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OVERVIEW

* Making reports more informational and
easier to understand.

* Tips and Tricks for utilizing reports.



COSTCENTER: n|=
| }

RECEIPTS

THIS MON
0000 Default Activity Value o.00
=TOTAaL** Default Activity
1111 WISA o.00
*=TOTAL** Fees
2010 GEMERAL -FEES 15,618.97
2011 WEPAPRINTIMNG 40.00
2015 CLASSROOM IMPROWVEMENTS 0.00
2016 TRANFORMATIONS 2017 0.00
2020 LOCKER FEES 2.00
2035 COFFEE BAR -NP 0.00
2050 MBHS HEALTH ROOM 0.00
2100 AUDITORIUNM RENTAL FEES/IEXPENS 0o.00
2150 GUIDAMCE WORKSHOPS 0.00
2151 GUIDAMCE TESTING 4 260.00
2152 GUIDAMCE PURCHASES 1,990.00
2200 LIBRARY 207.00
2222 FIELD TRIPS o.00
2410 TECHNOLOGY/HS FUNDS 4059 24
2411 DIGITAL DEWICE S -14 210.00
2415 TECHNOLOGY REPLACEMENT ACCO 330.00
2420 COPIERS, P 0.00
2500 SUMMER SCHOOLSMACKS 321.87
2700 PARKING FEES/SECURITY 20.00
=TOTAaL** Fees 2,989.48
3310 AMBASSADORS 15.00
3320 AMERICAN FIELD SERWICE 0o.00
3330 ART CLUB 0.00
3350 CHESS CLUB 0.00
3360 CIRCLE OF FRIEND S 200.00
3370 CHORALDOMATION ACCOUNT o.00
3375 CLASS OF 2017 0.00
3380 CHEERLEADERS 0.00
3381 CHEERLEADER BOOSTER 9, 500.00
3382 CHEER SPONSORSHIPS o.00
3383 CIVITAN CLUB 2,415.00
3390 DEBATE CLUB 2,350.00
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FISCAL PERIOD: September

MOMTH BALANCE

PAYMENTS PAYMENTS OPERATION
THIS MON TO DATE PwATO DATE
0.00 0.00 0.00
12,457.22 41,558.62 0.00
12, 457.22 41 ,558.82 0.00
33,160.45 88,239.76 -2,816.44
18,177.13 18,177.13 4,242 87
0.00 1,477.97 1,477.87
0.00 69,512.15 83,050.19

0.00 1,084.00 -53.00

0.00 24 .15 62.75

0.00 15.00 177.50
1,087.30 2, 779.92 Z,2720.08
0.00 3,368 .68 5. T7T47.32
9,003, 21 129,242 08 10,782.92
2 87867 &, 8588 .68 543 88
165.64 2,830.22 215.86
0.00 26,858.00 0.00

348 38 19, 855.71 -3,727.87
0.00 F3,220.00 -73,220.00
455.00 14,082.78 3.081.18
-2,959.60 18,024 59 -18,024.59
1,039.89 1,039.89 852.02
T.827.81 26,283 41 65.59
69,203.98 501,005.12 10,525.73
817.85 2,144 32 1,769.32
0.00 0.00 0.00

0.00 1,3250.99 -515.99

0.00 o.00 o.00
562.65 1,672.14 409.35
0.00 75.18 ¥5.18

0.00 955.00 -955.040
1,485 44 48,093.15 &7.89
TE.08 9, 178.47 321.53
0.00 0.00 11,250.00
1,639.00 2,985.46 304.54
417.24 4,499 45 F13.54
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6020
6022
6024
6025
6029
6030
6031
6032
6033
6040
6041
G042
6043
al44
6045
6046
6050
6051
6052
6053
6054
6055
6056
6057
gava
60380
6081

BASEBALL -BUDGET 202.50
BASEBALL CONCESSIONS 0.00
DUGOUT CLUB 0.00
SUMMER BASEBALLCAMPS 3277
DIAMOND DOLLS 0.00
BOYS BASKETBALL-BUDGET 0.00
BOYS BASKETBALL-REIMBURSABLE  2,200.00
BASKETBALLCONCESSIONS 0.00
BOYS BASKETBALLSUMMER 0.00
GIRLS BASKETBALL-BUDGET 200.00
GIRLS BASKETBALL-REIMBURSABLE 0.00
GIRLS BASKETBALL CONCESSIONS 0.00
BOYS & GIRLS BASKETBALLBOOSTE 7,000.00
GIRLS SUMMER BASKETBALLC AMP 0.00
SUMMER BASKETBALL CAMP 16,625.00
BASKETBALLSPONSORSHIPS 10,300.00
FOOTBALL-BUDGET 0.00
FOOTBALL-REIMBURSABLE 3,481.61
FOOTBALLPLAYOFF SPECIALACCT 0.00
FOOTBALLBOOSTERS 2,275.00
Jo0CLUB 250.00
FOOTBALL-STH REIMBURSABLE 0.00
MOMENTUM SPORTS TRAINING CAN 0.00
FOOTBALLSPONSORSHIPS 5,000.00
BOYS GOLF -BUDGET 280.95
GIRLS GOLF -BUDGET 0.00
GIRLS GOLF -REIMBURABLE 0.00

125,259.66
377.05
27,806.00
10,512.77
9,620.00
21,785.58
3,367.15
1,670.15
8,760.00
24,981.70
550.00
167.83
47,440.00
2,230.00
27,575.00
32,700.00
£6,971.00
33,181 61
19,978.98
34,746.50
5,125.00
12,760.00
2,050.00
23,750.00
13,228.69
17,416.06
7,516.90

2,016.80
0.00

-4.00
5,215.41
0.00
1,911.72
1,050.00
0.00

0.00
133.00
0.00

0.00
1,345.76
2,199.76
22,573.67
0.00
29,103.95
32,271.61
0.00
7,898.19
2,051.90
12,098.50
2,032.54
0.00
814.72
2,927.62
0.00

109,130.11
377.05
39,842.38
10,603.72
5 484 11
18,901.21
2,008.30
1,670.15
8,889.91
22,034.06
3,093.06
208.03
52,705.92
2,199.76
40,807.75
28,247.50
39,548.42
33,181.61
13,317.00
43,152.44
2,051.90
13,052.63
2,032.54
0.00
13,775.08
16,343.68
3,021.70

16,129.55
0.00
-12,036.38
80.95
4.135.89
2,884.37
1,358.85
0.00
-129.91
2,947 64
2,543.08
-40.20
5,265.92
30.24
-13,232.75
4,452 50
22 577.42
0.00
6,661.98
3,405.94
3,073.10
292.63
17.46
23,750.00
546.40
1,072.38
504.80

0.00
0.00
27,384.83
90.95
0.00
7.395.14
16.15
0.00
307.43
7.043.56
2,543.06
40.20
11,725.56
0.00
25,525.72
£,300.00
40,313.35
0.00
13,603.50
25,304.95
0.00
9,237.20
0.00

0.00
5465.40
0.00
504.80

16,129.55
0.00
15,348.45
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4,135.89
10,279.51
1,375.00
0.00
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9,991.20
0.00
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30.24
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30.24
12,292.97
10,752.50
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8,044 57
17.46
23,750.00
0.00
1,072.38
0.00



ACTIVITY NUMBERS

* Activity numbers are used in Local School
Accounting to separate different pots of money
within the school’s financial books.

* Activity numbers are not imported into the Central
Office books with monthly school financial imports.



WHAT’S IN A NAME?

WHERE WILL THAT ACTIVITY NUMBER SORT ON
REPORTS?

WILL THE DESCRIPTION THAT SHOWS ON
VARIOUS REPORTS BE USER FRIENDLY?



SPECIAL USE CODES

Special Use Codes

e Can be used to differentiate funds within
the same activity.

* Can be used to make balance sheet
accounts clearer.



EXAMPLES OF UTILIZING
SPECIAL USE CODES

* Book Fair - one in fall and one in spring

* Theatre/Drama/Show Choir Productions

* Differentiate between various fundraisers within an
activity



Change Cash Trial Balance(Class/Function 1-0115)

Select By GL Compoternt

v Suppress Zero Lines
[ Pun GL Surmmary Fepaort
[ Pun Fund Function Summary Fep

select Components to Summarize [So

Account Description I
f+ Internal Description

Sroup ... Description

Z= Enten Account Selection Criteria

Begrming Fiscal Year  Begnning Fiscal Period
20 =l | [~
Ending Fiscal Year Ending Fiscal Period

|2I] j |Fehruarj.r j

Accept Selection Criteria

[ Activity [ Furnction [
E gmd E gg_le_g E Cotnponent M ame Sort Order Beginning Walue Ending “Wahae
ass =l | 10115 10115 Add Iter
Component Contains: C-Func
Function Summary Selection Jort Order Must Be Major to Minor (0 Sort Order = Selechon Criteria only - Do Mot Sort or Total)
* Do HotPrint ¢ Print With 30 | Component Mame | Sort Order | From Value | T Value

ClassFunct

Feport Destination

RUN DATE:
RUN TIME: 0S5 :15.AMm

Focty-Fd-C-Func-0Obj-CCitr-SFnd-¥-Prog-Spec
0000-12-1-0115-000-0050-7101-0-0000-6022
0000-1Z2-1-0115-000-0050-7101-0-0000-6400

Special Use Code used here is the
same as the activity number that
utilizes this change cash for ease
in generating a report for just this
activity.

1 10115 10115

MCAI BUDGETARY ACCOUNTING SYSTEM
JOURNAL SUMMARY TRIAL BALANCE REPORT
|

L
FISCAL PERIOD/SYEAR:D/Z009 THRU

\

DES C AS N TYPE
CHANGE CASH-BASEBALLCONCESSIONS 100025 o
CHANGE CASH-GATE RECEIPTS 100009 D

Description has been changed to include name of
activity for ease in reading report.




RECEIPT MODULE SETUP

* Be consistent when setting up Revenue Types for ease in research.

Revenue Types

L0000-0115 f CHANGE CASH-GENERAL HIGH S
+~ 0000-3800 f CHAMNMGE CASH-BAND o
~ D000-3900 f SUPPLY STORE SEED

0000-6020 f BASEBALL SEED

0000-6022 f CHANGE CASH-BASEBALL COMNC
0000-5030 f CHANGE CASH-BOYS BASKETBA
0000-6032 f CHAMNGE CASH-B-BSKTBLL COM(
Q000-5040 f CHANGE CASH-GIRLS BASKETB!
0000-6042 f CHANGE CASH-G-BSKTBLL COMt
0000-6090 f BOYS SOCCER SEED

Q000-5100 / GIRLS SOCCER SEED

0000-6110 f SOFTBALL SEED

Q000-6140 /f TRACK SEED

0000-6150 f CHANGE CASH-VOLLEYBALL
0000-6152 f CHANGE CASHVOLLEYBALL CO
Q0000-6160 f CHANGE CASH-WRESTLING
0000-G400 f CHANGE CASH-GATE RECEIPTS

LA RNAALNAAAAALALURA




RECEIPT ENTRY

Be consistent when entering names for individuals.

* Examples:
cMary Sample
°Sample, Mary



REVENUE TYPE REPORT

Payer Search Critena

I Page Break on Revenue Type

I Payer Name  PayerId
Cost Center 0050 | -
Station ID |All | |
[~ Use Date Range = Receipt Date | J Thru |
Report Order Receipt Status GL Posted Status
= Payer Name ~ Open/Voided « Posted/Not Posted
" Receipt Number = Open Only " Posled
" Noided Only " Mot Posted
Report Destination
«+ To Report Viewer " To Gnd " To Eile

To Printer HP LaserJet 1022 (redirected) Setup




C/R
CiR
C/R
C/R
C/R
C/R
C/R
C/R
C/R
C/R

C/R
C/R
C/R
C/R
C/R
C/R
C/R
C/R

030-0034118205
030-0034142506
030-0034146838
030-0034152502
030-0034157309
030-0034161425
030-0034185805
030-0034174337
030-0034180567
030-0034186172

MY PET PEEVE

* Reports are easier to read and look more professional if
entries are made in all caps.

0732017
07132017
0732017
0732017
07132017
0732017
07132017
07132017
0732017
07132017

Read MatalieEd
Clark Charles
Howell Caroline
M orriz Charles
Gray Charles
seton alex
NealWarner Sho
Wilensky M arsha
Shiflet Aaroen T
Haberstroh Jame

0050-75596
0050-75597
0050-753593
0050-75599
0050-75500
0050-75801
0050-73502
0050-75603

0872172017 PLATT, ANSLEY
0872172017 HALL, AN
0872172017 ROWE, LILLY
0872172017 ALLEN, MARY LEE
0872172017 SULLIVAN, SAM
0872172017 SMITH, JUSTICE
0872172017 CLEGG, ANNE CAR
0872172017 TEW  ELLIE

—4 2 & A 3 A A 4 A A

.00
.00
.00
.00
.00
.00
.00
.00
.00
.00

O 000000000

Matalie Edith Read-GENERAL SERVICES - Seniors - Ge
Charles Harrison Clark-GENERAL SERVICES - Seniors
Caroline Grace Howel-GENERAL SERVICES - Seniors -
Charles Zachary Morris-GENERAL SERVICES - Seniors
Charles Gray-GENERAL SERVICES - Seniors - General
alex =eton-GEMERAL SERVICES - Seniors - General &
Warner Shook Meal-GENERAL SERVICES - Seniors - G
M arszhall Harriz Wilensky-GEMERAL SERVICES - Senio
Aaron Tate Shiflet-GENERAL SERVICES - Seniors - Ge
James Louiz Haberstroh-GEMNERAL SERWVICES - Seniors

40.00 C GENERAL-SCHEDULE CHANGE
40.00 C GENERAL-SCHEDULE CHANGE
40.00 C GENERAL-SCHEDULE CHANGE
40.00 C GENERAL-SCHEDULE CHANGE
40.00 C GENERAL-SCHEDULE CHANGE
40.00 C GENERAL-SCHEDULE CHANGE
40.00 C GENERAL-SCHEDULE CHANGE
40.00 C GENERAL-SCHEDULE CHANGE



INVOICE ENTRY

Travel Advances -

ADV-ATL
BAL-ATL
- Invoice by Vendor Report
ADVEOSHS NS HISSIOS O SHSTSONNINNS  O0-2S22iSSE0S0H0N LS00
WOCETOTALS:  FWANT: 000 PADFW: 00 INOICETOTAL:
BALLHARLEST WORNS ASS O 04 BRET OSBRSS G200
WOCETOTAS:  FWANT: L0 PADFW 10 INOICETOTAL:
BALLOS 1 ORNS HISSIOMS O 2S04 BOETOBBORNTS QM-S 2215 3E0S0H0N 5000004

Al
4,00
3.0
3.0



SAVING REPORT CRITERIA

o Setup and Generate Report.

select By GL Component

v duppress Zero Lines

Account Description
+ Internal Descriphion

Group .. | Descrphon

<= Enter. Account Selection Criteria

' Run GL Surmary Report Begmrang Fiscal Year  Begmning Fiscal Period
" Run Fund Function Sutimary Rep £ | i
Arcept delection Criteria o o ,
Select Coupanents to Smamarize (3 Ending Fscal Year  Ending Fiscal Period
Obciviy  Ofmcion [ 03 I ”
E gmd E gg?g E Corpanent Name ot Order Begmmng Value Ending Value
ut ctivity A 2227 4dd Trem
Cotponent Contams: Acty
Function Surmary Selection sort Order Must Be Major to Minor (0 Sort Order = Selection Critena only - Do Not Sart o Total]
* DoNotPrint O Print With 5w | Cowponent Name | SortOvder | From Value Ta Value
L sFund l 2222
Report Destingh
AT ClassFimet DIl 10531
¢ ToEmmter  BOE_ACCCOPIN | ClassFunct ; 20351 20351
¢ T Rennrt Vipswey




* Name and save the report

g & O

Enter Default  Lask

nelect By GL Cotponett

v Bupptess Zero Lines

[ Bun GL Surmmary Report

Accoy
e Inte

" Btat

| Baun Fund Function Summary Repott

Select Components to Summarize [Sort Order Must Be Fern|

_wink on "Save" PriScr  Exit

| Bax belaw will pop-up.

Group ... | Description |

[ Activity O Function
[ Fund O Ohject
O Class OccTr

Function Sutamary Selection

Do Mot Print ¢ Print With Summary

Eeport Destination

" ToPrinter BOE _ACCCOFPIER TOSHIY

+ To Report Viewer
" To File

O 3Fund
Oear
O Program

O 3pecUse

=% Report/Query Stored Criteria Options

Enter a rew natne ot chioose one frowm the list helos:
(30 charactets mazitmum, please]

Name the report

|MDNTHL‘I’— CHANGE & PETTY CASH|

aave “‘*——-Llal_gt_gh_| Cancel |

Enter Selection Criteria, Click Enter(F1) To Generate Repar Click an “Save”

ki




* Recalling a saved report

¥ & [l S F
Enter | Default | Lask Save PrtScr Exit
fTBAL: Trial Balance Repc ) '_"Ij[ﬁ]
Account Description r
3 iph L
nelect By GL Component iz il VoS i iiGiE Group ... | Description |

v Suppress Zero Lines
[ Pan GL Summary Feport
[ Fun Fund Function Suramary Report

select Components to Summarize [Sort Order Must Be Zero)

 Statefduditor Description

O Activity O Function O 2Fund
O Fund O Otject Ovear
O Class OcCCcTR O Program

Function Sutatnary Selection
* Do Mot Print ¢ Print With Summary

Feport Destination
" ToPrnter BOE ACCCOPIER_TOSHIN
f« To Report Viewer
" To File

O 2peclise

=¥ Report/Query Stored Criteria Options

Enter a new nate or chioose one from the list helow:
(30 characters mazium, please)

| [~

DK Delete Cancel |

Enter Selection Criteria, Click Entet[F1) To Generate Feport



*Recalling a saved report

g @& O =l

Enter Default Lask Save

- GLSTBAL: Trial Balance Report (v3.01)

Account Description
f= Internal Description

™ State/Saditor Description

melect By GL Componetit

[+ Suppress Zeto Lines
[ Paun SL Sumtmary Report
[ Pun Fund Funchion Summary Beport

select Components to Sutnmarize (Sort Order Must Be Zerao)

Sroup ... Description |

O Activity [ Function O 3Fund O 8peclise
O Fund O Ohject Ovear
O Class OcCcCcTR O Frogram

Function Summary Selection
" Do Mot Print ¢ Print %With Summarsy O

=% Report/Query Stored Criteria Options

Enter a nesw name or choose one from the list helos:;
[30 characters mazzitoatn, please)

Click an
llunw“ll

Feport Destination

" To Printer BOE ACCCOPIER TOSHIN "
- - LAST RUN

f* To Report Wiesser
i Tuo File

MONTHLY - CHAWNGE & PETTY CASH

MONTHLY CASH ACCOUNT -TE
MONTHLY ENCUMEBRANCES-TE
MONTHLY PAYABLES list

Click an the report from the




g & U =

Enter Default  Last Save PreScr  Exit
TBAL: Trial Balance Repo | !E
Account Description [
nelect By GL Component wﬂc&———‘ toup .. | Description

v Suppress Zero Lines

| Bun GL Sumtnary Report

[ Run Fund Function Summary Fep

nelect Components to Summarize (S |

O Activity [ Furction [
[ Fund [ Ohject [
[ Class O CCTR [

Function sutmmary selection
f* Do Not Print ¢ Print With Su

Eepaort Destination
" ToPrinter BOE ACCCOPIE
¢ To Report Viewer

#= Enter Account Selection Criteria

.......

.......

Beginming Fiscal Year

Beginring Fiscal Period

lick on "Select By GL Campanent”

%]

Change dates, if needed, and
modify any selection criteria

2o M [
Ending Fiscal Year Endmng Fiscal Period
s o L SRR I - [~

Component Name

sort Order Beginning Yalue

as needed.

Activity

sort Order Must Be Major to Mmor [0 Sort Ovder = Selecton Criteria only - Do Not Sort c

= F

|EEEE

Component Contains: Acty

Select "ENTER" or "FI" tn

generate selected repart

Cotponent M ame aort Order | From Walue To Walue
s Fund 1 ZEEE
ClassFunct 2 10131 10131
ClassFunct 2 20251 20251




EXPORTING RESULTS TO EXCEL

ENTER SELECTION CRITERIA AND GENERATE REPORT

“* GL/BARP: Budget Analysis Report (v3.03)
Account Descriphion

o - Double Space
Select By GL @ Internal Description Feport

Componetit

IQERIE PRGN - Epter Account Selection Criteria

Print Budget Fiscal Year Fiscal Period

 Varimce  YeartoDate ¢ 0 v| |February |-
. Accept Selechon Criteria - - .
" Mext Year Comparision r Ending Fiscal Vear Ending Fiscal Period
andn - F 'h -

[7 Bun GL Summary Report 7| b —

™ Bun Fund Function Summary Rep Component Narme sort Order Beqnning Value Endmg Value
[+ Display only GL Accounts with By |Actity j |1 IEU 110 2010 Add [tem
Select Components to Summarize (Sc _ _ Component Contains: Acty

aort Drder Must Be Major to Minor (0 Sort Order = Selection Criteria only - Do Not Sort or Total)

O Activity [] Function Component N are aart Order | From Walue Ta Value

O Fund O Ohject

O Class OcCCTR




rystal Heports Yiewern 9

= &

- | 1 ofi1

th 7

. i
Freview
RUM DATE: . " " MCAl BUDGETARY ACCOUNTING 5¥STEM
RUM TIME: 07 0546 Click on Expﬂﬂ BUOGET AMALYSIS REPORT

THEREU FISCAaL YEAR-PERIOD-OMNTH:

envelope
DESCRIFTION [@v-PERIOD-MOMTH (String) '
FPoty-Fd-C-Func-0Obj-CCtr-5Fnd-7-Prog-Spe BLUOGET
Activity: 2010 J5H P
EE REWEMUES 777
JEN,OO0NATIONS
O010-12-4-F430-000-0010-F101-0-0000-0000

RUH DATE:

RUHN TIME: 07 05 Ahd

DESCRIPTION
Hcty-Fd-C-Func-0Obj-CCtr-SFnd-¥-Prog-Spe
Activitw: 2010 JS5H P

T REWYEMUES &7

JEN,DOMATIONS
Z2010-12-4-F420-000-0010-F101-0-0000-0000
JEMINTERFUMNDO TRAMNS (IN-PUBLIC
Z0O10-1Z2-4-9Z210-000-0010-F101-0-0000-0000

=TETOTAL REWENUES

T EXPEMDITURES =°7
JENVIHNSTRUCTION-STUDENT EDUCA
2010-12-5-1100-311-0010-7101-0-1200-0000
JEHINETRUCTION-STUDENT CLASS
2010-12-5-1100-411-0010-F101-0-1200-0000
JEHN.STUDENT SUPP-OTH HOHN INST
Z010-12-5-z190-459-0010-F101-0-1Z00-0000
JEN EXTRAJMO-CURRKE TRAHNSP-TRAN
Z010-12-5-4150-392-0010-F101-0-1200-0000
JENVINTERFUND TRAMNS OUT-PUBLIC
Z010-12-5-9910-920-0010-F101-0-9700-0000

1.000.00

-S-February

zoo9 zOo1o 2010 010
ACTUAL BUDGET YTO ACT YTO EMC
o.on 1.000.00 O.on o.oo
MCAl BUDGETARY ACCOUNTIMNG SYSTERM
BUDGET AMALYSIS REPORT
THRU FISCAL YEAR-PERIOD-PAOMTH: i-February
zooa zooa zoi0D zoi0D
BUDGET ACTUAL BUDOGET ¥TDO ACT
1 000 .00 Select Excel 1.000.00 0.00
(Data Only) foo oo o.00
H 0o.0o0
en click on _
Farmat: " .
|]|(' | Ok I
crabat Fo El o.oo
Acrobat Format [PDF) -~ Cancel
HTHL 2.2 Dres
HTHL 4.0

MS Excel 97-2000

=

= 1 1
= MZ word nlurd
=0 Rich Text Farmat
= > 145 .0C

Tah-cenarated bewt

BUD

o.oo



Excel Format Options @ i

Cphlumn width

= Colurmn width based on objects in the :

onztant column vaidth [in points] -

Choose export file

®

| Feport Header

—_

[ E=zport object formatting

[ Maintain column alignment

[ E=port images

Cancel

=

FOO9
LI L

| Sawve in: | L MhkzclienthE on Entirefleteeork

'I 5 CaBank Forms
- 3 CABUDHSET - 2010

by Computer

' Calendar Back-up

3 E-Mail Auko archive
—’; g Financial Statemenkt

_JLoi=

Py Documents CHPDF Files

glupdate on
MNg-0176-b

__’u'l <

Cobol File name:

[ aScreen Prinks
“lbvaF 102D
Calendarzooe-z010 _S_

harker #1
charker #2
ax Message
Fv02 PEEHIP payrments - lisk For auditor

= c=fF EE-

albarp
Je=fF Mackin lektker about
Letterhead with Karen's
Monesy SIgn

object code 414 For chb
object code 414 For hs
object code 419 For jh
Ceeerall Work Flows
peship - ap
poprpomkbnbr

TARY ACCOURNTING SY 5T EhA
ET AMAaLYS IS REPORT

oD FOREST ELEMENT AR
F-PERIOD-PAOMTH: 2010-5-Feb

010

BUDG ET

i.000.00

MexbEen Sc
signakture

Choose the location to save the
report to.

Rename the file.

Click on "Save"

GLEARHP




FROM EXCEL PROGRAM - OPENED SAVED FILE

Al -~ £ | Activity: 2010 JSN P
A B C D E F G H | J K L IV M o P Q R S

1 [Activity] 2010 JSN P

2 ™ REVEMUES This is what Excel file will look like when you first open it -

3 |JSN.DC 201012 ####4%  0.00 ###% 000 000 000 & DON'T PANIC

4 [USNINT2010-12 ## . 0.00 s 0.00) 000 0.00) #wsss

& |~ TOT, & 000 ##ss% 000 000 000 &R

6 |** EXPENDITURES ** : i

7 |JSM.INS2010-12 100.00  0.00 100.00 0.00 000 0.00 100.00 You just now need to format (or manipulate) the columns to

8 |JSN,INS2010-12 &8s 0.00 #8852 000 000 000 #=esss the correct width and move things around the way you

9 |JSM.ST 2010-12 5000 000 5000 8036 000 16072 -30.36
10 | JSN.EX 2010-12 5000 000 5000 000 000 000 5000 want.
11 |JSN.INT2010-12 14500 000 14500 000 000 000 14500
12 | == TOT, saasd# | 000 ##888% 8036 000 2 68 #aases
13 | == Actin TOTAL ##### 000 #####% 000 000 000 ##### TOTAL ###as8 000 ##8ss# 8036 000 2 68 ###### DIFFER  0.00
14 |~ GRATOTAL ###ss# 000 #####% 000 000 000 ##H8# TOTAL ####% 000 ### 8036 000 268 ###### DIFFER  0.00
15 |*** END OF REPORT

[Activity- 2010 JSH P 1

=+ REVENUES

JSN DONATIONS 2010-12-4-7430-000-0010-7101-0-0000-0000  1.000 00 000 1,00000 000 000 0.00 1.000.00

JSN INTERFUND TRANS IN-PUBLIC ~ 2010-12-4-9210-000-0010-7101-0-0000-0000  2.000.00 000 200000 000 000 0.00 2.000.00

== TOTAL REVEMUES 3.000.00 0.00 3.000.00 000 000 000 300000

== EXPENDITURES **

JSMN INSTRUCTION-STUDENT EDUCA  2010-12-5-1100-311-0010-7101-0-1200-0000 100.00 000 10000 000 000 000 100.00

JSN INSTRUCTION-STUDENT CLASS  2010-12-5-1100-411-0010-7101-0-1200-0000 2 655.00 000 265500 000 000 0.00 265500
JSN_STUDENT SUPP-OTH NOM INST  2010-12-5-2190-483-0010-7101-0-1200-0000 50.00 000 5000 8036 000 16072 -3036

JSN EXTRA/CO-CURR TRANSP-TRAMN  2010-12-5-4150-392-0010-7101-0-1200-0000 5000 000 5000 000 000 000 5000

JSN INTERFUND TRANS OUT-PUBLIC  2010-12-5-9910-920-0010-7101-0-9700-0000 14500 000 14500 000 000 000 14500

== TOTAL EXPEMNDITURES 3.000.00 000 3.00000 8036 000 263 291964

== Activity 2010 *** TOTAL REVENUES 3.000.00 000 3.00000 000 000 0.00 3.000.00 TOTAL
*** GRAND TOTALS *** TOTAL REVENUES 3.000.00 000 3.00000 000 000 0.00 3.000.00 TOTAL

“7 EMD OF REFORT ™ Excel file after formatting. Columns can be sorted differently and formulas can be added as needed.



“GRID” EXPORT TO EXCEL

=4 APSMDCR: Month To Date Check Begisten (v3.01)

Bank Code [l v| Batch Type |All -

Check Date [02/01/2013  ~| To [02/222013 -]

Report Destination
&+ To Report Wiewer (  To Srid " To Eile
" To Printer BOE_ALC FIER_CAMNOMCS045 on BOE- Setup |1 =18

Select this option before
generating report

Enter Selection Criteria, Cli

-

APMDCR Report Detail Data - 02/22/2013 15:43:16

Right click in any of the cells.

Check Number =ZEv Date of Check + WVendor Name + Check Amount =+ e
elect Export to Excel.

918064 | 2013-02-22 ADVANTAGE FIN 395.00 Much easier to clean up the
918065| 2013-02-22 AGF, INC. 31 ?5.09. report - if it's a simple report.
918066| 2013-02-22 ALABAMA POWE —— Exc;"’#“
918067 | 2013-02-22 ALABAMA TSA Expand &l
918068|2013-02-22 ART S MUSIC S Collapse al
918069| 2013-02-22 BRADLEY ARANMN Clear Custom Layout




EXPORTING REPORTS AS PDF TO ATTACH
TO EMAIL

== Crystal Reports Viewen 9

S| &|F T= 100 ~ 1 oft th 7
. ]
Prewview
RUN DATE: 2/23/2010 . " " MCA BUDGETARY ACCOUNTING 55T Ehd
RUMTIME: O7:05AM [:III:I( on E]{PUH BUDGET ANALYS IS REFORT
|
Em.fEIl]l]E THRU FISCAL YEAR-PERIOD-MOMNTH: 2010-5-Februany

DESCRIFTION |@Y¥-PERIOD-MONTH (String) [ *° oo oo 10 % OF
Acty-Fd-C-Fune- Obj CCtr-5Fnd- ¥-Prog-Spec BUDGET ACTUAL BUDG ET ¥TO ACT ¥TD ENC
Antivity: 2010 JSH P
== REVEMUES ™=
JSH.OOMATIONS
2010-12-4-7420-000-0010-7 101-0-0000-0000 1.000.00 1.000.00 000 0.00 000

Make sure POF

Format;

format is selected
then
Click on "0K—

|= Acrobat Farmat [PDF)

. Cancel
Destination: —_—

Disk file Rd

Only have to

e click "0K" on
" Page Range: thiS SCreen
_‘_'_,_,_,—'—"'

Frorm:




Choose export file

Sawve in: | :.1.’-". WahtzclientnE on EntireM ebwork, ——_ |

e
5B
kdy Cormputer

)

by Documents

-

Link=

-y

=i =4
glupdate on
Ma-017E-b

-

Cobol

~| E cf E-

_aBank Forms

_JBUDGET - 2010

a1 Calendar Back-up
_JE-Mail auko Archive
_JFinancial Staterment
_Lois

_JPDF Files

_J5Screen Prinks

Fbwr 1099

) calendarzo09-z010 _5_
'@cb po

'@charter #1

'@charter #*2

'@Fax Message

'@F"."DE‘ PEEHIF pawments - lisk For Auditor

-

'@glbarp

'@JEFF Mackin letter about MexbGen Sc

'@Letterhead with Karen's signature
'@Mcuney SIagn
'@Dbject code 414 Far ch
'@Dbject code 414 For hs
'@Dbject code 419 Faor jh
'@Dverall Wiark Flow
'@peehip - ap
poprpomknbr
'@F{achel
rq

>

ork Flow ConsiderationsJuestions

_Choose the location to save the
report to.

Rename the file.

Click on "Save"

|

Filz hame:

[GLEARFE

Sawve ,."l I

= |

other e-mail attachment.

Now, go to your e-mail and attach this file just like you would any

If you have Microsoft Outlook, you can find the file in Adobe,

right click on the file name, select “Send to” then “Mail
Recipient”. The file will automatically be attached to an e-mail.
All you have to do is enter the e-mail address you want it sent to.






START A MONTHLY TICKLER FILE OR
NOTEBOOK WITH TABBED MONTHS

Copies of PO’s for upcoming trips

Copies of PO'’s for delivery, cancellation or re-issue
Copies of Athletic Schedules

Copies of Registration Forms

Copies of E-mails containing trip information



Start an audit folder for each school year

*  Football schedule change - put note or copy of new schedule in the folder.

* Had to meet with a teacher(s) numerous times to review procedures
- put a note or copy of documentation of discussion in the folder.

*  Hopefully this folder will be empty - but if not, you probably have
everything at your fingertips to answer questions the auditors may have
without having to dig, or remember, what happened.

« If a deposit is processed more than 3 days after the receipt date note why
on the journal entry that prints out when the receipt(s) is posted.



ACTIVITY STATUS SUMMARY

* Excellent “snapshot” to get information quickly.

* LSA Reports menu.

@ | 5/ACST: Activity Status Summary (v3.05) =N Rol ™
Cost Center (0050 hd HIGH SCHOOL
Activity 2010 _~| GEN-FEES B
Fiscal Year EEHE j Fiscal Period |October j Thru |D|::t|:|ber j
[ Show Detail

Summary
Total Beginning Balance 43,6683.35 Cash Balance 43.689.35

Total Revenues 6.00 Encumbrances 17.607 35

Total Expenditures 0.00 Ayailable Balance 26,082.00



SAVING FREQUENTLY USED TRANSACTIONS TO

FAVORITES

File Edit Tools Toolbar ‘Windows Help

lournal Entry Import Program {GLAEIM)
lournal Entry Query (GLAEDY)

Trial Balance Report (GL/TBAL)

£ Menu Impart Histary Report (GLACCHS)
Irvoice by Wendaor Report (2P IMWE)

0 — MCAI GL Query (GLAQRY)
WALLCOUTIL INUITIDET REpOIL

Prope

First select the transaction vou want to add to

your favorites list with one click. COnce the Properties
transaction is highlighted - right click onth I
e e lgted gt lckon e OCash Receipts Journal e
v Detail View
Inthe drop down box click onfavorites, The - OcaSh Report Exvorit
transaction will now be available when clicking avnrtes
on Favorites in the toolbar, oeeneral LEdger MaSter S Search
Print
OGL Account Master Repc .
Menu Recall

(D Trial Ralanre Rannrt

\J
a
F4

F7
Fé

F4
Shift+F1

F11
F12
shift+F12



Questions?


mailto:lostephenson@homewood.k12.al.us
mailto:lostephenson@homewood.k12.al.us

