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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
it. Your icon may read “AccountView” instead of “The Education
Edge”. If you do not see this icon please contact the HelpDesk.

This login screen should appear. Your username and original
password are assigned 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 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:
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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
you login. If you do not see this screen click

on the left navigation pane.

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 1st to the current date and time.
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Budget Information on the Dashboard

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 1st
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
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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.

The following screen should appear:

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.
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Milton Academy’s fiscal year is July 1st through June 30th 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.

The following screen should appear:

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
6

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.

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
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
JE-1
SB
CRv

Accounts Payable
Journal Entry
Student Billing
Credit

check paying for an expense
entry from the business office
credit/debit originating from students’ accounts
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.
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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”.

This defaults to comparing the current fiscal year activity to the previous year
activity.
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You are able to select different fiscal years; data is available for the past three fiscal
years.

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

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.
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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".

Then the click on "Accounts".

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.

To return to the Dashboard from Records, click on the Dashboard icon in the left
navigation pane.
10

View and Print Reports
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:
Current Fiscal Year Budget Report
This report shows the balance year-to-date for each expense
account compared to the budget for that same account.
Current Fiscal Year Transaction Detail Report (Year-to-Date)
This report shows the detail activity for each expense
account from July 1st of this fiscal year to the time you run
the run report.
Current Fiscal Year Revenue and Expense Report
This report shows the balance year-to-date for each revenue
and expense account compared to the budget for that same
account. This report is used only if you have revenue
accounts.
Previous Fiscal Year Budget Report
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.
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This screen should appear:

The reports do not launch automatically, you need to single click on “Preview” and
the following screen should appear:

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 1st through this time and date.
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If you wish to print the report, click on the printer icon.

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

This screen will appear and you can change your password.

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.
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