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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.

Help Desk Team
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INTRODUCTION

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

% Q55 ControlCenter 22 - HAYWARD USD

QGS0AS (1442) [ o | @ |

File View VYear Messages Window News Help+Video

.42 Joh Menu
=

(- Finance

E AP Purchasing

: - ﬁ Purchase Orders [ Requisitions
E Lookups

&30 Account Lookup

- E;fp Vendor Lookup

E Settings | Master Files

- 'i;é? Chart of Accounts [ Beginning Balances

(=~ Human Resources |/ Payrol

- Employee Maintenance

Last Run: 03/01/2015 17:46:57 Yr-2015 Dist:22 Site:0 GS: W | 3/2/2015 1:58 PM
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ACCOUNT LOOKUP: -39 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.

w—
e

FINANCE JOB MENU; ‘2= 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.

=y
B Print Manager (LSPOOCL)

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.




Login & Password Instructions
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Let us get started on exploring Palm Tree!!

Double click on the ‘ﬁ icon to get to the login

screen.

# Login - QSSAutoUp [IS][Net4](3387) Ver: 1.44,21/9/2015 7:54:50 PM

Wser Mame: ||:{KE:;_\|_

Password: ||

Login

Cancel |

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



ACCOUNT LOOKUP

Lookup Tab
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Use this tab to do basic look-ups of accounts that match an entered account mask.

E= Q55 ControlCenter

Sile View Year PMessages Window

22 - HAYWARD USD
M ew

QS5/OMASIS (1.44.2)

Help+Video

[=M=r==

-------- A Fawvorites

Go
Print Manager / Job Menu f Utilites

=
j Print Manager {(LSPOOL)

Finance

-——
------- ==— Finance Job Menu

AP f Purchasing

----- SF@ Account Lookup

H- =@ Vendor Loockup
Settings f Master Files

Human Resources f Payroll

........ -

Employee Maintenance

Budget {Transfers, Settings, Summary Rules, Ind Cost Rules)
Journals, Transfers (DC, JE, TF, TW)

B Purchase Orders f Requisitions

) ﬂ“ Chart of Accounts f Beginning Balances

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

Title bar # GL Account Lookup

22 - HAYWARD USD

(55/0A515

‘4 Tool Bar: Description of all

Menubar  [*= JHier: Heboies = - _ 4//_//’ic/ons on the tool bar is shown
OQF Qd0A0EPNR=GEEN @ below.

0 Lookup ] Advanced Seaich l

Digtrict Year Fd Resc Y Objt Sch Goal Func Mng Le

T2 |ts ‘??.????.?.????.???.????.????.???.???

Account search box.

Account Search by Account or
Advanced options

]

yaN

shiow

¥ Yhow Summary [ Show GL Colm! r

(v Stand
[ Show Accounts - AHan:r

[V Dlpen Accounts Dnly

i

By default all these boxes
should be checked, if they are
not checked by default then
please check them.
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MENU COMMAND ICON KEYBOARD DESCRIPTION

Options | Search i, F3 Start the search for accounts based on the account

for Accounts ) mask in the Lookup tab or the Advanced Search tab.

Options | Return F2 Faste the account selected in the Lookup tab into the

Account O window that you were using when you opened the GL
Account Lookup window.

Options | Grid SHIFT+F11 Export the accounts displayed in the Lockup tab into a

Dutput HE grid. The grid allow you to save the accounis to a
delimited file, PDF file, Word document, or Excel
spreadsheet.

Options | First Page ﬂ SHIFT+FS Jump to the first page of accounts on the Lookup tab.

Options | Previous - F& Go to the previous page of accounts on the Lookup

Page a tab.

Options | Next Page u FG Go to the next page of accounts on the Lookup tab.

Options | Last Page m SHIFT+F& Jump to the last page of accounts on the Lookup tab.

Options | Cancel o CTRL+F2 Stop the current search, report creation, or other

Execution L process. This icon turns red while the process is
going. You can click the icon to stop a process that is
taking a long time.

Options | Save Fa Open a Presef Maintenance - Save dialog box that

Preset H allows you to save the search as a preset.

Dptions | Get s F4 Cpen a Preset Maintenance - Reirieve dialog box that

Preset -y allows you to retrieve a preset for a saved search.

Options | Account T F7 Open a Account Maint window that allows you fo add

Maintenance | accounts and change the descriptive information for
existing accounts.

Options | Wildcard e F3 Create an Account Activity report for the entire set of

Search for Activity K accounts located by the current search.

Options | Display — CTRL+A Create an Account Summary report for the account in

Account Info the Lookup tab selected with the . pointer.

Options | Display == CTRL+D Create an Account Activity report for the account in the

Account Activity == Lookup tab selected with the , pointer.

Options | Print F11 Print a graphic image of the current window on the

Screen

default Windows printer for your FC.

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

¢ Inthe Search by area, select how to search for account

LDDE L |

e For the account search by single account mask please select Lookup. é: :

e 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.

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

=3 GL Account Lookup 22 - HAYWARD UsSD QS5/0ASIS o |[E ] 8
File Options Help+Video

>@ED000Q HPNEe=FIN o

] Advanced Search I

i Distiict ‘Year Fd Re [ ShowSummay [~ Show GL [ Colmns to show
f+ Account

sc ¥ Objt S5ch Goal Func Mng Lo & Standad
¥ Show Accounts
~ bdvanced 7 22 =15 |Ol.0000.?.????.015.????.????.001.???j 4 Al ¢ Minimal

T3 Mran Acenobe Ml

The following results will be displayed once you click on

the - icon.
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=3 GL Account Lookup

File Options Help+Video

25398 Accts Read. 27 Accts

>QOE D00 HPN=M8T

22 - HAYWARD USD

& J

open accounts only.

Check boxes for displaying summary
information or account details and or

Qualified. 27 Expense Accls Page:
D Lookup I Advanced Search I
Search by 2 [ Show Summary [~ Show GL Eolumns to shovs
Distict Year Fd Resc ¥ Objt Sch Goal Func Mng Lo ¥ & Standard
& Account —r I tandar
B o V¥ Show Accounts .
~ Advanced —] I @il AL Minimal
Expense Summary and Revenue Summary for ] O AEEeuE Wi
Expense Summary selected accounts.
Budget: T3 6E TR TATE O]
Expense: 16,063.83
Pending: ao
Encumbered: 243110 Open accounts only H H
— Account Information Detail
Total Commited: 18554 93
Balance: 553873 5.861.07 /06107
=
Fd Resc ¥ Objt Sch Coal Func Mng Lo ST |Pseudo Waorking Expensed Pending red Committed Balance
»1 01.0000.0.1128.015.1110.1000.001_.000 s} .00 .00 .00 .00 .00
2 01.0000.0.1228.015.1110.2140.001.000 o 28,50 28.50 .00 .00 .00
3 01.0000.0.2225.015.5306.8200.001.000 Q .00 .00 .00 .00 .00
4 01.0000.0.2325.015.1110.2700.001.000 o] 813.51 813.51 .00 .00 813.51 .00
5 01.0000.0.3101.015.1110.2140.001.000 o 2,53 2.53 .00 .00 .00
[ 01.0000.0.3202.015.1110.2700.001.000 Q 95.76 95.76 .00 .00 95.76 .00
7 01.0000.0.3302.015.1110.2700.001.000 o] 45,22 43,22 .00 .00 49,22 .00
8 01.0000.0.3311_015.1110_3140.001.000 a 41 .41 .00 .00 .00
9 01.0000.0,3312.015,1110,2700,001.,000 Q 11.51 11.51 ag a0 0

Selecting a View

Check boxes on the Lookup tab for selecting Show Summary, Show Accounts or Open Accounts Only.

e
[ Shows &
—

Showe Sumniany

[ Show GL
coounts

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.

5 GL Account Lookup

File Options Help+Video

*OF AA00QLBRN =M+t

25689 Accts Read. 27 Accts

0 Lackup 1 Advanced Seach ]

Qualified, 27 Expense Accts

e =

HAYWARD USD

P

_ | [ Show Sumqary

Search by = —— — = —
& Bocount Distict ‘Year Fd Resc Y Objt S5ch Goal Func Mng
7 22 =|[15 . .7.272727. LPPRRLIPRT. P77 0w
Y | 15 [01.0000 015 001.223
“pense Summary ‘working Revised Approved
Budget: 24.153.66 24.416.00 24.476.00
Expense: 16,356.27
Pending: oo
Encumbered: 2.840.04
Total Commited: /1913631
N Balance: /435735 521369 521969

[~ Show Accounts
[~ Opendccounts Only

[ ShowGL
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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.

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.

v Show Summary [
W Show Accounts
v Opendccounts I:InF

Results of the Selection:
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5+ GL Account Lookup
File Options Help+Video

22 - HAVWARD USD

QSS/OASIS

== | F | E B 3 3 = ) Yy = E5) B & =
25689 Accts Read. 27 Accts Qualified. 27 Expense Accts
© Lockup | sdvanced Search |
SeoEh - District_Year Fd Besc ¥ Objc Sch Goal Func Mng Lo e Show Summans [ Show GL [ Delimes e show
e g [22 =I5 [oc1.ccc0.z2.2222.015.2222.7222.001.72°2 ~ e Show sccounts e
v OpendSccounts Only
Expense Summary wlorking Revised Approved
Budget: 2415368 2441800 2441800
Fr—— TEaEE o7
Fording oo
Ecurbered 254004
Total Commited: 13.1396.31
Batance: P EErT EEET=
o mese v sen st|Pseudo | working Pending < Balance
l o1 oooo o Tois ) oo oo oo oo oo oo
= o7 oooo o EEe =) =50 =50 oo oo =50 oo
= o7 oooo o i =) oo oo oo oo oo oo
o7 oooo o oas B ETEN 51551 oo oo Si5.51 oo
o7 oooo o o =5 e o5 o5 =5 o5
Selected EorTETom. = e e = o0 5s.78 o0
o7 oooo o o S5z =522 oo oo =522 oo
account o7 _oooo ol = =1 =1 oo oo =1 oo
T T =) oo oo oo
10 o oono ol = oo oo oo oo oo oo
P o7 oooo o =) o1 o1 o0 o0 o1 o0
1z o7 oooo o = =1 =1 oo oo = oo
is o7 oooo o =) oo oo oo
1a 51 @ooo o ) 15.59 15.59 -oo -oo 15.59 -oo
is o7 oooo o =) == == oo oo == oo
1e o7 oooo o = FENTY FEYR oo oo FENTY oo
17 o1 oooo o ) 00 00 00 00 00 00
PPy o7 oooo o =) oo oo oo oo oo oo
P o7 oooo o =) Z.555.00 s 15515 oo EETIEP 55525 Som.71
20 o7 oooo o o 5,550, 77 s.e21m7 oo 0=.50 5,550 77 oo
=1 o7 oooo o o asze7 P o5 oo “aam o=
== o7 oooo o = L3517 oo oo oo oo Tss1az
== o7 oooo o o o705 oo oo oo oo 7ez.0s
=a o7 oooo o ) et Toes.os oo oo Toes. s eo=.35
== o7 oooo o =) 1 a7s.m0 oo oo 5500 00.00 57=.50
=e o7 oooo o = 12270 oo oo oo oo 1227=
=7 o7 oooo o =) so.00 5005 o0 o0 s0.03 so.57

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.

] Ll L L

The » pointer indicates the selected account. To select an account click it, or use

the UP AREOW and DOWN ARROW keys to select an account.

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

e Display Account Information.
e Display Account Activity

Bal_Trusts

12-13Feb 22

Payrun

G| c ol

Results of the Display Account Information:

Balance: 4,957.35 521969 571969

Fd Resc ¥ Objt Sch Goal Func Mng Lo ST|Pseudo | Working Expensed Pending Ei b Committed Balance
1 01.0000.0.1128.015.1110.1000.001.000 0 00 00 00 0 0 0
2 01.0000.0.1228.015.1110.3140.001.000 0 8,50 .50 00 0 2%.50 0
3 01.0000.0. £.330% 8200 01 nnn n m 0 00 0 0 0
4 |ot.0000.0. 5.q  Line3Account 0L 31351 0 0 813,51 0
5 |orosona. 5. Display AccountInfo 25 0 ) 253 0
6 01.0000.0.3202.015.1  Display Account Activity %576 00 0 95.76 00
7 01.0000.0.3302.015.1  Maintain Account 4.2 00 00 .22 il
8 01.0000.0.3311.015.1 Return Account ot 00 00 4l o0
EEA- IR :
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— = 0 T w P}

=3+ GLLockup 22 - HAYWARD USD QSS/0ASIS = | = | ==

= a3 [

File Wiews Page

H Al 3@

ag

View: 3of 3 Page:1of1

Fd Resc ¥ Objt Sch Goal Func Mng Lo
01.0000.0.4310.015.1110.2700.001. 000
District: 22 Year: 15 Description: —
Account status: Open  Roll Flag: Pseudo Code:
Fund: 01 GEMNERAL FUND
Resource: 0000 UNRESTRICTED
ProjYear: 0O Undesignated
Object: 4210 MATERIALS AND SUPPLIES
SchfLoc: 015 CHERRYLAND ELEMEMNTARY
Goal: 1110 REGULAR EDUCATION K-12
Function: 2700 SCHOOL ADMIMNISTRATIOMN
Manager: 001 Site Discretionary
Local Op: 000 General

m

Budget: 7,896.00 5,406.13 5,1406.13
Expense/Receipt: 5,158.15
Pending: 0.00
Encumbered: 2,431.14

Total Committed: 7,589.29

Balance: 306.71 -2,183.16 -2,183.16 i

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

| iU e T | W |

B3 Account Activity [=2 |

Frirme Morr T

=T

L
[y

fu

Fd Re=c ¥ ObjtC )

01.0000.0.4310.015.1110.2700.001.000 j

Budget Type |& - Appraved j Date |07/01/2014 j

|nzlude Budaet Transfers: [v

Include Unapproved Budget Transfers: [
Inzlude Unappraoved GL Transact'@s: -
Azcending Date Order: [

@ | Cancel |

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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6L Account Lookup 22 - HAYWARD USD

QS5/0ASIS o || B &
File Options Help+Video
OB 00Q0QAQ HEPNweERPN |
25398 Accts Read. 27 Accts Qualified, 27 Expense Accts Page:1of 1
@ Lockup l Advanced Search I
f‘s“e.:f:oz}rlwt Distict ‘Year Fd Resec ¥ Cbjt Sch Goal Func Mng Lo W Shaw Summay [ Show GL ;Dlsug:z‘:;h{oﬂw
- j 2 =|[15 [o1.0000.3.2223.015.9222.2222.001. 222 | ; ;EZ::E;::::DH e
Expense Summary Warking Revigad Approved
Budget: 2415368 24 416.00 24 416.00
Expenze: 16,083.83
Pending o
Encumbered: 245110
Total Commited: 1855493
Balance: 5598.73 5.861.07 5.861.07
Fd Resc ¥ Objt Sch Cozal Func Mng Lo ST|Pseudo  |Working Expensed Pending Encumbered  |Committed Balance »
18 01.0000.0.3752.015.1110.2700.001.000 0 .00 .00 .00 .00 .00 00
19 01.0000.0.4310.015.1110.2700.001.000 0 7,886.00 5,158.15 .00 2,000.78 7,158.93 737.07
k|20 01.0000.0.4310.015.1135.1000.001.000 0 8,830.77 8,540,45 .00 250,32] 8,830.77 00
21 01.0000.0.4315.015.1110.2700.001.000 0 1,152.87 233.41 .00 .00 23341 919.46
2 01.0000.0.4400.015.0000.2700.001.000 0 1,35L17 .00 .00 00 00 1,351.17
23 01.0000.0.5220.015.1110.2700.001.000 4] 757.05 .00 .00 00 .00 767,05
24 01.0000.0.5716.015.1135.1000.001.000 0 1,761.74 1,089.39 .00 .00 1,068.39 692,35
25 01.0000.0.5825.015.1110.1000.001.000 0 1,178.90 .00 .00 200,00 200,00 978,90
26 01.0000.0.5870.015.1110.2700.001.000 0 122,76 .00 .00 .00 .00 12278 il

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.

B Account Activity =2

Fd Resc ¥ Obijt Sch Goal Func Mg Lo
01 . 0000 . 0. 431 0. 01511351000 03010 . OO -

Date (O7FA01 /20104 -

EBudget Type |&A - Approwved

Include Budget Transfers:

Include Unapprowed Budget Transfers:

Include Unapprovwed GL Transactions)]:

FoR i D ate Order:
Ok \S@ e |

Once everything is checked then press OK

q

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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Fel Reac ¥ Objt Sch Goal Punc Mog Lo
01.0000.0.4310.015.1135.1000.001.000

Description:
Account status: Open  Roll Flag:  Pseudo Code:
ERAL FUND

u

undesig

IATEI.'IAI.BAID SUPPLIES
ERRYLAND ELEMENTARY

Goall ‘.I.:I.:ss Elementary School Instruction

Function: 1000 INSTRUCTION

2 0
Local Op: 000 General

Start Date: 07/01/2014 Indude: Unapproved GL Trx? ¥
Budget Type: Approved Budget Transfers? ¥
Unapproved BT's? ¥

¥

with BT's Exp/ReC

Reference Date Description Approved with BT's| Exp/Rec Enc Balance

BG-000000 07/01/2014 BUDGET 6,582.21  0.00  0.00 6582.21)
oru 2014 OFFICE DEPOT Ve: 036945 0.00 0.0 8,000.00 .00
BT-500170 08/12/2014 SC-Align to Actual 1 26234  0.00 000  0.00
-mtm-m
PO-500023 09/03/2014 DFFICE DEPOT Ve: 036945 Wr: 50431140 000 0.00-1,305.71 0.0
—m-mmnzm-am
PO-500657 10/00/2014 PALOS SPORTS Ve: 039085 Wri 50431643 000 000 02970 0.1
10/1 uoﬁrms nsporv. 036945 Wr: 50431898 0.00 -m_
TF-500131 10/31/2010AK OCT- 13 SAES/USE TAX 000 6958 000 000
PO-50002412/03/201.4 DFFICE DEPOT Ve: 036945 Wr: 50432936 000 000 -40.23 0.0
01 12/2015 OFFICE DEPOT Ve: u:ss Wr: 50532731 .

DO-SANNZ4 NZ/02/201 5 OFFICE NEBOT 74545286001 Ve NIRAAS Wre SNS3IAFTA

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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Fd Resc Y Objt Sch Goal Func Mng Lo
01.0000.0.4310.015.1135.1000.001.000
Description:
Account status: Open Roll Flag: Pseudo Code:
Fund: 01 GENERAL FUND
Resource: 0000 UNRESTRICTED
ProjYear: 0 Undesignated
Object: 4310 MATERIALS AND SUPPLIES
SchfLoc: 015 CHERRYLAND ELEMENTARY
Goal: 1135 Elementary School Instruction
Function: 1000 INSTRUCTION
Manager: 001 Site Discretionary
Local Op: 000 General

Start Date: 07/01/2014 Include: Unapproved GL Trx? Y
Budget Type: Approved Budget Transfers? Y
Unapproved BT's? Y

Approved with BT's Balance|

Click here to get the
details on the PO

Approved with BT's| Exp/Rec Enc| Balance|

BG-000000[07/01/2014BUDGET | 658221  0.00 0.0 6582.21
PO-500024/07/03/2014 OFFICEDEPOT Ve: 036845 | 000  0.00/8,000.00  0.00
PO-500697/08/15/2014 PALOS SPORTS Ve: 039055 | 000 0.0 82970  0.30
PO-500024/09/03/2014 OFFICE DEPOT Ve: 036945 Wri 50431140 | 0.00  0.00-130571  0.30
PO-500024/09/17/2014/0FFICE DEPOT Ve: 036945 Wr: 50431353 | 0.00  0.00

PO-500697|10/06/2014 PALOS SPORTS Ve: 039055 Wr: 50431643 | 0.00  0.00
PO-500024/10/15/2014 OFFICE DEPOT Ve: 036045 Wr: 50431896 | 0.00  0.00 746  68.81
TF-500131 |10/31/2014 AK OCT-14 SALES/USETAX | 000 69.58 000  0.00
PO-500024/12/03/2014 OFFICE DEPOT Ve: 036945 Wr: 50432936 | 0.00  0.00 4023  0.00
PO-50002401/12/2015 OFFICE DEPOT Ve: 036045 Wr: 50532731 | 000  0.00 -2697  0.00

PO-500024/02/02/201 5 OFFTCF DFPOT 743545286001 Ve 036945 Wr: 505337276/

Below are the results on the Purchase Order that we requested information
on:
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PO ® RO # Type
500024 195945

Vendor: 22036945 Ship to: 0018
OFFICE DEPOT CHERRYLAND ELEMENTARY SCHOOL
BUSINESS SERVICES DIVISION 585 WILLOW AVENUE
G700 AUTO MALL PARKWAY HAYWARD, CA 94541-2424

FREMONT, CA 94539

Site: 0015
warchouse:
Stores Order:

Conf Order:

Ln| split

o1

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.

Purchase Order
500024
PO # 500024 RQ # 195945
Date: 07/03/2014 Paid: 02/02/2015 Printed: 07/03/2014
Wwarehouse # Stores Ord: 000000 Buyer: CG
Description: INSTR MAT
Submitted by: ROBERTA
Status: Y Vendor No: 036945 Shipping Loc: 00158
PO Type:
Vender: 22-036945 Ship to: 0018
OFFICE DEPOT CHERRYLAND ELEMENTARY SCHOOL
BUSINESS SERVICES DIVISION 585 WILLOW AVENUE
6700 AUTO MALL PARKWAY HAYWARD, CA 94541-2424
FREMONT, CA 94539

! n|Stat Date Entered |Invoice No Payment Lig|Date Paid |Warrant Batch|Hold|UT| 1099 Disc Balance

1P 08/06/2014 7233137659001 1,305.71\1,305.7109/03/2014 504311400106 | [N N 6,694.29

| 3P 08/27/2014 703504648001  7.46 \ 7.46/10/15/2014\504318980182 | N N | 469.53
| 5P 11/06/2014 738945833001  26.97  \26.97(01/12/2015/505327310322 \ [N/ N | 402.33)
g 02/02/2015/505332760360  \ N N | 290.32

You can see the invoice number, payment, date paid
balance.

~warrant and
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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.

,a e’\l | ”II:.I-I“... 4 =3 b | d = ¥ = (BB B w -
Select Advanced Search to display results of various account masks.

Fage: L of 4

......

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

5 GL Account Lookup 22- HAYWARD USD QSS/0ASIS =n o=
File Options Help+Video

>»QEH 000 HPOR=EFIN o
Page:1of 1

Lookup @ Advanced Search 1

District: 22, Year: 15

Account Selection I Auddiional Selection

Fd Resc Y Objt Sch Goal Func Mng Lo Exclude?

|01.04-30.?.????.015. ?PPP.2777.272.277 j r

|01.0795.?.????.015. ?FI7.P777.360.2727 j r

|01.3010.?.????.015. ?722,22272.360.222 j r

|01.9403.?.????.015. PP, PP, PPP.277 j r

|01.9412.?.????.015. ?PPP.2777.272.277 j r




Click on the Account Lookup Icon in the top task bar.

Following results will be displayed on the Account Lookup Window.
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L 1l M AL LD G 1 L I e a1 27 LImvAAIADD LICR ACCIMACIC 1 A8 Y =1
=3 GL Account Lookup 22 - HAYWARD USD Q55/0ASIS (=1 <
File Options Help+Video
>QOED00AO HPIw=F31 >
25690 Accts Read. 129 Accts Qualified. 127 Expense Accls. 2 Revenue Accts Page: 1 of 2
Message Rar
@ Lookup l Advanced Search ]
Search by — = = [# Show Summany [ Show GL Columns to show
£ Account Distiict Year Fd Resc Objt Sch Goal Func Mng Lo v Standard
(3 N 23 | EEO R RENS PEEEENE S EE FEENCEEFIEERICEE | Slmeemns & @ D]
% Advanced v OpenAccounts Only nima
Expensze Summary Wwiorking Fevized Approved  Rewenue Summary ‘Wiorking Revized Approved
Budget: 23422173 217 4E8 65 217 46865 Budget: E.4831E6 oo .on
Expense: 141.551.67 Receipt: £.433.16
Pending: oo Pending: 0o
Encumbered £5,872.08 Encumbered: .00
Total Commited: 20742375 Total Committed: £.433.16
Balance: 26.797.98 10,044 50 10.044.90 Balance: .00 -6.489.16 -6.489.16
Fd Resc ¥ Objt Sch Goal Func g Lo 5T| Pseudo Working Expensed Pending Encumbered Committed Balance
1151 01.0000.0.1128.015.1110.1000.0%1.000 \ 0 .00 .00 .00 .00 .00 .00
2 01.0000.0.1228.015.1110.3140.06‘1.000 \ 0 28.50 28.50 .00 .00 28.50 .00
3 01.0000.0.2225.015.9306.8200.041.000 \ 0 .00 .00 .00 .00 .00 .00
4 le.'JfJfJfJ.0.2328.015.1110.2700.00h.000 \ 0 813.51 813.51 .00 .00 813.51 .00
5 01.0000.0.3101.015.1110.3140.00‘1.000 0 2.53 2.53 .00 .00 2,53 .00
6 01.0000.0.3202.015.1110.2700.00#.000 k{ 95.75 95.76 .00 .00 95.78 .00
7 01.0000.0.3302.015.1110.2700.001.000 0 49,22 49,22 .00 .00 43,22 .00
B 01.0000.0.3311.015.1110.3140.001.000 (8] .41 .41 .00 .00 -4 .00
[ \

As mentioned earlier, up to 100 accounts,can be displayed by default per page on the account

3/2/2015 | 7:20 PM

lookup window. You can scrpll down to seg other accounts and if the search results are
displaying more than 100 accounts then yol can use the arrow keys to go to the next page

i
which will display accounts from 101. . —d —'

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:



=3 GL Account Lookup
File Options Help+Vi

Select Grid Output
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22 - HAYWARD USD

HEDw=E g1

-

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

select All Pages.

ved  Bevenue Summary 'orking Bevi:
B3 Grid Qutput | &= |
Do you want bo output current page or all pages’?
Current Page Al Pages Cancel
<___ —
a0

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.

£ 6rid Output ==
File  Options
2 H 0K
FdResc Y Ubjt Sch Goal Func Mng Lo 5T | Pseudo Working Expensed Pending Encumbered Committed Balance

01| 01.0795.0.3752. (MA.1110.2495.360.000 0 JERA0 m o 14740 JB8A0 ]
102|01.0795.0.4200.M5.7110.1000.360.000 0 7800.00 144278 i E.2422 7E.0Z 11458
103)01.0795.0.4310.15.71110.1000.360.000 0 BT E074.5 i 20024 B0%4.76 54,59
04| 01.0795.0.4310.05.1110.2495.360.000 0 i u i u i u
105|01.0795.0.4315. M5 1110 2435.360.000 0 F00.00 i i il haa w2 1.2
108 (1.0796.0.4420 (M5.71110.1000.360.000 0 3000.00 i o i o 3.000.00
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OPTION MENU COMMAND ICON  PURPOSE
COMMAND AND SHORTCUT
Count Pages t—‘ CTRL+F2 Count the number of pages required to print
’ the contents of the data grid with the Print...
command.
Print... ) CTRL+F3  Prnt the columns selected in the Settings
= dialog box on the default Windows printer for
your PC.
Create File... "i' CTRL+F4 Create a text file that contains the columns
selected in the Sefiings dialog box. You can

choose the delimiter that separates the data
in each column.

Create PDF... Y CTRL+F&  Create a PDF file that contains the columns
that you have selected in the Settings dialog
o
Open in Word... L] CTRL+F7 Open a Microzoft Word document that con-
—IEI tains the columns that you have selected in
the Seffings dialog box.
Open in Excel... C) CTRL+FS Open a spreadsheet in Microsoft Excel that
_E contains the columns that you have selected
in the Setiings dialog box.
Open with Excel L CTRL+FE Import the columns selected in the Setftings
Wizard... _IEI dialog box into Excel using the Text Import

Wizard. The wizard allows you to specify the
data format for each column in the spread-
sheet and zelect which columns to import.

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

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

P '

Settings
-
. Calurnnz ta Exclude Expart az Text 'Overide’
Drelirniter
Tab ) | Fd Rese Obit Sch G |Fd Rese Y bt Sch God
. ) ST =| |5T =
Orientation Peevdn S 3
{* Partrait Working — |Working
Expensed Expensed
@ Lalckeeys FPending ™ |Pending 57

Selectall | Clearal |

Caontinue Cancel |

1. Make your selections in the setting dialog box.
2. Press continue to run the command.
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Settings
[T Print Grid Lines
- Colurnnz to Exclude Ewport az Test 'Overide’
Drelimiter

|Tab | |FdResc Y Obit Sch o |Fd Resc ' Obit Sch Go
o _ ‘ 5T - ‘
Orientatian = =
i+ Partrait B

Experzed Expensed

T | Pending
Select Al | [ Clearall |

@ Cancel |

{~ Landscape

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.

= =

FILE HOME INSERT PAGE LAY OLUT FORMIULAS DAaTA REW

-T__D'I C}E’ Calibri == & == G=t

Em - $
Pavste - B I U - === == H - ]
Clipboard [P Font [P Alignment [} ~
s - e Fd Resc ¥ Objt Sch Goal Func Mng Lo
| =N =] Z (=] E F L]

1 Fd Resc™ 15T Working Expensed Encumber Committe Balance
2 |01L.0795.0. O 3I68.5 221.1 1474 3I68.5 o
= |OL.0795.0. O 7. B00 .00 1,442,758 5,242,249 F.085.02 11493
= DL.0O7I5.0. O B.AT7I.35 2. 0752 2,010.29 B.084. 70 99459
= DL 0750, O o o o o o
(=] OL. 07950, O [=a e 588.72 o 588.72 11.28
ra QL. 07950, O 3, 00000 o o o 3, 00000
& OL.O0795.0. O 1. 79319 o o o 1. 79319
k=] QL. O0795.0. O 24 . 99904 24 999 03 o 24 . 999 04 o
10 0107950, O S50 o o o S50
11 |01.0795.0. O 250 250 o 250 o
12 |01.0795.0. O o o o o o
1= (01.9365.0. O j=lu ] o o o j=lu ]
14 0OL.9365.0. O o o o o o
1S 0OL.9303.0. O 2, 000.00 273 o 273 A 72700
1s OL.9403.0. O Z.96 Z.96 o Z.96 o
17 0OL.9403.0. O 1023 1023 o 1023 o
18 O01.9408.0. O Lo Lo o Lo o
19 01.9408.0. O 5.23 5.23 o 5.23 o

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.

=3# GL Account Lookup 22 - HAYWARD LUsSD
File Options Help+Wideo
<2 & | & KB 3 =20 e = 5 2 ) o

Cancelled saving of preset

Lookup @ Advanced Search ]

Districk: 22, %ear: 15

Account Selection T Additional Selection

Fd Resc ¥ Objt Sch Goal Func Mng Lo Exclude™
|??.OOOO.?.????.015.????.????.001.??? -

|OZL.O&-30. P.PEPP.01LS5..22R2RL.2RRRL2RRLR2RR | -

|??_o'?g5_-:s 222 .015. 222 2. 2?22 .360. 222 -

|??.30.‘LO.?.’>’>’>’> O1S.????P.???P2?.360.2727 -

|??_940.3_?_‘>‘>‘>‘> PRRP_DPRRRT_PRRR_DRR DR W

|??_34;|_z_2 PIRP_PPT._PTRP.DPDR.DRR.LRDD -

1373333731010

b

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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==

B9 Preset Maintenance - Save

File Options
L e F
EIr PR
Cateqaory
Name | *Global Categomy(Blank) j
Allow Access
Description | |Elnl_|,| wour 'W'ser D j
LN |Name DI |Cat |Description Audit ID| Date Level
BEOO1 1015 CHERRYLAMD |22 GL SITE EXTRACT RKBA 02/02/2015 (U
002 | 330 HAYWARD HIGH 22 GL SITE EXTRACT REKBA 02/02/2015 (U

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.

Boxes for naming and
categorizing the preset

=2

3. Preset Maintenance - Save

]_ Commands for Saving

File Dptit[ns
Fy = 51 Preset
H. B AN T e
/ Category
Narie [CHERRYLAND "Global Categany(Blank] |
Allov Access
__________ DescriptionaCCONNTLONK LI Bl -
LN |Name DI |Cat |Description udit ID| Date Level
Fi001 3015 CHERRYLAMD |22 GL SITE EXTRACT KE&A 02/02/2015 (U

002 | 330 HAYpmems
Grid of Presets that have already been saved. Double-click any column heading

to sort in ascending order.

This will save your Preset as shown below.
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B9 Preset Maintenance - Retrieve
File Options

i X 38

Cnly lizt thiz Categor

=4l Categories Search
Ln |MName DI |Cat |Description User ID | Date Level
B |001 (015 CHERRYLAMD |22 GL SITE EXTRACT REEA 02/02f2015 (U
002 330 HAYWARD HIGH 22 GL SITE EXTRACT REBA 02022015 |0
003 [CHERRYLAMD 22 ACCOUMT LOOKLP REEA 02112015\

If you are on the blank Advanced Search Screen as shown below then follow the steps below
to retrieve the presets:

=3F» GL Account Loockup 22 - HAYWARD USD
File Options Help+WVideo

@ DO O N DT = 8 T o

| Cancelled retrieval of preset

Lookup @ fadvanced Search I

Drigtrict: 22 “ear: 15

Account Selection T Additional S election

Fd Resc ¥ Obijt Sch Goal Func Mng Lo Exclude™?

LI I e e e i

2

1. Clickonthe = icon
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A Preset Maintenance - Retrieve | =3 |
File Options
; . -
SRR QLR
Orly lizt this Categony
=Bl Categornies ﬂ Search
Ln MName DI |Cat |Description User ID | Date Level
001 |015 CHEREYLAMD |22 GL SITE EXTRACT REEA 02/02/2015|U
002 | 330 HAYWARD HIGH 22 GL SITE EXTRACT REEA o2f0z2f2015 U
k| 003 | CHERRYLAMD 22 ACCOUNT LOOKLIP REEA 027112015 |U
Retrieve Preset @

Fetrieve Preset for Line:2 Mame:CHERRYLAMND?

QK | Cancel

2. Click on the preset that you would like to retrieve.
r|uu3 |CHERR'1‘L.-5.ND |zz | |.-5.CCCILINT LOOKUP |RI<BA |DE,.“11;2015|LI

- -

Iy

(A
=

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

Retrieve Preset @

w

Retrieve Preset for Line:3 Mame:CHERRYLAMD?

~

( QK ] Cancel

Results will be displayed in the following screen.
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J GL Account Lookup 22 - HAYWARD UsD
File Options Help+Video

>»QE D0 HPN=BEIN o

Preszet CHERRYLAMD retrieved

Lookup @ Advanced Search |

Digtrick: 22, Y'ear: 15

Account Selection T Additional Selection )
Fd Resc ¥ Objt Sch Goal Func Mng Lo Exclude?
I'EI:L.'DCICI'D.?.????.CI:I.E.????.????.ﬂﬂl.???j r
IG:I..ID‘EBID.?.??;?.GlE.????.????.??;.???j
II'J:I..I'J'TEE.?.??;?.015.????.????.36"5.???j -
IID:L.EID:I.ID.?.??;?.315.????.????.EEE].???j -
IG:I..B'&IDB.?.??;?.GlE.????.????.??;.???j -
I'D:I..B'&:LZ.?.??;?.015.????.????.??;.???j r
IG:I..BEEE.?.??;?.GlE.????.????.??'.;.???j -
I??.????.?.??;?.???.????.????.??;.???j -
I??.????.?.??;?.???.????.????.??;.???j r
I??.????.?.??;?.???.????.????.??;.???j -

Once Advanced Search accounts masks are loaded then click on the search icon on the top

task bar m \

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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<3 GL Account Lookup 22 - HAYWARD USD (Q55/0ASS o || B &
File Options Help+Video
>@®D 00000 HPNR=EINH o
25398 Accts Read, 180 Accts Qualified, 178 Expense Accts, 2 Revenue Accts Page: 1 of 2
@ Lookup I Advanced Search ]
Search by o - - : 7 SmsGmey  [1] SmmEl Columng to show
£ Secount istict Year Fd Resc Y Objt Sch Goal Func Mng Lo & Standad
j ,ﬂ ’F |;; _______________ [w Show Accounts S @l
(+ Advanced [v Openccounts Only
Expense Summary Waorking Revised Approved  Revenue Summary Working Revised Approved
Budget: 3919557 363.401.65 36340165 Budget: 5530.00 0 ]
Expense: 196,246.95 Receipt 5.530.00
Pending 0 Pending .00
Encumbered: 134.826.59 Encumbered a0
Total Commited: 30735 Total Committed: 5530.00
Balance: 4812203 2 Zamn Balance: il 553000 -5,530.00
Fd Resc Y Objt Sch Goal Func Mng Lo &T|Pseudo | Working Expensed Pending Encumbered | Committed Balance
18 01.0000.0.3752.015.1110.2700.001.000 u] 00 .00 .00 .00 .00 .00
19 01.0000.0.4310.015.1110.2700.001.000 0 7,896.00 5,158.15 .00 2,000.78 7,158.93 737.07,
20 01.0000.0.4310.015.1135.1000.001.000 Q 8,830.77 8,540.45 .00 290,32 8,830.77 00
21 01.0000.0.4315.015.1110.2700.001.000 4] 1,152.87 23341 .00 .00 23341 919.46
22 01.0000.0.4400.015.0000.2700.001.000 4] 135117 00 .00 .00 .00 1,351.17,
23 01.0000.0.5220.015.1110.2700.001.000 u] 767.05 .00 .00 .00 .00 757.05
24 01.0000.0.5716.015.1135.1000.001.000 4] 1,761.74 1,069.39 .00 .00 1,069.39 692,35
25 01.0000.0.5825.015.1110.1000.001.000 u] 1,178.90 00 .00 200,00 200,00 978.90
26 01.0000.0.5870.015.1110_2700.001.000 4] 122,76 .00 .00 .00 .00 12276 -

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

PUI’pOSGZ 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.



Opening the report window

e
==

1. On the main menu click the Finance Job Menu '=—
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Finance Job Menu

£ Q5s ControlCenter 22 - HAYWARD LISD QSS/OASIS (1.44.2) [=T= [ =]

File Wiew Year Messages Window MNMews Help+Video
[ Fawarites
El Gao
|_—__| Print Manager f Job Menu f Utilites
------- ﬁ Print Manager {(LSPOOL)
- —=

------- === Job Menu

[=T]- Finance
------- Budget (Transfers, Settings, Summary Rules, In

Journals, Transfers (DC, JE, TF, TW)

=1 AP f Purchasing
- G Purchase Orders f Reguisitions
=11 Lookups

------ R’.:—Eﬂ Account Lookup
b R’:}hﬂ Vendor Lookup

=1 Settings f Master Files

L ﬁ" Chart of Accounts f Beginning Balances
[=T]- Human Resources f Payroll

) #* Employee Maintenance

e
=

2. On the next screen that pops up after you click =

d Cost Rules)

Finance Job Menu . .
Select Financial

Summary Report3 Financial Summary Report FARI00] 54 qoyple click to launch Financial

Summary Report Window
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$= Job Menu 22-HAYWARD LUISD Q55 04515 = =l
File View Options Help+Video Description (F1) Example (Ctrl+F1)
[ <& P ZF o -

Wiew Show

i« Tree { LGnd {+ {

Search: |

=43 Finance
I:I ASoccounts: Pavable Reports
|_—__||:| Budget Reportz / Proceszzes
I:| Budget Development Reports
I:] Budget Processes
=1-[_1 Budget Reports
----- [E Account Report wiriter [(SCx110]
----- [Z] Budget Report wiiter (BD=110]
----- [Z] Budget Transferz (BT) Report (BTO100]
----- [Z] Budget Transfers Report (BT0200]
----- [Z] Budget Revizion Report (FAR350]
----- & Budget Surmary Report [FAR3IS?)
----- [E Chart of Accounts Listing [FDO100)
----- [E] Comparative Budget Report (EDR110]
----- & Financial Activity Repart [FAR110)
=7 General Ledger Reports / Proceszes
I:] General Ledger Proceszzes
|_:_||:| General Ledger Reparts
----- [E] Account Report writer [(SCx110]
----- [Z] Beginning Balances Report (BBO100])
----- [E] Financial Activity Report (FART10]
é-n:ial Summary Report [Fa,
Lo [B] General Cedger Report [GLD110/1154/125)
- [E] Summary Report by Resource (GLD320]
-3 S5ACS
=-_ 1 Feqguisition / PO Reports / Processes
- & Purchase Order Repart “wWriter [FOR1104120/130]

3. Select the date range for the report within the current fiscal year from drop down.

Sram Date: |07A00/42014 j To Date: |EIE;"3EI.-"2EI‘IE -

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.

Fepart Title: |
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.

Budget source: |H - Revized ﬂ
Include Budget Transfers: |N - Mo Budget Transfers j
|nclude &pproved/Unapproved GL Trans: |.£'-. - Approved tranzactiong anly. ﬂ

Exclude Pre-Encumbrances: [

Uze Reference Values: [

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.

VN

Budget source: |4 \approved j

|nzlude Budget Transfers)

Y- F-.II Budaget Transfers [approved and unappraved) j

i Include Approved/Unapproved GL Trans:{| B - Both approved and unappraved tansactions. ﬂ
Exclude Pre-Encumbrances:

Ilze Reference Walues: [

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:

T ravornues L

$= Financial Summary Report Writer (FARSE3) 22-HAYWARD USD QSS/OASIS = [ =
File Options

H > 2Q® > F

@ Main Selection® I Beference Types ] Sors/Rallups ] éccounts] Qistrict[s]]

Financial Summary Report Writer

Diistrict: |22 - HaqrwaRD UMIFIED SCHOOL DIST

From Date: |07/01/2014 To Date: |06/30/2015 -

i |Chenyland Summarny Report

Report Format Template Last Updated
[ A GL Hayward summary report CTGLHAY.DATA TUE, JUL 22, 2003, 8:05 AM
2 GL Summary - Exp breakout CTGLEXP.DATA FRI, MAR 19, 1999, <43 PM
3 Payroll Journal CTPAYIMNL.DATA FRI, MAR 19, 1999, 43 PM
4 Stores Journal CTSTRIML.DATA FRI, MAR 19, 1999, 443 PM
Budagst source: |A - Approseed LI

Include Budget Transfers: |Y - &l Budget Transfers [approved and unapproved] -~

Inchude Approved/Unapproved GL Trans: |B - Both approwed and unapproved transactions. -
Exclude Pre-Encumbrances: [

U=ze Reference “alues: [

Default Usersec: Y wRHANNO

Y2015 Disk22 Site:D 3732015 9:45 AM
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Filling In The Report Window and Launching The
Report

D Accounts

1. Click on the Accounts on your menu bar
Main Selection l Reference Types l Sontz/Fallups D Accounts l Qistrict[s]l

2. On the screen enter the search criteria, either the full or part of the
account code string:

2= Financial Activity Report Writer (FARSUE) 22-HAYWARD USD QSS/OASIS = = =
File Options

H?Q® > F

ain Selection | Beference Types | Sorts/Rcllupss @ &ccour}s* | mistricus|

A

Fd Resc ¥ Cbjt Sch Goal Func Mng Lo Field L v High
Lfoz-ccco.2.2222. 0252222 2222 . 001.222 - | =1 | [
L[F7-5327.7.7°22.722.2227.2232.72°2.32°2 = | =1 | |
Z??.????.?.????.???.????.????.???.??? - | ;I | |
f??.????.?.????.???.????.????.???.??? - | LI I I
= [ =1
LE??.2222.2.2222.222.2222.2222.222.222 - : :
= | |
Ll??.????.?.????.???.????.????.???.??? - | LI I I
Ll??.????.?.????.???.????.????.???.??? - | LI I I
Lffz7z-222=2.2.2222.222.22722.2227.27272.22?2 ~ | =1 |
:??.????.?.????.???.????.????.???.??? -~ | =1 I
Llz7-2222.2.2222.222.2222.22272.227.222 = : jl I I
— =1 | [

Usersec: YO YAYBHYNO $GLOBAL M Y2015 Dist:22 Site:0 21172015 307 PM

3. Click on the Submit Job icon Lf You will get a message saying “Job launched”. Click
OK and the dialog box Job Launched will disaapear.
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EFinanciaISummar}r Report Writer (FARSE3) 22-HAYWARD USD QSS/0ASIS = | = | =
ile  Options
13 80093
ast: #J478
dain Selectinnl Reference T}lpes] Sorts/Rollup: D@ Accounts® ] Qistrict[s]l
o o .. - ) Range
Fd Resc ¥ Objt Sch Goal Func Mng Lo Field i High
|_|CIJ..CICIOO.?.????.015.????.????.001.???j
|_|??.????.?.????.???.????.????.???.???j
H|??.????. JREPPILPIDLVDI.DPIN, 099,222
H|??-????- Launch Job =3

Lo d Lol Lol Lol Lo f e f Lo f L e f Lo fLef Lo

4. If you would like to save the parameters you entered on then you can

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

Description press Save button again

B3 Preset Maintenance - Save @
File Options
Cateqgaory
Mame | “Global Category(Elank] ﬂ
Allow Access
Drezcription | |I:Inl_l,l wour 'U'ser 1D j
LN |Name DI |Cat |Description Audit ID| Date Level
BEOD1 {MoTrend GFExp |22 Monthly Trend - GF Total Exp LROG 04/15/2011|D
002 |Mao Trend-Unr Exp |22 Monthly Trend - Unrestr, Exp. LROG 04/15/2011|D
003 |MoTrend-Rest Exp |22 Monthly Trend-Restricted Exp. LROG 04/15/2011|D
Qo4 [WINTOM 22 FIMAMCIAL SUMMARY REBA 02/252015 (U

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.

= Financial Summary Report Writer (FARSB3) 22-HAYWARD USD [S5/0ASIS = ENES
File 0

dé@@@O@

Zancelled saving of preset
tain Selection I Reference Tupes I Soits/Rollups @ Accounts® | Qistrict[s]l

. Range
Fd Resc ¥ Objt Sch Goal Func Mng Lo Field L High

-0000.72.22272.015.22272.2727272.001.2727 j

—
=]
-

PPV, DL, DD, 20D, 2992 ,222, 220 vl

e B B b e B B B Re B B R R e e e e e e e e e e e e e e I

)
'
'l
'
)
'l
'
i)
'
)
'
e
'
)
i)
'l
'
)
i)
'l
'
)
i)
'l
'
'
)
'l
4

TSI Tt et e T
8 e
T | | | | L

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

and click the L_'h| icon

B3 Preset Maintenance - Retrieve @
File Options

"OREL
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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:

=
i R _E Print M SPOCL
1. Go back to the Main Menu and click on == fint Manager (L )

F; Qss ControlCenter 22 - HAYWARD USD QSSAONSIS (1.44.2) [T= = | ==

File Wi e Year MPMessages WWindoww Mlewws Help+Wideo

F Fawvorites

E| 5o

- === TJaob Meru

Budget {(Transfers, Setbings, Summary Rules, Ind Cost Rules)
Finance Job Menu

Journals, Transfers (DC, JE, TF, TW)

AP f Purchasing

H - E" Purchase Orders f Reqguisitons
E| Lookups
: ~EFare Account Lookup

------- “iF@ vendor Lookup
E| Settings f Master Files

Lo ) érg Chart of Accounts f Beginning Balances

| Human Resources §f Payraoll

e & Employee Maintenance
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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.

448 Print Manager (LSpool) 22 - HAYWARD USD QSS/0ASIS = [=E][=]

File View Options Hr:Ir+'v'icIr:c

*Xe@HF nmxxE g0 ERANE" Use the Scroll

Bar
User Preference Settings: Load Print Manager Users? Only my user. Automatic load of Job List(SSTDLIST)? Load on demand.
@ Print Fies | Spool Fies/SSTDLIST | Local Print Fies | Session History | Server Commands |
- a REBAL Ret. LN |Slct|R|P|File # |Date/Time Job# |Beg/End (Lines) Report Title Prog
» Y 001 [N |Y([MN|332587 [02/11/2015 3:16(115191 |05 (328) CHERRYLAND FIMARN
002 [N |Y([MN|332586 (02/11/2015 3:12(115190 |05 (338) FIMAP
; D Program Title 003 N |Y|¥|332507|02/11/2015 10:2:| 315122 |0/3 (79) 9011 Finar
D Repart Title 004 (N |Y|N|332458 |02/10/2015 5:23|115057 |0/4(134) HAYWARD HIGH OPEM PO REF|OPEN
005 [N |Y([MN|332457 [02/10/2015 5:19(J115056 |0/3 (166) HAYWARD HIGH OPEM PO REI| OPEN
06 (N |Y|Y|332433|02/10/2015 2:33|115032 |0/2 (110) 9408-0000-1110-1367 FIMAP
007 (N |Y|Y¥|332432|02/10/2015 2:33|115031 |0/2(119) 9408-0000-1110-1120 FIMAP
008 [N |¥([Y]|332431|02f10/2015 2:32(315030 |0/1(71) 9408-1346-1147 FIMAP
Q0% [N |Y([Y]|332320 |02/07/2015 5:44(114894 |0/2(72) 11-5601 Finar
010 (N |¥|¥|332319|02/07/2015 5:43|114393 |0/2 (65) 0000-230-001 Finan
011 [N |¥|¥]|332318 |02/07/2015 5:42|114392 |0/1(48) 0795-910 Firar
012 [N |Y([Y]|332317 |02/07/2015 5:42(3114891 |0/3 (34) 11-3913 Finan
013 [N |Y([Y]|332312|02/07/2015 5:01(]114836 |0/3(10%) 11-0400 Finar
014 N |Y|N|332311|02/07/2015 4:55|114885 |0/3 (89) 11-0401 Finan
015 [N |¥|¥|332310|02/07/2015 4:55|114384 |0/3 (89) 11-3913 Firan
016 [N |Y([Y]|332309 |02/07/2015 4:50(114883 |0/3 (33) 11-3913 Finan
017 (N |Y|¥|332308 |02/07/2015 4:46|114382 |0/3 (108) 11-5811 Finar
018 |N |Y|Y¥|332306|02/07/2015 2:33|114880 |0/2(39) R50392 Finarn =
] b
User Preference Setting: Months to look back for print files get to 1 Months Yr:2015 Dist:22 Site:d GS:W | 271172015 | 3:12 PM
Once > you double click on the folder
o] J Ty | oty — Jomea | gy s ge— |y s
II}I] M | || 33.-.5.?'32-]]_2'315 3..E|..5.EI. |E_5{3““] CHERRYLAMD then fo”owing screen W|”

appear:
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13 HAYWARD USD PINANCIAL ACTIVITY REFORT J15180 EAR110  H.00.14 03/11/15 FASE 0
07/01/2014 TO 0€/30/2015 0.0 & REMATNS TH FISCAL YEAR 15

ield zanges =elected
1

Rccount classifications selected
Fd Re=c ¥ Obje 3ch Geal Fume Mng Lo

1. 01.0000.2.2222. 2.001.222
. . .. . .
Sors / Bellup on ¢ Fumd
Rezource
Bestricted Field : 02 Resource
Separacion Opsicn : Mo Separation of Restricted and UnRescricted
Extraction Type  : Restzicted and UnRestzicted
Starcing Budges  : Approved
Budget Tramsfers ¥ = Approved & Unapproved
GL Transactions  : Approved and Unapproved
Pre-Encumbrances  :  Included
Account Descziption: Shown
Decail zors : Daze
Detail Line Format : 1
Repost prepszed WED, FEE 11, 2015, 3:12 M
3
12 HAYWARD USD FINANCIAL ACTIVITY RESGRT T15180 H.00.14 02/11/15 EACE 1
07/01/2024 TO 06/30/2015 0.0 & REMAINS IN FISCAL YEAR 15
UNAPERGVED GL TRARSACTIONS INCLUDED
Fund 01 SENERAL FTMD Resource:0000  TMRESTRICTED
P2 EUDGET RECETVED/
Fd Resc ¥ Cbjt Sch Soal func Mag Lo REFERENCE DATE rEsC + TeR3 EXSENDED ~ ENCUMBERED BALANCE
1228 CERTIF FUFIL SUPFCRT HOURLY
BALANCE FORWARD 07/01/2014 0.00 a.00 0.o0 .00
01.0000.0.1228.015.1110.3140.001.000  B3-000000 07/01/14 BUDGET .00
01.0000.0.1228.015.2210.3140.001.000  BI-301002 10/31/14 BB ALIGH TO 2650 2650
01.0000.0.1228.015.1110.3140.001.000  P¥-10311% 10/31/12 PY-EGM 10 2a.s0 .00
TOTAL ACTIVITY 28.50 28.50 0.00
s 0l0e EMDTNG BALANCE 06/30/2015 2650 28.50 0.o0 .00
221000 ToTALS: 28,50 2a.50 0.00 .00
2528 OTHER CLASSIFIED HOURLY
BALANCE FCRRARD 07/01/2014 .00 a.00 0.00 .00
01.0000.0.2528.015.1110.2700.001.000  BS-000000 07/01/14 EUDGET 21600 216,00
01.0000.0.2828.015.1110.2700.001.000  BT-500478 DS/20/18 MN-Align ta s87.51 81351
01.0000.0.2828.015.1110.2700.002.000  B¥-09201% 0S/30/14 FY-EGM 08 B13.51 .00
TOTAL ACTIVITY 81351 B13.51 0.00
et 0.8 ENDING BALANCE 06/30/2013 813.51 B13.51 0.00 .00
-2442000 TOTAL s13.51 513,51 0.o0 .00

P o

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.

o (@ lgalga | o= S @a@@alr o0

22 HawwARD UsD Finmncizl Summazy Repezt ERT FARScO  H.OD.0S 03/02/1S DASE o
07/01/2012 — os/30/201s
2.
al z ol z z z z z
s R ool z B R R R
s z ol z z z z z
s R ool z B R R R
e R ool z B R R R
s z ol z z z z z
10’ R ool z B R R R
o
s
2
SLITEX Standard Extrace
CTGLHAY.DATA.QSSUSER: TUE, JUL 22, 2002, £:05 A
B Revised
=
2 approvea Omiy
x
=
02 Rescuszes
No Jeparation of Resctricted and UnRescricced
Extzaction Tyee: Restzicted and UnRestzicted
Repor= prepazed: TUE, MAR 2, 2015, 21:01 A
=]
2z mHAYWARD TsD Financial Summarzy Remezs FaTe Tam20s  H.00.08 023/03/15 BASE a
07/01r2014 — 06/20,2015
Funa soa sENERAT FTwD

m
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5. Now the report is ready to print. Please click LaserJet landscape from the drop down
for Format.

rﬁ:j' Print Report @‘
File Options
HX¥+ = X
— Print Profile
Type: | (&) Private () Global Mame : I |

Set as default Profile |

— Qutput Prafile 5 ettingz

Fiinter : |HP Laseret P2050 |
Wile: I * Mo format file and bypass Windows printing [Rahw =* /\vb

P

Use arrow key for
drop down.

Copies : I'I Yertical line movernent |'I_EI

Faont IEnurier e

Font Size I a

Print Orientation ; ILandscape

Top Margin |_12

Lol Lef Led L f L L]

Left Margin : |_1 25

Single 5ezzion Options
’7 Print Pages Erom: | To |

6. Click Print N icon again to print the report.



Sample of the Account Summary Report
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1z HAYWRRD U3D FINANCIAL ACTIVITY REEGRT 715130 110 E.00.14 02/11/15 EAGE 0
07/01/2014 TO 0€/30/2015 0.0 & REMAING IN FISCAL YEAR 15
Account classifications selected Field ranges selected
Fd Resc ¥ Objt ch Goal Fune Mng Le
1. 01.0000.2.9797.015.9299.9992.001.997
a. .
4. .
5. .
€. -
. .
8. -
5. .
0. -
3ozt / Rellup om Fund
Rescuzce
Besvricoed Field 02 Resource
Scparation Option o Separasion of Restricted and UnRessricted
Extraction Type Resvricted and UnRestricced
Starting Budges Zpproved
Budget Transfers Y = Approved & Unapproved
GL Transactions Zpproved and Unspproved
Pre-Encumbrances Included
Account Deseripsion: Shawm
Detail sort Date
Detail Line Formas : 1
Beport prepared WED, FEB 11, 2015, 8:12 BM
1
1z HAYWRRD U3D FINANCIAL ACTIVITY REEGRT 715130 TARIL0  K.00.1% 02/11/15 FAGE 1
07/01/2014 TO 06/30/2015 0.0 & REMAING IN FISCAL YERR 1S
TNARSFROVED GL TRANSACTIONZ INCLUDED
Fund  :01 SENERAL FTND Rezcuzce:0000 TWRESTRICTED
PP BUDGET RECEIVED/
¥ Objt 3ch Goal Func Mng Lo REFERENCE DATE DESC + TERS EXFENDED ENCUMBERED BALANCE
1228 CERTIF PUPIL SUPFCRT HOURLY
EBALANCE FCRWARD 07/01/2014 0.00 0.00 0.00 0.00
01.0000.0.1228.015.1110.3140.001.000 BG-000000 07/01/14 BUDGET 0.00
01.0000.0.1226.015.1110.3140.001.000  BT-501002 10/31/14 RB ALIGH TC 28.50 28.50
01.0000.0.1226.015.1110.3140.001.000  B¥-10311¢4 10/31/14 B¥-EOM 10 28.50 0.00
TOTAL ACTIVITY 28.50 8.50 0.00
L2200 ENDING BALANCE 06/20/2015 28.50 28.50 0.00 0.00
+££41000 TOTALS: 28.50 28.50 0.00 0.00
zsz8 OTHER CLASSIFIED HOURLY
EALANCE FCRAARD 07/01/2014 0.00 0.00 0.00 0.00
01.0000.0.2928.015.1110.2700.001._000 B&-000000 07/01/14 BUDGET 216.00 21€.00
01.0000.0.2828.015.1110.2700.000.000  BT-500478 08/30/14 Mi-Align ta 597.51 B813.51
01.0000.0.2928.015.1110.2700.001._000 PY-093014 09/30/14 PY-EOM 0% B13.51 o0.00
TOTAL ACTIVITY 813,51 B13.51 0.00
“ss D.0% ENDING BALANCE 0€/30/2015 B13.51 B13.51 0.00 0.00
+££43000 TOTALS: B13.51 B13.51 0.00 0.00

4l u

m



Financial Activity Report Writer (FARSUB) Window

The Financial Activity Report Writer (FARSUB) window allows you to
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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:
[1Balance 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

[JEnding balance as of the final date in the report range

Steps to launch Financial Activity Report from Main Menu:

==
. . == Fj Job M
1. Go Main Menu and click on s= """ P e

S QSS ControlCenter 22 - HAYWARD USD QSSAOASIS (1.44.2) —

File Wi Wear Messages Wi ol o Mewves Help+WVideo

. Fawvorites

e e

=1 Print Manager / Job Menu § Utilities

anager (LSPOOL)

Job Mernu

inance
Euchoye o rrTiary Rules, Ind Cost Rules)
Fimanc=e Job Menu

Journals, Transfers (DC, JE, TF, TW)

AR Purchasing

i - Ej-" Purchase Orders f Requisitions
= Lookups

------ r:f;‘.) Accoun t Lookup

L miEe wendor Lookup

=1 Settings / Master Files
E— y“' Chart of Accounts f Beginning Balances

=11 Human Resources f Fayroll

- #* Employes Maintenancse




2. Click on the Financial Activity Report in General Ledger Reports folder.

EE Job Menu (=1

File

o

22-HAYWARD USD

Help+Video

P [F @

QS55/0ASIS
Example (Ctrl+F1)

View Options Description (F1})

Wiew Show
= Tree ¢ Gnd {=" "
Search: |
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=~ Finance
D Bocountz Payable Reports

L_—_||:| Budget Reports / Processes
F--[Z7] Budget Development FReports
[ Budaet Processes
=1 Budget Reports
Account Report Wwiiter [&C=110)
Budget Report “wririter [BD110)
Budget Transzfers [BT] Report [BTO7100)
Budget Transfers Report [BT0200)]
Budaet Revision Repart [FAR250]
Budget Summare Report [FAR3Z57)
Chart of &ccounts Lishing [FDO7100)
Comparative Budget Report [BEDR110]
Financial Activity Report [FART110]
General Ledger Reports # Procezzes
[ General Ledaer Processes
-[Z General Ledger Reports

=] Account Heport Winker [AC=T710]
B eginning Balances Report [EED100]
[E] Financial Activity Report [FART110]
&) Financial Summary Report [FAR300)
& General Ledger Repart [GLD 110411541 25)
[E Summary Report by Resource [GLD320)
-] SACS
=221 Requisition / PO Reports / Processes
: [E] Purchasze Order Report Wiiter [POR110/120/130]

oo

report title.

AR A AN I AL L AL & AR A3 LA Lain

. ey

On the Financial Activity Report Writer, please select date using drop down and the

£= Financial Activity Report Writer (FARSUE)
File Options

H>PO® P 7

@ Main Selection | Reference Types | Sors/Rolups | Accounts | District

22-HAYWARD/USD QS5/0ASIS

Financial &ctivity Report Writer

Dristrict: (22 Hama )

Jorsanszote [

UMIFIED SCHOOL CIST

To date: |06/30/2015 =

£ From date:

eport title:
Budget source:

Include budaet transfers:

Include Approved/Unapproved GL trans:

Exclude pre-encumbrances:
Frint account description:
Use reference walues:

Dretail sort:

|

|A - Approved LI
[ - &l Budget Transfers [approved and unapproved] = |
|B - Both approved and unapproved transactions. = |
—

I~

—

[0-Date -]

Detail line Farmat:

|1 - Single line printed -

1 = Single Line Printed Per Transaction

The “Yendor Humber, “Warrant Humber and Account D escription fields are omitted and Transaction Description is

truncated [depending on acct size]
2 =Two Lines Printed For Transaction
Includes the fields lisked as omitted in format 1 and the Transaction Desc is not uncated.
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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.

3= Financial Activity Report Writer (FARSUE) 22-HAYWARD USD QS5/0ASIS = =]t

TP LEY

tain Selection I Beference Types I Sorts/Rollups 9 Accounts I Qist[ict[s]l

Range

Fd Resc ¥ Objt Sch Goal Func Mng Lo Field Ly High
L ??.????.?.????.???.????.????.???.???j | | | |
L ??.????.?.????.???.????.????.???.???j | a | |
L ??.????.?.????.???.????.????.???.???j | = | |
g?? ????.?.????.???.????.????.???.???j : ﬂ I I
-
| |
H??.????.?.????.???.????.????.???.???j I B | |
g??.????.?.????.???.????.????.???.???j I = I I
H??'????'?'????'???'????'????'???'???j | | [ I
g??.????.?.????.???.????.????.???.???j | =l | |
H??'????'?'????'???'????'????'???'???j I = I |
H??'????'?'????'???'????'????'???'???j : jl : :
-
5. Enter the account masks or use the preset that were saved previously.
3= Financial Activity Report Writer (FARSUB) 22-HAVWARD USD QSS/0ASIS [ ][@ ][ =]
File Options
HP 8O0
|
Hain Selection"l Reference Typesl Sotg/Rolups® @ Accounts” I Qistrict[s]l
) ) Range
Fd Resc Y Objt Sch Goal Func Mng Lo Field Lery High
L[01.0000.2.2222.015.2222.2222.001. 222 ~| | = [
L[o1.0480.2.2222.015.2222.2222.222.222 4| | = |
501.3010.?.????.015.????.????.360.??? - | = |
501.0795.?.????.015.????.????.350.???j I = I
301.7400.?.????.015.????.????.???.???j : ﬂ : :
=l hd
501.9403.?.????.015.????.????.???.??? - | = |
501.9412.?.????.015.????.????.???.???j [ =l [
901.9355.?.????.015.????.????.???.???j | = |
H??.????.?.????.???.????.????.???.??? - I EIN |
H??'????'?'????'???'????'????'???'???j : jl I I
-
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#

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

6. Launch the report using the launch icon

8= Financial Activity Report Writer (FARSUB) 22-HAYWARD USD QSS/0ASIS == E
File Options

H? 2QO»F

Last: #J484

Main Selection® | Reference Types | Sorts/Rollups® @ Accounts® I Qistrict[s]l

Range
Loy High

Resc ¥ Objt Sch Goal Func Mng Lo Field

Fd
HOZL.OOOO.?.????.315.????.????.001.??? j

501.0480.?.????.015.????.????. PR j

501.3010.?.????.015.????.????.360.??? j

501.0795.?.????.015.????.????.360.??? j

|=I01.74oo. 2. 2] Launch Job =]

Lfjol.9408.2.7272

LIOZL.B‘}ZLQ.?.??

501.9365.?.??
L

0K |

Ll Lef Lo LefLefLef Ll el Le [ Le Lef Lo

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:



