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Introduction

The 2013-14 Data Collection Tool (DCT) is the Excel Workbook based data
collection tool for the Whole of Government Account (WGA). All entities that are
required to provide WGA data to the Treasury must use the DCT.

These instructions explain how to complete the 2013-14 DCT and how data should
be loaded into OSCAR and by whom. OSCAR is the consolidation software used
by the Treasury to produce the WGA.

Arms Length Bodies (ALB) that are consolidated into their Departmental resource
accounts under the Clear Line of Sight (CLOS) initiative will not be required to
complete a DCT. Departments may require their ALB to provide counterparty
(CPID) information for transactions and balances outside of the departmental
resource account boundary.

There is also further guidance on the collection of CPID data for these departments
on the Treasury website.

Important: Please note that at certain stages during the completion process
the DCT will run through a series of macros (e.g. locking the tool at the end
of stage 1). Please be aware that this may take time to complete. Do not
close excel or click any buttons until this has concluded as doing so may
corrupt your file. We strongly advise that you save the DCT PRIOR to
activating any of the macros at all stages of the process to allow for version
control in the event of any technical issues.

All DCT preparers should also refer to the 2013-14 WGA Guidance which contains
information on the WGA process, the timetable, all the deliverables that DCT
preparers need to provide, and general guidance on the WGA treatment of CPID
transactions and balances and other specific issues such as grants. The WGA
Guidance is available on the WGA webpage at:
https://www.gov.uk/government/publications/whole-of-government-accounts-2013-
to-2014-quidance-for-preparers

Training on OSCAR and the WGA process is available. Please refer to the training
request form (for Central Government entities only) on the Treasury WGA website
or email the Treasury WGA Team.

Queries: If you have questions about the completion of the DCT please e-mail a
copy of your tool and your question to wga.team@hmtreasury.gsi.gov.uk

Contact details for the Treasury WGA Team:

E-mail address: wga.team@hmtreasury.qgsi.gov.uk
Postal Address: WGA Team, HM Treasury, 1 Horse Guards Road, London SW1A 2HQ.

V2.0 - August 2013
4


https://www.gov.uk/government/publications/whole-of-government-accounts-2013-to-2014-guidance-for-preparers
https://www.gov.uk/government/publications/whole-of-government-accounts-2013-to-2014-guidance-for-preparers
mailto:wga.team@hmtreasury.gsi.gov.uk
mailto:wga.team@hmtreasury.gsi.gov.uk

Instructions for the Completion of the 2013-14 DCT

2.
2.1

2.2

Central Government DCT

A few features of the DCT are:

1)

2)
3)

4)

5)

6)

7
8)

9)

CPID input sheet — this sheet contains a column that will enable CLOS
departments to show who the owner of the CPID data is i.e. the core
department itself or one of its ALB’s. The tool pulls through all internal
balances rather than only those balances that contain resource data. You
can also add and delete rows.

Blue cells do not require data — as per years prior to 2012-13.

Cash flow statement — no longer required since WGA produce this based
on the final consolidated TB.

Accounting test sheet is present in a tab that shows all validations —
k.validation_errors. From 2013-14 a new CP-Validations tab has been
added to the tool which is available from the outset of completing your tool
and dynamic — i.e. it updates your accounting tests as you complete the
tool so you can resolve issues before having to run the validation macro at
stage 2 or stage 6.

More granular information is now being sought for expenditure account
codes since 2012-13. Purchases of goods and services have been
expanded to include additional cost codes. This is in at the bottom of the
O-Cost tab.

Payables and Receivables include current and non-current on the same
tab.

Prepayments and accruals have been separated out.

Monies due to the consolidated fund are simplified and reduced to one
cell.

EU Disallowances — there is a provision code to be utilised.

10) Reserves — two reserve types have been removed since 2012-13:

Donated Asset Reserve and Government Grant Reserves.

Opening balances

When you enter the name of your body on the Instructions sheet it will
automatically populate the "Body BF Balances" worksheet. You will then need to
import the balances into the proforma.

Please note that provisions are brought forward as a total figure in the provisions
tab i.e. not split between current and non-current. This means that initially, the
SoFP will contain all provisions as non-current. The bright blue cell on the SoFP
allows you to reallocate provisions to current.

If you have any opening balance queries please contact the Treasury WGA
team as soon as possible.
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SCOAs

2.3 There are new SCOAs in the DCT; DCT preparers will need to ensure that they
check the mapping of SCOAs, if they use the trial balance method for completing
the DCT. A complete list is found on the WGA internet site:
https://www.gov.uk/government/publications/whole-of-government-accounts-2013-
to-2014-quidance-for-preparers
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3.

Completing the DCT - Process Flowchart
(See Instructions for further details in following chapters)

Please note that it is vitally important that you follow these guidelines in the exact
order. If for example you chose the proforma method before selecting your entity,
the macros won’t work and you would need to close down and start again.

Step 1

Save a copy of the DCT locally
Enable macros (see chapter 4)
Click curser into cell 15 and then scroll down
to select your entity

Step 1.1

Chose Proforma or TB method of entering
data

< »

Populate proformas using either TB option or Proforma option

TB option Proforma option

e Follow instructions on
SCOA_Mapping tab: enter
rows required and map you
local TB to OSCAR account
codes.

e Validate these in step 2 and
then proceed to step 3, click
on the link to the next tab
called Trial_Balance_Input

e Type statutory account data,
and additional information in
proforma sheets directly.

e On Trial_Balance_Input, enter
the same amount of rows
again in cell I5. Follow the
instructions and validate in
step 2.

e Click “Populate” button to
transfer TB to proformas.

® Review and complete
proforma worksheets.

e No roll back facility in this
tool so please save a version
down before clicking on
populate so that you can
revisit. 4

-] |

V2.0 - August 2014




Instructions for the Completion of the 2013-14 DCT

Step 3

Step 4

Step 5

Step 6

Step 7

Click "validate" on Instructions sheet to validate
resource account data. Click the button again
after correcting errors.

e Correct "Validation Errors”

¢ Validations that are red are hard validations and
must be fixed. Validations that are soft require
explanations and are shown as amber. You can’t
progress to step 3 unless all red validations are
cleared.

Enter CPID data:
Click "Create CPID" on the Instructions sheet to
generate CPID input sheet.

e Two tabs open up, one with CPID list and
another that allows you to enter the CPID
balances.

Validate data:
This will lock the tool when all validations are
passed for the NAO to unlock

Note - The Cycle 1 DCT must be loaded onto
OSCAR/ Controller.

Correct “Validation Errors”

Correct “Accounting tests details”

Correct “Critical Data Errors” for CPID data
Correct “Anomalous CPID Input”

Auditor unlocks Cycle 1 DCT for agreed changes:
Note — Audit password is held by the WGA NAO
team

If your organisation is below NAO audit
threshold, please email the DCT to HMT who wiill
unlock and return it for cycle 2.

Entity Manually reviews, edits and validates audit
adjustments:

\
CFO* Sign-off:

*(or delegated official)
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Step 8

Validation of CPID transactions worksheet; and
if successful;

CFO locks the tool for cycle 2

If your organisation is below NAO audit
threshold, please validate and lock at this step
and then return to HMT.

Auditor locks Cycle 2 DCT
If your organisation is below NAO audit
threshold please do not attempt to complete
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4.2  Setting your Parameters in Excel

To set up the DCT correctly on your own machine it is important to carefully follow the
instructions below.

You first need to ensure that your local copy of Microsoft Excel has the correct macro settings
enabled before downloading a copy of the DCT.

The precise steps that you will need to take depend on the version of Excel you are using and the
security settings on your PC.

Using Excel 2003

1.1f you are using Excel 2003, click through the following file path:
Tools / Macro / Security

2.In the Security menu go to the ‘Trusted Publishers’ tab and tick the “Trust Access to Visual
Basic’ box

Security Level

Issued To Issued By Expir... | Friendly Mame

Trust all installed add-ins and templates
Trust sccess to Visual Basic F'ru:ujeu:tl

[ ok

[ Cancel ]

3.Click the ‘OK’ button and you will be returned to the blank version of Excel.

4.You can now close Excel and download your local copy of the DCT.

Using Excel 2007

1.1f you are using Excel 2007 click through the following file path:
Office (button) / Excel Options (button) / Trust Center / Trust Center Settings (button)

V2.0 - August 2014
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/Ea W9 s

Recent Documents
MNew

1 Data Collection Tool master build 20130423 v1.... 1=

’.:r Open 2 ETL Checker =

T 3 WorkingHoursF2013 [

lr;ﬁ Canyert 4 SCOA Mapping Test =

5 Copy of Data Collection Tool master build 201,., 1=

6 Data Collection Tool master build 20130412 v1.,... 1=

H — 7 OSCARTRAINING [

H e s b 8 Data Collection Tool master build 20130422 v1 ... =

9 TEST - Camden CFID =

Data Collection Tool master build 20130422 v1.... A

@ Print + _12 E5011X (Camden) DCT - transposed CFID ... =1

_12 ES011X {Camden) DT - transposed CPID ... 1=

\%’ Prepare # Data Collection Tool master build 201304151 ... =

Data Collection Tool master build 20130415 v1 ... 1=

ﬁ Send 3 11-12 CPID Data 03-04-13 - FINAL =1

11-12 Repo CPID data 28-03-13 [

EE Publish  » Repo Upload Warkings - Ellena =
_T Clase

I ] Excel Options I |X Exit Excel |

2.This will open the Trust Center menu, Ensure that the ‘Trust access to the VBA project object
model’ box in Macro Settings is ticked (this may be pre-ticked and greyed out depending on
your PC security)

3.Press the ‘OK’ and you will be returned to the Excel Options menu.
4.Press the OK again and you will be returned to your blank version of Excel.

5.You can now close Excel and access the DCT.

Trusted Publishers

Macro Settings
Trusted Locatians

Add-ins

Activex Settings

- Macro Settings ]

Message Bar Developer Macro Settings

External Content I I

Privacy Options
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4.3

4.4

Signage Conventions

Data is entered in the DCT using the following signage:

Credits are entered as negative numbers and debits as positive numbers
Income is negative, costs are positive

Assets are positive and liabilities negative

Reserves are negative if they represent a surplus, an increase in reserves or
funding and positive if a deficit or a reduction

Provisions are negative but a release of provision is positive

Copying and Pasting Data

To copy and paste data in the DCT, you should paste ‘Values’ only. To do this,
you need to copy (ctrl + ¢) and paste special (right click mouse and select
paste special and then chose values from the options provided),

The DCT has been designed to prevent users from dragging and dropping
data into it, due to the problems this causes with formulas, but it is still possible
to copy and paste data from other workbooks. If you have to copy and paste
data, you should paste values only. This will ensure the formats are preserved
and it prevents the potential creation of external links.

In Excel 2007, select the cells you want to copy, right-click and select ‘Paste
Special’. A new window will come up — select ‘Values’ and then ‘ok’.

In Excel 2003, to paste values, you need to: copy the cells, select the 'Edit’
menu, then 'Paste Special'. A new window will come up — select ‘Values’ and
then ‘ok’.

E Microsoft Excel - Book1

J@ File | Edit Wiew Insert Format Tools Data ‘Wind

Paste Special

J 0 & %2 Undo Typing"4"inL20  Corl+2  fof | v
] 2 Canlk Repeat L
Paste
cut coex || el  Comments
Copy Chrl+C ) .
B, paste _— " Formulas " Yalidation
[— * i " all except borders

-
o

— | | | [ [ [ =
I M e W R =

—
o

a
a

Paste a5 Hyperlink " Formats " Column widths
gl ' Cperation
Clear 3
o * None  Multiply
Delete Shest T Add o Divide
Move or Copy Sheet... f"' Subkract
% Eird... Chrl+F
Replace. .. Chrl+H
o, " ™ skip blanks " Transpase

Links. ..

Ohiect Cancel

Paste Link | 0K I
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4.5 Accessing the DCT Online
After you have enabled your Excel settings (under either version) you are ready to access the DCT.
1.Navigate to the following web address:

https://www.gov.uk/government/publications/whole-of-government-accounts-2013-t0-2014-
quidance-for-preparers

2.Click on “Whole of Government Accounts 2013 to 2014 form: Data Collection Tool (DCT) for
central government” which will open up an online version of the DCT. Before you begin
entering your data you must save a copy of the DCT to your PC first (without enabling the
macros). Then reopen the file, enable macros and select your entity from the drop down menu.
This is explained in the next section.

5

5.1 Downloading alocal copy of the DCT (Step 1)

When you open the DCT online, you will first need to save a local copy as the DCT will otherwise not
function. On the locally saved version you will then need to enable Macros.

Using Excel 2003:

1.When the file opens a pop-up box will be shown.

2.Press the ‘Enable Macros’ button.

E3 Microsoft Excel

-

File Edit Wiew Insert Format  Tools Data  Window Help  Adobe PDF
- #

Microsoft Excel

'CriMy DocumentsiwiEAData Collection Tool, xls' contains macros.

Macros may conkain wiruses, It is usually safe to disable macros, but if the
macros are legitimate, wou might lose some functionality,

Disable Macros i | Enable Macraos Mare Info

Using Excel 2007:

1.Press the ‘Options’ button next to the Security Warning message (this will be in the Excel
toolbar). This will bring up the Microsoft Office Security options menu.

@ Security Warning Macros have been disabled. Cptions...

V2.0 — August 2014
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2.Press the ‘Enable this Content’ button

3.Press ‘OK’

Microsoft Office Security Options

Macro

Mare information

Open the Trust Center

@ Security Alert - Macro

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,

Warning: It 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.

File Path: D:\...e\My Documents'Data Collection Tool master build 20130423 v1,17.xls

from unknown content (recommended)

2)x]

[ ox

[ Cancel ]

Under either version of Excel, if you do not enable Macros you will be directed to the ‘Macros not
enabled’ tab. You will not then be able to select your parameters and save a local copy. You will
need to start again — close down the DCT, open a new one and enable macros as described above.
Provided you have enabled Macros as described you will land on the ‘Instructions’ tab. Here you will
see the steps you need to follow to download the correct DCT for your organisation.

Steps

| Status |

Status Comments / User Action

1) 1.1} Select your ID from the drop down List S 5 BOL -

1.2) Select the Method of completion — $

1.3) Select save

Oproforma

{3 Trial Balance

method is already highlighted

1.4) Select location to save your file to

1.5) Qpen your saved file and complete the saved pack

This Organisation does not complete a Data Collection Pack

Once you have selected your entity, you MUST select a Method of Completion even if the chosen

1.Select your organisation code from the dropdown list

Ensure that you have the drop down list cell selected (cell reference I, 5) to enable the menu.
The drop down menu will not work unless the cell is selected.

2.After selecting your organisation code, you will either see the name of your organisation in the
box to the right of the drop down menu or a message saying that the organisation you have
selected does not need to complete the DCT.

V2.0 - August 2014
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This Qrganisation does not complete a Data Collection Pack

Once you have selected your entity, you MUST select a Method of Completion even if the chaosen
method 15 already highlighted

3.Having selected your organisation, you need to choose your method of completion for the DCT
using the Proforma/Trial Balance buttons — the “radio” buttons.
Please note that the Trial Balance functionality is not currently available to Local Government
entities.

¥ Proforma

3 Trial Balance

The TB method can only be used by central government departments and it allows departments to
automatically populate some of the work book tabs by mapping the TB data to the OSCAR codes.
The Proforma method can be used by all organsations u and enables organisations to manually
populate the work book tabs with the necessary financial data.

5.2 Saving a Local Copy of the DCT (Step 1)

After you have chosen your organisation code and completion method, you need to again save a
copy of the DCT to your local machine so that you can work on it.

Note — Before saving a local version of the DCT, please ensure that you do not have any other Excel
applications running

1.Press the ‘Save’ button (this will open a ‘Save As’ menu)

2.You will be prompted to select a location to save a local copy of the DCT to e.g. your Desktop,
then press ‘Save’

3.After you have saved the DCT, it will remove the tabs that it does not need. For example if you
are a central government department, it will remove the Local Government work sheets and it
will post your entity’s opening balances

4.You will be asked again whether you want to save the changes. Press ‘yes’

Microsoft Office Excel E|

L] E Do wou want to save the changes you made bo"Wiza Data Collection Tool, xls'?
L

[ B ][ Cancel ]

5.When you have saved the DCT for a second time Excel will automatically close. You now need
to navigate to your locally saved version of the DCT.

V2.0 - August 2014
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If you try to save the DCT as an entity that is not required to submit information, or if you try to exit the
process during the save, the DCT will not perform all of the necessary actions correctly and you will
have to go online and begin the process again.

5.3 Data Entry (Step 1)

Having saved a local copy of the DCT to your machine, you can open it and begin populating your
financial data.

1.0pen your local copy of the DCT

2.You will need to enable Macros again in the local version of the DCT using the same process
outlined above

'-;] Security Warning Macros have been disabled. Cptions..

Note — Depending on the security settings of your PC it is likely that you will need to enable
Macros every time you open your local version of the DCT. Please remember to do this if
required so that the rest of the functionality in the DCT is enabled when required.

Depending on your chosen method of completing the DCT, you will enter data in different ways.

Proforma

If you selected the Proforma method, you will need to navigate to all of the required proformas /
worksheets and manually enter your financial data. This includes the provision of your Trial Balance
data and you statistical data, e.g. number of employees etc.

Trial Balance

The Trial Balance functionality is used to automatically post your TB values to the Proformas
depending on the mappings you provide.

To input your TB data you must first map your organisation’s TB codes to the OSCAR Standard Chart
of Accounts (SCoA) codes.

The OSCAR SCoAs are different to the COINS SCoAs.

1.Navigate to the ‘SCOA_Mapping’ tab where you will see the instructions to input your TB
Mapping.
To help with this, see the tool on the WGA website (2013-14 central government SCOA list).

2.Enter the number of rows you require for your TB mapping in the green box next to step 1.1 (the
number of rows should be the exact number you require to avoid errors in the DCT).

3.0nce you have entered the required number of rows, click the ‘Create Mapping Rows’ button.

Steps

1 } 11) Enter number of rows required for your TE mapping between 1- 65,000 and select Create Mapping rows.

12) Then place your Trial Balance codes in column C and the OSCAR codes to be mapped to in Column 0. Choose from the
OSCAR Codes on the right hand side. Onee completed move to step 2.

The area to input your mapping will appear below the instructions, starting in cell C20. The data entry
areas are marked in green.

V2.0 - August 2014
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4.Under the “Your Code’ heading, copy in your financial account codes e.g. your account code for

PPE - Land

— Cost - Additions

Good practice is to ‘paste special — values’ when you copy in your codes to avoid creating any
links to external spreadsheets.

LTI R PR R SN PUR

=

OSCAR Description Proforma
code

Proforma Description

(Sheet : Cell Address)

Status Status Comments / User Action

5.Under the OSCAR Code heading, map the corresponding OSCAR Standard Chart of Accounts

code (In the case of this example it would be 11112000).

Repeat the exercise for all of the codes you require to complete your Trial Balance mapping.

OSCAR Standard Chart of Accounts (SCOA) available for use in Trial Balance mapping

OSCAR CODE | _ ____OSCAR DESCRIPTION
11111000 PPE - LAMD (OWNED) - COST - O/BAL
144420040 DEE _LAND foWIERL . COST _ AnRITIONS
| 11112900 PPE - LAND (OWNED) - COST - CAPITALISED PROVISIONE
11113000 PPE - LAMD (OWHNED) - COST - DONATIONS
11114000 PPE - LAMD (OWNED) - COST - IMPAIRMENTS
11115000 PPE - LAMD (OWNED) - COST - IMPAIRMENTS REVERSAL
11116000 PPE - LAMD (OWNED) - COST - REVALUATIONS
11117000 PPE - LAMD (OWNED) - COST - DISPOSALS
11118000 PPE - LAMD (OWNED) - COST - RECLASSIFICATIONS
11112000 PPE - LAMD (OWNED) - COST - TRAMSFERS

6.After you have input all of your mappings and matching OSCAR codes, press the ‘Validate
Mapping’ button.

If there are any incorrect or incomplete mappings you will see that the status box next to the
‘Validate Mapping’ button will turn red. You will be notified of the lines that need to be

corrected in the Status Comments box.

2)

is Green

Select Validate Mapping to proceed. Check the status and correct any errors identified. Repeat steps 1 and 2 until status on step 2
Validate Mapping

You will also see that the individual mappings have their own status and comments, which will
guide you in how to rectify any errors.

7.After correcting any errors press the ‘Validate Mapping’ button again and if they pass you will
receive a message box.

Microsoft Excel

Yalidations Passed, Progress to skep 3, Trial Balance Input sheet is available

V2.0 - August 2014
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OSCAR Description  Proforma Proforma Status Status Comments f User Action
code Description
[Sheet : Cell
Address)

FPPE - LAMND [OWNED)] - C CPI00444  CP-PP&EEN

FFE - LAMND [OWNED) - C CRI00445  CP-PFP&EE1Z
FFE - LAMD [OWMNED) - C CPI0044E  CP-PPLEETT
FFE - LMD [OWNED) - C CFI00443  CP-FF&EEIS
FFE - LAMD [OWMNED) - C CPI0044%  CP-PP&EETS
FFE - LAMD [OWNED] - C CF00447  CP-FF&EEZ0
FFE - LAMD [OWMNED) - C CFRI00461 CP-PP&EEZZ
FFE - LAMND [OWNED) - C CRI00450  CP-FF&EEZ1
FFE - LMD [OWMNED] - C CRI00462  CP-PR&EE23
FPE - LAMD [OWNED] - C CPI00452  CP-PP&EE24

W oOn e T O e Gd B =

=

A ‘Trial_Balance_Input’ tab will appear next to the SCOA_Mapping tab, you can use this to enter your
financial data which will be posted to the Proforma’s.

8.Navigate to the ‘Trial_Balance_Input’ tab which will contain instructions for mapping your
financial data

9.Enter the number of rows required for your mapping in the green box next to step 1.1 (this
should be the same number of rows used to validate your SCOA mapping in the previous tab)

10.Press the ‘Create Trial Balance Rows’ button.

Steps
1 } 11 Enter number of raws required For your Trial Balanee mapping
between 1- 65,000 and zelect Create Mapping rows.
—
12) Then place your TE code in column C and the amount to e
posted in Column D, Ensure all TE codes used have been
entered and mapped in the mapping sheet first. Create Trial Balance Rows

11. After creating your mapping area input your financial account codes under the ‘Your Code’
heading, this must be the same as ‘your codes’ in the SCOA_Mapping tab

12.Enter the amounts to be posted under the ‘Amount £’ heading

13. After entering your code and amounts, press the ‘Validate Trial Balance’ button

Select Yalidate Trial Balance to proceed. Check the status and correct any errors
2) Select pro : 4 =N
identified. Fiepeat steps 1and 2 until status on step 2 is Green

Walidate Trial Balance

This will map your amounts to the SCOA codes that you entered in the SCOA_Mapping tab, and it
will identify the description of the proforma cell reference that the amount will be mapped to,
alongside the sheet name and cell reference.

Status Status Comments ! User Action
O5CAR code
1 M00a
z 11z00a
3 Mza00
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Proforma Proforma Description Proforma Sheet name Proforma
code Cell
Reference
11111000 Gross BV BF - Land CP-PP&E E11
11112000 Additions - Land CP-PRP&E E12
11112800 Capitalised provisions - Land CP-FP&E E17

14.1f you are satisfied that the amounts will be posted to the correct cell references press the
‘Populate Proformas’ button, this will automatically post the amounts in your TB mapping to the
relevant cell references.

You will only be able to do this if your TB value mapping has been validated correctly, and has
a green status next to it.

3] Select populate proformas then complete additional zchedules i.e CPID etc

=:> Populate Proformaz

You will now need to go through the proformas and input any additional data that is required by the
DCT, but not provided by your TB, for example statistical data such as staff numbers.

5.4 Data Collection Tool Validations (Step 2)

After inputting your Trial Balance and Statistical data, you will need to validate the DCT so that you
can proceed to entering your CPID transactions.
On the ‘Instructions’ tab and click the ‘Validate’ button to check for any errors in the spreadsheet.

The DCT contains both hard and soft validations. Hard validation failures must be resolved before the
DCT can be locked and submitted to OSCAR, for example, ensuring that the TB is equal to O.

You can load the DCT if it contains soft validation failures, but you must provide commentary in the
space provided as to why the validation failed.

2)
Manually review and press validate ~ Tmmmm) Validate

Note — the commentary you provide on soft validation failures is removed when re-validating, so you
are advised to keep a separate copy of them for future reference.

If any of the validations fail you will be taken to the k.Validation_Errors tab, which will provide the
required details to rectify the validation breaches.

A soft validation failure will appear with an Amber status and tell you why the validation has been
breached, asking you to provide commentary. You will be given the cell reference to identify where in
the proforma it is, as well as space to enter your comments.

Hard validation failures will appear with a Red status, instructing you on the reason for the failure and
directing you to the sheet name and cell reference to go to the proforma and correct the validation
breach.
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Validations Report for DOHO3Y - Department of Health (NHS)
Submitting Entity

Total Ho. of Failed Validations 2
Hard 1 Hard validations must be resolved before submizzion to WGA
Soft 1 Un-resolved soft validations must have user comments added to them before submission to WGA

Status Sheet names and User_Validation_Message User Comments

cell references

Value
returne

Validation
Type

Validation Validation Validation Full Description

Code Category

MIC contributions should be
beteen 6% and 12% of gross
wages. If they are not, could you Provide explanation why NIC contributions

899M0001 Materiality Soft please provide an explanation. A P-0-Cost:C347 are not within expectaed boundaries
Where a financial liability type
Mumerica has & carrying value, 3 fairvalue Fairvalue must be completed where
E99NOOSB Accuracy Hard must also be recognised 0 P-Fin-Insts:C262 carrying value exists

After going through the DCT and providing commentary on the soft validation errors and resolving the
hard validation failures, return to the Instructions tab and press the ‘Validate’ button again.

You will not be able to proceed to the CPID Transactions step unless the box next to the “Validate’
button is green.

5.5 Counter-Party ID (CPID) (Step 3)

After inputting your Trial Balance and statistical data, and successfully passing the validations, you
can move on to inputting the CPID data.

To create your CPID input sheet press the ‘Create CPID’ button on the Instructions tab. This will
open two tabs in the DCT:

e i.CPID_Transactions

e CPID_List

3)
Create CPID input =hest p————— 4 Create CPID

There are three types of CPID transactions, based on the relationship between counterparties:

e Clear Line of Sight (CLOS) Organisations: transactions with other organisations in the same
CLOS Group as the instigating organisation e.g. the DVLA and Department for Transport are
in the same CLOS group

¢ Non CLOS Organisations: transactions with organisations external to the instigating entity’s
CLOS group but within the WGA organisation list

e External: transactions with organisations outside of the WGA list

Navigate to the i.CPID_Transactions tab; you will see that the account codes and descriptions have
been automatically populated.

You will see a CPID record for all intercompany accounts in the Data Collection Tool, so there will be
some records that have a 0 value against them. This is so that you can make changes to the CPID in
the second data collection cycle if you did not previously have a Trial Balance value in the proforma.
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Account Account Description Trial Balance
Code Account Balance £
16155000 MCA - PREFPAYMENTS (NON-PFI) 3684

16155000 MNCA - PREPAYMENTS (NON-PFI)

16125000 MNCA - PREPAYMENTS (NON-PFI)

16169000 MCA - OTHER RECEIVABLES 0
16169000 MNCA - OTHER RECEIVABLES

16169000 MNCA - OTHER RECEIVABLES

16532100 MNCA - SHARES AND EQUITY 0
16532100 MNCA - SHARES AND EQUITY

16532100 NCA - SHARES AND EQUITY

If you enter values in the CPID against a TB value of 0, the DCT will fail validations and you will have
to correct this before you can look the Tool.

The DCT also populates the Trial Balance Account Balance column via the account mapping, so you
can look at the cell reference in the proforma if you need to identify from where it came.

113 - );I ='C:‘-T&DR'!D14I

0

Account Account Description "’.. 'i'rjal Balance
Code ".,‘ Accﬁ’upt Balance
.’0’. "i",
16155000 MCA - PREFPAYMENTS [MOM-FFI) ) *s SEESII:II:EI-#?
16155000 MCA - PREPAYMENTS [MOM-PFI) ., CSF047
16185000 MCA - PREPAYMENTS [MOM-PFI) : LECD47

The record that is created for each CPID transaction allows you to split out the intercompany
transactions that make up the final number.

Departments that consolidate their NDPBs under CLOS need to split out CPID data into the
contributing bodies. In this context Instigating Entity means the core department or one of the NDPBs
that make up the CLOS group.

1.Under the Instigating Entity Code heading, enter in the organisation codes from the same CLOS
group that have instigated the CPID transaction.

The list of instigating organisations can be found on the CPID_List tab under the Instigating
Organisation List.

2.The organisation description for the code you select will be automatically populated on the
I.CPID_Transactions tab

Instigator Organisation List

ID Code Description Entity Count 1151
BTRO04 British Transport Police Authority ACEQ43 Arts Council

DFTO04 Department for Transport ACI202 Arts Council of Northern Ireland

DvLOO4 Driver and Wehicle Licensing Agency ACLD4E Arts Council of England Lottery

LCRO04 London & Continental Railways Limited ACWO048  Arts Council of Wales Lottery

ACWO090  Arts Council of Wales

AFS902 Armed Forces Retired Pay Pensions

AHCO84 Arts and Humanities Research Council
AHDOO3 Agriculture & Horticulture Development Board
ANLBA0 Arts Council of NIE Lottery Distribution Account
APOZ02 Armagh Planetarium and Observatory

ARI201 Agrifood and Biosciences Institute of NIE
ACOBS Audit Commission

BAP091 BoE Asset Purchase Facility

BBEC045 Bristish Broadcasting Corporation

BCLO2T British Council

BEC022 British Ed Communications and Technology Agency
BEL203 Belfast Education & Library Board - NIE

3.After selecting the instigating entity, select the organisation ID for the counterparty organisation
for the transaction. You can choose any organisation code from the Counter Party ID List on
the ‘CPID_List’ tab.
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4.The organisation description for the Counterparty code you select will be automatically

populated.

Ensure that there are no rows with duplicated instigating and counterparty transaction
organisations for any single CPID transaction.

Instigating Entity Description

Counter Party Description

CIC047 Criminal Injuries Compensation Authority ACED48
Qlco47 Infarmation Commissioners Office
LECO47 Legal Senices Commission

Arts Council
ACI202 Arts Council of Morthern Ireland
ACLO43 Arts Council of England Lottery

5.When you have the list of instigating and counterparty organisations you can enter the values of
the transactions between the organisations that make up the TB amount, in the CPID Amount

column.

6.When entering the financial break-down of the transaction between two parties only input the net
transaction between them, don’t break it down to the individual transaction level.

Trial Balance
Account Balance £

Total CPID

3684 ClC047 ACED4G 200 350
Q1047 ACIZ02 100
LECO47 ACLD4G 50

0 MOJD4T ACWO45 0" 0
Q1047 ACW030 0
YJB047 AFS802 0

7.The CPID total does not need to equal the TB amount, the remaining amount will be written as
an external transaction when the DCT is locked.

The total amount for the CPID transactions that make up the Trial Balance Account Balance will be
automatically populated on the top row of the data set for that transaction. This will allow you to
compare the total value of your CPID transactions, particularly if there are numerous transactions for
that CPID, against the Trial Balance Value.

8.You can select how many rows you need to enter your CPID data by clicking the ‘Add CPID
Rows’ button This will only work if you have a cell highlighted in the data entry area for that
transaction.

9.1f you want to delete a row in the CPID transaction, use the drop down menu under Update
Action to select ‘Delete’ instead of ‘Save’ and press the ‘Delete Selected Rows’ button.

You cannot delete the row that contains the TB amount in it.

Note — there must be a minimum of 3 rows per CPID transaction, this is required for CPID in the
second cycle. The DCT will not allow you to have less than 3 rows per CPID transaction.
Even if the Trial Balance value is 0, there will still be 3 CPID rows.
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Trial Balance Total CPID
Account Balance £
3684 ClC047 ACED48 200 390 Save
IOICUJ? _l;&.CIEUE 100 Delete
LEC047 ACL045 50 Save
MOJ047 ACWO43 40 Save

Once you have entered your CPID data, and you are satisfied, the DCT is ready to be locked for the
first submission to OSCAR.

5.6 Submission Cycle 1 (Step 4)

After the validations referred to in S3.7 have passed and you have input your CPID data, the
submitting organisation’s consolidation officer needs to lock the DCT for the first submission cycle.

On the Instructions tab press the ‘Lock for Submission Cycle 1’ button

4) CFO locks pack in Submitted status

nb:Pack is sent for loading into OSCAR : LS QD -

during Cycle 1

You will see a warning message when you lock the DCT to confirm that you are satisfied with the
data you are submitting and that your CPID transactions have been recorded accurately.

After locking the DCT you will not be able to make further changes until the auditors unlock it, so it is
important to check the data carefully.

When the DCT locks it performs a number of validation checks. The first is that all organisation
codes for bodies instigating counter party transactions are within the CLOS group of the organisation
completing the tool. The second check is to ensure that the counter party codes are not in the same
instigating Group that the organisation completing the tool is in.

The final check is that the signage (positive or negative) on the CPID entries is the same as the
equivalent in the TB.

If all of the validations pass for Submission Cycle 1, the TB and CPID is written to the
Trial_Balance_Output Tab where it will populate Periods 1 and 2 of Controller.

The DCT will be time and ID stamped when you lock it. Data can then be:
eloaded into OSCAR to complete the first cycle for OSCAR users , see chapters 6.

e Submitted [as a compressed file to save file space] to the respective sub-consolidator via email
for those practitioners without access to OSCAR.

If your authority has issues with files of a certain size being emailed out, here is a process to
reduce file size in DCTs:

a) Inyour DCT in EXCEL: Go to View, Macros, View Macros.

Formulas Data Review View CO-HMG Charts

te a
3 Steps l Status I Status Comments / User Action | b complete ::sol
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b) Select ‘ClearExcessRowsAndColumns’ macro. (This is a macro designed for ALL
PREPARERS to use, so the other macros will not work for everyone.)

Macro

Macro name:
ClearExcessRowsAndColurmns
Add_AssetTrans_Rows
Add_AssetTrans_rows2
Add_CPIDrows
Add_CPIDrows2
Add_LeaseArr_Rows
Add_LeaseArr_rows2
AudiLockCycletwo
auto_close
auto_open
Button?9_Click
Clear_CPID

Macrosin: | All Open Workbooks

Description

E3

ClearExcessRowsAndColumns ]

@]

£

~
Sep Into

I} e

Optians...

v

c) Once the macro is finished, it will prompt you to save. Once it is saved, the file size will be

reduced.

Microsoft Excel

'WGA_DCT_2013-14_v2 5 Prod Test File - COMOSS macro edit,xks' has been cleared of excess formatting.

\/ You must save the file to keep the changes,

[

Please contact the WGA team at HM Treasury by email via the group email box
wga.team@hmtreasury.gsi.gov.uk if you require assistance with this.

d) The above steps can also be completed at any stage of the process through clicking the
button in stage 7 called ‘Shrink file’ (screenshot below) which removes all excess rows and
columns and shrinks the file to a more manageable size for saving and emailing.

7) This step validates the CPID
Transactions worksheet. f the
validations pass you will then be
given a Yes Mo option for the
CFO to lock the DCT for Cycle
2

MNote: The Administration ‘: CFO for Submission Cycle 2

details at the bottom of this
shest must be completed to

lock the tool

If your arganisation is below NAOD audit Shrink File
threshold, please validate and lock at this

step and then return to HMT.

5.7 Auditors unlock for Cycle 2 (Step 5)

After Cycle 1 submission the Treasury WGA team can start to analyse the data while the entity has its

accounts audited.

The auditors will go through the DCT and identify any changes that need to be made. They can re-
open the DCT for editing using the ‘Unlock’ button and entering the required password. Only the

auditors can unlock the DCT.

They can then pass the DCT back to the submitting entity to make the required changes.
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5) Auditors to unlock for agreed changes ]=> Unlock ‘ -

5.8 Submission Cycle 2 Validations (Step 6)

After making the changes the auditors require it is important that to re-validate the DCT to ensure that
none of the changes has caused a hard or soft validation failure.

The Validate TB button performs the same actions as at step 2 in Section 3.6. Any breaches will be
shown on the Validation Errors Report, which you will have to correct or comment on before you can
submit the DCT for Submission Cycle 2.

Remember that if you re-run your check, validation comments will be cleared, so you should save
any previous comments elsewhere.

Ensure the box next to the ‘Validate’ button is green before proceeding to the next step.
6) Manually review and press validate =) ek ‘ - |

5.9 Submission Cycle 2 (Step 7)

After making the changes to the proforma’s and CPID entries, and passing the validations for a
second time your Entity CFO and the Auditor both need to lock the Tool to complete the process.
Before the CFO can lock the DCT for the final time you will need to provide your personal details as
the person completing the Tool and the details of the Auditor who will be signing off your work.

[ ADMINISTRATION |

Please complete the following Contact details before locking for submission:

Entities Contact Name
Entities Contact Telephone Number

Entities Contact E-mail Address

Auditars Name
Auditors Contact Name

Auditors Contact Telephone Number:

Auditors Contact E-mail Address

Once you have completed the required Administration fields, the CFO of your entity needs to press
the ‘CFO for Submission Cycle 2’ button on step 7 of the Instructions tab.

7)

This step validates the CPID
Transactions worksheet. If the :> CFO for Submission Cycle 2
validations pass you will then be
given a Yes Mo option for the
CFO to lock the DCT for Cycle
2

nb:DCT is sent for loading into OSCAR

Re-locking the DCT for Submission Cycle 2 also writes out a new CPID transaction list to replace the
one from Cycle 1. All Trial Balance and Statistical data will be written to the Trial_Balance_Output
Tab, alongside your validations and CPID data, the DCT will perform check that your Trial Balance
balances before you can load your completed data to OSCAR.
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5.10 Lock for submission Cycle 2 (Step 8)

Once the Tool has been locked for the final time you need the Auditor for your entity to lock the DCT
in its’ submitted status. They do this by pressing the ‘Lock for Submission Cycle 2’ button on step 8 of
the Instructions tab and typing in their password (available from the central WGA Audit team.

8) Auditors lock pack in Submitted status

]:> Lock for Submission Cycle 2

nb:Pack is sent for loading into OSCAR
during Cycle 2

The DCT will be time and ID stamped when the auditor locks it for the second and final submission.
After completing and locking the DCT you need to submit you data:
¢ to OSCAR for the final time for those practitioners who are OSCAR users. [Guidance on loading
into OSCAR is available in chapter 6-8]; or
e as a compressed file (to save file space) to the respective sub-consolidator via email for those
practitioners without access to OSCAR.

If your authority has issues with files of a certain size being emailed out, here is a process to
reduce file size in DCTs:

1) Inyour DCT in EXCEL: Go to View, Macros, View Macros.

Formulas Data Review View CO-HMG Charts

23| Record haasea.

| View Macros (Alt+F8)
el

from whic
elete a

Steps l Status I Status Comments / User Action p complete Is §

@) Press F1 for more help.

2) Select ‘ClearExcessRowsAndColumns’ macro. (This is a macro designed for ALL
PREPARERS to use, so the other macros will not work for everyone.)

Macro @

Macro name:
ClearExcessRowsAndColumns &3 Ru
Add_AssetTrans_Rows ~
Add_AssetTrans_rows2 Step Into
Add_CPIDrows
Add_CPIDrows2
Add_LeaseArr_Rows
Add_LeaseArr_rows2
AuditLockCycletwo
auto_close

£

auto_open Delete
Button?9_Click
Clear_CPID

ClearExcessRowsAndColumns v

Macrosin: | All Open Workbooks v

Optians...

I} Bl

Description

Cancel

3) Once the macro is finished, it will prompt you to save. Once it is saved, the file size will be
reduced.
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Microsoft Excel

‘WGA_DCT_2013-14_v2 5 Prod Test File - COMOSS macro edit,xls' has been cleared of excess formatting.
You must save the file to keep the changes,

Please contact the WGA team at HM Treasury by email via the group email box
wga.team@hmtreasury.gsi.gov.uk if you require assistance with this.
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6.0Cognos Controller

6.1 Introduction

IBM Cognos Controller is a Web-based financial consolidation tool that provides the Treasury with
standard reports to support both statutory and management reporting.

Users with access to Controller upload their completed Data Collection Tools (DCTSs) to the system
using the process outlined in the next section. They can add further journal adjustments before
consolidation and reconciling the data; and manipulate the data for in-depth analysis and reporting.

If you have not received your license and you uploaded your tool last year yourselves, then please
contact WGA team to request a license. Please note that due to a restricted number of licenses
available, departments will receive one or two licenses at most.

Once you receive your license from the OSM team (technical support team), you will need to click on
the url link sent in the email to go to the login screen.

https://oscar.gsi.gov.uk

&o-e

File Edit Wew Favorites Tools Help

W A @ Citris ACCess Gateway

-
CITR!X‘ Access Gateway™

Welcome

Please log on to continue.

—

Log On

M DO NOT proceed further if you are not an authorised
Oscar user.All usage of the Oscar system may be monitored
to ensure that the system is operating correctly. Furthermore,
the content of logfiles and other data on the system may be
examined where necessary for the purpose of investigating
or detecting any unauthorised use If you have any problems
while using Oscar please contact OSCAR Support on 0207
270 4443 or oscarsupport@hmireasury gsi gov uk

You are advised to change your password:
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=
72 Clirtw Access Gateway - Windaws interset | splores LieX
G o D rpn ion e i gov B BRIDONI Al MM Frlsort kb amnegags Mo vy B 4 %

e IR Yeu Foodss Tech eh

Ov,..p. o Gatamay - g O',.. Aiwes Gtwmay  Ta bl @ Pearee 509 Palie Wikeg

W (O Acen Gatewey -9 SRRl . h o Q7

Lrarpvine | be Shares

'1 start A BRe 88 B o meenon 19 MG AmED - e 7 vt v Gt

6.2 Data Load to OSCAR and Controller

Once logged on, you will see the following home page:

(2 Citrix Access Gateway - Windows Internet Explorer

G0 - @ T SIR)o)x | BF
Fle Edt Vew Fasurkes Tock Help
w & [@om 55 Galeway - B -0 &-Hre-@ 4 50 i

File Shares
Enterprise File Shares
51 oscer File share
1 application Data

[Eescel 5 wos

s cosnos Bl

(@ whale of Government Accounts WGA

L 1

Ivlessages

Deane &F @ Internet H100% -
75 start Cw . BEEDE | ocrads [ Contral Government - [ untided - paint S Citrix ewa... | T Di 5. &S ] e

To upload your completed DCT to OSCAR you need to navigate to the Citrix Access Gateway, as

shown on the right hand section on the above screenshot and use the File Shares function.
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File Shares

Enterprise File Shares
5 0SCAR File Share
5] Application Data

Files move between OSCAR and your own computer on through this File Share. The File Share is
only accessible via Citrix through the secure URL, so the contents of your files are protected.

The first stage of the process is to upload the file from your computer into Citrix.

Expand file directory by clicking on the plus sign shown below. Continue to expand folders until you
are able to access the folder that corresponds to your department

i:? '4£? [ @ Citrix Secure Aco

Address: |

edpeighbarhood
=) gbxvwi-hmtp4c0

Then select the ‘WGA’ File Share option to open the Remote Secure File System Access screen.

ure Access: Remote Secure File System Access - Windows Internet Explorer

t2.05ear.051.90v HMTPACDLWGAS v &[4 [%] | |lo]-
File Edt View Favorites Tods Help
W g l@cunxsecurw:cess: Remutesecurw\esystemmess[ ‘ -0 ®-|Gre-@ 4 218
—= — & P
2] & o - 3 1 3 i -3
Logon up Refresh New Folder Downloag Upload Delete Rename Log Off

Address: | \\gbxnw-hmtpdci) TwgaS\Seottish Government ‘
=Neighborhood Name I T — ‘
= %gbx\wﬁrhmipdcﬂi

{aBusiness
{3 cabingt Office

vation ai

LI Dept for Education
O Deptfor International C|
(] Dept for Transport
(] Dept of Energy and Clil
(] Dept of Finance and Py
{IDept of Health
{1 Dept of Health (Trusts
O Dept ofthe Environmer
(] Dept Work & Pensions,
-1 DHSSPS (NI
(JECED
{aFBtesting
{aForeign and Commons|
CaHM Treasury
CIHURC
- CTHUT (EF4)
(] Home Offic
Caministry of Defence
Cawinistry of Justice
{CaPublic Comoration

nme
vemment
vermnment (Hx
vernment (LC

javascr ipt:; € Internet E100% v
e &)@ <o 58 1702
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Navigate to the WGA folder listed on the left of the screen, and then select the folder that relates to

your department. This can be done by using the hierarchy on the left hand side of the screen, or by
selecting the & icon of your department in the main window.

NB: You cannot upload a file into the root directory, which is above the “wga$” folder in the left-hand

list.

[ % o | 3 % v 2
Log On Up Refresh Mew Folder Download Upload Delete Rename Log Off
Address: | WghxoowB-hmtpdc01wigas
LI eighbarhoad #|[Mame | size| Type | Modified |~
= [, gbxvw6-hmtp4col "1 Bank of England folder Tue Jun 19 10:35:05 2012
-y woa$ 1 Business Innovation and Skills folder Tue Jun 19 11:43:18 2012
~{"]Bank of England | Cabinet Office folder Tue Jun 19 10:35:33 2012
("] Business Innovatiol [ Central Government folder Tue Jun 19 10:35:48 2012
-[C] Cabinet Office ' Communities (Dept) folder Tue Jun 19 10:36:07 2012
{1 Central Governmen "1 Communities (Local Government} folder Tue Jun 19 10:36:29 2012
1 Communities (Depl "1 Culture, Media & Sport folder Tue Jun 19 10:35:42 2012
(] Communities (Locs [IDEFRA folder Tue Jun 19 10:36:48 2012
~(ZJ Culture, Media & Sp "1 Dept for Education folder Tue Jun 19 10:37:14 2012
~{1DEFRA "1 Dept for International Development folder Tue Jun 19 10:37:34 2012
-{Z] Dept for Education "1 Dept for Transport folder Tue Jun 19 10:37:47 2012
("] Deptfor Internation: "1 Dept of Energy and Climate Change folder Tue Jun 19 10:38:04 2012
[ Deptfor Transport | Dept of Finance and Personnel (NI} folder Tue Jun 19 10:38:21 2012
{1 Dept of Energy and N Dept of Health folder Tue Jun 19 10:38:36 2012
[ Dept of Finance anc N Dept of Health (Trusts & FTs) folder Tue Jun 19 10:38:49 2012
(1 Dept of Health (1 Dept of the Enviranment (LG) folder Tue Jun 19 10:39:03 2012
(1 Dept of Health (True "1 Dept Work & Pensions folder Tue Jun 19 10:38:18 2012
(] Dept of the Environr "1 DHSSPS (M1 folder Tue Jun 19 10:39:34 2012
(] DeptWork & Pensic ["1EcaD folder Tue Jun 19 10:39:48 2012
~{C1DHSSPS (M1} (I Foreign and Commonwealth Office folder Tue Jun 19 10:40:08 2012
~[CJECGD [ 1HM Traasury folder Tue Jun 19 10:40:20 2012
[ Foreign and Comm " HURC folder Tue Jun 19 10:40:32 2012
[TTHM Treasury ~ I THUT (EFA) folder Tue Jun 19 10:40:48 2012
L = Home Office falder  Tue.lun 19 10:41-00 2012 L)

Click the upload button at the top of the screen and an upload file dialog box will appear in the main
pane of the window. Click ‘Browse’ to find the file on your computer that you want to upload.

Upload File

Directory:  fghovwG-hmtpdc01iwgasHM Treasury
Browse ..

Upload File: |

pload Cancel |

A ‘Choose File’ window will appear listing all the directories on your computer. Navigate to the folder
and file you want to upload and click the Open button in the bottom right corner of the screen.
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Only one file can be uploaded at a time.

Choose file El El

Lok, i |uD My Docurments j |‘=_°f€ ER-

- [CiData
= .
“£~g (LI My Mestings
My Computer éMv Music
r l"ﬂMy Pickures
[CIRENYY
by Documents || Templates
| Trusked Files

(g
File narne: | ﬂ | Open
Files of twpe: |.~'-‘-.II Files [.7] ﬂ Cancel

You will be returned to the main screen where you will need to click Upload. After uploading the file
to Citrix it will then be ready to upload into OSCAR through a data entry application.

Upload File

Directary:  /gbxvwG-hmtpd4c01liwgak

Lpload File: |D:".Data".rh|'ntjﬂnL|cane".r-.-h-'D-:u|:L|ments".'."'."G.'r"-.".EIZI11-12I Browse. .. |

I Upload || Cancel |

It is important that when you have finished using the Citrix Remote Secure File System Access
window that you log off.

Select the Log off icon. This is located in the menu bar on the right side of the screen. A pop up box
will appear in the centre of the screen confirming that you want to log off. Select Logoff.

— | 5 2> .
3] £ o - 4 | & 2 =
Log On Up Refresh New Folder Download Upload Delete Rename Log Off
Address: \\ghxowB-hmtpde0Twga$\HM Treasury
~_TUeptfor EAUCANoN .,
[1Deptfor Internation: Looolt
{1Deptfor Transport DX
--{]Dept of Energy and Are you sure?
-{1Dept of Finance anc
2 Dept of Health Logoff Cancel

-1 Dept of Health (Trus
[ 1Dept of the Environr

-{1Dept Wark & Pensic

--{Z]DHSSPS (NI)

A message will appear in the main window stating that ‘Logoff is successful’.

Z Citrix Secure Access: Remote Secure File System Access - Windows Internet Explorer

(5 = | €] https:it2 scar gsi.gov. i HMTP4CO1WGA IR EEAES

B @)
‘
°

G- B & e @ &

w o | & Cirix Secure Arcess: Remote Secure Fle System Aceess | |

B & S L 3 t e i 5
Log On Up Refresh New Folder Download Upload Delete Rename Log Off
Address: 1 G

(C2Backups of Dep: ™ Logoffis successfil

~EA0CT UAT
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Instructions for the Completion of the 2013-14 DCT
You can now close the browser window.
After loading it to the File Share you open this file in Controller Excel to load the data into Controller.

To do this log-on to controller through the ‘Whole of Government Accounts WGA' link on the left hand
side of the Citrix Homepage.

CITRIX" Access Gateway”

Applications

Main
B8 ~dobe Reader 9
[T coGNOS BI
IEExceI

@"'hole of Government Accounts W3EA

| | ’ Search

Iviessages

After a short while, you will be able to choose actuality (AC — always chose this) and period, please
chose 1401 (which stands for 2014, cycle 1). Please note that it is not imperative to get this right here
as you can re-select your criteria when you run your reports later.

S & sclect Actuality and Period m

Select Actuality and Period
Actuality: [aC

Period: 1401
IBM® Cognos® Cont
Version 10.1.1
Login
Licen sed Matenals - Property of | ICorporation and its hcensors
2004, 2012_ IBM, IB" 0go. tbhm.o | Business Machines Corp

VW vbm comviagal/copyirade sh ™ O'h =13 c'"du_*. and ser names Mngﬁ be trademarks ct 181 A or other companmas. Built on Eclipse is
a trademark of Eclipse Foundation Ir rks and I0q0= are trademarks or registered trademarks of Oracle
and’or its affiliates. This Program is Bocer e agreement accompanying the Program. This license
agreement may be either located in a Program directory folder or hr)rar,‘ lce"l fied as "Licensa" or "Non_IBM_Licensea", if applicable, or
provided as a printed license agreemaent. Please read the agreament carefully before using the Program. By using the Program you agree
to these terms.

<«

>

UILT ON
‘.@!}-‘2" Jav1
.....
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Instructions for the Completion of the 2013-14 DCT

Click the Excel (E) Icon in the toolbar to open Excel in Controller. This version of Excel has a link to
Controller that lets you export data from the DCT and Journal Tool.

& 1BM Cognos Controller - CCRZ2/zzhmt_t1_cognossyc - ADM

g Edit  Miew  Company  Group Reports  Transfer  Maintain Window  Help

= S Ix]

After Excel has opened press ‘File’ followed by ‘Open’ and navigate to your organisation’s folder on
the WGA shared drive, and open the file that you want to upload to Controller.
&l = =

“ Home Insert

MNew

Help

] Options

Exit

Navigate to WGA share (W) to go back to the directory that you saw on page 4 above.
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3 - Librarigs » Documents ~

JU

- l._J I Search Documents 2

Organize *  hew folder

# |4 Microsaft Excel
=] . Favorites
Bl Deskkop

4 Downloads

= Libraries

E Documents

rj- Music

= Pictures —
E Yideos

=118 Computer
) (D Drive (R:
[E5® WEA Share (W)

. 1) WiEh Data

| 23 WA Reports
| 3) Disclosure Motes

. 4 Data Collecton Tool
. Bank of England

J Business Innovation and Skills
, Cabinet Office
J Central Government
| Zommunities (Depk) ;I

Documents library

Includes: 2 lacations

Mame “

Arrange by Folder ™

Type Size | |

Mo ikems match vour search,

File name:

Then go back to your folder.

j IAII Excel Files l:'".xl"'.:"'.:-:ls:-'.;"'.:-clsm_:j
Tools - Open |v| Cancel |

>

G(_,\!ﬂ  ~ Computer + WGA File Share = HMT (EFA)

= 823 | searchHMT (EFA) ¥

Crganize =  Mew Folder

| Dept for Interna;l
. Dept For Transpe
. Dept of Energy &
. Dept of Finance
. Dept of Health

. Dept of Health
. Dept of the Envil
. Dept Work & Per
. DHS5PS (MI)

. ECGD

. Foreign and Core
, HM Treasury

. HMR.C

. HMT (EFA)

. Home Office

J Ministry of DeFer;I 1 |

File name: IHMT Completed Data Collection Tool j IAII Excel Files {".:-:I"'_:"'.:-:Is:-'._'"'.ﬂlsm_:j

Tools - Open |v| Cancel |

Mame ~

leted Data Collection Tool

I ol

4

V2.0 - August 2014

35




Instructions for the Completion of the 2013-14 DCT

After opening the DCT you can view the data that you will submit to Controller by going to the

‘“Trial_Balance_Output’ tab.

You will see a list of formulas and values laid out over multiple columns, showing the data submitted
for your Trial Balance and CPID, and another column for your non Trial Balance / statistical data.

The headers in the ‘Trial_Balance Output’ tab are split into two columns, one containing a string of
text e.g. “1301,"AC","DEC066","GBP","18211000","F001","G001",,,,"DEC066",,,100145” — this breaks
out the various elements of the formula that is used to export data from the DCT to Controller. This is
for audit purposes so that the source of the data can be traced. Next to this you will see the same
value e.g. “100145” which is the actual formula that will be used to export that value from the DCT
into Controller when you initiate the process.

You will also see that there are columns for data cycle 1 and data cycle 2, one for the first period
submission, and the other for the second period submission. This is to ensure that there is always a
complete data set in both cycles. There is also a reversal column to remove your cycle 1 values when
you submit your data for the second cycle.

B
Cycle 1 Trial Balance Amount £

1

2| 1300"ACT, DECOEE", GEF", 821000, F 001", 100145, 00145
3| 1300 AC", DECOSE", "GEP", " B212000", "FO01"," [
4| 1300 AC", DECOEE", "GEF", " #213000" "FO01" 54955
5 |1301"AC", DECOEE"." - 0
6 |130"AC [
7| 1a0nac 5467
3 | B0AC . . -7
3 | 1300"AC", " ZEITEE00", [
10| 1301 A", DECIEE", "GEF", 8221000, [
| 1301 AC" "DECOBE","GEF", " 18222000" i
12| 1301 A" "DECOEE", GEF", " 15223000"," [
13 1301"AC" " EEZA000", [
14 1301"AC - i
15 | 130185 [
15| 1301"AC [
17| 1301 aC ! ) ; 225737
18 | 1301"AC", DECOSE", GEP", "16626000", 0
19| 1301 A" DECOEE", "GEP", 562 7000"," [
20| 1301 AC" " DECOEE", GEF", " IE622000"," [
21 | 1301"AC"DECOSE", GEP", 16625000"." 0
22| 1301"AC" " EEZ4000"," [
23 | 1301"AC " [
24 | 1301°AC [
25 | 1301"AC [
25 | 1301"AC [
27| 1301"AC i
28 | 1301°AC . . [
23 | 1301"AC " IE1000"," [
30 130180 " "B3E2000" " i
3 130180 18385000, [
32| 1301"AC" 35 I000"," [
33 130180 [
34 | 130L°AC 0
35 1301"AC 27455
35 | 1301"AC ) : 230174
3 | T0LACT . TBHI000". 0
38 | 1301"AC" " 3000"," [
33| 1301"AC M HE000"," [
40| 1301780 " "E313000"," i
41 1301°AC" B RO00", [
42| 1301"A" M AT000", [
43 | 1301"AC" "DECOEE","GEF" 8331000, ",.."DECOEE",.0, 1]
W4+ M| Instructions IM-Proforma_mapping i.CPID_Transactions

c (]
Cyele 1
Controller TB
Balance Check

CPID_List K.Walidation_Errors | Trial_Balance_Output . CP-SoCl - CP-SoFP

13
1202,"

1302,

1302,

1202,"

1302, 182170007,

1302, " ZBI7EE00","
1202, " Mezz1000m,"
1302,  Mezzenon”,

1302,
1202,
1302,
1302,"
1302,
1202,"
1302,
1302,
1202,"
1302,
1302,
1202,
1302,
1302,
1202,
1302,
1302,"
1302,
1302,
1302,"
1302,
1202,"
1302,
1302,
1202,
1302,
1302,
1202,
1302,
1302,"
1302,
1302,

*MEz23000","
Mgz24000","

* MEE27000","
 MEEZ2000","
" 1BE25000","
* MEE24000","

" 1BE140007,
83510000,
* Mg362000","
", "13355000","
", MB353000","

Foor”
* MEHZ000", F 001, G
", 1@HE000" "F 001", G0
" 1B313000", "FO01", "G
" M1E340007, " F 001", "GO
M@ H7000", F 001, G0
*"OECOEE","GBP", "18331000", "F 001", "Gl

J22BT3T,

G H
Cycle 2 0
Controller
TB Balance
Check Total
100145 100145
o o
-E4956 -B4966
o o
o o
B4ET B4ET
107 -7
o o

27455 27455
290174 280174
o o
o o
o o
a a
o o
o o
a a

CP-Tax o CPhoIne o dl4

You will be able to view what is to be submitted and distinguish between TB and CPID data as there
will be an additional company code included in the formula which will be the counter party identifier

(CPID).

Cycle 1 Trial Balance

1301,"AC" "DECOER" "GBP" "18211000" "FO01" "GO01",,, "DECORE",, 100145,

1301 "AC* "DECDEE" "GBF" "28179000" "F 001" G001

DWP032" 'DECTRE"

Amount£  Cycle 1 Controller
TB Balance Check

100145
-3298, -3296

Total

100142 << No CPID
0 < <With CPID
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Instructions for the Completion of the 2013-14 DCT

To export the data to Controller, go to the ‘Add-Ins’ toolbar and select Controller / Reports / Export
Data to upload your data.

g Haome Insert Page Layout Farmulas Data Review View Aclad-Ins

Cantraoller =
Lag off
Repaorts & Fefresh Fa
Farms d Paste Codes..,
Drata Entry Export Data...

About IBM Cognos Contraller Link... Convert Warkboal..,
IBM Cagnaos Contraller Link Help
Create Report...

Open Report...

A message box will appear asking: ‘Do you really want to export values to IBM Cognos Controller?’
Click “Yes’ and the Export will start. Once complete an on-screen message will appear saying that the
data has been loaded, saved and how many rows were uploaded. It is useful to note the number of
rows before exporting to Controller so that you can check that all rows were exported afterwards.

If you encounter an error when submitting data to Controller, the export process will stop and none of
the values will be exported, you will be told where the error is, you should contact the WGA team with
this information for them to resolve.

6.3 Controller System Validations
When data is being exported from the DCT Controller will perform validations by:

e Checking that there are no duplicate account codes to be exported to Controller. This will
cause the export process to error and stop. When the user locks the DCT for a submission a
control checks that there are no duplicate entries to be exported and asks the user to correct
before they submit again;

e Confirming that values are not being exported to a summation account, as these are calculated
based on detail accounts that are defined to sum to that account. An error message will display
and you will be asked to make corrections before you try to export the data again.
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Instructions for the Completion of the 2013-14 DCT

7.0 Running Reports

The aim is to run two reports to provide the NAO comfort that the DCT they have audited is the one
that was loaded into the system. The reports to run are: Trial Balance report and CPID report

7.1 Trial Balance Report

1) Go to Group — Reports — Trial Balance with Drilldown
& M Cognos Controller - CCRZ/zzhmt_t1_cognossyc - BYUSEROZ

g Edit  Miew  Company | Group | Reports  Transfer  Maintain Window  Help

Craka Entry E

Group Skakus...
Reconcile 3

Consolidake With Status, ..

Reporks g Journals...

Journals Across, .,
Command Cenker, .,

Trial Balance with Drilldawn, .

Ledger Report, ..

Intercompany Report...

2) The following settings need to be in place:

Actuality: AC (used for budgeting options that are na to us)

Period: 1401 for cycle one data and 1402 for cycle two data

Consolidation Type: WG

Group: Enter the group or company that you are running reports for

Form: TBO1 (hint, this can also be typed in) this will provide the NAO with a balance core TB account,
showing account codes 1 — 6 i.e. excludes statistic account codes 8 and 9 series.

Use DCT1 for all account codes.

Closing version: Repo is submitted data

Contribution version: Base ie before any eliminations

Available IFavorites |

Faorm | Mame - Group |
Al Additional Information [3 Series Accounts)

aNo Statiztical SCods for TE Opening Balance Analpsis

|aNoz Statistical SCoés for Movement SHNAPSHOT Analysiz

| eso Statement of Financial Position

| cFm Cashflow

| crPiD CPID Data

loeTi 14l Data Collection Tool Submission Codes

DN Additional Info [8 Series - Disclozure Maotes]

THCo Head Count Analysiz

| MGm Migration Accounts

| PLOM Statement of Revenue & Expenditure

| TRm Trial Balance

: oo DT Walidation Accounts
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Instructions for the Completion of the 2013-14 DCT

4) The icons at the bottom do various things, hover over them to know what:
@ Edit  VWiew Company Group  Reports  Transfer  Maintain  Window  Help

(=3 M

@ Reports - Trial Balance with Drilldown !E
Layout Selections

Report Type: Column Contents: Column Layaut:

(*) Report (*) Companies (¢} Companies Across

) Drilldawn () Closing)Contribution Yersion ) Totals Acrass
Selection

Actuality: AC . ® Form TEOL . Closing Yersion: Contribution &) Currency Type @ - @roup M

Wersion:
Perind: Account O currency Code
1301 | . 8] | Colomn 1 REFO | .. BASE

Consolidation Type: Wi Closing Yersion: REPO Calumn 2

Group: CEFGRP Contribution Yersion: BASE | . Column 3

O cCompary:

[ Consolidated Automatic Journal Types as Base Coln 4:
Column 5:

[ Consolidated Automatic Journal Types as Base

i

B | B B|| & & | & &

The key ones to use are: preview (second right), send to application (middle one) to open report in
excel and close (furthest on the right)

5) Please mimic this set up for reports:

® Reports - Trial Balance with Drilldown !E
Layvout Selections
Report Type: Column Contents: Calumn Layaout:
(&) Report (&) Companies (* Companies Across
3 Drilldown 3 Closing/Contribution Version (73 Totals Across
Selection
Actuality: Ac & Form TEOL Closing Yersion: Zonkribution {2 Currency Type G- Group T
Wersion:
Period: Account (O Currency Code
[E o | column 1: REFO | - BASE
Consolidation Type: [ Clasing versian; REPD Column 21
Group: CEFGRF - | Conkribution Yersion: BASE Calurnn 3
O Company: [ Consolidated Automatic Journal Types as Base Colurr <:
Colurnn 5:
[ Consolidated Automnatic Journal Types as Base
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Instructions for the Completion of the 2013-14 DCT

6) Example TB (TBO1 — core only)

# IBM Cognos Controller - [Reports - Trial Balance with Drilldown]

g Edit  Wiew  Company  Group  Reports  Transfer Maintain wWindow  Help
£

[ X

Group

Adjust Total
TEBCHECK  TRIAL BALAMCE CHECK ACCOUMNT ]
SOFP STATEMENT OF FIMNAMNCIAL POSITION -1,242,717,493 -1,242,717,493
10000000 ASSETS 244,428,174 244,428,174
16000000 OTHER MON-CURRENT ASSETS (MCA) 186,667,793 186,667,793
16500000 OTHER MNCA - NOMN-CURREMNT FINAMCIAL ASSETS 186,667,793 186,667,793
16571000 MCA - IMF Special Drawing Rights 10,637,760 10,637,760
16592100 MCA - OTHER LOAMNS 176,050,033 176,050,033
18000000 CURREMT ASSETS (CA) 57,760,381 57,760,351
18100000 Ca - CURREMT TRADE ANMD OTHER RECEIVAEBLES 76,554,799 76,584,700
18150000 CA - OTHER CURRENT TRADE AMD OTHER RECEIYAELES 76,584,790 76,584,700
18153000 A - INTEREST RECEIVABLE 583,904 883,904
18169000 A - OTHER RECEIVABLES (iCA) 75,700,895 75,700,895
15400000 CURREMT ASSETS - CASH AMD CASH EQUIVALEMTS -15,524,415 -18,524,415
18410000 CA - CASH AMND CASH EQUIVALEMTS -15,524,415 -18,824,415
18411000 CaA - CASH BALAMCES HELD WITH THE GES -19,551,985 -19,551,955
18414000 CA - LIQUID DEPOSITS FE27,567 TEF, 567
20000000 LIABILITIES -1,487,145,667 -1,487,145,667
23000000 MOM-CURREMT LIABILITIES (WCL) - OTHER, -1,250,598,314 -1,260,593,314
23100000 MON-CURREMT LIABILITIES - NC TRADE AMD OTHER. PYEL -54,708,272 -54,708,272
23120000 MCL - BANE AND OTHER BORROWINGS -7,292,665 -7,292,665
23121000 MCL - BANE AND OTHER BEORROMWINGS -7, 292,665 -7, 292,665
23170000 MCL - MOMN-CURREMNT TRADE AND OTHER. PAYAEBLES - OTHER -47,415,607 -47,415,607
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7.2 Method to save down onto your local machine:

1) Click on send to application icon — the middle icon

2) Open TB in excel. This opens excel in the Citrix environment (excel 2010)

3) File — Save As — navigate to WGA Share (W:) on left hand side and then go to your folder in
the file share environment on citrix (same steps as described in more detail in Controller
Upload Instructions).

Ed save As

L\._)v "f’ = Computer » WG&A Share (W:) ~ > & I Search Wi Share (W) ¥=)
Crganize v Mew folder q== - IZ@J
4 Downloads ;I Mame = Date modified | Type | Size | IL
o 1) wiEA Data 310702013 15:31 File Folder

=]l Libraries

3 Documents . 21 WiEh Reparts 04032013 19:12 File folder —
J‘: IMusic J 3) Disclosure Motes 04/03(2013 19:14 File Falder
=/ Pictures J &) Data Callection Tool 23/07j2013 17:18 File: Folder
BE videos | Atmed Forces Pensions 29/07/2013 16:52 File Folder
i J Bank O England 18/06/2012 11:13 File Folder
=1 1% Computer
i ] Business Innovation and Skill 18/06/2012 11:13 File falder
[ =) 0 Drive (E1) Type: File Folder )
#1158 OSCAR Flle Share | Date modified: 18/06/2012 11:13 18/06/2012 11:18 File: Folder
Ernpty Foldsr A0/07j2013 16:35 File Falder
— . Charity Commrission 30072013 10:16 File folder
.
€l Hetwork Ll J CLG Central Government 30/07§2013 10:30 File Folder

File name: I Biook1

Ledled o

Save as type: IExceI warkbook (%, xlsx)

Authors: Henning Diederichs Tags: Add atag Title: Add a title

[ Save Thumbnail

“ Hide Foldersl Tools - Save I Cancel

A
- GitrixSentreicoessaemptasecrelile: SySLEmpCCess T WEN NTETE Lt oTEs |1
& https:)foscar. gsi. gov. ukivpns/Felogin, html?s=\|SAMYW3-HMTP4CO1 W GAS % *3|| X
File Edit ‘View Favorites Tools Help
T dr | @ Citrix Secure Access: Remote Secure File System Access | 5 3] o= - |7 Page - ' *‘ e
' O
[ | =5
[ % & 3 % il &
Log On Up Refresh MNew Folder Download Upload Delete Rename Log Off
Address: |\isamvw3-hmtpdc01wga$\Central Funds T
=3 Central Funds Name | Size | Type | Modified
-{1DCT Uploads @130?193 MLF CPIDs.xls 37888 file Mon Jul 29 16:16:09 2013
~{ZMLF CTF 8 3COAs.xlsx 9950 file Tug Jul 30 16
-{_] Charity Cammissio CTF CFIDs xlsx 9004 file Tue Jul 30 16:
21 CLG Central Gover CTF TB.xsx 10273 file Tue Jul 30 16:35:29 2013
{1 CLG English Local ClocT Uploads folder Thu Aug 1 08:08:31 2013
-{Z1CPS LF TB 29.07.13xlsx 13636 file Mon Jul 2915, ]
{27 Culture, Media & Sp| ||| CIMLF folder Fri Jul 26 17
~{Z]1DEFRA @NLF CPIDsxls 27648 file FriJul 26 17:03:15 2013
{1 Deptfor Education NLF TB.xlsx 13597 file FriJul 26 16:57:54 2013
{1 Dept for Internatian: @P'.“:LEI CFIDs.xls 278528 file Tug . Jul 30 08:03:18 2013
{1 Deptfor Transport P'."-‘LEI TB.xlsx 11437 file Tue Jul 30 07:59:23 2013
{1Dept of Eneray and

5) Highlight the saved report and use the download icon along the top of the task bar to download
to your local machine

V2.0 - August 2014
41



Instructions for the Completion of the 2013-14 DCT

CPID Report

1) Go to Group — Reports — Intercompany Report

# 1BM Cognos Controller

@ Edit  Wiew  Company Group | Reporks  Transfer  Maintain Window  Help
Daka Enkry E

Group Skatus, .,
Reconcile 3

Consaolidate With Skatus. ..

Reports 4 Journals., ..

Journals Across., ..

Command Center...
Trial Balance with Drilldown. ..

Ledger Report. ..

Intercomparny Report. ..

2) Set up of the report as follows:

Actuality: AC

Period: 1401 and 1402 for cycle one and two respectively

Closing Version — Repo

Currency — GBP

Consol Type — WG

Group — your own

Counter Group: WGA

Only transactions within selection — the other option is a bit nonsensical

& Intercompany Report - Selections !E
Actuality: Period: [/
#C - Audited Outturn =] 130

Closing Wersion: Currency:
REPO - Submitted Data | |eEP =

Consalidation Type:
Wi - WA Organisation Struckure j

GEroup: Zounber Group:

MIEGRP e wGa)

* Compary: Counter Comparny:

£ Only transactions outside of selection

& Only transactions within selection

Largest accepted difference

Walue

0| 7 Use relative difference [%]

Note that you could obviously change the counterparty group to say mimic your sub-consolidation

group or any other counterparty but to retrieve all CPID balances you have uploaded, the above
settings are the ones to use.
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3) Run report

& Intercompany Report

Selection

Period: AC-2013-1  Currency: GBP Tolerance: 0 Closing Yersion:  REPQ

Filker
Counker Campary: Feeport Mumber: Account: Zounker Dimension:
| [T Hide accepted differences
Company Counter Company | Report Mumber | Account - Code | Counter Account - Code | Amount Counter Amount Difference Amount [
164,840,172 -b1,472,524
WLFEE8 164,540,172 61,472,524 103,367, 645
PYink... Close
First thing to do:
Expand all balances, this is how:
Right click on the + symbol
Seleckion
Period: AC-2013-1  Currency: GEP Tolerance: 0 Closing Wersion: REPQ
Filker
Counter Comparny: Report Number: Accounk: Counter Dimension:
[T Hide accepted
Cormpany Counter Company | Report Mumber | Account - Code | Counter Account - Code | Amount Counter Amounk Difference Amount
164,840,172 -61,472,524
= 164,540,172 -61,472,524 103,367,645
Expand/Collapse  # e " A
Show columns »
L ayouk b
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Chose Expand/Collapse and expand all

Selection

Period: AC-2013-1 Currency:  GEP Tolerance: 0O Closing Version:  REPO

Filter
Counter Campanyy: Report Mumnber Account:
Company' Counker Company | Report Mumber | fwcount - Code | Counter Account - Code | Amount Counter armount Difference Armount
164,840,172 -61,472,524
164,540,172 -61,472,524 103, 367,648
DMASSS 62,547,557 a 62,547,557
DMAGES 10 44,934, 738 i} 44,934, 738
15169000 44,934,738
DMABEE 11 33,842,532 o 33,842,532
16592100 85,000,000
18158000 45,808
26122000 -53,010,043
26176000 -11,633
25176500 -1,151,600
DMASES 15 -15,928,820 o -15,928,820
44542000 -19,011,40%5
Szz41000 3,082,585
DMASSS 20 -300,863 a -300,863
61512000 -434,274
62511000 133,411
EEASSE 49,214,436 o 49,214,436
EEASSS 10 30,765,121 a 30,765,121
18159000 30,765,121
EEASSS 11 19,185,000 o 19,185,000
16592100 19,185,000
EEASSS 15 -735,685 a -735,685
4am4annn -7TIn ARG

Then, you can see all CPID balances your entity is pointing at others. You can change the headings
by right clicking on the + icon again (as we did to expand all) and selecting show columns.

Note that report number represents the new match relationships, if you don’t find this useful then you
can remove these from your options.

7.4 Method of downloading this onto your computer:

Press the print icon on the bottom left of the report

ey | Report tumber | Account - Code | Counter Account - Cod Ctos " REPO
Cur

[HINLFEEE

Account - Counter Amount

164840172

WLFEsE 164840172 61472624 1033PRG8)

Open spreadshest Frink... Cancel

Then press on open spreadsheet

This opens Excel and you can then save as and follow the steps as described on page 4 above when
this guide shows you how to download the TB.
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8.0 Sub-Consolidation

8.1 Set-Up

Some specified Cognos Controller users (Northern Ireland Executive, Welsh Assembly Government,
DCLG local government team, HM Treasury Central Funds) can perform a sub-consolidation on their
own data set if they are working at the sub-group level.

Sub-consolidation is performed using the same method for consolidating the Whole of Government
Accounts data, using the status of entities to perform eliminations of intercompany data and calculate
contributions to the other levels of the overall WGA entity structure.

In the image below all Local Government accounts have been selected for consolidation

(Consolidation Users will not be able to select the whole data set). Everything within that sub-group
will be consolidated.

You access the consolidation menu through the following file path

Group / Consolidate with Status...

& 1M Cognos Controller - CCR/zzhmt_t1_cognossyc - ADM

@ Edit  Miew  Company | Group | Reporks  Transfer  Mainkain  Window  Help
= Drata Enkry 3 h

Approve Group Journals. ..
Group Status, ..
Reconcile 3

Consolidate With Skakus, .
Consolidate By Steps 3

Calculake Fast Formulas. .

Calculake Repark Formulas. ..
Reports 3
Copy ]

Command Center. .,

The Consolidation menu will appear on screen.
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® Consolidation With Status
Consolidation Selections

Actuality: AC

From Period: 1402

To Period: 1402

OB Ackualiby: s

OB Period: 1312

Consolidation Type: WS

Group: MIEGRF

Translation Method
*} According ko Company Structure Definition
) Method 1 (Current)
3 Method 2 (e

Oplions

[ Ignore Invalid Reconcilistions and Missing Data

Submission bo Reconcile:

[ Force consolidation reqgardless of skatus
[ Include Allocations

O 1nclude Advanced Farmula Calculations
[ Include User-defined Business Fules

O Include Contribution Calculation

Schedule Job
scheduled at:

4 =

The first step of the process is to select your consolidation period and entity parameters

1.The actuality that you are sub-consolidating for will be automatically set to ‘AC’ by default; you
do not need to change this setting. This defines that you are dealing with actual numbers,
rather than forecast or budgeting figures

2.The ‘From’ and ‘“To’ periods define the date interval that you are consolidating, the first two
numbers define the financial year that you are in, in the image above ‘124’ is for the 2013-14
Financial year. The second two digits are the period you have submitted data for, in this
example ‘02’ would be your entities’ second, post-audit, data submission (‘01’ would be the
pre-audited data submission)
Note: You should not consolidate over two different periods, the ‘From’ and ‘To’ Periods must
be the same

3.The OB Actuality will be automatically set to ‘AC’ by default, like the other Actuality setting, this
should not be changed

4.The Consolidation Type will be set to ‘WG’ by default and doesn’t need to be changed, this
ensures that all entities in the WGA company structure are used during a consolidation

5.The Group menu allows you to select the entities you want to consolidate, using the ‘browse’

button (") you can select to consolidate all the entities within a group, or a further subset,
for example, in the menu below you could choose to consolidate all entities within the Northern

V2.0 - August 2014
46



Instructions for the Completion of the 2013-14 DCT

Ireland Executive group (highlighted orange), or just the Northern Ireland Library Authority
(highlighted red) which sits within the Northern Ireland Executive Group.

METE
fvvailable IFa'-v'l:lrites |
Group | M arne - Group |:|
MO24GP GF - Morth Down Borough Council
| NOZEGP GF - Omagh Diztrict Council
| MO2EGP GF - Sthrabane District Council
| NO27GP GPF - ARC 21 Joint Committee
| MCEIGP IGP - Horthern lreland Council for Integrated Educ
| NCFaGP GP - Morthern lreland Conzolidated Fund
| MEEIGP |GP - Marth Eastern Education and Library Board
| NICIGP GF - Morthern Ireland Court Service
| MIEGRP NORTHERM IRELAMD EXECUTIVE
| NIFEGP GF - Mational Inzurance Fund
| MILIGP IGP - Marthern Ireland LG Offices Superannuation S
| MINHGP NORTHERM IRISH HEALTH & SOCIAL SERVICES T
| MIDOGP GF - Morthem Ireland Office
| MIFIGP IGP - Horthern lreland Policing Board
| MISIGP IGP - Marthern Ireland Screen Commiszsion
| NIwWGRP GRF - Mortherm Ireland W ater Ltd
| MLF3GP GF - Mational Loan: Fund
_INLGGHF' WNI LOCAL GOVERMMEMT ]
| NCYIGP IGP - Marthern Ireland Library Autharity
| MMMIGP IGP - Mational Museums and Gallenes of Morthern |
: MTBIGF IGP - Morthern lreland Tournst Board ;I
t | ¢« || H

The entities that you can see and select will be limited to the security access that you have
been granted by the WGA team.

Once you have made your Consolidation Selections, you need to select the Conversion
Method

6.The Conversion Method will be set to ‘According to Company Structure Definition’ by default; it
should be left in this setting as the method has been pre-defined for WGA.

You then need to select the relevant Consolidation Options

7.The ‘Ignore Invalid Reconciliations and Missing Data’ tick-box will be pre selected and should be
left alone. This option means that the consolidation will run even if there is incorrect data or
data is missing for an entity.

Note: If this option is not selected and there is missing or incorrect data, the consolidation
process will terminate with an error message and nothing will be consolidated.

8.The Submission to Reconcile should be left at its default value of ‘1’ as there is only one
submission of data per period
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9.Before you are ready to consolidate you need to tick the ‘Force Consolidation Regardless of
Status’ box, this option ensures that all entities are consolidated even if there are no changes
to the base values, currency rates or historic values. This also means that all intercompany
eliminations will take place during the consolidation process

10.The other 4 options are automatically un-ticked and greyed out so they cannot be changed as
they are not needed for this method of Consolidation

Finally, you can schedule the consolidation for a later date if you don’t want it to happen
immediately

11.You can schedule the job using the browse button (' - ) which brings up a calendar

# schedule Job
Perform this job Schedule job at
Execute Immediatel

® Y 4] March 2014 [+ |
2 One Time Crity Mon Tue Wed Thu Fri Sat Sun
i3 Daily 9| 24 25 26 27 28 1 2
71 Weekly 0] 3 4 =) & 7 =1 Q

1110 11 12 13 14 15 16
0 Maonkhly 12| 17 18 19 20 21 22 23

13 24 25 26 z7 B 22 a0
1lar 1 2z 3 4 5 &
[ Today: 28/03/2014

Dependent by IlD: 10 3:

¥  Ba

Here you can choose to run the consolidation out of office hours or on a regular basis if
required. The default option, if nothing is selected is to run the consolidation immediately. If
you decide to run the consolidation on a schedule, press the green tick once your selections
have been made.

12.0nce you have selected your consolidation parameters, simply press the ‘Run’ button at the
bottom of the Consolidation menu (- * ).
When you press the run button a pop-up message will appear to tell you that your request has
been placed in the Batch Queue and the ID of the run

Information |

lol Job put in batch gqueue with batch no: 56

Note: Consolidation will take approximately 5-10 minutes depending on the size of the group
you are sub-consolidating.

Once the consolidation has completed you can view a log report on to see in-depth information
on the results of the consolidation. This can be saved and printed if required.

V2.0 - August 2014
48



Instructions for the Completion of the 2013-14 DCT

To view the log report or the status of the consolidation you can use the Batch Queue, which is
accessed through the following File Path

Maintain / Batch Queue / View...

® view Batch Queue

(=]
Users Tirne Span:
) all Users 5
") specific User
atat Biabch id:
atus
[l on Hold

[l Mot Started

[ Rurning

B Ready =

|Batch d |Job Name Status Process |User d ‘ Started |Ended |Reg Time: |Schedu\ed Tirne: |Param( x
55 Finished iConsalidation ITRAINIMG 12/07j2013 11:25:31  12/07/2013 1112546 12/07/2013 11:28 12{07(2 25 TRAIN]=—
56 Finished Consolidation TRAIMING 12/07/2013 11:46:31  12J07/2013 11:46:46  12/07/2013 11:4¢ 12/07/2413 1146 TRAIN]| S
54 Mak Started Publish Data Mart ADM 11/07)2013 21:02:14  11/072013 21:17:23 'E":
52 Finished Fublish Diata Mart

03/07/2013 16:3: 12§07{2013 21:00 TEST;2|

ADM 12/07/2015 11:02:17  12/07[2013 11:17:06  02/07[2013 13:2: 13/07/2013 11:00 TEST;Z

<]

i
=

All of the options you need will be automatically selected, so just pressing the =] (Open)
button will show you the

You can alter the Time Span from ‘2’ to view older information, values are in days. You can

also filter on the status of your consolidation using the status tick boxes or you can search for
it using the Batch ID provided at run time.

To view the log report, highlight your run and press the | = button (highlighted red).
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Trial Balance Report

The Trial Balance Report is a standard report in Cognos Controller that allows you to view your
data submitted via the DCT by displaying your chosen entities against a list of account codes.

You can access the Trial Balance Report through the following file path:

B 1M Cognos Controller - [Reports - Trial Balance with Drilldown]
@ Edit  View Company Group  Reports  Transfer  Maintain  window  Help
=7 B
Layout Selections
Report Type! Colurnn Contents: Column Layout:
) Report (*) Companies () Companies Across
) Drilldown () Closing/Contribution Yersion () Tokals Across
Sedection
Actuality: AC . (%3 Form TEOL . Closing Yersion: Contribution () Currency Type G - Graup -
Wersion:
Perind: A t ) Currency Code
eric 1401 | . © Accoun < comni: REFO BASE
Cansolidation Type: Wig . Closing Yersion: REFOD | .. Calumn 2:
Group: MIEGRP - | Contribution Yersion: BASE | . Colurn 3
O cCompary: Colurin 4

[ consolidated Automatic Journal Types as Base
Colurnn 5t

[0 consalidated Automatic Journal Types as Base

Dovill Ome

running the report you can make a number of selections on the layout if desired, they will be set
to the default options for running the basic report.

The main choice is whether or not the report utilises the drilldown functionality, the standard
‘Report’ option will show your data on screen for you to download and pass to the NAO, the
‘Drilldown’ option allows you to look at the report at a high level and ‘drill’ on specific elements
such as entities or account codes. This choice is made under Layout Selections.

The Column Contents of the report can either be companies or closing and contribution
versions. Closing Version is the submitted data plus any manual Journals entered into the
system; while the contribution version is submitted data plus any automatic Journals such as
Intercompany Eliminations. This will be set as ‘Companies’ across the top which is the default
view and most user friendly, it is advised to leave this as it is.

If you select the ‘Totals Across’ option (you can only do this when you have selected
“Companies” under Column Contents) it will show one column for the parent company of the
selected group, one column for the total of all subsidiaries, one column for the sum of the two,
one column for group adjustments and a final total column. This will be set as ‘Companies
Across’ by default and should be left as it is for the most user friendly layout.
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1. You first need to select the Actuality, this should be set to ‘AC’ for audited outturn data by
default and doesn’t need to be changed

2. Then you need to set the period you want to run the report for. The first two numbers
define the financial year that you are in; in the image above ‘14’ is for the 2013-14 financial year.
The second two digits are the period you have submitted data for, in this example ‘02’ would be
your entities’ second, post-audit, data submission (‘01” would be the pre-audited data
submission)

3.  The Consolidation Type should be set to ‘WG’ if it's not done by default, this is the only
option available in the menu

4.  The Group menu allows you to select which entity you want to view the report for, this will
be limited to your own department or group of entities.

By selecting a high level group such as Northern Ireland Executive, you will see all of the values
for the entities that make up that group i.e. Northern Ireland Tourist Board, Northern Ireland
Policing Board etc. By selecting a smaller group such as Northern Ireland Office, you will only
see the values for that entity.

MEETE
feailable IFa\-'l:lrites |
Group | Mame - Group |:|
MO24GF &GP - Morth Down Borough Council
| NOZEGP GP - Omagh Digtrict Council
| NOZEGP GF - Strabane District Council
|NOzZ7GP GF - ARC 21 Jaoint Committes
|NCEIGP IGP - Morthern lreland Council for Integrated Educ
| MCFaGP GF - Morthem lreland Consolidated Fund
|NEEIGP |GP - Marth Eastern Education and Library Board
| HICIGP GF - Morthern Ireland Court Service
| MIEGRP MORTHERM IRELAMD EXECUTIWVE
| MIFsGP 3P - Mational Insurance Fund
| MILIGP IGP - Marthern Ireland LG Offices Superannuation 5
|HINHGP HORTHERM IRISH HEALTH & SOCIAL SERYICES T
|NIooGP GF - Horthern lreland Office
|HIFIGP |GP - Morthem lreland Policing Board
| MISIGP IGP - Morthern Ireland Screen Commizsion
| MIwWGRP GRP - Morthern Ireland ' ater Ltd
| MLFaGP 5P - Mational Loans Fund
| MLGGRP MI LOCAL GOVERMMENT
R IGP - Marthern Ireland Libran Autharity
| NMNIGP IGP - Hational Mugeurns and Gallenes of Morthern |
: MTBIGP IGP - Morthern lreland Tounst Board ﬂ
¢t ||« | B

5.  Once you have selected your entity, you need to choose which list of accounts you want to
view, this is done through Forms which are lists that are used to link entity data to account
codes.
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O )

Available | Favorites |

| Foarm | Mame - Group |
DCT1 All Data Collection Tool Submizzion Codes

DM Additional Infa [3 Series - Disclosure Mates]

TEBO1 Trial B alance

WL DCT Yalidation Accounts

« ¢ | B

The Forms available to you will provide the following information against your chosen entity or
group of entities:

- DCT1 — All Account Codes in the DCT, this will allow the NAO to quickly check that
everything posted in the DCT has been loaded to Controller

- DNO1 — All Statistical Account codes in the Data Collection Tool

- TBO1 — All 1 — 6 series Account Codes from the DCT to allow the NAO to analyse your
Trial Balance

- VLO1 — These are the validation codes from the DCT to allow the NAO to review the soft
validation failures

Having selected your entity and form list you need to set the ‘Closing Version’ and ‘Contribution
Version’ which provide you with different cuts of your data, allowing you to include or exclude
manual & automatic journals from your report.

6. Closing version allows you to select whether manual journal adjustments are included in
your reports, you have 3 Closing Versions available. To view just the data submitted through the
DCT, select ‘REPQO’ — this will be most useful when looking at your initial submission

‘DEMJ’ will show you just your manual Journal Adjustments whilst DEPT will show the impact of
the manual Journal Adjustments on your data as a whole.
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# Closing Yersion - |:|I X

Available | Favorites |

| Clazing Yersion | Mame - Group |
j DER. Departmental Journalz

DEPT Departmental REPO Data + Manual Dept Jrnlz
REFO Subrnitted Data

« ¢ | B

7. The Contribution Version allows you to select whether automatic elimination journals are
included in the report. You have 3 options when choosing your Contribution Version, ‘BASE’ is
the option you should select if you are not consolidating your data, this shows you pre-
elimination values i.e. what is submitted through the DCT.

The ‘CPID’ option will show you the values of intercompany transactions on their own, whilst the
‘ALL’ option will show you all of your data post consolidation. Note, these options will only be of
value if you are consolidating your data

8. The Currency Type for the report should be set as ‘Group’ by default and doesn’t need to
be changed

The —= icon opens up the details selection. This allows you to run the report only for specific
parameter elements, to show rows or columns without values, to show the values for the
consolidated group as a separate column (all total columns on the report are calculated at
runtime) and to show the eliminations in a separate column. The last three of these options is
only available when you run the report with companies in columns.

9. Once you have set your report parameters you can run it by pressing the ‘Preview’ button.
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_Ioix]

ACIIGP  AMLIGP APCIGP ARIIGP  BELIGP BSOIGP BTSIGR CEAIGP CORIGP CTIUIGP  CT2IGP ﬂ »
ACIIGP  AMLIGP APCIGP  ARIIGP  BELIGP BSOIGP BTSIGR CEAIGP CORIGP CTLUIGP  CT2IGP

TBCHECK  TRIAL BALAMCE CHECK ACCOUMNT o o] o o] o] o o] o 0 o o “

SOFP STATEMEMT OF FINANCIAL POSITION 269 654 4,174 16,936 129,106 12,513 9,195 -7.216 1,109 869,228 277,847 4

10000000 ASSETS 4,667 5,170 4,866 24,6288 354,739 75,336 10,6810 3651 2,731 1,102,953 385,679

11000000 PROPERTY PLANT AND EQUIPMENT (PPE) 3,639 o 4,770 13,916 344,969 44,950  §,357 374 157 1,025,888 367,325

11100000 PROPERTY PLAMT AND EQUIPMENT - LAMND 126,762 2,601 1,265 120,105 80,780

11110000  PPE - LAND (OWNED) - COST OR VALUATION 126,762 2,601 1,285 120,105 &0,780

11111000  PPE - LAND {CWNED) - COST - O/BAL 150,141 2,040 1,483 141,363 95,106

11112000 PPE - LAND {OWMED) - COST - ADDITIONS 1 455

11114000 PPE - LAND {CWMNED) - COST - IMPAIRMENTS -157 -434 -21,341  -14,280

11115000 PPE - LAND {OWMED) - COST - IMPAIRMENTS REVERSAL

11116000 PPE - LAND {OWNED) - COST - REVALUATIONS -22,344 -535 -223 139

11117000 PPE - LAND {OWNED) - COST - DISPOSALS -90 -2a0

11118000 PPE - LAMD {OMWMED) - COST - RECLASSIFICATIONS -7a9 -177 -48

11119000 PPE - LAMD (O'WMED) - COST - TRAMNSFERS 1,530 -S54

11200000 PROPERTY PLAMT AND EQUIPMENT - BUILDINS =] 4,307 213,515 8,798 6,351 g1 657,557 226,433

11210000 PPE - BUILDINGS (OWHNED) - COST OR YALUATION 271 5,041 243,103 9,415 8,893 323 01,098 241,918

11211000 PPE - BUILDINGS (OWNED) - COST - QfBAL 271 5,763 220,052 5,543 §,662 323 639,116 225,412

11212000 PPE - BUILDINGS (OWHED) - COST - ADDITIONS 17,951 13 12,583 5,279

11213000 PPE - BUILDINGS {OWHED) - COST - DOMATIONS 1,079

11214000 PPE - BUILDINGS (OWHED) - COST - IMPAIRMENTS -961 -1,418 -745

11215000 PPE - BUILDINGS (OWHED) - COST - IMP REY 730

11216000 PPE - BUILDINGS {(OWHED) - COST - REVALUATIONS -7z 7,984 695 231 24,803 7,504

11217000 PPE - BUILDINGS {OWHED) - COST - DISPOSALS -2,597 =723 -7

11218000 PPE - BUILDINGS (OWHED) - COST - RECLASSIFICATIONS 614 -79

11219000 PPE - BUILDINGS (OWHED) - COST - TRANSFERS 1,580 25,064

11220000 PPE - BUILDINGS (OWNED) - DEPRECIATION -265 -734 -29,583 -617  -2,542 242 -43,541  -15,485

11221000 PPE - BUILDINGS (OWNED) - DEP - QfBAL -233 -BAt -21,891 -617  -2,353 -220 -21,102 7,304

11222000 PPE - BUILDINGS (OWMED) - DEF - IN YEAR -3z =70 -9,271 -285 -189 -E2 -2z,054 7914 -

< | »

Drill On: Account -

= E i = - | |[E]| | 5

When you run the report with drilldown functionality use the blue arrows on the right hand side
for drilling, I drills down one level (select the element to drill on at the bottom of the report in
the drop down list), [ goes back up one level and [ goes back to the start.

Accounk i

1 urit
Comnpany
Journal Type
TAutomatic Journal Type
Journal Murnber
Counker Company
Criginal Company
Counker Dirmension
Functional
Geographical

10. To output the report to Excel, press the ‘send to application ' ®  and select Microsoft Excel
when prompted for the format.

#) File Format of Reporkt

x|

When you have opened the report in Excel you can save it to File Share to download and pass it
on to the NAO when required.
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8.3 Intercompany Report

With an intercompany report, you can report on transactions between an entity and all other
counter parties where intercompany transactions exist. The purpose of the report is to provide a
quick way of tracing differences, before consolidation calculations are performed.

This report should be produced once you have uploaded your DCT to Cognos Controller and
provided to the NAO for them to review. The report can also be used to identify and drill down

on specific miss-matches if required.
The Intercompany report is access through the following file path:

Group / Reports / Intercompany Report...

L Intercompany Report - Selections —_ | |:|| Xl

Actuality: Period: o
AC - Audited Outturn | |1z02

Closing Version: CUrrency:

REPO - Submitted Data x| |eer |

Cansolidation Type:

WG - WGEA Organisation Struckure LI

Group: Counter Group:

MIEGRP |
Company: Counter Compary:

€ Only transactions outside of selection

@& Only transactions within seleckion
Largest accepted difference

Walue
0] I Use relative difference [%:]
Run Report | Close |

To run the intercompany report you need to select the parameters for your entity, or group:

1.The Actuality should be set to ‘AC — Audited Outturn’ by default, if it is not you will need to
change it to this using the drop-down menu. Other options will be available in the drop-down

menu but they should not be selected as they won'’t return any data

2.You will also need to set the period that you want to view the transactions for, the first two
numbers define the financial year that you are in, in the image above ‘12’ is for the 2011-12
Financial year. The second two digits are the period you have submitted data for, in this
example ‘02’ would be your entities’ second, post-audit, data submission (‘01’ would be the
pre-audited data submission). In the first instance you will be providing data for periods 1401

and 1402

3.You then need to select the Closing Version which provides different views on your submitted
data. You will have 3 options available in the drop-down menu, ‘REPO — Submitted Data’
which will provide you with the matches submitted through the DCT and is the primary one that

you will be using.

The ‘DEMJ — Departmental Journals’ Closing Version will provide you with any matches
submitted through a Journal Adjustment, and ‘DEPT — Departmental REPO Data + Manual

Dept Jrnls’ will show all matches, both through the DCT and Journals
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DEMI - Deparkmental Journals -
DEPT - Departmental REPD Diata + Manual Dept Jrnls
REPC - Submitted Data -

4.The Currency should be set to ‘GBP’ by default and doesn’t need to be changed

5.The Consolidation Type will be set to ‘WG — WGA Organisation Structure’ by default, which
includes all Government Departments and doesn’t need to be changed

Having made your initial selections you need to select the entities that you want to view the
matches for, this can be done at either the Group (a selection of departments) or Company
(Entity) level.

You can also compare a Group with a specific Counter-Company or a Company with a Counter-
Group.

6.To select your Group or Entity you can type in the unique code in the box and Cognos Controller
will give you options in the drop down menu as you type, or you can press the ‘Browse’ button
(highlighted in Red) to view all the Groups/Entities available to you.

You can use the ‘Browse’ box to filter by the unique code and select you entity by using the

tick box, you can tick multiple groups/entities if desired. Once your selections have been made,

press the ‘OK’ button

@ aroup:

‘!Nl]_

o MICGRP
NICIGP
NIEGRP

¢ MIFSGP
NILGGP

i
] Group - select one or more: —_ | |:|| X |

Filker:
MNIE

Code Marme
¥ MIEGRP MORTHERM IRELAMND EXECUTIVE
[ armer IGP - Agrifood and Biosciences Instibute of MIE
[] eeLiaP IGP - Belfast Education & Library Board - MIE
[] cealgp 1P - MIE Council far the Curriculunn Exarn 8 Assess
[] pELIGR 1P - Department Ffor Emplovment and Learning - MIE
[] oroicr IGP - Department For Regional Development - MIE
[ amLIGe IGP - Arts Council of MIE Lotkery Distribution Ao LI

[# 1 of 900 selected

oK I Cancel |

7.0nce you have selected your specific Group or Entity you need to select the Counter —
Group/Company, this is done in the same way.
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You can select specific Counter Groups/Company’s if you are looking for a certain match, but if

you want to see all matches for your department you should select ‘WGA’ under ‘Counter
Group’

Zounker Group:
WA,

8.0nce you have chosen your entities, ensure that the ‘Only transactions within selection’ radio
button is selected
£ Only transactions outside of selection

£ only bransactions within seleckion

9.The ‘Largest accepted difference’ section can be used to flag up large differences for further
investigation, by default this will be left blank

10.To view your Intercompany Report, press the ‘Run Report’ button.

The Intercompany report will show all of the entities, or your chosen entity, down the left hand
side and a breakdown of the Amounts and variance on the right hand side.

You can explore the detail of specific transactions by pressing the [+l button next to an entity,
you can get more detail by pressing the ‘Expand’ button as you move through a transaction to
provide details on the match relationship it’s in and the specific account codes (highlighted).

o]
Selection
Petiod:  AC-2011-12  Currency: GBP Tolerance: 1,000 Closing Version: REPO
Filter
Counter Company: Report Mumber: Account: Counter Dimension:
™ Hid= accepted differsnces
Company Zounker Company | Report Mumber | Account - Code | Counter Account - Code | Amount Counter Amount Difference Amount | Within accepted difference | D
[ 2,934,702 -2,911,871 |
[ DROZOY 1,735,197 -1,757,117 -21,920 Mo
B Dpsh210 1,158,393 -1,141,916 16,477 Mo
FIHSP203 2,842,245 -2,833,071 9,174 Mo
BSOZDB -104,240 112,656 8,416 No
I PSNDET 776,619 762,485 5,869 Mo
[= AHLES0 2,684 -114 2,570 No
] ANLES0 MLDO4E 364 2,378 2,742 Mo
= AMLES0 MLDO45 15 7,300 10,042 2,742 No
44819000 7,300
54811000 10,042
-~ ANLES0 MLDO45 10 7,664 7,604 0 Yes e
18415000 7,664
e 23179000 7,664
MLESD ACIZ02 1,011 -1,183 -172 ‘fes
MLESD IRTE13 94 -94 0 Yes
: MLESD OLFO48 1,215 -1,215 0 Yes
[ SLEST 4,502 -2,984 1,608 Mo
DARZUI -241,315 241,964 649 Yes
WREG212 2,389 1,909 480 Yes
[ MNISCTL -996,761 997,226 485 ‘Yes
DELZUT 35,819 -36,110 -291 ‘fes
[# DFP205 20,776 20,502 -274 Yes
ARIZUI 34,050 34,272 222 ‘es
DENZDE\ 67,529 -67,733 -204 Mo
SEEZ03 246,391 246,575 184 Yes
BINISCTS 441,649 441,529 180 Yes -
i | I

Print... Close:
You can also use the ‘Filter section to identify specific matches by searching for certain
Counter Company’s or Account codes, the report will update in real time as you type.

If you want more detail you can press the ‘Select Visible Columns’ button (#) to the right of
the report banner which will provide you with a list of columns to choose from. For example,
the ‘Report Number — Description’ column will provide the name of the match relationship the
entities are in.
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_lolx

Filter:

Mame -~
Counter Company
Report Number
|:| Report Mumber - Description

O coim

Account - Code

] account - Short Mame
Counter Account - Code j

[# & 0f 17 selected

oK I Zancel |

11.To view the details of all intercompany transactions within the WGA structure, right click on an
Entity and click through the ‘Expand/Collapse’ menu and press ‘Expand All’

AMNLES0 Expand/Collapse & Expand &l
ShLES1 Shaw calumns b Expand Selected
DARZ01 Layout b

REGZ12

This will provide all of the necessary detail for the NAO.

12.To put the report in a format that can be given to the NAO, press the ‘Print’ button on the
bottom right of the report window. This will output the report into a printer friendly layout
showing the same detail and transactions that you selected in the report view

13.From this menu you can press the ‘Open Spreadsheet’ button which will output the report to
Excel in Controller; it can then be saved to File Share and downloaded to your local machine
to be passed to the NAO
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[m_] Intercompany Repork prinkt preview

eriod: AC-2011-12
losing Version: REPO
urrency: GBP

hin accepted difference: No
ax Absolute Difference: 1000.0

CompanyCounter Report
Company Humber
DROZ209
I le)
20
10
15
11
13

Print Options

Account -
Code

51514000
51524000

18161000
18163000
26179000

44325000
44549000
S41000
34111000
54611000

16392100

Counter
Account -
Code

52511000

18155000
18161000
25171000
26172000

44325000
52241000

23121000

Amount

2534702
1733197
1621125
-71334
-33306
36028

-89
T4
456

1313

263308
-312
774

21780
2
263113

F37aE0

T37aE0

G71690

Open spreadsheet

Counter
Amount

-2811871
BT
-1657036

34583

34883
497

158
1354
-1009
-6
-263166

-284716
1530
-737560

-737a60
-B71890

Prink. ..

Difference Within
Amount accepted
difference

-21920 Mo
-35911 Mo
-36451 Mo

398 ves

142es

0ves

OYes

Cancel
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A Schedule of the Proforma Worksheets

Annex A

The DCT consists of a number of proforma worksheets. These have been designed to be similar
to published resource or statutory accounts. The DCT contains a Statement of Financial Position
(SoFP), Statement of Comprehensive Income (SoCl), a Cash Flow Statement and detailed notes.
The table below lists all the accounting data input worksheets:

Worksheet

Description

Comments / Action

SoCl

Statement of
Comprehensive Income

The Income and Expenditure account is
populated from the proforma worksheets. No
additional data input is required in this
worksheet."

SoFP

Consolidated Statement of
Financial Position

The SOFP is populated from the proforma
worksheets. Last year’s opening balances will be
automatically pre-populated where possible with
details of changes arising from machinery of
government changes (MOG), accounting policy
changes and other changes.

Two certificates are provided at the bottom of the
SoFP. These should be completed in the first
instance by the Consolidation Manager and then
by the Consolidation Officer (the Accounting
Officer in a NDPB or department. The Director of
Finance in a public corporation or trading fund).

There is also an audit completion certificate
which the auditor will activate by entering a
password in the DCT. When the “Audit
Completed” certificate is entered it will lock the
DCT to prevent any further adjustments

Tax

Taxation income

The worksheet should only be used to record
taxation income and is likely to be used by a very
small number of bodies.

O-INC

Operating income

The worksheet should be used to record
operating income

O-COST

Operating costs

The grey cells D11 to D29 are hyperlinked to the
detailed tables below row 43. If you click on any
of these grey cells you will be redirected to the
detailed tables where you can input your data.
Ensure you enter your staff numbers in cells G53
to G59.

You can also enter data in the green cells D30 to
D40 if they apply to you.

Staff costs have been split between permanent
staff and staff on short term contracts, temporary
and agency staff, and staff seconded in.

Note that this worksheet includes profit and/or
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Worksheet Description Comments / Action
loss on disposal of PPE, IFA, financial
assets/liabilities and on non current assets held
for sale.

FinCost Finance income and The worksheet should be used to record interest
expenses including all due, interest receivable, the unwinding of
interest income/expense, discounts on provisions, fair value gains and
dividends income/expense | losses on financial assets/liabilities; interest
and fair value gains/losses | element of PFI contract and other items such as
and fx movements discontinued operations

PP&E Property, Plant and Last year’s brought forward balances included;
Equipment any changes to these must be made in the

adjustment row. The worksheet also asks for
details of asset financing and asset ownership.
The details must be provided otherwise the data
validation (Step 3) will fail.

New for 2010/11 will be the split between
impairments going to the SoCl and to reserves.
Again, validation errors will arise if these are not
split out.

IFA Intangible Fixed Assets Last year’s brought forward balances included;
any changes to these must be made in the
adjustment row...

T&OR Summarises long term, No work required on this, it is just for summary.

Summary short term, inside and Note however, that some cash flow numbers are
outside WGA receivables linked to this worksheet to keep the formulae

simpler.

T&OR Non-current & Current Last year’s brought forward balances included.
trade and other receivables | Any changes to these must be made in the

adjustment row. Closing balances are shown
gross of impairment allowance, these allowances
are summarised from row 24 onwards.

T&OP Summarises long term, No work required on this, it is just for summary.

Summary short term, inside and Note however, that some cash flow numbers are
outside WGA payables linked to this worksheet to keep the formulae

simpler.

T&OP Non-current & Current trade | Last year’s brought forward balances are
and other payables included. Any changes to these must be made in

the adjustment row.

O-Fin-Assets | Other Financial Assets The worksheet is included in the DCT to comply
with the requirements of IFRS.

The top table asks for asset held by the entities
as shown in their resource accounts (100%).

The second table asks the user to split the
balances from the first table between internal and
external to WGA. Note that when the CPID
macro is activated (step 4), a validation comes
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Worksheet

Description

Comments / Action

into force which makes you agree the internal
balances in table 2 with the sum of CPID
balances in the CPID Input sheet.

Note that opening balances are included.

Just as last year, the users are asked to provide
additional analysis on the external data only.

O-Fin-Liab

Other Financial Liabilities

The top table asks for asset held by the entities
as shown in their resource accounts (100%).

The second table asks the user to split the
balances from the first table between internal and
external to WGA. Note that when the CPID
macro is activated (step 4), a validation comes
into force which makes you agree the internal
balances in table 2 with the sum of CPID
balances in the CPID Input sheet.

Note that opening balances are included.

Just as last year, the users are asked to provide
additional analysis on the external data only.

Fin-Insts

Financial Instruments

The tables on this worksheet ask for details
which need to be disclosed in order to comply
with IFRS requirements. As a minimum you will
need to provide details on categories of financial
instruments, fair values and hedging. There are
additional tables which you may need to
complete depending on the answers you give to
four questions at the top of the worksheet.

Assoc
NCAHFS

&

JV’s and Associates and
Non Current Assets Held for
Sale

Ability to show the investment in JV’s and
Associates together with some disclosure
requirements thereof. Furthermore, ability to
show non-current assets (PPE) that are now
classified as being held for sale as per IFRS5.
We have included the liabilities for completeness
but would expect only assets such as PPE to
form the majority of items.

Please note to use the reclassification line in
PPE to transfer balances from PPE to NCAHFS.
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Worksheet

Description

Comments / Action

Cash &
Inventories

- Inventories
- Cash & cash equivalents

- Balances with National
Lottery

Last year’s brought forward balances included.
Any changes to these must be made in the
adjustment row.

To obtain external to WGA data for the financial
instruments worksheet, the DCT uses CPID
information against liquid deposits scoa(s) to
deduct those balances that are internal and
hence external.

Provisions

Provisions

Last year’s brought forward balances included.
Any changes to these must be made in the
adjustment row. The worksheet also asks for
data on expected cash flows. Using the timings
of expected cash flows, we are showing the
provisions as current and non current on the face
of the BS. In this respect we are following the
proforma’s found in IAS1.

Pensions

Funded and unfunded
pension schemes

This worksheet will be used by the main pension
bodies and those bodies that have stand alone
pension arrangements. It should not be used by
bodies that contribute only to a centrally funded
pension scheme such as the ‘Principal Civil
Service Pension Scheme’.

New for 2010/11 is that the pension note now
grosses up assets and liabilities.

Reserves

Reserves

Last year’s brought forward balances included.
Any changes to these must be made in the
adjustment row.

Please note that pensions are now no longer
separated out from reserves. These are included
within the general reserve. An accounting test
has been added to maintain oversight of pension
balances in reserves and the income statement.

Accrued Grant

Accrued government grants

This worksheet should only be completed by
bodies that accrue government grant. The data in
the worksheet will be used by sponsoring
departments to make necessary adjustments
when the accounts are consolidated since
sponsoring departments account for grant paid
on a cash basis.

Cont-liabilities

Quantifiable and
unquantifiable contingent
liabilities

Completion of the worksheet is compulsory.
Failure to enter data in a cell (O if there is no
balance to record) will result in the failure of data
validation tests.

Add-
information

Additional information

The information is required to produce notes to
the accounts. The worksheets seeks information
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Worksheet

Description

Comments / Action

on leases, PFI, capital commitments, accounting
policies, audit qualifications etc. The provision of
additional information has been poor in previous
dry run years and is an issue which has been
raised by the WGA auditor.

Students

Student Loans assets and
provisions

This worksheet has been removed for 2010/11.
Only BIS has student loans and the DCT will
move closer to the resource account by
categorising student loans as financial asset.

CPID Input

Transactions and balances
with other WGA bodies

This worksheet must be completed. Report all
transactions and balance with other WGA bodies
over £1 million. Refer to the WGA Guidance for
more details.
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Annex B
Checklists of DCT outputs

Management Review Checklists (CG-04) will be available online shortly at the following address:
https://www.gov.uk/government/publications/whole-of-government-accounts-guidance-for-preparers-2013-to-2014
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