SMART Finance Bulletin FY2013-01
July 31, 2012

Updated FY12 UFARS Grid Loaded

An updated FY ’12 UFARS grid was loaded to each database. The only thing that was affected was Finance
code 795 — Capital Projects Levy. Since it is year end, you will want to run the following reports to identify any
issues to submit your UFARS file.

1. Please run the following report to identify any account code segments for 2012 that are not allowed for
FY <12. For any items that appear review and make the necessary adjustments to correct, so when we
submit files at year end, they should be cleaned up. This process can be run at any time with the current
month. Usually, the account code segment code needs to be stopped. This report needs to be run first
before the report in item 2 below can be run.

e Goto SMARTFinance = General - Report Selection

e Under the “General Ledger” reports, select “Account Segment Descriptions Validation”.

e Inthe “Ending Period Number”, enter in the current period, unless you have 201214 open
and then you can enter that.

e  Click “Create Report”. If you receive any errors, these will need to be corrected before
running the next report. If you have no errors, you’ll receive “Congratulations! Your
Data has passed ALL of the Descriptions Edits. NO Errors were found.”

2. The report in #1 must be run first before this report can be completed. Please run the following report
to identify any account codes for 2012 that are not allowed for FY12. For any codes that appear, review
and make the necessary adjustments to correct, so when we submit files at year end, they should be
cleaned up. For example, the error may be an account code that is not allowed in the restricted grid, a
segment is not set-up in SMART, or a code that is inactive. This process can be run at any time with
the current month.

e Goto SMARTFinance - General - Report Selection

e  Under the “General Ledger” reports, select “Account Code Edits and MDE Year End
Extract”.

e Inthe “Ending Period Number”, enter in the current period, unless you have 201213 open
and then you can enter that. Never enter in 201214 in this field, unless you are on your
own server as the database will lock up.

e  Click “Create Report”. If you receive any errors, these will need to be corrected before a
UFARS file can be submitted at the end of the year. If you have no errors, you’ll receive a
comment stating “ATTENTION! A Balancing Problem exists for this Fund....” This
means you are OK.

FY13 UFARS Grid
The current FY13 UFARS grid in SMART Finance is FY12’s UFARS grid. We have not received an official
first publication of the FY13 UFARS grid. Once we receive this, it will be imported.

Many of you have wanted to setup Finance code 741 and Object code 186 for FY13. You can set these up under
General Ledger - Chart of Accounts Setup = Account Segment Setup, but you must cross-walk the dimension
to a code other than 741 or 186. Once the UFARS grid has been updated, an e-mail will be sent out stating the
FY13 UFARS grid has been imported and that you should change your cross-walk for Finance code 741 and
Object code 186.

Accounts Payable Process for FY 2012
Districts are able to use SMART Finance to aid in establishing the Accounts Payable amounts as of June 30,
2012 without the need for manual journal entries. All you do is create the voucher in period 201212 and



generate payment in 201301 or later. The steps to allow the system to do these entries automatically are as
follows:

1) Create Batch V2APXX for voucher accounts payable transactions if you wish to keep those transactions
in a separate batch.

2) Set Session Defaults to 201212 to enter FY 2012 vouchers.

3) Create vouchers using batch V2APXX in Period 201212 for bills that belong in Accounts Payable at
June 30, 2012, but will be paid with a check date of July 1, 2012 or later.

4) When the batch is complete, generate the Accounts Payable Voucher Journal Entry in period 201212.
REMEMBER, no changes for amount or period can be made to these vouchers once this step is
done. This journal entry debits the account codes listed on the vouchers and credits balance sheet 206
or designated payable account.

5) Change Sessions Defaults to 201301.

6) Generate Payment selecting batch V2APXX but using a payment date of July 1, 2012 or later. The
generation period should be 201301 or later.

Note: If you want to generate payments for vendors that have vouchers in both periods 201212
and 201301 (or later), do not input a batch number on this screen. Not indicating a batch
number will allow the system to generate payment on all open vouchers. One check will be
created for two or more vouchers to the same vendor regardless of what period the voucher
was done. If there are other vouchers that are open, but you do NOT want them to have
payment generated, change the Status of those vouchers to either Hold or In Process. Payment
will not be generated on those items. Be sure to change the Status field back to Open when
you are ready for Payment Generation on those vouchers.

7) When checks are printed and everything looks good, generate the Accounts Payable Payment Journal
Entry in period 201301. This journal entry debits the balance sheet 206 or designated payable account
and credits cash.

These are suggested batch numbers. You may use whatever you would like to assist you in determining which
batches are payables for FY 2012 paid in FY 2013.

Remember to use the Period Balance Report found in General > Report Selection > Accounts Payable to show
the amounts due using period 201212 to run the report.

Note: Please make sure you are using a payment date that corresponds with the payment period. If you are
paying the bill in July, then date the check July and the period should be 201301. DO NOT go back to period
201212 or use a June date to generate payment!

Accounts Receivable Process for FY 2012

SMART Finance can also be used to aid districts in establishing the Accounts Receivable amounts as of June 30,
2012 without the need for manual journal entries. The steps to allow the system to do these entries automatically
are as follows:

1) Create Batch I2ARXX for invoice accounts receivable transactions if you wish to keep those
transactions in a separate batch.

2) Set Session Defaults to 201212 to enter FY 2012 invoices for amounts owed to your district.

3) Create new invoices using batch I2ARXX in Period 201212 for invoices that belong in Accounts
Receivable at June 30, 2012.

4) When the batch is complete, generate the Accounts Receivable Invoice Journal Entry in period 201212.
This journal entry credits the account codes listed on the invoice and debits balance sheet 115 or
designated receivable account.

5) Create deposits with a date of July 1, 2012 or later when the money is received. The deposit/receipt
period should be 201301 or later.

6) When deposits and receipts all look OK, generate the Accounts Receivable Receipt Journal Entry in
period 201301. This journal entry debits cash and credits balance sheet 115 or designated receivable
account.



These are suggested batch numbers. You may use whatever you would like to assist you in determining which
batches are receivables for FY 2012 paid in FY 2013.

Remember to use the Period Balance Report found in General - Report Selection - Accounts Receivable to
show the amounts owed from customers using period 201212 to run the report.

Budget Guideline

The Budget Guideline Report is located in General - Report Selection - Custom Ledger Reports. This report
can be used to show only FY 2013 budget, only FY 2013Year-To-Date amounts regardless if a close has been
performed or not for the prior year, and FY 2013 only encumbrances.

UFARS File Submission

When you are ready to submit the first Fiscal Year-End UFARS file to the Minnesota Department of Education,
please complete and sign the “UFARS Data Release Authorization” form. The form can be found on our
website at http://regionv.k12.mn.us. Click on the Downloads button on the left of the screen and look under the
SMART Finance category.

Region V must have one signed authorization form on file from each district. Subsequent file submissions can
be completed by emailing us with the request. Regardless of the method used to request a file submission, please
always indicate if the file is Audited or Unaudited and the last closing journal entry completed.

The “UFARS Data Release Authorization” form or subsequent requests can be e-mailed to
sfsupport@regionv.k12.mn.us or faxed to 507-388-5978. Please try to have these sent by 3:00 PM.

Dianna’s New Baby
We are happy to pass along the great news that Dianna had a baby girl!

Abigail (Abby) Jean was born July 27 at 9:58 a.m. She weighed 7 pounds, 12.8 ounces and was 21.5 inches
long. Mom, Dad, Riley (big brother) and baby Abby are all doing fine.

Region V Holiday Reminder
Monday, September 3 for Labor Day


http://regionv.k12.mn.us/
mailto:sfsupport@regionv.k12.mn.us

SMART Finance Bulletin FY2013-02
September 5, 2012

SMART Version 12.1.2 (Patch 2)

RDP Districts
If you are a district using the RDP system, the upgrade will be completed for your database at 4:00 PM on
Thursday, September 6. You must be off SMART by 4:00 PM.

In-House Districts
Please contact your Technology person for details. Your district tech person will be receiving notice of this
release directly.

Version 12.1.2 (Patch 2) SMART Finance Item
Accounts Payable
¢ The Create Voucher process in SHR auto creates voucher(s) within SMART Finance. The Vendor
Setup Comments will again appear on the voucher and transfer to the check stub upon payment.

SMARTEeR Password Changes

Since the change to the eR password requirements has occurred, there have been some issues with the process
after the employees have changed their password.

After the password is changed, the employees need to change the district field to their district instead of #75 by
clicking the arrow on that box and choosing their district from the drop down list (option #1). Then the next
time that they go into SMARTEeR, it should choose the correct district.

OPTION #1
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OR the employee can close the window and go back into the district home page to refresh that link (Option #2).
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District office employees are going to have to work with the employees and/or send out a memo informing them
on this procedure. Hopefully this will cut back on the number of questions/problems with the employees. Also,
if you do send out any correspondence regarding this step, please be sure to mention that the employees should
be contacting the HR/Payroll staff at the district and NOT Region V directly.

If any of the districts HR/Payroll staff have any questions, please feel free to call Region V.

Unaudited UFARS Financial Data Submission Deadline — September 17

If you have not already done so, please submit to Region V the “UFARS Data Release Authorization” form to
allow us to upload your UFARS file to MDE by Wednesday, September 12th at 3pm. Submitting by this date
will give you time to correct anything that would prevent your file from loading. Remember, you need to post all
entries and perform a fiscal year-end close so that we may create the file. The file can be sent “unaudited” so
you do not need to have all audit entries entered to send a file.

The release form can be found on our website under Downloads > Smart Finance > UFARS Data Release
Authorization. http://www.regionv.k12.mn.us/pages/downloads.html.

Please indicate whether the file is “audited” or “unaudited”. The form can be sent via fax to (507) 388-5978 or
e-mail to sfsupport@regionv.k12.mn.us.
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SMART HR Bulletin FY2013-01
September 5, 2012

SMART Version 12.1.2 (Patch 2) Update

RDP DISTRICTS
If you are a district using the RDP system, the upgrade will be completed for your database at 4:00 PM on Thursday,
September 6. You must be off SMART by 4:00 PM.

IN-HOUSE DISTRICTS
Please contact your Technology person for details. Your district tech person will be receiving notice of this release
directly.

Version 12.1.2 SMART HR (Patch 2) Changes

TRA Edits: TRA edits for service credits have been removed from the TRA report, Employee Info, Terminate
Employee and Place Employee on Leave windows.

W-2 Health Value: A new code has been added to track health costs that will be reported on the 2012 W-2’s.

SMARTEeR Password Changes: Since the change to the eR password requirements has occurred, there have been
some issues with the process after the employees have changed their password.

After the password is changed, the employees need to change the district field to their district instead of #75 by
clicking the arrow on that box and choosing their district from the drop down list (option #1). Then the next time
that they go into SMARTEeR, it should choose the correct district.

OPTION #1
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OR the employee can close the window and go back into the district home page to refresh that link (Option #2).
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District office employees are going to have to work with the employees and/or send out a memo informing them on
this procedure. Hopefully this will cut back on the number of questions/problems with the employees. Also, if you
do send out any correspondence regarding this step, please be sure to mention that the employees should be
contacting the HR/Payroll staff at the district and NOT directly to Region V.

If any of the district HR/Payroll staff have any questions, please feel free to call Region V.

. lidays:
Thursday, November 22
Friday, November 23

Eederal Holidays:
Monday, October 8

Thursday, November 22
Friday, November 23



SMART HR Bulletin FY2013-02
October 23, 2012

EEQ-5 Survey: A new EEO-5 report has been added to your Payroll Utilities | Data Extraction Window. If you
process your payrolls monthly you will need to go to the SQL tab and change the calendar id to M201303.
Employment statistics must cover the payroll period closest to October 1 of the reporting year and the report must be
filed no later than November 30.

ﬁ Data Extraction \E"I
Select
Report Name EEO-5 REFORT
Report Description Create Report SQL Expert Mode Report Results

SELECT Calendar, Gross, ID, Name, Gender, Ethnic_Hispanic_Latine, Race American_Indian_Alaska Native, Race_Asian, Race Black, Race Hawaiian Pacific_Island
Race_White, Prim_Status, Sec_Status, Location, Department, Job, Orig Hire_Date, Adj_Hire_Date, Barg_Unit FROM history_gross_net WHERF Calendar = 'S2@1386°

Calendar Year End Sessions: Calendar year end sessions will be held Tuesday, November 13th in Mankato and
Thursday, November 15th in Rochester. If you did not receive the email with the schedule or are not able to attend
please let us know.

STAR Reporting: All STAR reports for the October 1% snapshot date are currently due Monday, November 5"

Reaqion V Holidays:
Thursday, November 22

Friday, November 23
Monday, December 24
Tuesday, December 25

Eederal Holidays:
Thursday, November 22
Tuesday, December 25



SMART Finance Bulletin FY 2013-03
December 13, 2012

SMART Version 12.2 Update

RDP DISTRICTS

If you are a district using the RDP system, the upgrade will be completed for your database at 4:00 PM on Friday,
December 14. You must be off SMART by 4:00 PM.

IN-HOUSE DISTRICTS

Please contact your Technology person for details. Your district tech person will be receiving notice of this release

directly.

Version 12.2 SMART Finance Enhancements

Accounts Payable

*

The 1099 MISC and the ST-3 forms have been updated to the most current requirements. To have the
updated ST-3 form, you will need to install or update the Smart Client Folder or SmartHr folder. These
folders are the same. The instructions can be located on our website under Downloads - Programs and
Files > Setup RDP for Windows Vista & Windows 7. Also, here is a link to the file: Setup RDP for
Windows Vista & Windows 7. Then, either follow the instructions for “Step 3: SmartHr Client Folder
Setup” or “Update SmartHr Client folder”. If you have any problems, please contact Mike Galler at (507)
386-4805 or mikeg@regionv.k12.mn.us.

When transferring a PO to a voucher, it will compare the period fields for the fiscal year value. If the PO is
in the next fiscal year but the voucher is in the current fiscal year, a notification message ‘PO #1234 is in
the next fiscal year’ will appear.

The invoice field on Voucher Entry has been expanded to display all 20 characters that can be entered.
On Payment Generation, a notification message will appear when the date is not within the period
timeframe.

For ease of using the query function, the 1099 key on Recurring VVoucher Entry now has a blank option.
A new window titled “Voucher Status Change” has been added to the AP menu. This window will allow
the user to mass change the status (Open, InProcess, Hold) on a number of vouchers.

When in Voucher Entry under the Payment Information tab, the View Payments button has been modified
to first display summary payment information. Then if more detail is required, a detail button can be
pressed to obtain the Payment Detail Summary window filtered by the appropriate payment.

For ease of viewing, the VVoucher Adjustment window has been widened and lengthened to display more
data.

Accounts Receivable

L2

L2

L

Statement Creation, utilized in the creation of Customer Statements, has been updated with an option to
filter by the statement balance. The default is to create any statements that have a balance greater than
zZero.

When a customer has a default account code, this will appear on the invoice or receipt if the customer code
is using numeric or alpha characters.

For ease of viewing, the Invoice Adjustment window has been widened and lengthened to display more
data.


http://www.regionv.k12.mn.us/files/tech/SetUpVista&Win7Screwdriver-RDP.pdf
http://www.regionv.k12.mn.us/files/tech/SetUpVista&Win7Screwdriver-RDP.pdf
mailto:mikeg@regionv.k12.mn.us

General Ledger
¢ On the Journal Entry window, a checkbox has been added to the right of the Description field. When
checked, the window will auto copy the description to the detail description field on each detail row.

B Journal Entry - New Mode H=] E3
Baich [ company [2135 ~| JECode [399999992 | & NoRoue /| E— Viewl
JEType  [Financial ~|| Status  [Unposted »| Date  [12712/2012

Ferind [ 201308 Currency USD—;[

Source IJE— Reference| Distribution -

Descriptiorﬂonp\;Description ) H7 Reversing [
o ]L Fd Qrgq Pro Crs Fin OIS]Type Ce regdit ___——Dwcription ] Account Description
2134 F 0.oo 00 Copy Description

+ Account Analysis and UFARS Account Analysis will retain query information for ease of doing a
subsequent query.

+ The following windows have been modified with a button called “Advanced Query”. When clicked, this
will allow the user to utilize the wildcard functions (%, like, =, >, <, <>, >=, <=) that can be used in the
summary and detail summary windows within SMART Finance. If you have specific questions, please
contact your Regional Support personnel.

- General Ledger = Chart of Accounts Setup = Chart of Accounts

- General Ledger > Chart of Accounts Setup = Chart of Accounts Summary
- General Ledger - Encumbrance Analysis

- General Ledger > Budgets - Budget Viewer

- General Ledger > Budgets = Budget Changes

- General Ledger > Budgets - Budget Transfers

¢ The Budget Changes and Budget Transfer windows have been modified for the ‘New BYTD’ column.
This column will be blank to allow entry of zero or any other amount.

¢ A warning message has been added to the Account Code Edits and MDE Year End Extract process. It will
produce a message, if there are unposted JE records. Also, another message will appear if the Year-end
Closing process has not been completed.

& The process control window that appears during the Budget Import process will allow the user to print the
details to PDF, if desired.

Fixed Assets
+ Various Fixed Asset reports have been updated, so the category code is not case sensitive.

¢ The Generate FA Journal Entry window has been modified to select fixed asset records based on the fiscal
year entered.

Purchase Order

+ Since Voucher Entry does not allow the transfer of PO’s with 0 units, the Requisition Entry and Purchase
Order Entry windows have been modified to not allow the entry of 0 into the unit field.

+ Online Ordering records from SeR that have the account code field filled in will auto fill the account code
field on the Order Request Transfer and the Order Transfer windows within SMART Finance.

¢ Online Order Request Transfer and Online Order Transfer windows have been modified to allow the
selection of an account code or a detail account code when ordering items. If the “Account Code” button is
selected, the process will work like it currently does. When lines are checked to be transferred, the account
code that appears at the top will be populated in the requisition or purchase order. See screen shot below.
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If the “Detail Account Code” button is selected, the account code appearing on the detail line will be
populated in the requisition or purchase order. It does not matter what appears next to the “Account Code”
field at the top. See screen shot below.
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The system will default to the “Account Code” being selected. If you would rather have the “Detail
Account Code” selected as your default, please send an e-mail to sfsupport@regionv.k12.mn.us to request
this.

Administration
+ For ease of viewing, the Data Extraction window will allow the user to re-size the window to display more
data.

Reports
+ The Detail Payment Registers have been updated to reduce the amount of space utilized in order to

CONserve on paper usage.

Version 11.3 SMARTeR Enhancements

On-line Ordering
+ The following vendors are available for on-line ordering. If you are interested in adding any of the
following, please send an e-mail to sfsupport@regionv.k12.mn.us.

— Broadhead & Garrett

—  Classroom Direct

—  Frey Scientific

— Hammond & Stephens

— Innovative Office Solutions
— Lakeshore Learning

—  Office Depot

—  Office Max

— School Specialty

— Staples/Corporate Express

¢ When doing on-line ordering either through “Order Request Form” or “Ordering”, the account code can be
entered by the individual. An account code is not mandatory. It will now include the dashes in the account
code field. Also, there is an account code lookup feature available. If entered, the account code will
transfer to SMART Finance.

A separate e-mail will be sent next week with the updated on-line ordering document.

Employee Address Information — For Public Use
+ This report will give people, without access to SMART, the ability to run a report that provides address and
phone information. For example, secretaries would be able to print the information for their building or
save to Excel. The report incorporates the privacy settings that are set in SMART HR.

Google Chrome
¢ Google Chrome has been added to the list of web browsers supported by SMARTeR.


mailto:sfsupport@regionv.k12.mn.us
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Excel Extract Option

With this release, a new way to extract information to Excel is available. This option is not available in all areas
within SMART. We recommend this process is used with caution. Also, it may not be the most useful way to
extract information to Excel. Excel sessions will be held in January to train districts on this new feature. The
training will provide guidance on how to determine the best option to use when extracting data to Excel. If this
option is available, you’ll see the following buttons activated on the toolbar at the top of the screen.

SMART Finance SMART HR

(| (2|

Exkract

|| Save as Excel File |
or

When the extract button is selected, a screen appears as shown below. True means yes. False means no. A
summary of what each area does follows.

Changing the values below changes the appearance of the Excel spreadsheet that is generated.

ReportWindow Name Show Show Show Show Show Enable
Header Summary Footer Group Header Group Footer Merge Cells

W_posum v| alse vITrue v| |Fa|se ;l |Fa|se LI |Fa|se ;l

4 | »

Restore Default Walues Save settings and Generate Excel Spreadshest

Show Header — TRUE displays the report header information in the Excel spreadsheet. FALSE omits the header
information.
Show Summary — TRUE displays the Grand Total in the Excel spreadsheet. FALSE omits the Grand Total. This
allows flexibility in using the Subtotal feature in Excel.
Show Footer — TRUE displays the SMART report menu name at the bottom of the Excel spreadsheet. FALSE omits
it and does not show it in the spreadsheet.
Show Group Header — N/A
Show Group Footer
e Summary Reports: TRUE is required for Summary reports. If FALSE is selected, nothing will appear in
the spreadsheet. Subtotals will be returned and can be deleted in the Excel spreadsheet using the Filter
feature.

e Detail Reports: TRUE displays the Summary Totals in the Excel spreadsheet. FALSE omits the subtotals
from the Excel spreadsheet. This allows flexibility in using the Subtotal feature in Excel.

Enable Merge Cells — TRUE displays the information in one cell. This allows flexibility in using the Text to
Column feature in Excel. This is helpful with Payroll reports and places data such as the account code in one
column. FALSE merges groups of cells together in the Excel spreadsheet.

Restore Default Values — When this button is selected, all the above items will change to what is the regular default
for the report or window.

Save settings and Generate Excel Spreadsheet — When this button is selected, the above items will save and the
Excel spreadsheet will be created. The next time the report or window is extracted to Excel these settings will
appear, unless the “Restore Default VValues” button is selected. Also, if more than one user uses this report, the
last save by anyone will create the settings.




Once the “Save settings and Generate Excel Spreadsheet” is selected, you will receive a message that the file has
been created. It will identify the location of the file. If it says the file can’t be created because of the location, you
will most likely need to install or update the Smart Client Folder or SmartHr folder. These folders are the same.
The instructions can be located on our website under Downloads - Programs and Files = Setup RDP for Windows
Vista & Windows 7. Also, here is a link to the file: Setup RDP for Windows Vista & Windows 7. Then, either
follow the instructions for “Step 3: SmartHr Client Folder Setup” or “Update SmartHr Client folder”. If you have
any problems, please contact Mike Galler at (507) 386-4805 or mikeg@regionv.k12.mn.us.

** After a file has been created, we strongly encourage you to rename or move the file. If the extract occurs again
and the file name has not been changed or the file remains in the location, it will be overwritten by the new file
created.

For SMART Finance Extracts to Excel

Our suggestion within SMART Finance is to use this process in the windows area, when available. For example, the
“Purchase Order Summary” window produces a very nice Excel report when extracted. Currently, we do not
recommend this extract be used with reports.

For SMART HR Extracts to Excel

Our suggestion within SMART HR is to use this process in the windows area, when available. Suggested reports to
run are Deduction Fiscal YTD, Deduction Calendar YTD, MN EDRS Reporting, and the Employee Pay Detail
Report.

MN EDRS Reporting — In the past, when a user selects "Summary" and creates the report, the report displays the
data in summary format. However, when saved to Excel the file contains the detail rows from the table. With this
new release the data can now be saved to Excel in summary format based on how the data is displayed on the report,
not the detail from the table. The default settings (TRUE/FALSE) for each of the four reports return the best results
and do not need to be changed when generating the Excel spreadsheet.

OTHER REMINDERS

FY 2012 Audit Reports

Send your FY 2012 Audit Reports to MDE and to the State Auditor’s Office no later than December 31, 2012. For
FY ‘12 audits, MDE will allow files to be submitted electronically or via mail. If sent electronically, the same file
format can be sent to the Office of the State Auditor.

Electronic Submission Process:
The files must be in PDF format.

e Each management letter (or “COMMUNICATION WITH THOSE CHARGED WITH GOVERNANCE”)
must be transmitted in a separate PDF file.

e Naming Conventions — Audit reports may be submitted using the MDE e-mail address provided below and
must use the following naming convention:
A separate file for each of these reports (see examples below):
1. Audited District Financial Statements convention: FinStm.District

2. District Management Letters convention: MgtLItr.District
3. Student Activity Audits convention: FinStmt.Student
4. Student Activity Management Letter convention: MgtLt.Student
5. Other Reports convention: Other

“Other reports” may be conveyance letters, letters indicating a management letter was not
issued, additional files, etc.

e The naming convention for each file. Each element must be separated by a “.” (period).


http://www.regionv.k12.mn.us/files/tech/SetUpVista&Win7Screwdriver-RDP.pdf
mailto:mikeg@regionv.k12.mn.us

Fiscal Year District Number | District Type District Name Report Name

4 characters | 4 characters 2 characters | Up to 12 characters in | — FinStm.District
length — MgtLltr. District
- FinStmt.Student
- MgtlLt.Student
— Other

Example:
2012.0001.03.Minneapolis.FinStm.District
2012.0001.03.Minneapolis.FinStm.Student
2012.0001.03.Minneapolis.MgtLtr.District
2012.0001.03.Minneapolis.MgtLtr.Student
2012.0001.03.Minneapolis.Other

The e-mail addresses for electronic submissions are:

Minnesota Department of Education MDE.FinMgt@state.mn.us
Office of the State Auditor SingleAudit@osa.state.mn.us

Paper Submission:
Submit one printed (hard) copy of the audit and other required documents to:

Minnesota Department of Education
Division of School Finance

Attn: David Day (I-12)

1500 Highway 36 West

Roseville, MN 55113-4266

1099 Information

It’s time to start reviewing and verifying your 1099 amounts. Attached to this bulletin is a handout with information
to assist users in reporting 1099 data. The handout instructs how to look up current activity, review past activity,
adjust activity, and verify tax identification numbers. Instructions regarding setting up an alternate 1099 vendor
name and address are also included. Please be sure to review this information and give copies to those individuals in
your district that are responsible for the 1099 data.

1099 MISC Form Printing

Region V will print the 1099 Forms for all SMART Finance districts. Also, we will provide the district with Form
1096, Annual Summary and Transmittal of US Information Returns. If you choose to file electronically, you will not
receive Copy A of the 1099 Misc. Form or the Form 1096, since you will not need to submit these to the IRS. We
will also provide double window envelopes for mailing to recipients.

You will be responsible for running the 1099 reports and verifying 1099 data. Also, you will need to make any
corrections to your 1099 data. When you are ready to have the 1099 forms printed, please send your authorization.
The authorization form is titled *1099 Form Printing” and is available on our website under Downloads with the
category of SMART Finance. You may fax (507) 388-5978 to the attention of Lori. Or, you may e-mail your
authorization as an attachment to Lori at lorid@regionv.k12.mn.us instead of faxing. If you don’t use the
attachment feature, please provide the following information in your email:

District Name:
District Number:
Indicate if you are filing electronically:


mailto:MDE.FinMgt@state.mn.us
mailto:SingleAudit@osa.state.mn.us
mailto:lorid@regionv.k12.mn.us

Authorization Name:
Date:

Submit your 1099 authorization form to Region V by January 25, 2013. Time must be allowed to print and mail the
forms back to the district.

The deadline for filing paper copies to the IRS is February 28, 2013; the electronic filing deadline is April 1, 2013.
Region V will take care of electronically filing on your behalf. You will receive an e-mail towards the end of March
letting you know your file was accepted by the IRS. The recipients’ copies are still due by January 31, 2013. We
encourage you to continue to report your district’s 1099 information electronically this year. Region V sent all
district files to the IRS electronically last year!

Mileage Rate
Beginning on January 1, 2013, the standard mileage rates will be:

e 56.5 cents per mile for business miles driven
e 24 cents per mile driven for medical or moving purposes
e 14 cents per mile driven in service of charitable organizations

The rate for business miles driven increases 1 cent from the 2012 rate. The medical and moving rate also increases
by 1 cent.

Excel Trainings — January

There will be four trainings offered in January on Excel. These sessions will focus on extracting reports from
SMART Finance and HR into Excel and then using various mechanisms within Excel. We will show how to create
pivot tables, graphs, charts, and other features from this information. Information will be sent out later in December
about these trainings. All sessions will run from 9:00-12:00. The session dates are below:

Tuesday, January 15 — Mankato (South Central Service Cooperative)
Thursday, January 17 — Rochester (Southeast Service Cooperative)
Tuesday, January 22 — Mankato (South Central Service Cooperative)
Thursday, January 24 — Rochester (Southeast Service Cooperative)

Region V Holidays:
Monday, December 24, 2012
Tuesday, December 25, 2012
Tuesday, January 1, 2013



SMART HR Bulletin FY2013-03
December 13, 2012

SMART Version 12.2

RDP DISTRICTS:
If you are a district using the RDP system, the upgrade will be completed for your database at 4:00 p.m. on Friday,
December 14. You must be off SMART at 4:00 p.m.

IN-HOUSE DISTRICTS:
YOU WILL NEED TO BE ON VERSION 12.2 BEFORE W-2'S CAN BE PROCESSED.

Please contact your Technology person for details. Your district tech person will be receiving notice of this release
directly.

V12.2 Release Overview

New Pay Calendar Window: The new pay calendar window we showed you at Calendar Year End is now
available.

Employee W2 Info. Sheet: The employee’s ssn has been removed from the Employee W2 Info sheet so it
matches eR.

Validation of SSN: The validation of ssn will now take place when you tab out of the field rather than when you
click on save.

W-2 Output Custom Setting: A custom setting has been added for the W-2 output field. It currently defaults to
Autclglnatic. If you want that field to be blank or default to printed please email SHRSupport.
!‘, New ==

Celect
Select

Employee ID 1732

Create SMARTF

— Employee Basic Information Status Info | Address Info | Supp Info
Social Security Card Info | =

AC
First Name | Primary Status

Middle Name Secondary Status El
Retire Status N

NCLB Eligible [v]
Orig Hire Date 00/00/0000 [~ |
Adj Hire Date 00/00/0000

[{]

Last Name
SSN | - -
Birth Date 00/00/0000 [ ]
Gender

Department
Job

Language English

{1171, P—

[ (] (] ]

Location

EEO Location

Employee Type EMP
PERA Number
TRA Number Check Location
Ethnic Code Caucasian
SMART eR Access | Enabled W-2 Qutput Automatic

Federal Race and Ethnicity:

Ethnicity:

Race(s): American Indian or Alaska Native /
Asian |

Native Hawaiian or Other Pacific Islander
Black or African American 1
White |

Unemployment Location

0| | T

[ [

W-2 Visibility on ESS: We will now be able to control when the W-2’s are visible to your employees on ESS.
You will need to fill in that date on the W-2 release form. If you change your mind once W-2’s are processed it
can be changed by contacting the Region.

TimeOff Reports: TimeOff reports will now display employees with a hire date greater than today’s date.

Privacy Default Setting on New Hire Window: A custom setting has been added to control the Privacy field on
a district-by-district basis. This setting will default to 00. If you would like it changed to something else please
email SHRSupport.




MN EDRS Reporting: This report has been changed so the data can now be saved to Excel in summary format

based on how the data is displayed on the report, not the detail from the table.

Date Fields: The date fields on leave requests, FROI and SRA screens will now be masked. You no longer have
to enter slashes or periods when entering the date.

Rate Table: A sort button has been added to this window and allows the user to resort the rate table, e.g. sort
stopped rows to the bottom of the window.

Rate Table Matrix: Enhanced to default to landscape orientation. The data can be copied to the clipboard and

pasted into Excel; e.g. Salary Schedules, Benefit rate tables, etc. This is helpful at negotiations time.

Envelopes: United States will no longer appear on envelopes for US addresses.

Report Enhancements

v" “Non-renewal of Probationary Teachers” report is renamed to Non-renewal of Probationary Employees
v' “Home Telephone Directory” report is renamed to Home Phone and Email Directory

v/ “Office Telephone and Email Directory” report is renamed to Work Phone and Email Directory

v/ Additional retrieval arguments have been added to the following reports

1.
2.
3.
4.

5.

Payroll > Additional Reports > Sub Tracking Worker/Substitute: Add Location

Payroll > Additional Reports > Pay Authorization Information: Add Department

Personnel > Education, Training & Licensing Reports > Teaching License Status: Add Union
and Department

Personnel > Education, Training & Licensing Reports > Other Licenses/Certifications: Add
Union and Department

Personnel > Education, Training & Licensing Reports > Employee License Search: Add Union,
Department, Beginning Expiration Date and Ending Expiration Date

Aesop Enhancements

v/ Limit Union description length and fix drop down list box display field. For Aesop districts, a warning is
received in SMART HR if the user enters a union description greater than 20 characters, which is the
character limit in Aesop.

v' Conditions/edits on New Hire, Rehire and Employee Info windows. For Aesop districts, serious errors are
produced if required fields for Aesop have not been entered. Warnings are received if data has not been
entered for information sent to Aesop the first time only, and is not required by Aesop.

v" Changes to Subtrack Custom Setting. The Subtrack custom setting will be used to control the edits for
Aesop related data on the above windows.

Data Extraction Views Updated

Additional fields have been added to the views in the Data Extraction window. Fields included are FTE, email,
email preference, job description, 3" party export codes (Aesop and TC+), Aesop titles and descriptions; terminate
reasons, language descriptions and leave descriptions.

Logic has been changed to include ‘New Hire” employees with future hire dates.

Excel Extract Option

With this release, a new way to extract information to Excel is available. This option is not available in all areas
within SMART. We recommend this process is used with caution. Also, it may not be the most useful way to
extract information to Excel. If this option is available, you’ll see the following buttons activated on the toolbar at
the top of the screen.

SMART Finance

[

Extract

SMART HR
E

Save as Excel File

or|

When the extract button is selected, a screen appears as shown below. True means yes. False means no. A
summary of what each area does follows.



Changing the values helow changes the appearance of the Excel spreadsheet that is generated.

ReportWindow Name Show Show Show Show Show Enahle
Header Summary Footer Group Header Group Footer Merge Cells
bv_posum EE - lFaIse - |Tn.|e "I [False j |False :I [False ﬂ

Restore Default Values Save settings and Generate Excel Spreadshest |

e Show Header — TRUE displays the report header information in the Excel spreadsheet. FALSE omits the
header information.

e Show Summary — TRUE displays the Grand Total in the Excel spreadsheet. FALSE omits the Grand
Total. This allows flexibility in using the Subtotal feature in Excel.

e  Show Footer — TRUE displays the SMART report menu name at the bottom of the Excel spreadsheet.
FALSE omits it and does not show it in the spreadsheet.

e Show Group Header — N/A

e  Show Group Footer —

0 Summary Reports: TRUE is required for Summary reports. If FALSE is selected, nothing will
appear in the spreadsheet. Subtotals will be returned and can be deleted in the Excel spreadsheet
using the Filter feature.

0 Detail Reports: TRUE displays the Summary Totals in the Excel spreadsheet. FALSE omits the
subtotals from the Excel spreadsheet. This allows flexibility in using the Subtotal feature in
Excel.

e Enable Merge Cells — TRUE displays the information in one cell. This allows flexibility in using the Text
to Column feature in Excel. This is helpful with Payroll reports and places data such as the account code
in one column. FALSE merges groups of cells together in the Excel spreadsheet.

o Restore Default Values — When this button is selected, all the above items will change to what is the
regular default for the report or window.

e Save settings and Generate Excel Spreadsheet — When this button is selected, the above items will save
and the Excel spreadsheet will be created. The next time the report or window is extracted to Excel these
settings will appear, unless the “Restore Default Values” button is selected. Also, if more than one user
uses this report, the last save by anyone will create the settings.

Once the “Save settings and Generate Excel Spreadsheet” is selected, you will receive a message that the file has
been created. It will identify the location of the file. If it says the file can’t be created because of the location, you
will most likely need to install or update the Smart Client Folder or SmartHr folder. These folders are the same.
The instructions can be located on our website under Downloads = Programs and Files = Setup RDP for Windows
Vista & Windows 7. Also, here is a link to the file: Setup RDP for Windows Vista & Windows 7. Then, either

follow the instructions for “Step 3: SmartHr Client Folder Setup” or “Update SmartHr Client folder”. If you have
any problems, please contact Mike Galler at (507) 386-4805 or mikeg@regionv.k12.mn.us.

** After a file has been created, we strongly encourage you to rename or move the file. If the extract occurs again
and the file name has not been changed or the file remains in the location, it will be overwritten by the new file
created.

For SMART HR Extracts to Excel

Our suggestion within SMART HR is to use this process in the windows area, when available. Suggested reports to
run are Deduction Fiscal YTD, Deduction Calendar YTD, MN EDRS Reporting and the Employee Pay Detail
Report.




MN EDRS Reporting — In the past, when a user selects "Summary" and creates the report, the report displays the
data in summary format. However, when saved to Excel the file contains the detail rows from the table. With this
new release the data can now be saved to Excel in summary format based on how the data is displayed on the report,
not the detail from the table. The default settings (TRUE/FALSE) for each of the four reports return the best results,
and do not need to be changed when generating the Excel spreadsheet.

Version 12.2 SMARTeR Enhancements

Google Chrome as a web browser with SMART eR: This enhancement will add Google Chrome to the list of
web browsers supported by SMART eR.

Name/Address Report on eR: This report will give people without access to SMART the ability to run a report
that provides address and phone information. For example, secretaries would be able to print the information for
their building or save to Excel. The report incorporates the privacy settings that are set in SMART HR.

Online Leave Request Form (LOA): This new feature allows an employee to enter a Leave of Absence request,
e.g. extended, family, medical, military, parental, etc. NOTE: This does not pertain to the TimeOff Module.

This new page will feed the Place Employee on Leave window in SMART HR. An online entry is transferred to
SMART HR with a Pending “Decision” status. The Leave Request Status report can be run to view requests
entered online using the “Decision” retrieval argument for pending. An automatic email will be sent to the person
designated by the district to receive the notice, e.g. HR Director.

HLTHVALUE Reporting: At Calendar Year End sessions we stated that these adjustments could be made on a
supplemental payroll. This will not work and will need to be entered on a regular payroll. If adjustments need to be
made after your final December payroll we will need to do a Z calendar. Please email SHRSupport with any
changes needed.

Mileage Rate
Beginning on January 1, 2013, the standard mileage rates will be:

e 56.5 cents per mile for business miles driven
e 24 cents per mile driven for medical or moving purposes
e 14 cents per mile driven in service of charitable organizations

Excel Trainings — January

There will be four trainings offered in January on Excel. These sessions will focus on extracting reports from
SMART Finance and HR into Excel and then using various mechanisms within Excel. We will show how to create
pivot tables, graphs, charts, and other features from this information. Information will be sent out later in December
about these trainings. All sessions will run from 9:00-12:00. The session dates are below:

Tuesday, January 15 — Mankato (South Central Service Cooperative)
Thursday, January 17 — Rochester (Southeast Service Cooperative)
Tuesday, January 22 — Mankato (South Central Service Cooperative)
Thursday, January 24 — Rochester (Southeast Service Cooperative)

. i .
Monday, December 24
Tuesday, December 25
Tuesday, January 1

Eederal Holidays:
Tuesday, December 25

Tuesday, January 1
Monday, January 21



SMART Finance Bulletin FY 2013-04
February 19, 2013

New Region V Staff Member
Region V has added a new staff member for SMART Finance support to assist you. Please pass this information
along to the appropriate people in your district to ensure everyone is aware of our change.

Tami Sens officially joined the Region V team on January 2, 2013 as an Assistant SMART Finance Service
Coordinator. Tami brings in over 20 years of school district experience. Tami has been a teacher, principal, and
superintendent for several districts in the Mankato area.

Tami received her Masters of Educational Leadership from Minnesota State University — Mankato. Then, she
received her 6™ Year in Educational Administration from Minnesota State University — Mankato.

You can reach Tami at (507) 386-4808 or e-mail her at tami@regionv.k12.mn.us with your SMART Finance
questions.

EY °13 Budgets in SMART

Please make sure the budget(s) adopted by your Board matches what is in SMART. These need to agree for auditor
purposes. For example, your adopted budget that was approved by your Board prior to July 1, 2012 needs to match
what is in SMART for your adopted budget. If you find the amount approved by the Board does not equal the
amount in SMART Finance, please contact Region V for assistance.

FY ’14 Budgets
As you begin work on your FY ’14 budget, please be reminded that Region V can create an Excel spreadsheet based

on either a Guideline Report or Multi-Year Guideline report where you can enter in your FY 14 budget. Then, we
can import this budget into SMART Finance for you. If you would like this spreadsheet, please send an e-mail to
sfsupport@regionv.k12.mn.us.

Reconcile 215 Accounts
This is a friendly reminder that you should be reconciling your 215 payroll liability accounts throughout the fiscal
year. Do not wait until year end as it will be harder to reconcile any differences.

Spring Conference

We are back in Austin! The 23" Annual Spring Conference will be held at the Holiday Inn and Conference Center
in Austin on Thursday, April 4 & Friday, April 5, 2013. All Spring Conference information including session
descriptions and schedules has been posted to our website at http://regionv.k12.mn.us . Please register on-line no
later than Wednesday, March 27, 2013. We are looking forward to seeing you at the conference!

Region V Holidays
Friday, March 29


mailto:tami@regionv.k12.mn.us
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