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Topics

Section I - Budget Workbook
*Add a new budget

*Tools
*to find account codes
*using the Windows calculator

*Updating Budget dollars in Budget Manager
*One Code
*Updating groups of codes
*Split budget accounts
*Budget Notes from Negotiations Manager
*Budget Notes

*Creating new account codes in Budget Manager

*Viewing History of Account Codes

Section II - Exporting to MS Excel

*Selecting accounts to export

*Selecting Historical and Dynamic Data to export
(working within MS Excel)

Importing from MS Excel

*Canceling an MS Excel export

Section III - Reports

*Appropriation Status Report
*Revenue Status Report
*Pivot Table Report

*Detail Notes Report






Section 1 - Budget
Workbook






Adding a New Budget

There are two methods to add a new budget:
I.  Select the “Add New Budget” Icon, or,
2. Select File, then “Add Budget”.

3. Right click on the Budget Manager folder , then select “Add
Budget”

,B Budget Manager - Administrator FINANCE Logged In M= E
File Edit Users Accounts “iew Tools Help

sl llslallfnlel] alsls] ]
Description | Fund | Tupe |
Add New Budget
| | | |
hstart| | 77 @ 3 % | Krrmnance MenaGER | [2]Budget Manager [[7:7Budget Manager -ad. || NEER 127 Pu
Exercise:

Using one of the above methods, add a new budget.




Adding a New Budget - Cont’d.

This process defines the Fund to be created, the type of budget and
the description. The System imports active codes from the Chart
of Accounts.

B Budget Manager - Administrator FINANCE Logged In M =] B
File Edit Users Accountz “iew Toolz Help

i e e I e 8 S T T

w Dezcription | Fund | Type |
B/ Add Budget M= 3
rCreate Budget
Fund Fund Description -
C SCHOOL LUMCH FUMD
F FEDERAL FUND
Foa TITLE |
Foza TITLE 119893
Fos TITLE 1, INMOWAT 33-59
Fo4a RECORDS MGHMT 9393
FOgg SUMMER HAMDICAP 98-99 -
Type: % Appropriation " Revenus
Description:

Add Cancel

|Enter data or prezz ESC to end.

| | | |
iﬂStart”J @ E @ @ . L-'jBudgetMan... L-'jBudgetMan...

INGER 142p

Exercise:

Select the Fund (All funds from Accounting will display)
Click on Appropriation

Enter a Description

Click Add - System imports active codes from the Chart of Accounts

ERepeat for Revenue Budget




Adding a New Budget

Administrator sees all!!!

Codes are displayed based upon User setup

Account Code Description displays on the information line

Total displays on the bottom right of information line

|B Budget Manager - Administiator FINANCE Logged In

File Edit Lsers Account: Yiew Tools Help

P S |

@Egﬂ Q@E%@%%E ﬂ@ﬂ IGeneral Ferﬁppmpriatinns 2002-2003

=] Budget Manager
EH:l General Fund Appropriation:

{:I General Fund Revenue 200

| | W

[2) 1010400500000
[2) A1010450500000
[21 A10601E0500000
[2) A1060400500000
[2) 4106045000000
[ 1240150500000
[2] A1240150501000
[8) A12401E0500000
(2] A12401E0500400
[ &12401R0501000
[2] A1240200500000
2] A1240400500000
(2] 41240400501 000
[ 1240450500000
[2] A1240450501000
[8) A131 0150500000
[8) A13101E0500000
[8 £13101R0500400
[2) A1310200500000
[2) A1310400500000
[8] 1310450500000

I?i A4 270 CARNNONT
L]

| Mew Budget

| Uzer

| ‘wiarkzheet

| Date-Time

| Che «

Selected Budget

Budget Total

Code Description

o

[FINANCE |10101 60500000

fstan| [ 74 @ 9 8 | B FINANCE M..

[BOARD OF ED-NI SALARY

|L|ser Budget:

0.00

F_-'jEudgetMan... ”mﬂudgel M. E_Q]Windnws Helpl (=] Microsoft F‘o...l | N(fjé 1:56 PM




Administrator vs. Non-
Administrator User

Each Budget displays the User and the codes they may access.

*The Administrator User icon is displayed in Red with a key.

*The Non-Administrator User icon is displayed in Blue without a key.

IB Budget Manager - Administrator FINANCE Logged In !E[E
File Edit Users Account: “iew Toolz Help
e [Blx] ][] | a]s]e] Pz
Ei:l Budget Manager Budget Preparer I Full Mame I Uzer Motes |
El{:| General Fund Appropriation: [% DJETER Derek Jeter
% FINANCE 5 FINANCE
: & DJETER
Ela General Fund Revenue 2000 Non-administrator User
FIMAMCE
& DJETER
Administrator User
| | ©
| | | [User Budget: 0.00

#star] | 7A@ =59 B || B rNance | (5 windows | [E]Microsoft | []Budget M._|[] 2] Budget... | NGER 231 P




Tools - Find Budget Account

Two ways to select “Find Budget Account” Option
Select the “Binoculars” icon OR Select “Tools” Menu, then “Find”
Begin typing and the search looks for a match!!!

Selecting “OK” will position cursor on the code!!!!

B Budget Manager - Administrator FINANCE Logged In = =]

File Edit Uzers Account: Miew Tools Help

@ﬂ%ﬂ Q@E%@@ %E ﬂﬂﬂ IGeneraI Fund Appropriations 2002-2003

El:l Budget Manager Account | Mew Budget | |Jzer | Wwiork sheet | Date-Time | Eheﬂ
El {13 General Fund &ppropriation: [E 4101080500000 =
% FINANCE [E1 &1010200500000
CJETER [3 1010400500000
General Fund Revenue 200 [E) &101 0450500000
: gp FINANCE [2) 4106060500000
...... DJETER BRIt B BUS ADHIN-l SALARY M= B3

[} A1050450500000
[2) A1240150500000
[2) 1240150501000

-

[2) 1240180500000 / (]9 é Cancel |
[2) 41240180500400

[2) 41240180501 000 /

[2) 1240200500000 \

E i}i:gjﬂggg?ggg Click “OK?” to select the code
3 A1240450500000
[2) A1240450501000
[2 A1310150500000
2 A1310160500000
2 A13107 60500400
() 4131020050000 «—— Here’s the match!!!
2 A1310400500000
[2 A1310450500000

‘ I I ﬂ |:-_bi A2 CORONNNN I Llj

|FINANEE | | |User Budget: 0.00

Hlistart| | 1A @ 59 8 || HeFNenCE. | (5 windows | [S]Microsatt .| [2]Budget M. | [2{Budget it |[[zBUS .. ||N<GER 245PM

Exercise

Using one of the methods above, type “A1310” to find the first code that
matches.




Tools - Calculator

 Selecting “Calculator” from the “Tools” menu calls up the
Microsoft Windows calculator

*****Note: Calculator does NOT populate the Budget Update field*****

B Budget Manager - Administrator FINANCE Logged In ==

File Edit Users Account: Yiew Toolz Help

@Eﬁﬁ Q@@@@@%g ﬂgﬂ IGeneral Fund &ppropriations 2002-2003

Bl = Calculator M= B | NewBudget | User | wiorkshest | Date-Time | Cheﬂ
Edit “iew Help 00000

I 00oaa
CE | C (noaa

anoaa

0. oo

I_ Backspace
|
MC 7 B g 4| gt | FO00OD
00000
MR 4 5 3 : % | Fo1o00
00000
b3 1 Z 3 - |14 | boogon
1000
b+ ol o+~ . + = | fooooo
|
2] 1240400501000
[£] 41240450500000
[2] A1240450501000
[ 41310150500000
[ 41310160500000
2] A1310160500400
2] 4131020050000
[£] 41310400500000

5] 4131 0450500000 =
=1 A0 CORNNNON
a | w4 | o

|FIN.~’-‘«NEE | | |User Budget: 0.00

=P
HSlaltl

Exercise:
EPractice loading the calculator.
EMinimize calculator by clicking on the dash.

EClose calculator by clicking on the “x”.




Updating the Budget

Budget Manager provides the ability to update budget amounts one at a time or
in a group directly on the Budget Entry screen

Update a code by highlighting the code, Right Click and select Update Budget
or highlight the code and click the edit buttc

B Budget Manager - Administrator FINANCE Logged In M= 3
File Edit Users Accounts Yiew Tools Help

@EE& Q@%@@@%E ﬂgﬂ IGeneraI Fund Appropriationg 2002-2003

El{:l Budget Manager || Aecount | Mew Budget | Uszer | Wwiorksheet | Drate-Time | Che ﬂ
EID General Fund Appropriation: 01 0 05 aNas —
) 4101 (2008 Export Budget Account
- DIETER [ A1 04005 [mpart Budget Aecaunt
2-{7] General Fund Fievenue 200 21 A1 045050 [Canpe! Budnet Erportil paste

-85 FINAMCE
&1 06016050
éﬁ DJETER B Update Budget

[2] 4106040050
) 4106045050 Bemaove Budget Account
31 4124015050 Split Budget Account

(3 A124015050
B 412401605 Budgst Notes

[E) 4124016050 Lock Wsensceaunt
31 4124016050 Wrleek Hser fAecatmnt
[2] 4124020050
[ a124n40050  Show History
(1 4124040050 pyooies
[E A1 2404505 oo

(2] 41240450501 000

[2] 4131 0150500000

[2] 4131 01RO500000

[2] 4131 0160500400

(3 4130200500000

(3 41310400500000

) 4131045050000 .
=1 A1 230 CORONNNN
« | | _'|J
[FINBNCE [ETOTOTE0B00000  [BOARD OF ED-NI SALBRY [Oser Budget 0.0
e o
fstart| | 24 @ 50 @ || B FNencE.| % windows | [S]Misrosof . | [2]Budget M. |[T]Budget... [NGER 313M
Exercise:
Highlight a code.

Right click the button on your mouse (available options will be displayed in
Bold print)

Select “Update Budget”

Key the dollar amount of the budget.

Modify the budget category.(Administrator Only)

Click “OK”




Updating the Budget

B Budget Manager - Administrator FINANCE Logged In

File Edit Uzerz Accounts View Toolz Help

=10 x|

Egﬁﬂ Q@E%@@g% ﬂgﬂ IGeneraI Fund Appropriations 2002-2003

ED Budget Manager

o %g FINANCE
P DJETER
EI{:I General Fund Reven

= gﬁg FINAMCE
& DJETER

< |

{:l General Fund Appropriation:

e 200

L

| Account |

Mew Budget

| |ser

| Wiorkzheet

| [ ate-Time

[& 410101 RORO0000
[ A1 0200500000
[21 A1010400500000
[21 A1010450500000
[ A1080160500000

FINAMCE

[E A
[E &

Mew Budget: Im <

10428401 15:17:30

| Chea]
.

Ea
B4
B A
B a
=4

Included Maotes: ID ]

' Administrative

™ Program

oK |

The new budget

amount may be keyed

here !!!

" Capital <

Cancel

[E 4

[ A1240450500000
[21 A1240450601000
[21 &1310150500000
[ A1210160500000
[21 &13101 BOSO0400
[21 A1310200500000
[ A41210400500000
[ &131 0450500000

IT_‘i A7 CARANNNN
4

Budget Category can be
modified here!!!

ol

[FINANCE |&:101 01605000

10

[EDARD OF ED-MI SALARY

|User Budget:

| (T,

Bstart| | 7] @ 053 @ | Bl FNenCE. | () windows .| [S]Microsot..| [2] BudgetM..| 2] Budget M..

[izjupdate... ||NSHER 317pu

System marks code “Checked Out” by whom
and the time it was checked out




Updating the Budget - By Groups

The Budget Entry screen provides the ability to update the budget dollars for a

group of accounts.

B |Budget Manager - Administrator FINANCE Logged In

File Edit Uszers Account: Miew Toolke Help

= B3

@EE& Q@E%@@ EE ﬂﬂﬂ |General Fund &ppropriations 2002-2003

E-{_] Budget Manager

EID General Fund Appropriation:
-8 DIETER
L7 A10B0400500000
D General Fund Revenue 200

| |

]

Account | Mew Budaget IUSBI

| Wwiorksheet

| Che =]

| Date-Time

[2) A1820409210205
[2) 1520409500000

Export Budget Account
[mpert Budaet sceomt
Eance| Budget Bxporty/pdate

Update Budget

16
Bemove Budget Account

[E atga

B at62|  EplitBudeet oot
A6

E BB Budgethiotes

[5) a182 Lok UzenSeaaunt

[5) a182 Urlach sendecaumt

[E a16z ;

B Al62 St Histoan

[2 4162 Froperies

[3] AtE2T2o0Tas00r.
[3] 1621200195004,

IT_‘i Al nma e

10/26/M1 1317:43

uil

[FIHANCE |+1620450140000

Hstart| | 1A @ 159 8 || [=IMicrosoft Po.. | fip FINANCE M.

[OPERATNSMAT & SUP-RO

F_-'jEudget kdan...

Ir_-'jBudget M

[User Budget: 11.467.355.14

INGER 1:45Pm

Exercise:

the pop-up menu or

click the update button. &*

Select a range of codes by highlighting a code, holding the “Shift” key and
clicking the LEFT mouse button on the last code in the range.

Select individual codes by highlighting with the left mouse button while
holding the “Ctr]” button.

Click the Right mouse button and select the “Update Budget” option from




Updating the Budget - By Groups

B Budget Manager - Administrator FINANCE Logged In == ]
File Edt Users Accounts Yiew Toole Help
ol lx] 2Bl l]e || 8]5]| Farmm—
EI{:I Budget Manager Account | MewBudget | User | worksheet | DateTime | chea|
E|C-I General Fund Annmnratine: § T2 4402040094 0one
B Update Budget _ O] x|
: g Account |Mame | Incl Motes|  New Budget = o
E A16204501 00000 OPERATMS-MAT & SUP-BI .00 I
A1620450110000 OPERATMS-MAT & SUP-CR 0.00 0.00
4162045071 20000 OPERATMS-MAT & SUP-GL 0.00 0.00
A16204501 30000 OPERATMS-MAT & SUP-HI 0.00 (.00
A16204501 40000 OPERATMS-MAT & SUP-RO 0.00 [0.00
416204507 30000 OPERATMS-MAT & SUP-IR 0.00 0.00
A1620450200000 OPERATMS-MAT & SUP-WA 0.00 (.00
A1620450210000 OPERATMS-MAT & SUP-HS 0.00 [0.00
A1E20450500000 OPERATIONS-MAT & SUP-DIST 0.00 [0.00
A1620450930000 OPERATIONS-SPECIAL 0.00 0.00
Done Cancel
(3 A1621163500000
(2 416211E4500000
[2) A16212001450D4,
(3 A1621200195004
=1 A0 Nm1a Cr
a ] | y
|FINANEE |A‘|E2EI45IJ‘|3EIDDD |EIPEF|ATNS-MAT # SLP-HI |User Budget: 11,467 338.14
HAstan| | 4 @ =) @ || [SiMicosoitPo.. | s AINANCE M. | [z]Budgetban.. | [2]Budgetan.. |[[zjupdate ... ||NEEH 1:50PM

Exercise continued:

Enter the amounts for each account. Hit either the “Enter” Key, the “Tab”
Key or the “Down Arrow Key” to update the field.

Select the “Done” button when finished




Updating the Budget - By Groups

B Budget Manager - Administrator FINAMCE Logged In HiE R
File Edit Users Accounts View Tools Help
R 41 Y e e R
EI{:I Budget Manager Account | Mew Budget I |zer | Wirksheet | Date-Time I Eheﬂ
=7 General Fund &ppropriation [E A1620409210205
-4 DJETER
= % $253.00 /2601135143 =
D &1060400500000 R0110000 $253.00 1026401 12:51:50
(-1 General Fund Revenug 200 " " 42500 1072601 12:51:50
$253.00 1026401 12:51:50
gm0 € P 10/26/01 135150
$253.00 10/26/01 13:51:60
$253.00 10/26/01 13:51:60
$253.00 10/26/01 13:51:60
$2653.00 10/26/01 13:51:60
$2653.00 10/26/01 13:51:60

d| | H

[21 A1520490500000
(21 A1621160500000
(21 A1621160500400
[ A1621161500000
[ A1621161500400
[ A1621162500000
[2) A1621162500400
[ 4162113500000
[2) A1621164500000
[2) 4162120045004
[3 4162120095004

I?l AfCToNN1acn

-

[FINANCE |

st | 77 @& €1 B || [=|Microsott Po. | §g Fnance M. | [2]Budget Man |[J:

The updated budget amounts

Budget M...

|L| ser Budget: 1147052814

INGER 15emm

The Date and Time
of when the budget
account was last
updated




Split Budget Accounts

Budget Manager provides the ability to split one budget code for budgetary
purposes (perhaps to break out one code among administrative, program or capital
categories). The split codes are consolidated to a single code when the budget is
moved to Accounting.

B Budget Manager - Administrator FINANCE Logged In M=
File Edit Uzerz Accounts View Tools Help

lolelx] efsla] c[olefn] o] #ls]y] FEm——

=7 Budget Manager Account Mew Budget | Iser | “Wiorksheet | Date-Time | Eheﬂ

EI{:l [eneral Fund Appropriation:

' %g FINAMCE
----- DJETER

E{:I General Fund Revenue 200

= S@ FINAMCE
& DJETER

(B A10102005
[ 410704005
[ A10704505
[ A10501505(
[ A10504005(
(B A10504505
[ A1240715050
(B A1 24015050
B A1 24015050
[ A1 24016050
[ 4124016050
[ A12402005
[ A1 24040050
[ 4124040050

Export Budget Account

| mmar Budaet &eeount
[Eancel|Budget Expart/Al ndate:

Update Budget

Femove Budget Account

Split Budget Account

Budget MNotez

Lok e seaamt
nlmek [ sensaaaunt

Show Hiztomy

Properties

21 A12404505 (oo
[21 A1240450501000
[ A1210150500000
[21 413101 BOSO0000
[21 &1310160500400
[ A1210200500000
[ A131 0400500000
[21 A1310450600000

o

=1 A1 2701 CORNNNAN
d | w4 |
[FINANTE [ATOT0TE0500000  [BOARD OF EDNI SALBRY [DserBudgst 0.0
Im__an
istart| | (A4 @ <9 @ | HeFNance.| (3 windows .| [E]Microsoft .| []BudgetM..|[[] Budget... INGER a13pm

Exercise:

Highlight a code.

ElClick the Split Account button

ElSelect “Split Budget Account” or

Right click on your mouse (available options will be displayed in Bold print)




Split Budget Accounts - Cont’d.

B Budget Manager - Administrator russel - |I:I|1|
File Edit Users Accounts Wiew Tools Help
*ﬁ|§a|ﬁa|>&’.| £|%|E&|%||Eﬁ|%| %|%| M| %| “@| |GENERAL FLIND
El{:l Budget M anager Account | Mew Budget | zer | Worksheet -
B-{# Debit Service [=a $10,000.00 ussel Budgetldsls  —
TR B o et sccoum piosoioot {5 ot
: Budgetl4.xlz
et £ = s e | ety
“aa@ CAr = £ = 8 Budgetld.xlz
Dian - Budget14.xls
g Man Name; IMEBtIngS on Budget Comp.: IAdminiStrative ;I Mew Budget: |4EIEI .ao Budgetld s
B %ﬁm SquBudget Mame IEnmponent | Incl. Notesl Mew Budget « | | Budget1d.xls
Budget1d.xlz
[ Import T
B SCHOOI Budget32 xls
[+ Test Sut Budget1d.xlz
Budget14.xls
Budget1d.xlz
Budgetl 4. sz
+ | | Budgetld.xlz
Budgetl 4. sz
Original Budget: |0. 00 Mates: ID .00 Mew Budget: ID .00 Budgetid.xs
Budgetl4 sz
Done | LCancel
|Enter data or presz ESC to end. Budget]4.xls
A124015010
[ a124018010 $243,989.00
[# 2124016110 $585€,000.00
Iﬁ A124M1RR1N %35 AN _IL|
4 3
|ru$sell |A1 0E040010 |DISTFHI2T MEETING:CONTRACTUAL EXPEMDITURE |Tu:-ta| Budget: 38.441,790.68
|Imp0[ting Hudget Account: 41060400710
“Add Record” Icon “Save Record” Icon

Split a Budget Account Exercise - Continued:

Select “Add Record” Icon. ¥

of the new budget.

Select the “Save Record” Icon &
Repeat as necessary.

Select the “Done” button, when finished.

Type in budget description/purpose, select the category and enter the amount




Split Budget Accounts -

Important Notes

account when moved to Accounting.

*Only the Administrator can split a Budget Account.

Manager!!11!!!!!

*Splitting the Budget Account only affects the Budget - Recombines to original

*Do Not split Salary codes if you will import from Negotiations

B Budget Manager - Administrator russel - |EI|5|
File Edit Users Accounkts Wiew Tools Help
%% x| 2|6 m | 8 L] s o 2] [EENERaCFuND
EI{:l Budget Manager Account | Mew Budget | zer | Worksheet -
-] Dehit Service e $10,000.00 uissel Budgetidsls —
BRI B ol sudget account -Atooodbo0 ol B
=@ BRI * - e Budget14.xl:
cara| & £ E L5 EE = = ‘ € € » 9 | | Budget14.xlz
Dian - Budgetl4.xl:
Mar, N ame: IMeetlngs on Budget Comp.: Iﬁl‘-.dministrative j Mew Budget: |4EIE| ] Budget4 4
[+ & [ ’
=5 I%i SeqlBudget Marme IEnmponent | Il Notesl Mew Budget = | | Budoetl4.xls
Budgetl 4. sz
F-0 Import T
w-(#] SCHOOI Budget32.xl:
{3 TestSut Budget14.xlz
Budget1d.xlz
Budgetl4 sz
Budget1d.xls
+ [ | Budgetld.xlz
Budget14.xls
Original Budget: |0 00 Mates: IEI s} Mew Budget: IEI s} Budgetid.us
Budget14.xls
[ane | LCancel
|Enter data or prezs ESC to end. Budgetld.uls
A124015010
A124016010 $249,939.00
[# 2124018110 $55E,000.00
lﬂ A1 240 ER1N fﬂﬂr AN _ILI
4 »
|russell |.-'-\1 06040010 |DISTF|IET MEETING:CONTRACTLUAL EXPENDITURE |T|:|tal Budget: 38.441,790.68

|Im|:u:rting Budget Account; 4106040070



Split Budget Accounts
Sample

Breakout of components that make up the total dollar amount of a particular
budget account

B Budget Manager - Administrator russel o ]
File Edit Users Accounts Yiew Tools Help
] e I [ e e e Y _I_I_I EERE
- CI Budget Manager Account Mew Budget | |Jzer | W ork sheet -
(=] Debit Service ED $10,000.00 issel Budgetidxls —
TR B ot sudt accommiowosons I s
[ é Budget1d.xls
+ = = C i 4 ‘ | |
? B‘?"D E4 & ‘["'E = 2 | e € 9 9 Budget1d s
| iar
Budget14d xlz
Q@ Mary Mame: Mtgs on Budget Comp.: I.t’-'«dministrative "I Mew Budget: Z00. 00 Budget! 4 #s
+| T3
&-E3 imp Seq|Budget Mame |Comporent | Irnc], Motes| Mew Budget = | | Budget4.xls
B0 Import T 1 Mtgs on Project Adminiztrative 0.00 300,00 Budget14.xls
=-(#] SCHOOI 2 Mtgs on Taxes Administrative 0.00 a00.00 Budget32.xls
B3 Test Sut ftgs on Budget Budget1d.xls
Budgetld.«lz
Budget14.«lz
Budget14d xlz
« | | Budaet14.xlz
Budget1d «lz
Original Budget: |0. 00 Mates: |0. 00 Mew Budget: |1, 00000 Eudgetid.xls
4 Budgetld.«lz
Dione LCancel
|Enter data or pregz ESC o end, BudgetTd.xls
Al124015010
[# s1z4016010 $243,933.00
[# s124016110 $55E,000.00
lﬂ A12401RR1N ﬂﬂﬂf A _ILI
Ll »
|russel| |ﬁ1DEDdDD‘I 1] |DISTF|IET MEETING:COMTRACTUAL EXPEMDITURE |Tu:|lal Budget: 38.441,730.E8
|Imp0rting Budget Account; 4106040010

Total Budget Account




Split Budget Accounts

fstan| | 7 @& <3 ® || Bermence M. | [:]BudgetMan. | [iMicrosoft Po_ |[]2]Budget M...

IB Budget Manager - Administrator FINANCE Logged In [_ =] ]
Fie Edt Users Accountz “iew Toolz Help
Y R A 1) = ) A =
El:l Budget Manager Account | Mew Budget | |l zer | Workshest I D ate-Time I Che +
Ei:l General Fund Apprapriations | [2] 41010160500000 b
€ DIETER (31 41010200500000
SRy INANLE 2] 41010400500000
- [0 A1060400500000 i 4101045050000
El:l General Fund Revenue 200 [3) A1060160500000
""" S@ IEJI‘:\JE.-’-'«TIE I?E ([ 1050400500000 $1.000.00 10/26/01 08:33:22
""" (2 A1060450500000
(2] A1240150500000
(2] &1240150501000
A Split Code (2 A12401 60500000
disol ith (3] A12401£0500400
1Splays with a ) A1240160501000
“ The new budget dollar amount
folder” ) A1240200500000 hg Fthe solit
symbol @ 412¢0400500000 Tepresents the sum of the split items
(2] A1240400501000
(2] A1240450500000
(2 A1240450501000
(2] A1310150500000
(2] A1310160500000
(2] 1310160500400
B A1310200500000 Running Budget
(2] &1310400500000 Total
(2] 4130450500000
=1 A1 -27901 CORNNnNN
<| ) ki | ol
[FINAMCE | | [User Budget  1,000.00

NGB sa4am

Exercise:

Highlight a Split Account to modify.

Right Click to update the contents of a existing split code.

Select Split Budget Account.

Click on a line to select it.

Use the “update record” button & to change an item. Save &
Use the “Add record” button % to add an item. Save

Use the “Copy” button = to copy an item. Save

Use the “Delete” button r= to remove an item. Save

Click on Done to return to the Budget Entry Screen




Split Budget Accounts

*Double Click on the folder to display the contents of the split code.

SAMPLE

B Budget Manager - Administrator FINANCE Logged In M= E3
File Edit Users Accounts Wiew Tool: Help
i e A [ o 1T Y
EI{:I Budget Manager Account I Mew Budget I [lzer I ‘wiorksheet I Date-Time I Check
=+ General Fund Appropriation: $200.00 10/26/01 08:33:22
£ DIETER $300.00 10/26/01 08:33:22
- B85 FINANCE $500.00 10/26/01 08:33:22
SR -1 050400500000 A
=1 General Fund Reveue 200
& DJETER
-8 FINANCE
Contents of the
“Split” budget
Split Budgets
codes are
illustrated under
each user
1 | | ol
|F|NANCE |A1DBEI4EIDEIJEIDDEI |D|STHICT MTG-COMT ExP |Llser Budget:  1.000.00

ghstan| | ) @ =1 B || FeFINANCE M.

r_-'jEudget Man... | =] Microzoft Fo.. ”r_..'J Budget M. ..

INGER za4nm



Generating Salary Notes from
within Negotiations Manager

Salary Projections from Negotiations Manager can be exported to Budget
Manager. Before processing the export, verify the data by printing the
Account Breakdown Report for each Employee Group.

”Negutiatiuns Manager M= E |

File Help

r_‘y Megatiations kanager
-------- ’CS Data Entry
-------- 'CS Reports

- Uity

Negotiations Manager

FINANCE MANAGER

Interactive Fund Accounting Software
Copyright £ 1332- 2007 kL Software, Lid.

Exercise:

Select “Budgetary Interface” from the “Utility” menu tree.

Double click on Budgetary Interface.




Generating Salary Notes from
within Negotiations Manager

IV Account Code Breakdown Export [_ =]
File  Mavigation Search Help

P B f4 $1| 2 w
Bargain Unitz: | H T o
v iSelect Ak |Emp Type|Dessiiption S
TEACHERS-BAC

TEACHER

TRMZ1

TEACHER

Enter data or prezz ESC to end.

Exercise - continued:

Select the desired projections from the “Bargaining Units” drop-down menu.

Check the “Select All” box or the specific employee types desired.
Select the “Export” Icon.

Exit out of Negotiations Manager

**%%*Note: The export file will match the Negotiations Report by Account
Code for the groups selected.*****




Importing Salary Notes from
Negotiations Manager

Budget Manager will import salary budget notes exported from Negotiations
Manager into the selected budget within Budget Entry.

35 Budget Manager - Administrator FINANCE Logged In M=l
| | File Edt Users Accounts Yiew Tools Help
Sld|Edget == —
Bemove Budget ﬂ@@@@%g ﬂgﬂ IGeneral Fund &ppropriations 2002-2003
Renams Budget Budget Preparer | Full Mame | User Hotes |
= & DJETER Derek Jeter
Load Salam Mates % FINAMCE
Befrezh Azcounting Data
- Le 200
Subrnit Final Budget
Properties
Exit
[
Jl | ©H

N | [ [ser Budget:  1,000.00

ghstan| | 14 @ <3 B | fi FINANCE MNAG.. [I:Budget Manag... [=Micosoft PowerP. | ||N{-ER 9544

r_-'j Budget kanager

Exercise:
Highlight the budget that you want to import Salary Notes into.
From the “File” menu, Select “Load Salary Notes” option.

OR

Click the right button on your mouse and select “Load Salary Notes” from the pop-
up menu




Importing Salary Notes from
Negotiations Manager

File Edit Users Accounts iew Tools Help

=101 ]

@ﬂﬂﬂ Q@E@@@QE ﬂﬂﬂ [SCHOOL LUNCH REVENLE

E-_] Budget Manager
(¥ Dehit Service
(¥ GENERAL FLIND

-8 BRIEN

i-ap carol
Diane
Mary
&@ mssel

#-{0 imp
M- Import Test

Diane
L8 uszel
#-{#] Test Subrmit Budget

Budget Preparer | Full Mame | Usger Motes
aytest] aytest]

£ BOCONNOR BARBARA O'CONNOR

ﬂ@ carol Carol

ﬂ@ Diane Diane Fischer

ﬂ@russell Ruszzel Amundsen

B e vesion
8 aytest]

€ BOCONNOR
% carol ®

A

Would you like to include all salary notes inta the new budget.

X

= | Mo I

P
<«

Select “Yes” to import
all Salary Notes into the
new budget and
increase the budget
dollar amount

Select “No” to import all
Salary Notes into the new
budget as a note only,
without affecting the
budget dollar amounts.

[User Budget  270,010.00

|Enler data or press ESC to end.

Exercise - continued:

EClick on “Yes” to import salary notes and increase the budget dollar amounts.




Importing Salary Notes from
Negotiations Manager

Imported Salary Notes are displayed with a “pencil” symbol.

B Budget Manager - Administrator FINANCE Logged In _ =] %]
File Edt Users Accounts Yiew Tools Help

@HE& Q@E%@@gg ﬂ@ﬂ IGeneraI Fund &ppropnations 2002-2003

EI{:I Budget Manager Account I Mew Budget I User I ‘whorksheet I Date-Time I Eheﬂ
EII:I [ieneral Fund Appropriation: | [2] 42330400508903
e ﬂ' DJETER [2] 2330450210000

=8 2] A2330450500000
(1 AT0B04D0500000 | =y 06101501 ooz

E{:l General Fund Revenue 200 () AZ610150110002
¥ i [ 4251015012002
[£] 42610150130002
[ A2610150140002
[ A2610150210002
[2] A2610150500000
B 42510151100000 $74,965.00
A2610151110000 $58.492.16
@iéDIUIDI |JE{nju]u]n] bR d.a0o
[ 2510151130000 $4.869.21
[£] 4261015140000
A2610151190000 $12,305.80
A2610151200000 $38,630.55 o
A2610151210000 $72.520.48
[2] 42610150130000 - - .
() 4261016019040 Pencil” symbol indicating
2] A2810160200000 imported Salary Notes.
[£] 42610150200400
[ 4261010210000

‘I I ﬂ |:-_bi AN mAChndnn I Llj

[FINANCE | | [ser Budget: 11.430477.14
ghstant| | 7] @ 3 ® || B FINANCE MaNAG. | /2] Budget Manager  |[[zjBudget Manag... [iMicrosott PawerP.. | | NKE-ER 10:21 4

Running Budget Total

Exercise:
ElClick the RIGHT mouse button and select Budget Notes or
ElClick the “Budget Notes” button #




Salary Notes from Negotiations
Manager

IB Motes for Budget Account - A2610151100000 !EIE
pL=s Mg X|le €| |
Description: JETER, DERIK. FTEZ 100 Acctz 100 FTEZ100 Acct%  |ncluded in Mew Budget.... ¥

Units: Q.00 Rate: 0.00 Amount: 74,265, 00

Seq|Description [ritg Rate Amount =

«

g
A I

OriginalBudget: {74, 2&5. 00 Mptes: |74, 265, 00 Mew Eudget:l?4,865.DD

Cancel |

|Enter Hata or press ESC to end.

The associated

Their Appointment This particular projected amount
FTE% budget code %

The person

associated with
this account

* Displays each person in account (prepared via
negotiation)

 Displays their Appointment FTE%, this particular
budget code % and the associated projected amount!!!



Entering Budget Notes

Budget manager provides the ability to add “Budget Notes” to accounts as part
of the budget-building process. These notes can increase the budget dollars or
be for informational purposes only. Salary Projections from Negotiations can be
imported into Budget Manager as Budget Notes as well.

B Budget Manager - Administrator FINANCE Logged In

File Edit Users Accountz View Tools Help

s E3

@Eﬁﬂ Q@E%@@%E ﬂﬂﬂ IGeneraI Fund Appropriations 2002-2003

E{:l Budget Manager
EIl:l [eneral Fund Appropriation:

¥

Acocount

) 4101020050
() 4101040050
) &0 045050

DJETER
EI{:I General Fund Revenue 200

| Mew Budget |Llser

| Whorksheet

| Date-Time

| che =]
|

Export Budget Account
|t Budget decaint
[Eancel BudgetExportylpdate

FINANCE
DJETER

) 410601505

Update Budget

(=] A10604005(
=] A10804505

Femave Budget Account

) 4124015050

Split Budget Account

) 4124015050
) 4124016050

Budget Motes

) 4124016050
) 4124016050
(1 4124020050

| ot o M2 e
U rlmk (sen Ancaumt

2] A12404005

Show Histary

() 4124040050

Properties

(=] A12404505 oo
=] 4124045050100
[E] 4131015050000
[E] 4131016050000
=] A131016050040
[E] 4131020050000
[E] 4131040050000
[=] 4131045050000

E‘i A4 20 CARNNON
1

q T

[u)

0
I
0
0
I
0
0

|

s

[FINANCE |&+101 01 60500000 [EDARD OF ED-H

| SALARY

|User Budget:

0.00

Im__an
HStalll

| @ & B || Barance .| 22 Windows

| [ Microsalt r_-'jEudgel M...

Ir_-'j Budget. ..

| NER 313PM

Exercise:

Highlight a non-salary code to

ElSelect “Budget Notes” or
ElSelect the Budget Notes button

modify.

#

Right click on your mouse (available options will be displayed in Bold print)




Entering Budget Notes

***%*First import notes for Negotiations Manager!!!!!%****
Budget notes already entered will NOT be updated by Negotiations
import!!!!!

+ ,B Budget Manager - Adminiztrator FINANCE Logged In !EI

| File Edit Uszers Accounts View Tools Help

EEE& Q@E%@@%g ﬂgﬂ IGeneraIFundhppropriations 2002-2003

ED Budget Manager I Account | Mew Budget | = | “Warksheet | Date-Time | Eheﬂ
17 General Fp=Tpy e =

0 Dl B Motes for Budget Account - A1310400500000 M= E3

B 2= = @a x| 669 |

General f - -
[ ﬂ OJET Description:IFlepalrofohce Daaors

- Q@ FINA, Uritg: IS.EIEI Hate:ISDD.DD N 083322

Seq|Description | Linits| Rate] Amount_~

L

Original Budgst: (0. 00 Motes: (0. 00 Mew Budget: IEI. ao

one | Lancel |

|Enter data or press ESC to end,

[=] A T3 T0200a00a0D
[ £1310400500000 FINAMCE 10426401 09:09.32
(2 4131 0450500000

-
=1 A1-270d COROnnnn
1 onl|i | ’

| [FINANCE [41310400500000 [BUS ADMIN-CONT EXP [User Budget:  1.000.00

Mstan| | A @ 59 ® || Fe Finance M. | [z]Budget Man. | SlMicrosot Po.. | [2]BudgetMan... [[T2]Notes for . ||NGER 2104m

[

Exercise -continued:
Select the “Add record” button. &£¥
Enter a description for the Note.

Check the “Included in New Budget” box to add the dollars for this note to the
budget. Leave unchecked, if the note is only for informational purposes.

Enter units and rate or the dollar amount

Select the “Save Record” button. &

Repeat and try leaving the “Include in Budget” box unchecked. Save.
Select Done when finished




Including vs. Not Including a
Budget Note in the Budget

B Budget Manager - Administrator FINANCE Logged In =] ]

File Edit Users Accountz Wiew Tools Help

@EE& Q@E@@@%g ﬂﬂﬂ IGenetaI Fund &ppropriations 2002-2003

B Budget Manager I Account | Mew Budget | I ser | “wiorksheet | Date-Time | Cheﬂ
B B - - = _I
E DéengaaEl]F B Motes for Budget Account - 1310400500000 HEE
Y PN g!',ﬁﬁz&:ﬁﬁé‘lﬁﬁ-b#l‘ ‘
e
®-0 General Description: Repair of Office Doors Included in Mew Budgst....... v
Units: E.00 Rate: 300.00 Amount: 1, 500,00 N e-33 22
Seq|Description Unitg Rate Amount =
—>
2/Repair Doar Casings?777 300 100.00 00,00

L

Driginal Budget; [1, 50000 Motes: |1, 50000 NewBudget:Il.SUU-UU
A
LCancel |

|Enter data or press ESC to end,
[ AT 3 T Z00a0000D

& A1310400500000 $150000  FINANCE 10/26/01 11:40:45
) A1310450500000 .
=1 A4 2701 CORANnnn
( | | ’
[FINANCE [BT370400600000  [BLIS ADMIN-CONT EXP [Teer Budget 11431 377,14
sten| | ) @ =3 @ || [=Miciosoh Po... | g AINANCE M.. | [2]Budget Man... | 2]Budget Man...|[[:dNotes for . |NEER 11:40am

Included in

the budget Not Included in

the budget

Budget Note amounts that are included in the new budget
are reflective in the new budget total. Budget Notes that are




Budget Notes

A budget note is displayed with a “pencil” symbol on the Budget Entry
screen. The new budget dollar amount represents the original
dollar amount plus included notes.

B Budget Manager - Administrator FINAMCE Logged In !E[E
File Edit Users Accountz Miew Tools Help

ST P 2 Y e

EI{:l Budget Manager Accaunt | MNew Budget | |Jzer | Worksheet | Date-Time | Eheﬂ
EI{:I General Fund Appropriations f| [2] 41010160500000 =l
-8 DETER (1 41010200500000
- B8 [0S [ A1010400500000
- 080400500000 |/ 1010450500000

-0 General Fund Revenue 200 [ A1060160500000

(11 41060400500000 $1.000.00 10/26/01 083322
(2] A1060450500000
[ A124001 50500000
[] A124001 50501000
2] A124001 EORO0000
[2] A1240160500400
2] A1240160501000
[2] A1240200500000
2] A1240400500000
(2] A1240400501000
2] A1240450500000
(2] A1240450501 000
(2] A1310150500000
[ A13101 60500000
(8] A1310160500400
[ A1310200500000
[ 41310400500000 $1.500.00 10426401 11:40:19
[2] A1310450500000

3 I I ﬂ :—_‘i A1 2701 CORONNNN I LH

[FINANCE | | [User Budget: 1143197714

st | | A @& 53 B || []Microsoft Po.._| Fg FINANCE M... | [2]Budget Man. . |[J] Budget M... N ER 1156 aM

Highlight a Budget Note.

ElClick the RIGHT mouse button and select Budget Notes to UPDATE the
contents of the Budget Notes or

ElClick the Budget Notes button Ed




Adding new positions to
Salary Notes

You can add a “possible” new position on Notes at this point or
modify or delete a note or exclude the budget dollars.
B Motes for Budget Account - A2110130213300 !E[
pL=m Mg X6 €| |
Dezcription: TORRE,JOSPEH FTEZ 100 Acct? 100 Included in Mew Budget ... 7
rits: 0. 00 Rate: 0.00 Amount 39,2316 62
Seq|Deschption itz R ate Aymount =
ZMARTINEZ, TITO FTEX 100 Acct 100 0.00 .00 1481075
JBROIUSSCOTT FTEX100 Acct® 100 0.00 .00 44.359.20
4 GISATTI, DOMIMICK. ) FTEX100 Acct 0.00 .00 3773445
5POSSIBLE MEW TE:’-‘«EHE&\ 0.00 0.00 3E.021.00
Added AFTER the import!!!
Original Budget: [136, 281 0z Notes: |1?2,3|:|z.|:|2 New Budget |1?z,3|:|z.|:|z
[Done | Cancel
|Enter data or presz ESC o end.

Exercise:

Add a new item to the note by selecting the “Add New Record” button.
Fill in E'!. description.

Select whether or not you want to include the salary in the new budget.
Select the “Save Record” button.

Change an existing note. Save i

Delete an existing note. Save

Select the “Done” button.




Creating New Budget Accounts

Budget Manager allows for the creation of new budget codes within the
Budget Entry Screen.

Only the Administrator User can create a new budget account.

Accounts created in Budget Manager will be added to the Accounting Chart
of Accounts when the Budget is moved to Accounting.

B Budget Manager - Administrator russell Logged In o ] |

File Edit Users Accounts View Tools Help

eS| % x| 2| a0 | Ee | £ | #a] 53] @] [GENERALFOND

E|{:| Budget Manager Account | MNew Budget | Uzer | W orksheet ;l
{2‘| Debit Service ET $10,000.00 nussel Budget] 4.4z
El-{3] GENERAL FUND 410101 $72,781.00 ruzsell Budget14.4s

""" £ BRIEN B a101016015 russell Budget]4. s
""" u::arol A101016016 russel Budget14.xls
""" ﬂ'a”e [E 10016025 nussel Budget!4.«ls
[] ﬂm B 4101016020 nussel Budget14.4s
E-E im Add Exisking Accounts 2 $24,000.00 russel Budget14.=ls
P Create/Madify New Accounts 3 $45,000.00 ruzzel Budget1d.xlz
40010 $42 567 51 kdany Budget32.«ls
[=-{%] SCHO
Elg ay I|:|Dc|k iUBdg:t Utsuer 45010 $3.800.00 ruszell Budget1d.xlz
_____ g g 47010 nssel Budget 4.
..... e Remove Budgek User 48010 $12.00 uszel Budget14.=ls
..... Di Sa010 ruzzell Budget1d.xlz
..... | Emai ”:: PREEELTIES 40010 $1000 nssel Budgetld «ls
(] Tests Imp”“tl & ;"“0”““ ) 16010 $63,679.00 ussel Budget14 s
Cancel Budgst ExportiUpdate  |ng1g $507.000.00 nssel Budget14.sk
Froperties 45010 $3.026.26 russel Budget14.=ls
IATORN40010 $1.000.00
[Ey 4108045010 $70,000.00 ruggell Budget14.xls
A12345678301234
A124015010
@ 4124016010 $245,333.00
A124016110 $556,000,00
’a A124N1ER1N Sﬁﬁf AN i
1 3 |
|lussel| | | |User Budget: 38,442 730 63

[Erter data or press ESC to end,

Exercise:
Highlight the Budget Administrator and click the RIGHT mouse button.

Select the “Create Budget Account” option from the pop-up menu.




Creating New Budget Accounts
J[=1

~| e £ m m Bt e

Account; A1240016210 ' .-'ﬁ.cn:tStatus:lf-‘-.:tive ii
Mame; 5alaries-Clerks
Account Mame Fund |Type dcct Statug| =
Dane Cancel
|Enter data ar press ESC to end.

“Account Status”

“Add record” icon “Account” field “Save record” icon
drop-down menu

Exercise - continued:

Select the “Add record” icon.

Add a code in the “Account” field (Type the Fund and Account without
Punctuation).

Select either “Active” or “Inactive” from the Acct. Status drop-down menu.
Only Active accounts can have dollars added.

Add description for each code.

Select the “Done” button when finished




Budget Account History

Budget Manager provides a “view” of the transaction
history for each budget code.

B Budget Manager - Adminigtrator FINANCE Logged In _ [ ]
File Edit Uszers Accountz Wiew Toolz Help
s fx] glsaf] c[plofns ]| #ls|s| R
EID Budget Manager Mew Budget | Jzer | Worksheet | Ciate-Time | Eheﬂ
ElD General Fund Appropriatian: (3 10/26/01 1317:43
-8 DJETER [2] A16204405 Export Budget Account
El&@ B 416211605 [Pt Budaetseeaurt 1
w7 A1060400500000 2 A16211605 [Batiee| Budaet el pdate
-7 General Fund Revenue 200
B 416211615 Update Budget
[2 A16211615
[ al6211625  Fiemove Budget Account
[£) 16211625 Split Budget Account
[3 A16211635
[E] A16211645  Budget Motes
B i;‘ E;‘ gggl Lok eerscaatit
B | eifeette o et
B a1621200
[ A1621 2002 Show History
(3 A16212002 :
Propert;
B 416212002 e
(B A162120021-50...
(21 A1621200500000
(2] A1621200500001
(3 A1621200509999
(2] A1621400100000
(3] 1621400110000
(2] A16214001 20000
=1 A1CM An01 20000
( | | ’
|FIN¢\NEE |ﬂ182DdEDSEDDDD | |UserBudget: 11,467 995,14
Histan| | 7] @ 53 @ || [Microsoit Po.. | Fi FINANCE M. | [2]Budaet Man . |[72] Budget M... INGER 171 P
Exercise:
Highlight the code

Click the RIGHT mouse button.

Select the “Show History” option from the pop-up menu.




Budget Account History

2. Budget Manager - Administrator FINANCE Logged In

- [O]
File Edit Users Accountz Wiew Tools Help
i[ﬂ_al ﬂal Qf_._,l by | gl%l%l%ll@lﬁﬁl A | %l Ml %l 74 | |General Fund Appropriations 2002-2003
EID Budgst Manager Account | MewBudget | User | wiorksheet | Date-Time | Che =]
-0 General Fund Apprapriation: [ 2 1520450930000 10/26/01 131743
Y B Budget Account History for: A1620450990000 M= E3
(] &1050400500000 _ -
-] General Fund Revenus 200 Mew Budget Modification History
Rev|User Name Date Time New Budget =
The Who, What and
When!!!!
0K |
[Enter data or press ESC ta end,
B ATEZT00T 20000 =
P Faderh I T n Re T nlalnl
( | ki | ol
[FINANCE [A1620450990000 |

ﬂSlaltl

[IA@ ) ® || [EMicmosoft Po.. | Fi FINANCE M.

L-'j Budget Man... | L.'jBudget Ian...

|User Budget: 11.467.938.14

|[:jBudgetac... |N<UEH 1:38Pu

Exercise - continued:

Select the “OK” button when you are finished.




Section II - Exporting
to MS Excel






Exporting to Microsoft Excel Options

Budget Manager provides the ability to export account codes to MS Excel
for further manipulation. Codes can be “checked out” to one spreadsheet as
needed. The system will track when and where the codes were checked out
and will lock them in the Budget Entry screen until they are imported back
or the export is canceled.
B Budget Manager - Administrator FINANCE Logged In !E[
File Edit Users Accountz Wiew Toole Help
@JJJ JJJJJJJJJ JJJ |General Fund Approprigtions 2002-2003
=B- {:l Budget b anager | Mew Budget | Jzer | itk sheet | Date-Time | Eheﬂ
EI {:I General Fund Appropriation: -l
{:I General Fund Reverue 200
$1.000.00 10426/01 08:33:22
I_I'I G0500400
240150501 000
2] A1240200500000
(2] A1240400500000
(2 A1240400801 000
(2 A1240450500000
(21 A1240450501 000
(21 AT3101R0500000
[21 AT310160500000
(21 A1310160500400
(21 A1310200500000
[ £1310400500000 $1.500.00 10/26/01 11:40:13
(] 4130450500000 =
a ] i | y
|FINANEE |A‘l 0710160500000 |BEIAF!D OF ED-MI SaLARY |User Budget: 11.470,528.14
stat| | 77 @ 59 B || [ Microsoft Power... | B FINANCE MaNAG.. | [2]Budget Manager |[12] Budget Manag... |N<§-ER 314PM

Exercise:

Highlight the codes to export either by range or individually and click the
Right mouse button to select the “Export Budget Account” option or use the
Export to Excel button.




Exporting to Microsoft Excel Options

E Budget Manager - Administrator FINAMCE Logged In ] F

File Edit Uzers Accountz Miew Toolz Help

@Eﬁﬂ ﬁ@ﬂ%@@ EE ﬂﬂﬂ IGeneraI Fund Appropriations 2002-2003

L0 &1 060400500000
B2 General Fund Revenue 200

Years of Data to Export... |2 E<

EI{:I Budget Manager Account | MewBudget | User | wiorkshest | Date-Time | Che =]
E{:l General Fund Appropriation: f| == _s4caneanaao-an
Lo s DJETER BExpnrt Appropriation Budget Accounts [ [=] ]
=g Excel Export Dptions 10/26/01 135149 =

Export Data
Budget oo [Export &1 Years |
&djusted Budget............... IDU”t Export j
Expenditures ...........ccc.o..... IE:‘“:":"t All'vears j

Froiected Ezpenditures

I Export Current v'ear Only j

Encurbrances ... I Dont Export j
Export File:lc:'\tem WBudgetl sl ﬂ
Expart | LCancel |

|Enter data or press ESC o end.

10/26/01 13:51:50
10/26/01 13:51:50
1026401 13:51:50
1026401 13:51:50
1026401 13:51:50
10/26/01 13:51:50
10/26/01 13:51:50
10/26/01 13:51:50
10/26/01 13:51:50

L

5] A1621164500000 4
[ A1621200145004 i
[ A1621200195004 _IH
= oA CT N g T
q foonlli | s |f
[FINENCE [ G204 g0500000 [APERATNS-FUELBOCES [Dser Budget: 11 47052814 i
Hstan| | 4 @ 1 & | [Microsolt Po... | K FINANCE M. | [2]Budget Man.. | [:]Budget Man... |[[2] Export Ap... ||N<Be 1.5 M

Enter years of data:
0 year = Next year
1 year = Current year + next year
2 year = Last year + current year +
next year

Exercise continued:

Select the number of years of data that you wish to export.

Select the years for export in each budget column or Don’t Export.

Select the path where the export file will be created. (***This name will
display next to each checked out code on the Budget Entry screen®*%*)

ECheck “Open Excel on Export” box to work on the file immediately




Exporting to Microsoft Excel Options

B Budget Manager - Administrator FINAMCE Logged In ] F

File Edit Uzers Accountz Miew Toolz Help

@Eﬁﬂ ﬁ@ﬂ%@@ EE ﬂﬂﬂ IGeneraI Fund Appropriations 2002-2003

L

Eﬂ@

EI{:I Budget Manager
E{:l General Fund Appropriation:

-8 DJETER

FINANCE

£1060400500000

l:l General Fund Revenue 200

Accaount | Mew Budget |L|ser

| "Worksheet

| chea]

| Date-Time

[T

B Export Appropriation Budget Accounts [_ =] %]

Excel Export Options

Years of Data to Export... |2 E

Export Data
BLOGEE oo |E><|:0rl All'Years -
Adjusted Budget............... IDU”t Export 2
Expenditures ...........ccc.o..... IE:‘“:":"t All'vears x

Froiected Espenditures ...

I Export Current v'ear Only j

Encurbrances ... I Dont Export

Export File: |c:'\tem|:u'~.Eudget1 il
[V iipenExcel on Export

Expart | LCancel |

10/26/01 13:51:49 I
10/26/01 13:51:50
10/26/01 13:51:50
1026401 13:51:50
1026401 13:51:50
1026401 13:51:50
10/26/01 13:51:50
10/26/01 13:51:50
10/26/01 13:51:50
10/26/01 13:51:50

|Enter data or press ESC o end.

[ FF[ Y

o

5] A1621164500000
[ A1621200145004
[ A1621200195004 .
= oA CT N g T
1 ) b wll
[FINENCE [k z04g0500000 [APERATNS-FUELBOCES [Dser Budget: 11 47052814
Hstan| | 24 @ 1 & | [Microsolt Po... | K FINANCE M. | [2]Budget Man.. | [:]Budget Man... |[[2] Export Ap... ||N JER 159PM

You can also open MS Excel at the
time of the export

The Budget Module
“remembers” the export file
name and marks the codes as
“checked-out” to that file




Exporting to Microsoft Excel Options

-lalx
J@ File Edit Wiew Insert Format Tools Data Window Help ;lil ﬁl
DEEHSGRY | {BR <& = 62 M3 2w -5 -pruls===>2
Al | =|
A B C D | EA

1 2002-03

2 |Account Name NEW BUDGET
| 3 |A131020010 (Sal-Admir) BUSINESS ADMIMISTRATION: EQUIPMENT § 1,000 ,000.00
| 4 |A131020010 (Sal-Teachers) BUSINESS ADMIMISTRATION: EQUIPMENT § 800,000.00
| 5§ |A131020010 (Sal-Coaches) BUSINESS ADMINISTRATION:EQUIPMENT § 50000000
| 6 |A131040010 A BUSIMNESS ADMINISTRATION: CONTRACTUAL EXPEMDITURE | § -
| 7 |A131040010LEASE LEASE COPIER DD § =
| 8 |A131045010 BUSINESS ADMIMISTRATION:MATERIALS AND SUFPPLIES b -
| 9 |A131045010 BUSINESS ADMIMISTRATION: SERYICES FROM BOCES (] -
| 10 |A132016010 AUDITING: MOM INSTRUCTOMAL SALARIES 5 -
| 11 |A132040010 AUDITING: COMTRACTUAL EXPENDITURE b =
| 12 |A132043110 AUDITING: PROFESS LIABL/CRIME NS (] -
| 13 |A132516010 I TREASURER:MOM INSTRUCTONAL SALARIES § 3500000
| 14 |A132540010 TREASURER: CONTRACTUAL EXFEMDITURE ¥ -
| 15 |A132543110 TREASURER:PROFESS LIABLACRIME INS 5 =
| 16 |A132545010 TREASURER:MATERIALS AMND SUPPLIES b =
| 17 |A133040010 TAK COLLECTION: COMNTRACTUAL EXPENDITURE 5 -
| 18 |A142040010 LEGAL COMNTRACTUAL EXPENDITURE b =
| 19 |A142040011 LEGAL FEES RELATING TO CERTS 5 -
| 20 |A143015010 Y PERSOMMEL INSTRUCTICKAL SALARIES §  32511.00
| 21 |A143016010 Y PERSOMNEL NON INSTRUCTONAL SALARIES § 115,113.00
| 22 |A143016110 TMON INSTRUCTIONAL OT § 1455300
| 23 |
| 24 |
| 25 |
| 26 |

AT

[4] 4 » [¥]:Data Entry [4]

Ready [T I T

Split Codes display description within the original code.




Exporting to Microsoft Excel Options

Ed Microsoft Excel - Budget10.xls

J File Edit Wiew Insert Formak Tools Data Window Help

s lwlrlelc] &l x|

=18 x|

DEES SRY $ 2@ o- @44 @D 2 s sBlsu|EE= 2
A - =|
A B C D | E=
1 2002-03
2 |Account Name NEW BUDGET
| 3 |AT31020010 (Sal-Admin) BUSINESS ADMIMISTRATICN EQUIPRMEMNT § 1,000 ,000.00
| 4 |A131020010 (Sal-Teachers) BUSINESS ADMINISTRATION: EQUIFMENT § 800,000.00
| 5 |A131020010 (Sal-Coaches) BUSINESS ADMINISTRATION: EQUIPMENT § 500,000.00
| B |A131040010 BUSINESS ADMIMISTRATION CONTRACTUAL EXPENDITURE | § -
| 7 |AT31040010LEASE LEASE CORIER DO 5 -
| 8 |A131045010 BUSINESS ADMINISTRATION MATERIALS AND SUPPLIES 5 -
| 9 |A131049010 BUSINESS ADMIMISTRATION: SERYWICES FROM BOCES 5 -
10 |A132016010 AUDITING:MOR INSTRUCTOMAL SALARIES ¥ -
| 11 |A132040010 AUDITING: CONTRACTUAL EXPENDITURE 5 =
| 12 |A132043110 'ilr;';—.';r'ip:;onﬂ_ S Units Bate Tnol. Extended
| 13 |A132516010 TR
14 |A132540010 THFuture, Frank FTE% 100 fAcc 0.00 0.00 YES 35, 000_00
| 15 |A132543110 ™ e
| 16 |A132545010 TH Total 35 000 00
| 17 |A133040010 TaAX COLLECTION: CONTRACTUAL EXPEMDITURE 5 -
| 18 |A142040010 LEGAL CONTRACTUAL EXPENDITURE b =
15 |AT142040011 LEGAL FEES RELATIMNG T2 CERTS 5 -
| 20 |A143015010 Y PERSONNEL INSTRUCTIONAL SALARIES § 3251100
|21 |AT43016010 Y PERSOMNEL MON INSTRUCTOMNAL SALARIES § 115,113.00
| 22 |A143016110 THOM INSTRUCTIONAL OT § 1455300
| 23 |
| 24 |
| 25 |
| 26 |
AT
[4 ] 4 [» [pi[* Data Entry [«
Cell A13 commerted by rAmundsen || | Il M | [

*The red corner on the account indicates a “Note” on the
code.

*By positioning your locator over the red mark the note
displays.




Exporting to Microsoft Excel Options

Budget Notes display as you point at the Red Triangle.

Avoid entering formulas in the column that will be sent back

to Budget Manager
J File Edit Wiew Insert Format Tools Data window Help ;lilil
IDEEHS @Ry LBRalv- &= s 8|l 2w - «[af[rojE== 2
A | =|
A B & D | E~

1 2002-03

2 |Account NHame NEW BUDGET
| 3 [A131020010 (Sal-Admin) BUSINESS ADMIMISTRATION: EQUIPMEMNT 5 1,000,000.00
| 4 |A131020010 (Sal-Teachers) BUSINESS ADMINISTRATION: EQUIPMENT §  B00,000.00
| 5 [A131020010 (Sal-Coaches) BUSINESS ADMINISTRATION: EQUIPMENT § 500,000.00
| B [A131040010 BUSINESS ADMIMISTRATION: CONTRACTUAL EXPENDITURE | § -
| 7 |A131040010LEASE LEASE COPIER DO 5
| 8 [A131045010 BUSINESS ADMINISTRATION: MATERIALS AND SUFPLIES 5
| 8 |A131049010 BUSINESS ADMIMNISTRATION: SERVICES FROM BOCES 5
| 10 |A132016010 AUDITING: MORN IMSTRUCTOMAL SALARIES b
11 [A132040010 AUDITING: CONTRACTUAL EXPENDITURE 5
12 |A132043110 'il:;-:;z'-ip:;unﬂ_ S Units Fate Tncl. Extended
| 13 [A132516010 TH e
|14 |A132540010 THFuture, Frank FTE% 100 RAcc 0.00 0.00 YES 35, 000_00
| 15 |A132843110 ™ e
| 16 |A132545010 TH Total : 35, 000.00
| 17 |A133040010 TAY COLLECTION: CONTRACTUAL EXPEMDITURE 5 -
| 18 |A142040010 LEGAL CONTRACTUAL EXPENDITURE b
| 15 [A142040011 LEGAL FEES RELATING TO CERTS 5 -
| 20 |A143015010 YPERSOMNEL INSTRUCTIONAL SALARIES § 3251100
| 21 [A143016010 TPERSOMNEL: WOM INSTRUCTOMAL SALARIES § 11511300
| 22 |A143016110 NOM INSTRUCTIONAL OT 1455300
| 23 |
| 24 |
| 25 |
| 26 |

v d
144 » [m\Data Entry / [4]

Cell A13 commented by ramundsen I [ ]

Budget Note Total




Exporting to Microsoft Excel Options

B Budget Manager - Administrator FINANCE Logged In M= E3
File Edt Users Accountz Wiew Took Help
@ﬂﬁﬂ Q@E%@%%E ﬂﬂﬂ IGeneraI Fund Appropriations 2002-2003
EI{:l Budget Manager Account | Mew Budgat | Uzer | “Worksheet | D ate-Time | Cheﬂ
=1 General Fund Appropriation: || [ 41520409210205 FINANCE Budget] s 10/26/01 140815 C:AT
[ 1620409500000 FINANCE Budget! s 10/26/01 140815 T
BR ¢ [ 1620450100000 $25300  FINANCE Budget] s 10/26/01 140815 C:\1d
{3 A1060400500000 Y 141520450110000 $25300  FINANCE Budoet! s 10/26/01 140815 CA)
-] General Fund Revenve 200 § oy 4 eonssn120000 425300 FINANCE Budget! #ls 10/26/01 140815 C:AT
[ 416204501 30000 $25300  FINANCE Budget] s 10/26/01 140815 C:A]
» | B 4162045014000 $25300  FINANCE Budoet! s 10/26/01 140815 C:A]
[ 41620450130000 $25300  FINANCE Budget! s 10/26/01 140815 C:A]
[ 4120450200000 $25300  FINANCE Budget! s 10/26/01 140815 C:AT
[ 4162045021 0000 $25300  FINANCE Budget! s 10/26/01 140815 T
[ 1620450500000 $25300  FINANCE Budget] s 10/26/01 140816 C:A]
[ 41620450990000 $25300  FINANCE Budoet! s 10/26/01 1410047 T
[ 41620430500000 FINANCE Budget! s 10/26/01 140816 C:A]
[ 41621160500000 FINANCE Budget! s 10/26/01 140816 C:A]
[ 1621150500400 FINANCE Budget! s 10/26/01 140816 CA]
[ 41621151500000 FINANCE Budget] s 10/26/01 140816 C:A]
[ 4162161500400 FINANCE Budoet! s 10/26/01 140816 C:A]
[ 41621162500000 FINANCE Budget! s 10/26/01 140816 C:A]
[ 1621162500400 FINANCE Budget! s 10/26/01 140816 C:AT
[ 1621153500000 FINANCE Budget! s 10/26/01 140816 C:A]
[ 1621164500000 FINANCE Budget] s 10/26/01 140816 C:A]
[ 41621200145004 FINANCE Budoet! s 10/26/01 140816 C:A]
[ 41621200195004 FINANCE Budget! s 10/26/01 140816 CAT_
‘I I ﬂ ﬁmc‘”ﬁ"mmu cr CIhIAKTT D...-LI-HL‘I nile A0MCN1 1 4.n0.10 rl[J
[FINANCE [E1E2430500000 [OPERATNS-FUEL-BOCES [User Budaet 1147052614
stan| | 7 @ =) ® || [=IMicrosrt..| B Finence..| [2Jeudgstm. |[Jz] Budget | 3E Microsoft .| INGER 253PM
The Red Box with a

“\ indicates a
“Checked Out” status

Codes exported are displayed in Budget Manager as “checked out” by whom.

While checked out, you cannot change values in a budget.




Importing Codes from Microsoft Excel

***%**You will need to know the name of the Excel Worksheet and the
columns containing the Budget Codes and the Budget dollars®****

_iix
File Edit Users | fccounts Wiew Tools  Help
El&l%l 'x Wpdate Budget Account: EJ%I%' ﬁlﬁlil IGENEH.&L FLIND
=0 Budgst M: EE:afz}ii:;Ficl\jzuuvn.:\ccuunts I Mew Budoet I Uzer I Work sheet ;I
Remove Budget Accaunt 44010 =
15010 $52.800.83
Export Budget Account 16010 $77.710.00
Impork Budget Account 16110 $84.021.00
16510
el oo fillons s 20010 $2,300,000.00 ussel Budget10.4ls
-8 imp Split decaurnt: 40010 uzzel Budget1Q.xlz
553 Import Budget otes A00T0LEASE zzell BudgetlQxle
45010 uzzel Budget10.xls
et Lazyfsseaun: 43010 russel Budget1D.sks
Uik [ser Acour 16010 russel Budget10.sks
Account Histars: 40010 uzzel Budget10.xls
i i 43110 ruzzel Budget10.xls
L 16010 $35,000.00 wsssl Budget10 4k
(] Test Submit Budget [2 4132540010 nzsel Budget10.xl:
Em 32543110 szl Budget1 0.xlz
E.-’-‘-.'I 32545010 ruzzel Budget10.xls
E.-’-ﬂ 33040010 ruzzel Budget1 0.zl
[Eya142040010 ruzsell Budget10.xl:
Em 42040011 szl Budget1 0.xlz
A143015010 $32511.00 uzzel Budget10.xls
& 4143016010 $115,113.00 russell Budget10.xlz
$14 553,00 ussell Budget10.xls
= A14307000N _IL|
4 | 3

|russell

[4132043170

[AUDITING:PROFESS LIAEL/CRIME INS

|T otal Budget: 38,442 .790.68

|F|eady...

Exercise:

From the “Accounts” pull-down menu, select the “Import Budget Account”
option to bring back budget dollars back from Excel.




Importing Codes from Microsoft Excel

EA Microsoft Excel - Budget10.xls 2] x|
J File Edit ‘iews Insert Format Tools Data Window Help -|ﬁ'|ﬂ
ID2E 2 SRY | {B@E v &= A2 W@E 2w -6 - Blruj===2
Al | =|
A B C D | E-
1 2002-03
2 |Account Name NEW BUDGET
| 3 |A131020010 (Sal-Admin) BUSINESS ADMIMISTRATION: EQUIFMEMNT § 1,000,000.00
| 4 |A131020010 (Sal-Teachers) BUSINESS ADMINISTRATION:EQUIPMENT § 800,000.00
5 A—IS—IDzDD‘]D (Sal-CDaChES:] BUSIHII_I_‘I_‘ Nk AR T 0TIk Ll Tk AT R IT $ EDDIDDDDD
| & |A131040010 BUS =0Ix]| Ty -
| 7 |A131040010LEASE LEA! B
B |A131045010 BUS [ Import Options 5
| 2 | t
[ 9 A131049010 BUS |\ ErestworkSheet [ [ [ et || I
£A132D1ED1D AUD ICTOE0 ®CEl arl 2el Eance| | $
l A132040010 AUD Account Code Calunin: I-"—"- j 3
| 12 |A132043110 ALID § =
| 13 |A132516010 “TRE/ Budget Armournt Calurn: IC 'I §  35,000.00
| 14 |A132540010 TRE: § =
| 15 |A132543110 TRE: b
£A13254501D TRE: |Enter data or prezs ESC to end. %
| 17 |A133040010 TAY cocos s ose R T b
| 158 |A142040010 LEGAL CONTRACTUAL EXPEMDITURE §
| 19| A142040011 LEGAL FEES RELATIMNG TO CERTS b -
| 20 |A143015010 Y PERSONNEL INSTRUCTIONAL SALARIES § F2511.00
| 21 |A143016010 T PERSONMELNOM INSTRUCTOMAL SALARIES § 115.113.00
| 22 |A143016110 IMON INSTRUCTIONAL OT § 14553.00
23|
24
25
26|
b
[4] 4 [» [»]sData Entry ||
Ready | [ [ LM | [
Exercise:

Enter the Excel Sheet Number (Ex. 1)

Enter the column that contains the budget codes (Ex. A)
Enter the column that contains the new budget dollar (Ex. C)
Click on the “Import” button.




Canceling Exported Codes

Checked out codes are displayed with a red check mark, who checked them
out, the name of the worksheet, date, time and the path.

**#%*]f you cancel the “Checked Out” status, you will not be able to import
Excel changes back into Budget™**#*

,B Budget Manager - Administrator russell Logged In - |EI|£|
File Edit Users | accounts Wiew Tools Help
;bl Q{}ll gﬂ!l x Update Bl.ldl;E-'t Account EJ % | %l Ml gl ‘? | IGENEHAL FUMD
—————————  AddExisting Account
E--.gdgztbf;:l: CreateModiy New Aocounts - | MHew Eudget | |zer | " ork.shest _I
i 1 Remawve Budget sccount
23 GENE - 15010 $53,800.83 —
=8 BF Export Budast Acrount 16010 $77.710.00
El8ap 3 Import Budgst Account 18110 $34,021.00
E-dep Di 16510
- . Cancel ExportfUpdat
Q@ﬁ ancel ExportfUpdate 2000 $2,300,000.00 nussel Budget! 0.xls
El
&8 im Split Account russel Budget10.xls
553 Im|p:ort Budget Hotes OLEASE russel Budget10.xls
234 SCHD ook tser Accont ruggel Budget]0.xls
LB ey ook User Secount nuszell Budget10.xls
8 B nussell Budget10.xls
cal  Account Hiskory, el Budgat10.x=lz
i - ruszell Budget1O.xl:
Ly e TIERETEES $35,000.00 ussel Budget D.:s
{3 Test Submit Budget ruszell Budget1O.xl:
ruszell Budget1O.xl:
ruszell Budget1O.xl:
ruszell Budget1O.xl:
ruszell Budget1O.xl:
ruszell Budget1O.xl:
& all $32,511.00 ruszell Budget1O.xl:
E010 $115,112.00 ruzzell Budget1 0x=l:
B)a142016110 $14,553.00 el Budget1 0.1z
=] 414302000 s
4 | 3
[russel [a132543110 [TREASURER:FROFESS LIAEL/CRIME INS [Total Budget: 35.442.730.68
|F|ead_l,.l...
Exercise:
Highlight the codes.

From the “Accounts” pull-down menu or Right click on your mouse and select
the “Cancel Budget Export/Update” option.




Section III - Reports






Budget Manager Reporting Features

,B Budget Manager !E[E

File Help

E.'j Budget kanager
g i:} Data Entry

e O Hepnrls
— @ Appropration Status

[H— @ Revenue Status

Budget Manager

FINANCE MANAGER

Interactive Fund Accounting Software
Copyright £11332- 2001 ML Software, Lid,

Budget Manager gives you four Reporting Routines:
1. Appropriation Status
2. Revenue Status

3. Pivot Table Report

4. Detail Notes Report




Appropriation Status Report

B Budget Manager

File  Help
,B Appropriation Budget Repork - |EI|5|
L.'-j Budget Manager File Help
SR ‘\fi‘.- Diata Entry @ o
i b [E] Budget Entry

E| -------- '\fj-} Reports

=101 %]

---------- E’l Appropriation Status ——Appropriation Report Setup
B Revenue Status Budget Name: | GENERAL FUND R
~[B Pivot Table Report ; -
- [B Detail Motes Repart Sort Dptiar: IBL" Ubiject =l
"""" @ Maintenance Budget: IEurrent Fizcal 'ear j
Adjusted Budget: IDu:un't Inciude ﬂ "r'
Expenditures: I.-’-'«II Selected Years j
Projected Expenditures: IDu:un't Ihchude j
Encumbrances: IDDn't Include j
Frior 'earz Data o Report: Il E
Incliude Split Accounts: v
A | B | [
Exercise:

From the Budget Manger Tree Menu, Select “Reports” and then
“Appropriation Status”




Appropriation Status Report
R =IE

Fil= Help

@m

——Appropriation Report Setup
Budget Name: | GENERAL FUND =l

Sort Optiory; [By Object |
Budget; Il:urrent Fizzal ear j
Adjuzted Budget; IDDn't [nclude j

E zpenditures: I.l'-‘«II Selected Years j

Frojected Expenditures: IDDn't Inchide j

Encumbrances: I Con't Inchude j

Prior Years Data to Repart: Il E

Include Split &ccounts: v

Exercise:

From the pull-down menus, select:

The budget to report.

How you want to sort the report (By Function, By Object or By Location)
Which years of each budget column to report.




Appropriation Status Report

B appropriation Budget Report -0 x|

Fil= Help

@m

——Appropriation Report Setup
Budget Name: | GENERAL FUND =l

Sort Optiory; [By Object |
Budget; Il:urrent Fizzal ear j

Adjuzted Budget; IDDn't [nclude j

E zpenditures: I.l'-‘«II Selected Years j

Frojected Expenditures: IDDn't Inchide j

Encumbrances: I Con't Inchude j

Prior Years Data to Repart: Il E

Include Split &ccounts: v

From the pull-down menus, select:
* How many prior years of data to you want to include.
* Whether or not you want to include Split accounts.

* Then click “OK”




Appropriation Status Report

b B Budget Manager = EX
il Eee B Appropnation Status Report |0 x|
L{j Budget Manager Bl Llely
EIG Drata Entry | (2] @ |
w2 Budgst Entry mﬂepull Output _|O)x
eports
B Appropriation Status Output Destination
B Revenue Status 0T
B Pivot Table Report ) =
g Detail Motes Repart @ Freview j
[--{5h Maintenance ]
@ Default Printer ]
E File =]
@ Microzoft Excel Export -E
Cancel | Ik I Cancel
|Enter data or press ESC to end,
|
=EEaTN
D[anmc-j ‘ Autoshapes » ™ w [ O 4|ﬁv£v&v ===58 m“"@‘ﬁﬂ N f@?l‘-F"
Slide 51 of 51 | Default Design [EF

Start ]| | 7 @ Micmsuﬂ Pa... & FINAMCE M. L-'jBudget tdarn... L-'j.t’-‘«ppmpliatiun... ﬁ Report Du... N(ﬂ%
Bstan| | 4 @ =3 B

Report Output Options:

*Preview (Paper size limits output to 7 columns plus account and
descriptions.

eDefault Printer

*File (Allows you to send your report directly to your hard-drive or to a
floppy)

*Microsoft Excel Report (Gives you the ability to sort by any Budget Code




Sample Appropriation
Status Report

1Z/032/01 HENDRICE HUDSON CSDE

**********************************************************************************l*******************-.

ADPPROPRIATION STATUS REPORT BY FUNCTION

Z001-0Z 0032
ACCOUNT ACCOUNT NAME EULGET LFROJ EXP NEW EVDGET

4 1520... OPERATION OF PLANT . ";:;;I:;;I “““ ;;;:;;I —————————————
A 162z1... MAINTENANCE OF PLANT . esraoe o T
4 1680... CENTRAL DATA PROCESSING . seie e T
4 1600... CENTRAL SERVICES wr 4243282 o T
4 1S10... UNALLOCATED INSURANCE . lzseos ooy T
4 1964... REFUND ON REAL PROPERTY TAMES . ;:;;; ________ T
A& 1881... BOCES ADMINISTEATIVE COSTS o gesoses e T

A 1900, .. EZPECIAL ITEME = 1,034,225 142,31l



Microsoft Excel Report

2 Microzoft Excel - 505173601980780

”ﬁ File Edit Wiew Insert Format Tools Data window Help =& x|
D2h(EgRky &BeT w-o- zﬁ«“lal\ﬂ§3|100°fo'
” Camic Sans M3 - 10 u |§ ==& | B % , WM EE|-HA

H1 -

A | B | 2 H|IT T kK L =
1| 11719701 2:53 PH -
2 |APPROPRIATION STATUS REPORT BY FUNCTION
3
4
B 2003
& |Account Account Name NEW BUDGSET FUN OBJ LOC PRG op
7 A1010470-11-0000  |MISC EXPEMNSES Jon 1010 479 11 0
g8 |A1010490-11-0000  BOCES SERVICES 0 1010 490 11 0
8 A 1010500-11-0000  |SUPPLIES-BOARD OF ED 0 1010 500 11 0
10 | A 1040,160-11-0000  MNOM-INSTR SAL-DISTE CLERK 0 1040 160 11 0
11 A 1040402-11-0000  COMNF & TRAVEL 01040 402 11 0
12 |4 1040475-11-0000  TUITION REIMBURSEMENT ollgde 1/s 11 @

13 1A 1040470-11-0000  MISC EXPEMNSES 0 1040 479 11 0
14 | A 1040.500-11-0000  SUPPLIES-DISTRICT CLERK 0 1040 500 11 0
15 | A 1060470-11-0000  MISC EXP-BISTRICT MEETING 0 1060 479 11 0
16 |A1240150-33-0000 IMNSTR SAL-SUPERIMTEMDENT 0 1240 150 33 0
17 |A1240160-33-0000  MNOMN-INSTR SAL SUPT SEC 0 1240 160 33 0
18 A 1240165-11-0000  MNOM-IMSTR SUPT SEC SUB 0 1240 165 11 0
19 14 1240,220-11-0000  COMPUTER HARDW ARE 01240 220 11 0
A 1240 22N-33-nnnn COMPILTER HARMW ARE M 124n 22n 33 il x
|1|< » [ »I[', DEMO SCHOOL DISTRICT |l |1 ¥l
Ready | T | ol MU | -
#start| ggnsn. | Syre.| @ro. | Eima] o] Berm ] Ldeu | e | Eee. |[seMi. NG amQ B3 1ssrM
The Excel Report includes a column for the budget code
components. This provides the ability to sort the data

by any part of the code.




Microsoft Excel Report

Sorting the Data
™. Microsoft Excel - 912232064050 HEE
“@ File Edit View Insert Format Tools Data ‘Window Help ==l
SLTCCERY Y T
sial -0 -lp 7 U =E==HEH % %, %8¢
a7 =] =| A 1010.160-50-0000
A | B | ¢ [ o | E [Fle[H] T
| 1| 01715702 ANYTOWRN, USA 2.
| 2 |APPROPRIATION STATUS REPORT BY FUNCTION INCLUDE SPLIT ACCOUNTS
3
4
| 5 | 200102 200203
B |Account Account Name - - 1—jET FUN OBJ LOC | PF
— Sort ES
7 [A1010.160-50-0000 = HE
H Sart by
q I I & ascending
10 " Descending
11 Then by
12 I I ' pscending
13 " Descending
14 Then by
15
15 I I & ascending
17 " Descending
18 My list has
19 @ Header row ™ Mo header row
20
21 Options. .. I QK I Cancel
22
23
24 hd
A [ | M5 ANYTOWN, USA 4 3
Ready | | | UM ]
| ﬁ{FINANCE s, | r_-'jBudgetManagerl F_-'jAppropriation... IIXMicmsuﬂ E ||<}]§ 230 PM

Position Cursor on the Spreadsheet “Account” cell.
Press Ctrl-Shift-End to highlight the entire data area of the spreadsheet.
Select Data, Sort,

Pull down to select the first, second, and third (if desired) of the budget
components for sorting.

Select “OK”

(***In the above example. The sort is by Location-Column H and
then by Function-Column F**%*)




Microsoft Excel Report

After sorting the data by the budget code components, you can Subtotal, Page
Break, and Print Summary Totals. Select Data, Subtotal and desired options.

™ Microsoft Excel - 3096384156150

”ﬁ File Edit ‘iew Insert Format Tools Data window Help _|ﬁ||5|
DZRERY (‘BRI o- | a® = & 2% 0e s -2

”F\rial -l 10 v”?f H|§§E|$%,fﬁ%;?3|; E

Ef: =] =| Account Mame
B [ ¢ [ b ] E J | K [ 7

| 1] ANYTOWN, USA =
| 2 ATUS REPORT BY FUNCTION

3
4

5 2002 2003

R s uptotal __@E[VE I8 LO- P

8 i &t each changs in: ok

D b fioc -

:F: Use Function: LCEII

12 ISum j Remove Al |

13 Add subtotal bo;

PRl oT SUPT.| DG T —

15 V¥ Expense

16 ¥ NEW BUDGET

17

18 ¥ Replace current subtotals

19 ¥ Page break between groups

20 ¥ Summary below data

21

22

23

24 -
144 [» [M]5NISKAYUNA CSD 4 |>||J
Ready |1 Sum=66009702 [ caps M | _ ]
iﬂﬁtarl”J :\ﬁ ﬁ I:‘; @ |J|xuicmsu[t Excel - 909 Microsoft F'owerF'oint-[Bu...l | N(EE 11:52 Ak

Exercise:

Highlight Data area.

Select, Data, Subtotal

Select a subtotal when “LOC” Changes
Select function “Sum” to create a subtotal.
Add subtotals to dollar columns

Replace current subtotals to Recalc.
Select Page breaks between groups.
Select Summary below data.

Select “OK”




Microsoft Excel Report

Sample Report Sorted by Function and Location with Subtotals.

X Microsoft Excel - 9096384156150 | _ 2] x]
"ﬁ File Edit Yiew Insert Format Tools Data Window Help ;Iilﬂ
DEE|SRY [t BRRS (v A&z 4 82 @B 0 - |7
| ara -0 B IU|SE=E=E $%, @3 EE _-0-A-
37 =| =| 52018
1EE A B E [ Flae | H |1 J |§
- | 3F |A 1420.400-50-0000 | LEGAL FEES-CONT EXF 01420 400 A0 0
|38 |4 1430, 160-50-0000 | PERSONMEL-M| SALARY 0 1430 180 500 0 -
|39 |A 1430, 160-50-0400 | PERSONMEL-NI SALARY OT 0 1430 160 500 400
|40 |4 1430, 169-50-0000 | CLERICAL-N| SALARY 01430 169 50 0
414 1430.169-50-0500 | CLERICAL-NI SALARY ET 01430 169 500 500
42 [A 1430.400-50-0000 | PERSONNEL-CONT ExP 01430 400 A0 0
| 43 |A 1430, 400-50-0100 | PERSONMEL NEGOT-CONT EXP 01430 400 500 100
44 |A 1430.450-50-0000  PERSONNEL-MAT & SUF 01430 450 A0 0
|45 | A 1460, 160-50-0000 | RECORDS MGT-NI SALARY 0 1480 180 500 0
46 |A 1460.400-50-0000  RECORDS MGMT-CONT EXP 01460 400 A0 0
|47 |A 1460 450-50-0000 | RECORDS MGT MAT & SUP 0 1460 450 500 0
| 48 |A 1450 490500000 | RECORDSE MGMT-BOCES SVCE 0 1460 490 50 0
49 [A 1480.400-50-0001 | PUBLIC INFO-CONT ExP 01480 400 A0 1
|50 | A 1480 400-50-0002 | PUBLIC INFO-POSTAGE 0 1480 400 /0 2
51 |A 1480 450-50-0000  PUBLIC IMFO-RAT & SUP 01480 450 50 0
- {52 |A 1480, 490-50-0000 | PUBLIC INFO-BOCES 01480 490 50 0
=/ |53 2500 a0 Total 5203
[ - |54 |A 1620.160-10-0000 | OPERATNS-NI SALARY-E 01620 180 0] 0
55 |A 1620, 160-10-0400 | OPERATNS-MI SAL OT-EBI 0 1620 160 10/ 400
|86 |4 1620.401-10-0000 | OPERATMS-FUEL-BI 0 1620 401 10/ 0
| 57 |A 1620.402-10-0000 | OPERATNS-LALUNDRY-BI 0 1620 402 10/ 0
58 [A 1520.403-10-0000 | OPERATNE-ELECTRIC-BI 01620 403 10 0
| 59 |4 1620.404-10-0000 | OPERATNS-SNOWY REM-EI 0 1620 404 10/ 0
= | 60 |A 1620.405-10-0000 OPERATNS-TELERHOME-BI 01620 405 10 0 J;[
4[4[ » [M]}NISKAYUNA CSD |4l T
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