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Setting up and using Queries

After going through the following steps, your query will be saved and unless you delete them, will be
there each log in.

e  Click “Departmental Functions”
e  (Click “YTD Budget report”
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After clicking “YTD Budget Report” the set up menu will pop up:
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EYTD Budget Report - Munis [Madison Metropolit - TEST DB - 09/06,/11]
My File Edit Tools Help
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—Account Rollup

Seg Find Org l
2 1 Oibdgek
Repart Optians[Find records using the seg-account method.

Froject ] o |
Rollup code l—

Rollup year l—

Rollup program lﬁ

—hccount TypefStatus

Account bype I -
Account status I I

Find records using the seg-account method.

e C(Click “Seg Find” for the following menu:
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— | Find by Segments Create, save o load a query using the Quer

Fund

CIRGANIZATION |

Chject

FUMCTION

DPI PROJECT

LoZal B

Lz ATICN
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Project

Character code

Accounk bype

Accounk skatus

Led L

Enker firsk account segment code R
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e C(Click the blue Excel/grid looking icon (“Create, save or load a query....) for the query set up

wizard:
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[ Query Wizard: SEGMENT FIND - 10l x|

—QUEryY
Fields™* | Dropdown Assistant | Edit Assistant | Date Assistant | Load | Help |

—Seleck field
Field Type Expression (enker walues here) =
Fund Edit
ORGANIZATION Edit
Cibject Edit
FUMCTION Edit
DPI PROJECT Edit

B |LocaL B Edit 0101|131

LOCATION Edit 231
Project Edit
Character code | Edit -
Account bype Dropdown j

You can bype directly inta the highlighted field or click Farmat to use the Assistant tab instead,

Click on the Load kab ko run a previously saved query.

Click on Execute ko run the auery now or click Save to reuse it in the Future,

Back | ﬁ Forrat | Execute | [ save as | Cancel |

Stay on the “Fields” tab.

This is similar to the report set up menu. You can use single values or ranges. Above | selected Spring
Harbor’s location with their Formula (101) and Formula carry over (131) Local B’s. The pipe symbol ( | )
means that only Local B’s 101 & 131 are included.

To see the report immediately, click “Execute.”
To save the query for now and future use click “Save As” (see below):
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Cescription ISpring Harbor Farmula

[ Make this query public and therefore available ko all users

Field | Twpe | Expression I:I
LAl B Edit 0101131
LOCATION Edit 231

Lol 4 Cancel

® Give you query a hame
® Uncheck “Make this query public....”
e Recheck the main info
e Click “Ok”
You have now saved the query.

e C(Click on the “Load” tab:
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[ Query Wizard: SEGMENT FIND
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—QUEryY
Fields I Dropdown Assistant I Edit &ssistant I Date Assistant Load™* | Help I

Query Description I Cuery Saved By |
Crestwioond Formula AS00709161

Lapharm Donations 600709161

Spring Harbor Formula

allis Donations A500708436

[=F Load Query | # Delete Query |

Click on Load ko load it but allow Further edits before executing,
Click on Delete ko remove it from the list,

Back | I Format | Execute | Al Save fs

|Hiu;|h|i|;|ht the query ta load, Click on Execute to run it now,

Zancel |

e Double click on the line of the query you’d like to run.

Note: The “Load Query” folder brings you back to set up page, then you’d have to click execute. So,

double click line instead.

This brings you back to the main YTD Report menu:
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Report Options

—Account Rollup

Object =
Project lﬁ
Rollup code l—

Rollup vear l—

Rollup program lﬁ

|Display the repart as a PDF dncumanth

—hccount TypefStatus

Account status I i

Account bype I ot

102 Record{s) Found.

Find records using the seg-account method.

—

L

Note: The lower left shows 102 records found so you know the report is ready to view.

—

e C(Click on the Adobe Icon (Display the report as a PDF document) to open the report (below is just

the first page):
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i Mu30412001.pdf - Adobe Reader =10l x|

Fle Edit Wiew Document Tooks ‘indow Help %
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10/31/2011 10:39 Madison Metropolit - TEST DB - 08/06/11 PG 1
6500708436 YEAR-TO-DATE BUDGET REFORT glytdbud
FOR 2012 12
ACCOUNTS FOR: ORIGINAL TRANFRE/ REVISED AVAILAELE PCT
0101 General Formula APPROP ADJSTMTS BUDGET YTD EXPENDED ENC/REQ BUDGET USED
10.212.01 110000.000.0707,237 Middle 5ch General Fo Sprin
a 0 o .00 .00 .00 0%
10.212.0211.110000.000.0101.231. Middle 5ch General Fo Sprin
a 0 o .00 .00 .00 0%
10.212.0212.110000.000.0101.231. Middle 5ch General Fo Sprin
a 0 o .00 .00 .00 0%
10.212.0220,110000,000.0101,231, Middle Sch General Fo Sprin
a o o .00 .00 .00 .0%
10.212.,0240,110000,000,0101,23] Middle Sch General Fo Sprin
a o o .00 .00 .00 .0%
10.212.0324,110000,000.0101,231, Middle Sch General Fo Sprin
a o o .00 .00 .00 .0%
10.212.0341.110000.000.0101.231. Middle 2ch General Fo Sprin
a o o .00 .00 .00 .0%
10.212.0353.110000.000.0101.231. Postage
a o .00 .00 .00 .0%
10,212.0411.110000,000,0101,233, Middle 2ch General Fo Sprin
a 0 o .00 .00 .00 0%
10,212,0417,110000.000,0101,23]1 Middle Sch General Fo Sprin
a 0 o .00 .00 .00 0%
10.212,0434,110000.000,0101,23]1 Middle Sch General Fo Sprin
a 0 o .00 .00 .00 0%
10.212.0435.110000.000.0101.231. Middle 2ch General Fo Sprin
a 0 o .00 .00 .00 0%
10.212.0440.110000.000.0101.231. Middle 2ch General Fo Sprin
a 0 o .00 .00 .00 0%
212, 0670, . .0 23 Middle 5ch General Fo Sprin
a 0 o .00 .00 .00 0%
212.0990, . .0 23 Middle 5ch General Fo Sprin
a 0 o .00 .00 .00 0%
=]

You can also use saved queries in the “Account Inquire” screen:

*  From the “Departmental Functions” menu click “Account Inquiry”:
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[l Account Inquiry - Munis [Madison Metropolit - TEST DB - 09,06/11] =1ol x|
My File Edit Tools Help
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Account

Fund I I Acck I
Manth
L Oryg I I Acck name I

Seq Find Ohject I I Type I vl Status I Vl [ Budget Rallup Group |
Totals |Find records using the seg-account method, h I~ Mulkiyr Fund [ Account MNotes |

Broject Stringsl 4 Year Comparison | Current vear | History |

YrfPer 2011713 Fiscal Year 2011 Fiscal Year 2010 Fiscal Year 2009 Fiscal Year 2012
| =| | |
l =) 2|

Transfers Quk I = || = I
| |
l =l
|

o |
e |

Original Budget

Transfers In

Actual {Memo)

Revised Budget

1=l
=l i=d|
Requisitions I— ﬂ l—
Inceptn To Date ]

Encumbrances

Available I | | |
Percent used I I I I
4 | 4 || 0 of 0 3 | M | L | | ikbachments (01
Display detail information For current account, —

®*  From the “Account Inquiry” screen, click “Seg Find:
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Sork By Segrent |
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|Create, save ar lnad a que

v using the Query Wizard [Chr

Fund
ORGANIZATION
Object
FLMCTICN

DRI PROJECT
LoOCAL B
LOCATICN
Praoject
Character code
Account bype

Account skatus

e

L]

—Percent Used
Fiscal year 2010
Fiscal year 2011
Fiscal year 2012

Tk

Enker firsk account segment code

WA,
4

The query set up follows the same instructions as previously stated but for this example | have included

new screen shots:
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Huuery Wizard: G/L Account Inquiry ;|g|5|
—QUEryY
Fields* | Dropdown Assistant | Edit Assistant | Date pssistant | Load | Help |

—Seleck field
Field Type Expression (enker walues here) =
Fund Edit
ORGANIZATION Edit
Cibject Edit
FUMCTION Edit
DPI PROJECT Edit
LCAL B Edit 010s|0109

B | LOCATION Edit oz

Project Edit
Character code | Edit -
Account bype Dropdown j

You can bype directly inta the highlighted field or click Farmat to use the Assistant tab instead,

Click on the Load kab ko run a previously saved query.

Click on Execute ko run the auery now or click Save to reuse it in the Future,

Back | ﬁ Forrat | Execute | [ save as | Cancel |

I - 0’ ' r [

e Select options and click “Save As”:
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MADISON METROPOLITAN ScHooL DisTRICT [

M=
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Description | Marquette SIP & Staff Dev
[~ make this query public and therefore available to all users

Field I Type | Expression I:I

LOCALE Edit 0105|0109

LOCATION Edit 0z0
[]

(4 Cancel

e Name your query

® Uncheck “Make this query public...”

e C(lick Ok

Click on the “Load” tab:

v
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Huuery Wizard: G/L Account Inquiry - |EI|5|

—QUEryY
Fields I Dropdown Assistant I Edit &ssistant I Date Assistant Load™* | Help I

Query Description Cuery Saved By :I

Marguetke SIP & Staff Dev

[=F Load Query | # Delete Query |

Click on Load ko load it but allow Further edits before executing,
Click on Delete ko remove it from the list,

Back | I Format | Execute | Al Save fs Cancel |

|Hiu;|h|i|;|ht the query ta load, Click on Execute to run it now,

e Double click the Query you’d like to run:
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[l Account Inguiry - Munis [Madison Metropolit - TEST DB - 09,/06/11]
My File Edit Tools Help

% munis MaDisoN MereopoLman ScuooL DisricT 1

v

8 (=3
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—fccount

Fund |1D I General Acck I10.112.0995.IIDDDD.UDD‘DIUQ.DZD.

Months
= Org |10002100 l General Fu Acctname| Elementary Staff Deve Marqu

e |
_surd |
| == |

Project Skrings |

Seq Find Ohiject IDQQS I Formnuladd; Type I Expense 'l Status I Active Vl [ Budget Rallup Group |
Totals Projectl l = | ™ multivr Fund [ Account MNotes |

Actual (Mema)

Encumbrances

2|
:nn ﬂ| .00 ﬂ| .00 ﬂ|
.00 Eh .00 E“ .00 El

4 Year Comparison | Current Year | Hiskory I
YriPer 2011/13 Fiscal Year 2011 Fiscal Year 2010 Fiscal Year 2009 Fiscal ¥ear 2012
Original Budget | 00 E”“ 00 | 00 [ 1,700,50
Transfers In I .00 Ell .00 EI
Transfers Out I .00 Ell 0o EII fuls}
Revised Budget | oo | .00 | .00 | 1,700.50
|
|

Requisitions I .o Bﬂ | .00

awailable | 00 | 00 | 00 [ 1,700.50
Percent used I .00 I .oo I .00 I .00
| @l TR [ w | Q] B satnens

£

Display detail information For current account, \ /

There are 39 accounts included in this query. To scroll through them, use the arrows at the bottom of

the screen. Please see your “Account Inquiry” instructions for more information.




