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TYLER COMMUNITY AND EXPORTING INSTRUCTIONS 

Exporting data out of your ERP System is the first step. If you have not done so already, sign up 
for the ACFR Statement Builder Tyler Community. There is a wealth of information in the 
Community, including the Library, which contains the Connect documents, Training materials, 
and Training Videos. To get the export information, go to Cloud Training materials.  
 

 
Under the Cloud Training materials, you will find the ACFR Statement Builder Training Guide, 
which is valuable. You will also see Appendix B for various ERP products, which contains the 
export instructions for respective applications. 
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So, if Appendix B is the export process, what is Appendix A? Appendix A is in the Training Guide, 
which is also in the Tyler Community and provides the layout specification for the 24 column 
import into the ACFR. Below is a sample of Appendix A, the first three fields, which can also be 
found in the Help Menu under “Import file specification”. Of course, you will find the information 
on the other 21 fields there as well. 
 

 
 
Are there other ways to create the import? Yes! You can create an Excel file that you can save as 
a CSV-MSDOS file, delete the top row and import. Sometimes you need this for parts of your 
reporting Entity that have accounts outside of your ERP (quite common in County entities). Below 
is a partial example in Excel format: 
 



 
 

 4 

 
 
To complete the import, you delete the top row and any extra information in the file, save it as a 
CSV (MS-DOS) *.csv file as follows: 

 

Not all the fields are required, which is why you see the blank spaces. However, you can populate 
those fields if so desired. Appendix A of the ACFR Statement Builder Training Guide provides 
information on each field's contents. You can also find the information in the Help Menu under 
Import file specification. 
 

 



 
 

 5 

AGENCIES AND ENTITIES 

The true first step is to set up your agencies, entities, and make some initial preference 
selections. This must be completed before you import. 

 

 
An AgencyAgencyAgencyAgency is a single reporting unit that must publish an Annual Comprehensive Financial 
Report (ACFR). An Agency that creates an ACFR can be responsible for reporting more than one 
cohesive set of books. Each of these sets of books is referred to as an EntityEntityEntityEntity. Data is imported 
into ACFR Statement Builder for each Entity from a separate import file. 
 
You can generate ACFR reports for more than one Agency. Each Each Each Each AgencyAgencyAgencyAgency    must have at least one must have at least one must have at least one must have at least one 
EntityEntityEntityEntity. . . . When an Agency has one reporting Entity, the Agency and Entity probably have the same 
name. But an Agency could also be responsible for reporting the books for other Entities. For 
example, if a city also reports for a housing authority and a community college, the Agency has 
three entities. 
 
Below is a screenshot of the Agencies and Entities screen. There are only a few required fields, 
the agency name, display name, and fiscal year ending, but there are other fields should you wish 
to populate that information. The Agency Name will appear on your Templates, the Display name 
allow you to enter a nickname that will only be visible in the Agency and Year selector on the 
menu. 
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Likewise, there is one required field in the Entities screen, the Entity name, but there are other 
optional fields: 
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Some initial settings are made in the Preferences Screen as shown below: 
 

 
 
In this screen, you can determine: 

 Component Unit presentation 

 Format for the Business-Type reconciliation 

 Whether internal service funds will be included in governmental activities or allocated 

between governmental and business-type 

 Whether detailed level reporting below the Function or “Fund Account Class” will be 

needed.  

 Fund Balance presentation on the face of the financial statements 

 Rounding thresholds if using the ACFR rounding functionality 

 Method of fund balance calculation 

 Presentation of zero balance accounts when assigning accounts 

 Statement of Activities and MD&A presentation of General Revenues 

 External Investment Pool presentation 
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IMPORT BALANCES 

 
 
Before you can work in ACFR Statement Builder, you must import data for the year. The Agency 
and year that you selected on the menu determine the entities available and the year that will be 
used for importing data on the Import Balances page. You must be working in the reporting year 
for which you want to import data. 
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Additional information on the options above can be found in the Help Menu. The newest options 
are the “Round import balances to dollars: and “Use threshold rounding” which in combination 
will resolve rounding issues. For more information on this topic, you may want to review the 
Import – Rounding Blog and the Threshold Rounding Blog on Tyler Community. 
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There will also be more discussion on this topic in the Advancing Your Knowledge of the ACFR 
Statement Builder Session. 
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FUND MAINTENANCE 

 
 
The first place to go after a successful import is to Fund Maintenance: 
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TOOLS AVAILABLE 

Looking at the upper right corner, we see tools available, which are available on “list pages”: 

 

 
 Export to Excel 

 Display sort columns 

 Select columns 

 Reports* 

o 5/10 Report 

o Funds List 

o Fund Totals (key report1) 

 Help 

 Other available items: 

o Coach 

o “Hamburger menu” 

o Filter 

o Sort Arrow 

o Items per page 

FUND TOTALS REPORT 

A key report that you will want to run every time you complete an import is the Fund Totals 
report: 
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You should run this report immediately following your import processYou should run this report immediately following your import processYou should run this report immediately following your import processYou should run this report immediately following your import process. If your final reports do not 
balance properly, this report can help you find the origin of the discrepancy. Use the amounts 
displayed in the Difference columns to locate imbalances.  
 
The first difference column is taking Assets minus Liabilities and Calculating what the Equity 
Balances should be. It is then comparing that balance to the accounts indicated as Equity 
Accounts. A common reason there are differences is that some accounts that are Equities and 
coded as Liabilities, or vice versa. 
 
The second difference column is taking Change in Net Position, adding it to Beginning Equity and 
then comparing that to Calculated Equity. A common reason there are amounts in the second 
difference column is that there may have been a direct entry to Equity due to a beginning 
balance restatement. An amount in this column may be perfectly fine because there truly was a 
restatement, but the beginning balance will need to be restated in ACFR using Fund Equity 
Restatement. Nevertheless, review the account and validate that there is not something else 
triggering an amount to appear.  
 

EDITING FUND DETAILS 

When you click on a fund, you will see the following: 
 



 
 

 14

 
 
You can make the following edits in this screen: 
 

 Edit the Fund Type 

 Edit your fund “Reporting description” 

 Designate funds as Major funds if they do not meet the GASB Statement 34 5/10 criteria 

 Populate closing equity account if you need to import Fund Level Adjustments 

 Provide a Fund Narrative 

 Consolidate funds for reporting purposes 
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ACCOUNT GROUPS 

 
 

ACCOUNT GROUP BASICS 

Account groups determine line items on statements. This is where you will spend most of your 
time when first setting up the program: 
 
General Order of Account Assignments: 

 Account Categories (further explained below) 

 Fund Financial StatementsFund Financial StatementsFund Financial StatementsFund Financial Statements    

 GovernmentGovernmentGovernmentGovernment----Wide and MD&A Wide and MD&A Wide and MD&A Wide and MD&A     

 Fiduciary FundsFiduciary FundsFiduciary FundsFiduciary Funds    

 Cash Flows 

 Extra Account Groups that might be needed 

o Function Header-one level higher that Function (Expenditures) 

o Function Object-one level lower than Function (Expenditures) 

o FAC Subgroup (Revenues and Other Financing Sources/Uses) 

Fund Account ClassFund Account ClassFund Account ClassFund Account Classes es es es are lines on the FundFundFundFund financial statements, , , , with the exception of 
Governmental Expenditures. 
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ACCOUNT CATEGORIES 

The Account Categories is sometimes a hard concept to grasp, but best practice is to assign 
accounts to the Account Category Account Group first and then assign accounts to Fund 
Account Classes. The explanation below should help: 
 
Account Categories define whether a Revenue is reported with REVENUES REVENUES REVENUES REVENUES or OTHER OTHER OTHER OTHER 
FINANCING SOURCESFINANCING SOURCESFINANCING SOURCESFINANCING SOURCES in the Statement of Revenues, Expenditures, and Changes in Fund 
Balance. Account Categories also define whether EXPENDITURESEXPENDITURESEXPENDITURESEXPENDITURES are shown in that category or 
as an OTHER FINANCING USE.OTHER FINANCING USE.OTHER FINANCING USE.OTHER FINANCING USE.        
 

 
On Statements of Net Position, Account Categories define ASSETS and LIABILITIES as Current 
or Non-current: 
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RECOMMENDED STRATEGY FOR FUND FINANCIAL STATEMENTS 

Set up a Fund Account Classa Fund Account Classa Fund Account Classa Fund Account Class ListListListList outside of the system in a spreadsheet or table before you start 
this. Fund Account Classes are lines on Fund Financial StatementsFund Financial StatementsFund Financial StatementsFund Financial Statements (including Proprietary) except 
for governmental expenditures, which are derived from the Statement of Activities Account 
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Groups. Add all the Fund Account Classes to the Basic>Funds>Governmental>Balance Sheet 
Account Group starting from the bottomstarting from the bottomstarting from the bottomstarting from the bottom. Below is a simplified example: 
 

 
  

MASTER FUND ACCOUNT CLASS ORDER

Fund Account Classes Properties Govt Prop Fid

Assets

Cash and Cash Equivalents x x

Accounts Receivable, Net of Allowance x x

Taxes Receivable x

Other Receivables x x

Accrued Unbilled Revenue x

Due from Other Funds x

Nondepreciable indent x

Depreciable, net indent x

DO-Pensions Deferred I/O x

DO-OPEB Deferred I/O x

Deferred Amount on Refunding Deferred I/O x

Liabilities

Accounts Payable x x

Accrued Wages and Benefits x x

Due Within One Year x

Due in More than One Year x

Net Pension Liability x

DI-Pensions Deferred I/O x

DI-OPEB Deferred I/O x

Deferred Gain on Sale of Generation Assets Deferred I/O x

Revenues and Other Financing Sources/Uses

Taxes x

Charges for Services x x

Sale of General Capital Assets x

Proprietary Statement of Changes Specific

Cost of Sales x

Depreciation x

Investment income-prop x

Interest Expense x

Fiduciary Statement of Changes Specific

Property tax increment x

Investment Earnings x

Community Development x

Interest on Long-Term Debt x
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PROCESS FOR ASSIGNING ACCOUNT GROUPS 

The process of assigning account groups is to click on the groups to be Assigned, Select the 
Target Group, click Assign, then SAVE: 
 
Group to be Assigned 
 
Target Group 
 

 
 

 
 
Save is in the lower right-hand corner: 
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EQUITY MAINTENANCE 

 
 
Equity Maintenance can be used to move accounts in and out of “Equities”. This feature is not 
used by all entities but can have value if you have equity accounts that you want excluded from 
your equity balance. 
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ACCOUNT MAINTENANCE 

 
 

For accounts, you can modify the account title and set an equity account to be included in the 
classification process of fund balance and net position. You can separate an account into pseudo 
accounts, otherwise referred to as breakout accounts. You can also assign account groups to 
individual accounts. Another powerful tool in Account Maintenance is Export to Excel. 

SEARCH TECHNIQUES 

Just like in other programs, you can use Search Techniques, such as below: 

 

 

EXPORT TO EXCEL 

Below is an Export to Excel, which can be helpful to use for analysis: 
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Note that one of the Accounts has a (B) after the account number and one has an (F) after the 
account number. The (B) indicates that an account breakout was performed. The (F) indicates 
there was an Adjustments breakout. The options to use those tools are available in the Edit 
screen as separate tabs: 
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ACCOUNT BREAKOUT 

To change the breakout amount, you can enter either a specific amount or a percentage of the 
total amount. The amounts must total to 100% of the beginning and ending balances. The parent 
account will automatically self-balance based on the amount or percentage entered in the 
breakout account. To remove an individual breakout account, click Actions at the end of the row 
and click Remove. 

 

 
 
We see this used quite often to breakout out an account to display the restricted cash on a separate line as 
above. Another common application is to break out a single Compensated Absences account into the 
Current and Non-Current portions 
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ADJUSTMENTS BREAKOUT 

You can split an account used in a fund-level adjustment into multiple pseudo accounts to break 
down the dollar amounts. These adjustments were formally known as Fund Level Adjustment 
Breakouts. An account created in the fund-level account breakout is treated like any other 
account that was imported into ACFR Statement Builder, except that you cannot select the 
accounts for use on the Fund Level Adjusting Entries. Adjustment breakouts “child accounts” are 
indicated on the Account maintenance list page with '(F)' after the account number. 
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ASSIGNING ACCOUNT GROUPS IN ACCOUNT MAINTENANCE 

Typically, you assign groups in Account Groups, but occasionally, you will find it beneficial to 
assign or review the groups in Account Maintenance. In the example below, the Fund Account 
Class, Government Wide Account, Comparative Net Position, and the Cash Flow Account Groups 
are displayed for an account. 
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ADJUSTMENTS 

 
 

FUND LEVEL ADJUSTMENTS 

Fund level adjusting entries are made to adjust the account balances to report on the modified 
accrual basis for governmental funds and full accrual for all other funds. For example, an entity 
may be accounting for purchases of Capital Assets as expenditures in a Proprietary Fund, so a 
Fund Level Adjustment is required. 
 
Below is the Fund Level Adjustment report for that entry: 
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When entering a Fund Level Adjustment, an initial decision needs to be made on whether it is a 
beginning balance adjustment or an ending balance adjustment. The fund and closing equity 
account are also required. 

 

 
Features available: 
 

 
 Add a Fund Level Adjustment  

 Copy/Reverse 

 Export to Excel 

 Extract adjustments* 

 Display sort columns 

 Display select columns 

 Reports 

o Fund Level Adjustments Report 

o Fund Level Adjustments Rollforward 

o Audit History Report 

o Accounts by Fund 

o Import Fund Level Adjustments* 
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You can import fund level entries using a CSV file or a TXT file, such as below: 

 

 

Extract adjustments is a new functionality that allows you to extract an adjustment in the same 
format as it was imported. This is helpful if you need to include the same adjustment in more than 
one Agency. 

RECONCILIATION NOTES 

Notes reconcile adjusting entries made to the government-wide statements with the fund-level 
statements and are an integral part of the financial statements. Tyler ACFR Statement Builder can 
create the Reconciliations for you! 
 
Below is an example of the reconciliation between the Balance Sheet and Statement of Net 
Position: 
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Reconciliation Notes need to be set up before Adjustments are entered. There are separate 
reconciliations for Governmental Activities and Business Type activities as shown below. Within 
each, there are Net Position Notes and Statement of Activities Notes. Within each note, you will 
have a Summary Note and a Detailed Note. Each Summary Note and Detailed Note has a code 
that will be used when making an Adjustment. 
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ADJUSTING ENTRIES (GOVERNMENT-WIDE) 

We recommend reading the Best Practice for Adjustments blog in Tyler Community the section 
on Adjustment in the Training Guide prior to attempting Adjusting Entries. When entering an 
adjustment, it is a little more than just your standard debit and credit. Below is an example: 
 

Below is a description of what is in the four fields (assignments) for governmental funds. Over on 
the right, we are telling the system which Summary and Detail Reconciliation Note the entry 
should impact. 
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BUDGET ADJUSTMENTS 

The data imported into ACFR Statement Builder usually includes original and final budget 
amounts for expenditure and revenue accounts. Only governmental, proprietary, and component 
unit funds have budget amounts. To update or enter the budget amounts, click ACFR menu > 
Adjustments > Budgets. You might need to update budget amounts if they change after you 
import the data or if your import did not contain budget amounts. 

NoteNoteNoteNote    

If you import again after you enter or update budget amounts, clear the Import Balances 
page, Update budgetsUpdate budgetsUpdate budgetsUpdate budgets field to keep the updated budget amounts from being overridden. If this 
field is checked when you import, the updated budget amounts will be overwritten. 

 
You can update the Original budget, Final budget, or Project authorization, but you cannot 
update the ending balances. 
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CASH FLOW ADJUSTMENTS 

You enter cash flow adjustments at the consolidated-fund level. On the Cash Flow page, 
the SectionSectionSectionSection field displays the 'Cash Flow Section' account group assigned to the account. 
Amounts can be entered as positives or negatives in the AdjustmentAdjustmentAdjustmentAdjustment field. The calculated amount 
that will be used in the statement is displayed in the Adjustment amountAdjustment amountAdjustment amountAdjustment amount field. Use the Include Include Include Include 
zero balance accountszero balance accountszero balance accountszero balance accounts field to view or suppress the zero balance accounts from displaying. 
Use FilterFilterFilterFilter to narrow down the list of accounts or locate a specific account. 
 

 
  



 
 

 34

FUND EQUITY RESTATEMENTS 

Only out-of-balance funds are displayed in the grid area. 
 

 
 

Enter fund equity restatements to restate the beginning equity balance imported for a fund. This 
functionality will need to be used if there were direct entries to Equity accounts during the year.  

 

 

You can use the Fund Totals report in Miscellaneous Reports to understand which funds are in balance 
and which funds are out of balance. The far-right 'Difference' column in the Fund Totals report prints how 
much a fund is out of balance; when a fund is in balance, the column is blank. After making restatements, 
use the ‘Include restatement amount’ option to check that your adjustment had brought a fund into 
balance. 
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CLASSIFICATIONS 

 

 
 
The Governmental Accounting and Standards Board (GASB) requires the classification of equity 
as fund balance and net position. Governmental fund balance classifications are made by 
selecting Fund Balance. Proprietary and Fiduciary funds are classified by selecting Fund Net 
Position. 
 

 
 
Net position adjustments classify net position for governmental activities and adjustments made 
for business-type activities. 
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If an Agency wishes to have Detail Classifications for Fund Balance, it must be indicated in the 
Preferences tab of Agencies and Entities: 
 

 

 

Detail Classifications will look as follows for Governmental Funds: 
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TEMPLATES AND REPORTS 

 
 
This is where the fruit of your labor in the earlier sections we discussed come together! You can 
generate ACFR statements from either a template or a report for export to Microsoft® Excel®. 
From both Templates and Reports pages, you can preview the statement. From this preview, you 
can drill down to the accounts that make up the data for a given amount. From Reports, you can 
print and preview but not make any changes to the reports. CustomiCustomiCustomiCustomizations are completed in zations are completed in zations are completed in zations are completed in 
Templates.Templates.Templates.Templates.    You will see the You will see the You will see the You will see the editing toolsediting toolsediting toolsediting tools    below at the top of Templates, but below at the top of Templates, but below at the top of Templates, but below at the top of Templates, but they arethey arethey arethey are    not available not available not available not available 
in reports:in reports:in reports:in reports:    
 

    
    

Hover over the editing tools for more information and click the drop-down box for selections. For 
example, if you click the box next to Number style, it returns the options of General, Accounting, 
or Accounting Symbol. 
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When you right click in any of the templates, the menu shown above will appear. Do NOTDo NOTDo NOTDo NOT use 
anything in this document to edit your template. None of the edits will be saved. This is an 
embedded component from our third-party grid provider, and they will not give us the ability to 
attach to our code or remove it. If this changes at some point, we will post that information on the 
Community.    
     



 
 

 39

Templates and Reports available from ACFR: 
 

 Management’s Discussion and Analysis 

o Comparative Statement of Net Position 

o Comparative Statement of Changes in Net Position 

o Comparative Statement of Capital Assets 

o Comparative Long-Term Debt 

o Graphs and Charts for Governmental and Business-Type Activities 

 

 Basic Financial Statements 

o Government-wide Financial Statements 

 Statement of Net Position 

 Statement of Activities 

o Fund Financial Statements 

 Governmental 

 Governmental Balance Sheet 

 Governmental Reconciliation of the Balance Sheet to Government-

wide Statement of Net Position 

 Governmental Statement of Revenues, Expenditures, and Changes 

in Fund Balances 

 Governmental Reconciliation of the Statement of Revenues, 

Expenditures and Changes in Fund Balances to Government-wide 

Statement of Activities 

 Proprietary 

 Proprietary Statement of Net Position 

 Proprietary Statement of Revenues, Expenses, and Changes in Net 

Position 

 Proprietary Statement of Cash Flows 

 Fiduciary 

 Fiduciary Statement of Net Position 

 Fiduciary Statement of Changes in Net Position 

 

 Required Supplementary Information 

o Governmental Statement of Revenues, Expenditures, and Changes in Fund 

Balances – Budget and Actual 

o Comparative Governmental Statement Revenues, Expenditures and Changes in 

Fund Balances – Budget and Actual 

o Comparative Governmental Budget and Actual Schedule by Project Activity 

o Comparative Governmental Statement of Revenues, Expenditures, and Changes 

in Fund Balances – Biennial Variance 
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o Proprietary Schedule of Revenues, Expenditures, and Changes in Net Position – 

Budget and Actual 

 

 Other Supplementary Information 

o Government-wide Statement of Net Position-Comparative 

o Component Unit Statement of Net Position 

o Component Unit Statement of Activities-Basic Format 

o Component Unit Statement of Activities-Proprietary 

o Component Unit Statement of Cash Flows 

 

 Statistical Tables 

In addition, the following menu items can have documents uploaded to them: 
 Title Page 

 Introductory Section 

o Table of Contents 

o Letter of Transmittal 

o GFOA Certificate of Achievement 

o Organizational Chart 

o List of Elected and Appointed Individuals 

 Financial Section 

o Independent Auditor’s Report 

o Management’s Discussion and Analysis 

o Notes to the Financial Statements 

 Statistical Table 

o Revenue Capacity 

o Debt Capacity 

o Demographic and Economic Information 

o Operating Information 
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YE CLOSING 

 
 
 

 
 
In the report icon, there are two reports that we strongly recommend that you run and review 
prior to conducting the YE closing: 
 

 Account Group Integrity Check 

 Fund Level Adjustments Rollforward 

 
After you finish generating reports for a year and before you can generate reports for the next 
year, you must run the year-end closing process. This process copies data from the last year to 
the new year. 
 
Determine whether you will move the current year's ending balances to the new year's beginning 
balances for the Balance Sheet accounts. Select one of the following options: 
 
 Move Balance Sheet Ending Balance to Beginning BalanceMove Balance Sheet Ending Balance to Beginning BalanceMove Balance Sheet Ending Balance to Beginning BalanceMove Balance Sheet Ending Balance to Beginning Balance option: Retain the beginning 

balances for parent accounts with imported balances when all accounts are rolled into the 
new year. This change does not affect child accounts or balances from fund level adjusting 
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entries. The current year's ending balance will be set to the beginning balance in the new 
year. The ending balance in the new year will be set to zero. The Import Balances page, 
Balance sheet accounts: Retain beginning balancesRetain beginning balancesRetain beginning balancesRetain beginning balances option, must be selected during 
importing balances to prevent all beginning amounts for the new year from being updated 
with the values in the import file. 

 Set Balance Sheet Beginning BalaSet Balance Sheet Beginning BalaSet Balance Sheet Beginning BalaSet Balance Sheet Beginning Balance to zeronce to zeronce to zeronce to zero option: Beginning and ending balances are 
updated to zero and then overwritten with values from the import file (default). 
 

To run the year-end closing process, choose ACFR menu > Year End Closing. You cannot 
reclose a prior year. After you click Close YearClose YearClose YearClose Year and then start the process, the following data is 
copied from the last year to the new year: 
 
 Accounts 
 Account balances 
 Account group assignments 
 Funds 
 Fund balance classifications 
 Fund balance reasons for classification 
 Account balance reasons for classification 
 Fund net position classifications 
 Net position adjustment classifications 
 Reconciliation notes 

 
Fund Level Adjustment entries are not copied. Instead, the balances from these entries are 
updated to the individual asset, liability, and equity ending balances will roll forward in the new 
year. If the balances are not wanted in the new year, they should be reversed following the Year 
End Close so that they do not affect the next fiscal year. If the balances are reversed prior to the 
close, the comparative reports will differ from the reports that were generated while the year was 
open. For example, users on a cash basis would make adjustments into 2022202220222022 ACFR that are not 
reflected in their 2022202220222022 ledger. At the beginning of 2023202320232023, those same entries would be made into 
the ledger. If the entries existed in both ACFR and the Ledger, they would be double stated 
for 2023202320232023 if the entries were not reversed within ACFR. 
 
Our recommendation is to not close the year until you are ready to begin the ACFR for the next 
fiscal year. At that time, you should close the year, review the Fund Level Adjustments that have 
rolled forward, and reverse those that are not needed into the new year. If adjustments are 
reversed before the year is closed, when comparative statements are generated, the previous 
year will contain balances that are not representative of the published statements from the 
previous year. 
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TYLER COACH AND HELP 

 
Tyler Coach and the Help Menu will help! Use these tools to help you learn and use the ACFR 
Statement Builder: 
 
 

 
 
 

 
 
Tyler Coach is much more than learning how to use software. Tyler Coach provides in-browser 
assistance that allows the Tyler Coach team to not only build help that walks you through a 
process, but also quickly deploy important messages and resources as needed, such as a 
checklist to help you complete your ACFR. You will see Tyler Coach in action announcing new 
features and changes.  
 

 
 
The Tyler help menu is also a valuable tool to use if you need further information about 
functionality. 
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CHECKLIST AVAILABLE 

We have a guide that will assist with the process! 
 
Preparing your first ACFR? Follow both the First yearsFirst yearsFirst yearsFirst years and All yearsAll yearsAll yearsAll years sections, unless otherwise 
indicated. Preparing your second year or greater? Follow the All yearsAll yearsAll yearsAll years sections, skipping the First First First First 
yearsyearsyearsyears sections. 
 
General LedgerGeneral LedgerGeneral LedgerGeneral Ledger: 
 
All yearsAll yearsAll yearsAll years: Prepare your data for export to ACFR Statement Builder. 

TaskTaskTaskTask    NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    
Run the Trial Balance for all Funds 
that will be in the ledger and 
check balances. No commas, 
apostrophes, blanks in Account or 
Segment Descriptions. 

  

Make sure that every Fund that 
will be exported has the correct 
Fund Type. 

  

Identify any Funds or Accounts 
that will be excluded from the 
ACFR 

  

Create the Export File   

    

ACFR StatementsACFR StatementsACFR StatementsACFR Statements::::    

    

All yearsAll yearsAll yearsAll years: Review your statements for your ACFR and identify any groups that you would like to 
change or report in a different manner. 

 

ACFR Statement BuilderACFR Statement BuilderACFR Statement BuilderACFR Statement Builder::::    

    

Prerequisite after your first yearPrerequisite after your first yearPrerequisite after your first yearPrerequisite after your first year    

Close out the prior year in ACFR Statement Builder before importing the new account balances. 

All yearsAll yearsAll yearsAll years: Perform the following tasks. 
TaskTaskTaskTask    Related PageRelated PageRelated PageRelated Page    NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    
Run Reports    
Import data file Import Balances   
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TaskTaskTaskTask    Related PageRelated PageRelated PageRelated Page    NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    
Verify that all funds have the correct 
fund type. 

Fund 
Maintenance, 
Details tab 

  

Check the General FundGeneral FundGeneral FundGeneral Fund field for the 
General Fund. 

Fund 
Maintenance, 
Details tab 

  

Consolidate any funds, as needed. Fund 
Maintenance, 
Consolidation tab 

  

Generate the Fund Totals Report 
and verify all funds are in balance. 

Fund 
Maintenance > 
Reports > Fund 
Totals Report 

  

Generate the 5/10 Test and verify all 
major funds are properly 
designated. 

Fund 
Maintenance > 
Reports > 5/10 
Report 

  

Use Fund Equity Restatement, if 
necessary, to restate beginning 
balance differences. 

Fund Equity 
Restatement 

  

 
First First First First yearyearyearyear: Perform the following tasks.  
TaskTaskTaskTask    Related Related Related Related 

PagePagePagePage    
NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    

Create all necessary account groups Account 
Groups 

  

 Account Categories    

 Fund Financial Statements    

Basic>Funds>Governmental>Balance 
Sheet 

   

Basic>Funds>Proprietary>Statement of 
Net Position 

   

Basic>Fund Level>Fiduciary> 
Statement of Net Position 

   

Basic>Funds>Governmental>Statement 
of Revenues 

   

Basic>Funds>Proprietary>Statement of 
Revenues 

   

Basic>Fund Level>Fiduciary>Statement 
of Changes in Net Position 

   

 Government-Wide Financial Statements    
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TaskTaskTaskTask    Related Related Related Related 
PagePagePagePage    

NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    

Basic>Government-Wide>Statement of 
Activities (Expenses) 

   

Basic>Government-Wide>Statement of 
Net Position 

   

MD&A>Comparative Statement of Net 
Position 

   

MD&A>Comparative Statement of 
Capital Assets 

   

Basic>Government-Wide>Statement of 
Activities (Revenues) 

Charges for Services 
Operating Grants and Contributions 
Capital Grants and Contributions 
General Revenue 
Transfer 

   

 Cash Flow Statements Account 
Groups 

These account 
group types are 
not dependent on 
any other types. 
They are typically 
completed last. 

 

Basic>Funds>Proprietary>Statement of 
Cash Flows 

   

Basic>Funds>Proprietary>Statement of 
Cash Flows Reconciliation 

 Only used for 
Assets and 
Liabilities that 
have been 
assigned to the 
cash flow section 
of operating, so 
this must always 
be done after the 
CF Section. 

 

    
All yearsAll yearsAll yearsAll years except First years: Perform the following tasks. 
TaskTaskTaskTask    Related PageRelated PageRelated PageRelated Page    NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    
Create any new account groups 
needed for the new reporting year 

Account Groups   

Optionally, modify Reconciliation 
Notes (Summary and Detail 
Codes). 

Reconciliation 
Notes 
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First First First First yearyearyearyear: Perform the following tasks. 
TaskTaskTaskTask    Related PageRelated PageRelated PageRelated Page    NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    
Set up Reconciliation Notes 
(Summary and Detail Codes). 

Reconciliation 
Notes 

  

 
All yearsAll yearsAll yearsAll years: Perform the following tasks. 
TaskTaskTaskTask    Related PageRelated PageRelated PageRelated Page    NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    
Create any Fund Level Adjusting 
Entries to balance the modified 
accrual level, for the below reports 

Fund Level 
Adjusting Entries 

  

Enter Fund Balance Classifications Fund Balance   
Enter Fund Net Position 
Classifications 

Fund Net Position   

Update Global Settings Templates   
Create and Reconcile Reports    

 Governmental Fund 
Statements 

Reports and 
Templates 

  

o Combining Statements Reports and 
Templates 

  

 Proprietary Statements Reports and 
Templates 

  

o Combining Statements Reports and 
Templates 

  

 Fiduciary Statements Reports and 
Templates 

  

 Budget & Actual Reports (Use 
Budget adjustments if needed) 

Reports and 
Templates 

  

 Cash Flow Reports Reports and 
Templates 

  

 Enter Adjusting Entries Adjusting Entries   

 Classify Net Position 
Adjustments 

Net Position 
Adjustments 

  

 Enter Net Position 
Restatements (if needed) 

Net Position 
Restatement 

  

 Reconciliation Statements Reports and 
Templates 

  

 Government Wide Statements Reports and 
Templates 

  

 MD&A reports Reports and 
Templates 
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TaskTaskTaskTask    Related PageRelated PageRelated PageRelated Page    NotesNotesNotesNotes    Completed?Completed?Completed?Completed?    

 Statistical reports Statistical Section   

 Print ACFR Templates Can approve reports 
for publication and 
create print 
packages 

 

Year End Closing Run Account Group 
Integrity Check 

Issues must be 
corrected in 
Account 
Maintenance 

 

Year End Closing Year End Closing Wait until start of 
next year’s ACFR. 
After YEC, to try to 
select the year from 
a machine other 
than the one that 
performed the close. 

 

 
 


