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Files Covered

School District Notes 20XX.docx (The year will be updated for each fiscal year)
School District Notes 20XX.xlsm (The year will be updated for each fiscal year)

File Names & Extensions

Please do not change the file names or extensions when saving. The names of the files

are important for the interaction between the two files. The specific extensions (“.xlsm”"

& ".docx") are necessary when using the automated document features.

Version Compatibility

The Word and Excel documents have been modified to work with Office 365, 2016, 2013, 2010 &
2007.

Process Flow

File Location

Unzip the folder to a location on your computer. The specific location is not important, but the
word and excel files must remain in the same folder/directory level to maintain their
connections.

Word Document

The Word document contains all possible notes. The Word document is updated to add/remove
certain elements based on the selections made in the Excel document. Once the excel document
has been completed and the “Build Notes" process has run, “Track Changes” is turned on and all
modifications based on selections are made automatically to the Word document. The resulting
document shows a line through all items removed, and all items added are underlined and the
font is formatted with a different color (the default color for both is red).

Using the “Review” ribbon, changes can be rejected or accepted, and the document view can be
changed to show all changes inline or as “balloons” in the margins.

The Excel tables have been moved into a separate Excel file called NTFS Tables. Each table will
be updated in that file, and then sent to the word document using the custom ribbon actions
built into that file.
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Excel Document
The Excel document contains a series of questions that vary by engagement type.

If errors occur in the word document, do not delete this document, as it can assist
Department of Audits staff in resolving problems.

Getting Help

Contact Steven DesBoeufs (desboeufs@audits.ga.gov) if you have questions.
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Enabling Macros

X autosave (@ of) [E] [B B = School District Notes 2024xism « Saved to this PC v

Filee Home |Insert Pagelayout Formulas Data Review View Automate Developer Add

L i o Franklin Gothic Bot v| 11 v A A = v 22 Wrap Text
C v
Paste [D )

N 62 Format Painter

: Merge & Center

Clipboard N Font ~ Alignment

SECURITY RISK Microsoft has blocked macros from running because the source of this file is untrusted,  Learn More

1. Close the document
2. Find the document in file explorer 2

Share Delete

3. Right-click, and select Properties

Open Enter
Open with

Send to My Phone

Share with

1.7 Add to Favorites

9 Compress to...

Copy as path Ctrl+Shift+C
Properties Alt=Enter
B School District Notes 2025.xlsm Properties x
4. Check the Checkbox at the bottom General Digital Signatures  Security  Details  Previous Versions
that Saysl ”Unblock" m _ School District Notes 2025 xlsm
nu "

5' SeIeCt Apply Type offila: Microsoft Excel Macro-Enabled Worksheet | xlsm)

6. Se|eCt ”OK" Openswith. 3 Excel Change

*|f yOU entered responses before enab”ng Location: CiUsers\desboeufs\Downloads\School-District-Notes-;

Size 431 KB (441.579 bytes)

macros, use the "Refresh” button on the
" . " Size on disk: 432 KB (442 368 bytes)
Notes Automation” tab to re-check those

responses against the expected values. Created Monday. September 23. 2024. 4:29:46 PM
Modified Wednesday. July 30, 2025, 23746 PM

Accessed: Today. August 5, 2025, 9-28:19 AM

Afinbutes: __|Read-only _|Hidden Advanced
Security This file came from another computel |o
and might be blocked to help protec! Unblock

this computer.

0K | Cancel Apply
L i S h—
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Load Prior Year Data

File Home Insert Page Layout Formulas Data Review View SmartView Help Inquire Power Pivot Notes Automation

7= |¢ ©

Build  Check J Load Prior | Clear Refresh
Notes For Errorg Year Data Responses

School District Notes

School Districts that completed the previous year's automated version of the notes will have the
option to load the prior year's responses into the current year's form.

1. From the “Notes Automation” ribbon, click on “Load Prior Year Data”
2. Click "Browse" to select the Excel (XLSM) file from the previous year
3. Click the green check to load the data

4. The process may take a few minutes

Using the Excel Document

The Excel Document has a worksheet for each note

A B C
that requires user responses. 1 School District Notes FY2012
2 school District Name]
3
Selecting Applicable Notes 4 Standard Notes (Required)
5 Reporting Entity
. . 6 S\gnmcant Accounting Policies 1
When opening the excel file, you should see several | 7 —Senificant ccounting Poicies 2
. . 8 Significant Accounting Policies 3
worksheets — Select Notes, Reporting Entity, | © _Sinificant Accounting Poicies 4
10 Budgetary Data
Significant Accounting Policies, Budgetary Data | i
12 Mark all applicable notes:
and their associated tables. On the Select Notes | 12 Ne Deposils and Imvestments
14 No Non-Mon eta!y Transactions
worksheet: 15 No Capital Assets
16 |No Interfund Assets and Liabilities Tabie Only
. . . 17 No Interfund Transfers
Enter the School District's name in cell B2. 18 No Risk Management
. . 19 No D| eratmg Leases
2. Inthe third section, use the drop down bOX, 20 No Pollution Remediation Obligations
. 21 No Short-Term Debt
beside each note to select the notes that | 22 m LongTerm Debt
. 23 No Prior Year Defeasement of Debt
are applicable. As you select each note, | 22 no On-Behalt Payments
. . 25 No Special/Extraordinary ltems
applicable worksheets will appear for you to | 25 N Significant Commitments Tatie only
27 No Slgnmcant Contlngent Liabilities
Complete, 28 No Related Party Transactions
29 No Subsequent Events
30 No Postemployment Benefits Table Oniy
31 No Retirement Plans
32
= Mark Al
34
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Completing Note Worksheets

Each worksheet has either a series of questions to be answered. You can access each worksheet
using the hyperlinks on the “Select Notes” worksheet or by clicking on the worksheet across the
bottom of the excel file.

Please review the Tollowing questions. Use the "Response® coldmn for your response.

Reporting Entity |Resp0n9e
Is the School District a Component Unit of the City? Select Yes or No
City Name Please enter a name
Does the School District have a Material Charter School? Select Yes or No
Charter School Name Please enter a name
Is the Charter School's Data included in the Financial Statements®? Select Yes or No

The school district (has chasen not to/is unable to) include the da
The data is (presented with the General Fund/discretely presente

w

Please select from the drop-down
Please select from the drop-down

Does the School District have a Building Authority? 5 Select Yes or No
Building Authority Name Please enter a value
The Building Authority was Created By House Bill _____ Please enter a number
It was created during the _____ General Assembly Session. Please enter a number

For each series of questions, there is a “Response” column. A description of the expected value is
to the right of the cell. (See box above.)

Building the Word Document
Once the Excel Document has been completed, you should build the notes in Word.
On the Excel Ribbon, select the “Notes Automation” ribbon.

File Home Insert Page Layout F

= s ¢ ©

Build Check LoadPrior Clear Refresh
Notes For Errors Year Data Responses

School District Notes

The ribbon includes 5 buttons: Build Notes, Check for Errors, Load Prior Year Responses, Clear
Responses, and Refresh.

“Clear Responses” will reset the entire Excel document back to its original form.

Run the “Refresh” command if you started completing the document before enabling macros.
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Before building the notes in word, click the “Check for Errors” button.

[Data Validation

Sub seq| entFyent

(=]

Errors/omissions found on the following sheets:

Drata Validation 3

Ma errors found.

oK

)

oK

You will receive a message indicating there are
errors or that none were found.

Worksheets with errors are listed.

Once an error check has been run, click the “Build Notes” button. The Word document will be

created. You will receive the following message upon completion of the process.

I
"

-

[| Complete

Success! The completed notes have been cpened for your convenience,

(=]

OK
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Editing Tables

The tables in the Word document are updated through the NTFS Tables Excel file. A separate
instruction document is provided in the package.

Completed Document

The completed document will be set to track changes and will show all modifications made by
the automated system. Use the “Review” ribbon to step through the changes made or scroll

through manually. Make sure all tables are completed before submitting to the Department of
Audits and Accounts.

Document changes shown in-line:

NOTE 1: DESCRIPTION OF SCHOOL DISTRICT AND REPORTING ENTITY
REPORTING ENTITY

The Sample County Board of Education{ScheslDistrict Name} (School District) was established

under the laws of the State of Georgia and operates under the guidance of a school board elected by
the voters and a Superintendent appointed by the Board. The Board is organized as a separate legal
entity and has the power to levy taxes and issue bonds. Its budget is not subject to approval by any
other entity. Accordingly. the School District is a primary government and consists of all the
organizations that compose its legal entity.
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Reviewing Changes - “Review” Ribbon

Change the current view using the “No Markup” drop-down box.

Click "Show Markup” > “Balloons” > “Show Revisions in Balloons” to change how changes are

displayed.

Review View Developer SmartView Help Picture Format

_}L‘:I lv:] ly:] lvj [v? I}% %NoMarkup VI I\T__\[ﬁ/ @( Ei\_Previous IEIE % I:h

[®) Show Markup v -\ [3 Next _
New Track Arcapt Reject Compare Block Restri
Comment Changes¥ v Comments N < Authors ¥ Editin
Comments v Insertions and Deletions Changes Compare Protect
; v Formatting
1 1 . ? I IS SR I S : = 2 Z =
! |} Balloons A v Show Revisions in Balloons
Specific People > Show All Revisions Inline
v Highlight Updates Show Only Comments and Formatting in Balloons

Document changes shown as balloons:

NOTE 1: DESCRIPTION OF SCHOOL DISTRICT AND REPORTING ENTITY

REPORTING ENTITY
The Sample County Board of Education (School District) was established under the laws of the State ’__,.-»{Deleted: (School District Name) ]

of Georgia and operates under the guidance of a school board elected by the voters and a
Superintendent appointed by the Board. The Board is organized as a separate legal entity and has

the power to levy taxes and issue bonds. Its budget is not subject to approval by any other entity.

Accordingly, the School District is a primary government and consists of all the organizations that .| Deleted: The (School District)was established
i i | under the laws of the State of Georgia and
comppseiits legalientity? operates under the guidance of a school board

elected by the voters and a Superintendent
appointed by the Board. The Board is not
organized as a separate legal entityand does not
have the power to levy taxes or issue bonds. Iis
budget is subject to approval by the City of ,
Georgia. Accordingly, the is determined to be a
component unit of the City of , Georgla, which is
the primary government.
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Process Flow Visual

Note Selection tab
- Select Applicable Notes in Excel Document

Response Tabs
- Respond to questions in grey tabs

Notes Automation ribbon
- Run "Check for Errors"

- Make necessary changes

Notes Automation ribbon
- Run "Build Notes" process

“Build Notes” process can only be run once. Further changes to
paragraph content must be made directly to the Word document.

If significant changes must be made, rename the Word document,
bring in a new word document from the zip file, and re-run the “Build
Notes” process.
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