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Indebtedness Reports: Introduction

There are two reports that you can create and print from the Indebtedness Reports section. The
following pages will define each report and provide instructions for printing each one. In addition,
this chapter will explain how to use the Export feature on the print preview (Report Viewer screen).

Accessing the Indebtedness Reports Section

To access the Indebtedness Reports Section, click on the Reports tab (circled) in the Task Bar, then
click on the Indebtedness icon (boxed). The Indebtedness Reports screen will appear, listing all the
reports you can create and print.
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Indebtedness 11:07 AM

Report Name

Indebtedness Activity
Schedule 6 - Statement of Indebtedness

To select the report you want to create, highlight the report name and click the Run button at the
bottom of the Indebtedness Reports screen.
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Indebtedness Reports: Printing the Indebtedness Activity Report

The Indebtedness Activity Report is designed to provide you with the information on the principal
payments on the outstanding debt. This report should be printed and compared to the indebtedness
statements received.

To print an Indebtedness Activity report, highlight Indebtedness Activity on the Indebtedness Report
Name screen and click the Run button (see previous page).

Indebtedness Activity

Select Date Range
Start Date | 01012016 [+]

End Date | 08/142016  []

Preview H Close |

On the Indebtedness Activity screen:

e Enter the beginning date for the Indebtedness Activity to be included in this report in the
Start Date field, or use the calendar by clicking on the down arrow at the end of the field.

e Enter the ending date for the Indebtedness Activity to be included in this report in the End
Date field, or use the calendar by clicking on the down arrow at the end of the field.

e Click the Preview button and the print preview (Report Viewer screen) will appear.
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Indebtedness Reports: Printing the Indebtedness Activity Report
(continued)

After reviewing the preview, click on the Printer icon (circle, left) to begin printing the report. To
close the print preview screen, click the red “X” (circle, right).

,
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Main Report |

7575018

Neve Township
Indebtedness Ahity Report
1/1/2016 To6/14/2016

Outstanding
Beginning of
Bonded Indebtedness Period

General Dbligation
Pl ow Truck Bond $10,000.00
02/23/2016 $5,000.00

= 000,00 $5,000.00

Tax Increment Bonds

special Assessment Bonds

General Obligation Revenue Bonds
SewerRevenue Bond $10,000.00 $10,000.00
$10,000.00

Revenue Bonds

Total Bonded Indebtedness 0,000.00 . £25,000.00

Other Long Term Debt
Plow Truck Loan $24,800.00 $24,800.00
$24,50000

short Term Debt
Operating Loan $500.00 $500.00
$500.00

Total Indebtedness $45,300.00 0 .| $75,600.00

Current Page Mo.: 1 Total Page No.: 1 Zoom Factor: 100%
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Indebtedness Reports: Printing the Indebtedness Activity Report

(continued)

After clicking on the Printer icon, the Print screen appears.

-
= Print

==

General | Layout

Select Printer

B P (aceriet 4350 PCLG

o= Send To OneNote 2010

5 PDF Complete
]

| Location
Comment:

Page Range
@ Al

Selection

=0 Microsoft XP5S Document Writer

Status: Ready

3

Printto file | Preferences
Find Printer...

Mumber of copies: 1 5
Cument Page
15 Collte |
" . 111 521 3/3
Enter eithier a single page number ar a single F F F

page range. For example, 5-12

[ Print H Cancel H Apphy

By clicking the Pages radio button (circled, left), you can choose to print only certain pages of the
report. The Number of copies box (circled, right) allows you to enter the number of copies you

would like printed. After selecting the printer details, click on the Print button to begin printing the

report.

To close the report:

o Click the red “X” icon on the Report Viewer screen (previous page).

. Click the Close button on the Indebtedness Activity screen.
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Indebtedness Reports: Printing the Indebtedness Activity Report

(continued)

Sample Indebtedness Activity Report

New Township
Indebtedness Activity Report

Report Version: 03/27/2015

Page -1 of 1

1112016 to 611472016
Outstanding Outstanding
Bonded Indebtedness Beginning of Issued Date Paid Amount Paid End of
Period Period
General Obligation
Plow Truck Bond $10,000.00 $0.00
02/23/2016  § 5,000.00 $5,000.00
Tax Increment Bonds
Special Assessment Bonds
General Obligation Revenue Bonds
Sewer Revenue Bond $10,000.00 50.00 0.00 $10,000.00
Revenue Bonds
Total Bonded Indebtedness $20.000.00 50.00 5$0.00 $20,000.00
Other Long Term Debt
Plow Truck Loan $24,800.00 50.00 0.00 $24,800.00
Short Term Debt
Operating Loan $500.00 50.00 0.00 $500.00
Total Indebtedness $45.300.00 $5,000.00 $40,300.00

Office of the State Auditor



CTAS User Manual 19-6

Indebtedness Reports: Printing the Schedule 6 - Statement of
Indebtedness

The Statement of Indebtedness displays the outstanding indebtedness for the fiscal year selected.
Schedule 6 is a required part of the financial statements for cities. Towns also should include
Schedule 6 as part of their financial statements when they have outstanding indebtedness.

To print a Statement of Indebtedness, highlight Schedule 6 - Statement of Indebtedness on the
Indebtedness Report Name screen (see page 19-1 for instructions) and click the Run button.

Schedule 6 - Statement of Indebtedness

Fiscal Year 2016 =

-

| Preview || Close

To view the indebtedness report:
e To change the fiscal year, enter the year or click the up or down arrow next to the fiscal year.

e Click the Preview button. The print preview (Report Viewer screen) appears, as shown on
the next page.
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Indebtedness Reports: Printing the Schedule 6 - Statement of
Indebtedness (continued)

After reviewing the preview, click on the Printer icon (circled, left) to begin printing the report.
(See page 19-4 for printing instructions)

r £ N
a; CTAS Report Viewer . =] iy
P~ & N
‘5@ v By 1 T
Main Report
SCHEDULE & i
New Township
STATEMENT OF INDEBTEDMESS
For the Year Ended December 31, 2016
Final Maturity Outstanding Issued in Paid in Outstanding
Bonded Indebtedness Interest Rate  Issue Date Date Jan 1, 2016 2016 2016 Dec 31, 2016
General Obligation*
Plow Truck Bond 3.40 07/21/2014  03/24/2030 5$10,000.00 50.00 $5,000.00 $5,000.00,
TotalGeneral Obligation* $10,000.00 $0.00 $5,000.00 $5,000.00
Tax Increment Bonds
50.00 $0.00 50.00 $0.00
TotalTax Increment Bonds $0.00 $0.00 $0.00 $0.00
Special Assessment Bonds
50.00 $0.00 50.00 $0.00
TotalSpecial Assessment Bonds $0.00 $0.00 $0.00 $0.00
General Obligation Revenue Bonds
Sewer Revenue Bond 3.50 07/21/2014  12/18/2024 $10,000.00 $0.00 50.00 $10,000.00
TotalGeneral Obligation Revenue Bonds £10,000.00 50.00 50.00 £10,000.00
Revenue Bonds E
50.00 50.00 50.00 50.00
TotalRevenue Bonds $0.00 $0.00 $0.00 $0.00
Total Bonded Indebtedness §20,000.00 $0.00 $5,000.00 $15,000.00
Other Long Term Debt
Plow Truck Loan 250 04/23/2014  04/23/2024 $24,800.00 50.00 50.00 $24,800.00
TotalOther Long Term Deb 524,800.00 50.00 50.00 524,800.00
Short Term Deht
Operating Loan 9.30 07/21/2014  10/23/2014 $500.00 50.00 50.00 $500.00
TotalShort Term Debt 5500.00 50.00 50.00 5500.00
Total City Indehtedness $45,300.00 $0.00 $5,000.00 $40,300.00
fal [b] [cl
Hte:
[*] Special Assessment Bonds and Revenue Bonds with Genersl Obligetion bading should not be dassified as General Obliggtion Bonds
[2] The Jan 1 balance should agree with the Dec31 balance of the prioryear.
[b] Amounts paid should agree withthe amourts shown as pindpal paid on Sthedule2 andd.
[c]Bonds Maturing Januand, which are paid on or before Decembesl, should notbe includedin the balance outsanding at Decembesl
Repart Last Updated 08,/29,/2014 Page 1of 1
Current Page No: 1 Total Page No.: 1 Zoom Factor: 115%

To close the report:

e Click the red “X” icon (circled, right) on the Report Viewer screen.

e Click the Close button on the Schedule 6 — Statement of Indebtedness screen.
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Indebtedness Reports: Printing the Schedule 6 - Statement of
Indebtedness (continued)

Sample Schedule 6 - Statement of Indebtedness Report

SCHEDULE 6
e Towriship
STATEMENT OF INDEBTEDNESS
For the ‘Year Ended December 31, 2016
Final Maturity Outstanding Issued in Paid in Outstanding

Bonded Indebtedness Interest Rate Issue Date Date Jan 1, 2016 2016 2016 Dec 31, 2016
General Obligation*

Plow Truck Bond 3.40 07/21/2014 09/24/2030 $10,000.00 50.00 55,000.00 $5,000.00
TotalGeneral Obligation® 510,000.00 50.00 $5,000.00 $5,000.00
Tax Increment Bonds

50.00 50.00 50.00 50.00
TotalTax Increment Bonds 50.00 50.00 50.00 50.00
Special Assessment Bonds

50.00 50.00 50.00 50.00
TotalSpecial Assessment Bonds 50.00 $0.00 50.00 50.00
General Ohligation Revenue Bonds

Sewer Revenue Bond 3.50 07/21/2014 12/18/2024 $10,000.00 S0.00 50.00 $10,000.00
TotalGeneral Obligation Revenue Bonds 5$10,000.00 50.00 50.00 $10,000.00
Revenue Bonds

50.00 50.00 50.00 50.00

TotalRevenue Bonds 50.00 50.00 50.00 50.00

Total Bonded Indebtedness $20,000.00 50.00 $5,000.00 $15,000.00
Other Long Term Debt

Plow Truck Loan 2.80 04/23/2014 04/23/2024 524,800.00 S0.00 50.00 524,800.00
TotalOther Long Term Debt 524,800.00 50.00 50.00 524,800.00
Short Term Debt

Dperating Loan 9.30 07/21/2014 10/23/2014 5500.00 50.00 50.00 5500.00
Totalshort Term Debt 5500.00 50.00 50.00 $300.00

Total City Indebtedness $45,300.00 $0.00 $£,000.00 $40,300.00

[a] k] [el

Hote:
[*]$pecial AssessmentBonds and Rewvenue Bonds with General Obligation badking should not be dassified as General Obligation Bonds
[a] The Janl balance showld agree with the Dec31 balance of the prioryear,
[b] Amounts paid should agree with the amourts shown as pindpal paid on Schedule? andd
[c] Bonds Maturing Januand, which are paid on or before DecembefL, should notbe included in the bal ance ous@anding at DecernbelS1

ReportLast Updated 08/29,/2014 Page Lof 1
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Indebtedness Reports: Creating a PDF Version of a Report

This section will explain how to create a PDF version of a report and describe how to view the report
it creates.

The Export Report icon (circled) is located on the far left of the top bar of the print preview (Report
Viewer) screen. By using the Export Report icon, you can print a report to a Portable Document
Format (PDF), which can be viewed in free Acrobat Reader software, or to another format. A PDF
file can be attached to an e-mail, and anyone with a PDF reader can open the file.

To convert a report to a PDF file, click the Export report icon (circled) on the Report Viewer screen.
For our example, we will use the Schedule 6 - Statement of Indebtedness report.

r
JACTAS Report Viewer S=AtEg X
i
&)a & & 1 na -
fin Report
SCHEDULE 6 i
New Township
STATEMENT OF INDEBTEDNESS
For the Year Ended December 31, 2016
Final Maturity Outstanding Issued in Paid in Outstanding
Bonded Indebtedness Interest Rate Issue Date Date Jan 1, 2016 2016 2016 Dec 31, 2016
General Obligation*
Plow Truck Bond 3.40 07/21/2014 03/24/2030 510,000.00 $0.00 $3,000.00 $5,000.00;
TotalGeneral Obligation* $10,000.00 50.00 $5,000.00 $5,000.00
Tax Increment Bonds
$0.00 $0.00 50.00 $0.00
TotalTax Increment Bonds $0.00 $0.00 $0.00 $0.00
Special Assessment Bonds
50.00 50.00 50.00 50.00
TotalSpecial Assessment Bonds $0.00 50.00 $0.00 $0.00
General Ohligation Revenue Bonds
Sewer Revenue Bond 3.50 07/21/2018  12/18/2024 $10,000.00 $0.00 $0.00 $10,000.00
TotalGeneral Gbligation Revenue Bonds $10,000.00 50.00 $0.00 §10,000.00
Revenue Bonds
50.00 50.00 50.00 50.00
TotalRevenue Bonds 50.00 50.00 50.00 50.00
Total Bonded Indebtedness $20,000.00 $0.00 $5,000.00 $15,000.00
Other Long Term Debt
Plow Truck Loan 290 04/23/2014 04/23/2024 524,800.00 50.00 50.00 $24,800.00
TotalOther Long Term Dekt 524,800.00 50.00 50.00 524,800.00
Short Term Debt
Operating Loan 9.30 07/21/2014 10/23/2014 $500.00 $0.00 50.00 $500.00
TotalShort Term Debt $500.00 $0.00 50.00 $500.00
Total City Indebtedness $45,300.00 $0.00 45,000.00 $40,300.00
[a] [6] [c]
Hote:
[*]$pedial AssessmentBonds and Revenue Bonds with General Obligation badking should not be dassified as General Obligation Bonds
[a] The Jan1 balance should agee with the Dec31 balance of the prioryear,
[b]Amounts paid should agree with the amounts shown as prindpal paid on Schedule2 ands.
[c]Bonds MaturingJanuand, which are paid on or before Decembel, should notbe included inthe bal ance outstanding at Decembel
Report Last Updated 08,23/2014 Page 1of 1
Current Page No: 1 Total Page No.: 1 Zoom Facter: 115%
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Indebtedness Reports: Creating a PDFE Version of a Report (continued)

After clicking on the Export Report icon, the Export Report screen appears.

ol Export Report - &J
I\;_/”\;.JI . » Newfolder (13) » Financial Reports - | +3 | | Search Financial Reports 2|
Organize + Mew folder EEES @

- Eavori *  MName . Date modifi
[ Favorites

Bl Desktop | Investrnent Activity Report June 2016.pdf 6,/14/2016 9

4. Downloads 3 ) Report.pdf 6/14/2016 9

= Recent Places f
, GID

=l Libraries
3 Documents

J Music
= Pictures ad]| *
File name: | g e -
I Save as type: IPDF(*.pde v‘
D —
4 Hide Folders 1’ Cancel

h——

To export the file to your computer:

e Select where on your computer you would like to save the PDF; change the file name if
desired.

e Click the down arrow (boxed) at the end of the “Save as type” field and select PDF
(*.pdf).

e Click the Save button (circled) to save the file at that location. The Export Report box

will appear.

r ~
Export Report &J

IOI Export completed.

Click OK to return to Report Viewer screen. To close the printing of the report, click the red “X”
icon on the Report Viewer screen.

To view the file:
e Browse to the location where the file was previously saved.

e Once you’ve found the saved file, double-click on the file.

e The file will open as a PDF document.

Office of the State Auditor



CTAS User Manual 19-11
Indebtedness Reports: Exporting a Report to a CSV File

CTAS allows you to export your data to a CSV file. The CSV ("Comma Separated Values") file
format is used by many spreadsheet applications, including Microsoft Excel. Many CTAS users
export data to CSV files to give them flexibility in analyzing and presenting their entity’s data.

Most of the reports you can print in CTAS can also be exported to a CSV file. To convertareportto
a CSV file, click the Export report icon (circled) on the Report Viewer screen. For our example, we
will use the Statement of Indebtedness Report.

| LTS Repart Viewer S ‘.:..EL o
<5 By 1 nog e -
in Repart
SCHEDULE 6 B
MNew Township
STATEMENT OF INDEBTEDMESS
For the Year Ended December 31, 2016
Final Maturity Outstanding Issued in Paid in Outstanding
Bonded Indebtedness Interest Rate |ssue Date Date Jan 1, 2016 2016 2016 Dec 31, 2016
General Obligation*
Plow Truck Bond 3.40 07/21/2014 09/24/2030 510,000.00 $0.00 5$5,000.00 $5,000.00;
TotalGeneral Obligation™ $10,000.00 $0.00 $5,000.00 §5,000.00;
Tax Increment Bonds
$0.00 $0.00 50.00 $0.00
TotalTax Increment Bonds $0.00 $0.00 $0.00 $0.00
Special Assessment Bonds
$0.00 $0.00 $0.00 $0.00
TotalSpecial Assessment Bonds $0.00 $0.00 $0.00 $0.00
General Obligation Revenue Bonds
Sewer Revenue Bond 3.50 07/21/2014 12/18/2024 510,000.00 50.00 50.00 5$10,000.00
TotalGeneral Obligation Revenue Bonds 5$10,000.00 50.00 50.00 $10,000.00
Revenue Bonds
$0.00 $0.00 $0.00 $0.00
TotalRevenue Bonds $0.00 $0.00 $0.00 $0.00
Total Bonded Indebtedness $20,000.00 $0.00 4$5,000.00 $15,000.00
Other Long Term Debt
Plow Truck Loan 2.90 04/23/2014 04/23/2024 $24,800.00 $0.00 50.00 $24,800.00
TotalOther Long Term Debt $24,800.00 50.00 $0.00 §24,800.00
Short Term Debt
Operating Loan 9.30  07/21/2014 10/23/2014 5500.00 50.00 50.00 $500.00
TotalShort Term Debt 5500.00 50.00 50.00 5500.00
Total City Indebtedness $45,300.00 $0.00 45,000.00 $40,300.00
[a] [b] [c]
Mote:
[*]Spedial AssessmentBonds and Revenue Bondswith General Obligetion badking should not be dassified as General Obligeton Bonds
{a] The Jan] balance should agree with the Dec31 balance of the prioryear
[blAmounts paid should agree with the amournts shovn a5 pindpal paid on Sthedule2 ands.
[c] Bonds MaturingJanuand, which are paid on or before DecembeSl, should notbe included inthe bal ance outstanding at Deembedl
ReportLast Updated 08,/29,2014 Page 1of 1
Current Page No.: 1 Total Page No.: 1 Zoom Factor: 115%
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Indebtedness Reports: Exporting a Report to a CSV File (continued)

The Export screen will appear.

o5 Export Report —E3—]
U@v‘ . v Mew folder - |6? ‘ | Search New folder 2|
Organize » Mew folder d= - 'é"

45 Favorites Name Date modified Type Size
M Desktop No items match your search.
4 Downloads
= Recent Places
4[5 Libraries
3 Documents
-, Music
)| New folder
[&=] Pictures
BB Videos
File name:  Statement of Indebtedness -
I Save as type: | Character Separated Values (C5V) (*.csv) - ‘
“ Hide Folders ([ s D[ coneel
L

To export the file to your computer:

e Select where on your computer you would like to save the Excel file; change the file
name if desired.

e Click the down arrow (boxed) at the end of the “Save as type” field and select CSV
(*.csv).

e Click the Save button (circled) to save the file at that location. The Export Report box
will appear.

Export Report &J

[0] Export completed.

Click the OK button to return to Report Viewer screen. Click the red “X” icon on the Report Viewer
screen to close.

To view the file:
e Browse to the location where the file was previously saved.

e Once you’ve found the saved file, double-click on the file.

e The file will open as a CSV document.
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