Instructions for using the Department of
Audits and Accounts’ automated notes to
the financial statements.

FY2022 School
District Notes
Instructions

Department of Audits & Accounts

James Shepard




Contents

FIIES COVEIEA ... ittt ettt e e s e s s e e s e e e ae e e ae e s s e e ne e neeaneesmeesanesasesaseanneanneesnnenas 3
File NamMES & EXTENSIONS ....ueiiceieceeeeee e e e e e ese e e e e s e s s ne e s e e e s e e e s eme e s e ne e sseesme e s ennesanneseneeesannennnneesn 3
RV 65 Lo I 0T 01 0= 1 A1 o] 1 11 RSP 3
PrOCESS FIOW.....neiieiieee ettt ettt s s e e s e e e s e e s e e e ne e e ae e s e e e aneeneeaneesmeesmeesaeesasennneanneennnanas 3

1T Yo T o ST 3

LA T I oo TN o' = o L OSSP 3

D (7= I Lo e 1T | RS 3
LCT ¥ = 1= o SRR 4
N = o] LT =AY = Vo3 o N 5
[oT=To B g (o Ta == T g 7 1 = PR 6
L0LTTqF =t T =t o =Y I 1o Yo U g 1= o S 6
SeleCting APPlICADIE NOTES ... e s e s se e e e e s e st e e e seseeeeseasneeeenanneeesnanes 6
ComMPIELiNG NOTE WOIKSNEETS......eeeieieeiee et s e s s e e s sne e s e e s ne e s e e e s ne e s se e e sneesameeesnneenane 7
(STUT1To T a¥=td g TSI oY o I I LTl U [ = o 7
oL T T IF=T o =T A o (o PR 9
LOToTaal o113 (=Yoo o1 U T0'a =Y oL R 9
Reviewing Changes — “ReVIEW” RIDDON .....oo e 10
PrOCESS FIOW VISUAL ...ttt st sttt s e e e e e s e me e e e sae e sae e st e e reaneaeneeeneeeaes 11

Georgia Department of Audits and Accounts | Files covered



Files covered

School District Notes 2022.docx
School District Notes 2022.xlsm

File Names & Extensions

Please do not change the file names or extensions when saving. The names of the files are
C| E important for the interaction between the two files. The specific extensions (“.xlsm” &
“.docx”) are necessary when using the automated document features.

Version Compatibility

The Word and Excel documents have been modified to work with Office 365, 2016, 2013, 2010 &
2007.

Process Flow

File Location
Unzip the folder to a location on your computer. The specific location is not important, but the word
and excel files must remain in the same folder/directory level to maintain their connections.

Word Document

The Word document contains all possible notes. The Word document is updated to add/remove
certain elements based on the selections made in the Excel document. Once the excel document has
been completed and the “Build Notes” process has run, “Track Changes” is turned on and all
modifications based on selections are made automatically to the Word document. The resulting
document shows a line through all items removed, and all items added are underlined and the font is
formatted with a different color (the default color for both is red).

Using the “Review” ribbon, changes can be rejected or accepted, and the document view can be
changed to show all changes inline or as “balloons” in the margins.

The Excel tables have been moved into the Word document to eliminate the relinking that needs to
occur when the Word document is moved to different folder or shared with the audit crew. Each table
is an embedded Excel workbook that can be edited by double-clicking on the table. Click outside of
the table to return to normal Word editing mode.

Excel Document

The Excel document contains a series of questions that vary by engagement type and all possible
tables.

If errors occur in the word document, do not delete this document, as it can assist
! Department of Audits staff in resolving problems.
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Getting Help

Contact James Shepard (shepard@audits.ga.gov) if you have questions.
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Enabling Macros

If you receive a “Security 3;3 4 <o e T

Warning” when opening the Home Insert Page Layout References Mailings F

document, click on “Options” @0 ¥ cut _ -
and select “Enable this ] Tahoma (Headings) - /11~ | A" A"|[45] |

=3 Copy )

ntent”. Click “Ok”. = ~|3b2 v

Content”. Click "0 Pavste J Format Painter (PR e et e o PO “é A |

Clipboard L Font P

) Security Warning Macros have been disabled. Options...

Microsoft Office Security Options 7| %

@ Security Alert - Macro

Macro

Macros have been disabled, Macros might contain viruses or other security hazards, Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

Maore information
File Path:  P:\...ing¥TC - Selected Motes{TC_full_disdosure_note2010_xselectedx. dotm

& Help protect me from unknown content (recommended)
<} Enable this content

Cancel

Open the Trust Center

Or click “Enable Content” on the message bar.

xl. Security Warning  5ome active content has been disabled. Click for more details. | Enable Content

o |

If you entered responses before enabling macros, use the “Refresh” button on the “Notes
Automation” tab to re-check those responses against the expected values.
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Load Prior Year Data

File Home Insert Page Layout Formulas Data Review View SmartView Help Inquire Power Pivot Notes Automation

==l B¢ ©

Build  Check | Load Prior | Clear Refresh
Motes For Errorg Year Data Besponses

School District Notes

School Districts that completed the previous year’s automated version of the notes will have the
option to load the prior year’s responses into the current year’s form.

1. From the “Notes Automation” ribbon, click on “Load Prior Year Data”
2. Click “Browse” to select the Excel (XLSM) file from the previous year
3. Click the green check to load the data

4. The process may take a few minutes

Using the Excel Document

The Excel Document has a worksheet for each note

. A B (55
that requires user responses. A Sohoo! District Notes FY2012
2 school District Name]
H H 3
Selecting Applicable Notes e
5 Reporting Entity
When opening the excel file, you should see several 6 Significant Accounting Policies 4
. . 7 Significant Accounting Policies 2
worksheets - Select Notes, Reporting Entity, ) Significant Accounting Policies 3
. .. . . . i i i
Significant Accounting Policies, Budgetary Data and |, — et coiiiieiages s
their associated tables. On the Select Notes |
12 mMark all applicable notes:
worksheet: 13 No Deposits and Investments
14 No Non-Moneta!y Transactions
1. Enter the School District’'s name in cell B2 15 [Na e
" " 16 No Interfund Assets and Liabilities Table Only
2. In the third section, use the drop down box, | 17 No Interfund Transfers
. 18 No Risk Management
beside each note to select the notes thatare | 1o no Operating L eases
. Pollution Remediation Obligations
applicable. ~ As you select each note, |3 +- T T S a—
applicable worksheets will appear for you to | 22 Mo e
23 No Prior Year Defeasement of Debt
complete. 24 No On-Behalf Payments
25 No Special/Extraordinary ltems
26 No Significant Commitments Tabie Only
27 No Slgnlﬂcant Contlngent Liabilities
28 No Related Pa Transactions
29 No Subsequent Events
30 No Postemployment Benefits Table Oniy
31 No Retirement Plans
32
= Mark Al
34

Georgia Department of Audits and Accounts | Load Prior Year Data _



Completing Note Worksheets

Each worksheet has either a series of questions to be answered. You can access each worksheet
using the hyperlinks on the “Select Notes” worksheet or by clicking on the worksheet across the bottom
of the excel file.

Please review the following questions. Use the "Response” colllmn for your response.

Reporting Entity |Respunse
Is the School District a Component Unit of the City? Select Yes or No
City Name Please enter a name
Does the School District have a Material Charter School? Select Yes or No
Charter School Name Please enter a name
Is the Charter School's Data included in the Financial Statements? Select Yes or No

Please select from the drop-down
Please select from the drop-down

The school district (has chosen not to/is unable to) include the da
The data is (presented with the General Fund/discretely presente

o

Does the School District have a Building Autharity? . Select Yes or No
Building Authority Name Please enter a value
The Building Authority was Created By House Bill Please enter a number
It was created during the _____ General Assembly Session. Please enter a number

For each series of questions, there is a “Response” column. A description of the expected value is to
the right of the cell. (See box above.)

Building the Word Document

Once the Excel Document has been completed, you should build the notes in Word.

On the Excel Ribbon, select the “Notes Automation” ribbon.
File Home Insert Page Layout F
= (3 ¢ ©

i £

7 o £

Build Check LoadPrior Clear Refresh
Motes For Errors Year Data Responses

School District Motes
The ribbon includes 5 buttons: Build Notes, Check for Errors, Load Prior Year Responses, Clear
Responses, and Refresh.
“Clear Responses” will reset the entire Excel document back to its original form.

Run the “Refresh” command if you started completing the document before enabling macros.
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Before building the notes in word, click the “Check for Errors” button.

Data Validation

(=]

Errors/omissions found on the following sheets:

Subsequ

Data Validation @

Mo errors found.

oK

]

oK

You will receive a message indicating there are
errors or that none were found.

Worksheets with errors are listed.

Once an error check has been run, click the “Build Notes” button. The Word document will be
created. You will receive the following message upon completion of the process.

[| Complete

Success! The completed notes have been cpened for your convenience,

|
]

=]

QK
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Editing Tables in Word

The tables in the Word document are embedded Excel workbooks. Double-click the image of the
table to edit.

Completed Document

The completed document will be set to track changes and will show all modifications made by the
automated system. Use the “Review” ribbon to step through the changes made, or scroll through
manually. Make sure all tables are completed before submitting to the Department of Audits and
Accounts.

Document changes shown in-line:

NOTE 1: DESCRIPTION OF SCHOOL DISTRICT AND REPORTING ENTITY
REPORTING ENTITY
The Sample County Board of Educationtscheslbistriet MNametr (School District) was established

under the laws of the State of Georgia and operates under the guidance of a school board elected by
the voters and a Superintendent appointed by the Board. The Board is organized as a separate legal
entity and has the power to levy taxes and issue bonds. Its budget is not subject to approval hy any
other entity. Accordingly. the School District is a primary government and consists of all the
organizations that compose its legal entity.
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Reviewing Changes — "Review” Ribbon

Change the current view using the “No Markup” drop-down box.

Click “Show Markup” > “Balloons” > “Show Revisions in Balloons” to change how changes are

displayed.

Review View Developer Smart View Help  Picture Format

[ g v % B No Markup 1 E—\'ﬁ/ E‘}Eﬁr’revious = % [

B Show Markup v . D, Next -
New Track Acrapt Reject Compare Block  Restri
Comment Changes~¥ v Comments e e Authors ~ Editin
Comments ¥ Insertions and Deletions Changes Compare Protect
¥ Formatting
T, 1 02 - = - = -
a
[ Balloons >l ¥ Show Revisions in Balloons
Specific People > Show All Revisions Inline

¥ Highlight Updates

Show Only Comments and Formatting in Balloons

Document changes shown as balloons:

NOTE 1: DESCRIPTION OF SCHOOL DISTRICT AND REPORTING ENTITY

REPORTING ENTITY
The Sample County Board of Education_(School District) was established under the laws of the State

of Georgia and operates under the guidance of a school board elected by the voters and a
Superintendent appointed by the Board. The Board is organized as a separate legal entity and has
the power to levy taxes and issue bonds. Its budget is not subject to approval by any other entity.
Accordingly, the School District is a primary government and consists of all the organizations that

compose its legal entity.

__,.-»{Deleted: (School District Name) ]

.| Deleted: The (School District) was established
" | under the laws of the State of Georgia and
operates under the guidance of a school board
elected by the voters and a Superintendent
appointed by the Board. The Board is not
organized as a separate legal entityand does not
have the power to levy taxes or issue bonds. Its
budget is subject to approval by the City of ,
Georgla. Accordingly. the is determinedto be a
component unit of the City of, Georgia, which is
the primary government.
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Process Flow Visual

Note Selection tab
- Select Applicable Notes in Excel Document

Response Tabs
- Respond to questions in grey tabs

Notes Automation ribbon
- Run "Check for Errors"
- Make necessary changes

Notes Automation ribbon
- Run "Build Notes" process

“Build Notes” process can only be run once. Further changes to

paragraph content must be made directly to the Word document.

If significant changes must be made, rename the Word document,

bring in a new word document from the zip file, and re-run the “Build
Notes” process.
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