
Budget Entry & Reporting 
 

This document will serve as a short guide to the basic functions within General Ledger available for use by Departmental 
Users.  These functions will include GL Details Lookup, Reporting, and Department Budget Entry within the parameters 
of each user’s Department GL #’s.   

Logging in to General Ledger 

Locate the Icon on your desktop entitled Equalizer.Net Applications and double click. 

 

Find General Ledger from the available program list, and double click to open. 

 

 

GL Details 

Make sure you are on the GL Details screen upon login as shown. 

 

 



On the GL Details screen, you are able to seek out detailed information on a single GL number.  Simply enter the GL 
number into the field OR click on the magnifying glass to choose from a table of available GL numbers.   
 

 

For our example, we have chosen the GL # 101-3210-53.11120 (GEN SUPP-OPER SUPPLIES). 
 

  
 

30 accounting periods worth of detail will be available for the chosen GL number (last fiscal year, current fiscal year, and 
6 months into the upcoming fiscal year).  Shown in this screen will be the total debits, credits, net activity, and account 
balance through the end of the period.  Each period has a green clickable link, which are highlighted below, allowing you 
to see the detail of that month’s activity.   

 



 

Clicking on the period ending 5/31/2017 will open up the detailed activity for that month.  In our example, we can see 
that there were numerous entries for the month of May.  We can further “drill down” into the individual activity lines to 
see the underlying details by clicking one of the lines. 

 

 

A new window will open that provides more detail on the line, or transaction, you chose.  Once you are done viewing, 
click the ‘X’ in the top right corner to get back to the May 2017 activity details screen. 

 

 



On the GL Activity screen, we can also click on the printer icon in the upper left hand corner of the screen in order to 
print a report of this detail. 

 

Clicking on the printer icon will bring the run report window to your screen.  Click Run Report. 

 

The Report Options window will appear.  There is no need to edit anything on this window, because it is already filtered 
by the GL number and period you have chosen.  Simply click OK. 

 

 

 



The GL Activity Report will come to your screen.  Print as desired, and close with the ‘X’ in upper right corner.  Close the 
GL Activity screen, or search for another single GL number as desired.   

Note: These reports can also be sent to PDF or Excel by selecting the floppy disc (or save) icon.  

 

Choose the type of file you would like to create, choose where the file will be saved, and then you can open the file. 

 

 
 

Running Revenue / Expenditure Report 

At the top of the screen, click on Reports and select General Ledger Reports from the drop-down menu. 

 

 
 
 
 



 

Select Revenue and Expenditure Report in the second drop-down menu.  Click Run Report. 

 

 

The Report Options window will appear.  This is where you set your filters to determine what comes into your report.  
Choose your period ending date, your account types, and your subtotal options as shown.  You do not need to filter by 
Fund, Department or Account unless you do not want to see all of your available GL numbers on the report.  Click Run. 

 



The report will have columns for the current year amended budget, the YTD activity balance, the activity for the period 
ending that was chosen in the report option screen (in this example, it shows the activity for the month of October 
2016), the available balance per budget, and the % used of the budget.   

Print the report and close with the ‘X’ in upper right. Again, this report can be saved as a PDF or Excel if needed. 

 

 

 

Entering your Requested Budget for the Upcoming Year 

 

At the top of your screen, click on Tasks and select Create or Edit Budget from the drop-down menu. 

 

 

 

 

 

 

 



You will see the Load Budget Filters window appear.  Keep in mind that you will only have access to your particular 
departmental GL numbers for budgeting, so in most cases, additional filtering will not be needed.  Click OK. 

 

 

You will see the total activity for the previous two fiscal years in the first two columns.  You will enter your requested 
numbers in the column titled DEPARTMENT.   The subsequent columns will be reserved for the Finance Department to 
use (they will appear as a redish/pink color and will not allow you to edit them. 

 

 

 



Simply click into the first DEPARTMENT field and enter the desired number.  Using the enter key after each entry will 
advance to the field directly below. The fields that have changes will remain green until you click save. 

  

 

You do not have to finish all of your budget entry in one sitting.  Simply click save in the lower right hand corner of the 
screen when you are done entering.  You can return to the budget entry screen when you are ready to continue entry by 
going to Tasks at the top of the screen and selecting Create or Edit Budget. 

 

 

 

 

 

 

 

 



 Important Notes: 

 

1. We have not tried to cover each and every button or function in this initial training.  We simply intended to 
provide a general framework of the main items you will have access to or utilize throughout a normal workday. 
 

2. BS&A will be returning in February 2018 to provide additional training regarding budget entry.   

 

 

 


