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GAAP Reporting Instructions Wdesk Guide & Help 
 

How to get to GAAP Reporting Transmittal in Wdesk 
The preferred browser to use Wdesk is Chrome.  Alterna�vely, the Edge browser is also compa�ble with Wdesk, 
but Chrome works best. 

Website link and login 
Link: htps://app.wdesk.com/home/  

This is the login screen for Wdesk, please enter your email address and password*.  You also might be prompted 
for an iden�ty verifica�on, which you will get an email with a 6-digit code to enter. 

*If you have not been set up with a Wdesk account yet, have your CFO email your name and email address to 
CTRGAAPReporting@mass.gov and request access. Follow the steps once you receive in the welcome and 
password reset emails from Workiva.  Please note that the email you receive to set-up the account is only valid for 
24 hours.  If you were unable to set-up your account within the 24 hour limit, please email 
CTRGAAPReporting@mass.gov so the welcome email can be resent. 

 

  

https://app.wdesk.com/home/
mailto:CTRGAAPReporting@mass.gov
mailto:CTRGAAPReporting@mass.gov
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How to navigate Wdesk 
Once you have logged in, the first page you see is the home page and any recent files you have opened.  On the 
le� hand side is a toolbar for quick access to this home page and the files page.  Click on the “Files” icon to see 
the lis�ng of folder available to access. 

 

To get to the GAAP Repor�ng Transmital for your department, first click on Files, then click on the folder called 
“FY2023 GAAP Repor�ng”  From here you should see only one file, called FY2023 GAAP Transmital.  You can star 
the file (star icon to the le� of the sheet name) so that you can easily get back to the file from the homepage using 
the starred tab at the top.  See below screenshots for the starred page.  Clicking on the filename will open up the 
worksheet. 
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Features of Wdesk 
Ribbon  
Most of the ribbon at the top will be locked because the cells you will be entering data into are locked for edi�ng.  
There is one tab group called View that can be helpful.  The Show/Hide sec�on allows you to show/hide the 
source and formula triangles, gridlines, formulas, comments, and atachments.  

 

 

Right Side Toolbar (see right) 
On the right-hand side is the toolbar for different features within the worksheet.  The three main 
features you might be using are comments, history, and atachments.   

Comments can be very useful, just like in Excel, to let others know about certain cells and any 
addi�onal informa�on.  You can also @ someone to no�fy someone about a comment you 
posted.  For example, you can @CathyHunter and type in your comment, and Cathy will get an 

email message saying you sent a comment on this par�cular worksheet and displays the comment. 
Please note that there is no space between @ and the name of the person that you are sending 
comments to.  A very useful tool to get in touch with anyone from the financial repor�ng team. 

 

Another feature is the history sec�on, which will show worksheet-wide changes and who made the 
changes. By clicking on previous history points in �me you can go back to see that version.  You can also 
see cell-by-cell the history of each cell to see how it has changed and by whom. 
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There is also the atachment sec�on, where you can select a cell and atach an excel document, word 
document, pdf, or even an email message to that cell.  That way you can provide further backup or more 
informa�on about certain numbers, if necessary. 

 

Outline 
On the le�-hand side is the Outline 
of the worksheet.  Each department 
will only be granted access to see 
their own GAAP Repor�ng 
Transmital sheets, along with the 
Instruc�ons sheet.  You click on the 

arrow to the le� of your department’s name and either 
collapse or expand to see the sheets below your department 
name.  The number of comments also are shown to the right 
of the name of the sheet, along with a status indicator, which 
can be used by anyone to indicate different statuses like “Not 
Started”, “In Progress”, and “Submited by Department”.  The 
other two “Reviewed by SFR” and “Final” are used by the SFR 
team. 
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Entering in data 
Each sheet for your department will be in input mode, which you can see by the blue bar at the top of each 
sheet.  Input mode allows only data entry into the worksheet in predetermined cells, which are highlighted in 
blue.  Any cell highlighted in green indicates a prior year number or a formula.  Only the blue highlighted areas 
are allowed for data entry, which is to prevent accidental adding or dele�ng rows/columns, changing formulas, or 
any forma�ng.  If there are any incorrect amounts for prior year or formula based cells, or if you need to enter 
informa�on where you can’t, please put a comment in the cell(s) and @CathyHunter in the comment. 

 

Auto save and publish changes 
While you are entering in data into the various sheets, everything auto saves in the Wdesk applica�on.  There are 
some cells, indicated by the blue triangle at the top le� of the cell, which are source links to cells in other 
workbooks in Wdesk (going to the combining sheets or the ACFR document itself).  When there is a red bar below 
the blue triangle, this means there is a change to the cell that needs to be shared to update the cells linked in 
other workbooks.  You can share changes by hi�ng the publish buton at the top le�. 
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Instructions for each GAAP Reporting Transmittal Section 
As men�oned previously, each sheet for the GAAP Transmital is in input mode.  This mode restricts any changes 
to the format of the sheet and any edits to cells that are not designated as input cells.  If a cell is an input cell, you 
can only enter and delete informa�on in that cell.  These cells are highlighted in blue.  Any cell that is highlighted 
in light green are cells that perform calcula�ons. 

Below are the details and steps to perform when comple�ng each sheet for the GAAP Repor�ng Transmital. 

 

NAR411WD Report 
This sheet will detail your department’s revenues by Fund, Revenue Category, and Revenue Source.  Prior year 
revenue is shown in column G, current year revenue is shown in column I, and outstanding receivables is shown in 
column K.  All of those amounts come directly from MMARS transac�ons.  These amounts are also locked and 
can’t be adjusted.  Pending receivables are inputed in column M, uncollec�bles are inputed in column O, and 
deferred revenue is inputed in column Q.  Please enter all numbers as posi�ve amounts. 

A�er submi�ng the GAAP Repor�ng Transmital, you need to make adjustments to the pending / uncollec�ble / 
deferred amounts entered and submited, please contact the Statewide Financial Repor�ng team. 
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Revenue & AR Analysis 
Analysis on the five Revenue & AR criteria is entered on this sheet.  When a revenue source meets any of the five 
criterions listed at the top of the sheet, the fund, revenue category, revenue source, and the criteria condi�on will 
populate in the table below.  The department must provide an explana�on (in column F) for why that revenue 
source met that specific condi�on. 

 

 

Methods for Uncollectible & Methods for Deferred Rev 
If the department has a receivable balance in a par�cular revenue source, a method for es�ma�ng uncollec�bles 
is required.  If the department has any deferred revenues to report, a method for es�ma�ng the deferred revenue 
is required. 

There are drop down boxes for the fund, revenue category, and revenue source.  Alterna�vely, you can start 
entering in the code or name of the fund/revenue category/revenue source and the drop down menu will show 
you op�ons based on what you entered.  Please provide the method descrip�on in column E-H. 
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Assets Held in Trust 
When the department has cash or 
other assets held in a trustee capacity 
(held for someone else’s benefit) and 
it is not reported in MMARS, it is 
reported in this sheet.  Please provide 
a descrip�on of the asset(s) or what 
facility they are used for in column B, 
the beginning balance in column D, 
addi�ons in column F, and dele�ons in 
column H.  All amounts must be 
posi�ve for the calcula�ons in column 
J to work.  Please also provide the 
prior year total reported. 

 

 

 

GASB 49 Questionnaire 
All departments are required to answer this 
ques�onnaire.  Please respond with either yes or 
no to each of the ques�ons asked in column M.  
Based on your responses, ques�on 5 will populate 
a “X” next to the result.  If the result is anything 
other than 5a, the financial repor�ng team will 
reach out to you for further details. 
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GASB 83 Questionnaire 
All departments are required to 
answer this ques�onnaire.  Please 
respond with either yes or no to each 
of the ques�ons asked in column K.  
Based on your responses, you either 
have or don’t have an asset re�rement 
obliga�on (ARO).  If you are required 
to report an ARO, the financial 
repor�ng team will reach out to you 
for further details. 

 

 

 

 

 

 

Other GASB Standards 
For each GASB statement iden�fied 
on this sheet, please respond with 
“Yes” if it applies or “No” if it 
doesn’t apply.  The financial 
repor�ng team will reach out to 
your department if any of the 
GASB statements are applicable. 
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Overview & Certification 
Please fill in the contact 
informa�on at the top.  For 
each sec�on of the GAAP 
Repor�ng Transmital, 
indicate the status of the 
sec�on, either Not Started, In 
Progress, Completed, or N/A.  
If you have any addi�onal 
comments or informa�on to 
provide, please use the 
appropriate areas. 

Once the en�re GAAP 
Repor�ng Transmital is 
completed, please fill out the 
cer�fica�on area at the 
botom.  The preparer and the 
approver MUST be different 
individuals.  Typing the 
name/date/�tle into the 
prepared/approved is the 
cer�fica�on and signature of 
that person, and that they 
entered/reviewed all of the 
informa�on contained in the 
previous sheets. 

 

Once both preparer & approver have entered their informa�on in the cer�fica�on area, this signifies your 
department submi�ng the GAAP Repor�ng Transmital to CTR for review.   

Addi�onally, next to your department’s name on the outline (le�-hand side of wdesk screen, shown below), 
please put a status of “Submited by Department”. 
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