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Agenda
Considerations for Maximizing Efficiency and Strengthening Internal Controls in the Following 
Areas:

◦ Dashboards & Workflows
◦ Billing & A/R, Cashiering
◦ Budgeting
◦ Capital Assets & Inventory
◦ Financial Reporting & General Ledger
◦ HR & Payroll
◦ Interface w/Applications
◦ Purchasing & Payment Processing
◦ Projects & Grants
◦ Task Management
◦ Treasury Management
◦ User & Workflow Management



Dashboards & Workflows - Avoid
Documents are shared manually for physical review and approval

Attachments are submitted via email for review and approval

Documents (vendor invoices, contracts, check copies, etc.) are stored in file cabinets or scattered 
throughout various network folders

Your favorite reports (budget vs actual comparison by department, remaining amount available 
on your purchase orders, remaining vacation and sick leave balance, etc.) are not easily accessible 
within the system



Dashboards & Workflows - Embrace



Dashboards & Workflows - Embrace
Dashboard reporting 
provides meaningful data 
to each user (budget vs 
actual, amount remaining 
on department POs, 
remaining sick/vacation 
balances, etc.)

Notifies user of 
pending/required action 
on a particular process 
(payment approval, 
prepare/approve a 
particular journal entry, 
invoice a customer, etc.)



Billing & A/R & Cashiering - Avoid
Customer invoicing not performed in other modules is handled using Word/Excel

Receipting & cashiering process not centralized

Receipt transactions not separated between cash, check, and electronic payments

Batching per GL not matching batching per bank (most common with electronic payments) for 
cash postings

Reporting per module (A/R aging, detailed revenue reports, etc.) not agreeing to general ledger 
balances



Billing & A/R & Cashiering - Embrace
All customer collections from various billing sources logged in Central Cashiering module and segregated by user 
(cashier), which as a strong internal control measure, allows for reliable reconciliation and close out procedures 
by each cashier.

Impressive invoice/bill design with local government logo displaying pertinent information about customer bill 
(usage graphs, other relevant historical data, clear layout)

Convenient payment options (pay online via credit card or ACH); customer can obtain/review account detail 
online

Auto-email customer invoices; automated notifications

Application & setup process available online (self-service option)

One for one matching on bank & GL cash postings



Budgeting - Avoid
Excessive use of spreadsheets
◦ Version control issues
◦ Double entry required
◦ Potentially considerable up-front effort 

to pre-populate spreadsheet templates
◦ Limited reporting capabilities

Budgeting module in ERP system
◦ Training required for user 

departments
◦ No customization options
◦ No or limited scenario analysis
◦ Limited reporting capabilities



Budgeting - Embrace
◦ Clear understanding by all departments of level of budgetary control
◦ Workflows & dashboards – budget transfers, amendments, and next year budget entries 

by department
◦ Customized budget configurations that enables scenario analysis
◦ Robust reporting capabilities with charts, graphs, and tables that can be exported for 

inclusion into the annual operating budget document



Capital Assets & Inventory - Embrace
Use of approval workflow for asset additions, disposals, and 
transfers

GL integration for all capital asset transactions

Tracking physical assets, either by scanning barcode labels 
attached to the assets or by using tags using GPS, BLE or RFID 
which broadcast their location

Efficient fixed asset addition to capital outlay reconciliations



Capital Assets & Inventory - Avoid
Manual asset addition, disposal, and transfer 
forms

Inventories performed using spreadsheets or 
manual count sheets

Difficult to reconcile capital outlay to capital 
asset additions through the system

Not clear on which capital asset transactions 
generate automatic journal entries and which 
do not (additions, disposals, transfers, 
depreciation)

Limited reporting capabilities



GL & Custom Reporting - Avoid
Journal entry approval process is manual (or nonexistent)

Inability to import journal entries from a CSV/Excel file

Limited reporting options within GL

Lack of clarity on preparation and approval process over adding/deleting/deactivating funds, 
departments, and accounts and creating new GL strings

No clear linkage between the chart of accounts and the State of Florida UAS Manual

Too many journal entries!! (See Interface w/Applications section)



GL & Custom Reporting - Embrace
Journal entry approval process via workflow, as well as adding/deleting/deactivating funds, departments, and accounts and creating new GL strings

Easy to understand journal entry import option; ability to attach files to a journal entry and denote whether recurring & reversing

Reports out of General Ledger (trial balance, GL transaction detail, budget vs actual plus encumbrances, etc.) with filteringcapabilities to report desired data and 
can be exported to Excel

Chart of accounts is based on the State of Florida UAS Manual

Custom reporting options to include export to Excel or PDF with particular layout, style, graphics, etc. as desired by governmental entity



HR & Payroll - Avoid
Manual timesheets: accumulation effort, requires double entry, accuracy risk, inefficient approval process

Vacation request forms and other Payroll & HR forms: same issues!

Manual personnel files…employee pay stubs, annual form W-2, performance evaluation results, leave history, benefit elections, etc. not easily 
accessible for each employee

Benefits elections and changes/updates made in multiple places; difficult reconciliation between insurer statements and inter nal HR data

Run Payroll is a time-consuming process



HR & Payroll - Embrace
Electronic timekeeping; timesheets completed and approved via workflow

Personnel Action Form – department transfers or new allocations, position changes, pay rate changes, bonus payment, 
termination, etc. all handled on one dynamic electronic form with workflow approval

Employee information (direct deposit info, employee pay stubs, annual form W-2, performance evaluation results, leave 
history, benefit elections, etc.) in one location for an employee to review and update as needed (such as address change or 
new banking info for direct deposit)

Benefits elections and changes/updates made in HRIS and interfaced with benefits provider or vice versa

Run Payroll consists of 5 button clicks or less!



HR & Payroll - Embrace
Example of Employee 
Self Service features:



Interface w/Applications - Avoid
Disparate systems with no interface capabilities to General Ledger

Manual journal entries recorded to capture summarized data from other applications

Transactional data not easily accessible

Examples: Recreation, Merchandise (Point of Sale), 

Permitting, Utility Billing, Cemetery, and others



Interface w/Applications - Embrace
Data file automatically transmitted nightly from external software application to ERP 

Automatic journal entry recorded to capture the daily activity; pooled cash entry agrees to amount 
recorded to bank statement

Additional transactional data available within ERP system to perform data analytics, run reports, etc.



Purchasing/Payment Processing - Avoid
Lack of understanding of purchasing policies across the organization

Manual purchase requisition and payment approval process



Purchasing/Payment Processing - Avoid
Purchasing/Credit Card Usage: Paper receipts with handwritten notes; messy preparation, review, and 
approval process



Purchasing/Payment Processing -
Embrace
Organization-wide understanding of procurement requirements
◦ Concise manual with reasonable requirements and clarity surrounding exceptions to competitive selection 

process
◦ Adequate training across departments 

Use of workflows and dashboards
◦ Include document capture & retention
◦ Notifications of workflow items requiring a user’s action

Avoidance of double entry

Vendor Registration and Invoicing Portal

Electronic payment file (minimize paper checks)



Projects & Grants - Avoid
Project-related and grant-related revenues and expenses are buried in transaction detail within 
particular general ledger accounts

Project details maintained on a spreadsheet based on sporadic correspondence with Public Works 
Director, Recreation Director, and other stakeholders as applicable

Lax oversight regarding grant application, award, and ongoing reporting requirements



Projects & Grants - Embrace
Projects and grants separately tracked with unique ID numbers.  Payments to vendors and employees 
and receipts from grantors and other sources associated with project/grant numbers

Project and grant details (background info, relevant attachments, revenue and expense activity, status 
updates, other comments) available for each project/grant within module

Ability to assign tasks to particular project and grant; denote as capital or operating

Project accounting: capture capital-related as CIP; close out to capital asset when placed in service



Task Management - Avoid
Less desirable options to manage tasks: 
Email, spreadsheet task list, post-it notes, 
phone calls

Tasks generated from the system (work 
orders, etc.) are generated, printed, and 
physically handed to assigned employees



Task Management - Embrace
Tasks generated from the 
system (work orders, 
etc.) are generated and 
submitted via workflow 
to assigned employees, 
who can receive tasks 
and remain in the field

Organized workflow 
system: reduces risks of 
overlooking tasks, sets 
expectations, deadlines, 
and more



Treasury Management - Avoid
Multiple bank accounts with multiple 
reconciliations performed in Excel

Frequent one-to-many or many-to-one 
transaction matching between GL postings to 
cash and transactions amounts per bank 
statement

Bank statements received from bank via hard 
copy or PDF and information physically 
entered on Excel bank rec worksheet 



Task Management - Embrace
Utilization of pooled cash with one 
reconciliation of main operating account

Automatically import daily deposit & 
withdrawal transaction data from the bank 
into bank rec program

Automatically match transactions based on 
certain criteria (amount, check number, 
transaction ID)

Facilitate as many one for one transaction 
matches as possible!



User/Workflow Management - Avoid
Setting user permissions is very generalized (access or no access to modules; view only or full 
editing capabilities to all or no modules, admin or non-admin)

Workflows non-existent or limited in ability to customize

Changes to user settings can only be performed by software vendor; no access internally



User/Workflow Management - Embrace
Setting user permissions specific to each module – access or no access to specific forms, data 
management items, or reports within a module

For edits made to a record that do not involve workflow approval, maintain audit log of changes 
made

Admin rights can be made to add users, delete users, or modify user settings (admin rights 
provided or denied for each action)

Standard workflows for each user, department heads, supervisors of employees, and workflow 
group customizations
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