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PDS Ledger version 10.0 and later

Table of Contents

Section

1

Description

Introduction
System Requirements
Revision History

Getting Started

a) Determine the Current Version of the Worksheet
b) Remove Old Versions of the Worksheet

c) Obtain the Current Version of the Worksheet

d) Install the Worksheet to PDS Ledger

e) Enable the Alternate Account Number

f) Set the Alternate Account Number Format

Working with the Chart of Accounts and the Alternate Account
Number

How to Print the Worksheet

How to use the Worksheet to Complete the Diocese of Buffalo,
Financial Reports

Financial Reports Worksheet Notes

Page

10 I N

NN
o\ W 1© O o [

||-\
\O

|N
[

|N
N

Page 1

R:\Computer Services\PDSLedger\DOB_CustomReports\FinancialReportWorksheet\DOB_FinancialReportWorksheet_v8\FinancialReportWorksheetVersion8_UserGuide_For_Ledger.docx



Section 1
Introduction

The PDS Ledger - Financial Report Worksheet is maintained by Diocesan Computer Services Department in
conjunction with the Finance and Internal Audit Departments. The PDS Ledger - Financial Report
Worksheet does not replace the Diocese of Buffalo, Parish or Elementary School Financial Reports. Its
main purpose is to provide the parish bookkeeper with information to complete these reports in a timely
and consistent manner. The Worksheet is a PDS Ledger advanced report that uses alternate account
numbers to group accounts into categories. The categories correspond to those found on the Diocese of
Buffalo Parish, Cemetery, and School Financial Reports.

The most recent version of the PDS Ledger - Financial Report Worksheet can be found on the Computer
Services Department webpage: https://www.buffalodiocese.org/computer-services/

Installation and technical questions may be directed to Adam Berry or Paul Mateja, Computer Services
Department, at 716.847.8777.

Questions related to the assignment of alternate account numbers should be directed to Beth Pericozzi,
Internal Audit Department, at 716.847.5584.

Please read this section in its entirety before proceeding to Section 2 - Getting Started. As a first step it
is very important that you determine if you have the most current version of the Worksheet installed in
PDS Ledger; read step 2.a - Determine the Current Version of the Worksheet indicated in Section 2.

For those that have used the PDS Ledger - Financial Report Worksheet in the past, it is very important
that you read the Revision History on the next page to determine if changes are necessary to your Chart
of Accounts’ alternate account numbers to correspond to changes made to the Diocesan Financial Reports.

If this is the first year you are utilizing the PDS Ledger - Financial Report Worksheet please print a
detailed copy the Worksheet and forward to Beth no later than August 31. A “detailed” copy of the
Worksheet means that the report will print the standard account numbers that make up a category total
(see section 4 — How to Print the Worksheet for information, do not check box “Do not print subtotals”).
This will allow Beth the opportunity to review your assignment of alternate account numbers and provide
feedback.

System Requirements

To utilize the PDS Ledger - Financial Report Worksheet you must meet the following system requirements:
e The computer running PDS Ledger has Internet access
e PDS Ledger is at version 10.0A or later
e PDS Ledger database contains data for only one (1) parish
e Commit to entering an alternative account number for each detail account in your parish’s chart of
accounts prior to August 31%t, then annually for changes and new accounts.
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Revision History

This section list the revisions made to the Worksheet and Diocesan Financial Reports. The parish
bookkeeper should review this section to determine if changes are necessary to your Chart of Accounts’
alternate account numbers to correspond to changes made to the Diocesan Financial Reports.

The PDS Ledger - Financial Report Worksheet consists of two components within Ledger: a Chart of
Accounts Easy Report and a COA Group. Both are named DOB_FinancialReportWorksheet(v...). The
version number is indicated in the parenthesis; for example (v1.0) is version 1.0. As enhancements are
made to the Worksheet the version numbers will change. Do NOT modify the report or group in any way
as doing so will cause inaccurate results or the program to fail.

Version 8.0 - August 2023

General: Removed Next Fiscal Year Annual Budget column.
General: Changes to headings and alternate account names.

General: Removed and edited some “See Note” references

Section: School Liabilities:

Added account 185, Funds Held in Trust

Added Other Liabilities subsection

Added account 185.1, Unpaid Salaries

Added account 185.2, Tuition & Fees for Next FY

Section: Parish Assets:

Re-structured Investments subsection (formerly “"Other Investments” heading)
Added Other Assets subsection

Added account 140, Due From Parishes within Family

Added account 141, Due From Parishes within Vicariate

Section: Parish Liabilities:

Added Mortgages/Notes Payable subsection

Moved account 181 SBA PPP Note Payable into Mortgages/Notes Payable subsection
Added Funds Held in Trust subsection

Added account 177, Funds Held in Trust

Moved account 180, Unremitted Special Collections into Funds Held in Trust subsection
Added Other Liabilities subsection

Added account 173, Unpaid Salary & Benefits

Added account 186, Tuition & Fees Next FY

Added account 186.2, Other School Liabilities

Section: Cemetery Receipts:
Removed account 812, SBA PPP Funds

Section: Cemetery Cash & Other Assets section:
Removed account 138, SBA PPP Note Payable

Version 7.0 - August 2020

General: Added Next Fiscal Year Annual Budget column to all sections of the Worksheet to coincide with
the Diocesan Financial Reports
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Section: Parish Liabilities (in worksheet before special collections (#180):
Added account 181, SBA PPP Note Payable

Section: Parish Receipts, Extraordinary, Section III, (in worksheet after Approved Capital Campaigns
(204.1)
Added account 204.2, SBA PPP Funds

Section: Parish Receipts, Extraordinary, Section III, (in worksheet after SBA PPP Funds (204.2)
Added account 204.3, Employee Retention Credit

Section: Regional School Liabilities Section
Added account 187, SBA PPP Note Payable

Section: School receipts, Regional School Receipts, Extra Ordinary Section XX, in worksheet after Grants &
other (419.9)
Added account 427, SBA PPP Funds

Section: School receipts, Regional School Receipts, Extra Ordinary Section XX, in worksheet after SBA PPP
Funds (#427)

Added account 428, Employee Retention Credit

Section: Cemetery, Operating Assets (since there are no liabilities) in worksheet after Other Assets
(#133)

Added account 138, SBA PPP Note Payable

Section: Cemetery Receipts in worksheet after Niches (#811)
Added account 812, SBA PPP Note Payable

Section: Cemetery Receipts, in worksheet after SBA PPP Funds (812)
Added account 813, Employee Retention Credit

Version 6.0 - August 2019

General: Added Next Fiscal Year Annual Budget column to all sections of the Worksheet to coincide with
the Diocesan Financial Reports

Section: School, Income, Regular:
Added account 420.1, STREAM

Section: School, Expenses, Instructionl:
Added account 519.1, STREAM

Version 3.0 - August 2014

General: Added Next Fiscal Year Annual Budget column to all sections of the Worksheet to coincide with
the Diocesan Financial Reports

Section: School, Expenses, Instruction:
Added account 512.2, After School Supplies

Section: School, Expenses, General:
Removed account 609.6, Fund Raising Expenses
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Section: Cemetery, Receipts
Added account 811, Niches

Section: Cemetery, Cash and Other Assets - Permanent Maintenance
Added accounts:

134, Cash - Checking

135, Cash - Savings/M Mkt.

136, St. Joseph Investment Fund

137, Other Assets

Version 2.0 - April 2012

Worksheet made available to all PDS Ledger parishes

Version 1.0 — July 2010

Beta version installed at selected test parishes
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Section 2 - Getting Started

This section consists of six sub-sections:
a) Determine the current version of the Worksheet
b) Remove old versions of the Worksheet
c) Obtain the current version of the Worksheet
d) Install the Worksheet to PDS Ledger
e) Enable the Alternate Account Number
f) Set the Alternate Account Number Format

This section consists of steps that must be completed for any of the following conditions:
e You are installing the Worksheet for the first time
e A new version of the Worksheet has been released
e You are getting ready to use the Worksheet for the close of a fiscal year

If you are getting ready to use the Worksheet for the close of a fiscal year, as a first step it is very
important that you determine if you have the most current version of the Worksheet installed in PDS
Ledger. Therefore, start with section 2.a - Determine the Current Version of the Worksheet.

If you are using the Worksheet for the first time, ensure that the proper PDS Ledger version is installed.
The Worksheet was designed to work with PDS Ledger version 10.0A or later. Follow these steps to
determine the version of PDS Ledger currently installed on your computer. If you are using On-Demand,
you are using the most current version, so you may skip this step; proceed to section 2.a - Determine the
Current Version of the Worksheet.

1) Click File
2) Click About
3) Identify the version

2 ® @ "hi (=11 D ak - Parish Data System - U
Setup
Keywords 1) Click File

System Processes
Backup / Restore
Test/ Fix

About PDS Ledger x|

PDS Ledge=
| 3) Identify the version

Version 7.1 A (Build 922) /

Programs = C:\PDSLedv7\
Data Path = C:\PDSLedv7\Data\
Computer = PMATEJAB99

Site Number = 304226

User Guides

»
»

»

,

Data Synchronization 3
v

Online Resources ’
»

2) Click About

PCP Support
#8 Check for Program Update
@ About

Copyright 2014, Parish Data System

Available Memory: 4126436 KB

Close Platform, CPU: 4x Intel Pentium or compatible
This program is for the exclusive us
Diocese of Buffalo
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If the version is earlier than 10.0A then PDS Ledger should be upgraded to the current version. If you are
not sure how to update your software or PDS Ledger is installed in a network environment, please call
Diocesan Computer Services for assistance.

If the version is 10.0A or later then proceed to section 2.a - Determine the Current Version of the
Worksheet.
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Section 2.a - Determine the Current Version of the Worksheet

Always use the most current version of the Worksheet and User Guide. The current version of the
Worksheet is always available on the Diocese of Buffalo website. This User Guide is written for a specific
version of the Worksheet and PDS Ledger, the version numbers are found at the top of Page 1. However,
the current version may different from what you have installed in PDS Ledger. Follow the steps outlined
below to determine which version of the Worksheet is installed, or not installed at all.

How to check for the current version

1. Check the Diocese of Buffalo Website for the current version:
Click this link: https://www.buffalodiocese.org/computer-services/
Note the Worksheet version number, for example (v 8.0).

2. Check the version installed in PDS Ledger
a) Open Ledger
b) Click Reports
c) Click COA Reports
d) Click to expand Chart of Accounts Easy Reports
e) Look for a report named: DOB_FinancialReportWorksheet(v...)? Note the version number; this is
the number after the “v” enclosed in parenthesis. For example, (v1.0) indicates version 1.0.

FARCE v Iy = & Daadk - Parish Data System - Ledger
=

| Administration

Transactions Other Information

2.b Click Reports
Reports Reports Reports Reports

# Select Report:

= i

2.¢) Click COA Reports

ource
Reports

Reports

Chart of Accounts

IW | & Chart of Account Reports
I € All Reports |_openall_|[ GloseAll ]
. 4 Chart of Account Reports
2.d) Click to expand Chart of > Accourting Reports
Accounts Easy Reports b Budget Worksheet Reports
| §\ > Listing Reports

PR Chart of Account Easy Reports
DOB_FinancialReporiWorksheet(v3.0)
4 Group Reports

Ui 2.¢) Look for report named
roup Easy Reports . .
DOB_FinancialReportWorksheet(v...)

Exit Program

Is the version humber the same as on the Diocese of Buffalo website? If not, proceed to Section 2.b -
Remove old versions of the Worksheet, then continue on with Section 2.c and Section 2.d.

If you do not see a report named: DOB_FinancialReportWorksheet(v...) then the report is not installed.
Proceed to Section 2.c — Obtain the Current Version of the Worksheet. Then continue on with Section 2.d
and Section 2.f.

If you have the most current version there is no need to complete the remaining steps in Section 2,
proceed to Section 3 - Working with the Chart of Accounts and the Alternate Account Number.
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Section 2.b - Remove 0ld Versions of the Worksheet

In this section you will remove old versions of the Worksheet from Ledger. It is only necessary to remove
old versions if you have determined that a newer version is available. Therefore, you should first complete
step 2.a —-Determine the Current Version of the Worksheet.

The PDS Ledger - Financial Report Worksheet consists of two components: a Chart of Accounts Easy
Report and a COA Group. Both are named DOB_FinancialReportWorksheet(v...). The version number is
indicated in the parenthesis; for example (v1.0) is version 1.0. Therefore, this section consists of two
steps to remove both components. Do NOT modify either the report or the group.

Step 1 - Remove the Chart of Accounts Easy Report

a) Open Ledger

b) Click Reports

c) Click COA Reports

d) Click to expand Chart of Accounts Easy Reports

e) Look for a report named: DOB_FinancialReportWorksheet(v..); click only once on the report name;
this will select and “highlight” the report

f) Click the Delete button at the bottom of the screen

g) Click “Yes” to confirm you wish to delete the report.

h) Proceed to Step 2 - Remove the COA Group

HFE Cp@ED®&K - Parish Data System - Ledger

1.b. Click Reports )
T T i — 1.c. Click COA Reports
Reports Reppns Reports Reports V_Rep_q_rts_ | _Reports Reports Re__|_:_!orts
Chart of Accounts ::;f:‘ # Select Report:
L= &_Chait of Account Reports
. ) Open All Glose All
1.d. click to expand Chart of :’;’f E— (e I 1 Description:
\CCOoul 0l
Accounts Easy Reports S Pensts IPrin'tsa &oﬂi{is‘ehegt fo assisfig;r:% plzn;h lyoﬁkl:‘%éper
= uﬁget Waorksheet Rep[)rj_s 0 compiete locese O, alo, Parish al
All Transactions .j > Lui i Elementary School Financial Reports.
4 Chart of Account Easy Reports
Exit Program DlJE!_Financi alReportWorksheet(v3 0)
4 Group Reports
& Lising Hepoits 1.e. Click (only once) report

b Group Easy Reports

DOB_FinancialReportWorksheet(v...)

Click here to
Preview Sample

1.f. Click Delete, then Click “Yes” to confirm

Add Delete || Copy H Reorder User Reports H Ady. Script H Save as Custom Report l

Filename: LED1201 r.a,r.;i [ Nexw- |
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Continued...

Section 2.b - Remove 0ld Versions of the Worksheet

Step 2 - Remove the COA Group

a)
b)
c)
d)
e)

Open Ledger

Click Other Information
Click Chart of Accounts
Click Group Listing Screen
Look for a file named: DOB_FinancialReportWorksheet(v...); double-click on it; this will display the
Group Details screen

2.c. Click Chart of Accounts

2.b. Click Other Information

Chart of Accounts
-+ Data Entry :

Listing Screen:
This list is for viewing only.

COA Explorer
Primary Information
Actuals

Budget

Comparatives

Graph Trends
Transaction History
Automatic Distribution
Check Numbers

!AH

Cemeoy

Debtorin

DOB_F ksheat(v3.0)

Pareoy

W parcoyb

2.e. Double-click report
DOB_FinancialReportWorksheet(v...)

COA Groups

Group Details
Group Listing Screen

=

2.d. Click Group Listing Screen

Other Tasks

1

Continued on next page
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Section 2.b - Remove 0ld Versions of the Worksheet

Continued...

Step 2 - Remove the COA Group
Continued...

f) Verify the correct group name has been selected

g) Click the Delete Group button at the top of the screen
h) Click Yes to confirm you wish to delete the file
i) Proceed to Section 2.c — Obtain the Current Version of the Worksheet

Data Entry

2.b. Click Delete Group,
then click “Yes” to confirm

Description:

COA Explorer
Primary Information
Actuals

DOB_FinancialReportWorksheet(v3.0
il p v30)

Do NOT modify this group. For use with the DO

List of Accounts to be Included:

N - ortWorksheet user defined report.

Date Changed:
06/03/2014

2.a. Verify the DOB_FinancialReportWorksheet(v...) has
been selected.

[ ShowlList
W

|[ AddAccounts |

Budget Print a new heading account: Part Il.1 - Annual Report
Nt Print a new heading account. Elementary School Financial \-

Print a new heading account: Statement of Financial Condition
Graph Trends Print a new heading account: Assets
Transaction History Print a new heading account: Cash
Arkomatic Distibation Print a new delal! account: Total Checking Accounts

Print a new heading account: Investments
Check Numbers Print a new detail account: Total Savings, CD, Money Markets, etc.

COA Groups Print a new heading account: Other Investments:

Group Details
Group Listing Screen

Other Tasks

Print a new detail account: St Joseph Investment Fund

Print a new detail account: U.S. Gov't Obligations, Loans fo, Other

Print a new total account Total Other Investments

Delete Enti

Verify COA

Bank Reconciliation

COA Listing Screen
Reports

Exit Program

Print a new total account: Total Assets ~|

Source: |Print a new heading account j
Account Name: |Part IL1 - Annual Report

Account Number: | Alt. Number: Ii-2

Account Type: | ﬂ

Blank Lines After: New Page After: r

_Copy Group ] [ Load from a File H Saveto a File
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Section 2.c - Obtain the Current Version of the Worksheet

The most current version of the PDS Ledger - Financial Report Worksheet is always available from the
Diocese of Buffalo website. It is only necessary to download the Worksheet when you have determined

that a newer version is available. Therefore, you should first complete Section 2.a —Determine the Current
Version of the Worksheet.

In this section you will download an “installation file” for the Worksheet. The installation file is a .zip file.
It contains an “installation folder”, named: DOB_Financial_Report_Worksheet_Installation_Folder. The
folder will contain all the files necessary to install the Worksheet to PDS Ledger. It will also contain a new
User Guide. Therefore, once you have completed the steps in this section use the new User Guide as it
will contain up to date information for the version of the Worksheet you will install to PDS Ledger.

1) Click this link to go to the Diocesan Computer Services webpage:
https://www.buffalodiocese.org/computer-services/

2) Download the PDS Ledger Financial Report Worksheet Downloading Guide.
3) Follow the instructions in that document.

4) Proceed to Section 2.d - Install the Worksheet to PDS Ledger.
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Section 2.d - Install the Worksheet to PDS Ledger

In this section you will install the Worksheet to PDS Ledger. Of all the steps you have completed thus far,
the steps in this section will be the most difficult as it requires a good working knowledge of PDS Ledger
and the computer. If at any time you cannot complete the steps please feel free to contact Diocesan
Computer Services Department for assistance. Contact information is contained in Section 1 -
Introduction and System Requirements.

The PDS Ledger - Financial Report Worksheet consists of two components: a Chart of Accounts Easy
Report and a COA Group. Both are named DOB_FinancialReportWorksheet(v...). The version number is
indicated in the parenthesis; for example (v1.0) is version 1.0. Therefore, this section consists of two
steps to install both components.

Step 1 - Install the Chart of Accounts Easy Report

a)
b)
c)
d)
e)

Open Ledger
Click Reports

Click COA Reports
Click the "Add" button at the bottom of the Select the Reports dialog screen
Click the "Custom Report" button on the Add Report dialog screen

Reports Re_po rts

Chart of Accounts
I Reports

1.b. Click Reports

Reﬁnrts

»

Chart of Accounts
COA Groups

All Transactions

Exit Program

.—a

Select Report:
 Chart of Account Reports

© All Reports

1.c. Click
COA Reports

4 Chart of Account Reports

> Accounting Reports

> Budget Worksheet Reports

> Listing Reports

» Chart of Account Easy Reports
4

+ Listing Reports

> Group Easy Reports

1.d Click Add

Add a listing style report. The items in this report
are chosen by you from a list of available fields.

Add a new letter. The body of the letter is
defined by you.

Label

Add a new label report. The information printed
on the label is defined by you.

Envelope

Add an envelope report. The information printed
on the envelope is defined by you.

Form

1.e. Click Custom Report I’"abel Ritineides

Custom Report

ﬁnew report from another source.

Export

Add an export report. The information exported
is defined by you and written to a file.

L Add | eiciing g | Rearder UserReporis |

Continued on next page

Page 13

R:\Computer Services\PDSLedger\DOB_CustomReports\FinancialReportWorksheet\DOB_FinancialReportWorksheet_v8\FinancialReportWorksheetVersion8_UserGuide_For_Ledger.docx



Section 2.d - Install the Worksheet to PDS Ledger
Continued...

Step 1 - Install the Chart of Accounts Easy Report
Continued...

f) Browse to the location of the folder created in Section 2.c. If you exactly followed the instructions the
location is your computer desktop. Find the folder named:
DOB_Financial Report Worksheet Installation Folder

Double-click to open and display the contents.
g) Click once on the file name: DOB_FinancialReportWorksheet(v...).cr, then click Open
h) The report is installed under the Chart of Accounts, I—Eb§§\§eports and is named:

e DOB_FinancialReportWorksheet(v...)

e do NOT rename or modify the report in any way

EaBEDYA X -

File Transactions

Source Vendor

Al
Reports Reports il | Reports Reports
—— Select Report: l.g. Chck the “Look in” field and browse to the -
Tr— & Chart of Account Reports 1o§at10n of the folder cr.eated at step 2.c; double-
 All Reports Oée click on this folder to display its contents.
Chart of Accounts 4 Chart of Account Reports

COA Groups b Accounting Reporrc
b Budget Workshee B2 Add Custom Report Files
b Listing Reports Look in: | [ BEER. k-G T E
> Chart of Account E ... . <] Date modificd || Type
Pl Group Reports
= Listing Reports
b .

Stiip Eay Repal 1.h Click on the file named:
DOB_FinancialReportWorksheet(v...).cr;
ol then click Open.

File name: IMnualfHepunfDevelupmern fon local PClink Dpen I

Fies of type:  [Custom Reports (9 =l Cancel

x|
All Transactions

ial ey

|8 DOB_FinancialReportiorksheet(v3.0).cr 6/4/20144:03PM o document

Exit Program

2

Continued on next page
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Section 2.d - Install the Worksheet to PDS Ledger

Continued...

Step 2 - Install the COA Group

a) Select Other Information on the tool bar at the top of the screen

b) Select Chart of Accounts on the secondary tool bar at the top of the screen
c) Select Group Details from the menu bar on the left
d) Click Load from a File at the bottom of the screen

LData Entry

COA Explorer
Primary Information
Actuals

Budget
Comparatives

Graph Trends
Transaction History
Automatic Distribution
Check Numbers

SIS LR

Pont acconnt 3030 40

’ARISH RECEIPTS

PARISH RECEIPTS

r
COA Groups :: 2.c. Click Group Details
Group Defails

Print account 3050.10
Print account 3060.10

®
i) Cancel @ gfoit:
Date Changed:
ed 2-b. Click Chart of Accounts 051192014
|
List of Accounts to be Included:
|~ Move Up [ Insert Enty
Print account 1000 |+ Move Down | [ Addiothe End
Print a new heading account: PARISH RECEIPTS
Print a new heading account REGULAR PARISH RECEIPTS [ Show List 1 [ Add Accounts ]
Print account 3000.10 —
Print account 3010.10
Print account 3020 10

Group Listing Screen
Print account 3070.10
Other Tasks
Verify COA Source:
Bank Reconciliation Account Number:
Account Name:
COA Listing Screen
Account Type:
Reports
Total Level:
Exit Program Balance Sheet Column:

| Print account

1000 -

Alt. Number: |

Cash - Checkin
Cash

2.d. Click Load from a File

-

Copy Group

,
Load from a File

Save toa File

Continued on next page
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Section 2.d - Install the Worksheet to PDS Ledger
Continued...

Step 2 - Install the COA Group
Continued...

e) Browse to the location of the folder created in Section 2.c. If you exactly followed the instructions the
location is your computer desktop. Find the folder named:
DOB_Financial Report Worksheet Installation Folder

Double-click to open and display the contents.
f) Click on the file name: DOB_FinancialReportWorksheet(v...).grp, then click Open
g) The group is installed under the Group Details screen and is named:

i) DOB_FinancialReportWorksheet(v...)

ii) do NOT rename or modify the group in any way

Reports Admini

Vendors & ; Lt
Dashboard . .
& ol A LR E 1.e. Click the “Look in” field and browse to the
Chart of Accounts % GrowpName:  [Al location of the folder created at step 2.c; double-click
ﬁ 2 9 . . .
D Data Entry Destiption. on this folder to display its contents.
COA Explorer
Primary Information List of Accounts to be Included:
Actuals l‘ Move Up I [ Insert Entry I
- e H
Budgel (AL i coup rom e | | Movepown || Addtothe Ena |
Comparatives e —— = e & - —
Printane oo = 67 B Show List | [ AddAccounts |
Graph Trends Printacc teme = |-| pate modified |-| Tyoe [
Transaction History Print acc Sl i 1.f. Click on the file named:
Automatic Distribution ;%:Ez DOB_FinancialReportWorksheet(v...).grp;
Check Numbers B then click Open.
COA Groups Print a ne
Print acc
Group Details | Print acc
Group Listing Screen Printace |
Print acc
Other Tasks o Ferame |
Verfy COA Source: Fiesofype:  [Groups i A :lv
Bank Reconciliafion Account Number: 1000 j Alt. Number:
Account Name: Cash - Checking
COA Listing Screen
Account Type: Cash
Reports
Total Level: 1
Exit Program Balance Sheet Column: 1

At this point you have completed installing the PDS Ledger - Financial Report Worksheet. You will not

have to repeat the steps detailed in Section 2.b through 2.d unless a new version of the Worksheet is
released.

The installation file that was downloaded from the Diocese of Buffalo Website may be removed from your
computer desktop. However, the installation folder must remain as it contains the User Guide.

The next step is to enable the Alternate Account Number field so it is displayed on the Chart of Accounts
screen. If you have been using PDS Ledger for sometime you may already know if the Alternate Account
Number field is displayed on the Chart of Accounts screen. If that is the case, skip Section 2.e and
proceed to Section 3 - Working with the Chart of Accounts. If you are not sure, proceed to Section 2.e.

Section 2.e - Enable the Alternate Account Number
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In this section you will enable the Alternate Account Number so it will be displayed on the Chart of
Accounts Screen. It is only necessary to perform this step one time because once it has been enabled it
will always be displayed.

If the Alternate Account Number field is displayed on the Chart of Accounts screen, skip Section 2.e and
proceed to Section 2.f - Set the Alternate Account Number Format. If you are not sure, continue with the
following steps.

The Alternate Account Number is displayed to the right of the Account Number on the Chart of Accounts

screen. The Worksheet accumulates and prints account balances based on alternate account numbers.
Therefore, every “detail” account within Ledger must be assigned a valid alternate account number.

J '9‘1 Alternate account number field

= Parish Da

Othe | Reports

Dachboard Chart of Income Vendors & Fixed
Accounts Sources Payees Assets

Transactions Administration

LI i
‘Bank:
Accounts

ChartofAccounts % ™ Chart of Accounts:
| ErEET— . ;
Dty Account Number: 1000 Alt. Number: | 101 — I” Inactive
- Date Changed:
COA Explorer Account Name: Cash - Checking 05/06/2014
Primary Information
Actuals Primary Information:

If the Alternate Account Number field is not displayed follow these steps:
1) Click File on the toolbar at the top of the screen

2) Click Setup

3) Click Initial Setup; the Initial Setup screen will be displayed

s 118 System -

Ledger

1. Click File

2. Click Setup

Online Resources ’

= Layouts

* | Setup layout for checks, paychecks, W-2, W-3, 1098 and 1096. 4

Setup o 1
<. Program owner's information, site number, and registration code. er .
Keywords ’ ol
System Pracesses g Initial Setup : E] — Account
Set up program ns and defaults. — =
'

Backup / Restore 4 o Account Number
Test / Fix ' E Set up account number formats and code . . I Inactive
Data Synchronization ’ Address Abbreviations 3. Click Initial Semp :

~ Date Changed:
User Guides » @- Set up the list of address abbreviations. 05/06/2014

PCP Support y
48 Check for P Updat Default Font for Reports

SR ¥ Set up the font used by reports as their default font —_l
@ About Lcm

Continued on next page
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Section 2.e - Enable the Alternate Account Number

Continued...

4) Click the “Yes” for Use Alternate Account Number

5) Click Save, then click Close

6) Return to the Chart of Accounts screen, the Alternate Account Number will now be displayed.

7) Continue to the next section, 2.f - Set the Alternate Account Number Format, to ensure the proper number

of digits are displayed.

Next Batch Number:

8985

4. Click Yes for Use Alternate Account Number

= General |
Current Fiscal Year Begins: 09/2013
Current Fiscal Period: 0220
‘ Accounting Approach: & Cad
= ar —,

Use Budgets: & Yes ire ‘Allow Changes' -
Use Alternate Account Number: k- “
e Lockdown Actuals: & Yes © No
Use Master/Sub Accounts: o o g i
Ledge s CNo LockanBmme oy o
Allow Multiple Retained Earnings © Yes & No &
and Prior Year Fund Balances: Allow Sum of Nets: - Yes & No
Use Vendor Abbreviations: & Yes  No Use Source Abbreviations: & Yes  No
Allow Transactions to Post to = : Allow Transactions -
Retained Eamings Account FYes  CNo {5 pe Deleted. CHER
Invoices Need Authorization:  Yes - All lnvoices
 Yes - For Amounts Over- =
“ No
Default Picture Folder: |
Use External Documents: & Yes _C No
Default Documen Folder: 1s00P| 5. Click Save, then click Close |
\
-
Check for new update: |cneck in 1 week ﬂ =

Cancel
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Section 2.f - Set the Alternate Account Number Format

Once enabled, the alternate account number format will default to the same structure as the Chart of Accounts: a

four digit account number and a two digit department code. But, this is the wrong structure because the

diocesan financial reports use a three digit account number and a one digit suffix; for example, 201.1 (instead of
0201.10). The Worksheet will only recognize this format. Any other format will result in accounts being

indicated as an error on the Worksheet report.

To change the format, follow these steps:
1) Click File

2) Click Setup

3) Click Account Number

4) Click Alternate Number Format

% 1) Click File  [cH8
e :“H_- 2) Click Setup
== Program o m ~znd ref

Keywords 3

Parish Data System - Ledger

Initial Setup

System Processes v
¥ Set up program options and defaults.

Backup / Restore 3

== Account Number — Account Number Format
Test/ Fix . m Set up account number formats and codes. : Organization Codes
Data Synchronization i 1 Address Abbreviations Z:’:E:f;&
User Guides b Set up the list of address abbreviations. 2 "

Online Resources Tt

@ About

5) Click “No” to the “Do you want to back up now?”” message

Chart of Income Vend
b Accounts 7
@ Since this process will alter data, you
A D AT A should back up your data before continuing.
7 < Do you want to back up now?
SYSTEM™
Yes

Ledaer

Continued on next page

Section 2.f - Set the Alternate Account Number Format

3) Click Account Number

. 1096 ; & o
PCP Support 4) Click Alternate Number Format _—t
#2 Check for Program Upd |
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Continued. ..

6) Click “Yes”, for the “Do you want to continue...” dialog.

o

Account

~ || e Canceal

P ARIS H A -Since your account numbers are already set up, you

: : £ should contact your dealer or Parish Data System
ATA for instructions before continuing with this process.

1 S 6. Click “Yes” Do you want o continue with this process now?

B Cancel ©

Account

Alternate Account Number Format

Prefix Common to all Account Numbers:
Le d g el Type of Part Width  Separator
Part 1 IAccount code j |4 jl |_

Part 2 IDeparimen! code j |2 il

Continued on next page

7) Change “Part 1" to a width of 3
8) Change “Part 2 to “Suffix code” and a width a 1.
9) Click “Next”
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File ' Transactions

Chart of
Accounts |

Dashboard
Account

G Cancel @

Alternate Account Number Format

Format of the Alternate Account Number: 999.9

Z t 4
» 4r 7. Change width to 3

Prefix Common to all Account Numbers:

Ledgel et
Part 1 |A::::Dunt code j
[

Part2 ISum;wode

8. change to Suffix Code and change width to 1

9. Click Next
Total Width: 5 {Out of a Maximum of 20)

Add New Part iew Proposed Changes
Delete Part

e
Cancel
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Section 2.f - Set the Alternate Account Number Format
Continued...

This screen shows how the change to the format will affect the alternate account number. Accept the default
settings as is because, regardless, you will have to change all the “detail” accounts with the appropriate alternate

account number.

10) Click Save

BD__e ete

) Cancel i

Select how you want to apply the new pari(s):

A ~  Apply the new pari(s) without modifying the alternate account numbers.
_'  Apply the new part(s) to and modify the alternate account numbers.
& Resuilts of the proposed changes:

Lo et oo CEETEE 0 e 1

¥ 000 000 000 Choir
Jooo 000 000 Cash - Checking
l 000 000 000 Fringe Benefits
Jooo 000 000 Maintenance & Repairs
000 000 000 Total Assets
B ooo 000 000 Liabilities
l 000 000 000 Medicare - Employer Share
[ ooo 000 000 Medicare - Employer Share
000 000 000 Surplus/(Deficit)
I ooo 000 000 Federal Taxes Withheld
000 000 000 Social Security Withheld
[ ooo 000 000 N.Y.S. Taxes Withheld
000 000 000 Medicare Withheld
Fooo 000 000 Disability Contributi
000 000 000 BIC - B/S Contributiol .
Iaoo 000 000 piorvearrunagaa| 10. Click Save =

T Save H Cancel }

At this point, the alternate account number format has been changed. Review the Chart of Accounts - you will

notice that many, if not all, of the alternate account numbers have values. This occurs because when the

alternate account number is enabled it not only defaults to the same format the Chart of Accounts it assumes the
same values as the standard accounts. Changing the alternate account number format truncates the values to fit
the new specifications. Of course, these alternate account number values are wrong and you will now have to

replace the alternate acount numbers to the correct values for the diocesan financial reports.

Proceed to Section 3 - Working with the Chart of Accounts and the Alternate Account Number.
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Section 3 - Working with the Chart of Accounts and the Alternate Account Number

Before you can use the Worksheet you must prepare the PDS Ledger Chart of Accounts.

The Alternate Account Number field is found next to the Account Number field on the Chart of Accounts
Screen. The Worksheet accumulates and prints account balances based on alternate account numbers.
Therefore, every “detail” account within Ledger must be assigned a valid alternate account number.
Detail accounts are those for which transactions can be posted.

If the Alternate Account Number field is not displayed, return to Section 2.e for instructions on how to turn
this feature on.

Parish Data System - Ledger

RN bl |[@rder by: Number Alternate account number field ]
Dashboard Ascunts Sources Payees Assets Accounts = 2 = = H—:
= 3 )
Chart of Accounts ® Chart of Accounts:
T ——Y
,‘4] {1
Data Enfry e 1—1000 Alt. Number: 101 " Inactive
Date Changed:
COA Explorer Account Name: |‘335h - Checking DTID?!';%M
Primary Information
Actuals Primary Information:
Budget o iess e T { Py 1

The alternate number must correspond to one of the diocesan nhumbers listed on the parish, school, or
cemetery sections of the Diocese of Buffalo, Financial Reports. You can (and most likely will) assign a
alternate number to multiple PDS Ledger detail accounts.

Do not assign alternate numbers to headings, totals, or master accounts as the Worksheet will ignore
these account types.

Church of
Assign this number to RECEIPTS

the alternate account
number in Ledger ACTUAL
NI CURRENT YEAR

201 “Sunday and Holyday Collections ..., $ - &
206 2Oh et e pnsonmmmnss s s T o

Total Regular Receipts

Diocesan assistance is available if you have any questions regarding the assignment of
alternate account numbers. Contact information can be found in Section 1 - Introduction.

As you work through the Ledger Chart of Accounts, for each account determine where on the Diocese of
Buffalo, Financial Reports the account would correspond. For example, Ledger Account 3000.10 Sunday
and Holyday Collections would correspond to the Parish Financial Report, account 201 Sunday and
Holyday Collections, found on the Receipts page, under the category Regular. Therefore, assign account
201 to the Ledger account 3000.10 alternate account number field.

Other Ledger accounts that are considered “Regular Receipts” should be assigned alternate account
number 206.2 “Other” as indicated on the Parish Financial Report. In this way you will have some
alternate account numbers that will have a one-for-one correspondence to a Ledger detail account; while,
in others you will assign one particular alternate account number to multiple Ledger account numbers.
Section 3 - Working with the Chart of Accounts and the Alternate Account Number

Page 23

R:\Computer Services\PDSLedger\DOB_CustomReports\FinancialReportWorksheet\DOB_FinancialReportWorksheet_v8\FinancialReportWorksheetVersion8_UserGuide_For_Ledger.docx



Continued...

Do not create new Ledger accounts for alternate account numbers indicated on the Diocese of Buffalo,
Financial Report if you have no need for them.

You may have a small subset of detail accounts that do not have a diocesan equivalent. For example,
Ledger detail account 3740.10 - Withdrawal from Savings does not have a diocesan alternate account
number equivalent. In these cases, leave the alternate account number blank. Accounts such as these
will be printed on the Worksheet Report, Part 1 — Errors and Exceptions.

If you should add accounts to the Chart during the fiscal year, assign an appropriate alternate account
number.

After you have assigned an alternate account number to each detail account you are ready to run the
Worksheet Report.
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Section 4 - How to print the Worksheet

The printed Worksheet consists of the following parts:
I. Errors and Exceptions

II.1. School Financial Report

I1.2. Parish Financial Report

II.3. Cemetery Financial Report

ITI. Recap

Part I — Errors and Exceptions will test the Chart of Accounts to ensure that all the detail accounts have
been assigned a valid alternate account number. Once you are satisfied with the results you may print
the other parts of the report. You may have a small subset of detail accounts that do not have a diocesan
equivalent. For example, Ledger detail account 3740.10 - Withdrawal from Savings does not have a
diocesan alternate account number equivalent. In these cases, leave the alternate account number blank.
Accounts such as these will be printed on the Worksheet Report, Part 1 - Errors and Exceptions.

Parts II.1 through II.3 correspond to each section of the Diocese of Buffalo, Financial Reports: School,
Parish, and Cemetery. It prints totals by category and includes the detail accounts that support a
category. In this way you can see which accounts make up a category total. Therefore, if necessary, you
can change the alternate account number assigned to a particular account to effectively "move” an
account total from one category to another.

Part III - Recap prints a two page summary. It will list Balance Sheet and Income Statement totals by
department: Parish, School, and Cemetery. Use this section to test against the actual Ledger Balance
Sheet Report and Income Statement Reports (ALL group).

How you specify the parts of the report to print is explained on the next page.
Check for Errors and Test Totals

The first time you run the report you may wish to print only Part I - Errors and Exceptions and Part III -
Recap. If total amounts are in unexpected areas or the amounts do not agree with the Balance Sheet and
Income Statements reports, then you will need to do further research and corrections. For example, if
you do not have a cemetery, but cemetery totals are printed then it would indicate that a cemetery
diocesan number was assigned to one or more Ledger accounts as the alternate account number.

To further your research, print that portion of the report indicative of your parish organization. For
example, Part II.1 for School , Part II.2 for Parish, or Part I1.3 for Cemetery. Each will print a detailed
report indicating which alternate numbers are assigned to the Ledger Chart of Accounts. Use this to test
category totals against the Balance Sheet and Income Statement Reports.

Please keep in mind that as the Chart of Accounts is altered you should re-check for errors and test totals
to ensure your financial report figures are in good order.

Page 25

R:\Computer Services\PDSLedger\DOB_CustomReports\FinancialReportWorksheet\DOB_FinancialReportWorksheet_v8\FinancialReportWorksheetVersion8_UserGuide_For_Ledger.docx



Section 4 - How to print the Worksheet
Continued...

Printing the PDS Ledger - Financial Report Worksheet

1) Select Reports

2) Select COA Reports on the secondary tool bar at the top of the screen
3) Expand the Chart of Accounts Easy Reports

4) Select the report named: DOB_FinancialReportWorksheet(v..)

5) Click Next in the lower-right corner of the screen

1. Click Reports

RE TamEDLAX

File Transactions Other Information

Chartof Accounts (752 # Select Report:
e g
D Reports L5 "} & Chart of Account Reports ; ¥ 5
© AllReports
chartof Accounts Z Chatof AccountRepors | 3. Expand Chart of Account Easy Reports 4
o N Accointng Be t mmu“‘”ﬁé‘.‘ﬁ’ﬁ"ﬁ"mm
. b W 0 jocese ),
All Transactions i zﬁ"W z e Diocese of o, P
4 Chart of Account Easy Reports . . .
XX Procren DOB_FinancialReportWorksheet(v3.0) 4. Click DOB_FinancialReportWorkseet(v...)
4 Group Reports

* Listing Reports
> Group Easy Reports

Click here to
Preview Sample

5. Click Next
I Add || Delete ILMI Regrder User Reports " Ady. Scng “ Save as Custom Report | |7 s
Filename: LED1201 E — /
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Section 4 - How to print the Worksheet
Continued...

As with all PDS Ledger Reports, a series of screens are displayed for which various print options can be

specified.

6) The first screen is called the “Overview”; there is nothing to change on this screen, click Next.

7) The next screen is the “Select Printer”.

= & 42 E .
A‘? Expense \come: i) COA ‘Source Vendor
Reports Reports Reports Reports Reports Reports Reports Reports
Chart of Accounts %/ Overview:
& Reports Name: |DOE,ﬁmncialReponWorksheel(\ﬂ,(]) Edit
Return to Chart of Accounts Prints a worksheet to assist the parish bookks r to complete the Diocese of Buffalo, Parish =l
Description: e g d Edit
Selecta Different Report and Elementary School Financial Reports.
Overview 1]
Select Printer Report Owner: [ Report Access: =
it
Listing Layout Printer: Current Printer: Default - HP LaserJet 4100 Series PCL6 Detailed
Additional Layout P e Oveniew
Select Accounts Orientation: Portrait
Listing Layout: Page Style: *Normal Format
Email Options: Print the Unlisted Email Address
Fieaswieon Margins: *Smallest Margins
Print the Report
Cancelthe Report Modify: Modify Advanced Report.
Additional Layout  Options Additional Options
Exit Program ‘Selection: Sort by: Number
Click Next
y /
[ Preview Report ” Print Now } <Back [ Next > 1 [ Cancel }

It is recommended you specify Landscape orientation. Portrait

orientation will result in fewer pages, but it may result in truncated text or dollar amounts. Click Next.

ﬁ‘ Select Printer:
=

Return to Chart of Accounts
Select a Different Report

Overview

Select Printer
Listing Layout
Additional Layout
Select Accounts

Preview Report
Print the Report
Cancel the Report

Exit Program

Reports Reports Reports

r Printer

IDefauEt

I~ Printin black and white (conserves colored ink)

x|[_Properties

- Paper

Size: | Lefter

Source: | Defautt

on Select Landscape
© Portrait

& Landscape ;

Click Next
Vv
Preview Report H Print Now ] Back to Qverview } [ < Back w Next >

Page 27

R:\Computer Services\PDSLedger\DOB_CustomReports\FinancialReportWorksheet\DOB_FinancialReportWorksheet_v8\FinancialReportWorksheetVersion8_UserGuide_For_Ledger.docx



Section 4 - How to print the Worksheet

Continued...

8) The next screen is the “Listing Layout”. It is recommended the Page Style be set to "Normal Format”
and the “"Margin Style” be set to "Smallest Margins”. Also, do NOT modify the report as this will
damage the report layout and result in incorrect figures or report failure. Click Next.

@ L

File Transactions

| 5

Chart of Accounts
c Reports

Return to Chart of Accounts
Select a Different Report

Overview

Select Printer
Listi out
Additional Layout
Select Accounts

Preview Report
Print the Report
Cancel the Report

Exit Program

STaEDsAX

Other Information

 Current Fields to Print

nce Reports do not have a field list.

Do NOT Modify the Report

Listing Layout:
[ Base Font [ ]
Set Base Font
Use Normal Format
- Page Style
Style Name: |I‘Normal Format —_— v] Edit Style
Notes: |
~ Report Layout to Print
I Include Transaction Fields _
’ hbdlfy the Repon /
mm‘m Print the Unlisted Email Address j
- Margin Style
Style Name: [ *Smallest Margins ~| [ Edit Style |
Top:  0237"  Left 0.167"
Bottom: 0237°  Right 0.167"

Use Smallest Margins

Click Next

I_Ereview Report ” Print Now ]

| Back to Qverview l I < Back

Next >

Continued on next page

—
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Section 4 - How to print the Worksheet
Continued...

The next screen is specific to the PDS Ledger - Financial Report Worksheet. Complete the following
information:

9) Parish Number, Name, City, Your Name: Please complete the four fields. However, if you are not
submitting the report to the Diocese at this time you may skip them.

10)As of Date (Fiscal Year End): The field will default to the current account period. Change the value to
the month and year for the fiscal year end, for example, 08/2023.

11)Do Not Print Subtotals: this field must only be selected (checked) when you are absolutely certain
that there are no errors and all Chart of Accounts have been assigned the correct alternate account
number. When this field is checked, individual Chart of Accounts will not print, only category totals
that correspond to the Diocese of Buffalo, financial reports and will reduce the total number of pages
of the report. However, you must submit a fully, detailed Worksheet to the Diocese, thus this field
should not be checked for the final report.

12)Select the parts of the report you wish to print. You may uncheck those departments that are not
germane to your parish. For example, if you do not have a cemetery, then uncheck the Cemetery
Report. If this is the first time you are printing the report it is strongly recommended to print Part I -
Errors and Exceptions and Part III - Recap. Also, you should always print Part III — Recap as this will
also help to identify incorrectly assigned alternate account numbers.

13)Leave the field "COA Group" at its default value of "DOB_FinancialReportWorksheet(v...)".

14)Click Next

Parish Data System -

Ledger

| Administration

Complete the Parish number, name, city, and your

= W N
= .2 R
All Expense Income N Source Vendor name fields.
Reports Reports Reports Reports Reports Reports Reports Rej
Chart of Accounts Ly
= Repoits . Diocese of Buffalo - Financial Report Worksheet, Version 3.0

0823

Return to Chart of Accounts Parish Number:
Select a Different Report Parish Name: Our Lady of Victory National Shrine

City Name: Lackawanna
Overview Your Name: Jane Smith
Select Printer Hepadtopliong: | Set the As of Date to the end of the fiscal year
Bl As of Date (Fiscal Year Endy 08/2014
Additional Layout .

™ Do not print sub-fotals .
Select Accounts : _ : See note, item 11 above

Print the following:

Preview Report I Part| - Ermrors and Exceptions

Print the Report W~ Partll.1 - School Report

Cancel the Report I Partll.2 - Parish Report

I” Partll.3 - Cemetery Report

:! Select the parts of the report you wish to print

Leave this field at its default value

Section 4 - How to print the Worksheet

Exit Program -
0g I Partlll - Recap ’/|
COA Group: DOB_FinancialReportWorksheet(v3.0) j
l Click Next
,
_E_review Report H Print Now ] [ Back to Q_verview ] [ < Back Next >
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Continued. ..

15)The "Select the Accounts" screen is displayed. DO NOT CHANGE any of the options available on this
screen. Use Simple Selection — Never Saved and keep the Sort Order set to Number. The Worksheet
does NOT support the use of account selections or department filters. Doing so will result in
incomplete and inaccurate account balances.

16)Click Preview. The PDS Ledger - Financial Report Worksheet is displayed. Click Print to print the
report.
Note: as with all PDS reports, this report can be exported to Excel, Adobe, or many other formats.
However, the Diocese does not support this feature. As an alternative, you may wish to download the
Excel version of the parish and elementary school financial reports from the diocesan website, Internal
Audit Department webpage:
http://www.buffalodiocese.org/AbouttheDiocese/DiocesanOffices/InternalAudit.aspx
Use these reports as an alternative to the paper reports. However, you still must key the figures from
the Worksheet into the Excel versions; the figures will not automatically transfer.

File Transactions Other Information

e JE Use Simple Selection — Never Saved. Do NOT filter
Reports Reports Reports Reports Report
- — | by accounts or departments.
Chart of Accounts [ % Select Accounts:
= Reporls 1 Listof Selections:
Return to Chart of Accounts ek seRdionTHNever e 2 =
’ Saved r Selection Information
Selecta Dicrent Report New Selection Name: |Stmple Selection - Never Saved
e Iﬁ:e?:gy) Simple Selection - Description:
Select Frinter | Keep the Sort Order set to
Listing Layout N b
Additional Layout - umoer.
- Sortation —
Select Accounts Sort Order: Number > j
Preview Report
Print the Report
Cancel the Report
Exit Program
=|
I~ Show Cnly My Selections
save |[ Add || Delete

lpiesin [ Goy ]| Reorcer | Click Preview

[ Export Sel to a File I

[ import Sel fomaFile | |

mport makil 7
I Preview Report ” Print Now l Back to Overview ] { < Back | Preview ,} [ Cancel ]
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Section 5 - How to use the Worksheet to complete the Diocese of Buffalo, Financial Reports

The PDS Ledger - Financial Report Worksheet is maintained by the Diocesan Computer Services
Department in conjunction with the Finance and Internal Audit Departments. The most recent version of
the Worksheet can be found on the Diocese of Buffalo website, within the Computer Services Department
web page.

The PDS Ledger - Financial Report Worksheet’s main purpose is to provide the PDS Ledger bookkeeper
with information to complete the Diocese of Buffalo Parish and School Financial Reports. The Worksheet
does not replace the Diocese of Buffalo, Financial Reports. Please include the printed copy of the
Worksheet when you submit your Diocese of Buffalo, Financial Reports to the Diocese. Be
certain to send the last, best copy of the Worksheet (note: “"do not print subtotals” option must
be un-checked) for which the Financial Reports are based.

Once the worksheet has been printed and verified as correct, you use the figures to complete the Diocese
of Buffalo, Financial Reports. In most cases there is a one-to-one correspondence between a category on
the Diocese of Buffalo, Financial Report and a category total on the Worksheet. Transfer the amounts
from the Worksheet to the Diocese of Buffalo, Financial Report. As an alternative, you may wish to
download the Excel version of the parish and school financial reports from the diocesan website, Internal
Audit Department webpage: https://www.buffalodiocese.org/internal-audit/

Use these reports as an alternative to the paper reports. However, you still must key the figures from the
Worksheet into the Excel versions; the figures will not automatically transfer.

In some cases you must provide more detailed information on the Diocese of Buffalo, Financial Report
which the Worksheet cannot provide. This is especially true for the Statement of Financial Condition (page
1 of the financial reports). For Example, on the front page of the Parish Financial Report, the Diocese
requires a list of all bank cash accounts, wherein the Worksheet only reports totals for Total Checking
Accounts, Total Savings Accounts, and Total St. Joseph Investment Fund. In other cases, the bookkeeper
must manually calculate totals because the Worksheet does not have the necessary information; the
Reconciliation section of the Parish Financial Report is a good example of this.

The Worksheet will print various “Notes” for areas it cannot provide information. The “Notes” are
discussed in more detail in the following section of this document.
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Section 6 -Financial Report Worksheet Notes

The purpose of this section is to discuss those portions of the PDS Ledger - Financial Report Worksheet
that cannot be implemented in PDS Ledger/Payables in lieu of current diocesan policy.

Primarily, there are two accounting methods: cash basis and accrual basis. In simplest terms, with cash
basis, income is recognized when the physical cash is received and expenses are recognized when a check
is cut. With accrual basis, income is recognized at the time it is earned or due (for example, rent is
recognized on the day it is due, even though the actual cash receipt may not occur for some time) and
expenses are recognized at the time an invoice is received (yet, it may be paid many days, weeks, or
months later).

The Diocese of Buffalo official policy is for parishes to use the cash basis of accounting. The installation of
PDS Ledger at your parish is set up to use cash basis. Yet, the Diocese of Buffalo Financial Reports are a
mix of cash and accrual basis of accounting and requests information that, historically, the Diocese has
not required parishes to implement in a computerized accounting system. Many parishes have on their
financial committees, professional accountants and business men and women who are requesting a more
complete picture of parish finances. More recently, the Diocese has moved to a “full disclosure” policy.
Thus, this has created some situations where a parish may have accounts that are accrual in nature.
Indeed, it would be more correct to state that some parishes are using the modified-cash basis of
accounting to satisfy their respective financial committees’ members and diocesan requirements.

A good example of modified-cash basis is prepaid tuition; wherein, tuition is collected in the current fiscal
year for a future school year. Others areas can be considered strictly accrual basis, such as Unpaid Parish
Liabilities (diocesan assessment and vendor bills); which would require a change in diocesan policy and
implementation of accrual basis in PDS Ledger.

Please note, there are portions of the Diocese of Buffalo, Financial Report that do not have a PDS Ledger
equivalent. The Worksheet Report cannot provide this information and the bookkeeper must obtain the
information from other sources. To address these areas of concern, throughout the Worksheet Report are
sequentially numbered "Notes” that explain the situation and, where possible, offer alternatives.

Notes:

l1a. School Balance Sheet

This note is associated with the Elementary School Financial Report and only pertains to Parish Elementary
Schools.

Effective 8/31/2016, the Statement of Financial Condition (Balance Sheet) for a parish school has been
consolidated with the parish report. Please enter assets and liabilities of the parish school (if applicable)
on page 1 of the Diocese of Buffalo Parish Financial Report in the appropriate asset sections and Other
Liabilities — Parish School section.

1b. School Liabilities

This note is associated with the Elementary School Financial Report and only pertains to Regional
Elementary Schools.

Information for this section must be obtained from other sources because many of the items are accrual in
nature, and therefore, not implemented in PDS Ledger/Payables based on current diocesan policy; e.g.,
unpaid vendor bills.

A school may have some items defined on the Chart of Accounts that are collected in advance for the next
fiscal year, such as Payroll Taxes Withheld (and other employee payroll withholdings) and Tuitions and
Fees. If desired, the bookkeeper may code associated accounts with alternate account number 185. The
accounts will be listed in Part 1 — Errors and Exceptions.
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2. School Reconciliation

This note is associated with the Elementary School Financial Report and only pertains to Regional
Elementary Schools.

The Worksheet Report cannot perform the necessary calculations for this section because it lacks critical
information. The bookkeeper must manually complete this section.

3. School Organizations
This note is associated with the Elementary School Financial Report

Information for this section must be obtained from other sources.
4. Parish Liabilities

This note is associated with the Parish Financial Report.

Effective 8/31/2016, the Statement of Financial Condition (Balance Sheet) for a parish school has been
consolidated with the parish report. Therefore, liabilities of the parish school have been moved to this
section.

Effective 9/01/2016 liability accounts for special collections must be created in PDS Ledger and assighed
alternate account #180 - Unremitted Special Collections.

The remaining information for this section must be obtained from other sources because many of the
items are accrual in nature, and therefore, not implemented in PDS Ledger/Payables, based on current
diocese policy; for example unpaid vendor bills and unpaid assessments, alternate account numbers 175
and 177 respectively.

p

A parish may have some items defined on the Chart of Accounts, such as Payroll Taxes Withheld (and
other employee payroll withholdings). If desired, the bookkeeper may code associated accounts with
alternate account number 177. The accounts will be listed in Part 1 — Errors and Exceptions.

5. Increase in Debt

This note is associated with the Parish Financial Report, Section VI - Increase in Debt.
Information for this section must be obtained from other sources.

6. Total Cash Receipts

This note is associated with the Parish Financial Report.

The Worksheet Report cannot perform the necessary calculations for this section because it lacks critical
information from the previous section VI - Increase in Debt. The bookkeeper must manually complete
this section.

7. Reconciliation

This note is associated with the Parish Financial Report.

The Worksheet Report cannot perform the necessary calculations for this section because it lacks critical
information. The bookkeeper must manually complete this section.
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8. Reduction in Debt

This note is associated with the Parish Financial Report, Section XV- Reduction in Debt.

Information for this section must be obtained from other sources.

9. Total Cash Expenditures

This note is associated with the Parish Financial Report.

The Worksheet Report cannot perform the necessary calculations for this section because it lacks critical
information from the previous Section XV- Reduction in Debt or Increase in Investments. The bookkeeper

must manually complete this section.

10. Perm. Maint. Fund Activity

This note is associated with the Cemetery Financial Report, Permanent Maintenance Fund Activity.
Information for this section must be obtained from other sources.

The Worksheet Report cannot perform the necessary calculations for this section because it lacks critical
information.

11. Parish Organizations

This note is associated with the Parish Financial Report, but it is found following the Cemetery Account
information.

Information for this section must be obtained from other sources.

12. Mass Fund

This note is associated with the Parish Financial Report, but it is found following the Cemetery Account
information.

Information for this section must be obtained from other sources.
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