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Annual Township Ledger Reports - version 2.4

Welcome to the “Annual Township Ledger Reports (ATLR)” software package. ATLR is a software
solution that combines a bankbook style financial register with numerous reports specifically created
to aid in the annual reporting requirements of North Dakota townships. ATLR utilizes the spreadsheet
program Microsoft Excel to provide the formatting interface for the reports along with many of the
calculations required. In providing for the best usability of the software, numerous custom features
and error checking procedures have been programmed into the standard Microsoft Excel interface.

Software Requirements:

Because the ATLR software package functions inside of the spreadsheet program Microsoft Excel,
Microsoft Excel for Windows is required for the program to operate. Excel is available as a
standalone program but is also included in all versions of Microsoft Office. ATLR will not function
within Microsoft Excel for Mac OS (Apple Operating System).

Microsoft Excel (or Office) versions 2007, 2010, 2013, 2016, 2019 and 365 are suitable to operate
the ATLR software program. Excel versions prior to 2007 are not supported. Excel for Macintosh
versions are not supported. By using Excel versions 2007 and higher, many additional features and
a greatly enhanced user experience is not possible with earlier versions of Excel.

ATLR is distributed as a template file (.xItm extension) that can never be saved to and overwritten.
Once the template file is opened, ATLR will ask for specific details concerning each township, then
create and save a new data file, and finally open the ATLR file for the entering and editing of the
township’s data. The original template file will always remain as an unmodified backup that will
always be exactly as it was distributed.

ATLR should never be run from a USB flash drive. ATLR should be placed on the hard drive of the
computer, preferably in the user’s Documents folder. Lastly, only one data file should be open in
Microsoft Excel at a time. If ATLR is open, then no other Excel files, including additional ATLR files
should be open. Additional Excel files can cause erratic behavior in the ATLR software program.

Introduction:

The Annual Township Ledger Reports software package, or ATLR, is a fully capable fund-based
accounting system specifically tailored to the record keeping and reporting requirements of North
Dakota township governments. ATLR’s method of recording transactions is designed to imitate the
easy-to-understand bankbook register structure. This register can be as simple as a single checking
bank account reflecting the General Fund. The register can also be expanded to include multiple
bank balances, including loans, accounts receivable and payable balances. And each revenue and
expense transaction can be allocated to any of seven fund balances.

After each transaction is entered ‘once’ into the register, all required annual township reports are
updated to reflect the changes. Without ATLR, these reports require several hours of tedious hand
copying of financial information that is very susceptible to the potential introduction of copying
errors. The following reports: Annual Statement of the Township Treasurer report, the Summary
Document report, and the Township Budget and Certificate of Levy report; are automatically filled
in with your township’s information directly from the Register. ATLR also automates much of the
complexity involved in the process of calculating the annual township fund levies each year. And
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ATLR brings consistency and accuracy into all the reports required by the township, saving countless
hours for both the township officials and the county auditor’s staff each year.

End-User License Agreement: — updated 03/01/2015.

IMPORTANT, CAREFULLY READ THE TERMS AND CONDITIONS OF THIS LICENSE AGREEMENT
BEFORE USING THIS PROGRAM:

Peak Yield LLC’'s End-User License Agreement ("EULA") is a legal agreement between you
(referred to as an official representative(s) of a county or township government) and Peak Yield
LLC for the software product(s) identified as “Annual Township Ledger Reports (ATLR)” which
may or may not include associated software components, media, printed materials, and "online"
or electronic documentation ("SOFTWARE PRODUCT"). By installing, copying, or otherwise using
the SOFTWARE PRODUCT, you agree to be bound by the terms of this EULA. This license
agreement represents the entire agreement concerning the SOFTWARE PRODUCT between you
and Peak Yield LLC and it supersedes any prior proposal, representation, or understanding
between the parties. If you do not agree to the terms of this EULA, do not use the SOFTWARE
PRODUCT.

The SOFTWARE PRODUCT is protected by copyright laws and international copyright treaties, as
well as other intellectual property laws and treaties. The SOFTWARE PRODUCT is not sold, and
instead is only licensed for use, strictly in accordance with this document.

1. GRANT OF LICENSE.
The SOFTWARE PRODUCT is licensed as follows:

(a) Installation and Use.

By purchasing a license, Peak Yield LLC grants you the right to install and use copies of the
SOFTWARE PRODUCT on computer(s) used in the official business of your county. Each
county representative, as the purchaser of the SOFTWARE PRODUCT, may redistribute the
SOFTWARE PRODUCT to their respective township governments located within the official
borders of the purchasing county. By the purchasing county representative granting your
township a sublicense of the SOFTWARE PRODCT, you may install and use copies of the
SOFTWARE PRODUCT on computer(s) used in the official business of your township.

Each purchasing county representative may elect to provide the SOFTWARE PRODUCT to
their respective township governments either free of charge or for a fee to cover the
associated costs of providing the SOFTWARE PRODUCT to the township, including but not
limited to: the cost of the software and any costs associated with support services provided
by each county government to their respective township governments.

(b) Backup Copies.

You may create as many copies of the SOFTWARE PRODUCT as may be necessary for
backup and archival purposes.
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2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS.

(a) Maintenance of Copyright Notices.

You must not remove or alter any copyright notices on any and all copies of the SOFTWARE
PRODUCT.

(b) Distribution.

Each purchasing county representative is allowed to redistribute the SOFTWARE PRODUCT
to each and every township government located within the county's official borders. You,
as a purchasing county representative, may not distribute copies of the SOFTWARE
PRODUCT to any other third party, including any other county, or any other township that
is not located within your boundaries as a purchasing county. You, as a township
government representative, are not allowed to distribute the SOFTWARE PRODUCT to any
third party.

(c) Prohibition on Reverse Engineering, Decompilation, and Disassembly.

You may not reverse engineer, decompile, or disassemble the SOFTWARE PRODUCT,
except and only to the extent that such activity is expressly permitted by applicable law
notwithstanding this limitation. You may also not circumvent the password protection
securing the coding, formulas, formatting, and layout of the SOFTWARE PRODUCT.

(d) Rental.
You may not rent, lease, or lend the SOFTWARE PRODUCT.

(e) Support Services.

Peak Yield LLC may provide you with support services related to the SOFTWARE PRODUCT
("SUPPORT SERVICES"). Any SUPPORT SERVICES that are provided will be through the form
of email support to the (“COUNTY SUPPORT PERSON”) of the purchasing county only. All
inquiries, bug reports, feature requests, and additional form report requests on the part of
any township government is to be directed toward their respective COUNTY SUPPORT
PERSON for support. Each purchasing COUNTY SUPPORT PERSON assumes the
responsibility to become familiar with the SOFTWARE PRODUCT and must make every
attempt to provide support to their respective townships before resorting to SUPPORT
SERVICES.

Any supplemental software code provided to you as part of the SUPPORT SERVICES shall be
considered part of the SOFTWARE PRODUCT and is subject to the terms and conditions of
this EULA.

(f) Upgrades

Peak Yield LLC may provide you with minor SOFTWARE PRODUCT updates and
maintenance releases that could include, but are not limited to, bug fixes, error
corrections, and minor feature improvements. Major upgrades to the SOFTWARE
PRODUCT, which include but are not limited to; additional form reports, changes to current
form reports, feature enhancements and upgrades, new features, and other
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improvements; will be considered for release with an additional upgrade charge to the
purchasing counties. Any SOFTWARE PRODUCT changes unique to a particular purchasing
county will be considered on an hourly charge basis.

(g) Compliance with Applicable Laws.
You must comply with all applicable laws regarding the use of the SOFTWARE PRODUCT.

3. TERMINATION

Without prejudice to any other rights, Peak Yield LLC may terminate this EULA if you fail to
comply with the terms and conditions of this EULA. In such an event, you must destroy all
copies of the SOFTWARE PRODUCT in your possession.

4. COPYRIGHT

All title, including but not limited to copyrights, in and to the SOFTWARE PRODUCT and any
copies thereof are owned by Peak Yield LLC. All title and intellectual property rights in and to
the content which may be accessed through use of the SOFTWARE PRODUCT is the property
of the respective content owner and may be protected by applicable copyright or other
intellectual property laws and treaties. This EULA grants you no rights to use such content.
All rights not expressly granted are reserved by Peak Yield LLC.

5. NO WARRANTIES

Peak Yield LLC expressly disclaims any warranty for the SOFTWARE PRODUCT. The SOFTWARE
PRODUCT is provided 'As Is' without any express or implied warranty of any kind, including but
not limited to any warranties of merchantability, non-infringement, or fitness of a particular
purpose. Peak Yield LLC does not warrant or assume responsibility for the accuracy or
completeness of any information, text, graphics, links or other items contained within the
SOFTWARE PRODUCT. Peak Yield LLC makes no warranties respecting any harm that may be
caused by the transmission of a computer virus, worm, time bomb, logic bomb, or other such
computer program. Peak Yield LLC further expressly disclaims any warranty or representation
to Authorized Users or to any third party.

6. LIMITATION OF LIABILITY

In no event shall Peak Yield LLC be liable for any damages (including, without limitation, lost
profits, business interruption, or lost information) rising out of 'Authorized Users' use of or
inability to use the SOFTWARE PRODUCT, even if Peak Yield LLC has been advised of the
possibility of such damages. In no event will Peak Yield LLC be liable for loss of data or for
indirect, special, incidental, consequential (including lost profit), or other damages based in
contract, tort or otherwise. Peak Yield LLC shall have no liability with respect to the content of
the SOFTWARE PRODUCT or any part thereof, including but not limited to errors or omissions
contained therein, libel, infringements of rights of publicity, privacy, trademark rights,
business interruption, personal injury, loss of privacy, moral rights or the disclosure of
confidential information.
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Before Opening the Software Program for the first time:

ATLR is much more than a standard Microsoft Excel spreadsheet data file. Several essential
features along with extensive error checking subroutines have been implemented by extending
the functionality of Excel using macros and programmed procedures.

For the ATLR software program to operate correctly, the macro capability of Microsoft Excel
MUST be enabled!

Enable Macros in Excel 2007:
To enable macros in Excel 2007, first start Excel with a blank worksheet.

Then select the Office button in the upper left corner of the screen. At the bottom of this menu,
click the Excel Options button. Select the Trust Center button on the left. Then, at the bottom
right, select Trust Center Settings.

Excel Options E

@

Recent Documents Popular
New P O Help keep your documents safe and your computer secure and healthy.
1 QuadraticRaots xism = Formulas
~
7 Qpen Proofing Protecting your privacy
Save Microsoft cares about your privacy. For more infarmation about how Microsoft Office Excel helps to protect your privacy,
H Save please see the privacy statements,
Advanced
Tl Show the Microsoft Office Excel privacy statement
Saveln -t Customize Microsoft Office Online privacy statement
Customer Experience Improvement Program
T Adda
Ul print e ——
) Security & more
’i Prepare P Learn mare about protecting your privacy and security fram Microsoft Office Online.
Microsoft Windows Security Center
[
_33 Send I Microsoft Trustworthy Computing
L7 publish Microsoft Office Excel Trust Center
g —
The Trust Center cantains security and privacy settings, These settings help keep your camputer
_"’ Close secure, We recommend that you do not change these settings. (L rust Center Settings.,, |}
£ ——————
N

Do

In the new window that appears, choose Macro Settings from the sidebar, and select Disable all
macros with notification from the list of options that appear. This option keeps macros disabled
but notifies users when macros attempt to run, allowing users to decide on a case-by-case basis
which macros to enable. Click OK to exit this window.

>Trust Center ﬁ

Trusted Publishers

Macro Settings

Trusted Locations
For macros in documents not in 3 trusted location:

Add-ins ol 2 dification
Disable all macros with notification
ActiveX Settings
tally signed macros

€ Macro settings ) Enable all macros {not recommended: potentially dangerous code can
runj

Message Bar

Devel M Settil
External Content LTl —=

Privacy Options D Trust access to the WBA project object model
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For the new settings to take effect, it will be necessary to close Excel and reopen it. Now when
the ATLR is opened, Excel 2007 will show a security warning bar beneath the Office ribbon.

'an . H E
i
- Home Insert Page Layout Formulas Data Review View Ag
= Cut ==
# Cu Calibri -l A A [ == | Siwae
=3 Copy
Paste

- # Format Painter | | || | Mer

Clipboard {F] Font

[}
l‘;’ Security Warning Macros have been disabled,

When the notification appears, click the Options button. Choose Enable this content from the
options that appear to allow macros to run within the ATLR spreadsheet. Click OK to close the
window.

The Enable this content item must be selected for ATLR to et office Security Options
function properly. If Enable this content was not selected | () securityatert - Macro
when ATLR was opened; Excel will need to be closed and | "

Macros have been disabled. Macros might contain viruses or other security hazards. Do
not enable this content unless you trust the source of this file,

the ATLR f||e reopened agaln. When the Securlty Warnlng Warning: Tt is not possible to determine that this content came from a

trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

bar appears again, make sure to click the Options button Vore fomaten

and select the Enable this content item. Excel 2007 will | =" momesesmeadess
ask every time when ATLR is opened to Enable this
content. If the Trust Center Macro Settings to set to
Enable all macros, Excel will no longer ask to Enable this
content when ATLR is started. Warning: This is not
recommended if any Excel spreadsheets are downloaded [&=ferecns
or acquired from unknown sources or from the internet.

Enable Macros in Excel 2010, 2013, 2016, 2019 & 365:

@efom unknown content (recommended)

Co)ie=

To enable macros in Excel 2010 and higher, first start Excel with a blank worksheet. (These
versions of Excel should already have the correct macro setting and will normally function
correctly with ATLR. Changes would only be required if the original setting have been modified.)

Then select the File menu button in the upper left corner of the screen. At the bottom of this
menu, click the Options button. Select the Trust Center button on the left. Then, at the bottom
right, select Trust Center Settings.

T AR TR »
C L Excel Options [
Home  Insert  Pagelayout  Formulas
General
Information abou Help keep your documents safe and your computer secure and healthy.
Formulas
. Permissic Procfing Protecting your privacy
o] Anyone ca
=[] Save Microsoft cares about your privacy. For more information about how Microsoft Excel helps to protect your privagy, please
Protect see the privacy statements.
I Workbook » Language
Show the Microsoft Excel privacy statement
Recent Advanced Office.com privacy statement
Prepare f Customer Experience Improvement Program
= Customize Ribbon
BED [ ﬂ Before sha
. T L Quick Access Toalbar e e
L= Add Learn more about protecting your privacy and security from Office.com.
Save & Send '
Microsoft Trustworthy Computing
Trust Center
Help . Versions
‘S A There Microsoft Excel Trust Center
Co D . —
—— ana5e The Trust Center contains security and privacy settings. These settings help keep your
52 U= computer secure. We recommend that you do not change these settings. ‘ Trust Center Settings... J
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In the new window that appears, choose Macro Settings from the sidebar, and select Disable all
macros with notification from the list of options that appear. This option keeps macros disabled
but notifies users when macros attempt to run, allowing users to decide on a case-by-case basis
which macros to enable. Click OK to exit this window.

Trusted Publishers

Trusted Locations

Trusted Documents

@ Disable all macros with notification

Add-ins Itally signed macros

= _! Enable all macros (not recommended; potentially dangerous code can runj
ActiveX Settings

e Developer Macro Setfings

Protected View |:| Trust access to the VBA project object model

Message Bar

External Content

o D cner |
— |

For the new settings to take effect, it will be necessary to close Excel and reopen it. Now when
ATLR is opened, Excel 2010 and higher will show a security warning beneath the Office ribbon.

! Security Warning  Some active content has been disabled. Click for more details. Enable Content

Now when ATLR is opened, a yellow Security Warning message shown above will appear with a
shield icon and the Enable Content button. The Enable Content item must be selected for ATLR
to function properly. If the Enable Content was not selected when ATLR was opened, and the
Security Warning message is no longer visible; Excel will need to be closed and the ATLR file
reopened again. When the Security Warning message appears again, make sure to click the
Enable Content button.

Once Enable Content is selected in Excel 2010 and higher, Excel will remember that this file is
approved and it will become a Trusted Document (See Page 12), and Excel will not ask to Enable
Content again. But anytime that the software program is saved with a new file name or in a new
location, Excel will again ask to Enable Content for the program to function. Excel 2007 will
always ask every time the ATLR program is opened to Enable Macros.

Enable Macros — All Versions:

If the macro capability of Excel is not enabled

. . Welcome To
by following one of the procedures outlined o
above, ATLR will not function and will not be Annual Township Ledger Reports (ATLR)
allowed to proceed from the About page. iy e
After the macro capability is enabled in Excel, Wi

the red ‘Enable Macros’ warning text shown

in the screenshot to the right will disappear You must enable macros for this software to function properly.
from below the Welcome banner of the ATLR e e el e e il
software package and the software will now T R A,
become fully functional.
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Trusted Document:

Any Excel file that contains macros, including ATLR, will trigger a yellow Security Warning
message with an Enable Content button. If macros have been enabled as described on pages 10
and 11, then pressing the Enable Content button will flag the document as a Trusted Document.
This means that Excel will no longer trigger a Security Warning message for this file name if the
file name is not changed and the file is not copied or moved to a new or different folder. The
following procedures in ATLR will create a new file that will trigger a new Security Warning
message and will require the Enable Content button to be pressed again: Saving as a New File,
Begin New Year, Upgrade to New Version, Changing the Township Name, and First Run.

ATLR as an Email Attachment or Downloaded from the Internet:

Microsoft Office applications, including Excel, continue to implement additional methods of
protecting a user’s computer from potentially malicious software downloaded from the internet,
as an attachment to an email, and sometimes when brought in by a USB flash drive by flagging
these documents with the yellow Protected View message then followed by a red Security Risk
message.

Protected View: Opening a Microsoft Office (Excel) document, such as ATLR, from an email
attachment, downloaded, or from a USB drive will place the file into Protected View to protect
the user from possible viruses. The yellow Protected View warning will appear as shown below.
If the Be careful ... link is clicked, then the Info page will appear that in located under the File
menu. An example of the Info page is shown below.

AutoSave (@ off) ATLR Ver2.4 Workbook - Final - Copy.xlsm - Protected View £ Ssearch

File Home Insert Page Layout Formulas Data Review View Developer Help
@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
c3 S Fe

Welcome To

The

Info

ATLR Ver2.4 Workbook - Final - Copy

Desktop

‘ > Upload ‘ ‘ 1= Share ‘(—()_7 Copy path | G2y = Open file location

P Protected View

ﬁ This file came from the Internet, so we opened it in a way that helps to keep your
Enable computer safe from viruses (just in case).

Editing Don't worry—you can continue reading in this view, If you need to edit, and you trust
this file, then enable editing.

Protected View Settings

Learn more about Protected View
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Security Risk: The Enable Editing button shown above on either the yellow Protected View
message or on the Info page should be pressed to continue past the Protected View message. If
the Office file contains macros, as the ATLR data file does, the macros will be blocked from being
run because the source of the file is untrusted. This is indicated by the red Security Risk message
shown below.

SeledT FrInTer Fage SETUp TOF FriNTINg Iy

@ SECURITY RISK Microsoft has blocked macros from running because the source of this file is untrusted. Learn Mare

Cc3 v e

Welcome To
The

Annual Township Ledger Reports (ATLR)

Clicking on either the underlined link, or the Learn More button, will open the following web
page:

https://support.microsoft.com/en-us/topic/a-potentially-dangerous-macro-has-been-blocked-0952faa0-

37e7-4316-b61d-5b5ed6024216

Open the link shown above by holding the control key on
your keyboard and left clicking on the link.

To allow an ATLR data file labeled as a Security Risk to open
properly, you must first close the file showing the security
risk. Then right click on the file and chose Properties as
shown in the red circle in the image to the right:

The bottom of the dialog box that appears when Properties
is clicked is shown below. The Unblock checkbox must be
checked and then press the OK button to remove the red
Security Risk message bar. The ATLR data file, when next
opened, will now require the Enable Content button to be
pressed (See page 11). Now ATLR will operate normally. An
alternate solution is to use a Trusted Location, which is
explained further in the next section.

Accessed: Today, January 26, 2023, 3 minutes ago

Attributes:

This file came from another
computer and might be blocked to
help protect this computer.

[] Unblock

Cancel Apphy

13

b
3
!

2 ;_'-" Open

"
MNew

Print

Share with Skype

Move to OneDrive >
7-Zip
CRC SHA p

| M)

hv

Send a copy...

Scan with Microsoft Defender...
Share

o £ | 4

Open with...

Open in PDF-XChange Editor

€ 4

Scan with Malwarebytes

Restore previous versions

Send to >

b Cut
Copy

Create shortcut
Delete

Rename

Properties
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ATLR Flagged as a Virus Warning:

There have also been instances where the ATLR data file has been flagged as a potential virus by virus
software or even by Microsoft Excel itself.

There is a "feature" in Office called "AMSI integration" that hooks up Office applications with the antivirus
program. The ATLR data file causes this warning because of the automation contained within ATLR where
the current ATLR file is closed and a new ATLR file is automatically opened by using a "Shell" command.
This is the command in a macro that can remotely run an external file, and this is common method to
causing malicious activity. Antivirus software scans for this behavior and then signals the Office app that
this could be a problem.

AMSI integration is now turned on by default for Office 365, and possibly with other versions of Office,
including Word, Excel, PowerPoint, Access, Visio, and Publisher during the spring of 2022.

In its default configuration, macros are scanned at runtime via AMSI except in the following scenarios:

Documents opened while macro security settings are set to Enable All Macros. (See pages 9-11.)
Documents opened from Trusted Locations. (See below.)

Documents that are Trusted Documents. (See pages 11-12.)

Documents that contain VBA that are digitally signed by a trusted publisher. (Not used.)

A Trusted Document is one that has been opened previously and user has agreed to the security warning
and has pressed the Enable Content button. (See pages 11-12).

Trusted Location:

A Trusted Location is a Microsoft Windows folder where files can be placed so the above issues will be
ignored. A Trusted Location is created from the Trust Center which is located under the Options
selection within the File menu of Excel. Press the Trust Center Setting in the Security Information section
on the Info page shown to the left
outlined in blue. Or select the Options

ATLR Ver2.4 Workbook - Final.xlsm

© Info button located on the bottom of the
i) [z , opened File menu and then select the
ATLR Ver2.4 Workbook - Final
= Desiop Trust Center tab on the left of the
(5] save
_ [ uioss | [ 15 shore | [ @ copypan | dialog box that appears and then press
(7" Save .
the Trust Center Settings button. These
e i i lecti lined below in red
(D Security Information selections are outline elow In rea.
Publish Active content might contain malware and other security hazards, The active
content in this file is allowed ta run because i l
Trust Center settings aren't restricting it. Excel Options ? e
General B Help keep your documents safe and your computer
secure and healthy.
Learn more about Trusted Documents Formulas
Data Security 8 more
) Version History -
O View and restore previous versions. reating Visit Office.com to learn more about protecting your privacy and
:T::r;‘ Save security.
Language Microsoft Trust Center
’_ﬂ Manage Workbook Accessibility Microsoft Excel Trust Center
(Nl
] There are no unsaved changes.
WMigi Auanced The Trust Center contains security and
o Customize Ribbon privacy settings. These settings help ——
keep your computer secure, We (| Trust Center Settings... )
. i Quick Access Toolbar recommend that you do not change —
E Browser View Options these settings.
ey =T Pick what users can see when this warkbook | | Add-ins
Browser View  —
Options Options Trust Center )

14 © Peak Yield LLC — 2013-2024



Pictured below is the Trust Center dialog box that appears.

Trust Center

Trusted Publishers

i -l
Trusted Locations
|

Trusted Documents

Trusted Locations

sure that the new location is secure,

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make

Trusted Add-in Catalogs Path

IDescription IDate Modified =

i User Locations
Add-ins

“\Program Files\Microsoft Office\Root\Templ

Excel default location: Application Templates

ActiveX Settings Ch\Users\Marty\AppData\Roaming\Microsoft\E
C:\Program Files\Microsoft Office\Root\Office
C\Users\Marty"\AppData\Roaming\Microsoft\T

C:\Program Files\Microsoft Office\Root\Office

Macro Settings

Protected View

Excel default location: User StartUp
Excel default location: Excel StartUp
Excel default location: User Templates
Excel default location: Office StartUp

C\Program Files\Microsoft Office\Root\Office

Excel default location: Add-ins

O Disable all Trusted Locations

Message Bar
External Content Policy Locations
File Block Settings
Privacy Options
Form-based Sign-in
Path: C:\Program Files\Microsoft Office\Root\Templates\,
Description: Excel default location: Application Templates
Date Modified:
Sub Folders: Allowed

O Allow Trusted Locations on my network (not recommended)

[siarvioion. | o] [

| QK || Cancel |

Select the Trusted Locations tab and then select the Add
New Location button outlined in red above. The dialog box
to the right will then appear. Place a checkmark in the box
that Subfolders of this location are also trusted. Then, press
the Browse button outlined in red. In the Browse Folders
dialog box that appears, select the desired folder to become
a Trusted Location. Lastly, press OK on all the dialog boxes
to accept the chosen folder and close all the dialog boxes.

Note: Any file placed into a Trusted Location folder will
bypass ALL the warning messages outlined above. It is highly
recommended to create a Trusted Location folder for ATLR.

Windows 10 or 11 in S mode:

q

Microsoft Office Trusted Location ? X

‘Warning: This location will be treated as a trusted source for opening files. If
you change or add a location, make sure that the new location is secure,

Path:

IC:'\.Prog ram Files\Microsoft Office\Root\Templates',

Subfolders of this location are also trusted
Destrmm

Date and Time Created: 01/26/2023 &36 PM

Cancel

Windows in S mode is a version of Windows that is streamlined for security and performance, while
providing a familiar Windows experience. To increase security, it allows only apps from the Microsoft
Store, and requires Microsoft Edge for safe browsing. Using Windows in S mode will not allow ATLR to
work correctly. Please see the “How do | switch out of S mode” section on the web page indicated below

to determine how to remove the S mode restriction.

https://support.microsoft.com/en-us/windows/windows-10-and-windows-11-in-s-mode-fag-851057d6-

lee9-b9e5-c30b-93baebeebc85
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Getting Started:

To open the software package, find and double click on the ATLR template file: (ATLR Ver2.3
Workbook - <county name>.xltm) that was provided to you by the county. Remember that once
the template file is opened, ATLR will ask for specific details concerning each township, then
create and save the new data file, and lastly, will open the ATLR file for the entering and editing
of the township’s data. Excel could also be started first and then browse to the ATLR template
file name by using the File > Open menu command.

Reading and Accepting the EULA:

Each time a new data file is created, the ATLR software package will require that the End-User
License Agreement (EULA) be read and accepted by checking the ‘Accept the EULA?’ button
located by scrolling to the bottom of the About page. The EULA is also found at the beginning of

this document.
[ Do you accept the above End User Licensing Agreement - EULA?

ATLR will not show and/or enable the buttons on the ribbon toolbar necessary to proceed into
the software program until the terms in the EULA are agreed to.

First Run: (Is only visible when either, the ATLR program has never been used before on this

computer, or when ATLR is started from the template file (.xItm) distributed by the county.)

After opening the ATLR template file and accepting the EULA, each township’s information will
be entered by pressing the Input Needed Township Info button located on the ribbon toolbar.

ATLR Workbook 2.2 Good.xlsm - Annual Township Ledger Reports (ATLR]) O ATLR First Run... X
Pagtup g =3 (SN
- Welcome to:

Annual Township Ledger Reports (ATLR)
About Macros are Print Export The EULR is| Input Needed

ATLR Enabled! | EULA EULA Accepteyl || Township Info It appears that this is the first time that this version
Current Page Macros Print | Export PDF|  Actions First Run of ATLR has been initiated.

[ 1

=
é Please fill in the following information to proceed:
The County Name is: This township's name?
Welcome To e [
riggs Bartley j
The When will the township begin to enter data?
| January j | 2017 j

Annual Township Ledger Reports .

4 4 » | About 1

Where will the township's data files be saved?

O In ATLR folder on Marty's Desktop

If ATLR has been used in the past, a dialog box will ask if the || ©nATLr folder in Marty's Documents

most recently used ATLR data file should be updated to this || mAT:A olderinMarty

. . D:\Users\Marty\Documents\ATLR
new version. If No is selected, then the Select ATLR Data || 5 eate s shorteut to this folder on your Desktop?
File dialog box will appear to allow a different ATLR file t0 | The name of the new township data file:

be chosen. If Cancel is selected, then the ATLR First Run... Bartley 2017 ATLR Workbook.xIsm

. . . . O create a Shortcut to this data fil Desktop?
information form shown to the right will then open. reaTe g ore T T TTa T8 onyouT mesop

Begin by entering This township’s name? from the drop- \ Finished! - Press to Continue \
down list. Next, enter the month and year When will the
township begin to enter data? (This is reflective of the township’s fiscal year, normally beginning
in January.) And finally, indicated Where will the township’s data files be saved? The save
locations available are: on the user’s desktop, in the Documents folder for the current user, or in
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the user’s main folder. The choice that is selected will have an ATLR folder created in that
indicated location.

Also shown on this form is the County Name, the full name of the save folder location, and the
proposed data file name to be created. These file/folder names have associated checkboxes that
will allow ‘Shortcuts’ to be saved to the Windows Desktop. These ‘Shortcuts’ will have icons with
a gold star image that will point to the location of the ATLR Data File, and/or the ATLR Data
Directory Folder. Clicking these icons will open the associated file, or folder.

After the necessary information has been entered into the ATLR First Run... input form, the
Finished! — Press to Continue button will become available to complete the process. By pressing
the button, the proposed data file will be created and saved, Excel will be shut down, and the
newly created township file will be reopened for the entering and editing of the township’s data.

This same process will also be utilized when migrating an existing township ATLR data file to a
new computer.

Enter ATLR:

Each ATLR data file will contain one year of township information. Every year, a new ATLR data
file must be created. Whenever a new ATLR township data file is created, Excel will always show
a security warning and ask to Enable Content. Also, for each ATLR data file, the EULA must again
be accepted. See page 9.

Before the EULA has been accepted, notice in the left image below that ATLR will indicate to you
with a toggle button on the ribbon toolbar menu to Please Scroll Down to Accept the EULA!
Also notice in the left image below that the Enter ATLR button is not enabled and looks to be
grayed out.

[E=EEn

- 5 -
['._—’.l |'iel = ATLR Workbook Version 2.0.xlsm - A [¥]'\dl |= ATLR Warkbook Version 20.xlsm - A

ATLR Page Setup View & o = 3

® aa
About Macrosare | Print | Please Scroll Down
ATLR Enabled! EULA | to Acceptthe EULA!

Current Page Macros Print Actions Go to Page

ATLR Page Setup View

==
L
About Macros are Print The EULA is Enter
ATLR Enabled! EULA Accepted! ATLR
Current Page Macros Print Actions | Go to Page

W W

The right image above shows that the EULA has now been accepted by checking the EULA
checkbox at the bottom of the About page and that the toggle button in now highlighted and is
displaying that The EULA is Accepted! The Enter ATLR button has now been enabled and when
this button is pressed, access is granted into the full ATLR = , —
package. If macros have been enabled, the program will then be
able to proceed to the Setup page by pressing the Enter ATLR || ~— =
button. See pages 6-8 for more information on Enabling Macros. |
After pressing Enter ATLR, the software will now display the [ - =
Setup page as is shown in the image below.

Note: Always remember to frequently save the data file
whenever information is being entered. There are three different |-
ways to save ATLR. First, open the File menu and select the Save |—=
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menu item. Second, press the Save quick access toolbar button. Or third, right click on most
data entry pages and then press the Save button. ATLR will always ask to save the data file when
the program is being closed, but it does not automatically save any data.

Thank you for choosing ATLR in streamlining the recordkeeping requirements of your township.

Software Overview:

The Annual Township Ledger Reports (ATLR) software package is designed into pages where
information can be entered, and reports can be viewed. These pages are located on Excel
worksheets that are accessed through the Go To Page: buttons located on the ribbon toolbar

ES &L 820 2 2 & = 0

Register Annual Road List of ©Oath of Acdtivity Acdivity Monthly Monthly Annual Annual  About
Budget Certification Officers Office [Account) (Category] [Account) (Category) Summary Statement ATLR

Go To Page:

IASEEE]
2l
ILLL-0,

ATLR can also show the different data entry, informational, and report pages by selecting and
viewing the worksheet tabs located along the bottom edge of the software program. These
Sheet Tabs can be made visible by checking the Sheet Tabs checkbox located on the View ribbon
toolbar menu.

[l «» v| Setup - Reaister -~ Twp Budget - ARE ~ Twp Budget - C1 .~ Road Certification ~ List Officers ~ Oath of Office ~ Activ

When ATLR if first opened, it automatically maximizes the amount F e Fegesenn | view
of screen space available by removing the Formula Bar, the 1\ < oicar [ romumesr @ -1
Headings, the Sheet Tabs, the Horizontal Scroll Bar and the Status [ cridiines [ Headings | @ zoar
Bar. Any of these items can be turned back on again if desired by | [ statusgar [ SheetTabs | =L Zoor
checking the corresponding checkboxes in the Show group on the Show

View tab of the ribbon toolbar menu. ATLR will remember these settings whenever the program

is being utilized.

The Horizontal Scroll Bar, if visible, can be increased or reduced in size by moving the resize
handle as indicated in the image below. If the resize handle is slid mostly to the right, this will
minimize the amount of space that the horizontal scroll bar will occupy, and this will allow as
many of the page tabs to be viewed as possible.

4 4 » M| Setup  Register  Twp Budget - ARB  Twp Budget - C1 Road Certification List Officers  Oath of Office ~ Twp Summary — Twp StmtP1  Twp StmtP2  TWP StmtP3  Twp Stmt P4 Twp Stmt PS5 @ »
Ready | 7] 80 &) 100% (- +

When some of the page tabs are hidden from view SetUD, Register . Twp Budget
Ready z }

because the screen is too narrow, and/or the tabs are
possibly covered up by the Horizontal Scroll Bar, the tab
arrows as shown in the image to the right, will allow the
tabs to be moved left and right to expose hidden tabs.

Excel also provides a zoom slider in the lower right of the program window that is located on the
Status Bar. Since the Status Bar is not visible by default, this functionality has been replaced on
the View tab of the ribbon toolbar menu. The Status Bar can also be made visible as indicated
above.
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Using either of these Zoom functions will allow more or less information

View

Q - 100% & to fit on the screen as desired. But if any number cells on the Register
@zoomin =T TN page display ##HHHHH, try adjusting the zoom level so to be able to see the
'=, Zoom Qut Selection numbers.

If the Sheet Tabs are being shown, then the page tabs that will allow information to be entered
and edited into the program are colored in green. The red page tabs are report pages that will
only display information and cannot be edited or changed.

Located inside of each green page tab, only certain areas, or cells, of ATLR will allow information
to be entered or edited. These cells are colored a light yellow to designate that these cell
locations will allow user interaction with the software program. All other locations throughout
ATLR are locked and cannot be modified by the user.

(P) Accounts Payable '?

(L} Loan - Credit Card? Oece st O | eected  207%

(M) Loan - Bank? Occ st

{2} Fund - Road?

{3} Fund [Jelected 203

{4} Fund

{5} Fund

{6} Fund [delected  zow

{7} Fund -
4 4 » M| Setup - Register Twp Budget - ARB Twp Budget - C1 Road Certification List Officers Oath of Office  Activity (Acc) Monthly (Acc) Twp Summary  Twp St

Warning: If, at any time, the edit cursor moves off a cell that is not colored a light yellow,
immediately save the file and close Microsoft Excel. Any potential modifications made to
locations other than the light-yellow areas will destroy the functionality of the software package
and/or damage the report pages such that the reports will not print correctly. After Excel is shut
down, the ATLR software package can be opened again and determined if any damage has been
done. If the edit cursor can repeatedly enter a non-yellow colored cell, please contact your
county auditor’s office immediately to report the problem.

Because of the severe potential consequences to both the functionality of the software and to
the printability of the reports; all page tabs, their content, and the structure of ATLR have been
password protected against inadvertent modifications to the software package.

Note: You are bound by the EULA that you accepted to not attempt to remove the password
protection of ATLR.

Note: If upon the opening of ATLR; an error is experienced that states either “Compile error in
hidden module: ThisWorkbook” or “Unexpected Error 32809”; the steps to correct these errors is
in the Troubleshooting section at the end of the manual.

Note: Software Support for ATLR is to be provided to township officers using a County Support
Person. In the event of software issues (bugs) that need to be corrected or to request additional
features, please contact your County Support Person for support. Under no circumstances is a
township officer to contact the author of ATLR or Peak Yield LLC. The County Support Person, if
unable to remedy the situation, is then authorized to contact the author after attempting to
correct the issue locally.
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Entering Dates in ATLR:

Entering a date in any of the date cells of ATLR has |rerose o | s ,
several additional features included. There is a | ™ e | T
popup calendar that will show an icon next to a [ biesiambememsus =]
SEIectEd date CEII, Additional Columns for the Register
(S) Bank - Savings? Oc sO
This icon will float on the right side of the cell. By [ | =
pressing on the icon, the floating popup calendar [ois teree o= | [ nevemoer e 206

will be displayed. Changes to the month and to the year can be selected by clicking on the
headings when underlined. The month can also be changed by using the up/down arrows
located in the upper right of the calendar. Today’s date is located at the bottom of the calendar.
The pale red highlight indicates the date that is currently stored in the selected date cell. The grey
highlight moves with the mouse cursor and will become the date selected and entered into the cell if the
mouse button is pressed.

Mar 2017 Mar 2017 Mar 2017 -~ v

Sun Mon  Tue
Jan Feb Mar 2011 2012 2013
5 [ 7 k] 9 10 11
12 13 14 15 16 17 18 Apr Mav Jun 2014 2015 2016
1 20 21 22 23 24 25
- ~ Jul Aug Sep 2017 2018 2019
26 27 28 25 30 3 1
- e e Oct  Nov  Dec 2020 2021 2022
Friday, November 18, 2016

There are also several keyboard shortcuts implemented into the date cells of ATLR. By selected
any of the date cells, and then pressing one of the indicated keys below on the keyboard, ATLR
will enter or modify the date in the cell. The available shortcut keys are as follows:

Tt Enter today’s date.

- (minus key) Previous day.

+ (plus key) Next day.

[ (left bracket) Same day last week.
] (right bracket) Same day next week.

; (semi colon) Same day last month.

‘ (apostrophe) Same day next month.

W,w First day of the (w)eek.

K,k Last day of the wee(k).

M, m First day of the (m)onth.

H,h Last day of the mont(h).

Y,y First day of the (y)ear.

R,r Last day of the yea(r).

C,c In the Register, (C)opy the last transaction down to this row. Copies the:

Date, Doc #., Vendor/Payee/Memo, Bank, Fund, Reconciled columns.
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Printing Reports:

Using the Print <report> Buttons on the Ribbon Toolbar Menus:

There are Print <report> buttons located on each page’s ribbon toolbar menus that facilitate the
printing of the reports in ATLR. Additional Print <report> information is available in each page
section description located throughout this manual.

File Print Preview
These Print buttons allow the multiple page tab reports ~ — s [@ 3
to be printed as a group and will also remove the light- = = )
. . . . Print  Page Zoom . Claose Print
yellow color that indicates the editable cells. Pressing Setup Show Margins  preview
Print Zoaom Preview

any of these Print buttons will open a print preview
screen where any Page Setup may be applied before actually printing the report.

This Print Preview will show how the reports are going to look when printed and several
adjustments can be made to the reports from this location. These adjustments include which
printer to print the report on, what pages to print, and how the page is to be setup.

Using Excel’s Page Setup:

The standard Excel Page Setup dialog box (see below left) is available to customize the page tabs.
It is accessible by pressing the Page Setup button on the Print Preview screen that appears when
one of the Print <report> buttons is pressed (see above image). It is also available by pressing

the red outlined button in the image to the right. ATLR | PagesSetup | View
Both the Page Setup tab and the Page Setup dialog E, ]j IH:::t i:z: : ﬂgj,"d
box allow selecting the printer and its native  Marains Orientation Size o
[ T == options, making  adjust- Page Setup for Printing O Print
E W:WIZ M ments to the printed page including the scaling of the printed page, the
e setting of margins, changing the headers and footers, and adjusting
e s [ several other settings to customize the reports. See the Excel

= | documentation and help files to further understand these settings.

Note: Use care when changing settings associated with Page Setup.

+. | Settings made here are persistent to each Excel page tab and change
= 1==1] how the reports are printed. It is possible to make changes to ATLR’s
reports so that the reports will no longer print correctly on each page.

Getting Reports to print correctly on each page:

The Page Setup ribbon toolbar menu and Page Setup dialog box have options to adjust the
scaling of the document. Using the options Fit to 1 Page High and/or Fit to 1 Page Wide is
appropriate for most of the page tabs. The Scale: (on the ribbon menu) or Adjust to <?> %
normal size (in the Page Setup dialog box) setting can also be used to adjust the page size to
correctly fit each report on to the printed page.

Printing Multi-Page Reports on a double sided (duplex) printer:

If a multiple page report is to be printed on both sides of the paper, set the duplex option (Print
on Both Sides) available through the printer driver of a duplex capable printer. Access to the
printer driver is available from the Page Setup - Options button (see Page Setup section above)
or through the Print > Printer Properties button. Each page of a report will need this option set.
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Setup Page:

The Setup page is where all of the software setup and other miscellaneous information is
displayed. It is split into several sections including Setup Information, Additional Columns for
the Register, Beginning Bank Balances, Beginning Fund Balances, Remarks for Twp Summary
Report, List of Officers, Account List and the Category sections. Each section is detailed below.

'ETLR Werkbock 2.3 Finallsm ¢ Annual Toanzhip Ledger Reports (ATLR)

Bear Creek Township, Dickey County, North Dakota
Annual Township Ledger Reports for the Year Ending December 31, 2017

List of Township Officers
Mallng Acress 11 et Emaits

Categories - Revenue
" Wisc. Aevenue Cat

-| Tressurer Categories - Expense

-- Misc. Expenss Cat. -

Assessor

Beginning Fund Balances Remarks for Twp Summary Repart

ed
- Notusea - - s - | |-rerused
Total Bank Balances: § - “Total Fund Balances:

Setup Information:
The Setup Information covers information about your township.

Fill in the Name and Email of the County Auditor, select the Name of the Township and enter

— Setuplnformatio;me'gh | the Address lines of the Township. The Summary Signatory is the
Name of Courty Auditor person that will be signing the Township Summary report. The
hmear Tommig R Summary Signatory Title and Telephone Area Code, Telephone
e ez Number, and Telephone Extension also show up on the Township
v Summary report and pertain to the person who is signing the report.
Summary Signatory Title

e e The Report Date is the date that will appear on all of the reports as
e e to when the reports were completed. Normally the Report Date will
o T R -2~ be the date of the spring annual meeting, designated by state law to

Cre e pe on the third Tuesday in March.

The Fiscal Year Begin Date and Fiscal Year Ending Date will reflect the fiscal year for the
township. Use the Month and Year drop down lists to select the beginning of the fiscal year for
the township. If the Fiscal Year is changed, ATLR will ask to change the Report Date to the 3™
Tuesday in March of the appropriate year. But the Report Date can be changed at any time to
any chosen date. The Fiscal Year cannot be changed if any transactions exist in the Register that
are within the currently displayed Fiscal Year.
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The Default Save Directory is where the data files for ATLR are to be stored. Clicking on the
ellipsis button when the cell is blank will automatically set a default save directory. Clicking the
ellipsis button again with a directory indicated will allow the directory to be customized to any
location desired. The file folder button will open the directory in a Windows Explorer window.

Additional Columns for the Register:

This section of the main Setup page allows additional columns to be displayed or hidden in the
Register page. ATLR allows the option to display two additional Bank columns, an Accounts
Receivable column, an Accounts Payable column, two Loan columns, and six additional Fund

Additional Balance Columns for the Register  cOlumns. The Checking bank column and the General fund
s) Bank #==|0c sO

o = | column are always shown. If no other columns are used, the
E:i Eyh.b' s Checking bank column and the General fund column are merged
) toan tsies | ] cc =0| into one column.

(M) Loan Lsbility | ] cc st

i rn R In each of these Additional Columns cells, enter a name that is to
4] Fund be displayed in the column header on the Register page. These
o Fond — column names should identify the type of account that is to be
{7} Fund Eauity

displayed. When a name is entered in the light-yellow colored
cell, that column will appear in the Register and will also be used in the Beginning Bank Balance
section on the Setup page. If the Loan columns are used, then certain Accounts are bound to
that name in the Account List.

If a column is to be removed from the register; select the corresponding cell in the Additional
Columns for the Register section and press the Delete key; or select the cell, right click, and
select the Clear Contents menu item. If the column is not being used and is ‘blank’, then other
areas of the program that utilize the column name will either hide the name or place a -- Not
Used -- name in the corresponding area.

Note: ATLR will not let you remove a column from the Register that has either a non-zero
beginning balance, a non-zero Register balance, or has been used in a Register transaction.

The additional Bank columns have two checkboxes to indicate what type of Bank column is to be
represented. The OC checkbox is for an additional checking column. The SO checkbox is for a
savings column. If neither is checked then the column is a generic bank balance.

If the MIC checkbox is checked, then all the Revenue and Expense accounts, along with AR
Income, AP Expense and the Transfer accounts from the Account List are available to that Bank
column. An SM checkbox indicates that only the Revenue accounts, AR Income and the Transfer
accounts are available. If neither the OC nor the SO checkboxes are checked, then only the
Transfer account from the Accounts List is available.

Note: Normally the first additional Bank column would represent a ‘Savings’ account and the
second additional Bank column would represent a ‘Certificate of Deposit’ account. But these
additional Bank columns can be configured as needed.

The additional Loan columns have two checkboxes to indicate what type of Loan column is to be
represented. The OCC checkbox is for a credit card column. And the STO checkbox indicates
that this loan is a short-term loan. Short-term loans are loans that are paid off in less than a
year. Credit card loans are always short-term loans. If neither checkbox is checked, then the
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Loan is considered a long-term loan, meaning a loan that is to be paid off over more than a year.
Most bank loans are long term, multiple year loans.

If the MICC checkbox is checked, then all the Expense accounts from the Account List along with
the <credit card> Payment account are available. If the STM check box is checked, then the
account names are changed to <loan> ST Issued and <loan> ST Retired. If neither the OOCC nor
STO checkboxes are checked, then the accounts available are <loan> Issued and <loan> Retired.
The word <credit card> or <loan> is replaced with the custom name that was entered for the
column.

Note: If a ‘Special Road Fund’ is to be implemented as outlined in North Dakota state law, then
the OR checkbox must be checked in the {2} Fund input cell. The name of the ‘Special Road
Fund’ will default to Road. Several other changes and restrictions pertaining to North Dakota
state law are enforced by ATLR when the MR checkbox Road Fund is implemented. Please see
about the ‘Special Road Fund’ in the Transactions section of this manual.

Beginning Bank Balances:

Beginning Bank Balances The Beginning Bank Balances section is where the

e - z —| township’s assets and liabilities are reflected and where

NotUsed - P g the beginning balance for each Bank, Accounts Receivable,

:ZIEZ: L:“ z Accounts Payable and Loan column will need to be

ot Voo | s entered as of the start of your fiscal year. This would be

—Not Used - Latiley | ¢ the same fiscal year that is reflected in the Year Beginning
Total Bank Balances: § Date from the Setup Information section.

Total Bank Balances=Assets - Lisbilities

Normally, bank balances are entered as positive numbers.

If a column is not used and is ‘blank’ in the Additional Columns for the Register section, then the
Beginning Bank Balances name will reflect -- Not Used -- and the corresponding cell will no
longer be a light-yellow color and will not allow a beginning balance to be entered.

The Total Bank Balances will total up all of your Beginning Bank Balances.

Beginning Fund Balances:

Beginning Fund Balances The Beginning Fund Balances section is where the
General il z - townships equity is reflected and where the beginning
Road quity - .
Mot Used - By | balance for each fund will need to be entered as of the
- NotUsed - il start of the fiscal year. This is the same fiscal year that is
-- Mot Used -- Eauity | § . . .
NotUsed - T reflected in the Year Beginning Date from the Setup
-- Not Used -- i Information section.

Total Fund Balances: $

Total Fund Balances =The Sum of All Funds

Normally, fund balances are entered as positive numbers.

If a column is not used, then the Beginning Fund Balances name will reflect -- Not Used -- and
the corresponding white colored cell will not allow a beginning balance to be entered.

The Total Fund Balances will sum up all your Beginning Fund Balances.

Note: The Total Bank Balances and the Total Fund Balances must equal. If the Bank and Fund
Balances do not equal, the cells will display a red background color.
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List of Township Officers:

Supervisor

List of Township Officers The List of Township Officers is where the elected

Name Mailing Address (911) Phone(s) Emaills)

officers of the township, along with their physical

[] Elected 2077  Chairman []

address, phone numbers, and email addresses can

[ Elected 207 Chairman [

be recorded. This information is then included on

the List of Officers report page.

Checkboxes are available to indicate which of the Supervisors was elected Chairman. Another
set of checkboxes will indicate if that officer was newly Elected or reelected this year or not. And
a text box is available to display any additional data desired, which could include the year first
elected, the last year elected, or any other small bit of information that might be useful.

Assessor

' ' I Four additional officers can be

[ Elected 2077

included and individually

customized to each township. Fill in

] tlects

! ! I the type of officer needed into the

cells of the program indicated above with the red circle. Once the type of officer is recorded and
is no longer ‘blank’, this information will then be included on the List of Officers report page.

Remarks for Twp Summary Report:

Remarks for Twp Summary Report ~ The Township Summary report page has a location on it for

remarks by the person filling in the report. This cell allows
that information to be transferred onto that report.

Account List:

Account List

-- Select Account --

Fund Property Taxes

Twp. Road Mileage

State Aid Distribution

Coal Dev. Impact Fund

Telecommunications

Interest Earned

Dividends

All Other Receipts

Board Salaries

Twp. Assn. Dues/Meals

All Other Expenditures

Transfer

AR Income

AP Expense

Zero AR

Zero AP

Road Fund Transfer

VISA Charge

VISA Payment

Loan Issued

Loan Retired

The Account List is a convenient way to view the revenue, expense, and
transfer accounts available to you to track your township financial
information. The revenue and expense accounts are the same tracking
accounts used on the Annual Township Statement that is required to be
completed by each township every year.

The first eight accounts from Fund Property Taxes to All Other Receipts are
the revenue accounts available.

The next sixteen accounts from Board Salaries to All Other Expenditures are
the expense accounts available.

The last ten accounts are other accounts specifically created to aid in the
recording of special transactions in the register or to fulfill the requirements
for particular information on the report forms.

The AR Income, AP Expense, Zero AR, and Zero AP accounts work together
with the revenue and expense accounts to implement the Accounts
Receivable (revenue money owed to the township) and Accounts Payable
(expense money owed by the township) features of the Register.

The Transfer account is used to transfer money between bank accounts and between funds.
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The Road Fund Transfer is a unique account specifically design to handle the Special Road Fund
outlined in North Dakota state law. See Special Road Fund in the Transactions section.

The <loan> Issued and <loan> Retired accounts (could be <credit card> Payment, <loan> ST
Issued or <loan> ST Retired depending on the type of loan) are used when Loans are borrowed
and repaid. This information is required on the Township Summary report page. These accounts
will reflect the name that was entered in the two Loan cells in the Additional Columns for the
Register section instead of the <loan> or <credit card> placeholders. If the name of either of the
Loan columns is ‘blank’, then these accounts will reflect -- Not Used --.

All of the accounts will be covered in more detail in the Transactions section in this manual.
Categories — Revenue and Categories — Expense:

Categories allow additional information to be stored with every transaction. Categories can be
utilized as alternate Revenue and Expense accounts, as a way to track certain projects such as
grants or FEMA, or as an additional method to track transactions however it is desired.

Categories are linked to transactions either as a Category — Revenue or as an Category —
Expense. Category names within each section must be unique but the same category name can
exist in both the revenue and expense sections. All category names entered will be sorted into
alphabetical order within each section.

Every transaction must have a Category linked to it. Upon the selection of a standard Revenue
or Expense account for a transaction, the Category will automatically be filled in with default
category names; either -- Misc. Revenue Cat. -- or -- Misc. Expense Cat. -- . This default category
name can then be changed to one of the entered category names.

If a entered Category name is deleted then any transactions in the Register associated with that
Category name will revert back to the default category names mentioned above.

Setup Ribbon Toolbar Commands:

—
ATLR Workbook 2.3 Final.xlsm - Annual Township Ledger Reports (ATLR)

ATIR | PageSetup  View

B fReERRIIICrEY A3 20 0 E 2R E0 @

p g

Setup Begin  Updateto Mo | Setup | Setup Al County Register Annual  Road  Listof Oathof Adtivity Activity Monthly Monthly Annual  Annual  About ATLR
NewVear New Version  Errors | Page | Page Reparts Reports [ Color Header Budget Certification Officers Office (Account) (Category) (Account) (Category) Summary Statement ATLR Locked!
Current Page Adtions Print Export PDF Optians Go To Page Admin (Pwrd Re...

The Begin New Year button is used to save the current year’s file; update the Beginning Bank
Balances and Beginning Fund Balances with the ending balances of the year now ending;
increment the fiscal year to the new year; erase the register and budget; and save the newly
created file. The filename will default to a name defined by your township name and the year.

The Update to New Version button is to update the data when a new version of ATLR is
distributed. Open the new .xltm version of ATLR. Set the Default Save Directory as indicated
above in the Setup Information section. When the Update to New Version button is selected,
an Open File dialog box will ask for the data file of an old version of ATLR and will then copy all of
the information from the old workbook into the new workbook. The old version will be saved in
the Old Versions directory and the new ATLR version is renamed and saved in the same directory
as the original file.

The No Errors/Open Error Log button opens a dialog box with options to works with any errors
that might occur through use of the ATLR program. The program code now utilizes a new error
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handling system that will create and append program errors to a log file. This log file can be
copied and pasted into an email or attached to an email and sent to the County Support Person
to help trouble shoot why these errors occur. The dialog box that appears have individual
buttons to Open the error log with the Notepad program that comes with Microsoft Windows, to
Copy the log file contents so that the contents can be pasted into an email, Delete the log file, or
to Cancel the dialog box.

The Print Setup Page button allows printing of the Setup page. This button removes the light
yellow color that indicates the editable cells before activating the Print Preview screen. When
the Print Preview screen is exited, then the light yellow color is reapplied.

The Export Setup Page button creates a PDF file of the Setup page. All export pdf buttons in the
ATLR program will also remove the light yellow color that indicates the editable cells before
exporting the pdf file. There are additional buttons to Export All Reports and to only Export
County Reports. The PDF files are saved in the “<year> PDFs” folder located in the Default Save
Directory that is indicated on the Setup page.

The Blank Fill-In Forms checkbox hides the data currently on the forms and allows the forms to
be printed as blank forms ready to be filled in by hand. Data is not lost when using this feature.

The Show Categories checkbox activates the Category feature of the software. When checked,
additional columns in the Setup and Register pages are now visible along with two additional
reports, Activity (by Category) and Monthly (by Category) are made available. See the Category
section of the Setup page for more information.

The Color Header checkbox will color the Setup page header to the same colors as the header in
the Register page. The colors for both headers are set with the Select Color ribbon toolbar menu
button located on the Register page.

The button located in the Go To Page: group on the ribbon toolbar menu navigate to the other
data input and report pages of the ATLR program.

At the far right of the Setup toolbar menu tab is the ATLR Locked! button that indicates that
ATLR is in a locked state. Future diagnostic and specialty features might make use of this button.

Register Page:

The Register page is where all the financial transactions for the township will be entered for each
year. The ATLR program is designed to record one fiscal year of transactions at a time. When
each fiscal year is completed, the ATLR file for that year is to be closed and a new year file is to
be opened by using the Begin a New Year button located on the Setup page.

On the following page are two example screenshots of what the Register will look like, one in its
very minimal state showing just the Checking Bank Balance and the General Fund Balance as a
single merged column. The other screenshot has all the columns that are available being shown.

The Register is split into three sections; the actual Register Information showing each
transaction; the Bank Balances including Receivables/Payables Balances and Loan Balances; and
the Fund Balances. As denoted by the light-yellow color on the cells, only the Register
Information cells will be able to be edited.
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( Port Emma Bank Register and Fund Balances for the Year Ending December, 312013 ) The flrst row in the Register reﬂects the flscal Year
o e anmm==l - Beginning Date along with the Beginning Balances

Revenue | - |
{ —L —that were entered on the Setup page.
BIEEN E ]

[ Port Emma Bank Register and Fund Balances for the Year Ending December, 31 2013 J

01/01/2013 | | Beginning Balance [ x| seg. Balance
[

[
I
|vear To Date TM:IL| Beginning Balance $0.00 | $

Register imformation s Toan Batsnces
Bute - [Boc 8 + | Vemdor [ Payee [Whemo < []=T+] Aecount Name |~ | Revense - | aporse’ <[ Bther - || hecking 16 | Soviogst5) | ) AR R a0 VER (1) ] Bk Loon ()| Generai )
= Beginning Balsnce x| Beg soimnce [ [ s 1= R I R 3 s
T T I : ; ; : :
Il | |

I's
s
[s - 15 s
E [

I

s s - 1=
R ER [E
Bank: $0.00 I

e P PR L [

The Reconciled Balances are shown near the bottom of the Register. Usage of the Reconciled
column of the Register determines these balances so to reconcile ATLR to your bank statements.

At the bottom of the Register is the Yearly Totals. The first item in this area is the Beginning
Balances for both the Bank: columns and the Funds: columns. The Bank: beginning balance
includes the sum of the three Bank Balances plus Receivables minus Payables minus the two
Loan Balances. This is the same balance that is displayed in the Total Bank Balances cell on the
Setup page. And the Funds: beginning balance includes the sum of all the Fund Balances. This is
the same balance that is displayed in the Total Fund Balances cell on the Setup page.

The ending Yearly Totals for the Revenue, Expense, and Other columns will show the subtotaled
amounts of each respective column. The balance columns will each show the current ending
balance, either in the Bank: section or the Funds: section. The column balances are then totaled
together to show the ending balance for all the Bank: columns and the ending balance for all of
the Funds: columns. The beginning Bank: and Funds: total balances must equal each other. And
the ending Bank: and Funds: total balances must also equal each other. If the Bank: and Funds:
do not equal each other, the cells will display a red warning color.

Fund Accounting Note: The Bank Balances and Accounts Receivables are Assets. The Accounts
Payables and Loans are Liabilities. And the Funds are the Equity accounts. The accounting
equation that Assets minus Liabilities equals Equity must hold true.

All the balance accounts, both Bank Balances and Fund Balances will reflect positive numbers. To
satisfy the accounting equation then, Bank Balances plus Receivables minus Payables minus
Loan Balances equals the Fund Balances. Assets minus Liabilities equal Equity. See additional
information in the Transactions section in this manual.

Register Ribbon Toolbar Commands:

ATIR | PageSetup  View o =0

= ;\l E,El D, = | [ s ¥ [ ) j B j j N = 0
7 2 = =) = ) § 7 i i
= Z (£ ¢ = d PASES & - L : o\ 4
Register Sort By Unhide Correct Select Register Register Register Register Setup Annual Road List of Oath of Activity Adivity Monthly Maonthly Annual  Annual  About
Date Rows Data Color= | (Balances) (Mo Balances) | (Balances) (Mo Balances) Budget Certification Officers Office (Account) (Category) (Account) (Category) Summary Statement ATLR
Current Page Actions Register Color Print Export PDF Go To Page

The Sort by Date will allow the Register to be resorted correctly by date in ascending order.
Normally the Register will automatically maintain its sorted condition, but there are certain
circumstances that can allow the Register to become unsorted. If this occurs, then this button
will correct the issue and sort the Register. See additional information about Adding and
Deleting Data from the Register using the Date column section of the manual.

The Remove Filters button is enabled whenever the Register is Filtered. This button will remove
all filters and will again show all data in the Register with nothing being hidden.
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Al 8 @) The Unhide Rows will maximize the number of Register rows to its largest
s-ﬁsy umnice coree | SiZ€, UNhide all hidden columns, and unlock any locked transaction cells.

T e ™ | While the Register is in this maximized state, Copy and Paste commands for
the Register are now allowed. When the Register is in the normal hidden state, Copy and Paste
commands are disabled. Mainly this is used to analyze all of the information in the Register for
data corruption. Also this method can be used to copy and paste the financial data out of the
Register of an older ATLR version into an updated ATLR program version. In the unhidden state,
the Register will allow data to be pasted that can potentially corrupt the Register and introduce
data errors into the ATLR program. After pasting such information into the Register, use the

Correct Data button to eliminate any possible data corruption.

The Correct Data button will analyze the Register; correct any cell, border, and number
formatting errors; verify the Date, Bank, Fund, Account Name, and Category columns for missing
or incorrect data; and will analyze the financial number data for correctness. If data is found to
be inaccurate or corrupted, the data will be replaced with default data that will correct the
Register and make it functional again. But be aware that DATA in the Register can be CHANGED
or DELETED by using this feature.

The Turn Rows On button will turn on or off the chosen color selection to color the Register. If a
color hasn’t been selected then the Turn Rows On button is disabled.

9 = (g
The Select Color gallery button will allow a color to be selected for every other Seect | megister e
row in the Register as reflected on the Select Color button. Pressing the Select 7 toay [ 7n
Color button will allow you to change the color used to color the alternate ;g E"Rﬁ'd g;‘:‘:e
rows. Nine default colors are defined along with a No Color button to remove s 7 omnse
the color selection. Once a color is selected, this will color the Register both on .g“'c:'l'j'::”r'_:"° coter
the screen and for printing. Selecting a color will Turn Rows On in the Register. o c.omcoor
The Color Header? checkbox button within the Select Color gallery will color the Register
headers based on the same color chosen previously. Pressing this button (checked) actives the

header color and pressing the button again (unchecked) will deactivate the header color.

The Custom Color button within the Select Color gallery will allow a custom color to be selected
by the user for the coloring of the Register and the Register headers.

The Print Register buttons allow the printing of the Register. Print (Balances) will print the
entire Register. Print (No Balances) will print only the tranactions without any balance columns.

The Export Register button allow the creation of PDF files of the Register. These buttons
function exactly like the Print Register buttons. The PDF files are saved in the “<year> PDFs”
folder located in the Default Save Directory that is indicated on the Setup page.

Adding and Deleting Data from the Register using the Date column:

All new transactions must be added to the bottom of the Register regardless of the date order. A
new row is added to the Register by entering a date in the Date column at the bottom of the
Register. Missed transactions of an earlier date must be added to the bottom of the Register
even though some later date transactions might already have been added.

Once new information is added, the Register can be resorted according to date by pressing the
Sort Register by Date button on the Setup page. The Register is also automatically sorted by
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date every time a new transaction is added. The transaction last entered, even if recorded with
an earlier date, will remain at the bottom of the Register until either the Register is sorted using
the Sort Register by Date action button or another new transaction is entered into the Register.

A transaction row can also be deleted by selecting the cell in the Date column for the row you
wish to delete, and press Delete on the keyboard. A transaction row can also be deleted by right
clicking on the Date in the row to be deleted and select the Clear Contents item from the popup
menu. A warning dialog box will ask to confirm the removal of the data contained in that row.

The transaction will be deleted, and the register will be sorted to move the now blank row to the
bottom of the register. The blank row(s) now at the bottom of the Register will then be hidden.
Filtering the Register:

Register Information
ee/Memo |~ [-[-[] AccountName |- | Revenue - Expense |~

The Register has the capability to be filtered for specific 75700 o
information that might be required. By clicking on the ™ =%
arrows next to the column headings, the filtering drop :

down is activated. By checking boxes in the list, the

m
‘ z
=

m
=
=

m
=
=

m
=
=

Filter by Color

m
=
=

Text Filters d Equals..

S
=4
=

Register will be filtered to only show particular ex =7 Pl e
1010 ] (Select All) - Begins With... [
transactions. Text and numeric filters are also available as = CHGIEE™ oo, L
. . state [#] AP Expense Contains... p-00
shown in the fly out menu that will allow more tol  zsron Does Nt ontan.. 220
customization of the filter. COIRRE N o Coontier T
— [+ Dividends
. . 1p. -f Fund Property Taxes
To remove any filters from the Register, drop down the = M
filter dialog for a column that is filtered and click the Clear —  Zifioeicies S o
— State Aid Distribution il
Filter menu item or press the Remove Filters ribbon =0 = —
at-f [ ok || caneel | " Road Certification  List Offic
toolbar menu button. e

While there are sorting menu items indicated at the top of the filtering list, sorting is not allowed
on the register by this method. The only sorting allowed is through the use of the Sort Register
by Date button located on the Setup page. Pressing one of the sorting buttons located in the
filtering dialog box can cause Excel to error and ATLR will have to be closed and reopened.

Register Information columns:
Date column:

Enter the date of the current transaction. See the Entering Dates in ATLR section in this manual.
When a new date is entered in the Date column, a new row will be added to the Register and
default values will be entered in the Bank (C for Checking) and Fund (1 for General) columns.
The Bank, Fund, and Other columns are hidden if they are not needed.

Register Information
Date |~ |Doc.# |~ Vendor [ Payee { Memo |~ |~ Account Name A Category hd Revenue |~ Expense |~
01/01/2014 Beginning Balance X| Beg. Balance
02/13/2014 Fund Property Taxes -- Misc. Revenue Cat. - | § 5,000.00
02/17/2014 Board Salaries -- Misc. Expense Cat. -- 5 500.00

Doc. # column:

Enter any kind of information desired to be tracked into the Doc. # column. Useful information
might include the check number, the deposit number, “Auto” for an automatic payment or
deposit, “AP” for accounts payable, “AR” for accounts receivable, “debit”, “credit”, etc.
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Vendor/Payee/Memo column:

The Vendor/Payee/Memo column is for recording who has paid money into the township; or
who was paid money out of the township. Adding a note about what the transaction was for will
provide additional details if necessary. If the text entered becomes wider than the column
width, a popup tooltip will appear to display the full contents of the cell.

() — Bank column: (C), (S), (D), (R), (P), (L), (M), (F) - Only visible if required.

o~
Register Information =, Bank Bal s o~ Recpimgbles/Paya Balances, Fund Bal:m:# (F]’
) an AR Account Name |~ Revenue |+ Expense |+ other |~ || checkif ()] savings (s) cof (o)) Ak ) ) vida (1) ) Loaf (M) General {G
()] }] x| Beg. Balance S B [z & [3 & 3 NI [5 & 7 s ,

\&‘ -- Select Account -- $ - $ - $ - $ - $ - $ - $ - $

The Bank column determines which of the bank balance columns will be affected by this
transaction. The column defaults to the Checking (C) balance column. The bank balance column
headings have the appropriate letter in parenthesis as a reminder of which balance column will
be affected by which letter. The parenthesis () at the top of the Bank column is a reminder to
look for the letters in the parenthesis on the bank balance columns. The letters can be input in
either lower or upper case. And only a letter of a visible column will be allowed. The letters
stand for C=Checking, S=Second Bank Account or Savings, D=Third Bank Account or CD’s,
R=Receivables, P=Payables, L=First Loan, M=Second Loan, and F=Funds.

{} - Fund column: {1}, {2}, {3}, {4}, {5}, {6}, {7} - Only visible if required.

_ Register Information Bank Bal -~ 7~ o~ Fund (F) o~ P
| g~ Account Name | ~[  Revenue| - Expense | + Other |~ Checking (C) Generd {1} ) Roal {21 ) Firf {31 ) Snof {3} )) [ Insurancf {5; J Cementar (63 ) Airpoft {73 )
O[]\ Bes. Balance s - VM S ST s NF TS s s ~F
€[] - select Account - $ - ) - 5 - 5 - 5 - $ - $ - $ -
A\ >4

The Fund column determines which of the fund balance columns will be affected by this
transaction. The column defaults to the General {1} balance column. The fund balance column
headings have the appropriate Number in curly braces as a reminder of which column will be
affected by which number. The curly braces {} at the top of the Fund column is a reminder to
look for the numbers in the curly braces on the fund balance columns. And only a number of a
visible column will be allowed. The numbers stand for 1=General Fund, 2=Fund 2 or ‘Special
Road Fund’, 3=Fund 3, 4=Fund 4, 5=Fund 5, 6=Fund 6, and 7=Fund 7. If the account selected in
the Account Name column is not a revenue or an expense account, the Fund column will then be
blanked out and will only show the curly braces “{}”. Only revenues and expenses will affect fund
(equity) accounts.

Cleared or Reconcile X column:

This column is used to reconcile the Register to the bank statement. An X in the column means
that the transaction has cleared the bank and is therefore reconciled. By leaving the column
blank, the transaction has not cleared the bank and is therefore not reconciled. Any letter, lower
or upper case, can be typed into the column and ATLR will convert it to a capital X. To remove
the X, press the Delete key or Clear Contents menu item from the right click menu. The X
heading at the top of the Reconcile column is a reminder that this column is for reconciling the
Register to a bank statement.

The Reconciled Balance for each column is shown in red near the bottom of the Register. If the
X’s are placed appropriately, the Reconciled Balance will match your bank statement balances.
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The Register can be filtered to show only the transactions that are not cleared by selecting the
drop-down arrow for the Reconcile column in the header row and checking the (Blanks) setting.
As each bank balance is being reconciled, the register can also be filtered to show only a single
bank balance by checking the correct letter in the Account Name column filter dialog box.

Account Name column:

The Account Name column is a drop-down list where the revenue, expense or other account that
this transaction pertains to can be selected. The list is populated with different accounts
depending on what (letter) is used for the Bank column.

The default Checking Bank Balance (C), or any other Bank Balance (S)(D), that has the C checked
for checking on the Setup page will have access to the revenue, expense, AR Income, AP
Expense, and the Transfer accounts. Bank Balances (S)(D), with the S checked for savings on the
Setup page will be able to use the revenue, AR Income and Transfer accounts. Bank Balances
(S)(D), that are not defined as checking or savings will only be able to use the Transfer account.
Accounts Receivable (R) uses the revenue accounts and the Zero AR account. Accounts Payables
(P) uses the expense accounts and the Zero AP account. And Loans (L)(M) will use the <loan>
Issued and the <loan> Retired accounts. The loan accounts might be named <loan> ST Issued or
<loan> ST Retired depending on if this is a Short Term type of Loan (the ST is checked on the
Setup page). The Credit Card type Loan uses the expenses accounts and the <credit card>
Payment account (the CC is checked on the Setup page).

Depending on which account is chosen, ATLR will unlock one of the columns Revenue, Expense,
or Other to allow you to enter a dollar amount. If, at any time, the Account Name is changed,
ATLR will move the current amount entered into the correct column.

Category column: - Only visible if the Show Categories checkbox on the Setup page is checked.

The Category column is a drop-down list where the Category for each transaction can be
selected. If the Account Name is a Revenue account, then the Category will be a Categories —
Revenue, selected from entered categories on the Setup page. If the Account Name is an
Expense account, then the Category will be a Categories — Expense, selected from the entered
categories on the Setup page. Every transaction in the Register must have a Category selected.
If none is chosen, then one of the default categories will be used. The default category used will
be either: -- Misc. Revenue Cat. -- or -- Misc. Expense Cat. --.

Revenue column:

The Revenue column is where the receipts for the township are recorded. The Revenue column
will allow a dollar amount to be entered only if a revenue Account Name was selected. Revenue
transactions will always have a fund designated {1-7}. Revenues are typically entered as a
positive amount, but in rare instances, a revenue account might need to be decreased by
entering a negative amount in this column. See the Transactions section of the manual.

Expense column:

The Expense column is where the disbursements of the township are recorded. The Expense
column will only allow a dollar amount to be entered if an expense Account Name was selected.
Expense transactions will always have a fund designated {1-7}. Expenses are typically entered as
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a positive amount, but in rare instances, an expense account might need to be decreased by
entering a negative amount in this column. See the Transactions section of the manual.

Other column: - Only visible if required.

The Other column is where the transfer of money between bank balances and fund balances are
recorded. The Other column will only allow a dollar amount to be entered if an Other Account
Name was selected. Other transactions can be entered as either positive or negative and will
always include at least two transactions that will zero each other out. The subtotal of the Other
column should always equal zero. See the Transactions section of the manual.

Basic Accounting Concepts:
Debits and Credits:

Debits and Credits are the fundamental building blocks of double-

entry accounting. This system requires that you have offsetting Debit Credit
amounts to keep everything in balance. The terms Debit and Credit

are used to denote: to and from, to owe and to entrust, to give and

to take, a debtor and a creditor.

For accounting, the simplest way to understand is that: debit means left and credit means right.

The most important concept is that Debits must always equal Credits. Left must always equal
right. This is true for every completed transaction. It is possible that there could be one or more
debits and one or more credits to make up a single transaction.

All accounts use debits and credits to increase and decrease the account’s balance. Therefore,
using a negative amount as a debit or credit should not ever be necessary. The account’s balance
will either increase or decrease with a debit or credit depending on the account’s element type.
(See next section: Elements of Accounting and Financial Statements.)

And since at least 2 entries are required for debits to equal credits, this form of bookkeeping is
called Double Entry Accounting.

NOTE: It is helpful to represent different accounts with a T line drawing patterned like the
illustration above to indicate where debits and credits are to be placed for each account.

NOTE: The abbreviation for Debits is Dr. and for Credits is Cr.
Elements of Accounting and Financial Statements:

Assets are the economic resources of the entity. Assets can be simplified to: What we own.
Liabilities are the claims upon the economic resources by creditors. Liabilities are simplified to:
What we owe. And Equity is the claim on the residual economic resources by the owners. Equity
is also referred to as Owners’ Equity. Equity is simplified to: What is ours to keep.

The previous section specified the equation that Debits = Credits. This section will introduce the
Accounting Equation:

Assets = Liabilities + Owner’s Equity Or...
Assets - Liabilities Owner’s Equity & It can be rewritten like this.
What we own - What we owe What is ours to keep
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To keep both equations in balance, it is necessary that each of the elements of the accounting
equation be made up of debits and credits. Therefore, the accounting equation is the net debits
& credits of assets = net debits & credits of liabilities + net debits & credits of owners’ equity.

The accounting elements of Assets, Liabilities, and Equity are always represented at a specific
point in time. This type of financial report is normally called the Balance Sheet and will be dated
with a specific date usually preceded with As of. An example would be: As of March 24, 2017.

Periodic Elements of Owners’ Equity:

Owners’ Equity is further broken down by the periodic elements. These are temporary elements
that exist over a particular time period known as the Fiscal Year.

These temporary elements consist of: Revenues, Expenses, Contributions, Withdrawals
(Drawing), and Other Revenue and Expenses.

Owners’ Equity is determined by the sum of Revenues and Equity Contributions less the sum of
Expenses and Equity Withdrawals.

Revenues are the increases in equity from delivering goods and services. Delivering means: from
the delivery of, or the providing of. Revenue will create (increase) assets or reduce liabilities.

Expenses are the decreases in equity by producing goods and services. Producing means: by the
production of, or by the creation of. An Expense will use up (decrease) an asset or incur
(increase) a liability.

Other Revenues and Expenses are the increases and decreases in equity from activities other that
the entity’s primary operations.

Contributions and Withdrawals are the increases and decreases in equity directly to and from
owners and have nothing to do with the operational aspects of the entity. Note that this is the
only non-operational type of change in equity. All other types are changes in equity are a result
of conducting business like activities.

Finally, periodic accounts are represented over a period of time. This report is normally called an
Income Statement and will be dated with a beginning and ending date or a term denoting a
period of time. Examples would be: Fiscal Year, Year to date, Last Year, 5/1/17 to 8/20/17.

How Equity Changes with the Periodic Accounts:

Changes in equity always effect a change in assets and/or liabilities. To illustrate:

Revenue, Other Revenue, Contributions + - +
Assets = Liabilities + Equity
Expenses, Other Expenses, Withdrawals - + -

Revenue, other revenue, and contributions are increases in equity with a corresponding increase
in assets and/or a corresponding decrease in liabilities.

Expenses, other expenses, and withdrawals are decreases in equity with a corresponding
decrease in assets and/or a corresponding increase in liabilities.
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Debits and Credits within the Elements of Accounting:
The following table shows how the two equations work together:

Debits F Credits The relationship that debits must equal credits is
Assets F Liabilities + Owners’ Equity the reason why the equation is shown this way.
Expenses | Revenue
Other Expenses | Other Revenue
Withdrawals | Contributions

An account’s normal balance has the expectation that the account will have either a debit or
credit balance. (Please refer to the above classifications.)

Assets are expected to have a debit balance. Liabilities and owners’ equity are expected to have
credit balance. It is these expectations that keep the accounting equation in balance. (Debits =
Credits and Assets = Liabilities + Owners’ Equity)

An account’s normal balance also indicates how the account is increased. Assets are increased by
debits. Liabilities and owners’ equity are increased by credits.

The opposite of an account’s normal balance indicates how the account is decreased. Assets are
decreased by credits. Liabilities and owners’ equity are decreased by debits.

And the periodic accounts that represent changes in equity also have a normal balance.

Revenue, other revenue, and contributions are increased by credits as these represent increases
in equity. Expenses, other expenses, and withdrawals are increased by debits seeing as these
represent decreases in equity. To illustrate:

o Asset: M Debit |, Credit Debit Increases, Credit Decreases ...
o Liability: J Debit 1 Credit Debit Decreases, Credit Increases ...
o Equity: J Debit P Credit
o Revenue: J Debit 1 Credit
o Expense: M Debit |, Credit
o Withdrawal: M Debit |, Credit

o Contributions: J, Debit 1 Credit
When Equity doesn’t change:

Incurring debt to acquire assets will increase both assets and liabilities and will have no effect on
equity. Likewise, paying off debt with assets decreases both assets and liabilities and has no
effect on equity. Converting an asset into another asset; a money transfer between bank
balances or selling equipment for cash; will not affect equity. And converting a liability into
another liability; refinancing a payable into long term debt or by paying with a credit card with a
short term bank loan; has no effect on your equity position.

Look over the following examples and determine how each affects debits and credits and the
accounting equation.

NOTE: Debits must equal Credits. And Assets - Liabilities = Equity + (Revenue — Expenses).

NOTE: It is helpful to draw a T for each account to represent debits and credits.
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1. A $5000 Property Tax Levy receipt to the township increases Revenue (Credit or
Cr) and also increases a Bank Balance asset (Debit or Dr).

2. Disbursements of $600 for Salary Expense for the township will increase Expenses
(Debit) and decrease a Checking Bank Balance asset (Credit).

3. Borrowing $1000 increases the Loans liability (Credit) and increases a Checking
Bank Balance asset (Debit).

4. Paying back the borrowed money of $1000 with interest of $20 decreases a
Checking Bank Balance asset (Credit) $1020, decreases the Loans liability (Debit)
$1000 and increases the Interest Expense (Debit) $20.

5. Transferring $3000 from Checking to Savings decreases Checking (Credit) and
increases Savings (Debit).

In all of these examples, debits equal credits.

In general business accounting, Assets minus Liabilities equals Equity. The amount of Equity will
reflect the net worth of a business. Revenues and Expenses are transacted throughout the year
with the offsetting account almost always being an Asset or a Liability. The Equity account is not
normally changed during the year.

While the year is progressing, Assets minus Liabilities equals Equity (plus Revenue minus
Expenses). At year end, each Revenue and Expense account is offset (zeroed) into Net Income.
Net Income is then added to Equity to form the updated Equity balance for the upcoming year.

Fund Accounting Primer
What is a Fund?

A fund is a separate fiscal and accounting entity that is used to separate out and account for
specific resources used to carry on specific activities by a government or other non-profit entity.
In the strictest sense, each fund is a complete set of self-balancing accounts. Therefore, a fund
would have its own set of asset, liability, equity, revenue, and expense accounts. In the case of
North Dakota townships, the strictest sense is not necessary or prudent and adds additional
complexity and effort.

What is necessary is that each unique fund is represented as a distinct equity account. Separate
funds have separate equity accounts. These separate equity accounts are then commonly
referred to as a fund balances.

Each fund balance has transactions utilizing the periodic elements that are strictly for that fund.
And each fund balance will always have its own corresponding revenue, expense, contribution,
and withdrawal transactions.
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The Accounting Equation for Fund Accounting:

Assets = Liabilities + Fund Balance (Fund 1 + Fund 2 + Fund 3 +...)  Or otherwise stated:
Assets - Liabilities = Fund 1 + Fund 2 + Fund 3 + ...

Then there will be the periodic elements of expenses and revenue for Fund 1; and there will be
expenses and revenue for Fund 2; and so on for each fund balance. And do not forget, there are
also the Contributions, Withdrawals, Other Revenue, and Other Expenses periodic elements.

Why use fund accounting?

The basic accounting tutorial covered previously assumes a personal or business financial entity.
The purpose of this type of accounting is to show profitability. What is my net worth? Is it
growing or decreasing? Did | make enough money last year to cover my expenses? Can | invest in
a new vehicle? Am | able to have a vacation trip?

But, there is no concept of profitability for a non-profit entity. (Governments, Churches, ...)

For fund accounting, the purpose is to show accountability and/or responsibility with other
people’s money that has either been taxed or donated.

Is the government budgeting responsibly to determine the appropriate amount to tax its
constituents? Was the money that is designated for a particular purpose actually spent on that
purpose? Are the elected officials being fiscally responsible and adhering to legislative and
administrative law when it comes to administering the resources entrusted to them?

Ultimately: How is the entity managing other people’s money?

If fund accounting then, is to show “responsibility” and “accountability”, great care needs to be
taken so that monies dedicated to a fund is not spent on the expenses of a different fund.
Transfers of monies between funds to pay another fund’s expenses is highly frowned upon
(shows fiscal irresponsibility of the organization) and generally is illegal for a government entity.

Why do Governments use Fund Accounting?

Government operations are diverse by nature and include the management of multiple
departments. These departments could include roads, fire departments, police services, schools,
cemeteries, airports, and so on.

Government entities normally have statutory and other legal requirements to account for their
revenue resources. These revenues include tax levies of constituents, fees for services, and aid
distributions from other government entities. Typically, these resources have restrictions upon
their collection and some sort of maximum amount that can be levied/charged upon their
constituents or upon the people seeking services. These resources may also be legally designated
and/or restricted for specific purposes and must be utilized for those purposes.

From an accounting and financial management viewpoint, government is a combination of many
distinctly different fiscal and accounting entities. There is a need for reports that represent the
different departments of the entity. So, each fund must function independently of all other
funds. This allows each fund to be reported on accurately.
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Types of Funds:
In Fund Accounting, funds are either unrestricted or restricted as to their purpose.

The General Fund is the primary, or default, fund for governmental monies. The general fund is
an unrestricted fund that is used for the general revenues and expenses of the entity. In specific
terms, the general fund is used to account for and report all financial resources not accounted
for in other funds.

Revenue funds are restricted funds used to account for proceeds of specific revenue sources that
are restricted or committed for specific purposes. These funds are not for debt service or capital
projects. The specific revenue source is the foundation of the fund. For government entities,
revenue funds typically have a specific taxable levy that is defined by law.

Capital or Special Projects Funds are restricted funds used to account for the financial resources
that are for the expenditure of large capital outlays and are only used for capital outlays. Special
tax levies, called ‘Specials’ are the usual method to bring revenue into these funds. A portion of
the general fund revenue can also be “assigned or committed” to the capital outlay or special
project funds.

Debt Service Funds are used to account for financial resources foe expenditures of principal and
interest. If funds are being accumulated to retire debt to be paid in future years, these monies
should be accounted for in this fund type.

Classifications of Fund Balance Monies:

For governmental funds, there are several fund classification definitions. For the following
definitions, fund(s) are the individual fund balance, and the total fund balance is the sum of all of
the funds. The total fund balance can be broken down and reported to reflect these
classifications.

Non-Spendable monies are the portion of the total fund balance that is either (a) not in a
spendable form or (b) legally or contractually required to be maintained intact. This classification
can be imposed by state law or by the donor. This fund classification usually takes the form that
only the growth of the fund can be utilized, and the principle must remain intact.

Restricted monies are the portion of the total fund balance that has externally imposed
constraints on their use. Externally imposed could be by law or by the donor giving the monies.
The proper utilization of restricted monies is legally enforceable.

Committed monies are the portion of the total fund balance that can only be used for specific
purposes pursuant to constraints imposed by a formal action of the government’s highest level
of decision-making authority. These committed monies can only be un-committed by the same
authority. Compliance on the utilization of committed monies is not usually considered legally
enforceable.

Assigned monies are the portion of the total fund balance that is constrained by the
government’s intent (internally imposed) to be used for specific purposes but are neither
restricted nor committed. This assigned intent is expressed by (a) the governing body itself or (b)
a body, such as an audit committee, or official to which the governing body has delegated
authority to assign amounts.
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And finally, Unassigned monies are the residual classification of any remaining monies in the
total fund balance. The General Fund is the only fund that reports an unassigned fund balance.
So it follows that the unassigned monies would also be the unrestricted monies. All other fund
monies are restricted, committed, or assigned.

Note: While these classifications are not formally used in the ATLR program, it is helpful to have
an understanding of these classifications and their possible legal requirements.

Inter-Fund Activity: - Transfers to/from other funds

Restricted funds are restricted and any type of money transfer between funds should be avoided
in almost all cases. These inter-fund transfers are usually restricted by law, or by being
designated for a specific purpose by the person donating the monies.

Transfers can be made from unrestricted funds to other restricted funds. Since the General Fund
is an unrestricted fund, monies can be easily transferred from the General Fund into other
restricted funds. But once transferred, these monies cannot be transferred back to unrestricted
funds, such as the General Fund. And monies cannot be transferred from one restricted fund to
another restricted fund.

For unutilized/underutilized monies that are currently held in a restricted fund, some type of
formal procedure is required to allow the transfer of those monies that is no longer needed in
that restricted fund. For governmental entities, these procedures are externally imposed and are
outlined within the law. For donor restricted funds, these formal procedures are usually
internally imposed and require that the donor be contacted to release the funds to either
another restricted fund or to the General Fund.

Note: The Annual Township Ledger Reports software program is a fully functional fund
accounting software package implemented into an easy to understand “bankbook” style financial
register. By using ATLR and by following the transaction examples outlined below, each
township can demonstrate true stewardship with the tax monies entrusted to them.

Transactions:

In ATLR, the above accounting elements are reflected on the Register page in the following
manner. Assets are the Bank Balances and the Receivables columns. Liabilities are the Payables
and Loan Balances columns. Equities are the Fund Balances column. And the periodic
accounting elements Revenue and Expense have their own columns. Remember that every
Revenue and Expense transaction is always associated with a Fund Balances (equity) column.

By selecting a letter in the Bank () column, consisting of an asset or a liability, the Bank Balance
that this transaction will affect is determined. The number in the Fund {} column indicates what
Fund Balance is to be adjusted. Note that only Revenue and Expense transactions will affect a
Fund Balance. And the account selected in the Account Name column will determine if this
transaction will be a Revenue, Expense, or Other transaction. Since Other transactions do not
affect the Fund Balances (equity) columns (they are not a revenue or an expense), consequently
these transactions will require 2 or more Register rows to complete the transactions to keep the
Register in balance.

Revenue transactions will either, increase a Bank Balance asset (debit), or increase the
Receivable column asset (debit); and offset the transactions with an increase in the Revenue
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column (credit). Since Revenue is a periodic element of a Fund Balance (equity), a Fund Balance
column must be designated and will correspondingly be increased.

Expense transactions will either, decrease a Checking column asset (credit), or increase the
Payables column liability (credit); and offset the transaction with an increase in the Expense
column (debit). Since Expense is a periodic element of a Fund Balance (equity), a Fund Balance
column must be designated and will correspondingly be decreased.

Remember that for every transaction, there must be at least two entries that will offset each
other. Revenue and Expense transactions affect both the primary transaction and the offsetting
transaction with a single line entry. Other transactions, which do not affect either the Revenue
or the Expense columns, will require that both the primary and the offsetting transactions be
entered using at least two, and sometimes more than two, line entries.

Receipts:

Enter the date, document number, and from whom the money was received into the proper
columns. If desired, enter a memo also into the vendor column. Select which Bank Balance that
the money will be deposited into (defaults to C for Checking). Select which Fund that this receipt
of money belongs to (defaults to 1 for General). If this transaction is reconciled on a bank
statement already, place any letter in the Reconcile column. ATLR will change the letter to an X.

Register Information
hd B Account Name - Revenue |.T| Expense - Other |~
X | All Other Receipts S 750.00
X | Fund Property Taxes S 2,424.08
X | Interest Earned 3 0.46
X s
X $

Date ~|Doc.# |~ Vendor / Payee / Memo |~
01/04/2012 | Dep Jeff Andersen - Old Blade
01/09/2012 | 48538 Dickey County - 2410
01/11/2012 | Auto Interest - Savings
02/03/2012 | 48792 Dickey County - 2410
02/03/2012 | 48792 Dickey County - 2475

Fund Property Taxes 2,828.87
State Aid Distribution 761.08

=Nzl RisRisE Bl
e

Select the revenue account from the Account List in the drop-down list and enter an amount in
the Revenue column. You must choose a revenue account from the drop-down list to be able to
enter an amount in the Revenue column.

Note: All revenue transactions must be associated with a fund.

Disbursements:

Enter the date, document number, and to whom the money is to be paid into the proper
columns. If desired, also enter a memo into the payee column. Select which Bank Balance that
the money will be drawn from (defaults to C for Checking). Select which Fund that this payment
of money is to come from (defaults to 1 for General). If this transaction is reconciled on a bank
statement already, place any letter in the Reconcile column. ATLR will change the letter to an X.

Register Information
Date - |Doc.# ~ Vendor / Payee { Memo - | ~|~]|~ AccountName | ~| Revenue |~ Expense |.T Other |~
01/20/2012 | Auto Dakota Valley - Vapor Lights C|1|x| All Other Expenditures S 6.00
02/03/2012 | 48792 Township Dues - State C|1|%| Twp. Assn. Dues/Meals 5 125.00
02/03/2012 | 48792 Township Dues - Local C|1|%| Twp. Assn. Dues/Meals 5 10.00
02/20/2012 | Auto Dakota Valley - Vapor Lights C|1|%| All Other Expenditures S 6.00
03/20/2012 | 1668 Marshall Visto - Salary C|1|%| Board Salaries 3 120.00
03/20/2012 | 1669 Terry Andersen - Salary C|1|%| Board Salaries 3 120.00

Select an expense account from the Account List in the drop-down list and enter an amount in
the Expense column. You must choose an expense account from the drop-down list to be able to
enter an amount in the Expense column.

Note: All expense transactions must be associated with a fund.
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Transferring Money between Bank Accounts: — Additional Bank column(s) must be enabled.

Transferring money between physical bank balances require at least two transactions in the
Register. One transaction is needed to reduce one of the Bank Balances; in the example below,
the Checking balance. And the other transaction is needed to increase the second Bank Balance;
in the example below, the Savings balance.

Register Information Bank Balances
Date - [Doc.# |~ Vendor / Payee / Memo |~ |~ |~ |~ Account Name |~ Revenue - Expense |- Other |~ || Checking(C) Savings (S)
01/01/2012 Beginning Balance ()|{}| x| Beg.Balance S 7,793.98 | § 4,372.04
04/16/2012 | 68075 | NDIRF - Premium Refund c|1|x]| Al other Receipts $ 57.00 $ 2654581 %  4,373.58
04/16/2012 | Trans Transfer to Savings C|{} %| Transfer S (24,000.00)|] & 2,545.81 | §  4,373.58
04/16/2012 | Trans Transfer to Savings S [{} X | Transfer s  2400000|] 8 2,545.81 | 5 28,373.58

Enter the date, document number, and a memo in the appropriate columns. Next enter the
letter corresponding to the Bank Balance that this transaction affects into the Bank () column.

A Bank Balance transfer does not affect a Fund Balance. Select Transfer in the Account Name
drop down list and enter the appropriate amounts in the Other column. The Fund column will
default to {} when the Transfer account is selected.

Note that the checking balance is reduced with a negative amount in the Other column and that
the savings balance is increased with a positive amount in the Other column. The balance
column that the transaction is applied to is indicated in the Bank () column. The C in the Bank
column reduces the Checking balance, which has the (C) in parenthesis in the column header.
The S in the Bank column increases the Savings balance, which has the (S) in the column header.

The effect that the transactions have on the balances can be double checked by observing the
corresponding Bank Balances columns in the Register.

Accounts Receivables: - The Accounts Receivable column must be enabled.

Accounts Receivables in used to record revenue that is owed to the township, but the actual
money has not been received yet. This is especially useful when transactions might have to cross
over fiscal years. For example, FEMA expenses that are completed in the current year, but the
FEMA revenue is delayed until the following year could complicate the township’s calculations in
determining the levy required for property tax.

Using the Accounts Receivables capabilities of ATLR is comprised of one transaction to enter an
accounts receivable and two or more transactions to remove an accounts receivable.

Bogictor Luf 20 Banl Bal Bocsiyahl
Date |~ |Doc.# |- Vendor / Payee [ Memo |~ [~|~|~ Account Name |~ Revenue |~ Expense |~ Other |~ || Checking(C) AR (R)
01/01/2013 Beginning Balance ()i} X| Beg. Balance S [ -
02/01/2013 | 55441 | Dickey County - FEMA Owed R|1 All Other Receipts 4 5,000.00 g - ¢ 5,000.00
06/08/2013| AR Dickey County - FEMA Depasited| C [{}| | ARIncome $ 500000 % so00000(8% 500000
06/08/2013 | AR Dickey County - FEMA Deposited| R |{} Zero AR $ (500000)]$ so0000] s -

To record an accounts receivable transaction, enter everything exactly like the Receipts section
above, except place the letter R in the Bank column. The R corresponds to the <accounts
receivable> Balance column which has the (R) in the column header. The revenue is being
claimed at this time even though the money has not been received yet. This transaction will then
end up on all of the townships reports for the date that the accounts receivable was entered.

After the money is received and deposited, the receivable will need to be removed. Enter the
date, document number and from whom the money was received. Place the letter for the
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appropriate Bank Balance that the money was deposited into in the Bank column. The Account
Name should be AR Income and the amount received will be a positive number entered into the
Other column. This will increase the Bank Balance column.

By selecting an Other transaction, the Fund {} column will automatically be erased and will
display “{}”. The Other column is used because the revenue has already been claimed previously.

Finally, one more transactions will need to be created to decrease the balance in the Receivable
column. Enter the date, document number and vendor. Enter R in the bank column. For the
Account Name, select Zero AR and enter a negative number in the other column. The Fund
column will default to “{}” when the Zero AR account is selected.

As these two transactions are completed, the Other column should subtotal out to be zero.
Accounts Payables: - The Accounts Payable column must be enabled.

Accounts Payables in used to record expenses that is owed by the township, but the actual
money has not been paid or disbursed yet. This is especially useful to record expenses that apply
to the current year like payroll taxes or other bills for work completed during the year, but not
yet paid.

Using the Accounts Payables capabilities of ATLR is comprised of one transaction to enter an
accounts payable and two or more transactions to remove an accounts payable.

To record an accounts payable transaction, enter everything exactly like the Disbursements
section above, except place the letter P in the Bank column. The P corresponds to the <accounts
payable> Balance column which has the (P) in the column header. The expense is being claimed
at this time even though the township has not paid the bill yet. This transaction will then end up
on all the townships reports for the date that the accounts payable was entered.

Register Information Bank Balances Receivables/Payables

Date |~ |Doc.# - Vendor / Payee /Memo | ~|~|~|~ Account Name  ~| Revenue |+ Expense |+ Other |~ || Checking(C) Savings (5) A/R(R) A/P(P)
01/01/2012 Beginning Balance ()|{} | Beg.Balance s 7,793.98 | & 4,372.04 | §  63,620.51 | 5 68,776.54
12/31/2012 AP US Treasury - Soc. Sec. P|1|X| All Other Expenditures s 79.80 s 3,547.79 | $  28,392.37| & - s 79.80
12/31/2012 AP Dakota Improvement - Culvert |P|1|X| Road Repair & Culverts ] 162.50 5 3,547.79 | $  28,392.37 | § ] 242.30

After the money is actually paid out and the check is written, the payable will need to be
removed. Enter the date, document number and to whom the money is to be paid. Place the
letter for the appropriate Bank Balance that the money was disbursed from in the Bank column.
The Account Name should be AP Expense and the amount paid will be a negative number
entered into the Other column.

Register Information Bank Balances Receivables/Payables
Date |~ [Doc. & |~ Vendor / Payee f Memo |~ |~ [~]|~ Account Name hd Revenue |~ Expense |~ Other |~ |l Checking (C) AR (R) AP [P)
01/01/2013 Beginning Balance ()|§} x| Beg.Balance $  10,000.00] § - 5 -
02/01/2013 [ 508 Dakota Imp. - Gravel Owed Pl1 Blading & Graveling S 7,820.00 S 10,000.00 | S - $  7,820.00
06/08/2013 AP Dakota Imp. - Gravel Paid cl{} AP Expense S (7.820.00)]] & 2,180.00 | & - 5 7,820.00
06/08/2013 AP Dakota Imp. - Gravel Paid P|{} Zero AP ] 7.820,00 || & 2,180.00 | & - ] -

By selecting an Other transactions, the Fund {} column will automatically be erased and will
display “{}”. The Other column is used because the expense has already been claimed previously.

Finally one more transaction will need to be created to decrease the balance in the Payable
column. Enter the date, document number and vendor. Enter P in the Bank column. For the
Account Name, select Zero AP and enter a positive number in the Other column. The Fund
column will default to “{}” when the Zero AP account is selected.
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As these two transactions are completed, the Other column should subtotal out to be zero.

Loans: —A Loan column designated as a short-term or long-term loan must be enabled.

Loans are monies borrowed by the township and can be designated as either a short term or
long-term loan. ATLR also allows a loan column to be designated as a credit card balance.

A short-term loan is paid off in less than one year and frequently is paid off in just a few months.
It is possible for a short-term loan to crossover between fiscal years. A short-term loan is
designated by checking the ST checkbox in the appropriate loan cell in the Additional Columns
for the Register section on the Setup page. Short term loans are differentiated from long term
loans on the Township Summary report. Credit card loans are considered short term loans.

Long term loans are loans that are paid off over multiple years. Transactions are identical for
either a short term or long-term loan.

Note: ATLR cannot go back and correct loan transactions if you change the loan designation
between a short term and long-term type of loan. If the loan needs to be converted after
transactions are recorded to the loan, filter the Bank column on the Register to find the correct
loan transactions and correct the accounts in the Account Name column. See Account Name in
the Register Information section of the manual.

Borrow Money:

To borrow money, enter the date, document number and from whom the money is borrowed.
Place the letter of the appropriate bank balance that the money will be deposited to in the Bank
column. The Account Name should be Transfer and the amount borrowed will be a positive
number entered into the Other column.

Register Information Bank Balances Loan Balance
Date |~ [Doc. # |~ Vendor [ Payee f Memo |~ |~ ~ Account Name |~ Revenue | ~ Expense |~ Other |~ Checking (C) VISA (L) Loan (M)
01/01/2009 Beginning Balance {){{} x| Beg Balance 5] 1,00000] & - 5] -
05,/03/2013 Borrow money from bank. cl{} Transfer §& 500000|] 5§ 6000005 - s -
‘DSKDSQDIS Borrow money from bank. M[{} Loan lssued s (500000 5 6,00000] & - 3 5,000.00

Another transaction will need to be created to record the loan amount and offset the deposit.
Enter the date, document number and from whom the money is borrowed. Place the letter of
the appropriate Loan Balance that the money was borrowed from in the Bank column. The
Account Name should be <loan> Issued for a long-term loan and <loan> ST Issued for a short
term loan. The amount of the loan will be a negative number entered into the Other column.

As these two transactions are completed, the Other column should subtotal out to be zero.
Repay Loan:

To repay the loan, enter the date, document number and from whom the money is to be repaid
to. Place the letter of the Bank Balance that the money will be paid out from in the Bank
column. The Account Name should be Transfer and the amount repaid will be a negative
number entered into the Other column.

Register Information Bank Bal Loan Balance

Date |~ |Doc. 8 |~ Vendor / Payee / Memo |~ |~ |~ |~ Account Name |~ Revenue | = Expense |~ Other |~ Checking (C) VISA (L) Loan (M)
01/01/2009 Beginning Balance {){{} x| Bes Balance 5 1,00000] & s
05/03/2013 Borrow money from bank cl{} Transfer S 500000|| 5 600000(5 5 -
05/03/2013 Borrow money from bank M[{} Loan Issued S  (500000)] 5 6,00000| 5 s 5,000.00
05,/03/2013 Repay Bank Loan cli} Transfer 5 (s00000)] 5 100000 S $  5,000.00
05/03/2013 Repay Bank Loan M[{} Loan Retired s 500000 || s 1,00000| S s -
05/03/2013 Repay Bank Loan Interest Cl1 Interest Paid on Debt 5 50.00 5 95000 | & 5
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An offsetting transaction will still need to be created to lower the amount of money borrowed in
the Loan Balance column. Place the letter of the Loan Balance that the borrowed money is
being repaid to in the Bank column. The Account Name should be <loan> Retired for a long-
term loan and <loan> ST Retired for a short term loan. The amount of the loan being repaid is
entered as a positive number in the Other column.

Neither borrowing nor repaying a loan balance will affect the Fund Balances. When selecting the
loan accounts in the Account Name column, the Fund column will automatically display “{}".

As these two transactions are completed, the Other column should subtotal out to be zero.
Paying interest on Loan:

Paying interest on a loan is identical to any other expenditure. Enter the date, document
number, and to whom the interest is to be paid. Place a letter of the Bank Balance that the
money is to be paid out from in the Bank column. Enter the letter of the Fund that this
transaction is to affect in the Fund column. Select the Interest Paid on Debt expense in the
Account Name column and enter the amount in the Expense column.

Loans designated as a Credit Card: - A Loan column designated as a CC must be enabled.
A credit card purchase is very similar to an expenditure or an accounts payable transaction.

Enter the date, document number, and from whom the credit card charge is to. Enter either the
letter L or M in the Bank column that corresponds to your credit card. Enter the correct Fund
that this transaction pertains to. Select a expense account from the Account Name column and
enter the amount of the credit card purchase in the Expense column. These expenses are being
claimed on your reports as of the time of purchase rather than when the credit card was paid.

Register Information Bank Bal Loan Balance
Date |~ [Doc.# ~ Vendor / Payee f Memo |~ |~ |~ |~ Account Name |~ Revenue | * Expense |« Other |« Checking (C) VISA (L) Loan (M)
01/01/2009 Beginning Balance {J)[{} %| Beg Balance 3 1,00000] 5 - 5 -
05/03/2013 Menards - Purchase Culvert L1 Road Repair & Culverts s 500.00 s 1,00000 | 5 50000 | &
05/03/2013 OfficeMax - Paper & Envelopes | L|q All Other Expenditures 5 50.00 S  100000|5 55000 | S
05/31/2013 Pay VISA Card cl{} Transfer 5 (550.00)]] 5 45000 | 5 550.00 | §
05,/31/2013 Pay VISA Card L3 VISA Payment 5 ss000 || s asooo| s - 5

As each transaction is charged to a credit card, the transaction is entered into the Register to
record an audit trail detailing the proper usage of funds. While businesses and families might
lump several credit card charges into one transaction, townships should detail what each charge
on the credit card was for.

When the credit card statement arrives and it is time to make a payment on the credit card, ATLR
will require two transactions to remove the credit card balance. Enter the date, document
number and to whom the money is to be paid. Place the letter for the appropriate Bank Balance
that the money was disbursed from in the Bank column. The Account Name should be Transfer
and the amount paid will be a negative number entered into the Other column.

Another transaction will need to be created to decrease the credit card Loan Balance column.
Enter the date, document number and vendor. Enter L or M in the Bank column. For the
Account Name, select <credit card> Payment and enter a positive number in the Other column.
The Fund column will default to “{}” when the <credit card> Payment account is selected.

As these two transactions are completed, the Other column should subtotal out to be zero.

44 © Peak Yield LLC — 2013-2024



Transferring Money between Funds:

— At least one additional Fund columns must be enabled.

On rare occasions, it might be necessary to transfer money between Fund Balances.

Register Information Bank Balances Fund Bal (F)
Date ~|Doc.# - Vendor / Payee /[ Memo  ~|~| ~|~ Account Name |~ Revenue |~ Expense |~ Other |~ Checking (C) General {1} Fire {3}
01/01/2013 Beginning Balance ()|} X| Beg.Balance ] 10,000.00 || §  10,000.00 | §
11/30/2013 Transfer from General to Fire F|1 Transfer 5 (5.000.00)] $ 10,000.00 || & 5,000.00 | $ -
11/30/2013 Transfer from General to Fire F|3 Transfer 3 5,000.00 || 5 10,000.00 || & 5,000.00 | & 5,000.00

Enter the date, document number, and a memo into the appropriate columns. Place the letter F
into the Bank column and the fund number that you want to decrease into the Fund column.
The Account Name should be Transfer and the amount being transferred from this fund is
entered as a negative number in the Other column.

Next enter all this information again for the offsetting transaction. Place the letter F into the
Bank column and the fund number that you want to increase into the Fund column. The
Account Name should be Transfer and the amount being transferred to this fund is entered as a
positive number in the Other column.

Special Road Fund: - The IR checkbox must be checked so that Fund 2 is recognized as a Road Fund.

The Special Road Fund is one specific situation that allows the transfer of money between funds
and is outlined in North Dakota state law. The state law pertaining to this situation, NDCC 57-15-
19.2 & 19.3, is reproduced below:

57-15-19.2. Township supervisors’ authority to transfer funds into special road fund - Limitations — Use.
The board of supervisors, at the time of the annual township meeting, upon resolution, may transfer or
set aside a part or all any funds into a special road fund, which fund must be separate and distinct from all
other funds. The special road fund may not exceed the sum of five hundred thousand dollars for any one
congressional township. The special road fund may be expended, at the option of the board of
supervisors, for the purpose of road construction, graveling, snow removal, or surfacing.

57-15-19.3. Funds not considered in determining budget.
The special road fund may not be considered in determining the budget of the amount to be levied for
each township fiscal year, for normal tax purposes, but must be shown in such budget as a special road
fund and may not be deducted therefrom as otherwise provided by law.

Note: State law severely restricts the use of the Special Road Fund to road construction,
graveling, snow removal, and surfacing and may not be deducted therefrom for any other
purpose. Once the money is placed into the Special Road Fund, it cannot be removed except for
these purposes.

Note: The main purpose to implementing a Special Road Fund is to lower the amount of money
that the township has in the General fund so that a taxable levy can be achieved. By lowering
the General fund resources on hand, a levy can be obtained that might otherwise be impossible
by state law.

To create a Special Road Fund in ATLR, enter the date, document number, and a description into
the appropriate columns. Place the letter F in the Bank column. In the Fund column, enter the
number 1 to reflect that the General Fund will be decreased. The Account Name will be Transfer
and the amount transferred from this fund is entered as a negative number in the Other column.

Register Information

Bank Balances

Fund Balances (F)

Date |~

Doc. § ~

Vendor / Payee f Memo v |~|~|~

Account Name

Revenue |~

Expense -

Other  ~

Checking (C)

01/01/2016

Beginning Balance

[0S

Beg. Balance

10,000.00

$

General {1} Road {2}
10,000.00 -

w

10,000.00 | $
10,000.00 | §

5,000.00 | $
5,000.00 | §

(5,000.00)1 $
5,000.00

Transfer $
Road Fund Transfer $

Transfer | Transfer from Generalto Road | F[1

Transfer

11/19/2016
11/19/2016

5,000.00

wr

Create Special Road Fund Fl2
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Next enter all this information again for the offsetting transaction. Place the letter F into the
Bank column and the letter 2 in the Fund column. The Special Road Fund must be implemented
by checking the MR checkbox in the {2} Fund column as shown in the Additional Columns for the
Register section on the Setup page. The Account Name is selected as Road Fund Transfer and
the amount being transferred into the Special Road Fund is entered as a positive number in the
Other column.

Note: Make sure to use the account Road Fund Transfer for the positive amount being placed
into the Other column. This transaction also uses the number 2 to designate the {2} Fund in the
Fund column. This Road Fund Transfer account is used to search for the Special Road Fund
transaction to fill in the appropriate cells on the Township Budget pages.

Notes on split transactions:

Frequently, it is necessary to split a single check or deposit into several expense or revenue
accounts. For example, the county might distribute money to the township that has Property Tax
revenue, State Aid Distribution revenue, Telecommunications, and Township Road Mileage
revenue all in the same check.

In ATLR, use as many Register lines as necessary to detail the information. The Date, Doc. # and
Vendor/Payee/Memo columns for each line in the Register will all be identical, and the Bank,
Fund, Account Name and amounts will reflect the differences.

Note: Using the C,c shortcut in the Date column will copy the details of the previous transaction
down to the current row. The details can be changed after being copied down. The details that
are copied are located in the bottom row of the Register. If the Sort Register by Date button on
the Setup page is used, it is possible that the bottom row of the Register might not be the
previous transaction entered.

Annual Township Budget Report Pages:

The Township Budget pages aid the township in estimating a budget for the next two years. This
budget determines the amount of property tax that can be levied against the lands of the
township for township purposes. A budget needs to be created for each fund that the township
levies a property tax upon.

The ribbon toolbar menu for the Township Budget pages introduces a couple buttons to navigate
to the Next Page and the Previous Page in the budget. The Current Page name is always shown
in the upper left corner of the ribbon in the Current Page group.

The budget process starts by filling in the estimated receipts and disbursements for the next two
years on a Schedule C for every fund. The General Fund is necessary for every township and is
located on the page tab Twp Budget — C1. If a township is using additional funds, then Fund 2
and Fund 3 are located on the page tab Twp Budget — C23. Fund 4 and Fund 5 are located on the
page tab Twp Budget — C45. Fund 6 and Fund 7 are located on the page tab Twp Budget — C67.
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Schedule C — General Fund:

ATLR assists in the process of estimating the upcoming two-year budget by filling in the current
year now ending dollar amounts into the Actual column on the Schedule C.

Underneath the Receipts and ANNUAL TOWNSHIP BUDGET
- . . For the Year Ending December 31, 2014
Disbursements sections is the Net Income Port EmmaTownship
section showing the fund gain or loss for the ickey County; North Dakots shedula ¢
yea r. General Fund
Actual Estimated Estimated
H RECEIPTS 2012 2013 2014
And the Balances SeCtlon ShOWS the General Fund Property Taxes s 7,868.08 | § 7,850.00 1
H H : Twp. Road Mileage $ 3,666.84 | § 3,700.00 | $ 3,700.00 | 2
beglnnlng and the endlng balance for each Sta:eAidDistribftiﬂn s 3,238.56 | § 3,240.00 | § 3,240.00( 3
H Coal Dev. Impact Fund S - 4
flscal year' Telemmmunpicatiuns S 4547 | $ 45.00] 45.00| 5
Interest Earned S 2033 | S 20.00| $ 20.00| &
Begin the process by estimating the amount || owiene: s 512 7
All Other Receipts B 15165.54 | § 24,952.00] $ 10000 8
Of receipts and the amount of Total Receipts |5 30,009.54 | $ 39,307.00] $ 7,105.00) 9
disbursements of the township for each |mmmme T oo
account shown. ATLR will automatically |peisnresie: : S S e
Legal Notices 5 15.84 | $ 2000 [ $ 20.00 |13
sum up the amounts and show how the | S, § amasls  mewmls  awoon|u
estimated numbers will change the Net |[feferbcen: : S CR Y ER T T
Income and the Fund Balances of the | === : : .
township into the future. poenes SR 2 mon8 20D =
Road Equip. Purchased s 21
Notice that the Fund Property Taxes cell for || insusncepeductoyco. s z
Paid to Co. for Services s - s 1,000.00 23
the second estimated year is grayed out and | finterestraic on beix : - 2
All Other Expenditures S 259.80 [ $ 400.00 | § 500.00 |25
iS not availa ble to input an amount. The Total Disbursements | $ 5,322.07 | $ 24,195.00 | § 15,295.00 | 26
. . NET INCOME 2012 2013 2014
tOWﬂShlp bUdget process Is used to help [ Receipts Over(Under) Disbursements [ s 24,687.87] 15,612.00 [ $ (8,150.00)] 27
dECIde on the amount Of IeVy that |S | Transfer to Special Road Fund (Note 3) |$ - |$ 30,000.00' |28
BALANCES 2012 2013 2014
required for this second estimated year for |] Balance January 1 |5 7009.99 |5 Leo76]s 17,3085 25
| Balance December 31 [ $ 31,697.85 | 17,309.86 | § 9,119.86 |20
ea Ch fu n d . The Ievy a m o u nt to be Note 3: For Specizl Rozd Fund, see (NDCC 57-15-19.2 & 15.3) Max 530,000.00. Can be used for future road construction, surfacing, and graveling.

determined is the amount that will be taxed against the lands of the township and these taxed
dollars will end up being the Fund Property Taxes revenue two years from now. By leaving the
cell blank, the Fund Property Taxes levy amount will become the amount of money that the
township is short after the budget is completed for this fund. Basically, the estimated ending
fund balance needs to be less than the maximum allowed levy to be able to assess a levy for that
upcoming year.

Schedule C - Special Road Fund:

The Special Road Fund needs to be handled differently than any other fund for its initial revenue.
All other funds are allowed to levy against the lands of the township, but the Special Road Fund
is a physical transfer of money out of the General Fund into the Road Fund. This is handled by
the Sp Road Fund Transfer account outlined above in the Transferring Monies between Funds
section of this manual.

If the township has already allocated money to a Special Road Fund in the current year now
ending, this amount will show up in the Actual column of the Net Income section on the
Schedule C. There are also light-yellow colored cells available in the estimated columns that will
allow the township to estimate a Special Road Fund transfer in the upcoming two years.
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The Transfer to Special Road Fund amounts entered on the Schedule C for the General Fund will
automatically transfer over to Fund 2 on the Twp Budget — C23 page tab. When setting up a
Special Road Fund, the Special Road Fund must be located in Fund 2.

Schedule C — Other Funds:

ANNUAL TOWNSHIP BUDGET
For the Year Ending December 31, 2014
Port EmmaTownship
Dickey County, North Dakota

Estimating the budget for the other 6
funds is exactly the same as for the
General Fund outlined above. These
forms are found on the Twp Budget —
C23, Twp Budget — C45, and Twp Budget
— C67 page tabs. These page tabs will
automatically show up if the funds have
been implemented in the Additional
Columns for the Register section on the
Setup page tab. Only the funds that are
in use by the township need to be
completed on each Schedule C page tab.

Schedule C

Road Fund
Estimated
2014

Estimated
2013

Actual
RECEIPTS 2012
Road Fund Property Taxes
Twp. Road Mileage
-- Select Account --

wow N e

Total Receipts

DISBURSEMENTS

Blading & Graveling S
Road Repair & Culverts 5
Road Construction 5
5

$

2012 2013 2014

10
11
12
13
- |26

- Select Account -

- 13 - I3
2013

Total Disbursements

NET INCOME 2012 2014
| Receipts Over{Under) Dishursements | S

| Transfer to Special Road Fund (tote 4) | $

- [s
-~ |s 30,000.00 | 5 I E

s

2012 2013 2014

30,000.00 | 29
30,000.00 |20

One additional step required is to choose BALANGES

which of the Receipts and Disbursements || Balnee ey 1 |5
have been affected with each fund.
There are two lines of receipts, in addition to the Fund Property Tax receipt line, and four lines of
disbursements available on the Schedule C for each fund. Each line has a drop-down list to select
the accounts that are being utilized with each fund. Once an account is selected then the Actual
amounts for the current year now ending will be automatically filled in. Estimate the Receipts

and Disbursements for the next two years to complete the process.

Balance December 31 | $ - | $ 30,000.00 | $
Note 4: For Special Ra=d Fund (Se Note 3). Estimated valuss for 2013 & 2014 are <2t on the Twp Budget - C1 paze.

Schedule B — All Funds:

Schedule B

After a Schedule C is completed for each
fund, ATLR will automatically transfer the

Annual Budget for the Year Ending December 31, 2014

Road
Fund

General

APPROPRIATION AND CASH RESERVE Fund - Not Used -

necessary information to the 1. Final Approp. (2014), 5ch. C-Line 26| § 15,295.00 | § s
. 2. Cash Reserve % (Note 1) 75% 0% 0%
consolidated Schedule B found on the Cash Reserve Amount s nanss|s s
. . Total ropriation and Cash Reserve S , 766. $ 3
page tab Twp Budget — A&B (if 3 Or less | Tt o e e T e T oo e
funds used), or on the Twp Budget — B (if RESOURCES AND AMOUNT LEVIED
4. Cash and Invest. Avail. - Dec 31, 2013 S 17,309.86 | & 30,000.00 | $
more than 3 funds are Used). State law 5. Est. Revenues [2014), Sch. C - Line 9 3 7,105.00 | § B
. . . Total Resources - Line 4 plus Line S ,414. $ ,000. S
allows township to modify the proposed | [z, maures-inesesines — [s sssiss|s omoools ;
H H 8. % for Delinguent Tax (Note 2) 0% 0% 0%
Ievy Wlth tWO percentage Increases Allowed Amount for Delinguent Tax S - 3 - s
avallable to each fund. 9. Total Amount Levied - Line 7 plus 8 S 2,351.39 | § (30,000.00)| S

Mote 2: Not to exceed 5% of Levy Required

The first increase allows a township to have a Cash Reserve over and above the total estimated
disbursements for the year the levy revenue is being proposed for. Up to seventy-five percent
over disbursements is allowed by state law. Enter any percentage from 0 to 75% in the
appropriate cell location.

The second increase is an Allowance for Delinquent Tax Collections. Up to five percent of the
Levy Required amount can be allocated for delinquent tax collections. Enter any percentage
from 0 to 5% in the appropriate cell location.
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Schedule A - Certificate of Levy — All Funds:

After of the fund budgets are completed CERTIFICATE OF LEVY schedule A
on the Schedule C’s and the Cash Reserve B
: Beverly Kuska
and Delinquent Tax Collections County Auditor of Dickey Caunty
percentages are determined On the You are hereby notified that on the 19th day of March, 2013, the governing body of Port Emma Township

levied a tax of $2351.39 upon all the taxable property in said township for township purposes for the

Schedu Ie B' ATLR Wi ” automatica | Iy fi | I in calendar year, ending December 31, 2014, which levy is itemized as follows:

the Schedule A - Certificate of Levy to be FuND ey aurionizes
. . . General s 2,351.39
signed by the Township Clerk to authorize Raag s
- Not Used -
the county to levy a tax upon the lands of - ot sed- :
the township for the upcoming year T;:.U::jj@wz —
designated.

There is a maximum allowed levy for each fund that is determined by state law. ATLR makes no
distinction as to what this amount might be. The county auditor will evaluate the levy required
on the Schedule A - Certificate of Levy and will determine if the amount exceeds the maximum
allowed and will adjust the levy accordingly.

Road Certification Report Page: {3 [ ——

The Road Certification report is required to be submitted to | o oumcom
the county every two years and outlines the official road s B e e
mileage of the township.

Fill in the location of each road that the township is responsible
for and enter the number of miles that makes up each road
location. Once the information is entered, ATLR will save the
information year after year. Only when additional roads are
added, or roads are abandoned will this report need to be
modified.

List of Officers Report Page:

The List of Officers report is submitted to the county every |oir o= il wmmose
year providing contact information and who are the newly
elected officers for the township.

While this report page tab is the one printed and submitted, the information is input for this
report on the Setup page. See the List of Officers under the Setup section of this manual.

Oath of Office Report Page:

Every elected official is required by state law to submit to an Oath of Office. ATLR provides a
convenient form for every elected official of the township that can be signed by the Official and
witnessed by the Township Clerk.

Oaths of Office for all of the elected officials can be printed by using either the Print All Oaths or
Print New Oaths buttons on the ribbon toolbar menu. Print New Oaths depend on the Elected
checkbox being checked for each newly elected officer on the Setup page. See the Printing
Reports section of this manual.
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Township Summary Report Page:

The Township Summary report is required annually and summarizes all of the Receipts and
Disbursements for the township. It also summarizes any outstanding debts that the township
may have. This report can be submitted in place of the North Dakota Transportation Funding
Report to the State Tax Commissioner by either the county auditor or the township treasurer.
See North Dakota Century Code 54-27-26.

This report cannot be edited and is automatically filled in by ATLR with information located on
the Setup and Register pages of the program. The township name, address, fiscal year, and the
township official signing the report are information provided by the Setup page. The financial
information is summarized using the transactions on the Register page.

ATLR | View
This report includes the ability to filter the Township Summary report by &3 2iiFunas -
fund. Select the drop-down arrow located in the Select Fund group of the All Funds
ribbon toolbar menu and choose a fund to filter the report on. The fund is General
automatically reset to “All Funds” every time the ATLR program is opened. Select Fund

Township Statement Report Pages:

The Annual Statement of Township Treasurer report itemizes every transaction located in the
Register onto the six pages of this report. This report is required to be filed annually with the
county auditor. Each of the six transaction pages can expand to an additional page of
transactions if required.

This report cannot be edited, and it automatically filled in by ATLR with information located on
the Setup and Register pages of the program. The township name, county name, treasurer’s
name, and fiscal year are information provided by the Setup page. The financial information is
provided by the Register page.

This report can be printed on both sides of the paper by selecting each of the seven-page tabs,
Twp Stmt — P1 to Twp Stmt — P7, and setting the Printer Properties to Duplex Printing or Print
on Both Sides of the paper. The setting could also be called something like Flip on Long Edge.
See the Printing Reports section of this manual.

There are two options available for the Township Statement report pages. The chow Docament £
Show Document # will takes the Doc. # from the Register for each transaction Show Fund Column
and merges it into the beginning of the Received From or Paid To column of this
report. The Show Fund Column will reveal the Fund column on the Township
Statement report so that each transaction will show its associated fund.

Options

Activity Report - by Account

Activity (By Account) Report Page: : Ertevenr - Fom G1/0L2015 To L3112687

Ball Hill Township
Griggs County, North Dakota

The Activity (By Account) report provides a
convenient means to summarize by Account [
Name all the transactions for each Fund in
one report. Details can be expanded and
collapsed by using the provided checkboxes.
And the report can be customized to reflect
transactions for the Entire Year, Quarterly,

50 © Peak Yield LLC — 2013-2024



Monthly, or a Custom date range. If Custom is selected, and date | entirevear -~ Entire Year  ~

is entered in either text box, or one of the calendar buttons to the | = f:t“;u:*:;
right of the text boxes is pressed, then custom dates can be | & B8 | |2nd quarter
entered, and the report will be shown for any date range desired. SRS itr: gz:::
|
Activity (By Category) Report Page: ]
March

The Activity (By Category) report provides a convenient means to summarize by - apri
Category all the transactions for each Fund in one report. Details can be expanded |"#

June

and collapsed by using the provided checkboxes. And the report can be customized |
to reflect transactions for the Entire Year, Quarterly, Monthly, or a Custom date 7#voust

September

range. If Custom is selected, and date is entered in either text box, or one of the ouober
calendar buttons to the right of the text boxes is pressed, then custom dates can be ] Movember

December

entered, and the report will be shown for any date range desired. Y Custom

Monthly (By Account) Report Page:

The Monthly (By Account) report will Monthly Report - by Account
All Funds For the Year Ending December 31, 2014
show a summary, by Account Name, of Port Emma Township
Dickey County, North Dakota
all the transactions over the entire year e e e e e s on e e e
by month. This report can be filtered 0 11— T
i el et e
by Fund by using the Select Fund group ||z | e e e e e
. Coal Dev. Impact Fund | 5 5 s s s s s s ) s s $
on the ribbon toolbar menu. IR S I S SN N S S [ S | S £ £
e e L o Lo o LA O Lo
5 5 6005 - H $ H 5 H $ 5 S $ 600
Monthly (By Category) Report Page: e e I
Election Board s - s - s - s 2SN S L] 5 $ LI $
. Legal Notices s - s - s s s s |s s |5 s s
The Monthly (By Category) report will ||seeeyee oo R e e e [
s s s s s s s H 5 $
show a summary, by Category, of all i [ S [ [ e e (e e 1
the transactions over the entire year by || =e=eice ool s e §
month. This report can be filtered by |[~cmca o0 0 e ek E
: Niomer ixpandness_|2 FSEN I e e
Fund by using the Select Fund group ——r---—--—. -~ - -~ >~
on the rlbbon toolbar menu. Ending Balance Ts asss]s ores[s saos|s vass|s saos|s 9aes[s sous|s vaes|s oaes|s sass|s saes|s vass|s o5
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Troubleshooting — Spring 2015:

A security update issued by Microsoft for their Office packages (with Excel 2007, 2010, and 2013)
released in December 2014 is causing errors in ATLR due to an incompatibility with existing cache files.
These files are created by Excel whenever any file that contains macros and controls are used. If the
ATLR program will not function due to the following errors: “Compile error in hidden module:
ThisWorkbook” or “Unexpected Error 32809”; then please continue with the procedures below.

Check that Microsoft Office has the required updates:

I@f Open the Control Panel by pressing the Start Menu button and then

selecting Control Panel. Alternately, Control Panel can be typed into
the search box and Control Panel should then appear at the top of the
results list.

> AllPrograms

WD W 0" T

Open Programs and Features (Uninstall a program) and then select the View installed updates

in the left panel.

Control Panel Home

Uninstall or change a program

View installed updates To uninstall @ program, select it from the list and then click Uninstall, Change, or Repair.
'S' Turn Windows teatures on or

il Organize v H==

Search for the update file by typing one of the following KB*** numbers into the search bar:

Office 2007: KB2596927 Office 2010: KB2553154 Office 2013: KB2726958

Control Panel Home

Uninstall an update

Uninstall a pregram To uninstall an update, select it from the list and then click Uninstall or Change.
'S' Turn Windows features on or
Rit Organize ~ = - @
Name Program =l
Microsoft Office Professional Plus 2010 (1) |E‘
[ Security Update for Microsoft Office 2016 (KB2553154) 3>-B\t Edition Microsoft Office Professional Plus 2010
—

If you do not have one of the above KB*** corresponding to your Office version, then Microsoft
Office is required to be updated to allow ATLR to function. Go to the next section. If your computer
is updated already, go to the Delete MSForms.exd cache files section.
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To update Microsoft Office:

If you have the updates identified in the previous section, then go to the Delete MSForms.exd

cache files section found on the next page.

reoran Select the Start Menu button and type Windows Update into
the search box. Select Windows Update at the top of the list
Control Panel (14)

P View recommended actions te keep Windows running smoaothly Of res u |ts.
T Check for updates
[E4 View installed updates
Run programs made for previcus versions of Windows
¥ View recent messages about your computer
¥ Review your computer's status and resolve issues
P’ Check security status
¥ Choose how to check for solutions
P View message archive
# Change device installation settings
{1 Turn automatic updating on or off
Uninstall 2 program
How to install 2 program

7 See more results
‘ windows update , ES | | Shut down | » |
- P

Makes sure Microsoft Update for all products is enabled (below).

€3=|“1 + ControlPanel » All Control Panelltems » Windows Update « | 3 || search Control Panet |
©L> 1 p 5
File Edit View Tooks Help

Control Panel Home

Windows Update

|y Updates are available for your computer

s o~ o
Restore hidden updates J limportant update is available Mo updates are currently selected.
Updates: frequently asked 1 optional update s available
questions

WMost recent check for updates:  Today at 9:23 AM

Updates were installed: - =

Vou receive updates < For Windows and other products from Microsoft Update >
See also
Installed Updates Find out more about free software from Microsoft Update. Click here for details.

&2 Windows Anytime Upgrade

If not, then Change settings (above) and check the checkbox to get updates for all products

from Microsoft Update (below).

I B« ontrol Panel tems » Windows Update » Change settings v | 43 [l Search Control Panet
e ]« All Control Panel I Windows Upd Ch i 44 [ search Controt Panet
File Edit View Tools Help |

[¥] Allow all inshall : B

Microsoft Update
7] Give me updates for Microscft products and check for new optional Microsoft software when
Eafe pdates for Microsoft products and check f ptional Microsoft software when |
Update Windows

Software notfication |
[7] Show me detailed notifications when new Microsoft software is available ‘ ‘

Mote: Windows Update might update itself automatically first when checking for other updates. Read our
privacy ststement online. E

Once this setting is checked then press Check for updates on the left panel and make sure that
all important updates are located and installed to your computer. Go to the next section.
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Delete MSForms.exd cache files:

Open the Control Panel and select Folder Options. Alternately press the Start Menu button
and type Folder Options into the search box. See examples above. Check and make sure the
Show hidden files, folders, and drives option is selected (below).

Folder Options. |
Ve [Searn

Folder views

You can apply the view fsuch as Details or lcans) that
you are using for this folder to al folders of this type.

Apply to Folders Reset Folders
Advanced settings:
Files and Folders -
[T] Always show icons, never thumbnails B

Always show menus
Display file icon on thumbnails E
Display file size information in folder tips

] Display the full path in the tite bar (Classic theme only)
Hidden files and folders

- BITSHOW niaden files. TOIaeTs. o
ow hidden fles, folders, and drives

[] Hide extensions for known fils types
[] Hide protected operating system fles (Recommended) — ~

Apply

Next open Windows Explorer and select Computer then select Local Disk (C:).

% » Computer » v | 43 W Search Computer )
File Edit View Tools Help
Organize v System properties  Uninstall or change a program  Map network drive  » >~ [l @
“ 4 Hard Disk Drives 3

4 Libraries
Local Disk (C:) New Volume (D)
—— "~y —

«& Homegroup 67 Gl B 657 GB free of 931 GB

oy —
7 700 68 free of 931 G

s New Volume (D)

A

+ 4 Devices with Removable Storage (2)

SHOP-PC Workgroup: WORKGROUP Memory: 8.00 GB

Shop-P( sort Intel(R) Core(TM) i5-24...

0 (+) Wi

In the search box type *.exd and press enter. The MSForms.exd files will need to be deleted.
Select each MSForms.exd file shown and press the Delete key to delete the files.

’fd‘_gj 7 Search Results in Local Disk (C3) »

Eile Edit View Tools Help

Organize v Save search Burn | Bz~ | Bl @
¢ Favorites Name Date modified Type Size Folder
W
MSForms.exd 02/10/2015 518 PM  EXD File 168 KB Words.0
s Libraries MSComctllib.exd 01/02/20151:41 PM  EXD File 165KB  Forms ((
| MSFerms.exd 01/02/20151:40 PM  EXD File 149KB  VBE (C\
% Homegroup || MSFerms.exd 12/29/2014 2:52 PM  EXD File 226 KB  Excel8D
= MSForms.exd 04/24/201312:37...  EXDFile 221 KB Exceld.0
8 Computer
= Search again in:
&, Local Disk (C)
New Volume () i Libraries o, Homegroup (Ml Computer Custom... @ Internet
= :
s Mew Volume (E) [ File Contents
e HP v165w (F)

€ Network = (e

p 5 items

The ATLR software program should now function correctly. If desired, please follow the
instructions above to return the computer to Don’t show hidden files, folders, and drives.
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