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General Ledger

Procedures

General Ledger - Closing the Fiscal Year

1. After completing the closes in all other modules, you are now ready to close the fiscal year in
the General Ledger

2. Backup and retire a pre-fiscal year close

3. Make sure you have updated your General Ledger software using Option U from the main
menu

4. Choose option #6, Year Close
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General Ledger

General Ledger - How to Mass Reconcile checks

== General Ledger-MEMRC

Fle Edit ‘Window Help

i ccount Reconciliation

Checka Diposits (Bark Cradis) ] withelrandes (Bank Dikits)

Toc to Lkss % Reconcifstion  ‘Un-Recanciliation
Any-New Service Charges and interest Must Alresdy be Posted

Accolit |
o Recancie - - Browse

Beginnirg Sal. | 00

ofi Statement —E'»I!J

Ending Balance |

an Statemert o.m Do not shosww transactions dated onor ﬂrﬁ:ar?] 1
Statement Date | i

Diskette Reconciliation Check # Ao
Blank Zfart  Length: Stadt  Lengih
ST Mational Bank 18 8 2% 10
Y Chittendan Bank 2 8] 4 a
Peoples Hartage Bank 42 10 1) b
Marthitield Savirigs Bank 2 0 3 0
YT Mational Bank ((-Change) 44 k| 14 9
Your Bank | | | |
Bankcs Begining Bal, 0.00
__ SWe liiaared Checks 0 000
Finish Later | Cleared Withdraws 0 .00
~ Report | TetalDekds [ D00 st |
: —Eﬂ—gm o | Cleared Deposts 0 0.00 Adust | Bitfarance
N — ] Bilance: YOS 000 Minus Banks 0.00 In Balance

HAstat| | Q) & €174 Y || @yMicosat word .. |[ER Genesal Ledoe . |13 B I L1 355 M

When you reconcile a checking account for the first time using the Nemrc Windows General Ledger
it is suggested that you mass reconcile checks prior to the check date on the first returned item on
your current bank statement. Using the mass reconciliation will allow you to reconcile all your older
checks, older deposits and older withdraws in one process, instead of individually reconciling each
older item.

The following steps will guide you through this procedure:

1. Using your current bank statement, find out the check date (not the cashed date) of the earliest
check that has cleared on this statement. We will now refer to this as the [checkdate] in the following
steps.

2. In the General Ledger, select option #8 Account Reconciliation

3. Enter the general ledger account number you will be reconciling
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4. In the box labeled "Do not show checks dated on or after”, enter the [checkdate] (the earliest
check that cleared on your bank statement).

5. In the box labeled "Beginning Bal. On Statement”, leave it blank.

6. In the box labeled "Ending Bank on Statement”, put the bank statement date you are working with,
for example, 10/31/00.

7. Click on the checks tab, click the "Mark All" button.
8. Click on the deposits tab, click the "Mark All" button.
9. Click on the withdraw tab, click the "Mark All" button

Steps 7,8, and 9 will mark all the checks, deposits and withdraws as reconciled using the date
you entered in the field "Do not show checks dated on or after"

10. 10-Click the save button at the bottom of the screen. Clicking save will remove the reconciled
checks, deposits and withdraws. Now you are ready to begin your first bank statement. You may edit
the beginning and ending balances on the reconciliation screen.
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General Ledger - Monthly Bank Reconciliation

Use this feature to reconcile a banks beginning and ending balance on a statement to transactions in
your general ledger and checks from Accounts Payable and Payroll. It can also help you get a jump
start on reconciling your period ending balance.

~ Town of Guildhall General Ledger {¥ersion - 7.4h): MainMenu

2. Account Maintenance

1. Post Transactions |. Installation

P. Password Maintenance

3. Budget Maintenance

4. Description Maintenance R. Reports Menu

0. NEMRC Backup

X. Index Data Files

T el e ‘\o,; M S S e e S e i e

1. Click on #8 Account Reconciliation on the General Ledger Main Menu
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Account Reconciliation

=10 |

General | Checks |  Deposts(BankCredts) | withdraws (Bank Debits)
Tool to Use {* Reconciliation ¢ Un-Reconciliation
Any Newr Service Charges and Interest Must Already be Posted
Acoount |
to Reconcile « _ Find
Beginning Bal. Q.00
on Statement il
Ending Balance
on Statement Do ot shoveyr transactions dated on or afters| 7 7
Statement Date
Diskette Reconc) Amount
Bank Length  Start  Length
Charter One Bank & 0
Chittenden Bank 4 0
Peoples Heritage § | 11
Marthfield Savings 3 0
WT National Biank ( 14 g
Your Bank I I
.00

Save 0.00
Finish Later 0.00 Gty Amount

Report 0.00 Adust [2d By: 0 0.00 MHM"

ol 0.00 Adustfed By [ o 0.00 Ditference
can 0.00 Minus Banks 0.00 In Balance

2. Key in the general ledger account you want to reconcile
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== Account Reconciliation . - IEIIEI
General Checks | Deposits (Bank Credis) | Withcravws (Bank Debits)
Tool to Lise {*' Reconcilistion ¢ Un-Reconciliation

Ay MNewye Service Charges and nterest Must Aready be Posted

m 4 1-01 -00.00 & Find Checking Account

on Statement . 0.00

Ending Balance

on Statement 0.00 Do not shovy transactions dated on or after:| § f

Statement Date I

Diskette Reco Check # Amournt

Bank art  Length Start  Length

Charter One Bank | [SV H p 0 g 0

Chittenden Bank 1] 4 1]

Peoples Heritage H 1k 10 1| 11

Morthfield Savings| Bnk ' 1] 3 1]

T Mational Bank (| (Char ) H_ 9 14 H

Your Bank [ | ] | Reconcile Diskette How
H nksH pinnid |Bal. 0.00

_ Swe |4 laed| heck| | 0 0.00

Finieh Later | |ared Elht:* we 0 0.00
B otal 1] 0.00 &:ﬂ
Report
" Cancel | q m pos| 0 0.00 Adjust | Difference

E i DL 3 0.00 Minus Banks 0.00 In Balance

3. Key in these figures from your bank statement.

i P =] 3
Checks | Deposts BankCredes) | vhdraws (Bank Detits)
TeoltoUse | Reconchelion  Un-Reconcliaion |
Arvy Mew Service Charges and interest Must Aeady be Posted
- oot . 1010000 & | Find| | Checking Account
WH- 10178900 gt |
Ending Balsnce
These mumbers will | on Statemert 10842857 Bio not show transactions dated on o atter-| 7 /
sunmmarize the total | Stulemend Dale |12':'“':"':':"‘r
3 i Diskette Reconciliation Check # Amounk I
chechs, deposits and L e - The goa.l
Tﬂld:;w%]f Fﬂs‘;lnifik as Charter One Bark (CSV Fie) 3 0 B D Make this number
cleared. ey o Chitlerdan Bank 2 Li] 4 1] TETD. 'I'his Means
match the ones in the e e s o o ; :

: Sawings Bark 2 0 3 0 vour transactions
summmary section of your Bark (X-Change) 44 3 L 2 match the banks
bank statement. | | | | Reconcile Diskette Now )

| 1
i B, 104,789.00
i Suwe E..; ﬁ,ﬁ 0 " o0
Finish Later L 0.00
" TolalDebis 0.00 seast |
—mmnm [ 000 fdpest | Bifference
_Cancel | oance vours  101,789.00 MnusBacks 10442557 2B36.57
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] =10 x|

General Checks Deposils (Bank Credts) | VWithdraws (Bank Debils) Click it
CE ILeITs
[Haaire Date Check Amcurt [Reconcie | & that match
ROBERT DECKER 12n002 5235 = ;
1250 |WALERE FOY 121002 8745 W Items on
12680 |CHERYL HAWKHS 12n0mz 10062 W your
1261 CEDAR ASHELEY HAPELEWSH 2N 002 0.00 [ staterment
| 1262 |JOHN HUNEFELTER 121002 0.5 W
| 1263 |HELEN MARTIN 120z 053 b
\ 1264 |ALFRED MCVETTY 12002 0.00 [
1285 RANYOND NEATOMN 120002 9235 F
1257  |BARBIARA PEASLEE SMITH  |12n10002 0.00 W
1268 THOMAS ROGERS 12002 AOAS F
1269 |ALBERT TETREALLT 12002 7347 =
1270 |GERALDINE TETREAILT 121002 1712
1455 |TERIANDERSON 07 a2 30085 r
1456 CEDAR ASHELEY KAPELEWSHOT 0302 30969 I
Notice your m Checks " “:',.Hd.ﬂ'
: B 000
totals changing. —
Cleared Depostz 0 0.00 Adun | Difference
Balance: ours 93, 794.83 Mrus Banks 104,426.57 AGG30.74

Click here

Ganeral ] Chacks Deposts (Bank Credes)
™ ] next.
02N [inderest 125,05 v
0213 RS 792630 [
2R |Del. Taxes 179.39
02AZM1  [Tex Rcpts Dp #1440 1,368 96 r Click
[ 2N [ded. tacen 240000 g:q items that
| [FELL Finacds 70275 [ match
02 301 Benton History 10,00 ' items on
02A 30 dhed_ taes: 2454 32 [ your
D2h 301 ded, {anes 151529 [
02A 3 died_ taxes: 542689 [ statement
030101 |Reads 51264 r
|Property Taxes 06,00 -
|7 11 Retund from &S [
-

We matched
the statement

NEMRC
Page 8 of 163



General Ledger

Onee in balance. use this button Account Reconciliation - ;|g|5| |.|
to save the reconciliation and General Checks Depozits (Bank Credis) I Withdrawes (Bank Debits)
mark all tranzactions with a
staterment date. Cate: Description AmoLant Reconcile -
0213 |interest 125.05 v
0213 Roacds 7.926.30 ¥
02H 301 Del, Taxes 179.39 ¥l —
0213 Tax Ropts Dp # 140 1,368.96 r
02A301  |del taxes 2.400.00 g:
024301 |Roads 70275 r
024 31 Benton History 10.00 r
Getting tired? Time to 024 3H del. taxes 2454 32 ]
20 home? not ‘uzﬁam del. taxes 151529 r
reconciled. . Click here 21301 [del. taxes 542689 r
and pick up tomormow. \am1.01 Roads £12.84 i
o101 Property Taxes 106.00 r
W1 |#11 Refund from RS 1225 r hie]
03M\O1  [#12 Del TaxesHistory §40.00 rC -]
Save Banks Beginning Bal. 101,789.00
— Cleared Checks 14 7,994.17
Prints a keeperreport to Finish Later | Cleared Withdrawes 0 LU
keep with yvour bank Report Tatal Debits 14
statement. Cancel Cleared Deposits Ditference
Blalance: &7 Minus Banks 104,425,567 In Balance
_._._._._.-I-.'.-'-.-.-._ -l"".’.'.—".-

Newer use the adjust buttons to make a statement balance
unless vou can jushify to an auditor why your did. Yes, there
are good answers, but every town is different

Here are a couple of

buttons to make your

life easier
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You can find your credits to
the cheddng accowmt here.

- Account Reconciliation

i - m'l Bank

- —
T I

There iz unreconciliation, but

Tool ta Lise ¥ Reconcialion  Un-Reconciiation |
Anvy Mesy Service Charges and interast Must Already be Posted
Account

Debits)

=101 x|

be careful some have ;
accidentally inreconciled lo Reconcile ~ *11-01-00.00 “ ﬂl Checking Account
rervthing! jinming Bl
everything! ;“.W“'ﬂ 101,789.00  Edit |
Ending Balance 104 425 57 .
on Statement Do ot shovwy transactions dated on or after:| 5 ¢
; Statement Date | 12/31/2002
Got disk? Some banks Diskette R iliati Chack # -
offer a way to get your Banik Start _Length  Start  Length
monthly reconciled checks on Charter One Bank (CSY File) 9 0 8 0
disk, if gg, this tool compares Chittenden Bank 2 1] 4 1]
thoze chedks to the onez in Peoples Heritane Bank 42 10 3 11
vour system and marks them Northfield Savings Bank 2 0 3 o
asreconciled. It works very VT National Blonk: ((-Ctiange) 44 - £ g
nice. We have some popular Your Bank I I I I Reconcile Diskette How I
formats here but normmally vou —
need support to help you out Save mm Bd'-“, 1.;m
for the first nin thm. Finish Later | Cleared Withdraws 0 0.00
Report Total Debits 14 7,994497  Adjust |
T cancat | Cleared Deposits 4 10,630.74 Adjust | Difference
—Concel  |paance: Yours 10442657 MinusBanks  104,425.57 In Balance
05 F19 /03 Tews <L Guildhsll Ganazsl Ledges Fags 1 «f 12
1:04 pm Regonedliation Report Admindistrator
Ressant © 1-00-00.00
Last Homths Balancs 10L,789.00
Marves Checks Cashed (1) T,994 .17
1256 12/10/02 BRIAN BARNEY 558,10 1257 12710002 TIEEANY BENOIT 6,4648.50
1355 12710702 BOEERT DECEER 92 .35 1259 A2710/02 VALERIE EOY §7.45
1260 12/10/02 CHERYL HRWEINZ 100 82 1261 12710 /02 CEDAR RASHELEY IRPELEWSKI 0. 00
1263 12/10/02 JOMY FLIMEFELTER 0.93 1263 12710/02 MELEW MARTIN 0.53
1264 12f10/02 ALFRED HCVETTY 0.0 1265 1271002 REYHIND NEWTON 92.35
1267 12/10/02 BAREARA PEASLEE SHITH o.00 1268 12/10/02 THIHAS ROGERS 310,15
1269 12f10/02 ALBERT TETREAULT 173 47 1270 12{10/02 GERALDINE TETREATLT nr.az
Hinus Roy Withdswale (0] 0.00
Total Debits [14) 7,994.17
Plas Rewy Deposivs (4) 1, 62074
02713 /01 dntazest 125.05 02713701 Beade 7,926.30
02713 /01 Del. Tawss 17938 0213701 del. tames 2,400.00
¥Your Reconeiled Balmnos 104, 425.57
Benk Svavemenw Balmnae 104, 425 .57

Diffezanas

0.00 *** Regoncilied ***

e ——

Aunditors love to see it.

Attach this report to vour statement.
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Reconciling your period ending balance

In this section we will describe a technique that works in matching a period/year end checking
balance to a bank statement. It does work, but some times re-issued checks and void checks can
throw in a wrinkle or two.

Period ending balance from G/L (balance sheet)

+ Outstanding checks from reconciliation report
- Deposits in transit from reconciliation report
(+/-)Justifiable adjustments

= Period ending balance in bank
Banks ending balance (from statement)
Difference (should be zero)

The difference should be zero if not you must find out why. Use the difference and a detail
transactions report for help. The first few times it may be difficult but with practice these explanations
come easily.

NEMRC
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Main Menu

1. Post Transactions

Anytown General Ledger (Version - 7.8n): Main Menu

In Period: 12 June

=10l x|

. 1. Post Transactions

2. Account Maintenance

l. Installation

H. Restore Points

3. Budget Maintenance

©

NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

B. Year Close U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “1. Post Transactions” from the Main Menu and the following window will appear:

Post Transactions

Post Previous ¥r Pd 12 General Journal Transaction: Anytown
Posting T!’PE’ ¥ General ¢ Expendiure ¢ Revenue { Encumbrance { Budget 4 _\iew Previous Transactions

=101}

5 Select Recurring Entry

Period Date 6 | 06/21/2010
™ Current Previous ; I——
...................... . —= GJ# 20100233
i iPrevious: I 12 = I L
In Feriod: 12 June Dezcription (F3 Memao} | 3
Account [ Account Mame 10 11  Debit| 123 GCredit|Description (F3 Memo) 13 -
Find 0.00 0.00
14 15 16 [ 17 o00] 18 o000
Account Bal Post Amount New Balance
1] 0 0 In Balance
19 20 21 22 Save as recuning entry |7 Previoug Period Posting
23 Do not post entry |
Add Delete Report | 24 Reverse in current year [ m Cancel h




General Ledger

Posting Type: General OR Expenditure OR Revenue OR Encumbrance: Choose the
posting type that appropriately describes the type of posting you are doing. Examples:
General: Reclassifying entry, an accounts payable invoice was incorrectly coded to the
wrong expense account. Expenditure: Bank Service Charge, Expense that is not paid
through Accounts Payable. Revenue: Interest Earnings, Recording Fees, Property Taxes.
Encumbrance: Commonly used against expense accounts to show budget commitments
or to reverse previous encumbrance entries.

Year: Current OR Previous: Choose whether you would like to post the transaction to
the current year or previous year. Most transactions should be posted to the current year.
If you choose to post to last year it will only allow you to post to period 12. An example
of last year posting would be, adjusting entries given to you by an auditor.

Period: Choose the period that you would like to post this transaction for. If you have
closed the month and you need to post to a previous period, select the period that it
should be posted to. You can choose any period within the current year up to the current
period, and only period 12 if you chose the previous year.

View Previous Transactions: Click this button to view the first line of recent
transactional postings made in the General Ledger. This helps determine if you might
have already posted a transaction after being interrupted.

Select Recurring Entry: Click this button to view and select from a recurring entries
list. See the “Recurring Entry” section below for more information.

Date: Enter the date of the transaction. It is important to enter the actual date of the
transaction so that your period reports and your date reports will match. You should
establish a policy about how dates are used during posting. This system reports by period
without regard to the date used and can report by date as well. It is important to realize
you can post a transaction with today’s date and apply it to last year period 12.

Reference: The reference field will be automatically populated for General Type
Postings. They are in sequential order and should be kept in a binder for reference. For
the Revenue or Expenditure Type posting this field will be blank and you can leave it that
way or put anything for a reference that makes sense to you. If you choose to use the
reference field be consistent in your use. You should establish a policy about how this
field should be used.

Description (F3 Memo): Enter a brief description of your transaction. If you need more
space use the F3 key to bring up a memo screen. This will allow you to type as much
about this transaction as you want. Memo field information can be printed on detail
transaction and posting register reports. If you leave this field empty then you will be
required to enter something on each transaction line below.

NEMRC
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

General Ledger

Account: A balanced transaction is needed to post a transaction. You will need to credit
and debit accounts in equal totals. You can either type in the account number or use the
find key to look up the number to reference.

Account Name: The account description will display in the column when an account is
selected.

Debit: Enter the amount of this transaction in this field if a debit is needed. A credit can
not be entered in the same line.

Credit: Enter the amount of this transaction in this field if a credit is needed. A debit can
not be entered in the same line.

Description (F3 Memo): If you left 7 empty then you will need to enter a brief
description of your transaction. If you need more space, use the F3 key to bring up a
memo screen. This will allow you to type as much about this transaction as you want.
Memo field information can be printed on the “Detail Transaction” and “Posting
Register” reports found in the Reports Menu.

Account Bal: This will display the current balance for the account on the line you are
working on for the period you are posting in.

Post Amount: This will display the current posting amount for the account on the line
you are working on.

New Balance: This will display the resulting balance on the account you are working on
if the posting is completed. This does not recognize posting for the same account on
other lines.

Debit In Balance: This field will display the total of all debit entries.

Credit In Balance: This field will display the total of credit entries.

Add: Click “Add” to add a new transaction line to this posting

Delete: Select a line and click “Delete” to remove it from this posting.

Report: Click “Report” to bring up the Report Output Options (see below). This allows
you to preview, print, and save a report of this transaction.

NEMRC
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22. Save as Recurring Entry: Check this box to save this as a recurring entry. After clicking
“OK” the following window will appear. Enter the name for this recurring entry.

_lolx
[

ok |  cancer |
My Help|

23. Do Not Post Entry: Check this box to save this as a recurring entry, but NOT post this
entry. This option is only available if you checked “Save as Recurring Entry.”

24. Reverse in Current Year: Check this box to save a Reverse Entry in the current year
when you post this entry. This option is only available if you selected “Previous” in item
2.

25. OK: Click “OK?” to save the transaction.

26. Cancel: Click “Cancel” to cancel and return to the previous screen.

Recurring Entries

T Recurring Entries -0l x|

Description 1 Total Debits 2 &
Bank Statement Interest 1.00

L s

A iLoad as a percentage of original total debitz!

4 Load with Zero amounts? R 6 e
5[ Load as a reverse transaction
Load Entry | View |  Delete |  cancel |
My Help|
7 8 9 10

1. Description: The name entered when this recurring entry was first saved as a recurring
entry.

NEMRC
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2. Total Debits: The total Debits of this entry.

3. Load as a percentage of original total debits: Check this box to have the system use the
value in item 5 and calculate the new amounts for each line in the selected posting by
their relative percentage of the original value.

4. Load with zero amounts?: Check this box to have this entry load with zero for all
amounts.

5. Load as a reverse transaction: Check this box to have this entry load as a reverse
transaction for what appears on this screen.

6. New total debits: Enter the total value of all debits if you plan to use in all lines in the
same proportions as originally saved. This is used in conjunction with item 3.

7. Load Entry: Click this button to load the selected entry.
8. View: Click this button to view the selected entry.
9. Delete: Click this button to delete the selected entry.

10. Cancel: Click “Cancel” to cancel and return to the previous screen.

Report Output Options

Pre‘lﬂew Print Print Compressedl File | Cancel |
1 2 3 4

1. PreView: Click this button to preview this report. Refer to GENERAL PREVIEW for
more information.

2. Print: Click this button to print this report. Refer to GENERAL PRINTING for more
information.

3. Print compressed: Click this button to print the report. This is different from the “Print”
option in that it will use less paper for the same report.

4. File: Click this button to save this report on this computer. Refer to GENERAL FILE for
more information.

5. Cancel: Click “Cancel” to cancel and return to the previous screen.

NEMRC
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2. Account Maintenance

Anytown General Ledger (Version - 7.80): Main Menu

Click on “2. Account Maintenance” from the Main Menu and the following window will appear:

NEMRC
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General Ledger
Account Maintenance

Account Maintenance: Anytown

[___ I

1. Account Number: Enter the General Ledger account to add or edit to the system. You
may also use the F1 function key to find an account from the lookup table. If you have a
variable length structured chart of accounts then a message will appear with what types of
accounts can be added or edited. Use the enter key to change the group selection when
the variable length account number has been defined.

2. Mass Account Number Changing: This is a tool which allows redefining or redesigning
your chart of accounts. Contact NEMRC support for a discussion on your needs and
guidance to proceed.

NEMRC
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Tt Account Maintenance: Anytown N [m] A

Account Maintenance
Account Humber: 4 515-00-0001 -00.00 “ Cash-CHITT 1-70-0537-5
Account Group: 1 ™ Azoet ™ Liahility i~ Fund Bslance
" Revenues (+ Expendiures:
Account Description: 2 | Cazh-CHITT 1-70-0537-5
- Account Hotes
Posting Status: 3 o Allow O Do not allow
Hon-Lapsing Account: 4 es v Mo 10 il
Period-to-Date Activity: ] -159,320.04
Year-to-Date Balance: (i 203,525.57
Last Year's Balance: T &11,304 .95
Current Year's Budget: g .00
Year-to-Date Encumbrance: 0O 0.00 ;I
11 ok | 12cancel

8.

9.

Account Group: Select what group this account is in.

Account Description: Enter the description to appear on reports for this account.
Posting Status: Select the option to allow or not allow postings to this account.
Non-Lapsing Account: Select “No” if the budget assigned to this account is not allowed
to carry over the un-used portion. Select ‘Yes’ if it is allowed to carry over un-used
budget amounts.

Period-to-Date Activity: This is this account’s Period-to-Date activity.

Year-to-Date Balance: This is this account’s Year-to-Date balance.

Last Year’s Balance: This is this account’s Last Year budget.

Current Year’s Budget: Enter this account’s Current Year budget.

Year-to-Date Encumbrance: This is this account’s Year-to-Date Encumbrance.

10. Account Notes: This is a user defined field.

11. OK: Click “OK” to save changes and return to the Main Menu.

12. Cancel: Click “Cancel” to cancel and return to the previous screen.
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4. Description Maintenance

Anytown General Ledger (¥Yersion - 7.7c): Main Menu _ |I:I|£|

In Period: 12 June

1. Post Transactions |. Installation

2. Account Maintenance

0. NEMRC Backup

3. Budget Maintenance

e e P. Password Maintenance
[ 4. Description Maintenance | ] —

5. Period Close R. Reports Menu

6. Year Close

U. Live NEMRC Update

7. Recv. Pending Transfers

8. Account Reconciliation X. Index Data Files

Q. Quit This Application

Click on “4. Description Maintenance” from the Main Menu and the following window will
appear:
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Description Maintenance

o [ o
Description Maintenance 1 Fund Deseriptions
" Fund Type Descriptions
Il"'-"'ﬁﬂJE Description Tyvpe | &
2 W55 |GENERALFUND - 15 1
516 |EQUIEMENT FUND - 16 1
5§17 |WATER FUND - 17 1
518 |SEWER FUND- 18 1|
520 |DEVELOPMENT OFFICE-RDAG |2
531 |PARENTING CENTER - 21 2
§22  |Fund 22 2
525 |RURAL DEVELOPMENT ACTION |2
529 |POLICE & FIRE GRANTS - 29 2
530 ASSFTFORFEITURE FLIMO - 3 2 hl
3 4 5 6 7
Add Delete Report | 0Kk | cancel

Fund Descriptions OR Fund Type Descriptions: Select between maintaining fund

descriptions related to account numbers or fund types for defined funds for combined and
combining reports.

Selector: Click on a line to edit values or delete the record.

Add: Click on this button to add a new line in the table.

Delete: Click this button to delete a selected line.

Report: Click “Report” to choose an output option, and the below window will appear.
OK: Click “OK” to save changes and return to the previous screen.

Cancel: Click “Cancel” to cancel and return to the previous screen.

_lofx]
Print | Print Compressed | File Cancel
2 3 4 ]

1. PreView: Click this button to preview. Refer to GENERAL PREVIEW for more
information.
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Print: Click this button to print. Refer to GENERAL PRINTING for more
information.

Print Compressed: Click this button to print the report. This is different from the
“Print” option in that it will use less paper for the same report.

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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5. Period Close
_ialx]

In Period: 12 June

1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
: 3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu
6. Year Close U. Live NEMRC Update

<

7. Recv. Pending Transfers . Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “5. Period Close” from the Main Menu and the following window will appear:

Period Close

_iolx]
Cloge Period

1
Make Sure Vou Have Already Printed All Current Period Reports

i.e. Balance Sheet, RBevenue Report, Expenditure Report . ..

Cancel |

3

1. Notice: Read the notice. If you need to print a report, then choose “Cancel” and go to the
“R. Reports Menu.” Reports can be printed for a prior period after closing.

2. Close Period: Click “Close Period” to close the period. This process will check the
integrity of the transactions and report any concerns for review. This is not used when
closing a fiscal year.

3. Cancel: Click “Cancel” to cancel and return to the previous screen.
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6. Year Close

Anytown General Ledger (Version - 7.8n): Main Menu — |EI|£|
In Period: 12 June ‘—

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance 0. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Make sure you are in Period 12, then click on “6. Year Close” from the Main Menu and the
following window will appear:

NEMRC Fund Accounting |

I-"' \'-I Do you want to create a backup/restore point right now? This
L. = 4 backup point could be used for "as of” reports later.

You should choose “Yes” to create a restore point. It may take a few minutes, and you will be
notified when the restore point was created successfully.

A check will be run for integrity. If there are problems, you will be given a choice of how to
output a report of the problems. You will be returned to the Main Menu after outputting this
report. These problems must be resolved prior to year close. If there are no problems, the
following window will appear:
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Year Close

Close Fiscal Year

07012010

Date for Opening Entries: Enter the date for the system to assign for recording opening
balances.

. Make next general journal number...: The system can automatically assign a starting
point for the opening fiscal year journal entries.

. Closing Will...: After you make your choices for items 1, 2 and 3, read this section
carefully. This tells you what closing will do.

. Close Year: Click “Close Year” to close this year.

. Cancel: Click “Cancel” to cancel and return to the previous screen.
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7. Recv. Pending Transfers

Anytown General Ledger (Version - 7.80): Main Menu

In Period: 12 June

=10l x|

1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
' 3. Budget Maintenance O. NEMRC Backup
4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu
6. Year Close U. Live NEMRC Update
7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “7. Recv. Pending Transfers” from the Main Menu and the following window will

appear:
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Recv. Pending Transfers

S NEMRC Fund Accounting -0l x|
Receive from Other Modules

ko Period: 1 July LI Confirm Receive: 58 %ace Bar
hodule (Description Date Receive Mow | |
&P |Batch 935 ogiane | 2
AP [Bateh 939 ograms ||
AR [Bateh 2118 ogmsior ||
&F [Batch #1139 T =ar A |
T |Batch # 651 otmoems ||

1 [ Edit Descriptions

Edit |  Views | peete | ok | cancel |
4 AP Bateh 938 6 7 8

Confirm Receive: Check this box if you want the system to prompt you during receiving
all postings to ensure you are posting the data to the correct period in the General Ledger.

Receive Now: Check off the box on each line shown in the table for batches you want to
receive at this time.

Edit Descriptions: Click on a line in the table that you would like to change the
description of and then click on this button to do so. This is helpful if you want a
reminder of when you wish to receive this data during critical times, like year end.
Edit: Click “Edit” to edit the selected batch.

View: Click “View” to view the selected batch.

Delete: Click “Delete” to Delete the selected batch.

OK: Click “OK” to save changes and return to the previous screen.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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8. Account Reconciliation

Table of Contents
ACCOUNT RECONCHTALION. ...ttt e e e e et e e et e e e e e e e e e e eeeeens
The “General” tab, RECONCIATION .......cc.vviiiiiiiiic et e e e e e ennes
The “General” tab, Un-ReCONCIHIAtION..........ocvuiiiiiii i
TR NS LAD .ievteeeeeee ettt e e e e e et et e e e et e eee e et seee e et eeee et reeeeetaseesestaseseessaresenssareeees
The “Deposits (Bank Credits)” tab .....iivviiieieiieiecie s
The “Withdraws (Bank Debits)” tab..........cccooiiiiiiiiiiiiicic e
_(o/x
In Period: 12 June
1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
' 3. Budget Maintenance 0. NEMRC Backup

o

. Password Maintenance

4. Fund & Fund Type Maintenance

5. Period Close

|20

. Reports Menu

=

6. Year Close

. Live NEMRC Update

[><

7. Recv. Pending Transfers . Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “8. Account Reconciliation” from the Main Menu and the following window will
appear:
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The “General” tab, Reconciliation

General Ledger

Account Reconciliation

S Account Reconciliation -0l x|
General Checks | Deposits (Bank Credits) I Withdrawes (Bank Dehits)
Toolto Use ]
Ay Mewy Service Charges and Interest Must Already be Posted

Account )

to Reconcile 2% - - - - « _Find |

Bedinning Bal. 000 -

on Statermeri 3 M

Ending Balance 4 0.00

on Statemerit ) Do not showy transsctions dated on ot after:| /¢ 5

Statemert Date G| 7/

Diskette Reconciliation T Check # Amourit

Bank Start Length  Start Length

Citizens Bank (TS File) 5 0 5] ]

Chittenden Bank 2 0 4 1]

Peoples Heritage Bank 42 10 31 11

Morthfield Savings Bank 2 0 3 1]

WT Mational Bank (£-Change) 44 9 14 9

Your Bank I I I Reconcile Diskette How | 8

Banks Beginning Bal. 0.0
11 _ 3We |ieared checks 0 0.00 10
12 Finish Later |Cleared Withdraws 0 .00 Gty Amourt
13" meport | [Total Debis 0 0.00 Adjust [2d By: | 0 o.on A Fh‘-‘35'3“5|
14 Eancel Cleared Deposits (] 0.00 _Adjust [2d By: 1] 000 Difference
= Balance: Yours 0.00 Minus Banks 0.00 In Balance

Tool to Use: If you want to Reconcile, click “Reconcile,” if you want to Un-Reconcile,
click “Un-Reconcile,” and refer below to “Un-Reconciliation.”

Account to Reconcile: Enter the General Ledger account number that represents the

bank account you are reconciling or click the “Find” button to select from the look up
table.

Beginning Bal. on Statement: This value will carry forward from your last
reconciliation. Click on the “Edit” button if you are entering this value for the first time.

Ending Balance on Statement: Enter the ending balance as shown on the bank
statement you are reconciling.

Do not show transactions dated on or after: Enter a date here to eliminate any
activities from showing that are beyond the one provided. Use caution as some activities
required to reconcile may have been dated beyond the statement cut off which is
commonly used here.

Statement Date: Enter the statement date being reconciled.
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10.

11.

12.

13.

14.

General Ledger

Diskette Reconciliation: Enter the proper values for reading values from a file for
reconciling checks.

Reconcile Diskette Now: Click this button to begin reading the file from diskette to
reconcile cashed checks.

This area will display reconciliation values as you process through deposit, withdrawals
and checks.

Qty: If you need to force an adjustment to reconcile the statement that does not require a
journal entry then you may use this area to record a quantity of items, amounts to adjust
and with the adjustment button to define why the adjustment was made. This will print on
the bottom of the reconciliation report.

Save: Click this button to save to this computer. Refer to GENERAL FILE for more
information.

Finish Later: Click this button if you would like to save your work and finish
reconciling at a later time.

Report: Print or Preview the reconciliation report review and/or to store with your bank
statement.

Cancel: Click “Cancel” to cancel and return to the previous window.
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The “General” tab, Un-Reconciliation

T Account Reconciliation 10O =]
General | Checks | Depositz (Bank Credits) | Withdrawes (Bank Debitz)
Tool to Use " Reconciistion ¢ {In-Reconcilistion!

Account .
to Reconcile l”l - «  Find |

2
Do not shovw transactions dated on or aﬂer:l i

Statement Date 3| ¥,

4 Save |

ity Amourt
Total Debits 0 0.00 Adjust [ed By 1 pop | A ReaSDﬂS"

Adjust [ed By i 0.00
5 Cancel | Adjust |

Account to Reconcile: Enter the General Ledger account number that represents the

bank account you are reconciling or click the “Find” button to select from the look up
table.

Do not show transactions dated on or after: Enter a date here to eliminate any
activities from showing that are beyond the one provided. Use caution as some activities
required to reconcile may have been dated beyond the statement cut off which is
commonly used here.

Statement Date: Enter the statement date being reconciled.

Save: Click this button to save to this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Checks” tab
I Account Reconciliation _ O] x|
General E Depositz (Bank Credits) | Withdrawes (Bank Debitz)
Date Check Amount [Reconcie | -«
1
Mark all
Clear all
e w
s Bankzs Beginning Bal. .00
. 2WE€ | Cleared Checks ] 0.00
Finizh Later | Cleared Withdraws 0 0.00 Gty Amourt
Tatal Debits 0 0.00 Adjust |ed By: i} p.oo  #di Reasans "
Report . 4 B
Cancel Cleared Deposits (] 0.00 Adiust |E i i} 0.00 | Difference
= Balance: Yours G.00 Minus Banks .00 In Balance

=1 St

Reconcile: Review the check number detail lines with your bank statement and check off
those checks that appear that have cleared on a statement.

Mark all: Mark all checks as Reconciled.
Clear all: Un-mark all checks.

Save: Click this button to save to this computer. Refer to GENERAL FILE for more
information.

Finish Later: Click this button if you would like to save your work and finish
reconciling at a later time.

Report: Click this button to choose an output option for a report of what you’ve just
done.

Cancel: Click “Cancel” to cancel and return to the previous screen.

NEMRC
Page 32 of 163



General Ledger

The “Deposits (Bank Credits)” tab

T Account Reconciliation o ]

General | Checks {  Deposits (Bank Credits) | | Withdrawes {Bank Debits)
Date: Description Aot Reconcile A
1

Mz all | |2
;I. Clear all| ||2

s Banks Beginning Bal. .00
—2W® | Cleared Checks ] .00
Finish Later | Cleared Withdraws 0 0.00 Gty Amourt
—————| Total Debits 0 0.00 Adustfed By [ o oo A4 Reasons |
Report - B
Cancel Cleared Deposits 0 0.00 _Adjust |ed By: 0 000 Difference
= Balance: ours 0.00 Minus Banks 000 In Balance

1. Reconcile: Review the Deposits with your bank statement and check off those Deposits
that appear that have cleared on a statement

2. Mark all: Mark all Deposits as Reconciled.

3. Clear all: Un-mark all Deposits.
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The “Withdraws (Bank Debits)” tab

I Account Reconciliation _ O] x|
General | Checks | Deposits (Bank Credits) withdrawes (Bank Debits] |
Date Description Amovrit Reconcile -
1
Mark all ||| 2
J. Clear all| || 2
o
s Banks Beginning Bal. 0.00
—2WE€ | Cleared Checks 0 0.00
Finish Later | Cleared Withdrawes 0 0.00 Gty Amourt
— o —— | Total Dehits 0 0.00 Adust[ed By [ o Don 4 Reasons |
Report - 4 B
Cancel Cleared Depozits (] 0.00 _Adjust |ed By: o 0.00  Difference
= Balance: Yours 0.00 Minus Banks 0.00 In Balance

1. Reconcile: Review the Withdrawals with your bank statement and check off those
Withdrawals that appear that have cleared on a statement.

2. Mark all: Mark all Withdrawals as Reconciled.

3. Clear all: Un-mark all Withdrawals.
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I. Installation

Table of Contents
INSEAITAEION. ... e et e e e e e e ettt e e e e e e e e ettt e e e e e e e e e —raeaeeeeaan 36
ThE “OPHIONS TAD ...ttt r e 36
N A CCOUNTS LD ..ttt e et e e e et e e e e et e eee e e et e eee e et eeee e st seeeennseesentreerennnreeennnnneeees 38
The “Function Keys” tab ........ccciiiiiiiiiiiciiiie e 40
RITEY
In Period: 12 June
1. Post Transactions . Installation
2. Account Maintenance H. Restore Points
: 3. Budget Maintenance O. NEMRC Backup

(e

4, Fund & Fund Type Maintenance . Password Maintenance

|70

5. Period Close . Reports Menu

=

6. Year Close . Live NEMRC Update

=<

7. Recv. Pending Transfers . Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “I. Installation” from the Main Menu and the following window will appear:
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Installation

The “Options” tab

o General Ledger Options ;IEIEI

General Ledger Options

Options | Accounts | Conthol Accownts Function Heys

Check for Overspending Budget 1 1¥ es i Mo

Ask before accepting transfers 2 2 Yeg " Mo

Allow out of balance Funds 3 1 Yes i Mo

Report True Accounting Signs 4 4 EES (s HD

Use Encumbrances 5 i+ Yoz " Mo

Use One Encumbrance Account 6 Ty ;es - HD

Create Automatic Due To/From Entries 7 T Ees i ED

Last General Journal Humber Used 8 I 20080224

Make this number § if you want the next GJ number to be 1.

Posting Types Allowed: 9 9V Revenue ™ Expenditure ™ General

11 Cancel |

1. Check for Overspending Budget: This choice is available to warn the user of
transaction postings that will take an account over budget.

2. Ask before accepting transfers: Transfers from other modules such as Accounts
Payable can automatically be posted to the General Ledger or be held until accepted by
the users.

3. Allow out of balance Funds: The option of allowing funds to post and report out of
balance is not common. Review your choice with your CPA firm.

4. Report True Accounting Signs: The balances of credits will show as negative when this
option is set to “Yes.” When this is set to “No,” NEMRC will report all balances as
positive unless the balance is opposite of expected.

5. Use Encumbrances: Choose the option whether to use encumbrances. This option will
be recognized by other modules.

6. Use One Encumbrance Account: Decide if you are using one encumbrance account in
the entire chart or an encumbrance account per fund. The best practice is to use one
account per fund.
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7. Create Automatic Due To/From Entries: NEMRC can automatically balance cross
fund entries by defined accounts with this option set to “Yes.” The user would be
required to post funds in balance if this option is set to “No.”

8. Last General Journal Number Used: General Journal numbers are assigned by the
system and you can set the value here to your choice. Posting will add one to this value
during the next General Journal entry.

9. Posting Types Allowed: Check off the options for posting types allowed in the Post
Transactions Screen. The Posting Register Report offers reporting for each of these types
separately.

10. OK: Click “OK” to save changes and return to the previous screen.

11. Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

Tt General Ledger Options _ |0l x|
Greneral Ledger Options
Options Accounts | Cantrol Sccounts Function Keys
Funi Balance Account 1 »|51 5-01-1300-00.00 w  Find General Fund Balance
Budgeted Fund Balance 2 »|51 5-01-1800-00.00 «  Find General Fund Balance
Reserve for Encumbrance 3 »I 5135-01-1500-00.00 «  Find General Fund Balance
Prior Year Reserve 4 »I - - - «  Find
Due to other Funds 5 »|51 5-00-0004-00.00 «  Find [Due FromiTo Cther Funds
Due from other Funds i »|51 5-00-0004-00.00 «  Find [Due FromiTo Cther Funds
T OK | 8 Cancel |

It is important that all funds have the same account numbers defined for all accounts below
except the digits representing the fund. The system will report if any defined accounts needed are
missing. Accounts are set up in “2. Account Maintenance” from the Main Menu. The system will
test for, and automatically activate/create standard accounts defined under the Account tab for all
funds. If this is the case, the system will report on what it does.

1. Fund Balance Account: Type in the General Ledger Account number or click on the
“Find” button and select from the “Lookup” menu.

2. Budgeted Fund Balance: Type in the General Ledger Account number or click on the
“Find” button and select from the “Lookup” menu.

3. Reserve for Encumbrance: Type in the General Ledger Account number or click on the
“Find” button and select from the “Lookup” menu.

4. Prior Year Reserve: Type in the General Ledger Account number or click on the
“Find” button and select from the “Lookup” menu.

5. Due to other Funds: Type in the General Ledger Account number or click on the
“Find” button and select from the “Lookup” menu.

6. Due from other Funds: Type in the General Ledger Account number or click on the
“Find” button and select from the “Lookup” menu.

7. OK: Click on “OK” to save and return to the previous screen.
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8. Cancel: Click on “Cancel” to cancel and return to the previous screen.
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The “Function Keys” tab

i
Greneral Ledger Options
Options | Accounts | Comttol Aot Function Keys
1

F5 | Fo |

F6 | F10 |

F7 | F11 |

F8 | F12 |

2 OK | 3 Cancel |

1. Function Keys: These are used to set shortcuts for common phrases for easy use, and to
save you from having to retype something multiple times. When a value is assigned from
the point of the cursor placement the function key with the assignment can be used to
populate fields.

Each of these fields are linked to the “Function Key” that is to its left. This means that
when you hit the “F” key on the keyboard, the text you entered for that “Function Key”
will appear.

2. OK: Click “OK” to save changes and return to the previous screen.

3. Cancel: Click “Cancel” to cancel and return to the previous screen.
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Budget Maintenance

3. Budget Maintenance: 1. Current Year Budget Installation

1=k
In Period: 12 June
1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
: 3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu
6. Year Close U. Live NEMRC Update

[><

7. Recv. Pending Transfers . Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “3. Budget Maintenance” from the Main Menu and the following window will appear:
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Budget Maintenance -0l x|

In Period: 12 June

1. Current Year Budget Installation

2. Post Final Budget

3. Anticipated Revenue/Expenditures

4. Next Year Budget Installation

5. Last Year Budget Installation

6. Export Budget to Spreadsheet

Q. Quit Budget Maintenace

Click on “1. Current Year Budget Installation” from the Budget Maintenance Menu and the
following window will appear:
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Current Year Budget Maintenance

i x|
Current Year Budget Installation

»I 515-00-0003-60.00 1 w | Find Wilkinzon Pension
Enter As Budget Hotes
This Year Budget 2 5 - | I . =]
This Year Final Budget | .00
Year-to-Date Actual I 279973
Hext Vear Budget | 0.00
Last Year Budget | 0.00
Last Year Actual | 0.00
Last Year Unused Budget | 0.00
Anticipated | 0.00 =

<< Ereviousl 4 5 0K | 6 Cancel | 7 Next>> |

1. Account Number to Post: Enter the account number to post the budget figure to or click
“Find” to select from the lookup table.

2. This Year Budget: Enter the current year budget amount. Credit amounts post to
expense accounts and debit amounts post to revenue accounts.

3. Budget Notes: This is an area where details about the budget amount for this account can
be entered. Various reports have an option to show these notes.

4. Previous: Click this button to save the present value and bring up the account that by
number appears before the one shown.

5. OK: Click “OK” to save changes and return to the previous screen.
6. Cancel: Click “Cancel” to cancel and return to the previous screen.

7. Next: Click this button to save the present value and bring up the account that by number
appears after the one shown.
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3. Budget Maintenance: 2. Post Final Budget

_oix]
In Period: 12 June
1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
' 3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu
6. Year Close U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “3. Budget Maintenance” from the Main Menu and the following window will appear:
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Budget Maintenance -0l x|

In Period: 12 June

1. Current Year Budget Installation

2. Post Final Budget

3. Anticipated Revenue/Expenditures

4. Next Year Budget Installation

5. Last Year Budget Installation

6. Export Budget to Spreadsheet

Q. Quit Budget Maintenace

Click on “2. Post Final Budget” from the Budget Maintenance Menu and the following window
will appear:
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Post Final Budget

Sil=l Y
Post Final Budget

% Pozt budget &= annual amourt.:
I past budget as guarterly amount by dividing by 4
" Post budget a= monthly amourt by dividing by 12

WARHING: After posting final budget all adjustments must be
miade through Post Transactions.

2 PpostFinal Budgetl 3 cancel |

Post budget as...: Select the option which fits your budgeting and reporting policies.
Post Final Budget: Click this button to record budgetary transactions in the system. Any
budget adjustments must be performed by posting budget transactions from “1. Post

Transactions” on the Main Menu.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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3. Budget Maintenance: 3. Anticipated Revenue/Expenditures

_oix]
In Period: 12 June
1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
' 3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu
6. Year Close U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “3. Budget Maintenance” from the Main Menu and the following window will appear:
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Budget Maintenance -0l x|

In Period: 12 June

1. Current Year Budget Installation

2. Post Final Budget

3. Anticipated Revenue/Expenditures

4. Next Year Budget Installation

5. Last Year Budget Installation

6. Export Budget to Spreadsheet

Q. Quit Budget Maintenace

Click on “3. Anticipated Revenue/Expenditures” from the Budget Maintenance Menu and the
following window will appear:
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Anticipated Revenue/Expenditures

i x|
Anticipated Revenue/Expenditures

»I 515-00-0003-60.00 1 w | Find Wilkinzon Pension
Enter As Budget Hotes
This Year Adjusted Budget | 0.00 2 N
This Year Final Budget | .00
Year-to-Date Actual I 279973
Hext Vear Budget | 0.00
Last Year Budget | 0.00
Last Year Actual | 0.00
Last Year Unused Budget | 0.00
Anticipated 3 3 + | =

<< Previous | 4 5 OK | 6 Cancel | T Next == |

1. Account Number to Post: Enter the budget account number to post anticipation amounts
to or click the find button to select from a table.

2. Budget Notes: This is a free form area to review or enter notes on the budget details
about this account. This can help determine anticipated values during entry.

3. Anticipated: Enter the amount of additional revenue/expense expected for the balance of
the fiscal year. These values will appear on the Budget Worksheet Report.

4. Previous: Click this button to save the present value and bring up the account that by
number appears before the one shown.

5. OK: Click “OK” to save changes and return to the previous screen.
6. Cancel: Click “Cancel” to cancel and return to the previous screen.

7. Next: Click this button to save the present value and bring up the account that by number
appears after the one shown.
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General Ledger

3. Budget Maintenance: 4. Next Year Budget Installation

_oix]
In Period: 12 June
1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
' 3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu
6. Year Close U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “3. Budget Maintenance” from the Main Menu and the following window will appear:
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Budget Maintenance -0l x|

In Period: 12 June

1. Current Year Budget Installation

2. Post Final Budget

3. Anticipated Revenue/Expenditures

4. Next Year Budget Installation

5. Last Year Budget Installation

6. Export Budget to Spreadsheet

Q. Quit Budget Maintenace

Click on “4. Next Year Budget Installation” from the Budget Maintenance Menu and the
following window will appear:
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Next Year Budget Installation

il
Next Year Budget Installation
»I 515-00-0003-60.00 1 « Find Wilkinson Pension
Enter As Budget Hotes

This Year Adjusted Budget | 0.00 2 N
This Year Final Budget | .00
Year-to-Date Actual I 279973
Hext Year Budget 2 2 - Im
Last Year Budget | 0.00
Last Year Actual | 0.00
Last Year Unused Budget | 0.00
Anticipated | 0.00 =

<< Previous | 4 ok | 6 cancet | 7 Next>> |

1. Account Number to Post: Enter the budget account number to post anticipation amounts
to or click the find button to select from a table.

2. Budget Notes: This is a free form area to review or enter notes on the budget details
about this account. This can help determine anticipated values during entry.

3. Next Year Budget: Enter the amount for next year’s budget on this account. Revenue
accounts typically post a debit budget and expense accounts a credit budget figure.

4. Previous: Click this button to save the present value and bring up the account that by
number appears before the one shown.

5. OK: Click “OK” to save changes and return to the previous screen.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.

7. Next: Click this button to save the present value and bring up the account that by number

appears after the one shown.
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General Ledger

3. Budget Maintenance: 5. Last Year Budget Installation

_oix]
In Period: 12 June
1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
' 3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu
6. Year Close U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “3. Budget Maintenance” from the Main Menu and the following window will appear:
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Budget Maintenance -0l x|

In Period: 12 June

1. Current Year Budget Installation

2. Post Final Budget

3. Anticipated Revenue/Expenditures

4. Next Year Budget Installation

5. Last Year Budget Installation

6. Export Budget to Spreadsheet

Q. Quit Budget Maintenace

Click on “5. Last Year Budget Installation” from the Budget Maintenance Menu and the
following window will appear:
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Last Year Budget Installation

i
Last Year Budget Installation
»|51 5-00-00035-60.00 ] « Find Wilkinson Pension
Enter As Budget Hotes

This Year Adjusted Budget | 0.00 2 N
This Year Final Budget | .00

Year-to-Date Actual 279973

Hext Year Budget 0.00

|
|
Last Year Budget 3 3. Im
|
|
|

Last Year Actual 0.00
Last Year Unused Budget 0.00
Anticipated 0.00 lI

=< Ereviousl 4 5 0K | 6 cancel | T Next == |

1. Account Number to Post: Enter the budget account number to post anticipation amounts
to or click the find button to select from a table.

2. Budget Notes: This is a free form area to review or enter notes on the budget details
about this account. This can help determine anticipated values during entry.

3. Last Year Budget: Enter the amount for last year’s budget on this account. Revenue
accounts typically post a debit budget and expense accounts a credit budget figure.

4. Previous: Click this button to save the present value and bring up the account that by
number appears before the one shown.

5. OK: Click “OK” to save changes and return to the previous screen.
6. Cancel: Click “Cancel” to cancel and return to the previous screen.

7. Next: Click this button to save the present value and bring up the account that by number
appears after the one shown.
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General Ledger

3. Budget Maintenance: 6. Export Budget to Spreadsheet

_oix]
In Period: 12 June
1. Post Transactions l. Installation
2. Account Maintenance H. Restore Points
' 3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu
6. Year Close U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “3. Budget Maintenance” from the Main Menu and the following window will appear:
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Budget Maintenance -0l x|

In Period: 12 June

1. Current Year Budget Installation

2. Post Final Budget

3. Anticipated Revenue/Expenditures

4. Next Year Budget Installation

5. Last Year Budget Installation

6. Export Budget to Spreadsheet

Q. Quit Budget Maintenace

Click on “6. Export Budget to Spreadsheet” from the Budget Maintenance Menu and the
following window will appear:
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Export Budget to Spreadsheet

Export Budget to Spreadsheet

gl
-
[
~
!I
|
!I
™
|
e
__ oKk 4 | s cancel |

. Type of Spreadsheet: Select one of the types of files to be created.

. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

. File Name: Type in the name that this file will be saved as.
. OK: Click “OK” to save the spreadsheet and return to the previous screen.

. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

Reports

R. Reports Menu: 1. Posting Register

Table of Contents
POSTING REGISTEN ...t bbbttt b ettt ne e 61
The “Transaction OPtioNS™ taAD ....cuviiiiiiiiiie e 61
ThE “OULPUL” 1A ... 63
THE “ACCOUNTS” 1AD ...eutiiiiiiii ettt e et e e sa b e nbb e e e nnb e e e nrne e e s 64

Anytown General Ledger (Version - 7.80): Main Menu _ |I:I|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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General Ledger

o x|

In Period: 12 June

1. Posting Register

A. Budget Status Report

2. Chart of Accounts

B. Comparative Budget Report

3. Trial Balance

C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

6. Revenue Report

E. Budget Maintenance Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “1. Posting Register” from the Reports Menu and the following window will appear:
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General Ledger

Posting Register

The “Transaction Options” tab

ol
Posting Register Report

Transaction Options | Qutput | Accounts |
1 Year I Current j
2 Range Information
@ Period (" Date ¢~ General Journal ¢ Batch
3 Start 3 End
I 12 3: to I 12 3:
Include Transaction Entry Memos 4 yes £ Mo
Order 5 % Date " Entrv 9
——  Modules 6 ——— Types —During Posting Year — Amounts —
IZ General [¥ Made 2= Current Year 8
|7 GL |7 uB |7 TA ¥ Expenditure IF Carry from Previous Year I 0.00
Wap WaArR ¥ as : Eﬁ;‘;g?e [V Made 2z Pravious Year to
VPR WCR ¥ Encumbrance I 0.00
v Beginning Bal. 1[" Use absolute value
FoxPro Fiter Expression  New | Edit | Delete| Only one trangaction of a
I 10 - I posting must meet the
coenditions in amount and
the FoxPro Expression
12 13 14 15
Preview | Print | File | Cancel |

1. Year: With the drop down arrow, select “Current” or “Last Year.”

2. Range Information: Select what you would like to use as a Range to print this report.

3. Start to End: Depending on what you selected for “Range Information” enter in the
corresponding start and end values here.

4. Include Transaction Entry Memos: Select “Yes” if you want any memos that were
entered in “Posting Transactions” to appear in the report.

5. Order: Data can be presented in date or entry order.
6. Modules: Select the “Modules” you want the report to include.

7. Types: Select the “Types” of accounts you want the report to include.
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10.

11.

12.

13.

14.

15.

General Ledger

During Posting Year: These options will test conditions of postings for reporting. Made
as a current year entry will test that it does not appear in the last year transactions file.
Carried from previous year will test that the entry is a result of a posting made to the
previous year and the system created an automatic entry to the current year as needed.
Made as a previous year will test that the entry was a prior year posting with no required
entry made in the current transaction file.

Amounts: The option is available to restrict the report to posting amounts in a value
range. This is helpful when trying to locate a specific amount for a transaction.

Use absolute value: Check this box if you are unsure about the transaction amounts
posting as a credit or debit values to ensure reporting both occurrences.

FoxPro Filter Expression: A conditional reporting expression developed with NEMRC
support. This evaluates account information to determine if the account should be
included. Contact NEMRC support to learn more about this option.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Output” tab

i
Posting Register Report

Transaction Options Outpt | Accounts |

1 Path Browese |

| M MR

2 File Mame IPOST_REG

3 4 5 G

Preview Print File Cancel |

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

4. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

5. File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Accounts” tab

i
Posting Register Report

Transaction Options | OLtpLt Accounts |

To
2,,' - - «  Find

Account Range 1,,| o - «  Find |

When selecting accounts in a posting register you will get all Postings with the account in question.

3 4 5 G

Preview Print File Cancel |

1. Account Range: Enter in the Account you want the report to start with or click on the
“Find” button and select from the menu.

2. To: Enter in the Account you want the report to end with or click on the “Find” button
and select from the menu.

3. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

4. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

5. File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

R. Reports Menu: 2. Chart of Accounts

Table of Contents

CRArt OF ACCOUNTS ...ttt s b e et e e sbe e s be e s beesbeesbeesabeesbeeeabeesaeesnbeesbeeenbeeas 67
ThE “OULPUL” 1A ... 67
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Anytown General Ledger (Version - 7.80): Main Menu _ |I:I|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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General Ledger

o x|

In Period: 12 June

1. Posting Register A. Budget Status Report

2. Chart of Accounts B. Comparative Budget Report

3. Trial Balance
C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

E. Budget Maintenance Report

6. Revenue Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “2. Chart of Accounts” from the Reports Menu and the following window will appear:
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General Ledger

Chart of Accounts

The “Output” tab

Chart of Accounts

Transaction Cptions Cutput | Accounts

1 Path Browze |

=10l x|

Mare Accounts

| M MEMRC

2 File Mame ICHAHT

3 4 <) (i}

Preview Print File Cancel |

1. Path: Type in the location of the folder you wish to save this report in when you export.

You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more

information.

4. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

5. File: Click this button to save on this computer. Refer to GENERAL FILE for more

information.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Accounts” tab

i x
Chart of Accounts

Tranzaction Sptions | Output Accourts | More Accounts
¥ Asset
2 Break on Fund i~ Yag [
M Liabilty i
¥ Fund Balance 3 mclude Account Hotes T & o

Specify Fund (Blank for all}

4 »I « Find I
V¥ Rewvenues

W Expendituras 6 Year |Currerrtn_ast =
¥ Postable Accounts 5
¥ Mon Postable Accounts

Single Account 7»' - - «  Find |

8 o 10 11
Preview Print File Cancel

1. Account types: You can select some or all account types to report detail postings for.
The types available are dependant on the design of your chart of accounts.

2. Break on Fund: Select “Yes” if you want to list each fund separately.

3. Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in Account Maintenance.

4. Specify Fund: Type the Fund number you would like the report be for OR leave blank
for all.

5. Postable Accounts, Non Postable Accounts: Select the option to include accounts that
are presently active (postable) and/or inactive (non-postable). You must select at least
one of these two choices.

6. Year: Select a specific year from the drop down list if you are looking for a listing prior
to the current chart of accounts.

7. Single Account: Enter the specific account you are trying to report if desired. When
selecting a single account you will get the current and last year balances by period.
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10.

11.

General Ledger

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “More Accounts” tab

_lafx
Chart of Accounts
Tramzaction Cptions | Output | Accounts Mare Accourts

Specity Fund Range. Blank for All 1 »I « Find | to »I « Find I
Lo

Specifty Group Range. Blank for All 2
Specifty Department Range. Blank for &I 3
Specity Object Range . Blank for All 4
Specify Sub-Chiect Range. Blank for &1 5 Lo

6 7 8 9

Preview | Print File Cancel |

1. Specify Fund Range: This option appears for all charts of accounts. Type in a beginning
and ending fund number range to further restrict the reporting if desired. Items 2 through
5 will vary according to the design and descriptions for your chart of accounts
definitions.

2. Specify Group Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

3. Specify Department Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

4. Specify Object Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

5. Specify Sub-Object Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more

information.
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General Ledger
Print: Click this button to print. Refer to GENERAL PRINTING for more information.

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger
R. Reports Menu: 3. Trial Balance

Table of Contents
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Anytown General Ledger (Version - 7.80): Main Menu _ |EI|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U.Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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General Ledger

o x|

In Period: 12 June

1. Posting Register

A. Budget Status Report

2. Chart of Accounts

B. Comparative Budget Report

3. Trial Balance

C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

6. Revenue Report

E. Budget Maintenance Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “3. Trial Balance” from the Reports Menu and the following window will appear:
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General Ledger

Trial Balance

The “General” tab

T General Ledger Report Dptions i m| |
Trial Balance Report Options
: General | Accounts | Expott Options | Petind
Lavout & pormal Combined ¢ Combining
1
Trial Balance Worksheet (~ vez 2 (% g
Skip Header Accounts { ves 3 % g
Suppress detail to header accounts  ves 4 % po
Suppress accounts with zero balance 1 “es 5 * g
Suppress account numbers  ves § % pg
Include Account Hotes ez 7 (¥ plp
Suppress non-postable accounts wizero balance © Yes 8 % po
Page Break after Groups % vez 9 o
10 11 12 13
Preview Primt Export Cancel

1. Layout: Normal reports each fund separately. Combined reports all funds of the same
type on the same page. Combining reports all types in totals on the same page.

2. Trial Balance Worksheet: Data output is broken out in columns by budget, debit
encumbrance, credit encumbrance, debit actual, credit actual when this option is selected.

3. Skip Header Accounts: Header accounts are defined by incomplete account
numbers. The system determines a sub-total on all accounts that match what has been
defined in the header account. Selecting “Yes” removes the sub-totals.

4. Suppress detail to header accounts: Selecting “Yes” will cause the system to report on
header accounts defined and all accounts without header accounts defined.

5. Suppress accounts with zero balance: You can choose to remove from reporting an
account when it has a value of zero in both last year and this year for budget, actual and
encumbrance.
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10.

11.

12.

13.

General Ledger

Suppress accounts numbers: You can choose to remove the General Ledger account
number from reporting so that only the account description is shown on the report.

Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in Account Maintenance.

Suppress non-postable accounts w/zero balance: You can have the system remove
from reporting inactive accounts that have zero like in item 4. This option stops the
inactive accounts from reporting. Item 4 would stop all zero balance accounts from
reporting.

Page Break After Groups: Click “Yes” if you want a new page started after each
Group. The option for page breaks depends on the design for your chart of accounts.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Accounts” tab

=k
Trial Balance Report Options
General Accourts Export Options Period

Specify Fund Range. Blank for &l 1 »I w« Find | Lo »I « Find |

2 3 4 5
Preview | Print Export Cancel

1. Specify Fund Range: Type in the General Ledger Account Number you wish to have
the report start with and end with.

2. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

3. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

4. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

5. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Export Options” tab

=k
Trial Balance Report Options

General | Accourts Export Options | Period

1 Path Browze |

| M: MEMRC

2 File Mame I

2 () Export in Excel Format
¥ Export in Tewxt Format

4 5 i 7
Preview Print Export Cancel

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Exportin Excel Format OR in Text Format: Click to choose whether this report will
be exported in an Excel Format or in a Text Format.

4. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

5. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

6. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

7. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Period” tab
i1
Trial Balance Report Options
General | Accourts | Export Options Period
Year 1 ICurrent j

Period 2 I 12 3:

3 4 5 6
Preview Print Export Cancel

1. Year: Select from the drop down menu the “Year” you would like the report to be for.

2. Period: Select from the drop down menu the “Period” you would like the report to be
for.

3. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

4. Print: Click this button to print. Refer to GENERAL PRINTING for more
information.

5. Export: Click this button to save on this computer. Refer to GENERAL FILE for
more information.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

R. Reports Menu: 4. Balance Sheet

Table of Contents
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Anytown General Ledger (Version - 7.80): Main Menu _ |EI|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U.Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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General Ledger

o x|

In Period: 12 June

1. Posting Register

A. Budget Status Report

2. Chart of Accounts

B. Comparative Budget Report

3. Trial Balance

C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

6. Revenue Report

E. Budget Maintenance Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “4. Balance Sheet” from the Reports Menu and the following window will appear:
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General Ledger

Balance Sheet

The “General” tab

T General Ledger Report Dptions i m| |
Balance Sheet Report Options
: General | Accounts | Expott Options | Petind
La’_nfﬂutl % Mormal —  Combined € Combining
Skip Header Accounts ( ves 2 % pg
Suppress detail to header accounts { ves 3 % pg
Suppress accounts with zero balance © Yes 4 % po
Suppress account numbers vez 5 06 g
Include Account Hotes ‘ez 6 (¥ pjp
Suppress non-postable accounts wizero balance © Yes 7 % po
8 o 10 11
Preview Primt Export Cancel

1. Layout: Normal, reports each fund separately. Combined, reports all funds of the same
type on the same page. Combining, reports all types in totals on the same page.

2. Skip Header Accounts: Header accounts are defined by incomplete account
numbers. The system determines a sub-total on all accounts that match what has been
defined in the header account. Selecting “Yes” removes the sub-totals.

3. Suppress detail to header accounts: Selecting “Yes” will cause the system to report on
header accounts defined and all accounts without header accounts defined

4. Suppress accounts with zero balance: You can choose to remove from reporting an
account when it has a value of zero in both last year and this year for budget, actual and
encumbrance.

5. Suppress account numbers: You can choose to remove the General Ledger account
number from reporting so that only the account description is shown on the report.
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11.

General Ledger

Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in Account Maintenance.

Suppress non-postable accounts with zero balance: You can have the system remove
from reporting inactive accounts that have zero like in item 4. This option stops the
inactive accounts from reporting. Item 4 would stop all zero balance accounts from
reporting.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

=k
Balance Sheet Report Options
General Accourts | Export Options | Period

Specify Fund Range. Blank for &l 1 »I w« Find | Lo »I « Find |

2 3 4 ]
Preview | Print Export Cancel

1. Specify Fund Range: This option appears for all charts of accounts. Type in a beginning
and ending fund number range to further restrict the reporting if desired.

2. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

3. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

4. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

5. Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Export Options” tab

=k
Balance Sheet Report Options

General | Accourts Export Options | Period

1 Path Browze |

| M: MEMRC

2 File Mame I

3 () Export in Excel Format
¥ Export in Tewxt Format

4 5 (i T
Preview Print Export Cancel

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Export in Excel Format OR in Text Format: Click to choose whether this report will
be exported in an Excel Format or in a Text Format.

4. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

5. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

6. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

7. Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Period” tab
o
Balance Sheet Report Options
General | Accourts | Export Options Period
Year 1 ICurrent j

Period 2 I 12 3:

3 4 s i
Preview Print Export Cancel

1. Year: Select the year for reporting from the drop down list provided. This list includes as
many years as possible stored in the system.

2. Period: Type the Period you want the report be for or select from the drop down arrow.

3. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

4. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

5. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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R. Reports Menu: 5. Detail Transactions

Table of Contents
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Anytown General Ledger (Version - 7.80): Main Menu _ |EI|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U.Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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o x|

In Period: 12 June

1. Posting Register A. Budget Status Report

2. Chart of Accounts B. Comparative Budget Report

3. Trial Balance
C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

E. Budget Maintenance Report

6. Revenue Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “5. Detail Transactions” from the Reports Menu and the following window will appear:
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Detail Transactions

The “Transaction Options” tab

S
Detail Transactions Report
Tranzaction Options | Ot | Accounts | More Accounts
1 Year ICurrent j
2 Range Information
& Period  Date i~ Batch
3 Starnt Endl
I 12 3: to I 12 3:
Include Previous Balances 4 i Yag = Mo 7
5 Modules —— Types —— Amounts  ——
IZ General 6
MaL Mus MTa v Expenditure I 0.00
Vap War Voas ¥, Revenue to
v Budget
VPR VCR ¥ Encumbrance I 0.00
V¥ Beginning Bal. [ Use abzolte value
FoxPro Fiter Expression  Mew | Edit | Deletel )
L) - I
10 11 12 13

Preview | Print | File | Cancel |

1. Year: Select from either Current or Last Year to have the report be for.
2. Range Information: Select Period, Date OR Batch.

3. Start to End: Depending what you selected for Range, enter the corresponding number
OR date.

4. Include Previous Balances: Select “Yes” if you would like previous balance to appear
on the report.

5. Modules: Select the Modules you would like the report to include.
6. Types: Select the Types of transactions you would like the report to include.

7. Amounts: The option is available to restrict the report to posting amounts in a value
range. This is helpful when trying to locate a specific amount for a transaction.
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11.

12.

13.

General Ledger

Use absolute value: Check this box if you are unsure about the transaction amounts
posting as a credit or debit values to ensure reporting both occurrences.

FoxPro Filter Expression: A conditional reporting expression developed with NEMRC
support. This evaluates account information to determine if the account should be
included. Contact NEMRC support to learn more about this option.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Output” tab

i
Detail Transactions Report

Transaction Options Ot | Accourts | More Accounts

1 Path Browse |

| M MR

2 File Mame IDETLTRAH

3 4 5 G

Preview Print File Cancel |

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as

3. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

4. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

5. File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

e General Ledger Report Options

Detail Transactions Report

General Ledger

=10l x|

Transaction Options | Output Accourts | More Accounts
[
II; .&..SSF'_.,t. 2 Break on Fund " Yes = Mg
Liability 3 Break on Group " es i+ Mo
¥ Fund Balance 4 mclude Account Hotes i es f* o
5 Specify Fund (Blank for all}
»I w Find I
¥ Revenues
V Expenditures
W Postable Accounts g
¥ Maon Postable Accounts
Account Range 7 ,,I .- - «  Find |
To
»I - - - «  Find |
8 a 10 11
Preview Print File Cancel |

1. Account Types: You can select some or all account types to report detail postings for.
The types available are dependant on the design of your chart of accounts.

2. Break on Fund: Select “Yes” if you want a page break between funds.

3. Break on Group: Select “Yes” if you want a page break between the second
components of your account structure. This is dependant on the design of your chart of

accounts.

4. Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in Account Maintenance.

5. Specify Fund: Type the Fund number you would like the report be for OR leave blank

for all.

6. Postable Accounts, Non Postable Accounts: Select the option to include accounts that
are presently active (postable) and/or inactive (non-postable). You must select at least

one of these two choices.
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11.

General Ledger

Account Range: Enter a starting TO ending account number if you want to restrict the
report to a specific range of numbers. You can use the “Find” button to select each
account point.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “More Accounts” tab

i x
Detail Transactions Report

Transaction Options | Output | Accourts More Accounts

Specity Fund Range. Blank for All 1 »I « Find | to »I « Find I
Lo

Specifty Group Range. Blank for All 2
Specify Department Range. Blank for &1 3

Specity Object Range . Blank for All 4 to
Specify Sub-Object Range. Blank for A 5 Lo
to
to
to

] 7 8 0

Preview | Print File Cancel |

1. Specify Fund Range: This option appears for all charts of accounts. Type in a beginning
and ending fund number range to further restrict the reporting if desired. Items 2 through
5 will vary according to the design and descriptions for your chart of accounts
definitions.

2. Specify Group Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

3. Specify Department Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

4. Specify Object Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

5. Specify Sub-Object Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more

information.
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Print: Click this button to print. Refer to GENERAL PRINTING for more information.

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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R. Reports Menu: 6. Revenue Report

Table of Contents
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Anytown General Ledger (Version - 7.80): Main Menu _ |EI|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U.Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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General Ledger

o x|

In Period: 12 June

1. Posting Register

A. Budget Status Report

2. Chart of Accounts

B. Comparative Budget Report

3. Trial Balance

C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

6. Revenue Report

E. Budget Maintenance Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “6. Revenue Report” from the Reports Menu and the following window will appear:
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Revenue Report

The “General” tab

T General Ledger Report Dptions i m| |
Revenues Report Options
: General | Accounts | Expott Options | Petind
La’_nfﬂutl % Mormal —  Combined € Combining
Skip Header Accounts ( ves 2 % pg
Suppress detail to header accounts  ves E N
Suppress accounts with zero balance  ves 4 % pg
Suppress account numbers  ves 5 (F pg
Include Account Hotes  Yes g & o
Suppress non-postable accounts wizero balance ™ ves 7 T po
Show Budget of Selected Period? Cves 8 o
o
Page Break After
Fund 9 " ves (% Mo
10 11 12 13
Preview Primt Export Cancel

1. Layout: Normal: Reports each fund separately. Combined: Reports all funds of the
same type on the same page. Combining: Reports all types in totals on the same page.

2. Skip Header Accounts: Header accounts are defined by incomplete account
numbers. The system determines a sub-total on all accounts that match what has been
defined in the header account. Selecting “Yes” removes the sub-totals.

3. Suppress detail to header accounts: Selecting “Yes” will cause the system to report on
header accounts defined and all accounts without header accounts defined.

4. Suppress accounts with zero balance: You can choose to remove from reporting an
account when it has a value of zero in both last year and this year for budget, actual and
encumbrance.

5. Suppress account numbers: You can choose to remove the General Ledger account
number from reporting so that only the account description is shown on the report.
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General Ledger

Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered during Account Maintenance.

Suppress non-postable accounts w/zero balance: You can have the system remove
from reporting inactive accounts that have zero like in item 4. This option stops the
inactive accounts from reporting. Item 4 would stop all zero balance accounts from
reporting.

Show Budget of Selected Period?: The options to show the budget figure for the
selected period by dividing the total budget by twelve.

Page Break After: Click to choose when a new page is started. The option for page
breaks depends on the design for your chart of accounts.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

o General Ledger Report Options o =] |
Revenues Report Options
General Accourts | Export Options | Period

Specify Fund Range. Blank for &l 1 »I w« Find | Lo »I « Find |

Specity Group Range. Blank far All 2 to

Specify Department Range. Blank for &1 3 to

Specify Ohject Range. Blank for All 4 to

Specity Sub-Object Range. Blank for Al = ko

G rd g 9
Preview | Print Export Cancel

1. Specify Fund Range: This option appears for all charts of accounts. Type in a beginning
and ending fund number range to further restrict the reporting, if desired. Items 2 through
5 will vary according to the design and descriptions for your chart of accounts
definitions.

2. Specify Group Range: Enter a beginning and ending value range to further restrict the
reporting, if desired.

3. Specify Department Range: Enter a beginning and ending value range to further restrict
the reporting, if desired.

4. Specify Object Range: Enter a beginning and ending value range to further restrict the
reporting, if desired.

5. Specify Sub-Object Range: Enter a beginning and ending value range to further restrict
the reporting, if desired.

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.
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Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Export Options” tab

S1=T
Revenues Report Options

General | Accourts Export Options | Period

1 Fath Brovwze |

| M: MEMRC

2 File Marme I

() Export in Excel Format
¥ Export in Tewxt Format

4 5 (1] T
Preview Print Export Cancel

Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

File Name: Type in the name that this report will be saved as.

Export in Excel Format OR in Text Format: Click to choose whether this report will
be exported in an Excel Format or in a Text Format.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Period” tab
o
Revenues Report Options
General | Accourts | Export Options Period
Year 1 ICurrent j

2 |V show Quarter Quarter 3 I 4 3:

4 [ imhow Quarter Budget!

5 (i T 8
Preview Print Export Cancel

1. Year: Select the year for reporting from the drop down list provided. This list includes as
many years as possible stored in the system.

2. Show Quarter: The option to report quarterly budgets will divide the total budget by
four and calculate the expenses for the three month period chosen.

3. Quarter: When item two or four is selected then the quarter to calculate has to be
selected.

4. Show Quarter Budget: A column can be added to the report that reflects the quarterly
budget value.

5. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

6. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

7. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

8. Cancel: Click “Cancel” to cancel and return to the previous screen.

NEMRC
Page 102 of 163



General Ledger

R. Reports Menu: 7. Expenditure Report

Table of Contents
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Anytown General Ledger (Version - 7.80): Main Menu — |EI|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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o x|

In Period: 12 June

1. Posting Register A. Budget Status Report

2. Chart of Accounts B. Comparative Budget Report

3. Trial Balance
C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

E. Budget Maintenance Report

6. Revenue Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “7. Expenditure Report” from the Reports Menu and the following window will appear:
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General Ledger

Expenditure Report

The “General” tab

=
Expenditures Report Options
: General | Acocolnts | Export Options | Petiod

LWﬂml % Mormal —  Combined € Combining

Skip Header Accounts { ves 2 % g

Suppress detail to header accounts { ves 3 % pg
Suppress accounts with zero balance © Yes 4 % po
Suppress account numbers ( ves 5 (% pg

Include Account Hotes  Yes g % ko

Suppress non-postable accounts wizero balance ™ ez 7 [ po

Show Budget of Selected Period? Tves B % o
!
— Page Break After  ves = o
10 11 12 13
Preview Primt Export Cancel

Layout: Normal: Reports each fund separately. Combined: Reports all funds of the
same type on the same page. Combining: Reports all types in totals on the same page.

Skip Header Accounts: Header accounts are defined by incomplete account
numbers. The system determines a sub-total on all accounts that match what has been
defined in the header account. Selecting “Yes” removes the sub-totals.

Suppress detail to header accounts: Selecting “Yes” will cause the system to report on
header accounts defined and all accounts without header accounts defined.

Suppress accounts with zero balance: You can choose to remove from reporting an
account when it has a value of zero in both last year and this year for budget, actual and
encumbrance.

Suppress account numbers: You can choose to remove the General Ledger account
number from reporting so that only the account description is shown on the report
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12.

13.

General Ledger

Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in Account Maintenance.

Suppress non-postable accounts w/zero balance: You can have the system remove
from reporting inactive accounts that have zero like in item 4. This option stops the
inactive accounts from reporting. Item 4 would stop all zero balance accounts from
reporting.

Show Budget of Selected Period?: The options to show the budget figure for the
selected period by dividing the total budget by twelve.

Page Break After: Click to choose when a new page is started. The option for page
breaks depends on the design for your chart of accounts.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

o General Ledger Report Options o =] |
Expenditures Report Options
General Accourts | Export Options | Period

Specify Fund Range. Blank for &l 1 »I w« Find | Lo »I « Find |

Specity Group Range. Blank far All 2 to

Specify Department Range. Blank for &1 3 to

Specify Ohject Range. Blank for All 4 to

Specify Sub-Ohiect Range. Blank for Al 5 ko

(i T 8 o
Preview | Print Export Cancel

1. Specify Fund Range: This option appears for all charts of accounts. Type in a beginning
and ending fund number range to further restrict the reporting if desired. Items 2 through
5 will vary according to the design and descriptions for your chart of accounts
definitions.

2. Specify Group Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

3. Specify Department Range: Enter a beginning and ending value range to further restrict
the reporting if desired

4. Specify Object Range: Enter a beginning and ending value range to further restrict the
reporting if desired

5. Specify Sub-Object Range: Enter a beginning and ending value range to further restrict
the reporting if desired

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.
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Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Export Options” tab

=k
Expenditures Report Options

General | Accourts Export Options | Period

1 Path Brovwze |

| M: MEMRC

2 File Wame I

3 () Export in Excel Format
¥ Export in Tewxt Format

4 5 G T
Preview Print Export Cancel

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Export in Excel Format OR in Text Format: Click to choose whether this report will
be exported in an Excel Format or in a Text Format.

4. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

5. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

6. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

7. Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Period” tab
i1
Expenditures Report Options
General | Accourts | Export Options Period
Vear 1 ICurrent j

2 |V show Quarter 3 Quarter I 4 3:

4 [ Showe Quarter Budget

-] (1] T 8
Preview Print Export Cancel

1. Year: Select the year for reporting from the drop down list provided. This list includes
as many years as possible stored in the system.

2. Show Quarter: The option to report quarterly budgets will divide the total budget by
four and calculate the expenses for the three month period chosen.

3. Quarter: When item two or four is selected then the quarter to calculate has to be
selected.

4. Show Quarter Budget: A column can be added to the report that reflects the quarterly
budget value.

5. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

6. Print: Click this button to print. Refer to GENERAL PRINTING for more information.
7. Export: Click this button to save on this computer. Refer to GENERAL FILE for more

information.
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8. Cancel: Click “Cancel” to cancel and return to the previous screen..
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R. Reports Menu: 8. Batch Detail Report

Table of Contents
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Anytown General Ledger (Version - 7.80): Main Menu _ |EI|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U.Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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In Period: 12 June

1. Posting Register A. Budget Status Report

2. Chart of Accounts B. Comparative Budget Report

3. Trial Balance
C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

E. Budget Maintenance Report

6. Revenue Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “8. Batch Detail Report” from the Reports Menu and the following window will appear:
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Batch Detail Report

The “Transaction Options” tab

Batch Detail Report

=10l x|

Tranzaction Options | Ot | Accounts | More Accounts
1 Year ICurrent j
2 Range Information
& Period " Date " Batch
3 Start Endl
I 12 E to I 12 3:
Order 4 & Account ( Batch
—— 5 Modules ———
v ap
v PR
G T 8 9

Preview Print File Cancel |

1. Year: Type inthe Year you want the report be for OR click on the arrow and select from

the table.

2. Range Information: This report can draw information based on a fiscal period,

transaction date or batch number range.

3. Start to End: Depending on what you selected for “Range Information” enter in the

corresponding start and end values here.

4. Order Account OR Batch: Selected data can be organized by the reference account as
the primary sort or retain the information group by the given module and batch number

assigned by the system.

5. Modules: Select one or both of the modules to collect the detail information from

regarding your choices from above.
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Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Output” tab

i
Batch Detail Report

Transaction Options Ot | Accourts | More Accounts

1 Path Browese |

| M MR

2 File Mame IE.&.TCHDET

3 4 =l G

Preview Print File Cancel |

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

4. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

5. File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

i
Batch Detail Report

Transaction Options | Output Accourts | More Accounts

V¥ sgset
¥ Lighili 1 Break on Fund 2 = Yas = Mo
Liability Break on Group 3 " es i+ Mo

M Fund Balance

V¥ Rewvenues
V Expenditures

¥ Postable Accounts 4
¥ Mon Postable Accounts

Account Range 5 »I . «  Find |

To
,,I o - «  Find

6 7 8 9

Preview Print File Cancel |

1. Account type selection: You can select some or all account types to report detail
postings for. The types available are dependant on the design of your chart of accounts.

2. Break on Fund: Select “Yes” if you would like a space between Fund accounts.
3. Break on Group: Select “Yes” if you would like a space between Group accounts.

4. Postable Accounts, Non Postable Accounts: Select the option to include accounts that
are presently active (postable) and/or inactive (non-postable). You must select at least
one of these two choices.

5. Account Range: Type in the Account you want to start with TO the account you want to
end with OR click “Find” and select from the table.

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

7. Print: Click this button to print. Refer to GENERAL PRINTING for more information.
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8. File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

9. Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “More Accounts” tab

_lafx
Batch Detail Report
Transaction Options | Output | Accounts Mare Accourts

Specity Fund Range. Blank for All 1 »I « Find | to »I « Find I
Lo

Specifty Group Range. Blank for All 2 —
Specify Department Range. Blank for Al 3 _ to _
Specify Object Range . Blank for Al s [ w [
Specify Sub-Cbject Range. Blank for &1 5 [ te |

to

to

to
i T 8 a

Preview | Print File Cancel |

1. Specify Fund Range: This option appears for all charts of accounts. Type ina
beginning and ending fund number range to further restrict the reporting if desired. Items
2 through 5 will vary according to the design and descriptions for your chart of accounts
definitions.

2. Specify Group Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

3. Specify Department Range: Enter a beginning and ending value range to further
restrict the reporting if desired.

4. Specify Object Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

5. Specify Sub-Object Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.
7. Print: Click this button to print. Refer to GENERAL PRINTING for more information.
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8. File: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

9. Cancel: Click “Cancel” to cancel and return to the previous screen.
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R. Reports Menu: A. Budget Status Report

Table of Contents
2T o[ ] = (I =T oo o PSR
BN TSR € 1T | G 7: 1 o U
The “ACCOUNTS™ TAD .. ..ottt e e e st e sb bbb e e e e e e et s saabbbareeeeeeensians
The “EXport OPtions™ tab ........cccviiiiiiiiiiieiieie it
The “Period” tAD ..ovieiiiiiiiiiiiei e e e e s s e bbb e e e e e e st s s e bbb rreeeeeeeneian

Anytown General Ledger (Version - 7.80): Main Menu _ |EI|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U.Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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o x|

In Period: 12 June

1. Posting Register

2. Chart of Accounts

A. Budget Status Report

B. Comparative Budget Report

3. Trial Balance

C. Budget Worksheet

4. Balance Sheet

5. Detail Transactions

D. Reconciliation Report

6. Revenue Report

E. Budget Maintenance Report

7. Expenditure Report

8. Batch Detail Report

Z. Custom Reports and Routines

Q. Quit |

Click on “A. Budget Status Report” from the Reports Menu and the following window will

appear:
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Budget Status Report

The “General” tab

e General Ledger Report Dptions - |EI|E|
Budget Status Report Options
: General | Acocolnts | Export Options | Petiod
I Report Groups & Revernues  ( Expenditures  ( Bath
2 Budget Status (= pormal  Expense wio Budget © 100% Unused  Over Budgst
Skip Header Accounts { ves 3 % g
Suppress detail to header accounts { ves 4 % g
Suppress accounts with zero balance © ez 5 % po
Suppress account numbers ez O % g
Include Budget Hotes  Yes T (% plo
Include Account Hotes ez § % po
Suppress non-postable accounts w/zero balance 1 vesz 0 " Mo
Break Out Encumbrances? T ves 1p ™ Mo
Show Budget Balance ? T vez 11 Mo
Show Adjusted Budget Figures ? T ves 12 & o
13
Page Break After
Funi 9 " ves & ng
14 15 16 17
Preview Primt Export Cancel

1. Report Groups: Select whether you want the report to show Revenues, Expenditures or
Both. The option of both is dependant on the design of your chart of accounts.

2. Budget Status: Normal: Shows all accounts based on the options below. Expense with
out budget: Restricts the reporting to options below plus only accounts with actual
balances not equal to zero and no budget figure. 100% used: Restricts the report to where
budget matches the actual and the balance equals zero. Over budget: Will report only
accounts the have exceeded the budget amount allocated.

3. Skip Header Accounts: Header accounts are defined by incomplete account numbers
that the system determines you want all like accounts match what has been defined to
sub-total upon. Selecting “Yes” removes the sub-totals.

4. Suppress detail to header accounts: Selecting “Yes” will cause the system to report on
header accounts defined and all accounts without header accounts defined.
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16.
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Suppress accounts with zero balance: You can choose to remove from reporting an
account when it has a value of zero in both last year and this year for budget, actual and
encumbrance.

Suppress account numbers: You can choose to remove the General Ledger account
number from reporting so that only the account description is shown on the report.

Include Budget Notes: Choose “Yes” to have this report include Budget Notes that can
be entered during Budget Maintenance.

Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in Account Maintenance.

Suppress non-postable accounts w/zero balance: You can have the system remove
from reporting inactive accounts that have zero like in item 4. This option stops the
inactive accounts from reporting. Item 4 would stop all zero balance accounts from
reporting.

Break Out Encumbrances?: The encumbrance balance will be reported separately if
this option is yes. The encumbrance value will be combined with the actual balance when
this option is set to no.

Show Budget Balance?: This option allows reporting the remaining balance on each
account.

Show Adjusted Budget Figures?: The report can include the original budget and the
adjustment value along with the final budget value on the report. This is useful if you
post final budget and perform budget adjustments formally.

Page Break After: Click to choose when a new page is started. The option for page
breaks depends on the design for your chart of accounts.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

o General Ledger Report Options o =] |
Budget Status Report Options
General Accourts | Export Options | Period
Specify Fund Range. Blank for &l 1 »I w« Find | Lo »I « Find |
Specity Group Range. Blank far All 2 to
Specify Department Range. Blank for &1 3 to
Specify Ohject Range. Blank for All 4 to
Specify Sub-Ohiect Range. Blank for A 5 ko
i T 8 o
Preview | Print Export Cancel

1. Specify Fund Range: This option appears for all charts of accounts. Type in a
beginning and ending fund number range to further restrict the reporting if desired.
Items 2 through 5 will vary according to the design and descriptions for your chart of
accounts definitions.

2. Specify Group Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

3. Specify Department Range: Enter a beginning and ending value range to further
restrict the reporting if desired.

4. Specify Object Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

5. Specify Sub-Object Range: Enter a beginning and ending value range to further
restrict the reporting if desired.

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.
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Print: Click this button to print. Refer to GENERAL PRINTING for more
information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for
more information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Export Options” tab

=k
Budget Status Report Options

General | Accourts Export Options | Period

1 Fath Brovwze |

| M: MEMRC

2 File Marme I

3 () Export in Excel Format
¥ Export in Tewxt Format

4 5 (1] T
Preview Print Export Cancel

1. Path: Type in the location of the folder you wish to save this report in when you
export. You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Exportin Excel OR Text Format: Click to choose whether this report will be
exported in an Excel Format or in a Text Format.

4. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

5. Print: Click this button to print. Refer to GENERAL PRINTING for more
information.

6. Export: Click this button to save on this computer. Refer to GENERAL FILE for
more information.

7. Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Period” tab
i1
Budget Status Report Options
General | Accourts | Export Options Period
Year 1 ICurrent j

Period 2 I 12 3:

3 4 5 G
Preview Print Export Cancel

1. Year: Type the year you want the report be for or select from the drop down arrow.

2. Period: Type the Period you want the report be for or select from the drop down
arrow.

3. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

4. Print: Click this button to print. Refer to GENERAL PRINTING for more
information.

5. Export: Click this button to save on this computer. Refer to GENERAL FILE for
more information.

6. Cancel: Click “Cancel” to cancel and return to the previous screen.
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R. Reports Menu: B. Comparative Budget Report

Table of Contents

Comparative BUAQEt REPOIT ........oiieiieiecic ettt e ra e raesreeee s 131
The “GeNeral” taD .......ueiiiiiiie bbbt san e e b saeas 131
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Anytown General Ledger (Version - 7.80): Main Menu _ |I:I|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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o x|

In Period: 12 June

1. Posting Register

Chart of Accounts

A. Budget Status Report

[ B. Comparative Budget Report

Trial Balance

C. Budget Worksheet

Balance Sheet

Detail Transactions

D. Reconciliation Report

.Revenue Report

E. Budget Maintenance Report

Expenditure Report

. Batch Detail Report

Z. Custom Reports and Routines

Q. Quit |

Click on “B. Comparative Budget Report” from the Reports Menu and the following window

will appear:
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Comparative Budget Report

The “General” tab

o General Ledger Report Options Y | |
Comparative Budget Report Options
f General | Arcounts | Expott Options |
Report Groups 1 % Revenues (" Expenditures ¢ Bath
2 Usetwo line format? (~ weoo * plo
3 Skip Header Accounts { Yes % plg
4 Suppress detail to header accounts ‘ez " hio
5 Suppress accounts with zero balance  ves Lo
] Suppress the following & account 20 Description " Mothing
7  Include Budget Hotes ez &+ Mo
% Include Account Hotes { ‘es ¥ po
9 Suppress non-postable accounts wizero balance % ves " Mo
10 Show next year budget as a blank line ? " Yes 1+ plg
11 Show budget change as? 12 L (O
Page Break After
Fund 4 " ves % Mo
13 14 15 16
Preview Print Export Cancel

Report Groups: Select the group of budget accounts to report. Depending on your chart
of accounts definition you may not see an option for both.

Use two line format?: The two line format allows for current year actual or anticipated
values to be added to the report by placing the account number on a line above the
description and values.

Skip Header Accounts: Header accounts are defined by incomplete account numbers
that the system determines you want all like accounts match what has been defined to
sub-total upon. Selecting “Yes” removes the sub-totals.

Suppress detail to header accounts: Selecting “Yes” will cause the system to report on
header accounts defined and all accounts without header accounts defined.

Suppress accounts with zero balance: You can choose to remove from reporting an
account when it has a value of zero in both last year and this year for budget, actual and
encumbrance.

NEMRC
Page 131 of 163



10.

11.

12.

13.

14.

15.

16.

General Ledger

Suppress the following: You can include the current year actual or anticipated balances
by suppressing the account number or description if you do not use the two line form.

Include Budget Notes: Choose “Yes” to have this report include Budget Notes that can
be entered during Budget Maintenance.

Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in Account Maintenance.

Suppress non-postable accounts w/zero balance: You can have the system remove
from reporting inactive accounts that have zero like in item 5. This option stops the
inactive accounts from reporting. Item 5 would stop all zero balance accounts from
reporting.

Show next year budget as a blank line?: Selecting this option will replace the next year
budget from reporting and replace it with an empty line. This can be used in budget
preparation.

Show budget change as: The change in budget can be represented as a percent or dollar
value.

Page Break After: Click to choose when a new page is started. The option for page
breaks depends on the design for your chart of accounts.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

o General Ledger Report Options o =] |
Comparative Budget Report Options
Genersl Accounts | Export Options |
Specify Fund Range. Blank for &l 1w w« Find | Lo »I « Find |
Specity Group Range. Blank far All 2 to
Specify Department Range. Blank for & 3 to
Specify Ohject Range. Blank for All 4 to
Specity Sub-Object Range. Blank for All 5 ko
(i T 8 L
Preview | Print Export Cancel

1. Specify Fund Range: This option appears for all charts of accounts. Type in a beginning
and ending fund number range to further restrict the reporting if desired. Items 2 through
5 will vary according to the design and descriptions for your chart of accounts
definitions.

2. Specify Group Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

3. Specify Department Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

4. Specify Object Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

5. Specify Sub-Object Range: Enter a beginning and ending value range to further restrict
the reporting if desired.

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.
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Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Export Options” tab

=k
Comparative Budget Report Options

Genersl | Accounts Export Options |

1 Fath Brovwze |

| M: MEMRC

2 File Mame I

() Export in Excel Format
¥ Export in Tewxt Format

4 5 G T
Preview Print Export Cancel

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Exportin Excel OR Text Format: Click to choose whether this report will be exported
in an Excel Format or in a Text Format.

4. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

5. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

6. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

7. Cancel: Click “Cancel” to cancel and return to the previous screen.
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R. Reports Menu: C. Budget Worksheet

Table of Contents
Comparative BUAQEt REPOIT ........oiieiieiecic ettt e ra e raesreeee s 138
The “GENETAL” TAD ...ceiiiiie et e e et e e e e et ae e e s e ab e e e e s sbeeeeeanns 138
The “ACCOUNTS” TAD ....c.uiiii i e et e e e et e e e e e nre e e e e srreeeean 140
The “EXport OPtions” taD ........cccviiiiiiiiiiiiiicie e 142

Anytown General Ledger (Version - 7.80): Main Menu _ |I:I|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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o x|

In Period: 12 June

1. Posting Register A. Budget Status Report

2. Chart of Accounts B. Comparative Budget Report

3. Trial Balance
C. Budget Worksheet

4. Balance Sheet

D. Reconciliation Report

5. Detail Transactions

E. Budget Maintenance Report

6. Revenue Report

7. Expenditure Report

8. Batch Detail Report Z. Custom Reports and Routines

Q. Quit |

Click on “C. Budget Worksheet” from the Reports Menu and the following window will appear:
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Comparative Budget Report

The “General” tab

T General Ledger Report Dptions i m| |
Budget Worksheet Report Options
: Genersl | Scoounts | Export Options |
Report Groups 1 % Revenues (" Expenditures ¢ Both
Skip Header Accounts { ves 2 % g
Suppress detail to header accounts { ves 3 % pg
Suppress accounts with zero balance © Yes 4 % pp
Suppress account numbers ( ves 5 pg
Include Budget Hotes  Yes § ™ po
Include Account Hotes  Yes 7 (% po
Suppress non-postable accounts wizero balance ™ ves 8 © po
P B . k Aft
age Brea er
Fund 9 " ves %" po
10 11 12 13
Preview Primt Export Cancel

1. Report Groups: Select the group of budget accounts to report. Depending on your chart
of accounts definition you may not see an option for both.

2. Skip Header Accounts: Header accounts are defined by incomplete account
numbers. The system determines a sub-total on all accounts that match what has been
defined in the header account. Selecting “Yes” removes the sub-totals.

3. Suppress detail to header accounts: Selecting “Yes” will cause the system to report on
header accounts defined and all accounts without header accounts defined.

4. Suppress accounts with zero balance: You can choose to remove from reporting an
account when it has a value of zero in both last year and this year for budget, actual and
encumbrance.

5. Suppress account numbers: You can choose to remove the General Ledger account
number from reporting so that only the account description is shown on the report.
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Include Budget Notes: Choose “Yes” to have this report include Budget Notes that can
be entered during Budget Maintenance.

Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in Account Maintenance.

Suppress non-postable accounts w/zero balance: You can have the system remove
from reporting inactive accounts that have zero like in item 4. This option stops the
inactive accounts from reporting. Item 4 would stop all zero balance accounts from
reporting.

Page Break After: Click to choose when a new page is started. The option for page
breaks depends on the design for your chart of accounts.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Accounts” tab

o General Ledger Report Options o =] |
Budget Worksheet Report Options
Genersl Accounts | Export Options |
Specify Fund Range. Blank for &l 1w w« Find | Lo »I « Find |
Specity Group Range. Blank far All 2 to
Specify Department Range. Blank for & 3 to
Specify Ohject Range. Blank for All 4 to
Specity Sub-Object Range. Blank for Al 5 ko
(i T 8 o
Preview | Print Export Cancel

1. Specify Fund Range: This option appears for all charts of accounts. Type in a beginning
and ending fund number range to further restrict the reporting, if desired. Items 2 through
5 will vary according to the design and descriptions for your chart of accounts
definitions.

2. Specify Group Range: Enter a beginning and ending value range to further restrict the
reporting, if desired.

3. Specify Department Range: Enter a beginning and ending value range to further restrict
the reporting, if desired.

4. Specify Object Range: Enter a beginning and ending value range to further restrict the
reporting, if desired.

5. Specify Sub-Object Range: Enter a beginning and ending value range to further restrict
the reporting, if desired.

6. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.
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Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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The “Export Options” tab

i
Budget Worksheet Report Options

Genersl | Accounts Export Options |

1 Path Browvyze |

| M: MEMRC

2 File Marme I

3 () Export in Excel Format
¥ Export in Tewxt Format

4 s G T
Preview Print Export Cancel

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Exportin Excel OR Text Format: Click to choose whether this report will be exported
in an Excel Format or in a Text Format.

4. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

5. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

6. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

7. Cancel: Click “Cancel” to cancel and return to the previous screen.

NEMRC
Page 142 of 163



General Ledger

R. Reports Menu: D. Reconciliation Report

Anytown General Ledger (Version - 7.80): Main Menu — |EI|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance 0. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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In Period: 12 June

1. Posting Register

2. Chart of Accounts

A. Budget Status Report

B. Comparative Budget Report

3. Trial Balance

C. Budget Worksheet

4. Balance Sheet

5. Detail Transactions

{ D. Reconciliation Report

6. Revenue Report

E. Budget Maintenance Report

7. Expenditure Report

8. Batch Detail Report

Z. Custom Reports and Routines

Q. Quit |

Click on “D. Reconciliation Report” from the Reports Menu and the following window will

appear:
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Reconciliation Report

Account Reconciliation Report — |0l x|
sccourt IR 1 « Fina |
Statement Date Hi 2
3 4 =
Prevdew | Print | Cancel |

. Account: Enter the General Ledger account number that was reconciled or click “Find”
and select from there.

Statement Date: Enter the statement date for the collection of items reconciled on that
date.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

R. Reports Menu: E. Budget Maintenance Report

Table of Contents
Budget MaintenanCe REPOM ..........coveiiiiiiiieie ettt teenae e nns 148
The “GENETAL” TAD ...ceiiiiie et e e et e e e e et ae e e s e ab e e e e s sbeeeeeanns 148
The “ACCOUNTS” TAD ....c.uiiii i e et e e e et e e e e e nre e e e e srreeeean 150
The “EXport OPtions” taD ........cccviiiiiiiiiiiiiicie e 152

Anytown General Ledger (Version - 7.80): Main Menu _ |I:I|£|

In Period: 12 June

1. Post Transactions l. Installation

2. Account Maintenance H. Restore Points

3. Budget Maintenance O. NEMRC Backup

4. Fund & Fund Type Maintenance P. Password Maintenance
5. Period Close R. Reports Menu

6. Year Close . U. Live NEMRC Update

7. Recv. Pending Transfers X. Index Data Files

8. Account Reconciliation

Q. Quit This Application

Click on “R. Reports Menu” from the Main Menu and the following window will appear:
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General Ledger

o x|

In Period: 12 June

1. Posting Register

Chart of Accounts

A. Budget Status Report

B. Comparative Budget Report

Trial Balance

C. Budget Worksheet

Balance Sheet

Detail Transactions

D. Reconciliation Report

.Revenue Report

—

E. Budget Maintenance Report

Expenditure Report

. Batch Detail Report

Z. Custom Reports and Routines

Q. Quit |

Click on “E. Budget Maintenance Report” from the Reports Menu and the following window

will appear:

NEMRC
Page 147 of 163




General Ledger

Budget Maintenance Report

The “General” tab

T General Ledger Report Dptions i m| |
Budget Maintenance Report Options
: Genersl | Scoounts | Export Options |
Report Groups 1 % Revenues (" Expenditures ¢ Both
Skip Header Accounts { ves 2 % g
Suppress detail to header accounts { ves 3 % po
Suppress accounts with zero balance © Yez 4 & o
Suppress account numbers vesz 5 06 g
Include Budget Hotes  ves 6 (% plg
Include Account Hotes ‘ez T (¥ plp
Suppress non-postable accounts wizero balance ™ ves & T po
o
Page Break After
Fund 9 " ves (% Mo
Group " Yes {* po
Department i~ ves % Mo
10 11 12 13
Preview Primt Export Cancel

1. Report Groups: Select the group of budget accounts to report. Depending on your chart
of accounts definition you may not see an option for both.

2. Skip Header Accounts: Header accounts are defined by incomplete account
numbers. The system determines a sub-total on all accounts that match what has been
defined in the header account. Selecting “Yes” removes the sub-totals.

3. Suppress detail to header accounts: Selecting “Yes” will cause the system to report on
header accounts defined and all accounts without header accounts defined.

4. Suppress accounts with zero balance: You can choose to remove from reporting an
account when it has a value of zero in both last year and this year for budget, actual and
encumbrance.

5. Suppress account numbers: You can choose to remove the General Ledger account
number from reporting so that only the account description is shown on the report.
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10.

11.

12.

13.

General Ledger

Include Budget Notes: Choose “Yes” to have this report include Budget Notes that can
be entered during budget maintenance.

Include Account Notes: Choose “Yes” to have this report include Account Notes that
can be entered in account maintenance.

Suppress non-postable accounts w/zero balance: You can have the system remove
from reporting inactive accounts that have zero like in item 4. This option stops the
inactive accounts from reporting. Item 4 would stop all zero balance accounts from
reporting.

Page Break After: Click to choose when a new page is started. The option for page
breaks depends on the design for your chart of accounts.

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

Print: Click this button to print. Refer to GENERAL PRINTING for more information.

Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Accounts” tab

10.

11.

12.

13.

14.

15.

o General Ledger Report Options o =] |
Budget Mamtenance Report Options
Genersl Accounts | Export Options |
Specify Fund Range. Blank for &l 1= w« Find | Lo »I « Find |
Specity Group Range. Blank far All 2 to
Specity Department Eange. Blank for A 3 to
Specify Ohject Range. Blank for All 4 to
Specify Sub-Ohiect Range. Blank for A 5 ko
] 7 8 0
Preview | Print Export Cancel

Specify Fund Range: This option appears for all charts of accounts. Type in a beginning
and ending fund number range to further restrict the reporting if desired. Items 2 through
5 will vary according to the design and descriptions for your chart of accounts
definitions.

Specify Group Range: Enter a beginning and ending value range to further restrict the
reporting if desired.

Specify Department Range: Enter a beginning and ending value range to further restrict
the reporting if desired

Specify Object Range: Enter a beginning and ending value range to further restrict the
reporting if desired

Specify Sub-Object Range: Enter a beginning and ending value range to further restrict
the reporting if desired

Preview: Click this button to preview. Refer to GENERAL PREVIEW for more

information.
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General Ledger
16. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

17. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

18. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

The “Export Options” tab

=k
Budget Mamtenance Report Options

Genersl | Accounts Export Options |

1 Fath Brovwze |

| M: MEMRC

2 File Mame I

3 () Export in Excel Format
¥ Export in Tewxt Format

4 5 6 7
Preview Print Export Cancel

1. Path: Type in the location of the folder you wish to save this report in when you export.
You may click “Browse” to locate the folder.

2. File Name: Type in the name that this report will be saved as.

3. Exportin Excel Format OR in Text Format: Click to choose whether this report will
be exported in an Excel Format or in a Text Format.

4. Preview: Click this button to preview. Refer to GENERAL PREVIEW for more
information.

5. Print: Click this button to print. Refer to GENERAL PRINTING for more information.

6. Export: Click this button to save on this computer. Refer to GENERAL FILE for more
information.

7. Cancel: Click “Cancel” to cancel and return to the previous screen.
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General Ledger

Custom Reports

File _
Name Description Select Input Output
Cur or Pre Yr, Skip |Period Sub- Acct, Budget,
Gleus00  Exoenditure Header Y/N, Object, Fund, |Expenditures,
b Suppress Detail, 0 |Category, Acct, Unencumbered Bal, %
Bal, Acct # Y/N Object of Budget Expended
Individual or All . Line Item, Last Yr
Glcus05 léisi:\rqsftltrjres Funds, Print 79% Egggif, 'ilijnned’ Expense, Cur Yr Bud,
b Y/N 9 Proposed Bud
. Period, Range, |Acct, Bud, Cur Yr,
Cur or Pre Yr, Skip Category, Period, Expenditure, %
VTSTOT Header Y/N,
Glcus06 , . Dept, Acct, of Bud Expended,
Expenditure  Suppress Detail, 0 .
Object, Sub- Unemcumbered
Bal, Acct # Y/N .
Object Balance
Fund, Program,
Gleus07 VT School Last or Cur Yr Revenue Code, Total
Status Revenue
Values
Glcus10 Budget Report
VTHINE
Gleus11 Budget Status
Cur or Pre Yr, Skip E;:g);érl;und, Acct, Original Bud,
Glcus13 [Expenditure Header Y/N, Dept, Acct, Adjusted Bud, $$ Spent
Suppress Detail, 0 Obiect. Sub this Month, $$ Spent to
Bal, Acct # Y/N Ob}ect’ Date, $$ Left

Skip Header Y/N,
Suppress Detalil, 0 Acct, Desc, Bud, Bal
Bal, Acct # Y/N

Special Trial

Glcus15 Balance

Acct, FY, LY Bud, LY
Fiscal Yr, # of |Actual, Cur Bud, Space
Accts per page for NY Bud and

Expenditure
Glcus1l6 |Worksheet for
Schools

Comments
VTRAND
Glcusl7 Budget
Worksheet
Skip Header Y/N,
Glcus18 gld Budget Suppress Detalil, 0
eport

Bal, Acct # Y/N

Cur or Prev Yr,
Glcus19 Budget Status |Skip Header Y/N,
Suppress Detail, 0
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Glcus20

Glcus21

Glcus22

Glcus23

Glcus24

Glcus25

Glcus26

Glcus27

Glcus28

Glcus29

Glcus30

Glcus3l

Comparative
Expenditure

VTRSWS
Budget
Budget at

Period Close

Revenue &
Expenditure

Budget

Budget

Budget

Trial Balance

VTTHET
Budget

Trial Balance
for Dept

Revenue &
Expenditure

VTTHET
Comp Budget

General Ledger

Bal, Acct # Y/N

Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Cur or Prev Yr,
Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Cur or Prev Yr,
Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Normal, Combined
or Combining

Cur or Prev Yr,
Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Cur or Prev Yr,
Trial Bal
Worksheet Y/N

Page Break after
Fund Y/N, Skip
Header Y/N,
Suppress Detail, 0
Bal, Acct # Y/N

Rev/Exp/Both,
Page Break after
Fund Y/N, Skip
Header Y/N,

Fund

Period, Fund,

Category, Dep,

Acct, Obiject,
Sub-Object

Period

Period
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Dept Name & #, Current
Bud, YTD Expend, % of
Bud Expended, Prev Yr
% of Bud Expended

Acct, Est Rev & Exp,
Rec/Spent to date,
%Bud Rec/Exp to Date,
Uncollected/ Unspent,
Period Collected/Spent



Glcus32

Glcus33

Glcus34

Glcus35

Glcus36

Glcus37

Glcus38

Glcus39

Glcus40

VTSVSU
Expense

Expenditures
Statement

Comparative
Budget
Worksheet

North
DakotaSchool
Report

VTSVSU
Activity Acct
Ledger

VTWNES
Budget

Checking Acct
Reconciliation

VTRSWS
Expenditure

VTMILT
Expenditure

General Ledger

Suppress Detail, 0
Bal,Acct # Y/N

Rev/Exp/Both,
Page Break after
Fund Y/N, Skip
Header Y/N,
Suppress Detail, 0
Bal, Acct # Y/N

Cur or Prev Yr

Purpose of Approp, Bud
Exp to Date, Obligations
to Date, Commited to
Date, Bal to Date

Fund

Acct, LY Bud, LY Actual,
Fund, Category Cur Bud, Space for Next
Yr Bud

Co# & Name,
Dist # & Name,
Dist Type, Dept
Code, Header
Dates, #'s & %
of Students &
Activities

Beg & Ending
G/L Period,
Acct #'s

Acct Desc, Orig Bud,

Fund, Program, Adjusted Bud,

Skip Header Y{N, Group, Encumbered, YTD
Suppress Detail, 0 |[Function, Actual. Anticipated
Bal, Acct# Y/N  Object, Sub- o |p ’
Object Projected Bal, Creates
Lotus Spreadsheet
Cur or Prev Yr, Pg ,
Break after Dept E(;g)d(;rFund,
Y/N, Skip Header gory,
Dept, Acct,
Y/N, Suppress .
. Object, Sub-
Detail, O Bal, Acct Obiect
# YIN )
Period, Fund,
Category,
Cur or Prev Yr Dept, Acct,
Object, Sub-
Object
NEMRC
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Glcus4l Generator

Selected Sub-

Glcus42 Object

Glcus43 VTFWSU

Year to Date
Account Log
for lowa Chart
of Accts

lowa Chart of
Accounts

Glcus44

Glcus44a

Glcus45 |[Trial Balance

VTROCK
Auditor Report

VTROCK
Auditor Report

Glcus46

Glcus47

Revenue &

GleusAs Expenditure

Budget

Glcus49 Worksheet

Budget

Glcus49a Worksheet

VTARLT

Gleus50 Budget Status

Custom Report

General Ledger

Cur or Prev Yr,
Date or Period

Copy Existing
Headers Y/N

Cur or Prev Yr,
Skip Header Y/N,
Suppress Detail, 0
Bal, Acct # Y/N

Rev or Exp,
Normal/ Combined
or Combining, Cur
or Prev Yr, Pg
Break after Dept
Y/N, Skip Header
Y/N, Suppress
Detail, 0 Bal, Acct
# YIN

Rev/Exp/ Both,
Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Rev/Exp/ Both,
Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Incl NY Bud

Sub-Object,
Beg & End
Date or Period

Group, Section,
Description

Period, Fund

Period, Fund,
Category,
Dept, Acct,
Object, Sub-
Object

Fund,
Category,
Dept, Acct,
Object, Sub-
Object
Fund,
Category,
Dept, Acct,
Object, Sub-
Object

Fund,

Proposed Y/N, Cur Category,
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Acct Desc, Bud/Est
Revenue, Applied For,
Rec/Exp to Date,
Uncollected/
Unencumbered, MTD

Est Rev/Bud, Received/
Expended, % Rec/Exp,
Uncollected/
Unencumbered Bal,
Rec/Exp Period

Acct Desc, Orig Bud,
Adjusted Bud, YTD
Actual, Place for
Proposed Bud

Acct Desc, Cur Bud,
YTD Actual, Space for
Dept Proposal, Manager
Recommend, Select
Approval

Acct, Cur Bud, Cur Exp,
Cur, Inc, Cur Actual, NY



Glcusb51

Expenditure

Glcusb5la |Revenue

Glcus51b Expenditure

Glcus51c |Revenue

Glcusb2

Glcus53

Glcusb54

Glcusb5

Glcush6

Revenue

Balance Sheet

Comparative
Budget

Expenditure

Comparative
Budget

General Ledger

or Prev Yr, Skip Dept, Acct,
Header Y/N, Object, Sub-
Suppress Detail, 0 Object
Bal, Acct # Y/N
Cur or Prev Yr, Period, Sub-
Skip Header Y/N, |Object, Fund,
Suppress Detail, 0 Dept, Acct,
Bal, Acct # Y/N Object
Cur or Prev Yr, Period, Sub-
Skip Header Y/N, |Object, Fund,
Suppress Detail, 0 Dept, Acct,
Bal, Acct # Y/N Object
Cur or Prev Yr, Period, Sub-
Skip Header Y/N, |Object, Fund,
Suppress Detail, 0 Dept, Acct,
Bal, Acct # Y/N Object
Cur or Prev Yr, Period, Sub-
Skip Header Y/N, |Object, Fund,
Suppress Detail, 0 Dept, Acct,
Bal, Acct # Y/N Object
Cur or Prev Yr, Period, Sub-
Skip Header Y/N, |Object, Fund,
Suppress Detail, 0 Dept, Acct,
Bal, Acct # Y/N Object
Normal/
Combined/
Combining, Cur or
Prev Yr, Skip Date, Period
Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N
Rev/Exp/Both, El;rt]g
Skip Header Y/N, gory,

. Dept, Acct,
Suppress Detalil, 0 Object, Sub-
Bal, Acct # Y/N SO

Object

Norma_ll _Comblned/ Period, Fund,
Combining, Cur or
Prev Yr, Skip Category,
Header Y/N, Dept, Acct,

. Object, Sub-
Suppress Detalil, 0 Object
Bal, Acct # Y/N
Include Object
Detail Y/N
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Bud (if answered Y)

Acct, Bud, Expenditure,
Unencumbered Bal, Cur
Per Exp, % Bud Spent

Acct, Bud, Rev,
Uncollected Bal, Cur Per
Rec, % Bud Received

Acct, Bud, Cur Period,
YTD Exp,
Unencumbered Bal, %
of Bud Spent

Acct, Bud, Cur Period,
YTD Rec, Uncollected
Bal, % Bud Received

Acct, Bud, Rev,
Unencumbered, Cur
Per, % Received

Assets (positive),
Liabilities (negative),
Fund Balance

Acct, LY Actual, Cur Yr
Bud, Revised Bud, Next
Yr Budget

Acct, Budget,
Outstanding
Encumbrances,
Expenditures,
Unencumbered Bal, %
Expended

LY Bud, LY Actual, FY
Bud, YTD Committed,



VTWCSU

Gleus57 Budget Report

VTWCSU
Comparative
Budget

Glcus58

Budget Status

Gleus59 By Program

VTFWSU

Gleus60 Status Report

VTFWSU
Budget Status
by Group

Glcus60a

Consolidated

Gleus60b Budget Status

Posting

Gleus61l Register

Revenue &

Glcus62
Expense

Budget Status

Glcus63 Worksheet

General Ledger

Rev/Exp/Both, Pg
Break after
Program Y/N, Skip
Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Rev/Exp/Both, Pg
Break after
Program Y/N, Skip
Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Cur/Prev Yr

Fund Program,
Group,
Function,
Object, Sub-
Object

Fund, Program,
Group,
Function,
Object, Sub-
Object

Program

Fund, Function

Fund, Function

Fund, Function

Reference
Range, Desc
Range, Memo

Search Word,

Dates
Rev/Exp/Both, Pg Rev or Exp,
Break after Period, Fund,
Program Y/N, Skip |Category,
Header Y/N, Dept, Acct,
Suppress Detail, 0 Object, Sub-
Bal, Acct # Y/N Object
Rev/Exp/Both, Fund,
Skip Header Y/N, Category,
Suppress Detail, 0 Dept, Acct,

NEMRC

Page 158 of 163

Anticipated, Total FY,
Variance, NY Budget, %
Change, Subtotal on
Object

Acct, Orig Bud, Adjusted
Bud, Projected Actual,
Variance, Encumbered,
YTD Actual, Variance

Acct, LY Bud, LY Actual,
CurBud, NY Bud

Acct, Orig Bud, Cur Bud,
Enc/Acc, Exp/ Rec, Bal,
% Exp/Rec, Total on
Programs

Acct, Orig Bud, Cur Bud,
Enc/Acc, Exp/Rec, Bal,
% Exp/Rec

Acct, Orig Bud, Enc/Acc,
Exp/ Rec, Bal, %
Exp/Rec, Totaled on
Group

Acct, Desc, Orig Bud,
Enc/Acc, Exp/Rec Bal,
% Exp/Rec

Acct/Desc, Date, From
Module, Transaction
Desc, Ref, Debit/Credit

Creates Lotus
Spreadsheet in NEMRC
Dir Acct, Desc, Cur Bud,
YTD Actual,
Encumbered, Bud Bal

Acct, Orig Bud, Adjusted
Bud, Encumbered, YTD
Actual, Anticipated,



Glcus64

Glcus65

Glcus66

Glcus67

Glcus68

Glcus69

Glcus70

Glcus71

Glcus72

Budget
Worksheet

Budget
Transfer
System

CAREB

Balance Sheet

CAREDB
Revenue &
Expenditure

CAREDB
Expenditure

VTSHEL

Budget Status

VTFLET
Comparative
Budget

VTBRIS
Comparative
Budget

VTHIGH

Budget Status

General Ledger

Bal, Acct # Y/N Object, Sub-
Object
Rev/Exp/Both, El;rt]g or
Skip Header Y/N, gory.
. Dept, Acct,
Suppress Detail, 0 Obiect Sub-
Bal, Acct # Y/N Ject,
Object
Enter Request, Del
Request, Request
Report, Approve
Request, Reset,
Exit
Cur or Last Yr Period
Cur or Last Yr Period
Cur or Last Yr Period
Rev/Exp/Both, Pg
Break after Fund El;rt]g or
Y/N, Skip Header gory,
Dept, Acct,
Y/N, Suppress .
. Object, Sub-
Detail, O Bal, Acct Obiect
# YIN )
Rev/Exp/Both, Pg
Break after Fund El;rt]s or
Y/N, Skip Header gory,
Dept, Acct,
Y/N, Suppress .
. Object, Sub-
Detail, 0 Bal, Acct Obiect
# YIN )
Rev/Exp/Both, Pg
Break after Fund  [Fund,
Y/N, Skip Header Category,
Y/N, Suppress Dept, Object,
Detail, 0 Bal, Acct |Sub-Object
# YIN
Rev/Exp/Both, Pg Fund,
Break after Fund |Category,
Y/N, Skip Header |Dept, Acct,
Y/N, Suppress Object, Sub-
Detail, 0 Bal, Acct Object
NEMRC
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Projected Bal

Creates Lotus
Spreadsheet in NEMRC
Dir Acct, Desc, LY Bud,
LY Actual, Cur Bud,
Anticipated, NY Bud, %
Budget

Acct, Desc, Bal,
Subtotal by Object &
Group

Acct, Desc, Bal,
Subtotal by Object &
Group

Acct, Desc, Bal,
Subtotal by Dept

Acct, Bud, Actual, % of
Bud, Yr to Date Last Yr

Acct, LY Bud, LY Actual,
% of Bud Used, Cur
Bud, FY % Change

Acct, LY Bud, LY Actual,
Cur Bud, Rec/Spent to
Date, NY Bud, %
Change

Acct, Bud, Actual, % of
Bud, Bal



Glcus73

Glcus74

Glcus75

Glcus76

Glcus77

Glcus78

Glcus79

VTARSU
Budget
Worksheet

VTSTAC
Revenue &
Expenditure

NJSOME
Expenditures

NMCIMA
Budget

VTDORS
Budget
Variance

Consolidated
Budget Status

Comparative
Budget

General Ledger

# YIN

Rev/Exp/Both, Pg

Break after Fund,

Pg Break after

Program Y/N, Skip Fund
Header Y/N,

Suppress Detalil, 0

Bal, Acct # Y/N

Rev or Exp, Pg

# of Copies,
Break after Fund Period, Fund.
Y/N, Pg Break Cateqor
after Dept Y/N, gory,
) Dept, Acct,
Skip Header Y/N, .
. Object, Sub-
Suppress Detail, 0 Obiect
Bal, Acct # Y/N )
Cur or Prev yr, Pg .
Break after Acct CP:Z:g)dérFund’
Y/N, Skip Header gory,
Dept, Acct,
Y/N, Suppress ;
. Object, Sub-
Detail, 0 Bal, Acct :
Object

# Y/N

Rev or Exp, Pg

Break after Fund Period, Fund,
Y/N, Pg Break Category,
after Dept Y/N, Dept, Acct,
Skip Header Y/N, |Object, Sub-
Suppress Detail, 0 Object

Bal, Acct # Y/N

Rev or Exp, Pg

Break after Fund [Fund, Program,
Y/N, Pg Break Group,

after Program Y/N, |[Function,

Skip Header Y/N, |Object, Sub-
Suppress Detail, 0 Object

Bal, Acct # Y/N

Fund, Function

Rev/Exp/Both, Pg
Break after Fund
Y/N, Skip Header
Y/N, Suppress
Detail, O Bal, Acct
# YI/N

Fund,
Category,
Dept, Acct,
Object, Sub-
Object
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Acct, Orig Bud, Adjusted
Bud, Anticipated,
Projected Bal,
Encumbered, YTD
Actual

Acct, Desc, Bud, YTD,
Unexpended

Acct, Bud, Outstanding
Encumbrances,
Expenditures,
Unencumbered Bal,
Grouped by Acct

Acct, Approved Bud,
YTD Budget
Adjustment, Adjusted
Bud, This Quarter, Prior
Quarter, YTD Bal,
Available Bal

Acct, Des, Cur Bud, Cur
Actual, This Period,
Projected Variance %

Acct, Desc, Orig Budget,
Enc/Acc, Exp/Rec, Bal,
% Exp/ Rec

Acct, Cur Bud, Next
Year Bud



Glcus80

Glcus81

Glcus82

Glcus83

Glcus84

Glcus85

Glcus86

Glcus86a

Glcus87

VTLAMO
Bucget

Revenue &
Expenditure

VTSTAC
Detail
Transaction

Expenditure
Grouped by
Project

Due To/From
Balances

Budget Status

CAGUST
Revenue &
Expenditure

VTJAYT
Monthly
Expense &
Revenue

VTREAD

General Ledger

Ind or All Funds,
Print 79% Y/N

Rev or Exp, Incl
Acct Notes Y/N,
Pg Break after
Fund Y/N, Pg
Break after Dept
Y/N, Skip Header
Y/N, SupprDetail,
0 Bal, Acct# Y/N

Cur or Prev yr,
Assets, Liabilities,

Rev, Exp, Al Modules, Dates
Accts, Range, or Periods
Single Acct,
Transaction Type,
Date or Period
Period, Fund,
Cur or Prev Yr, Program,
Skip Header Y/N, |Group,
Suppress Detail, 0 |[Function,
Bal, Acct # Y/N Object, Sub-
Object
Cur or Prev Yr,
Rev/Exp/Both, Pg |Fund,
Break after Fund Category,
Y/N, Skip Header |Dept, Acct,
Y/N, Suppress Object, Sub-
Detail, 0 Bal, Acct Object
# YIN
Fund,
Rev or Exp, Cur or |Category,
Prev Yr, Pg Break Dept, Acct,
after Fund Y/N Object, Sub-
Object
Fund,
Rev or Exp, Cur or |Category,
Prev Yr, Pg Break Dept, Acct,
after Fund Y/N Object, Sub-
Object
Normal/ Period, Fund
NEMRC

Entity, Heading

Line

Period, Fund,
Category,
Dept, Acct,
Object, Sub-
Object

Page 161 of 163

Line Item, LY Exp, Cur
Bud, Proposed Bud, No
Inactive Accts

Acct, Bud, Last Yr Pd,
Expenditures,
Unencumbered Bal, Cur
Yr Pd

Acct, YTD Posting Amt,
Desc, Date, From
Module, Desc, Ref,
Debit/Credit, Totals

Acct, Bud, Outstanding
Encumbrances,
Expenditures,
Unencumbered Bal

Acct #, Acct Desc, Acct
Bal, Total

Acct, Budget, Actual,
Bal

Acct, Desc, Exp for Yr
by Month, YTD Total,
Budget, Remainder

Acct, Desc, Exp for Yr
by Month, YTD Total,
Budget, Remainder

Balance Sheet



Glcus88

Glcus89

Glcus90

Glcus9l

Glcus92

Glcus93

General Ledger

Balance Sheet |Combined/

VTCONS
Budget/
Expense
Comparison

VTBRAD
Comparative
Budget

VTMONT
Budget Export

VTMONT
Revenue &
Expenditure
Export

VTONSU
Special
Revenue &
Expenditure

VTBFAC
Detailed

Combining, Cur or
Prev Yr, No Comp
Cur/ Prev Yr, Skip
Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Suppress Bal Y/N,
Suppress Acct #'s
Y/N, Cur or Prev
Yr, Subtotal on
Fund/Dept Y/N,
Subtotal on
Function Y/N

Cur or Prev Yr,
Rev/Exp/Both, Pg
Break after Fund
Y/N, Skip Header
Y/N, Suppress
Detail, 0 Bal, Acct
# YIN

Type of
Spreadsheet, Cur
or Prev Yr

Cur or Prev Yr,
Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Rev or Exp, Cur or
Prev Yr, Incl Acct
Notes Y/N, Pg
Break after Fund
Y/N, Pg Break
after Dept Y/N,
Skip Header Y/N,
Suppress Detail, 0
Bal, Acct # Y/N

Assets, Liabilities,
Rev, Exp, All

Period

Fund,
Category,
Dept, Acct,
Object, Sub-
Object

Spreadsheet
Name, Period

Period, Fund,
Category,
Dept, Acct,
Object, Sub-
Object, Dept
Name

Period, Fund,
Category,
Dept, Acct,
Object, Sub-
Object

Modules, Beg

Function, Object, Sub-
Object, Sch, Desc,
Budget, Exp, Bal, Prev
EYTD, Subtotal on
Object

Acct, LY Bud, LY Actual,
Current Bud

Exports to Spreadsheet
in NEMRC Dir, Acct,
Desc, Per Bal, YTD Enc,
LY Bal, Adjusted Bud,
Unused Bud, Cur Yr
Final Bud, NY Bud,
Anticipated Rev/Exp

Acct, Desc, Est
Rev/Exp, Applied For,
Rec/Spent to Date,
Uncoll/ Unencumbered,
Cur Yr Pd

Acct, Bud, Projected
Bud, Outstanding
Encumbrances,
Expenditures,
Unencumbered Bal

Acct #, Desc, Date,

& End Dates or From Module, Desc,
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Transaction

VTWNES

Gleus94 Expenditure

VTMONT

Gleus95 Budget Maint

VTSVSU
Budget
Worksheet

Glcus96

VTWNES
Comparative
Budget Report

VTWNES
Glcus97a Comparative
Budget Report

VTWNES
Comparative
Budget Export

VTWNES
Glcus98a Comparative
Budget Export

Glcus97

Glcus98

General Ledger

Accts, Range of Periods
Accts, Single Acct,
Transaction Types,

Date or Period

Cur or Prev Yr

Cur Yr Bud,
Anticipated
Rev/Exp, NY Bud,
LY Bud

Rev/Exp/Both, Incl
Bud Entry Memos
Y/N, Pg Break
after Fund Y/N,
Skip Header Y/N,
Suppress Detalil, 0
Bal, Acct # Y/N

Enter Acct #

Fund,
Category,
Dept, Acct,
Object, Sub-
Object

Show Budget
Notes Y/N

Show Budget
Notes Y/N

Ready to Create
Spreadsheet
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Ref, Bud Debit/Credit,
Enc Debit/ Credit, Acct
Debit/Credit, LY Unused
Bud, Bud, Encum, YTD
Posting, Unexpended
Bal, Pg Break on Subs

Enter Figures by
choosing each Acct #

Acct Desc, Orig Bud,
Adjusted Bud, YTD
Actual, Anticipated,
Projected Bal



