Expenditure Adjustments

A. Identify expenses that you need to move. Gather information: PO number, vendor, items to be moved,
amount, account numbers (“from” and “to”).

B. Run a query to verify that POs/items were paid. Highlight items to be moved.
C. Fill out expenditure adjustment form.

D. Forward expenditure adjustment for Principal’s/Supervisor’s approval.

E. Submit expenditure adjustment to Fiscal Services. Attach query as back up.

A. Gather informati ]
. ather Information
Lottery
Account # 06.00.6300.000
|Date REQ. # PO # VENDOR DESCRIPTION Balance

BIZB/Z2015 550,577.00

9112015 3001956 | BT2 Scholastic News Magazine Subscription 1st grade 544,52 4300.000

aM6/2015 3001301 614 Scholastic News Magazine Subscription 2nd grade -522.52 4300000

B/32015 3001674 171555 Studies Weekly Magazine Subscription - Brown -229.08| 4300.000

9/23/2015 3002368 683 Amazon = Cindy Lieu Encounter (Voyager Books) -30.83 4200000

9/23/2015 3002367 | 714 Scholastic - Cindy Lieu Pedro's Journal 4200.000

911112015 3002288 1210 Sehool Library Journal Library Magazine Subscription 4300.000
10/28/2015 Confirm for Payment 1969 Scholastic News Magazine Subscription for 3rd grade 4300.000
10/28/2015 Confirm for Paymaent 1969 Scholastic News Magazine Subscription for Ird grade 4300.000 >_
10/28/2015 1008 1848 Scholastic Book Fairs | Jackson Perez- Horned Spoon/Blue Dolphin 4200.000
10/28/2015 1872 Lisa Boyle Level readers to teach reading wkshp 4200.000
10/29/2015 Revolving Cash Lisa Hoffrman Barnes & Moble 4200.000 paid

111672015 1322 1986 Barnes n Moble Gator of Gumbao Limbo 4200.000 Received
1118/2015 1801 2456 | Voice Thraad k-12 single educator licensa -79.00 4300.000

121772015 2500 2500 Little Bits Pro Library -5,396.92 4300.000
121772016 2B02 | schalasftic 50-Book Collection | -176.58
121872015 2468 3057 BRAINFOP RENEWAL | -2,295.00 5800.022

119/2016 2861 3283 TYNKER RENEWAL 1.300.00 5800.022

112016 3273 AMAZOMN - KINDER BOOKS FOR LONG AGO AND TODA =167.76 4200.000 Received 2/8 Receivad 2/11
212412016 4074 4285 AMAZOMN SIGN BOOKS FOR KINDER =127.04 4200.000




B. Run Quer

1. Run Query: Main > Reporting Tools > Query >
Query Viewer

@. B | https//sdfpd2.erp.sdcoenet/psp/sdfpd2/EMPLOYEE/ERP/ h/7tab= DEFAULT
@ PeopleSoft Portal .
Favorites ~ | Main Menu ~/| J-
Search Menu:
ORACL( ®
. 03 Accounts Payable '
Report List | 3 Accounts Receivable ' S o~
3 Biling 4
Database N 3 commitment Control 4
3 Emplovee Self-Senice 4
Report Name B0 Enterprise Components " le Creation Date And Time
3 eProcurement 4
MGLS8020 £3  General Ledger » 03/18/2016 11:50AM POT
uGLssozo | wenton ’ 03/182016 9:57AM POT
1 Manager Self-Senice 4
MGLS8020 3  PeopleTools * 03/16/2016 11:34AM POT
08 Purchasing 4
MCL 52020 3 Real Estate Management 4 DII4IZIE B 38ANPST
WGLS8020 3 Reporting Tools -
. O SDCOE Custom ) Query Viewer
| & semices Procurement Report llanager 5
Schedule Query
3 setUp Financials/Supply Chain r
03 supplier Contracts 4
& suppliers 4
03 worklist 4
My Personalizations
Tax Center

2. On Query Name, Type:
FAR_AP_SUBLEDGER

3. Click Search

4. On FAR_AP _SUBLEDGER_DETAILS : Click
Favorite

(D) @ hitps://scfpd2.erp.sdcoenet/psp/sdfpd2/EMPLOYEE/ERD/c/QUERY_MANAGER.QUERY VIEWER, GBLIFolderPath=PORTAL ROOT_OBJEC

& PeopleSoft Portal

Favorites= | Main Menu~ > Reporting Tools = > Query ~ » Query Viewer 2| 1
ORACLE
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
"Search By ‘queyName  w beginswith FAR_AP_SUBLEDGER 2

3 | Sewmn |Advanced Search

Search Results
*Folder View - All Folders - - 4
Query Personalize | Find | View Al I@ | Last

Rusrtofun to Run to
HTML Excel XML

Query Hame Description Schedule

ACCOUNTS
PAYABLE

ACCOUNTS
PAYABLE

FAR_AP_SUBLEDGER_DETALS Public HTIL Excel XL Schedule

FAR_AP_SUBLEDGER_PAYMENTS_ONLY AP Payments Public HTML Excel XML Schedule  Favorite



5. My Favorite Queries is added in the bottom. It
is easily accessible for future use.

6. Onthe query that you need to use, click on

HTML.

Favorites =

ORACLE

Query Viewer

Main Menu~ > Reporting Tools = » Query = » Query Viewer &

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search BY query Name
Search  |Advanced Search

Search Results

“Folder View - All Folders —

» Dbegins with

FAR_AP_SUBLEDGER

Query Personalize | Find | View Al | 2|2 First 4 12012 Last
Query Hame Description Owner Folder :#:q:_o E::;‘o ;:':tho Schedule ?:vdotr(\)les
FAR _AP_SUBLEDGER_DETAILS AP Vouchers Public ﬁgﬁgf@m HTHL Eicel YML Schedue Favorte
FAR_AP_SUBLEDGER_PAYMENTS_ONLY AP Paymens Public ;fﬁgEENTS HTHL Excel XML Schedue Favore

My Favorite Queries 5 Personalize | Find I@ | First'4 1 0F1 & Last
Query Name Description Owner  Folder ATD | LD [0 Schedule  Remove

HTML  Excel HTML
6
FAR_AP_SUBLEDGER_DETAILS AP Vouchers Public PAVABLE | Excel XML Schedule [

Clear Favorites List

7. Set parameters. District should be 005100.

8. Click View Results.

FAR_AP_SUBLEDGER_DETAILS - AP Vouchers

District %: b5100
Fund %: o
Resource From: £300000
Resource To: 6300000
Accounting Period From: |
Accounting Period To: | 993
Object From: 4200000
Object To: 4200000
Journal 1D %: o

Year: 2016
Voucher %: %

PO No. %: %

Site % 150

View Results 8

7
—
(
You can type PO
# if you want to
see specific PO
|\l

e




€ a hitps://sdfpd2.erp.sdeoenet/psc/sdfpd2_3/EMPLOYEE/ERP/q/NCAction=I1CQryNameURL=PUBLIC.FAR_AP_SUBLEDGER_DETAILS @ | Q Search ﬂ' E ¥+ # e =

@) PeopleSoft Portal
FAR_AP_SUBLEDGER_DETAILS - AP Vouchers

District %: 05100
Fund % 6 Print this screen in landscape \

»

Resource From: . . . . .

Resource T o 10. Highlight information on items
Accounting Period From:| .

oo o you need to move. In this
o example, the last item on site list
Joumal 1D % (PO 4285) is not showing on
Year: 2016

Voucher % query. This means no payment

PO HNo. %: '8

Stes: @ has been made.

View Restlts k /

Download results in - Excel SpreadSheet CSVTextFile XWLFile (11 kb)

View All First g 1-150f 15
GIT Unit Short Hame Year Period Acctg Dat§ Fund Resource i, Goal Function Object Site pgr Journal I Voucher] Amount freight | = Ref Descr e POMNo. JLine Line Ledger Invoice Supplier  Shorthz—
Unit Year nit Tax  Tax Date '
1 05100 05100 AMAZON.COM-UUT 2016 4 10/29/2013 0100 6300000 TH0 1000 4200000 150 AP00132803 00000771 38830 7.950 2.880 0.000 ENOUNTER  10/29/2015 1 1 ACTUALS 097324910672 952895 AMAZON
WINTER DAYS
2 05100 05100 AMAZON.COM-001 2016 9 03/03/2016 0100 6300000 1110 1000 4200000 150 APO0160377 00005840 30200 0.000 2.240 0.000 [N THE BIG 03/03/2016 0000003273 3 1 ACTUALS 182480630917 952895 AMAZON
WOODS (
WINTER ON
3 05100 05100 AMAZON.COM-001 2018 9 03/03/2016 0100 6300000 1110 1000 4200000 150 APO0160377 00005840 30200 0.000 2240 0.000 THE FARM (MY 03/03/2016 0000003273 2 1 ACTUALS 182480630917 952895 AMAZON
FIRSTL
GOING WEST
4 05100 05100 AMAZON.COM-001 2016 9 03/03/2016 0100 6300000 1110 1000 4200000 150 APO0160377 00005840 30.200 0.000 2.240 0.000 (MY FIRST 03/03/2016 0000003273 1 1 ACTUALS 182480630917 952895 AMAZON
LITTLE HO
GOINGTO
5 05100 05100 AMAZON.COM-001 2016 9 03/03/2016 0100 6300000 1110 1000 4200000 150 APO0160377 00005839 30.200 0.000 2.240 0.000 TOWN (WY 03/03/2016 0000003273 6 1 ACTUALS 182480626119 952895 AMAZON
FIRST LITTLE

SUMMERTIME
6 05100 05100 AMAZON.COM-001 2018 9 03/03/2016 0100 6300000 1110 1000 4200000 150 APO0160377 00005839 30.200 0.000 2.240 0.000 INTHE BIG 03/03/2016 0000003273 & 1 ACTUALS 182480626119 952895 AMAZON

WOODS (M
ALITTLE

5 nrann ArAnn stiaTALLAALANA Anan A anmnnaan nann Anannan assn annn  anannan arn snnnsnnay ananrnan anaan aannl nasenase  PRARIE

4 11}
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C. Fill out Expenditure

UStment Formp WSANUS%SEdNﬁ?ég:RﬁEETION FORM
STEILOCATION (h=ita CATE 2-18-16 on .
CONTACT PERSON Thie exTENsIONN__ 90002 Deblt' NeW account to be
P T charged (Move expenses
FUND -SUB- RES - SUB . GOAL . FUNC - O3J - SUB .SGHILCG - PYR * @ “« ”
oL0D 200000 (o WD AMo00 150 VNG Gt to )
OO0 200G WO COC AT =D 1,519 &1

Credit: Account previously
charged (Move expenses
“from”)

TOTALS (Must match) &‘G\C‘\ b2 ¥ 18,464
REASON/USTIFICATION {back-up must be attached)
A copy of the MONTHLY TRANSACTION report [or FIS TRANS scresn) showing tho original EXPENDITURE

cccurring MUST be aitached. This serves as backup for the auditor that the transactions actually happened.

Wove g otery b T B Vendor, Aw}
¥ |¢ &dm »L' % .
e mvfgs A;“ % /D.—Must be signed by

{ . .
Signatures of the PrlnclpalfDrroeiorJPro?ecl ﬁanaca for eac*@pec-:l projec Pﬁrivl‘fﬁ Ci p a I / S u p ervisor

This ol be the aoproval for "w adjustment, l5-947

SIGNATURE ¢ 20y SIGNATURE -
Prlncl /mo.xonn?&acx Managar Erincioall Directar Project uan&ner\
ACCOUNTING USE ONLY
APPRONED BY: POSTING NUMBER:
DATE: FOSTED BY:

ALL PREVIOUS FORMS ARE OBS0LETE

DISTRIBUTION:  ORIGINAUYELLOW - Accounting FINK - Originator ‘

Board Paiap30000us s Swvias
o1 2% Egadus AduimenyCovecion



| of 2

FAR_AP_SUBLEDGER_DETALS - AP Vouchers

hitpe://sdfp92 erp sdeoe.net/pse/sdp92 3/EMPLOYEE/ERP/q/7ICAction=ICQryNameURL. .,

Diattet % eston
Fund % -~
Rosawce From B0
Resoweo Tor 400030

Acsounning Perod From: o
Aosoanting Feriod Tor S0

O bjent Froe: A2oc030
Dijeat To: 4200030
Jowmal 1D % %
Year 2018
Veoucher % “
PONO. - -
She ¥ 150
VeewReeuds

this as back up.

Submit expenditure adjustment using

Downlosd results in ;. GeelSpeeosineet CSVTenFae xMLfx (11 Kb)

\how 28

o
nit Uret Shartkave
06300 05100 ANAZON CI0E-001 2016

2 0AWI0 95100 AMAZON COM-C0T 2018

3 0800 3108 ANAZON COMSCOT 01e

o

05100 08500 AUAZON COMGDS 2016

O6300 DS108 ANSZON COM.007 2046

6 0600 05101 ANAZON.CON- 01 X016

T COW0 (G100 ANAZON.CONIL0T 2016

5 Qo0 5100 EARMES & N001

Ne

9 06100 40300 BOYLE, LIEQ0)

10 0B100 0510 ECHOLASTIC 403 2016

13 05100 5160 SCHOLASTIC204 2018

12 05100 05100 SCHOLAST 203 1018

13 D510F 05100 SCHOLAST ICA07 2018

14 5108 05100 SCHOLAST 0007 2048

Year Perkd Arcin Do Fund Rosoeree o

4 10RNINE 0100 6300300

2 UINW210 0100 &300000

8 MIN010 DT 6300700

B OOI2ME 0150 &320000

G CINARO1E 0300 6300100

9 CIN2016 0100 6300

9 CINN2016 0310 SAC000

7 0VNE2016 0100 6200000

6 AP 0120 360300

6 120172016 0130 €320000

8 120173015 0100 £320000

4 1201015 0100 AN00L0

7 Q172252095 0100 6300080

7 01243098 0100 83020006

1110 1000

113 1002

1Mo 1000

1110 1602

1119 1008

1110 1008

118 1002

1ie 1002

1110 1603

1110 1600

Mo 10

1110 1000

2000 1420

Q000 1420

422000Q

4oz

4200080

4220000

4200w

200000

4200000

4z

Axo00

Azo0mo

4200200

2 Gest Funtan Coker S

150

150

180

150

150

150

152

1=

10

o awano

Schax  Uss
Ter T

33500 74%0 2400 000

Vuuston  Lewon Fraght
APODI3IEAS COROITTY

APOIIGISTY COI0SE40 30200 0000 2240 0DXO
AFOMGI3TT COIOSBED 30200 0400 2240 DDXD
AFDIIEEITT CONSEAT 30200 0000 2240 T.000
APODISISTT COLOSEIS 009 0400 2240 0020

APORGIOIT COSOSEIY

30200 QLU0 22400020

APORGIOTT COLOSEQS 30200 0400 2240 0000

APOI135497 CONO2ETS 203530 0000 15320 DO

APDOI134847 CO01IST 192330 CA0C 0000 D000

AFDI142035 COX01 847 847 700 49520 47980 Q000

APDIICORIS 00001 BA0 241 820 DORG IT.TSR 0T

APCOR0N S DOOOT 2 241 920 D0RO 31.742 0300

APLOI5176S DOAOLET0 SA B0 L4560 434D 0000

APC0151784 D2OOIEYY  LAD0 4500 4,305 0000

% 1,519 61

Ssunn
e b

102872313 DICOSD0LEY

BN NG SOC0GITI
03GAZ016 SOX0N0IETI
#30%2016 100000G273
DIMXNIT 16 DICOLOIZNY

03O0 JOLOSTITN
DICNI0 16 JOCCTINI
DLUSD 18 SOCTOGT 153
122018 QOCCOU1EF2

I2VIRUIS Q000007 14

120LEDTS 000N0D1S49
12012015 0000001548

K
COLLSCTIONS 01F32038 000000832
GRADES K2
S0-800K
COLLECTIONG 01@292016 0000007037
GRADES 34

Uro Line

3

Ledger woko
1 ACTUALS 037334310872

| ACTUALS 3224210520917

1 ACTUALS 2300610317

1 ACTUAAS $32250530917

T ACTUALS "

Farst , YA5a0S L Las

Sarplcr Sharflane
2108 AMIDN COM

TEIIRS ANAZDM CON

ITT MMZONCIM

CE2I0G ANAZONOTM

oi2e0%

T ACTUALE 2240020078

I ACTUALS "

| COM

D312 MWL ONCOM

o52928

1 ASTUALS 3123008

coM

128547 BEANER S N

1 ACTUALS J1e-29550481-925544 B1e0a8 SOYLE LS

1 ACTUALS 132200

1 ACTUALS Hanz

1 ACTUALS a1zt

1 ACTUALS 12350062

1 ACTLALS 12330562

TIONT SCOHOLAZTIC

S SCHOLASTIC

SN SCHDLASTIC

S1341 SCEGLASTIC

F13351 SCHOLASTIC

3/25/2016 10:40 AM



