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What we will cover:

• General Budget and Finance & GEARS Information

• Dates 

• Account Structure

• General Ledger Review & Reports

• Clean-up Tips

• Best Practices
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General Budget and Finance & GEARS 
Information
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CourtNet - General Information
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CourtNet – Department of Budget and 
Finance
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Department of Budget and Finance –
Staff

As of 10/29/2020
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Department of Budget and Finance – GEARS 
General Ledger Journal Template
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Department of Budget and Finance – GEARS 
General Ledger Journal Template
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Department of Budget and Finance -
Newsflash
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GEARS Information



11

CourtNet - GEARS Site
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CourtNet > GEARS Site > Tip Sheets
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CourtNet > GEARS Site > Tip Sheets
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CourtNet > GEARS Site > Tip Sheets
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CourtNet > GEARS Site > Tip Sheets
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Dates
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Dates – What do they mean?

Every Transaction has three dates associated with it.

• Accounting Date - This is the date in which the detailed                       
accounting information is recorded for the transaction.

• Budget Date/Period - This is the budget date/period (generally the fiscal 
year) that the transaction is recorded against (i.e. we are in Budget/Fiscal 
Year of FY2020).

• Appropriation Year - This represents the year the transaction is being 
recorded against and a budget should reside in the correct AY year for 
the transaction in the current Budget Period (i.e. currently we are in 
AY2020).

Expenses against the current fiscal year would have accounting and budget dates of 11.19.19, and 
with an AY year of AY2020.  The accounting date will fall within the budget date/period and default 
to the transaction processing date (unless you are processing at year-end).  The AY year aligns with 
the current fiscal year unless you are recording expenses against prior period accruals or 
encumbrances. For example, if you were recording an invoice today against an AY2019 
encumbrance, the accounting date would be 11.19.19, the budget date would be 11.19.19/FY20 and 
the AY year would be AY2019.  
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Dates-Voucher 00550199-Current FY
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Dates–Voucher 00557080–Prior AY
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Accounting Structure
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Account Structure

• Batch County/Agency Code (3) – Expenditure = C25 for all but District Court

District Court = C50 only

Revenue = CXX based on County

• Appropriation (AXXXX) – Judiciary Program Number, A0006 AOC

• Sub-Program (4) – Based on Funding Type, subcategory of Program, B006 
AOC

• PCA (5) – Expenditure and Revenue have different PCAs, 60091 AOC DBF

• Fund (4) – General, Federal, Special, and Reimbursable, 0001 General Funds

• Account Class (4) – Category, 0900 Supplies & Materials

• Account (4) – Specific Account number, 0902 Supplies
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Accounting Code Structure

Finance Agency C00

BC C00 - C79

   Batch County C00-C24, C25, C36 Circuit Court Clerks, Expenditures, Rev Adjs

C50, C51-C74, C76, C77 District Court Expenditures, District Court, Rev Adjs, MATS

Appropriation A0001 Court of Appeals

A0003 Circuit Court Judges

A0004 District Court, Drug Court, Federal Funds

A0006 AOC-Administrative Offices of the Court

A0010 Circuit Courts

Sub Programs/Programs B001 Court of Appeals

B003, C003, D003 Circuit Court Judges, Law Clerks, Masters

B004, B044, B045 District Court, Drug Court Federal Funds

B006, G08A AOC, Grants

A015, J090, Z260 Circuit Court Locations

PCA

   Program Cost Account 10001, 10061, 10091 Court of Appeals Admin, Court of Appeals, State Reporter's Office

30001, 30019, L3021 Circuit Court Judges Admin, CC Masters CSEA Reimb., Law Clerk

60091 40501, 52441, 52449 District Court, Drug Court, Drug Court Federal Funds

60  09  1

Program-60 Location-09  Fund-1

Fund 0001 General Funds

0003, 3003, 3008, 3037 Special Funds

0005 Federal Funds

0009 Reimbursable Funds

Object 0400 Travel

0300 Communications

0900 Supplies and Materials

1300 Fixed Charges

Account 0401 In State Routine Travel

  Object 0301 Postage

0902 General Office Supplies

1301 Rent
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General Ledger – GL

Review and Reports
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GL – Journal Inquiry 

• GL Ledger Journal is an online inquiry tool that shows 
journal information posted to the general ledger.

• Most journals in the general ledger are a combination of 
entries with various PCAs and journals are secured by 
chartfield security, which can not be accessed by all.  
Chartfield security is tied directly to your PCA access.

(DBF staff can drill into the journals.)

• General Ledger > Review Financial Information > Journal
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General Ledger – GL 

When retrieving data from GEARS for the first time a run control 
must be setup.

• Follow the bread crumbs to the inquiry or run control

• Select ‘Add a New Value’

• Name the inquiry or run control – the name can not have spaces, 
underscore can be used in place of spaces.

(Once a inquiry or run control has been saved; it can not be deleted or the name can not be changed)

It is suggested to have at least two formats-

• A generic format – data changes often 

• A routine format – data remains primarily the same, a 
report that’s run routinely weekly, monthly, or annually

(When an inquiry or run control is closed, the current data overrides the previous data)
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GL – Review Financial Information-Journals
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GL – Journal Inquiry
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GL – Journal Inquiry Details
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GL – Ledger Inquiry

• GL Ledger Inquiry is an online inquiry tool that shows 
information posted to the general ledger.

• Most journals in the general ledger are a combination of 
entries with various PCAs and journals are secured by 
chartfield security, which can not be accessed by all.  
Chartfield security is tied directly to your PCA access.

(DBF staff can drill into the journals.)

• General Ledger > Review Financial Information > Ledger
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GL – Ledger Inquiry Run Control
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GL – Ledger Results
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GL - Trial Balance  

• Report that shows summary balance information. 

• Prints YTD debit and credit totals through 
monthly period selected (they are not netted).

• Does not show budget information.

• Allows user to see all summary level activity posted
to the General Ledger (JGEN).

• GL>General Reports>Trial Balance
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GL - Trial Balance Run Control
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GL - Trial Balance Report
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GL – Detail Trial Balance Report

• Customized report that shows all posted
details to the General Ledger that are part 
of the balance as requested in the report 
parameters. 

• Does not show budget information.

• This report was designed to match the 
layout of the FMIS DAE100 report.
❖ WARNING: Be sure to review your parameter selection when using this tool.  These 

reports can become very large and can affect system performance!

• GL>General Reports>GL Trial Balance Detail 
Report
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GL - Detail Trial Balance Run Control
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GL - Detail Trial Balance Report



38

GL – Detail Trial Balance Report 
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GL – Ledger Inquiry
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KK – Budget Overview
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Voucher 00563082 - Unposted
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Maintenance Tips
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General Ledger Clean-up
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General Ledger Attachments
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Security Review - Tip Sheet
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Security Review – Definitions
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Security Review - Query
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Security Review – By Rule

• Query – AOC_SECTY_USERS_BY_RULE
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Security Review

• Query – AOC_SECTY_USERS_BY_PCA 
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Best Practices for Expenditures

• Weekly/Regular To Do List

• Review outstanding Requisitions, PO’s, & Vouchers 
✓Budget Error

✓Pending Approval 

✓Pushed Back  

✓Close Req’s and PO’s

• Monthly To Do List

• Budget Overview and/or Status Report

• Detail Trial Balance

• Periodic review of GEARS security access

• Year-End Memo and Year-End Check list
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Questions

If you have any questions, 
please do not hesitate to 
contact us.   We are happy 
to assist you!

Where was …?

How Do I…?

How much…?


