Go to Acctg tab, Accounting Reports and click on Accounting Batch
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Enter the District Office and journal number (or dates) you want to run and click on the reports that you
want to print and then hit Generate. The system will automatically enter the accounting reports that

are required to be verified.
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Once you have printed the reports, you can then go to review the accounting reports to do your audit.
Go to the Acctg Applet, click on Accounting Cutoff, Acctg Report Verify.
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This will take you to the Accounting Report Verification screen. Enter a district office from drop down

box you wish to verify and click the “Find” button.
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It will pull up all the journals that you have available that are waiting to be verified. There are various
ways to search, you can enter the Finance Journal Number and get your specific journal. Once you are
ready to verify the reports, click on the Batch Id number and it will take you to the next screen.
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This is the screen you will be doing your audit on.
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If you click the name in the Report Description column it will launch the report, such as clicking on

“Adjustments of A/R PDF Report” link opens the report for the journal.
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At that time you can enter the status for each report. You have the following radio buttons:

1. “Verified” — meaning the document was verified and there are no errors on that report.

2.  “Verified with Comments” — meaning there were some errors and you made comments
regarding the error(s).

3. “No data to review” — meaning there is no data on the report to review.

Then hit save and you are finished with your audit.
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Once all reports have been marked with either the “Verified”, “Verified w/comments”, or “No data to
review” you cannot edit the data. (Below is a screenshot of what it looks like after you have completed
your audit). If you need to make changes once you have saved this data you will have to run the

Accounting Batch Report again.
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On the Acct Rpt Verify main screen you will find a column called “Total Verified With Comments”. This
will assist you in locating any reports for which the audit clerk documented issues found.
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