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.

Equalizer.Met
Applications

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

||ﬁ General Ledger Met

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

criuay | diskis FEEHaT L uunues D8 FEHNIL S LT s meip

: | GdHistory | [ Attmnt [0]

View GL Number: m EN SUPP-OPER SUPPLIES

Fund: 100 GEMERAL FUND Project:
Department: 3210 <MaDescriptionz
Category/Type: Expenditures - Expenditure

3

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

r';. Grid "u’iewT 2. Chart View ]

Select GL # >

Mumber of Records: 3,269 Hide Inactive  Sort Index: IGL Mumber ;I [] Hide Frojects
GL Mumber | Description | Dept | Project Desc L
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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.
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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.

GL Activity m} X
=

GL Number: Start Date: [05/01/2017 ~| EndDate: [05/31/2017 -

AP Journals - Print: [ Vendor Name/Invoice Description _~| @R Journals -Print: [unl Line Description ~|

CD Journals - Print: |Che:k Number ;I B IDaiault ;I

Date | | Desciption | Reference | Debits | Credits | Balance |~
05/01/2017 100-3210-53.11120 GEN SUPP-OPER. SUPPLIES 1,927.27
05/02/2017 OH 024751-042417 HOME DEPOT Refund for s OHOD4238 6.93 1,920.34
05/02/2017 OH 17-2994 FRANCES FLORIST Invoice OHO04238 35.00 1,955.34
05/02/2017 OH 024751042417 HOME DEPOT 04/24/17 Pur OHO04233 105.93 2,061.27
05/02/2017 oH BOA2739-041517 BANK OF AMERICA Nationa OHD04233 195.00 2,256.27
05/09/2017 oH PCPD-0S0517B  CASH (PETTY CAS PD Fal OHD04241 .54 2,265.81
05/08/2017 OH 028316 WAL-MART Candy for Chie OHD04241 12.75 2,278.56
05/08/2017 oH 118130 LABORCHECK INC Invaice OHD04241 16,95 2,295.51
05/08/2017 oH PCPD-050517B  CASH (PETTY CAS Fall fe OHD04241 19.20 2,314.71
05/08/2017 oH PCPD-0505178  CASH (PETTY CAS Monies OHD04241 20,00 2,334.71
05/08/2017 oH PCPD-050517B  CASH (PETTY CAS Purchas OHD04241 21.13 2,355.90
05/08/2017 oH PCPD-050517B  CASH (PETTY CAS Pizza p OHD04241 34.09 2,389.99
05/08/2017 oH PCPD-050517B  CASH (PETTY CAS Purchas OHD04241 37.40 2,477.39
05/08/2017 oH PCPD-050517B  CASH (PETTY CAS Leaders OHD04241 79.23 2,506.62
05/09/2017 oH 17-3095  FRANCES FLORIST Invaice OHD04241 80.00 2,586.62

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.

Journal Entry *

@ View Journal Entry Repaort

GL Transaction Mumber: 54186 Mame:
Journal Code: OH Description: OH 05/02/2017
Post Date:  05/02/2017
Date Journalized: 05/02/2017 Posted From: Mone
Journalized By: BYRDS Summary: No

Reference: OHO04233

General Ledger Mumber | Description | Debits | Credits ~
100-7510-57. 22006 002 Lettuce Eat LLC Breakfa 558.00 0.00
100-1540-52, 11290 006277 WAL-MART Employee Field 75.68 .00
100-1540-52. 11290 007952 WAL-MART Employes recog 16.15 .00
100-1540-52, 11290 012770 WAL-MART Employee recog 16.31 0.00
540-4520-53,11120 017393 WAL-MART water for més 233,80 .00
540-4522-53,11120 021470 WAL-MART snacks and dri 104.34 0.00
100-3210-53,11120 024751-042417 HOME DEPOT 04/24/17 Pur 105,93 .00
100-3210-53.11120 024751-042417 HOME DEPOT Refund for = 0.00 .93
100-3221-53.11120 024343-042417 HOME DEPOT 04/24/17 pur 156,34 0.00
CAN_ACT _C2 44470 N2A4T741470 e bd far £ .-l oL TN Nonn v
Totals: 228,246.38 228,246.38
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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.
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GL Activity
e} /

GL Number: |100-3210-53, 11120 | [# StartDate: [05/01/2017 ~| EndDate: [05/31/2017 =]

AP Journals - Print: I‘-.fendor Mame./Invoice Description LI CR Journals - Print: I.Jnl Line Description ;I

€D Journals ~Print: [Check Number ] 9 oumals -Print: | Defaut =l
i s (e [

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

Please choose your target destination

Destination: Is.:reen ;I @ Spreadsheet | Report Options...
Copies: Margins/Faonts...
Current Printer:  Microsoft Printto PDF Printer Settings...

Run Report Close

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.

GL Activity Report - Options X

Filter By GL Number
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From: |0s/01/2017 | [El 1o [os312017 | [E

Select Departments.... Select Funds...

Selected Departments: ~ All Depts Selected Funds:  All Funds
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[ Skip Accounts Wi Zero Activity [] Rell Projects Up To Master GL Number
[] Skip Accounts W Zero Balance
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>

Set Fonts... Reset Fonts oK /Cancel




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.

GL Activity Report X
FiIWﬂund
] @|E:EH|QQ.Q Qv‘ld 4 b DI‘Ez1 %|Emwﬁtpagernvwm

Zoom Factor: 100%

Current Page: 1 Total Pages: 3 Record Count: 1

g:/"? 2017 10:52 M L ACTIVITY REPORT FOR DOUGLASVILLE, GA Page: /8
e Eﬂl * TROM 100-0000-11 11100 TO 100-0000-11.11100

- Frelim TRANSACTIONS FROM 0S5/01/2017 TO 05/31/2017
Reference §

05/01/2017 100-0000-11.11100 C 8,301, 974.62
TR

LATM ON CASH -
Ser:3170501001ECRDE  £170501001ECRDER 25,430.46 8,327, 405.08

05/01/2017 CR  JE

05/01/3017 R JE  TILCR Ser:3170301001E0PEAR  S170501001FOFER 188.10 5,327,584.18
05/01/2017 CR  JE  TTLCR Set:3170501002E0PER  3170501002ECPER 3,016.01 8,330, 61015
05/01/2017 CR JE TTLCR Set:3170501003P0PEA 2170501003PCPEA 5,597.26 8,336,207 45
05/01/2017 CR JE  TILCR Ser:3170301001FICEE  £170501001PICKET 23,335.97 8,359,543. 42
05/01/2017 JE  JE  dV04111 ButeID: JE0DZE3E Jo JE00ZEZ4 5,420.18 5,354,123.23
05/01/2017 JE  JE  JV04llZ ZutoID: JEOD2E35 Jo JED02E3S 5,284.47 8,344,533_76
05/01/2017 JE JE  JV04113 BurcID: JE0DZ836 Jo JE002E36 2,183.29 8,342, 655. 47
05/01/2017 JE  JE  JV04125 ZuteID: JE0DZE50 Jo JEC0ZESO 1,800.48 5,340, 664.98
05/01/2017 JE  JE  JV04138 ZuteID: JEOD2EEZ Jo JED0ZEE3 2,170.28 8,342,535 22
05/01/2017 JE  OE  dVD4lag AurcID: JEOOZEE4 Jo JEo0zEES 2,926.02 8,338,908 20
05/01/2017 JE = JE  JV04141 AurcID: JEODZ866 Jo JEDOZEEE 0.28 5,338, 010.08

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

Image File

Running Revenue / Expenditure Report

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

Reports | Utilites  BS&A Applications  Help
General Ledger Reports
T Custom Reports I

1 Journal Reports

b Journal Detail fAccount Activity
: Manual Journal Entry Reports
. Budget Reparts

i

N Budget Amendment/Encumbrance Reports 1

b GL History



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

fun R — -
a Add Report a Delete Report | [ Edit | ¥ Rename Ll Audit & Tools -

Cateqgory: IGeneraI Ledger Reports

-]
Mame: IReuenue and Expenditure Report ;I Report Options...

Account Balance Report

Accounts Report Template E
Destir p_|ones chest Report Select Spreadsheet
Cash Summary by Fund X
Mumber of €~ -1t of Accounts ’ Margins/Fonts... ]
GL Balance Printout - -
Current P Interfund Activity Report ’ Printer Settmgs...]

‘ Mnnﬂﬁlﬁ Balances ReEnrt |

Revenue and Expenditure With Activity
Trial Balance Report
[] show Sample Reports [

Run Report Close ]

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.

Revenue And Expenditure Report - Options L]

Repork Format: I[Last Used) Revenue and Expenditure ;I

[ New... ][ Save... ][ Delete... l

[ SelectFunds.. |[+] | Select Departments... |
Selected Funds:  All Funds Selected Departments:  All Depts
| Select Accounts.. |

Selected Accounts: Al Accounts
Account Types: IHevenues And Expenditures ;I
Skip Accounts W Zero Balance/Activity

[¥] Fund [] Department [V/] Account Category [ | Function [ | Classifications: I.b.ccount Classification _I
[] Account Type  [| Show Totals Only Code: | | (8]
[/ Double-Space Wwhen Showing Totals Only

|| Subtotzl Classification Level:

Print: |Complete GL Number | [] Print Fund Balance Information
Grouping: IDEtaiI by GL# ;I [T] Show % Fiscal Year Completed
Page Break: I}‘d'ler Each Fund ;l ’ Advanced Options... ] ’ Custom Headers... ]
Set Fonts... l [ Reset Fonts] ~ [ Run ] [ Cancel ]




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.

06/07/2017 11:03 AM REVENUE BND EXPENDITURE REFORT FOR DOUGLASVILLE, GA Page: 1/13
User: BSA
DB: Prelim PERICD ENDING 10/31/2016
ACTIVITY EOR

201e-17 Y¥TD BALRNCE MONTH AVATLEELE & BDGT
GL NUMBER DESCRIPTION EMENDED BUDGET 1073172018 10/31/2016 BALBNCE TSED
Fund 100 - GENERAL FUND
Bevenues h&
Dept 0000
100-0000-31.11100 GEN FROP TRX-CUREENT YERR T7.402,002_00 1,563,343 82 1.483,184.7¢ 5.838,658.38 21.12
100-0000-31.11200 GEN FROP TRX-PRICR YERR 130,000.00 48,.830.53 7.180.71 81,165.07 37.5¢6
100-0000-31.11300 GEN FROP TRX-MILLAGE BONDS 0.00 237.411.53 15Z,240.80 (237,411.53) 100.00
100-0000-31.11501 TRXES-MOTOR VEHICLES 450, 000.00 128,232 .42 28,653.30 321,.767.58 28.50
100-0000-31.11502 TRYES-INTENGIBLES 75.750.00 57.707.47 8,013.5¢6 18,042.53 T&.18
100-0000-31.11503 TRXES-MOBILE HOMES 3,030.00 0.00 0.00 3,030.00 0.00
100-0000-31.11504 TRXES-TIMBER TREX 1,515.00 0.00 o.00 1,515.00 0.00
100-0000-31.11711 FRANCHISE TA&¥- SR POWER 550,803.00 0.00 0.00 550,803.00 0.00
100-0000-31.11712 FRBRNCHISE TiX- GREYSTONE 851,47€.00 11.582.72 11,58Z.72 B35,513.28 1.40
100-0000-31.11730 FRENCHISE TRX- ATLANTE GAS 2Z8,800.00 55,747 _&5 .00 173,052.31 24 .37
100-0000-31.11750 FRANCHISE TAX-COMCRST CRELE 2e0,000.00 €5.480.37 o.00 154,515.63 25.18
100-0000-31.11752 FRENCHISE TAX-SYNCGLOBAL 7.070.00 1,276.82 .00 5,753.38 18.0&

5 4.

100-0000-31.117€0 FRANCHISE TAX-BELLSOUTH 185,000.00 55.083.75 22,

1R
Yo

94 125,5916.21 31.94

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.

Tasks | Reports  Utilities  BS&A Applications  Help

b Post Manual Journal Entries. ..

Create an Interest Allocation Journal Entry...
Setup Recurring Journal Entries. ..

Batch Add Budget Amendments...

Create or Edit Budget...

Spreadsheet Budget Analysis 3
Long-Term Budget Forecasting. ..

Cash Flow Analysis. ..
GASE34 Adjustments...

Deposit Creation...
View Deposits. ..
Check and Deposit Recondliation. ..




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.

Load Budget Filters

S

GL Number Filters

Fund: [ Select Funds... ]AII Funds

Department; [ Select Depts... ] All Departments

Account: [ Select Accounts... ] All Accounts

Account Type: |Revenues And Expenditures

=]

ﬁ [

QK

Cancel

J|

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.

N@udget Entry - Budget Template: DOUGLASVILLE

O ot
[i] Mass Footnote Entry E Factor th @ Copy Between Levels | Options | [ Budget Template | Tools = [F] Adopt
Load Data... Fund: Department: Account: Project: Account Categories:
100 3210 All Accounts All Projects Expenditures Only
. o A .
1, Yearly Budgets Enter By: |Edtt At The General Ledger Number Level ﬂ
oL = D ot 2015-15 2016-17 2017-18 2017-18 2017-18 -
e Activity Activity DEPARTMENT FINANCE COUNCIL
E | 100-3210-51.11110 REGULAR. EMPLOYEES-FULLTIME 544,223,568 474,191.03 0,00 0.00 0.00
E  100-3210-51.11300 SALARIES /WAGES /OVERTIME 13,351.42 10,381.20 0.00 0.00
E | 100-3210-51.11301 HOLIDAY PAY 0.00 0.00 0,00 0.00 0.00
E | 100-3210-51.11302 COURT PAY 0.00 0.00 0,00 0.00 0.00
E | 100-3210-51.21000 FRINGE BEMEFITS 0.00 93.30 0,00 0.00 0.00
E | 100-3210-51.22100 EMPLOYEE BEMEFITS-GRP INS 63,073.35 67,755.77 0.00 0.00 0.00
E | 100-3210-51.22110 HEALTH 0.00 0.00 0,00 0.00 0.00
E | 100-3210-51,22300 EMPLOYEE BEMEFITSFICA 41,313.25 35,879.33 0,00 0.00 0.00
E | 100-3210-51.22402 RETIREMENT /[DEFINED BEMEFIT 35,023.60 37,782.79 0.00 0.00 0.00
E | 100-3210-51,22700 EMPLOYEE BENEFITS-WORK COMP 20,787.84 25,581.18 0,00 0.00 0.00 W
Total Revenues: 0.00 0.00 0.00 0.00 0.00
Total Expenditures: 1,244,028.59 1,063,351.84 0.00 0.00 0.00
Met Rev./Exp: -1,244,028.59 -1,063,351.84 0.00 0.00 0.00
GL Number: 100-3210-51.11300 % Changed From 2016-17 Amended: -100.00 Department '3210° Total:  0.00
Budget Level: 2017-18 DEFARTMENT % Changed For All Revenues From 2016-17 Amended:  0.00 Classification 'UMK_EXP' Total: 0.00
% Changed For All Expenditures From 2016-17 Amended: -100.00 Dept '3210' % Changed: -100.00

Audit Entries...

Close




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.

Budget Entry - Budget Template: DOUGLASVILLE O .
Mass Footnote Entry % Factor lg, ﬁ Copy Between Levels | Options | [ Budget Template | Tools - [F] Adopt
Load Data... Fund: Department: Account: Project: Account Categories:
IEI%5 3210 All Accounts All Projects Bxpenditures Only
1. Yearly Budgets Enter By: |E|:Iit At The General Ledger Number Level j
oL # o ioti 2015-18 2016-17 2017-18 2017-18 2017-18 4]
4,55 Activity Activity DEPARTMENT FINAMNCE COUNCIL
E | 100-3210-51.11110 REGULAR. EMPLOYEES-FULLTIME 544,223.68 474,191.03 550,000.00 0.00 0.00
E | 100-3210-51.11300 SALARIES WAGES /OVERTIME 13,351.42 10,381.20 14,000.00 0.00 0.00
E | 100-3210-51.11301 HOLIDAY PAY 0.00 0.00 0.00 0.00 0.00
E | 100-3210-51.11302 COURT PAY 0.00 0.00 0.00 0.00 0.00
E | 100-3210-51.21000 FRIMGE BEMEFITS 0.00 93.30 0.00 0.00 0.00
E | 100-3210-51.22100 EMPLOYEE BEMEFITS-GRP INS 63,073.35 67,755.77 69,000.00 0.00 0.00
E | 100-3210-51.22110 HEALTH 0.00 0.00 0.00 0.00 0.00
E | 100-3210-51.22300 EMPLOYEE BEMEFITSFICA 41,313.25 35,879.33 42,000.00 0.00 0.00
E | 100-3210-51.22402 RETIREMENT /[DEFINED BEMEFIT 35,023.60 37,782.79 39,000.00 0.00 0.00
E  100-3210-51.22700 EMPLOYEE BENEFITS-WORK COMP 20,787.84 2555115 [ 0.00 0.00 v
Total Revenues: 0.00 0.00 0.00 0.00 0.00
Total Expenditures: 1.244,028 59 1,063,351.84 714,000.00 0.00 0.00
Met Rev/Bxp: -1,244 02859 -1,063,351.84 -714,000.00 0.00 0.00
GL Number: 100-3210-51.22700 % Changed From 2016-17 Amended: -100.00 Department '3210' Total:  714,000.00
Budget Level: 2017-18 DEFARTMENT % Changed For All Revenues From 2016-17 Amended: 0.00 Classification "UNK_EXP' Total:  714,000.00
%% Changed For All Expenditures From 2016-17 Amended: -45.58 Dept '3210' % Changed: -45.58
Audit Entries... View changes... Save Cancel

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.

View changes... Save ] [ Cancel




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.



