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BS&A Budget Entry and Reporting 
Logging In 
On your desktop you should have a folder titled Equalizer.Net Applications.  
Within this folder will be all of the BS&A programs installed on your workstation. If you 
are not finding a specific program, contact IT for assistance in having it installed.  
 
To log in to a program double click on the specific module and the following screen will appear: 

 

 
 
 
 
Your Username will show up in CAPS and 
is the same as your windows log in name.  
 
Your password is case sensitive and is the 
same password you use to log in to 
windows.  
 
Simply click ‘Login’ and you will enter the 
database.  
 

Entering the Budget 
To enter the budget, you will need to go to Tasks in the top tool bar and select ‘Create or Edit Budget…’ 
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Once you have selected this, the following window will open allowing you the option to filter what part 
of the budget you wish to work on: 

Once you have set your filters, if any, the screen will look like the following: 

 
1. R = Revenue, E=Expenditure 2.     Current year’s activity     3.     Current year’s budget 
4. Your budget level (double-click to enter amounts)     5.     Enter amounts in mass 
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You are required to explain where the budget figures have come from. To accomplish this, you will need 
to either double-click in the Department level budget column, or enter through the Mass Footnote Entry 
screen (item 5 from photo above)- both will accomplish the same end result.  
 
If you are going to double-click on the individual line item, you must be in the Department column and 
the window will look similar to this after you have double-clicked: 

 
• If you have any supporting documentation for your budgetary figures, and would like to include 

them in this you may attach them at the top by clicking the “Attmnt” – this will work the same 
as it does when you are entering in accounts payable or purchase order.  

• If you need to update the Note, there is a button indicated at the top you must click to activate 
the field 

• You may cycle to the next line item using the ‘Previous GL Number’ or ‘Next GL Number’ buttons 
in the top left of this window 

 
When you have closed the entry window, you will notice your figures are highlighted in green – this is to 
indicate an entry that has not yet been saved.  

 
 
Once you Save 
(bottom right) the 
figures will no longer 
be highlighted. 
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Mass Footnote Entry 
An alternative to double-clicking for each line item, and/or cycling through the records is to enter the 
footnotes and figures in mass. In the top right of the window, you will see a button indicated below: 
 

 
 
That will open a window that will look like the following: 
 

 
 
You will want to ensure the checkbox highlighted is checked so that the description of each line item 
displays. If you only have one explanation for the budget for that line item, enter it here and the 
department column will activate for you to enter the figures. If you have multiple notes that will in total 
make up the line item, you will click Details at the right and enter them.  
 
Once you have finished entering in figures in mass, you may click OK in the bottom right and the window 
will go back to the standard budget entry screen. You will notice multiple lines are highlighted in green 
to indicate that changes were made, but that have not yet been saved.  
 
Once you are finished entering your figures, you will want to check the totals at the bottom of the 
budget entry screen: 
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Additionally, if you are interested in additional statistics, there are calculated change percentages and 
other total’s displayed at the bottom of this window: 

 
 
Budget Reporting 
The recommended budget report will be found by going to Reports in the top tool bar, and selecting 
Budget Reports:  
 
 
 
 
This will open the following 
window for you to select the 
report from: 

 
 
 
You will want to select the report called 
Budget Report and click ‘Run Report’ at the 
bottom – this will open the report options.  
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Budget Report Options 

 

1. Use the report columns to decide what you would like to include in your budget report 
2. Re order the columns, if needed, using these arrows. In this example 2017-18 Activity will be the 

left most column of the report, while 2018-19 COUNCIL will be the far right column. 
3. Select filters, if desired, to restrict the accounts you are looking at. If you do not select any, you 

will only have access to previously granted line items.  
4. Print Footnotes – After each Account: this will display the descriptions you have entered during 

budget entry along with their values 
5. Choose how you would like to subtotal the report – Account Category will separate Revenues 

from Expenditures 
6. In future years, you can ‘Adjust Years’ by 1 and it will advance forward the dates in all of the 

columns. This way you don’t have to rebuild the report parameters every time.  
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