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Working Trial Balance Instructions 

 
Working Trial Balance (WTB) is an Access database that serves two purposes. First, the WTB database provides the trial 

balance to import into Form30.mdb (refer to instructions for Form30.mdb).  Second, the WTB database is used to provide 

various reports to support state agencies and component units with fulfilling CAFR requirements.  SFRS updates the 

WTB database on the web each time a batch of post-closing adjustments is processed.  SFRS notifies SWFS contacts via 

email when the WTB is updated on the web. 

 

Getting Started 

 

1. Download the WTB Access database from the SFRS website and save on local drive.  The WTB database file on 

the web is a zip file.  The zip file contains two versions of the database, “WTB” for users of Access 2007/2010 

and “WTB 2003” for users of Access 2003.  It must be extracted from WinZip and saved as an Access file before 

using. 

 

2. Once the database is saved locally, double click on the Access file to open the WTB database.  A dialog box 

should appear asking if you want to Open the file or Cancel the operation.  Click Open to open the database. 

 

 
 

3. Once the database is open, reports will be listed as indicated by the small green icon to the left of each report name. 
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Using the Reports 

 

1. To run a report, double click on the name of the report.  A box will appear asking you to “Enter OLO”.  Enter the 

six digit OLO and click OK.   
 

 
 

 

 

 

2. After clicking OK, the report for the OLO entered should populate the screen. To view the multiple pages of the 

report, click on the right facing arrow in the bottom left corner of the screen. 
 

 
 

3. To close out of a report, click the small X in the upper right hand corner of the screen.  This will take you back to 

the Reports tab on the main database screen. 
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4. Note that some reports may take a minute or two to display as the queries supporting the report execute.  If a 

report does not display immediately, monitor the “running query” status bar in the lower right corner of Microsoft 

Access.  

 

Reports Available 
 

1. Adjustment Report 

 Post closing adjustments by OLO 

 

2. Atypical Report 

 Report by OLO of all general ledger code balances that are atypical (e.g. a receivable GL with a credit 

balance rather than the typical debit balance; a revenue GL with a debit balance rather than the typical credit 

balance) 

 Can be utilized to support compliance with SWFS Compliance Checklist Item #14 – Analytical Procedures 

 

3. Checklist Item #1 – Balance Report 

 Report by OLO of all funds that are out of balance 

o Sum of general ledger codes 1XXXX through 7XXXX does not equal zero 

o Sum of general ledger codes 8XXXX and 9XXXX does not equal zero 

 Can be utilized to support compliance with SWFS Compliance Checklist Item #1 – Funds in Balance 

 
4. Checklist Item #6 – Equity Check Report 

 Report by OLO of funds for which the sum of current year 5XXXX accounts does not equal prior year ending 

equity (sum of 5XXXX, 6XXXX and 7XXXX accounts) 

 Can be utilized to support compliance with SWFS Compliance Checklist Item #1 – Fund Beginning Equity 

 
5. Checklist Item #12 – Capital Asset Report 

 Report by OLO of checklist item #12 general ledger codes for which the sum of operating account balances 

(GL 10, 20, 30, and 40) does not equal the capital asset fund balance (SWGF=80) 

 Can be utilized to support compliance with SWFS Compliance Checklist Item #12 – Capital Asset Fund 

Accounts 

 
6. Checklist Item #13 – Long-Term Debt Report 

 Report by OLO of checklist item #13 general ledger codes for which the sum of operating account balances 

(GL 10, 20, 30, and 40) does not equal the long-term debt fund balance (SWGF=90) 

 Can be utilized to support compliance with SWFS Compliance Checklist Item #13 – Long-Term Debt Fund 

Accounts 

 
7. Discretely Presented Component Unit Forms 

 Report by OLO with information regarding component unit forms due 

o Lists each applicable fund per form and applicable general ledger code balances per fund 

 

8. Forms Due Report 

 Report by OLO with information regarding forms due 

o Lists each applicable fund per form and applicable general ledger code balances per fund 

 
9. GL Balance Analytics – Current Year vs. Prior Year 

 Report by OLO listing GL codes which have “new” use (no prior year balance) 

o Lists each applicable fund and GL balances for new use GL codes 

o Can be utilized to assist in identifying possible incorrect GL code use and/or to identify GL codes that 

need to be adjusted to zero balance 
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10. Invalid Report 

 Report by OLO of general ledger code balances that are not valid for the fund type/state fund combination 

and balances that are not valid for year-end reporting 

 Can be utilized to support compliance with SWFS Compliance Checklist Item #14 – Analytical Procedures 

 

11. SWGF to Agency GAAFR Fund Comparison 

 Report by OLO of funds in which the SWGF and agency GAAFR fund classification differ 

 Can be utilized to help ensure that accounting follows SWGF when agency GAAFR and SWGF differ 

 

12. Trial Balance Report 

 Report of fund trial balances by OLO 

 


