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Afternoon with Audit

March 6, 2024

PDS LEDGER
Advanced Reporting, Tools and Fixes

AGENDA
• PDS Color Change
• PDS Ledger Custom Reports

• Content
• Style
• Margins

• All Group Report and Verification Report
• Balance Sheet Surplus/Deficit = All Group Income Statement Surplus/Deficit

• Out of Balance Warnings
• How to Fix Discrepancies Identified in Fix Data Results
• Chart of Accounts Information
• PDS Internal “Adding Machine”
• Budget Processes
• DioView Sync
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For users with multiple instances of PDS Ledger (Family 
Business Managers) you can change the color of the PDS 
Ledger scheme. 
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Custom Reports

Click All Reports       

Click Listing Reports

Click Monthly Actuals 
List

Click copy

Custom Report Example
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Rename the custom report 

Add a detailed description of 
what the custom reporting is 
showing

Add a new section and label 
it “Custom Reports”

The custom reports 
will show up under 
the category that it 
was created under.

Click Next
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You may edit the 
Name and 
Description here as 
well.

Click Next

Click Next

Printer and properties 
changes can be made 
here.
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“Modify the List of Fields 
to Print” selection would 
be grayed out on regular 
report. Since we made a 
copy of the report, we 
may customize it to our 
liking.

Click on “Modify the List 
of Fields to Print”

List of 
different 
details 
that can 
be used to 
customize 
your 
report

Click on the 
detail that you 
would like to 
move to the 
“Fields you 
want to print” 
section and 
then click the 
top arrow that 
moves the 
details over.

Once finished, 
click “Save/Ok”
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Regular Report

Custom Report
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You can also 
change the 
layout and 
margins on any 
custom report. 

Click on Edit 
Style To change 
the layout 
options.

Click On Edit 
Style to change 
margins
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All Group Reporting

Click Reports

Click All Reports

Click Group Reports

Click Group Easy Report 
& Verify Group

STEP 4a of the Month 
End Processing Checklist 
p. 4-5.

Click Next

Verify Group Example
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Click Next

Verify Group Example

Click Next

Verify Group Example
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Click Next

Verify Group Example

Click Preview

Verify Group Example
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Verify Group Example

Two possible errors:

Account Not Defined 
in Chart (means the 
account is in the All 
Group, not in your 
Chart of Accounts.) 

Account not used in 
Group (means the 
account is in the chart 
of accounts, but not 
your All Group).

Balance Sheet/ 
Income Statement 
Example

Click Next & Preview 
report for desired 
date range

Click Reports

Click All Reports

Click Chart of Accounts & 
Accounting Reports

Click Balance Sheet

STEP 4c & 4d of the Month 
End Processing Checklist p. 
4-5.

27

28



3/5/2024

15

Balance Sheet/ 
Income Statement 
Example

Balance Sheet/ 
Income Statement 
Example

Click Next

Click Reports

Click All Reports

Click Chart of Accounts & 
Accounting Reports

Click Income Statement
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Balance Sheet/ 
Income Statement 
Example

Click Preview report for 
desired date range

Preview this report through 
Sort Order Number and then 
select “Back” once you have 
this report saved. 

Balance/ Income 
Statement Example
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Balance Sheet/ 
Income Statement 
Example

Click Preview report for 
desired date range

Preview this report through 
Sort Order Group and All 
Group Income Statement.

Balance Sheet/ 
Income Statement 
Example

All group report surplus/deficit is 
different than the regular income 
statement and balance sheet 
surplus/deficit which means that 
there are ungrouped items. 
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Out of Balance Warnings
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1. Make sure PDS Ledger is 
updated to the most recent 
version

2. Verify Chart of Accounts
3. Test/ Fix Data (repack and 

reindex)

Out of Balance Warnings

Step 1 – Make sure PDS is 
Updated

Click File

Click Check for Program 
Update
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Step 1 – Make sure PDS is 
Updated

Click Check

Step 1 – Make sure PDS is 
Updated

If this information box 
comes up then move to 
Step 2, otherwise, 
update your program to 
the newest version.
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Step 2 – Verify the Chart of 
Accounts

Click Chart of Accounts

Click Verify COA

Step 2 – Verify the Chart of 
Accounts

Click on Begin Verify
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Step 2 – Verify the Chart of 
Accounts

One error was found. 
The error shows that 
an account is out of 
order. It seems like an 
operating account has 
been be identified as a 
Liability

Click Print and Close

Step 2 – Verify the Chart of 
Accounts

Click Chart of Accounts

Click COA Listing Screen

Click on 2001.0 Operating 
Account
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Step 2 – Verify the Chart of 
Accounts

Once in the account, change 
the operating account number 
to the correct Asset Account 
Number.

Step 2 – Verify the Chart of 
Accounts

Re-run the verify COA and no 
errors should be present
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First, we will run 
the fix data 
discrepancies 
program. 
Click File        

Click Test/Fix 

Click Fix Data 
Discrepancies

Step 3 – Test/Fix Data

Step 3 – Test/Fix Data

Make sure to check Reindex 
Tables and Pack Tables. This is 
the only time that you should 
check these boxes when 
running Fix Data Discrepancies.

Click Fix Data
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Step 3 – Test/Fix Data

Click Ok

Step 3 – Test/Fix Data

No errors noted since we 
addressed the errors in Step 2.
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NEVER, NEVER, NEVER CLOSE A MONTH 
WITH AN OUT OF BALANCE WARNING!!!!

Do NOT close a month with an out of 
balance warning!  EVER

Please contact IA if you have any issues 
with an out of balance warning

Month-End Close Procedures
• All Parishes should close the month in PDS Ledger after all the bank 

reconciliations have been completed for the month
• The Month-End Close Checklist and Review Procedures (dated 8/2023) should 

be used (Pages 4-1 through 4-7 of the PDS Ledger Operations Manual)
• This process should be completed within 2-3 weeks after month end
• After the close process is completed, all Parishes MUST sync their PDS Ledger 

program with the Diocese
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Fix Discrepancies

There are two items that appear on the 
Fix Data Discrepancy Report that 
Require User Attention:

1.Vendor Total Discrepancy
2.Income Source Discrepancy
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First, we will run 
the fix data 
discrepancies 
program. 
Click File        

Click Test/Fix 

Click Fix Data 
Discrepancies

Vendor Total Example

DO NOT check 
these boxes. Click on Fix Data. 

These processes 
will take a couple 
minutes to 
complete.

Vendor Total Example
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The discrepancies lie between 
the Current Fiscal YTD Total and 
Total From Transactions.

Vendor Total Example

The next step in the 
process is to search 
the vendor’s name.

Click Other 
Information        

Click Vendors & 
Payees

Click Search and 
enter vendor’s 
name

Click on Alter   
Totals in the bottom 
right

Vendor Total Example
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Difference is $500. If you 
have all documentation to 
prove that the “current total” 
is $2,807.93 then click on

This will effectively change 
the current total to match 
the total from transactions 
amount. 

If the calendar YTD current 
total is also incorrect      , and 
you have all the 
documentation to prove the 
“current total” should match 
the “total from transactions”, 
then click on 

Lastly, Click Save      and close

Vendor Total Example

Re-run the fix data 
discrepancies 
program. 
Click File        

Click Test/Fix 

Click Fix Data 
Discrepancies

Vendor Total Example
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Vendor Total Example

Firstly, we will run 
the fix data 
discrepancies 
program. 
Click File        

Click Test/Fix 

Click Fix Data 
Discrepancies

Income Source 
Example
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DO NOT check 
these boxes. Click on Fix Data. 

These process may 
take a couple 
minutes to 
complete.

Income Source 
Example

Income Source 
Example

Sunday Collections Current 
Fiscal YTD Total and Total from 
Transactions do not match as 
well as the Current Calendar 
YTD Total compared to the 
Total from Transactions.

Print and Close.
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Income Source 
Example

The next step in the 
process is to search 
the income source.

Click Other 
Information        

Click Income 
Sources

Click Search and 
enter income 
source

Click on Alter   
Totals in the bottom 
right

Income Source 
Example

Difference is $31,116.05. If 
you have all documentation 
to prove that the “Current 
Total” is $354,439.37 then 
click on

This will effectively change 
the Current Total to match 
the Total From Transactions 
amount. 

If the Calendar YTD Current 
Total is also incorrect      , and 
you have all the 
documentation to prove the 
“Current Total” should match 
the “Total From 
Transactions”, then click on 

Lastly, Click Save      and close
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Re-run the fix data 
discrepancies 
program. 
Click File        

Click Test/Fix 

Click Fix Data 
Discrepancies

Income Source
Example

Income Source 
Example

Fix Data is clear 
from any errors
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Chart of Accounts
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Click Other 
Information

Click Chart of 
Accounts

Click on the 
account to alter

Red account titles and numbers 
indicate the account has been 
marked “inactive” – meaning your 
parish/school doesn’t use this 
account.
Check mark indicating inactive

Click on 
Transaction History 
to see if this 
account has had 
prior activity.
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If transaction 
history does not 
show any activity 
and you do not 
plan to use this 
account in the 
future, you may 
delete the account.

If you have multiple 
surplus/deficit accounts, prior 
year fund balance accounts, or if 
you have an old setup of chart 
of accounts with the special 
collection revenue and 
expenses, please contact Tim to 
assist in removing those types of 
accounts from your Chart of 
Accounts. 
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Budget Processes

Click Reports

Click All Reports

Click Chart of Accounts & 
Accounting Reports

Click Income Statement
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Click Next

Click Next
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Click on Edit Style

Save report based on what 
you are trying to 
accomplish, whether is a 
three year look back or 
month to month variances.

Click Save As
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Input the information you 
want from the program in 
each of these columns.

Click Save 
then Ok

Make sure your 
new Layout Style 
name is selected.

Click Next
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Click Preview

Ensure the date 
range is correct.
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Visit computer services 
webpage for additional 
instruction on budget 
process

DioView Sync
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Click File        

Click Data 
Synchronization

Click Synchronize 
with Diocese

Select Automatic 
update
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Make sure that your 
automatic update 
every 30 days is 
selected.

Click Next

Click Next
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Click Start Transfer

Once the transfer 
is complete, click 
Finish.

Required per the 
Month End 
Processing 
Checklist Step 6 
p.4-7

Beth Pericozzi - Audit Manager
• bpericozzi@buffalodiocese.org
• (716) 847-5584
Zachary Kinnaird - Auditor
• zkinnaird@buffalodiocese.org
• (716) 847-5578
Timothy Redinger - Auditor
• tredinger@buffalodiocese.org
• (716) 847-8745
Shijia Zhang - Auditor
• szhang@buffalodiocese.org
• (716) 847-5586
Tracy Groth - Audit Assistant
• tgroth@buffalodiocese.org
• (716) 847-5572

More Tools and Resources at 
www.buffalodiocese.org/internal-audit/
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