Instructions for Updating Chart of Account Numbers For CTAS Version 8

*NOTE: Use the CTAS Chart of Accounts to be sure you’re using the correct numbers*

CTAS Version 8 is designed to work with your Version 7 data if you choose to. In CTAS Version 8
there are certain Fund numbers, Account numbers and Object Code numbers that the program
will not allow to be used, and other numbers whose descriptions will be changed by the
program. Those numbers and descriptions can be found in the CTAS Chart of Accounts, which
you can downloaded from our website at
http://www.auditor.state.mn.us/default.aspx?page=ctas. If you import your data without
updating it first, the program will give you an error message and download a file to your
desktop with the numbers to be changed.

These instructions will describe how to update your Version 7 Chart of Accounts with the CTAS
Chart of Accounts so your data will migrate into Version 8.

These instructions use a Windows 7 interface: the steps are similar for Windows 8 and 8.1

First, double-left-click on the CTASv7 icon on the desktop.
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When the CTAS Welcome screen appears, left-click once on the “Continue” button

Application Version Number 7.0.14
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CTAS will open to the Receipts module. Left-click once on the “Acct.
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The Chart of Accounts Module will open. Select the tab for the type of account you would like to change:
Funds, Account Numbers or Object Code (Program Codes are determined by the user and cannot be
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For our example, we will change the Property Tax Account number from 31000 to 31001, a number
which will work in Version 8 for this account. First, we will left-click on the Account Numbers tab, then
left-click once on the Property Tax account number to highlight it.
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The Update Account Number window opens: in it, we type in the new number, 31001.
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When the account number has been updated, the buttons on the bottom of the Update Account
Number window change to allow you to save the new number. Left-click once on the Save button.
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The account number has now been successfully changed.
31000 account number has been changed to 310

With this change, all past data that used the
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Changing Chart of Account Numbers needs only to be done once. Past data is changed and you can now
use the new number going forward.

** The process used above to change the Account Number also works to change
Fund, Object Codes and Program Codes.
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