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Section 1
Appropriation Structure and Budget Management
Overview – What is an appropriation?
The financial and budget management of the State of Wisconsin is governed by two primary sources: the State
Constitution and State Statutes. Article VIII, Section 2 of the State Constitution indicates that no money shall be paid
out of the treasury except in pursuance of an appropriation by law. Appropriations made by law are organized by
functional area, state agency, and programmatic functions and collectively codified in Chapter 20 of Wisconsin
State Statutes, entitled Appropriations and Budget Management.
Biennially, the schedule of all total appropriations is published in Chapter 20 of statutes. In addition to listing the
appropriations and the amounts appropriated, the Chapter 20 schedule contains specific language defining each
appropriation and indicating the purposes for which the appropriated funding may be used. Broadly, these
appropriated funds can be used for state operations, aids to individuals and organizations, and for local
assistance.

Appropriation Attributes
Collectively, the attributes of an appropriation indicate the nature of its use, funding, and classification for
reporting. For the purposes of this instructional manual the following attributes will be described in further
detail: Appropriation Type, Fund Source, ERU indicator, Expense Type, and Schedule Type.

State Controller’s Office | 1

An appropriation type dictates the nature of how an agency may expend an appropriation. Table 1 provides
details on the various appropriation types.

Table 1 – Appropriation Types
Appropriation Type

Chapter 20 Citation and Definition

Annual “A”

20.001(3)(a) Annual appropriations are only expendable up to the amount shown in the
schedule and only for the fiscal year for which made. At the end of the fiscal year the
unencumbered balances shall revert to the fund from which appropriated.

Biennial “B”

20.001(3)(b) Biennial appropriations are expendable only for the biennium for which
made. Dollar amounts shown in the schedule represent the most reliable estimates of
the amounts which will be expended in each fiscal year, the total for both years being
the biennial appropriation. At the end of the biennium the unencumbered balances
shall revert to the fund from which appropriated.

Continuing “C”

20.001(3)(c) Continuing appropriations are expendable until fully depleted or repealed
by subsequent action of the legislature. The amount of a continuing appropriation for a
given fiscal year consists of the unencumbered balance in the appropriation at the end
of the previous fiscal year, if any, together with any moneys appropriated for the
current fiscal year.

Sum Sufficient “S”

20.001(3)(d) Sum sufficient appropriations are expendable from the indicated source in
the amounts necessary to accomplish the purpose specified.
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Fund source, referred to as ‘revenue types’ in Chapter 20, is the source of funding for the appropriation. The
various fund sources for appropriations are described in Table 2 below.

Table 2 – Fund Source
Fund Source

Chapter 20 Citation and Definition

General Purpose
Revenue “GPR”

20.001(2)(a) General purpose revenues consist of general taxes, miscellaneous receipts
and revenues collected by state agencies which are paid into a specific fund, lose their
identity, and are then available for appropriation by the legislature.

Program Revenue
“PR”

20.001(2)(b) Program revenues consist of revenues which are paid into the general fund
and are credited by law to an appropriation to finance a specified program or state
agency. Generally, these revenues are collected for reimbursement for the costs of
services provided by the collecting agency to another state agency, a non-state
organization, or individuals.

Program Revenue Service “PR-S”

20.001(2)(c) Program revenues – service consist of appropriated moneys in the general
fund derived from any revenue source that are transferred between or within state
agencies or miscellaneous appropriations. These revenues come from transferred
amounts from one state agency to a another. These moneys are shown as expenditures
in the appropriation of the state agency for which the moneys are transferred and as
program revenue – service funds in the appropriation of the agency to which the
moneys are transferred.

Segregated Fund
Revenues “SEG”

20.001(2)(d) Segregated fund revenues consist of revenues which, by law, are deposited
into funds other than the general fund and are available for the purposes for which such
funds are created.

Segregated Fund
Revenues – Service
“SEG-S”

20.001(2)(da) Segregated fund revenues – service consist of appropriated moneys in a
segregated fund derived from any revenue source that are transferred between or
within state agencies or miscellaneous appropriations.

Segregated Fund
Revenues – Local
“SEG-L”

20.001(2)(dm) Segregated fund revenues – local consist of revenues which are received
from a local unit of government or other source for transportation purposes and are
deposited in the transportation fund.

Federal Revenues
“-F”

20.001(2)(e) Federal revenues consist of moneys received from the federal government.
These moneys may be deposited as program revenue in the general fund or as
segregated revenues in a segregated fund. In either case they are indicated by the
addition of “-F” (e.g. “PR-F” and “SEG-F”)

The ERU (abbreviation for Executive, Revolving, or Unassigned/Undetermined) indicator is an attribute
developed by the State Controller’s Office (SCO) to broadly describe the nature of the appropriation. The ERU
indicator dictates the various elements on the Appropriation Certification Screen that will need to be verified by
an agency reconciler. Table 3 provides details on the various types of ERU indicators.
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Table 3 – ERU Indicator
ERU Indicator

Definition

Executive
Appropriations “E”

Appropriations that do not collect revenues and can only record expenditures. The
Chapter 20 language indicates that the appropriation is an “amounts in the schedule”.

Revolving
Appropriations “R”

Appropriations that collect revenues and can record expenditures. The Chapter 20
language indicates that the appropriation is an “all moneys received”, despite if the
Chapter 20 language also says “amounts in the schedule”.

Unassigned/
Undetermined “U”

Appropriations that only can collect revenues.

The appropriation’s expense type attribute is determined by the State Budget Office. This attribute is utilized for
broad, state-wide, reporting on the nature and characteristics of the State’s expenditures. Table 4 details the
different expense type attributes.

Table 4 – Expense Type
Expense Type

Definition

State Operations

These appropriations are for expenditures by state agencies for the costs of the general
operations of the agency including program administration and operations of any
associated institutions or facilities.

Local Assistance

These appropriations are for payments to be made directly to, or on behalf of, local
governmental units in Wisconsin to help pay costs which would otherwise be borne by the
local governments.

Aids to
Individuals and
Organizations

These appropriations are for payments to be made directly to, or on behalf of, and
individual or private organization.
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The schedule type attribute refers to the specific language of the appropriation within Chapter 20 of state statutes
and is determined by the State Budget Office. Table 5 details the schedule types.

Table 5 – Schedule Type
Schedule Type

Definition

All Moneys
Received

The Chapter 20 language associated with the appropriation indicates “all moneys
received”.

Amounts in the
Schedule

The Chapter 20 language associated with the appropriation indicates “amounts in the
schedule”.

Sum Sufficient

The Chapter 20 schedule indicates that the appropriation type is “S” sum sufficient; the
associated language within Chapter 20 indicates “a sum sufficient”.

Repealed

This appropriation has been repealed through subsequent legislation and no longer
appears in the Chapter 20 schedule.

Collectively, the attributes of an appropriation describe its funding source, dictate the nature of its expenditures,
and classify it for reporting purposes. The above narrative and associated tables will be helpful when an agency
reconciler is verifying their respective agency’s appropriations.
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Section 2
Annual Appropriation Certifications (Form 78s)
What is an Annual Appropriation Certification (Form 78) and why is it necessary?
The Annual Appropriation Certifications (henceforth referred to as “Form 78s”) fulfills the statutory requirements
of 16.52(3)(b), Wis. Stats., which indicates:
Each agency shall delegate to some individual the responsibility of reconciling its accounts as herein provided and shall
certify the individual's name to the secretary. As soon as a reconciliation has been effected, the agency shall advise the
secretary in writing of such fact and shall forward to the secretary a copy of such reconciliation.
In addition to fulfilling statutory requirements, the Form 78 becomes the basis for several aspects of state-wide
reporting, namely the State’s Annual Fiscal Report (AFR) and the State’s Comprehensive Annual Financial Report
(CAFR). The Form 78 also records the verification of the agency reconciler that the appropriation balances are
true, accurate, and all necessary adjustments to fairly report the activity of the appropriation have been made.

Form 78 Certification Statements
Presented on each Form 78 is a set of certification statements to which the delegated agency reconciler agrees
when verification of the appropriation occurs. Each certification statement is documented and described in
greater detail below.
•

The records of the agency responsible for this appropriation agree with the State of Wisconsin’s enterprise resource
planning system, STAR, as shown on the STAR Annual Appropriation Certification (Form 78).

STAR is the State’s official book of record. Any agency systems utilized for financial and accounting purposes
must have their information recorded in STAR in order for all of the States financial and accounting information
to be recorded, verified, and reported. To the extent possible and feasible, STAR should be utilized for business
processes.
There may be certain business processes which are most efficiently conducted through the use of a different
computerized system. Such systems, should they record financial and accounting information, must also be
recorded in STAR. This certification statement seeks to affirm that STAR, the book of record, is capturing all
accounting and financial data.
•

The agency responsible for this appropriation has completed all applicable monthly and annual closing tasks related to
this appropriation.

Monthly closing tasks along with annual closing tasks are instructions provided by the SCO to assist agencies in
properly recording transactions and performing verifications of system processes. Additionally, monthly closing
tasks help to facilitate a more efficient year-end close by identifying accounting issues earlier on in the fiscal year.
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Section 18-02 of the Wisconsin Accounting Manual (WAM) provides a checklist of monthly tasks broken down by
STAR module. These tasks address various potential issues from journals not posting to ensuring travel and
expense reports are processed. This certification statement seeks to affirm that the agency reconciler has
reviewed these monthly and annual closing tasks and implemented the necessary procedures and controls to
identify and correct potential accounting issues.
•

All adjusting entries necessary to accurately and fairly report this appropriation have been completed.

Many agencies have processes in place to identify and record adjusting accounting entries for a variety of
purposes. For example, adjusting entries may be necessary due to initial miscoding, periodic allocations, or
changes in statutes. This certification statement seeks to affirm that the agency has completed all adjusting entries
in order to accurately report the appropriation.
•

Staff at the agency responsible for this appropriation have reviewed the STAR trial balance accounts for this
appropriation; including assets, receivable, liabilities, equity, revenues, and expenditures.

This certification statement covers many important aspects of the appropriation verification process. As indicated
in figures 2, 3, and 4 the amounts presented on the Form 78 are drawn from different ledgers within STAR using
different account type criteria. The different account types are described below with their related assertion
criteria. This narrative is subsequently organized into Table 7 for easier presentation.
Asset accounts include, broadly, cash, accounts receivable, prepaid items, investments, and other probable future
economic benefits. In certifying assets within an appropriation, particularly accounts receivable, the agency
reconciler is indicating that the assets are expressed completely, valued accurately, in existence, and that the
agency has rights to the asset.
Liability accounts include, broadly, accounts payable, other payables, unearned revenues, and probable future
economic sacrifices. In certifying liabilities within an appropriation, the agency reconciler is indicating that the
liabilities are expressed completely, valued accurately, in existence, and that the agency has an obligation with
respect to the liability.
Equity accounts represent the residual interest in the assets of an appropriation that remain after deducting its
liabilities. Equity accounts are also used by the SCO to record historic statutory balance adjustments which are
being researched and are yet unresolved. In certifying equities within an appropriation, the agency reconciler is
indicating that the equities are expressed completely, valued accurately, in existence, and that the agency has
either the rights or obligation with respect to the equity.
Revenues represent inflows, enhancements of assets, or reductions of liabilities. Typical categories of revenues
are taxes, intergovernmental revenue, charges for goods and services, and fines and forfeitures. In certifying
revenues within an appropriation, the agency reconciler is indicating that the revenues are expressed completely,
recorded in the correct fiscal year, valued accurately, have occurred, and are classified correctly.
Expenditures represent outflows, reduction of assets, or incurrence of liabilities. Typical categories of
expenditures are salaries and fringe, travel and training, supplies and services, debt payments, and aid payments.
In certifying expenditures within an appropriation, the agency reconciler is indicating that the expenditures are
expressed completely, recorded in the correct fiscal year, valued accurately, have occurred, and are classified
correctly.
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Table 6 below associates the various assertions with the different account types.

Table 6 – Account Type Assertions
Completeness
Assets
Liabilities
Equity
Revenues
Expenditures

•

✔
✔
✔
✔
✔

Cutoff

✔
✔

Valuation,
Allocation, and
Accuracy

✔
✔
✔
✔
✔

Existence &
Occurrence

✔
✔
✔
✔
✔

Rights &
Obligations

✔
✔
✔

Classification &
Understandability

✔
✔

To the best of my knowledge the appropriation balances, attributes, and information shown on this STAR Annual
Appropriation Certification (Form 78) are accurate as of and for the fiscal year ended June 30, 20XX.

Agency reconcilers are responsible for ensuring that all aspects of the Form 78 are accurate for the fiscal year in
which certification is occurring. This certification statement seeks to affirm final review from the agency
reconciler for all aspects of the Form 78, including the listed appropriation attributes.
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Elements of the Annual Appropriation Certification (Form 78) Screen
Since converting the state’s accounting system from WiSMART to STAR, the appearance of the Form 78 has
substantially changed. Figure 1 illustrates the previous layout of the Form 78 in the WiSMART environment.

Figure 1-WiSMART Form 78. Certification language and a signature line accompanied this page.
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Subsequent to this narrative are an example of the following appropriation types:
• executive appropriation; one which does not record revenue but does record expenditures
• revolving appropriation; one which does record revenue and records expenditures
• unassigned/undetermined appropriation; one which records revenues but does not record expenditures.
To organize the narrative, different elements of the Form 78s are boxed and labeled with a tick mark with, in turn,
coordinates to subsequent narrative.
This section is intended to provide a broad overview of the Form 78 layout. Subsequent portions of this
instruction manual will provide more nuanced details for validating and reconciling portions of the Form 78.
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Executive Annual Appropriation Certification (Form 78) Screen Illustration
Figure 2 is an illustration of an executive appropriation. Tick marks have been added to group the various
elements of the Form 78 screen and correspond to the subsequent narrative.

Figure 2-Executive Annual Appropriation Certification (Form 78) Screen

State Controller’s Office | 11

Element 1 - Appropriation Search: Using the fields of Business Unit, Fiscal Year, Fund Code, Appropriation, and
Status the agency reconciler can search for the various Form 78 screens.
Note: Fund Code must be entered as statutory fund (e.g. S100) rather than detailed fund (e.g. 10000)
Element 2 – Appropriation Description: This area of the Form 78 restates the search criteria and provides the
description associated with the fund code and appropriation. The description of the appropriation should match
the name given to the appropriation in the Chapter 20 schedule.
Element 3 – KK Budget Authorizations: This area of the Form 78 presents the total budget authorizations for the
appropriation. Executive appropriations derive budget authority from the current appropriation amount in
Chapter 20 and from prior year encumbrances carried into the current year, each represented as ‘Add: Current
Appropriation’ and ‘Budget from Prior Year’ on the Form 78, respectively.
Element 4 – KK Budget Ledger [CC_APPR_BD]: The CC_APPR_BD ledger is an associated ledger in the Ledger
Group CC_APPROR. This ledger, and it’s associated amounts by allotment line, are brought into the Form 78 for
the current budget period. For executive appropriations this total amount should tie to the KK budget
authorizations described in Element 3.
Element 5 – KK Encumbrance Ledger [CC_APPR_EN]: The CC_APPR_EN ledger is an associated ledger in the
Ledger Group CC_APPROR. This ledger, and it’s associated amounts by allotment line, represent encumbrances
brought into the Form 78 for the current budget period.
Element 6 – KK Expenditure Ledger [CC_APPR_EX]: The CC_APPR_EX ledger is an associated ledger in the
Ledger Group CC_APPROR. This ledger, and it’s associated amounts by allotment line, represent expenditures
brought into the Form 78 for the current budget period.
Element 7 – Appropriation Attributes: This area of the Form 78 lists the various appropriation attributes
described in Section 1 of this instructional manual.
Element 8 – Verification: This area of the Form 78 records the verification status, which operator certified, and
records a time stamp for certification.
Element 9 – Appropriation Summary: This area of the Form 78 tabulates and records the activity within the
appropriation for the fiscal year at a summary level.
Element 10 – Certification Statements: This area of the Form 78 recites the certification statements to which the
agency reconciler agrees when they verify the appropriation. This area also provides footnotes to describe the
presentation of A/R items on the Form 78.
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Revolving Annual Appropriation Certification (Form 78) Screen Illustration
Figure 3 is an illustration of a revolving appropriation. Tick marks have been added and correspond to the
subsequent narrative which describes each element.

Figure 3-Revolving Annual Appropriation Certification (Form 78) Screen
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Element 1 - Appropriation Search: Using the fields of Business Unit, Fiscal Year, Fund Code, Appropriation, and
Status the agency reconciler can search for the various Form 78 screens.
Note: Fund Code must be entered as statutory fund (e.g. S266) rather than detailed fund (e.g. 26600)
Element 2 – Appropriation Description: This area of the Form 78 restates the search criteria and provides the
description associated with the fund code and appropriation. The description of the appropriation should match
the name given to the appropriation in the Chapter 20 schedule.
Element 3 – Beginning Statutory Balance: This area of the Form 78 provides the beginning balance of the
appropriation using the statutory basis of accounting. This area of the Form 78 also presents statutory balance
adjustments in account 3991000 that have been made by the SCO.
Element 4 – Collected Revenue: This area of the Form 78 provides the calculation for collected revenue in the
appropriation. This area also presents a reconciliation between imputed collected revenue from the ACTUALS
ledger and the collected revenue that has been recorded in the CC_REV_COL ledger.
Element 5 – KK Budget Authorizations: This area of the Form 78 presents the total budget authorizations for the
appropriation. Revolving appropriations derive budget authority from the collection and recording of revenue.
This budget authority is granted in the KK module through budget journal and transfers.
Element 6 – KK Budget Ledger [CC_APPR_EN]: The CC_APPR_EN ledger is an associated ledger in the Ledger
Group CC_APPROR. This ledger, and it’s associated amounts by allotment line, represent encumbrances brought
into the Form 78 for the current budget period.
Element 7 – KK Budget Ledger [CC_APPR_EX]: The CC_APPR_EX ledger is an associated ledger in the Ledger
Group CC_APPROR. This ledger, and it’s associated amounts by allotment line, represent expenditures brought
into the Form 78 for the current budget period.
Element 8 – Appropriation Attributes: This area of the Form 78 lists the various appropriation attributes
described in Section 1 of this instructional manual.
Element 9 – Verification: This area of the Form 78 records the verification status, which operator certified, and
records a time stamp for certification.
Element 10 – Appropriation Summary: This area of the Form 78 tabulates and records, at a summary level the
activity within the appropriation for the fiscal year. The ‘Transfers’ line is described in a later portion of this
instructional manual.
Element 11 – Certification Statements: This area of the Form 78 recites the certification statements to which the
agency reconciler agrees when they verify the appropriation. This area also provides footnotes to describe the
presentation of A/R items on the Form 78.
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Unassigned/Undetermined Annual Appropriation Certification (Form 78) Screen Illustration
Figure 4 is an illustration of an unassigned/undetermined appropriation. Tick marks have been added and
correspond to the subsequent narrative which describes each element.
Unassigned/Undetermined appropriations only record the collection of revenues and do not record expenditures.
Typical examples of unassigned/undetermined appropriations are “earned” appropriations. Earned
appropriations exist for the general fund, segregated trust funds, and tax revenue programs. In most cases these
appropriations are designated with alpha suffixes. For example, earned appropriations for segregated trust funds
are denoted with the suffix “SE” as shown in figure 4.

Figure 4-Unassigned/Undetermined Annual Appropriation Certification (Form 78) Screen
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Element 1 - Appropriation Search: Using the fields of Business Unit, Fiscal Year, Fund Code, Appropriation, and
Status the agency reconciler can search for the various Form 78 screens.
Note: Fund Code must be entered as statutory fund (e.g. S264) rather than detailed (e.g. 26400)
Element 2 – Appropriation Description: This area of the Form 78 restates the search criteria and provides the
description associated with the fund code and appropriation. The description of the appropriation should match
the name given to the appropriation in the Chapter 20 schedule.
Element 3 – Collected Revenue: This area of the Form 78 provides the calculation for collected revenue in the
appropriation. This area also presents a reconciliation between imputed collected revenue from the ACTUALS
ledger and the collected revenue that has been recorded in the CC_REV_COL ledger.
Element 4 – Appropriation Attributes: This area of the Form 78 lists the various appropriation attributes
described in Section 1 of this instructional manual.
Element 5 – Verification: This area of the Form 78 records the verification status, which operator certified, and
records a time stamp for certification.
Element 6 – Appropriation Summary: This area of the Form 78 tabulates and records, at a summary level the
activity within the appropriation for the fiscal year. The ‘Transfers’ line is described in a later portion of this
instructional manual.
Element 7 – Certification Statements: This area of the Form 78 recites the certification statements to which the
agency reconciler agrees when they verify the appropriation. This area also provides footnotes to describe the
presentation of A/R items on the Form 78.
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Section 3
Verifying an Executive Appropriation Certification (Form 78)
This section of the instruction manual will provide a more step-by-step style approach to reviewing the various
elements of an executive appropriation Form 78 and illustrate beneficial on system resources to utilize in the
verification process. For ease of reference the same executive appropriation illustration presented in section 2 on
page 11 of this instruction manual will be utilized. The following elements will be subdivided and detailed in this
section:
• KK Budget Authorization (Element 3)
• KK Budget Ledger [CC_APPR_BD] (Element 4)
• KK Encumbrance Ledger [CC_APPR_EN] (Element 5)
• KK Expenditure Ledger [CC_APPR_EX] (Element 6)
• Appropriation Attributes (Element 7), and
• Appropriation Summary (Element 9)

Budget Authorization (Element 3)
The agency reconciler should confirm the ‘Budget from Prior Year’ by tracing this amount back to the
encumbrances carried forward from the previous fiscal year (see figure 7, page 18).
The agency reconciler should confirm the KK budget authorizations section by tracing the ‘Add: Current
Appropriation’ amount back to the correct location of the Chapter 20 schedule (see figure 6, page 18). In addition
to the amount notated in the Chapter 20 schedule, actions of the Joint Committee on Finance, namely
discretionary merit compensation and additional salary and fringe supplements, may increase the current
appropriation beyond the Chapter 20 schedule amount. An example of such action is shown in figure 9, page 19.

Figure 5-Budget Authorization Executive Appropriation

Reconciliation of ‘Add: Current Appropriation’
→ Current Fiscal Year Chapter 20 Schedule Amount [Figure 6, page 18]
→ Current Fiscal Year JCF DMC [Page 16, figure 9 for example]
→ ‘Add: Current Appropriation’ on Form 78 [Figure 5]

14,442,100.00
0.00
14,442,100.00

Reconciliation of ‘Budget from Prior Year’
→ Budget Period 2018 Budget Overview Screen, Encumbrances [Figure 7, page 18]

2,258.74
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Figure 6-Excerpt from Chapter 20, Wis. Stats.

Figure 7-Budget Period 2018 (Prior Fiscal Year) Budget Overview Screen
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The example shown on pages 17-18 does not incorporate an instance of a Joint Committee on Finance (JCF) action
that adjusts the budget authorization in the executive appropriation. The below images illustrate such an action
and shows how to trace these within the system (figures 8 and 9).

Figure 8 - Drill into Budget Overview Screen to research in related Activity Log

Figure 9 - Example of FY 2018 DMC Schedule, 37,150.00 allocated to allotment line 1; 321.00 to allotment line 0.
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KK Budget Ledger [CC_APPR_BD] (Element 4)
The KK Budget Ledger [CC_APPR_BD] divides the budget authorizations, described in element 3, among the
various allotment lines. Allotment lines are groupings of account codes for budgetary purposes. Section 02-05 of
the Wisconsin Accounting Manual provides the relationship between account codes and their respective
allotment lines.
The agency reconciler should confirm the KK Budget Ledger [CC_APPR_BD] groupings by allotment line (Figure
10) by tracing the amounts back to the appropriation’s budget overview screen (Figure 11, page 21) for the current
budget period.

Figure 10-Form 78 KK Budget Ledger [CC_APPR_BD]

The allotment lines are presented in sum on the Form 78 by budget period. There may be multiple budget
references within the current budget period. These multiple budget references are combined and presented in
sum on the Form 78. For example, the below analysis shows the tracing for allotment line 4.
Amount on Form 78, Allotment Line A000004 [Figure 10]

5,380,558.74

Amount of Budget Overview, Budget Period 2019, Bud Ref 2018 [Figure 11]
Amount of Budget Overview, Budget Period 2019, Bud Ref 2019 [Figure 11]
Allotment Line A000004 Total

2,258.74
5,378,300.00
5,380,558.74
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Figure 11-Budget Period 2019 Budget Overview Screen
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KK Encumbrance Ledger [CC_APPR_EN] (Element 5)
The KK Encumbrance Ledger [CC_APPR_EN] divides the outstanding encumbrances among the various
allotment lines. The agency reconciler should confirm the KK Encumbrance Ledger [CC_APPR_EN] groupings
by allotment line (Figure 12) by tracing the amounts back to the appropriations budget overview screen (Figure 13,
page 22) for the current budget period.
The allotment lines are presented in sum on the Form 78 by budget period. There may be multiple budget
references within the current budget period. These multiple budget references are combined and presented in
sum on the Form 78. For example, the below analysis shows the tracing for allotment line 4. A more detailed
discussion of the encumbrance comparison is presented in Section 6 on page 51.

Figure 12-Form 78 KK Encumbrance Ledger [CC_APPR_EN]

Amount on Form 78, Allotment Line A000004 [Figure 12]

157,139.88

Amount of Budget Overview, Budget Period 2019, Bud Ref 2018 [Figure 13]
Amount of Budget Overview, Budget Period 2019, Bud Ref 2019 [Figure 13]
Allotment Line A000004 Total

1,000.00
156,139.88
157,139.88

State Controller’s Office | 22

Figure 13-Budget Period 2019 Budget Overview Screen
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KK Expenditure Ledger [CC_APPR_EX] (Element 6)
The KK Expenditure Ledger [CC_APPR_EX] divides the budget checked expenditures among the various
allotment lines. The agency reconciler should confirm the KK Expenditure Ledger [CC_APPR_EX] groupings by
allotment line (Figure 14) by tracing the amounts back to the appropriations budget overview screen (Figure 15,
page 25) for the current budget period.

Figure 14-Form 78 KK Expenditure Ledger [CC_APPR_EX]

The allotment lines are presented in sum on the Form 78 by budget period. There may be multiple budget
references within the current budget period. These multiple budget references are combined and presented in
sum on the Form 78. For example, the below analysis shows the tracing for allotment line 4. A more detailed
discussion of the encumbrance comparison is presented in Section 7 on page 55.

Amount on Form 78, Allotment Line A000004 [Figure 14]

2,751,467.71

Amount of Budget Overview, Budget Period 2019, Bud Ref 2018 [Figure 15]
Amount of Budget Overview, Budget Period 2019, Bud Ref 2019 [Figure 15]
Allotment Line A000004 Total

1,258.74
2,750,208.97
3,361,914.63
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Figure 15-Budget Period 2019 Budget Overview Screen
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Appropriation Attributes (Element 7)
The appropriation attributes are listed on the Form 78 screen in the upper right-hand side. While responsibility
for maintaining these attributes lies with both the State Budget Office and the SCO, the agency reconciler should
confirm that the attributes associated with the appropriation are accurate. Attributes highlighted in green in
figure 16 can be directly verified through comparison to Chapter 20 as shown in figures 17 and 18, page 27.
The ERU_INDICATOR can be verified based on the SCHEDULE_TYPE and Table 2 in this instruction manual
(page 3). In this example, because the SCHEDULE_TYPE is “amounts in the schedule” the appropriations ERU
should be Executive. The EXP_TYPE attribute can be verified through a more subjective process and utilizing
Table 3 in this instruction manual (page 3). For this example, given the language in Chapter 20, specifically the
phrase “for general program operations”, this indicates that the most appropriate expense type is State
Operations.
The TOP_10 attribute refers to the top ten programs for GPR expenditures of the State and is utilized for
reporting in the States Annual Fiscal Report (AFR). The TOP_10 attribute should only be associated with
appropriations that have a FUND_SOURCE of GPR.
If the agency reconciler believes that the appropriations EXP_TYPE or TOP_10 attribute is misclassified, or if any
other attribute does not trace correctly to support in Chapter 20, please contact the SCO.

Figure 16-Form 78 Appropriation Attributes
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Figure 17-Chapter 20 Appropriation Schedule

Figure 18-Chapter 20 Appropriation Language
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Appropriation Summary (Element 9)
The appropriation summary is presented in the lower right-hand corner of the Form 78 screen and provide an
overview of the appropriation’s activity during the fiscal year. Many of the amounts utilized in the appropriation
summary are taken from other elements of the Form 78 screen.
The “Less: Transfers” portion of the appropriation summary represents non-budgetary disbursements transacted
on STAR account codes 0000010 and 0000020. These transfers usually occur due to statutory language directing a
transfer to occur between appropriations. The agency reconciler can verify the amount in the transfers portion by
querying STAR for the trial balance within the appropriation on account code 0000010 and 0000020 and
comparing against the Form 78.
The “Closing Balance” portion of the appropriation summary is a calculated field which represents, for an
executive appropriation, the residual spending authority in the appropriation. This field is calculated in the
fashion shown in figure 19.
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Figure 19-Form 78, Executive Appropriation Summary
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Section 4
Verifying a Revolving Appropriation Certification (Form 78)
This section of the instruction manual will provide a more step-by-step style approach to reviewing the various
elements of a revolving appropriation Form 78 and illustrate beneficial on system resources to utilize in the
verification process. For ease of reference the same revolving appropriation illustration presented in Section 2,
Page 10 of this instruction manual will be utilized. The following elements will be subdivided and detailed in this
section:
• Beginning Statutory Balance (Element 3)
• Collected Revenue (Element 4)
• KK Budget Authorizations [CC_APPR_BD] (Element 5)
• KK Encumbrance Ledger [CC_APPR_EN] (Element 6)
• KK Expenditure Ledger [CC_APPR_EX] (Element 7)
• Appropriation Attributes (Element 8), and
• Appropriation Summary (Element 10)

Beginning Statutory Balance (Element 3)
The beginning statutory balance portion of the Form 78 for a revolving appropriation computes the beginning
equity, on a collected cash basis, of the revolving appropriation. The reconciler can verify these figures by
comparing the amounts on the Form 78 (figure 20) against the trial balance for the beginning of the fiscal year
(figure 21).
The beginning equity balance can be traced to account code 3990000 in the STAR trial balance. Positive equity
will be represented as a credit (negative number in STAR; positive number on the Form 78), which indicates the
revolving appropriation has more assets than liabilities. Negative equity will be represented by a debit (positive
number in STAR; negative number on the Form 78), which indicates the revolving appropriation has more
liabilities than assets. In the example on the next page, the Form 78’s positive amount of $277,104.85 (figure 20)
ties to the STAR trial balance credit amount of $277,104.85 (figure 21) in account code 3990000.
STAR accounting period 0 represents the beginning of the fiscal year before any transactions are posted in Period
1. Querying on period 0 can be beneficial to establish beginning balances of accounts and appropriations within
the general ledger.
The beginning accounts receivable can be traced to the sum of the receivable account codes in the STAR trial
balance. This account code series includes 1301000 through 1499000 with account code 1352000 (“between year
receivables”) excluded and including 1710000 (Federal Grants Receivable) and 1715000 (Federal Grants Unbilled
Receivables). In the example on the next page, the Form 78 beginning A/R amount of $84,495.63 (figure 20) ties to
the STAR A/R trial balance sum of receivables debit amount of $84,495.63 (figure 21).
The statutory balance adjustment, STAR account code 3991000, represents a difference between the previous FYE
General Ledger Equity (less A/R) and the previous year’s Form 78 Closed Balance Continuing balance. The SCO
has identified the amounts which comprise the statutory balance adjustment in SharePoint. Please refer to that
presentation to know what action steps should be taken by agencies to reduce or eliminate this adjustment.
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The agency reconciler can verify that the balance shown on the Form 78 as the Statutory Balance Adjustment
(3991000) ties to the Period 0 trial balance of account code 3991000. In the example shown below, the Form 78
balance of $27,130.50 ties to the trial balance in 3991000 of $27,130.50.
Agencies should verify that the “Beginning Statutory Balance” total agrees to the previous year’s Form 78
“Closed Balance Continuing” balance.

Figure 20-Form 78 Revolving Appropriation Statutory/Modified Cash Beginning Balance

Figure 21-STAR Trial Balance, Period 0
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Collected Revenue (Element 4)
Beginning in Fiscal Year 2019, the SCO began utilizing the collected revenue ledger group [CC_REVEST],
specifically the associated ledger for collected revenue [CC_REV_COL], in STAR to determine collected revenue.
In order to allow agencies to certify the status of their accounts receivable, and to draw out reconciliation
discrepancies between the ACTUALS ledger and the collected revenue ledger, the SCO has implemented a
‘Collected Revenue Reconciliation Adjustment’ field on the Form 78.
The revised presentation of the collected revenue element of the Form 78 is presented in figure 22.

Figure 22-Form 78 Collected Revenue

The agency reconciler can take several steps to ensure that the amounts presented in the collected revenue
element are correct. For ‘Actuals Revenue’ the reconciler should query the general ledger for the trial balance,
less transfers in account codes 0000060 and 0000070, of all revenues in the given appropriation for the end of the
fiscal year. This can be accomplished by querying on accounting period 998 to ensure all transactional activity is
captured in the query results. An illustration of this is shown in figure 23. Note that the ‘Actuals Revenue’ of
$1,887,328.10 on the Form 78 (figure 22) ties to the general ledger result of $1,887,320.10 (figure 23).
In a similar fashion, the reconciler can query the general ledger for the ending accounts receivable balance. By
querying on accounting period 998 and isolating the correct account codes the reconciler can verify the ending
accounts receivable balance. An illustration of this is shown in figure 24. Note that the “Less: Ending A/R” of
$31,672.10 on the Form 78 (figure 22) ties to the general ledger result of $31,672.10 (figure 24).
The beginning accounts receivable is arrived at through the same method as described on pages 30-31 of this
instruction manual.
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Figure 23-Trial Balance Period 998 Revenue Balance

Figure 24-Trial Balance Period 998 Accounts Receivable Balance
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By taking the ‘Actuals Revenue’ and adding the change in accounts receivable (calculated as the beginning A/R
less the ending A/R) the amount of collected revenue can be imputed (shown in figure 22). This method of arriving
at collected revenue does not account for certain accrual transactions which have a non-revenue account code
offset (e.g. Debiting A/R 1351500; Crediting Expense 7810000).
An in-depth explanation of the ‘Collected Revenue Reconciliation Adjustment’ is described in Section 8 of this
instruction manual. The agency reconciler can verify the amount shown in ‘Collected Revenue from
[CC_REV_COL] Ledger’ by searching within the CC_REVEST Ledger Group in budget overview. Configuring
the budget overview screen to search within the CC_REVEST Ledger Group is shown in figure 25.

Figure 25-Budget Overview search criteria to query collected revenue.
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The results of this search are shown in figure 26. Note that the amount of collected revenue indicated in figure 26,
$1,947,335.37, matches the ‘Collected Revenue from [CC_REV_COL] Ledger’ amount of $1,947,335.37 in figure 22.
The difference between the ‘Collected Revenue from [CC_REV_COL] Ledger’ amount of $1,947,335.37 and the
‘Actuals Collected Revenue (Imputed Amount)’ of $ 1,940,151.63 represents the ‘Collected Revenue Reconciliation
Adjustment’. Stated differently, this is the amount of revenue recorded as collected in the CC_REVEST ledger
group in excess of the imputed collected revenue arrived at through the change in A/R analysis. In the example
utilized in this section the reconciliation amount is $7,183.74. This will be discussed further in Section 8 of this
guide.

Figure 26-Budget Overview search results within CC_REVEST Ledger Group.

State Controller’s Office | 35

Budget Authorizations [CC_APPR_BD] (Element 5)
The agency reconciler should confirm the ‘Balance from Prior Year’ by tracing this amount back to the
encumbrances carried forward from the previous fiscal year. The example below does not have any
encumbrances from the prior fiscal year; however, see figure 5 on page 17 for an example of an appropriation with
prior year encumbrances appearing on the ‘Budget from Prior Year’ line.
Note: Certain Wis. Stats. Chapter 84 items for the Department of Transportation may not follow this process.
The agency reconciler should confirm the ‘Add: Current Appropriation’ by tracing this amount back to the
budget overview CC_APPR_BD ledger. In the example below, note that the $4,055,900.00 listed on the Form 78
(figure 27) ties to the budget overview screen (figure 28).
A reversion occurs when budget authority carried forward from a prior fiscal year is revoked or returned to the
funding source from which it came in a subsequent fiscal year. This most often occurs when an encumbrance,
created from a purchase order is closed in a subsequent fiscal year. The remaining encumbered funds from the
closed purchase order are no longer needed prompting a budgetary reversion.

Figure 27-KK Budget Authorizations, Revolving Appropriations.

Figure 28-Budget Overview Screen, Revolving Appropriation.
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KK Encumbrance Ledger [CC_APPR_EN] (Element 6)
The KK Encumbrance Ledger [CC_APPR_EN] divides the outstanding encumbrances among the various
allotment lines. The agency reconciler should confirm the KK Encumbrance Ledger [CC_APPR_EN] groupings
by allotment line (Figure 29) by tracing the amounts back to the appropriations budget overview screen (Figure
30) for the current budget period.
The allotment lines are presented in sum on the Form 78 by budget period. There may be multiple budget
references within the current budget period. These multiple budget references are combined and presented in
sum on the Form 78. For example, the below analysis shows the tracing for allotment line 4. A more detailed
discussion of the encumbrance comparison is presented in Section 6.

Figure 29- Form 78 KK Encumbrance Ledger [CC_APPR_EN]

Figure 30-Budget Period 2019 Budget Overview Screen
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KK Expenditure Ledger [CC_APPR_EX] (Element 7)
The KK Expenditure Ledger [CC_APPR_EN] divides the budget checked expenditures among the various
allotment lines. Allotment lines are groupings of account codes for budgetary purposes. Section 02-05 of the
Wisconsin Accounting Manual provides the relationship between account codes and their respective allotment
lines.
The agency reconciler should confirm the KK Expenditure Ledger [CC_APPR_EX] groupings by allotment line
(Figure 31) by tracing the amounts back to the appropriations budget overview screen (Figure 32) for the current
budget period.

Figure 31-KK Budget Authorizations, Revolving Appropriations.

The allotment lines are presented in sum on the Form 78 by budget period. There may be multiple budget
references within the current budget period. These multiple budget references are combined and presented in
sum on the Form 78. For example, the below analysis shows the tracing for allotment line 4. A more detailed
discussion of the encumbrance comparison is presented in Section 7 on page 55.

Amount on Form 78, Allotment Line A000004 [Figure 31]

551,643.64

Amount of Budget Overview, Budget Period 2019, Bud Ref 2018 [Figure 32]
Amount of Budget Overview, Budget Period 2019, Bud Ref 2019 [Figure 32]
Allotment Line A000004 Total

-453.00
552,096.64
551,643.64
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Figure 32-KK Budget Authorizations, Revolving Appropriations.

Negative expenditures, as shown on budget overview line 4 in figure 32, should be addressed by consulting
Section 07-05 of the Wisconsin Accounting Manual (WAM). Depending on an appropriation’s attributes it is
considered either a sum certain appropriation or a non-sum certain appropriation.
Because the appropriation in figure 32 is a non-sum certain appropriation the agency is instructed in Section 07-05
of the WAM to credit the expense to the appropriation and code of related expenditure. Movement of
expenditures between budget references requires consultation with the State Controller’s Office in order to
temporarily lift budgetary controls and process the necessary journal to move this expenditure into the correct
budget reference.
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Appropriation Attributes (Element 8)
The appropriation attributes are listed on the Form 78 screen in the upper right-hand side. While responsibility
for maintaining these attributes lies with both the State Budget Office and the SCO, the agency reconciler should
confirm that the attributes associated with the appropriation are accurate. Attributes highlighted in green in
figure 33 can be directly verified through comparison to Chapter 20, as shown in figures 34 and 35.
The ERU_INDICATOR can be verified based on the SCHEDULE_TYPE and Table 2 in this instruction guide
(page 3). In this example, because the SCHEDULE_TYPE is “all moneys received” the appropriations ERU
should be Revolving. The EXP_TYPE attribute can be verified through a more subjective process and utilizing
Table 3 in this instruction guide (page 3). For this example, given the language in Chapter 20 (figure 35),
specifically the phrase “for general program operations”, indicates that the most appropriate expense type is State
Operations.
The TOP_10 attribute refers to the top ten programs for GPR expenditures of the State and is utilized for
reporting in the States Annual Fiscal Report (AFR). The TOP_10 attribute should only be associated with
appropriations that have a FUND_SOURCE of GPR. Because this example is of a Segregated Fund, the TOP_10
attribute is, correctly, not utilized.
If the agency reconciler believes that the appropriations EXP_TYPE or TOP_10 attribute is misclassified, or if any
other attribute does not trace correctly to support in Chapter 20, please contact the SCO.

Figure 33-Form 78 Appropriation Attributes

State Controller’s Office | 40

Figure 34-Chapter 20 Appropriation Schedule; 20.245 (1)(r)

Figure 35-Chapter 20 Appropriation Language; 20.245(1)(r)
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Appropriation Summary (Element 10)
The appropriation summary is presented in the lower right-hand corner of the Form 78 screen and provides an
overview of the appropriation’s activity during the fiscal year. Many of the amounts utilized in the appropriation
summary are taken from other elements of the Form 78 screen.
The “Add: Transfers In” portion of the appropriation summary represents non-budgetary receipts transacted on
STAR account codes 0000060 and 0000070. These transfers usually occur due to statutory language directing a
transfer to occur between appropriations. The agency reconciler can verify the amount in the transfers in portion
by querying STAR for the trial balance within the appropriation on account codes 0000060 and 0000070 and
comparing against the Form 78.
The “Less: Transfers Out” portion of the appropriation summary represents non-budgetary disbursements
transacted on STAR account codes 0000010 and 0000020. These transfers usually occur due to statutory language
directing a transfer to occur between appropriations. The agency reconciler can verify the amount in the transfers
portion by querying STAR for the trial balance within the appropriation on account code 0000010 and 0000020
and comparing against the Form 78.
The “Closing Balance Continuing” portion of the appropriation summary is a calculated field which represents,
for a revolving appropriation, the closing statutory balance. This field is calculated in the fashion shown in figure
36.
The “Unliquidated Encumbrances (Info Only)” is shown in the appropriation summary to restate the amount of
encumbrances that the appropriation currently carries. Because encumbrances have not been disbursed from the
appropriation, they are not subtracted from the closing balance of the appropriation. The presentation of the
“Unliquidated Encumbrances (Info Only)” is shown below the closing balance continuing line to provide the
agency reconciler the encumbrances against the closing balance continuing.
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Figure 36-Form 78, Revolving Appropriation Summary
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Section 5
Verifying an Unassigned/Undetermined Appropriation Certification (Form 78)
This section of the instruction manual will provide a more step-by-step style approach to reviewing the various
elements of an unassigned/undetermined appropriation Form 78 and illustrate beneficial on system resources to
utilize in the verification process. The following elements will be subdivided and detailed in this section:
• Collected Revenue (Element 3)
• Appropriation Attributes (Element 6), and
• Appropriation Summary (Element 7)

Collected Revenue (Element 3)
Beginning in Fiscal Year 2019, the SCO began utilizing the collected revenue ledger group [CC_REVEST],
specifically the associated ledger for collected revenue [CC_REV_COL], in STAR to determine collected revenue.
In order to allow agencies to certify the status of their accounts receivable, and to draw out reconciliation
discrepancies between the ACTUALS ledger and the collected revenue ledger, the SCO has implemented a
‘Collected Revenue Reconciliation Adjustment’ field on the Form 78.
The revised presentation of the collected revenue element of the Form 78 for an unassigned/undetermined
appropriation is presented in figure 37.

Figure 37-Unassigned/Undetermined Form 78 Collected Revenue

The agency reconciler can take several steps to ensure that the amounts presented in the collected revenue
element are correct. For ‘Actuals Revenue’ the reconciler should query the general ledger for the trial balance of
all revenues in the given appropriation for the end of the fiscal year. This can be accomplished by querying on
accounting period 998 to ensure all transactional activity is capture in the query results. An illustration of this is
shown in figure 38. Note that the ‘Actuals Revenue’ of $961.86 on the Form 78 (figure 37) ties to the general ledger
result of $961.86 (figure 38).
In a similar fashion, the reconciler can query the general ledger for the ending accounts receivable balance. By
querying on accounting period 998 and isolating the correct account codes the reconciler can verify the ending
accounts receivable balance. An illustration of this is shown in figure 38. Note that the “Less: Ending A/R” of
$0.00 on the Form 78 (figure 37) ties to the general ledger result of $0.00 (figure 38).

State Controller’s Office | 44

The beginning accounts receivable is arrived at through querying the trial balance on the target appropriation on
account period 0. Accounting period 0 represent the beginning balance before transactions are processed and
posted in the fiscal year. An illustration of this is shown in figure 39. Note that the “Add: Beginning A/R” of $0.00
on the Form 78 (figure 37) ties to the general ledger result of $0.00 (figure 39).

Figure 38-Trial Balance Period 998 Accounts Receivable and Revenue Balance

Figure 39-Trial Balance Period 0 Accounts Receivable Balance

By taking the ‘Actuals Revenue’ and adding the change in accounts receivable (calculated as the beginning A/R
less the ending A/R) the amount of collected revenue can be imputed (shown in figure 37). This method of arriving
at collected revenue does not account for certain transactions that may represent accruals that are not revenues
that have been collected.

State Controller’s Office | 45

An in-depth explanation of the ‘Collected Revenue Reconciliation Adjustment’ is described in Section 8 of this
guide. The agency reconciler can verify the amount shown in ‘Collected Revenue from [CC_REV_COL] Ledger’
by searching within the CC_REVEST Ledger Group in budget overview. Configuring the budget overview
screen to search within the CC_REVEST Ledger Group is shown in figure 40.

Figure 40-Budget Overview search criteria to query collected revenue.

The results of this search are shown in figure 41. Note that the amount of collected revenue indicated in figure 41,
$961.86, matches the ‘Collected Revenue from [CC_REV_COL] Ledger’ amount of $961.86 in figure 37.
The difference between the ‘Collected Revenue from [CC_REV_COL] Ledger’ amount of $961.86 and the ‘Actuals
Collected Revenue (Imputed Amount)’ of $ 961.86 represents the ‘Collected Revenue Reconciliation Adjustment’.
Stated differently, this is the amount of revenue recorded as collected in the CC_REVEST ledger group in excess
of (short of if negative) the imputed collected revenue arrived at through the change in A/R analysis.
In the example utilized in this section the reconciliation amount is $0.00. Because the amount is $0.00 the
reconciler has further confidence that the Collected Revenue Ledger [CC_REV_COL] is appropriately reconciling
to the ACTUALS ledger.
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Figure 41-Budget Overview search results within CC_REVEST Ledger Group.
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Appropriation Attributes (Element 4)
The appropriation attributes are listed on the Form 78 screen in the upper right-hand side. While responsibility
for maintaining these attributes lies with both the State Budget Office and the SCO, the agency reconciler should
confirm that the attributes associated with the appropriation are accurate. Because unassigned/undetermined
appropriations do not directly tie back to an appropriation citation within Wisconsin State Statutes the attributes
associated with each appropriation are defaulted with certain values.
Unassigned/Undetermined appropriations all share the same attributes for the following:
• APPR_TYPE is set to “A”, Annual Appropriations
• ERU_INDICATIOR is set to “U”, Undetermined
• EXP_TYPE is set to “S”, State Operations
Unassigned/undetermined appropriations associated with the General Fund (S100) have appropriation numbers
that end in the alpha suffix “GE”. These appropriations should have a FUND_SOURCE of “GPR”, General
Purpose Revenue.
Unassigned/undetermined appropriations associated with tax revenue collections for the General Fund (S100)
have appropriation numbers that end in the alpha suffix “TX”. These appropriations should have a
FUND_SOURCE of “GPR”, General Purpose Revenue.
Unassigned/undetermined appropriations associated with tax revenue collections for a segregated fund (nonS100) have appropriation numbers that end in the alpha suffix “ST”. These appropriations should have a
FUND_SOURCE of “SEG”, Segregated Fund Revenue.
Unassigned/undetermined appropriations associated with Segregated Funds (non-S100) have appropriation
numbers that end is the alpha suffix “SE”. These appropriations should have a FUND_SOURCE of “SEG”,
Segregated Fund Revenue. This is illustrated in figure 42.
If the agency reconciler believes that an attribute on an unassigned/undetermined appropriation is incorrect,
please contact the SCO.

Figure 42-Form 78 Appropriation Attributes
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Appropriation Summary (Element 10)
The appropriation summary is presented in the lower right-hand corner of the Form 78 screen and provides an
overview of the appropriation’s activity during the fiscal year. Many of the amounts utilized in the appropriation
summary are taken from other elements of the Form 78 screen.
The “Add: Transfers In” portion of the appropriation summary represents non-budgetary receipts transacted on
STAR account codes 0000060 and 0000070. These transfers usually occur due to statutory language directing a
transfer to occur between appropriations. The agency reconciler can verify the amount in the transfers in portion
by querying STAR for the trial balance within the appropriation on account codes 0000060 and 0000070 and
comparing against the Form 78.
The “Less: Transfers Out” portion of the appropriation summary represents non-budgetary disbursements
transacted on STAR account codes 0000010 and 0000020. These transfers usually occur due to statutory language
directing a transfer to occur between appropriations. The agency reconciler can verify the amount in the transfers
portion by querying STAR for the trial balance within the appropriation on account code 0000010 and 0000020
and comparing against the Form 78.
The “Closing Balance Continuing” portion of the appropriation summary is a calculated field which represents,
for an unassigned/undetermined appropriation, the balance of revenues collected during the fiscal year. This
field is calculated in the fashion shown in figure 43.
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Figure 43-Form 78, Revolving Appropriation Summary
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Section 6
Detailed Review: Encumbrances
This section of the instruction manual will provide a more detailed review of encumbrances, why they appear on
the Form 78, and how to drill back into the underlying details that comprise the balance.

What is an encumbrance?
An encumbrance represents a reservation, or obligation, of available budget authority within an appropriation.
Encumbrances represent obligations of budget authority for future expenditures, most commonly through the use
of a purchase order. Because encumbrances are a reduction of an appropriation’s available budget authority, they
are represented on the Form 78 in order to allow the agency reconciler to verify that the amount of the
encumbrance, and its related impact on the closing balance, is correct.

Encumbrances on the Form 78
Using the example appropriation from Section 3 on page 17 (budget overview restated in figure 44), the following
observations can be made:
• In budget period 2019, $156,139.88 of encumbrances originated in fiscal year 2019 remain.
• In budget period 2019, $1,000.00 of carry over encumbrances originated in fiscal year 2018 remain.
• In total, appropriation 10100 has $157,139.88 in encumbrances in budget period 2019.

Figure 44-Budget Overview Screen
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In this example, the total encumbrance balance of $157,139.88 is supported by various purchase orders. To drill
into the specific purchase orders that comprise the encumbrance balance the reconciler can click on the individual
line amounts (e.g. 1,000.00 or 156,139.88) within the budget overview screen. Clicking this within the budget
overview screen will show the activity log of the amount (figure 45). Specifically, this will indicate the purchase
order IDs and Voucher IDs which show increases of encumbrance and decreases of encumbrance, respectively.
Checking the “Display open encumbrances only” will limit the activity log to only those purchase orders with
remaining encumbrance balances.

Figure 45-Activity Log Screen for an Encumbrance Balance

Drilling to Source Purchase Orders
Alternatively, agency reconcilers can utilize the public query WI_PO_ALL_DETAIL to search for purchase orders
on a certain appropriation. Using the ‘available encumbrance amount’ in this query’s results, the agency
reconciler can efficiently reconcile the Form 78 encumbrance amounts against the underlying purchase order
detail. The query results, as shown in figure 46, are filtered by only open purchase orders and illustrations the
underlying detailed purchase order IDs that comprise the encumbrance balances shown in the budget overview
screen (figure 44).
The agency reconciler should work with their respective procurement and purchasing staff to review these open
purchase orders and ensure that they are still valid and necessary. If a purchase order is determined to no longer
be necessary then is should be closed in order to reduce the total amount of encumbrances reported on both the
budget overview screen (figure 44) and the Form 78 (figure 12 on page 22).

State Controller’s Office | 52

Figure 46-WI_PO_ALL_DETAIL query results; filtered by open purchase orders.

To review individual purchase orders, the agency reconciler can navigate to the purchase order inquiry screen as
shown in figure 47. This screen shows the total amount of the purchase order, remaining encumbrance balance,
and, through additional interaction with the screen, the chartfields to which the purchase order was coded.
STAR Procurement has developed a toolkit entitled the STAR Procurement Year-End Close Toolkit. This toolkit
provides beneficial activities and checklists for agencies to reconcile their requisitions, reconcile their purchase
orders, reconcile their purchase order vouchers, and close purchase orders that should not be rolled forward into
the subsequent fiscal year. Agency reconcilers should ensure that their respective purchasing and procurement
staff are reviewing these resources to ensure that encumbrances are fairly and accurately reflected in the Form 78.
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Figure 47-Individual Purchase Order Inquiry Screen. Notations indicate useful information and further actions that can be taken.

Non-Purchase Order Encumbrances – Agency Responsibility
Some agencies have processes in place which create encumbrance journals or post amounts within the
CC_APPR_EN ledger outside of the creation of purchase orders. In these cases, the agency reconciler is still
responsible for understanding the underlying detail which comprises to total balance in the CC_APPR_EN ledger
as presented on the Form 78 (figure 12 on page 22).
In these cases, the agency reconciler may consider using the technique of reviewing the activity log (as shown in
figure 45) while also consulting with their purchasing and procurement staff to ensure that these encumbrance
amounts are valid and tie to underlying contracts to reserve budget authority. The STAR Procurement Year-End
Close Toolkit is another beneficial resource that should be consulted by agency reconcilers and procurement staff.
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Section 7
Detailed Review: Expenditures
This section of the instruction manual will provide a more detailed review of expenditures, why they appear on
the Form 78, and how to drill back into the underlying details that comprise the balance.

What is an expenditure?
Expenditure are amounts expended or disbursed for salaries, fringe, goods and services, debt service, aid
payments, and other special items. While the STAR system uses the term “expense(s)”, in governmental
accounting, expenditure is the more appropriate term to describe such amounts expended or disbursed.

Expenditures on the Form 78s
Using the example appropriation from Section 3 on page 17 (budget overview restated in figure 48), the following
observations can be made:
• $7,659,276.89 of expenditures occurred in fiscal year 2019.
• $1,258.74 of expenditures related to an encumbrance originated in fiscal year 2018 occurred in fiscal year 2019.
• In total, appropriation 10100 has $7,660,535.63 in encumbrances in fiscal year 2019.

Figure 48-Budget Overview Screen
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In this example, the total expenditures balance of $7,659,276.89 is supported by various transactions within STAR
including: accounts payable transactions, travel and expense report transactions, payroll journal transactions,
manual journal transactions, and various other transaction types. On the Form 78, the expenditures are presented
by allotment lines, drawing the amounts from the Ledger Group CC_APPROR (specifically the CC_APPR_EX
ledger) as shown in figure 49. Note that the expenditures presented on the Form 78 are not pulled from the
ACTUALS ledger.

Figure 49-Form 78 Expenditures, from CC_APPR_EX Ledger

KK vs. GL Reconciliation
Because these expenditure amounts are not pulled from the ACTUALS ledger (commonly referred to as “the
G.L.” or “the trial balance”), it is important that the CC_APPR_EX ledger is reconciled and in sync with the
ACTUALS ledger. This exercise is often referred to as the “KK to GL reconciliation”. This reconciliation is
centrally completed by the SCO; however, the agency reconciler can confirm the accuracy of this reconciliation by
comparing the general ledger trial balance against the Budget Overview screen and Form 78.
The general ledger trial balance presents amounts by account code (e.g. 8070000); therefore, it will be necessary to
summarize individual account codes by their respective allotment lines. Section 02-05 of the Wisconsin
Accounting Manual provides the relationship between account codes and their respective allotment lines. A
summarization of the trial balance by allotment line, with some specific account codes shown, is presented in
figure 50.
Agency reconcilers can manually run the trial balance by using the query WI_GL_LEDGER_BAL_RPT.
Alternatively, the SCO runs and uploads the trial balance daily to the STAR SharePoint site within the Year End
Processing folder. The link for this data is here.
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Figure 50-Ending Trial Balance, Filtered by Appropriation 10100, Account Type “E”, and grouped by Allotment Line

By comparing the amounts shown by allotment line on the Form 78 (figure 49) with the amounts in the general
ledger trail balance (figure 50) an agency reconciler can gain assurance that the CC_APPR_EX ledger is in sync
with the ACTUALS ledger. In this example, allotment lines 1 and 3 trace correctly, however allotment lines 2 and
4 do not. Typical causes of differences between the ACTUALS ledger and CC_APPR_EX ledger are timing
differences – namely when an item is budget checked (posting to the CC_APPR_EX ledger) but not yet posted
(posting to the ACTUALS ledger). In the case of this example these differences were anticipated because the data
was compiled in the middle of the fiscal year.
As transactional activity in the fiscal year ends the volume of these timing differences will decrease. If a
reconciler still notes differences between the ACTUALS ledger and the CC_APPR_EX ledger the following steps
may draw out these differences:
• Running the WI_GL_JRNL_NOT_POSTED query and reviewing journal that have not been posted. If
these journals have been budget checked (but not posted) a variance between the two ledgers will be
created.
• Reviewing and running suggested queries for year-end processing of travel and expense reports and
accounts payable items. These separate guides are posted on the SCO’s website within the year-end close
documentation (here).
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Throughout the fiscal year, as the SCO completes the KK vs. GL reconciliations agency staff are contacted and
alerted to any reconciling items identified. Should an agency need further clarification on KK vs. GL
reconciliations the SCO retains this support and can assist with answering questions.

Subjective Review of Expenditures – Compliance with Statutory Language
In addition to reconciling the dollar amounts of the various allotment lines presented on the Form 78, the agency
reconciler is also responsible for completing a subjective review of the expenditures based on the statutory
language of the appropriation. Figure 51 presents the Chapter 20 statutory language of the appropriation
previously reviewed in this section (alpha citation a), along with additional appropriation language for
illustration.

Figure 51-Excerpt of Chapter 20 Statutory Language

In the citation for the appropriation alpha (a) General program operations, the language indicates that the amounts
in the schedule are for general program operations. Because general program operations can encompass salaries,
fringe, and goods/services it would appear reasonable that allotment lines 1-4 would be utilized on this
appropriation. In contrast, it would appear unreasonable for debt service payments (allotment line 5) to appear
on this appropriation.
Similarly, in the citation for appropriation alpha (b) Wisconsin Black Historical Society and Museum, the language
indicates that the amounts in the schedule are for a grant to the Wisconsin Black Historical Society and Museum.
Because this appropriation is made for the purpose of granting funds, it can be anticipated that allotment line 6
(aids to individuals and organizations) would be utilized. No other allotment lines would appear reasonable
under this appropriation.
As a final example, in the citation for appropriation alpha (c) Energy costs; energy-related assessments, the language
indicates the amounts in the schedule are to pay for utilities, fuel, heat, etc. Given this language it would seem
appropriate that only allotment line 4 (supplies and services) would be used.
There may be exceptions to these general inferences and agency reconcilers should assess the reasonableness of
these exceptions when verifying the Form 78s.
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Section 8
Detailed Review: Accounts Receivable
This section of the instruction manual will provide a more detailed review of accounts receivable, why it appears
on the Form 78, and how to drill back into the underlying details that comprise the balance.

What are Accounts Receivable?
Accounts receivable are amounts owing on open account from private individuals, corporations, other
governments and other entities for goods and services rendered or grants and aids awarded. Within STAR,
accounts receivable are, collectively, the balances within account codes 1301000 through 1499000, except for
1352000 and including 1710000 (Federal Grants Receivable) and 1715000 (Federal Grants Unbilled Receivables.
Section 02-05 of the Wisconsin Accounting Manual details each of the account codes, including those considered a
part of accounts receivable.

Accounts Receivable on the Form 78 - Presentation
Accounts receivable, both the beginning balance (accounting period 0) and ending balance, are shown for the
calculations of the Beginning Statutory Balance and Collected Revenue (figure 52). Accounts receivable is
classified as an asset; therefore, it has a normal debit balance. If the balance is in a credit status this is considered
a non-normal balance. With the inclusion of the prefixes “Add:” and “Less:” for footing on the Form 78, it is
helpful to explain the debit or credit presentation of accounts receivable on the Form 78. Figure 53, on the next
page, corresponds to the asterisk (*) designations in figure 52.

Figure 52-Illustration of Accounts Receivable on the Form 78
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Figure 53-Form 78 Footnotes Regarding Accounts Receivable

Drilling into Accounts Receivable Balances
Pages 44 and 45 of this guide explain and illustrate how to query the general ledger to confirm the beginning and
ending accounts receivable balances. Beyond confirming the beginning and ending balances of accounts
receivable agency reconcilers are responsible for confirming that the underlying transactions that comprise the
balances are valid, in existence, and accurate. Below are additional instructions for drilling into the details of the
accounts receivable balances.
Account Code 1351000 “AR (Invoiced)” is a component of the overall accounts receivable balance and is the main
control account for bills generated and dispatched in the STAR system. This account code is debited when a bill
is generated and dispatched, and is credited when a bill is collected or removed. Because this is a system
integrated account, each of the respective billing items can be reviewed to confirm their accuracy. Using the
query WI_AR_AGING_RPT_V2 will provide an aging report of accounts receivables for review. Note that in this
example the $239.00 shown in figure 54 on account 1351000 ties to the item detail of $239.00 queried in
appropriation 16300 in figure 55.
Agency reconcilers should work with their billing, accounts receivable, or depository staff to confirm that these
outstanding accounts receivable items are accurate and still in existence. Agency reconcilers should pay
particular attention to accounts receivable items that were originated over a year ago and show no payment
history. If accounts receivable items are determined to be no longer valid and need to be written off the
appropriate STAR system guide should be reviewed. STAR connection, the repository of STAR job aids, should
be consulted searching for the term “billing” and selecting the appropriate guide.

Figure 54-Trial Balance Period 998 Accounts Receivable Balance
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Figure 55-WI_AR_AGING_RPT_V2 Accounts Receivable Aging Query

Other account codes within the accounts receivable range (as described on page 59) besides the 1351000-acccount
should also be reviewed by agency reconcilers. This review can be performed using the query
WI_GL_JOURNAL_ACTIVITY_RPT to review posted journal activity. An illustration of this is shown in figure
56. The query results are organized into a pivot table and grouped by account code for easier analysis.

Figure 56-WI_GL_JOURNAL_ACTIVITY_RPT Accounts Receivable Items

Agency reconcilers are responsible for confirming the existence of accounts receivable items that appear in the
ending balance. For non-1351000 account code items this will require agency reconcilers to review their
respective agency business practices to confirm that the transactions which give rise to accounts receivable
balances are correct and supported by underlying amounts owed to the state. By reviewing STAR journal ids,
agency business practices, and other legacy agency records, the reconciler should confirm the existence of
accounts receivable items.
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Section 9
Detailed Review: Collected Revenue
This section of the instruction manual will provide a more detailed review of collected revenues, why they appear
on the Form 78, and how to drill back into the underlying details that comprise the balance.

What is Collected Revenue?
Revenue is the inflow of economic resources, most commonly resulting from the delivery of a good or service, or
from the award of grant moneys. The term “collected” preceding the term “revenue” indicates that the revenue
has been received and is in the custody of the state. If the state has booked revenue but not yet taken custody the
revenue (booked an accrual of revenue) the revenue is deemed to be “recognized”.
Financial transactions in STAR are organized into various ledger groups, each ledger group is composed of
various associated ledgers. As transactions are processed in STAR, especially through the Billing module, these
ledgers are impacted at different points in time. The following scenario helps to detail the contrast between
recognized and collected revenue and how they impact various STAR ledgers.
Scenario: A State of Wisconsin agency generates a bill through the STAR Billing module for services rendered to an external
entity in the amount of $250.00. Subsequent to billing, the external entity pays the agency and the agency collects, deposits,
and closes the bill for the full amount of $250.00.

Figure 57-Scenario demonstrating the difference between recognized and collected revenue and the impacted STAR ledgers.

Because the State of Wisconsin adheres to a statutory basis of accounting, the distinction between recognized
revenue and collected revenue is important for financial reporting. Therefore, it is necessary for agency
reconcilers to review the collected revenue as reported on the Form 78.
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Collected Revenue on the Form 78
Prior to fiscal year 2019, the SCO calculated and presented collected revenue on the Form 78 by assessing the
change in accounts receivable and adding this to the revenue recorded in the ACTUALS ledger. In addition, for
accrual entries (accounts receivable entries) which did not correspond to revenue account codes the SCO adjusted
total collected revenue through a ‘Non-Revenue A/R Adjustment’. This method, in theory, would calculate total
collected revenue within an appropriation though imputation. An illustration of the Form 78 collected revenue
screen from fiscal year 2018 is shown in figure 58.

Figure 58-Fiscal Year 2018 Form 78 Collected Revenue

While this method, in theory, arrives at collected revenue it does not utilize the STAR system in the best manner
to report collected revenue. Namely, the method shown in figure 58 does not utilize the CC_REV_COL ledger. In
crafting a revised collected revenue section for the Form 78 in fiscal year 2019 the SCO sought to achieve the
following: (1) retain and report accounts receivable on the Form 78 in order to allow agency reconcilers to verify
these amounts; and, (2) present a comparison between the imputed collected revenue and the CC_REV_COL
ledger. As shown in figure 59, the revised collected revenue section of the fiscal year 2019 Form 78 accomplishes
these objectives.

Figure 59-Fiscal Year 2019 Form 78 Collected Revenue

For a review on how to trace back to the numbers presented in the fiscal year 2019 Form 78 collected revenue
section review pages 32-35 of this manual. This section will focus on reviewing the ‘Collected Revenue
Reconciliation Adjustment’ line and typical examples of items that may cause this number to be a non-zero
amount.
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Collected Revenue Reconciliation Adjustment
An amount besides $0.00 in the ‘Collected Revenue Reconciliation Adjustment’ indicates that there are
discrepancies between the imputed collected revenue, which uses the Actuals ledger and change in accounts
receivable, and the CC_REV_COL ledger. The following paragraphs detail specific causes of these discrepancies
and the steps agency reconcilers should take to research and correct these items.
Note: It may be appropriate that a reconciling amount exists due to agency business processes. The agency reconciler should
ensure documentation on the agencies business processes is retained and supports the reconciling amount on the Form 78.
When agencies process journal entries, one of the options they select on the journal header page is the
Commitment Control Amount Type “KKA-Type” (shown in figure 60). Prior to April of 2019 this was, by default,
set to “Actuals and Recognized”; in early April of 2019 this default option was changed to “Actuals, Recognize
and Collect”. The selection of the KKA-Type determines which commitment control ledgers will be impacted
when the journal is budget checked.
If the “Actuals and Recognized” radio button is selected the ACTUALS and CC_REV_REC ledger will be
impacted. Note that the collected revenue ledger (CC_REV_COL) will not be impacted. If the “Actuals,
Recognized and Collect” radio button is selected the ACTUALS, CC_REV_REC, and CC_REV_COL ledgers will
be impacted. These selections and ledger impacts are noted in figure 60. Depending on the accounts debited and
credited in the journal lines along with the KKA-Type selected, the Actuals ledger may become out of sync with
the collected revenue ledger (CC_REV_COL).

Figure 60-Illustration of Commitment Control Amount Type (“KKA-Type”) Options
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This concept of the actuals and collected revenue ledger becoming out of sync is best illustrated through an
example, see figure 61.
Scenario: A State of Wisconsin agency enters, budget checks, and posts a journal entry which moves miscellaneous revenue (account code
5920000) from its appropriation 13200 to appropriation 16300 to correct an identified error in a manner consistent with state statutes and
accounting policy. The agency’s journal debits revenue account code 5920000 in appropriation 13200 and credits revenue account code
5920000 in appropriation 16300, both for $250.00. The below illustrations differentiate the impact of selecting different Commitment
Control Amount Types (“KKA-Types”) in the journal and assumes the Actuals and CC_REV_COL were in sync prior to this journal
processing.

Figure 61-Illustration of Commitment Control Amount Type (“KKA-Type”) Selection Impacts on Ledgers

Note that in outcome #1, the reconciliation adjustment amount is -$250.00; however, in outcome #2 the
reconciliation adjustment amount is $0.00. This difference in the reconciliation adjustment amounts is caused by
the selection of the KKA Type. In outcome #2, because “Actuals, Recognized and Collect” is selected the
CC_REV_COL is updated to reflect the additional $250.00 in revenue credited to appropriation 16300 whereas in
outcome #1 it is not.
Because the default of “Actuals and Recognized” was set prior to April of 2019, the SCO has prepared and
maintained a register of manual journal entries in which agency staff selected the KKA-Type of “Actuals and
Recognized”. The SCO anticipates that most of these journal entries should have had the KKA-Type of “Actuals,
Recognized and Collect” selected; especially if they are exclusively related to revenue accounts. In a similar
fashion the SCO is reviewing journal entries which have accounts receivable account codes (as defined on page
59) and the KKA-Type of “Actuals, Recognized and Collect” was selected. These entries are also being compiled
into a register to itemize the journal entries and record subsequent actions taken.
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Because the items in this register fall into a few different categories the SCO may be contacting agency staff, as
necessary, to process correcting entries to appropriate ledgers as necessary. This register is available for the agency
reconcilers to review the SCO’s actions on particular journals meeting the criteria described above.
Additional items that may cause a reconciling difference between the Actuals ledger and the CC_REV_COL
ledger are described below. The below items are going to be centrally handled by the SCO, therefore the amount
of detail surrounding these items is more limited in this guide.
Similar to the timing differences between the KK and GL (as described on pages 56-58) timing differences
between the Actuals Ledger and the CC_REV_COL ledger may exist. As the year ends and transactional activity
within the prior fiscal year ends these timing differences should be minimized.
Certain intraunit bills within an agency may cause a variation between the Actuals ledger and the CC_REV_COL
ledger. The SCO will investigate these items and make the adjusting entries necessary.
Selected ZBA banking accounts utilize template that cause a variation between the Actuals ledger and the
CC_REV_COL ledger to occur. SCO will investigate these items and make the adjusting entries necessary.
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Section 10
FAQ and Contact List
This section provides frequently asked questions with answers and a SCO contact list for help with verification of
the Form 78s.

Frequently Asked Questions
•

I’ve accidently verified one of my agency’s Form 78s, can this be undone?
o Yes; review the contact list and contact the SCO

•

I have legacy A/R that I cannot find support for. What should I do?
o The SCO may be able to research in the WiSMART data tables and FIRSt system to provide
additional information. Review the contact list and contact the SCO.

•

I am having trouble understanding the ‘Collected Revenue Reconciliation Adjustment’ on an appropriation?
o Consult section 9, pages 62-66 for a detailed review of collected revenue. If you still need
assistance contact the SCO using the contact listing on page 68.
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State Controller’s Office Contact List – General Help
The State Controller’s Office has assigned liaisons to agencies. This documentation and contact information is
available here.

State Controller’s Office Contact List – Form 78 Help
The following staff can assist agencies when verifying Form 78s. Topical areas are associated with individual
staff to direct questions to the most appropriate point of assistance.
SCO Staff:
Karolyn Cassidy
Karolyn.Cassidy@wisconsin.gov

Best Topical Areas:
General Support
Agency Instruction Guide Revisions/Comments/Feedback

Bill Newman
Bill.Newman@wisconsin.gov

Beginning Statutory Balance
Statutory Balance Adjustments

Troy Syverud
Troy.Syverud@wisconsin.gov

Collected Revenue
KK Items (Budget, Encumbrance, Expenses)

Cory Faber
Cory.Faber@wisconsin.gov

KK vs. GL Reconciliation
Encumbrance Research (Purchase Orders)
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