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Step 2
Select General Ledger Reports, then click on
Accounts Lookup Report
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(= EduReports - General Ledger Reports - Internet Explorer

x @meerl - Selert
- General Ledger Reports| Close

Step 3 A = o | [\

Set re pOI"t Accounts Lookup Report

t d » Report Parameters Hide
parameters an - Fiscal Year => 2020
click “Go”
» Report Criteria Hide
= Fund
- Resource : 3010
= Year
- Goal
= Function
= Object
= School 100
» Management 0015 X
» Options Hide
= Suppress Net Zero Accounts O Yes
% Reset
Home| General Ledger Reports | Close
Aov(® EEE| e | [dh
ORTIUM
74 - Rialto Unified School District
Accounts Lookup Report - Summary (Fiscal Year 2020)
Revised Actual Pre/Encumbered
Account Budget Activity Pended Activity Balance
Expenditure
01-3010-0-0000-2140-1130-100-0015 2,500.00 0.00 0.00 2,500.00
Ste p 4 01-3010-0-0000-2140-1140-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-2920-100-0015 1,645.00 765.14 0.00 879.86
V|ew resu Its a nd 01-3010-0-0000-2140-3101-100-0015 410.00 0.00 0.00 410.00
01-3010-0-0000-2140-3202-100-0015 261.00 99.25 0.00 161.75
C||ck on the Excel 01-3010-0-0000-2140-3312-100-0015 72.00 31.20 0.00 40.80
01-3010-0-0000-2140-3331-100-0015 35.00 0.00 0.00 35.00
ICON to expo rt 01-3010-0-0000-2140-3332-100-0015 3.00 11.10 0.00 (8.10)
01-3010-0-0000-2140-3352-100-0015 6.00 981 0.00 (381)
01-3010-0-0000-2140-3501-100-0015 1.00 0.00 0.00 1.00
01-3010-0-0000-2140-3502-100-0015 3.00 0.38 0.00 262
01-3010-0-0000-2140-3601-100-0015 70.00 0.00 0.00 70.00
01-3010-0-0000-2140-3602-100-0015 53.00 2254 0.00 30.46
01-3010-0-0000-2140-3702-100-0015 26.00 0.00 0.00 26.00
01-3010-0-0000-2140-4210-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-4310-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-5200-100-0015 473.00 0.00 0.00 473.00
01-3010-0-0000-2140-5299-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-5810-100-0015 0.00 0.00 0.00 0.00



Step 5

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

B EduReports - General Ledger Reports - Internet Explorer
x @Conver‘t - Select

Home| General Ledger Reports | Close
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BEST NET CON @ https://edu30.f2knat shess.k12.ca.us/EduReports30/compos ~ @& & || Search... £~
74 - Rialto Uni hool District & edu3df2knat.sbessklZcaus % ||
Accounts Lookup Report - Summary (Fiscal Year 2020) x @ Convert + (o Select

Revised
Account Budget
Expenditure
01-3010-0-0000-2140-1130-100-0015 2,500.00
01-3010-0-0000-2140-1140-100-0015 0.00
01-3010-0-0000-2140-2920-100-0015 1,645.00 |
01-3010-0-0000-2140-3101-100-0015 410.00
01-3010-0-0000-2140-3202-100-0015 261.00 | Intemet Explorer ~
01-3010-0-0000-2140-3312-100-0015 72.00 What do you want to do with
01-3010-0-0000-2140-3331-100-0015 35.00 | comphccountsLookupReportxlsx?
01-3010-0-0000-2140-3332-100-0015 3.00
01-3010-0-0000-2140-3352-100-0015 600 | From: edu30 f2knat sbess iz ca.us
01-3010-0-0000-2140-3501-100-0015 1.00
01-3010-0-0000-2140-3502-100-0015 3.00 | - - Open . . :
. | The file won't be saved automatically. - |
01-3010-0-0000-2140-3601-100-0015 70.00 0.00 0
01-3010-0-0000-2140-3602-100-0015 53.00 2254 0| — Save
01-3010-0-0000-2140-3702-100-0015 26.00 0.00 0
01-3010-0-0000-2140-4210-100-0015 0.00 0.00 0| —> Save as
01-3010-0-0000-2140-4310-100-0015 0.00 0.00 0
01-3010-0-0000-2140-5200-100-0015 473.00 0.00 0| Cancel
01-3010-0-0000-2140-5299-100-0015 0.00 0.00 Oow LRV
01-3010-0-0000-2140-5810-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-5840-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2420-2230-100-0015 330.00 0.00 0.00 330.00

01-3010-0-0000-2420-2240-100-0015 130.00 0.00 0.00 130.00



Step 6

Use this to create

your budget transfer!

A= v comphccountsLookupReport[1] - Microsoft Excel - O x
Home Insert Page Layout Formulas Data Review View DYMO Label Acrobat ) e = EF

E % Calibri T A General - [} conditional Formatting = %I:‘ﬂ Insetr X v }?V [ﬁ

El = - $ - % » [BEFormatasTable~ e Delete - | [gv & )

el B|7 u- A %0 8 (5 Cell Styles - ¥l Format~ | 2~ ES .
Clipboard Font Fl Alignment Fl Mumber Fl Styles Cells Editing
| A1 - fe | BEST NET CONSORTIUM

A B C E G

1 L T NET CONSORTIUM

2 | 74- Rialto Unified School District

3 |Accounts Lookup Report - § y (Fiscal Year 2020)

a4

Revised Actual Pre/Encumbered

5  Account Budget Activity Pended Activity Balance

6 Expenditure

7 | 01-3010-0-0000-2140-1130-100-0015 2,500.00 - - 2.,500.00

8  01-3010-0-0000-2140-1140-100-0015 - - - -

9 | 01-3010-0-0000-2140-2920-100-0015 1,645.00 765.14 - 879.86

10 01-3010-0-0000-2140-3101-100-0015 410.00 - - 410.00

11 01-3010-0-0000-2140-3202-100-0015 261.00 99.25 - 161.75

12 01-3010-0-0000-2140-3312-100-0015 72.00 31.20 - 40.80

13 | 01-3010-0-0000-2140-3331-100-0015 35.00 - - 35.00

14 | 01-3010-0-0000-2140-3332-100-0015 3.00 11.10 - (8.10)

15 01-3010-0-0000-2140-3352-100-0015 6.00 9.81 - (3.81)

16 01-3010-0-0000-2140-3501-100-0015 1.00 - - 1.00

17 01-3010-0-0000-2140-3502-100-0015 3.00 0.38 - 262

18 01-3010-0-0000-2140-3601-100-0015 70.00 - - 70.00

19 | 01-3010-0-0000-2140-3602-100-0015 53.00 2254 - 30.46

20 01-3010-0-0000-2140-3702-100-0015 26.00 - - 26.00

21 01-3010-0-0000-2140-4210-100-0015 - - - -

22 01-3010-0-0000-2140-4310-100-0015 - - - -

23 01-3010-0-0000-2140-5200-100-0015 473.00 - - 473.00

24 | 01-3010-0-0000-2140-5299-100-0015 - - - -

25 01-3010-0-0000-2140-5810-100-0015 - - - -

26 | 01-3010-0-0000-2140-5840-100-0015 - - - -

27 01-3010-0-0000-2420-2230-100-0015 330.00 - - 330.00

28 01-3010-0-0000-2420-2240-100-0015 130.00 - - 130.00

25 01-3010-0-0000-2420-3202-100-0015 83.00 - - 83.00

30 01-3010-0-0000-2420-3312-100-0015 29.00 - - 29.00

31 01-3010-0-0000-2420-3332-100-0015 7.00 - - 7.00

32 | 01-3010-0-0000-2420-3502-100-0015 - - - -

33 01-3010-0-0000-2420-3602-100-0015 14.00 - - 14.00

34 01-3010-0-0000-2420-5200-100-0015 - - - -

35 01-3010-0-0000-2495-1930-100-0015 2.040.00 - - 2,040.00

36 01-3010-0-0000-2495-2220-100-0015 120.00 - - 120.00
27042040 A AAAA 2408 2422 400 ANAE 705 0N 708 NN

4 4 » ¥ Sheetl Mol il | an
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Step 7
Go to the Fiscal Services
webpage, Fiscal Forms Menu,

open “Budget Transfer Form”,
and save to your documents

Rialto Unified School District

RIALTO

UNMIFIED SCHOQOQOL DISTRICT
BRIGGING FUTURES THROUGH INNGVATION

HOME SARC OUR BOARD DISTRICT

Home / District / Business Services / Fiscal Services [/ Fiscal Services Forms

@' = = | = Budget_Transferl [Read-Only] [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View DYMO Label Acrobat 4] 3
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Example of Balanced Budget Transfer - Processed

Step 8
Copy account information
from Step 6 to Budget
Transfer Form, and enter
budget decreases and
increases

-
mm | T

E' =9~ Budget_Transfer] [Read-Cnly] [Compatibility Mode] - Microsoft Excel

Home Insert Fage Layout Formulas Data Review View DYMO Label Acrobat
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Example of Un - Balanced Budget Transfer- Rejected

E' = R B Budget_Transferl [Read-Only] [Compatibility Mode] - Microsoft Excel
m Home Insert Page Layout Formulas Data Review View DYMO Label Acrobat
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Step 9
E-mail Balanced Budget Transfer to
FISCALBT @rialto.k12.ca.us

HEYDO « + |- Budget Transfer - Message (HTML) — O x
m Message Insert Dptions Format Text Review Acrobat A e
i iy . . - - s - .
4 Calibri (Body) 11 A A i ] Attach File \%‘ v Q I
3 B I U :=-i=~| EiE » 0 attach Item - .
Paste — — ames . Attach File 495 | Zoom Insert files
- | PrA- % =E=5 M | Signature - via Link M using Drive ~
Clipboard ra Basic Text T Include Adobe Acro.., Zoom | Google Drive
To.. | |FISCALET; |
S| =i Cc.. | |YOURSELF |
Send
Subject: | Budget Transfer |
Attached: C_ﬂg',r of Budget Transferl.xls [22 KB} Send as Adobe Document Cloud link Yes Mo &)
| Ca
FY

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



Advanced: A more refined search using a range of objects

Home| General Ledger ReportsTC lose]

Step]_ w & [ 4P|

H “" ”
Select ObJeCt range and Accounts Lookup Report 2 Go (_I
click “Go” A

» Report Parameters Hide

(this example will give you all e 2020 [ :=
accounts in the 4000’s & 5000’s)

» Report Criteria Hide
= Fund

- Resource @ 3010

= Year
= Goal

= Function

* Object 4 B
= School ﬂ 100

= Management 0015

» Options Hide

« Suppress Net Zero Accounts ) Yes (® No

=% Reset

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.



Home| General Ledger Reports| Close
Aov@®|[g=amE| e[«

Ste p 2 BEST NET RTIUM

View results and 74 -Rialto Unlfied School District

. Accounts Lookup Report - Summary (Fiscal Year 2020)
click on the

Revised Actual Pre/Encumbered
Excel |Co n to Account Budget Activity Pended Activity Balance
Expenditure
export 01-3010-0-0000-2140-4210-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-4310-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-5200-100-0015 473.00 0.00 0.00 473.00
01-3010-0-0000-2140-5299-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-5810-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2140-5840-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2420-5200-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2495-4310-100-0015 2,000.00 0.00 1,954.58 4542
01-3010-0-0000-2495-5610-100-0015 150.00 0.00 0.00 150.00
01-3010-0-0000-2495-5712-100-0015 148.00 1,516.49 0.00 (1,368.49)
01-3010-0-0000-2495-5840-100-0015 3,660.00 3,660.00 0.00 0.00
01-3010-0-0000-2495-5880-100-0015 208.00 0.00 200.00 8.00
01-3010-0-0000-2700-4310-100-0015 73.00 0.00 0.00 73.00
01-3010-0-0000-2700-4401-100-0015 1.00 0.00 0.00 1.00
01-3010-0-0000-2700-5200-100-0015 0.00 0.00 0.00 0.00
01-3010-0-0000-2700-5299-100-0015 284.00 283.683 0.00 0.37
01-3010-0-0000-2700-5840-100-0015 1.00 0.00 0.00 1.00
01-3010-0-1110-1000-4210-100-0015 3,893.00 0.00 3,943.65 (50.65)
01-3010-0-1110-1000-4310-100-0015 41,744.00 0.00 2,165.00 39,579.00
01-3010-0-1110-1000-4440-100-0015 1,000.00 0.00 0.00 1,000.00
01-3010-0-1110-1000-5200-100-0015 6,000.00 0.00 0.00 6,000.00
01-3010-0-1110-1000-5300-100-0015 530.00 0.00 0.00 530.00
01-3010-0-1110-1000-5712-100-0015 2,500.00 0.00 0.00 2,500.00
01-3010-0-1110-1000-5810-100-0015 19,100.00 0.00 13,050.00 6,050.00
01-3010-0-1110-1000-5840-100-0015 22,643.00 15,076.58 350.00 7,216.42
01-3010-0-1110-2130-5880-100-0015 62.00 0.00 0.00 62.00

Total Expenditure 104,470.00 20,536.70 21,663.23 62,270.07




Home| General Ledger Reports | Close|
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BEST NET CONSORTIUM
T4 - Rialto Unified School District
Accounts Lookup Report - Summary (Fiscal Year 2020)

@ hitps://c
& edu30f2knatsbesskl

x @HConvert ~

Account

Revised
Budget

Step 3

Select “Open” in pop up

Step 4

Use this to create

your Budget
Transfer!

window

Expenditure

01-3010-0-0000-2140-4210-100-0015
01-3010-0-0000-2140-4310-100-0015
01-3010-0-0000-2140-5200-100-0015
01-2010-0-0000-2140-5299-100-0015
01-3010-0-0000-2140-5810-100-0015
01-2010-0-0000-2140-5840-100-0015
01-3010-0-0000-2420-5200-100-0015
01-3010-0-0000-2495-4310-100-0015
01-3010-0-0000-2495-5610-100-0015
01-2010-0-0000-2495-5712-100-0015
01-3010-0-0000-2495-5840-100-0015
01-3010-0-0000-2495-5880-100-0015
01-3010-0-0000-2700-4310-100-0015
01-3010-0-0000-2700-4401-100-0015

01-2010.0.0N0N-I7NARINAANNNNTR

Interet Explorer

What do you want to do with
compAccountsLookupReportxlsx?

From: edu30.f2knat.sbess.ki2.ca.us

—> Open

The file won't be saved autematically.
—> Save

—> Save as

Y

Cancel

non

&9 -~ compAccountsLookupReport[1] - Microsoft Excel [m}
Home Insert Page Layout Formulas Data Review View DYMO Label Acrobat & 9 =
-I':!] ¥ Calbri = %] = General - ,ﬁ Conditional Formatting = 5= Insert ~ - % [ﬁ
- .,-"‘snl - @ - $ v 9% 9 @ Format as Table = ji‘ Delete = @ =
aste 7 U <0 ;o0 [5) Cell Styles - i Format - | 2~ oo
00 .0 — Filter = Select
Clipboard Font (] (] Mumber (] Styles Cells Editing
Al - Jx | BEST NET CONSORTIUM
A B C D B [F
1 BEST NET CONSORTIUM
2 74- Rialto Unified School District
3 | Accounts Lookup Report - Summary (Fiscal Year 2020)
a4
| Revised Actual Pre/Encumbered
5 | Account Budget Activity Pended Activity Balance
| 6 Expenditure
7 | 01-3010-0-0000-2140-4210-100-0015 - - - -
| &  01-3010-0-0000-2140-4310-100-0015 - - - -
9 01-3010-0-0000-2140-5200-100-0015 473.00 - - 473.00
| 10 | 01-3010-0-0000-2140-5299-100-0015 - - - -
11 01-3010-0-0000-2140-5810-100-0015 - - - -
12 | 01-3010-0-0000-2140-5840-100-0015 - - - -
| 13 | 01-3010-0-0000-2420-5200-100-0015 - - - -
14 | 01-3010-0-0000-2495-4310-100-0015 2,000.00 - 1,954 .58 4542
15 | 01-3010-0-0000-2495-5610-100-0015 150.00 - - 150.00
16 01-3010-0-0000-2495-5712-100-0015 148.00 1,516.49 - (1,368.49)
| 17 | 01-3010-0-0000-2495-5840-100-0015 3,660.00 3,660.00 - -
18 | 01-3010-0-0000-2495-5880-100-0015 208.00 - 200.00 8.00
13 | 01-3010-0-0000-2700-4310-100-0015 73.00 - - 73.00
20 | 01-3010-0-0000-2700-4401-100-0015 1.00 - - 1.00
21| 01-3010-0-0000-2700-5200-100-0015 - - - -
| 22 284.00 283.63 - 0.37

01-3010-0-0000-2700-5299-100-0015



