Instruction - Pulling the data straight from the database through display and running to excel – 12/9/15

Applications>Fund Accounting> Budget Ledgers>Expenditure Ledger
Fund:	Key the 4-digit fund in ‘fund’ field:  Example:  6501
[image: ]
After keying in the fund, Click Find:
All budget unit/object combinations will display as shown below.
If there are a lot of budget unit/object combinations that are 0.00 across the board (0.00 Budget and 0.00 expenditure), Click the button on the right that says “Delete All Selected.”  It will delete only budget units with 0.00 transactions.  
[image: ]
Note in this example, there are 164 budget units displayed on first query.  After deleting all budget units with no transactions whatsoever, there are 56 budget units found.  Note total budget, period expends, YTD expense and balance are still the same.
	Click EXCEL button to send this data to excel file.
[image: ]
Do a little excel magic, format the number columns for two decimal places, delete columns Budget Organ, Account and Status columns on the far right as they are duplicates.   Add a formula after the last line for ‘totals’ for columns E, F, G, H, and I.  Encumbrance column H can be deleted if it equals 0.00 total.  Save the file as type ‘excel workbook.’  End result:
[image: ]

Once the ‘excel workbook’ is save, make sure that all columns total, the spreadsheet will need more magic and on page layout, click on “Orientation” to convert to “landscape”.  
[image: ]
Once spreadsheet is converted to landscape, save as a “PDF” file onto “desktop”:
[image: ]
This is an audit requirement so data can not be manipulated.  End result:
[image: ]
[bookmark: _GoBack]Upload the documents into the ACSIP Statewide Field Test Financial 15-16 Folder for review.
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62260 CERT MEDICARE

62310 CERT TCH RET-CONT
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» Export PDF

» Create PDF

» Edit PDF
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Balance  Title

» Store Files
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540.36 TITLE | COMED
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250.00 TITLE|COM ED

14,144.78 CHAPTER HS SUMMER SCHOOL
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6501151106000000 61110  SALARY-CERTIFIED 1,200.00 0.00 000 1,200.00 TITLE | BEFORE/AFTER SCH
6501151106000000 62210  SOC SEC-CERTIFIED 114.60 0.00 000 11460 TITLE | BEFORE/AFTER SCH
6501151106000000 62260  MEDCARE-CERTIED 17.40 0.00 000 17.40 TITLE | BEFORE/AFTER SCH
6501151106000000 62310  TCH RET CONT-CERTIFIED 168.00 0.00 000  168.00 TITLE | BEFORE/AFTER SCH
6501151106100000 61110  SALARY-CERTIFIED 200000 10000 475.00  1,525.00 TITLE | BEFORE/SCHO
6501151106100000 62210  SOC SEC-CERTIFIED 19100 620 29.45 16155 TITLE | BEFORE/SCHO
6501151106100000 62260  MEDCARE-CERTIIED 29.00 145 689 22.11 TITLE| BEFORE/SCHO
6501151106100000 62310  TCH RET CONT-CERTIFIED 280.00 14.00 66.50  213.50 TITLE | BEFORE/SCHO
6501155506000000 63210 INSTRUCTIONAL SERV. 2,980.00 0.00 000 2,980.00 LITERACY
6501155506000000 63310  CERTIFIED 100.00 0.00 100.00 0.00 LITERACY
6501155506000000 66100  GEN SUPPLIES £,300.15 0.00 000 8300.15 LITERACY
6501155506100000 63210 INSTRUCTIONAL SERV. 115.00 0.00 11299 2.01 UTERACY
6501155506100000 66100  GEN SUPPLIES 11,245.00 000  7,796.50  3,448.50 LITERACY
6501159106000000 61110  SALARY-CERTIFIED 80,053.00 667110  23,348.85 56,704.15 TITLE 1INSTRUCTION
6501159106000000 61120  SALARY-CLS 4660896 3,884.08  13,594.28 33,014.68 TITLE 1INSTRUCTION
6501159106000000 62210  SOC SEC-CERTIFIED 496329 36049  1177.24  3,786.05 TITLE 1 INSTRUCTION
6501159106000000 62220  SOCSEC-CLS 288975 22156 775.46  2,114.29 TITLE 1 INSTRUCTION
6501159106000000 62260  MEDCARE-CERTIIED 116077 84.30 27530 885.47 TITLE 1 INSTRUCTION
6501159106000000 62270  MEDCARE-CLS 67583 5181 18132 494.51 TITLE 1INSTRUCTION
6501159106000000 62310  TCH RET CONT-CERTIFIED 11,0742 93396 3,268.86  7,938.56 TITLE 1INSTRUCTION
6501159106000000 62320  TCHRET CONT-CLS 652525 5378 1903.23  4,622.02 TITLE1INSTRUCTION
6501159106000000 62710  HLTH BENEF.CERTIFIED. 363257 30000  1,050.00 2,582.57 TITLE 1 INSTRUCTION

6501159106000000 62720 HLTH BENE.CLS 138510 11400 399.00 98610 TITLE 1INSTRUCTION
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Once the ‘excel workbook' is save, make sure that all columns total, the spreadsheet will need more
magic and on page layout, click on “Orientation” to convert to “landscape”. Once spreadsheet is
converted to landscape, save as a “PDF” file and upload into the ACSIP Statewide Field Test, Financial
Reports Folder. This is an audit requirement so data will not be manipulated.
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