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Login	
  with	
  your	
  
AS400	
  username	
  
and	
  password	
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Activity	
  GL	
  Master	
  Inquiry	
  

“Activity	
  Funds”	
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Select	
  Activities	
  GL	
  Master	
  
Inquiry	
  

4	
  



	
   	
  

	
  

Select	
  “Search”	
  

This	
  will	
  display	
  all	
  activity	
  
funds	
  defined	
  by	
  your	
  

security.	
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Click	
  on	
  the	
  account	
  for	
  
Details.	
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Select	
  	
  

“Monthly	
  Activity	
  for	
  this	
  
Account”	
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Select	
  	
  

“Transaction	
  Inquiry”	
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Select	
  

“Show	
  These	
  Types	
  Only”	
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Select	
  	
  

“$AP”	
  –	
  Accounts	
  Payable	
  

“$BD”	
  –	
  Bank	
  Deposits	
  

“$GJ”	
  –	
  General	
  Journal	
  Entries	
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“$AP”	
  

Select	
  the	
  Check	
  #	
  to	
  
display	
  Check	
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You	
  will	
  notice	
  the	
  check	
  Vendor	
  information,	
  
Check	
  Number,	
  Check	
  Date,	
  Account	
  Number,	
  

Invoice	
  #,	
  P.O	
  #,	
  and	
  Amount.	
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“$BD”	
  –	
  Bank	
  Deposit	
  

Displays	
  any	
  deposits	
  to	
  this	
  
account	
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“$GJ”	
  Journal	
  Entries	
  

Displays	
  any	
  Journal	
  Entries	
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“Financial	
  Reporting”	
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Select	
  	
  

“Financial	
  Reporting	
  -­‐	
  Secured”	
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Select	
  the	
  Report	
  Name	
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Select	
  the	
  reporting	
  Month	
  	
  	
  

Click	
  	
  

“Run	
  Report”	
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IMPORTANT	
  !!!!!	
  

You	
  MUST	
  select	
  	
  

View	
  Your	
  “Report””	
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You	
  may	
  print	
  this	
  page	
  by	
  Selecting	
  File	
  
from	
  the	
  tool	
  bar	
  and	
  Print,	
  or	
  by	
  right	
  click	
  

mouse	
  and	
  select	
  “Print”.	
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  Keying	
  Requisitions	
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Select	
  

	
  “Key	
  Requisitions”	
  

23	
  



	
   	
  

	
  

Select	
  

	
  “Add	
  New	
  Requisition”	
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You	
  may	
  Key	
  Vendor	
  Number	
  
here	
  

You	
  may	
  browse	
  the	
  vendor	
  
list	
  by	
  selecting	
  “Vendor	
  
Select”	
  	
  

OR	
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Key	
  Vendor	
  name	
  here…The	
  
name	
  is	
  CASE	
  sensitive..	
  ALL	
  

CAPS	
  	
  

Use	
  this	
  box	
  if	
  you	
  only	
  
know	
  part	
  of	
  the	
  vendor	
  

name.	
  	
  

All	
  CAPS	
  

OR	
  

26	
  



	
   	
  

	
  

Select	
  	
  

“Save	
  and	
  Continue”	
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Enter	
  Quantity	
  

	
  

Enter	
  
Description	
  
for	
  items	
  

Once	
  you	
  have	
  completed	
  all	
  these	
  
fields	
  Select	
  -­‐-­‐	
  “Add	
  this	
  Item”	
  	
  

Repeat	
  this	
  step	
  for	
  any	
  other	
  
items.	
  

Item	
  numbers	
  are	
  
not	
  required.	
  If	
  

available	
  add	
  here.	
  

Enter	
  Unit	
  Price	
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Once	
  you	
  have	
  added	
  all	
  
items,	
  you	
  MUST	
  select	
  
“Save	
  and	
  Continue”	
  

	
  

If	
  you	
  need	
  to	
  make	
  changes	
  to	
  any	
  line	
  
item,	
  simply	
  adjust	
  that	
  area	
  and	
  select	
  
“Change”.	
  If	
  you	
  want	
  to	
  remove	
  that	
  line	
  

item,	
  simply	
  select	
  “Remove”	
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You	
  MUST	
  Click	
  “ACCT	
  SEL”	
  

This	
  will	
  populate	
  all	
  
accounts	
  you	
  have	
  access	
  to.	
  

These	
  show	
  your	
  
Original	
  Budget	
  and	
  
Remaining	
  Budget.	
  

Once	
  all	
  selections	
  are	
  
made	
  “Save	
  and	
  

Continue”	
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You	
  can	
  only	
  select	
  
accounts	
  in	
  “BLUE”.	
  	
  

This	
  shows	
  your	
  
Remaining	
  Budget.	
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You	
  will	
  need	
  to	
  
distribute	
  any	
  

remaining	
  amounts	
  in	
  
“RED”	
  

If	
  you	
  need	
  to	
  make	
  changes	
  to	
  any	
  line	
  
item,	
  simply	
  adjust	
  that	
  area	
  and	
  select	
  
“Change”.	
  If	
  you	
  want	
  to	
  remove	
  that	
  line	
  

item,	
  simply	
  select	
  “Remove”	
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Be	
  sure	
  to	
  select	
  “Save	
  
and	
  Continue”	
  when	
  

finished	
  

	
  



	
   	
  
	
  

Once	
  you	
  have	
  completed	
  
keying	
  ALL	
  of	
  your	
  
requisitions	
  for	
  this	
  

session,	
  select	
  “Submit	
  All	
  
the	
  Above	
  Requisitions”	
  

The	
  requisitions	
  have	
  
now	
  been	
  submitted	
  to	
  

the	
  next	
  level	
  for	
  
approval.	
  Principal,	
  
Director,	
  or	
  Asst.	
  
Superintendent	
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You	
  can	
  also	
  add	
  Attachments	
  to	
  
requisitions.	
  	
  

Click	
  “Add/View	
  Attachments	
  

You	
  will	
  need	
  to	
  
scan	
  any	
  documents	
  
prior	
  to	
  any	
  of	
  these	
  

steps.	
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Name	
  your	
  attachment.	
  	
  

DO	
  NOT	
  USE	
  SPECIAL	
  
CHARACTERS.	
  	
  	
  

	
  	
  Browse	
  to	
  the	
  saved	
  location	
  of	
  
your	
  scanned	
  documents.	
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  Double	
  Click	
  the	
  scanned	
  file	
  
you	
  want	
  to	
  attach.	
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  Select	
  “Upload”	
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  You	
  may	
  continue	
  to	
  add	
  attachments	
  by	
  
repeating	
  the	
  previous	
  steps.	
  

	
  	
  You	
  may	
  REMOVE	
  attachments	
  by	
  clicking	
  
the	
  box	
  labeled	
  “Remove”,	
  and	
  then	
  click	
  
“Remove”	
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You	
  are	
  now	
  able	
  to	
  see	
  the	
  status	
  of	
  any	
  
requisition.	
  Once	
  you	
  submit	
  a	
  requisition	
  
you	
  can	
  follow	
  it	
  through	
  the	
  process	
  up	
  
until	
  it	
  is	
  printed.	
  	
  	
  

	
  	
  Select	
  the	
  “Find”	
  button	
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  From	
  the	
  dropdown	
  select	
  the	
  requisition.	
  	
  

NOTE:	
  You	
  will	
  need	
  to	
  make	
  sure	
  
the	
  “POPUP	
  BLOCKER”	
  is	
  turned	
  off	
  
in	
  the	
  browser	
  settings.	
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This	
  list	
  details	
  information	
  for	
  the	
  selected	
  requisition.	
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Budget	
  Transfer	
  
Request	
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Select	
  

“Budget	
  Transfer	
  
Request”	
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Select	
  

“Add	
  New”	
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Select	
  

“Acct	
  Sel”	
  

Note:	
  Use	
  the	
  same	
  method	
  for	
  “From”	
  and	
  “To”	
  
Account	
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Select	
  the	
  Account	
  Number	
  	
  	
  
Use	
  this	
  arrow	
  to	
  browse	
  to	
  the	
  

next	
  page.	
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Enter	
  the	
  amount	
  of	
  Transfer	
  and	
  a	
  
Description.	
  Press	
  “Submit”	
  

Note:	
  When	
  you	
  submit	
  this	
  transfer	
  
it	
  is	
  electronically	
  submitted.	
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G/L	
  	
  
Master	
  Inquiry	
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Select	
  

“G/L	
  Master	
  Inquiry”	
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Select	
  “Search”	
  To	
  view	
  your	
  
accounts.	
  

Select	
  any	
  part	
  of	
  the	
  Account	
  
Number	
  to	
  narrow	
  the	
  search.	
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This	
  screen	
  allows	
  you	
  
access	
  to	
  District	
  accounts.	
  
It	
  is	
  used	
  the	
  same	
  as	
  the	
  
“Activities	
  G/L”	
  described	
  

previously.	
  	
  
Remaining	
  Budget	
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You	
  MUST	
  key	
  ALL	
  24	
  digits	
  of	
  
the	
  account	
  number	
  and	
  select	
  

“Search”	
  

	
  DO	
  NOT	
  USE	
  DASHES.	
  	
  

You	
  can	
  key	
  in	
  the	
  Vendor	
  
number	
  and	
  select	
  “Search”	
  	
  

You	
  can	
  key	
  a	
  Purchase	
  Order	
  
number	
  and	
  select	
  “Search”	
  	
  

OR	
  

OR	
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