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How to get an AccoutView account

Please email Liz Christo at elizabeth _christo@milton.edu to set up a user account.

Logging into AccountView

Look for the Education Edge icon on your desktop and double click on
ﬂ it. Your icon may read “AccountView” instead of “The Education
7] Edge”. If you do not see this icon please contact Bryan Price at

The Edjucatinn bryan price@milton.edu .
dge

This login screen should appear. Your username and original
password are assigned to you by the business office. You may
change your password once you have logged on to
AccountView. “How to change your password” is on page

14. Type in your username and password and either click on gk I—"
the right arrow in the login box or hit the enter key on your

keyboard.

AccountView Main Screen

Once you login, you will see the following screen:

K The Education Edge [_[=]=]

Fle Edit View Go Favortes Took Help

4 Back ® Forward | Milton Academy * General Ledger -
(-, Dashboard
AccourtView » Customize MNew Select Bdsting Dashboard Save As... Delete.. | Cancel Refresh
o stement
Last refreshed 9/21/2010 12:06:12 PM =
Chart template: Account_View
Activity Date:  This fiscal year
Budget: 1 - Converied account budgets (not finked) (Original)
Actual Budget Variance Amount
[ Expenses
(] Business Office
Actual Budget Variance Amount
01-53200-315 Telephone - Business Office $115.78 £1,750.00 $1,634.22
01-53300-315 Travel - Business Office §115.00 £5,500.00 %6,385.00
01-55010-315 Books, Subscriptions - Business Office 50.00 $1,000.00 $1,000.00
01-55100-315 Postage - Business Office $1,435.00 $13,000.00 £11,565.00
g :Sm“rﬁm e "o'ggg%m 01-55310-315 Supplies Office - Business Office $1,673.50 $5,600.00 $3,826.10
= Rey 2009-2
OIS 01-55610-315 Printing - Business Office $0.00 $3,000.00 £3,000.00
01-55710-315 Maintenance Office Equip - Business Office 50,00 $1,500.00 $1,500.00
01-56010-315 Memberships & Dues - Business Office £525.00 $1,400.00 £€875.00
01-5¢ -315 Contracted Services & Repairs - Business Office $3,847.50 §75,657.00 §71,809.50
01-56230-315 Catering Services - Business Office $55.16 £2,400.00 £2,344,84
01-56320-315 Other Entertainment - Business Office £0.00 £1,000.00 51,000.00
01-58200-315 Miscellaneous - Business Office $183.16 £1,400.00 $1,216.84
01-58260-315 Refund Expense - Business Office $186.26 50,00 -§186.26
Total Business Office 48,136.76 $114,207.00 $106,070.24
Total Expenses £8,136.76 $114,207.00 $106,070.24 | |
BEGINNING NET ASSETS $0.00 $0.00 50.00
Oy —— =l

|Wekx:me to General Ledger


mailto:elizabeth_christo@milton.edu
mailto:bryan_price@milton.edu

This will be the screen that you will use to navigate AccountView. The accounts that
are displayed are the expense and revenue accounts you are authorized to view. Clubs
and special accounts will not show on this screen, please refer to “How to view clubs
and special accounts” to access that information. If you need to add or delete a
department or account please contact Traci_Cantwell@milton.edu . In Education
Edge this screen is called the Dashboard and you should be brought here every time

on the left navigation pane.

you login. If you do not see this screen click =

[E¥ The Education Edge

Fle Edt View Go Fa

IMPORTANT: The information on this screen does not automatically update upon
login, you must “Refresh” the screen after you login to ensure the numbers are
current. To refresh screen, click on “Refresh” on the toolbar below Dashboard. After
refreshing, the information displayed reflects all data posted by the business office
from the July 1* to the current date and time.

M ES

EThe Education Edge
File Edit View Go Favorites Tools Help
¥ Back ® Fonward | Milton Academy - General Ledger -

AccountView = Customize New Select Busting Dashboard Save As . Delete |;E"T% Befresh

Income Statement

Last refreshed 9/21/2010 12:06:12 PM

Chart templzie: Account_View

Activity Date:  This fiscal year

Budget: 1 - Converted account budgets (ot linked)) (Original)



mailto:Traci_Cantwell@milton.edu

Budget Information on the Dashboard

EThe Education Edge M= E
File Edit View Go Favorites Tools Help
4 Back ® Forward | Milton Academy - General Ledger -
(>, Dashboard
AccountView » Customize New Select Buisting Dashboard Save As... Delete. | Cancel Refresh
income ssamen
Last refreshed 9/21/2010 12:06:12 PM =
Chart femplate:  Accounf_View
Activity Date:  This fiscal year
Budgei: 1 - Converied account budgets (ot fiked) (Original)
Actual Budget Variance Amount
[ Expenses
El Business Office
Actual Budget Variance Amount
01-53200-315 Telephone - Business Office §115.78 §1,750.00 £1,634.22
01-53300-315 Travel - Business Office $115.00 £5,500.00 £6,385.00
01-55010-315 Books, Subscriptions - Business Office $0.00 $1,000.00 £1,000.00
01-55100-315 Postage - Business Office $1,435.00 £13,000.00 $11,565.00
A get 01-55310-3 -
g Reporting FY 2008-2010 01-55310-315 5L!DD|IES Office - Business Office §1,673.90 £5,600,00 £3,926.10
01-55610-315 Printing - Business Office £0.00 £3,000.00 £3,000,00
01-55710-315 Maintenance Office Equip - Business Office $0.00 $1,500.00 £1,500.00
01-56010-315 Memberships & Dues - Business Office $525.00 £1,400.00 €875.00
01-56080-315 Contracted Services & Repairs - Business Office $3,847.50 $75,657.00 $71,809.50
01-5¢ -315 Catering Services - Business Office §55.16 $2,400.00 52,344,849
01-56320-315 QOther Entertainment - Business Office 50.00 £1,000.00 $1,000.00
01-58200-315 Miscellaneous - Business Office $183.16 £1,400.00 £1,216.84
01-58260-315 Refund Expense - Business Office $186.26 40.00 -§186.26
Total Business Office $8,136.76 $114,207.00 $106,070.24
Total Expenses $8,136.76 $114,207.00 $106,070.24 L
BEGINNING NET ASSETS $0.00 $0.00 $0.00
T cnme snerern =l

|Wek:orne to General Ledger |

Once this screen has been refreshed, the information on the screen will be current.
The “Actual” numbers represent the total activity for that account from July 1
through the refresh date. The “Budget” amount is the total budget for the entire fiscal
year. The “Variance Amount” and/or “Variance %” is the amount you are over or
under your budget. A positive number is the amount you have left to spend and a
negative number is the amount you are over budget for that account. From this screen
you will:

view account detail

view club and special account detail
view and print reports

change your password

exit AccountView



Viewing Account Detail

It is from the Dashboard that you can access the account detail. To view the detail,
single click on either the account number or account description of the account you
would like to view, both will take you to the activity screen.

K The Education Edge

Fle Edit View Go Favorites Tools Help
4 Back % Forwar iiton Academy * General Ledger -

Home (-, Dashboard

= AccountView Dashboard - Customize New Select Exising Dashboard Save As... Delete. . | Concel Refrash
rﬁ Records
- Income Statement .
.g Reports Last refreshed 11182011 10-24:09 AN
Chart template: Account_View
Dashboard Activity Date:  This fiscal year
_a Budget: 1 - Converted account budgets (ot finked) (Adjusted)
&4 Plug-Ins
Help Actual Budget Variance Amount Variance %
E] Expenses
Account View -
1B Budget Reporting (] Business Office
) LT
FY 2010-2011
Cmm = Actual Budget Variance Amount  Variance %
g Transaction Detail 01-53200-315 Telephone - Business Office $292.66 $1,750.00 $1,457.34 83.277%
;‘_E_F‘:’g;'f_‘f" 01-53300-315 Travel - Business Office £3,555.26 £5,300.00 $1,744.74 32.820%
ear to date
~ 01-55010-315 Books, Subscriptions - Business Office £850.00 £1,000.00 $150.00 15.000%
f:ft‘;’:‘t;\:;;“ 01-55100-315 Postage - Business Office $4,858.56 $13,000.00 $3,191.44 62.627%
Lt} Expense Detail FY 01-55310-315 Supplies Office - Business Office $1,426.85 $5,600.00 $4,173.15 74.521%
2010-11 01-55610-315 Printing - Business Office $1,512.68 $3,000,00 $1,487.32 43.577%
Account View - 01-55710-315 Maintenance Office Equip - Business Office .00 1,500.00 1,500.00 100.000%
N 4
L4 E‘ﬁ“”ﬁg‘?ﬁfé‘%“"ﬂ 01-56010-315 Memberships & Dues - Business Office $560.00 $1,400.00 £840.00 60.000%
S 01-56020-315 Conferences - Business Office §1,134.00 $1,200.00 $66.00 5.500%
01-56080-315 Contracted Services & Repairs - Business Office $12,585.00 §75,657.00 $63,072.00 83.356%
01-56230-315 Catering Services - Business Office $441.08 $2,400.00 $1,958.92 81.622%
01-56320-315 Other Entertainment - Business Office $477.77 $1,000.00 §522.23 52.223%
A1 E2AOR TUE Mlimrcllamn [ fron T #1ann an so1n 0T co c1ner

The following screen should appear:

% 01-56010-315 - Memberships & Dues - Business Office - |El|i
File Edit View Account Favorites Tools Help

;ujSaveandNe'.'v|:ﬂ ><|§u, d|" 1 b H|£S |'D|JJ|E||?"

Accourt | Attributes  Activity | Budget | Notes | Defaut Transaction Attibutes | Higtory of Changes |

- -Actual - INet Change =

Fiscal Year | Period | BegDate | Actual | Budget | Faviunfav) | esUsed | EndDate |
2010-2011 1 7/1/2010 $0.00 $0.00 $0.00  0.000% 7/31/2010
2010-2011 2 gj12010 $0.00 $0,00 $0.00  0.000% 8/31/2010
2010-2011 3 g/12010 $525.00 $140.00 -$385.00 375.000% 9/30/2010
2010-2011 4 1042010 $0.00 $140,00 $140.00  0.000% 10/31/2010
2010-2011 5 11/1/2010 $0.00 $140.00 $140.00  0.000% 11/30/2010
2010-2011 6 12/1/2010 $35.00 $140,00 $105.00  25.000% 12/31/2010
2010-2011 7 101t $0.00 $140.00 $140.00  0.000% 1/31/2011
2010-2011 8 212011 $0.00 $140,00 $140.00  0.000% 2/28/2011
2010-2011 5 32011 $0.00 $140.00 $140.00  0.000% 3/31/2011
2010-2011 0 42011 $0.00 $140,00 $140.00  0.000% 4/30/2011
2010-2011 11 sfn $0.00 $140.00 $140.00  0.000% 5/31/2011
2010-2011 12 §fya011 $0.00 $140,00 $140.00  0.000% 6/30/2011
Net Change $560.00 $1,400.00 $340.00  40.000%

Clear all filters | Shove detas | Calculate |

The “Save and New”, save, and delete icons are disabled. You have view only access
to these numbers. You cannot edit this information in any way. If you need
something changed, you must contact the business office.




% 01-56010-315 - Memberships & Dues -
File Edit Wiew Account Favarites Tools |

i | Save E":".’E'.'.'v| | | K =h | i

.....................

lamtalRudnet - lﬂﬂ

Milton Academy’s fiscal year is July 1% through June 30" with period 1 being July
and period 12 being June. The “Actual” activity is subtotaled by period and then
totaled at the bottom of column. The budget is loaded into this system in such a way
that it is spread over many periods, Milton Academy does not budget this way. The
budget number you need to review is the total number at the bottom of the “Budget”
column compared to the “Actual” total. Since we do not budget monthly, you are
only concerned with the total “Net change” for the “Fav/(Unfav)” and “%Used”
columns.

To view the detail behind the total for a specific period, single click on the total and
then click “Show details” or double click on the total for that period.

@ 01-56010-315 - Memberships & Dues - Business Office - |EI|5

File Edit View Account Favorites Tools Help
'E'Save::ndl'le;'.'v| A |LI; -é| W o4 bk K |E§ |B|| £||1_""|l
Account I Attributes  Activity | Budget I Motes I Default Transaction Attributes I History of Changes I

- -Actual - INet Change =

?-

I.f-‘«ctualr'B udget = BIEEICE

Fiscal Year |Peri0d| Beg Date | Budget | Fav/{Unfav) | %oallzed | End Date |
2010-2011 1 /172010 $0.00 $0.00 $0.00 0.000% 7/31/2010
2010-2011 2 3/1/2010 £0.00 £0.00 £0.00 0.000% 8/31/2010
2010-2011 -£385.00| 375.000%:|9/30/2010
2010-2011 4 10/1/2010 50.00 $140.00 $140.00 0.000% 10/31/2010
2010-2011 3 1112010 $0.00 $140.00 $140.00 0.000% 11/30/2010
2010-2011 [ 12/1/2010 $35.00 $140.00 £105.00  25.000% 12/31/2010
2010-2011 7 112011 50,00 $140.00 $140.00 0.000% 1312011
2010-2011 8 2f1f2011 £0.00 £140,00 £140.00 0.000% 2282011
2010-2011 9 3f1/2011 $0.00 $140.00 $140.00 0.000% 3/31/2011
2010-2011 10 4/1/2011 £0.00 $140.00 $140.00 0.000% 4/30/2011
2010-2011 11 5/1/2011 £0.00 $140.00 $140.00 0.000% 5/31/2011
2010-2011 12 6/1/2011 £0.00 £140.00 £140.00 0.000% 6,/30/2011
Net Change $560.00 5$1,400.00 $340.00  40.000%

Clear all filters |

Calculate




The following screen should appear:

9/3/2010 17271-044 AP

ol | B
Transaction Distribubion for ransaction 1 7267-015 D ek for $225.00
Project ID Project Description | Class | Amount Percent
Unrestricted Net Assets 422500 100.000
Total debits: $525.00 Total credits: $0.00
Filtrs and security ars in effect Close

The width of the columns can be changed by moving the cursor to the column
heading and moving it left or right to the desired width. The screen can be maximized
clicking on the full screen icon in the top right hand corner or widened by dragging
the ride border with the mouse. This will allow you to view all the pertinent
transaction information.

. Transactions for 01-56010-315 - Memberships & Dues - Business Office o=l
Tranzactions for period 3 from 7/1/72010 to 6730/2011

ce  Hide Distribution LColumns
Journal Reference = Credit Amount
Institute Of Managem-91293 8/5/2010-3/5/2010 T £225.00

9/3/2010 17271-044 AP Board of Bar Oversee-Registration 9/1/-3/1/2010 $300.00
KN It
Tranzaction Distribution for ransaction 17257-015 Debit for $225.00

Project ID Project Description | Class Amount | Percent |

Unrestricted Net Assets £225.00 100.000

Total debits: $525.00 Total credits: $0.00

Filters and security are in effect Cloze |

Displayed now are all the individual transactions that total the amount for the selected
period on the previous screen. The “Post Date” is the date that the business office

7



posted this entry. The “Transaction Number” is a number generated when the entry is
posted, it is the reference number you would need if you had a question regarding this
entry for the business office. “Journal” refers to the type of transaction this entry is.
The codes are:

AP Accounts Payable check paying for an expense

JE-1 Journal Entry entry from the business office

SB Student Billing credit/debit originating from students’ accounts
CRv Credit cash or check received in the business office

NOTE: If you receive calls from vendors with questions about payments please note
that the “Post Date” is not a check or mail date. Please add 3-5 business days to that
post date for the date mailed. Once the expense is posted, the check needs to be
printed, signed and then mailed.

To close this screen you may click on “Close” in the bottom right corner or click on
the “x” in the top right corner. You will return to the account activity screen.

% 01-56010-315 - Memberships & Dues - Business Office =10 %

File Edit View Account Favorites Tools Help
A x| G G| w4 n|apYlolo

A.gcountl Attributes  Activity |Eudgei I Notes I Default Transaction Attributes I Higtoryof[ihangesl

?-

i} Save and New

Scenaria; - -Actual - INet Change =
Fiscal Year |Period| Beg Date | Actual Budget | Fav/{Unfav) | %olsed | End Date |
2010-2011 1 712010 £0.00 £0.00 £0.00 0.000% 7312010
2010-2011 2 8/1/2010 S0,00 &0,00 0,00 0.000% 8/31/2010
2010-2011 3 9/1/2010 £525.00 £140.00 -§385.00 375.000% 9/30/2010
2010-2011 4 10f1/2010 S0,00 $140.00 £140.00 0.000% 10/31/2010
2010-2011 5 11/1/2010 £0.00 £140.00 £140.00 0.000% 11f30/2010
2010-2011 6 121/2010 £35.00 $140.00 £105.00  25.000% 12/31/2010
2010-2011 7 1/1/2011 £0.00 £140.00 £140.00 0.000% 1312011
2010-2011 8 2/1f2011 S0,00 $140.00 £140.00 0.000% 2/23/2011
2010-2011 9 3/1/2011 £0.00 £140.00 £140.00 0.000% 3/31/2011
2010-2011 10 4/1f2011 S0,00 $140.00 £140.00 0.000% 4/30/2011
2010-2011 11 512011 £0.00 £140.00 £140.00 0.000% 5312011
2010-2011 12 6/1f2011 S0,00 $140.00 £140.00 0.000% 6/30/2011
MNet Change £560.00 £1,400.00 £340.00 40,000%
Clear all fiters | Shov detas | Calculate |

You are also able to compare activity from one fiscal year to another on this screen
which may be a helpful planning tool. To do so, select “Comparative” from the drop
down box where you currently see “Actual/Budget”.



W 01-56010-315 - Memberships & Dues - Business Office =101 %]

File Edit View Account Favorites Tools Help

A% aglw o n|dElolaol=?- |

Ac_:countl Pitributes  Activity Iﬂudget I ﬂot&sl Default Transaction Pd'Lribut&sI Higoryof[fhang&al

- -Actual - INel Change =

Budget | Faviinfa) | owised | Endpate |
$0.00 $0.00  0.000% 7/31/2010
$0.00 0.000% 8/31/2010
$140.00 o| a7 010
$140.00 0.000% 10/31/2010
140,00 $140.000  0.000% 11/30/2010

i) Save and New -

Scenario: |

This defaults to comparing the current fiscal year activity to the previous year
activity.

=0l x|

fi 01-56010-315 - Memberships & Dues - Business Office
Gle Edit View Account Favorites Tools Help

IR I I IE |

1%y Save and Mew -

P«gc:ourltl Aitributes  Activity |Eudg&t| ﬂot&al Default Transaction Pdtribul&sl Higoryaf&ang&sl

2003-2010 - INet Change =
Period | 2010-2011 | 2009-2010 | Difference | ogDifference
1 £0.00 £35.00 -£35.00 0.000%
2 §0.00 §525.00 -£525.00 0.000%
3 £525.00 £0.00 £525.00 0.000%
4 §0.00 £140.00 -£140.00 0.000%
5 £0.00 £0.00 £0.00 0.000%
g £35.00 §1,851.00 -£1,316.00 -5,188.571%
7 §0.00 -§1,851.00 §1,851.00 0.000%
] £0.00 £0.00 £0.00 0.000%
g §0.00 §1,070.00 -§1,070.00 0.000%
10 §0.00 §0.00 §0.00 0.000%
1 £0.00 £0.00 £0.00 0.000%
12 §0.00 §0.00 §0.00 0.000%
Total Net Change £560.00 §1,770.00 -£1,210.00 -216.071%
Clear all filkers | Show details | Calculate |

You are able to select different fiscal years; the records go back to fiscal year 2007-
2008.

% 01-56010-315 - Memberships & Dues - Business Office o ] |
File Edit View Account Favorites Tools Help

Axadlw «r nae|val= - |

Agc:ourrtl Attributes  Activity |ﬂudget I Mﬂt&al Default Transaction Pdtribut&al Higownf[}'lang&il

i) Save and New -

b 2003-2010 v Actual - INet Change »
Period | ] 'ff“sst F:ZE:: o 2009-2010 | Difference | %Difference |
1 2007-2008 §35.00 -§35.00 0.000%
2 2008-2009 £525,00 -8525,00 0.000%
3 0,00 852500 0.000%
4 £140,00 -£140.00 0.000%
5 20,00 20,00 0.000%
6 £35.00 £1,851.00 -%1,816.00 -5,188.571%




To return to the original screen, select “Actual/Budget”.

% 01-56010-315 - Memberships & Dues - Business Office -0 x|

File Edit View Account Favorites Tools Help

'JJjSaveandNe';.'v|ﬂ }{|Q d||“ 1 bk H|@ |'D|!J|El|?' |

Agcount | Attributes  Activity | Budget | Notes | Default Transaction Attibutes | History of Changes |

Date: EGOERE - I2una-2um - _Actual - INet Change =

Eomprtive 2010-2011 I 2009-2010 [ Difference | %eDifference
D ebit/Credit $0.00 §35.00 -§35.00 0.000%

2 £0.00 £525.00 -§525.00 0.000%

To close this screen and return to the Dashboard, close this screen by going to “File”
then “Close” or by clicking on the “x” in the upper right hand corner of this screen.

% 01-56010-315 - Memberships & Dues - Business Office - 10| x

File Edit View Account Favorites Tools Help

] SRR IEN I A
8 o ctrl+0
=l | Open |Ed&s|QefaLlTra’1sacﬁonkh’bd&s|H§toryof[}1aﬂgesl
e 1 - I2Dua-2mn - _Actual = INet Change =
T | 2009-2010 | Difference | %Difference |
3 0.00 £35.00 -§35.00 0.000%
4 Properties $0.00 $525.00 -§525.00 0.000%
= $525.00 £0.00 $525.00 0.000%
- $0.00 $140.00 -§140.00 0.000%
Print Setup...
';‘ rint SEtlp $0.00 $0.00 $0.00 0.000%
K | Preview $35.00 $1,851.00 -$1,816.00 -5,188.571%
‘_5 ot £0.00 -$1,851.00 £1,851.00 0.000%
&4 Export., £0.00 $0,00 $0.00 0.000%
Send as Mail... £0.00 £1,070.00 -$1,070.00 0.000%
Recently Accessed Accounts &0.00 40.00 40.00 0.000%
[ dose | so.0 £0.00 £0.00 0.000%
= $0.00 £0.00 £0.00 0.000%
Total Net Change $560.00 $1,770.00 -$1,210.00 216.071%

Clear all filkers | Shiow details Caloulate

View Club and Special Account Detail

Due to the type of accounts clubs and special accounts are classified as, they will not
appear on the Dashboard, to view the detail of these accounts please click on

"Records".

Fle Edit View Go Favorites Tools Help
4 Back ® Forward | Milton Academy * General Ledger ~

AccourtView - Customize New Select Bcsting Dashboard Save As.. Delete.. | Conoe Refresh

Last refreshed 8/21/2010 12:06:12 PM

Chart femplate; Account_View

Actvity Date:  This fiscal year

Budget: 1 - Converted account budgets (ot linked) (Original)

Actual Budget Variance Amount
[ Expenses




Then the click on "Accounts".

KT The Education Edge

File Edit View Go Favorites Tools Help
# Back # Forward | Milton Academy - General Ledger -

FIH—' Home
~
[ > Becolnid
| Search for an existing account. Enter, view and update information for existing accounts.
! Q EEE b Budgets

Enter, view, and update budget information.

7~ \Dashboard

‘a Plug-Ins

Account View -
XHi Budget Reporting
FY 2010-2011

This screen will appear. Here you may see the account number and name listed under
“Access a Recently used Account” and you can click on that to get to the account
detail. If you do not see the account list there, you can enter the account number (with
dashes) in the box under “Search for an Account by Account number” and click on
the binoculars and you will be brought to the account detail screen.

KT The Education Edge

File Edit View Go Favorites Tools Help
# Back % Forward | Milton Academy - General Ledger -

[ Records e+ Accounts

What do you want to do?

E Open an Account

Search for an Account by Account number

Access a Recently used Account

Account View -
AHi Budget Reporting
FY 2010-2011

To return to the Dashboard from Records, click on the Dashboard icon in the left
navigation pane.
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View and Print Reports

ET¥ The Education Edge

File Edit Wiew Go Favorite:
4 Back ® Forward | Miltc

||;1||-|-' Home

Iﬁ% Records
i.g Reports

(‘:_l Dashboard

‘E Plug-Ins

il Help

g Account View - Budget
“= Reporting FY 2010-2011

Account View -

YH Transaction Detail Report
- Fiscal Year to date
Account_View Revenue

N3 and Expense Detail FY
2010-11

s} Account View - Budget
“= Reporting FY 2009-2010

From the Dashboard you are able to view budget and detail reports.
These reports can be printed if needed. On the left navigation pane,
there is a “Reports” icon. If you click on this you will be brought to
the files where all the reports templates are located. As you can see,
there are many templates used. The AccountView templates are in
these files but for ease of access, shortcuts to the reports are located
on the bottom of the left navigation pane.

There reports are as follows:

AccountView — Budget Reporting FY 2010-2011
This report shows the balance year-to-date for each expense
account compared to the budget for that same account.
AccountView — Transaction Detail Report — Fiscal Year to date
This report shows the detail activity for each expense account
from July 1% of the this fiscal year to the time you run the
run report.

Account_View Revenue and Expense Detail FY 2010-11
This report shows the balance year-to-date for each revene and expense
account compared to the budget for that same account. This report is used only

if you have revenue accounts.
AccountView — Budget Reporting FY 2010-2011

This report shows the balance for each account compared to the budget for that

same account for last fiscal year.

To view a report, single click on the report name in the left navigation pane. This

screen should appear:

i} Account View - Budget Reporting FY 2010-2011 ll

File Edit View Fawvorites Tools Help
dadam o= ?-

1; General |2: Filtersl 3 Columnsl 4: Multiple Column Headings | 5: Formatl

Usze chart template XYy

j at level Irﬂ

I~ Include accounts with no activit

¥ Include inactive accounts

[~ Create an output query of accounts

Fiepart orientation: ILandscape 'l

< Back Mest > Cancel FErint | Previeyl Lapout |
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The reports do not launch automatically, you need to single click on “Preview” and
the following screen should appear:

i Account View - Budget Reporting FY 2010-2011 2

Elle Edit ‘ew Favorites Tools  Help
dasamal= 2

1: General |Z: Filtersl 3 Columnsl 4: Multiple Calumn Headingsl ¥ Formatl

Use chart template IAccount_\-"iew LIEI at level |4_il

[™ Inchude accounts with fo activit

W Inchude inactive accounts

[ Create an output gue st .
€ Account View - Budget Reporting FY 20
Fieport arigntation: ILanc

=101x]

Preparing report ‘Account View - Budget Repaorting FY
2 ;

< Back | MHest > | Cancel | Brint | Previeﬂl Lavout

How long it takes to prepare the report will depend on how many accounts you have
access to, the more accounts the longer it takes to run. When complete, your report
will appear. Note the date in the upper left hand corner, all data in the report is from
July 1* through this time and date.

1 Account View - Budget Reporting FY 2010-2011 ST

X W 4w b Mo @& Fh [0 =) [ (M Ten wm nea

Va1 A Milton Academy
Non Salaries
FY 2010-11

Uusget
FY 201011 FY 209011

(IR e i Offien DT o2 e [IET
oLFIDI1E 1 230107 nma

oR-H10-018

BLSsLALS

BLERIRALE

oLEMIBI1E

e T et mn
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If you wish to print the report, click on the printer icon.

X 4 4 Tof 1+ » M on | S & F &0~ @ Toabzt  100% 21 of 21

Presig |

You can also save this report by exporting it and saving it as a pdf , to do so click the
envelope with the red arrow and follow the prompts.

When you are done with the report, click on the red “X” in the upper left hand corner.

The other reports are run the same way. You do not have authorization to change the
report templates, if you do, your changes will not be saved.

If at anytime you would like to see data in a different format, please contact Liz
Christo. Custom reports can be created to meet most needs.

Change Your Password

To change your password, click on “Edit” and then “Change Password...”.

E¥ The Education Edge

File | Edit Wiew Go Favorites Tools Help

icadem'y * General Ledger -

L Customize

Change Password...

I e

AccountView Dashboard ~ Customize New S

r[% Records
| Income Statement

This screen will appear and you can change your password.

Change Password |

0ld pazsword: [| ]

Mew pazswaord: I Cancel

Confirm niew passwaord:
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Exit AccountView

You must “Exit and Sign Out” of AccountView to end your session. Closing
AccountView by clicking on the “x” in the upper right hand corner closes the window
but does not log you off. When you login to AccountView you hold a license and
until you “Exit and Sign Out” you are holding that license, possibly preventing
another user access to AccountView.

To log out of AccountView you go to "File™" on the tool bar then to "Exit and Sign
Out". Instead of AccountView TEST, it will show your username.

The Education Edge
| File Edit View Go Favorites Tools Help
1 New Dashboard Crl+M b;eneral Ledger~
5 Open &
Save As...
x Delete...
Al
L3 printSetup 10/6/2010 10:50:47 AM
Exit
- s Account Vew
Bxit and Sign Out (Accountvien TEST) || .- s
Budgei: 1 - Converted account budget
=] Expenszes
s Account View - Budget Nl
“= Reporting FY 2010-2011 [ Business Office
Account View -
.!E Transaction Detail Report
- Fiscal Year to date 01-53200-315 Telephone - Business
Account_View Revenue 01-53300-315 Travel - Business Off
18 2nd Expense Detail FY 01-55010-315 Books, Subsariptions
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