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Chapter 1 — Overview

Act 51 Reporting System for Counties (Agencies)

Business Recipients of Michigan Transportation Funds (MTF) are required to

Purpose report their annual earnings and expenditures to the Michigan Department
of Transportation (MDOT). The Act 51 Distribution and Reporting
System (ADARS) is aWeb-based computer application designed to
facilitate this reporting.

e Michigan counties (agencies) use ADARS to complete the annual
financia report.

e MDOT reviewsthe annual financial reports submitted by agencies,
and determines compliance with reporting requirements.

System e Agencies must use one of the following Web browsers to access
Requirements ADARS and complete the Annual Financial Report:

o Internet Explorer 7 or 8

o Firefox

o Chrome

e Adobe Acrobat Reader must be installed so that users can download
the reports generated in ADARS.

e A means of opening (unzipping) compressed (zipped) filesis
required. Microsoft WinZip and 7-Zip are examples.

ADARS Annual Financial Report Guide Page 4
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About This User Guide

I ntended This guide is written for financial report preparers.

Audience

Purpose This guide provides brief training, reference, and help material for

ADARS agency users.
Contents The following table outlines user guide structure.
Title/Topic Content Description

2. Getting Started How to use the system: sign in, home page, menu bars,
tools, links, general navigation, and common tasks.

3. Notices How MDOT informs report preparers of requirements and
deadlines.

4. Report Contacts How to specify who is responsible for completing and

submitting your report.

5. Complete and Submit the | How to use screen features that facilitate reporting.
Annual Financial Report

6. Change Agency Fiscal How to update your fiscal year end date.
Y ear

7. Download Annual Reports | How to download already-approved reports.
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Chapter 2 - Getting Started

Register to Use the Act 51 Distribution and Reporting System (ADARS)

Registration is Users must register in the State of Michigan Single Sign On (SSO)

Required system in order to get access to state applicationsin general. Then, in the
Single Sign On system, users must request access to a specific
application.

OneTime The following procedures, which you do only one time for registration,
Only provide you with data security and the ADARS user role(s) needed to do
your job.

First Steps

Register in SSO

Change SSO Password
Subscribe to ADARSin SSO
Reguest a User Role

After you have completed these procedures, use the Access ADARS
procedure for business as usual.

First Steps

Step Action

4 Web browser requirements for using ADARS: Internet Explorer version 7.x, 8.,
Note: | or higher isrecommended. Recent versions of Mozilla Firefox and Chrome also

work.
P < Wi
1 Click to open your Web browser. A‘ ﬂ)
Internet Mozilla Firefox
Explarer

2 Enter the Michigan Transportation Reporting Portal address,
www.michigan.gov/Act51Reporting, on the browser's address line.

|;¢; http: michigan.gov/Act5 1IReporting

The portal screen is displayed.

See Next Page =
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www.michigan.gov/Act51Reporting

Step Action

- . MI Transportation Reporting Portal RICA I

Michigan Act 51 & Transporation Asset Management Council

ﬁi The Official State

Michigan Website

Act 51 Financial Asset Management Council

» Goto ADARS Portal
»

Go to Azzet lanagement Council Portal

The Act 51 Distribution and Reporting System (ADARS) manages the monthly distribution The Transportation Assst Management Council (TAMC) was established to sxpand the
and disbursement of Michigan Transportation Funds (MTF} to Counties and incorporated practice of asest management statewide to enhance the productivity of investing in
CitiesMVillages as well as yearly distributions of =now payments, mileage transfers and Michigan's roads and bridges. Part of the TAMC’s mizsion i to collect physical inventory
engineering payments. ADA

and condition data on all roads and bridges in Michigan

RS alzo manages proc

=ez azzociated with the yearly
Financial Reports that Counties and Cities/Villages must submit. = - 5 - .

AMC iz a legislated body of representatives from agencies who own roads or are
responeible for road funding that coordinate:

P The collection of the condition of federal-aid ligible roads and bridges

B The collection of as=et invesiment data

P The reporting of the collected data and analysis to the Legislature and State
Transportation Commiszion

3 Click the Go to ADARS Portal link to display the State of Michigan Single Sign
On (SSO) screen.

State of Michigan Single Sign on’

User ID |
Password |

Login |

* If you do not have a User ID, please click _Register |

4 Go on to the next procedure, Register in SSO.
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Register in Use the following procedure to register in SSO.

SSO
Step Action
1 State of Michigan Single Sign On_
User ID |
Password |
Login |
*If you do not have a User ID, please click _Register |
Click the Register button.
The Registration - Step 1 screen is displayed.
State of Michigan Single Sign On.’
REGISTRATION- Step 1
* Indicates required field
First Mame * ’—
Middle Initial ’7
Last Name * ’—
Email Address * ‘
NOTE: Users who have been assigned a State of Michigan email address must use this address to register.
Continue Clear
.Cupyright 2008 State Of Michigan. All rights reserved
2 Enter your name and email address.
See Next Page =
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Step Action
3 Click the Continue button on the Registration - Step 1 screen.

The User Registration Confirmation screen is displayed.

State of Michigan Single Sign on _

USER REGISTRATION CONFIRMATION

Please review the following information.Click Submit

First Name

Initial

Last Name

Email Address
Your User Id will be

...
= )
e

Copyright @ 2008 State Of Michigan. Al rights reserved

4 ¢ If theinformation on the screen is not correct, click the Back button to

return to the Registration - Step 1 screen. Repeat steps 2 and 3 to correct the
information.

¢ If theinformation on the screen is correct, click the Submit button.
The following screen is displayed.

State of Michigan Single Sign on)

Your request to be registered to the Michigan Web Site is being processed. You will receive an Email within 24
hours with your User Id and password,

Close

Copyright © 2008 State Of Michigan. Al rights reserved

5 Click the Close button.

See Next Page =
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Step Action

M close 7 Reply - L Forward - ‘a = B

Mail } Properties | Personalize | Message Source|
From: <S50_Administrator@michigan.gov> 7/14/2011 1:16PM
7T —
Subject: New Userld Information from State of Michigan Single Sign ON
{1, GroupWise has prevented images an this page from displaying. Click here to display images

Michigan Business One Stop Users click here to login

All Other Application Users click here to login

\The following new Userld has been created for you

Dwm’ Name: ‘
;-Usar & ‘
Password: . ‘
| Time of service provision: Jul 14, 2011 01:16:41 EDT ‘

IIf you are a new Single Sign On account user and have any problems accessing your account, please contact the State of Michigan's Client Service Center at 241-
9700 or 1-800-968-2644.

Michigan Business One Stop clients only - If you have any problems accessing vour One Stop account please contact the Customer Assistance Center at 877-766-
1779.

When you receive the email, go on to the next procedure, Change SSO
Password.
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Change SSO When you receive an email with your User |d and temporary password,

Passwor d use the following procedure to change your password in SSO.
Step Action
1 Go to the MI Transportation Reporting Portal at

www.michigan.gov/Act51Reporting.

2 On the portal screen, click the Go to ADARS Portal link to display the State of
Michigan Single Sign On (SSO) screen.

State of Michigan Single Sign on’

User ID |
Password |

Login |

*If you do not have a User ID, please click _Register |

3 Enter the User Id and temporary password from the email.

4 Click the L ogin button.
The change password screen is displayed.

State of Michigan Single Sign on’

Input old password %
Input new password X
Confirm new password g
Change Password
Password rules are:
1. Mminmum password length is 5
2. Passwords are case sensitive
3. Maximum number of repeated characters is 2
4. Password cannot be same as userid or user name
5

. New password cannot be same as old password

5 Fill in the three fields to change your password.

See Next Page =
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Step Action
6 Click the Change Passwor d button.
The Change Challenge/Response Answers screen is displayed.
Change Challenge/Response Answers
Change your answers and click OK. You must provide an answer to each challenge
Answers are case sensitive
What was the name of your first school?
Answer:l Confirm Answer:
Who was your childhood hero?
Answer:l Confirm Answer: ‘
What was the make of your first car?
Answer:l Confirm Answer:
What is your all-time favorite sports team?
Answer:l Confirm Answer: ‘
What is your fathers middle name?
Answer:| Confirm Answer: ‘
What is the name of the city you were born in?
Answer: | Confirm Answer: ‘
% Cancel
7 Answer the questions on the screen.
@ 1)p- | Remember your answers. If you forget your password, you will be asked to
provide them.
8 Click the OK button.
The following screen is displayed.
State of Michigan Single Sign On
User|D: colel Sign Off
Change Challenge/Response Answers
Your chalengeifesponse ansiers have been updated.
W
See Next Page =
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Step Action
9 Click the OK button.

The SSO Application Portal screen is displayed.

State of Michigan Single Sign O )

Application Portal

WwELCcOME User Name

You are NOT currently subscribed for any applications. If you wish to subscribe for application
access please click on the Subscribe to Applications link below.

Subscribe to Applications
Account Maintenance Sign Off

10 Go on to the next procedure, Subscribe to ADARSIn SSO.
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Subscribeto Use the following procedure to subscribe to ADARS in SSO.
ADARSInN

SSO

Step Action

1 With the SSO Application Portal screen displayed, click the Subscribe to
Applications link.

State of Michigan Single Sign On ’

Application Portal

WELCOME Your Name

You are NOT currently subscribed for any applications. If you wish to subscribe for application
access please click on the Subscribe to Applications link below.

— > Subscribe to Applications
Account Maintenance Sign Off

The Subscription screen is displayed.

3 State of Michigan Single Sign O 1

SUBSCRIPTION

Please Select from the list

IDepl of Transportation j IMDOT Systems Access Manager- QA j

M Back

See Next Page =
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Step Action

2 On the SSO Subscription screen, click the dropdown arrow beneath " Please
select from the list," and click to select Dept of Transportation.

Please Select from the list

Dept of Community health j

Dept of Community health
Dept of Education

Dept of State

‘Dept of Transporation
All Departments

Ml Business OneStop

CEPI
3 Click the dropdown arrow at Select App.
|Se|ect App
T —_————
(e=tdiglidator
4 Scroll down the list. Click to select MDOT ADARS - Act51 Distribution and

Reporting System.
IMDOT ADARS - Actbh1 Distnbution and

| X
5 Click the Next button on the SSO Subscription screen.
The following screen is displayed.
s

State of Michigan Single Sign on’

Your subscription request has been submitted successfully. You will be notified upon approval.

Close

Click the Close button.

Y ou will receive an email saying that you are approved for ADARS. When
you receive the email, go on to the next procedure, Request a User Role.

ADARS Annual Financial Report Guide Page 15
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Request aUser  You will receive an email saying that you have been granted access to
Role ADARS.

Use the following procedure to request an ADARS user role.

Step Action
1 Go to the MI Transportation Reporting Portal at

www.michigan.gov/Act51Reporting.

MI Transportation Reporting Portal SRICA IS

Michigan Act 51 & Transporation Asset Management Council

State
gan Website

Act 51 Financial Asset Management Council
Go to ADARS Portal Goto Asset Council Porial

The Act 51 Distribution and Reporting System (ADARS) manages the monthly distribution

The Transportation Assst Management Council (TAMC) was established to expand the
and dizburzement of Michigan Transportation Funds (MTF) to Counties and incorporated

practice of aszet management statew

e to enhance the productivity of investing in
Michigan's roads and bridges. Part of the TAMC's mis=ion iz to collect physical inventory
and condition data on all roads and bridges in Michigan.

Cities/Villages a= well as yearly diztributions of 2now paymentz, mileage tranzfers and
engineering payments. ADARS also manages processes associated with the yearly
Financial Reports that Counties and Cities/Vilages must submit.

TANC is a legizlated body of representatives from agencies who own roads or are
responsible for road funding that coordinate:

» The collection of the condition of federal-aid eligible roads and bridges

®  The collection of asset investment data

B The reporting of the collected data and analysis to the Legislature and State
Transportation Commission

2 On the portal screen, click the Go to ADARS Portal link to display the State
of Michigan Single Sign On (SSO) screen.

State of Michigan Single Sign on’

User ID |
Password |

Laogin |

* If you do not have a User ID, pl click Reaister

See Next Page =
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Step

Action

Enter your User ID and Password.

Click the L ogin button.

The SSO Application Portal screen is displayed showing that you are

subscribed to ADARS.

See Next Page =

State of Michigan Single

Application Portal

You are currently subscribed to the following applications:

« MDOT ADARS - Act 51 Distribution and Reporting System

Subscribe to Applications

Add new Roles to Existing Subscription

Account Maintenance Sign Off

See Next Page =
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Step Action
5 Click the MDOT ADARS - Act 51 Distribution and Reporting System link.
The ADARS security screen is displayed.

Name: These lines display the name, phone
Phone Number: number, and email address you
Email Address: entered in SSO.

Please provide the following information:

| represent: * State of Michigan Agency

" Local Government

" County Road Association of Michigan and/or Michigan Municipal League

6 Click to put adot in the circle next to Local Government.

Please provide the following information:

| represent: * State of Michigan Agency
—» " Local Government

" County Road Association of Michigan and/or Michigan Municipal League

7 Answer the following questions:
Agency Type: ® County © City/Village
* Counties: NOTE: MDOT has sent the Agency Code to your agency

Please select an agency or agencies. For each agency selected. enter the Agency Code

Alcona 2
Alger

Allegan

Alpena

Antrim

Arenac

Baraga

Barry

Bay

Benzie

Berrien

Branch
Calhoun |

e e A i U

In ADARS I will: @ Prepare, View, Submit and Print Report

 Vigw and Print Report Only

See Next Page =
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Step Action
8 Click the Submit button.

ADARS sends your request to the system administrator. You will receive a
role-confirmation email within 3 business days. If you do not, contact the
system administrator at MDOT-Outreach@michigan.gov.

9 After you receive the role confirmation email, you have completed the one-
time-only registration procedures. For business as usual, use the next
procedure, Access ADARS to access the system.

ADARS Annual Financial Report Guide Page 19
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Access ADARS

Business as

Before you can use this procedure, you must complete the one-time-only
Usual

Register to Use the Act 51 Distribution and Reporting System procedures.

Step Action
1 Go to the Michigan Transportation Reporting Portal at

www.michigan.gov/Act51Reporting.

MI Transportation Reporting Portal MIERIBRII. B

Michigan Act 51 & Transporation Asset Management Council H~ The Official State
‘ of Michigan Website

Act 51 Financial Asset Management Council

» Go to ADARS Portal Go to Asset Management Council Portal
The Act 51 Distribution and Reporting System (ADARS) manages the monthly distribution The Transportation A=s=set Management Council (TAMC) was established to expand the
and disbursement of Michigan Transportation Funds (MTF) to Counties and incorporated practice of as=et management statewide to enhance the productivity of investing in
Cities/ well as yearly distributions of snow

yments, mileage transfers and

Michigan's roads and bridges. Part of the TAMC’s mizsion i= to collect physical inventory
engineering pi ssociated with the yearly

ARS also manages proc and condition data on all roads and bridges in Michigan,

Financial Reports that Counties and Cities/Villages

TAMNMC iz a legizlated body of representatives from agencie= who own roads or are
respongible for road funding that coordinate:

B The collection of the condition of federal-aid ligible roads and bridges
B The collection of asset investment data

B The reporting of the collected data and analysis to the Legislature and State
Transportation Commigsion

2 Click the Go to ADARS Portal link.
The SSO sign in screen is displayed.

State of Michigan Single Sign on’

User ID |

Password |
Login |
* If you do not have a User ID, please click _Register |

See Next Page =
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Step Action
3 Enter your User ID and Password, and click the Login button.
The SSO Application Portal screen is displayed.

State of Michigan Single

Application Portal

You are currently subscribed to the following applications:

« MDOT ADARS - Act 51 Distribution and Reporting System

Subscribe to Applications  Add new Roles to Existing Subscription
Account Maintenance Sign Of

4 Click the MDOT ADARS - Act 51 Distribution and Reporting System link.
The ADARS home page is displayed.

See Next Page =
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Action

Step
@MDOT ! partmentotd ransportation %JﬂiLJJJJEJ
Welcome, | Sign Out

Michigan.gov Home ADARS Home| Contacts| FAQS
Act 51 Distribution and Reporting System

County Financial Report
Recipients of MTF are required to repart @n annual earnings and expenditures on forms provided by the Department which have been

complied into the County Financial Report. Compliance is determined by MDOTs review of the County Financial Report

Annual Reports Download
The process will allow an authonzed user to download all or selected pages of the County Financial Report or the City/Village Street
Financial Report that will include data for all the Counties or Cities/Villages. This precess will also allow an autherized user to print
County Financial Reports or City/Village Street Financial Reports for selected agencies without going through the County or City/Village

menus

More Information about Act 51

More information about Act 51 and the annual financial report for
countiesis available at this link: www.michigan.gov/act51.

Data Security

Y our user ID and password secure your report until you submit it to
MDQOT.

ADARS Annual Financial Report Guide Page 22
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Features and Functions

The following topics describe features and functions avail abl e throughout
ADARS. These are all designed to facilitate your reporting tasks.

Home Page When you access ADARS, the home page is displayed.

@MDOT - partmentiofal ransportation %miﬁw&J -

Michigan.gov Home ADARS Home| Contacts| FAQS Welcome, | Sign Out
Act 51 Distribution and Reporting System

County Financial Report

Recipients of MTF are required to report on annual earnings and expenditures on forms provided by the Department which have been
complied into the County Financial Report. Compliance is determined by MDOTs review of the County Financial Report.

Annual Reports Download

The process will allow an authorized user to download all or selected pages of the County Financial Report or the City/village Street
Financial Report that will include data for all the Counties or Cities/Villages. This process will also allow an authorized user to print
County Financial Reports or City/Village Street Financial Reports for selected agencies without going through the Caunty or CityVillage

Screensand In this document, screens are also called pages. The terms are used

Pages interchangeably.

Links Underlined words are hyperlinks (or links). A link is aconnection to a
different section of a computer application. When you click alink, it
displays the named item.

Home Page The home page has the following links.

Links
County Financial Report
Annual Reports Download
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Linkson These links are on the gray bar between the MDOT banner and the Act

Every Page 51 banner at the top of every page. They are also at the bottom of every
pagein ADARS.

Link Function
Michigan.gov Home | Click to display the State of Michigan home page.

ADARS Home Click to display the ADARS home page.
Contacts Click to display a page of contact information.
EAQs Click to display alist of commonly asked questions and answers about
ADARS.
Help Click to display a PDF of this user guide.
Sign Out Click to exit ADARS.
Menu Bar The menu bar isaline of tabs across the top of all ADARS screens
(except the home page.)

T8 Report Status | Report Contact | Verify/Submit Report | Change Agency FY

Click Tabsto Click the tabs to move between ADARS screens.
Navigate
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Data Formats  The following table shows examples of dataformatsin ADARS.

Format Description
* = Required Fields Y ou must enter datainto fields

© Actual Spent: [7 I_ marked with ared asterisk.

Dropdown field: 1) Click the dropdown arrow to
display the list of options.

Agency Type: |Se|ec:t Agency T}fpej 2) Click an option to select it.
The option you select will display in
the field.

Read-only field: Datais system-supplied. You can't
change or enter data in read-only

Beginning Fund Balance: [7] $5,481,429.03 fields.

Data-entry field: Read the field label, and enter the

correct information.

132 a. Frimary To Local(a0%): [7] |

Pre-filled field: Y ou can change the datain a pre-

Stme:lm filled field.

Checkbox: Click to select the item. Click the

T function button, for example, Update
—— or Delete.
- De
™ Fund To select all itemsin alist, click the
[ ltest checkbox at the top of the list. In this
case, you would click the checkbox at
the Details line.

Date field: Enter the date in mm/dd/yyyy format
OR click the calendar icon and select
adate.

8] immiddiyyyy)
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Data Displays  The following table describes options for managing data displays.

Feature Description

Notice Date = <+— Click the up and down arrows to move through lines of data

Click to hide or show data.

et or B
= or =l and d Click the up and down arrows to move through atext display or
list.
Save Your Before you navigate to a different screen or exit ADARS, click the Save
Work button to save the data you entered on the current screen.
Save |
Success When you save data that ADARS is able to validate, a success message is
M essages displayed at the top left of the screen.
( Assets Savellpdate Successiul
Error If you click the Save button and ADARS cannot validate your data, field-
M essages specific error messages are displayed in red at the top of the page. Enter

the correct data, and click the Save button again.

LX) Flease correctthe following errors
& Inventories - Gther(ldentify) cannot be empty, please provide a subledger entry
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Chapter 3 - Notices

Notices about Periodically, MDOT issues notices about Public Act (PA) 51 reporting. The
Reporting notices are displayed on the Notices screen, which is displayed when you
click the County Financial Report link on the ADARS home page.

County Finapcial Report

Recipientﬂf [MTF are required to e
complied into the County Finarg

| Report Status | Report Contact | Verify/Submit Report | Change Agency FY

Notice Date = Hotice

07/M15/2011 Watch the Act 51 Web page for information about training.
07/M15/2011 Training information is on the Act 51 Weh page.

Next Steps When you have read the notices, click any of the tabs on the menu bar to
continue your work in ADARS.
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Chapter 4 - Report Contacts

Update Y our When you click the Report Contact tab, the Report Contacts screen is

Contacts displayed.

Notices | Report Status Verify/Submit Report | Change Agency FY | Approve Reject Report

* = Required Fields

* County Name : ISeIect County "l

Note: The fields in the box will open for data entry after you select County Mame.

Urban Primary:

* Finance Director:l
(First Mame Last Name)

* Report Preparer: |
(First Mame Last Mame)

County Population: Primary Mileage:

Last Validated/Changed: Validated/Changed By:

* E-mail Address: | Alternate Phone: |

Local Mileage:
Urban Local:

* Phone Moz I

* E-mail Address: | Alternate Phone: I

* County Road Comission Mailing Address: |

= County Treasurer: I

(First Mame Last Name}

“City: | State: [ “ZipCode: |

* E-mail Address: I Alternate Phone: |

* County Treasurer Mailing Address: I

“city: | state:[lI *Zipcode: |
I” validate Only
Use the following procedure to specify who is responsible for completing
and submitting the annual financial report for your county.
Step

(1) If ADARS displays a message saying that you are not assigned to any agencies,
Note: | send an email to MDOT-Outreach@michigan.gov.

1 Click the dropdown arrow at the County Name field, scroll through the list, and
click to select the name of your county.

ADARS may populate some or al of the fields on this screen with data from the
report you most recently submitted.

2 All the fields on this screen are required. Y ou must validate or complete all fields
before you can begin to work on the annual financial report.

See Next Page =
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Step Action

3 If al the pre-filled datais accurate, click to put a check in the Validate Only box at
the lower left of the screen.

4 Click the Save button at the bottom of the Report Contacts screen.
A success message is displayed across the top of the screen.

5 Click any of the tabs on the menu bar to continue your work in ADARS.

Notices | Report Status | | Verify/Submit Report | Change Agency FY |
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Chapter 5 - Complete and Submit the Annual Financial
Report

Accounting and ADARS

This chapter explains how to enter financial datainto the annual financial
report screensin ADARS.

The standard reference for accounting practices related to Michigan
Public Act 51 is the Michigan Department of Treasury Accounting
Manual, Uniform Chart of Accounts for Local Units of Government in
Michigan.

If You Need an Extension

Y ou can request atime extension for submitting areport. Send an email
to mailto:MDOT-Outreach@michigan.gov.
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Open the Report You Want to Work On

Step Action
1 Click the County Financial Report link on the home page.

County anapcfaf Report

Recipien?bjnf WMTF are required to re
complied inta the County Financial B

The Notices screen is displayed by default.

| Report Status | Report Contact | Verify/Submit Report | Change Agency FY

Hotice Date = Hotice

07/M15/2011 Watch the Act 51 Web page for information about training.
0715/2011 Training infarmation is on the Act 51 Web page.

2 Click the Report Status tab.

NS il Report Contact | Verify/Submit Report | Change Agency FY |

The Create Report/Report Status screen is displayed.

See Next Page =
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Step Action

County: IAI:::::na v|

—Create Report

Fiscal Year: I vI

Create Report |

Please note, Ifyou don't see areport for the fiscal year in the report status arid then select
the county, fiscal vear and create a repart

—Report Status

FY Status Date Changed By Print :I
2008  Approved patelal =
2009  Approved 11/08/2009  |patelal =
2010 Submitted 09/23/2010 | patelal =
2011 |In Process 12/09/2010 patelal =

3 Select your County name from the dropdown list.

Look in the Report Status grid for the year you want to work on.

Report Status is defined as follows:

Status Description

New Report is created, but Report Contact information must be
validated before report data can be entered.

In Process Report is available for data entry.

Submitted Report is completed and submitted to MDOT.

Approved Report has been reviewed and approved by MDOT.

Rejected MDOT identified an error that the report preparer/submitter
must correct.

43a) | If theyear you want to work on shows In Process or Rejected, click the FY link.
The report will display.

4b) | If theyear you want to work on is not shown in the grid, select the year in the
Fiscal Year field, and click the Create Report button. The new report will open.

4 e |f the statusis New, you have to validate the information on the Report
Notes: Contacts screen. Then the status will change to In Process and you can open
the report.

e |f the statusis Submitted or Approved, you can open and view the report but
you can't enter or change the data.
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Print Reports from the Report Status Screen

Step Action
1 Click the County Financial Report link on the home page.
County ana.pcfaf Report
Recipienﬁ;}nf MTF are required ta re
complied inta the County Financial B
2 Click the Report Status tab.

AUl Report Contact | Verify/Submit Report | Change Agency FY |

The Create Report/Report Status screen is displayed.

County: |Alc:|:||1a j
Create Report
Fiscal Year: |2[]11 j

Create Report

the county, fiscal year and create a report

Flease note, If you don't see a report for the fiscal vear in the report status grid then select

2008 Approved =
ooy Approved =
006 Approved =
005 Approved =
004 Approved =
0a3 Approved =

Frint Blank Report

Y Status Date Changed By Print

L

Select your County name from the dropdown list.

print.

In the Report Status table, click the print icon " forthe report you want to
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Navigate Between Screens

Annual When you open an annual financial report, report page tabs are displayed
Financial across the top of the screen beneath the ADARS menu bar tabs. The
Report Menu  highlighted tab is the name of the report page you are on.
py— Bar For example, in this diagram, the Assets tab is highlighted and the
Tobs. ar\ Balance Sheet - Assets page is displayed.
Notices | | Report Contact | Verify/Submit Report | Change Agency FY | Approve Reject Report | County: FYEnd: 12/31/10
Report y Assets [EELIIED | Capital Assets | Revenues | Expenditures | Fund Balance | Equipment | Fringe | Overhead | Construction | » |
Page BALANCE SHEET - ASSETS
Tabs General Operating Fund Subledger
1.Cash: [7] [ siwu7srod Account: I
2. Investments: [?] 51,306,542 25 Description: I
. Amount: I
3. Accounts Receivable - |
Click Tabsto  Thereport page tabs are in three sections. Click the arrow at the
Navigate beginning or end of a section to move between sections. Click atab to
display the screen you want to work on.
Assets Liabilities | Capital Assets | Revenues | Expenditures | Changes | Equipment | Fringe | Overhead | Construction >
KN ez ecena
N o e
Save Button Before you navigate to a different screen or exit ADARS, click the Save
button to save data you entered on the current screen. If you leave the
screen without clicking the Save button, any information that you entered
or changed will be lost.
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Features of Annual Financial Report Screens

The ADARS annual financial report screens provide features that
streamline reporting.

The topicsin this section describe features that are common to the
screens or appear on most of the screens.

Display Online Hover your mouse over a[?] to display the definition of the line.
Help

General Operating Fund

1. Cash: [7]

2. Investments: [E&

3. Accounts Rec Imvestments - Enter the amount

accounts, cedificates of deposit,

a. Michigan Trar
g inestments

lx. State Trunkline Maintenance: [7]
c. State Transportation Department - Gther: [7]

d. Due on County Road Agreement: [7]

g. Due an Special Assessement: [7]

Highlight the  Click the mousein afield. The field and label are shown in blue.
Current Field
7 i 51 00|

Move Between Tab to the next numeric field, or click in afield to make it the current
Fields field.
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Enter Data Y ou may enter data directly into unshaded fields OR use the subledger.
Into Unshaded
Fields |

Shaded Fields  Shaded fields are not editable except by using the subledger.

on Report
Pages O Note Us ng the subledger is mandatory for the shaded fields.
47. Other: [7] | | |
Click in ashaded field. The subledger becomes active. Thefield nameis
shown at the top of the subledger.
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Usethe
Subledger

|

—47. Other

Account: |

Description: |

Amount: |

Add Subledger |

[T | Account

Delete Subledger

III"i' [ -_

Description

Amount

Update Subledger

e Whenyou click in afield to highlight it, the line name is shown at the

top of the subledger.

e Useof the subledger is mandatory for shaded fields and optional for

unshaded fields.

O note 1 you enter data in an unshaded field, access to the subledger is
disabled. Enter datainto afield OR into the subledger. If you have

entered data into an unshaded field and then want to use the subledger for
thefield, delete the datain the field and start again.

The following procedure explains how to use the subledger.

ADARS Annual Financial Report Guide
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Step

Action

1 Toadd asubledger entry:

1a) Click in afield to highlight it and make the subledger active.

BALANCE SHEET - ASSITTS
General Operating Fund

2. Investments: [?]
3. Accounts Receivable
a. Michigan Transportation Fund: [7]
k. State Trunkline Maintenance: [?]
. State Transportation Department - Other: [7]
d. Due on County Road Agreement: [7]
e. Due on Special Assessement: [7]
1. Sundry Accounts Receivable: [7]
State Inventories/Pre-Paid Insurance/Other
4, Deferred Expense - State Aid: [7]
5. Road Materials; [7]
6. Equipment, Materials and Parts: [7]
7. Prepaid Insurance: [7]
8. Deferred Expense - Federal Aid: [7]
9. Other: [?]
10. Total Assets: [7]

Save Generate Report |

Liabiliies | Capital Assets | Revenues | Expenditues | FundBalance | Equipment | Fringe | Overhead | Construction | » |

1.Cash: [7] I $12.345 678
I 590,123 456

546.678.912

$148.148.046.00

SUBLEDGER

9. Other

Account I—

Description l—

Amount: I—
Add Subledger |

[~ Account Description Amount

Delete Subledger | Update Subledger

1b) Enter amaximum of eight charactersin the Account field.

1c) Enter text of Description.

0 Note:

ADARS saves your chart of accounts information (Account and Description)
and displaysiit the next time you use the subledger for the selected field.

1d) Enter the Amount.

See Next Page =
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Step

Action

le)

Click the Add Subledger button.

Add Subledger

The datais populated in the highlighted field and shown in the Details list
below the subledger.

SUBLEDGER

— 47, Other

Account: |

Description: |

Amaount: |

Add Subledger |

[ Account Description Amount
(123 test $123.456.00

Repeat steps 1 a) through 1 €) as necessary.

See Next Page =
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Step Action

4 e Thedetailsfor the selected field are displayed when you click the Add
Notes: Subledger button.

e |f the Detailslist isclosed, click the arrow to openit.

2

Delete Subledger Update Subledger |

e When you click the Add Subledger button, the item is added to the Details
table, and the item amount is added to the amount in the corresponding

field.

| $1.00 Add Subledger |

I 51.00

I $1.00 [ Account Description Amount

I 31.00 M 1234 test §1111.00
7 T

| Tamm | 7% e §133,333.00

3 To deletea subledger entry:

3a) Click to put a check in the box at the |eft of the item.
11333 3333 $333,333.00
7 444 4444 5444 444 00

Theitem is highlighted in yellow.
3b) Click the Delete Subledger button.

Delete Subledger

The item is deleted from the subledger and the amount is subtracted from the
amount in the field.

See Next Page =
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Step Action
4 To update a subledger entry:
4 a) Click inafield.

The field becomes editable.
[T  Account Description Amount
™ 123 123 51234500
I~ 456 456 545 678.00

4b) Edit thefield.
4¢) Click the Update Subledger button.

Update Subledger

The subledger and the field are updated

Read System  Total lines are system calculated when you enter data. They are shown in
Calculated bold, and can't be edited directly.

Totals 10, Total Assets: [’f‘%
g ato Bonnrt I
= G!%AL ASSETS - The total is automatically calculated I_
O Note: Total linesin grids are calculated after you click the Save
button.
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Gridson Some report pages have Details tables that are called grids. The following
Report Pages  diagram is an example. Grids enable you to make multiple entrieson a

schedule.
This information is required by ACT 231, P.A. of 1987, as amended
* = Required Figlds
* Road Hame: [7] | * Location: [7] |
* Actual Spent: [?] I * Type:[?] Select Project Type =
Add To Grid |
- Road Name = Location Actual Spent Type
246, Total: [7] $0.00
Delete Update Grid Generate Report
Enter Use the following procedure with any grid in ADARS.
Information in
aGrid
Step Action
1 Enter information in the description fields on the top part of the screen.
This information is required by ACT 231, P.A of 1287, as amended
* = Required Fields
* Road Mame: [7] |County' Line “ Location: [7] |".“."hite Feather Township
* Actual Spent: [7] | §123 456 * Type:[7] -
Add To Grid -~

2 Click the Add To Grid button.
The information you entered in the fields is transferred to the grid.

The description fields at the top of the screen are cleared so that you can enter
additional items.

See Next Page =
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Step Action
v Record added successfully
This information is required by ACT 231, P.A of 1987, as amended
* = Required Fields
* Road Name: [7] | * Location: [7] |
* Actual Spent: [7] [ * Type:[7] [Select Project Type =]
T ey
| Road Name & Location Actual Spent Type
[ |County Line White Feather Township 5123.456.00 Gravel Surfacing
246, Total: [7] $123,456.00
Delete | Update Grid | Generate Report |
3 Repeat steps 1 and 2 as needed.
Shaded Fields Shaded fields are not editable.
in Grids
= Total
utions
599.705.86 $272 227 16 =
50.00 $13.043.01
561,189.75 $174.084 53
3126,761.58 $1.619.686.28
50.00 $2,116.78
518,855 53 $2.871.173.64
o0 N9 29 CEA RRE QF ;I
1,153,291.43 $10,881,011.98
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Edit Data in Use the following procedure to edit datain agrid.
Grids
Step Action
1 Click in afield to activateit.

Roads

Gutters

Signs

525000
515000

7500

Enter the changes.

Click the Update Grid button.

Delete Items The following procedure explains how to use the Delete button.
from Grids
Step Action
1 Click to put a check in the box at the left of the item you want to delete.

Theitem is highlighted in yellow.

Lc
Miles
- Township Toti
e
[T |sdfgsdfg
™ =dg
Iﬁ‘u’evay

Click the Delete button.

Delete

A success message is displayed across the top of the page.

1/ Recordis) deleted successiully

ADARS Annual Financial Report Guide

Page 44

Main Contents



Save Y our Click the Save button to save data you have entered. A success message
Work is displayed across the top of the screen.

1/ Liahilities Save/Update Successful

I v Record added successfully

¥ AccountsReceivable Save/Update Successful
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Generate When you click the Gener ate Report button on any of the financial
Reports report screens, the following dialog box is displayed.

Generate entire report with sub ledger report

Generate entire report without sub ledger report

RS IS

Generate selected page only
Generate selected page sub ledger report only

Generate blank report

D0 D

Generate Attest Form only

Generate Report | Cancell

Select the report you want, and click the Gener ate Report button in the
dialog box.

The report opens in a separate window.

Report Date:  2/28/2011 Page lof 1
Year Ended - 2011

Start: 01/2011 End  28/2011

Liabilities and Fund Balances

Liabilities
11. Accounts Payable 0.00
12. Notes Pavable ( Short Term 0.00
13. Accrued Liability 0.00
14. Advances 0.00
15. Deferred Revenue - Special Assessment District 0.00
16. Deferred Revenue - EDF Forest Rd (E) 0.00
17. Deferred Revenue 0.00
18. Other (Identify) 235.669.00
Fund Balances
19. Primary Road Fund 5,096.81
20. Local Road Fund 124,591.19
21. County Road Commission Fund 60.00
22, Total Fund Balances o 126,748.00
23. TOTAL LIABILITIES AND FUND BALANCES 365,437.00
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Complete the Asset Management Page

The Asset Management page is included with the ADARS annual
financial report by cooperative arrangement between the MDOT Financial
Operations Division and the Transportation Asset Management Council.

™ Mo DataiProject Exist for the Reporting Period

* = Required Fields

MDOT Job Humber: [7] —— “ Work Type: [7] [Select warkType =]
Agency Job 1D: [7] l— * Number Of Lanes Treated: [7] l—

* PR Version: [7] —— * PR Number: [7] |—

* Begin Mile Point; 7] [ * End Mile Point: [7] [

Date Open to Traffic: [?]

Add To Grid

H
i Select Pavement Type | ¥
(mm/dd/yyyy) s

* Pavement Type: [7]

ADARS - Asset Management Project Data

MDOT
Job #

Work Agency I‘JIULm ber PR PR Begin End Date Open Pavement
Type Job ID DTreZTgc? Version Humber Mile Point Mile Point To Traffic Type

The data required for completing the Asset Management page in ADARS
is contained in the Investment Reporting Tool (IRT) report, ADARS -
Asset Management Project Data.

‘ GICHIGAN TRANSPORTATION
ASSET MANAGEMENT COUNCIL

.
Jurisdiction: Village of Hersey
Humber of
MDOT Work Agency Lanes PR PR Begin End Date Open Pavement
Job# Type JoblD Treated Version Number Mile Point  Mile Point To Traffic Type
Reconstruct Mon Freeway 2 Sb 1251810 2427 2648 02/01/2011 Comp

852123 Fog Seal 1237 2 Sb 1251805 0072 0221 02/23/2011  Asphalt
852123 Fog Sea 1237 2 Sb 1251808 0.143 0211 02/23/2011  Asphalt
875432 Bit Resurf & Bit Shiders 2 Sb 1250408 5517 5995 07/11/2011  Seal
875432 Bit Resurf & Bit Shiders 2 Sb 3670506 0.000 0.015 07/11/2011  Seal

The county engineering staff is responsible for providing the IRT report
(shown above) to the county report preparer. The county report preparer
completes the Asset Management page in ADARS.

The Transportation Asset Management Council reviews the data for
compliance.

Use the following procedure to compl ete the Asset Management pagein
ADARS.

See Next Page =
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Step Action

1 When you click the Asset Management tab, the page is displayed.

I Mo Data/Project Exist for the Reporting Period

* = Required Fields

MDOT Job Number: [7]

—
—

—
—:

(mm/ddfyyyy)

“ Work Type: [?]
Agency Job 1Dt [7] * Number Of Lanes Treated: [?]
* PR Version: [7] “ PR Number: [7]

* Begin Mile Point: [?] * End Mile Point: [7]

Date Open to Traffic: [?] * Pavement Type: [7]

Add To Grid

I Select Work Type

—
—
——

Select Pavement Type | *

Number
of Lanes
Treated

MDOT
Job #

Work
Type

Agency
Job 1D

Version HNumber

PR Begin
Mile Point

End
Mile Point

Date Open  Pavement
To Traffic Type

2 If there is no data for the reporting period:

29

Click to check the No Data box on the top line of the screen.

A success message is displayed across the top of the screen.

2b)

Click atab to display the next screen you want to work on.

Nofices |

« | Capacity Improvements | Township Mileage | Township Expenditures el G il

| Report Contact | Verify/Submit Report | Change Agency FY | Approve Reject Report

3 If there is data for the reporting period, it is contained in the Investment
Reporting Tool (IRT) report shown in the following diagram.

ADARS - Asset Management Project Data

‘ GICHIGAN TRANSPORTATION
ASSET MANAGEMENT COUNCIL

"

Jurigdiction: Village of Hersey
Humber of
MDOT Work Agency Lanes PR PR Begin End Date Open Pavement
Job# Type JoblD Treated Version Number Mile Point  Mile Point To Traffic Type
Reconstruct Mon Freeway 2 Sb 1251810 2427 2648 02/01/2011 Comp

852123 Fog Seal 1237 2 Sb 1251805 0072 0221 02/23/2011  Asphalt
852123 Fog Seal 1237 2 Sb 1251808 0.143 0211 02/23/2011  Asphalt
875432 Bit Resurf & Bit Shiders 2 Sb 1250408 5517 5995 07/11/2011  Seal
875432 Bit Resurf & Bit Shiders 2 Sb 3670506 0.000 0.015 07/11/2011  Seal

3a) Using the grid data-entry procedures provided earlier in this chapter, enter the

data from each line of the IRT report into the matching fields on the screen.

3b)

Click atab to display the next screen you want to work on.
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Verify/Submit the Report

O note: Submit annual financial reports one at atime, oldest first. Click the
Report Status tab and review the Status column in the table. Reports for

previous years must be in Submitted or Approved status.

When you have completed the annual financial report, click the

Verify/Submit Report tab.

ADARS validates the data you entered in the report, and displays the

Errors and Warnings screen.

Note: Use the online help [7] at the specified line to clear the following errors. If you  Note: Use the online help [7] at the specified line to resaolve the following warnings. If you are
are unable to clear an error, email MDOT-Cutreach@michigan.gov and request an | unable to resolve a warning, enter an Explanation. You can't submit the report with unexplained

136 BeginningFundBalance Beginning Fund Balance are required |7
for Primary, Local, and County Road

162 PercentCfTotal | This line should equal 100%

override. You can't submit the repaort with Active Errors Warnings
Lr:r;e Field Label Error Description I‘P:r;e Field Label Warning Description Explanation
23|TotalAssets Assets does not match Liabilities = 82| InterestEamed  Interest Earnings should be
38 EquityTotal Line 38 Total Equities must equal line prorated to beginning fund
36 Total Assets balances restated
59 UrbanRoad Urhan Road amounts are required for 93 CCIRoadsT Required 20% expenditures of
both Primary and Local Read Fund MTF for Winter Maintenance
60 Allocation Allocation amounts are required for gun?truihen anthDeht
both Primary and Local Road Fund : bl not e met
114 WinterMaintenance Winter Maintenance expenditures are (o2 Olinmanyialocibumanyjtollocal Optol?l1ﬂ|
required far both Primary and Local Transfer exceeds 30% of
Road Fund Primary MTF

Fund
210/ TotalChargesM Ihisltlo_tal Fllues not match th.e. . =
Correct Errors
and Warnings
Step Action

OPTIONAL | To print alist (PDF) of the report's errors and warnings, click the Print
ErrorsWarnings button at the bottom of the Errors and Warnings screen.

Read the Error or Warning Description.

Use the Open the Report You Want to Work On procedure.

Correct the error or warning.

Click the Verify/Submit Report tab.

Al WiIN|PF

Repeat steps 1 through 4 as necessary.

See Next Page =
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Step Action

6 Y ou cannot submit areport with an active error. If your report has an error that
you cannot correct, send an email to mailto:MDOT-Outreach@michigan.gov.

7 Y ou can submit areport with active warnings, but you have to enter
Explanation text for each one.

8 Click the Submit Report button at the bottom of the Errors and Warnings
screen.
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Chapter 6 - Change Agency Fiscal Year

O Notes ¢ You cannot change the fiscal year for financial reports that are
aready in Approved status.

e You can reguest atime extension for submitting areport. Send an
email to mailto:MDOT-Outreach@michigan.gov.

Change FY End Date

Step Action
1 Click the Change Agency FY tab. Change Agency FY
The following screen is displayed.
County Name: |Select County j
Select FY Year FY Start FY End Ho. of Months =~ Report Status
“ Mew End Date: ] sy
*Select an Interim or Long Financial Year
" Interim FY Start : Interim FY End : Number Of Months :
e Long FY Start: Long FY End : Humber Of Months :
Hew FY Start: News FY End:
Save Agency FY |
2 Click the County Name dropdown arrow, and click to select the name of your
county.

The Agency Fiscal year table is populated with your current fiscal year
information.

@ Note | You can change the fiscal year for the financial report you currently have In
Processin ADARS (and moving forward).

3 Click the circle in the Select column to select the fiscal year you want to
change.

See Next Page =
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Step Action
4 Enter the New End Date, or click the calendar icon and select it.
The system populates the fields in the Interim and Long FY area of the screen.
5 Click to select Interim FY or Long FY .
The system populates the New FY Start and New FY End dates.
6 Click the Save Agency FY button to save the change.
The system displays the new data in the Agency Fiscal Y ear table on the screen.
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Chapter 7 - Annual Reports Download

The Annual Reports Download function enables users to download data
from approved Act 51 financial reports.

These procedures describe the annual reports download options:

e The Generate Excel option enables download of selected datafrom
approved annual financia reports to an Excel format.

e The Generate PDF option enables download of one entire approved
annual financial report to a PDF format (not editable).
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Generate Excel  When you click the Annual Reports Download link, the default is
Generate Excel. Use the following procedure.

Step

Action

Click the Annua Reports Download

Annual Reports Download

link on the ADARS main menu.

The Generate Excel tab is displayed.

* = Required Fields

* Begin Year |2EIU? j

* Agency Type: -

* Select Report Page(s):

Assets -
Liabilities

Capital Assets

Revenues

Expenditures

Changes

Equipment

Fringe

COwerhead

Construction hd

Generate Annual Report

“ End Year |2EIEIEI j

Selected Report Page(s):

==

e

© Note | If you want datafrom only one year, enter the same year in both Y ear fields.
2 Select Begin Year and End Y ear.
3 Click the Agency Type dropdown arrow, and select City/Village or County.
The Select Report Pages panel lists the pagesin the financial report.
© Note | Do either step 4 or step 5.
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Step Action

If you want al the pages, click the right double arrow ﬂ . The page names
move to the Selected Report Pages panel.

5 If you want specific pages:
5a) Click to highlight (select) the name of a page you want.

5b) To select an additional page or pages, hold the Ctrl key and click the page
names).

5¢) Click theright arrow LI to move the selected page(s) to the Selected Report

Pages panel.

OPTIONAL | o To remove a page or pages from the Selected panel, select the page or
pages, and click the left arrow =
OR

e Toremove al pages from the Selected panel, click the left double arrow
L

6 When the pages that you want are listed in the Selected Report Pages panel,
click the Generate Annual Report button.

The File Download dialog box is displayed.
x
Do you want to open or save this file ?

:[.] ] Mame: 2011-02-24 1034 GeneratedannualExcelReports. zip
Type: WinZip File
From: x0084jt70fcl

Open Save | Cancel I

See Next Page =
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Step Action
7 Click the Save button in the File Download dialog box.
The Save Asdialog box is displayed.
saveas 21|
Savein: | () ADARS Q2 CE

IL2) 2011 User Guides
I All Other
ICMNO_OLD c_v

File name: I [2-25 1602 Generated AnnualExcel Reports zip j Save I
Save as type: I".".u'inap File j Cancel |
P

8 Navigate to where you want to save thefile.

Optional | Rename thefile.
© Note | You can't change the file type, WinZip File, or the file extension, .zip.

9 Click the Save button in the Save As dialog box.
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Generate PDF  Usethe following procedure.

Step Action
1 Click the Annua Reports Download link on the ADARS main menu.
Annual Reports Download

The Generate Excdl tab is displayed.
2 Click the Generate PDF tab.

Generate POF

The Generate PDF tab is displayed.

Generate Excel | |

Agency Type: ICnunt'_-,r "I
Agency Mame: ISeIect Count "I

Select FY = Status Date Changed By

Generate Report |

3 Click the Agency Type dropdown arrow, and click to select City/Village or
County.

See Next Page =
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Step Action

4 Click the Agency Name dropdown arrow, and click to select the name of the
city/village or county for which you want to print an annual financial report.

The Reports table shows the reports avail able for download.

Generate Excel |

Agency Type: ICity.-"u’iIIage 'I
Agency Name: I vl

Select Y= Status
. 2009 Approved

Generate Report |

5 Click to put adot in the Select circle at the |eft of the report you want to
download.

6 Click the Generate Report button.
The Generate Report dialog box is displayed.

L3 eErdie Repdo

@ Generate entire report with sub ledger report

' Generate entire report without sub ledger report

Generate Report | Cancel |

A
Click to put adot in the circle at the |eft of the report format you want.
Click the Gener ate Report button.
The report is displayed in a separate window.
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