
General Budget and Finance & GEARS Information



CourtNet - General Information

Presenter
Presentation Notes
CourtNet site at the bottom list department and information of the Judiciary. Visit DBF side for general information of the department and current update from the department. 



CourtNet – Department of Budget and Finance

Presenter
Presentation Notes
Staff - List current staff and phone numbers
Accounting Manual – DBF Processes and procedures (Not GEARS – see GEARS site tip sheets), chart of account and account codes.
Forms- Various forms for CCU, Judiciary Accounts Receivable Summary, Petty cash, W-9 instructions and form and other forms for the DBF.
FAQ – Frequently asked questions –
-Accounting Operations
** 4. Is pencil acceptable for corrections on invoices or employee travel statements? No  **What specific accounts can be encumbered at year-end? List accounts 
** 7. How should an employee travel expense reimbursement be accurately completed?  A link to the Travel Regulations, Meal Allowances and Expense Account forms   
-Budget & Reports
** 1. What if a certain account does not have enough money appropriated to cover a requisition for items to be purchased?  As long as funds are available for the PCA
** 3. What is required to reconcile purchasing card transactions and to request needed adjustments? A link to the tip sheet for instructions
Quick Reference Revenue Chart of accounts, account codes & definitions, Doc Type prefixes 
Employee Spotlight  Meet our newest employee
Newsflash
Questions & Comments a link to open an email pane for question or comment to the Deputy Director of DBF




CourtNet - Quick Reference



Accounts and Definitions



CourtNet - Department of Budget and Finance - Newsflash

Presenter
Presentation Notes
Newsflash – is a point of reference and storage of messages from the Department of Budget and Finance.  Accounting Day, Budget workshops, Year-end closing and previous Accounting day PowerPoint presentations.  Messages going back to May 2013



CourtNet - GEARS Information

Presenter
Presentation Notes
From CourtNet the link to the GEARS 



CourtNet - GEARS Site

Presenter
Presentation Notes
GEARS site content – 
Quick Reference Most asked questions – voucher invoice numbering, Account codes, what to do if you get a closed period message?….
Acronyms What various term mean with links for explanation. 
FAQs  Frequently asked question by category General, KK, GL, OTC, PTP
9.2 Tips Sheets with the receive Oracle upgrade (May 1, 2017) to 9.2, the tips sheets have been updated.
Training  current and previous training schedules are stored.
Forms Security instructions and form, encumbrance and vendor maintenance forms
Archives messages all messages related to GEARS 4/20/2012
Contact information for Project Director of GEARS Tammy

-What’s New – a link to the most recent GEARS notices/communications.





CourtNet – GEARS - Tip Sheets

Presenter
Presentation Notes
Step by step instructions for processes in GEARS the various environments GL, KK, PTP, Rev…



Commitment Control - KK
General Ledger - GL 
Review and Reports



Commitment Control - Budget Overview

11

• Budgets Overview is an online inquiry tool that 
provides summary and detailed information about 
activity in expense accounts.

• It allows users to drill into source transactions within 
Budget, Pre-encumbrances, Encumbrances, and 
Expenses.

• KK>Review Budget Activities>Budgets 
Overview>Budget Inquiry Criteria

Presenter
Presentation Notes
Review are mainly for on screen view and drill into for additional information.



Commitment Control - Budget Overview

Presenter
Presentation Notes
Budget Overview  - Early reflected the 6 entries for 60091 account 0301.



General Ledger - Detail Trial Balance Report

• Customized report that shows all posted details to 
the General Ledger that are part of the balance as 
requested in the report parameters. 

• Does not show budget information.

 WARNING: Be sure to include your parameter selection when using this tool.   These reports can 
become very large and can effect the system performance!

• GL>General Reports>GL Trial Balance Detail Report

Presenter
Presentation Notes
Your go to report for posted detail information. 



Detail Trial Balance



Detail Trial Balance Report

Presenter
Presentation Notes
Screen 15 show the drill down in Budget overview reflecting the same amount.



Journal Entries



Journal Entry

• Journal Entry/Expenditure Adjustments are processed to 
reclass funds.  For example:

• Change the coding on an already posted voucher
• Correct Appropriation Year
• Correct Account Code and/or PCA

• Reclass P-Card transactions from 0995 
• Expenditure Journals now require approval 
• Journal should always have an attachment – backup for journal

• GL>Journals>Journal Entry>Create/Update Journal Entries



Journal Entry – Header Page 



Journal Entry - Lines Page



Journal Entry – Submit Approval Request



Journal Entry – Approval Email



Journal Entry – Status Approved



Journal Entry - Posted



Journal Entry – Between Funds



QUESTIONS???


	�
	CourtNet -  General Information
	CourtNet – Department of Budget and Finance
	CourtNet - Quick Reference
	Accounts and Definitions
	CourtNet - Department of Budget and Finance - Newsflash
	CourtNet - GEARS Information
	CourtNet - GEARS Site
	CourtNet – GEARS - Tip Sheets
	Slide Number 10
	Commitment Control - Budget Overview
	Commitment Control - Budget Overview
	General Ledger - Detail Trial Balance Report
	Detail Trial Balance
	Detail Trial Balance Report
	�
	Journal Entry
	Journal Entry – Header Page 
	Journal Entry - Lines Page
	Journal Entry – Submit Approval Request
	Journal Entry – Approval Email
	Journal Entry – Status Approved
	Journal Entry - Posted
	Journal Entry – Between Funds
	Slide Number 25

