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          Controller’s Website 

 

The Controller’s website, http://controller.admin.ri.gov, affords a great deal of information not only about 
the State of Rhode Island’s RI-FANS accounting system but also about many other issues of interest to agency 
chief financial officers and other interested parties.  Among the information obtainable from the website are the 
State’s Comprehensive Annual Financial Reports going back several fiscal years, the State’s Fixed Asset Control 
and Tracking (FACTS) Manual, various State accounting forms, training materials of various kinds (including the 
latest version of the RI-FANS Training Manual), and various RI-FANS webinars which can be viewed at your desk. 

While the website is generally well-constructed and easy to navigate, please feel free to call any staff 
member of the Accounting and Reporting Section of the Office of Accounts and Control if you should run into 
any difficulty finding specific information you are seeking.     
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               Training 
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W2 Overview 01-26-2016 
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              Webinars 

 
Subject  Date  Format  
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Attaching a Short Text or Computer File to a JE 02-10-2016 
 

Autocopying a Journal Entry 02-10-2016 
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Sharepoint Tutorial 06-17-2015 
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Vacation Rules Tutorial 06-17-2015 
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Oracle Modules 

 

The RI-FANS accounting system is based on a series of modules provided by Oracle.  The 
Oracle modules currently utilized by the State are the following:   

• Purchasing 
• Accounts Payable 
• General Ledger 
• Fixed Assets 
• Accounts Receivable 

The system is fully integrated, which means that any transaction that is initiated in a particular 
module carries through into all the other modules that have a relation to that transaction. 
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All Employees, 

The Rhode Island Division of Information Technology “DoIT” Service Desk provides employees 
with a single point of contact for technology requests and incidents.  Our goal is to provide high 
quality service to all our customers within the Executive Branch agencies. 

This document is provided so you can understand what type of help is available to you and how to 
get it when you need it. 

If you have any questions or comments, please do not hesitate to contact me directly. 

Best regards, 
Chris Antonellis 
Acting Chief Digital Officer  
 

How can I contact the DOIT Service Desk? 

 Telephone: 401 - 462 - HELP (4357) 

 Email: ent.servicedesk@ri.gov 
Note: When sending an email, please include any information that would be helpful in 
explaining your issue (i.e. screen shots). You will receive a confirmation email that we 
received your request. 

 
What are the regular DOIT Service Desk operating hours? 

 Monday through Friday 8:30am-4:00pm (excluding RI State Holidays) 
 

What if I need help outside of regular hours? 

 We provide 24x7x365 help for emergencies requiring immediate attention. 

 Telephone: 401- 462 - HELP (4357) 
For emergency assistance contact DoIT via TELEPHONE ONLY at the same number as 
above: 401-462-4357.  Calls are answered after hours by our operations staff, who will find 
the correct DoIT resource by gathering basic information and contacting employees as 
needed.  

 
What types of issues does the DoIT Service Desk help with? 
• Desktop & Laptop Computers 
• Printing 
• Passwords 
• Connectivity (Wi-Fi, VPN) 
• Application & Software 

• Internet Browsing 
• Telephone Related 
• iPhone & Cellular Equipment 
• Video Problems 

• Cyber Security Issues, Concern  
or Questions 

• Equipment Damage 
• Equipment Loss/Theft 

If you are unsure if we can help or have questions, please contact us and we will do our best 
to connect you to right resource. 
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RI-FANS Access and Approval Hierarchy Procedures for the   
                           General Ledger 
                               (02/22/13)   

 
  RI-FANS employs complex agency initiation and approval hierarchies along with transaction 

workflow processes to control system transaction processing.  Agency approval hierarchies are a key 
control within RI-FANS to ensure that adequate segregation of duties is maintained between the 
initiation and approval of transactions.  The hierarchies outline the authorization limits at which 
specific agency personnel can initiate and approve transactions. 

 
When a State department or agency requires modifications to a user’s access to the State’s 

general ledger and/or a user’s position and/or monetary limit in the agency’s approval hierarchy, such 
changes are initiated through the completion of a form called the RI-FANS Add/Change/Delete User 
Form (ACDU Form).  This form must be signed by the Chief Financial Officer of the agency 
requesting the change. Once approved, it should be forwarded to the DoIT Service Desk at 
service@doit.ri.gov. 

 
Upon receipt of the ACDU Form, DoIT assigns a service ticket number and forwards an e-mail 

to the Accounting Section of the Office of Accounts and Control to notify them that there is an ACDU 
Form pending review in the DoIT client data base.   An Accounting Section staff member will look up 
the ticket and determine what the issue is on the ACDU Form. If the ACDU Form contains a request 
that an agency user be granted an authorized dollar limit in the general ledger, then the ACDU Form 
is handed to the Associate Controller/Finance for review.  If the Associate Controller approves of the 
change, he/she will initial the ACDU Form. Other changes that may be requested, such as new users, 
change in the workflow positions, end date users in agency, etc., do not require the Associate 
Controller’s approval.  The Accounting Section staff member will then note on the service ticket any 
modifications the Accounting Section has made to the request on the ACDU Form, and he/she will 
then transfer the service ticket and the ACDU Form back to the DoIT service desk for completion. 
He/she will also file a copy of the (modified) ACDU Form in the Accounting Section’s master ACDU 
Form binder.  Finally, upon completion of the request, DoIT will notify the person who first submitted 
the request on behalf of his/her agency that the ticket has been completed and closed.  

 
 The Accounting Section staff member will give a copy of the ACDU Form to the particular staff 

member of the Office of Accounts and Control Accounting Section who is assigned to approve journal 
entries initiated by the particular agency requesting the change.  This staff member will then update 
the Vizio approval hierarchy flowchart for the agency in question, being sure to add the date of the 
change somewhere on the flowchart, and keep a hard copy of the updated flowchart in a binder for 
that agency. 

 
Each quarter throughout the year each Accounting Section staff member who maintains agency 

hierarchy flowcharts will send a copy of the most current version for each of his/her agencies to the 
Chief Financial Officer of each agency in question.  The CFO will review the hierarchy, make any 
necessary corrections to it, sign and date it, and send it back to the Accounting Section staff member 
from whom he/she received it.  The Accounting Section staff member will review any corrections 
made by the CFO and go over them with the Associate Controller/Finance.  If necessary, the 
Accounting Section staff member will then update the hierarchy in Vizio and insert a copy of the most 
current updated flowchart in his/her binder for that agency.  

 
It will be the responsibility of the CFO to submit to the DoIT service desk any RI-FANS ACDU 

Forms that are necessary to ensure that the general ledger workflow actually input into RI-FANS will 
conform to the most current approval hierarchy maintained by the Accounting Section staff members.        
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Misc. Forms 
Subject Format 
A14A OUT-OF-STATE 56 rate 1-1-14 

 

A-14X IN-STATE 56 RATE 1-1-14 Commute Offset 

 

A-14X IN-STATE 56 RATE 1-1-14 Commute Offset for Excel 2003 

 

A-14V IN-STATE TRAVEL-VOLUNTEERS 56 RATE 1-1-14 

 

CFO 14-02 Decreased Mileage Rate 1-1-14 

 

A14A OUT-OF-STATE 565 rate 1-1-13 

 

A-14X IN-STATE 565 RATE 1-1-13 Commute Offset 

 

A-14V IN-STATE TRAVEL-VOLUNTEERS 565 RATE 1-1-13 

 

A-14X IN-STATE 565 RATE rev'd 1-1-13 larger fields 

 

A-14X IN-STATE 565 RATE rev'd 1-1-13 

 

CFO 13-04 Increased Mileage Rate 1-1-13 

 

Travel Request (A-47) 

 

State Fleet Commuter Request Form 

 

State Fleet Hybrid Waiver Request 

 

State Fleet Increase to the Fleet Request 

 

Request Legal Counsel Form (08-11-09) 

 

Cellular Telephone (State Owned) Reimbursement Report 

 

Critical Expense Request Form 

 

Purchasing Business Processes (May 16, 2008) 

 

ACH Enrollment Form 

 

Blank W-9 Form Revised 

 

W-9 IRS Form State of RI 

 

RI-FANS Authorized Agent Form 

 

RI-FANS Change Add Delete User Form 

 

Affidavit of Heir(s) (A53) 

 

Attestation Form (Cities Towns Regional School Districts) 

 

Automated Approval Certification Label 

 

Credit Card Enrollment Form 

 

Jury Duty Report 

 

Sales Tax Exemption Certificate 
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http://controller.admin.ri.gov/documents/Forms/Misc%20Forms/07_Affidavit%20of%20Heir(s)%20(A53).pdf
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http://controller.admin.ri.gov/documents/Forms/Misc%20Forms/05_Automated%20Approval%20Certification%20Label.doc
http://controller.admin.ri.gov/documents/Forms/Misc%20Forms/03_Credit%20Card%20Enrollment%20Form.pdf
http://controller.admin.ri.gov/documents/Forms/Misc%20Forms/02_Jury%20Duty%20Report.doc
http://controller.admin.ri.gov/documents/Forms/Misc%20Forms/01_Sales%20Tax%20Exemption%20Certificate.pdf
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Structure of Account Numbers in RI-FANS 

 

Every account number in RI-FANS consists of a combination of seven discrete account 
segments, with a decimal point separating each one.  Following is a listing of the name of each 
segment, its range of alpha-numeric possibilities, and additional information about its 
characteristics. 

 

1.  Fiscal Year 

This is a two-digit field.  If the complete RI-FANS account number is that of an asset, 
liability, or equity account, this field must be 00.  If the complete RI-FANS account 
number is that of a revenue or an expenditure, this field will be the last two digits of the 
State fiscal year in question.  For example, a revenue or expenditure transaction posted 
in FY16 will have 16 as the first segment of the account number. 

2.  Fund    

   This is a two- digit field.    The funds currently available for agency use in RI-FANS 
range from 10 for the General Fund through 83 for the RI Refunding Bond Authority 
Fund. 

3.  Agency   

          This is a three-digit field.  State agencies currently range from 011 for the General 
Assembly through 099 for the Judicial Department.         

4.  Line Item Sequence 

This is a seven-digit field that actually has two components that are not separated by a 
period. 

a.  Line Item   

These are the first four digits of the line item sequence segment.  In the case of RI-
FANS account numbers for which there is an enacted budget, each of these 
corresponds to a discrete line item in the Appropriations Act. 

b.  Sequence      

These are the last three digits of the line item sequence segment.  These are used to 
break up budget line items as defined above into discrete accounts with their own 
transaction and budgetary controls. 

5.   Source  

This is a two-digit field that describes the source of funding for the account.   If the 
complete RI-FANS account number is that of an asset, liability, or equity account, this 
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field must be 00.  The complete list of source codes currently available in RI-FANS is 
as follows: 

01 General Revenue 
02 Federal Revenue 
03 Restricted Revenue 
05    Operating Transfer 
07    Debt 
09    Other Funds 

 

6.  Natural Account 

This is a six-digit field that describes the nature of a transaction.  The first digit of this 
field describes the account category, as follows: 

1 Asset 
2 Liability 
3 Equity 
4 Revenue 
5 “Contra” Revenue (e.g., a tax refund) 
6 Expenditure 

               For example, 101020 is the natural account number for the asset called Cash in Bank, 
and 611000 is the natural account number for the expenditure called Regular Wages. 

               Increases to asset, contra revenue, and expenditure balances are recorded as debits, 
and increases to liabilities, equities, and revenues are recorded as credits.   Decreases 
to asset, contra revenue, and expenditure balances are recorded as credits, and 
decreases to liabilities, equities, and revenues are recorded as debits.      

 

7.   Project Code 

This is a five-character alpha-numeric field that is used to track various specialized 
transactions.  In the case of most RI-FANS account code combinations, this segment 
has the value 00000. The most common use of other values is to track capital projects.  
In these cases, alpha-numeric project codes are assigned by the Office of Accounts 
and Control in accordance with the Construction in Process procedures as outlined in 
the FACTS manual on the Controller’s web site.         

 

For information as to how to easily find the names of various segments of a RI-FANS account 
number, or, conversely, how to find a segment number if you know a key word in its name, refer to 
the section of this training manual titled How to Find the Names of Various Segments of a RI-FANS 
Account Number.    
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Cross Validation Rules 

      (02/12/14) 

 

The RI-FANS accounting system makes use of Oracle’s cross validation rule capability to 
ensure that all account code combinations set up in RI-FANS conform to certain standards. 

Whenever a new line item sequence (LIS) number is created in RI-FANS, the Assistant Director 
for Special Projects in the Office of Accounts and Control makes a determination as to what other 
account segments can properly be linked to this LIS segment in the RI-FANS system.   As examples, 
if the LIS is supposed to be associated with the State Department of Human Services, then the cross 
validation rules set up for the LIS should ensure that it can be linked only with agency account 
number 069.   If the LIS is supposed to account for federal funds, then the cross validation rules 
should ensure that it can be linked only with source code number 02.  If the LIS is to be used to 
account for construction in progress for a specific capital project, then the cross validation rules must 
ensure that it can be linked only with a specific set of natural account numbers and with a specific 
project code number. 

Cross validation rules may be set up as either inclusionary or exclusionary.  For example, a 
cross validation rule may specify that a whole range of account segment combinations is allowed, 
except for some specific ones.  Conversely, a cross validation rule may restrict the use of a LIS 
number to a very few specific combinations. 

Whenever a new LIS number is to be set up in RI-FANS, it is primarily the responsibility of the 
State Budget Office to inform the Office of Accounts and Control of any cross validation rules that 
should be associated with the account.  State agencies should also feel free to add their input if they 
feel that creation of a specific cross validation rule will help them to better manage their accounting 
for a specific program.  If at any time an agency finds that a transaction has been posted to an 
account code combination that should not have been allowed to be set up, it should prepare a 
journal entry to correct the transaction and should also inform the Assistant Director for Special 
Projects so that he/she can change the cross validation rules in Oracle.  Only staff members of the 
Accounting Section of the Office of Accounts and Control have access to the cross validation rule 
function in Oracle; agency users do not have this access. 
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List of Journal Entry Categories 

The Office of Accounts and Control periodically reviews the list of journal category choices that the Oracle 
system offers in the General Ledger module.  Use of an incorrect category code when preparing a journal 
entry could result in the entry being launched on an incorrect workflow path.  If so, the entry may bypass 
the scrutiny of an authorized reviewer, or, conversely, the posting process might be unnecessarily 
delayed by the entry being diverted to someone who is not in the approval hierarchy. 

Following, in bold type, is a list of those journal entry categories that are used most often by State 
agencies, along with guidelines as to when they should be used.   Note that the categories in italics 
should not be used by State agencies other than the Office of Accounts and Control.  

A&C Adjustment This category is used only by the Office of Accounts and Control. 

Accrual  This category is used only by the Office of Accounts and Control.  It is used to 
post end-of-year accrued revenues and expenditures as well as the reversals of 
these accruals in the subsequent fiscal year.    

Accrued Payroll This category is used only by the Office of Accounts and Control.  It is used to 
post end-of-year accrued State payroll expenditures as well as their reversals in 
the subsequent fiscal year.    

Adjustment This category is used to correct an accounting error.  Reference must be 
made to the ID# of the transaction being corrected.  

Allocation This category is used to distribute already posted expenditures, revenues, 
or liabilities, among one or more other expenditure, revenue, or liability 
accounts. 

Asset Reclassification This category is used only by the Office of Accounts and Control.  It is usually 
used to reclassify non-capital expenditures as capital, and vice versa. 

Audit Fees This category is used only by the Office of Accounts and Control for the monthly 
posting of audit fees based on the previous month’s federal revenues.   

Cancellation This category is used to cancel an entire a journal entry that has not yet 
posted.  Such entries must have all dollar amounts changed to zero, after 
which the entry must be saved without re-reserving the funds or approving 
the transaction.  

Cash ARB This category is used only by the Office of Accounts and Control.  It is used to 
assign an authorized red cash balance to an account upon the receipt of a 
signed authorization from the State Budget Office. 

Cash Receipts This category is used to record receipts of money, whether in the form of 
cash, checks, wires, or ACH transactions.  It is also used by the Bureau of 
Child Support to record transfers from its segregated General Fund bank 
account to the primary General Fund bank account to cover distributions to 
custodial parents. 
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Centralization Transfers This category is used only by the Central Business Office (CBO) to account for 
certain mirror transactions connected with Human Resources, Information 
Technology, or Facilities and Maintenance.   

Check Change This category is used only by the Office of Accounts and Control to initiate journal 
entries associated with the payroll check change process. 

Cost Recovery This category is used only by the Office of Accounts and Control for the monthly 
posting of indirect cost assessments against the previous month’s non-exempt 
restricted revenues.  

DLT Transfer This category is used only by the Department of Labor and Training to 
initiate transfers between the General Fund and the various State funds for 
which DLT is responsible (such as the TDI Fund, UI Trust Fund, etc.).  DLT 
also uses it to transfer monthly unemployment charges for State 
employees from the Assessed Fringe Benefit Fund into the UI Trust Fund. 

FWHA Exp. Reimb. This category is used only by the Department of Transportation (DOT).  

ISF Transaction This category is used only by a State internal service fund to bill one or 
more State agencies for goods or services provided.     

Interagency Billing This category is used when a non-internal service fund agency wishes to 
charge another State agency for goods or services provided.  In such 
situations, the expending agency usually initiates the transaction, except in 
specific cases where the billing agency has written authorization from the 
expending agency to draw on its accounts.  

Intercompany Transfer This category must never be used.  

Interfund Advance This category is used only by the Office of Accounts and Control to initiate 
advances (or repayments of advances) from one State fund to another.  All such 
entries must include postings to both a receivable natural account and a payable 
natural account.  

Interfund Transfer This category is used only by the Office of Accounts and Control to record an 
operating transfer into one State fund and an operating transfer  out of another.   
All such entries must include postings to the fund-specific revenue and 
expenditure accounts created just for this purpose.  

Lottery Transfer This category is used only by the Lottery Commission to initiate its 
monthly distributions of revenue to the General Fund.  

Payroll This category is used only by the Office of Accounts and Control to record 
specialized account distributions associated with the bi-weekly State employee 
payroll process and the monthly pension payroll process.  

Tax Transfer This category is used 1) to credit a liability and debit a contra-revenue 
account when the Division of Taxation processes a batch of tax refund 
payments, and 2) to debit the liability and credit cash to reflect the check 
clearing pattern of the refund batch.  
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Transfer This category is used only by the Office of Accounts and Control to a) transfer 
money from the State’s various funds to the State’s pooled cash disbursement 
account, b) transfer money from the State’s various bond proceeds funds into the 
Bond Capital Fund, and 3) to transfer money from the State’s HAVA Fund into 
the General Fund. 
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Initiating a Journal Entry  
           (02/20/14)       

 
• Use the Top Hat icon to select the responsibility GL Agency User. 

 
• Double click Journals on the Navigation screen. 

 

 
 

 
• Select the New Journal button. 
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• Enter the Journal name using the following convention: 
 
   J to indicate it is a journal entry. 
 
          XX to indicate the last two digits of the fiscal year. 
 
          XXX to indicate the Agency number of the journal entry initiator. 
 
          XXX to indicate the initials of the journal initiator. 
 

XXX to indicate the next sequential number in the personal list maintained 
by the journal initiator for the current fiscal year. 
 
An example of a full Journal name might be J14068SAB501. 
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• The Period field will automatically default to the accounting period we are 
currently in.  If it is more appropriate that the journal post in a different open 
period (say JUN-2014 when we are already in July, 2014), you may click on the 
Change Period button and make the desired change in the next screen.  If the 
journal entry is not yet saved, just use the dropdown menu for the period to 
select the desired period.  

 
• The Effective Date will automatically default to the current date.  If you wish to 

change the date to a different one within the same period, you can simply 
override the default date with the new one.  If you want an effective date that falls 
within a different period, however, you must first change the period as described 
above and then change the effective date.  The effective date must fall within the 
period selected. 

 
• Currency defaults to USD (U.S. Dollars). 

 
• Select the appropriate Category for the journal according to the table of journal 

categories appearing elsewhere in this training manual. 
 

• In the Description field, you are required to give a brief but meaningful description 
of the reason you are preparing this journal.  If applicable, this is the place to 
enter the document number or journal number of a previously posted transaction 
that you wish to adjust.  You may also use the Paper Clip icon to attach a “short 
text” or even a Word, Excel, or PDF file to provide backup for this journal.   
 

• At this point, your journal entry should look like this: 
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• Click on the Other Information tab to bring up the next screen. 
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• Enter your name and office phone number in the Reference field, then click on 
the Lines tab to bring you back to the first screen.   
 

• Enter 10 as the first Line number.  This will ensure that all subsequent Line 
numbers will be assigned in increments of 10. 

 
• Enter the first Account Number either directly or by using the List of Values (LOV) 

button. 
 

• Enter the dollar amount in either the Debit or the Credit field, as appropriate.  
Then hit the Down arrow to bring you to the next Line. 

 
• You may either leave the Line Description as is, i.e., the same as the header 

description, or you may override it with a description unique to the particular line. 
 

• If necessary, you may tab over to the next field to enter a Cost Center number.   
 

• You can copy any field within the Lines section to the next line by putting the 
cursor in the field you wish to copy to and pressing the Shift and F5 keys 
simultaneously.    
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• At any point in the process of entering a journal, you may save your work by 

selecting the Save icon.  When the journal entry is complete, you must save it 
before proceeding further. 

 
• Select the Check Funds button to see whether the journal entry will pass the 

system’s sufficient funds tests (optional).  The system checks to see if the 
available appropriated funds are available.  This step is optional because the 
funds cannot be reserved (next step) if they are insufficient.  If it says that the 
entry passes, select the OK button.        

 
• Select the Reserve Funds button and select OK.   

 
• Select the Approve button to send the journal entry to the next person in the 

approval hierarchy for review.  (Note:  at this point, the system checks for 
available cash on source codes 2, 3 or 5.  If the journal entry is rejected here, 
you can go to the worklist to see the notification which will tell you which line 
caused the rejection.) 
 

• If the journal entry is rejected at any point along the approval hierarchy, it will 
eventually return to the initiator for either modification or cancelation.  Instructions 
on how to modify or cancel a rejected journal entry appear elsewhere in this 
training manual.  
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Initiating a Cash Receipts Journal Entry 
(02/21/14) 

 
 The procedures for initiating a cash receipts journal are very similar to those 
used in initiating a general journal.  There are just a few differences, which are 
highlighted below. 
 

• Use the Top Hat icon to select the responsibility GL Agency User. 
 

• Double click Journals on the Navigation screen. 
 

 
 

• Select the New Journal button. 
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• Enter the Journal name using the following convention: 
 
   R to indicate it is a cash receipts journal entry. 
 
  XX to indicate the last two digits of the fiscal year. 
 
  XXX to indicate the Agency number of the journal entry initiator. 
 
  XXX to indicate the initials of the journal initiator. 
 
  MM to indicate the month the money was deposited in the bank. 
 
  DD to indicate the day the money was deposited in the bank. 
 

Sequential alpha character, i.e., A, B, C, etc.  Appending an alpha 
character is only necessary if there are multiple deposits by the same 
user on the same day. 

 
                       An example of a full Cash Receipts Journal name might be 

R14068SAB0221B.        
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• The Period selected should be the month in which the deposit was made.  The 

journal entry should be dated so that agency final approval is complete by the 
close of business on the last day of the month.  Accounts and Control final 
approval is on the first business day of the following month.  A & C closes the 
books on the second business day.    

 
• The Effective Date should be the date on which the deposit was made.   

 
• Currency defaults to USD (U.S. Dollars). 

 
• Select Cash Receipts for the Category. 

 
• In the Description field, you are required to give a brief but meaningful 

description of the cash receipt.  You may also use the Paper Clip icon to attach 
a “short text” or even a Word, Excel, or PDF file to provide backup for this 
journal. 
 

• At this point, your cash receipts journal should look like this: 
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• Tab over to the box surrounded by brackets that is situated to the right of the 
Control Total field.  This will open up a new screen where you can use the List of 
Values (LOV) button to enter your Department Location Code.  This code should 
correspond to the four-digit code printed on your bank deposit slips.  Then click 
on OK. 
 

 
 

 
• Click on the Other Information tab to bring up the next screen. 
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• Enter your name and office phone number in the Reference field. 
 

• The Reference Date should be entered with the date on which the deposit was 
made.  Unlike the case with the Effective Date field, this date can still be entered 
even if the period within which it falls has been closed.   
 

• The rest of this procedure is identical to that outlined for general journal entries.   
 

• Note that a separate cash receipts journal must be prepared for each separate 
deposit.  Separate deposits must not be combined on one cash receipts journal.  
The reason for this is that it makes the job of the reconciling staff at Treasury 
that much easier when they can directly match the cash debit amounts on your 
journals with individual deposit amounts on the bank statements. 
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How to Attach Backup Documentation to a Journal Entry in RI-FANS 

It may happen that the journal initiator will need more space than what is available in the 
Description field of a journal entry in order to provide sufficient documentation for the transaction.  
Insufficient documentation could cause an approver to reject the journal contingent upon the initiator 
supplying more information.  The way to attach such documentation is to utilize the Paper Clip icon in 
the toolbar, as follows. 

 

• Enter all the header and line information you would normally enter in a journal entry, 
then click on the Save icon in the toolbar.   

 
 

 
 
 
• Move the cursor into the Description field and click on the Paper Clip icon in the 

toolbar. 
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• Enter the letter “J” in the Category field, hit the Tab key, and the word Journal will 

populate the Category field.  Then either tab over to the right or click on the light blue 
Source tab to bring up the yellow Data Type field.  Click in that field to access its List 
of Values (LOV) button. 
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• The list of values that appears consists of File, Long Text, Short Text, and Web 
Page.  If you wish to compose a short text, click on that choice, then click on OK, and 
the text field of the screen will turn yellow, after which you can enter in words 
whatever information you have to support your journal entry.   Then save your work 
(the system will prompt you if you forget to save).   
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• To attach an Excel file, a Word document, or a PDF file, go back to the top of the 

screen, select File in the Data Type screen, and click on OK. 
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• The following screen pops up next. 
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• Click on the internet icon at the bottom of the screen (the big blue e), and click on the 

GFM Upload page. 
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• Click on the Browse button and you will be able to select the stored file that you wish 

to attach.  
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• Click on Open.  The previous screen will reappear, this time with the name of the file 
in the field next to the Browse button.  Click on the Submit button.   
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• A confirmation message will appear telling you whether or not the file upload was 

successful.  If it was, then follow the instructions to close the web browser, return to 
the Attachments form, and click the Yes button to indicate that the file upload is 
complete.   
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• The name of the uploaded file will then appear in the File or URL field. 
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• To see the document that was uploaded, click on the Open Document button.   A 
message will appear at the bottom of the screen asking if you want to open or save 
the file. 
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• If you click on the Open button, the file will appear. 
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• X out of this screen and all subsequent screens until you get back to the original 
journal entry screen.  Now, close this screen as well and retrieve it by using the find 
button.  
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• Click on the Review Journal button on the next screen and the original journal will 
come back up. 
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• You will now see a yellow post-it note inside the Paper Clip icon.  This indicates that 

there is an attachment to the journal which can be accessed by clicking on the icon.  
At this point you can finish the journal initiation process by clicking on the Reserve 
Funds and Approve buttons as usual. 
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• Note that a journal initiator can add backup using the Paper Clip icon at any time up 
until the journal is final approved by either the Office of Accounts and Control or 
Treasury. 
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Autocopying a Journal Entry 

 

The current version of Oracle allows you to create a new journal entry in RI-FANS by bringing 
up a previously posted journal entry and altering it through a process known as Autocopy.  The 
steps involved in doing this are as follows. 

First, go to the Oracle navigation screen and click on Journals.   

   

 

Then enter the journal number of the journal you wish to autocopy in the Journal field and click 
on the Find button. 

 

47
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Next, click on the Autocopy button. 
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In the Batch field, enter the number which you plan to assign to the new journal entry, and then 
click on OK. 
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Click on OK in the concurrent request note. 
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“X” out of this screen to return to the Oracle navigation screen.  Then select Journals once 
again.  Next, enter the journal entry number you have assigned to the new journal in the Batch field 
and click on the Find button.  
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Click on the Review Journal button. 
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At this point, you may change any field in the journal entry to whatever values are needed in the 
new journal.  At a minimum, you should be sure to change the journal entry number to match the 
new batch number you have created.  Then, once the new journal has every field the way you want 
it, simply Reserve Funds and Approve the way you would any other new journal entry you create.   
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APPLICATIONS DESKTOP INTEGRATOR (ADI) STEPS 

• TO BEGIN, CHOOSE WEB ADI FROM YOUR FUNCTIONS WORKLIST.  (ADI SAMPLE 1) 
 

• SHORTCUT:  NONE.  (ADI SAMPLE 2) 
• NOTE:  THE OPPORTUNITY TO CREATE A SHORTCUT WILL BE EXPLAINED AT THE END. 

 
• INTEGRATOR:  CHOOSE “GENERAL LEDGER – JOURNALS” FROM THE DROP DOWN LIST. (ADI SAMPLE 3) 

 
• VIEWER:  CHOOSE YOUR VERSION OF EXCEL FROM THE DROP DOWN. (ADI SAMPLE 4) 

 
• LAYOUT:  CHOOSE “RI FUNCTIONAL JOURNAL WITHOUT COST CENTERS”.  (ADI SAMPLE 5) 
• NOTE:  COST CENTERS ARE NOT ALLOWED AT THIS TIME. 

 
• CONTENT:  CHOOSE NONE.  (ADI SAMPLE 6) 
 
• DOCUMENT CREATION REVIEW --- REVIEW THE PARAMETERS YOU CHOSE, THEN CREATE DOCUMENT. 

(ADI SAMPLE 7)  
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ADI SAMPLE 1                      * SELECT WEB ADI FROM YOUR FUNCTIONS WORKLIST  
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ADI SAMPLE 2 
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ADI SAMPLE 3                      *  SELECT GENERAL LEDGER - JOURNALS 
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ADI SAMPLE 4                                * SELECT YOUR VERSION OF EXCEL 
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ADI SAMPLE 5              * SELECT RI FUNCTIONAL JOURNAL WITHOUT COST CENTERS 
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ADI SAMPLE 6 
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ADI SAMPLE 7                          * REVIEW YOUR CHOICES 
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ADI STEPS   
CONTINUED 

• NOTE:  IF AFTER SELECTING “CREATE DOCUMENT” YOUR COMPUTER DOES NOT DISPLAY THE “FILE 
DOWNLOAD BOX” THEN YOU MUST RETURN TO THE FIRST STEP.  WHEN YOU GET TO THE “CREATE 
DOCUMENT” STEP, HOLD DOWN THE CTRL KEY ON YOUR COMPUTER KEYBOARD THEN SELECT “OPEN”.  
(THE SECURITY SETTING ON YOUR COMPUTER CREATES THIS PROBLEM). 
 

• SELECT OPEN ON THE FILE DOWNLOAD BOX.  (ADI SAMPLE 8) 
 

• SELECT “ENABLE MACROS” FROM THE SECURITY WARNING BOX (ADI SAMPLE 9). DEPENDING ON YOUR 
VERSION OF EXCEL YOUR MESSAGE MAY DIFFER.  ANOTHER COMMON WARNING WILL BE “ENABLE 
EDITING” AND THEN “ENABLE CONTENT”.  

 
• WHEN THE “PROCESSING: CREATE DOCUMENT” IS DISPLAYED YOU NEED TO DO NOTHING EXCEPT BE 

PATIENT. YOUR DOCUMENT WILL SOON BE DISPLAYED ALONG WITH A COMFIRMATION BOX.  CLOSE THE 
CONFIRMATION BOX .  (ADI SAMPLE 10 & 11) 
 

• ONCE YOUR ADI DOCUMENT IS AVAILABLE YOU CAN BEGIN TO POPULATE THE FIELDS WITH THE 
INFORMATION REQUIRED.  (ADI SAMPLES 12 THROUGH 16) 
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ADI STEPS   
CONTINUED 

NOTE:  MAKE SURE THE WORKSHEET IS UNPROTECTED  AND YOU CAN ADD AS MANY ROWS AS 
NEEDED. 

 
 

• YOU ARE NOW READY TO COPY IN JOURNAL DETAIL FROM YOUR PREVIOUSLY PREPARED EXCEL 
SPREADSHEET. 
 

• AFTER REVIEW, YOU CAN  UPLOAD THE FILE INTO RI/FANS 
• CLICK ON ADD-INS. 
• CHOSE UPLOAD  FROM THE ORACLE DROPDOWN LIST. 
• UPLOAD PARAMETERS WILL APPEAR. 
• CHOSE ALL ROWS AND IMPORT WITH VALIDATION. (ADI SAMPLE 17) 
• CLICK ON UPLOAD. 
• IF SUCCESSFUL, YOU WILL GET A CONFIRMATION. (ADI SAMPLE 18) 
• CLOSE AND SAVE YOUR ADI. 
• FIND YOUR ENTRY IN RI/FANS AND FOLLOW THE USUAL PROCEDURE FOR JOURNAL ENTRY 

APPROVAL. 
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ADI SAMPLE 8 
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ADI SAMPLE 9 
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ADI SAMPLE 10 
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ADI SAMPLE 11 
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ADI SAMPLE 12 
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ADI SAMPLE 13 
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ADI SAMPLE 14 
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ADI SAMPLE 15                      * ONLY THE OPEN PERIOD WILL BE DISPLAYED 

73



ADI SAMPLE 16                           * TOP HALF IS COMPLETE  

74



ADI SAMPLE 17 
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ADI SAMPLE 18 
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ADI STEPS 
CONTINUED 

     SAVING THE ADI 
 

• TO SAVE AND NAME YOUR PERSONALIZED WEB ADI WHEN YOU GET TO “DOCUMENT 
CREATION REVIEW” YOU WOULD CHOOSE THE SAVE BUTTON RATHER THAN THE 
CREATE BUTTON.  THIS WILL ALLOW YOU TO SAVE THE INFORMATION PREVIOUSLY 
ENTERED.  (ADI SAMPLES 19 THROUGH 21) 
 

• THE NEXT TIME YOU CLICK ON WEB ADI FROM THE MAIN MENU USE THE “SHORTCUT” 
DROP DOWN MENU TO SELECT THE NAME OF YOUR SAVED ADI. (ADI SAMPLE 20) 
 

• THIS WILL BRING YOU DIRECTLY TO “FILE DOWNLOAD”.   (ADI SAMPLE 8) 
 

• THE SHORTCUT ELIMINATES ADI STEPS SHOWN IN ADI SAMPLES 1 THROUGH 7. 
 

• THE COMPLETED SHORTCUT IS DISPLAYED IN ADI SAMPLE 21. 
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ADI SAMPLE 19                         * HOW TO SAVE LAYOUT 
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ADI SAMPLE 20 
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ADI SAMPLE 21 
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Modifying and Canceling Journal Entries 
 

 A journal entry can be canceled and/or modified by the initiator either before it 
has been sent on for approval, or after it has been sent on for approval and has been 
rejected by one of the approvers in the hierarchy.  Both situations are described in the 
following procedures.   
 
Prior to Rejection by an Approver 
 

To cancel a journal entry prior to selecting the Save icon, simply X out of the 
Journals screen and then X out of the Enter Journals screen that pops up.  You will then 
see a screen that asks you if you want to save the changes you have made. Click on the 
No button and the journal entry will be canceled. 
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To cancel a journal entry after saving it but before selecting the Reserve Funds 

button, place the cursor in the Journal name field and select the icon with the red X. 
Select Yes in the decision box that pops up asking you if you are sure you want to delete 
the journal entry.  Then, when you X out of the journal entry screen, you will be asked a 
further question as to whether you want to save the changes you have made.  Click on 
Yes.  If you click on No instead, then the journal will remain as an unposted journal in the 
system. 

 
 
 
 
 
To cancel a journal entry after saving it and after reserving funds but before 

approving it, place the cursor in the Journal name field.  At this point, the icon with the 
red X will not be available to use.  You must first click on the Unreserve Funds button.    
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The next screen will (hopefully!) tell you that your transactions passed funds 

unreservation.  Click on OK. 
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At this point, you will be returned to the journal entry screen and the icon with the 

red X will be available to use. Follow the steps outlined earlier, answering Yes to the 
questions as to whether you want to delete the journal entry and whether you want to 
save the changes you have made.       

 
 

After Rejection by an Approver 
 
The cancellation procedure is more complicated once the initiator has already 

selected the Approve button, as the journal entry will then make its way immediately to 
the next person in the approval hierarchy.  If this person then approves the entry, it will 
either be passed on to an even higher level approver or it will post to the General 
Ledger.  If, however, the first approver rejects the entry, it will pass back to the initiator.  
The initiator then has two choices.  He/she can either modify the journal entry so as to 
overcome the approver’s objections and resubmit it, or, if the approver’s objections 
cannot be overcome, he/she can cancel it. 

 
To modify a rejected journal entry, the initiator must select the Unreserve Funds 

button. He/she may then modify the journal entry and once again Save (icon), Reserve 
Funds (button) and Approve (button). 
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To cancel a rejected journal entry, the initiator similarly must select the 

Unreserve Funds button.  Next, however, he/she must change the journal entry 
Category to Cancellation.  He/she must then change every dollar amount in the journal 
entry to 0.00 and must then select the Save icon.  This is the end of the cancellation 
process.  You must not reserve or approve a Cancellation entry after saving it.    

 
Once a journal entry has been posted to the General Ledger, it is too late to 

cancel it.  The only way an agency user can reverse an entry that posted erroneously is 
to create an Adjustment entry where the debits and credits of the original entry are 
reversed.   
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How to Receive an Automatic E-mail Regarding Your Worklist 

 

To receive an automatic e-mail notifying you that a new item has been added to your 
worklist, call up the Oracle Worklist screen under GL Agency User. 

 

 

 

 

Select Preferences in the upper right hand corner of the screen. 
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Go to the Email Style dropdown menu in the Notifications section, select the style of e-mail 
you would like to receive, and click on the Apply button.   If you would rather not receive e-mail 
notifications of new worklist items, select “Do not send me mail” and click on Apply.  
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How to Approve or Reject a Journal Entry 
(02/24/14) 

 
• To access your worklist in RI-FANS, go to the GL User navigation screen and 

click on Worklist. 
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• Click on an underlined item from the worklist.  If this is a journal entry that 
requires your approval, you will be brought to a Notification Details screen that 
will tell you who initiated the journal entry and who else has taken any action on 
it thus far. 
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• To see the journal entry so that you may review it, click on the underlined 
words Enter Journals.  On the next screen that opens up, select the Journals 
button.  This will open up the actual journal entry for your review. 
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• After reviewing the journal entry, close out the screen and also the one 
following it.  This will bring you back to the original Notification Details screen, 
which has a series of four buttons in the upper right corner.  If you have  
decided that the journal entry is acceptable for posting, click on the Approve 
button.  This will take you back to your worklist so that you may select the next 
item to review.  If, however, you decided that the journal entry you just 
reviewed needs to be rejected, you should first type in the reasons for the 
rejection in the Comment box.  Then select the Reject button.  This will send 
the journal entry back to the initiator so that he/she can either correct it or 
cancel it.  You will then be brought back to your worklist so that you can select 
the next item for review. 

 
• There are two other buttons on the Notification Details screen. The Reassign 

button is used to send the journal entry to someone else so he/she can review 
it and make the approval/rejection decision.  The Request Information button is 
used to return the journal entry to the initiator so that he/she can provide you 
with more information on which to base your approval/rejection decision. 
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• If an item on your worklist states that someone has either approved or rejected 
a journal entry that you initiated, clicking on the item will bring you to a new 
screen.  If the new screen states that your journal entry has been approved, 
just click on the OK button.  Otherwise, this message will remain indefinitely on 
your active worklist.  If, however, your journal entry has been rejected, this 
screen should tell you the reason why.  You should then click on OK and call 
up your original journal for either correction or cancellation.   
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           Use of JUN, ADJ, and GASB Periods 
 
The JUN accounting period is used for all RI-FANS journal entries prepared from June1 until 

the final date that State agencies are allowed to initiate journal entries for the old fiscal year.  This 
agency deadline date, which generally falls in the latter part of July, may be found on the State 
Controller’s fiscal closing timetable for the fiscal year in question.  

 
The ADJ period begins once the JUN period is closed.  During this period, the staff of the 

Office of Accounts and Control prepares whatever additional RI-FANS journal entries are required to 
close out the old fiscal year.  Once the ADJ period is closed, the financial statements for the year are 
generated and presented to the Auditor General’s staff for audit. 

 
The GASB period is used to process any additional adjustments proposed by the Auditor 

General’s staff that are agreed to by the State Controller.  This period remains open until the audit is 
complete and the final version of the State’s Consolidated Annual Financial Report (CAFR) is approved 
for publication.   

 
RI-FANS users should keep in mind that the GASB period, not JUN or ADJ, is the final 

accounting period of any given fiscal year.  Using GASB as the ending period of a date range rather 
than JUN or ADJ is the only way to ensure that all transactions for the fiscal year will be reflected in a 
standard or financial report. 
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   Setting up a Vacation Rule 
 

• Use the Top Hat icon to select the responsibility GL Agency User. 
 

• Double click Worklist on the navigation screen. 
 

 
 
 
 

• Click on the underlined words Vacation Rules.  This will bring you to a screen 
that lists all the vacation rules that you have created in the past. 
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• If you wish to add a new vacation rule to this list, click on the Create Rule button. 
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• This will open up the Item Type screen.  Click on the Next button. 
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• Enter the starting date and time for your vacation period in the format shown on 
the screen.  Then enter the ending date and time.  Then add a message saying 
when you will be out of the office. 
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• Select the Delegate Your Response button.  
 

• Click on the magnifying glass.  This will bring you to a screen where you can 
designate a co-worker to receive your worklist items during your absence.  The 
co-worker you select should be higher than you in your agency’s approval 
hierarchy. 

 
• Enter the co-worker’s last name in the field next to Name and click on Go. 
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• Select the co-worker you wish to designate from the list that pops up and then 
click on the square Select button in the upper right hand corner of the screen.  
This will bring you back to the Reassign screen, which will now show the co-
worker’s name next to the magnifying glass.  Click on the Apply button.  This will 
bring you back to the Vacation Rules screen, where you will now see that your 
new vacation rule has been added to the list. 
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• The effective starting and ending dates of an existing vacation rule can be 
changed by clicking on the rule’s pencil icon in the Update column.  This allows 
the same basic rule to be reused each time you go on vacation.  The vacation 
rule will be in active or inactive status in accordance with whatever vacation time 
parameters you select.   
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GENERAL LEDGER 
INQUIRIES 
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How to Find the Names of Various Segments of a RI-FANS Account Number                                                     
(02/26/14) 

 

       Call up the Journals screen and click on the New Journal button. 
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Click in the Account field in the bottom half of the screen and then click on the List of Values (LOV) 
button.   This will cause the RI Accounting Flexfield screen to appear. 
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If you want to see the full dropdown menu of valid values for a particular segment of an account 
number, click the field for that segment and then its LOV button.  For example, if you wish to see a 
complete list of values for Funds, click in the Fund field and then its LOV button. 
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As another example, here is what clicking on the LOV button for the Agency field will produce. 
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The dropdown list of some fields, like the Line Seq field, is extensive.  You can scroll down it until 
you find the number that you are looking for, or, alternatively, it may be easier to simply type in the 
number.  Its definition will appear immediately to the right of the field. 
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To return to the previous screen, click on the Cancel button. 

It is also possible to find the numerical value of an account segment if you know a portion of its 
name.   As an example, say that you want to find a natural account related to travel expense.   To do 
this, you would start by calling up the RI Accounting Flexfield screen, clicking in the Natural field, and 
clicking on the LOV button. 
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In the Find field at the top of the dropdown list, type in travel after the % and add a % at the end of 
the word. 
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Click on the Find button and you will see a list of all the natural accounts in RI-FANS that contain 
the word travel. 
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After you finish your account segment research, be sure to X out of each screen that appears until 
you come back to the Oracle navigation screen. 

  

  

 

 

113



Journal Inquiry 
 

In order to look at a journal entry that has been created, whether or not it has 
already been posted to the General Ledger, follow these procedures: 

 
• Use the top hat icon to select the responsibility GL Agency User. 

 
• Double click Inquiry on the Navigation screen. 

 
• Double click the subcategory Journal. 

 
• On the next screen that pops up, enter as much of the journal entry name 

as you know in the Journal field.  Use % as a wild card for the elements of 
the journal name that you do not know. 

 

 
 

• If there is any other information you know about the journal, for example, 
its Source, Category, Period, Posting Status, etc., you may enter this as 
well if you wish to narrow your search to journal entries with these 
characteristics. 
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• Select the Find button. 

 
• A screen with all the journal entries that meet your criteria will open up.  

You may open up any one of these to look at in detail by selecting the box 
to the left of its line and then selecting the Review Journal button. 
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• If you wish to see only a portion of the journal entry, for example, only 
those lines where the account number used falls within a certain range, 
put the cursor in any line of the journal entry, select the flashlight icon and 
enter your criteria in the screen that opens up.  Then select the Find 
button.  Only the portion of the journal entry that you are interested in will 
then be displayed. 
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Converting Inquiry Output to Excel Format Using Export Command 

Whenever the results of a RI-FANS inquiry are displayed in a grid format like the following, the results 
may be easily converted into Excel format by clicking on File and then clicking on Export on the dropdown 
commands that appear. 
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Account Inquiry 
 
 In order to see what has been posted to a particular account each month over a 
particular range of time, follow these procedures: 
 

• Use the Top Hat icon to select the responsibility GL Agency User. 
 

• Double click Inquiry on the Navigation screen. 
 

• Double click the subcategory Account. 
 

• On the next screen that pops up, enter the first and last accounting 
periods you wish to look at.  Both of these periods must fall within the 
same State fiscal year. 

 
• Click in the Accounts field.  A screen will open up in which you may enter 

the criteria that will determine which account information is displayed.  
Select OK. 
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• All of the accounts that meet the criteria you selected in the last step will 

appear at the bottom of the first screen in the Accounts section.  To see 
the activity for a particular account summarized by period, click on the 
box to the left of the account and then select the Show Balances button. 

 

 
 

• The next screen that opens up shows the total of all transactions that 
posted to the selected account both by period to date and by year to date.  
On this screen, positive amounts always mean debits and negative 
amounts always mean credits.  To see a list of the individual journal 
entries that resulted in the total amount posted for a particular period, 
highlight the period and select the Journal Details button. 
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• The next screen that opens up shows the individual debit or credit entries that 

together combine into the total amount you selected from the previous screen.  At 
this point, you may choose from the buttons at the bottom of the screen to retrieve 
even more information about a particular entry.    
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• Selecting the Show Full Journal button will cause the full journal containing that 
entry to be displayed on the next screen that opens up.  The entry lines that 
appear on the screen can be narrowed down, if desired, by using the flashlight 
icon and putting in a set of search criteria as described in the journal inquiry 
procedures.   

 
 
 

124



 
 
 

• Following is an example of an account inquiry which leads to an account 
payable transaction (as opposed to a journal entry).   In cases like this, 
the Drilldown button will become available to use. 
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Here is the screen that appears next when you click on the Drilldown button. 
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Here is the screen that appears next when you click on the View Transaction button. 
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Here is the screen that appears next when you click on the All Distributions button. 
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Finally, if you wish to see the actual invoice, go back to the previous screen and click on 
the paper clip icon with the post-it note. 
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Click on the Open Document button and, on the next screen, click Open. 
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Using Additional Queries in RIFANS 

 

In RIFANS you have the ability to perform on screen queries in two ways. The type of query you use depends 
on the detail of the data that you want the system to return.   

Before explaining these two types of queries it is important to understand two types of controls that RIFANS 
utilizes and how the system evaluates accounts relative to these controls. 

The first control is “Budgetary Control”. As the name implies, Budgetary Control prevents expenditures that are 
in excess of the appropriation from going forward.  For this control, the following levels are utilized: 

For Funds Source 01 (General Revenue), Source 07 (Debt) and Source 09 (Other Funds), funds are controlled 
at the line item level.  That means that all 7-digit sequences that are built on a particular line item (defined as 
the first four digits of a 7-digit line item sequence segment) are grouped together for budgetary control 
purposes. 

 For Funds Source 02 (Federal), 03 (Restricted) and 05 (Operating Transfer), the budgets are controlled at the 
7-digit line item sequence level. 

The second control is “Lesser of Cash or Program”. This control limits the amount of expense that the system 
will allow against the cash balance for that account.  This control is limited to Funds Sources 02, 03 and 05 and 
happens at the 7-digit line item sequence level. 

These controls utilize summary accounts that are used as follows: 
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For Funds Availability for Source 01, 07 or 09 the following would be used: 

Step 1 – Access the Inquiry Screen: Inquiry>Fund 

 

 

When the screen opens, change the period to the current period.  Click in the account box and enter F4 for the 
fiscal year for FY14 (it is F plus the last digit of the fiscal year) and enter the 4-digit line item plus 000 (in this 
example 3416000) and click OK. This query returns a budget of $2,725,661, encumbrances of $ 18,002.84, 
and actual expenses of $1,631,790.80 (this amount includes journals that have been reserved but not yet 
approved or posted) and an available balance of $1,075,867.36. At the bottom of the screen there is an 
encumbrance breakdown that shows Commitments (Requisitions) of $0.00, Obligations (Purchase Orders) of $ 
17,497.69 and Other (in most cases this is for invoices) of $ 505.15 for a total of $ 18,002.84. 
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For Funds Availability for Source 02, 03 or 05 the following would be used: 

Step 1 – Access the Inquiry Screen: Inquiry>Fund 

 

When the screen opens, change the period to the current period. Click in the account box and enter F4 for the 
fiscal year for FY14 (it is F plus the last digit of the fiscal year) and enter the 7-digit line item sequence (in this 
example 3422102) and click OK. 

This query returns a budget of $ 408,755.00, encumbrances of $40,230.35, and actual expenses of $ 
145,057.90 (this amount includes journals that have been reserved but not yet approved or posted) and an 
available balance of $ 223,466.75.  At the bottom of the screen there is an encumbrance breakdown that 
shows Commitments (Requisitions) of  $ 24,000.00, Obligations (Purchase Orders) of $ 16,230.35, and Other 
(in most cases this is for invoices) of $0.00 for a total of $ 40,230.35. 

 

 

137



 

 

Another query that is available in RIFANS is an account inquiry.  This type of query is much more versatile 
than the funds inquiry and even allows the user to drill down to the transaction level of the account charges. 

 

 

For Cash Availability for Source 02, 03 or 05 the following would be used: 

Step 1 – Access the Inquiry Screen: Inquiry>Account 

 

When the screen opens it will have the From and To Accounting Periods populated with the current period.  
Change these to the desired values and click in the account box for the account parameter to open. Enter F4 
for the fiscal year for FY14 (it is F plus the last digit of the fiscal year) and enter the 7-digit line item sequence ( 
in this example 3422102) and either enter RA in the source box (for restricted accounts) or enter FA in the 
source box for federal or operating transfer accounts) and click OK. Then click on Show Balances. 
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The amount presented in the current period for YTD represents the current amount of cash available in this 
account that is used for the Lesser of Cash or Program Control. Since this is on a debit/credit basis, the 
negative amount shown here for revenue is a positive cash balance.  This cash balance is a combination of the 
balance forward, posted receipts, booked expenses (accrual basis) and Cash ARB’s. This balance should not 
be used to draw federal funds and, in most cases, will differ from the amounts displayed in the RI Cash 
Resources Report – Federal.   

 

An additional use of the Funds inquiry is to inquire on a particular group of accounts. For example, if DPS 
wanted to look at all of their regular wage accounts this year they would access the Funds Inquiry screen, 
change the period and enter the accounts desired: 
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This will return all Agency 081 line item sequence numbers using natural account 611000 this fiscal year. 
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To export this data to Excel, click in the account box and go to File>Export. 
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Set your system to open the file in Excel and you will get the following result in an Excel spreadsheet: 

Funds Available ( USD ):  Budget 
 
Encumbrance Actual 

Funds 
Available 

14.10.081.3390101.01.611000.00000 748488 0 412246.78 336241.22 
14.10.081.3395102.02.611000.00000 7500 0 1837.84 5662.16 
14.10.081.3395103.02.611000.00000 31644 0 15750.71 15893.29 
14.10.081.3395104.02.611000.00000 108679 0 21503.16 87175.84 
14.10.081.3395105.02.611000.00000 43549 0 30208.32 13340.68 
14.10.081.3395106.02.611000.00000 2138 0 1837.84 300.16 
14.10.081.3395107.02.611000.00000 94793 0 37599.88 57193.12 
14.10.081.3395108.02.611000.00000 291 0 -1137.37 1428.37 
14.10.081.3395109.02.611000.00000 8100 0 681.18 7418.82 
14.10.081.3395110.02.611000.00000 6047 0 44032.92 -37985.92 
14.10.081.3395111.02.611000.00000 5473 0 10.02 5462.98 
14.10.081.3395112.02.611000.00000 9563 0 2305.12 7257.88 
14.10.081.3401101.01.611000.00000 2294489 0 1293679.84 1000809.16 
14.10.081.3416101.01.611000.00000 1407898 0 839342.66 568555.34 
14.10.081.3416101.01.611000.Z0001 0 0 155.76 -155.76 
14.10.081.3416102.01.611000.00000 37766 0 21157.66 16608.34 
14.10.081.3422102.03.611000.00000 142092 0 29359.14 112732.86 
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14.10.081.3427101.05.611000.00000 36622 0 0 36622 
14.10.081.3445101.01.611000.00000 9523847 0 5217180.12 4306666.88 
14.10.081.3445101.01.611000.Z0001 0 0 1465.56 -1465.56 
14.10.081.3445102.01.611000.00000 1827699 0 1054792.65 772906.35 
14.10.081.3451101.01.611000.00000 110944 0 61881.97 49062.03 
14.10.081.3482101.05.611000.00000 669411 0 244029.64 425381.36 
14.10.081.3483101.09.611000.00000 98946 0 36947.5 61998.5 
14.10.081.3486101.05.611000.00000 2100000 0 1027949.32 1072050.68 
14.10.081.3491101.01.611000.00000 3701587 0 2423019.05 1278567.95 
14.10.081.3491101.01.611000.Z0001 0 0 6.48 -6.48 
14.10.081.3491102.01.611000.00000 5696333 0 3707200.4 1989132.6 
14.10.081.3491102.01.611000.Z0001 0 0 75 -75 
14.10.081.3491103.01.611000.00000 10478376 0 5550807.68 4927568.32 
14.10.081.3491105.01.611000.00000 1142462 0 622934.34 519527.66 
14.10.081.3496101.02.611000.00000 571892 0 110067.91 461824.09 
14.10.081.4581101.02.611000.00000 0 0 17956.05 -17956.05 
14.59.081.3448101.09.611000.00000 490663 0 209119.64 281543.36 
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Oracle Reports, General Principles 

 

Account managers have available a large menu of Oracle reports that can be run and printed.  
These reports fall into two major categories: standard and financial.  The way to access either type of 
report is to click on the Top Hat icon to select the responsibility GL Agency User, double click Reports 
on the Navigation screen, and then double click either the subcategory Standard or the subcategory 
Financial, as desired. 

The key fact to remember with any type of Oracle report is that, as with the journal entry 
screens, any field in yellow is a field that the Oracle system requires you to populate in order to 
progress further.   Fields in white are generally optional, but they are often used to specify additional 
parameters that will serve to narrow down the scope of the data generated.  Most of the report fields 
provide a List of Values (LOV) button that may be used to help you select the most appropriate 
parameters for the report you are about to generate.  

The menu of Oracle reports available includes many reports that State agencies, including the 
Office of Accounts and Control, rarely, if ever, use.  Following is a list of what may be considered the 
“top ten” standard reports that most agencies find useful.  Afterward, you will see a set of screen 
shots that show what the reports actually look like.  Some of the more recently developed programs 
give you the option of producing reports in an Oracle screen format or in Excel format.  In such cases, 
the screen shots show the Excel format, which is likely to be the more useful to you because of the 
ability it gives you to “slice and dice” the data into even more meaningful formats and 
summarizations.   

Of course, nothing prevents you from trying out any other report listed on the menu that you 
think might be useful to your agency or to the Office of Accounts and Control.  If you find such a 
report, we encourage you to tell other agencies about it so they can benefit from using it as well.  
Your top ten list could well end up looking very different from this one. 

Here is the “top ten” list: 

1. RI Archive Registers – this is a set of six reports that currently can be used to list 
transactions that occurred between the implementation of the RI-SAIL system on 
07/01/2001 through 06/30/2011.   Each fiscal year the oldest year available in the RI 
Register (see #2 below) is transferred into the RI Archive Register.  The search may be 
performed by RI-FANS account number, Document ID / Source ID, Check Number, 
Purchase Order Number, Cost Center, or Vendor Number. 

2. RI Registers – this is a set of six reports that currently can be used to list RI-FANS 
transactions that occurred between 07/01/2011 through the present.  The search may be 
performed by any of the same six parameters described above in RI Archive Registers 
(see #1 above).   

3. RI Statement 2 – Free Balance by Line Sequence - Export – this is a report in real time 
that provides a budget amount, expensed amount, encumbered amount, and pre-
encumbered amount for any range of accounts desired, along with the residual balance 
available. 

4.  RI GL Journal Approval Status Report – this is a report in real time that tells when a still 
unposted journal was initiated, the name of the initiator, the period name, the document 
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name, the funds status (e.g., Need to Reserve Funds, Passed Funds Check), the approval 
status (e.g., In Process, Approved, Rejected, Required), and the name of the pending 
approver (i.e., the person on whose worklist the journal currently resides).  

5. Account Analysis – (180 Char) – this generates a separate report, by period, of all 
parameter-defined transactions that posted in each period of the date range chosen.  The 
data shown is in real time. 

6. General Ledger – (180 Char) – this generates a report with the same information as the 
Account Analysis report described above, but arranged and summarized in a different 
way.  The data shown is in real time.  Which of the two reports you choose to generate will 
depend on personal preference and on the nature of the information you are trying to 
retrieve.   

7. Journals – (180 Char) – this is a report in real time that prints out all the lines of any RI-
FANS journal you select, whether posted or unposted. 

8. Trial Balance - Detail – this is a report in real time that produces a trial balance either by 
fiscal year, fund, agency, line sequence, source, or project code.  State agencies will 
usually run it either by fund, agency, or by line item sequence number.  It may be 
produced for either year to date balances or period to date balances.    

9. RI Cash Resources Report Federal – this report provides a good deal of information 
regarding federal account transactions.  Keep in mind, however, that the data it shows is 
as of the close of business the previous business day. 

10.  RI Assets Report – Assets Detail by Agency – this is a report in real time that provides 
information regarding the capital assets owned by a particular agency. 
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Standard Oracle Reports 

 

In order to access the dropdown menu of standard Oracle reports, select Reports – Standard from the 
Oracle navigation screen.   The next screen to appear will ask you if you want to run a Single Request or a 
Request Set.   Select Single Request. 

 

Click in the Name field on the next screen to access the list of values of all standard reports currently 
available in RI-FANS.    
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Double click on the name of the report you wish to run.  In this example, the report selected is called 
Trial Balance - Detail.  The next screen to appear will ask you to put in specific parameters that will result in a 
report with the output you require.  After entering the parameters, click on OK.   
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Click the Submit button on the next screen. 
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The next screen will show in real time the phase and status of your request.  Click on the Refresh Data 
button every few seconds until the phase and status of your request says Completed Normal.  At that point, 
you may click on the View Output button to view the completed report.  
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Financial Oracle Reports 

 

In order to access the dropdown menu of financial Oracle reports (as opposed to standard 
Oracle reports), select Reports – Financial from the Oracle navigation screen.  Below is a screen 
shot of the screen that shows up next. 

 

   By clicking in the Report field, you will have access to a List of Values (LOV) button, which 
when clicked will bring you to the following screen. 
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     Enter % in the Find field, click on the Find button, and the list of all financial reports available 
in Oracle will appear. 
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   One of the financial reports used most often by State agencies is the Cash Resources Report.  
If you select that choice from the dropdown menu, the next screen that appears will look like this. 
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The period that comes up automatically in the Period field will be the current accounting period.  
While this period is most likely to be the one you wish to base your report on, you may change the 
field to an earlier period if that is the one you wish to look at instead. 

The next step is to click on the Optional Components tab.  This will result in a display of different 
fields, one of which is the Segment Override field.  When that field is clicked, a LOV button will 
appear. 

   

158



 

 

Clicking on the LOV button will bring up the following screen. 
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   At this point you have any number of choices to make.  If you wish to look at the report for one 
particular line item sequence number, you need only enter that seven-digit number in the Line Seq 
field.  If you wish to generate a report that lists all of the federal or all of the restricted accounts for 
your agency, enter your three-digit agency number in the Agency field and either 02 or 03 in the 
source field, as appropriate.   Note how the parameter screen will look when you choose to 
generate a report showing all federal accounts of agency 081. 
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  The steps involved in retrieving a financial report like this one from the Oracle system are 
somewhat more involved than the steps involved in retrieving an Oracle standard report.  Once 
you click on the Submit button, it will then be necessary to click on View at the very top of the 
Oracle screen.  A dropdown will open up.  Click on Requests at the bottom of the dropdown and 
the next screen you see will look like this. 
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       Click on the Find button and the regular pending report screen will appear. 
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     Following is what the actual report will look like. 
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Printing a Report in Oracle Format 
(02/26/14) 

        
          With several of the newer reports developed in Oracle, there is now a dropdown 
from which it is possible to specify at the time of generating the report whether you wish 
it to be produced in Oracle format or Excel format.  The following procedures must be 
used in order to print those reports that are still generated automatically only in Oracle 
format.   
 
Printing in Oracle format 
 

• Close out the screen view of the report to get back to the Oracle Applications – 
PRODUCTION screen. 
 

 
 

• Select Tools from the menu at the top of the screen. 
 
 
 

• From the dropdown list that appears, select Reprint/Republish. 
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• Override the noprint in the Printer field with % and click on the magnifying glass to 
the right of the field.  This will open up a screen where you may select the printer 
designated for your agency.  If your agency does not yet have a printer 
designated on this list, contact the Help Desk to have one added. 
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• After you click on the square Select button, you will return to the previous screen.  

Override the 0 in the Copies field with the number of copies you wish to print.  Then 
click on the Apply button.  The printout will then be generated. 
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Printing an Oracle Report in Excel Format 
 
 As mentioned in the section on Oracle Reports, General Principles, some of the 
more recently developed Oracle programs give you the option of producing reports in 
either an Oracle screen format or Excel format.  It is possible, however, to convert into 
Excel format even those reports that the system produces initially only in Oracle screen 
format.  The procedure is as follows. 
 
 
Printing in Excel format 
 

• Open up the screen view of the report by selecting the View Output 
button. 
 

 
 

• Select Tools from the toolbar. 
 

• From the dropdown list that appears, select Copy File. 
 

172



 
 

• From the toolbar on the file copy, click on File.  Then select Save As from 
the dropdown list that opens up. 

 
• The next screen that opens up will allow you to save the report as a text 

file.  It is a good idea at this point to rename the file to something more 
meaningful and easy to remember before saving it. 
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• After selecting the Save button, close out of all the screens used thus far. 
 

• Go into Excel to open up the text file you saved.  Make sure you first 
change the Files of Type field to read Text Files.  Either double click on 
the file you wish to open or select the Open button.   
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• A Text Import Wizard screen will open up.  Follow the steps as outlined in 
the wizard until you finally select the Finish button.  You can then save 
the file in Excel. 
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• Before proceeding to the next step, follow the wizard instructions to make 
sure that all the column break lines are where you want them to be.  Be 
especially careful to make sure that all the dollar amounts on the report 
fall fully within a pair of column break lines.  For example, the position of 
the line cutting through the -481,291.58 amount on the next screen shot 
needs to be shifted to the right.  
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• This is the way the screen will appear once you click on the Finish button.  From here 
on you can edit the fields however you like. 
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Screen Shots of “Top Ten” Standard Oracle Reports 

 

1. RI Archive Register  1– State Transaction Register by Account 

 

    Helpful hints: 

    Always make sure that the ending posted date is the last day of a month.  Otherwise, there is 
a risk that some AP transactions that actually posted earlier in the month will not show up on 
the report. 

   Also, be aware that several of the natural accounts used from 07/01/01 through 06/30/06 were 
changed once RI-FANS was implemented.  If your search requires that you use natural 
accounts at all, be sure to use the original natural account numbers when retrieving 
transactions from before 07/01/06.  
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2.  RI Register 1 - State Transaction Register by Account 

    Helpful hint: 

    Always make sure that the ending posted date is the last day of a month.  Otherwise, there is 
a risk that some AP transactions that actually posted earlier in the month will not show up on 
the report. 

   Also, keep in mind that the data shown in this report is not in real time but is rather as of the 
close of business the previous business day.  

 

 

Date R 01/30/2014 09:32:48
From F10
To Fun 10
From A081
To Age081
From L3395102
To Line3395104
From N462000
To Nat-619999
From P
To Proj
From P   2011/01/01 00:00:00
To Pos   2011/01/31 00:00:00
Acct S

FY Fund Agency Line Seq Line Seq Description Acct Source Natural Acct Proj Cost Center Entered Date Posted Date
11 10 081 3395102 Byrne Formula Grant Program 02 462800 00000 1/25/2011 3:22:44 PM 1/25/2011
11 10 081 3395102 Byrne Formula Grant Program 02 611000 00000 00.0000000000 1/6/2011 2:38:52 PM 1/7/2011
11 10 081 3395102 Byrne Formula Grant Program 02 611000 00000 00.0000000000 1/20/2011 4:23:28 PM 1/21/2011
11 10 081 3395103 State Justice Statistics Program 02 611000 00000 00.0000000000 1/6/2011 2:38:52 PM 1/7/2011
11 10 081 3395103 State Justice Statistics Program 02 611000 00000 00.0000000000 1/20/2011 4:23:28 PM 1/21/2011
11 10 081 3395104 Crime Victim Assistance 02 462100 00000 1/25/2011 12:22:38 PM 1/21/2011
11 10 081 3395104 Crime Victim Assistance 02 611000 00000 00.0000000000 1/6/2011 2:38:52 PM 1/7/2011
11 10 081 3395104 Crime Victim Assistance 02 611000 00000 00.0000000000 1/20/2011 4:23:28 PM 1/21/2011

Paid Date document_status Approval Status Document ID Document Source Trans Amount Vendor_num
P J11068SAB025 A&C Adjustment USD 10 : A&C Adjustment 59.35
P Payroll 20110107 Payroll USD 11 : Payroll 116.97
P Payroll 20110121 Payroll USD 11 : Payroll 108.34
P Payroll 20110107 Payroll USD 11 : Payroll 1150.89
P Payroll 20110121 Payroll USD 11 : Payroll 1066.88
P R11081EMR0121H Manual : Cash Receipts -750
P Payroll 20110107 Payroll USD 11 : Payroll 2336.87
P Payroll 20110121 Payroll USD 11 : Payroll 2162.54

Vendor Site Vendor Name PO NO Release No Check No Handling code Created By Description Description2 CFDA
SBLAZER Journal Import Created 16.579
RNOTARDONATOPayroll 20110107 16.579
RNOTARDONATOPayroll 20110121 16.579
RNOTARDONATOPayroll 20110107 16.550
RNOTARDONATOPayroll 20110121 16.550
ERICHARDS DOJ GRANT REIMBURSEMENT 2010-VA-GX-00616.575
RNOTARDONATOPayroll 20110107 16.575
RNOTARDONATOPayroll 20110121 16.575
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Date R 01/30/2014 11:16:04
From F21
To Fun 21
from ag081
To Age081
From li  7000000
To Line 7999999
From N  
To Natu  
From P
To Proj
From P   2013/11/15 00:00:00
To Pos   2013/12/31 00:00:00
Accoun  

FY Fund Agency Line Seq Line Seq Description account_source natural_account proj Cost Center Entered Date Posted Date
00 21 081 7081104 Parking Area Improvements 05 399102 00000 12/2/2013 1:21:27 PM 12/1/2013
00 21 081 7081104 Parking Area Improvements 05 399102 00000 12/3/2013 3:01:18 PM 12/3/2013
14 21 081 7081108 Fire Academy 05 661302 SP004 12/4/2013 5:07:29 PM 12/31/2013
14 21 081 7081108 Fire Academy 05 661302 SP004 12/6/2013 5:07:01 PM 12/31/2013
14 21 081 7081109 Headquarters Annex Renovations 05 660010 00000 11/4/2013 5:08:35 PM 11/30/2013
14 21 081 7081109 Headquarters Annex Renovations 05 660010 00000 12/4/2013 5:07:29 PM 12/31/2013
14 21 081 7081109 Headquarters Annex Renovations 05 660010 00000 12/19/2013 5:07:14 PM 12/31/2013
14 21 081 7081109 Headquarters Annex Renovations 05 661302 SP003 12/4/2013 5:07:29 PM 12/31/2013
14 21 081 7081109 Headquarters Annex Renovations 05 661302 SP003 12/2/2013 5:07:12 PM 12/31/2013

Paid Date document_status Approval Status Document ID Document Source Trans Amount Vendor_num Vendor Site
P CASH ARB 12/1/2013 CASH ARB USD 10 : CASH ARB -175067
P CASH ARB 12/3/2013 CASH ARB USD 10 : CASH ARB -93601

12/6/2013 WFAPPROVED APPROVED 6123-2 Payables : Purchase Invoice 25716.21 651 01
12/30/2013 WFAPPROVED APPROVED 6123-3 Payables : Purchase Invoice 23779.45 651 01
11/22/2013 WFAPPROVED APPROVED 11-10-04 Payables : Purchase Invoice 1900 220 01
12/10/2013 WFAPPROVED APPROVED 11-10-05 Payables : Purchase Invoice 760 220 01

1/7/2014 WFAPPROVED APPROVED 11-10-06 Payables : Purchase Invoice 3040 220 01
12/10/2013 WFAPPROVED APPROVED 3350806 APP#001 Payables : Purchase Invoice 8100 17925 01
12/13/2013 WFAPPROVED APPROVED 3350806 APP#002 Payables : Purchase Invoice 14670 17925 01
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3.  RI Statement 2 – Free Balance by Line Sequence - Export  

 

 

Vendor Name PO NO Release No Check No Handling code Created By Description CFDA
AARAUJO Cash ARB DECEMBER  00.000
AARAUJO Cash ARB December 3, 00.000

ROBINSON GREEN   3332724 1000101436 M OGARCIA RELEASE TO CONTRA                        00.000
ROBINSON GREEN   3332724 1000102418 M OGARCIA RELEASE TO CONTRA                        00.000
CASTELLUCCI  GA  3351374 1449349 M JSILVA1 ARCHITECTURAL SERV                   00.000
CASTELLUCCI  GA  3354622 1457063 M JSILVA1 ARCHITECTURAL SERV                   00.000
CASTELLUCCI  GA  3358169 1471387 M JSILVA1 ARCHITECTURAL SERV                   00.000
TOWER CONSTRU  3350806 1000101472 M OGARCIA HQ Complex Expansion        00.000
TOWER CONSTRU  3350806 1000101690 M OGARCIA HQ Complex Expansion        00.000
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4. RI GL Journal Approval Status Report 
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5. Account Analysis – (180 Char) 
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6. General  Ledger – (180 Char) 

    Note:  The final two screen shots for this report are of its final page only.  Note that the 
notation in the upper right corner of the final screen shot says “page 4 of 4.”       
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7. Journals – (180 Char) 
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8a. Trial Balance – Detail (by agency, year to date) 
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8b. Trial Balance – Detail (by agency, period to date) 
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8c. Trial Balance – Detail (by line item sequence, year to date) 
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8d. Trial Balance – Detail (by line item sequence, period to date) 
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9. RI Cash Resources Report Federal 
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10. RI Assets Report – Assets Detail by Agency 
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