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Welcome to Exploring the Palm Tree  
QCC Version of QSS 

 

 

 

 

 

 

Palm Tree is the Icon that should be installed on your computer. If 
you don’t have this Icon, then please know that EIT will be 
installing it for everyone that needs access to QSS Financial 
System. 
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INTRODUCTION 

This manual will cover the following areas on the Palm Tree 
Menu: 
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ACCOUNT LOOKUP:  

Purpose:  Helps you look up accounts by entering all or part of an 
account code string, or a sequence of account code strings. 

 The Account Lookup window allows you to look up accounts with a 
wild card search or an advanced search.  

 List the selected accounts and display a summary of their budgetary 
activity. 

 

 

 

PRINT MANAGER  

Purpose:  Helps you print out reports generated. 

Reports submitted to be printed from the Finance Job Menu are listed 
and stored until deleted.  

You can select from the list which reports to print out. 

FINANCE  JOB MENU;  

Purpose:  Helps you to pull various reports.  

Financial Activity Report Writer window provides a detailed listing of 
financial activity by object. 

Financial Summary Report Writer Window summarizes financial 
activity by object for any date range during the fiscal year. 
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Login & Password Instructions 
 

Let us get started on exploring Palm Tree!! 

Double click on the    icon to get to the login 
screen: 

 
 On the Login Screen you will be prompted to enter 
your User Name and the Password. If you don’t 
have your user name or password then a request 
should be sent to technology department.  
 
Once you are logged in, the following screen will 
appear and from there we will select Account 
Lookup 
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ACCOUNT LOOKUP 
 
Lookup Tab 
Use this tab to do basic look-ups of accounts that match an entered account mask. 

 

Please click once and you will see the following 
account lookup screen.  
 

 

  

Tool Bar: Description of all 
icons on the tool bar is shown 
below.  

By default all these boxes 
should be checked, if they are 
not checked by default then 
please check them. 

Account search box. 

Account Search by Account or 
Advanced options 

 

   

Title bar 

Menu bar 
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All these Icons can be used only if they are displayed 
in color and not grayed out. 
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Searching for Accounts Using Lookup 
 

• In the Search by area, select how to search for account 

• For the account search by single account mask please select Lookup.  
• Enter your search criteria in the Account Search box. You can either enter the 

whole budget string or you could just enter only Fund, Resource, School and the 
Manager Code. This will display results for the entire resource and if you enter 
only enter entire budget string then results for only that budget string will be 
displayed. 

•  Once the account code / budget string is entered, click on the  icon to look 
it up. 

 

 

 

The following results will be displayed once you click on 

the  icon. 
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Selecting a View 
 

                                    
 
Check boxes on the Lookup tab for selecting Show Summary, Show Accounts or Open Accounts Only. 
 
The Show Summary view displays a summary of expenses and revenues for the 

accounts you have selected.  
Please see the results for the Show Summary view. 
 

                             

 

Expense Summary and Revenue Summary for 
selected accounts. 

Account Information Detail Open accounts only 

Check boxes for displaying summary 
information or account details and or 
open accounts only.  
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Summary View 

 
Make sure all three boxes are checked. This is the standard screen that will display the 
summary and the balances in each column heading (mentioned above) for each account string. 

 

  

 

 

 

 

 

 

 

 

Results of the Selection: 

The Expense Summary displays -  

Budget:  The year-to-date budget totals the accounts that you have selected 

Expense:  The total for actual expenses for accounts payable, payroll and other expenses posted to 
the general ledger. 

Pending:  Expenses that are set up to be paid. 

Encumbered:  Funds set aside for future payments against purchase orders.  Most of the time we 
also encumber the projected cost of salaries and benefits for the balance of the fiscal year. 

Total Committed:  The total amount of funds already expensed and encumbered. 

Balance:   Difference between Budget and Total Committed. 
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By default, each page displays 100 accounts, but if needed to look at more accounts 

then you can use arrow keys on the menu bar.  

 
On the selected account if you right click then you will be able to choose one of two items. 

• Display Account Information.     
• Display Account Activity                  

 

Results of the Display Account Information: 

Selected 
account 
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If you right click and select Account Activity then you will be prompted with this message. 

 

                                   

If you need to include Unapproved GL Transactions then just click that box and press OK 

 

Following results will appear in the window: 
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There is also another way that you can get the activity report to be displayed: 

If you would like to see the account activity for a specific account, do the following: 

1. Move your curser to the account you would like to look at the activity for. 
2. Click on the account  

3.  Then click on the icon in the top task bar 
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 Once you click on the icon, the following screen will pop up asking for your selection.  Please 
make sure all of the following selections are check marked. 

 

 

 Once everything is checked then press OK 
 

Following results will be displayed for a specific account, 
which are the same results if the first option is used - right 
click and select Display Account Activity. 
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To see details of a specific PO, click on the PO and the Purchase Order screen opens up and 
gives you details on the specific PO. 

If you recently submitted a Budget Transfer, you would be able to see its details and whether or 
not it has been posted in the Account Activity screen as well. 
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Below are the results on the Purchase Order that we requested information 
on: 

Click here to get the 
details on the PO 
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This is handy if you are in a situation where you have a vendor on the phone. You can look up 
when that vendor paid and give information such as the warrant number to the vendor by 
clicking on “View Payment Details”. 

Following results will display one you click View Payment Details. 

 

 

You can see the invoice number, payment, date paid, warrant and 
balance. 
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Searching for Accounts Using Advanced Search 
 
This tab allows you to enter a series of account masks and field ranges to define your 
search, or to 
make additional selections. 
 
Account Selection Subtab for Advanced Search.  

To define an Advanced Search then make sure Advanced Search box is checked.  

Figure shown below illustrates the Advanced Search tab with the Account Selection 
sub-tab 
selected. This sub-tab allows you to define up to 10 account masks.  
 

 

 

Enter your search criteria on each line as shown in example below. 

 

Select Advanced Search to display results of various account masks. 
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Click on the Account Lookup Icon in the top task bar.  

Following results will be displayed on the Account Lookup Window. 

 

 

As mentioned earlier, up to 100 accounts can be displayed by default per page on the account 
lookup window. You can scroll down to see other accounts and if the search results are 
displaying more than 100 accounts then you can use the arrow keys to go to the next page 

which will display accounts from 101.  

On the message bar it shows the total number of accounts that met the search criteria, out of 
which 127 are expense accounts and 2 are revenue accounts. 

 

Grid Output  
The Grid Output window displays the contents of the grid that was active when you 
open the window. It allows you to save the contents of the grid as a text file, print 
the grid, or save it as a PDF, Word, or Excel file. 
 

Following commands are displayed when Grid Output is selected from the Account Lookup 
Screen: 

Message Bar  
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From the box below, you can select Current Page, All Pages or Cancel. Most of the time, we 
select All Pages. 

 
 
Once the Grid Output option selected the following screen will appear: 

 
From here we can pick any of the commands shown above and convert files into a desired 
software. 

Select Grid Output 
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Most of the time we like to download files into excel file, in that case we will select excel logo  

Following screen will appear and from here we can make our selection based upon what we 
would like to view 

                               

1.  Make your selections in the setting dialog box. 
2.  Press continue to run the command. 
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Once you hit continue, the following screen will be displayed. The data that was pulled from 
QCC has been converted into Excel File that can be sorted, modified and saved to suit our 
needs. 

                     

 

Save the file in EXCEL format on your hard drive with a recognizable file name. 
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Overview of Presets 

 

What Presets Do 
Presets allow you to save and recall snapshots of searches that you define in the GL 
Account Lookup window, and report parameters for launching financial reports. Thus, 
for example, once you have figured out the right combination of parameters for the 
General Ledger Report Writer (GLDSUB) window - such as account masks, field 
ranges, and reference types - you can save a snapshot of the report window as a 
preset. 
The next time you want to run that report with the same parameters, you can retrieve 
the preset. The report window pre-fills with the saved parameters, and you can make 
any needed changes to the data range or other parameters before launching the report. 
Your site can create a library of presets that you can use over and over again. 

 

Saving Preset saves time of entering the search criteria over and over again. 

 

1. Once all the search criteria has been entered, press the save button  on the 
menu Bar. 

2. One you hit enter, then the following screen will be displayed. 
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3. Give the name to the file that you would like the preset to be saved under. 
4. Enter the Description that will describe the file name. 
5. Click the save button on the top, which will save the preset. 

 

                     

 

 

This will save your Preset as shown below.  

Commands for Saving 
Preset 

Boxes for naming and 
categorizing the preset 

Grid of Presets that have already been saved. Double-click any column heading 
to sort in ascending order. 
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 If you are on the blank Advanced Search Screen as shown below then follow the steps below 
to retrieve the presets: 

 

1. Click on the  icon 
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2. Click on the preset that you would like to retrieve. 
 

 

3. Click on  icon 
4. Click OK in the pop up box. 

 

Results will be displayed in the following screen. 
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Once Advanced Search accounts masks are loaded then click on the search icon on the top 

task bar  

The following results will be displayed similar to what we did before when we entered our search 
criteria in the advanced search window: 
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From this point you can export the data into an Excel file just like we did in our previous 
example. 
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Finance Job Menu 
 

Purpose:  The Finance Job menu displays the reports and processes that you can 
launch from QCC.  

 

The Finance Job menu contains a series of folders for selecting reports and processes. 
Each folder is a category of financial reports, such as Budget Reports/Processes, 
General Ledger Reports/Processes. After you open a folder, it displays additional 
folders and the names of reports that you can launch. 

 

Selecting a Report from the Tree View 

 

Financial Summary Report: 

 
Purpose of Report 
 
The Financial Summary Report Writer (FARSB3) window allows you to launch four 
different formats of the Financial Summary Report (FAR300). This report summarizes 
financial activity by object. You can produce this report for any date range during 
the current fiscal year. The report includes financial activity for the reporting 
period and year-to-date. It also includes the percentage of budget spent for expense 
accounts. 

 

Launching the Report 
These instructions focus on the specific information for launching the Financial 
Summary 
Report (FAR300) from the Financial Summary Report Writer (FARSB3) window 

 

There are two operations in launching a report: 
1.  Opening the report window. 
2.  Filling in the report window and launching the report. 
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Opening the report window 

 

1. On the main menu click the Finance Job Menu  
 
 
 

 
 
 

2. On the next screen that pops up after you click Select Financial 
Summary Report  and double click to launch Financial 
Summary Report Window 
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3. Select the date range for the report within the current fiscal year from drop down. 

  
By defaul t the date range will be from the beginning of the school year to the end 
of the school year. You can change it by using the drop down arrow. 
 

4.  Type an optional title up to 30 characters long that prints in the heading of every 

page of the report.   
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5. Select Budget Source to show on the report, Include Budget Transfers, Include 
Approved/Unapproved GL Trans. Shown below is the default screen. 

 
 

6. Change the selection using drop down to A(A-Approved), Y(Y-All Budget 
Transfers(approved and unapproved)and B(B-Both approved and unapproved 
transaction). We use this selection the most to generate the appropriate report. 

 

7. You don’t need to check on next two boxes which are  
a. Exlude Pre-Encumbrances 
b. Use Reference Value 

 

Make sure your screen has the following options and looks like the one below: 
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Filling In The Report Window and Launching The 
Report 

1. Click on the Accounts on your menu bar 

 
2. On the screen enter the search criteria, either the full or part of the 

account code string: 

 
 

3. Click on the Submit Job icon  You will get a message saying “Job launched”. Click 
OK and the dialog box Job Launched will disaapear.   
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4. If you would like to save the parameters you entered on then you can 

do so by clicking on the save button  and then enter Name and 

Description press Save button again  

 
5.  Retrieve Pre-sets – Once you saved your presets then you will not 

need to enter your search criteria again. To retrieve a preset, do the 
following: 
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a. Click on the folder on the menu bar of Financial Summary 
Report Writer. 

 
 
 

b. Select your desired the preset from the list that will be shown 

and click the  icon 
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Print Manager/ Job Menu/ Utilities 

 
Purpose:  After the report is launched, a dialog box displays a job number. You will need this 
job number to locate the report in Print Manager. 

Steps to Print report in Print Manger: 

1. Go back to the  Main Menu and click on  
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2. Select the report that you just launched. Use can use the scroll button or arrow keys 
to navigate to get to the report that your would like to print. 

 
 
 

3. Once you double click on the folder 
 then following screen will 

appear: 

Use the Scroll 
Bar 
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4. The report is ready to view. If you would like to print the report, click on the  icon 
on the top of the screen of the report that you pulled to view.  
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5. Now the report is ready to print. Please click LaserJet landscape from the drop down 
for Format. 

 

6. Click Print  icon again to print the report. 
 

Use arrow key for 
drop down. 
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Sample of the Account Summary Report 
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Financial Activity Report Writer (FARSUB) Window 
 
 
The Financial Activity Report Writer (FARSUB) window  allows you to 
launch the Financial Activity Report (FAR110). This report provides a detailed listing 
of financial activity by object for subsidiary revenue and expense objects.  
 
You can produce this report for any date range during the current fiscal year. 
 
The report is organized like an income statement. It begins with the revenue objects, 
listing the detailed transactions for each object. Then it lists all transactions associated 
with each of the expense objects. The report concludes with a summary page that 
presents 
totals for revenues and expenses. 

 

The report includes the following information for each object: 
 Balance forward at the start of report date range 
 A detailed listing of each transaction that includes the following: financial account, 
reference number, date, description, dollar amount, and resulting budget balance 
 Ending balance as of the final date in the report range 

 

Steps to launch Financial Activity Report from Main Menu: 

1. Go Main Menu and click on  
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2. Click on the Financial Activity Report in General Ledger Reports folder.  
 

 
 

3. On the Financial Activity Report Writer, please select date using drop down and the 
report title.  
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4. To Select Accounts, enter Accounts that you would like to pull in the search window. 
If you have presets then retrieve them for the folder.  
 

 
 

5. Enter the account masks or use the preset that were saved previously.  
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6. Launch the report using the launch icon  
 

7. Once the report is launched the following message box will be displayed. Click OK 
and then close the window.  

 

 
 

8. Go to Print Manager and Print the launched report. These steps are similar to what 
we followed for launching the financial summary report. 

 

Sample of Financial Activity Report is shown below: 

 

 


