Budget 103:
FMS Query, IDCs and You

February 2019
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How do I log on to FMS Query?

* Use the link on the Employee webpage

Employees or the Apps page
https://seattlecentral.edu/employees
o WS ol rwn https://apps.seattlecolleges.edu
B

* Login using Outlook credentials
First.Last@seattlecolleges.edu
Password

* Compatible with Internet Explorer and
Chrome

Budget Report — Enter your budget number

SEATTLE
mmnm
CoLl tes FMS Query Tool
ien
Budget Report Parameters Form
FMS Query Home ven
(“requred fild
Budget Report = o7 ]
Revenue Report
Expense Report “PRG [or2 ]
Payroll Report =ORG [5020 |
Payroll by SID S08)-5508 ‘ ‘
Summary Report orR a«a‘mnz report
Pre 5 Year Sum o view
screv [ ]
Budget Planner

Prg Org Search

FIR
el ?y(um from ropdownlist or Enter multiple FYRs separate

) o
o ol <
e e view Report | View Rew Dats || Save Parameter e ress ENTER” key.

Budget Status Report
Summary report that combines budget plan with summarized data from accounting.

tem or highicht the tem




Budget Report Format/Formula — State Appropriation

Budget Report
APPR PRG- SOBJ SRC DESCRPTION
G |5 = PERMEDGT + TEMPBOGT = - i’::m - Ef:':s = BALANCE
01 0125020 ADO1 HOLRLY [ 65000 [~ oo 6,500.00] 000 000 6,500.00
A2 - 0.00 0.00) 00| 159255 000 159255
AFOI STPENDS 10,000.00 0.00) 10,000.00 000 000 10,000.00
AGD2 0.0 0.00) 0.00| 000 000 000
AHO1 PTFACULTY 0.00 0.00) 00| 10980.15 000 -10980.15
A2 PTFACULTY - FALL 0.0 0.00) 00| 000 000 000
AHO3  PTFACULTY - WNTER 0.00 0.00) 00| 000 000 000
AHO4  PTFACLLTY - SPRNG 0.0 0.00) 0.00| 000 000 000
bject: A Total] _16,500.00] 0.00) 16,500.00 257270 000 392730
M0t 012520 BA Oasl 231300} 0.00) 2313.00) 96179 000 135121
88 RETREMENT & PENSION 0.0 0.00) 00| 92088 000 92088
BC VEDAD& NOINS 0.0 0.00) 00| 9798 000 -97.98
) HEALTHLFE& DSAB 0.00 0.00) 0.00| 348080 000 348080
Object: BTotal]  2,313.00] 0.00) 231300 546145 000 314845
PRG_ORG: PHLEBOTOMY Total]  18,813.00 0.00) 18,813.00 18,034.15 000 77885
FYR(1819) Total|  18,813.00 009 18,813.00) 18,034.15 000

Grand Total]  18813.00) 0.00) 18,813.00 18,034.15 000 77885
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Budget Report — Non-Operating Account

Budget Report
APp pRG SoBy SRC DESCRPTION PEM  TENP FISCAL EGIRE  ENCUME  BALANCE
R oRe ssoB RV BOGT  EDGT YREDGT AMOUNT  AMT

e OuSI 0999 OPENNGENTRES 0o oo oo -teems| oo Teemm
0430 DEDICATED STHOT FEES 0o oo P —
0622 FUND TRANSFERS - OUT 0w o w0 om
0430 DEDICATED STNDT FEES 000  0.00 000 2914.00]
030 DEDCATED STNOT FEES 0w o P
Ohject: ot 000 000 e
e onsion € 0w oo w0 om
& SURPLIES & MATERALS 00 00 60229 1029014
& VEHOLEMANTSOPERAT 0w oo 00 aress
= oner 0 o 00 a0z
Ghct ETotar 000 00 S isznse

e osios G 0w oo w o
@ STATESUBBLODGNG LT ) 0w 1690
® OTHER TRANSPORTATION 00 o 0w 200
ObjectiGTotai 00 000 T
e orzs103 4 000 000 o om
ObjoctiJTata 000 000 o0 o0
s onsioa N 0o oo w0 om
® DRECT PYMTIFROVIER 0w oo 256500300000
" GRANT, CLENT SRVC 0o oo [ ——|
GhectNTom 000 000 TN Zam
PRG_ORG: SEATTLECENTRAL Total: 000 0.00 ooz sawiss
Grana Totai. 000 00 56272553079

Why (-) and Why (+)

This is an accounting thing and
differentiates between debits and credits

Budget Report
SRC DESCRIPTION PERMBDGT TEMPBDGT  FISCAL YR EXP/REV [ENCUMB AMT BALANCE
REV BDGT AMOUNT
0988 OPENING ENTRIES 000 000 0.00f -34,930.32 0.00 3493032
0430 DEDICATED STNDT FEES -24231.00 000 -24.231.00) 0.00 0.00 -24.231.00
0430 DEDICATED STNDT FEES 000 000 0.00f -4,325.00 0.00 4,325.00
0430 DEDICATED STNDT FEES 000 000 0.00f -6,000.00 0.00 6,000.00
0430 DEDICATED STNDT FEES 0.00 0.00 0.00f 225000 0.00 9,150.00
Object: Total: -24,231.00 0.00 -24,231.00 -54,405.32 0.00 30,174.32
Debits are recorded as Credits are recorded as
positives negatives
Increases in Expenses are Increases in Revenues are
recorded as Debits (+ value) recorded as Credits (- value)




Expense Report — enter your budget number

FMS Query Tool

] Instruction
Expense Report Parameters Form

FMS Query Home (*eauired fild Type in your choices or

- Ut =23 nge characte wldcard,
EOGO Reput % 2 multi character wildcard.

on the down srraws and make your <

“Appr 148
Revenue Report L ] o=
“pro E8 ]| Srar 565 i the sper et il e o < strt it 19
Enier 175" inthe apr textbos will etrive all data start with 2 and end with 5
Payroll Report “ORG 2715 | Enter Multiple value '148, 143, 104' in the appr textbox will retrive all data for
those sper cod. You can crly antr sither widard or it value, Nt both
Payroll by SID sosrssom | [E% ] .

view your resuls, choose from View Report or View Raw Data. The report
totas for vari

Summary Report To view y " Reg
MO 06 - Dec ‘view indudes subt us groups of records. The raw data view
pre5 Yearsum e :

e records but withat subtotals

Budget Planner
Prg Org Search
My saved Reports °

[Vewnepon] [rewrmawas] s v |

e * You must seect o enter one ch
Expense Type OsSalary & penefi only = oot Ao St e ot chaacer st
Other Expense * Prg - Autosuggest start aterfrst characer enter.
* org - Automuas rer second character ent

o select autosuggest tem, use mous:

and press “ENTER” ey,

-
dlick on the item or highlight the ftem

Accounting Report
Revenue and expenditure reports that show individual transactions at the detail level.
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Expense Report

4 l_JeF1 b b @& [ mndinext
Expense Report

APPR PRG. SORI ORDFRNO YRQ FMO pavEE mATCH  noCICH) FXPENSF AMT
ORG  ssoBs DATE
o orzTts EA  yPoa 1 orrceoeroT 113 a0 s om om0 »2
18 012715 EA  uyPCar 1 SPrORALD-DLASS IR0 s om o 153500
ta oris A A 1 ALLWATER CORPORATION “ranots &0 70000 000
s oS EA Al 1 ARGASNORPAC, NG Tats 0 150000 000
1 oooris FA - Amties 1 HENRY SCHEINING oRonts an anmmm om
s ouzzmis A Adviss 1 ARGASNORPAS, NG Tsaois zseora o2 22188 oo
s oIS EA ANl 1 ARGASNORPAC.ING Tsnvis seor0 o om0 2188
s owmis BA Awiies 1 HENRY SGHENING. mimots merrs oo om0 c0s0
18 oIS EA ARNlS 1 HENRY SCHEINING. s s o o 153417
1 oris EA Amiies 1 HENRY SCHEN INC. Tmits merrs e o0
s vnzns EA Ame 1 HENRY SCRENING, ans s s v
Sub Obiect: EA Total:  70,40475 prm
10 oz CR womos 1 MEDIGLEANST/SERVIGE LINEN ot w0 200000 000
18 0127 ER  Ma2a204 1 MEDICLEANSEISERVICE LINEN s et e st 000
1a ozl ER  waa4 1 MEDICLEANSEISERVICE LINEN Tmomots imer: e e oo
Uiz ER wezs 1 MEDIGLEANSEISERVIGE LINEN ans e oz uw B0
18 o7t ER wa2sa4 1 MEDICLEANSEISERVICE LINEN s s om om0 6110
Sulb Object ER Total: ZeTro0 2220
1. Appr-Prog-Org 5. Encumbrance Object: E Total: 3248205 408624
2. Sub-Object 6. Sub-Total and Total e oneAR TERbENT e T pigent st
3. Fiscal Month 7. Options to Open in Excel, PDF or Word Grand Total 3248208 408620
4. Transaction Code

Download Expense Report to Excel
T m IR i (1)l [Resd-Oiy] [Compatisiy |

Inset  Pagelayout  Formulas  Data  Review  View  Acrobat  Team  Q Tellmewhatyouwant to

1 - Expense Report
Al B |cC ) e F c H J K L
Expense Report
AP PRG-  SOBS ORDERNO YRQ FMO pavEE BATCH DOCICHKNO TRHS ENCILICAMT  EXPENSEAMT
R ORG ss0B DATE cone
i

[142 122715 a0z 1 PAYVROLL EXPENSE 180715 7nenoiz 07 002 0.00 892.00
[140 "0122715 AK0d 1 PAYROLL DXPENST 100791 0012010 o7 o0z 0.00 ©90.00
148 0122715 AK03 2 \YROLL EXPENSE 180815 81202018 08A D02 0.00 898.00
fus z2mis Axo: 2 PAYROLLEXPENSE  te0et suzvs 08 %02 000 89800
[1ar 122715 Aknx a PAYVROII FXPENSF 1RN915 anapnir  0ea 02> 000 /98 00
[140 "0122715 AK0d 3 PAYROLL DXPENST 100330 10142018 05D o0z 0.00 ©90.00
[ias Tzzns akvs 4 (OLL EXPENSE 18101 0SS T0A ouz v BYB00
148 0122715 AKO3 4 PAYROLL EXPENSE 181031 11151201 108 802 0.00 898.00
Mus_z2ris Axos S PAYROLLDGENSE 18111 1in6R0E 114 02 000 as8.00
Sub Object: AK Total 000 08200
opject: A Torat 000 a002.00
[148 0122715 BA 1 PAYROLL EXPENSE 180715 THSR01E  07A 002 0.00 64.41
Tus Tz2ris BA 1 PAYROLLEPENSE 180731 sez0e 078 %02 000 6441
[118 122715 BA 2 PAYROLL EXPENSE 180815 2202018 08A 002 0.00 64.41
148 "122715 BA 2 PAYROLL EXPENSE 180831 90412018 08 502 0.00 8441
[148 0122715 BA 3 PAYROLL EXPENSE 180915 911912018 09A D02 0.00 64.41
fus T22ris BA 3 PAYROLLEGPENSE 180930 104018 098 %02 000 6441
[142 "122715 BA . PAVROLL EXPENSE 181015 101192018 104 002 0.00 saa1
[140 "0122715 DA “ PAYROLL DXPENST 101001 1152018 100 o0z 0.00 os41
[1as T1zzi1s A 5 PAYRULL EXPENSE 181118 TR0 1A ouz V.00 54.41
Sub Object: BA Tota 000 57958




Expense Report - Look for the Details

SEATTLE
W FMS Query Tool

] Instruction
Expense Report Parameters Form

FMS Query Home

(“Jreaired fiel
Budget Report amer i |
Revenue Report

*PRG [ — |
Payroll Report “ORG [20PG ] 9, 104
Payroll by SID omrssomy | ]

ose from v

Summary Report
Pre 5 Year Sum e

LRI o = You st select or ener ane choi
Prg Org Search Ermmi | @5y 2 = Aope - Aukostogest start ater i
My saved Reports Slother Expense 1P st st it

FR 1818w To select autosuggest item, use mo

iy antar sither ldcard

tvith 14

art with 1 and end with S

o vl retve 3l cats for
i vlus, Nt both

in the zpp

e Report or View Raw Dat, The report
rougs o racords, The raw cata viee

+ haracter

character
aractr enter
con the item or highight the tam

Different appropriations ~ Order No Doc/Chk No Negative Expense

101, 3EO, 846 84627120PG CBOSS194

What does that
mean?

2/1/2019

Look for the Details, Continued ¢ pense report

APPR PRG. SOBJ ORDERNO YRQ FMO pavee BATCH DOCICHKNO TRNS ENCILICAMT  EXPENSE AMT
oRG  £508s DATE. CODE
101 05120PC EA  MGard_SEP 3 AvenmkmUs omsnote  2mazsi s03 0 sres
101 05120PG EA P Card_SEP 3 AMEZNMKTRUS emsmote 23132811 503 0 166
101 08120PG EA  F-Cara_SER 3 AMENMITRUS sizsz0in 0w EaS
191 08120PG EA  PCara_seR 3 AMEnmkTRUS 25015 0w 755
101 00120PG LA P-Gard_STP 3 AMENmRUS siz52010 0 X
0.00 Tirzs
0.0 7.2
E0 0B120PG NZTR 84627120PG 4 OPP GRANTTRANS JUL AUG SEP i0mz0  Csossiss 0o 35042
101 05120°PG NZTU 04027120PG 4 OPPGRANTTUIT JUL AUG STP 1002010 CDOSZ1S4 om0 29.411.00
3E0 01207C NITU e4c2712070 4 OPPORANTTUIT JUL AUC SEP 10mm01  cBOSS104 om0 2312065
Sub Object: NZ %00 somas
Object: 0.00 s5.010.15
PR ORG OPPOR TINIY GRANT 000 65,1654
B4 2710PG EA 491073 1 esevierme. 7izsote 183 14ae 0 st
04 27120PG LA P-Card SCF a3 N MIKTP USTMTI211A10. s252010 20132014 0o s
24 27120PC EA  -Cord_SEP 3 AMEZNmKIUS omsmote 23132814 0 a3
816 27120PGEA P Card SER 3 AMZNMKTP USTMTSROBAGT smsnote 23132814 0 e
245 27120PG EA  PCard SER 3 AMZNWKTP USMTZ2 smsnote 28133814 0 Ex
24 27120PG EA  P-Cmd SEP 3 AMENMKTP USTMTBIRSOS! omszon 2132004 0w oo
04 27120PG LA 3CODG120PG 4 OPP GRANT ORED GARD JULSER. 1002010 CDOSS1S4 om0 ars
24 27120PC EA  Card_OGT 4 S-SEATTLE.CC-BKSTOREZ3 1025018 20113012 0 s
816 27120PGEA P Card OCT 4 FLATWORLD 10msm018 39113012 om0 o600
245 27120PG EA  PCarOCT 4 AMZNMKTP USTMTTUGOMRY 1omsm018 39113012 0 077
Sub Object: £ Total won s
Object: E Total 0.00 23326

Revenue Report — enter your budget number

SEATTLE
FWistian FMS Query Tool

Instruction
Revenue Report Parameters Form

("reauired ied Ty s o ik
“hPR [ ] o 2l charache
“Pre bz |
“oRs
B ]
secrev | ]
0 V]
or

R [ ]

o8|
R Select PYR from dropdonriator Ener mltiple FYRS separate

by comma.
1. Source Revenue 4. Year/Quarter
2. Sub-Source 5. Revenue on Non-Operating
3. Negative Numbers

selections.

1 30d end with 5

v al &
it vaue, Nt both

v Data, The report




Revenue Report, Continued

Revenue Report

App Prg-Org Src SSRev YRQ FM Document BatchDate Trans Transaction Description Revenue Amount
Rev Code

748 125103 430 E2  B785 2 'D000478237 817/2018 193  JEFFCOAT,R -94.00
=] 2 000279083 81712018 93  MALBROUGH D -94.00

M 2 '000578951 8/17/2018 "193  KELLY,M -288.00

£ 2 000279093 81712018  "93  HOPKINS,M -94.00

=] 2 'D000279062 817/2018 93  STOREY,E -94.00

B 2 000578907 §17/2018 93  COEL -94.00

=] 2 'D000578892 /1712018 "93  GULMETTE B -94.00

M 2 'b000279062 8/17/2018 193 STOREY, E -288.00

M 2 000279093 /1712018  "193  HOPKINS,M -288.00

M 2 000279083 81712018 ™93  MALBROUGH D -288.00

M 2 'D000578907 &/17/2018 93  COE L -288.00

=] 2 000578951 81712018  "193  KELLY,M -94.00

M 2 'D000478237 81712018 93  JEFFCOAT,R -288.00

M 2 000578892 8/17/2018 193  GULMETTE,B -288.00

£ 1 '000379137 71212018 023 SPARKS, K -94.00

VM 1 '000379137 71212018 23 SPARKS, K -288.00

YRQ: B785 Total: 3,056.00
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Payroll Report — enter your budget number
m?iﬁ'&i FMS Query Tool

[ Tnstruction
Payroll Report Parameters Form

FMS Query Home " required fild Type in your choi

Budget Report ‘ i g corgas

“Appr
Revenue Report ‘
Exense Report “PRG [ | ieve ol dota stort e
“ORG [aLee | wilretrve al data for
v, lok bt
ayrol by som-ssom | [ ]
Summary Report ults, chooss from View Report or View Raw Data. The repart
Month subtotals for various groups of records. The raw data view
Pre 5 Year Sum ords but withaut subtotals,
Budget Planner . R o -
Prg Org Search from dropdownlist o Enter mulfipe FYRs separate: 02 ™55 0 20
- - T * Prg - Autosuggest start after first characte
My saved Reports * Org - Autosuggest start after acter enter,
e To st ozt e s s an the e ighihthe
min Menu and press "ENTER” key.

Payroll Report, Continued

Payroll Report
Appr PRG- SO} EMP NAME ACCT CHDate GROSSAMT ~ BA BB BC BC  BD TOTAL
ORG  SSOBJ Mo OASI  RETIRE MEDAID INDUST HEALTH  BENEFTS
"id5 161299 ABOT GELLER MONCA 809 9252018 87134 S74 7047 235 382 2724 41232
ABO1  GREEN, RACHEL 1809 101012018 87134 574 7047 235 382 000 135,08
Sub Object: AB Total 174268 11748 14034 470 764 27724 EZ3
a5 AKO1 BUFFAY, PHOEBE 809 91252018 9025 7368 12704 391 634 45800 66897
AKO1  BING, CHANDLER 7iB09 101012018 990.25 7369 127.04 391 6.34 0.00 210.98
AK02 TRBBAN, JOSEPH 809 91252018 79625 5884 1019 390 633 45708 62811
AK02 GELLER ROSS 1809 101012018 79625 5884 1019 3% 633 000 171.03
Sub Object: AK Total 357300 26505 4800 1562 2534 91508 167909
PRG-ORG: CENTRAL PERK Total 531568 38253 59834 2032 3298 1,192.32 222649
FYR(1819) Total 531568 38255 5834 2032 98 119232 220649
Grand Total 531568 38253  598.34 2032 3298 119232 2,22649
1. Names i

2. Check Date — this is September’s payroll
3. Gross Amount and Total Benefits
4. Health Insurance




Payroll on an Expense Report

Expense Report

APP PRG- SOBJ ORDERNO YRQ FMO PAYEE BATCH DOCICHKNO TRNS ENCILICAMT  EXPENSEAMT
R ORG sSOBJ DaTE cone

45 1612199 ABOY 3 PAYROLLEGENSE 180915 Q12018 09A o2 000 7134
"5 1612199 ABOI 3 PAYROLLDGENSE 180930 1042018 098 %02 000 o713
ub Object: ABTotal 000 774265

7145 1612009 AKOT 3 PAYROLLEXPENSE 180915 aitor2018 02 000
"5 1612199 AKO! 3 PAYROLLDGENSE 180930 1042018 098 %02 000 90025
"ids 1612099 AKOZ 3 PAYROLLEXPENSE 180915 oi192018  00A 02 000 79625
M4s 1612099 AKO2 3 PAYROLLEGENSE 180930 1042018 008 w02 000 79625
Sub Object: AK Totar 500 357300
Object: A Total: 000 531568
"i45 1612099 BA 3 PAYROLLEXPENSE 180915 oito0ts  00A o2 000 19126
51612190 BA 3 PAYROLLDGENSE 180930 1042018098 w02 000 19127
Sub Object: BA Totar 000 6253
"i45 1612099 BB 3 PAYROLLEXPENSE 180915 oi192018  00A 02 000 200,17
nas 1612099 BB 3 PAYROLLEGENSE 180930 1042018 008 w02 000 20017
Sub Object: B8 Total 000 EED
"id5 1612199 BC 3 PAYROLLEXPENSE 180915 o/192018  00A 02 000 2665
n4s 1612109 BC 3 PAYROLLEXENSE 180930 1042018008 w02 000 2665
Sub Object: BC Totar 000 330
7451612199 BD 3 PAYROLLEXPENSE 180915 ar1e2018 0o o2 000 110232
Sub Object: BOTota! 000 10232
45 1612000 BF  FY2018.19 3 UNEVPLOYMENT RESERVES 502018 SEPT2018 02 000 5315
Sub Object: BF Total 000 s
Object: BTotal 000 2270584
1. Organized by object 4. Unemployment Reserves — 1% of A PRG ORG: CENTRAL PERK Total: 00 759532
FYR(1819) Total 000 05.32
2. No names 5. October Payroll - November dates Grand Total 000 750532

3. Health insurance

2/1/2019

Budget
Planner
| Usorvenu |

FMS Query Home
Budget Report
Revenue Report
Expense Report
Payroll Report
Payroll by SID
Summary Report
Pre 5 Year Sum
Prg Org Search
My saved Reports

1. Revenue = Expenses so
$0 Projected Budget

2. lincreased this grant

budget by $5,300

Trying using your state

budget

W

D Budget Planner
< Projected FYR budget ject
Date: 1/26/2019
red field

(rea

Enter your budget cal Yoar vou vark vc
“Budget PRG ORG Code. 1612v21
“FYR Estimate base on:

Cooa bat | Gier]

S Ty Ty
0

A SALARIES AND WAGES 13108000 B peors 135,01240
B EMPLOYEE BENEFITS 3927500 [ % or$0 045325
¢ peRsoNAL SERVICES 2000000 [T Y — 2000000
£ GOODS AND SERVICES 3821900 [0 %omg5000 | 8200
F  COST OF GOODS SOLD 0.00 [0 Teorsio 0.00

G TamE 1485000 [0 J%OR$5000 985000

3 o roeDasseTs 000 [T Y — 000

K NONCAP FIXED ASSETS 000 O — 000

M INTEANCIROTRYE 000 [t — ac0

N GRANTSANDSUBSIDIES  14000.00 (O — 1400000
> oeETsvIE 00 [T — 000

R TEMPORARY 00 [T — 000

S INTERAGENCYREMBIRS  -263578.00 [0 %orsB30727 26928527
T TRANSEROFGURGES 655400 [ % or$0 675062
W DEPRECIATANDAMORT 000 0 %ors0 ] 000

Use raw data to create a pivot table in Excel

FMS Query Home
Budget Report
Revenue Report
Expense Report
Payroll Report
Payroll by SID
Summary Report
Pre 5 Year Sum
Budget Planner
Prg Org Search
My saved Reports

Expense Report Parameters Form

(*)required field
*“Appr [148 |
“BRG 04z ]
*ORG 9z ]
SOBJ-Ss0B] | ]
R0

Al Expenses
Expense Type . CSalary & Benefit Only

(Other Expense

pr [l |

- View Report || View Raw Data || |Save Parameter -




Accounting Report -> View Raw Data -> Download to Excel

< ador > MO @ we M @ i
PRG ORG|PRG[ORG [OBJECT|S0BJ [SS0BJ [TITLE s DESC
IND [IND e 1
o |1 |ozud |02 [ JE = e TaxTor 535,05 purene
s0r
oo [ |oeura |02 [ JE B SHNNY'S SELECTED
2
Wore EED_______ ]
e [ |owzua |02 [ JE B UKOVATY, LOUIS
oo [ |oeua |02 [ JE B ERE] T[CEsCr MARKET
>
o [ |ozzud |02 [ [E = EEd T[WORLD SPICE
s MERCHANTS
o [ |ozeud |02 [ JE = ERES T[WOLF FORK
i APIARIES
o [ |ozzud |02 [ JE = EREd T[WISMETTAC ASIAN
5 oos
B1e s [oaz20ia [0z [z [E B 5113 T[CocA-COLA ENTERRRISI
o Ao
e [ws  |oszzura |02 [ JE B ERE] 2[SPRINGRAIN FARM &
s ORCHARD. ING
oo [ |oezzura |02 [t JE B oTa7 2[CrARLEES
7 FRODUCE
oo |8 |oazzud |02 [ [E = ERES 2[NW AGRICULTURE
5 BUSINESS CENTER
e | |ozud |02 [ JE E EED 2o WiLo

2/1/2019

1. Insert Tab 2. Click on Pivot Table

—

= =
E 13w i 5 ! ¥ ¥ | &
:
1819 (148 (0422374 42 (20 [E EA meuu T[JOHNNY'S SELECTED SEED |7/25/2018
5 :
]
141819 [ (042201 o4z [aits [ EA 2[PETERSON COMPANY G201
Br

Datakxp

1. Select range of data you want in the pivot table 2. Choose location of pivot table

Data

e Recom Pctures O mmende Puotchart | 3D | Line ol imeine | et
e Dusttons natins e Tours sporines e s

a - A

4_a e c el ¢ | e L Lk M N
FR ~ JAPPRTI [PRG ORG [PRG [ORG ~[OBIEGT [S0B)  [55080  [TTTE GROER VR [BTGH DATE

o 1o o |
I el | | e I I e
1

L[ [ [m o @ [ e 5 | PAYS SELECTED SEED (7252078

& [TaT5 [ {02z o7z [Ei £ [EA | chosseihe atathatyou mantto snaze [T

P (I (O i A | © seeastoeorrange

o o[ [uzre it TobleRange: |Dutatoisast

B (G O T L an el dta source

P (IR O S i
(I R P i T

] Use ik £ Gsta L
(CE A e £ A EEEEd

o Choose where youwant the PRoTabe report o beplcea

il [ oz [oaz [ [EJEA | © tewwonshest R
ot s oz oz [ £ [EA Eustng worksnee “AGRICULTURE BUSIESS 5712078

2 Locton: NTER

PP CLER (R 2 (M i KUNI WILD FARVEST (@207

PP (LN (N N M i A TERSON COMPANY 20T

P (X (R 2L O A APE CLEARE FISHERY __[/7201

P N (RN (L7 (B 2) o Gance ] [iTD SALWON SEAFO0DS {7201
ot o oizi [oiz o Y  IVSC0 FOOD SERVIGES OF [3r207

7 [ [ [ [T seamnE

P N (N (77 (N O N [ BT || 7[sAV0 JASON [T

Datakxp




Fle  Home mwen  Pagelyom  Fomus  Osta  eiew  View Adbne  Acobst  Tem Y

Tl Name | Acve el = = N B[ Bows —— &
oabe | Samaf P AT v Y 5 0 B seca- [ & = =
z ' ot et et Fiter Refh Changata PuctCht Rcommended  (Fdl o/
EiOptions - [ Field Setings Sicer Timeline Connest = Sourcer | [E3MovePivotTable Puotlacles  List Buttons Headers
ot At coup s oue o coaons oot o o
M . £ | sumotoavr .
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Interdepartmental Charge & Credit - IDC

Use this form to move
expenditures between The IDC form must be filled
budgets, to correct revenues out using Microsoft Access

or Charges . bUdgetS' . https://apps.seattlecolleges.edu/
charge another budget within BS:L/Apps. AES.

Seattle Central for
goods/services provided or 3 3
transfer revenue within the

same fund Chargecr... invoice200...

Applications List

Use MySeattieColleges(EAD) login
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Use MySeattleColleges(EAD) login

’EJJ‘;‘ SV Furch

Use MySeattieColleges(EAD) login
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G FAQ

== Ay il out alparts ofthe form or data wil be lost ===

1 you are opering vith offce 2013, mke sure you lckensble edit contert.

Where is invoice voucher form?

1. Click on ITG Download

2. Click on link under “Where is Charge Credit
form?”

. Save As and download to your desktop

. Download 1 time only

. Open from icon on your desktop from now on

(S, N

Where is Charge Credit form?

Where is instant support download?

Jm—— &=
What do you want to do with chargecr2000.mdb?

[ e—

» ope:

» save

[ —
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IDC Options

election oggle Fils

T Adanced~ i

Ciipboard Sort & Fiter Records Find

| ombertit
| lrouFom

| EdtFom

_| o

| Dose th dasbace
| ithcoess

Number List — shows the
number, title and amount
of all IDCs you have created

Input Form — click here to
begin a new IDC

Edit Form — allows you to
edit an IDC you previously
created

Print form — allows you to
print an IDC you previously
created

Exit Access — closes the
application

INTERDEPARTMENTAL CHARGE/CREDIT FORM

11 Propara's ame. e

Depstimert You Depatment Name Goss Hare b2 secio] Daopaed _ 212013
2 oot To Bo Charaod] oo
3 Busress Ol Siarsre ose

1] s o 3

Fill in the lines available
You will not be able to click & write in
Signature or Campus/Department lines

IDC Number
Choose campus from dropdown menu
Department initials — 2 or 3 letters

Your initials
Automatic number

Attachments
Attach an FMS Query accounting record

ITEMS
FEFERENCE NO_ DESCRPTION TEJECT  AMDUNT
cooE
30 Choracie Dessipion (15 1o e secier] [ wmm
[Pressing b ftom Bmoun"cieates s newline. Press Conid Tab 090 toBudget Te | | 450000
[Reverse Use T Evaripe [ wm
ToraL [ gm0
DEPARTMENT TO BE[CHARGED
BUDGET TITE TANS RVRS AFPR PRDG OFG  SUB SV SSAC DUETO CHARGE
covE WO WD MO OB REV FROM AMDUNT

et et - ==
Ly A T R e e few | e [ [ o
TotaLchsssEs [ 505000

'DEPARTMENT TO RECEIVE|CREDIT |
EIoGET TITE TG RES PR PO O UE SRy GG DUETD CREDT
cone WO WD N O ARV FROM AMDUNT

and highlight the expense/revenue line
you want to move

Attach additional documentation
(emails, receipt to prove you already
paid sales tax, etc.) that explain the IDC

Approvals
The person responsible for the
Department to be Charged must sign

Send to the Business Office for signature
Torcreors [ o




