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[ General Information ]

QSS: Quintessential School Systems (QSS) financial software is used by the
Siskiyou County Office of Education and K-12 school districts. Each district
was trained in usage and received a series of manuals. The manuals are
quite extensive and are not written specifically for Siskiyou County Schools.
To assist districts, we have put together this manual to provide assistance
specific to Siskiyou County’s financial system.

References to the Enter Key:
Log on to QSS use only the enter key on alpha portion of key board
After entering system, use only the enter key on the numeric portion of key
board

Year indicator
The QSS screens shown are meant to be generic (year is indicated with YY
rather than a specific year)
Users will see the year resulting from by the log on year



{ Financial Activity Report (FAR110)

Use this report to review all transactions for a specific account string or line item
(revenue and expenditure objects only). It is similar to the General Ledger detail
Report (GLDSUB), however, this report cannot provide balance sheet Object

numbers.
A. Turn on Caps Lock
B. Log On:
C. Password: (your alphanumeric password)
D. From the District Systems menu, select 13. REP — Reports
E. From the District Reporting System menu, select 7. Financial Activity
Report
F. The initial screen:
District: XX Financial Activity Report Writer QSS/0ASIS
District: XX SAMPLE ELEMENTARY
From Date: 0701YY To Date: 0630YY (MMDDYY) -
Report Title: Your Report Title ‘y“’eit?ﬁ‘é;kéﬁfn”ffﬂ?s‘ B-
Select Accounts: Y (Y/N) e
Budget Type W (W/R/A)

(Working/Revised/Approved) |
(Y/N/U/A) (Yes/No/Unappr/Approved) |

Include Budget Transfers: Y
Include Approved/Unapproved GL Trans: B (A/U/B) (Approved/Unappr/Both)
Exclude Pre-encumbrances: N (Y/N)
Print Account Description: N (Y/N)
Use Reference Values: N (Y/N)
Detail Sort 0 (0/1) (O=date, 1-Trnsctn type)

- b R o fe s b

G. Press Enter, F7 to continue to next screen:

District: XX Financial Activity Report Writer QSS/0ASIS
Restricted: C Restricted Field: RS
Sort Sequence: FD

Rollup Levels:
Page Break by:

i Choose from:
i FD =FUND RS
i FN = FUNCTION SH

RESOURCE YR
SCHOOL LD

PROJECT YEAR GO
LOCAL DEFINED

= GOAL

Il

H. Press Enter, F7 to continue to next screen
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Financial Activity Report (FAR110) (continued)

e
District: XX Financial Activity Report Writer QSS/0ASIS
: District: XX From: 0710YY To: 0630YY
! Budget: A Bdgt Tfrs: A GL Trans: A Pre-enc: N Desc: N Ref: N Sort: 0
Sort Seq: FD Restrict: C RS
Rollup Lev: Page break:

Field Sort/Selection Items FD RESC Y OBIT GOAL FUNC SCH LOCAL
| FD=FUND

: RS=RESOURCE

! YR=PROJECT YEAR
! OB-OBIECT

! GO=GOAL

! FN=FUNCTION '
! SH=SCHOOL

! LD=LOCAL DEFINED

Field Range Field Range Field Range

|.  Data can be entered at this point with no spaces, pressing Enter will complete
the screen. Or, the screen appearance changes to all question marks (?) and

dashes (-) after pressing the Enter key, requiring entry in specific fields

District: XX Financial Activity Report Writer QSS/0ASIS
' District: XX From: 0710YY To: 0630YY

Budget: A Bdgt Tfrs: A GL Trans: A Pre-enc: N Desc: N Ref: N Sort: O

Sort Seq: FD Restrict: C RS

Rollup Lev: Page break:

Field Sort/Selection ltems { FD RESC Y OBJT GOAL FUNC SCH LOCAL
| FD=FUND P - - PP PR P W P e accoun
' _ ' by r, leavil
 RS=RESOURCE I R N S R R R 4 7272 E,,?E?,i"a’:y Soaton
! YR=PROJECT YEAR By N R M R T I S b B 777 el
| OB-OBJECT 9% 2. 2 - R MR- W W ornibooron
' ' TIPITIT provides
i GO=GOAL I N S R N N T 7? all Lottery
! FN=FUNCTION P MR- - WD MR- AW W MR fraanions
i SH=SCHOOL I N T T F RN R P PP S 7
! LD=LOCAL DEFINED PRR- PR~ - PR PP MR- 2P 77
Field Range Field Range Field Range

J|Pagc




Financial Activity Report (FAR110) (continueq)
.
District: XX Financial Activity Report Writer QSS/OASIS
! District: XX From: 0710YY To: 0630YY
{  Budget: A Bdgt Tfrs: A GL Trans: A Pre-enc: N Desc: N Ref: N Sort: O
Sort Seq: FD Restrict: C RS ‘
Rollup Lev: Page break: ;
! Field Sort/Selection Items ! FD RESC Y OBJT GOAL FUNC SCH LOCAL
! FD=FUND P 01- - - 5200- ?97?- 7150- 7~ ?77? J DG ISupL. ]
i RS=RESOURCE POPR- PP~ - PP PIVR- YRR 2PR- 77?
! YR=PROJECT YEAR | 01- 4040- ?- ????- 8650- 2410- ???- PP
! OB-OBJECT R A Ry BNy r U N 07?
| GO=GOAL | 01-  2430- - 4377 PP~ W@~ ?P- 2P Senoa Supls ]
i FN=FUNCTION N N N ¥ F R P S S 77
i SH=SCHOOL I r T M T YU T S P Y P R P 7
i LD=LOCAL DEFINED R R e R TR & & & SR S 7
L J Don't use two strings ]
in one unsorted report
Field Range Field Range Field Range

K. F7 launches the report, the system automatically returns the first screen

District: XX

Financial Activity Report Writer

QSS/OASIS

District:

From Date:
Report Title:
Select Accounts:
Budget Type

Include Budget Transfers:

Include Approved/Unapproved GL Trans:
Exclude Pre-encumbrances:

Print Account Description:

Use Reference Values:

Detail Sort

XX SAMPLE ELEMENTARY
0701YY To Date: 0630YY (mmddyy)

W = Working Budget, Y =
Yes budget transfers, B =

- e P e e Vo P P - .

Y (Y/N) Both approved and
w (W/R/A) unapproved
(Working/Revised/Approved) ;

Y (Y/N/U/A) (Yes/No/Unappr/Approved)

B (A/U/B) (Approved/Unappr/Both)

N (Y/N)

N (Y/N)

N (Y/N)

0 (0/1) (O=date, 1-Trnsctn type)

L. Press F8 to exit to menu

M. Print (see Print Spool Instructions)
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Financial Summary Report (FAR300)

This report is one of the most useful reports in the QSS system. Use this report to review activity for
a specific account string, specific Resource, or for entire Funds. Sorting the General Fund by
Resource provides an excellent report to monitor activity.

A. Turn on Caps Lock
B. Log On:
C. Password: (your alphanumeric password)
D. From the District Systems menu, select 13. REP — Reports
E. From the District Reporting System menu, select 7. Financial Summary Report
F. The initial screen:
District: XX Financial Summary Report Writer QSS/OASIS
: Report Title: Your Report Title E
5 From Date: 0701YY To Date: 0630yy (MMDDYY) 5
] Report Format: 4 (H for Help) (Major Object Subtotal) ' W = Working Budget, Y =
Select a Subset of Your Accounts: Y (Y/N) i Yes;;:g;‘r’j\;‘:;e;d'aﬂ
f unapproved
Budget Type W {W/R/A) (Working/Revised/Approved) !
include Budget Transfers: Y (Y/N/U/A) (Yes/No/Unappr/Approved) !
Include Approved/Unapproved GL Trans: B (A/U/B) (Approved/Unappr/Both)
Exclude Pre-encumbrances: N (Y/N)
FARSB3 H.00.07 compiled 09/24/98 11:03
G To isolate current month activity, enter the beginning and ending date of the particular month
in the From and To fields (example used is January)
District: XX Financial Summary Report Writer QSS/0ASIS
Provides specific monlh
d lo date activil
Report Title: Your Report Title ' (f;nuﬁva;o? lhiase;am;,;}
From Date: 0101YY To Date: 0131YY (MMDDYY)
Report Format: 1 (H for Help) {(Major Object Subtotal)
Select a Subset of Your Accounts: Y (Y/N)
W= Working Budget, Y =
Yes bud fers, B =
Budget Type W (A/R/W) : Both ap;?ritvg:nasnirs
Include Budget Transfers: Y (Y/N/U/A) i ferproved
Include Approved/Unapproved GL Trans: B (A/U/B)
Exclude Pre-encumbrances: N (Y/N) _
FARSB3 H.00.07 compiled 09/24/98 11:03




Financial Summary Report (FAR300) (continued)

Press ENTER, F7 to continue to next screen

District: XX Financial Summary Report Writer QSS/0ASIS

Restricted: C Restricted Field: RS
Report Sort Levels: FD RS (Enter RS in this position to sort by Resource) :
: Report Rollup Levels: (Leave blank to request entire fund or account string to be i

Identified in next step)
Income Sort Levels:
Income Rollup Levels:
Summarize Income OBJECT to digits

Expense Sort Levels:
Expense Rollup Levels:
Summarize Expense OBJECT to digits

Choose from:
' FD = FUND RS RESOURCE YR
{ FN = FUNCTION SH = SCHOOL LD

PROJECT YEAR GO = GOAL ‘!
LOCAL DEFIND

Press Enter, F7 to continue to next screen

District: XX Financial Summary Report Writer QSS/0ASIS
Title: From: 0710YY To: 0630YY Format: 1

Bud Type: A InclBud Tfrs: Y GLTrans: A PreEnc: N Restricted: C RS

Report: FD OBIJECT

Income: digits

Expense: digits
Field Sort/Selection Items i FD  RESC Y OBJT GOAL FUNC SCH LOCAL
FD=FUND

RS=RESOURCE
YR=PROJECT YEAR
OB-OBJECT

! GO=GOAL

! FN=FUNCTION

! SH=SCHOOL

! LD=LOCAL DEFINED

Field Range Field Range Field Range

Data can be entered at this point with no spaces, pressing Enter will complete the screen.
Or, the screen appearance changes to all question marks (?) and dashes (-) after pressing
the Enter key, requiring entry in specific fields.

7|Page




Financial Summary Report (FAR300) (continued)
\
District: XX Financial Summary Report Writer QSS/OASIS
Title: From: 0710YY To: 0630YY Format: 1
Bud Type: A Incl Bud Tfrs: Y GLTrans: A PreEnc: N Restricted: C RS
Report: FD OBJECT
Income: digits
Expense: digits
! Field Sort/Selection Items | FD RESC Y OBJT GOAL FUNC SCH LOCAL
PP - - PPY- PP- ?PP7- - 1 W
! FD=FUND LOPP- PPRR- 2 PPPR- PR MR- - 1 PR
| RS=RESOURCE L. PP - MR- MR- MR- M- -
| YR=PROJECT YEAR DR 2P - 2P 2R WP - L 2
| OB-OBJECT L2 2922- - MR- MR- - M- L 2977 -
! GO=GOAL P V- - PP M? 2977 P7- 1 2P-
! FN=FUNCTION A R S T r Ryttt e A P
! SH=SCHOOL D PP - MWIP- WM. MW- - PR
| LD=LOCAL DEFINED - 20 - PP~ ?R2- - RR- L PR
Field Range Field Range Field Range
K. Any field or combinations (Fund, Resource, Object, Goal, Function) can be entered replacing
the question marks (see examples).
District: XX Financial Summary Report Writer QSS/OASIS
Title: From: 0710YY To: 0630YY Format: 1
Bud Type: A  Incl Bud Tfrs: Y GLTrans: A Pre Enc: N Restricted: C RS
Report: FD OBJECT
Income: Examples: Typically one selection per report digits
Expense: digits
! Field Sort/Selection ltems | FD RESC Y OBIT GOAL FUNC SCH  LOCAL
; P 01- 9P - 5200- ???-  7150- ??7- | 27?7 | Travel/Supt.
| FD=FUND e R T I B Y Y CY S T ¥ N S Y YR or
| RS=RESOURCE D 01- 3010 - PP?- 29?2-  222-  ?97- {72997 | Title l-Allactivity
! YR=PROJECT YEAR S N S r SN rrr B M R P Y P
\ OB-OBJECT L01- PPPP- - WP MR- PR~ - | 799 | Selectsortby
| GO=GOAL 23 PR 2 2P - M- - L eourceon
. ‘ e | ——
i FN=FUNCTION Lo PPPP - - PRI~ PPRY- 0 PPP?- PPP- 1 ?P?? | enterO1leave the
| SH=SCHOOL D 7- WP - P- 2. PR - | 2272 | remaining question
| LD=LOCAL DEFINED 2. - 2 9. PP - 297- | 2999 | Marksyields Fund
H ' \ . 01 by Resource
Field Range Field Range Field Range
L. F7 launches the report, the system automatically returns the first screen

o
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Financial Summary Report (FAR300) (continued) ]

District: XX Financial Summary Report Writer QSS/OASIS
Report Title:
From Date: 0701YY To Date: 0630YY (MMDDYY)
Report Format: 4 (H for Help} (Major Object Subtotal) -
W =Working Budget, Y =
Select a Subset of Your Accounts: Y (Y/N) Yes budget ransfers, B =

Bolh approved and
unapproved

Budget Type W (A/R/W) (Approved/Revised/Working);

Include Budget Transfers: Y (Y/N/U/A)
Include Approved/Unapproved GL Trans: B (A/U/B)
Exclude Pre-encumbrances: N (Y/N)

FARSB3  H.00.07 compiled 09/24/98 11:03

M. Press F8 to exit to menu
N. Print (see Print Spool Instructions)

] &
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#= Financial Summary Report Writer (FARS83) 38-SISKIYOU COE (linux) QSS/0ASIS  — | X
Eile Options

HE® 89O @7

© Main Selection® I Reference Typas | Sorts/Rolups* | Accountsl Qistlict[s]l
Financial Summaiy Report Writer

District |38 =] SISKIYOU COUNTY OFFICE OF ED

From Date: [07/0172020 Ll ToDate: [06/30/2021 _ﬂ

Report Tite: |
Report Format Template Last Updated
#|1 |Reportin BUD-86' format _DATA [data/CT| TUE, JUL 07, 2020, 05:07PM
2 |G Summary report $QSS_DATA/data/C| THU, MAY 02, 2019, 03:11PM
3 |GL Summary with exp. breakout £0Q5S_DATA/data/C | THU, MAY 02, 2019, 03:11PM
4 |'BUD-86' with expense breskout $05S_DATAARGRAC | THU, MAY 02, 2019, 03:10 PM
5 |Reportn 'SACS' format $0SS_DATAdatajC

Budget sourge: W - Working
Include Budget Transfars: IN - No Budget Transfers

fIncluds .ﬁ.p;:rovedlu.ﬁapj.:rwed GL Trailsi B - Bth approved and unapproved liansactions
Excluds Pre-Encumbrances{—
Use Raference Values: [~

Usersec: Y RYANN2 NNNNY SUSER SBRO38 Y2021 Dist:38 Site:0  3/9/2021 1:08 PM




$= Financial Summary Report Writer (FARSB3) 38-SISKIYOU COE (finux) QSS/QASIS — O ﬂ
File Qptions

H2 QO

Main Selectior* @ Rieference Types | Sorts/Rollups* | Accounts| Distict(s)]

Reference Type Low Value |High Value
1
2
3
4
L)
[ ]
7
8
9
10
m
12
13
14
15
16
17
s
19
20 v
Usersec: Y AYANN2 NNNNY $USER SBRO38 Yr2021 Dist:38 Site:0  3/972021 1:10PM

Leave Blank



= Financial Summary Report Writer (FARSB3) 38-SISKIYOU COE (linux) QSS/OASIS  — O X
File QOptions
> | § - [
H2 Q02 |
Main Seleclion“l Beference Types @ Sorts/Rollups™ | Accounlsl gislrict[sll
Resticted/Unvestiicted: | C - Combine Restiicted/Unrestricted vl Summarze income 0BJT to | digits
Restricted Field: [RS - RESOURCE =] Summarize expense OBJT to | digits
e e——
/] Sort }nlup Income Rolup |Expense Rolup
1 |P-AND
2 |RS-RESOF
3
4
5
LI
Y 4
8
N
Usersec: Y RYANN2 NNNNY SUSER SBRO38 Y2021 Dist38 Sked 3/9/2021 1:11 PM

You can change the way this report is sorted on this page.

The example above is sorted by Fund, then Resource. Double click on any line between 1 and 8 to
see your options to either change or leave blank.



55 Financial Summary Report Writer (FARSB3) 38-SISKIYOU COE (linux) QSS/0ASIS - O X
File Options
H2 80 »@
Main Sdection‘l Beference Types | Sorts/Rollups* [_.__A—Md?j] D_islrict(s]l
Range
Field Tow High
| -] [ =) | |
g??-‘»???-?-”??-???9—”??-?”-9???? '-| | =] -
g??—"???— —""??—??7"—”???—?7"—"????El [ lJ I I
g??—”"??—?-??"”—”???—???"-"”"—?????3 { ﬂ I |
v
| I
22-2222-2-2222-2222-2222-222-22222
i - [ ol [
g??-?o??—?-?”9-9???-?7”-9??—?????ﬂ [ 3 r |
E{??'????'?'?”’"???'???°'°°°'?????E] [ -] | |
}__J??-?‘>??-?-?7”-????-????-7”-9?';??E| | -] | |
E[??—:n??-?-??”-"???—???7—7”-?????3 l =] | |
_Ll??-????-?-9???-???9-????-7”-9????_vJ I = [ ]
| )| I
Usersec: Y RYANN2 NNNNY SUSER SBRO3D VY2021 Dist3s Sked | 3/3/2021 1:15PM |

Key in your account string or Fund, Resource, Object, Goal or Function.
If you want this report by Field, use the drop down menu and select from those options.
To show a range, put in the field (ie Object, Resource, etc.) from lowest to highest.

When complete, click on the Lightening Bolt to get your report.



Financial Statement (GLD400)

Turn on Caps Lock
Log On:

mTmoow>

The initial screen:

Password: (your alphanumeric password)
From the Districts System menu, select 13. REP-Reports
From the District Reporting System menu, select 8. Request Financial Statement

District: XX Request Financial Statement

Report Title: Your report title
From Date: 0701YY To Date: 0630YY (MM
Select Account Subset: Y (Y/N)
Include Approved/Unapproved GL Trans: B (A/U/B)
Break by Resource: N (Y = Fund/Resource, N =

QSS/0ASIS

Enter “Y

H " (Yes) lo print
DDYY) ; resourc-e_s separalely

Fund only)

To

Press Enter, F7 to continue to next screen
Data can be entered at this point with no spaces, pressing Enter will complete the screen. Or,

the screen appearance changes to all question marks (?) and dashes (-) after pressing the Enter
key, requiring entry in specific fields

District: XX Request Financial Statement

QSS/0ASIS

From: 0701YY To: 0630YY
GL Trans: A

Report Title:

—Field Sort/Selection Items———

FD=FUND
RS=RESOURCE
YR=PROJECT YEAR
0B=0BJECT
GO=GOAL
FN=FUNCTION
SH=SCHOOL
LD=LOCAL DEFIND

Field Range Field

FD RESC Y OBJT GOAL FUNC SCH LOCAL
01-7272-2-72272-7722-2222-227-22727

Range Fleld Ran

This entry selects only
General Fund for example

l. F7 launches the report, the system automatically returns the first screen

District: XX Request Financial Statement
Report Title: Your report title

From Date: 0701YY To Date: 0630YY (MMDDYY)

: Select Account Subset: Y (Y/N)
Include Approved/Unapproved GL Trans: B (A/U/B)
: Break by Resource: N (Y = Fund/Resource, N =

QSS/0ASIS

Enler “Y" (Yes) to prinl
H resources separately

J. Press F8 to exit to menu

K. Print (see Print Spool Instructions)
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Board Financial Summary Report (GLD500)

Turn on Caps Lock

Log On:

Password: (your alphanumeric password)

From the Districts System menu, select 13. REP-Reports

From the District Reporting System menu, select 9. Request Board Financial Summary Report
The initial screen

Tmo o>

District: XX Request Financial Statement QSS/0ASIS
: Report Title: Your report title
From Date: 0701YY To Date: 0630YY (MMDDYY)
8 Select Account Subset: Y (Y/N)
:Include Approved/Unapproved GL Trans: B (A/U/B)
: Break by Resource: N (Y = Fund/Resource, N = Fund only)

Enter “Y* (Yes) lo prinl
resources separalely

G. Press Enter, F7 to continue to next screen

District: XX Request Board Financial Summary QSS/0ASIS

From: 0701YY To: 0630YY Report Title:
GL Trans: A

—Field Sort/Selection Items

FD RESC Y OBJT GOAL FUNC SCH LOCAL

FD=FUND
RS=RESOURCE
YR=PROJECT YEAR

OB=0BJECT
GO=GOAL
FN=FUNCTION
SH=SCHOOL
LD=LOCAL DEFIND
Field Range Field Range Field Range
H. Data can be entered at this point with no spaces, pressing Enter will complete the screen. Or,

pressing Enter before any data is entered causes the screen appearance to change to all question
marks (?) and dashes(-)
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Board Financial Summary Report (GLD500) (continued)

District: XX Request Financial Statement QSS/0ASIS
From: 0701YY To: 0630YY Report Title:
GL Trans: A
—Field Sort/Selection Items FD RESC Y OBJT GOAL FUNC SCH LOCAL
01-27227-7-7222-2727-2227-277-77?27?7 Select General Fund only
FD=FUND 29-22272-2-2222-22272-27222-227-222727
RS=RESOURCE PR-2227-2-2222-2222-2222-222-22727
YR=PROJECT YEAR P9-22972-2-2722-2922-22722-222-22277
OB=0BJECT PR-2207-2-7227-2222-272272-277-72?2727
GO=GOAL 22-2227-2-2722-2227-2222-227-?2777?
FN=FUNCTION 29.2277-2-272272-2727-2222-292-29727
SH=SCHOOL P2-22727-2-2927-2922-22272-27272-2277?7
LD=LOCAL DEFIND 27-2977-2-2002-2222-2222-2272-227727
R?-272?-2-2?07-2772-22?7-222-?2?2722?7

Field Range Field

Range

F7 launches the report, the system automatically returns the first screen

District: XX Request Financial Statement QSS/0ASIS
: Report Title: Your report title
From Date: 0701YY To Date: 0630YY (MMDDYY)
5 Select Account Subset: Y (Y/N)
Include Approved/Unapproved GL Trans: B (A/U/B)
Break by Resource: N (Y = Fund/Resource, N = Fund only)
J. Press F8 to exit to menu
K. Print (see Print Spool Instructions)
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General Ledger Detail Report (GLDSUB) ]

General Ledger Detail reports are used to review Balance Sheet Objects Numbers. For
example, this report is necessary for the balancing of the Health and Welfare
Deductions Object 9514, Accounts Receivable and Payable clearing, and Investment
monitoring.

A. Turn on Caps Lock

B. Log On:

C. Password: (your alphanumeric password)

D. From the District Systems menu, select 6. General Ledger Reports

E. From the General Ledger Report menu, select 12. General Ledger Report Writer
District: XX General Ledger Report Writer QSS/0ASIS

District: XX SAMPLE ELEMENTARY
From date: 0701YY To date: 0630YY (mmddyy)
Report title:

Select Accounts: Y (Y/N)

Include Approved/Unapproved GL Trans: B (A/U/B)(Both Approved/Unapproved)
Summarize Revolving Cash Transactions: Y (Y/N)
Print Account Description: N (Y/N)
Use Reference Values: N (Y/N)
Combine GL Sub-Objects: N (Y/N)

Select Report(s):
Y GLD110 Detail G/L GLD110 format: (1 - 5 or H=Help)
GLD110 sort: 1 (1=Date, 2=Date/Date-Ent)

g

GLD115 G/L Recap
GLD125 Trial Balance

GLDSUB H.00.15 compiled 02/27/02 10:46 USERSEC:Y00Y

F. Press Enter, F7 to continue to next screen

District: XX General Ledger Report Writer QSS/0ASIS

Restricted: C Restricted Field: RS
Sort Sequence: FD
Rollup Levels:
Page Break by:

Choose from:

FD = FUND RS = RESOURCE YR = PROJECT YEAR GO = GOAL
FN = FUNCTION SH = SCHOOL LD = LOCAL DEFIND
G. Press Enter, F7 to continue to next screen



General Ledger Detail Report (GLDSUB) (continued)

District: XX General Ledger Report Writer QSS/0ASIS
District: XX SAMPLE ELEMENTARY From date: 0701YY To date: 0630YY
Report type: 1 Detailed G/L Detail Sorted by Date
App/Unapp GL Trans: B Summarize RC: Y Acct Desc: N Refs: N SO: N

Sort Levels: FD Restricted: C RS
Rollup Levels: Page break:

—Field Sort/Selection Items FD RESC Y OBJT GOAL FUNC SCH LOCAL

]
FD=FUND
RS=RESOURCE
YR=PROJECT YEAR

]
]
1
OB=0BJECT ]
GO=GOAL 1
FN=FUNCTION ]
SH=SCHOOL ]
LD=LOCAL DEFIND ]
]
Field Range Field Range Field Range
H. Data can be entered at this point with no spaces, pressing Enter will complete the screen. Or,

pressing Enter before any data is entered causes the screen appearance to change to all
question marks (?) and dashes(-)

District: XX General Ledger Report Writer QSS/0ASIS
District: XX SAMPLE ELEMENTARY From date: 0701YY To date: 0630YY
Report type: 1 Detailed G/L Detail Sorted by Date
App/Unapp GL Trans: B Summarize RC: Y Acct Desc: N Refs: N SO: N

Sort Levels: FD Restricted: C RS
Rollup Levels: Page break:

—Field Sort/Selection Items FD RESC Y OBJT GOAL FUNC SCH LOCAL

27-2772-2-2227-2222-2222-222-22277
FD=FUND 27-2727-7-2277-2222-2222-222-22277
RS=RESOURCE 27-2297-2-2222-2227-2222-222-22272
YR=PROJECT YEAR 27-2277-2-2722-2227-2722-222-2277?
0B=0BJECT 27-2272-2-2227-2272-2222-222-2277?
GO=GOAL 22-2927-2-2792-2222-2722-222-22227
FN=FUNCTION 27-2977-2-2222-2222-2222-227-2277?
SH=SCHOOL 22-7927-2-2222-2222-2272-222-2227?
LD=LOCAL DEFIND 22-2977-2-2227-2292-2222-222-227972

27-2977-2-2277-2222-2222-222-27227

Field Range Field Range Field Range
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General Ledger Detail Report (GLDSUB) (continued)

l. Examples:
District: XX General Ledger Report Writer QSS/0ASIS
District: XX SAMPLE ELEMENTARY From date: 0701YY To date: 0630YY
Report type: 1 Detailed G/L Detail Sorted by Date
App/Unapp GL Trans: B Summarize RC: Y  Acct Desc: N Refs: N S0: N
Sort Levels: FD Restricted: C RS
Rollup Levels: Page break:
—Field Sort/Selection Items FD RESC Y OBJT GOAL FUNC SCH LOCAL
??-7777-7-9514-2227-2222-27?-22?2? Health and welfare balancing
FD=FUND ??7-2077-7-2227-2°007-7277-272-22277
RS=RESOURCE ?7-7??7-7-9150-7227-2227-227-227227 Investment monitoring
YR=PROJECT YEAR ?7-2727-7-2700-7777-72°0-727-22727
OB=0BJECT ?7-7777-7-9208-7727-7??7-?27-2727? Accounts Receivable
GO=GOAL ?7-7777-7-9209-2777-2227-7222-22277
FN=FUNCTION ?7-7777-7-9210-2722-72272-727-?2227?7
SH=SCHOOL ??-2277-2-277°-2797-2277-7?2-277?7?7 Note: Examples would
LD=LOCAL DEFIND ??-72?7-2-77727-27277-2277-7277-2777? be separate reports
PP-7797-2-2070-2227-2772-272-227272
Field Range Field Range Field Range
J. F7 launches the report, the system automatically returns the first screen
District: XX General Ledger Report Writer QSS/0ASIS

District: XX SAMPLE ELEMENTARY
From date: 0701YY To date: 0630YY (mmddyy)
Report title:

Select Accounts: ¥ (Y/N)

Include Approved/Unapproved GL Trans: B (A/U/B)(Both Approved/Unapproved)
Summarize Revolving Cash Transactions: Y (Y/N)
Print Account Description: N (Y/N)
Use Reference Values: N (Y/N)
Combine GL Sub-Objects: N (Y/N)

Select Report(s):
Y GLD110 Detail G/L GLD110 format: (1 - 5 or H=Help)
GLD110 sort: 1 (1=Date, 2=Date/Date-Ent)

—_

GLD115 G/L Recap
GLD125 Trial Balance

GLDSUB H.00.15 compiled 02/27/02 10:46 USERSEC:Y00Y

K. Press F8 to exit to menu
L. Print (see Print Spool Instructions).

25| P a

i



o3¢t |9z

007029 00°0
007049 00°0
00°0 00°0

v 6vs
00°0 v evs
00°0 00°Sce
0070 007008
00°0 L8°¢€¢
00°0 2870
00°0 00°0
S0°/6
S0° /6 00°0
G0°/6 00°0
00°0 0070
vec 6l
e 6l 00°0
ve 6vL 00°0
000 00°0

1Ia34o 11830

} 39vd AA/Z2/10 917 00°H

0LLA®

€96ir

00000-000-0000-0000-¥156-0-0E¥2-10

00000-000-0000-0000-+156-0-0E¥2- 10

00000-000-0048-055€-0095-0-0€¥2- L0

00000-000-00/8-055€-0095-0-0€vC- 10

00000-000-0001-055€-002S-0-0€¥C- 10

00000-000-0004-0S55€-126G-0-0E¥2C- 1O

00000-000-0000-0000-6056-0-0E¥C- L0

00000-000-0000-0000-20S6-0-0E¥C- L0

V307 HOS ONNd 1v09 Lrgo A 9S3d dd

¥00€80-Ad AA0Z/0E/80
AAOZ/B2/ 20 N3g-Ng
$062L0-Ad AA02/62/L10
AAOZ/10/20 QHYMHOd 3JONVIvE
HONOHHL SSVd MR H P1G6

AA0Z/0€/90 3ONVIvE ONIAN3
ALIAILOV TV1OL
LOIHISIA NOILO310Hd 3IHId
L0€9/2¢2 00€69 0¥00¥0-10 AADC/80/20
LOIHISIA NOILO310Hd 3HIA
L0€9/2 00€69  6€£00%0-10 AA0C/80/20
1004 40 13374
66c9.¢ 00009  8000¥0-T10 AA0Z/80/.0
SS373HIM 3544
86c¢9.L¢ 180002 €€00¥0-710 AA02/80/20
AA0Z/10/L0 QHYMHO4 3IONVIvE
gvIT LIN3HHNO 3718VAVd SINNOJJY 01s6

AA0Z/0€/90 IONVIVE ONIANI
ALIAILOV V10l
JONVIVE ONINNID3G
000000-99 AA0Z/10/20
AA0Z/10/L0 QHYMHO4 JONVIvE
HA dQ0-dN 13S 378VAVd SINNOOOV 6056

AA0Z/0E/90 IONVIVE HNICNI
ALIATLOV V101
AONVIVE ONINNID34
000000-99 AA0Z/10/Z0
AA0Z/10/20 QYvMHO4 3IONVIvE

HVY3A N3IAT - dNL3S 3T8VAVd "10V ¢0s6
NOILdIHOS3d NOILJOVSNVHL
INVHHYM HOAN3A 30ON3H343Y 31va
aNNd TYH3IN3D L0: ann4

» Q3ANTONI SNOILIJVSNVHL Q3IAOHAAVNN «
AADZ/0€/90 OL AA0Z/L0/L0

439037 vHINID a@37IvLi3a AHVYLINIW3INT JTdWVYS XX

(ansa@1o) sidweg jiejaq 19bpa jessusn




99-g/e‘¢e

99°6/e‘e 00'0
96'.2 00°0
2z'992 00°0
95 .2 00°0
¥.°502 00'0
9622 00'0
66° 102 00°0
9522 000
Ly 186G 0070
00029 00°0
110349 LIg3a
2 39vd AA/Z2/10 91°00H

0LEamd

00000-000-0000-0000-%156-0-0€¥C- L0
00000-000-0000-0000-%156-0-0€¥2-10
00000-000-0000-0000-¥1S6-0-0€¥C- L0
00000-000-0000-0000-¥156-0-0€¥2- 10
00000-000-0000-0000-%7156-0-0E¥2- 10
00000-000-0000-0000-¥156-0-0EYZ- 10
00000-000-0000-0000-+156-0-0€vc- L0
00000-000-0000-0000-¥156-0-0€¥2- 10

00000-000-0000-0000-%156-0-0c¥C- 10

AATLE/ LD
AAOZ/1E/ L0
AN/ LLI2L
YYNIAFANEAL
AAIOE/ 1L
AAOZ/0E/ 1L
AA/B2/O0k
AAOZ/82/01
AADZ/0E/60

AA0Z/0€/80

HONOYHL SSvd

AA0Z/0€/90 JONVIvE ONIANI

934-Ad
SOLEL0-Ad
93H-Ng
SO0LEL0-Ad
93H-Ad
v0/llcl-Ad
O34-Nd
Y0LLTh-Ad
O34H-Ad
Y00EL1-Ad
934-Ng
700€L1-Ad
93H-Ad
70620} -Ad
934-Nd
06201 -Ad
D34-Nd
¥00€60-Ad
N38-Ng

NOILdIHIS3IA NOILOVSNVHL
V307 HIOS ONNd V09 Lra0 A 0S3H d4  LNVHHYM HOAON3IA JONIHI43H

aNNd TYH3IN3ID

+ J3ANTONI SNOILJVSNYHL Q3IAOHAAYNN «

AA0Z/0E/90 OL AAOZ/L0/L0

€961r 439037 vHIN3D a37I1v.Laq

ALIAILOV VLOL

AAOZ/1E/ 10
AAOZ/LE/ 10
AAOZ/ LV 2}
AAOZ/LLIZH
AAOZ/0E/ LL
AA0C/0E/ L1
AA0Z/68/01
AKOZ/62/01

AA0Z/0€/60

31vad

L0 anNn4d

AHVINIGWITI ITdWYS XX



Payroll Prelist Reports

Use this report to audit the payroll entered into QSS.

A Turn on Caps Lock
B. Log On:
C. Password: (your alphanumeric password)
D. From the District Systems menu, select 9. Payroll
E. From Payroll System menu, select 2. Payroll Reports
F. From Payroll Reports Info menu, select 1. Request Payroll Prelist Report
G. The initial screen:
District: XX Request Payroll Pre-list Reports QSS/0ASIS
Report title:
Year: Payroll name: Pay date: Period end:
Pay Schedule CY R/S Pay Codes
H. Screen example for Regular (REG) Payroll
[ Actual Pay Date

District: XX Request Payroll Pre-1li eports QSS/0ASIS I

i _Your report title

Regular Payroll
Year: YY  Payroll name: REG Pay date: 01/31/20YY Period end: 01/31/20YY
Pay Schedule CY R/S Pay Codes

EOM10 10 MO EMP., 10 CHECKS,NO BENES MO REG 01 02 05 06 81

EOM11 11 MO EMP.,11 CHECKS,NO BENES MO REG 01 02 81

EOM11D 11 MO EMP.,12 CHECKS W/BENES MO REG 01 02 81 10

EOM12 12 MO EMPLOYEE, 12 CHECKS MO REG 01 02 05 06 07 81 10
EOM9 9 MO. EMP.,SEPT.-MAY, NO BENES MO REG 02

EOM10B 10 MO EMP.,10 CHECKS,12 BENES MO REG 01 02 81 10

EOM10D 10 MO EMP.,12 CHECKS W/BENES MO REG 01 02 81 10

EOM11B 11 MO EMP.,11 CHECKS,12 BENES MO REG 01 02 81 10

l. Screen example for Supplemental (10" of the month) Payroll

District: XX Request Payroll Pre-list Reports QSS/0ASIS

Report title: Your report title
Year: YY Payroll name: SUPP Pay date: 02/10/20YY Period end: 02/28/20YY

Pay Schedule CY R/S Pay Codes
SUPMNT 10TH OF MONTH SUPPLEMENTAL MO SUP 01 02 03 04 05 06 81 10

J. Press Enter, F7 to continue to next screen
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Payroll Prelist Reports (continued)

QSS/0ASIS

All reports indicated with “Y" (Yes}
should be reviewed before payroll
submission lo SCOE

District: XX Request Payroll Pre-list Reports

Select Num Totals

Y/N Copies Only

Y 01 N D: Y PAY510 - Payroll Pre-list

N 01 N PAY240 - Payroll Fund Transfer

N 01 N PAY250 - Alpha Payroll Register

N 01 N PAY260 - Payroll Earnings Register
N 01 N PAY270 - Labor Distribution

N 01 N PAY290 - Emps. Paid First Time

N 01 N PAY320 - Benefits Distribution

Y 01 N PAY322 - Benefits Distribution (alpha)
N 01 N PAY600 - Vol-ded by Vol-ded number
N 01 N PAY610 - Vol-ded by Employee

N 01 N PAY620 - Vod-ded Summary

Y 01 N RCA500 - Retirement Exception List
Y 01 N RCA215 - STRS Pre-list

Y 01 N RCA225 - PERS Pre-list

Press Enter, F7 to continue to next screen

District: XX Request Payroll Pre-list Reports QSS/0ASIS

Optional Selection Criteria

Max Net Pay:
Last Name From: To:
Control Group: Pay Codes:
Pay location: Ret System:

Bal of contract

: N (Yes/NO)55rand Commentoption 1" is used most | GIOUP
SSNs: - - . often for PAY 510/512 and RCA 500 s A S
—— Y510/512

Error Codes:
Comment Types:
Comment Dates

From: To:

PAY510 Sort Option: 1 1-Name 2-Pay Code 3-Control Group 4-Pay Location
PAY512 Sort Option: 1 1-Use PAY510 sorts 2-by Exception
—— RCA500
Sort Option: 1 1 - Ret System 2 - Error Code 3 - Pay Code
Comments: 1 1 - Print comments 2 - Notify of existence only

Currant month for top line

— RCA215
STRS Svc per start: 0101YY End: 0131YY (MDY)
Arrears start: 0701YY End: 1231YY (MDY)

RCA225
PERS Svc Period: 01YY (MMYY)
Arrears: 07YY_ (MMYY)
——

of RCA section

Press Enter, F7 to launch the report
The system automatically returns to the menu
Print (see Print Spool Instructions)

——— Arrears should be July
1890 thru prior manth
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Payroll Non-Paid Benefit Prelist Reports

Use this report to audit the benefits of individuals not receiving a pay check.

A Turn on Caps Lock

B. Log On:

C. Password: (your alphanumeric password)

D. From the District Systems menu, select 9. Payroll

E From Payroll System menu, select 2. Payroll Reports

F. From Payroll Reports Info menu, select 2. Request Non-paid Benefits Prelist Report
G. The initial screen:

District: XX Request Non-Pay Benefit Prelist Reports QSS/0ASIS

Report title:
Year: Payroll name: Posting:
BENSUB H.00.00 compiled 02/24/98 06:23

Benefit Run
Last working day before

H. Screen example for Benefit run oavroll un date
District: XX Request Non-Pay Benefit 15t Reports ASIS
Report title:
Year: YY Payroll name: BEN Posting: 01/28/20YY
Pay Schedule CY R/S Pay Codes
BEN12 BENEFITS ONLY - 12 MONTHS MO REG 07 81

Use 'Y' to select the reports you wish to produce

Vol-ded by vol-ded# (PAY600): N
Vol-ded by employee (PAY610): Y Vol-ded summary (PAY620): Y
Benefit distribution (PAY320): VY

I Press Enter, to continue to next screen

District: XX Request Non-Pay Benefit Prelist Reports QSS/0ASIS
Sort option: 1 (BEN510 report only)
Choose from: 1 - Last Name 3 - Control Group
2 - Pay Code 4 - Pay Location

Optional Selection Criteria
From last name:
To last name:
Control Group:
Pay location:
Pay Codes:
Retirement system:
Social Security Numbers

J. Press Enter to launch the report
J. The system automatically returns to the menu
K. Print (see Print Spool Instructions)
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[ Employer Paid Benefit History Report (PAY328)

Use this report to review employer paid benefits history. Very useful in balancing the
health and welfare deductions that are posted to objects 3400s, 3700s and 9514.

A. Turn on Caps Lock

B. Log On:

C. Password: (your alphanumeric password)

D. From the District Systems menu, select 9. Payroll

E. From Payroll System menu, select 2. Payroll Reports

F. From Payroll Reports Info menu, select 15. Request Employer Paid Benefit History Report
(PAY328)

G. The initial screen:

District: XX Request History Report from Benefit History Files QSS/0ASIS

Report Title: District: XX (blank for all)

Sort: 1 (1=Acct 2=Name) Include Cancelled Warr in Totals: Y (Y/N)
Detail Level: 1 (1=Employee detail 2=Employee totals 3=District summary )
History from: to Interpret as date? Y (Y/N) File Mnemonic: PE

Files:

BNRQST H.00.03 compiled 10/17/03 14:43 Page 1 of 2

H. Screen example for employees that receive a paycheck PE indicates
Sort by name summary for

individuals

receiving a

. . . . . . heck
District: XX Request Hlstocu/”agft from Benefit History Files QSS/0ASIS —
Report Title: PAY ENEFIT AUDIT District: XX (blank for all)

Sort: 2 (1=Acct 2=Name) Include Cancelled Warr in Totals: Y (Y/N)
Detail Level: 1 (1=Employee detail 2=Employee totals 3=District summary )
History from: 0701YY to 0131YY Interpret as date? Y (Y/N) File Mnemonic: PE

Files: PE013105 PE073004 PE081004 PE083104 PE091004 PE093004 PE101104
PE102904 PE111004 PE113004 PE120704 PE121704 PE123004

Make your file selection & press <ENTER> before continuing...

Screen example for employees that receive benefits only (including employees that receive
benefits during the summer, but no paycheck)




[ Employer Paid Benefit History Report (PAY328)

BN indicates

summary for
District: XX Request History Report from Benefit History Files QSS/0ASIS ] individuals
receiving
Report Title: PAYROLL BENEFIT AUDIT District: XX (blank for all) //////ﬂ bam@soMy
Sort: 2 (1=Acct 2=Name) Include Cancelled Warr in Totals: Y (Y/N)

Detail Level: 1 (1=Employee detail 2=Employee totals 3=District summary )
History from: 0701YY to 0131YY 1Interpret as date? Y (Y/N) File Mnemonic: BN

Files: BN0O12805 BN072904 BN083004 BN092904 BN102804 BN112904 BN121604

J. Press Enter, F7 to continue to next screen
District: XX Request History Report from Benefit History Files QSS/0ASIS
Report Title: PAYROLL BENEFIT AUDIT District: XX (blank for all)

Sort: 2 (1=Acct 2=Name) Include Cancelled Warr in Totals: Y (Y/N)
Detail Level: 1 (1=Employee detail 2=Employee totals 3=District summary )
History from: 0701YY to 0131YY Interpret as date? Y (Y/N) File Mnemonic: PE (or BN)

SSN Mask: 0 (0=no mask, 1-9 for mask)
District/SSN: / - - / SN / - / =i =
/ - -

FD RESC Y OBJT GOAL FUNC SCH LOCAL

COBNONDWN =
-~
-
)
=)
=3
-~
-~
:
-~
'
-~
=)
-2
-~
)
-~
-~
-3
-3
)
“
-~
-~
-
)
Y
-~
-~
)
>
N
N
~J)
X

—_

BNRQST H.00.03 compiled 10/17/03 14:43 Page 2 of 2

No entries needed on this screen

Press Enter, F7 to launch the report

The system automatically returns to the menu
Print (see Print Spool Instructions)
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Instructions For Running a PAY 328 Report
1

‘ﬂ- QSS ControlCenter 38 SISKIYOU COE (linux) 198.189.71.135/1.65.. —

Eile View District Year Messages Window News Help+Video
| :

Ao

o %'-""  Favorites

e

/6o
E]%’f Print Manager / Job Menu / Utilities

5
o Print Manager

|

! ( o= Job Menu |

i' (g9 upload 1Dowrioad Fies (asSXFR)
Il E} é’_ Finanee

‘ - AR (AR, XR, RR - No invaidng)

5 AR (Invoicmg and Biling Management - RI, RP)

- Budget Development
~§ Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
g Journals, Transfers (OC, E, TF, TV)
----- Q Manual Payroll Encurbering
t‘; Payroll Transfers
G VLD Payment Processing
ﬂ Warrant Management (Caneels, Hangd Issues, Recon.)
FHi 7 AP fpurchasing
: ﬂ Accounts Payable
.- G’ AP Batch Maintenance
G Purchase Orders / Requisitions
: % Reguisition Routing Master Fies
ﬂ Vendor Maintenance
= -.g / Lookups
%33 vendor Lookup
E] '7_ _/ Settings / Master Files
: 'y_—f Aceount Maintenance
:: - ;{ﬁ Chart of Accounts f Beginning Balances
E-f7 w2/ 1099




$= Job Menu 47-SISKIYOU COUNTY OFFICE OF ED QS5/0... — O X

File View

| Search fom-'ld.2 lines.

Options Help+Video Description (F1) Example (Ctrl=F1)

cH L?L} (2 Q

View — Show |
 Jee (& Grid ¢ ShowAl ¢ Show Only Favorites |
Search: [Benefit History Report
Job Title JCL Name
B jBenefit History Report/Logon DI (PAY328) ) PAY328LD.PAY328LD
Benefit History Report/Select DI (PAY323) PAY328SD,PAY3285D

Yr:2021 Dist:47 Site:0 37972021 [317PM




= Request History Report from Benefit Histoiy Files - Logon Distnct ( PAY328 )

File Options

2 F Ik Do

Report Selextions | Sepact Berediz/SSN/Actourts

Regent Titie ‘_ } i o
For District [47- SISKIYOUCOUNTY OFFICEOFED -
Sortfy [Accourt =] Wice Cancelted viar in Totwls: [Yes ]
Cetail H l&b;nbdi BJ Repeat Employea Name
History Frome o | inrretas Oote. [Yes =] a.w«u1‘z: N |
Files: LstEiles |

v

| Yr: 2021 Dist: 47 SRe- 00 GSc W | 3/9/2021 | 3:19:27 PM

This report can be sorted by Account or Name.

The Detail Level can be Employee Detail, Employee Totals or District Summary.
In the Include Canceled Warrants in Totals, change Yes to No.

PN is for Regular Payroll; BN is for Benefit Runs.

Fill in the dates and click List Files.

Payroli Periods will appear in the yellow box.



i= Request History Report from Benefit History Files - Logon District ( PAY328 ) L= a X
File Options

el 2 3 § 0 Do -

Repot Seections  Select Benefils/SSN/Accowta
Bonefits Seloctian

Select the benefita you wark computad by indicating the column (01 - 24) in which you want
the benefit 1o print. Leave the colurmn biank for amy benefit you wish 1o omit from the repart

STRS 00 ~] PERS @ ] oasOl [ =] HW o =] su
WORHCOMF DG v] [ =l [ =] weo 7 =
= eemsma [ ] =
= = =
Othes Seleciions
SN Masiing [N ~ | include PR Trarsters: [Yes  w
cszesio [ o] - [ =] Swehon| | CaseSersitveSemch Mo v

Drstnct SSN/EXTREF ) SSNEXTREF Help |
[az vI ] f[o ]| ——e— | [v=
Fde—) FIC

FD RESC Y OBJT GOAL FUNC SCH LOCAL

bl

22-2222-7-2722-2222-2222-222-22222
22-2222-2-2222-2222-2222-222-22222
22-2222-2-2222-2222-2222-222-22222

22-2222-2-2222-2222-2222-227-22222

v

| Vr: 2021 Dist 47 Site: 00 G5 W | 3/9/2021 | 3:28:52P1

Use the drop down arrows in each Benefit Selection to number how you would like to see the
benefits on the report. DO NOT use Pers RLR (no longer effective).

Mask the SSN's, again use the drop down arrow.

You can run this report by either the SSN or Account String.



Cash Deposit J

Posting a Cash Deposit

OTMmMoO >

Turn on Caps Lock

Log On:

Password: (your alphanumeric password)

From District Systems menu, select 6. GLD - General Ledger

From General Ledger System, select 1. Maintain Gen Ledger Transactions
From General Ledger Transaction Maintenance screen, select F6 Deposits (DC)
From Cash Deposit Maintenance screen, select F5 Add Deposit

District: XX Add Cash Deposit QSS/0ASIS

Year: YY

District: XX SAMPLE ELEMENTARY
Deposit Number: 010000
Copy From:
Year: 01
Date: 0714YY
Description: REFUND TRANS COSTS

K.

From Add Cash Deposit screen (shown above), enter the following:
» Deposit Number. Automatically entered, system odometer assigns the number
» Copy From: Leave blank or copy existing deposit from current or prior year
» Year: Change only if copying an existing deposit from a prior year
Press Enter, the Date and Description fields will then display
In the two additional fields that display, enter the following:
» Date: Posting date of transaction automatically entered
> Description: Description of Deposit (Example: Refund Trans Costs)
Press Enter

District: XX Add Cash Deposit QSS/0ASIS
Deposit No: XX YY 0Y0000 Date: 06/30/20YY SALMON RV VILLAGE

Ln

FD RESC Y OBJT GOAL FUNC SCH LOCAL Amount AR
01-0000-0-4300-0000-7200-000-00000 220.83 N

Desc: SALMON RVR RESTORATION COUNCIL

-------------------------------------------------- lines omitted—------------ommmmaa

N
Desc
Page total: 220.83
Go to line: Deposit total: 220.83
L. From the above screen displayed, enter the following:

> Account string: Enter account string(s) to post deposit amount

> Desc: Enter description of line item (Example: Name of Payor)

» Amount Enter amount (full amount to one account string, or partial
amounts to various account strings) (Rebates are also a positive amount, as shown
above)

> AR: If deposit is an accounts receivable from prior year, enter Y

M. Press Enter, then F7 Continue to update. This returns the Cash Deposit Maintenance screen.
N. To Exit, select F8 Return to menu.

NOTE: To change or inspect a cash deposit, from the Cash Deposit Maintenance screen, select
F6 Inspect Deposit, or F7 Change Deposit. You may only change a deposit before it is
approved,




[ Cash Deposit (continued)

Printing a Cash Deposit Report

Turn on Caps Lock

Log On:

Password: (your alphanumeric password)

From District Systems menu, select 6. GLD - General Ledger

From General Ledger System, select 1. Maintain Gen Ledger Transactions
From the Maintain General Leger Transactions, select F4 Reports

From the Financial Report Selection menu, select 7. Deposit Reports

Press Enter, then select F7 Continue

ITommoow>

District: XX Deposit Reports QSS/0ASIS
Year: YY
Report title: DEPOSIT/RECEIPT TRANSMITTAL

Date range: -
Reference# range: -
Date entered range: 0701YY - 0731YY

Cash Deposit Report (DC0100)

Report: 1 1
2 = Deposit Report (DC0200)

Report Type: 3 1 Approved Only
Unapproved Only
All
DC0100 - DC0200
Sort by: 3 1 Date Sort by: 1 1 RESOURCE /OBJECT |
2 Cash Receipt 2 = OBJECT
3 Date entered Select: 1 1 = Accounts Receivable
2 =

Current Revenue

N
nonou

l. From the Deposit Reports screen shown above, enter the following data:

» Report title: Title you wish to label the report (Example: Deposit/Receipt
Transmittal)

> Date range: Leave blank to select all cash deposits

> Reference # range: Leave blank to select all cash deposit numbers within the date
entered range

> Date entered range:  Enter Dates you entered cash deposit data to be submitted to
County Office

> Report. Enter 1 = Cash Deposit Report to list the cash deposits by
deposit number

> Report Type: Enter 3 = All to select approved and unapproved cash deposits

Press Enter
» Sort by: Enter 3 = Date Entered to sort by the entry date.

J. F7 launches the report, the system automatically returns to the Cash Deposit Maintenance
screen

K. Press F8 to exit to menu

L. Print (see Print Spool Instructions)

M, Submit printout with deposit to the County Office for approval

Note: After the cash deposit has reached approval status by the County Office, it will post as an
Expense/Receipt for year-to-date financial activity.
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[ Cash Deposit Sample ]

XX SAMPLE ELEMENTARY DEPOSIT TRANSACTIONS J1964
DCO100 H.00.03 01/27/YY PAGE 1

Date last used from: 00/00/0000 To 99/99/9999
Transaction Number from: 0Y0000 To 0Y0000
Date entered from: 00/00/0000 To 99/99/9999

APPROVED AND UNAPPROVED TRANSACTIONS
NUMBER DATE ENTERED  DESCRIPTION
LN. DETAIL DESCR FD RESC Y OBJT GOAL FUNGC SCH LOCAL
AMOUNT A/R

0Y0000 07/16/20YY 07/16/20YY JULY DEPOSIT ENTERED BY: AAAA  APPROVED:
07/20/20YY  BBBB
1. KITCHEN - JULY VISION 01-0000-0-3702-0000-7110-000-00000
31.77 N
2. KOFFEE DEVELOPER FEE 25-0000-0-8681-0000-0000-000-00000
898.00
TOTAL AMOUNT
929.77 *

DISTRICT TOTAL
929.77 **

GRAND TOTAL
929.77 ***

Press the <ENTER> key to continue:
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Display Account Balance

A Turn on Caps Lock
B. Log On:
C. Password: (your alphanumeric password)
D. From District Systems menu, select 3. BDG - Budget
E. From Budget System menu, select 1. Display Account Balance
F. From the Display Account Balance screen, enter the account string you wish to view
Example: 01-0000-0-5800-0000-7200
District: XX Display Account Balance QSS/0ASIS
FD RESC Y OBJT GOAL FUNC SCH LOCAL
District: XX  01-0000-0-5800-0000-7200-000-00000 FY: YY
01-0000-0-5800-0000-7200-000-00000
Budget: Working Revised Approved FUND 1 GENERAL
8,000.00 0.00 0.00 | RESC : UNDESIGE
PROJYEAR: CUR.YEAR
OBJECT : OTH OPER
Actuals: Expense/Receipt: 0.00 GOAL : UNDISTR
Pending: 1,346.40 FUNCTION: GEN ADM
Encumbered: 0.00 SCHOOL : DISTWIDE
---------------------------------- LOCAL  : UNDEFINE
Committed Total: 1,346.40
Balance: Working Revised Approved
6,653.60 1,346.40- 1,346.40-
Screen Descriptions:
Budget — Working reflects most up to date budget in the QSS system (including

revisions not yet board approved)
Revised reflects most recent board-approved budget
Approved reflects the original July 13t adopted budget

Actuals — Expense/Receipt. represents year to date cash expended or received
Pending: represents payments entered in the QSS system not yet processed
Encumbered: represents funds that have been committed for future
expenditures through purchase orders and payroll encumbering
Committed Total. represents the total budget amount that has been received,
spent, or reserved for future purchases (this amount is the sum of
Expense/Receipt, Pending, and Encumbered)

Balance — For all three budgets, the Balance remaining is the Budget amount less the
Committed Total (positive Balance means actual expenditures or receipts are
less than the budget, negative Balance means actual expenditures or receipts
exceed the budget)

To print, click on File of Reflections control bar, then click on Print.

Note: To look up a group of accounts or search for an account string use the question mark

(?) as a wildcard.

(please note that this will also include Encroachment)
Wildcard Note: When using wildcards (?), scroll through each account string using the F6 key

F8 to exit to menu
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Display Account Detail

A

B.

C.

D.

E.

F.
>
>
>
>
»

Turn on Caps Lock

Log On:

Password: (your alphanumeric password)

From District Systems menu, select 3. BDG - Budget

From Budget System menu, select 2. Display Account Details

From Display Account Detail screen as shown below, enter in the following fields:

Account: account string you wish to view (Example: 01-0000-0-5800-0000-7200)
Display detail from: date to list transactions detail from (Example: 07-01-YY for current
year detail)

Budget Type: enter budget type (W=working, R=revised, A=approved)

Include Unapproved Trans: enter Y to include all transactions, N to include approved
transactions only

Display detail on: enter T for on-line viewing, S for the print spooler

District: XX

Display Account Detail QSS/0ASIS
District: XX SAMPLE ELEMENTARY

FD RESC Y OBJT GOAL FUNC SCH LOCAL FY
Account: 01-0000-0-5800-0000-7200-000-00000 YY

Display detail from: 0701YY

Budget Type: W (W/R/A)

Include Unapproved Trans: Y (Y/N)

Display detail on: T
T = Terminal screen.
L = Local printer connected to terminal.
S = Print Spooler.
G. When finished, press enter
H. Account detail will display as follows:

FD RESC Y OBJT GOAL FUNC SCH LOCAL
01-0000-0-5800-0000-7200-000-00000

Reference Date Wrk Budget Rec /Exp Encumbered Balance
BG-000000 07/01/20YY BUDGET
5,000.00 .00 .00 5,000.00
PV-010009 07/06/20YY JIM KITCHEN Ve:091111 Wr:00186334
.00 4,879.42 .00 120.58
***x TOTALS: 5,000.00 4,879.42 .00 120.58

Press ENTER for next account:
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Display Account Detail (continued)

Screen Descriptions:

Reference: Transaction type code and related number (PO=purchase order, PV=pay
voucher, PY=payroll See Appendix H for complete listing)

Date: Transaction date for posting to the Financial System

Vendor Name: In the example, the vendor name for the pay voucher is Jim Kitchen

Ve: Vendor number from the vendor master file

wr: Warrant number for payment

Wr.k Budget: Headings indicate which budget is being reported, and amount budgeted
Rev Budget

Apprvd W/BT

Rec/Exp: The amount of cash received or expended

Encumbered: The amount of the encumbrance

Balance: Remaining balance after subtracting the encumbrance or actual

receipts/expenses from the available budget

To print screen, select File from the Reflections control bar, then select Print
To exit, press Enter to return to the first screen
F8 to exit to menu
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Print Spool Instructions

Print Spool is QSS Financial Software’s method to access reports generated.

moow>»

®m

Turn on Caps Lock
Log On:
Password: (your alphanumeric password)
From any system menu, enter “P” (for Print) in the Select an option box
Report generating can take several minutes, the F2 key is used to update the screen as it rereads
the files being generated.
Status of your print job can be checked by entering a “J” in the Option box
Once the requested report has been generated, the most commonly used options are:
> B Browse (scroll through the report)
> P Print
> D Delete (Note: Reports should be deleted on a daily basis)
For more Print Spool options, enter “H” (help) in the Option box.
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Budget Process

Before beginning the budgeting process, consider compiling the following information:

VVVY

\4

Budget Development Check List

Attendance and enrollment information

o 3 prior year to 2" subsequent year

¢ Attendance: Include current year and budget year by grade level

Budget Report (most recent)

Capital Assets

e Spread sheet from most recent audit

e Printout of current year additions

o Back for disposals

Ending Fund Balance Information for prior and out years

¢ Restricted

e Unrestricted

e Economic Uncertainty requirement and actual for 3 prior to 2" subsequent year
¢ Special Funds (budget and out years only)

Enrollment for budget and out years by grade level

Interim Report (most recent)

Health and welfare cap information

Long-term Debt

e Spread sheet from most recent audit

o Printout of current year payments and/or additions

Revenue

e Current year detail

e Budget year detaill

Local Control Funding Formula

» Be sure budget, Local Control Funding Formula and RL all have the same PERS reduction
* Be sure budget, Local Control Funding Formula and RL all have the same Property Taxes
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[ Budget Process (continued)

The QSS accounting system provides a great deal of flexibility that can result in more than one way to
request reports or extract information. This information is general guidelines only. See the official QSS
Budget Development Manual for complete information. Note: The System Manager must open a
budget model 00 to open account strings for each district before budgeting begins.

Turn on Caps Lock

Log On: (Budgeting: Log on to subsequent year; Interims: Log on to current year)

Password: (your alphanumeric password)

From the District Systems menu, select 4. Budget Development System

From the Budget Development System menu, select 1. Budget Development Module

» Please see the QSS Budget Development Module Function Key (F Key) Summary in this
guide.

F. Open Budget Model

F4  Model Control

F5 Budget Models (Open model 01 as a blank model and 00 or another for your data)

Name the model (July 1t Budget, 1%t Interim, 2™ Interim, etc.)

F4  Cycle Model Status to Open

F8 Back to Menu

A predetermined method of keeping track of budget models is recommended

Always preserve the integrity of the July 1 budget, locking is recommended

G. Update Benefit Mapping (Only for districts NOT using Position Control)

» F3 NextKeys

» F3 NextKeys

» F4  Benefit Maps

> F5 Column/Account Mapping (press enter again to see data entry fields)

Change year to budget year

moow»

VVVVVVY

Line Col Fd Resc Y Objt Goal Func Sch Local
1 01 ?? 7?77 7 12?272 29972 77?77 ??9777?
2 02 ?? 7?77 7 29?27 2?7 M N 2?7?77

> F6 Row Object Mapping (press enter again to see data entry fields)
Change year to budget year

Row Object Description Object Mask  Object Number
1 STRS Cert 00003101 00003101
STRS Class 00003102 00003102
3 PERS Cert 00003201 00003201
4 PERS Class 00003202 00003202
5 OASDI Cert 00003301 00003301
6 OASDI Class 00003302 00003302
7 SUI Cert 00003501 00003501
8 SUI Class 00003502 00003502
9 WI/C Cert 00003601 00003601
10 W/C Class 00003602 00003602
11 MediCert 00003311 00003311
12 MediClass 00003312 00003312
13 PERSRLR Cert 00003801 00003801
14  PERS RLR Class 00003802 00003802
» F7  Row Amounts (Map benefit amount to row and column) (press enter to see data entry
fields)

The following screen will be displayed (use F4 Page Row Forward key to see all lines):
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[ Budget Process (continued)

Note: Be sure to use the correct benefit rates, these are for example only.

District: XX Map benefit amount to row & column QSS/0ASIS
Year: 20YY
District: XX Year: YY
Page 1 of 9
-------- Column 1 cemmmmeeens -«-s-=-- Column 2 cemeceaea-
----- New ----  ----- 0ld ---- ----- NeWw ----  -----01d ----
Row D/P Dollar/Pct D/P Dollar/Pct D/P Dollar/Pct D/P Dollar/Pct
1 P 8.2500 P 8.2500
2
3
4 P 9.9520 P 9.9520
5
6 P 6.2000 P 6.2000
7 P .6500 P .8500
8 P .6500 P .6500
] P 4.5903 P 4,5903
10 P 4.5903 P 4.,5903
11 P 1.4500 P 1.4500
12 P 1.4500 P 1.4500
13
14 P 3.0680 P 3.0680
20
» Column 1 is certificated benefits, Column 2 is classified benefits (be sure to use new rates
instead of those listed here which are prior year rates)
> Note: Caution, the benefit mapping report will show the old rate in column 1 and the new rate in
column 2.
H. Select F4, Next Keys until there is access F5, Budget Actuals
I Select F5, Budget Actuals
J. The screen initially looks like this
District: XX Budget Expense/Revenue Development QSS/0ASIS
Year: 20YY
FD RESC Y OBJT GOAL FUNC SCH LOCAL
Dist: 01 Year: YY Model: 00 00000000
Status: Pseudo:
Desc:
State Code:
Actuals Model: Actuals:
Go to Line
Ln# S Current Budget Enter Amount A Fte Description
Page 0 of 0
Yr M1 Account number Total Amount Fte
Page 1 of 1

BDEQO1 H.00.25 compiled 07/17/03 17:04:16 O:YAAAHCYANN NYYYYYYYYYY-YF
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Budget Process (continued) ]

K. Completed screen example;

District:
Year:

Dist: XX

XX Budget Expense/Revenue Development QSS/0ASIS
20YY

FD RESC Y OBJT GOAL FUNC SCH LOCAL

Year: YY Model: XX 01-6500-0-7142-5001-9200-000-00000

Current Working Status: O Pseudo:
7,360.00 Desc:

State Code:

Affect of Change Actuals Model: Actuals:

Ln

# 8
10
20
30
40

0.00 Go to Line : 001

Current Budget Enter Amount A Fte Description

450.00 NON PUB BILLBACK
5,683.00 TRANSPORTATION BILLBACK

570.00 PROGRAM BILLBACK

657.00 SHARED COST BILLBACK

7,360.00 UC Page 1 of 1

Yr M1 Account number Total Amount Fte

Page 1 of 1

L: Budget Entry

YV VVVVYVY

Shift, Tab to go back a field (or to enter the correct Budget Model on first entry)
Enter the account string to add/modify
Use Tab key to move through fields
Enter key after data is complete
Use F6 Line Backward, or F7 Line Forward to view all entries if there are more than five lines
of detail for the account string
Descriptions entered in lower screen will print when detail reports are requested
Deleting a data entry error:
Enter amount as negative and use “ALT K" to delete remaining data, or
Enter “D" for delete in column 2

> Multiple entries for the same account string, be sure to enter on next lines to preserve detail
» Enter payroll lines
» Enter each individual by program (calculate FTEs manually)
Example: 6 hour/day person into two programs at 45% and 55%
6 divided by  8hrs = 75% employee
75 X 45% = 33.75 FTE to program 1
.75 X 55% = 41.25 FTE to program 2
> Enter 3401/3402s (calculate by program manually)
> After all account lines are entered, update the benefits
» F3 NextKeys
» F3 NextKeys
» F4  Benefit Maps
» F3 Recalculate Benefits
M. Select F7 Comparative Budget Report. To use a report format used by COE, select F3 Presets.

Select Meeting Report, F7 to use this preset. This report can be used to check the data entry,
pencil in revenues, Ending Fund Balance, Deferred Revenue. (Caution: Use Budgeted EFB and
Deferred or you won't balance in SACS software.)

>

»

Use this report to compare with current year payroll to note changes that need to be
addressed in the Payroll system July 15t or check for errors
Run “Payroll Edit List” out of Payroll reports (shows payroll coding for current year)
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Budget Process (continued) J

Comparisons:
> Payroll/benefits to calculated payroll
» Payroll/benefits to most recent current year activity
» Determine need to enter negative adjustments for individuals not members of PERS
> Enter negative adjustment for PERS Reduction in federal programs
Other Information
Add in estimated revenue
Add in as separate detail line for estimated Deferred Revenue
Develop list of estimated carryover
Review report sorted by Resource
Special reserves
- Use P-2 ending balance as beginning balance
- Enter revenue and expenditures based on district’s intentions
- Cafeteria Fund Process
s Budget payroll in Fund 13
o Estimate transfer out from General to Cafeteria to support salaries
e Use Fund 13 total salaries, benefits, and other expenses less estimated revenue to
calculate transfer.
PERS Reduction-eliminate in federal programs
- Enter detail line as negative adjustment
Enter Carryover in budget model using object 9110
Print Projection Report (You can’t see 9110 in Comp Bud Report)
Calculate and enter Encroachment (net to zero)
Calculate and enter Indirect Costs (net to zero)
Insure transfers in equal transfers out
Account for additions or subtractions from 3801 and 3802 in Object 8092
Account for 3801 and 3802 in Cafeteria, Adult Ed funds, etc., in Fund 010bject 8092
Rerun Reports (Projection and Comparative Budget Reports)
Audit
Make corrections as needed
Extracting Data for State SACS Software
» From District Systems menu, select 3. Budget
» From Budget menu, select 7. SACS Export Menu
> From SACS Export menu, select 1. Request Export of Budget Data

VVVVYY

VVVVVVVYVY VY
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Budget Process (continued)

1 XX is district number |

District: X Request Export of Budget Data QSS/0ASIS

User title: Budget FY: YY 20YY/Y
Export file: EXXBUDGT.ESACS LEA ID: 47-XXXXX-00000 Budget Process si

-Budget Source (def) —
{ Budget Source: GL (W/R/A/B) Source Year: YY Model: XX B
Beg. Fund Bal. Source: GL (G/N/B) Budget Development Year: Model:
End. Fund Bal. Source: GL (G/N/B) Budget Development Year: Mod%
F-Estimated Actuals Source (abc)

Beg. Fund Bal. Source: GL
End. Fund Bal. Source: GL

Source: GL

OO~ 6w

(W/R/A/B/G) Source Year: YY ‘l\gdrel: B [ “Y” yes, to include ]
(G/N/B) Budget Development Year: Model: A unapproved transactions
(G/N/B) Budget Development Year: Model: S —

From date: 0701YY To date: 0630YY Include Unapproved GL trans? Y ()HN‘)//;

Budget source year is the
year the model is in

Estimated Actuals year is
the year prior to budget
year

Beg. Fund Balance: 9791 -9795 End. Fund Balance: 9711 -9790
> Accept all defaults on the next screen
» F7 tolaunch
» This file takes several minutes to build
> Check the print the confirmation out of the print spool that the process is complete

From the SACS Export Menu, select 4. Download the export file

QSS File Transfer Utility - Download from HP to PC

HP file name: FILENAME (The name entered in the previous step

EXXBUDGT .ESACS)
PC file name: {}
Purge existing PC file: Y Y = Yes, N = No (Replaces previous versions)

Transfer method: A A

Ascii, B = Binary, L = Labels

VVVYVYY

Change the "N” to a “Y” to replace any previous versions/attempts

Select F7 to accept

Next screen takes you to the files on your hard drive

Browse hard drive to locate the directory you want to save the file in

We recommend browsing to find the SACS20XX directory (where the 20XX is the year is the
beginning year for the budget)
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Budget Process (continued) ]

Local File Namie 2| x|
Savein: [ {24 SAC52004
| Calendars and Manuals _@ sacs2004, exe I Save I
DB %] sACSUImport20044.d -
|| Templates (%] SACSUPDATEZ0044. Cancel
__JUpdate |9] sacsutilzon4a.dl Hel ]
@apple.ico @ TTF16.0cx

'é] Readme.kxt

File name:  [EXXBUDGT.ESACS]

Save as lype; lAII Files [**) j

Name the file the same name you entered using menu item 1. Request Export of Budget
Values E (district number) BUDGT.ESACS).

Save the file

F8 to exit to menu

State SACS Software (do not expect this to be done only one time, it usually takes several)

>

YV VYV

vV VY

vV VYV

See the State’s SACS Software User Guide and SACS Instruction Manual for complete

information

Select Edit Preferences

e  Select Budget Reporting Period

Select File

Import

Browse your hard drive to find the file, if you save to the SACSYYYY directory, it should be

the first one that comes up when you click Browse

Check box to:

e  Delete only those forms or

° Delete all data

e We typically select Delete only those forms, see the State’s SACS Software User Guide
and SACS Instruction Manual for more information

Important Note: You can access the SACS Software Users Guide for any Form,

Supplemental or Criteria and Standards item using the F1 key. The display will be for

the Form, Supplemental or Criteria/Standard you are currently working in

Open Fund 01

Verify against your QSS printouts that you have extracted the correct data for both years

Run Technical Review and review through Import and General Ledger checks (the other

checks aren’t reviewed until all Supplementals and Criteria and Standards are complete.

Designate Components of Ending Balance

Reopen Fund 01 and Save (check the ending balance area to check your designations)

Complete and Save (when applicable) all Funds and Supplementals that apply to your district

(Suggested Order: A, RL, SIAB, SIAA, L, DEBT, CEB, CEA, ASSET) (See also Data

Processing Sequence under the Reporting Processes and Requirements in the SACS

Software Users Guide)

I
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Budget Process (continued)

v

VVVVVYVY VYVYVY

Multi Year Projection

e Designate Economic Uncertainties in Section D
e ADA Section F 2

Finalize your assumptions

Criteria and Standards

Certifications

e CB,CC

Re-Run Technical Review Check List
Make necessary adjustments in QSS
Re-export/import as necessary
Print/reprint as necessary

Finalize Budget Assumptions/Narrative
Create budget packet
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[ Interim Reports ]

The QSS accounting system provides a great deal of flexibility that can result in more than one way to
request reports or extract information. This information is general guidelines only. See the official QSS
Budget Development Manual for complete information.

Turn on Caps Lock

Log On: (Budgeting: Log on to subsequent year; Interims: Log on to current year)

Password: (your alphanumeric password)

From District Systems menu, select 4. Budget Development

From Budget Development menu, select 1. Budget Development Module (BDE000)

F keys provide the following Budget Development options (see QSS Budget Development

Module Function Key (F Key) Summary section):

Complete a QSS budget model with your projected year end budget. Refer to the Budget section

for more detailed instructions

» Important Options:

» Model 50: Beginning balances can be copied from Model 50 to include in Interim Models.
Balance sheet objects don’t show in Comparative Budget reports, but are included in
Projection Reports. Copy Model 50, Objects 9000-9699 only to prevent 9791 from being
doubled. Compare Budget Projection Report to prior year ending balances to verify.

> P-1Using Adopted Model: If no budget revisions have been processed, copy the
adopted model to preserve the detail entered during budget development. Copy adopted
model (Objects 1000-8999 to prevent doubling projected ending balances entered during
budget preparation) to a new model, add all Interim changes. If budget revisions have been
processed, proceed to P-1 or P-2 Using Working budget (next).

» P-1or P-2 Using Working Budget: Copy working budget to a new model and add all Interim
changes (drawback is detail entered in the original budget model isn’t available). Copying the
Working Budget requires a special step needed to prevent benefits from doubling (see below)

Tmoow»

@

District: XX Transfer Selected Budgets to Development Budget QSS/0ASIS
(Press F2 for expanded help)

Source: W D=Development,W=GL Working,R=GL Revised,A=GL Approved,X=Dev Actuals

Source FY: YY
Source Model/Options(A/S): XX/A
/ /
Target FY: YY Target Model:

Select accounts? Y

Move account details? Y (Y,N)
Transfer accounts if amount is zero? Y (Y,N)
Set dollars in target model to zero? N (Y,N)
If account exists in target model? N A=Erase, S=Erase selected, N=No erase

/ / / / / / / /
/ / / / / /
er model you are going to use)

A = Add, S = Subtract

FTE: 0 0 = FTE set to zero in target (0 if copying Working, 1 if copying a Model)
1 = Preserve FTE in target - FTE of new accounts will be zero
2 = Erase target FTE - Copy FTE values from source to target
3 = Preserve FTE in target - FTE of new accounts added from source

Rounding rule? N ('N'o rounding, 'D' nearest dollar,
'U'p to next dollar, 'T'runcate)
GLDSYS Accounts? O (Open/closed/both)

H. Press Enter, F7 to continue to next screen
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Interim Reports (continued)

District: XX Transfer Selected Budgets to Development Budget QSS/0ASIS
Source: W GL working
Source FY: YY Source Model: Target FY: YY Target Model: XX
Select accounts: Y Set $ to zero: N Erase target accts: N
Transfer if $0: Y Eliminate dups: 0 FTE rule : Rounding:

FD RESC Y OBJT GOAL FUNC SCH LOCAL

COONOO WM =
-
-~
)
-
-~
-~
-~
\
-~
)
N
-~
-
-
)
~
)
X)
N
'
~
)
N)
X}
)
-
-
-~
)
N
X
~
)
~

10.

l. Caution: Do not delete budget lines in Budget Actions, to zero out, enter zero to allow for
comparison process between model and working to be accurate

J. Update the model with changes

K. Update rates that may have changed since budgeting (Workers Compensation)

L. Balance programs, encroachments, PERS 8092 and 3801/3802, transfers in and out, and inter
and intra fund transfers

M. Reports within Budget Development: To mirror the format of the Interim Report, run Budget

Development Comparative Report

>

S
>
>

Change column 1 source to “D" for Development, change the model (M) to your original
approved Model,

Change column 2 source to the model number of your revised budget model (if you have
one)

Change column 3 source to YTD actual (G)

Change column 4 source to the model number of your projected budget

N. Extracting data for State SACS software

»
»
>
>

>

From District Systems menu, select 3. Budget

From Budget menu, select 7. SACS Export Menu

From SACS Export menu, select 3. Request Export of Interim Values

Enter the correct budget models or general ledger that represent:

o  Column A “Original Budget” for the Interim Report (QSS pre-slugged with “A”)

o Column B “Board Approved Operating Budget” for the interim Report (QSS pre-slugged
with “R”)

e Column C "Actuals to Date” form the Interim Report (QSS uses two different codes,
depending on the process you are in, “G” for General Ledger, or “A” for Actuals)

e Column D “Projected Budget” for the Interim Report (QSS budget model)

Note: Print this screen before selecting F7, to continue, it is what we use to trouble

shoot problems.

>

Example:
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Interim Reports (continued) J

XX Is district number

District: XX Request Export of Interim

~—Original Budget (A)

—Board Approved Operating Budget (B)

Budget Source: GL W (W/R/A/B) Bdgt Development Year: YY Model: B

Beg. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Model: G

End. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Model: G
F—Actuals To Date (C)

Actuals Source: GL G (G/N/B) Budget Development Year: YY Model: A

—Projected Year Totals (D)

———

QSS/0ASIS

User title:
Export file: EXXP2INT.EDJ251 LEA ID: 47-XXXXX-00000 Interim: X (1/2/3)

Budget Source: GL A (W/R/A/B) Bdgt Development Year: YY Model: B
Beg. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Model: G
End. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Model: G

From date: 0701YY To date: 0131YY 1Include Unapproved GL trans? Y‘iY/N)

Budget Source: B (W/R/A/B) Bdgt Development Year: YY Model:
Include Budget Tfrs: N (Y/N/A/U) Budget Tfr Cutoff date:

Beg. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Model:
End. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Model:
Beg. Fund Balance: 9791 -9795 End. Fund Balance: 9711 -9790

"Y", Yes, to include
unapproved

VVVY

transactions

Accept all defaults on the next screen

F7 to launch

This file takes several minutes to build

Check the print the confirmation out of the print spool that the process is complete

From the SACS Export Menu, select 4. Download the export file

QSS File Transfer Utility - Download from HP to PC

HP file name: FILENAME (The name entered in the previous step
EXXP1INT.EDJ251)

PC file name: {}

Purge existing PC file: Y Y = Yes, N = No (Replaces previous versions)

Transfer method: A A

Ascii, B = Binary, L = Labels

»
»
>

Enter the file name entered in the previous step (EXXP1INT.EDJ251)
Change the “N”" to a "Y” to replace any previous versions/attempts
Press enter, F7 to continue to next screen
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Interim Reports (continued) ]

Next screen takes you to the files on your hard drive

Browse hard drive to locate the directory you want to save the file in

We recommend browsing to find the SACS20XXALL directory (where the 20XX is the year is
the for the unaudited actuals you just finished)

vV VY

Local File Name SR 21 %]
Save in: | £y SACS2004ALL ~| « @ ek @
_ICalendars and Manuals: ] 47104700000000.04T ] 477032 [ Save |
0B ] 47409950000000Audited DAT  |#] 477032
_JeTransfer ] 47702270000000.DAT ) 47700 | Cancel |
_INew Folder =] 47702760000000.DAT ] 47703€ Help I
] Templates iﬁl 47703000000000 Audited.DAT g] 477037 —
_JUpdate 2] 477031500000004udited . DAT s8] 477042
< I I}

File name:  [EXXP1INT.EDJ251

Sawve as ype:; !.&II Files [*.%) ll

» Name the file the same name you entered using menu item 3 Request Export of Interim
Values E(district number)P1INT.EDJ251 or E(district number) P2INT.EDJ251 (P1 and P2
reflecting the first or second period interim).

» Save the file

State SACS Software
> See the State’s SACS Software User Guide and SACS Instruction Manual for complete
information
» P-1Interim only, SACS200X (not ALL)
= Export original budget data to create a file to transfer to SACS200XALL
» P-1Interim only, SACS200XALL
= Select Edit Preferences
=  Select Single Budget option
= Import file created above
» Select Edit Preferences
= Select correct Interim reporting period
Select File
Import
Browse your hard drive to find the file, if you save to the SACSYYYYALL directory, it should
be the first one that comes up when you click Browse
» Check box to:
= Delete only those forms or
=  Delete all data
= We typically select Delete all data, see the State's SACS Software User Guide and
SACS Instruction Manual for more information
Open Fund 01
Verify against your QSS printouts that you have extracted the correct data
Complete all Funds and Supplementals that apply to your district

vV VY

vV VV
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Interim Reports (continued) J

Multi Year Projections
* Be sure to enter reserve in Section E
= Recommended percentage in Section F
=  Print/reprint as necessary
Interim Report Packet
Interim Report documentation should include a written narrative that includes assumptions for
the budget and subsequent two years (can be included on form MYP as well), updated 4
years of Local Control Funding Formula and Revenue Projections
Any supplemental documentation your Board/Superintendent finds useful
After Board approval, submit to County Office
= P-1 Interim - December 15t
= P-2 Interim - March 15th
Budget Revisions
Budget revisions, budget revision report and cover page should be separate
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Interim Budget Revision Reports ]

A Complete a QSS and SACS processes

B. From District System menu select 3. Budget

C. From Budget menu, select 14. Create Budget Transfers from BEDVOL to GLDSYS (Process
will compare your budget model to the working budget in QSS and create transfers to achieve
your new model.) (Menu option 12. Create Budget Transfers from Projections is used in
limited situations only.)

District: XX Create Budget Transfers / Proof Report QSS/0ASIS

Budget Development Year: YY
Budget Development Model: XX (Your projected budget model)
General Ledger Year: YY (Current logon year)
Report Title:

Select a subset of your accounts? N ('Y'es or 'N'o)
Run mode: 2 1 = Proof Report Only
2 = Create BT's and Proof Report
Rounding rule: 0 0 = None, 1 = round up, 2 = truncate

Difference threshold: %
Posting date: 0127YY
Posting description:
Maximum detail lines per BT: 250
Approved/Unapproved flag: U A

of

Approved, U = Unapproved

Separate BT per balance sheet combo: N Y = Yes, N = No
Create balanced BT's: Y Y = Yes - one per bal. sheet, N = No
Object to balance transaction: 9790 FUND BAL-UNDESIG/UNAPPROP

Create missing accounts in GL: Y ('Y'es or 'N'o)

Zero GL accounts not found in Budget Development: Y ('Y'es or 'N'0)

BTXSUB H.00.05 compiled 01/28/02 15:39
» On line 2 enter your projection model number
> Be sure to leave “Run Mode” as 1 - Proof Report Only
> Press Enter
> F7 Continue
» Launch Report
D. Submit the report with Board approval to the COE
> Be sure to include your budget model number
» COE will update your budget

63| Payve




Interim Budget Development Module
Function Key (F Key) Summary

F keys provide the following Budget Development options. Budget Development Module F Keys are
listed below. See the official QSS Budget Development Manual for complete information.

Function Key Hierarchy:

F1 Report Screen (rarely used)
F2 Help Screen
F3 Next Keys: Processes found in the next two levels of F keys:

> F1 Percent Adjustment
» F2 Help
» F3 Next Keys
*F1 Account Field Mapping Maintenance (Acct Fild MapMaint)
*F2 Help
*F3 Next Keys (takes you back to the first set)
*F4 Benefit Maps
*F5 Transfer End Balances to Budget Development (TFR End Bals 2 Dev)
*F6 Transfer Beginning Balances to General Ledger (TFR Beg Bals 2 GL)
*F7 Blank
*F8 Return to Menu

> F4 Resynchronize Models (Resynch Models)
» F5 Transfer to Budget Development (TFR to Bud Dev)
> F6 Transfer to General Ledger (TFR to Gen Ledg)
» F7 Transfer to Development to Actual (TFR to Dev Actl)
> F8 Return to Menu
> F4 Model Control
*F1 Start Over
*F2 Help
*F3 Blank
*F4 Blank
*F5 Budget Models
*F6 Actual Models
*F7 Blank
‘F8 Return to Menu
> F5 Budget/Actuals (enter budget line account strings and amounts)
» F6 Budget Actions (rarely used)
» F7 Comparative Budget Report
> F8 Return to Menu
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[ Unaudited Actual Export Sample

Unaudited Actual exports are basically the same as those for Budget or Interim.

Turn on Caps Lock

cow>

» From District Systems menu, select 3. Budget

» From Budget menu, select 7. SACS Export Menu
> From SACS Export menu, select 2. Request Export of Unaudited Actual Values
> Enter the correct sources for the data

Log On: (Budgeting: Log on to subsequent year; Interims: Log on to current year)
Password: (your alphanumeric password)
Extracting data for State SACS software

Note: Print this screen before selecting F7, to continue, it is what we use to trouble shoot problems.

ude \

District: XX Request Export of Unaudited Actuals QSS/0ASIS
Your unique name j
User title: Budget FY: YY
Export file: EXXACTUL.ESACS LEA ID: 47-XXXXX-00000 Process A
—Budget Source (def)
Budget Source: GL A (W/R/A/B) Source Year: YY Model: B “Y" Yes. to incl
Beg. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Model: G 'mmﬁpmved
End. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Model: G transactions
~-Unaudited Actuals Source (abc)
Source: GL G (W/R/A/B/G) Source Year: YY Model: G
Beg. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Moﬂz;;ﬁgﬁggﬁ
End. Fund Bal. Source: GL G (G/N/B) Budget Development Year: Mo, s G
From date: 070103 To date: 0630YY Include Unapproved GL trans? Y (Y/N)
Beg. Fund Balance: 9791 -9795 End. Fund Balance: 9711 -9790
» Accept all defaults on the next screen
» F7tolaunch
> Browse to find the SACS20XXALL directory (XX being the year fiscal year just completed,

2003/04 software would be used for the 2004/05 Interims)

» This file takes several minutes to build
> Check the print the confirmation out of the print spool that the process is complete
E. From the SACS Export Menu, select 4. Download the export file

Q0SS File Transfer Utility - Download from HP to PC

HP file name:

PC file name:

Purge existing PC file:
Transfer method:

FILENAME

{}

Y
A

Y
A

(The name entered in the previous step

EXXP1INT.EDJ251)

Yes, N

No (Replaces previous versions)

Ascii, B = Binary, L = Labels
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Unaudited Actual Export Sample (continued) ]

YVVVVYVY

vVVvyvV Vv VY

A\

VVVVVVYVYYVY

Change the "N” to a "Y” to replace any previous versions/attempts

Select F7 to accept

Next screen takes you to the files on your hard drive

Browse hard drive to locate the directory you want to save the file in

We recommend browsing to find the SACS20XXALL directory (where the 20XX is the year is the
for the unaudited actuals you just finished)

Save in: | 3 SACS20048LL

[ Jicalendars and Manuals: (2] 47104700000000.0AT ) 477032 | Save |
0B ] 474099800000008udited DAT  |2] 477032

" eTransfer ] 4770227000000, DAT #]47703c _ Cancel l
I New Folder [=] 47702760000000.DAT =] 47703¢ Help ]
I Templates |#] 4770300000000 Audited.DAT  [] 477037 —
“Jupdate ] 47703180000000Audited. DAT  [#] 477042

<] | i

File name:  [EXXP1INT.EDJ251

Save as lype: IAII Files [*.%) Ll

Name the file the same name you entered using menu item 3 Request Export of Interim Values
E(district number)P1INT.EDJ251 or E(district number) P2INT.EDJ251 (P1 and P2 reflecting the
first or second period interim).

Save the file

State SACS Software
See the State's SACS Software User Guide and SACS Instruction Manual for complete
information
Select Edit Preferences
= Select correct Interim reporting period
Select File
Import
Browse your hard drive to find the file, if you save to the SACSYYYYALL directory, it should be
the first one that comes up when you click Browse
Check box to:
= Delete only those forms or
= Delete all data
= We typically select Delete all data, see the State's SACS Software User Guide and SACS
Instruction Manual for more information
Open Fund 01
Verify against your QSS printouts that you have extracted the correct data
Complete all Funds and Supplementals that apply to your district
Run Technical Review Check List
Make QSS corrections as needed
Re-export/import as necessary
See separate GASB 34 instructions for that process
Print/reprint as needed
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General Ledger
Transaction Types

The following table explains the 2-character transaction type codes used on financial reports. Each
journal entry, budget transfer, cash deposit, and other such transaction has a 2-character transaction
type. For example a cash deposit has a transaction type of DC. Thus, DC-900434 is a cash deposit
number 900434,

Table of Transaction Type Codes

Type Explanation

AA Accounts Payable. This type represents summarized postings to the G/L that are produced
when a district updates the G/L after an Accounts Payable warrant production run. These
postings update the control objects for cash and expenses in the G/L.

AB Approved Budget. This type represents the budget created when you use Transfer Working
Budget to Revised/Approved (BGRQST) to roll the working budget into the approved budget at
the start of the fiscal year.

AR Accounts Receivable Received. This type represents receipts against receivables against
receivables.

BB Beginning Balances. This type represents starting balances for a fiscal year set up with
Update Beginning Balances (BBUPDT).

BG Budgets. These transactions represent appropriations and estimated revenues. These
transactions come from a variety of sources, such as budgets copied from the Budget
Development System into the working budget with Transfer Development Budget to Financial
System (BDEQ06). Other sources are budgets entered directly in the working budget with
Working Budget Update (BGUPDT) and General Ledger Detail Maintenance (GLDDET).

BR Budget Revisions. This type represents budget revisions approved by the governing board.
These transactions are created when a district uses Transfer Working Budget to
Revised/Approved (BFRQST) to roll from the working budget to the revised budget.

BT Budget Transfers. These transactions represent adjustments to the budget made with budget
transfers after the working budget is approved. You can enter transfers with Budget Transfer
Maintenance (BD0002). Also there are two programs for automatic production of budget
transfers: Create Budget Transfers from BDEVOL to GLDSYS (BTX110) and Create Budget
Transfers from SAL/BEN Projections (PPS710).

B Conversion. This transaction type is created when accounts are created by a data conversion
process that takes financial accounts from another computerized financial system and places
that information in the General Ledger database.
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Explanation

ccw

CSSF Cancelled Warrants. This type represents cancelled warrants issued from CSSF
district. The same transaction type is used for both machine-produced and hand warrants. At
many districts, you can tell the difference between the types of warrants by their series
numbers.

CSSF stands for County School Services Fund, which is a clearing fund that a county uses for
consolidating liabilities from one or more districts and for disbursing payments.

CHW

CSSF Hand Warrants. This transaction represents hand warrants paid from a CSSF district.
A hand warrant is written out by hand or filled out on a typewriter. Later on, the warrant is
recorded in the General Ledger database when you use an on-line program to transcribe the
information on the warrant into the computerized records. There are two types of hand
warrants: Payroll and accounts payable.

CL

Current Liability Payment.

CM

Credit Memo. This transaction represents a credit memo that reduces the amount of money
that a district owes to a vendor. These transactions are created with Credit Memo (CRMEMO).

CN

Conversion. This transaction type represents an entry placed by QSS/Oasis in the General
Ledger database by a data conversion.

CT

Conversion. This transaction type represents an entry placed by QSS/Oasis in the General
Ledger database by a data conversion.

cw

Cancelled Warrants. This type represents hand warrants, payroll warrants, or A/P warrants
that were issued from a fund other than the CSSF district, then cancelled,

DC

District Cash Receipts. This type represents cash receipts entered with Cash Deposit
Maintenance (F102DC). When a district records these receipts, it records only the revenue
accounts for credits in the transaction. The program automatically summarizes the cash
transactions for the balance sheet account fields and creates the offsetting debits to cash.

EP

Estimated Payables. This type represents Payables from the prior fiscal year that were not
created with purchase orders. Non-encumbered transactions (pay vouchers and travel claims)
are usually set up and paid in the same fiscal year. When these payments are carried over to
the next fiscal year, they become estimated payables. For more information, see the
discussion of end-of-year processing for payables in the QSS/OASIS Accounts Payable
Manual.

ER

Expected Accounts Receivable.

HW

Hand Warrants. This type represents payroll and A/P hand warrants paid from any district
other than the CSSF district. A hand warrant is a warrant that is written out by hand or filled in
with a typewriter. Later on, the warrant is recorded in the General Ledger database with an on-
line program.




Explanation

JE

Journal Entries. This type represents journal entries created with Journal Maintenance
(FIO2JE). This transaction allows you to adjust the revenues and expenses for subsidiary
accounts. However, you cannot change the cash balance of balance sheet fields in the
General Ledger. To adjust cash balances, create a cash transfer (FT transactions) with Cash
Transfer Maintenance (F102TF).

LB

Current Liability.

PB

Payroll Benefits. This type represents benefit expenses associated with payroll processing.

PE

Payroll Encumbering. This type represents encumbrances of estimated payroll expenses. At
the start of each year, some districts encumber payroll expenses for the entire year, then
liquidate the amount of actual payroll expenses each time they issue payroll warrants.

PO

Purchase Orders. This type represents purchase orders encumbered and paid through the
QSS/OASIS Accounts Payable System. Encumbrances are created through two programs:
Requisition Entry for Pos (PXENCM) and Purchase Order Encumbering (POENCM). After the
goods ordered are received, payments to vendors are recorded with Purchase Order Payments
(POPYMT). Each PO can have many partial payments. For more information, see the
QSS/OASIS Accounts Payable Manual.

PX

Payroll Benefit. This type represents benefit expenses associated with payroll processing.

PV

Pay Voucher. This type represents a transaction created with Pay Voucher Payments
(PVPYMT). A pay voucher represents an expense that is made without first encumbering the
budget, as is the case with a purchase order.

PY

Payroll. This type represents payroll expenses posted when a county updates the General
Ledger at the end of a payroll run.

RC

Revolving Cash Warrants. This transaction reflects warrants issued to replenish the
revolving cash, or petty cash, account. A revolving cash account is a separate checking
account for immediate payment of small expenses that are not processed through the standard
Accounts Payable processing. For more information, see the QSS/OASIS Accounts Payable
Manual.

RQ

Pre-Encumbrances. This type represents purchase requisitions that have not been approved
and given a purchase order number. A requisition is a request to purchase goods from a
vendor. A requisition becomes a purchase order when it is assigned a PO number. For more
information, see the discussion of Requisition Entry for Pos (PXENCM) in the QSS/OASIS
Accounts Payable Manual.

RR

Current Year Accounts Receivable Receipts.

RV

Reversal. This type represents a reversal of a cancelled warrant, so that the warrant is
reinstated.
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Type Explanation

RW Redeemed Warrant. A warrant that is recorded as redeemed, or cashed, with the warrant
subsystem of the Financial System.

ST Stores. This type represents transactions for the QSS/OASIS Stores System, which allows a
district to keep track of the value of a supplies inventory in a district warehouse. The value of
these goods increase when the warehouse receives a shipment. The value decreases when
supplies are issued to sites to fulfill stores requisitions. See the Stores Manual for more
information.

TC Travel Claim. This type represents reimbursement of travel expenses paid through the
accounts Payable System. These transactions are created with Travel Claims (TCPYMT).

TF Transfers. This type represents transfers of cash created with Cash Transfer Maintenance
(F102TF). This transaction allows you to transfer cash between balance sheet fields, such
funds, objects, and resources. If a transaction does not effect the cash balance, use Journal
Maintenance (F102JE) to create a journal entry (type JE) to adjust revenues and expenses in
the subsidiary accounts.

TW Tax Warrant. This type represents payments for payroll expenses paid through the Vol-Ded
Warrant System. A district can use this system to issue payments for income taxes,
retirement, health and welfare benefits, and other such payroll benefit expenses.

XR Received A/R. This type represents receipts against accounts receivable.
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Key in account string and click on the binoculars to bring up account.



<% GL Account Lookup 01 - BIG SPRINGS UNION ELEMENTARY QSY/OASIS - o X
File Options Help+Video
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Expense Summary Working Revised Appioved
Budaeh: 3669230 6,000.00 9,000.00
Expents. 0278.08
Fendng. (1]
Encumbered 00
TVolal Commitad: 3027808
Balance: 5414.22 2227808 227808
O RESC ¥ CBOT GOAL TUNC SCH LOCAL |sT|Psendo  |working  |Expensed Pending Encumbered  |Committed  |Balance |
»la o1 2700 o 1,851.00 77425 .00 .00 77425 107675
2 D1-0000—-0—-4400~1150-1009-000-00000 o] 8,000.00 3,66L.94 .00 00 3,661.94 4,330.06
b | G1-3220-0-4400-0000~-2700-000-000G0 [¢] 1.07%.00 L0m. 42 .00 .00 1,076.42 -2
4 01-3220-0¢-4400-1150-1000-000-00000 [+ 16,802.30 16,802.67| .00 .00 16,802.67 -J37
5 01-9630-0-4400-1150-1000~000-00000 (2] 7,963.00 2,962.80 00 .00 7.962.80 .20

319/2021 11:24 AM

After you have entered account string, click on binoculars and this screen should appear. In this case,

object 5800 has 5 lines. Move the arrow to the line you want to see detail of and click on the icon
circled in red.




9 Account Activity

FD RESC Y OBJT GOAL FUNC SCH LOCAL
101—0000—0—‘!400—0000-2700-000-00000 Ll

Budget Typ{ [W - Working ] ] Date [07/01/2020  + |
Include Budget Transfers: [~
Include Unapproved Budget Transfers: |

i o ( Include Unapproved GL Tfansantions:lp I

L Ascending Date Order: [v

ok |  cancel |

Complete these little box as above and hit ok.
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FD RESC Y OBJT GOAL FUNC SCH LOCAL
01-0000-0-4400-0000-2700-000-00000
Description:
Account status: Open Roll Flag: Y Pseudo Code:
FUND: 01 'GENERAL FUND
RESQURCE: 0000 NO REPORT[NG REQUIREMENT
PROJYEAR: 0  CURRENT YEAR
OBJECT 4400 NON-CAPITALIZED EQUIP.
GOAL 0000 UNDISTRIBUTED
FUNCTION: 2700 SCHOOL ADMINISTRATION
SCHOOL 000 DISTRICTWIDE
LOCAL 00000 UNDEFINED

Start Date: 07/01/2020 Include: Unapproved GL Trx? Y
Budget Type: Working Budget Transfers? N
e Unapproved BT's? N

Working Exp/Rec

- 1,851.00 5
1 account(s) and 8 detail record(s) selected.

Reference Date Description Working Exp/Rec Enc Balance

BG- oooooom mnzorauoeer _1,851. ool 0. ool 0. oo

All year to date data is included

First column = budgeted amount

Second column = year to date activity
Third column — Activity by Purchase Order

Far right column = balance between budgeted amount and year to date activity





