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license agreement or nondisclosure agreement. The software may
be used or copied only in accordance with the terms of those
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recording for any purpose other than the purchaser’s use without
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Lists

The following section explains how to utilize different lists for the miExcel/ Civic
Connect custom functions.

Account List
Many of the miExcel/ Civic Connect custom functions utilize account numbers to
calculate. To view your chart of accounts, you can do one of two things.

Option 1
Simply press Shift-Control-L.

Option 2
Follow these steps:

1.  Click on the miExcel or Connect ribbon at the top.

miExcel Connect

2. Click on the Lists drop-down button under the General Ledger
section.

Lists Import
hi Journal Entry

Gewgral Ledger

3. Select Accounts.

. _LJ Accounts

E | Activities %

Selecting a Single Account
To select an account, click on the account you desire and then click OK. You can also
double-click on an account from the list. The account selected will be placed in the
current cell on your Excel workbook.
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[ Select an account X
Account Mumber 4 Account Mame
Y 1
10-41-110 Salaries & Wages ~
» | 10-41-230 Travel & Training
10-41-280 Telephone
10-42-130 Employee Benefits
10-42-305 Attorney
10-42-610 Miscellaneous Supplies
10-42-640 Wwitness Fees
10-44-130 Employee Benefits
10-44-220 Public Notices
10-44-240 Oiffice Supplies & Expense
10-44-255 | Fusl & Oil
10-44-280 Telephone
10-44-310 Engineering
10-44-480 | General Repairs
10-44-540 Admin Bank Charges
10-44-615 Freight Charges
10-44-741 Capital Dutlay - Equipment
L = g
7 &

[m] (Select Ally [] Revenues

[] Assets Expenses/Expenditures

[ Lisbilities [] Terminated

[] Equity

i

oK

A A |
1
2 110-41-230 !
e
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Selecting Multiple Accounts
To select multiple accounts from the Account List, hold the Shift key to highlight a
range of accounts or the Control key to select individual accounts from the list. Once
you have the appropriate accounts highlighted, click the OK button. The accounts
selected will be placed in the current cell and subsequent cells in the same column.

5. Select an account X
Account Mumber - | Account Name
o
10-41-110 Salaries & \Wages ~
10-41-130 Employee Benefits
10-41-230 Travel & Training
10-41-240 Office Supplies & Expense
10-41-280 Telephone
10-42-110 Salarnes & \Wages
10-42-130 Employee Benefits
10-42-240 Oiffice Supphies & Expense
10-42-305 Aftorney
10-42-350 Contract Services
10-42-610 Miscellaneous Supplies
10-42-620 Miscellaneous Services
10-42-540 Witness Fees
10-44-110 Salaries & Wages
10-44-130 Employes Benefits
10-44-210 Books & Memberships
10-44-220 Public Notices
10-44-230 Travel & Training
10-44-240 Office Supplies & Expenss
10-44-250 Equipment - Supphy/Maint
10-44-255 Fuel & Qil
10-44-270 Utilities
10-44-280 Telephone
10-44-305 Agtorney
10-44-310 Engineering
| 10-44-315 Auditor
10-44-480 [} General Repairs
10-44-500 Cest OF Sales - Materials
10-44-540 Admin Bank Charges
10-44-610 Miscellanecus Supplies
10-44-615 Freight Charges
10-44-620 Miscellaneous Services
10-44-741 Capital Outlay - Equipment
INAARIR Imbaroot b
&

[Select All) [] Revenues
Aesels |w| Expenses/Expenditures
| Liabilities [] Terminated

[ Equity
o

oK
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[——

[ 10-41-130 !
10-41-230
10-41-240
10-41-280
10-42-110
10-42-130

10-42-240

10-42-304
10-42-350
10-42-610
10-42-620
10-42-640
10-44-305
10-44-315

O [ N . ) [ A ., N [ ) . §
!mhwm_kgmmwmmhmm_n

Filtering
You can filter the list to only display certain Account Types or filter by Account Name
or Account Number.

To filter on Account Types, simply uncheck the Account Types at the bottom that you
do not wish to see in the list.

[m] [Select Ally [] Revenues

[] Assets nses/Expenditures
[ Liabilities 1 '?Kinated

L] Equity

To filter on Account Number or Account Name, simply start typing in those fields at
the top. The list will then filter automatically.
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[ Select an account o
Account Number e T
T
10-41-110 "ages -~
10-44-110 Salanes & \Wages
10-54-110 Salaries & Wages
10-60-110 Salanes & \Wages
51-80-110 Salanes & \Wages
R2-80-110 Salanes & Wages
53-80-110 Salanes & Waages
T9-40-110 Salanes & Waages
W
Starts with([Account Name], "Salar]) - & 9
[m] (Select All) [] Revenues
[7] Assets Expenses/Expenditures
[] Liabilities [] Terminated
[] Equity
OK

You can use wildcards for additional filtering capabilities. miExcel:

The percent sign (%) acts as a wildcard character.

Connect: You can simply type in the search field to do a wildcard search. The percent
sign is not needed.

10
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13;; Select an account X »
Account Number ¥
]
| 10-41-240 kit B
1042240 OficeSupplies & Expense
10-42-610 Miscellaneous Supplies
1044240 OficsSupplies & Expense
10-44-610 Miscellaneous Supplies
1049240 OficsSupplies& Expense
10-50-610 Miscellaneous Supplies
1054240 Ofics Supplies & Expense
10-54-610 Miscellaneous Supplies
1057240 OficeSupplies & Experse
10-57-610 Miscellaneous Supplies
5180240 OficsSupplies& Expense
51-80-610 Miscellaneous Supplies
5181610 Misocloncous Supplies
52-80-240 (Oiffice Supplies & Expenss
5280610 Misoclancous Supplies
52-81-610 Miscellaneous Supplies
5380240 OficcSupplies & Expense
h3-80-610 Miscellaneous Supplies
5381610 Miscclancous Supplies
8140610 Miscellaneous Supplies

11
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Column Chooser
You can add columns into your Account List grid. The following are the columns that
can appear in your grid: Account Number, Account Name, Account Type, and Term
Date. By default, the Account Number and Account Name will appear. Follow these
steps to add additional columns into you grid:

1. miExcel: Right-click on the Vendor List header and select Show Column Chooser.
Connect: Select the Column Chooser Icon from your Vendor List tool bar.

M| Column Chooser

ﬁ Select an account x|

Account Mumber & | Accoynt Name
T ‘E‘l Sort Ascending
100-11004-000-000 N £] Sort Descending A
100-11005-000-000 B
100-11100-000-131 d
= Group By This Colurmn
100-11102-000-000 F
100-11103-000-000 = 5how Group Panel
100-11200-000-132 N 5 Show Column Chooser
100-11800-000-000 9l BestFit
100-11300-000-131 E Best Fit (all columns)
100-11501-000-000 U T Filter Editor..
100-11305-000-000 i B S B e
100-12100-000-000 (| N v SearchTane
100-12140-000-000 C Fixed Style '
1. Click and drag the column you would like to add to the Account

List header.

Lcocount Type
%

Term Date

Column Chooser “

12
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|-_"; Select an account x| B
L J
Account Number s Account Mame
ST HE ¥ e
r “Tx
100-11004-000-000 MUNICIPAL COURT-CASH -~

Activity List
Many of the miExcel/ Civic Connect custom functions utilize activity numbers to
calculate. To view a list of general ledger activities, follow these steps:

1.  Click on the miExcel or Connect ribbon at the top.

; Connect
miExcel

2. Click on the Lists drop-down button under the General Ledger
section.

||
Lists Import
b Journal Entry

Gewgral Ledger

3. Select Activities.

(.
2l B

: Accounts

Activities

B )

Categories

Selecting a Single Activity
To select an activity, click on the activity you desire and then click OK. You can also
double-click on an activity from the list. The activity selected will be placed in the
current cell on your Excel workbook.

|~ Select an activity X
Actiaty Number 4 | Actaiaty Name
T
1| 5t Patnck's Day Parade Ly
r 2013071 Main Street Reconstruction

13
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I A |

2 | 201301!

=

Selecting Multiple Activities
To select multiple activities from the Activity List, hold the Shift key to highlight a
range of activities or the Control key to select individual activities from the list. Once
you have the appropriate activities highlighted, click the OK button. The activities
selected will be placed in the current cell and subsequent cells in the same column.

| Select an activity X

Actiaty Number & | Acthaty Name

St. Patnick’s Day Parade

Main Street Reconstruction
Mew City Hall

wiater Main - Savanah Subdna..
DARE Grant

L5 RS TR N

[

Filtering
You can filter the list by Activity Number or Activity Name.

To filter on Activity Number or Activity Name, simply start typing in those fields at
the top. The list will then filter automatically.

| Select an activity X o»

Actraty Number & Activity Name 7
" Clwn )
3 201301 Main Street Reconstruchon -

You can use wildcards for additional filtering capabilities.
miExcel: The percent sign (%) acts as a wildcard character.

Connect: You can simply type in the search field to do a wildcard search. The percent
sign is not needed.

14
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| Select an activity

Actiity Number a | Activity Name T |
* |
201301 | ™Eim Street Reconstruction Ly

Category List
Many of the miExcel/ Civic Connect custom functions utilize reporting categories to
calculate. To view a list of general ledger activities, follow these steps:

Click on the miExcel or Connect ribbon at the top.

1.
3 Connect
miExcel
2. Click on the Lists drop-down button under the General Ledger

section.

Lists Import
™ Journal Entry

Geléral Ledger

3.  Select Categories.

16 Accounts
= Activities

[E Categories
D

Selecting a Single Category

To select a category, click on the category you desire and then click OK. You can also
double-click on a category from the list. The category selected will be placed in the

current cell on your Excel workbook.

15
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4@ |¥| Select a category - X » I
Category Code &  Category Name i
; [
104160 Gen: Mayor, council and citym
104161 Gen: Purchase of land and equi
104162 Gen: Clerk, Treasurer, financi
r 104763 Gen: Purchase of land and equi
104164 Gen h}‘lec‘ticns — Current opera
i A |
1
2 [10A163 !

Selecting Multiple Categories
To select multiple categories from the Category List, hold the Shift key to highlight a
range of categories or the Control key to select individual categories from the list.
Once you have the appropriate categories highlighted, click the OK button. The
categories selected will be placed in the current cell and subsequent cells in the same
column.

[#] Select acategory x| »

Category Code 4  Category Name

T
AGED Aged Program
AP Accounts Payable Amounts
AR Accounts Recevable Amounts

b SNOW Snow and lce
1M % Utility Management Amounts

Filtering

You can filter the list by Category or Category Name.

To filter on Category Code or Category Name, simply start typing in those fields at the
top. The list will then filter automatically.

16
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%] Select acategory X B

Category Code ategony Mame 7 %
T

IAT8 (Gen: Airport ~
6ATE Gen: Ambulance — Cumrent op...
624 Gen: Animal control — Current
124266 Gen: Assigned
6AT8 Gen: Building inspections — Cu
JAR3 Gen: CEBA grants
4798 (Gen: Cemetery charges
TADA e = I o 1 [N e

You can use wildcards for additional filtering capabilities. miExcel:

The percent sign (%) acts as a wildcard character.

Connect: You can simply type in the search field to do a wildcard search. The percent
sign is not needed.

@ - Select a category = »,l

Category Code me T a |
T ZCummun'Ft_l,r) i

SE141 CAF: Community beautification
2E28 CAP: Community development...
SE150 CAP: Other community and ec...
90135 D5: Community center, zoo, m...
2054 05: Community mental health —
44141 Gen: Community beautification
2028 Gen: Community development...

17
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Functions

Account Functions

=GetAccountBalance()

The =GetAccountBalance() function will provide you with the year-to-date balance for
a particular account through a specified month. This function utilizes five (5)
arguments: account number, period end date, include encumbrance entries, include
report only entries, and through period number.

Function Arguments 7 ==
GetAccountBalance
Accountiiumber |42 = "10-50-110"
PeriodEndDate |01 = 40543
IncludeEncumbrance 1 =
IncludeReportOnly =
ThroughPeriodio =

= 14345.53
Returns the actual, encumbrance or report only balance of an account from Clarity for a specified general ledger
period.

IncludeEncumbrance

Formula result = 14345,53

Help on this function [ CK ] ’ Cancel ]

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the fx | button. To find it in the

functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B c [——yrees  F E

i Title Department 12/31/2015
2 | 10-50-110 | Salaries & Wages BUILDING INSPECTION |=GetAccountBalance(A2,02.1)

19
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A B C
L1 Title Department
2 | 10-50-110  Salaries & Wages  BUILDING INSPECTION I 14 345 53 _l

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @
GetAccountBalance
Accountlumber | A2 F&| = "10-50-110"
PeriodEndDate D1 = 40543
IncludeEncumbrance @ =
IncludeReportOnly =
ThroughPeriodio sl =

= 14345.53

Returns the actual, encumbrance or report only balance of an account from Clarity for a spedfied general ledger
period.

IncludeEncumbrance

Formula result = 14,345.53
Help on this function [ oK ] [ Cancel l
A B C [ D | E F

B i Title Department 12/31/2015
~2 | 10-50-110 | Salaries & Wages BUILDING INSPECTION |=GetAccountBalance(A2 D2)

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year. If
your fiscal year ends December 31 for example, you can pull balances through period
12, 13, or 14 for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)

20
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Function Arguments

GetAccountBalance

Accountiumber |A2 [] = -w0-50-110°
PeriodEndDate |D1 = 40543
IncludeEncumbrance =
IncludeReportOnly =
ThroughPeriodlo | 13 | = 13

= 14345.53

Returns the actual, encumbrance or report only balance of an account from Clarity for a specified general ledger
period.

ThroughPeriodNo
Formula result = 14,345.53
Help on this function [ OK ] [ Cancel ]
A B C i__ ...... p | E F
1 Title Department 12/31/2015

:2 10-50-110 | Salaries & Wages BUILDING INSPECTION |=GetAccountBalance(A2,D2,,,13)

Once you have this function set, you can simply change the month (cell D1 in the
example above) and the account balance will automatically change.

Note: This function has additional drill-down capabilities. Please go the General
Ledger Detail Drill-Down section for more information.

=GetAccountBalanceDateRange()

The =GetAccountBalanceDateRange() function will provide you with the balance for a
particular account for a specified date range. This function utilizes six (6) arguments:
account number, period start date, period end date, include encumbrance entries,
include report only entries, and through period number.

(See screen shot on next page)

21
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rFundion Arguments l ? ﬁ-‘
GetAccountBalanceDateRange
Accountnumber | A4 F&:| = "10-50-110" -
Periodstartdate |D1 = 42278 B
Periodenddate |D3 = 42369 =
Indudeencumbrance | 1| =1
Indudereportonly | = o

=0
Returns the account balance for the spedified period.

Includeencumbrance True to indude encumbrances (default false).

Forn&? result =

Help on this function [ O ] ’ Cancel ]

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F G
10117201

1

2 Through
k3l Title Department 12/31/201

4

| 10-50-110 ] Salaries & Wages  BUILDING INSPECTION |=GetAcc:uugtBalanceDateRange[M.D1,D3,1}

A B C | D |
10/1/2015

Through
_ Title Department 12/31/2015
| 10-50-110  Salaries & Wages BUILDING INSPECTION I 6.765. 24 _l

-ll'-|Ln_'|I\_‘n—L

=

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

22
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Function Arguments @Iﬂ—hJ

GetAccountBalanceDateRange

= "10-50-110° -
42278 | ‘

Accountnumber | A4
Periodstartdate |D1

Periodenddate |03 42369

Indudeencumbrance

Indudereportonly = -

Returns the account balance for the spedified period.
Periodenddate The period end date.

Formula result = -

Help on this function [ oK ] [ Cancel ]

A B c D E F G
101201

Through
Title Department 12/31/201
10-50-110 | Salaries & Wages  BUILDING INSPECTION |:GemccnugtBalanceDateRange[M.D1.D3}

(RN LN Y

i

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
your fiscal year ends December 31 for example, you can pull balances through period
12, 13, or 14 for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14. You
may need to use the scroll bar on the right to be able to see the ThroughPeriodNo
argument.

[ Function Arguments l Pl X ‘
GetAccountBalanceDateRange
Periodstartdate | D1 fRs| = 42278 -
Periodenddate | D3 47359
Indudeencumbrance ! L |
Indudereportonly |

Throughperiodno | 13| 13 %

Returns the account balance for the specified period.

Throughperiodno The period to get balances through each year.

Farmula result = =

Help on this function oK ] [ Cancel

23
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A B C D E E G
1 1011201
2 Through
Title Department

__mSalanes & Wages  BULDING INSPECTION |= GetAccuumBaIanceDateRange(M D1,03,,13)

Once you have this function set, you can simply change the months (cell D1 and D3 in
the example above) and the account balance will automatically change.

=GetAccountBalanceDay()

The =GetAccountBalanceDay() function will provide you with the activity for an
account on a specified day. For example, an expense account had $913.38 of payroll
expenses on 12/15/2015. This function will provide you with the $918.38, if
12/15/2015 is used as the date. It will provide you only with the transactions for the
specified date. This function utilizes two (2) arguments: account number and date.

Function Arguments I. ? ﬁ]

GetAccountBalanceDay
Accountnumber | B FRz| = "10-50-110"
Date |B1 FR:| = 41325

=0
Returns the account balance for a single day for a spedified account.

Accountnumber The account number.

Formula result = -

Help on this function [ Ok ] [ Cancel ]

To utilize this function, you can simply type this function or find it in the functions list

by clicking the F | button. To find it in the functions list, you will need to change the
Or select a category to “Caselle General Ledger”.

A B C ) E E
Title Department [ 12/15/2015)
_10-50-110 | Salaries & Wages BUILDING INSPECTION |—GetAccnuntEIa|anceDayA2 D1)
A B c — D]
1 Title Department 12/15/2015

z 10-50-110  Salaries & Wages BUILDING INSFPECTION I 915.38 .l

]
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Once you have this function set, you can simply change the day (cell D1 in the example
above) and the amount will automatically change.

=GetAccountBalanceMask()

The =GetAccountBalanceMask() function will provide you with the year-to-date total
for a particular account segment through a specified month. For example, if all the
Building Inspection department account numbers start with “10-50”, you can use this
function to get a quick total for the Building Inspection department. This function
utilizes five (5) arguments: account number mask, period end date, include
encumbrance entries, include report only entries, and through period number.

e -
Function Arguments l X
GetAccountBalanceMask
Accountnumber | 43| fRs| = "10-50-__ "
: =—
Periodenddate | C1 @ = 42359
Indudeencumbrance |1 IE] =1
Indudereportonly E =

|
1

B
[

Throughperiodno

Returns the YTD account balance through the spedified period.
Accountnumber

Formula result =

Help on this function ’ QK ] ’ Cancel ]

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-___”. We are telling
Excel to total all accounts that start with “10-50” by utilizing underscores for the
remaining three characters in the account number. We can mask any part of an
account number. If all of our salary and wage accounts end with “110”, we can mask
our account number as “__-__-110” and this will provide us with a total of all salary

and wage accounts from all funds that end with “110”.

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.
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A B C D E
Department 127317201

i
2 10-50- BUILDING INSPECTION |=GetAn:cnugtElaIanceMask(AE.C1.1}

A B [ —
1 Department 12/31/2015
2 | 10-50-___  BUILDING INSPECTION | 32852 16 |

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments [ ? -EhJ

GetAccountBalanceMask

Accountnumber | A2
Periodenddate |c1
Incudeencumbrance ||

Indudereportonly

Throughperiodno

Returns the YTD account balance through the spedfied period.

Includeencumbrance Indude encumbrance, default is false.

Formula result = -

Help on this function Ok l ’ Cancel

A B T D E
Department 12/31/201

_10-50- | BUILDING INSPECTION |—GetﬁccnuntElaIanceMask(AZ c1)

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
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Function Arguments B |

GetAccountBalanceMask

Accountrumber | A2

Periodenddate | C1
Indudeencumbrance
Indudereportonly

Throughperiodno | 13|

Returns the YTD account balance through the specified period.
Throughperiodno Through period, defaultis 14.

Formula result = -

Help on this function [ oK ] [ Cancel l
A B C D E F
1 Department 12/31/201

[~

2 [10-50- BUILDING INSPECTION |=GetA|:cnugtEIaIancel"u"IaSk[A.?.C1,,,13}

a

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
=GetAccountBalanceMaskCredits()

The =GetAccountBalanceMaskCredits() function will provide you with the year-todate
credit entries for a particular account segment through a specified month. For
example, if all the Licenses and Permits account numbers start with “10-32”, you can
use this function to get a total of all credit entries for the Licenses and Permits
accounts. This function utilizes five (5) arguments: account number mask, period end
date, include encumbrance entries, include report only entries, and through period
number.

Function Arguments l P |—eSe

GetAccountBalanceMaskCredits

Accountnumber | A2 "10-50-_

Periodenddate |C1 = 42359
Indudeencumbrance ||

Includereportonly

Throughperiodno

Returns YTD credits to the specdified account mask.

Includeencumbrance True to indude encumbrances (default false).

Formula result = -

Help on this function CK ] [ Cancel
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The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Licenses and
Permits accounts, you would use the following: “10-32-___”. We are telling Excel to
total the credit entries for all accounts that start with “10-32” by utilizing underscores
for the remaining three characters in the account number. If all of our Licenses and
Permits accounts have a “32” in them, we can mask our account number as “__-
32__ ” and this will provide us with a total of all Licenses and Permits accounts from
all funds.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)

A B __C¢ | D E F
1 Department 127317201
2 [10-32- LICENSES AND PERMITS |=GetA|:|:DugtElaIanceMaskCredits(AE.C1]-|
A : L ¢ |
1 Department 12/31/2015

2 |10-32___ LICENSES AND PERMITS [[28.188.80]]

>

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.

=GetAccountBalanceMaskDateRange()
The =GetAccountBalanceMaskDateRange() function will provide you with the balance
for a particular account segment for a specified date range. For example, if all the

28



AN

software eIevatIed

Building Inspection department account numbers start with “10-50”, you can use this
function to get a quick total for the Building Inspection department for a date range.
This function utilizes six (6) arguments: account number mask, period start date,
period end date, include encumbrance entries, include report only services, and
through period number.

' 5
Function Arguments l PR
GetAccountBalanceMaskDateRange
Accountrnumber | ag = "10-32-_ -
Periodstartdate |C1 (=] = 42278
Periodenddate |C3 = 42369 i
Indudeencumbrance E =
Indudereportonly | = -
=0
Returns the account balance for the specified period.
Periodenddate The period end date.
Formula result =
Help on this function [ OK l ’ Cancel |
h

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-___”. We are telling
Excel to total all accounts that start with “10-50” by utilizing underscores for the
remaining three characters in the account number. We can mask any part of an
account number. If all of our salary and wage accounts end with “110”, we can mask
our account number as “__-__-110” and this will provide us with a total of all salary
and wage accounts from all funds that end with “110”.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the 2 | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

1

2z Through

£3 Department 12/31/2015

4 | 10-50- BUILDING INSPECTION |:GetAccnun_tEIaIanceMaskDateRange(M.C1,C3h|
C
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A : | ¢ |
1 10/1/2015
2 Through
e Department 12/31/2015
_i_! 10-50-___  BUILDING INSPECTION I 947593 _l

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the months (cell C1 and C3 in
the example above) and the account balance will automatically change.

=GetAccountBalanceMaskDebits()

The =GetAccountBalanceMaskDebits() function will provide you with the year-todate
debit entries for a particular account segment through a specified month. For
example, if all the Building Inspection department account numbers start with “1050”,
you can use this function to get a total of all debit entries for the Building Inspection
department for a date range. This function utilizes five (5) arguments: account
number mask, period end date, include encumbrance entries, include report only
services, and through period number.

r -,
Function Arguments [ 2 &J
GetAccountBalanceMaskDebits
Accountnumber | A2 ﬁ = "10-50-_ °
Periodenddate |C1l = 42369
Indudeencumbrance =
Includereportonly @ =
Throughperiodno | =
=0
Returns YTD debits to the specified account mask.
Periodenddate The period end date.

Formula result =
Help on this function CK l [ Cancel
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The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-___”. We are telling
Excel to total debit entries for all accounts that start with “10-50” and utilizing
underscores for the remaining three characters in the account number. We can mask
and part of an account number. If all of our salary and wage accounts end with “110”,
we can mask our account number as “__-__ -110” and this will provide us with a total
of all salary and wage accounts from all funds that end with “110”.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B , ¢ | D E F
1 | Department 12/31/2015
2 | 10-50- BUILDING INSPECTION |=GetAccuun_tEIaIann:er'u’IaskDebitS[AE.C1}|
A : [——
1 | Department 12/31/2015
2 1 10-50-__  BUILDING INSPECTION I 33.124 66 _|

a

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
=GetAccountBalanceRange()

The =GetAccountBalanceRange() custom function will provide you with the
yeartodate total for a particular range of accounts through a specified month. For
example, you can get a year-to-date total for all accounts from “10-50-110” through
“10-50-255”. This function utilizes six (6) arguments: start account number, end
account number, period end date, include encumbrance entries, include report only
entries, and through period number.
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rFunction Arguments [ ? iz-r
GetAccountBalanceRange
Startaccountrumber | A2 ERs| = "10-50-1107 &
Endaccountrumber | AZ = "10-50-255" B |
Periodenddate | B1 = 42369 =
Indudeencumbrance | 1 =1 L4

5‘\
1]
1

Indudereportonly

=10
Returns the YTD account balance through the specified period.

Includeencumbrance Incude encumbrance, default is false.

Formula result =

Help on this function [ CK ] ’ Cancel l

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Je | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A | B j— D E
1 [12/31/2015]
2 [10-50-110 | =GetAccountBalanceRange(AZ2.A3.B1.1)
3 | 10-50-110
4  10-50-130
5 | 10-50-210
6  10-50-230
7 | 10-50-250
8 |10-50255 ]
(]
A i —
1] 12/31/2015
2 | 1050110 [[52.10063 _I
3 10-50-110
4 10-50-130
5 | 10-50-210
6  10-50-230
7 | 10-50-250
8 | 10-50-255
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

rFun::tion Arguments [ ? ﬁlw
GetAccountBalanceRange
Startaccountnumber | A2 = "10-50-1107 -
Endaccountrumber | A8 F®:| = "10-50-255" - I
Periodenddate | E1 = 42369 E|
Indudeencumbrance =
Indudereportonly | = -

=10
Returns the YTD account balance through the specified period.

Includeencumbrance Indude encumbrance, default is false.

Formula result =

Help on this function QK l [ Cancel

12/31/2015

. 10-50-110  |=GetAccountBalanceRange(A2,A8.B1)
10-50-110

10-50-130

10-50-210

10-50-230

10-50-250

10-50-255

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

A ' B i c 8] E

SO = o e L R —
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’Function Arguments [ ? é]w
GetAccountBalanceRange
Endaccountnumber | A8 = "10-50-2557 i
Periodenddate |51 [E%] = 42369
Incudeencumbrance e = |
Indudereportonly el =
Throughperiodno | 13 el = 13 £y
=0
Returns the YTD account balance through the spedfied period.
Throughperiodne Through period, defaultis 14,
Formula result = =
Help on this function [ OK l[ Cancel
A J:_ _B____:{ i D E
1 12/31/2015
2 [ 10-50-110 | =GetAccountBalanceRange(AZ2 A3 B1...13)
3 10-50-110
4 | 10-50-130
5 | 10-50-210
6 | 10-50-230
7 10-50-250

6 | 10-50-255

Once you have this function set, you can simply change the month (cell B1 in the
example above) and the account balance will automatically change.
=GetAccountBalanceRangeDateRange()

The =GetAccountBalanceRangeDateRange() function will provide you with the
balance for a particular range of accounts for a specified date range. For example,
you can get a year-to-date total for all accounts from “10-50-110” through “1050255”.
This function utilizes seven (7) arguments: start account number, end account number,
period start date, period end date, include encumbrance entries, include report only
entries, and through period number.
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F |
Function Arguments B |l
GetAccountBalanceRangeDateRange
Startaccountnumber | A4 = "10-50-110" -
Endaccountnumber | A9 E = "10-50-2557 | |
Periodstartdate |51 [ = 4227 b |
:___ i)
Periodenddate |B3 Fs| = 42389
Includeencumbrance | = &
=0
Returns the account balance for the spedfied period.
Periodenddate The period end date.
Formula result =
Help on this function [ CK l [ Cancel ]
|

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C B E B
101172015

Through
120312015

1
2
3
4 [10-50-110 ] =GetAccountBalanceRangeDateRange(Ad,A9.B1.B3)
5
B

10-50-130
10-50-210
7 | 10-50-230
8 | 10-50-250
o 1050255 ]
1n
A [e—m—
1 10/1/2015
2 Through
=1 12/31/2015
4 | 10-s0-110 [ 947026]
5 | 10-50-130
6 | 10-50-210
7 | 10-50-230
8 | 10-50-250
9 | 10-50-255

-~

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the months (cell C1 and C3 in
the example above) and the account balance will automatically change.

=GetAccountBudget()

The =GetAccountBudget() function will provide you with the year-to-date budget for a
particular account through a specified month. This function utilizes six (6) arguments:
account number, period end date, budget level, include encumbrance entries, include
report only entries, and through period number.

g |
Function Arguments l el
GetAccountBudget
Accountnumber | A3 [(] = "10-s0-1107 -

Periodenddate |E2 = 42389
Budgetlevel | g

Indudeencumbrance

7| (7| (70 [T
] ] 8] )
1
[=1]
m

Indudereportonly

Get the budget amount for the specified account.
Budgetlevel The budgetlevel to use.

Formula result =

Help on this function [ OK ] | Cancel l

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the 2 | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C VI s DO 5 G
1 Actual Budget
i Title Department 12/31/2015 [12/31/201

3 | 10-50-110 Salaries & Wages  BUILDING INSPECTION 20.810.40|=GetAccnugtBudget(AS,EZE}

=
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A B C D , E
Actual Budget
Title Department 12/31/2015 1273172015

w LM =

10-50-110 Salaries & Wages BUILDING INSPECTION ~ 20.810.40 § 239.200.00 1

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell E2 in the
example above) and the account balance will automatically change.

=GetAccountBudgetDateRange()

The =GetAccountBudgetDateRange() function will provide you with the year-todate
budget for a particular account for a specified date range. This function is useful if
you are budgeting on a monthly basis rather than a yearly basis. You can then use this
function to pull the budget for a specific month or month(s). This function utilizes
seven (7) arguments: account number, period start date, period end date, budget
level, include encumbrance entries, include report only entries, and through period
number.
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Function Arguments | 2 -‘i;h]
GetAccountBudgetDateRanae
Accountnumber | A3 [B] = "10-50-110° -
Periodstartdate |E2 = 42308 _-
Periodenddate |E2 [=] = 42308 [
Budgetlevel |[g| =5
Indudeencumbrance | = =

=0
Get the budget amount for the specified account for the period specified.

Budgetlevel The budget level to use.

Formula result = -

Help on this function [ QK ] I Cancel J

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook or find it in the functions list by clicking

the /= | button. To find it in the functions list, you will need to change the Or select a
category to “Caselle General Ledger”.

A B & D I_E_| E G H
1 Actual Budget
Title Department 1203112015 [10/31/201

2
3 | 10-50-110 Salaries & Wages BUILDING INSPECTION ~ 20,810.40 |=GetAccuugtBudgetDateRange(AS.EE.EZEH

A B c B -
1 Actual Budget
(12| Title Department 12/31/2015 10/31/2015
3 | 10-50-110 Salaries & Wages BUILDING INSPECTION ~ 20.810.40 I 243333 _l

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget for the month of October 2015 will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year. If
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my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell E2 in the
example above) and the account balance will automatically change.
=GetAccountBudgetMask()

The =GetAccountBudgetMask() function will provide you with the year-to-date budget
for a particular account segment through a specified month. For example, if all the
Building Inspection department account numbers start with “10-50”, you can use this
function to get a quick budget total for the Building Inspection department. This
function utilizes six (6) arguments: account number mask, period end date, budget
level, include encumbrance entries, include report only entries, and through period
number.

[ Function Arguments l Pl X )
GetAccountBudgetMask
Accountrumbermask | A3 ER:| = ™10-50-1107 -
Perindenddate | E2 FR:| = 42308
Budgetlevel |g ﬁ =6 3
Indudeencumbrance =

L |
1

#
1]
1

Indudereportonly

Get the budget amount for the specified budget mask.

Budgetlevel The budgetlevel to use.

Formula result = -

Help on this function [ oK ] | Cancel |

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-___”. We are telling
Excel to total all accounts that start with “10-50” by utilizing underscores for the
remaining three characters in the account number. We can mask and part of an
account number. If all of our salary and wage accounts end with “110”, we can mask
our account number as “__-__-110” and this will provide us with a total of all salary
and wage accounts from all funds that end with “110”.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.
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A B C : D | E F

Actual I E|LI-I:| E'.Tt i
_ 12/31/2015 [12/31/201
[10-50- ] BUILDING INSPEC1 32,852.16 |=GetAccountBudgethMask(A3,02.6)

LA S| =

=

A B C | D
1 Actual Budget
2 | 1203172015 12/31/2015
3 1050 BUILDING INSPECT  32,852.16 | 60.300.00 1

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell D2 in the
example above) and the account balance will automatically change.

=GetAccountBudgetMaskDateRange()

The =GetAccountBudgetMaskDateRange() function will provide you with the
yeartodate budget for a particular account segment for a specified date range. This
function is useful if you are budgeting on a monthly basis rather than a yearly basis.
You can use this function to pull the budget for a specific month or month(s). For
example, if all the Building Inspection department account numbers start with “1050”,
you can use this function to get a quick budget total for fourth quarter for the Building
Inspection department. This function utilizes seven (7) arguments: account number
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mask, period start date, period end date, budget level, include encumbrance entries,
include report only entries, and through period nhumber.

Function Arguments [ S
GetaccountBudgetMaskDateRange
Accountnumbermask | A5 @ = "10-50-__ " -
Periodstartdate | D2 = 42278 |
Periodenddate |04 = 423589 |
Budgetlevel & =&
Indudeencumbrance @ = -

Get the budaet amount for the specified account mask for the period specified.
Budgetlevel The budget level to use.

Farmula result =

Help on this function [ oK ] [ Cancel ]

[

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-___”. We are telling
Excel to total all accounts that start with “10-50” by utilizing underscores for the
remaining three characters in the account number. We can mask and part of an
account number. If all of our salary and wage accounts end with “110”, we can mask
our account number as “__-__-110” and this will provide us with a total of all salary
and wage accounts from all funds that end with “110”.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B L [e=pe. E E G

1 Budget

z AT
3 Actual Through
4 Department 12;31;2015m
5

-_ 1'10-60- BUILDING INSPECTION ~ 32,852.16 |=GetAccnugtBudgetl"u"laSkDateRangE(AE.DE.Dd.E}
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A B G [
1 Budget
2 10/1/2014
3 Actual Through
4 | Department 12/31/2015 12731/2015
E | 10-50-___ BUILDING INSPECTION 32.852.15' 15.075.00 _l

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the months (cells D2 and D4 in
the example above) and the account balance will automatically change.

=GetAccountBudgetRange()

The =GetAccountBudgetRange() custom function will provide you with the yeartodate
budget for a particular range of accounts through a specified month. For example,
you can get a year-to-date budget for all accounts from “10-50-110” through “10-50-
255”. This function utilizes six (6) arguments: start account number, end account
number, period end date, include encumbrance entries, include report only entries,
and through period number.
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r -
Function Arguments l P S
GetAccountBudgetRange
Startaccountnumber | A3 FR:| = "10-50-1107 e
Endaccountrumber | A11 FRs| = "10-50-8107 |
Periodenddate |C2 = 42359 1 |
Budgetlevel g sl = 6 i
Indudeencumbrance gl = -
=10
Get the budget amount for the specified account range.
Budgetlevel The budgetlevel to use.

Formula result = -

Help on this function [ CK ] [ Cancel ]

To utilize this function, you can simply type this function or find it in the functions list

by clicking the 2 | button. To find it in the functions list, you will need to change the
Or select a category to “Caselle General Ledger”.

A B G D E F
1 Budget
2 I201207]
Salaries & Wages |=Getﬁu:cnuntEudgetRange(ﬁS.M1.C2.E}
4 | 10-50-130 Employee Benefits T
5 | 10-580-210 Books & Memberships
6  10-50-230 Travel & Training
7 | 10-60-250 Egquipment - Supply/Maint
8  10-50-255 Fuel & Ol
9 | 10-60-305  Attorney

10 | 10-50-310 = Engineer
11 _10-50-610 | Miscellaneous Supplies

12
A £ [——
1 Budget
2| 12/31/2015
3 | 10-60-110 Salaries & Wages I 60.300.00 _I

4 | 10-50-130 Employee Benefits
5 10-50-210 Books & Memberships
6  10-50-230 Travel & Training
7 10-50-250 Equipment - Supply/Maint

8 | 10-50-2585 Fuel & Ol

9 10-50-305 Aftorney

10 | 10-50-310 Engineer

11 | 10-50-610  Miscellaneous Supplies
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You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C2 in the
example above) and the account balance will automatically change.

=GetAccountBudgetRangeDateRange()

The =GetAccountBudgetRangeDateRange() custom function will provide you with the
year-to-date budget for a particular range of accounts for a specified date range. This
function is useful if you are budgeting on a monthly basis rather than a yearly basis.
You can use this function to pull the budget for a specific month or month(s). For
example, you can get the fourth quarter budget for all accounts from “10-50110”
through “10-50-255”. This function utilizes eight (8) arguments: start account number,
end account number, period start date, period end date, budget level, include
encumbrance entries, include report only entries, and through period number.
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[ Function Arguments |. ? ﬁr
GetAccountBudgethangeDateRange
Startaccountnumber | A5 = "10-50-1107 -
Endaccountnumber | 413 = "10-50-6107 _,:!
Peripdstartdate | C2 = 42278 :|
Periodenddate | C4 = 42369
Budgetlevel |5 B = 6 =

=0
Get the budget amount for the specified account range for the period specified.

Budgetlevel The budget level to use.

Formula result =

Help on this function [ CK ] ’ Cancel ]

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F I
Budget
Through

5 Salaries & Wages |=Geh’-‘kccnugtEludgetRangeDateRangeﬁAE,m3,02,C4,E}

6 | 10-50-130 Employee Benefits

7 | 10-50-210  Books & Memberships

8 | 10-50-230 Travel & Training

9 | 10-50-250 Equipment - Supply/Maint
10| 10-60-255  Fuel & Ol

11 10-50-305  Attorney

12 10-50-310  Engineer

13 _10-60-610 | Miscellaneous Supplies

Pl [ | =
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A B [—C—

1 Budget

2 10/1/2015

3 Through
4 | 12/31/2015

5 | 10-50-110 Salaries & Wages I 15.075.00 _l

6  10-50-130 Employee Benefits

7 10-50-210 Books & Memberships

8 | 10-50-230 Travel & Training

9  10-50-250 Equipment - Supply/Maint

10 | 10-50-255  Fuel & Qil

11| 10-50-305  Attorney

12 | 10-50-310  Engineer

13 | 10-50-610 Miscellaneous Supplies

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the months (cells C2 and C4 in
the example above) and the account balance will automatically change.
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=GetAccountCategories()

The =GetAccountCategories()function will return a comma separated list of categories
being utilized for this account. This function utilizes one argument: account number.

Function Arguments @éj

GetAccountCategories

Accountnumber | A3 fRz| = "10-50-110°

Returns a comma separated list for the categories for a specific account.

Accountnumber The account number,

Farmula result =

Help on this function [ QK ][ Cancel ]

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the I | button. To find it in the

functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C

1
2 _Title Cateqories
3 [1[]-5(]-11[] | Salaries & Wages |=GetAccountCategories(A3) |

1
2 Title Cateqgories
3 | 10-50-110  Salaries & Wages | Salaries and Wages . Police l

In the above example, account “10-50-110"is associated with two(2) categories:
Salaries and Wages and Police.

=GetAccountFund()

The =AccountFund() function will provide you with the fund name for a specified
account. This function utilizes one argument: account number.
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Function Arguments - M

GetAccountFund
Accountnumber | 41 FR:| = "100-20-51511-250"
= "GEMERAL FUND™
Returns the fund title for the spedfied account,
Accountnumber The account number,
Formula result = GEMERAL FUND
Help on this function [ oK ] [ Cancel ]

b — ——

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook or find it in the functions list by clicking

the 2 | button. To find it in the functions list, you will need to change the Or select a
category to “Caselle General Ledger”.

| 4 A B C:
1 [100-20-61511-250 | =GetAccpuntFund(A1)
2

A [ B | ¢C
1_100-20-51511-250 GENERAL FUND
2

=GetAccountHeader()
The =GetAccountHeader()function will provide you with the header associated with a
specified account. This function utilizes one argument: account number.

F pl
Function Arguments Iilﬂ

GetAccountHeader

Accountnumber | A3 = "10-50-110"

= "BUILDIMNG IMSPECTICON"
Returns the account header.

Accountnumber The account number,

Formula result = BUILDING INSPECTION

Help on this fundtion [ 0K ][ Cancel
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To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B | C |
1
Title Department 1
E'm Salaries & Wages |=GetAccountHeader(A3) |
40 TN 420 Crmmlmremn Damafda
A B | C |

1
B Title Department
3 | 10-60-110 Salarles &Wages | BUILDING INSPECTION _l

I Y —

In the above example, any account that starts with “10-50” is associated with the
Building Inspection department.

=GetAccountTermDate()
The =GetAccountTermDate() function will provide you with the termination date

associated with a specified account. This function utilizes one argument: account
number.

-

.
Function Arguments I. ? ﬁ]
GetAccountTermDate
Accountnumber | A3 FRz| = -10-50-110°

Get the termination date for the specified account.

Accountnumber The account number,

Formula result =

Help on this function [ oK ][ Cancel ]

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the 2 | button. To find it in the
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functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B | C |

1
Title Termination Date

2
~ 3 [ 10-50-110 | Salaries & Wages [=GetAccountTermDate(A3)

A B | C |
1
2 Title Termination Date
3 | 10-50-110  Salaries & Wages l 3/15/20151
A 4N CMN 420 Crmmlmnema Damafda

In the above example, account “10-50-110” was terminated on 3/15/15.
=GetAccountTitle()

The =GetAccountTitle() custom function will provide you with the title of the
specified account. This custom function utilizes one argument: account number.

-

Function Arguments [ 2 i:-?-l

GetAccountTitle

Accountnumber | A3 Fes| = -1050110°

= "Salaries Wages®
Returns the account title,

Accountnumber The account number,

Formula result = Salaries Wages

Help on this function [ 0K ][ Cancel ]

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the

functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B |
1 Title D
2 110-5 D-llﬂ:l =GetAccountTitle{A2)

A | B
1 Title
2 |10-50-110[ Salaries & Wages |
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=GetAccountType()

The =AccountType() function will provide you with the account type for a specified
account (i.e. asset, liability, equity, expenditure, or revenue). This function utilizes
one argument: account number.

P — "
Function Arguments - M

GetAccountType
Accountnumber | A1 F%:| = "100-20-51511-250"
= "Expenditure”
Returns the account type for the spedfied account.
Accountnumber The account number, i
Formula result = Expenditure II
Help on this function [ 0K ] [ Cancel ]

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

2 A B C B
1 [100-20-51511-250] =GhtAccountType(A1)
2

A E | C

L|1UU-EU—51511—25[] Expenditure
2 I |
| | |

2
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=GetJournalAmount()

The =GetJournalAmount() custom function will provide you with total debits and
credits of a particular journal code or journal codes posted to an account during a
specified time frame. This custom function utilizes eight arguments: journal codes,
account number, period start date, period end date, include encumbrance entries,
include report only entries, from period number and through period number.

Functien Arguments -5
GetlournalAmount
JournalCodes |C2 = "CA-CDA,CA-CDP" -
Accounthumber |52 = "10-101007 L
PeriodStartDate |D1 = 40544 )
PeriodEndDate |E1 = 40908
IncludeEncumbrance |1 =1 =

= 29297.61
No help available.

IncludeEncumbrance

Formula result = 29,297.61

Help on this function [ QK l [ Cancel l

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B G D E F
1 Journal Codes [ 111/2011112/31/2011]
2 | 10-10100 | Cash - Combined Fund [ CA-CDA CA-CDP ]=GetJournalAmount{C2,A2 D1.E1,1)
A B C D E
1 Journal Codes 1/1/2011 12/31/2011

[ 2 1010100 Cash - Combined Fund = CA-CDA CA-CDF I 29.297 61 .l

w5
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @
GetJournal&mount
JournalCodes |2 = “CA-CDA,CA-CDP™ -
Accountiiumber |42 [ = "10-1010° 3
PeriodStartDate |D1 = 40544 1
PeriodEndDate |E1 = 40908
IncludeEncumbrance @ = -
= 29797.61

Mo help available.

IncludeEncumbrance

Formula result = 25,297.61
Help an this function [ QK l ’ Cancel ]
A B g D E F
1 Journal Codes [ 171/2011112/31/2011]

2 ' 10-10100 | Cash - Combined Fund | CA-CDA.CA-CDP ]=GetJournalAmount(C2 A2,D1.E1)

You can type a list of comma-separated journal codes into a cell or simply type them
into the JournalCodes argument. The examples above have the journal codes listed in
a cell on the spreadsheet. See below for example on typing it directly into the
function.

Function Arguments [~ | [eEm]

GetlournalAmount
"CA-CDA,CA-CDP" o

JournalCodes |[aiRun el Ras.,
AccountNumber A2 "10-101007

PeriodStartDate D1 40544

PeriodEndDate Ei 40908
IncludeEncumbrance | = Ly

= 29297.61

Mo help available.

JournalCodes

Formula result = 29,297.61

Help on this function ’ OK ] [ Cancel ‘

A B C D E F G H
1 Journal Codes [ 1120117 12/31/2011]
2 11010100 ] Cash - Combined Fund  CA-CDA CA-COP |=GetJournalAmount("CA-CDA CA-CDP" A2,D1.E1,..,13)
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In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.
If my fiscal year-end is December 31 for example, | can pull balances through period
12, 13, or 14 for the month of December. This is done by entering a value into the
FromPeriodNo or ThroughPeriodNo argument. If no value is entered, it will pull
through period 14.

Function Arguments I'? "_23_;
GetlournalAmount
PeriodEndDate |E1 = 40908 -
IncludeEncumbrance @ =
IncludeReportOnly [EJ =
FromPeriodNo IEJ = .
ThroughPeriodo | 13 [EE\ = 13 -
= 29297.61
No help available,
ThroughPeriodNo
Formula result = 29,297.61
Help on this function [ OK ] | Cancel |
A B C D E F
1 Journal Codes [ 1/1/201112/31/2011]

2 | 10-10100 | Cash - Combined Fund [ CA-CDA CA-COP |=GetJournalAmount(C2, A2 D1E1. 13)

Once you have this function set, you can simply change the months (cells D1 and E1 in
the example above) and the account balance will automatically change.

=GetMaskMissingAccounts()

The =GetMaskMissingAccounts() custom function will provide you with a list of
accounts that may be missing in your spreadsheet. This function behaves much like
the =GetRangeMissingAccounts() function. This is a worthwhile function to use when
auditing your spreadsheet to make sure there are no accounts missing. Missing
accounts most commonly happens when new accounts are added to your chart of
accounts during the year and we forget to add them into our spreadsheet.

Two arguments are utilized for this custom function: account number mask and
selected accounts. The selected accounts argument is the range of accounts you want
audited in your spreadsheet.
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-

Function Arguments

? i |

GetMaskMissingAccounts

Accountnumber | “10-50-___° =
Selectedaccounts | A3:4A9 =

Finds missing accounts from a mask and accounts you have .

Selectedaccounts The range of accounts you've already entered.

Formula result = 1050250,1050310

Help on this function

10.50-__°
10-50-110%"10-50-130""10-50-2..,

"1050250,1050310°

[ QK ][ Cancel l

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.

In the above example, we are trying to find any missing accounts for “10-50-___”. We
can use underscores to mask part of the account.

A B
1 1
2. , Title
3 10-50-110 | Salaries & Wages
4 |10-50-130 | Employee Benefits
5 110-50-210 | Books & Memberships
6 10-50-230 | Travel & Training
7 |10-50-255 | Fuel & Oil
g 10-50-305 | Attormney
5 110-50-610 | Miscellaneous Supplies
1[] e |
1 [=GetMaskMissingAccounts("10-50

" AJA9)
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A B
1
2 Title
3 10-50-110  Salaries & VWages
4 110-50-130  Employee Benefits
5 110-50-210  Books & Memberships
6 10-50-230  Travel & Training
7 |10-50-255  Fuel & Qil
o 10-50-305  Attomey
9 10-50-610  Miscellaneous Supplies
10
1] | 1050250,1050310 1
12

In the above example, we are missing accounts “10-50-250” and “10-50-310" in our
spreadsheet.

Below is another example of how this function can be utilized to find any accounts in
fund “10” that end with an object code of “110” missing in our list.

Function Arguments [ Pl

GetMaskMissingAccounts

Accountnumber | “10-__-110° = "10-__-110"
Selectedaccounts | A3:AR = {10-41-110%710-42-110%710-50-1..,

= "1044110,1054110"
Finds missing accounts from a mask and accounts you have .

Selectedaccounts The range of accounts you've already entered.

Formula result = 1044110,1054110

Help on this function oK ][ Cancel
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A, B C

1

2 , Title

3 11041110 | Salaries & VWages

4 11042110 | Salaries & Wages

5 110-50-110 | Salaries & Wages

6 [10-57-110 | Salaries & Wages

7 110-60-110 | Salaries & Wages

6 |10-70-110 | Salaries & VWages

9
10 |=GetMaskMissingAccounts("10-__-110",A3 A3)
44

A B

1

2 Title

3 1041110  Salaries & Wages

4 10-42-110  Salaries & Wages

5 110-50-110  Salaries & Wages

6 10-57-110  Salaries & Wages

7 110-60-110  Salaries & Wages

g 10-70-110  Salaries & Wages

9

10 | 1044110.1054110 1
44

In the above example, we are missing accounts “10-44-110” and “10-54-110" in our
spreadsheet.

=GetPeriodBalance()

The =GetPeriodBalance() custom function will provide you with the period actual for a
particular account for a specified month. This custom function utilizes five
arguments: account number, period end date, include encumbrance entries, include
report only entries, and through period number.
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Function Arguments -7 |3
GetPeriodBalance
Accountliumber | 42 = "10-10100°
PeriodEndDate |C1 = 40583
IncludeEncumbrance |1 =1
IncludeReportOnly E =
ThroughPeriodlio B =

= 176653.82
No help available.

IncludeEncumbrance

Formula result = 176,653.82
Help an this function [ oK ] ’ Cancel ]

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

iy B C D
1 13 12/31/2010]
2 | 10-10100 | Cash - Combined Fund |=GetPeriodBalance(A2.C1.1)
A B £
1 12/31/2010
2 1010100 Cash - Combined Fund | 1?5.553_82!

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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Function Arguments @
GetPeriodBalance
Accounthumber |42 [B] = "10-10100"
PeriodEndDate 1 FRz| = 40543
IncludeEncumbrance | =
IncludeReportOnly | =
ThroughPeriodNo =
= 176653.82
Mo help available.
IncludeEncumbrance
Formula result = 176,653.82
Help on this function OK ] I Cancel
A B C D E F

1 Title Department 12/31/2010

2 10-50-110|5alaries & Wages BUILDING INSPECTION |:GemccuuntBalance{AZ,Dl}

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31 for example, | can pull balances through period

12, 13, or 14 for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments @

GetPeriodBalance
Accounthlumber 22 "10-10100"
PeriodEndDate C1 40543
IncludeEncumbrance
IncludeReportOnky

ThroughPeriodNo | 13|

13

= 175653.82
Mo help available.
ThroughPeriodNo
Formula result = 176,653.82
Help on this function [ CK ] I Cancel l
A B C D
1 [ 12/31/2010]

2 1010100 | Cash - Combined Fund |=GetPeriodBalance(A2.C1,,.13)
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Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.

=GetPeriodBalanceMask()

The =GetPeriodBalanceMask() custom function will provide you with the period actual
for a particular account segment through a specified month. For example, if all the
Building Inspection department account numbers start with “10-50”, you can use this
function to get a quick total for the Building Inspection department. Five (5)
arguments are utilized for this custom function: account mask, period end date,
include encumbrance entries, include report only entries, and through period number.

Function Arguments f-_‘?—:"_ﬁf-'“
GetPeriodBalanceMask
AccountiiumberMask |42 [ = 10-10100"
PeriodEndDate |C1 [ = 40543
IncludeEncumbrance | 1 @ =1
IncludeReportOnly E‘ =
ThroughPeriodhio S

= 176653.82
Mo help available.

IncludeEncumbrance

Formula result = 176,653.82
Help on this function OK ] I Cancel

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the example in the first paragraph for the
Building Inspection department, | would use the following: “10-50-___”. We are
telling Excel to total everything that starts with 10-50 by utilizing underscores for the
remaining three characters in the account number.

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the

functions list, you will need to change the Or select a category to “Caselle General
Ledger”.
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A B C D E

1 12/31/2010

2 | 10-50- BUILDING INSF‘ECTIDN|=GetF"erindE!iaIanceMask(AZ,C1,1}
A B C

1 12/31/2010

2 1050 EIUILDINGINSF'ECTIONI 4.518_05!

=

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments IEI
GetPeriodBalanceMask
AccountumberMask A2 E = "10-50-_
PeriodEndDate 1 FRz| = 40543
IncludeEncumbrance =
IncludeReportOnly =
ThroughPeriodNo =
= 4618.05
Mo help available.
ThroughPeriodio
Formula result = 4,618.05
Help on this function (014 l[ Cancel
A B c 0] E
1 12/31/2010]

2 10-50- BUILDING INSF‘ECTIDN|=GetF'eriDdEJiaIanceMask[AE,C1]-

=

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
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Function Arguments IEI
GetPeriodBalanceMask
AccountlumberMask A2 FRi| = "10-50-_
PeriodEndDate |Ci | = 40543
IncludeEncumbrance =
IncludeReportOnly l@ =
ThroughPeriodNo | 13| IE] = 13
= 4518.05
Mo help available.
ThroughPeriodNo
Formula result = 4,618.05
Help on this function CK ] I Cancel
A B . D E

1 12/31/2010
2 | 10-50- BUILDING INSF‘ECTIDN|=GetF‘eriudEIiaIanceMask(ﬂE,C1,,,13}|

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.

=GetPeriodBalanceMaskCredits()

The =GetPeriodBalanceMaskCredits() custom function will provide you with the credit
entries for a particular account segment and specified month. For example, if all the
Building Inspection department account numbers start with “10-50”, you can use this
function to get a quick total of all credit entries for the Building Inspection
department. Five (5) arguments are utilized for this custom function: account mask,
period end date, include encumbrance entries, include report only entries, and
through period number.
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Function Arguments

GetPeriodBalanceMaskCredits

Accountnumber | A2 FRs| = "10-50-_ -
Periodenddate | C1 Rzl = 42094
Includeencumbrance @ =
Includereportonly Bzl =
Throughperiodnao | =
= -1500

Returns period credits to the specified account mask.,

Includeencumbrance True to include encumbrances [default false).

Formula result = [1,500.00)
Help on this function | ok || cancel |

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the example in the first paragraph for the
Building Inspection department, | would use the following: “10-50-___”. We are
telling Excel to total everything that starts with 10-50 by utilizing underscores for the
remaining three characters in the account number.

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F
1 L 1_3/31/2015]
2 [10-50-_ IBUILDING INSPECTION |=GetPeriodBalanceMaskCredits(42,C1,1)
2

A B C
1 313172015
2 |1U-5EI-_ BUILDING INSPECTION | |,'1,5[J[]_[][]}.|

3

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.

=GetPeriodBalanceMaskDebits()

The =GetPeriodBalanceMaskDebits() custom function will provide you with the debit
entries for a particular account segment and specified month. For example, if all the
Building Inspection department account numbers start with “10-50”, you can use this
function to get a quick total of all debit entries for the Building Inspection
department. Five (5) arguments are utilized for this custom function: account mask,
period end date, include encumbrance entries, include report only entries, and
through period number.

rFunctEon Arguments l}) [ ? -ﬂ—r
GetPeriodBalanceMaskDebits
Accountnumber | A2 = "10.50- "
Periodenddate | C1 | = 42094
Includeencumbrance || ERz| =
Includereportonly @ =
Throughperiodno ﬁ =
= B567.32

Returns period debits to the specified account mask.

Includeencumbrance True to include encumbrances [default false].

Farmula result = 6,567 .32

Help on this function | ok || cancel |

%

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the example in the first paragraph for the
Building Inspection department, | would use the following: “10-50-___”. We are
telling Excel to total everything that starts with 10-50 by utilizing underscores for the
remaining three characters in the account number.
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To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F
1 L 1_3/31/2015]
2 [10:50-__ [BUILDING INSPECTION [=GetPeriodBalanceMaskDebits(A2,C1)

A B C
1 3312015
2 |1EI-5EI-_ BUILDING INSPECTION | 6.567.32 1

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
=GetPeriodBalanceRange()

The =GetPeriodBalanceRange() custom function will provide you with the period
actual for a particular range of accounts through a specified month. For example, you
can get a period totals for all accounts from “10-50-110” through “10-50-255”. Six
arguments are utilized for this custom function: start account number, stop account
number, period end date, include encumbrance entries, include report only entries,
and through period number.
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| Function Arguments @
GetPeriodBalanceRange
StartAccountumber | a4 = "10-50-110° -
StopAccountNumber | A3 = *10-50-255" '
PeriodEndDate |53 = 40543 =
IncludeEncumbrance |1 Bl = 1
IncludeReportonly |0 | =0 -

= 439.05
Mo help available.

IncludeReportOnly
Formula result = 4,336.05
Help on this function [ oK l ’ Cancel ]

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D
1
2 Actual
3 I 123172010 1
4 | 10-50-110 ] =GetPeriodBalanceRange(A4 A3 B3.1.0)
5  10-50-130
6 | 10-50-210
7 10-50-230
g8 | 10-50-250
; A B
| 1
| 2 Actual
| 3 12/31/2010
| 4 1050110 2396051
| 5 | 10-50-130
| 6 | 10-50-210
| 7 | 10-50-230
| 8 | 10-50-250
| 9 | 10-50-255

b
a
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @
GetPeriodBalanceRange
StartAccounthumber |A3 = "10-50-110" -
StopAccounthumber | Az = "0-50-255" '
PeriodEndDate |53 % = 2054 3
IncludeEncumbrance || | =
IncludeReportOnly Rl = =

= 4396.05
Mo help available.

IncludeEncumbrance

Formula result = 4,396.05

Help on this function oK ]| Cancel
A B C D

1

2 Actual

3 | 12/31/2010 |

4 | 10-50-110 ] =GetPeriodBalanceRange(A4.A9 B3)

5 | 10-50-130

& | 10-560-210

T | 10-60-230

8 | 10-60-250

9 | 10-50-255 |

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

67



AN

software eIevatIed

Function Arguments

GetPerindBalanceRanas

StopAccountflumber | A3

PeriodEndDate g3 = 40543

IncludeEncumbrance

IncludeReportOnby

B () (|

ThroughPeriodNo | 13 = 13

= 4396.05
Mo help available.

ThroughPeriodlo

Formula result =

Help on this function

= "10-50-255"

m

4,396.05

[

oK l I Cancel

A B C B

Actual

| 1273172010 |

- 10-50-110 | =GetPeriodBalanceRange(A4.A9.63...13)

10-50-210
10-50-230
10-50-250

10-50-255 |

n

1
2
3
4
5 | 10-60-130
3]
T
a
g

EY

Once you have this function set, you can simply change the month (cell B3 in the
example above) and the account balance will automatically change.

=GetPeriodBalancePeriodRange()

The =GetPeriodBalancePeriodRange() custom function will provide you with the
actual balance for a particular accounts for a specified range of periods for a
specified year. For example, you can get period totals for account from “1002051511-
250” for 2013 from period 1 through period 5. Six arguments are utilized for this
custom function: account number, year, start period number, end period number,
through period number, include encumbrance entries and include report only entries.
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Function Arguments m

GetPeriodBalancePeriodRange

Year |B1
Startperiodno | C1
Throughperiodno | D1

Indudeencumbrance | 1

n | (TIm| (JTA) (TN
7= = =] =
[}
= om
m

Induderepartonly

= 6802
Mo help available.

Throughperiodno The end period number,

Formula result = 6,802.00

Help on this function [ QK. l l Cancel ]

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Je | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B c 3] E E

I 20137 1] g1

1
2 [100-20-51511-250 | =GetPeriodBalancePeriodRange(42,81,C1.01.1)
3

A g C D
1 2013 1 5
2 100-20-51511-250 _6.802.00
S 1
4

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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Function Arguments L 2 ﬂhj
GetPeriodBalancePeriodRange
Year fRs| = 2013 -
Startperiodno | C1 =g
Throughperiodno  |D1 Rzl = 5 L
Includeencumbrance sl =
Includereportonly | = =
= (802
Mo help available.
Year The year.
Formula result = 6,802.00
Help on this function [ oK ] I Cancel
A | B | C D E F

1 I 2013 1T £]
2 [100-20-51511-250 | =GetPeriodBalancePeriodRange(42,B81,C1,.01)
2

Once you have this function set, you can simply change the year or periods (cells B1,
C1 or D1 in the example above) and the account period balance will automatically
change.

=GetPeriodBalanceRangePeriodRange()

The =GetPeriodBalanceRangePeriodRange() custom function will provide you with the
actual balance for a range of accounts for a specified range of periods for a specified
year. For example, you can get period totals for account “100-20-51511250” to
account “100-20-51511-810” for 2013 from period 1 through period 5. Seven
arguments are utilized for this custom function: start account number, end account
number, year, start period number, end period number, through period number, include
encumbrance entries and include report only entries.
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Function Arguments M

GetPeriodBalanceRangePeriodRange

Startaccountnumber | A2 EW:| = "100-20-51511-250° -
Endaccountnumber | A3 =10 I'_I
Year (B1 Fes| = 2013 |
Startperiodno | C1 = i
Throughperiodno Bl = 5 -

Returns the period balance for the account range and period range.

Throughperiodno The end period number,

Formula result =

Help on this function [ oK ] [ Cancel I

=

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F G
1 I 20130 1] £

2 [100-20-51511-250 | =GetPriodBalanceRangePeriodRange(A2, A3.61.C1.01.1)

3 100-20-51511-810]

4

=

A [ B | cC D [
1 2013 1 5
2 100-20-51511-250 _8_086.37
'3 100-20-51511-810
4
5

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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Function Arguments (o e S|

GetPeriodBalanceRangePeriodRange

Year | = 2013 -
Startperiodno |1 e = 1
Throughperiodno | D1 Rzl = 5 | &
Indudeencumbrance el = |
Includereportonly | = =
= 8086.37
Returns the period balance for the account range and period range.
Year The year.
Formula result = 8,086.37
Help on this function oK ] [ Cancel
.
A B C D E F G
1 [ 2013] 1] £

2 f1[][]-20-51511-25E|j=GetF'eri|:||:IE|a|an|:eRangeF‘erindRange(ﬁQ.ﬁ.S,B1.C1.£2'i}
3 100-20-51511-810]
4

Once you have this function set, you can simply change the year or periods (cells B1,
C1 or D1 in the example above) and the account period balance will automatically
change.

=GetPeriodBalanceMaskPeriodRange()

The =GetPeriodBalanceMaskPeriodRange() custom function will provide you with the
actual for a particular account segment for a specified range of periods for a specified
year. For example, you can get period totals for accounts that begin “10020-
51511___” for 2013 from period 1 through period 5. Seven arguments are utilized for
this custom function: start account number, end account number, year, start period
number, end period number, through period number, include encumbrance entries and
include report only entries.
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Function Arguments _i m

GetPerindBalanceMaskPeriodRange

Accountnumber | A2 = "100-20-51511-__ " -
Year |B1 = 2013 ' |
Startperiodno | C1 =1 3 i
Throughperiodno | D1 | = 5 L
Indudeencumbrance |1 = 1 -

115601.29 ]

Returns the period balance for the mask and period range spedified.

Includeencumbrance True to include encumbrances (default false).

Formula result = 118,601.29

Help on this function

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B C D E F
E L 2013] 1] 51
2 [100-20-51511- | =GetPkriodBalanceMaskPeriodRange(A2.81,C1.01,1)
3
A | B [ D E
1 2013 1 5
2 100-20-51511-____119.601.29
3]

The need to specify whether you want to include encumbrance and/or report only entries is
unnecessary. You can leave this portion of the formula blank and the function will assume you
do not want to include these entries.
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Function Arguments ]

GetPeriodBalanceMaskPeriodRiange

Year |Bi ERz| = 2013 -
Startperiodno | C1 el = 1
Throughperiodno | D1 Bl = 5 =
Indudeencumbrance | =
Includereportonly || | = -

115601.29

Returns the period balance for the mask and period range specified.

Includereportonly Indude report balances only (default false).

Formula result = 119,601.29
Help on this function [ oK ] ’ Cancel l

A, B s Ei C o D 51 E E

1
2 [100-20-51511- | =GetPkriodBalanceMaskPeriodRange(A2.61.C1.D1)
3

Once you have this function set, you can simply change the year or periods (cells B1,
C1 or D1 in the example above) and the account period balance will automatically
change.

=GetRangeMissingAccounts()

The =GetRangeMissingAccounts() custom function will provide you with a list of
accounts that may be missing in your spreadsheet. This is a worthwhile function to
use when auditing your spreadsheet to make sure there are no accounts missing.
Missing accounts most commonly happens when new accounts are added to your chart
of accounts during the year and we forget to add them into our spreadsheet.

Three arguments are utilized for this custom function: start account number, end

account number, and selected accounts. The selected accounts argument is the range
of accounts you want audited in your spreadsheet.
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-
Function Arguments

GetRangeMissingAccounts

Finds missing accounts from a range and accounts you have .

Selectedaccounts The range of accounts you've already entered.

Formula result = 1050250,1050310

Startaccountnumber | A3 = "10-50-110°
Endaccountnumber | A9 = "10-50-610°
Selectedaccounts A3:A9| = {"10-50-1107710-50-1307:"10-50-2..,
= "1050250,1050310°

Help on this function [ 0K

| [ cancer |

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B c
1
£ | , Title
3 10-50-110 | Salaries & VWages
4 110-50-130 | Employee Benefits
5 110-50-210 | Books & Memberships
6 |10-50-230 | Travel & Training
7 |10-50-255 | Fuel & Qil
6 |10-50-305 | Attomney

9 (10-50610 | Miscellaneous Supplies
—e B

10
1 I |=GetRangeMissingAccounts(A3,49, A3 A9)
12
A, B
1
2 Title
3 10-50-110  Salaries & Wages
4 110-50-130  Employee Benefits
5 110-50-210  Books & Memberships
6 10-50-230  Travel & Training
7 [10-60-255  Fuel & Ol
o 10-60-305  Attormey
9 10-60-610  Miscellaneous Supplies
10
11 | 1050250,1050310 |
12
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In the above example, we are missing accounts “10-50-250” and “10-50-310" in our
spreadsheet.

=GetTotalFundAssets()

The =GetTotalFundAssets() custom function will provide you with the total balance for
all assets of a particular fund for a specified period. This custom function utilizes five
arguments: funds, period end date, include encumbrance entries, include report only
entries and through period number.

Function Arguments &lﬂ_hj

GefTotalFundAssets

Funds |A3 FRs| = 100
Periodenddate |C2 = 41435
Indudeencumbrance | 1

Induderepartonly

Throughperiodno

= 11462220.81
Return the total assests for the specified fund.

Includeencumbrance True to indude encumbrances (default falze).

Formula result = 11462220.81

Help on this function [ Ok l [ Cancel l

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook into a cell or find it in the functions list
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by clicking the F | button. To find it in the functions list, you will need to change the
Or select a category to “Caselle General Ledger”.

B A B | C | D E
1 Actual
2
General Fund |=GetTotalFundAssets(A3,C2 1)
4
-~ U | w L w
1 Actual
2 5/31/2013
3 100 General Fund _11.462.220.51
4 | | |
e | |
5

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

P — %
Function Arguments B &‘g
& . =
GetTotalFundAssets
Funds |A3 | = 100
Periodenddate |C2 FRs| = 41425

Includeencumbrance el =
. Includerepartanly =
| [
| Throughperiodno || | =

11462220.81

Return the total assests for the spedfied fund.

Throughperiodnoe The period to get balances through each year.

Farmula result = 11,462,220.81

Help on this function [ oK l [ Cancel
A B | C | D

1 Actual

2 5/31/2013

100]General Fund |=GetTotalFundAssets(A3.C2)

L% ]

=
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In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

rFundion Arguments l Tl
GetTotalFundAssets
Funds | A3 = 100
Periodenddate | C2 ER:| = 41425

Incudeencumbrance =
Induderepartanly e =

Throughperiodno | 13| | = 13

= 11452220.81

Return the total assests for the specified fund.

Throughperiodno The period to get balances through each year.

Formula result = 11,4962,220.81
Help on this function oK l [ Cancel

Once you have this function set, you can simply change the dates (cell C2 in the example
above) and the activity balance will automatically change.

=GetTotalFundEquity()

The =GetTotalFundEquity () custom function will provide you with the total balance

for all equity of a particular fund for a specified period. This custom function utilizes
five arguments: funds, period end date, include encumbrance entries, include report
only entries and through period number.
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Function Arguments L: 2 ﬁj
GetTotalFundEquity
Funds |FE FRz| = 100
Periodenddate | C2 = 41425
Includeencumbrance | 1 el = 1
Includerepaortonly | =
Throughperiodno | =
= -8944135.03
Return the total equity for the specified fund.
Funds The range of funds.

Formula result = (8,944, 136.03)
Help on this function [ OK ] I Cancel I

)

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B | B i E

1 Actual
__3__General Fund |=GetTuiaIFunquuity[AS,CE,1]-

4

A B | 7 |

1 Actual
2 B/31/2013
i 100 General Fund  (6.944 .136.03)
4 | | |

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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Function Arguments [ |
GetTotalFundEquity
Funds |A3 ERz| = 100
Periodenddate | C2 ERz| = 41425
Indudeencumbrance || Bl =
Incudereportanly =
Throughperiodno bl = |

-3944136.03
Return the total equity for the spedfied fund.

Includeencumbrance True to indude encumbrances (default false).

Formula result = (8,944, 136.03)
Help on this function QK ] I Cancel
A B | C | D E
1 Actual
| 2 513172013
=3 General Fund |=GetTptalFundEquity(A3,C2)
4

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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Function Arguments l ? i‘z-l
GetTotalFundEquity
Funds |A3 = 100
Periodenddate | C2 FRz| = 41425
Includeencumbrance e =
Induderepartonly Rz =
Throughperiodno | 173 s = 13
= -8944136.03

Return the total equity for the spedified fund.

Throughperiodno The period to get balances through each year.

Formula result = (8,944,136.03)
Help on this function [ oK ] [ Cancel ]

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.

=GetTotalFundExpenditures()

The =GetTotalFundExpenditures() custom function will provide you with the total
balance for all expenditures of a particular fund for a specified period. This custom
function utilizes five arguments: funds, period end date, include encumbrance entries,
include report only entries and through period number.

Function Arguments M
GefTotalFundExpenditures
Funds | Bzl = 100
Periodenddate |C2 = 41425
Includeencumbrance | 1 Bl = 1
Includerepartanly =
Throughperiodno el =
= 50820562.95
Return the total expenditures for the spedified fund.
Funds The range of funds.

Formula result = 5,082,062.96
Help on this function ’ oK ] ’ Cancel l

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.
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To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B | C | D E
1 Actual
&2
i 100]General Fund |=GetTptalFundExpenditures(A3.C2,1)
4
A B | C |
1 Actual
2 5/31/2013
e | 100 General Fund __ 5.082.062.96
4 | | |
) ]

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

i Function Arguments M-‘
GetTotalFundExpenditures
Funds |A3 ERz| = 100
Periodenddate | C2 BR| = 41425
Indudeencumbrance || =
Includereportonly Bl =
Throughperiodno Bl =

5082062.96

Return the total expenditures for the specified fund.

Includeencumbrance True toindude encumbrances (default false).

Formula result = 5,082,062.96
Help on this function oK ] ’ Cancel
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A B l C | D E i
1 Actual
___§_I:jJIGeneral Fund |=thTntaIFundExpenditures(AH,CE}
4

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)

Function Arguments (s S|
GetTotalFundExpenditures
Funds |a3 FRz| = 100
Periodenddate | C2 FRz| = 41425
Includeencumbrance Rz =
Includereportonly @ =

|
1

b
]

Throughperiodna | 13 13

= 503206296
Return the total expenditures for the specified fund.

Throughperiodno The period to get balances through each vear,

Formula result = 5,082,062.96
Help on this function [ 0K l l Cancel ]

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.

=GetTotalFundLiabilities()

The =GetTotalFundLiabilities () custom function will provide you with the balance for
all liabilities of a particular fund for a specified period. This custom function utilizes
five arguments: funds, period end date, include encumbrance entries, include report
only entries and through period number.
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Function Arguments T | S

GetTotalFundLiabilities

Funds |A3 = 100

Periodenddate | C2 = 41425
Indudeencumbrance | 1|

Indudereportonly

bt O o O o ) e}
= [#] &) [#] [
[}

&

Throughperiodno

= -1228175.25
Return the total liabilities for the spedified fund.

Includeencumbrance True to indude encumbrances {default false).

Formula result = (1,228,175.25)
Help on this function [ oK l l Cancel ]

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B | E [ B =
1 Actual
|2
3 [ 100]General Fund |=GetTotalFundLiabilities(A3,C2,1)
4
A B | C |
1 Actual
2 £/31/2013
3

3| 100 General Fund _ (1,228 175.25)
4 |

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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Function Arguments ! | [
GetTotalFundLiabilities
Funds | A3 fRE| = 100
Perindenddate | C2 BRz| = 41425
Incudeencumbrance | | =
Includereportonly sl =
Throughperiodno Bz =

= -1228175.25 |
Return the total liabilities for the spedified fund. |

Includeencumbrance True toindude encumbrances (default false).

Farmula result = (1,228,175.25)
Help on this function [ oK ] [ Cancel
B A B | C | D E
1 Actual

2 5/31/2013
| 3 [ 100]General Fund |=GetTofalFundLiabilities(A3,C2)
A

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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-

Function Arguments

GetTotalFundLizbilities

1

Funds |A3 ERs| = 100
Periodenddate |2 FRz| = 41425
Indudeencumbrance =
Includerepaortonly el =
Throughperiodno | 13| el = 13 |
= -1228175.25 i

Return the total liabilities for the specdified fund.

Throughperiedno The period to get balances through each year.

Formula result = (1,228,175.25)

Help on this function (0] 4 ] [ Cancel

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.

=GetTotalFundRevenues()

The =GetTotalFundRevenues () custom function will provide you with the total
balance for all revenues of a particular fund for a specified period. This custom
function utilizes five arguments: funds, period end date, include encumbrance entries,
include report only entries and through period number.
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Function Arguments B -
GetTotalFundRevenues
Funds Fesz| = 100
Periodenddate | C2 Wa| = 41425

Indudeencumbrance |1

P fona |
] (] )
L[}
=

Induderepartonly %
Throughperiodno el = |
= -6371972.499 |
Return the total revenues for the spedfied fund. |
Funds The range of funds.
Formula result = (6,371,972.49)
Help on this function [ Ok ] I Cancel l

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

| A E | C [ D E
Actual

1
el 5/31/2013
i General Fund |=GetTotalFundRevenues(A3.C2.1)
4
5

A B i C | D
Actual
5312013
100 General Fund  (6.371.972 49)

-h-lu_'nh_‘n—h

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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-
Function Arguments - @ﬂ

GetTotalFundRevenues

Funds |[H

Periodenddate |C2

100

41425

Indudeencumbrance
Indudereportonly
Throughperiodno

= -5371972.99 3
Return the total revenues for the spedified fund.

Funds The range of funds.

Farmula result = (6,371,572.49)

Help on this function [ OK ] [ Cancel

A B | C | D E
1 Actual

(2

__3_Genera| Fund |=GetTotalFupdRevenues(A3,C2)

4

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

- 5
Function Arguments - l"@ e

GetTotalFundRevenues
Funds |A3 = 100
Periodenddate |2 = 41475
Indudeencumbrance FRs| =
Indudereportonly sl =
:; Throughperiodna | 13 FRz| = 13 |
| = -6371972.49 1

Return the total revenues for the spedified fund.

Throughperiodno The period to get balances through each year.

Farmula result = (8,371,972.43)
Help on this function oK ] [ Cancel
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Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.

=GetTotalFundBudgetExpenditures()
The =GetTotalFundBudgetExpenditures () custom function will provide you with the
budget for all expenditures of a particular fund for a specified period. This custom

function utilizes five arguments: funds, period end date, include encumbrance entries,
include report only entries and through period number.

Function Arguments | B |-
GetTotalFundRevenues
Funds |FE] = 100
Periodenddate |C2 | = 41425

Indudeencumbrance |1

| [T (@) (@
) ) (1)
I
-

Induderepartonly A
Throughperiodno =
= 5637197249
Return the total revenues for the spedfied fund.
Funds The range of funds,
Formula result = (6,371,972.49)
Help on this function [ OK ] I Cancel l

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook into a cell or find it in the functions list

by clicking the F | button. To find it in the functions list, you will need to change the
Or select a category to “Caselle General Ledger”.
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A B | C i D E
Actual

1
Bl 5/31/2013
_3_ General Fund |=GetTotalFundRevenues(A3.C2.1)
4
g

A E i C | D
Actual
£/31/2013
_ 100 General Fund (6,371,972 49)
| i 1

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @‘&J
GetTotalFundRevenues
Funds | O] = 100
Periodenddate | C2 fRz| = 41425
Incudeencumbrance =
Indudereportonly el =
Throughperiodno el =
= -5371972.949
Return the total revenues for the specified fund.
Funds The range of funds.
Formula result = (6,371,572.49)
Help on this function OK ] [ Cancel
[ A THI - s I -
1 Actual
o 5/31/2013
Be i General Fund |=GetTotalFuhdRevenues(A3.C2)
4
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In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

" .
Function Arguments l@ &J
GetTotalFundRevenues
Funds |A3 FRz| = 100
Periodenddate | ©2 FR:| = 41425
Includeencumbrance =
Incudereportonly R =
1 [ ==
Throughperiodno | 13| =5

37197299
Return the total revenues for the spedified fund.

Throughperiodno The period to get balances through each vear,

Formula result = (8,371,972.49)
Help on this function Ok ] [ Cancel

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.

=GetTotalFundBudgetRevenues()

The =GetTotalFundBudgetRevenues () custom function will provide you with the
budget for all revenues of a particular fund for a specified period. This custom
function utilizes five arguments: funds, period end date, include encumbrance entries,
include report only entries and through period number.
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Function Arguments B -
GetTotalFundRevenues
Funds Fesz| = 100
Periodenddate | C2 Wa| = 41425

Indudeencumbrance |1

P fona |
] (] )
L[}
=

Induderepartonly %
Throughperiodno el =
= -6371972.49 |
Return the total revenues for the spedfied fund.
Funds The range of funds.
Formula result = (6,371,972.49)
Help on this function [ Ok ] I Cancel l

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B | C | D E
Actual

1
el 5/31/2013
_3_ General Fund |=GetTotalFundRevenues(A3.C2.1)
4
5

A E i C | D
Actual
£/31/2013
_ 100 General Fund (6,371,972 49)
| i 1

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
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in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @éj
GetTotalFundRevenues
Funds F&s| = 100
Periodenddate | C2 FRz| = 41425
Includeencumbrance gl =
Indudereportonly Bl =
Throughperiodno Bl =
= -H371972.99
Return the total revenues for the specified fund.
Funds The range of funds.
Formula result = (6,371,572.49)
Help on this function [ oK ] [ Cancel
A N - s I E
1 Actual
& 5/31/2013
S 100] General Fund |=GetTotalFuhdRevenues(A3, C2)

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
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GetTotalFundRevenues
Funds A3 FRs| = 100
Periodenddate 5}:_2 ';,_"i = 41425
Indudeencumbrance | ._E,ﬁ =
Indudereportonly | FRs| =
Throughperiodno 13| | = 13

37197299
Return the total revenues for the spedified fund.

Throughperiodno The period to get balances through each year.

Formula result = (6,371,972.49)

Help on this function OK ] [ Cancel ]

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.
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Category Functions
The following functions are used in conjunction with reporting categories as setup in
the Caselle General Ledger.

=CategoryAccountList()

The =CategoryAccountList() function will provide you with a list of accounts for a
specified category. This function utilizes one argument: Category.

E

Function Arguments |.i|—g—hj

CategoryAccountlist

Categories | [ .5 "10A162"

"1057350',' 1057610, 1057741
Returns a list of accounts for a spedified list of categories.

Categories The comma separated list of categories to get accounts from,

Formula result = '1057350','1057610',' 1057741

Help on this function [ oK l l Cancel l

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A | B i D

1
2 [ 10A162 |=CategoryAccountList(AZ)

A BT C D
1
2 10A162 1057350 1057610°, 1057741
1

= |

=GetCategoryBalance()

The =GetCategoryBalance() function will provide you with the year-to-date balance
for a particular category through a specified month. This function utilizes five (5)
arguments: category, period end date, include encumbrance entries, include report
only entries, and through period number.
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[ = '
Function Arguments 3 M
GetCategoryBalance
Categories |AZ FRz| = "AP”
Periodenddate |B1] [(] = 41839
Includeencumbrance | =
Includereportonly =
Throughperiodno el =
= -20179.11

The the period balance for the spedfied list of categories.
Periodenddate The period end date.

Formula result = -20179.11 I.

il Help on this function Cancel

o JI )

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the e | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A | B | C D
1 12/31/2013
2 AP | =GetCateqoryBalance(A2,.B1)
3
A p—mm— D
1213172013
2 AP -20179.11
_BJ [ 1

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
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Once you have this function set, you can simply change the month (cell B2 in the
example above) and the category balance will automatically change. \

=GetCategoryBudget()

The =GetCategoryBalance() function will provide you with the year-to-date balance
for a particular category through a specified month. This function utilizes six (6)
arguments: category, period end date, budget level, include encumbrance entries,
include report only entries, and through period number.

-

L2 ||

Function Arguments

GetCategoryBudget

Categories | A2 = "AP"

| »

Periodenddate | B1 41635

m

Budgetlevel | g

Indudeencumbrance

Induderepartonly

The the period budget balance for the spedified list of categories.
Budgetlevel The budgetlevel to use.

Formula result = 0

Help on this function [ oK ] [ Cancel ]

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D
1 [ 6/30/2014]
2 |AP | =GEtCategoryBudget(A2 B1.6)
3

A e C© D
1 6/30/2014
2 AP 5610
3
7| | |
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You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell B2 in the
example above) and the category balance will automatically change.

=CategoryName()
The =CategoryName() function will provide you with the name for a specified
category. This function utilizes one argument: Category.

Function Arguments ? | 22

GetCategoryMName

Categorycode (A1 2.7

|

"financ™

"finance™

Mo help available.

Categorycode The category code,

Formula result = finance

Help on this function [ 0K ] | Cancel ]

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook or find it in the functions list by clicking

the /= | button. To find it in the functions list, you will need to change the Or select a
category to “Caselle General Ledger”.
______ « A [TBT c D
___1___$nan|:: | =GetChtegoryName(A1)
P
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A
1 financ finance

2] I

P

(%]

=GetPeriodBalanceCategory()

The =GetPeriodBalanceCategory() custom function will provide you with the period
actual for a particular category for a specified month. This custom function utilizes
five arguments: categories, period end date, include encumbrance entries, include
report only entries, and through period number.

Function Arguments I. 2 ﬁ]

GetPeriodBalanceCategory

L |
1

Categories FRa| =
Periodenddate e =
Includeencumbrance s =
Includereportonly FRz| =
Throughperiodnao | =

The the period balance for the specified list of categories.

Categories The range of categories to get accounts from,

Formula result =

Help on this function | ok || cane |

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply ty pe this function into a cell in your Excel

workbook or find it in the functions list by clicking the 2 | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B E D E
1 1/31/20151

2 |SNOW  I=GetPeriodBalanceCategory(22.51.1.0)
2

A B
1 1/31/2015

2 |snow [8.859.58 ]
3
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

-

Function Arguments ? P
GetPeriodBalanceCategory
Categories | A2 Rl = "SNOwW"
Periodenddate | B1 [E®] = 42035
Includeencumbrance e =
Includereportonly =
Throughperiodno | =
= 8859.58
The the period balance for the specified list of categories.
Categories The range of categories to get accounts from.
Formula result = 5,559.58
Help on this function ok | [ Ccancel
A B C D E
pr——
1 1/31/20151
2 [SNOW  |=GetPeriodBalanceCategory(42.51)
2

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.
If my fiscal year-end is December 31 for example, | can pull balances through period
12, 13, or 14 for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
Function Arguments 2=

GetPeriodBalance

Accounthiumber A2 "10-10100

PeriodEndDate C1 40543
IncludeEncumbrance
IncludeReportOnky

ThroughPeriodNo | 13|

13

= 175653.82
Mo help available.

ThroughPeriodlo

Formula result = 176,653.82

Help on this function OK ] I Cancel
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& B C D
1 I 12/31/2010]
2 1010100 | Cash - Combined Fund |=GetPeriodBalance(A2,C1,..13)

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.

=GetPeriodCategoryDebits()

The =GetPeriodCategoryDebits() function will provide you with the period actual
debit entries for a particular category through a specified month. For example, you
can use this function to get a total of all debit entries for the Finance Category for a
specified period. This function utilizes five (5) arguments: category, period end date,
include encumbrance entries, include report only services, and through period number.

-
Function Arguments ‘. m
GetPerindCategoryDebits
Categories || | =
Periodenddate | =
Indudeencumbrance | =
Indudereportonly FRz| =
Throughperiodno | =

The the period debit balance for the specified list of categaories. |

Categories The range of categories to get accounts from.

Formula result =

Help on this function [ 0K ] [ Cancel l

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the f= | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A _E'_,-{ C D E
1 h_r31.rzn13

& financ | =GetPefiodCategoryCredits(42.81,1.0.)
3
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A [ B |

1 1/31/2013
2 [financ 45697 .1
3 | 1

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments ? Y

GetPeriodBalanceCategory

Categories |A2 ERs| = "SMOwW"
Periodenddate | Bl ERz| = 42035
Includeencumbrance |1 el = 1
Includereportanly |0 ERz| = O
Throughperiodno |13 Rzl = 13
= 8859.38

The the period balance for the specified list of categories.

Throughperiodno The period to get balances through.

Farmula result = 8,859.58

Help on this function [ OK ]l Cancel
A B C D E

1 1/31/2015]

2 [SNOW  I=GetPericdBalanceCategory(£2.51,1.0.13)

3

Once you have this function set, you can simply change the month (cell B1 in the
example above) and the account balance will automatically change.
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=GetPeriodCategoryCredits()

The =GetPeriodCategoryCredits() function will provide you with the period actual
credit entries for a particular category through a specified month. For example, you
can use this function to get a total of all credit entries for the Finance Category for a
specified period. This function utilizes five (5) arguments: category, period end date,
include encumbrance entries, include report only services, and through period number.

5 i)

Function Arguments @. %
GetPeriodCategoryCredits
Categories Bl =
Periodenddate Bl =
Indudeencumbrance | =
Indudereportonly | =
Throughperiodno | =

The the period credit balance for the specified list of categories.

Categories The comma separated list of categories to get accounts from,

Formula result =

Help on this function oK ] [ Cancel

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook or find it in the functions list by clicking

the | button. To find it in the functions list, you will need to change the Or select a
category to “Caselle General Ledger”.

A o E D E
Jﬁewzm?_

financ | =GetPeriodCategoryCredits(A2, B1,1.0,)

oy o P L RS =
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) 1/31/2013
§_|ﬁnanc 2571801
4
5
6

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments “. [ ? -ahj

GetPeriodCategoryCredits

Categories | A2 = "financ”

Periodenddate | B1 = 41305
Indudeencumbrance | 1

Includereportonly |0

) s ) P | ) e
7 7 [# & &
I
=

Throughperiodno | 13| —

=0
||| The the period credit balance for the specified list of cateqories. I

Throughperiodne The period to get balances through. 1

Formula result = 0

Help on this function [ CK ] l Cancel
A B C D E
1 1143172013
2 [financ  |=GetPefiodCategoryCredits(A2.51.1.0.13)
3
4
h

Once you have this function set, you can simply change the month (cell B1 in the
example above) and the account balance will automatically change.
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Activity Functions

The following functions are used in conjunction with activies as setup in the Caselle
General Ledger.

=GetActivityBalance()

The =GetActivityBalance() custom function will provide you with the activity-todate
balance for a particular account through a specified month. This custom function
utilizes six arguments: activity number, period end date, include encumbrance entries,
include report only entries, through period number, and exclude journal codes.

etActivityBalance

ActivityNlumber |A2
PeriodEndDate [c1
IncludeEncumbrance |1|
IncludeReportOnly I
ThroughPeriodiio |

=l i

2 e 2

Mo help available.

IncludeEncumbrance
Formula result =
Help on this function OK I Cancel |

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find

it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B G D E
1 12/31/2011
2 2010011 Main Street Reconstruction |=Getﬁ|::tivitEEl_alance|:A2.C1.1}
A B C
1 12/31/2011
2 201001 Main Street Reconstruction I 1564 .717.68 _l

g a
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

etActivityBalance
ActivityNumber [z ®m =1 -
PeriodEndDate [c1] Fs] = 40908
IncludeEncumbrance I Eﬂ =
IncludeReportonly | i =
ThroughPeriodtio | B = =
Mo help available. )
PeriodEndDate
Formula result =
Help on this function ’TI Cancel |
A B C O
1 12/31/2011
2 201001] Main Street Reconstruction |=GetActimtEEaIance(A2,C1}

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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etActivityBalance
ActivityNumber |42 B =1 =
PeriodEndDate [c1 8] = 40908
IncludeEncumbrance I E._‘ﬂ =
IncludeReportOnly | Eﬁ -
ThroughPeriodlio | 13| o - Ei
Mo help available.
ThroughPeriodtio
Formula result =
Help on this function oK I Cancel
A B C D E
1 12/31/2011
2 2010011 Main Street Reconstruction |=Gebﬁ~ctivitEEl_alance[A2,C1,.,13}

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the activity balance will automatically change.

2]x]
etActivityBalance
PeriodEndDate |
IncludeEncumbrance I
IncludeReportOnly |
ThroughPeriodio |
ExcludelournalCodes ICDA|

s N

2 5 2

Mo help available.

ExcludeJournalCodes

Formula result =

Help on this function oK I Cancel |

\

Lastly, you can specify what Journal Codes you want to exclude. This is especially
useful as Clarity will add both the AP and the CDA Journal Codes to the Activity from
Accounts Payable.
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=GetActivityBudget()

The =GetActivityBudget() custom function will provide you with the total budget for a
particular activity through a specified month. This custom function utilizes six
arguments: activity number, period end date, budget level, include encumbrance,
include report only, through period number and exclude journal codes.

Function .&rguments‘ _ M
GetactivityBudget
Activitynumber = 3 &
Periodenddate | D2 = 41425 |
Budgetlevel |3 Bl = 3 1
Indudeencumbrance | = '
Includereportonly Bz = -
i
| | = 39000
|| Mo help available.
Activitynumber The GL activity number,
I
Formula result = 32000
Help on this function 0]4 ][ Cancel
L — 3

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. .

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the s | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B C D | E E
1 Actual Budget
2 12;31;2011
3 2010011 Main Street Reconstruction 154,717 .68 |=GetActimtEEl_udget[AS,DE,SH
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A B B b
Actual Budget
1203172011 12031/2011
201001 Main Street Reconstruction 154, 717.68 I 100.270.00 _l

AN 404

LS| —

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell D1 in the
example above) and the account balance will automatically change.

Function Arguments [ 2 -th
GetActivityBudget
Budgetlevel 3 % o -
Indudeencumbrance ﬁ =
Includereportonly Rz = 3
Throughperiodno Bz = 1
Exdudejournalcodes | cDa| FR| = -

39000

Mo help available.

Excludejournalcodes A range of journal codes to exdude from the balance.

Formula result = 33000

Help on this function [ QK ] [ Cancel I

L |

Lastly, you can specify what Journal Codes you want to exclude. This is especially
useful as Clarity will add both the AP and the CDA Journal Codes to the Activity from
Accounts Payable.
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=GetAccountActivityBalance()

The =GetAccountActivityBalance() custom function will provide you with the
activityto-date balance for a particular account through a specified month. This
custom function utilizes six arguments: account number, activity number, period end
date, include encumbrance entries, include report only entries and through period
number.

Function Arguments |. D |-
GetAccountActivityBalance
Accountnumber | [ FRs| = ™100-20-51513-000% -
Activitynumber |B3 el = 3 (1
Periodenddate | C2 | = 41425 (=
Includeencumbrance | 1 sl = 1
Indudereportonly = -
= 3700

Returns the activity balance within a specified account.

Accountnumber The account number.,

Farmula result = 3700

Help an this function [ Ok ] I Cancel I

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A g . D E F
1 |Account Activity  Actual
2 T531/2013]
3 :100-20-51513-0001 3] =GktAccountActivityBalance(A3,83.C2 1)
4
A B | € | D
1 Account Activity  Actual
2 5/31/2013
3 100-20-51513-000 3 3700
-] !
5
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

.Function Arguments ["'@ ﬁJ
GetAccountActivityBalance
Accountnumber | A3 F&:| = "100-20-51513-000° -
Activitynumber | B3 sl = 3 [
Periodenddate | C2 FRz| = 41425 3
Indudeencumbrance || =
Indudereportonly FRs| = o~
= 3700

Returns the activity balance within a specified account.

Includeencumbrance True toindude encumbrances (default false).

Formula result = 3700

Help on this function [ CK l’ Cancel
| 4 A B I__C___| D E F
1 |Account Activity  Actual
2 A{31/2013
3 [100-20-51513-0001 3] =GetAccountActivityBalance(A3,B3.C2)
4
=

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
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Function Arguments (e |
GetAccountActivityBalance
Activitynumber | B3 sl = 3 -
Periodenddate | C2 FRs| = 41425
Indudeencumbrance = =
Indudereportonly Bzl =
Throughperiodno | 13| = 13 i
= 3700

Returns the activity balance within a specified account.

Throughperiodno The period to get balances through each year.

Formula result = 3700

Help on this function [ oK ][ Cancel ]
A B e b E F

1 Account Activity  Actual

2 Te/31/2013]

3 [100-20-51513-000 3] =Getl\ccountActivityBalance(A3,B3,C2,,.13)

4

Once you have this function set, you can simply change the month (cell C2 in the example
above) and the activity balance will automatically change.
=GetAccountActivityBudget()

The =GetAccountActivityBudget() custom function will provide you with the
activityto-date balance for a particular account through a specified month. This

custom function utilizes seven arguments: account number, activity number, period

end date, budget level, include encumbrance entries, include report only entries and
through period number.
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Function Arguments [ |
GetAccountActivityBudget
Accountrumber | A3 FRz| = "100-20-51513-0007 £
Activitynumber |53 FRz| = 3 [
Perindenddate | D2 B| = 41425 |7
Budgetevel |3 | = 3
Includeencumbrance | 1 sl = 1 -

39000
Returns the budget for an activity within a specfied account.

Includeencumbrance True to indude encumbrances (default false).

Formula result = 39000

Help on this function [ DK ] [ Cancel I

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the 2 | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B . —pm— F G

1 Account Activity  Actual Budget

i 5;31.#2013m

5 [1[][]-2[]-51513-[][]01 31 3?0[]|=Getl&ccnyntﬂctimy5udget(ﬂS,EﬂE.DE,E.1]-

4
A B C. -

1 Account Activity  Actual Budget

2 BI31/2013 5/31/2013

3 [100-20-51513-000 3 3700 33000

You can utilize this function to provide you the budget through any budget level. You
can see your different budget levels by clicking on Budgeting | Budget Levels in the
Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget levels
in the example above. By specifying six (6) as the budget level, the account’s entire
budget will appear on the spreadsheet.
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @éj

GetAccountActivityBudget

n
#

Accountnumber | A3 = "100-20-51513-000" -

]
1

b )
I
L

Activitynumber | B3 = 5]

m

Periodenddate | D2 = 41425
Budgetlevel |3

Indudeencumbrance ||

Returns the budget for an activity within a specified account.

Includeencumbrance True to indude encumbrances (default false).

Formula result = 0

Help on this function [ oK ][ Cancel
A B C ™ E F G
1 Account Activity  Actual Budget
2 £/31/2013[5/31/2013
3 [100-2051513-0001 3 3700|=GetAEcountActivityBudget(A3,63,02,3...)
4

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
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Function Arguments &lﬂ_hj
GetAccountActivityBudget
Periodenddate |02 FRz| = 41425 -
Budgetlevel |3 @ = 3
Incudeencumbrance | = 1
Includereportonly s = 13
Throughperiodno | 13| | = 12 e |
= 39000

Returns the budget for an activity within a spedified account,
Throughperiodno The period to get balances through each year.

Formula result = 39000

Help on this function [ Ok ]l Cancel
A B | € | D E F

1 Account Activity  Actual

2 53172013

3 [100-20-51513-000] 3] =GethccountActivityBalance(A3,B3.C2...13)

4

Once you have this function set, you can simply change the month (cell C2 in the
example above) and the activity balance will automatically change.

=GetActivityBalanceDateRange()

The =GetActivityBalanceDateRange() custom function will provide you with the
activity-to-date balance for a particular account through a specified month. This
custom function utilizes seven arguments: activity number, period start date, period
end date, include encumbrance entries, include report only entries, through period
number, and exclude journal codes.
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Function Arguments Rt

GetActivityBalanceDateRange

Activitynumber | A3 E —=5 -
Periodstartdate | C2 [E%] = 41306 |
Periodenddate | D2 (%] = 41425 F
Indudeencumbrance | [l el = 1
Incudereportonly = - I
= 3700

Returns the activity balance for a given activity over a spedified period of time.

Includeencumbrance True to include encumbrances (default false).

Formula result = 3700

Help on this function OK ] [ Cancel

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A E ™™ b E F G
1 Actual
2 I 21720131 5/31/2013]
31 3lAudit |=Get&tivilyElalanceDateRange(ﬁE.CE.DE.1..."CDA"}
4
A . e——m— )
1 Actual
2 2/1/2013 5/31/2013
R 3 Audit 3700
4|
e ']
5

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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Function Arguments . 1L eS|
GetActivityBalanceDateRange
Activitynumber | A3 B = 3 -
Periodstartdate | C2 | = 413086 |
Periodenddate D2 BRs| = 41425 [T
Indudeencumbrance || | =
Indudereportonly G| = -
= 3700
Returns the activity balance for a given activity over a specified period of time. I

Includeencumbrance True to indude encumbrances (default false).

Formula result = 3700

Help on this function [ oK l l Cancel ]

4 [ B e
Actual
2 [ 2/1/2013]5/31/2013]

1
2
_S_Audit |=GethctivilyEJaIan|:eDateRange[AS.CE.DE...."CDA"}
4
b

| D = F G

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the

ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments M
GetActivityBalanceDateRange

Activitynumber | A3 Rzl = 3 -
3l
Periodstartdate | C2 = 41306 21
Periodenddate |D2 BE| = 41425 |
Includeencumbrance | = 1

|

Includereportonly | 13| sl = 13 Al |

= 3700 |

I

Returns the activity balance for a given activity over a specified period of time.

Includereportonly Indude report balances only {default false).

Formula result = 3700

Help on this function QK l [ Cancel
A = |_ = | L E = &

1 Actual

2 I 2r2013T 5/31/2013]

3

___;:’-‘kudit |=Getﬂctivir_-,rElaIann:eDateRange[ﬁS,CE,DE.,‘I3,."CDA"}
4
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Once you have this function set, you can simply change the dates (cells C2 and D2 in
the example above) and the activity balance will automatically change.

Function Arguments M
GetActivityBalanceDateRange
Periodenddate |5 ERz| = 41425 -
Indudeencumbrance

Indudereportonly | 13 13

m

Throughperiodno

Exdudejournalcodes | “CDA™ "CDA" =

= 3700
Returns the activity balance for a given activity over a spedified period of time.

Periodenddate The period end date.

Formula result = 3700

Help on this function [ 0K ] | Cancel ]

Lastly, you can specify what Journal Codes you want to exclude. This is especially
useful as Clarity will add both the AP and the CDA Journal Codes to the Activity from
Accounts Payable.

=GetActivityBalanceDay()

The =GetActivityBalanceDay() custom function will provide you with the balance for a
particular activity on a specified day. This custom function utilizes two arguments:
activity number and the date.

Function Arguments @I&J

GetActivityBalanceDay

Activitynumber | B =3
The date |C2 = 41402
= 3700

Returns the activity balance for a single day for a specified activity.

Activitynumber The account number,

Formula result = 3700

Help on this function QK ] [ Cancel
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To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B [ | D E
1 Actual
2 5/8/2013
o 3] Audit |=Get&tiﬂl&rﬁalanceDay[ﬁnB,CE}
4

1 Actual

2 5/8/2013
3 3 Audit 3700
A 1

|

=GetActivityPeriodBalance()

The =GetActivityPeriodBalance() custom function will provide you with the balance
for a particular activity for a specified period. This custom function utilizes six
arguments: activity number, period end date, include encumbrance entries, include
report only entries, through period number, and exclude journal codes.

Function Arguments LIE'J LS
GetActivityPerindBalance
Periodenddate |2 ERs| = 41425 -
Indudeencumbrance |1 —=]
Includerepartonly Rzl = 3
Throughperiodno =
Exdudejournalcodes | | Rzl = -
= 3700

Get the activity balance for a spedified period.

Excludejournalcodes A range of journal codes to exdude from the balance.

Formula result = 3700

Help on this function [ Ok ] [ Cancel ]

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for this
custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
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it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

B | € | D | E | F

Actual
503172013

A
1
2
3 JAudit  [=GefctiityPeriodBalance(A3.C2.1)
4

A

1 Actual

2 BI3172013
3 3 Audit 3700

4 |

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

| =

Function Arguments

GetActivityPeriodBalance
Activitynumber | A3

Jn|ian
) B il
n
g
[y
I
1=
un

Periodenddate |2

m

=

Incudeencumbrance ||

Includerepartonly

Throughperiodno
= 3700
Get the activity balance for a specified period.

Includeencumbrance True to include encumbrances (default false).

Formula result = 3700

Help on this function [ Ok ] [ Cancel
B | € | B, E F
Actual
53172013

3] Audit |:Get&tiﬂlyF'erindElalance[AlCE}

Pl =
=

In addition, you can specify what period you want the balance to appear through.

This is especially useful when you are referring to the last month of the fiscal year. If
my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14 for
the month of December. This is done by entering a value into the
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ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

GetActivityPeriodBalance
Periodenddate |c2 S| = 41425 -
Incudeencumbrance | = 5
Indudereportonly e = =
Throughperiodno 13 R = 13
Excudejournalcodes CDA| | = -
= 3700

Get the activity balance for 3 specified period.
Excludejournalcodes A range of journal codes to exdude from the balance.

Formula result = 3700

Help on this function [ oK I[ Cancel
. A | B | ] v | E | F | &
1. Actual
2 [ 2/17201375/31/2013]
'3[ 3laudit  |=GetActjvityBalanceDateRange(A3.C2.D2,.13,,"CDA")

i

Once you have this function set, you can simply change the dates (cells C2 and D2 in
the example above) and the activity balance will automatically change.

GetActivityBalanceDateRange

Periodenddate | 5H] = 41475 .
Indudeencumbrance . | =
Indudereportonly | 13 = =% |
Throughperiodno [ Rl = i
Exdudejournalcodes 'CDA‘ f| = "CDA" -
= 3700

Returns the activity balance for a given activity over a specified period of time.
Periodenddate The period end date.

Formula result = 3700

Help on this function [ QK ; [ Cancel
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Lastly, you can specify what Journal Codes you want to exclude. This is especially

useful as Clarity will add both the AP and the CDA Journal Codes to the Activity from
Accounts Payable.

=GetActivityTitle()

The =GetActivityTitle() custom function will provide you with the title of the specified
activity. This custom function utilizes one argument: activity number.

Function Arguments (-7

GetActivityTite

|
1

ActivityNumber | =

Mo help available.

ActivityNumber

Formula result =

Help on this function OK ] [ Cancel

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the 2 | button. To find

it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B
1
2 | 201001 =GetActivity Title[A2) |

ArA A A

lllustration 2: Formula Example

A B

| 2 201001| Main Street Reconstruction !

m~moaa

1

General Ledger Detail Drill-Down

!
Civic Connect only: From Account List, there is an icon you can click to view
that account’s detail.

122



A

software eIevatIed

01-51-373-00 INTEREST - CAP OUT RES -POLICE
01-51-391-00 TRANSFERS - POLICE

01-51-4001 FULL TIME SALARIES I |
01-51-4002 PART TIME SALARIES I |
01-51-4003 CLERICAL SALARIES I |
01-51-4004 CROSSING GUARD SALARIES r |
01-51-4010 DEFERRED COMPENSATION @
01-51-4020 IMRF ¥ |

v

When you select that icon, you can select a Start Period and End Period to generate
results.
Result screen example below:

GL Detail 01-51-373-00 - INTEREST - CAP OUT RES -POLICE(R)
Start Period: End Period:
00/23 (05/01/2023) - 05/24 (05/31/2024) -
YTD Balance: Total Budget: Encumbrance: Variance:
($0.16) ($1.00) $0.00 (50.84)
Drag a column header here to group by that column X A B G
Date T = Ref No = JmlCo = Description = = Debit = Credit
6/28/2023 21-2 CRJE INTEREST POSTING APRIL & MAY 2023 $0.00 (50.16)

miExcel and Civic Connect: When utilizing the =GetAccountBalance function, you
have the ability to drill-down into the general ledger detail for that account. This
drill-down capability only works with the =GetAccountBalance function.

GL Detail

To see the general ledger detail, follow these steps:
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1.  After you have utilized the =GetAccountBalance function in your
spreadsheet, right-click on that cell.

D3 >
A

1

2 Title

3 |10-54-110 Salaries & VWages
4 M0-R4-130 Fmnlowes Benefits

Nis

B c

Department

FOLICE DEPARTMENT
PO ICF NFPARTMENT

=GetAccountBalance(A3 $D5%2)

D

53172015

| ]
43 096 21

2. Select GL Detail at the bottom of the list.

D3 - I
A B

1

2 Title

3 |1U-54-11[] Salaries & Wages

4 |10-54-130 Employee Benefits

5 |10-54-210 Books & Memberships

6 |10-54-230 Travel & Training

7 110-54-240 Office Supplies & Expense

8 |10-54-250 Equipment - Supply/Maint

9 |10-54-255 Fuel & Oil

10 [10-54-270 Utilities

11 10-54-280 Telephone

12 |10-54-350 Contract Senices

13 |10-54-450 Animal Control Expenses

14 110-54-610 Miscellaneous Supplies

15 |10-54-620 Miscellaneous Services

16 |10-54-720 Capital Outlay - Buildings

17 |10-54-741 Capital Outlay - Equipment

18 |10-54-742 Capital Outlay - Vehicles

19 |10-54-743 Capital Outlay - Furniture

20 |10-54-790 Depreciation

21

22

23

24

25

26

27

28

=GetAccountBalance(A3,5D52)

C D Arial
B
Department 5/31/201.
POLICE DEPARTMENT 93.167.64
POLICE DEPARTMENT 43.096.21 &6
POLICE DEPARTMENT 80.80 g
POLICE DEPARTMENT 590.0C
POLICE DEPARTMENT 640.38 D
POLICE DEPARTMENT 6.866.7¢
POLICE DEPARTMENT 1.629.9¢
POLICE DEPARTMENT 794.53
POLICE DEPARTMENT 1,395.8C
POLICE DEPARTMENT -
POLICE DEPARTMENT 82454
POLICE DEPARTMENT 800.0C
POLICE DEPARTMENT 1,200.0C
POLICE DEPARTMENT =
POLICE DEPARTMENT 10,025.6C
POLICE DEPARTMENT 800.0C
POLICE DEPARTMENT -
POLICE DEPARTMENT 2,000.0C J
&
8

0 KA S % B

I =O-A-

.0 .00
%0 50 ¥

Cut

Copy

Paste Options:

e

=4

iill 3

Paste Special...

Inzert...

Delete...

Clear Contents

Quick Analysis

Filter 3
Sort 3
Insert Comment

Format Cells...

Pick From Drop-down List...
Define Mame...

Hyperlink...

GL Detail

s

3.  The general ledger detail for that fiscal year through the date
being utilized in your =GetAccountBalance function will appear.
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-
[ General Ledger Account Detail ="
Account Information Period Dates
Account 10-54-110 (@ Yearto Date 05/15 (5/31/2015) |
Title Salaries & Wages () Range
From [
YTD Aclual ~ $53,167.64 YTD Budget  $107.000.00 L]
To
Exporting Account Options
Print Preview Copy To Clipboard D Include R t Onk

Account & PdDate & GLPd | Joumrnal Ref Seq  Date Type Description Amount
» | 10-54-110 713112014 714 PC 12 1 732014 PAYROLL TRANS F_ $2.992. . Al
10-54-110 713112014 714 | PC 52| 1|7812014 Actusl PAYROLL TRANS F._ $3.992. 59 |
10-54-110 83172014 814 |PC 1| 8282014 Actual PAYROLL TRANS F._ 34,102 EB
10-54-110 93012014 914 1|9/25/2014 Actual PAYROLL TRANS F._ 34.370.19 I :
10-54-110 10/31/2014 1014 PC 1] 10/2372014 Actusl PAYROLL TRANS F._ 34,277 44
10-54-110 11/30/2014 1114 PC 1| 11/62014 Actual PAYROLL TRANS F._ 3421269
10-54-110 123172014 1214 PC 120 112742014 Actual PAYROLL TRANS F._ 54,146 69
10-54-110 1312015 115 | PC 1| 112015 PAYROLL TRANS F._ $4,163.38
___——_____ >
Sum=593,167 .64

Drill-Down

From the General Ledger Account Detail screen, you have the ability to drill-down on
most transactions to see additional information. Simply double-click on a transaction
to see additional information. Examples of some of those screens follow on the next
pages.
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§ General Ledger Account Detail

=L
Invoice Details
Vendor Number: 250 Invoice Number: 59005423
Vendor Name:  Chevron USA Inc Date: /42015
Seq® 4 Description GIL Account Total Cost
3 1 FUEL&OIL 1044255 $1650 ~
3| FUEL&OIL 1050255 $82.59
5 FUEL & OIL 1060255 521475
7| FUEL&OIL 5180255 $16.25
9 FUEL & OIL 5280255 $21.40
11 | FUEL & OIL 5380255 $35.45
13 | FUEL & OIL 7940255 $12.15
Sum=51,069.56

@ General Ledger Account Detail

[E=EET—=)

(<) DISTRIBUTION

Payroll Distribution

GL Account Number: 1054710

Gordon. Natalie C

Price, Gordon

Price, Gordon

Slade. Randy L

GLAccount Tile:  Salanes & Wages
Employee a  Payroll ltem
» Ellison, Ray Regular Pay

Regular Pay

Regulzr Fay

Sick Leave

Vacation Pay

Pay Peniod Date: 4/4/2015
Total Distribution: 54,307 38

Amount

$0.00

$0.00

Sum=$4.307.38
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@ General Ledger Account Detail =
Joumnal Eniry
Journal Code: FE Penod Date: 4/30/2015
Drag a column header here to group by that column
Date Ref No a SegNo a | Acct No Description Amount Tran Type
S om0 PAROWTRAL | SiSSe Adel
41972015 19 1) 7340130 PAYROLL TRAN.. $310.05  Actual
4/9/2015 il 1 1041130 PAYROLL TRAN.. $87.84 Actual
41412015 23 1| 0222550 PAYROLL TRAN. ($161.54)  Actual
4142018 25 1 0222210 PAYROLL TRAN.. ($1.590.05) Actual
41412015 27 1) 0222700 PAYROLL TRAN.. ($115.28) | Actual
41472015 29 15180130 PAYROLL TRAN.. $765.01 | Actual
4/412015 3 11042130 PAYROLL TRAN.. $36355 Actual
41472015 15181130 PAYROLL TRAN.. $2132.77 Actual
Sum=$0.00
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7
[ General Ledger Account Detail

CASH RECEIPT# 5000014

Receipt Detailz
Received From: Blow, Joe [ Void
Receipt Dale:  4/17/2015
GIL Account Category Description Amount
» | 1036200 1101 Rent & Concessions $100.00

Sum=$100.00
@ General Ledger Account Detail =NACE X
Joumnal Entry
Journal Code: JE Period Date: 5/31/2015
Drag a column header here to group by that column
Date Ref No a | SeqNo & Acct No Description Amount Tran Type
» 53172015 1 1 1054110 TO RECLASSIFY._ $1.000.00 Actual
5312015 1 2 1050110 TO RECLASSIFY.. ($1.000.00) Actual

Sum=$0.00

In addition, further drill-down is available for Accounts Payable transactions. An
example of that screen follows:
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@ General Ledger Account Detail

CHECK# 13565

Check Details
Pay to the order of:  Chevron USA Inc. Check Number: 12565
Mema: FUEL & OIL Date: 3912015

Total Check Amount 51,065 56

Invoice # 4 Description GIL Account Amaount

» 99005483 FUEL & OIL 1044255 $16.50
95005483 FUEL & OIL 1054255 $24568
95005483 FUEL & OIL 1050255 $8259
99005483 FUEL & OIL 1057265 $89.42
55005483 FUEL & OIL 1060255 321475
59005483 FUEL & OIL 1070255 $24 60
55005483 FUEL & OIL 5180255 $16.25
99005483 FUEL & OIL 5181255 $84.35
95005483 FUEL & OIL 5280255 $21.40
99005483 FUEL & OIL 5281265 $61.55
95005483 FUEL & OIL 5380255 $35.45
59005483 FUEL & OIL 5321255 $64.87
55005483 FUEL & OIL 7540255 $12.15

Sum=51.069.56

Print Preview General Ledger Detail

From the General Ledger Account Detail screen, you have the ability to print the
detail that appears on the screen. Simply click the Print Preview button on the
General Ledger Account Detail screen.

J General Ledger Account Detail

Account Infermation F
Account 10-54-110 1
Title Salaries & \Wages

YTD Actual 58316764 YTD Budget  $107.000.00

Exporting A

-y
A L

Print P {éu. Copy To Clipboard r

Preview and Print the GL detail

Accotrm— = Tupore— = acro—  Journal | Ref Seq Date
» | 10-54-110 73172014 714 PC 12 1 732014
10-54-110 713172014 714 PC 32 1 InvR04

Copy General Ledger Detail To Clipboard

From the General Ledger Account Detail screen, you have the ability to copy the
detail to the clipboard to be pasted into your Excel spreadsheet. To do that, follow
these steps:
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1.  From the General Ledger Account Detail screen, click on Copy
To Clipboard.

@ General Ledger Account Detail

Account Information

Account 10-54-110

Title Salanes & \Wages

YTD Achual £33.167 64 YTD Budget
Exporting

g a
Print Preview Copy To C‘bonard
Copy Detail to Clipboard
Account & PdDate & GLPd | Journal

v ANRA_AIM TrN1A T4 BT

2. Return to your spreadsheet by closing out the General Ledger
Account Detail screen.

3.  Click on an open area or blank worksheet within you
spreadsheet.

4.  Use Paste by right-clicking on a cell and selecting Paste, press
Ctrl-V on your keyboard, or go to Home on the ribbon and select
Paste to paste the detail into your spreadsheet.

Imports

You can import journal entries or your budget directly into the general ledger database
from Excel. This is done by utilizing the Import Journal Entry button on the miExcel

ribbon at the top.
Importing Journal Entries
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To import journal entries, follow these steps:

1.  Highlight the range of cells on your spreadsheet that represent
the journal entry that you would like to import.

s " - ——— D | E | F [——
+ JOURNAL ENTRIES
2 12/31/2015
3
4
5
6 | RefNo Seq No Date GL Account No  Account Title Description Amount
7 110 1 12/3172015 10-50-110 Salaries & Wages  To reclassify wages 10,000.00
8 1101 2 12031/2015 10-54-110 Salaries & Wages  To reclassify wages (10,000.00)
[ 1102 1 12/3172015 10-50-130 Employee Benefits  To reclassify benefits 2,500.00
10 1102 2 1203172015 10-54-130 Employee Benefits  To reclassify benefits (2.500.00)
44
2. Click on the miExcel or Connect ribbon at the top.
: Connect
miExcel —_—

3.  Click on Import Journal Entry under the General Ledger section
(Note: If the Import Journal Entry button is inactive, please see
the last section Enabling the Import Journal Entry Button).
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ot Journal Entry

General Ledger

Column Mapping

Column
r  RefNo
Seq Mo
Date
Account No
Account Title
Description

Amount

4.  Click the First Row Contains Headers check box if your highlighted

journal entry contains headers.

[l | First Row Contains Headers

5.  You will need to map each column highlighted to the appropriate

Caselle Element under the Column Mapping section. The following
Caselle Elements are available: Activity_Number, Amount, Comment,
Date, Description, GL_Account_Number, Job_Number, Journal Code,
Journal Group, miViewPoint Department, None, Reference, or
Sequence. At the least, you will need to have Amount and
GL_Account_Number in your mapping.

Cazelle Element
Reference

Sequence

Date

GL_Account Mumber
Mone

Description

Amount

6.  Specify the Journal Code you will be importing your journal entry
into. A journal code is necessary unless you have specified a journal
code in your spreadsheet and is included as a part of your column
mapping in the previous step.
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CDFT

CDTC

CEM

CM

CR

CRIE

DEV

EM

EQ

0

INT

I

JE

ORLCT W
Journal Code JE [Iﬂ

7.  Specify the GL Posting Period the journal entry will be import into.

[F ]

116
Journal Code 216

Budagst Level 316

S 416
HAutomatic Sign F1E % "
GL Posting Period | 1215 H

8. If your highlighted journal entry does not contain a reference
number, the import will take the next available reference number.
If you would like to utilize Split Mode, click the Split Mode button
towards the bottom.

Use Split Entry Mode

9. Specify a different Created Date if you would like to use a date
other than the current date.

Created Date | 72572016 ¥
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10. Click the Validate button to validate the following:
a.The journal entry is in balance.
b.The journal entry contains account numbers that
exist.

c. The journal entry is not utilizing any terminated
accounts.

W

: ¥
Walidate
or
11. Click the Import button to import the journal entry.
Wy
| : ¥
miport

Importing Monthly Journal Entries Example
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You can setup a spreadsheet for your recurring monthly journal entries. The following is
an example of how you could go about setting up that spreadsheet to expedite the
posting of these entries into the General Ledger.

[ R - T R ST R

e
L I =]

-
2R

MONTHLY JOURNAL ENTRIES

12/31/2015
Journal Code Journal Group Acct Number
AE 1 51-81-790
JE 1 51-16510
AE 2 53-80-790
1E 2 53-16510
CcD 3 10-44-540
CcD 3 01-10200
CRIE 4 01-10200
CRIE 4 10-33-500

Title

Depreciation

Accum Depr - Mach, Veh, Furn
Depreciation

Accum Depr - Mach, Veh, Furn
Admin Bank Charges

Cash - Checking 1st State Bank
Cash - Checking 1st State Bank
State Road Fund Allotment

E F

Description Amount

Record monthly depreciation expense 15,693.00
Record monthly depreciation expense (15,693.00)
Record monthly depreciation expense 20,145.00
Record monthly depreciation expense (20,145.00)
Record bank fee 5.00
Record bank fee (5.00])
Record wire of road aids 130,000.00

Record wire of road aids {130,000.00)

Setup your spreadsheet to emulate something similar to the example above. Once you
have your spreadsheet setup, follow these steps:

1.  Highlight the range of cells on your spreadsheet that represent the
journal entry that you would like to import. In the example above,

that would be cells A5 through F13.

A B T D E F

: MONTHLY JOURNAL ENTRIES

/] 12/31/2015

3

4

5 |Journal Code Journal Group Acct Number Title Description Amount

6 |JE 1 51-81-790 Depreciation Record monthly depreciation expense 15,693.00
7 |JE 1 51-16510 Accum Depr - Mach, Veh, Furn Record monthly depreciation expense (15,693.00)
8 |IE 2 53-80-730 Depreciation Record monthly depreciation expense 20,145.00
9 |IE 2 53-16510 Accum Depr - Mach, Veh, Furn Record monthly depreciation expense (20,145.00)
10 |CD 3 10-44-540 Admin Bank Charges Record bank fee 5.00
11|CD 3 01-10200 Cash - Checking 1st State Bank Record bank fee (5.00)
12 |CRIE 4 01-10200 Cash - Checking 1st State Bank Record wire of road aids 130,000.00
13 |CRIE 4 10-33-500 State Road Fund Allotment Record wire of road aids (130,000.00)
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Click on the miExcel ribbon at the top.

Click on Import Journal Entry under the General Ledger section
(Note: If the Import Journal Entry button is inactive, please see
the last section Enabling the Import Journal Entry Button).

Click the First Row Contains Headers check box if your highlighted
journal entry contains headers.

[#] | First Row Contains Headers

You will need to map each column highlighted to the appropriate
Caselle Element under the Column Mapping section.

Caselle Element
Journal_Code
Journal_Group
GL_Account_MNumber
None

Description

Amount

Because you have specified the journal code in your import (i.e. column A), you will not
need to specify the Journal Code in the drop-down field below the Column Mapping.
You may leave this field blank. In addition, you do not need to check the Use Split
Entry Mode check box. Because you have specified a journal group in your import (i.e.
column B), the import will automatically assign the same reference number to those
entry lines with the same number in the Journal Group column on your spreadsheet.
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Please note that the import will not use the Journal Group as the reference number. It
will utilize the next available reference number for that Journal Code but assign the
same reference number to those entry lines with the same Journal Group number.

6. Specify the GL Posting Period the journal entry will be import into.

[F ]

116
Journal Code 216

Budagst Level 316
Bl 416
HAutomatic Sign F1E % "
GL Posting Period | 1215 E
7.  Specify a different Created Date if you would like to use a date
other than the current date.
Created Date | 72572016 W
8.  Click the Validate button to validate the following: O The
journal entry is in balance.
O The journal entry contains account numbers that exist.
g
Validate
or
9.  Click the Import button to import the journal entry.
| n ¥
miport

Importing Budget Entries

You can also use Import Journal Entry to import your budget into the General Ledger. To
import your budget, follow these steps:
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1.  Highlight the range of cells on your spreadsheet that represent the
budget you would like to import.

| A ] B | E D E F G H |

+ 2016 BUDGET

2 | Administration

3

4 Balance  Balance YTD Budget  Projected  Budget
5 12/31/2013 12/31/2014 6/30/2015 12/31/2015 12/31/2015 12/31/2016
6 |10-50-110 Salaries & Wages 9,666.14 14,34553 1434553 29,200.00 28,691.06 30,100.00
7 |10-50-130 Employee Benefits 464436 5178.31 5176831 11,000.00 10,356.62 11,500.00
6 | 10-50-210 Books & Memberships 15.64 324 63 32463  1,400.00 34926 1,100.00
9 110-50-230 Travel & Training 143891 845.90 84590 350000 1,691.80 2500.00
10| 10-50-250 Equipment - Supply/Maint ~ 1,760.00 102326 1,023.26 460000 204652 3,500.00
11 10-60-255 Fuel & Oil 219.35 102.34 10234 945.00 204.68 650.00
121 10-50-305 Attorney 1,320.00 - - 2,000.00 - -
13]10-50-310 Engineer - 147620 1,476.20 840.00 295240  3,100.00
14 | 10-50-610 Miscellaneous Supplies 16.33 30.06 80.06 315.00 160.12 225.00

2. Click on the miExcel or Connect ribbon at the top.

z Connect

miExcel Pttt

3.  Click on Import Journal Entry under the General Ledger section
(Note: If the Import Journal Entry button is inactive, please see
the last section Enabling the Import Journal Entry Button).

= o
Lists Import
ot Journal Entry
General Ledger

4.  Click the First Row Contains Headers check box towards the top if
your highlighted journal entry contains headers.
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EDJ v*| | First Row Contains Headers

5. You will need to map each column highlighted to the appropriate
Caselle Element under the Column Mapping section. You will need
to map each column as either Activity_Number, Amount,
Comment, Date, Description, GL_Account_Number, Job_Number,
None, Reference, or Sequence. At the least, you will need to have
Amount and GL_Account_Number in your mapping.

Column Mapping

Column Cazelle Element

r  RefNo Reference
SeqNo Sequence
Date Date
Account No GL_Account_Number
Account Title Mone
Amount Amount

6.  Specify the Journal Code you will be importing your journal entry
into.

BUDGET

CA Ié
CD

CD2

CDA

CDC

NPT

Journal Code BUDGET [v]

[] Impart Into mivie
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7.  Specify the Budget Level you would like to import the budget
transactions into.

Budget Level '_l_v_!
Automatic Sign 1 - Beginning Ié
GL Posting Period | 2 - Requested
. T : 3 - Recommend
|| Use Split Entry | , _ Approved
Created Date| 2724 b - Modified
I—I ﬁ;_FIHEI' Lo i, .

8.  Check the box to utilize Automatic Sign. When this box is
checked, the import will know that revenues will be imported as
credits and expenses will be imported as debits.

Automatic Sign

9.  Check the box to utilize Year to Date Mode. When this box is
checked, the import will make an adjustment to the current
budget amount so the total year to date budget equals the amount
being imported.

Year To Date Mode
10. Specify the GL Posting Period the journal entry will be import into.

GL Posting Period | DA (13102007 v

11. If your highlighted journal entry does not contain a reference
number, the import will take the next available reference number.
If you would like to utilize Split Mode, click the Split Mode button
towards the bottom.

Use Split Entry Mode
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12. Specify a different Created Date if you would like to use a date
other than the current date.

Created Date | 72572016 [

13. Click the Validate button to validate the following:
a.The journal entry is in balance. Since this is a budget, there is a
chance it will not balance. That is alright.
b.The journal entry contains account numbers that exist.

oy
Validate
or
14. Click the Import button to import the budget.
[ o ¥
miport

Saving an Import Definition
Instead of specifying the journal entry import definition each time, a definition can be
saved to expedite the import process. This is especially useful when the format of your

import rarely changes. To save a journal entry definition, follow these steps:

1.  Highlight the range of cells on your spreadsheet that represent the
journal entry definition that you would like to save.
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] D | E F [——
+ JOURNAL ENTRIES
2 12/31/2015
3
4
3
6 |RefMNo Seq Mo Date GL Account Mo Account Title Description Amount
7 1101 1 12/31/2015 10-50-110 Salaries & Wages  To reclassify wages 10,000.00
B8 1101 2 123172015 10-54-110 Salaries & Wages  To reclassify wages (10,000.00)
B 1102 1 123172015 10-50-130 Employee Benefits  To reclassify benefits 2.500.00
10 1102 2 12/31/2015 10-54-130 Employee Benefits _To reclassify benefits (2.500.00)
2. Click on the miExcel or Connect ribbon at the top.
miExcel Conict

3. Click on Import Journal Entry under the General Ledger section
(Note: If the Import Journal Entry button is inactive, please see
the last section Enabling the Import Journal Entry Button).

=

Lists Import
= Journal Entry
General Ledger

4.  Click the green Add button at the top.

Julj

5.  Type a definition name into the Import Definition Name field.

Import Defintion Name

Journal Entry Import

6. Click the Save button to save the definition name or the Cancel
button to cancel.
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Save Cancel

7. This step is only for Civic Connect (not available in miExcel): Check
box Shared with Organization if you want to share this Import
Definition to make it available to other users.

emplate

Invoice Impaort Testing

Shared with Organization

8.  Click the First Row Contains Headers check box if your highlighted
journal entry contains headers.

Add

d']j w*| | First Row Contains Headers

9.  You will need to map each column highlighted to the appropriate
Caselle Element under the Column Mapping section. You will
need to map each column as either Activity_Number, Amount,
Comment, Date, Description, GL_Account_Number, Job_Number,
None, Reference, or Sequence. At the least, you will need to have
Amount and GL_Account_Number in your mapping.

Column Mapping

Column Caselle Element

b RefNo Reference
Seq No Sequence
Date Date
Account No GL_Account_Number
Account Title Mone
Descrinti Descrioti
Amount Amount
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10. Specify the Journal Code you will be importing your journal entry
into.
COPT
COTC
CEM
CM
CR
CRJE
DEV
EM
EQ
D
IMNT
[MY
JE
ORACT ¥
Journal Code JE
s I

11. Specify the GL Posting Period the journal entry will be import into.

[F ]

116
Journal Code 216

Budagst Level 316

S 416
HAutomatic Sign F1E % "
GL Posting Period | 1215

12. If your highlighted journal entry does not contain a reference
number, the import will take the next available reference number.

If you would like to utilize Split Mode, click the Split Mode button
towards the bottom.

Use Split Entry Mode

13.  When finished, click the Save button at the bottom of the screen
to save the definition.

H
sa-.%l-n
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14. Repeat these steps to save another import definition.
Using a Saved Definition
To use one of the definitions setup in the previous section, follow these steps.

1.  Highlight the range of cells on your spreadsheet that represent the
journal entry that you would like to import.

T e — D I E | F 6 ]
+ JOURNAL ENTRIES
2 12/31/2015
3
4
5
6 | RefNo Seq Mo Date GL Account Mo Account Title Description Amount
7 1101 3 12/31/2015 10-50-110 Salaries & Wages  To reclassify wages 10.000.00
8 1101 21213112015 10-54-110 Salaries & Wages  To reclassify wages (10,000.00)
B 1102 1 12/31/2015 10-50-130 Employee Benefits  To reclassify benefits 2.500.00
1] 1102 2 12/31/2015 10-54-130 Employee Benefits _To reclassify benefits (2.500.00)
2. Click on the miExcel or Connect ribbon at the top.
: Connect
miExcel

3. Click on Import Journal Entry under the General Ledger section
(Note: If the Import Journal Entry button is inactive, please see
the last section Enabling the Import Journal Entry Button).

= | N
Lists Import
i Journal Entry
General Ledger

4.  Select the definition name from the drop-down list at the top.
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Journal Entry Import E ;
Interest Allocation
Journal Entry Impaort

=
Aaa

5.  Verify the Column Mapping is accurate and that the First Row
Contains Headers check box is checked, if necessary.

6. Specify a different Created Date if you would like to use a date
other than the current date.

Created Date | 72572016 ]
7.  Click the Import button to import the journal entry.

¢ | *

Imiport
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Utilizing Auto Map
The Auto Map button can be utilized to quickly perform your Column Mapping.

Lo Map or

For example, setup a journal entry with column headers that are the same as the Caselle
Elements are labeled in the drop-down list. The following are the Caselle Elements:

- Activity Number

- Amount

- Comment

- Date

- Description

- GL Account Number or Account Number
- Job Number

- Reference

- Sequence

*Please note that miExcel will not recognize the spaces above and
would need to replace spaces with underscores*

Once you have your column headers in your journal entry labeled exactly as they appear
above, follow these steps to perform the Auto Map.

1.  Highlight the range of cells on your spreadsheet that represent the
journal entry that you would like to import.
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| A | B | C | D | E F | G |
+ JOURNAL ENTRIES
2 12/31/2015
3
4
5
_ 6 | Reference Sequence Date GL_Account_Nut Account Title Description Amount
7 1101 1 12/31/2015 10-50-110 Salaries & Wages  To reclassify wages 10.000.00
8 110 2 127312015 10-54-110 Salaries & Wages  To reclassify wages (10,000.00)
L] 1102 1 12/31/2015 10-50-130 Employee Benefits  To reclassify benefits 2,500.00
10 1102 2 12/31/2015 10-54-130 Em_glovee Benefits  To reclassify banefits (2.500.00)
11
2. Click on the miExcel or Connect ribbon at the top.
: Connect
miExcel —_—

3.  Click on Import Journal Entry under the General Ledger section
(Note: If the Import Journal Entry button is inactive, please see
the last section (Enabling the Import Journal Entry Button).

=

Lists Import
ot Journal Entry

General Ledger

4.  Click the First Row Contains Headers check box if your
highlighted journal entry contains headers.

E'I]j [l | First Row Contains Headers

5.  Specify the Journal Code you will be importing your journal entry
into.
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CDFT

CDTC

CEM

CM

CR

CRIE

DEV

EM

EQ

0

INT

I

JE

ORLCT W
Journal Code JE [Iﬂ

6.  Specify the GL Posting Period the journal entry will be import

[y ]

116
Journal Code 216

Budget Level 316
et 416
Automatic Sign R m W
. GL Posting Period | 1215
into. IEI

7.  Click the Auto Map button at the bottom. If your column headers
were labeled exactly as the Caselle Element, the elements will be auto
mapped. Verify that the mapping was correct.

Please note: The Auto Map button will be inactive if the First Row Contains Headers
check box is unchecked.

Auto Map or
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8.  If your highlighted journal entry does not contain a reference
number, the import will take the next available reference number. If
you would like to utilize Split Mode, click the Split Mode button
towards the bottom.

Llse Split Entry Mode

Specify a different Created Date if you would like to use a date other than the current
date.

Created Date | 72572016 [

9.  Click the Validate button to validate the following: O The
journal entry is in balance.

O The journal entry contains account numbers that exist.
i

Yalidate
or

v

11. Click the Import button to import the journal entry.

L |

5.

Imipart
or
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Enabling the Import Journal Entry Button

The Import Journal Entry button is only active if the user has access to Enter Journal
Amounts in the Caselle General Ledger.
Civic Connect only: Civic Connect is permission based, and these permissions can be set
up in miViewpoint. Follow these steps to set up the Civic Connect permissions.

1. Log into miViewpoint.

2. Select Administration | Groups

3. Select a group and then select the Civic Connect Rights tab.

CIVIC CONNECT RIGHTS

4. Check the boxes for what that group should have access to in Civic
Connect.

~ [ General Ledger

Account Lookup

General Ledger Detail Drill Down
Activity Lookup

Category Lookup

S 0000

Journal Entry

General Ledger Functions

[ i

Budget Entry

miExcel only: If the user has access to Enter Journal Amounts and the button is still
inactive, the user’s network ID is missing in Caselle. The network ID needs to be specified
on the user within Caselle. To specify the network ID, follow these steps:

1. Log into Caselle.
2. Select System Management | Security.

3. Select Setup/Modify User Rights under Tasks.
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4. Type in or search for the appropriate User ID.

5. In the Network user ID field, specify the username that is utilized
to login to the network.

6. Click Close.
7. Launch Excel.

8. Click on the miExcel or Connect ribbon at the top.

miExcel Seonee
9. Verify the Import Journal Entries button is active for the user.
= &
Lists Import L\\,

= Journal Entry
General Ledger

152



	ACCOUNT LIST...................................................................................... 6
	ACTIVITY LIST .....................................................................................13
	CATEGORY LIST ...................................................................................15
	CUSTOM FUNCTIONS …………...................................................................... 19
	IMPORT JOURNAL ENTRY………………………………………………………………………..…………….…..139
	Account List

	Option 2
	Selecting a Single Account
	Selecting Multiple Accounts
	Filtering
	Column Chooser
	Activity List

	Selecting a Single Activity
	Selecting Multiple Activities
	Filtering
	Category List

	Selecting a Single Category
	Selecting Multiple Categories
	Filtering

	Functions
	=GetAccountBalance()
	=GetAccountBalanceDateRange()
	=GetAccountBalanceDay()
	=GetAccountBalanceMask()
	=GetAccountBalanceMaskDateRange()
	=GetAccountBalanceMaskDebits()
	=GetAccountBudget()
	=GetAccountBudgetDateRange()
	=GetAccountBudgetMaskDateRange()
	=GetAccountBudgetRange()
	=GetAccountBudgetRangeDateRange()
	=GetAccountCategories()
	=GetAccountFund()
	=GetAccountHeader()
	=GetAccountTermDate()
	=GetAccountType()
	=GetJournalAmount()
	=GetMaskMissingAccounts()
	=GetPeriodBalance()
	=GetPeriodBalanceMask()
	=GetPeriodBalanceMaskCredits()
	=GetPeriodBalanceMaskDebits()
	=GetPeriodBalanceRangePeriodRange()
	=GetPeriodBalanceMaskPeriodRange()
	=GetRangeMissingAccounts()
	=GetTotalFundAssets()
	=GetTotalFundExpenditures()
	=GetTotalFundLiabilities()
	=GetTotalFundRevenues()
	=GetTotalFundBudgetExpenditures()
	=GetTotalFundBudgetRevenues()
	Category Functions

	=CategoryAccountList()
	=GetCategoryBalance()
	=GetCategoryBudget()
	=CategoryName()
	=GetPeriodBalanceCategory()
	=GetPeriodCategoryDebits()
	=GetPeriodCategoryCredits()
	Activity Functions

	=GetActivityBalance()
	=GetActivityBudget()
	=GetAccountActivityBalance()
	=GetActivityBalanceDateRange()
	=GetActivityBalanceDay()
	=GetActivityPeriodBalance()
	=GetActivityTitle()
	Illustration 2: Formula Example
	General Ledger Detail Drill-Down
	GL Detail
	Drill-Down
	Print Preview General Ledger Detail
	Copy General Ledger Detail To Clipboard


	Imports
	Importing Journal Entries
	Importing Monthly Journal Entries Example
	Importing Budget Entries
	Saving an Import Definition
	Using a Saved Definition
	Utilizing Auto Map
	6.  Specify the GL Posting Period the journal entry will be import

	Enabling the Import Journal Entry Button
	2. Select Administration | Groups



