Sole Custody Reporting Application
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* The Office of the State Comptroller is required to prepare and publish Annual
Financial Reports, which show the State's financial condition at March 31 each year.
Full and proper disclosure of the State's financial condition requires that all monies
and securities held outside the State Treasury, in the custody of an officer of the
State, be included in these annual reports.

e Sections 8 and 116 of the State Finance Law requires an annual report be filed for
each sole custody fund/account maintained by your agency. It is important that
your agency's financial data be included in these annual reports to provide a

complete and accurate picture of the State's financial condition.
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January — OSC confirms contacts and updates users in Online Services.

March — OSC sends email with instructions for the current year’s submission.

April — Departments enter information into the Sole Custody Application.

April 30 — Due date for departments to complete and submit Sole Custody Reports.

May/June — OSC reviews Sole Custody information and compiles Annual Report
Schedules.
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A “financial instrument” is a bank account, investment account, SFS STIP investment fund, or
information obtained from a financial statement.

Instrument is a financial “account” (examples: checking account, savings account, money market
account, lock box, investment, or SFS STIP investment fund). Each instrument must be associated with
one, and only one, report and each report must have at least one instrument associated with it. In
certain cases, multiple instruments may be associated with one report. These cases are defined and
controlled by the Bureau of Financial Reporting and Oil Spill Remediation. An instrument can only be
owned by one department. Departments can create instruments but they must be associated with a
report. Typically, each report has one instrument associated with it.

Multiple Financial Instrument reports must be permitted by OSC. For example, a concentration
account with multiple controlled disbursement account, or a checking account and the associated SFS
STIP investment fund. On these reports, deposits and disbursements must only be reported once.
Transfers between these financial instruments must be eliminated to avoid double counting. Only the
report’s initial deposit and final disbursement should be reported. Eliminations are the responsibility
of the preparer; failure to follow the rules may result in permission being revoked.
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A “proxy” department is a department that is allowed access to sole custody reports assigned to their
department ID and other department IDs associated with their department ID (example: A home office
department may have their facilities” department IDs associated to their home office department ID).

Editing information fields (statutory reference, purpose, etc.) can be done directly by the user. These fields allow
for a maximum of 1000 characters. OSC will review any changes from the prior year and reach out with any
guestions after your business unit has been locked out for editing.

The application has been designed to guide the user through each step of the report.

Target balances are the composition of account balance (total book balance) and account reconciliation
balances (total adjusted book balance and total reconciled bank balance). These must agree to the calculated
ending balance. Categories that are out of balance, will have a red X to the left of the total in each category.

Attachments can be added to the report. Required attachments are bank statements as of March 31, bank
reconciliations as of March 31, a list of outstanding checks, and/or a list of deposits in transit.
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When entering sole custody deposits and disbursements to/from another sole custody account, the
corresponding bank account must be a valid account within the application. If the corresponding account is not
in the list of available accounts, it can be added for validation later by the owning department.

Financial instruments that were created by a department on behalf of another department will need to be
associated with a report. Departments will have the option to associate the financial instrument with a report or
reject the instrument. OSC will be notified of all rejections and will reach out to the departments involved to
resolve the discrepancy.

Any adjustment(s) to the opening balance should ONLY be used to record errors to the prior year’s ending
balance (current year’s opening balance) that were detected after the report had been finalized for the
reporting year. Positive adjustments will be added to the current year’s deposits; negative adjustments will be
added to the current year’s disbursements (example: adding error).
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THOMAS P. DINAPOLI

Online Services

Online Services

Login
UserlID *
AgencyUser001 Help Topics
« Nead an account
Password * ? Enroll Now

« |forgot my User ID

« | forgot my Password

= |Learn more about our
Online Services.

+ Login

Announcements

Mo announcements to report.
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Online Services 2 Apps ~ ) Rosemary Liss (riDocesD) ~

VIEW

Welcome to Online Services

Dashboard
Announcements Online Services Applications Announcements
User Profile You are currently subscribed to the following applications:

© No announcements to report

¥ Sole Custody

User Information

Name
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Read and check the | agree box

Sole Custody Reporting B8 Apps ~ & Kerry McCann ~

Sole Custody Reporting

JUMP TO...
The State Comptroller's Sole Custody Reperting application is designed for the gathering and reporting of Sole Custody
Contact Us information. An annual report must be filed for each sole custody fundfaccount maintained by your agency, department or
authority.
Resources

| agree that by entering my User ID and password and accessing the application, | will report transactions and provide associated
information (“records™) consistent with and subject to the following and certify that:

1. | have been authorized by the head of my agency, department or authority to report these transactions and provide these
records;

2. | am familiar with the Ethics in Government Act (Public Officers Law §§ 73 and 74, “the Act™) and my conduct in the use of
the Sole Custody Reporting application is in accord with the Act;

3. | have complied with all applicable laws in accessing the application and providing these records; and

4. | imaged records accurately and legibly, and such records completely reflect all the information in the original records
except where redacted. For redacted images, the agency, department, or authority has retained the unalterad, original
document.

& | agree

Ok
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 Contact Us

* Resources- includes Glossary, Sole
Custody User Manual and other training
materials.
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B} Contact Us

You can reach us by email here. Please include a phone number that we can contact you at.

Send an email

Or by phone:

(518) 474-3277
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Glossary Page Use Ctrl F to

search

Investment Classification - Classification of investments based on the party that holds/owns the investment. They are classified as follows: 1. Insured or registered, with
securities held by the entity or its agent in the entity's name. 2. Uninsured and unregistered, with securities held by the counterparty's trust department or agent in the entity's
name. 3. Uninsured and unregistered, with securities held by the counterparty, or by its trust department or agent but not in the entity's name.

Investment Maturity Years - The length of time in years from the date of purchase to the maturity date that the investment is held.

Investment Type - The name of the investment instrument (example: U.S. Treasury bills). NOTE: Certificates of Deposit are not considered investments and should be
included in the reported cash balance.

Investments - Based on a department ID, users will either enter investment information in total or at a detail level. If investment information is only required at a total level,
OSC obtains the department's investment detail from another source.

Lock Box Accounts - Post office box that is accessible by a bank. The bank collects and processes these transactions directly and deposits them into a sole custody account.

Money Market Account - A money market account or money market deposit account is a deposit account that pays interest based on current interest rates in the money
markets.The interest rates paid are generally higher than those of savings and checking accounts; however, some banks will require higher minimum balances in money
market accounts to avoid monthly fees and to earn interest.
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Sole Custody Reporting &a Rosemary Liss ~

Report Year Selection

JUMP TO...
Report Year Selection Select desired reporting year.
Contact Us
Reporting Year Status
Resources ]
2020 View Only
2021 Open
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@-. New York State Comptroller
THOMAS P. DiNAPOLI

Sole Custody Reporting

&a Rosemary Liss

Year:
2020

JUMP TO...
Report Year Selection
Contact Us

Glossary

Reporting Entity Selection

Reporting Entity Search

Filtered Search

®Begins WithOContains

Department ID

Showing 1 to 20 of 57

Department ID Department

3250201 Adirondack Correctional Facility

3250231 Albion Correctional Facility

@®@Begins WithCContains

Department Name

<< -:-2 3 > >>
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Sole Custody Reporting & Kemy McCann -

Report Selection

Year:
2021

Reporting Entity- Reporting Entity Not Started Started Ready For Review O5C Review Closed for Reporting Year Total
Wyoming Correctional Facility

Wyoming Comectional Facility a i i 0 0 2

JUMP TO...

You have one or more Financial Instruments that need to be associated with a Report.

Report Year Selection Click here to complete the association.

Report Selection

Sl al Report Selection

Resources Report Number Report Name Status
HE40h2 Miscellansous Receipts Mot Started
HEET002 Inmate Spendahle Saving Mot Started
3862 Inmate Funds Mot Started
*rR685 Employes Benefits Mot Started
3846 Cccupational Therapy Mot Started
i T Inmate Saving Mot Started
=y 305 Inmate Saving Mot Started
2820 Inmate Saving Mot Started

Report Year Dashboard




Sole Custody Reporting

Year: Report Page

2021

— T Create a New Report

Wyoming Correctional Facility

Report Number
e PSS User Defined - Recommend using the last 4 digits of the bank account # |
Report Year Selection
Report Selection oot Namte
Contact Us | User Defined
Complete the
Resources

Statutory Reference Report Page then

Law that supports the purpose or revenue source

click the Save and
Close button

Purpose
What the account is used for

Revenue Source
|Exarnpl9: Fees

DisbursementType
| Example: fransfers to the treasury fund 10050 |
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Sole Custody Reporting

&2 Rosemary Liss

Year Unassociated Instruments Page
2021

Reporting Entify:
Wyoming Correctional Facility

Unassociated Instruments

The following Financial Instruments must each be associated with a Re ot yet exist, you can create it below:

JUMP TQ...
Report Year Selection Instrument  Instrument  Institution Type Created by Associate Create Report Refuse
Id Mame
Report Selection
B 12345678 Gen Champlain Certificate Adirondack Associate with Create a Report for Thizg is not my <
i ional i ; st thi in | t
Contac s Checking Mational Bank  of Deposit Park Agency existing Report hig Instrument nstrumen
Resources
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Choose the report to associate with the instrument

Are multiple
instruments

allowed? v

Reports to Associate to Instrument

Report Number Report Name Multiple Instruments Instrument
Allowed Count
=S Allegany-Revenue X 3
AJC
User defined - Suggest last 4 digits of the bank account User Definaed N 0
number

Cancel Choose
the
report

*A financial instrument can only be
associated to a new report or a

report that has permission to have
multiple instruments
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Year: Report Selection

2021
Reporting Entity:
Wyoming Correctional Facility Reporting Entity Mot Started  Started Ready For Review OSC Review Closed for Reporting Year  Total
Wyoming Comectional Facility 9 0 0 0 0 9
JUMP TO...
Report Year Selection i
Report Selection

Report Selec
copor e ceport e
CaraElE #4957 Miscellaneous Receipts Not Started C h o o S e a

Resources 7002 Inmate Spendable Saving Mot Started
w3862 Inmate Funds Not Started r e 0 rt t 0
5585 Employee Benefits Mot Started p
3846 Cceupational Therapy Mot Started
*REGTEE Inmate Saving Mot Started wo r k o n
Y395 Inmate Saving Mot Started
2829 Inmate Saving Mot Started
124 sgasag Mot Started
Report Year Dashboard
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e : Tasks are listed
X To-Do List...

) § (m) The Preparer must activate all financial instruments. here and checked le custody activities and reconciliation Tasks to be
Reportfng Entity- ) ) O  The Preparer must verify all report information on the Report Home. off as they are : completed
Wyoming Correctional Facility
Report Master Key: el pleted
147

This Report
Report Mame:
Miscellaneous Receipts
Report Number: Department Business Unit Reporting Year Report Master Key Report Master Status
i ! ‘Wyoming Correctional Facility Department of Corrections and 202 147 Active
4952 3250243 pmmunity Supervision
Report Status:
Not Started
All fields must be
— Y ciccovery DA Verifiec Vierifieclfields ™ MRt oo e o ci 2

Miscellaneous Receipts will turn blue *=*24052
Report Year Selection
Report Selection

Financial Instruments

ID Number Name Institution Type Status
Contact Us

6513124952 Five Star Bank Checking Work In Progress Edit Activate
Resources

If your financial instrument information is incorrect, contact OSC BFR

stattory Reterence [EETY pupose (XTI
| State Finance Law Section 121 ‘ ‘ Temporary holding account for revenues
Fields are s
editable
Revenue Description Disbursement Description by user
| Miscellaneous Receipis ‘ ‘ Transfer to Treasury
Report Dashboard

Before a report can be closed, all bank balances and target
Close this report afier the reporfing year balances must be zero and the report must be finalized




Report Dashboard

For new or multiple instrument reports, use the Create Financial

Instrument button at the bottom of the Report Home page

Instrument

Instrument Information

Afinancial instrument can be a bank account, investment account, SFS STIP investment fund (7xxxx) or information obtained from a financial statement. If you need to
create a new instrument and do not see the institution name you need, please contact OSC.

Instrument Id Number

‘new56789 ‘ Recommend bank account # or fund # for STIP investments
*If you don’t see the
Institution institution that you
‘BNY Mellon ‘ Choose the institution from the drop down menu want in the drop down
menu, contact OSC
Instrument Name BFR to have it added.

‘ ‘ Name the instrument

Instrument Type

[ Shicclig VJ Choose the type of instrument
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Instrument

Instrument Information

A financial instrument can be a bank account, investment account, SFS STIP investment fund (7xxxx) or information obtained from a financial statement. If you need to create
a new instrument and do not see the institution name you need, please contact OSC.

Don't Activate

Click Activate to Click Don’t Activate to
finalize and use review and edit
the instrument information later

You can

also click
This Report s
Activate
link on the
Financial Instruments Requiring Activation Report
Home page
ID Number Name Institution Type Status
new12345 BNY Mellon Checking Work In Progress Edit Activate
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Now you are ready to enter transactions
Go to sole custody activities and reconciliation

Report Home

To-Do List... Click here at the

= The Preparer must verify all report information on the Report Home. —_— —
Sole cust activities and reconciliation
(] The Preparer must complete the sole custody activities and reconciliation tOp of the Report ody
@ Target balances do not equal. Home page

@ Bank account balances need attention.

OR

JUMP TO...
Report Year Selection

Report Selection

Report Home
Click here on the

5C Activities and Reconciliation

navigation panel
Contact Us

Resources
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Sole Custody Activities and Reconciliation

x x x o

Total Book Balance Total Adjusted Book Balance Total Reconciled Bank Balance Ending Balance

0.00 0.00 0.00 8,226.33
To-Do List...

& The Preparer must verify all report information on the Report Home.

O The Preparer must complete the sole custody activities and reconciliation.
@ Target balances do not egual.
@ Bank account balances need attention.

Click here to start
entering transactions

Deposits and Disbursements

Go fo...

Report Home

Sole custody activities and reconciliation

0O Adjustments to Opening Balance

Deposit Summary

O Deposits from Other Sole Custody Reporis

0.00
O Deposits from State Treasury 0.00
O Other Deposits 0.00
O Deposit Adjustments (Opening Balance) 0.00
Total Deposits 0.00
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Year:

2021

Reporting Entity-
Wyoming Correctional Facility
Report Master Key:

147

Report Name:;
Miscellaneous Receipts
Report Number:

*== 4052

Report Status:

Started

Click Yes to use, or click
No then Next to continue

Sole Custody Activities and Reconciliation

x = b 4 v
Total Book Balance Total Adjusted Book Balance Total Reconciled Bank Balance Ending Balance
0.00 0.00 0.00 8,226.33

Adjustments To Opening Balance

Sometimes errors to the prior year's report are detected later in the year. Use this section to report these. Positive adjustments will be added to the current years deposits;
negative adjustments will be added to the current year's disbursements.

Do you need to adjust your opening balance?
®YesTNo

THIS SHOULD BE USED INFREQUENTLY and ONLY FOR
ERRORS IN THE PRIOR YEAR’S REPORTED ENDING
BALANCE

1N
e

NYS COMPTROLLER

THOMAS P. DINAPOLI



Adjustments To Opening Balance

Adi
Sometimes errors to the prior year's report are detected later in the year. Use this section to report these. Positive adjustments will be added to the current years deposits; J u St m e n t S t 0

negative adjustments will be addad to the current year's dishursements.

Opening Balance

@yesCNo

Step 1

Enter the purpose of this transaction.

Adding error. Enter the reason

Step 2

Enter the amount of the transaction.

Enter the amount

| 1.00

Step 3

Save the transaction.

Save

Step 4

Repeat steps 1-3 as necessary.
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Adjustments To Opening Balance

Positive Adjustment Total (added to deposits)
Megative Adjustment Total (added to disbursemenis)

Reason
Adding errar

Previously unreporied bank account

3,507.48

3.507.48
0.00

A summary is shown at the

bottom of the page

Amount
748

3,500.00

Delste

Delete

Click next
to
continue
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Deposits from Other Sole
Custody Reports

Deposits from Other Sole Custody Reports

Include deposits received from another sole custody bank account.

Identify spending by sole custody bank account number and dollar amount(s) that the depaosits were received from.

Separate enfries are required for deposits received from different sole custody accounts.

For single bank account reports, your bank account is displayed. For multiple bank account reports, choose the one that applies. If multiple bank accounts exist for this
report, transfers between them are NOT reporied to avoid double counting.

Select the instrument that the deposit came from. If the instrument is not listed. you can create the instrument. The sending department, bank account number and
institution are needed.

Amounts from the same account should be reported in fotal.

IMORTANT: If multiple bank accounts are reported on one sole custody report, DO NOT INCLUDE deposit and disbursements between these accounts to avoid double
counting.

Have you received any deposits from other sole custody accounts?

@YesCNo

Click Yes to use, or click

No then Next to continue

NYS COMPTROLLER

THOMAS P. DiNAPOLI




Step 1

Note this is your sole custody account the deposit was received into.

For reports with a single bank account — your

Five Star Bank
Checking bank account will be displayed here.
613124952 : .
For reports with multiple bank accounts, choose
the account that you would like to report on
Step 2

Select the sole custody account the deposit was received from.
Select Instrument 1 [ CIECEEASINSEFUMENE thE deposit
came from. If you do not see the

instrument, you can create it N7

Can't find the Instrument you are looking for? Create the Instrument here.

Step 3

Enter the amount of the transaction.

| [XW Enter the amount

Step 4
Save the transaction.
Step 5

Repeat steps 1-4 as necessary.

Deposits from Other Sole
Custody Reports (cont’d)

Complete steps 1 through 4 for each deposit from

another sole custody bank account — Deposits
from the same account should be entered in total
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Use the search fields to find the instrument you are

looking for or create a new instrument

Instrument Search

Department 1D Department Name Financial Instrument Number Financial Instrument Name

Showing 1 to 20 of 69
<1234

Department Financial Instrument Financial Instrument

Id Department Name Number Name Financial Instrument Type Finacial Institution Name

1000000 Adirondack Park Agency dangTest Dangler Money Market Adirondack Trust Company

1000000 Adirondack Park Agency one one Checking Adirondack Trust Company

1000000 Adirondack Park Agency 99999 Irrr Checking Bank of America

1000000 Adirondack Park Agency testing1234 Checking Chemung Canal Trust Company
1000000 Adirondack Park Agency one one Concentration Canandaigua National Bank and Trust
1000000 Adirondack Park Agency dangtest3 Certificate of Deposit Adirondack Trust Company

1000000 Adirondack Park Agency dangTest2 Checking ENY Mellon
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Deposits from Other Sole Custody
Reports

Reporting Entity
Adirondack Park Agency {1000000)

Office of Victims Semvices (1080000)

A summary is shown at the

250.00
bottom of the page

Financial Instrument 1D Number Amount

o 30000  Delete

Financial Institution

(50.00) Delete

Community Bank, N.A. (Checking)

Key Bank (Checking)

Click next to continue
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Deposits from State Treasury

Deposits from State Treasury

Include deposits received from the State's General Checking bank account (example: 2SC Cash Management transfers money to fund your sole custody bank account).
Deposit amounts should be separately listed by SFS fund number. Amounts for the same fund should be reported in total.
Have you received any deposits from the NYS General Checking account?
®YesNo - -
Click Yes to use, or click
No then Next to continue
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Step 1

Select the Fund the deposit was received from.

Select Fund
Select a fund
10000

Local Assistance Account

Step 2

Enter the amount of the transaction.

E:ll:i
| I

Step 3

Save the transaction.

Click Save

Step 4

Repeat steps 1-3 as necessary.

Deposits from State Treasury

(cont’d)

Complete steps 1 through 3 for
each deposit from the State

Treasury — Deposits from the same
fund should be entered in total
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Deposits from State Treasury (cont’d)

Fund Search

Fund Code |251 | Fund Description | |

Use the search fields to find and select the fund

Showing 1 to 20 of 93
<c<12345>>>

Fund Code Fund Description

10251 Comm Project Acct Aa

21251 OSHA- TRNG & EDUCATION
23251 Cutra-Brooklyn

25100 Federal DHHS Fund

25101 D3712G1-51280-DDPC
25102 Uo0gpP-27-A0

25103 1785G-27-Misc Fed Gris
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Deposits from State Treasury (cont’d)

Deposits from State Treasury 350.00 A summary is shown at the
bottom of the page

Fund Code Fund Description Amount
10050 State Purposes Account 100.00 Delete
10000 Local Assistance Account 250.00 Delete

‘ Previous Click next to continue
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Other Deposits

Other Deposits

Include other deposits not received from another sole custody bank account ar from the State Treasury. Examples include interest, fees, fines, etc. Report this category by
major revenue type.

Have vou received any other deposits?
@YesONo Click Yes to use, or click
No then Next to continue
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Have yvou received any other deposits?
@vesONo

Step 1

Enter the purpose of this transaction.

Credit card processing fees
Enter the revenue
description

Step 2

Enter the amount of the transaction.

ml:i
I |

Step 3

Save the transaction.

Save :
- Click save

Step 4

Repeat steps 1-3 as necessary.

Other Deposits (cont’d)

Complete steps 1 through 3 for each

other deposit — Deposits for the
same purpose can be entered in total
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Other Deposits (cont’d)

A summary is shown at the

bottom of the page

Other Deposits 185.00
Reason Amount
Credit card processing fees 7500 Delete
Misc. fees Delete

| Click next to continue
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Disbursements to Other Sole
Custody Reports

Disbursements to Other Sole Custody Reports

Include disbursements sent fo another sole custody bank account.
« |denfify spending by sole custody bank account number and dollar amount{s) that the disbursements were sent to.

« Separate eniries are reguired for disbursements sent to different sole custody accounts.
« Forsingle bank account reports, your bank account is displayed. For multiple bank account reports, choose the one that applies. If multiple bank accounts exist for this

report, transfers between them are NOT reporied to avoid double counting.
« Select the instrument that the disbursement went to. If the instrument is not listed, you can create the instrument. The receiving department, bank account number and

institution are needed.
« Amounts from the same account should he reported in total.

IMORTANT: If multiple bank accounts are reported on one sole custody report, DO NOT INCLUDE deposit and disbursements between these accounts to avoid double
counting.

Have you made any disbursements to other sole custody accounts?
®YesCONo Click Yes to use, or click
No then Next to continue

[row | vt
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Have you made any disbursements to other sole custody accounts?
@YesCTNo

Step 1

Mote this is your sole custody account the disbursement was made from.

mpmees  For reports with a single bank account, your bank

Checking account will be displayed here.

e For reports with multiple bank accounts, choose
the account that you would like to report on

Step 2

Select the sole custody account the disbursement was made to.
If you do not see
the instrument,

select nstrument | S€l€ct the instrument the
disbursement went to.
you can create it

Can't find the Instrument you are looking for? Create the Instrument here. &«

Step 3

Enter the amount of the transaction.

Step 4

Save the transaction.

Click save

Disbursements to Other Sole
Custody Reports (cont’d)

Complete steps 1 through 4 for each
disbursement to another sole custody bank

account — Disbursements to the same account
can be entered in total
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Disbursements to Other Sole Custody Reports (cont’d)

A summary is shown at the

Disbursements to Other Sole Custody 220.00

Reports bottom of the page
Reporting Entity Financial Institution Financial Instrument 1D Number Amount
Adirondack Park Agency (1000000} Berkshire Bank (Checking) [ 10.00 Delete
Div Of Criminal Justice Service (1080000) BNY Mellon {Checking) I 210.00 Delete

Click next to continue
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Disbursements to State Treasury

Disbursements to State Treasuny

Include disbursements made to the State's General Checking account (example: OSC Cash Management sweeps from your sole custody bank account). Disbursement
amounis should be separately listed by SF3 fund number. Amounts for the same fund should be reported in total. When determining the SFS fund, it should be the fund the
money ultimately ends up in. Example - a transfer to the State Treasury fund 10059, which is then allocated to fund 22311, Use fund 22311.

Hawe you made any disbursements fo the NY'S General Checking account?

®yesONo : g
Click Yes to use, or click
No then Next to continue
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Have you made any disbursements fo the NY'S General Checking account?
@YesCONo

Step 1

Select the Fund the disbursement was made to.

Select Fund
Select a fund

10050
State Purposes Account

Step 2

Enter the amount of the transaction.

Step 3

Save the transaction.

Click to save

Step 4

Repeat steps 1-3 as necessary.

Disbursements to State
Treasury (cont’d)

Complete steps 1 through 3 for each
disbursement to State Treasury —

Disbursements to the same fund should
be entered in total
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Disbursements to State Treasury (cont’d)

A summary is shown at the

Disbursements to State Treasury 3,770.00 bottom of the page

Fund Code Fund Description Amount
10050 State Purposes Account 770.00 Celete
10351 Aftica St Employ Victims

3.000.00 Delete

Close Previous Click next to continue
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Other Disbursements

Other Disbursements

Include other disbursements not sent to another sole custody bank account or to the State Treasury. Examples include refunds, personal expenses of inmates and patients,
etc. Report this category by major disbursement type

Have you made any offher disbursements?

@YesNo - -
Click Yes to use, or click
No then Next to continue
v i
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Have you made any other disbursements?

®YesONo

Step 1

Enter the purpose of this transaction.

Sun :
upplies Enter disbursement
description

Step 2

Enter the amount of the transaction.

Step 3

Save the transaction.

Save :
- Click to save

Step 4

Repeat steps 1-3 as necessary.

Other Disbursements (cont’d)

Complete steps 1 through 3 for each
other disbursements —

Disbursements for the same
purpose should be entered in total
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Other Disbursements (cont’d)

Other Disbursements

Reason
Supplies

Refund

Close

Previous

A summary is shown at the
60.00 bottom of the page

Amount

50.00
Use delete to

10.00 remove unwanted
transactions

Click next to continue

Dielete

Delete
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Continue to enter the Composition of Account
Balance and Account Reconciliation

Composition of Account Balance and Account Reconciliation

The next three sections are for balancing of the book and bank balances as of March 31. The Total Book Balance, Total Adjusted Book Balance, and Total
Reconciled Bank Balance must agree to the calculated Ending Balance.
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Ending Cash Balance

Ending Cash Balance

Include all money associated with all bank accounts, as of March 31, except investments and SFS STIP investment funds (7o), Money associated with cenificates of
deposit should be included in the ending cash balance, not investments.

Do you have an ending cash balance to report?
@Yes No

Ending Cash Balance

0.00 Click yes to use and
enter amount

Or click No then
Next to continue

Save and Close
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SFS STIP Investment Fund

Investments in STIP

Represents money in SF3 invested in STIP and should egual the ending cash balance on the NYGL0219 report (Fund Cash Balance after Check Writing) as of March 31.
These are the SFS fund numbers starfing with a 7.

Do you have STIP Investments? Click yes to use
@YesONo
SFS STIP investment Fund (7xxxx)
[ 70066 Dependent Care Advantage vl Select the fund
Investments in STIP
| | Enter Amount

Mote the information reported here will also populate the Bank Reconciliation Section for SFS STIP investment fund.

Or click No then
Next to continue
o [ oo
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Investments

If your report has no investments associated with it, select Mo and click the Mext button. If your report has an investment associated with it, select Yes and click the Add
Investment bution and continue to the Investment Details page. After each Investment Type is selected and the Investment Details page is complete, the Investment Type, Fair
Value Amount, and Status will be shown below. If the Status is Cut of Balance, the Investment Details page must be updated. Click on the Edit button, then review each
reporting category. HINT: Make sure each reporting category has a green checkmark at the top after entering all relevant information. When all Investments are entered and

the Status is In Balance for each Investment Type, click the Next button.

Do you have investments to report?
®YesONo [ ]
Fair Value Amount
| | [ ] *Note: Only the Fair Value Amount of the investments needs to be entered
for those departments that report investments at a summary level.

[ |
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For departments that report investments in detail...

Investments

If your report has no investments associated with it. select Mo and click the Mext button. If your report has an investment associated with it, select Yes and click the Add
Investment button and continue to the Investment Details page. After each Investmeant Type is selected and the Investment Detaills page is complete, the Investment Type, Fair
Value Amount, and Status will be shown below. If the Status is Out of Balance, the Investment Details page must be updated. Click on the Edit button, then review each
reporting category. HINT: Make sure each reporting category has a green checkmark at the top after entering all relevant information. When all Investments are entered and
the Status is In Balance for each Investment Type, click the Mext buiton.

Do you have investments to report? ()
®Yes No Click yes to use
Add Investment Select add investment

Cl T Next Or click No then
i Next to continue
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et T F— Sl Complete
Select Investment Type Select investment type from the Enter Fair Value Amount steps 1
drop down menu Y
Global fixed income v 999.00
for each
investment

Step 3 Step 4 Step 5 Step 6

Enter data in one or more Enter data in one Enter data in one or more Enter data in one or more

Investment Credit Rating Investment Classification Investment Maturity Years  Fair Value Level

AAA 999.00 1 <1 1

s = 999.00 £ 999.00 i’ 999.00

A 3 i 5-10 i ' 3

BBB Total 999.00 10+ Total 999.00

BB ' Total 999.00

B

cee . Each reporting category must total fair value in step 2

&, 4

C

Not

Rated

Total 999.00
v v v v Make sure all
In Balance In Balance In Balance In Balance

boxes are checked

Save and Close
Click save and close to continue



Investments (cont’d)

Investments

If your report has no investments associated with it, select Mo and click the Mext button. If your report has an investment associated with it, select Yes and click the Add
Investment bution and continue to the Investment Details page. After each Investment Type is selected and the Investment Details page is complete, the Investment Type, Fair
Value Amount, and Status will be shown below. If the Status is QOut of Balance, the Investment Details page must be updated. Click on the Edit button, then review each
reporting category. HINT. Make sure each reporting category has a green checkmark at the top after entering all relevant information. When all Investments are entered and
the Status is In Balance for each Investment Type, click the Mext button.

Do you have investments to report?
Yes Mo

; To add more investments,
RN click Add Investment
Fair :
Summary of investments
Value

Investment Type Amount Status

Global fixed income 999,00  In Balance Edit Delete

_ Or click Next
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Unreconciled Book Balance

Unreconciled Book Balance
Include the report's book Balance as of March 31 before final adjustments. 1t should include all money associated with all bank accounts, investments and SFS STIP

investment fund (7o),

Do you have an unreconciled book balance?

®@YesUNo
Click yes to use and
enter the amount

Unreconciled Book Balance

Or click No then
Next to continue
e | ver_

Save and Close
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Bank Interest Not Recorded

, ( Bank Interest Not Recorded

Include interest earned as of March 31 not included in the Unreconciled Book Balance.

Do you have any bank interest that has not been recorded?
®YesNo

Click yes to use and
Bank Interest Not Recorded ST EEn:

Or click No then
Next to continue
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Adjustments to Book Balance

Adjustments To Book Balance

Include other transactions not included in the Unreconciled Book Balance incurred as of March 31. Examples include returned check deposit not recorded.

Do you have book balance adjusiments?

@vesTNo
Click yes to use and enter
Adjustments To Book Balance the amount and reason
Reason

Or click No then
Next to continue
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Bank Account Balances

Enter the March 31 balance per the bank statement for all bank accounts, including investment accounts and cerificates of deposit associated with this report.

Instrument Name Instrument Number Institution Name Bank Balance Instrument Status

JP Morgan Chase 0.00 To Be Closed

_ Eank Of Utica | Open

Bank Account Balances 85323

3 ()
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Deposits in Transit

: { Deposits In Transit

Report deposits included in the book balance, but not reflected at the bank.
Do you currently have any deposits in transit?

®YesCNo Click yes to use and
enter amount

Deposits In Transit

Or click No then
Next to continue
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Outstanding Checks

’ t Outstanding Checks

Include the amount of checks izsued as of March 31, but not paid by the banlk.

Do you currently have any outstanding checks?
@YesONo

Click yes to use and
Outstanding Checks ERECRAMONAE

Or click No then
Next to continue
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. Adjustments to Bank Balance
Adjustments To Bank Balance

Include book to bank reconciling items, except outstanding checks and deposits in transit.

Do you have bank balance adjusiments?
@YesUNo

Click yes to use and enter
the amount and reason
Adjustments To Bank Balance

Reason

Or click No then
Next to continue

Save and Close m Mext
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Attachments

Step 1
Attach bank statement(s) and bank reconciliation as of March 31. Also attach a list of deposits in transit and outstanding checks (if applicable).

Mo file chosen

M Bank Reconciliation

Step 2 M Bank Statement(s)
Save the attachment. |Z[ Ot h er su 0 rt| n

pporting

documentation

Current Document List

Attachment Name Action
Bank Statement March 31.pdf Delete
Bank Reconciliation March 31.pdf Delete
Departments. =lsx Delete
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Comments

Comments

Enter additional information you would like to provide.

Comments

Add additional information

_ Click Next to
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Review your reconciliation activity. If all check marks are
green, you are good to go!!!

In Balance

In Balance

In Balance

In Balance

Composition of Account Balance and Account Reconciliation

The next three sections are for balancing of the book and bank balances as of March 31. The Total Book Balance, Total
Adjusted Book Balance, and Tolal Reconciled Bank Balance must agree to the calculated Ending Balance.

Calculation of Total Book Balance

& Ending Cash Balance 8572568

O Investments in STIP 0.00

0O Investments 0.00

« Total Book Balance 872568

Calculation of Total Adjusted Book Balance

& Unreconciled Book Balance 85,725.68

O Bank Interest Not Recorded 0.00

O Adjustments To Book Balance 0.00
85,725.68

« Total Adjusted Book Balance

Please refer to Section X1V.4.C of the Guide to Financial Operations (GFO) for procedures for compieling & bank reconciliation.
This link will take you to the GFO hitps:iAww.0sc state. ny.us/agencies/guide/MyWebHelp/ #XIV/4/C.htm

Calculation of Total Reconciled Bank Balance

& Bank Account Balances 85.725.68
O Deposits In Transit 0.00
O Outstanding Checks 0.00
0O Adjustments To Bank Balance 0.00
Total Invested in STIP 0.00
& Total Reconciled Bank Balance 85,725.68
Calculated Report Summary

Beginning Balance 85,725.68
Total Deposits 0.00
Total Disbursements 0.00
JEnding Balance 85,725.68
O Attachments

0O Comments




You are ready to finalize the report

Sole Custody Activities and Reconciliation

v v v v
Total Book Balance Total Adjusted Book Total Reconciled Bank Ending Balance
85 72568 Balance Balance ah 72568
85 72568 8h,725.68
To-Do List... Go to...

& The Preparer must verify all report information on the Report Home.
( The Preparer must complete the sole custody activities and reconciliation.

Report Home
& The Preparer must finalize their worlk; mark report ready for review.

0O The Reviewer must finalize their work; review and submit report to OSC. Sole custody activities and reconciliation

Click here to go to
o Finalize
report certification
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Report Review

Prepared By

Preparer User ID
riDocesD

Preparer Mame

Add any missing
information

| Kerry McCann

Preparer Phone
Number

|(555) 555-6555

Preparer Email

| kmccann@@osc. ny.gov

Preparation of this report is complete. This report is ready for review:

Finalize
the
report

Click here to indicate that the
report is ready for review
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Report Home

If after finalizing the report,
you realize that there is a mistake...

Report Status:

Ready For Review
JUMP TO...

Report Year Selection

Reporting Entity Selection

Report Selection

Report Home

SC Activities and Reconciliation

Contact Us

Resources

Administratively

Revenue Description QU IETEIEN g

Various county office revenues

Report Dashboard

Close this report after the reporting year

P Verified (click to edit #)

Temporary holding account for reveny

Disbursement Description
Transfer to Treasury 10050

Create financial instrument

Click Make corrections
return and finalize the

to start report again
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Closing a Report

(1) All target balances and bank balances must be zero

(2) Report status must be marked Ready for Review

SRRREHE R O RS e Statutory Reference el Vo

(A d Verified (click to edit #)

Administratively Temporary holding account for reven
JUMP TO...
Report Year Selection
Reporting Entity Selection Revenue Description B it e e 0 E= 0 ] Disbursement Description
Various county office revenues Transfer to Treasury 10050
Report Selection

Return to
Report Home

Report Home |

3C Activities and Reconciliation

Report Dashboard

Close this report after the reporiing year ﬁ Create financial in:

Contact Us

Click to close
the report

Resources
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Closing a Report (cont’d)

Close Report
Department Business Unit Reporting Year Report Master Key Report Master
Status
Depariment of Maotor Vehicles Department of Motor Vehicles 2021 610 Active
3700317
If you choose to Close this report Report
- This report will be closed after the reporting year. Master
- This report will not be rolled-forward to the next reporting year. Stat
_ All associated financial instruments will be closed. atus
will
change
¥es, this report should be closed after the reporting year This Report
Department Business Unit Reporting Year Report Master Key Report Master
Status
Department of Motor Vehicles Department of Motor Vehicles 2021 610 To be Closed After
2 3700317 Reporting Year
Confirm
closure

NYS COMPTROLLER

THOMAS P. Di NAPOLI



Closing an instrument on a multiple instrument report

To have the option to close one of the instruments on a multiple

Report Home Page instrument report, the bank balance must be zero. If the bank
account has a balance, the close option will not be there.

Financial Instruments

ID Number Name Institution Type Status
] JP Morgan Chase Checking Open Edit
] Bank Of Utica Checking Open Edit
] 234 Test Adirondack Trust Company Checking Open Edit
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Closing an instrument on a
multiple instrument report (cont’d)

IClose Instrument

ID Number Name Institution Type Status
234 Test 234 Test Adirondack Trust CHECKING ACTIVE
Company

Close Instrument

Click
Close

Instrument
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Closing an instrument on a
multiple instrument report (cont’d)

If the instrument was closed in

error, click Re-Activate to open
the instrument

Financial Instruments

ID Number Name Institution Type Stawys
777160536 JP Morgan Chase Checking Open Edit
2188 Bank Of Utica Checking Open Ed

234 Test 234 Test Adirondack Trust Company Checking Closed Edit
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Reviewing a Report

[Report Selection
Reporting Entity Not Started Started Ready For Review OSC Review Closed for Reporting Year : o
Reports with a status “Ready for
Department of Motor Vehicles 2 2 o 0 Review,” have been finalized and
ready for the Reviewer. Click on
the report to open it.
Report Selection
Report Number Report Name Status
" T Fiscal Mgmi-Search Acct Ready For Review
===g7ad Fiscal Mgmi-Title Escrow A/C OSC Review
Report Home
After reviewing the report in its
To-Do List... Goto... entirety, click the “Finalize”
&  The Preparer must verify all report information on the Report Home. N— R I button on the Report Home page
Sole custody activities and reconciliat
The Preparer must complete the sole custody activities and reconciliation. I
&  The Preparer must finalize their work; mark report ready for review.
0O  The Reviewer must finalize their work: review and submit report to OSC. Finalize
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Prepared By
Preparer User ID
catLady001

Preparer Name

Kerry McCann

Preparer Phone
Number

(555) 555-5555

Preparer Email

kmccann@oesc.ny.gov

Preparation of this report is complete. This report is ready for review.
Reviewed By

Reviewer User ID
SCPARKSJGTEST

Reviewer Name

|Jane Doe |

Reviewer Phone Number
|(555) 789-3456 |

Reviewer Email

|jdoe@osc.n',r. qov |

Review of this report is complete. This report is ready for submission to OSC.

Reviewing a Report (cont’d)

After satisfactory review of

the report, submit the report
to OSC

e
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For general questions
OSC BFR at (518) 474-3277 or finrep@o0sc.ny.gov

For immediate assistance

Jonathan Golden at (518) 474-6019 or jgolden@osc.ny.gov
Rosemary Liss at (518) 486-1257 or rliss@osc.ny.gov
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