DALLAS ¥

INDEPENDENT SCHOOL DISTRICT

How to Print an Activity Fund Balance Report (Summary):

The Activity Fund Balance Summary Report displays all accounts related to Activity Funds and must be
displayed in a common area, so all campus Sponsors are able to view at any time.

Log into Oracle using your User ID and Password

1. Navigate to your Purchasing/Requisitioner XXX folder (select)

Em Purchasing/Requisition Approver

2. Navigate to the bottom of that list to the Reports folder and (select)

Em Purchasing/Requisition Approver 726
=| Mofification Summary
= Supplier Item Catalog

=| View Supplier:

[ Item Search

[

[& Personal Profiles
[@ Change Organization
[@ DISD Supplier-to-Category Code
[E Funds Ava ability
[E On Hand Availablity
[ Project Status

Em Regquisitions

Em Purchase Orders

Em Receiving

Em items

[E Run -

& Set

a. Select Run
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When prompted by the submit a new request screen Select Single Request and
OK.

O Submit a New Request

What type of request do you want to run?

¥ Single Request
This allows you to submit an individual request.

# Request Set

This allows you to submit a pre-defined set of
requests.

i. In the name field, select the “luv” button

IO submit Request
Run this Request

Enter DISD Activity Funds Balance Report in front of the
wildcard (%)

'F:e ports

Finc 2

DISD Activity Fund Unreconciled Transactions Detail Report
DISD Bank Statement Detail (Excel)

DISD Bank Statement Detail Report

DISD Utilities Payment Detail

DISD Activity Funds Balance Report (Detail)

DISD Activity Funds Balance Report (Summary)

DISD GL Budget Manager Report
DISD GL Budget Manager Report - C3VExcel Format
DISD GL Budget Manager Report (PDF)

DISD - Mailroom Report

DISD Job Code Approval List
DISD Inventory ltems to Excel

DISD AP - Check Reauisitions B

Click “OK”
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Reports

00| %6DISD ACTIVITY FUND

Name

DISD Activity Fund Unreconciled Transactions Detail Report
DISD Activity Funds Balance Report (Detail)

DISD Activity Funds Balance Report (Summary)

Select the report that reads (DISD ACTIVITY FUND BALANCE REPORT (SUMMARY)

Then “OK”
When the Parameters box opens enter
the following:

O Parameters

SEGLNAUG-23
rura

SubObject !‘

Organization Financial Senices
! O ] D

1. Period From = Aug-23 for July Report

2. Period To = Aug-23 for July Report

3. Fund = CAF for 461 or SAF for 865

4. Object = CSAF (is defaulted, do not change)

5. Sub Object = If you’re looking for a specific account enter the sub object for the

account OR Leave Blank to view all accounts.
6. Organization = Enter your org number.

CLICK OK
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Find Requests Submit a New Request Submit New Request Set
M| Auto Refresh (X) Copy Single Request Copy Reguest Set

Request [D Parent

_ Phase SiEITE] Parameters
| 56366903 DISD Activity Funds Balan:

DISD Send Email (Completed SAPPLCSF/SAPPLOUT, aesoj
56330813 |DISD Copy File 56330811 Completed Mormal . 56330811, SAPPLCSF/SAPP
56330811 DISD AESOP Clock In/Out Completed Mormal 2022/03/01 00:00:00, 2022/03/ -
56330663 | 100A - DISD General Ledag; Completed Mormal 602492, 08/09/2022, %199, %
56330648 DISD Budget Transfers Fur Completed MNormal 199, 726
56330189 DISD - Employees Mot Che Completed MNormal 31168, , 2022/08/09 00-00-00,
56329915 |DISD - Timeclock Detail Re Completed Mormal 122, 20388, . , NO, 205,
56329835 |DISD - Timeclock Detail Re Completed Mormal 122, 20388, . , NO, 205, 23457

Hold Request
Cancel Request

View Details

Reprint/Republish (J) View Log (K)

Click the refresh button until the status reads complete.

1v. Upon Completion CLICK “View Output” and print landscape.
Save to your Monthly Reconciliation Folder on your desktop.

This report will need to be signed by your Administrator prior to uploading into
Laserfiche.
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