on the time of year, BARSReporter preselects the year (upper left corner of Report page) as either last year or the current year. Change it to the appropriate year by using the back & forward buttons. BARSReporter always preselects “Annual Report” (upper right corner of Report page). If you wish to build & print a monthly report then select “Monthly Report” and define your period for the monthly report. For the monthly report, you just need to Define Funds to be Included in Report and then you can click the Build Report button as the other steps are all for the annual report.   
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Prepare & Build Report – Define Funds to be Included in Report
Regardless of whether you have selected the annual or monthly report type, you will need to define the funds to be included in the report if you have not already done so. 
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First select your fund. Then enter a unique, three digit State Number based on the number range that is preselected based on Fund Type. For example, a fund with type General Expense (as above) must be assigned a number between 001 & 099. To change the Fund Type click the Change Fund button. Typically, the column positions will not need to be changed, however there is a button for that too.

If your fund has 308 accounts with your beginning balances then check the box “Use 308.XX…”, otherwise enter your beginning balances. However, General (Expense) Funds starting in 2011 are required to “Use 308.XX…”, so the checkbox will be checked automatically and you must have 308 accounts for these funds.

For monthly reports, skip the ending balances as they will be ignored. For the annual report, enter your ending balances.

Skip the entering of Sales of Investments & Purchase of Investments (they may be used in the future).
Prepare & Build Report – Consolidation/Rollup Fund
If you have more than one General (Expense) Fund then they must be consolidated or rolled up for annual reporting purposes. To do this you must create a “special rollup” fund by either clicking on the Create Your Funds link or open the BARS Main Module and click on the Funds link.
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If you create this “special rollup” fund in the year following the report year then the Current Period/Year will be wrong, so click the Change Year button to reset the year. Set the Fund Type to “Consolidation/Rollup Fund” type.

[bookmark: _GoBack]You must define 397 & 597 account numbers in your Consolidation/Rollup Fund if you have transfers between your General (Expense) Funds. See Analyze Transfers section for more info.  

Prepare & Build Report – Consolidation/Rollup Fund, continued
Add this “special rollup” fund to your report. The state number will automatically be assigned to “000”. The ending balance must be the combined total of all General (Expense) Funds.
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Prepare & Build Report – Analyze Transfers
The consolidation/ rollup of your General (Expense) Funds requires the elimination of transfers between those funds. Click the Analyze Transfers link to review your transfers.
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Export the transfers to Excel, delete the transfers that involve other funds and then calculate the totals for the 397 and 597 columns. 
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Prepare & Build Report – Analyze Transfers, continued
Use the totals from your Excel spreadsheet to create “negative” transactions with distribution to 397 and 597 accounts in your Consolidation/Rollup Fund to eliminate the transfers. The only transactions in your Consolidation/Rollup Fund will be these elimination entries and the only accounts in your Consolidation/Rollup Fund will be the 397 and 597 accounts used in the elimination entries.

For example, if you have transfers between General (Expense) funds totaling 100,000 then you will need to create transactions in your Consolidation/Rollup Fund as follows:
· -100,000 to your 397.00.00 account  
· -100,000 to your 597.XX.00 account
 
The transaction type should defined as  “Other” and the period does not matter, but period “12” or “13” makes the most sense. 
Prepare & Build Report – Enter Info 
This information is for your annual report only. Enter Agency Name, MCAG No, Preparer Info & Agency info. Enter your MCAG No assigned by SAO or use the Lookup button. You will only need to enter your Agency Name & MCAG No once and it will be automatically used for future years.
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Prepare & Build Report – Prepare Notes 
Notes are for your annual report only. You are required to prepare Notes to Financial Statements if your total revenue exceeds $2 million dollars. You are required to prepare Notes to Schedule of Expenditures of Federal Awards if you have expenditures from federal grants/awards. 
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Click the Start with Sample Notes button to have the sample text automatically inserted. You can use the sample text as a starting point to “fill in the blanks” and revise as appropriate. Or you can copy/paste your notes from last year as your starting point. The Notes to Schedule of Expenditures of Federal Awards page will only be available if Grants have been checked on the Prepare Other Schedules page. When editing notes you can right-click with your mouse to display Edit Menu as shown below:
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Prepare & Build Report – Prepare Other Schedules
Other Schedules are for your annual report only. They include:

· Schedule 09 – Schedule of Liabilities
· Schedule 10 – Limitation of Indebtedness
· Schedule 16 – Expenditures from Grants 
· Schedule 19 – Labor Relations Consultant(s)

First check the appropriate boxes on the Check All That Apply page. This will activate the applicable pages for completing Liabilities, Grants and Labor Relations Consultants. Limitation of Indebtedness is always required. Go to each of the activated schedules and enter the applicable information.
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Prepare & Build Report – Build Report
When you are ready to build the report simply click the Build Report button located in the lower right corner of the Report page. If you close BARSReporter, you will need to rebuild the report next time you reopen it until you Submit & Lock Report.

[image: ] 

The building of the report may take a few minutes. If issues are found then you will be prompted to review them. See next section about Review Issues.
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Review Issues & Uploads
After building the report any issues found are available for review from the Review Issues & Uploads page. In addition, you can review the files that will be uploaded to SAO. 

[image: ]

Possible issues and tips for resolution are listed below:

General Issues
· Agency name is blank – Open BARS Main Module, click on Tools, enter Agency Name and click Save button.
· MCAG Number not defined – Enter the number on Enter Info page.
· MCAG Number is not valid – Correct the number on Enter Info page.
· Agency Address/Website is blank – Click the Change Agency Info button on the Enter Info page and enter missing information. 
· Preparer Name/Phone/FAX/Email is blank – Go to Enter Info page and enter missing information. 
· No funds included in report – Add funds before building.
· Number of funds exceed 14 – Current limit is 14 funds. Reduce fund count or contact Ganser Consulting at 509.952.6193 for resolution.
· Notes to Financial Statements are required – Revenues exceed 2 million. To create Notes go to Prepare Notes page.
· Schedule 09 Schedule of Liabilities is required – The checkbox for Long-Term Liabilities on the Prepare Other Schedules page is checked but no liabilities were entered. Either uncheck the box or enter the liabilities. 

Review Issues & Uploads, continued
General Issues, continued
· One or more liabilities in Schedule 09 do not have a Debt ID – Edit Schedule 09 and enter the missing Debt ID numbers.
· Schedule 10 Limitation of Indebtedness is required – Complete Schedule 10.
· Schedule 16 Grants are required – The checkbox for Grants on the Prepare Other Schedules page is checked but no grants were added. Either uncheck the box or add the grants.
· Notes to Federal Awards are required – Federal grants were added but Notes to Schedule of Expenditures of Federal Awards were not prepared. Either prepare notes or delete the Federal grants.
· Schedule 19 Labor Relations Consultants is required – The checkbox for Labor Relations Consultants on the Prepare Other Schedules page is checked but no consultants were added. Either uncheck the box or add the consultants.
· No beginning/ending balances classified as reserved – This is a warning, correct only if appropriate.
· No General (Current Expense) Fund is included – There must be at least one. 
· More than one Consolidation/Rollup Fund is included – There can only be one.
· Only one General (Current Expense) Fund is included for rollup – There should be more than one for rollup.
· One or more funds defined as Agency Fund – Typically your county classifies your fund as an Agency Fund as they are the custodian of your funds. However, your funds should never be classified as Agency Fund unless you are managing the fund for someone else. 


Specific Fund Issues
· State number not defined – Enter valid/unique state number for each fund.
· Unapplied transactions exist – Contact Ganser Consulting at 509.952.6193 for resolution.
· Beginning/Ending balance is zero – This is a warning, correct only if appropriate.
· Beginning/Ending balance is negative – This is a warning, correct only if appropriate.
· Invalid revenue/expense accounts exist – Invalid accounts were found. Select fund from Reports page and go to Review Fund Schedules page to review invalid accounts. Use BARS Main Module to renumber the invalid accounts or define an alternate account number.
· Totals for Schedule 04/05 are not equal – This may be due to incorrect beginning/ending balances or invalid accounts. Correct the balances or invalid accounts and then rebuild. If issue persists then contact Ganser Consulting at 509.952.6193 for resolution.
· Text File for Schedules 04/05 is out of balance – Contact Ganser Consulting at 509.952.6193 for resolution.

Preview and/or Print Report 
Click the Preview Report button to preview selected forms and schedules.
 
[image: ]

Click the Print Report button to print forms and schedules to default printer, PDF file or Excel file.

[image: ]

Submit & Lock Annual Report 
Submit & Lock Report is relevant for your annual report only. Currently, this last step has been disabled pending further testing with SAO.

[image: ]

When you are satisfied with your annual report and the “Under construction…” message has been removed then click the Submit & Lock Report button. You just need to specify the folder where you want the files created and decide whether you want the report printed to your default printer (you can always print it later). 

[image: ]

After clicking the Submit & Lock button, instructions are provided for uploading to SAO.

[image: ]

Resubmit Annual Report 
If you wish to make changes and resubmit then double-click the Lock icon (located to the right of the year) to unlock the report. Make your changes and then click the Submit and Lock Report button again. If you already submitted your report online to SAO then you should contact them about resubmitting.
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