
Step-by-step online entry process of

Illinois Comptroller
Annual Financial Report

(AFR)



TIPS
• Organize Quickbooks accounts into Comptroller categories
• Gather pertinent information before starting the AFR
• File for an extension of the AFR reporting deadline
• If you choose the audit option, in years you do an audit, wait 

for Audit Report before completing the Comptroller AFR
• Do NOT make changes to your Quickbooks accounts for that 

fiscal year once you have filed the Comptroller AFR – unless 
you want to create more work for yourself

• The Comptroller Connect website has a HELP section
These tips are further explained in the attached handout.



https://comptrollerconnect.illinoiscomptroller.gov/login

Click here to log on



Choose the fiscal year
Choose “Soil & Water Conservation District”
Choose first letter of your county

Click CONTINUE



Enter your password

Choose your SWCD

Click LOG IN to proceed



When you first log into your 
account, you will have a few 
messages.  One of those 
messages will be about the 
due date of your report and 
will offer you an opportunity to 
request a ONE-TIME extension.Click here to request an extension

If you request a ONE-TIME extension, 
you will immediately be taken to a 
screen granting you the extension 
and giving you the new due date. 
Click on the bottom here to return 
back to your account.



Note: I did request an extension 
and this message is confirming I 
made the request and my request 
was approved. I now have a new 
due date of February 25th.

Click REGISTRATION drop-down arrow

Click P1. to start AFR

To get started with 
entering your data…



Answer question

Click to Add/Update/Continue

Answer question – we should all have implemented GASB 34 by now.

Click to Add/Update/Continue

Double check your FEIN – unlikely, but, if it has never been entered before, 
there will be an extra step/button to click below the entry area

Click to Add/Update/Continue

Registration 
Steps



Follow these steps to navigate this page:
1. Click on one of the five titles (in blue) at the top of the page
2. Enter the pertinent information for this person
3. Click UPDATE CONTACT INFO
4. Click on the yellow question mark next to the email address
5. If the email address has not already been verified, that email 

address will be sent a message that will need responded to. 
This click opens a new window. Follow its instructions, then 
close it to return here.

6. After the email response is done, click REFRESH PAGE
7. Repeat steps 1 through 6 for each of the five titles
8. When all five are completed and email verified, click YES, 

THESE ARE ALL CORRECT

1

2

34

6
8 Note: Each of the email addresses entered for these titles will 

receive an email from the Comptroller.  Someone will have to log 
on to that email account, open the email, and click to verify it is a 
real email address.  If you use Directors’ email addresses, make 
them aware of this or it will hold you up.  The system does allow 
you to use the same email address for all 5 titles.  Once the email 
address is verified once, it is automatically verified for the others.



Click on whichever of these statements is true for you—hopefully YES is the true statement



Click to Add/Update/Continue

The first question is automatically answered for you based on your 
earlier response.  Answer the remaining 5 questions with these things in 
mind:
1. Having adopted GASB 34, you should NOT be using a Cash system.  

You should be using an Accrual system (or possibly a Combination)
2. SWCDs do NOT have authority to issue bonds
3. It is possible to have other debt, but not likely for most of us.  Payroll 

and other short-term liabilities don’t count here
4. SWCDs do NOT have authority to own or operate utility companies
5. SWCDs do NOT have pension funds. It has been explained to me that 

other retirement benefits include COMPANY OWNED plans such as 
participating in IMRF (Illinois Municipal Retirement Fund) and does 
NOT include INDIVIDUAL OWNED plans such as 401k and 457(b) 
plans.  But, please feel free to verify that with your accountant or the 
Comptroller’s office.



This website in NOT helpful.  See Census instructions below instead. 

This website in NOT helpful.  Call your County Clerk’s office instead. 

Click to Add/Update/Continue

Enter your county’s (or counties’) population

Enter your county’s (or counties’) EAV

Enter the number of full-time and part-time employees

Enter the total salaries paid to your employees

Go to https://data.census.gov website

Start typing your county and state

Click on your county and state

Enter this number for 
your population

https://data.census.gov/


Most of us do not have Component Units (maybe 
some have Foundations?).  If no component units, 

click here to continue.

If you have a component unit, 
enter its information here, then

Click Continue to Step 6 of 10.

Then click to Add/Update/Continue

First, enter your annual 
appropriations for the SWCD, and, if 

you have a component unit, the 
annual appropriations for the 

component unit will show below it. 

What are Annual Appropriations and how do I calculate ours?



Annual Appropriations are monies the government body sets aside to fund specified annual activities.
  

Here’s how things are SUPPOSED to work:
• At the beginning of every fiscal year, the government body plans the activities they are going to work on throughout the fiscal 

year—commonly referred to as setting the Annual Plan of Work.
• Then the government body assigns costs to those activities—commonly referred to as budgeting their expenditures (expenses).
• Then the government body figures out how they will cover these expenditures—commonly referred to as appropriating funds.

• The first step in appropriating funds is normally to budget your expected revenues (incomes) for the fiscal year.
• Because laws REQUIRE government bodies to have a balanced budget (meaning appropriations must be equal to or greater than 

expenditures), they compare budgeted revenues to budgeted expenses.  At this point, if the budgeted revenues are greater 
than their budgeted expenses, they can stop and call the budgeted revenues their BUDGET annual appropriations.

• If, however, the budgeted revenues is less than the budgeted expenses, they must do one of two things:  
• They can either eliminate activities (which cuts down costs and lowers expenditures) to a point that budgeted expenses are 

equal to or lower than budgeted revenues  OR
• They can appropriate additional funds from other sources (other than the budgeted revenues) to bring the total 

appropriations (budgeted revenues plus additional funds from other sources) to equal to or greater than expenditures.  But 
they can ONLY do this if they have additional sources of funds (such as unspent operations, fish/tree sale, contribution 
agreement, etc. monies from a previous fiscal year or loan monies. Unspent PFC monies from prior years can only be used to 
cover PFC expenses for the current fiscal year). Note: Not all government bodies/funds can carry money over from fiscal year 
to fiscal year, but SWCDs do have that capability due to our grant structure.

• Periodically throughout the year, the government body compares their ACTUAL figures to the original BUDGETED figures and 
decides if they are still on course to finish the fiscal year being balanced (appropriations equal to or greater than expenditures).  If 
they are not on course to finish the year balanced, they need to make adjustments by:

• Cutting activities and lowering final expected expenditure below final expected appropriations
• Appropriating more additional funds (if available) to cover the rest of the expected expenditures
• Or both

But what does that mean?



Beginning of fiscal year
 Budgeted expenditures $120,000.00 $130,000.00 $100,000.00 
 Eliminated expenditures $0.00 $0.00 $0.00
 TOTAL expenditures $120,000.00 $130,000.00 $100,000.00

 Budgeted revenues $125,000.00 $135,000.00 $90,000.00
 Additional appropriations $0.00 $0.00 $10,000.00
 TOTAL appropriations $125,000.00 $135,000.00 $100,000.00

Check mid-fiscal year
 Adjusted Budget expenditures $122,000.00 $137,000.00 $115,000.00
 Eliminated expenditures $0.00 $2,000.00 $3,500.00
 TOTAL expenditures $122,000.00 $135,000.00 $111,500.00

 Adjusted Budgeted revenues $125,000.00 $135,000.00 $98,000.00
 Additional appropriations $0.00 $0.00 $13,500.00
 TOTAL appropriations $125,000.00 $135,000.00 $111,500.00

End of fiscal year
 Actual expenditures $124,500.00 $139,000.00 $111,500.00
 Eliminated expenditures $0.00 $0.00 $0.00
 TOTAL expenditures $124,500.00 $139,000.00 $111,500.00

 Actual revenues $125,000.00 $135,000.00 $99,500.00
 Additional appropriations $0.00 $4,000.00 $12,000.00
 TOTAL appropriations $125,000.00 $139,000.00 $111,500.00

Example 1                             Example 2                               Example 3               
Calculating Annual Appropriations 

Annual Appropriations 
are estimated at the 
beginning of the year 
during the budget 
process.

Annual Appropriations 
can change several times 
throughout the year, 
depending on how many 
times you do reviews and 
whether or not expected 
expenditures and/or 
revenues have changed.

It is the amount of Annual 
Appropriations at the end 
of the fiscal year that 
counts and is the figure 
used on the Comptroller 
AFR.  It may or may not 
have changed throughout 
the year.
   Annual Appropriations that should be used on Comptroller AFR.

   



Click to Add/Update/Continue

Example: If you transferred PFC funds to another county, that amount goes here.

Example: If you had to pay back IDoA PFC funds or IEPA 319 grant funds, that amount goes here.

Click Continue to Step 9

Side Note:  When I first set up our funds for the Comptroller AFR, 
it was suggested to us that, since the PFC monies (then called 
Conservation Practices Program CPP) were restricted monies, it 
would be acceptable to categorize those monies as a separate 
fund.  That’s what I did.  However, since PFC monies aren’t a 
true state fund—meaning, even though they do have restricted 
use, there wasn’t a special tax levied to collect the funds for that 
specific purpose—it is perfectly fine if your PFC monies are not 
listed as a separate fund. If they are part of your General 
Fund, you are fine!

You should have at least one fund listed (General 
Fund type) named however you choose.  You can 

have more, but, in SWCD case, not necessary.

If you need to add a fund, enter a name for the 
fund, its fiscal year end, the fund type, and its 

expenditures, then click ADD.  Repeat as necessary.

After you have added (below) or deleted (on the 
right of this area) any necessary funds and have 

entered fiscal year expenditures, click UPDATE to 
have all the expenditures automatically add up.

Since we have implemented GASB 34, we click “NO”



Click Continue

Click to Add/Update/Continue

As far as I know, we are only required 
to report to Illinois Comptroller and 

County Clerk.  If you send your AFR to 
other agencies, that’s fine.  Illinois 

Comptroller is online, everyone else 
would get a signed hard copy.



Financial 
Data 
Steps

Figures for assets, liabilities, 
and net position will come 
from your Quickbooks (or 

Audit) Balance Sheet for the 
fiscal year.

Refer to the next slide for the 
example QB Balance Sheet 

that was used to complete this 
section of the AFR.

Examples common to SWCDs 

Checking, savings, petty cash, undeposited funds
Certificate of Deposit (CDs), 

Contribution Agreement invoices (& other invoices) you have issued but haven’t collected 

Not common, but: prepaid expense

Vehicles, field equipment, building * *Capital Assets are things you purchase that 
cost more than the amount your board has set 
as the threshold for capitalizing an asset 
(usually between $1500 and $5000) and will 
depreciate in value over a period of time.

“Purchase” bills and other bills you have received but haven’t paid.

Payroll liabilities are common here.

Amount of a loan due within 12 months.
Amount of a loan due beyond 12 months.

Amount of PFC or other cost-share monies (CREP) with a restricted use.
Value of Capital Assets.

Amount of net position that isn’t Capital Assets or restricted use monies.

Click to Add/Update



QB Balance sheet



Here is a side note on calculating the different categories of Net Position.
 
                  Accounting rule                                                                This Example
                                                                                                                             $363,514     $21,823               $8,226             $509    $247,817 after depreciation

        Amount of what you have (Assets)                                       We have $641,889 worth of stuff (cash, investments, receivables, assets, capital assets)
  -    Amount of what you owe (Liabilities)                            but, we owe $  11,250 to someone else (payroll liabilities)

 =     Amount you are worth (Net Position)                   so, we are worth $630,639
                                     
In the example above, the TOTAL Net Position is $630,639, but it needs to get divided into different categories for the AFR. The point of 
breaking it into categories is to show how readily available your net position is—which is referred to as “being liquid”—for paying the money 
you owe (liabilities).  You do this by identifying the assets that are not very liquid—such as the capital assets, $247,817 (the current value of 
our building after subtracting all the depreciation)—and the cash that CAN’T be used to pay the liabilities because it has a special (restricted) 
purpose…such as the PFC cost-share monies of $32,617. After you subtract those non-liquid assets from the total Net Position, the rest of it 
becomes unrestricted net position—which is available for paying the liabilities.  And, it is more than what we owe, so that’s a good thing!  

$630,639 - $247,817 - $32,617 = $350,205

So, to fill out the Comptroller Report for this example, the Net Position section would look like this:

Investments in Capital Assets (Net of related debt)                            $247,817
Net Position – Restricted                                                                          $ 32,617
Net Position – Unrestricted                                                                     $350,205
TOTAL Net Position                                                                                    $630,639



You will then be asked to verify your Asset, Liability, & Net Position totals.  

This should equal your total Assets on your Balance Sheet-highlighted in green on example.

This should equal your total Liabilities on your Balance Sheet-highlighted in green on example.

This should equal your total Net Position on your Balance Sheet-highlighted in green on example.

If they match your totals on 
your Balance Sheet, click “Yes” 
to continue.  

If they don’t match you Balance 
Sheet totals, click “No” and go back 
to fix your entries. 



Figures for Revenues will come from your Quickbooks 
(or Audit) Profit & Loss Report for the fiscal year.

Then you begin entries for your Revenues.  

SWCDs don’t levy/don’t receive 
revenue from these taxes.

If your SWCD levies tax for insurance premiums.

Refer to the slide at the end of the Revenue slides 
for the example QB Profit & Loss Report that was 

used to complete this section of the AFR.

The most common sources of revenue for SWCDs are: 
Other State Sources (215)

Federal Sources (225)
Charges for Service (234)

Interest (235)
Miscellaneous (236)

Click to Add/Update to continue



SWCDs don’t levy/don’t receive 
revenue from these taxes.

Money you received from IDoA (Operations & PFC), 
IDNR (CREP), IEPA (319 Grant).

Click to Add/Update

Because I added a Special Fund to 
separate cost-share funds, my received 
PFC funds are under the Special 
Revenue column. It is ok if yours is all 
under the General column.

Click to Add/Update

Money you received from NRCS (Contribution Agreement, Survey Aide grant) or other federal sources.
Money from another SWCD (PFC transfer, LUC operation transfer).



If it matches your total on your Profit & Loss report, click “Yes” to continue.  
If it doesn’t match your Revenue total, click “No” and go back to fix your entries. 

Click to Add/Update

Money you received from providing services.
Money you received from interest.

Money you received from miscellaneous sources.

You will then be asked to verify your Revenue total. 



QB Profit & Loss Report – Income portion



Then you begin entries for your Expenses.  
Figures for Expenses will come from your Quickbooks 

(or Audit) Profit & Loss Report for the fiscal year.

Refer to the slides at the end of the Expense slides 
for the example QB Profit & Loss Report that was 

used to complete this section of the AFR.

Click to Add/Update

Payroll, travel, insurance, dues, meetings, office supplies, equipment, etc.

The most common areas of 
expense for SWCDs are: 

General Government (251) - Majority
Cultural & Recreational (257)

Environment (275) – cost-share

Click to Add/Update

Activities that benefit general public.



You will then be asked to verify your Expense total. 

If they match your totals on your 
Balance Sheet, click “Yes” to continue.  

If they don’t match you Balance Sheet totals, 
click “No” and go back to fix your entries. 

PFC cost-share paid, other cost-share or environmental project expenses

Because I added a Special Fund to separate cost-share funds, 
my PFC funds spent are under the Special Revenue column. 
It is ok if yours is all under the General column.

Click to Add/Update to continue



QB Profit & Loss Report – Expense portion, page 1



QB Profit & Loss Report – Expense portion, page 2



You will then be asked to verify your Ending Fund Balance(s) total. 

If they match your totals on your Balance 
Sheet, click “Yes” to continue.  

If they don’t match you Balance Sheet totals, click 
“No” and go back to fix your entries. 

If you didn’t transfer money between the General and Special Revenue funds, this should 
equal your Net Income on your Profit & Loss Sheet-highlighted in green on example.

If you transferred money between the General and 
Special Revenue funds, show the amount here.

This should equal your Net Income on your Profit & Loss Sheet-highlighted in green on example.

This amount should auto-populate for you, based off last year’s AFR.  (If you need 
to change this amount, you have some explaining to do!)

Click to Add/Update



If you do have Indebtedness, such as a 
long-term loan for a piece of equipment or 
a mortgage, the amount(s) likely belong 
on line 404 (Other). 
If you had Indebtedness from a prior year, the principal 
amount due should auto-populate in the “Outstanding 
Beginning of Year” column.

If you took out a new loan (or additional loans) during 
the fiscal year, the principal amount of the new loan(s) 
belongs in the “Issued Current Fiscal Year” column.

Any principal amount you PAID on the loan(s) during the 
fiscal year belongs in the “Retired Current Fiscal Year” 
column.

The “Outstanding End of Year “ column will auto-
calculate (and carry over to next fiscal year’s report).

The other four columns should be self-explanatory.

You will then be asked to verify 
your Indebtedness totals.

If it matches your total, click “Yes” 
to continue.  If it doesn’t match 
your total, click “No” and go back 
to fix your entries. 

Click to Add/Update to continue



Click to Add/Update

Illinois Compiled Statutes, Chapter 70, Paragraph 405/22.10



Click on Proceed to Capital Outlay

If you had Capital Outlay, such as purchasing 
a piece of equipment, the amount(s) likely 
belong on line 617 (Other). 

It will also likely belong in the Land, 
Structures, and Equipment column, as the 
Construction column would be for something 
like constructing a new office building.

Click to Add/Update



If your SWCD has a fiscal year revenue of $850,000 or more, you MUST do an Annual Audit by a CPA and supply a copy of that audit to the 
Comptroller every year that your revenue is $850,000 or more. And the screen you get will likely be different than the one above.

If your SWCD has a fiscal year revenue of less than $850,000 you have other options, which include:

Option #1 – you have your accounts audited by a CPA (at least once in a four-year period) and you provide the Comptroller’s office with a 
copy of said audit.  Once you have submitted a copy of your audit, you do not need to submit another audit or submit a Certified Copy of 
Vote for the next three years.  The Comptroller’s Office will keep track of when you need to submit your next audit report…or you can 
choose to switch over to Option #2 at that time.

Option #2 – you do NOT have your accounts audited by a CPA firm, but rather present your annual financial report to your board and they 
approve the report by a 3/5 majority vote.  If you choose this option, you must supply the Comptroller with a Certified Copy of Vote (a 
template is provided by the Comptroller).  If you choose this option, you must present the report, have the board vote on its approval, 
and supply a Certified Copy of Vote every year.

Assuming you didn’t have 
Revenue of $850,000 or 
more, choose one of the 
two options given.



Audit Requirement – Option #1
1. After selecting Option #1 in the Comptroller 

AFR, the window to the left will appear.
2. You need to choose one of the options to 

describe your CPA/CPA firm. You may need 
to ask the CPA which choice is applicable.

3. After choosing the CPA type, a new window 
will open asking for the CPA License 
number. You will need to get this number 
from the CPA.

4. Enter the CPA License number and click the 
LOOKUP button.

5. A new window should open with the CPA 
information. Make sure their License Status 
is ACTIVE.

6. Click on the Add/Update button.
Note: If you chose a Public Accounting Firm or 
Professional Service Corporation in step 2, after you 
click the Add/Update button, you will also have to 
attach information (License number, etc.) of the 
individual CPA within the firm who completed your 
audit.
7. Click FINISH UP to continue

2

4
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7



Audit Requirement – Option #1 continued

Insert screen shot of “Attach your Audit” page

Because my Audit for this fiscal year is not yet complete, I was not able to 
show you this screen.  

After you enter the information about the CPA, the program will take you to 
the Finish Up/Error screen next.  Then you have to fix your critical errors and 
hit SUBMIT before the program will take you to the page where you attach the 
pdf file of your scanned audit report.  At the time of this training, I wasn’t at a 
point where I was ready to hit submit for my FY21 AFR, so my apologies this 
screen shot is missing!



Audit Requirement – Option #2
1. After selecting Option #2 in the Comptroller AFR, the window below will appear.
2. You can access the Certification of Vote template by clicking the “here” outlined in the red 

box below.
3. Following the board meeting in which the board approves the annual financial report, 

complete the Certification of Vote form (or use your own with the same information).
4. Scan and save the completed Certification of Vote document to your computer.
5. Back in the AFT, click BROWSE next to the File Location box. Navigate to where you saved 

the Certification of Vote document and attach it (click on it).
6. Click on the UPLOAD CERTIFIED COPY OF VOTE button.

3
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As part of the FINISH UP process, you will see this screen appear.  If you have CRITICAL errors, you MUST fix those prior to 
submitting your AFR.  NON-CRITICAL errors don’t have to be “fixed”, but it is worth it to read through them.  Each one will 
have blue words in the description you can click on to take you directly to that section to make changes if you need to.



If you click to provide an explanation for any of the entries you made, follow these steps 
for EACH explanation you need to give.
1. Click on the drop-down menu to select the category or the line for which you are providing an explanation.
2. Click the SELECT button.
3. Type your explanation in the box provided.
4. Click the Add/Update button.

3

1 2
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After you have double-checked everything, be sure to 
click the SUBMIT button to send the AFR!



In addition to a copy of this Power Point, you should also have a packet of handouts with:



Tips for completing the Comptroller Annual Financial Report (AFR) 
 

1. You will probably find it is incredibly helpful if your Quickbooks accounts are organized into categories titled the same as the 
Comptroller’s AFR lines. See attached instructions sheet.  Also, if you have an audit done, you can ask the auditor to categorize your 
incomes and expenses using your Quickbooks category titles and explain it is to help you complete the Comptroller AFR. 

 
2. Do some information gathering before you get started with the online filing of the Comptroller AFR: 

a. Run and print Quickbooks reports (or use your Audit report from your auditor): 
i. Quickbooks standard Balance Sheet report for the fiscal year you are reporting on. 
ii. Quickbooks standard Profit & Loss report for the fiscal year you are reporting on. 
iii. If you organized your accounts as suggested in Item #1 above, you will find collapsing your Balance Sheet and your Profit & 

Loss reports will make filing the Comptroller AFT even easier.  See attached instructions sheet. 
iv. If you have an audit done, use the Audit financial statements in lieu of the Quickbooks reports.  

b. Make sure you have your entity’s password for the Comptroller website (you may have to obtain it from whomever has been doing 
prior filings of the Comptroller AFR). 

c. Make sure you have the names, addresses, phone numbers, email addresses for the people who will be listed as the following 
persons for your SWCD: 

i. Contact Person – most likely the SWCD employee completing the report 
ii. Chief Executive Officer – most likely the SWCD Chairperson 
iii. Chief Financial Officer – most likely the SWCD Treasurer 
iv. Purchasing Agent – most likely the SWCD employee who orders/buys supplies 
v. FOIA Officer – whoever is designated your SWCD Freedom of Information Act contact person 

       Note: The email address for each of these people will have to be verified by the Comptroller system.  This means an email will be sent 
 to each email address and someone will have to open that email and respond to it.  The system will allow you to use the same  
email address for all 5 positions—should you choose to do that.  If you do choose to use the same email, the email only has to  
be verified one time. 

d. Find out the population of your county (or counties for combined SWCDs) from the Census Bureau.  You can obtain this information 
from the Census Bureau website: https://data.census.gov/  Note: The census is only done once every ten years, so this number will 
remain the same for a ten-year period.  The last census was done in 2020, so if you have the number from last year’s report, it will be 
this same number on the Comptroller AFRs until 2030. 

e. Find out the Equalized Assessed Value for your county (or counties for combined SWCDs).  When you get to this entry point in the 
Comptroller AFR, there is a link imbedded there.  I have NEVER found this link to be helpful.  I call my County Clerk’s office for the 
information.  (My county put this information on their website a few years ago and the County Clerk’s office walked me through how to 
locate the information for myself—which I now do every year.)  This EAV number will likely change every year, so check the figure 
EVERY year.   
 

3. The Comptroller AFR is due 180 days after the end of our fiscal year (June 30th) of every year.  This makes the due date of the report 
December 27th of the same year.  When you first log on to the Comptroller’s website each year, you are given an opportunity to request a 
one-time extension for that year’s report and get an extra 60 days to file the report (new due date of February 25th of the next year). In 
July of every year, I log on to the website and file for an extension—no matter what. 

 
4. If you choose the audit option, in any year you have an audit done (especially if it is the fourth year in which you have to attach a copy of 

your audit), I recommended you wait until you have the audit report back to file the Comptroller AFR.  Using the audit’s financial reports to 
fill out the Comptroller AFR will help ensure your Comptroller AFR matches the copy of the audit you will be submitting in that fourth year. 

 
5. You will do yourself a huge favor if you make certain you have made ALL adjusting journal entries and any account corrections in 

Quickbooks PRIOR to completing and submitting your Comptroller AFR.  Once you have submitted the Comptroller AFR, you want to 
AVOID having to make any changes in Quickbooks to any of the data for the fiscal year you just reported (or, for that matter, any other 
fiscal years that have already been submitted to the Comptroller’s office).  If you do make changes to account balances in Quickbooks 
after you have submitted your Comptroller AFR, you will have to make a request to the Comptroller’s office to have your AFR released 
(unlocked), you will have to redo (fix) the AFR to match your new balances, and then resubmit the AFR. If you change Quickbooks, but 
don’t redo and resubmit the Comptroller AFR, your balances that carry over from year to year within the Comptroller AFR will be off and 
will cause you SEVERE HEADACHES when you try to do next year’s Comptroller AFR. 
 

6. The Comptroller Connect website has a help section.  Once you have logged on to your account, the navigation bar below your SWCD 
name has a “Help” tab.  By clicking on the “Help” tab, you will be redirected to a list of four pdf files to choose from: Comptroller Connect 
Instructions; Chart of Accounts and Definitions; Using the Treasurer’s Report to fill out the new Special Purpose Abbreviated AFR; and 
Certified Copy of Vote Template.  You may find printing items 1, 2, and 4 to be very helpful.  Beginning on page 9 of the Chart of Accounts 
and Definitions, there are examples of types of items that go on each line of the Comptroller AFR. 

https://data.census.gov/


Organizing Quickbooks Accounts under Comptroller Report Headings 
 
You may find it easier to complete your Comptroller AFR if you arrange your Quickbooks accounts under heading accounts that match 
the line names of the Comptroller’s AFR (see the end of these instructions for another helpful tip and reason to consider rearranging 
your QB accounts). The following are instructions with Quickbooks screen shots to help you get started.  These instructions use 
arranging Investments as the example, so, keep in mind you will need to repeat these steps for each “line” of the Comptroller AFR. 
 

1.  Open your Chart of Accounts in Quickbooks by clicking 
on LISTS at the top of the Quickbooks screen and then 
clicking on CHART OF ACCOUNTS. 

 
 
 
 
 
 
 
 
  

2. In the Chart of Accounts window, click on the drop-
down arrow next to ACCOUNT near the bottom of 
the window and then click NEW.   

 
(Note: My Quickbooks already has these heading 
accounts created, so pretend you don’t see the 
INVESTMENTS heading account in the screen shot to 
the right.)  

 
 
 
 
 
 
 

3. In the Add New Account: Choose Account Type 
window, you need to select the type of account you 
want to add.  The screen shot to the right shows you 
all the choices.   

 
In the example that we are doing, we want to choose 
BANK as the type because we are wanting to put our 
Certificate of Deposit accounts under this new heading 
account (INVESTMENTS) we are creating.  You are 
actually making the Certificate of Deposit accounts sub-
accounts of the INVESTMENTS account.  In order to do 
that, the type of accounts MUST be the same—i.e. the 
heading account (INVESTMENTS) must be the same as 
the sub-accounts (the 3 Certificate of Deposit accounts), 
which are BANK type accounts. 

 
 
 
 
 
 
 



4. In the Add New Account window, you will need to 
add an account NUMBER and an ACCOUNT 
NAME for you new heading account.  Then click 
SAVE & CLOSE. 

 
 
Recommendation:  If your normal QB accounts are 4-
digit numbers, make you heading accounts 5-digit 
numbers and use all capital letters for the heading 
accounts to help remind you they are just for use as a 
group heading title and you won’t actually be “using 
them for dollar amounts”. 

 
 
 
 
 
 
 

5. After your heading account (INVESTMENTS) is 
added, go back to your Chart of Accounts.  
Highlight the first account you want to put under 
the new INVESTMENTS heading and click the 
drop-down arrow next to ACCOUNT near the 
bottom of the window and then click EDIT 
ACCOUNT. 

 
 
 
 
 

6. In the Edit Account window, click the 
box in front of SUBACCOUNT OF to 
place a check in the box.  Then click on 
the drop-down arrow in the box to the 
right of SUBACCOUNT OF, find the 
new heading account (INVESTMENTS) 
and click on it.  Then click on SAVE & 
CLOSE.   

 
Repeat steps 5 and 6 for all the accounts 
you want placed under this heading 
account. 

 
 
 
 
 
 
 

7. Repeat Steps 2 through 6 for each of the heading accounts you need to make.  Yes, it is a long a tedious process, but check 
out the next page to see a very impressive Quickbooks trick that will work if you spend the time to organize your 
accounts as described above. 

 
 
 



Did you know about this sweet little trick? 
 

Did you know you can COLLAPSE Quickbooks reports to show just those heading accounts (and their balances) you just created? 
 

With your Profit & Loss Report (or Balance Sheet) open, simply click on the COLLAPSE button at the top of the report… 
 
 
 
 
 
 
 
…and you can go from a Profit & Loss report that looks like this to a collapsed Profit & Loss report that looks like this with one click! 
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