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Solutions View Legend 
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Screen Defaults 

If you would like to save the screen defaults, once you have the screen filled in to your preference, press 

F24 to set the defaults.  This way the next time that you enter the screen, the saved defaults will appear and 

you will not have to rekey it each time.  F24 fields are noted by an ó*ô at the end of the field description.   

The ó*ô will be repeated throughout the manual to denote F24 capable fields. 

 

Function Keys 

These keys are the same throughout the book. 

Lookup or Prompt:  this is noted by a prompt button (é) after fields that you can do a lookup on   

Submit:  submits the report to batch and frees up your workstation while it is trying to print 

Interactive:  prints the report interactively while tying up your workstation 

*:  denotes F24 capable fields where you can set the defaults 
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Before Starting the Budget Process 
 

Ç Fund Maintenance 

¶ Go into Edit Fund Description and review the budgetary status on the funds you will be processing 

during budgets. 

¶ Some obsolete funds may be changed to have a budgetary status of 2(non-budgetary) so that 

they will not be included in the budget process. 

¶ If you are going to use a particular fund in the budget process, it must have a budgetary status 

of either a 1 (budgetary) or a 3 (non-budgetary for worksheet).  Type 3ôs are for funds that you 

do not have jurisdiction for, but do write warrants for. 

¶ You can also add any new funds here. When adding new funds, especially if they have property 

taxes levied for them, be sure to build account numbers in the account master for current tax, 

delinquent tax, and all tax related revenue numbers.  In addition, the new fund will need to be 

added to the form columns for each state form you would like the fund reported on. 

¶ You may want to print a fund description listing.  Go into Master Listing, then into Description File 

Listing Menu, and print option Fund File Listing.  This will show you all the data in the Fund 

Description File for each fund. 

 

Ç Go into Edit Account Master and check that the line items you want to use next year are marked as 

active.  You can also mark line items as inactive or dead. 
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Fund Maintenance 
 

 
 

PROGRAM NOTES: 

¶ If you want to build a new fund, click on Add.  The next screen will be an input capable screen where 

you can enter all the information pertaining to the new fund.  The new fund may need to be added to 

the form columns for each state form you would like the fund reported on.   

¶ When adding a new fund, once you have entered all the data for that fund and have pressed enter, you 

will be prompted to enter default and posting accounts for the new fund.  If any changes need to be 

made to these accounts, do so before pressing enter.  Otherwise, simply press enter through both 

screens. 

¶ If you wish to delete a fund, you must first delete all associated account numbers (asset, liability/fund 

equity, revenue, and/or expense) through Account Master File Maintenance.  You cannot delete line 

items that have activity. 

 

FIELDS:   

¶ Position to Fund:  enter in the fund number you wish to work with 
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2=Edit 

 

 
 

PROGRAM NOTES: 

¶ Review the budgetary status on the funds you will be processing during budgets.  Some obsolete funds 

may be changed to have a budgetary status of 2 so that they will not be included in the budget process. 

¶ If you are going to use a particular fund in the budget process, it must have a budgetary status of either 

a 1 or a 3.  The types 3 are for funds that you do not have jurisdiction for, but do write warrants for. 

¶ Press enter to process any changes or updates.  Again, if this is a new fund, you will be prompted to 

build both the default accounts and posting accounts.  Press enter through both screens. 

 

FIELDS:   

¶ Fund Number:  this is the number assigned to this particular fund. 

¶ Description:  enter in a description of the fund or maintenance the current description.  This is the fund 

description that prints on your reports. 

¶ Max Levy Rate:  if taxes are to be levied for this fund, enter in the maximum levy rate. (ex. 3.5% is 

entered as 3.5) 

¶ Budgetary Status:  select óBudgetaryô (type 1), óNon-Budgetaryô (type 2), or óNon-Budgetary for 

Worksheetô (type 3). 

¶ Enterprise Status:  select óEnterpriseô or óNon-Enterpriseô for the status of this fund. 

¶ Begin Date Fiscal Year:  enter in the beginning date of the current fiscal year. 

¶ End Date Fiscal Year:  enter in the ending date of the current fiscal year. 

¶ Accrual Cutoff Date:  enter in the accrual cutoff date. 

¶ For all three of these dates, use the dates for the current fiscal year even if you are not going to use 

this fund until next fiscal year.   

¶ Month of the 1
st
 Fiscal Period:  enter in the number of the first month of your fiscal period. 

¶ Rural/City Levy:  if taxes are to be levied for this fund, select óCityô, óRuralô, or óCountywideô 

Otherwise, select óNoneô. 

¶ Debt Service Fund:  check the box if this is a debt service fund. 

¶ Include in Publication:  check the box if you would like this fund included in claim publication listings. 

¶ Status:  select óActiveô or óInactiveô.  The status is used when running month end reports as separate 

spool files. 
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¶ Do Not Allow Drainage Warrants:  check the box if warrants cannot be processed in the Drainage 

Accounting programs for this fund. 

¶ Include in Fund Status File:  check the box if you would like the fund status updated with the new fund 

for the current year.  

 

Form Considerations 
 

¶ When you build a brand new piece of an account number you MAY  need to add it to your formsô rows 

and columns.   
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Budget Processing 
 

 

Command keys on the menu screens.   

¶ Export Data to Excel/F6=QryXLS :  you can use this to pull data from the System i directly into an 

Excel spreadsheet.  You can use data directly from an individual file or use an existing query.   

¶ OnDemand/F7:  if you have purchased OnDemand, you can use this function key to open up the 

OnDemand client (PC viewer). 

¶ My Reports/F14=Spool Files:  you can view the spool file as pdf, txt (opening in Notepad), HTML, or 

as a doc (opening in Word).  Once the spool file is in text format you can modify the spool the file, 

save it to your PC, and/or email it.  You can change your printers, view, hold, release, and delete your 

spool files as normal here.  

¶ List Program Updates/F20=View Updates:  this will take you to ñSolutionsò website and show the 

listing of the updates that have been posted.  You will see all updates that have been posted for this 

library in descending date order.   

¶ Download Pgm Updates/F21=Get Updates:  this will only appear when there are updates available 

for the module you are working in.  ñUpdate Availableò will appear in the upper right corner of the 

screen as well.  Click on óDownload Pgm Updatesô, press F21 or use the software update menu.  

¶ Public Inquiry /F22=Inq :  this allows you to go directly to the Inter-Department Inquiry Menu. 
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Edit Account Master for Active Next Year 

 

 

PROGRAM NOTES: 

¶ Select an account type to display the edit screen. 

 

 
 

PROGRAM NOTES: 

¶ Verify that the accounts that you will be budgeting for are active next year. 
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PROGRAM OPTIONS:  

¶ A:  Account Adjustmentsðthis option displays the certified budget figures, appropriations, 

amendments, and re-estimates. 

¶ D:  Acct Descriptionsðthis option shows a description of each segment of the account number. 

¶ T:  Monthly Totalsðthis option displays each month of the current fiscal year showing the net 

received/spent and the year-to-date net amount received/spent.  You can change the fiscal year to 

previous yearsô. 

 

 

A:  Account Adjustments 

 

 
 

PROGRAM NOTES: 

¶ Revenues will not show appropriations. 

 

PROGRAM OPTIONS:  

¶ P:  Appropriated Detailsðthis displays any appropriations that were done to this line item.  The date, 

description, amount, and if it was posted are displayed. 

¶ M:  Amendment Detailsðthis displays any amendment details for this line item.  The date, description, 

amount, and if it was posted are displayed. 

¶ R:  ReEstimate Detailsðthis displays any re-estimates done to this line itemðtype óRô adjustments.  

The date, description, amount, and if it was posted are displayed.  If you do re-estimates on the óEdit 

Budget Requestô option, there will not be any supporting detail here. 
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D:  Descriptions 

 

 
 

PROGRAM NOTES: 

¶ This shows the description for each segment of the account number. 

T:  Totals 

 

 

PROGRAM NOTES: 

¶ This shows the net revenues/expenditures for the month and for year-to-date and the T option is only 

available on months with activity. 



Budget School of Instruction (Non-County Entities) 

ñSolutionsò É 1986 ï 2012 
13 

PROGRAM OPTIONS:  

¶ 5:  Monthly Detailsðthis displays a summary of the selected monthôs activity.  It shows the full 

account description and shows total credits and debits. 

¶ 7:  All Transactionsðthis displays each individual transaction for the selected month. 

 

Accounts Eligible to be Dead 

 
BUPZPFR                                                     Exp & Rev Accts With No Activity/3 Yr                            1 

  8/12/08  7:53:17  

 SOLUTINS, INC  

 Fund    Function Object  Dept Proj Sub -  Comment/Object Desc            Active  Active  

         Acct Cd  Revenue           Proj                                This Yr Next Yr  

 01000 4   01000    110    05             FICA County Contribution          A       A  

 01000 4   01000    111    05            IPERS - County Contribution         A       A  

 01000 4   04073    319    60  K12  130  Inpatient/Hosp - Sklld Nurs         A       A     Activity Last 3 Yrs net 0  

 01000 4   04174    353    60  J35  398  Sheriff Transport.Charges         A       A     Activity Last 3 Yrs net 0  

 01000 4   08010    400    99  109       Official Pub.& Legal Not.         A       A     Activity Last 3 Yrs net 0  

 01000 4   09020    422    03  513       Educational & Train.Serv.         A       A     Activity Last 3 Yrs net 0  

 01000 4   09110    632    52  172       Data Processing Equipment         A       A     Activity Last 3 Yrs net 0  

 10000 4   04074    353    60  G17       Sheriff Tra nsport.Charges         A       A     Activity Last 3 Yrs net 0  

 10000 4   04141    374    60  I15       Cs Mngmnt/Medicaid Match          A       A     Activity Last 3 Yrs net 0  

 10000 4   04143    000    60  K39       Evaluation (MHP/MI)               A       A     Activity Last 3 Yrs net 0  

 10000 4   04165    314    60  I09  208  R C F/Comp Res Fac                A       A     Activity Last 3 Yrs net 0  

 10000 4   04174    353    60  K04       Sheriff Transport.Charges         A       A     Activity Last 3  Yrs net 0  

 10000 4   04221    374    60  K46  150  Cs Mngmnt/Medicaid Match          A       A     Activity Last 3 Yrs net 0  

 10000 4   04221    374    60  K61  150  Cs Mngmnt/Medicaid Match          A       A     Activity Last 3 Yrs net 0  

 18002 4   0642 0    481    99  144       Contrib. - Other Gov.&Organ         A       A     Activity Last 3 Yrs net 0  

 20000 3   00055   9210    20            Comp.Loss - Gen Fix. Assets         A       A     Activity Last 3 Yrs net 0  

 69000 4   10500    100    08    2       Salary - Regular Employees          A       A     Activity Last 3 Yrs net 0  

 End of report  
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Create Budget Workfile 

 

 
 

PROGRAM NOTES:  

¶ Next Budget Year will default to the next fiscal year. 

¶ Current Budget Year will default to the current fiscal year in the Business Control File. 

¶ Click on óProcess Workfileô (F2 in green screen) to run the option. 

 

FIELDS:  

¶ Create Budget Work file:  Check the box to create the budget work file.  Create with Last Year Budget 

$ also requires a check if you would like to create the new yearôs budget with the previous yearôs last 

amended.  Leaving it blank creates the new yearôs budget with 0ôs.*  

o This option must be run before any other budget step is run. 

o This option must be run even if you donôt want to use last yearôs budget.  This option creates 

the budget work file for the new year. 

o Any account numbers with an Active Next Status of an óAô or an óIô will be created in the work 

file. 

o When you chose to create the budget work file using last yearôs budget, you still have the 

option of printing the budget worksheets with the new budget column blank. 

o Create Budget Work file only affects items with a budgetary status of a 1 or a 3. 

o This option also creates the new budget yearôs tax related revenues. 

¶ Create/Update Beginning Balances:  Check the box to create/update the beginning balances and 

select a budgetary status.*  

o This option creates records for the new budget yearôs beginning balances. 

o It will only create records for the funds whose budgetary status matches that which you have 

selected.  This program does not affect any type 2 accounts (non-budgetary), only type 1 

(budgetary) and type 3 (non-budgetary for worksheet). 

o You must run this option or the Update Beg/End Fund for all funds to be included on the Fund 

Balance Worksheet.  The beginning budget year fund balance is calculated by taking the 

beginning cash plus the re-estimated revenues minus the re-estimated expenses.  If the 

beginning balance is left as zero, we will not able to calculate it. 
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Set Re-Estimations 

 

 

PROGRAM NOTES: 

¶ This is not a mandatory step at this time; however, it is recommended that it be ran at least once.  It 

will save you time entering a re-estimated figure for each budget line item.  The system calculates this 

figure by taking the current year original budgeted amount plus any posted amendments.  You will see 

these figures in the óEdit Budget Request Amountô program in the óRe-estimate Budget Amountô 

column, as well as on the budget worksheets in the column labeled óRe-estô.  This option creates the  

re-estimated figures for the current year. 

¶ This option can be ran multiple times and at various times of the year. 

¶ Next Budget Year will default to the next fiscal year. 

¶ Current Budget Year will default to the current fiscal year in the Business Control File. 

¶ Click on óProcess Re-Estimatesô (F2 in green screen) to run the option. 

¶ As you run the óEdit Budget Request Amountô program, the Re-est Budget amount will be $0 if you 

did not run this option.  The budget worksheet Re-est column will also be blank. 

¶ Also, if you do not run this option, the Fund Balance Worksheet column for this year will have $0 for 

receipts, expenditures, transfers, and delinquent tax. 

¶ Changes to this figure are written to the balance file month 00 records and are printed on the 

worksheets in the re-estimated column. 

¶ Set Re-estimations may be rerun if any amendments have been done and you wish to reflect these.  

However, any manual changes done in the Edit Budget Request Amount program will be lost. 

 

FIELDS:  

¶ Set Re-estimates:  check the box/es of the appropriate budgetary status/es to set the re-estimations 

and update the fund balances.* 
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Budget Import 

 

 

PROGRAM NOTES: 

¶ This allows you to import the working budget figures and/or re-estimated figures from Excel 

spreadsheets that have been saved as csv files on to the system i. 

¶ The path is specific and should be in the format of /directoryname/filename.ext  Case does not matter 

but spacing does.  (Ex. /tmp/budgets/zoning exp fy20112012.csv) 

¶ Importing a file will override existing figures in the budget work file. 

¶ A listing will be generated showing what was imported and what was not able to be imported..  If an 

account number is not found or is not in the budget workfile, the amounts will not be imported. 

 

FIELDS:  

¶ File Path & Name:  specify the file name and the path (including the file extension) where the file can 

be located.  The path and file name are very specific and the ó/ô are required. 

¶ Field separator:  enter in a comma as the program will import from a csv file (comma separated file). 

¶ Enter Columné:  enter in the appropriate letter of the Excel column for each piece of the account 
number, the budget figures, and re-estimated figures.  They do not need to be in order of A, B, C, etc 

but all fields need a column.  All pieces must have a column specified.  If there is a field you do not 

use, put in a column letter that is a blank column on the spreadsheet. 
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Budget Import Sample Listing 

 
AA80110                      Solutions -  Accounting                   Page:    1  

 9/07/10 14:18:20                    Budget Import  

Fund    Function  Obj Dpt Prj Sub     Budget $       Reest $  

0Fund 4 on Code  Cod e ode ode          20,112,012      20,102,011     Error  

59000 4   01230   240  99 XYZ               3,333           2,525     Error  

    4 4   01230   240  99  50               3,333           2,525     Error  

59000 4   01230   240  99  51               3,33 3           2,525     Error  

59000 4   01230   240  99 312               3,333           2,525  

59000 4   01230   240  99 704               3,333           2,525  

59000 4   01230   250  99                   3,333           2,525  

59000 4   01230   250  99 704               3,333           2,525     Error  

59000 4   01230   260  99                   3,333           2,525  

59000 4   01230   261  99                   3,333           2,525     Error  

59000 4   01230   400  99                   3,333           2,525  

59000 4   01230   412  99                   3,333           2,525  

59000 4   01230   413  99                   3,333           2,525  

59000 4   01230   413  99  26               3,333           2,525     Error  

59000 4   01230   414  99                   3,333           2,525  

59000 4   01230   414  99  51               3,333           2,525     Error  

59000 4   01230   414  99 704               3,333           2,525  

59000 4   01230   421  99                   3,333           2,525  

59000 4   01230   422  99                   3,333           2,525  

59000 4   01230   429  99                   3,333           2,525  

59000 4   01230   429  99 413               3,333           2,525  

59000 4   01230   430  99                   3,333           2,525     Error  

59000 4   0123 0   441  99                   3,333           2,525     Error  

59000 4   01230   442  99                   3,333           2,525     Error  

59000 4   01230   442  99 704               3,333           2,525     Error  

59000 4   01230   444  99                   3,333           2,525  

59000 4   01230   446  99                   3,333           2,525  

59000 4   01230   446  99  51               3,333           2,525  

59000 4   01230   446  99 704               3,333           2,525  

59000 4   01230   463  99                   3,333           2,525  

59000 4   01230   481  99                   3,333           2,525  

59000 4   01230   481  99 687               3,333           2,525  

59000 4   01230   487  99                   3,333           2,525  

59000 4   01230   521  99                   3,333           2,525     Error  

59000 4   01230   623  99                   3,333           2,525     Error  

59000 4   01230   636  99                   3,333           2,525     Error  

59000 4   01230   638  99                   3,333           2,525  

59000 4   01230   638  99 312               3,333           2,525  

59000 4   01230   638  99 699               3,333           2,525  

59000 4   10300   814  99                   3,333           2,525     Error  

59000 4   20000        99                   3,333           2,525  

      4                                   133,320         101,000     Error  

  Total Imported                           83,325          63,125  
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Edit Working Budget Amounts 

 

¶ Use this option to input or maintenance the budget figures for the budget year or to input or 

maintenance the re-estimated figures for the current fiscal year.  

 

 

PROGRAM NOTES: 

¶ Select the account type you wish to work with.  Typically you are budgeting for revenues and/or 

expenses. 
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Edit Working Budget Amounts 

 

 
 

PROGRAM NOTES: 

¶ Upon initial entry into this program, you may be viewing the working budget figures from the prior 

year or these amounts were created using last yearôs budget dollars from the Create Budget Work File 

option.  

¶ The óRe-estimate Budget Request Amtô column will be blank if you chose not to run the óSet Re-

estimatesô option in the 3 Step Create. 

¶ The Account Master may be accessed directly from this option.  You may want to add new accounts or 

change an activity status.  If changing the status óActive Next Yearô from an óAô to an óIô, the working 

budget amount column must be blank for that line item.  Next yearôs status is shown right after the 

fund.  A=Active and I=Inactive. 

¶ Press enter/ok to update the records.  If you press exit/F3 or reposition using the positioner at the 

top of the page without pressing enter/ok first, you will lose all the changes you have made. 

¶ When you exit out of the program, you will get a screen that asks if you would like to óCreate/Update 

Beginning Balancesô.  If you have made any changes, update those funds that were affected. 

¶ Use the select records to subset the list to specific criteria.  Enter in specific codes to subset the list to. 

 

PROGRAM OPTIONS:  

¶ D:  This option displays the description of each portion of the account number. 

¶ Y:  This option displays the budget history for a specific line item. 

 

FIELDS:   

¶ Dept:  you can use this field to position to a specific department or you can scroll through the list. 

¶ Function:  you can use this field to position to a specific function/rev/acct code or scroll through the 

list. 

¶ Obj/Rev:  you can use this field to position to a specific object or you can scroll through the list. 

¶ Working Budget Amount:  until you certify the budget, you can make changes to the working budget 

amount here.  Once the budget is certified, any changes made to the budget dollars must be done 
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through the account adjustment menu.  If you rerun the Create Budget Work file option (in the 3 Step 

Create option), all maintenance done manually here will be lost. 

¶ Re-estimate Budget Amt:  you can change/enter the re-estimated dollars here.  If you rerun the option 

to Set Re-estimations (in the 3 Step Create option), all maintenance done manually here will be lost.  

The re-estimates are current year figures. 

 

Select Records 

 

 

PROGRAM NOTES: 

¶ Enter in a specific piece or pieces of the account number to subset the working budget file to. 

¶ You may also subset by the normal balance, active this year and/or active next year statuses. 
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Example of pressing exit out of Edit Budget Request Amount 

 

 

PROGRAM NOTES: 

¶ Use this option to update the fund balances for funds that you have made changes to.  You can update 

all budgetary and non-budgetary funds at once or enter in a specific fund. 

¶ The current budget year is displayed at the top of the screen. 

¶ This program will automatically use last yearôs ending cash balances as this yearôs beginning re-

estimated beginning balance. 

 

FIELDS:   

¶ Fund:  enter in a specific fund number or leave blank to update all funds.  If the fund is left blank, you 

will be asked if you wish to do all funds.  Use the browse button to view valid options. 
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Y:  Budget History 

 

 

PROGRAM NOTES: 

¶ This option shows the budget history for a specific line item.  It displays the certified budget amount, 

accumulated appropriations, accumulated amendments, accumulated re-estimates, and the total used.  

The data is displayed for the current fiscal year, last fiscal year, and for two years ago. 

 

PROGRAM OPTIONS:  

¶ T=Monthly Totals Used:  this option displays the net revenues/expenditures for the month and year-to-

date. 

¶ 7=Monthly Detail:  this option displays the AP Detail History.  You have the option of selecting a 

specific date range or a specific type code. 

 



Budget School of Instruction (Non-County Entities) 

ñSolutionsò É 1986 ï 2012 
23 

Dollars of Valuation 

 

 

PROGRAM NOTES: 

¶ Use this menu option to enter in your valuation information from your Valuation Report.   

¶ The date the amounts were last updated either manually or via the function to calculate from real estate 

will be shown at the bottom of the screen. 

 

FIELDS:   

¶ Valuations with Utility Replacement Excise Tax: 

¶ Urban Valuation:  enter in the amount of the urban valuation including the utility replacement 

excise tax. 

¶ Rural Valuation:  enter in the amount of the rural valuation including the utility replacement excise 

tax. 

¶ Total Valuation:  is the sum of the urban and rural valuations including the utility replacement 

excise tax. 

¶ TIF Increment is not used by non-county entities.   

¶ Valuations without Utility Replacement Excise Tax: 

¶ Urban Valuation:  enter in the amount of the urban valuation excluding the utility replacement 

excise tax. 

¶ Rural Valuation:  enter in the amount of the rural valuation excluding the utility replacement excise 

tax. 

¶ Total Valuation:  is the sum of the urban and rural valuations excluding the utility replacement 

excise tax. 
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Beginning/Ending Fund Balances 

 

 
 

PROGRAM NOTES: 

¶ Use this option to create or update the beginning fund balances for funds that you have made changes 

to.  You can update all budgetary and non-budgetary funds at once or enter in a specific fund. 

¶ The current budget year is displayed at the top of the screen. 

¶ This program will automatically use last yearôs ending cash balances as this yearôs beginning re-

estimated beginning balance. 

 

FIELDS:   

¶ Fund:  you can enter in a specific fund or leave it blank for all funds.  It you leave it blank, it may take 

a while to run.  Use the browse button to view valid options. 
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Update Individual Fund 

 

2
nd

 Screen When Updating an Individual Fund 

 

 

PROGRAM NOTES:  

¶ Total Resources must equal total requirements. 

¶ Property tax includes the tax credits. 

¶ Current year figures should match the fund balance worksheet. 

¶ This option shows the calculated ending fund balance, not necessarily what is currently in the file.  

You must press enter so that what is on the screen will be updated into the file. 

¶ If you are trying to balance the actual column information: 

¶ Transfers In/Out:  are revenues and/or expenses marked with TX. 

¶ Delinquent Property Tax:  is equal to the revenue code designated in the Business Control File. 

¶ Property Tax:  from the tax related revenue screen. 

¶ Loss on Uncoll:  from the tax related revenue screen. 

¶ Misc Receipts:  revenues less óTXô revenues, less tax revenues, less tax credit revenues, and less 

delinquent tax revenues. 

¶ Expenditures:  expenses less óTXô expenses. 

¶ If you fill in amounts for the End Fund Bal-Reserved or End Fund Bal UnR/Des, the End Fund Bal 

UnR/UnD will automatically adjust for the difference when you press enter. 

¶ The first column is the budgeted column, the current year column is the reestimated column, and the 

prior year column is the cash column.  This same format is carried forward to the Fund Balance 

Worksheet.  
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Adjust Budget Request 
 

 

¶ Use this menu if do ówhat ifô scenarios.  You may have up to 3 different budget scenarios at onceðan 

Original Requested, a Saved, and a Working budget. 

¶ If you do print the original or requested amounts on the budget forms, the ending fund balance will be 

calculated on the fly. 
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Set Original Budget Request Amount 

 

 

PROGRAM NOTES: 

¶ **This option should be used at least once during the budget process to establish the óOriginal 
Budget Request Amountô in a saved field available for recovery if you wish to re-set the amounts 

back to the original dollars.** 

¶ Each fund/department should be set to avoid the possibility of zeroing out the budget working amount 

by using the óRe-set Working Amount to Original Requestô option. 

¶ This is the only option that updates the amounts in the óOriginal Request Amountô field. 

¶ Once you have set the original budget request for an item (not zero), it cannot be changed.  

 

FIELDS:   

¶ Fund:  enter in a specific fund or leave blank for all.  Use the browse button to view valid options. 

¶ Department:  enter in a specific department or leave blank for all.  Use the browse button to view valid 

options. 

¶ Notation for History File:  you may enter in a description of what you are settingðsuch as ñOriginal 

Budget Requests from Worksheets 12/01/2008ò. 
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Adjust Budget by Percentage 

 

 

PROGRAM NOTES: 

¶ This option calculates the adjustment against the óworking budgetô figures.   

¶ If you wish to exclude or include specific objects, you must select those object codes using the object 

code list function.  Using the lookup on the object code in the account number, will only allow you to 

pick a single object code.  

 

FIELDS:   

¶ Fund:  select a specific fund or leave blank for all. 

¶ Function: select a specific account code or leave blank for all. 

¶ Object:  select a specific object code or leave blank for all. 

¶ Department:  select a specific department or leave blank for all. 

¶ Project:  select a specific project number or leave blank for all. 

¶ Sub-project:  select a specific sub-project or leave blank for all. 

¶ On all pieces of the account number, you may use the browse button to view valid options. 

¶ Exclude or Include Object List:  indicate whether you would like to ignore the object list, exclude the 

objects specified, or include just the objects specified in the list.  To modify the object code list, use the 

Object List function. 

¶ Budgetary Status:  check the box/es to select the appropriate budgetary status.* 

¶ Adjustment Percentage:  enter in the percentage of the adjustment.  This field is mandatory.  Key in the 

decimal if applicable. 

¶ Increase/Decrease: select increase or decreaseðwhichever is appropriate for the action.  This field is 

mandatory. 

¶ Notation for History File:  you may enter in a description of what you are settingðsuch as ñ5% 

Reduction in Expenses Worksheets 12/01/2009ò. 
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Select Objects to Exclude/Include (using the Object List) 

 

 

PROGRAM NOTES: 

¶ Use the object list function to include/exclude specific object codes.   

¶ Allows you to specify certain object codes to either be included in the percentage adjustment or you 

can specify which objects that you would like excluded from the percentage adjustment.  

¶ Selected objects codes are noted with a ó++ô in front of them. 

 

FIELDS:   

¶ Object/Revenue Code:  use this field to position to a specific object code or scroll through the list. 

 

PROGRAM OPTIONS:  

¶ 1:  selects the specific object codes you either want included or excluded from the percentage 

adjustment. 

¶ 4:  un-selects an object code.  Pressing enter will remove the ó++ô. 
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Save Working Amount 

 

 

PROGRAM NOTES: 

¶ This option copies the working budget amounts into the saved dollars field. 

 

FIELDS:   

¶ Fund:  select a specific fund or leave blank for all.  Use the browse button to view valid options. 

¶ Department:  select a specific department or leave blank for all.  Use the browse button to view valid 

options. 

¶ Notation for History File:  you may enter in a description of what you are settingðsuch as ñOriginal 

Budget Requests from Worksheets 12/01/2008ò. 
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Restore Saved Working Amount 

 

 

PROGRAM NOTES: 

¶ This option copies the saved dollar amounts back into the óWorking Budget Amountsô fields.  If the 

saved dollar amounts are zeros, these zeros will be moved back into the working budget amount. 

¶ This should only be run if the option to save the working amount was run. 

¶ This will not affect the tax related revenues file.  If you need to change the information in the tax 

related revenue file, you will need to manually adjust the information. 

 

FIELDS:   

¶ Fund:  enter a specific fund or leave blank for all.  Use the browse button to view valid options. 

¶ Department:  enter a specific fund or leave blank for all.  Use the browse button to view valid options. 

¶ Notation for History File:  you may enter in a description of what you are settingðsuch as ñOriginal 

Budget Requests from Worksheets 12/01/2008ò. 
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Re-set Working Amount to Original Request 

 

 

PROGRAM NOTES: 

¶ This option copies the original requested amounts back to the óWorking Budget Amountô fields.  If the 

original requested amounts are zeros, it will move the zeros back to the working fields. 

¶ This should only be run if set original budget request amount was run. 

¶ This will not affect the tax related revenues file.  If you need to change the information in the tax 

related revenue file, you will need to manually adjust the information. 

 

FIELDS:   

¶ Fund:  enter a specific fund or leave blank for all.  Use the browse button to view valid options. 

¶ Department:  enter a specific department or leave for all.  Use the browse button to view valid options. 

¶ Notation for History File:  you may enter in a description of what you are settingðsuch as ñOriginal 

Budget Requests from Worksheets 12/01/2008ò. 
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Budget Reference List by Department 

 

 

PROGRAM NOTES: 

¶ Use this menu option to print a Reference List by Department. 

¶ This listing displays the working budget figures, the saved budget figures if applicable, and the original 

requested budget figures if applicable.  The listing is sorted by department. 

 

FIELDS:   

¶ Department:  enter in a specific department or leave blank for all.  Use the browse button to view valid 

options. 

¶ Fund:  enter in a specific fund or leave blank for all. Use the browse button to view valid options. 

¶ Account type:  select to print revenues, expenses, or both. 

¶ Budgetary Status:  check the box/es to select the appropriate budgetary status.* 

¶ Include:  check the box/es to include óActiveô and/or óInactiveô accounts.* 

¶ Printer ID:  defaults to the job default printer.* 

¶ # of Copies:  designate the number of copies you wish to print.* 

¶ Print Both Sides:  select no, select duplex (bind on the long edge), or select tumble (bind on the short 

edge).* 

¶ Hold Spool File:  check the box if you would like the report held until you release it to print.* 

¶ OnDemand Options:  select no to print the listing, select Print & OnD to both print the report and send 

a copy to OnDemand, or select OnD Only to send the report to OnDemand without printing.* 
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Budget Reference List by Department  

 
Date:  9/09/10                                       Solutions -  Accounting                                    Program: AA28081  

 Time: 15:11:52                                Budget Reference List by Department                                 Page:    1  

 Department:  05 Sheriff                         Fund: 01000 General Basic Fund              Expense  

 Fund   Function  Obj  Dept  Prj  Sub  Rev/Obj Description                   Working           Saved          Orig Dept  

                                  Prj  Project Description                  Bud get Amt       Budget Amt      Request Amt  

 _____  _______  _____ ___   ___  ___  ______________________________      ___________      ___________      ___________  

 01000    01000    100  05     2       Salary - Regular Employees                102,029                0                0  

                                       Deputy Salary  

 01000    01000    101  05     4       Wages - Temp,Pt. Time Empl.                20,000                0                0  

                                       Other Help  

 01000    01000    104  05             Overtime & Shift Pay                     17,508                0                0  

 01000    01000    105  05             Sick Pay Over 90 Days                       360                0                0  

 01000    01000    250  05             Fuels                                    47,000                0                0  

 01000    01000    250  05    25       Fuels                                     3,000                0                0  

                                       Credit Card Exp  

 01000    01000    250  05    29       Fuels                                         0                0                0  

                                       County Car Fuel Usage  

 01000    01000    251  05             Lubricants                                2,000                0                0  

 01000    01000    252  05             Safety Items                              7,000                0                0  

 01000    01000    252  05   166       Safety Items                              7,556                0                0  

                                       STEP Program  

 01000    01000    253  05             Tires & Tubes                             3,500                0                0  

 01000    01000    254  05             Minor Mv Parts & Access                  10,000                0                0  

 01000    01000    293  05             Safety & Protect.Supplies                 1,000                0                0  

 01000    01000    293  05   709       Sa fety & Protect.Supplies                 3,900                0                0  

                                       Bulletproof Grant  

 01000    01000    294  05             Wearing Apparel & Uniform                 5,000                0                0 

 01000    01000    413  05             Employee Travel Expenses                  2,700                0                0  

 01000    01000    413  05    26       Employee Travel Expenses                      0                0                0  

                                       Mileage  

 01000    01000    422  05   514       Educational & Train.Serv.                 4,600                0                0  

                                       Registration Fees  

 01000    01000    428  05   191       Medi cal & Health Services                 2,000                0                0  

                                       New Employee Expense  

 01000    01000    446  05             Radio & Related Equip.                        0                0                0 

 01000    01000    480  05             Dues & Memberships                          300                0                0  

 01000    01000    486  05             Protection/Security Serv.                     0                0                0  

 01000    0 1000    486  05   645       Protection/Security Serv.                   100                0                0  

                                       Tobacco Compliance Checks  

 01000    01000    635  05             Motor Vehicle                                 0                0                0  

 01000    01010    100  05     2       Salary - Regular Employees                 54,889                0                0  

                                       Deputy Salary  

 01000    01010    104  05             Ove rtime & Shift Pay                     11,033                0                0  

 01000    01010    105  05             Sick Pay Over 90 Days                       120                0                0  

   .    .    .    

   .    .    .    

   .    .    .    

 14000    0 1010    635  05             Motor Vehicle                             5,000                0                0  

 14000    01010    638  05             Other                                     5,000                0                0  

    05 Sheriff  

 14000 She riff Undercover Fund         *** Totals                               14,000                0                0      ***  

 Date:  9/09/10                                       Solutions -  Accounting                                    Program: AA28081  

 Time: 15:11:52                                Budget Reference List by Department                                 Page:    8  

 Department:  05 Sheriff                         Fund: 14001 Sheriff DARE Fund               Expense  

 Fund   Function  Obj  Dept  Prj  Su b  Rev/Obj Description                   Working           Saved          Orig Dept  

                                  Prj  Project Description                  Budget Amt       Budget Amt      Request Amt  

 _____  _______  _____ ___   ___  ___  ____________ __________________      ___________      ___________      ___________  

 14001    01060    230  05             Food & Provisions                         1,000                0                0  

 14001    01060    260  05             Office Supplies                             500                0                0  

 14001    01060    292  05             Recreational Supplies                       500                0                0  

    05 Sheriff  

 14001 Sheriff DARE Fund               *** Totals                                2,000                0                0      ***  

 Date:  9/09/10                                       Solutions -  Accounting                                    Program: AA28081  

 Time: 15:11:52                                Budget Referen ce List by Department                                 Page:    9  

 Department:  05 Sheriff                         Fund: 14002 Sheriff Canine Fund             Expense  

 Fund   Function  Obj  Dept  Prj  Sub  Rev/Obj Description                   Working           Saved          Orig Dept  

                                  Prj  Project Description                  Budget Amt       Budget Amt      Request Amt  

 _____  _______  _____ ___   ___  ___  ______________________________      ___________      ___________      ___________  

 14002    01010    201  05             Livestock & Poultry                       6,000                0                0  

 14002    01010    413  05             Employee Travel Expenses                  1,000                0                0 

    05 Sheriff  

 14002 Sheriff Canine Fund             *** Totals                                7,000                0                0      ***  

 Date:  9/09/10                                       Solutions -  Accounting                                    Program: AA28081  

 Time: 15:11:52                                Budget Reference List by Department                                 Page:   10  

 Department:  05 Sheriff                         Fund: 14003 NW IA Project Life Saver Fund   Expense  

 Fund   F unction  Obj  Dept  Prj  Sub  Rev/Obj Description                   Working           Saved          Orig Dept  

                                  Prj  Project Description                  Budget Amt       Budget Amt      Request Amt  

 _____  _______  _____ _ __   ___  ___  ______________________________      ___________      ___________      ___________  

 14003    01060    293  05             Safety & Protect.Supplies                     0                0                0  

 14003    01060    425  05             Legal & Ct - Related Serv.                      0                0                0  

 14003    01060    446  05             Radio & Related Equip.                        0                0                0  

    05 Sheriff  

 14003 NW IA Project Life Saver Fund   *** Totals                                    0                0                0      ***  

 Date:  9/09/10                                       Solutions -  Accounting                                    Program: AA28081  

 Time: 15:11:52                                Budget Reference List by Department                                 Page:   11  

                                                                             Working           Saved          Orig Dept  

                                                                           _Budget_Amt      _Budget_Amt      ___________  

 Grand Totals ****                     Revenues                                      0                0                0  

                                       Expenses                              1,779,403                0                0  

 End of report  
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What If History Inquiry 

 

 

PROGRAM NOTES: 

¶ Use this option to inquire as to the notes you entered when using the Adjust Budget Request menu 

options.  It is a tool to keep track of changes. 

¶ You can display the details which will show the date, time, user ID, the fund or department entered if 

applicable, which program was ran, and the notation entered. 

 

PROGRAM OPTIONS:  

¶ 5=Details:  enter a ó5ô in front of the item you wish to display. 
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5=Display 

 

 

PROGRAM NOTES: 

¶ This displays the information regarding the activityðthe date, time, user ID, the fund and/or 

department if the information was keyed in, the program name and description, and the user notation if 

applicable. 
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Budget Listings 
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Budget Worksheets 

 

 

PROGRAM NOTES: 

¶ Use this menu option to print budget worksheets.  They will display the budget year, current year, and 

prior two yearôs data. 

¶ This option can create a report for printing and/or data files to be used in Excel.   

¶ The file names are shown to the right of each option.  The files are in library NFACCT and the Data to 

Excel function on each menu can be used to take the data to Excel. 

 

FIELDS:   

¶ Budget Worksheet Selection:  select the desired worksheets.*  

¶ By Dept, 1 Collated Set:  a separate print job is generated for each departmentôs revenues and/or 

expenses with a grand total of each at the end of the report. 

¶ By Dept, Uncollated:  the expenditures for all departments and then the revenues for all 

departments will be printed.  Only 2 print jobs will be generated with the total expenditures and the 

total revenues at the end of the respective report. 

¶ By Fund/Department:  separate departments are printed within each fund. 

¶ Print Working Budget:  leave blank if you want the report to leave a blank line for your department 

heads to fill in.  Check the box to print any figures previously keyed or created using last yearôs budget 

figures.  *  

¶ Print Re-Estimated $:  check the box to print the re-estimated amounts on the worksheets.  Otherwise, 

leave blank to print a blank line instead.* 

¶ Print Expense Worksheets:  check the box to print expenses.* 

¶ Print Revenue Worksheets:  check the box to print revenues.* 

¶ Budgetary Status:  check the box/es to select the appropriate budgetary status.  This is a required field.* 

¶ Print Account Master Comment:  check the box to have the description in the account masterôs 

comment lines printed or leave blank for no descriptions.*  
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¶ Exclude Inactive Accounts:  check the box to exclude inactive line items.   The program will use the 

active next year status in the account master file to determine the status.  The top of each page of the 

worksheets will show ñInactive Accounts are Excludedò if this is checked.* 

¶ Department:  enter a specific department or leave blank for all.  Use the browse button to view valid 

options. 

¶ Fund:  enter a specific fund or leave blank for all.  Use the browse button to view valid options. Use the 

browse button to view valid options. 

¶ Print/File Option:  select to only create a printed report, only a data file (no printed report), or both.* 

¶ Printer ID:  defaults to the job default printer.* 

¶ # of Copies:  designate the number of copies you wish to print.* 

¶ Print Both Sides:  select no, select duplex (bind on the long edge), or select tumble (bind on the short 

edge).* 

¶ Hold Spool File:  check the box if you would like spool file held until you release it to print.* 

¶ OnDemand Options:  select no to print the listing, select Print & OnD to both print the report and send 

a copy to OnDemand, or select OnD Only to send the report to OnDemand without printing.* 
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Budget Worksheet for Expenditures by Dept (Sample Report) 
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Fund Balance Worksheet 

 

 

PROGRAM NOTES: 

¶ This program will automatically update the ending fund balances as it runs and uses last yearôs ending 

cash balance as this yearôs beginning re-estimated balance.   

¶ For each fund that matches the selected budgetary status, the fund balance worksheet will display the 

beginning balance and ending balance information, the revenue and expense information, transfer 

information, and tax information.  The data is displayed for the budget year, the current year, and the 

prior year.  

¶ The first column is the budgeted column, the current year column is the re-estimated column, and the 

prior year column is the cash column.  This same format is carried forward to the Fund Balance 

Worksheet.  

 

FIELDS:   

¶ Fund:  enter in a specific fund or leave blank for all.  Use the browse button to view valid options.  You 

can now pick and choose which funds to include on the listing.  If you manually select multiple funds, 

+++++ will appear in the fund selection field. 

¶ Budgetary Status:  check the box/es to select the appropriate budgetary status.* 

¶ Print End Fund Bal Breakdown:  check the box to have the fund balances shown separately or leave the 

field blank to have them all added together.* 

¶ Printer ID:  defaults to the job default printer.* 

¶ # of Copies:  designate the number of copies you wish to print.* 

¶ Print Both Sides:  select no, select duplex (bind on the long edge), or select tumble (bind on the short 

edge).* 

¶ Hold Spool File:  check the box if you would like the report held until you release it to print.* 

¶ OnDemand Options:  select no to print the listing, select Print & OnD to both print the report and send 

a copy to OnDemand, or select OnD Only to send the report to OnDemand without printing.* 
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Selecting Specific Funds 

 

 

PROGRAM NOTES: 

¶ The +++++ indicates that you selected multiple funds. 

 

 

 

 

 






















































