
ACCOUNTS LOOKUP – BUDGET TRANSFERS 
 

Step 1 
Select EduReports 3.0 

  

Step 2 
Select General Ledger Reports, then click on 

Accounts Lookup Report 



Step 3 
Set report  

parameters and 
click “Go” 

 

Step 4 
View results and 
click on the Excel 

icon to export 



Step 5 
After choosing Excel, select “Open” in pop up window 



Step 6 
Use this to create 

your budget transfer! 



Step 7 
Go to the Fiscal Services 

webpage, Fiscal Forms Menu,  
open “Budget Transfer Form”, 
and save to your documents 



Step 8 
Copy account information 

from Step 6 to Budget 
Transfer Form, and enter 

budget decreases and 
increases 

Example of Balanced Budget Transfer - Processed  

 

Example of Un - Balanced Budget Transfer- Rejected 

 



Step 9 
E-mail Balanced Budget Transfer to 

FISCALBT@rialto.k12.ca.us  

**Budget transfers are posted at the end of the next business day by the Fiscal Services.  



Step 1 
Select Object “range” and 

click “Go” 
(this example will give you all 

accounts in the 4000’s & 5000’s) 

Advanced:  A more refined search using a range of objects 

Tip - The asterisk (*) gives the command to bring up anything after a digit.  For 
example, if you want to display all teacher salaries, the object range would be 11**.   
This will bring up objects 1110, 1120, 1130, 1140, and 1150.   



Step 2 
View results and 

click on the 
Excel icon to 

export 



Step 3 
Select “Open” in pop up 

window 

Step 4 
Use this to create 

your Budget 
Transfer! 


