
Internal Control

Internal controls of any organization should  achieve the 

following:

1) and efficiency of operations

2) Reliability of financial reporting

3) with laws and regulations



Internal Control

Types of internal control include:

1) Segregation of 

2) Authorization of transactions

3) Documentation to support transactions

4) IT resources and assets



Segregation of Duties

Purpose
To protect the agency and employees from and 

Definition
Having more than required to complete a task



Segregation of Duties

If possible separate duties as follows:

One person Purchases

Another person creates Purchase Orders

A different person Invoices and creates Batch Sheets

A third person /         /         /sends

Batch sheets to JAC



Segregation of Duties

Reconcile BOMS to FLAIR monthly

Identify any 

Adjust BOMS or FLAIR as needed

Provides current status of all funds



Appropriations and 

Releases
Why post appropriations & releases:

1) Provides accurate and current balances of all funds

2) Necessary to BOMS with FLAIR



Entering 

Appropriations 
Accounting Module

Activities

OptionsAdd







Appropriation 

Information
Description - FY16/17 Appropriation

- required – highlighted in yellow

– required – highlighted in yellow

JAC Date

JAC No

Select Save after all information is entered





Attach Images

Select Entry to attach image –

Click on box with      and choose entry 

(should be highlighted in yellow)

– attach backup

Images Tab Add Files

Date and Thru Date

Category – Appropriation

Description – Optional

Drop files here or click to upload







Attach Images Contd.
Click in the box 

“Drop files here or click to upload”

Browser box appears choose file either insert or click and drag file

Select “ ”







Helpful Hints
Copy – copy entry and make necessary changes to fund, amount, etc.

Edit – make any necessary changes

Release Remainder – creates an entry to release remainder of 

appropriation

Options









Posting Appropriations
Click on box with        and choose “Multi-select”

Choose entries you want to post

Select – Options

Choose - Yes











Entering Releases 
Accounting Module

Activities

OptionsAdd







Release Details
Description - FY16/17 1st Qtr Release

Fund – required – highlighted in yellow

Amount – required – highlighted in yellow

JAC Date

JAC No

Select after all information is entered





Attach Images

Select Entry to attach image –

Click on box with      and choose entry 

(should be highlighted in yellow)

Images – backup

Images Tab  Add Files

Date and Thru Date

Category – Release

Description – Optional

Drop files here or click to upload





Attach Images Contd.
Click in the box 

“Drop files here or click to upload”

Browser box appears choose file either or click and drag file

Select “Upload Now”







Posting Releases
Click on box with        and choose “ ”

Choose entries you want to post

Select – OptionsPost

Choose - Yes













Adjusting Entries
GR Operations:

1) entries

2) Reemployment assistance

3) Miscellaneous entries – , corrections



Adjusting Entries 

cont’d
GR Salaries:

1) Monthly

2) Leave entries

3) Insurance – Health, Life and Disability

4) Retirement entries



Adjusting Entries 

cont’d
GR OPS:

1) Monthly Payroll Entry

2) Miscellaneous entries – increases, corrections

Due Process:

1) Miscellaneous entries – , County funding entries



Adjusting Entries 

cont’d
SARTF and Grants & Donations:

1) Budget Portion of to GR Salaries, OPS, Operations, etc.

2) Cash portion for expenses or invoices paid from these funds- i.e, 

HR Outsourcing, Service Charges

3) Miscellaneous entries – corrections, etc.



Entering Adjustments

Accounting Module

Activities

OptionsAdd







Adjustment 

Information
Description

– required – highlighted in yellow

Amount – required – highlighted in yellow

JAC Date

JAC No

 Select “Save” 





Attach Images

Select Entry to attach image –

Click on box with        and choose 

(should be highlighted in yellow)

Images – attach backup

Images Tab Add Files

Date and Thru Date

Category – Monthly PR Register

Description – Optional

Drop files here or click to upload







Attach Images Cont’d.
Click in the box 

“Drop files here or click to upload”

Browser box appears choose file either insert or click and drag file

Select “                         ”







Posting Adjustments
Click on box with        and choose “Multi-select”

Choose entries you want to post

Select – Options

Choose - Yes













Transfers
SARTF and Grants and Donations

1) Post to and GR Operations



Entering Transfers
Accounting Module

Activities

OptionsAdd







Transfer Information
Description

Amount – required – highlighted in yellow

– required – highlighted in yellow

– required – highlighted in yellow

JAC Date

JAC No

 Select “Save” 





Attach Images

Select Entry to attach image –

Click on box with     and choose entry 

(should be highlighted in yellow)

Images – attach backup

Images Tab

Date and Thru Date

Description – Optional

Drop files here or click to upload







Attach Images Cont’d.
Click in the box 

“Drop files here or click to upload”

Browser box appears choose file either insert or 

Select “Upload Now”







Posting Transfers
Click on box with        and choose “Multi-select”

Choose entries you want to post

Select – OptionsPost

Choose -

















Add Invoice Stamp to 

Invoice
Invoice stamp – setup in Adobe

– Add Stamp Icon

Standard Business – Choose Stamp

Place stamp on invoice – click and drag

– Select Add Text

Enter dates to complete stamp

Add     and initials on invoice total

Save Invoice





Processing Invoices –

BOMS Web
Accounting Module

Activities

OptionsAdd from PO or Add without PO









Create Invoice from 

PO
Type in 

Select appropriate PO

Select 







PO Information from 

Invoice
PO information from previous usage 

Mark the “ ” box

Complete the description, quantity, unit cost

Select 









Invoice Information
Complete the following:

Invoice Date

Invoice Recd

Goods Recd





Entering Invoice Detail
Select 

Enter additional information if applicable such as 

county, category, department, account, location, 

charge to, etc.





Select to accept 

any changes made

Select again to 

save the entire invoice







Adding Images 

Invoice/Packing Slip
Invoice –

Select Images Tab





Attach Files
Select: 

Date  and Date Thru: Complete Dates

Category: Packing Slips or Invoices

Click “Drop Files Here or click to upload”

Browse files and select file to add

Select “Upload Now”















Batch Sheet
Activities

Select Entity & Batching Methodology

Select 

Select Invoices to Batch

Select “Create”













Submission of Batch 

Sheets
Activities 

“You are about to abandon New Batch”– select OK

Select Submit and choose “Ok”

Review the batch sheet, object code, and 

attachments 

If you don’t want to send an attachment, click on 

attachment, select “Image Options” and  change E-

batch to “ ” and select “Save”

Select “Submit”

Email to Approver that batch is ready to be approved

















Approval of Batch 

Sheets
Receive system generated email – notification batch sheet is ready for 

approval

Select “ ”

Review submission – make sure attachments are there

Select “Approve”

Select “Yes” – approve batch sheet 











Post Batch Sheets
Select:

– batchsheets@justiceadmin.org

emailed directly to JAC and chosen recipients

Receive confirmation e-mail from JAC

– posts to batch sheet















Deposits
Deposited in local branch of Bank of America

Information transmitted to JAC via email -

Copy of Deposit Slip



Deposits
Revenue:

->Cost of Prosecution

->Worthless Checks

Information Keyed into FLAIR:

->Org Code,   ,Object,  ,  Deposit Amt.







Deposits
Cash Refunds:

Public Information

Reimbursement for travel

Information Keyed into FLAIR:

->Org Code, EO, Object, Deposit #, Deposit Amt

->Voucher#, Warrant Date, , Restored Amt







Deposit Transmittal 

Form
Coming Soon to a BOMS Release Near 

You!

(May 2016) 




