ORGANIZATION INQUIRY

How to Access an Account

e From the New World home screen, click on Financial Management > Inquiries > General
Ledger > G/L Organizations

%2, New world

- myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Journals *
Welcome to new Revenue Collections »
Payment Processing *

mySearch myCalendar 08/20/2018
Annual Budget Processing 3

Type Purchase aAccounts Payable »

Subject Date Start Time

Search For Procurement » There are no items to show in this view
Bank Reconciliation »

Project Accounting »
L Folder List Work Orders »
3 current( 1803) Reports >

(3 Archive (0) Inquiries -| General Ledger G/L Accounts

Revenue Collections [l G/LOrganizations

Peyments ALt _

Bank Accounts G/LTransactions
ko Approval Status  Transaction ID Descr

Vendors

mySettings vendor Audit " . .
Journals Dof1at2 2018-00003540 YE-O1

Purchase Orders

Out of Office Assistant Journals Oof1atz2 2018-00003541 YE-O'
Project Accounting 13

Customize Page View Journals Oof1at2 2018-00003542 YE-Oi
Asset Management >

Change Password
Miscellaneous Billing »

Email Motification

e Then change the Fiscal Year to the appropriate time period and then select the GL
account being viewed.

I’ld City of Manteca

ncial Management | Human Resources | Utility Management | Community Development | Maintenance

2% Fiscal Year [N Summarization Level  [None v

e NN

% 00-non Departmental 640.40.80.560 - Sewer M & O, Public Works, Sewer, Regulatory Fiscal Year: 2019

(1] 05 - Finance Budget $1,136485.00 Encumbrances -$1076.00 Expenses $4617464 EBalance $10¢

ﬂ 07 - Information Technology Acc ) ) | Amended Budget Encumbrances

: 11 -Fln Frofchon 5100.10 Benefits Uniform Allowan... $19000 5000
40 - Public Works
ﬂ 50 - Management/Engineering 5100.11 Benefits Medicare $333000 000
ﬂ 56- Fadiliies 5100.12 Benefits Annual Physical ... $0.00 000
M 50-Feet 510013 Benefits Employee Assista.. $000 000
@8 70- Transportation 51004 Benefits PPE 5000 %000
8 c0- Sewer 510015 Benélits Cell Phone Allow. $51500 5000

M8 005 -Debt Service 510016 Benefits 1959 Survivor Ret... 5000 %000

015 - Administration/Engineering 5100.17 Benefits Other Post Empl... $0.00 $0.00

Professional Services Gen...| $18250000

Nnroculte
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Budget Summary

e The inquiry will land on the Budget Summary screen, which is used to identify the Year
to Date balance of an account. Select any of the hyperlink items to drill down for more
detail.

new world City of Manteca

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

pn Inquiry

count Inquiry - 640.40.80.560-6000.01 - Professional Services General

Summary
19w
¥ V] - lAonual Totals YTD |V |Redass Journal Type v
L | 5404080 00-GX00L - Des & S g (Clas sification Profess jonal Services Fiscal Year 2019
| @ Amended Budget Encumbrance: Exp YTD Balance PercentUsed
e ATy T $182,500.00 $0.00 $7,108.00 $175,392.00 4%
& 5100 12 Benefits Aanual Physical Exam A Expenses | Current YTD Balance Percent Used
8 510013 Banets Employee Assistance ly $182,500.00 0.0 0.0 $7,108.00 $175,292.00 4%
8 5100.14 Benefts PPE August 0.0 $0.00 $0.00 $0.00 $175,292.00 4%
U ! L L L L A
& 5100.15 Beneiits Cell Phone Allowance % s B T
& 5100.16 Benefts 1959 Survivor Retirem || SP*™ P 0, 0.0 0.0 0.0 $175,92.00 %
& 5100.17 Benefits Other PostEmploymer  |[ Ot0Pe" oo 00 0.0 0.0 SRR A%
S o] November %0.00 0.00 $0.00 $0.00 §175,302.00 4%
& 6000 13 Professional Senices Complia December 0.0 0,00 50,00 0,00 5175,392.00 4%
& 6000 14 Professional Senvices |W.Pre s January 0.0 $0.00 $0.00 $0.00 $175,352.00 4%
& 6000.18 Professional Senices Legal February $0.00 $0.00 0.0 $0.00 $§175,392.00 4%
@ 6200 02 Supplies Special Department March $0.00 $0.00 0.00 $0.00 $175,392.00 4%
g 6200.09 Supplies Data Processing april 0.0 0.0 $0.00 $0.00 §175,392.00 4%
5 628039 Supples-Public Worls Industi [ | 1 v pro= po o r——— A
6300.01 Dues & Subscriptions Member:
June $0.00 $0.00 0.00 $0.00 $175.352.00 4%
..’I 630002 Dues & Subscriptions Publicat e s A = e St =
§ 6375.02 Operating Fees NPDES Permit g ' . £ : -
o504 Operating Fees Operating Pem

e Clicking the dollar sign next to the GL Date will open up the transactions that occurred
on that specific date.

G/L Transaction Inquiry

GL Aecount - 640.40.80.5606000.01 - Profess ional Services General

FomDae D012018 3:: G Account |640.4080.560-600001 - Pofession @ Joumdl Type
06302019 Proedt v
e

P [ G Account 1 | Jo

5ut-'.&ﬂgcr | JoumalNurbes | Transaction Desption m Departrent J DueTo/Due FromFund
1800

& 07102018 6404005046, JoumdEnty  AccountsPay- 0190000018 AR lnvoice Entry Accounts... Sydem Genera.

Vendor Name Invoice Number Invoke Date Payment Type Payment Number Imvaice Amount Dist Amount
Aquatc Science Center 06/15/18 06/15/2018 Check 70573 SL000 §1,00000
Aquatc Science Center 8319051 08/1L/2018 Check ETE] 1800 10800
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Budget History

e To find out more detail on what makes up the budget in an account, the Budget History
screen will help identify what has been adopted. Go to the Budget History Tab and
select Transactions by Budget Level from the drop down menu.

e This tab may be permission based so check with Finance for access.

.":.:'. new W0r|d' City of Mantec:

Q)
L] myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Organization Inquiry

G/L Account Inquiry - 640.40.80.560-6000.01 - Professional Services General

2L Budget History

Fiscal Year 2019;\3
GIL Account | 640.40.80.560-6000.01 - Professior =[G

Q
640.40.80.560-6( presd
@ Classification P

User- Defined Fields

Chart By |£~ccount VI

Sewer.Regulatory-Professional Services.General)

History Type

A
.:I 6000.13 Professional Senvices Com

e The budget transactions screen will show how the budget will be allocated based on the
budget process. Selecting the City Council Approval level will show what has been
adopted by Council.

.':.E'. new World' City of Manteca

(]
L myFawvorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Organization Inquiry

G/L Account Inquiry - 640.40.80.560-6000.01 - Professional Services General

2«

Budget History
Fiscal Year 2019%
il M y History Type | Transactions by Budget Level| ™| Chart By | t v
GIL Account | 640.40.80.560-6300.01 - Dues & S| ()

|| 640.40.80.560-6000.01 (Sewer M & O.Public Works Sewer R gulatory-Professional Services.G al)
m @ Classification Professional Services

'} 5100.15 Benefits Cell Phone Alowance ~ Level | Transactions Transaction Total Amount
& 5100 16 Benefits 1959 Survivor Retirem i# Finance Entry T $182,500.00

510017 Benefits Other Post Employmen # Finance Recommendation 7 $182 500.00
@ 6000.01 Professional Senices Gene (# City Manager Recommendation 7 $182,500.00
I‘.'ﬁ 6000.14 Professional Senices W Pre . :

5000 18 rfessionsl Sevices Legal
® 520002 Supplies Special Department ADA Compliant Study (LM 1.0000 $15,000.00 $15,000.00
ﬁ 6200 09 Supplies Data Processing Annual Delta RMP (LM) 1.0000 $7,500.00 $7500.00
® 525030 Supplies-Public Works Industi Annual PSA(LM) 1.0000 $25,000.00 $25,000.00
ﬁ 6300 01 Dues & Subscriptions Member: CMCWA Ammonia Study {Annual Until 2020) (LM) 1.0000 $20,000.00 $20,000.00
.5 6300 02 Dues & Subscriptions Publicati Mercury Exposure Reduction Program (LM) 1.0000 $1500.00 $1500.00
ﬁ 6375.02 Operating Fees NPDES Permit Methylmercury State Mandated Control Study (LM) 1.0000 $13,500.00 $13500.00
® 6375 04 Operating Fees Operating Pern NPDES Permit Recycled Water Modification (LM) 1.0000 $100,000.00 $100,000.00
My
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HOW TO RUN BUDGET REPORTS

Budget Worksheet

e The Budget Worksheet Report is a report that will provide historical budget data.
e From the New World home screen, click on Financial Management > Reports > Annual Budget >

Budget Worksheet.
.. -
L
%« New world
L myFavorites | Financial Management | Human Resources | Community Development | Maintenance

Journals 3
Welcorﬂe to new Annual Budget Processing  »
Accounts Payable »

mySearch myCalendar 08/10/2018
Procurement 3

Type Purchase Project Accounting . Subject Date Start Time
Search For Work Orders » There are no items to show in this view
General Ledger 3
Inguiries ¥ Budgetary 3
% Folder List Revenue Collections » Budget by Organization
& current (1377) Accounts Payahble »| Budget by Account Classification
= Archive (0) Receipt of Goods » Budget by Fund Category
Purchasing » Budget by Function

Bank Reconciliation »  Budget by Revenue Type

Project Accounting » Budget Cross Organization by Account Classification —

Asset Management ¥ Budget Cross Organization by Account Number

Miscellaneous Billing » Budget Transaction Report 01c

Out of Office Assistant Bids ' P.Di-:if.c.r:juigijﬁud-ltuRf.p.D:tL o —— uvL

Customize Page View contraces ’ Purchase Order  Oof1ats Edit Pant
Change Password

Email Motification
New Source Priority Date L1

How to Run Budget Reports n



e Select the parameters of the report on the Budget Worksheet Report screen. (The reports are
based on permission levels so check with Finance for access.)
1. The budget year being viewed
2. Account type — Expenses or Revenues
3. Include comments on each account
4. Check the box to include transactions, click on the drop down menus to change the
transaction type to “all” and the budget level to “City Council Approval”

(]
o .
00
% New world ¢
i myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance
Budget Worksheet Report
Load Saved Report ] .‘ﬂ Distribution Group | ﬂ
Override Report Title Email Group | Vg
Budget Year |2019 v Print Transactions  []
Account Type  |Expense v Transaction Type  |All
Sort by Account Type Budget Level |City Council Appr| v
Subtotal by Classification Level |3 v Transaction Order  [Alphabetic Order | V|
Summarize to Organization Level ] vl Include Accounts With Zero Balances [
Page Break Level I VI Print Full G/L Account Number [
Print Footer Report Output Type LT ETENICT 0
Excel Formatted
Include Comments ]With Each Account El Excel Data
csv
Fund Department Division Program Function
IIOU - General Fund 1] Iﬁl - City Clerk i] | 1] ] ﬂ I l]
Available Organization(s): 2 Selected Organization(s): 1
100.01.00.110 - General Fund, City Clerk, Non Divisional , Recoi 100.01.00.100 - General Fund, City Clerk, Non Divisional , City (
100.01.00.120 - General Fund, City Clerk, Non Divisional , City ( ’
>
4

 print ] Reset J save ] savess ] oeiete ]
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e At the bottom of the page, go to the Organizations tab. Highlight the organizations to select the
organizations and use the arrow key to add the organizations to be included in the report.

Organizationsv | Accounts Balances to Include

Fund Depariment Division Program Function
[100 - General Fund [01 - City Clerk [ [ [
Awvailable Organization(z): 2 Selected Organization(z): 1

100.01.00.110 - General Fund, City Clerk, Non Divisional , Recon
100.01.00.120 - General Fund, City Clerk, Non Divisional , City ¢

100.01.00100 - General Fund, City Clerk, Mon Divisional , City €

(a3 (=

e Click on the Accounts tab to highlight the accounts and use the arrow key to add the specific
accounts to be included in the report. If all accounts are to be used, the double arrow key will
select and include all accounts in the report.

Accounts v

Available Account(s): 578 Selected Accourt(s): 241

7000,01 - Capital Qutlay Vehicles-Minor 6000.01 - Professional Services General

700002 - Capital Outlay Vehicles-Major () \!_/I 6000.02 - Professional Services Fingerprint Fees N
7000.03 - Capital Qutlay Operations Equip-Minor 65000.03 - Professional Services Range Rental

7000.04 - Capital Outlay Operations Equipment-Major 6000.04 - Professional Services Forensic Testing

7000.05 - Capital Outlay Operations Apparatus-Minor | | 1600005 - Professional Services Veterinarian

700006 - Capital Outlay Operations Appartus-Major " |6000.06 - Professional Services Spay/Meuter

7000.07 - Capital Outlay Computer Hardware 6000.07 - Professional Services Weed Abatement

700008 - Capital Outlay Computer Software | %4 | |6000.08 - Professional Services Plan Check

7000.09 - Capital Outlay Computer Conversion S 16000.09 - Professional Services Uniform

700010 - Capital Qutlay Sprinkler Controller Upgrades 65000.10 - Professional Services Consultant

700011 - Capital Outlay Security v | 4 |6000.11 - Professional Services County Admin Fee v
700012 - Capital Outlay Furniture s |6000.12 - Professional Services Contract Services
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e Click on the Balances to Include tab to select the columns and use the add key to add the
available columns in the report. Select the Report Output Type and then Print once all
parameters have been set.

e |If printing a standard report a PDF will pop up on the screen. Select the Send to
myReports button at the top right hand corner of the report. Then click on the paper

- W

icon at the top right hand corner to save or print the report =
Prie P P 152 B 1804 B3

PrintFooter [v] Report Qutput Type
Excel Formatted
Include Comments | With Each Account || Excel Data
csv
Balances to Includev <:
Available Columns Selected Columns

2018 Projected Amount A |2018 Adopted Budget ) The [ : : Worksheet Column

2018 Estimated Amount A m 2018 Amended Budget Formula " a.g Define A:

2017 Actual Amount o Add 2018 Actual Amount ¥ I v

2016 Actual Amount / 2019 Finance Ent wB Define B:
2015 Actual Amount 2019 City Council Approval (A-B)/B I : -
2014 Actual Amount Deqmal placesl W

2019 Department Entry i
2019 Finance Entry W Cancel

2019 Finance Recommenda

2019 City Manager Recomn
2019 City Council Approval i
2020 Forecast eMI

e The Standard Report will print the report in PDF format

o The Excel Formatted will print the PDF version in an excel format

e The Excel Data will print the report in an unformatted excel sheet

e The CSV will print the report in columns for easier manipulation of the data (The totals are hard
wired so a new formula will need to be created for calculating)

How to Run Budget Reports



e Sample Standard Report Expense Budget Worksheet

Expense Budget Worksheet Report

Budget Year 2019

2018 Adopted 2018 Amended 2018 Actual 2019 Department 2019 City Council
Account Account Descr Budget Budget Amount Entry 2019 Finance Entry Approval

F 100 - General Fund

Department 01 - City Clerk
/i 00 - Non Divisional
100 - City Clerk
woes
Professional Services General 9,000.00 9,000.00 9,058.12 9,000.00 9,000.00 9,000.00
Comments
Level Comment
Finance Entry C2017-164 - Netfile annual NCO (LM)
$9,000.00 $9,000.00 $9,058.12 $9,000.00 $9,000.00 $9,000.00
Suppliees
6100.01 Utilities Electric 18,000.00 18,000.00 18,607.34 00 20,000.00 20,000.00
610002  Utilities Telephone 1,190.00 1,190.00 1,092.86 00 1,350.00 1,350.00
6100.03 Utilities Data Transmission / ISP 1,000.00 1,000.00 1,330.72 00 1,500.00 1,500.00
6100.05 Utilities Cable 800.00 B00.00 684.25 00 700.00 700.00
6200.01 Supplies Office 3,000.00 3,000.00 2,420.70 4,500.00 4,500.00 4,500.00
6200.02 Supphes Special Department 6,100.00 6,100.00 5,857.31 5,000.00 4,000.00 4,000.00
£200,13  Supplies Elections 00 00 00 00 1,000.00 1,000.00
6300.01 Dues & Subscriptions Memberships 920.00 920.00 1,443.00 1,100.00 1,100.00 1,100.00
6500.04 Claims & Insurance Insurance Premiums 14,050.00 14,050.00 14,050.00 00 18,050.00 18,050.00
6600.01 Administrative Expenses Meetings 500,00 500.00 109.71 500.00 500,00 500.00
6600.03 dministrative Mileage Reimb 500.00 500.00 460.44 500.00 500.00 500.00
B600.04  Adminishative Expenses Training/Conferences 11,100.00 11,100.00 10,596.46 12,600.00 12,600.00 12,600.00
6600.07 Admi = Emp R £20 200.00 298.13 500.00 300.00 300.00
6500.14 Administrative Expenses Fling/Recording Fee 400.00 200.00 (12.00) -toaoq 400.00 400.00
6500.31 Administrative Expenses Election 1,000.00 1,000.00 631.58 105,500.00 101,000.00 136,000.00
6600.40 Administrative Expenses Election 00 00 00 00 3,500.00 3,500.00
Training/Conference

upplies $58,560.00 $58,560.00 $57,561.50 $130,600.00 $171,000.00 $206,000.00
Program 100 - City Clerk $67,560.00 $67,560.00 $66,639.62 $139,600.00 $180,000.00 $215,000.00
n 00 - Non Divisional T 367,560.00 7,560, $66,639.62 $139,600.00 $180,000.00 $215,000.00
01 - City Clerk $67,560.00 $67,560.00 $66,639.62 $139,600.00 $160,000.00 $215,000.00
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Budget Performance

e The Budget Performance report is a summary of how the budget is performing.
e From the home screen, click on Financial Management > Reports > Budgetary > Budget
Performance Report

-
_ .
Xy Id A
s’ NMEW WOr City
- myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Journals 3

Revenue Collections
Budget Performar

Payment Processing

Miscellaneous Billing
Report' work Orders

Prior Year Balances |Total ¥ ear

<

>
>
Load Saved Report Annual BudgetProcessing » ~] Distribution Group [ ~3
Accounts Payable 3
Override Report Title ur ¥ Email Group I VIE
Procurement 3 .
Report Bank Reconciliation ol Organization Level Usage I ~
Project Accounting 3 o
Reportfro N Organization Level | bt
>
>
>

Budget Baj General Ledger » Page BreakLevel
Arcou n-ul-rlyt-ll:l..l ries Budgetary *| Budget Performance Report
Annual Budget » Proforma Budget Report
SorthyAccount Type 5 Revenue Collections * Budget Exception Report
Subtotal by Classification None|w | Accounts Payable » Budget Amendments Report
Receipt of Goods * Budget by Organization
Purchasing * Budget by Account Classification
Bank Reconciliation »  Budget by Fund Category
Project Accounting » Budget by Function
Fund Department Asset Management » Budget by Revenue Type
| Vl I V] Miscellaneous Billing » Budget Cross Organization by AccountClassification
Avaiable Organaation(s) 460 Bids » Budget Cross Organization by Account Number
001 - Pooled Cash Contracts *
100 - General Fund — .

I MOANANN - General Fund Mon Nenartmental Ron Mivic —

o Select the Parameters of the report.
1. Change the report option to Other
2. Change the date range to appropriate time period
3. Change budget balance to Annual
4. Select the correct account type (All, Expense, or Revenue)

", new world City

e myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance
Budget Performance Report
Load Saved Report | &4 Distribution Group | v @
Override Report Title Email Group | E] ﬁ

ReportOption | Other V] Organization Level Usage [—z_]
ReportfromDate  07/01/2018 [ Organization Level I—E
Reportto Date  06/30/2019 3 Prior Year Balances I—V‘
BudgetBalances |Annual v Page BreakLevel [—xj

Account Type Include Accounts With Zero Balances []
E se
SortbyAccountType | R

Subtotal by Classification | Mone v | Rollup Account [include [v]
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e |nthe tabs below, chose the organization, accounts, and account classifications to be included in

the report and select print ’

Fund Department Division Program Function
i Mesrek 9] | ol ol o ~l
Available Organization(s): 3 Selected Organization(s): 2
440 - Measure K 440.40.70.015 - Measure K, Public Works, Transportation, Adm
440.00.00.900 - Measure K, Non Departmental, Non Divisional , \!/ 440.40.70.570 - Measure K, Public Works, Transportation, Stree
440.40.50.001 - Measure K, Public Works, Management/Engine
/ -
-
s,
4
e
Available Account(s): 444 Selected Account(s) 375
5000 - Salaries N 6000 - Professional Services
5000.01 - Salanes Regular e ; > 6000.01 - Professional Services General ~
5000.02 - Salaries Part Time = 6000.02 - Professional Services Fingerprint Fees
5000.03 - Salaries Overtime 6000.03 - Professional Services Range Rental
| 5000.04 - Salaries Holiday Pay » 6000.04 - Professional Services Forensic Testing
| 5000.05 - Salaries Duty Pay — 6000.05 - Professional Services Veterinarian
5000.06 - Salaries Out of Class 6000.06 - Professional Services Spay/Neuter
5000.07 - Salaries Admin Leave Pay e 6000.07 - Professional Services Weed Abatement
| 5000.08 - Salanes Longevity Pay ~ 6000.08 - Professional Services Plan Check
5000.09 - Salaries Mutual Aid Overtime 6000.09 - Professional Services Uniform
| 5000.10 - Salaries Furloughs v 4 6000.10 - Professional Services Consultant v
| 5000.11 - Salaries Worker's Comp ~— 6000.11 - Professional Services County Admin Fee

Account Classifications v

Available Account Classffication(s): 0 Selected Account Classiffication(s): 7

Expense Classification 1 - 1 - 5000 - Personnel Services
‘!’ Expense Classification 1 - 2 - 6000 - Professional Services
Expense Classification 1 - 3 - 6100 - Supplies

Expense Classification 1 - 4 - 7000 - Capital Outlay

» Expense Classification 1 - 5 - 8000 - Capital Improvement
P

~ Expense Classification 1 - 6 - 8500 - Debt Services
Expense Classification 1 - 7 - 9000 - Other Financing Sources
-«

L print ] scheduie ]l Reset ] save ] savess  petets J

\
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Sample Standard Report Expense Budget Performance

Expense Budget Performance Report

Date Range 07/01/18 - 06/30/19
a n ec a Include Rollup Account and Rollup to Account

Budget Amended  Current Month YTD YTD Budget - YTD % Used/
Account Account Description Budget Amendments Budget Transactions Encumbrances Transactions Transactions Rec'd
Fund 440 - Measure K
40 - Public Works
70 - Transportation
rogram 015 - Administration/Engineering
EXPENSE
6000 Professional Services
6000.01 Professional Services General 10,000.00 240,000.00 250,000.00 00 00 00 250,000.00 0
6000 - Professional Services Totals $10,000.00 $240,000.00 $250,000.00 $0.00 $0.00 $0.00 $250,000.00 0%
6300 Dues & Subscriptions
6300.01 Dues & Subscriptions Memberships 700.00 00 700.00 00 00 00 700.00 0
6300 - Dues & Subscriptions Totals $700.00 $0.00 $700.00 $0.00 $0.00 $0.00 $700.00 0%
6500 Claims & Insurance
B6500.04 Claims & Insurance Insurance Premiums 5,110.00 00 5,110.00 00 00 2,555.00 2,555.00 S0
6500 - Claims & Insurance Totals $5,110.00 $0.00 $5,110.00 $0.00 $0.00 $2,555.00 $2,555.00 S50%
6600 Administrative Expenses
6600.04 Administrative Expenses Training/Conferences 2,500.00 00 2,500.00 00 00 725.61 1,774.39 2
6600.26 Administrative Expenses Support Services-IT 4,690.00 00 4,690.00 00 00 2,345.00 2,345.00 50
6600.36 Ad E IT Fund G i 10,160.00 00 10,160.00 00 00 5,080.00 5,080.00 S0
6600 - Administrative Expenses Totals $17,350.00 $0.00 $17,350.00 $0.00 $0.00 $5,150.81 $9,199.99 7%
EXPENSE TOTALS $33,160.00 $240,000.00 $273,160.00 $0.00 $0.00 $10,705.61 $262,454.39 4%
Program 015 - Administration/Engineering Totals ($33,160.00) ($240,000.00) ($273,160.00) $0.00 $0.00 ($10,705.61) ($262,454.39) 4%
m 570 - Streets [Street Maintenance
EXPENSE
6410 Repairs & Maintenance-Transportation
&410.02 Repairs & Maintenance-Transportation Shurry/Overlay 00 1,954,000.00 1,954,000.00 00 00 184.80 1,953,815.20 0
6410 - Repairs & Maintenance-Transportation Totals $0.00  §1,954,000.00  $1,954,000.00 $0.00 $0.00 $169.80  §$1,953,815.20 0%
EXPENSE TOTALS $0.00  $1,954,000.00  $1,954,000.00 $0.00 $0.00 $169.80  $1,953,815.20 %
Program 570 - Streets/Street Maintenance Totals $0.00  ($1,954,000.00)  ($1,954,000.00) $0.00 $0.00 (§184.80)  ($1,953,815.20) 0%
Division 70 - Transportation Totals ($33,160.00)  (52,194,000.00)  ($2,227,160.00) $0.00 $0.00 ($10,890.41)  ($2,216,269.59) %
t 40 - Public Works (833,160.00)  (52,194,000.00)  ($2,227,160.00) $0.00 $0.00 ($10,890.41)  (52,216,269.59) %
nd 440 - Measure K $33,160.00  $5,199,00000  $2,227,160.00 $0.00 $0.00 1089041 §2,216,269.59
Grand Totals T5,160.00  S2,199,00000  §2,227,160.00 50.00 30.00 1009041 82,216,069.50
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INTERNAL BUDGET ADJUSTMENTS/TRANSFERS

Completing the BA Form

City of Manteca
Appropriation Transfer
Fiscal Year 2018-19

.Fram: To:

Amended Revised Amended Revised
Fund Acct Number Budget Amount Budget Fund Acct Number Budget | Amount Bud,

L A A A
'

'
R R AT A A A

"

j Explanation for Transfer:

q 1By

Department Manager

: Approved By

Finance Director

e Enter the account information in the From section where the funds will be moved out
of. The Amended budget is the actual budget of the account NOT available budget. The
revised budget is the new budget total once the transfer has been completed.

1 Inquiry

ount Inquiry - 660.40.75.620-6200.02 - Supplies Special Department

r 29V " —
) M ) Aanual Tolals YTD ::Redass.luumal Type hd |
. 0 FAHE0.02 - i

From: ¢ GE007562:62002 - upplies 7] [ Classificaion Supplies Fiscal Year 2019

- @ Amended Budget Encumbrances Epenses YTD Balance PercentUsed

Amended Revised | §20,00000 5000 S0 $18.258.60 »

Fund Acct Numk Budg A t Budg A X, :
660 660.40.75.620.620002] 5 20,000| 5 (5000 5 15000| 620005 Suppies ] [ -
s N 88 6200 06 Suppies Propane Xy 000000 000 00 $1741400 $18 25660 9%
s 8 5200.12 Supplies G Augut 00 0 00 00 $18.25.60 9%
s 6260.02 Supplies-Public Works Pav 1| september 000 00 00 00 §18.2%80 9%
s 6260.14 Suppibes-PublicWorks Pro 1| october 00 om oM D0 $18.28.60 9%
3 g 626019 Supplies-PublcWorks Sp¢ | | vembes 0 90 20 D0 B2 9%
280 20 shlic W
s = 620020 Supphes-PublicWors Bin | |} o 90 Qm oM 00 $18.28.60 9%
T 88 6260 25 Suppies Pubiic Werks Cal s o o ] ot g o
N It 1] J S350 %
(5,000) 8 625026 Supphes Pubic Works 3¢ :
6375 7 CpenogFos Panst February 00 000 0m 00 $18.258.60 9%
8 6375 03 OperatngFees Dumging | | M o 0 o4 ny iy 2%
Qe Operating Fees SudgeDis [ | 4P am 0.0 00 000 SB2RE 9%
Weann Operating Faes Compost T ||| May 20 oL 20 0.0 §13. 25880 9%
6375 12 Oparating Fees Curbside F | | Ame 0w 000 0m 000 $18.25.60 9%
@ 4 Oparating Fees Wood Was | | Total 200000 om om 1740 SB288 9%
The Amended Budget is the amount 8 4375 15 Oowrsiva Feas Cancrntala

in the Budget column PLUS the |

amount in the Amendments column.
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e Enter the account information in the To section where the funds will be going to. The
Amended budget is the actual budget of the account NOT available budget. The revised
budget is the new budget total once the transfer has been completed.

count Inguiry .07 - Repairs & Maintenance Radio Communication

» Summary
To:

19]% ¥
w (zsfv] Lanual Totsls 70 [WRaclass Joumal Type ]
ot 660.40.75.620-6200.02 - Suppies S )

Amended Revised '“L:':“::ﬂzmmﬁ — — Fisca '-ea; ?Umﬂ
Ul cumbrance s nses Parces 58
Fund Acct Number Budget | Amount | Budget 500000 $000 526 EED T 2]
660 660.40.75.620.6400.07 $ 5,000 | $ 5000 |S 10,000
S 500 000 500 000 0%
000 w00 200 00 0%
5 v Expens #s Misage Reimbursemant
" Spenses L ag e 5000 000 5000 000 0%
5 v Expenses Training Conderences %000 000 5000 000 %
path #s Employes Recrutment i
S shative Expenses Employes Recrumen o 500 000 .00 000 %
Februay 000 200 2000 000 0%
5
March 000 000 000 000 0%
$ 5,000 aprd 00 00 000 00 0%
May 00 000 000 000 0%
June 200 w00 200 100 0%
Totd 500000 w00 200 526 0%

e Write an explanation for the transfer. Have Department Manager sign the completed
BA form and route to Finance for processing.

Explanation for Transfer:
Move funds to pay for additonal radios that need repair

Req d By

Department Manager

Approved By

Finance Director

e Some accounts are specially budgeted and are not eligible to be transferred out of. The
list below are the account numbers that cannot be used.

Accounts Unable to Transfer Out of
Salaries/Benefits All 5000 accounts
Electric 6100.01
Telephone 6100.02|
Postage 6200.04]
Fuel 6200.05
Indirect Labor 6600.25|
T 6600.26|
Direct Labor 6600.27|
IT Fund Contribution 6600.36|
Depreciation 6700.01 - 6700.99
Capital Outlay All 7000 accounts
Capital Improvement All 8000 accounts|
Operating Transfers  All 9000 accounts|

Internal Budget Adjustments
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QUICK TIPS

Adding a shortcut to myFavorites (G/L Organizations)

e Adding shortcuts is useful when accessing screens frequently being used.

e From the home screen, click on the Financial Management > Inquiries > General Ledger
> G/L Organizations

. New world

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Journais »
Payment Processing >

Type Purchase Accounts Payable 3

endar 08/20/2018

Subject Date Start Time

There are no items to show in this view

Bank Reconciliation *

Search For Procurement 3

Project Accounting »
myReports (1803) RN TP Preey- are »
= Folder List Work Orders >

8 current ( 1803 ) Reports »
3 archive (D)

General Ledger G/L Accounts

Revenue Collections L3 L Dlg"ﬂnk.’.ﬂlll’_l
B. k < i - i s
ankAccount G_;E_.r_a_n emiiiaiiec Apprcwnl Status Transaction 1D Descr
Vendors
mySettings vendor Audit .
Journals ODof1at2 2018-00003540 YE-O
Purchase Orders
Out of Office Assistant Journals Oof1at2 2018-00003541 YE-O'
Project Accounting -
Customize Page View Journals Ooft1at2 2018-00003542 YE-O:
Asset Management »

Change Password

Miscellaneocus Billing »
Email Notification

e Select the o button at the top right hand corner . This button will add the current
screen into myFavorites

. new world

myFavorites | Financial Management | Human Resources | Utility

| community

Organization Inquiry

City of Manteca ———

2« Fiscal Vear [20 Summarization Level  [None Reclassification Journal Type
I i Account Type  [Bxpense |V
A
m 100 - General Fund 001 - Pooled Cash Fiscal Year: 2019
m‘\ZU—F\reGraﬂls Budget $0.00 Encumbrances $0.00 Expenses $0.00 Balance $0.00 PercentUsed 0%

Remaining B>'nce Percent Used

1 140-cose

m 150 - Police Grants
160 - Supplemental Law Enforcement
[ i
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A

ccount Inquiry

e Account Inquiry helps to locate a G/L Number. Go to Financial Management > Inquiries
> General Ledger > Accounts

., hew world

L myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Journals »
W me to n Revenue Collections »

Payment Processing

-ar

Annual Budget Processing

Subject Date Start Tim

Type Purchase Accounts Payable

Search For Procurement There are no items to show in this view

CEElE!  Bank Reconciliation

Project Accounting

myReports (1809) EEVIFIEISEEHTe

Z¥ Folder List Work Orders >
3 current (1809) Reports »
L3 Archive (0) Inquiries General Ledger 4 G/L Accounts
Revenue Collections » G/L Organizations
Bank Accounts G/LTransactions

s Approval Status  Transaction ID De

i ioumais _____oor1at2 ___2019.00000449 AU
mySettings Vendor Audit
Misc. Billing Invol... 0of1at2 2018-00000123 Fir

Purchase Orders

Out of Office: Assistant Misc. Billing Invol.. 0of1at2 2018-00000193 Fir
Project Accounting »

Customize Page View Misc, Billing Invoi,,, Dof1at2 2018-00000194 Fir
Asset Management »

Change Password
Miscellaneous Billing »

myNotifications

Email Notification

e Begin by typing the account number in the Account box. A list of the numbers will
begin to populate in the drop down menu.

. hew world City of Manteca

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

Account Inquiry

Fiscal Year |2019:] Summanzation Level INone %| Reclassification Joumal Type I VI

2%
Account Type |Ac<ount hod
Account
62 x|a]
6200 - Supplies
6200.01 - Supplies Office
6200.02 - Supplies Special Department
6200.03 - Supplies Copier Maintenance & Supplies I

6200.04 - Supplies Postage
6200.05 - Supplies Gasoline
6200.06 - Supplies Propane
6200.07 - Supplies Radio Communication & Maint.
6200.08 - Supplies Uniforms
6200.09 - Supplies Data Processing
Mare,,

Quick Tips
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e Once the account number is in the Account box, select Search. A list of all the G/L
numbers that have that account number will appear. Select the Organization needed.

= Nnew world

- myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

City of Manteca

Account Inquiry

Fiscal Year |2019|% | summ anization Level |MNone (b4 Reclassification Joumal Ty pe | _\_.n_[
3 amended Budget Exp Encumb €5 aining Balance % Used
fccount Type [Account ] $988.400.00 $2,762.50 $0.00 $985,637.50 0%
Account niption
S200.05 - Supplies Gasaline i General Fund City Mana... 0%
100.05.00.150 General Fund, Finance, M... $0.00 $0.00 $0.00 0%
100.11.00.001 General Fund Police Pro... $12,100.00 $0.00 $0.00 0%
/3 620006 Supplies Propane ||| 100.11.00.200 General Fund Police Prot... $211,100.00 50.00 $0.00 $211,100.00 0%
) 620007 Supplies Radio Corr PR 100.11.00.210 General Fund, Police Pr $0.00 $0.00 $0.00 $0.00 0%
R 620008 Supplies Uniforms 100.11.10.270 General Fund, Police Prot... $5,000,00 $0.00 S0.00 $5,000.00 0%
6200.09 Supplies Data Processing 100.13.00.001 General Fund Fire Protec... $0.00 $0.00 50,00 s0.00 0%
620010 Supplies Protective Clothing 100.13.00.280 General Fund Fire Protect... S0.00 0.00 S0.00 S0.00 0%
6200.11 Supphes LibraryBooks and Materials 100.13.00.290 General Fund Fire Protec... $59,500.00 $0.00 5276250 $56,737.50 5%
0 520012 Supplies CNG 100.20.20.310 General Fund Parks & Re... $0.00 S0.00 $0.00 $0.00 e
% 6200 13 Supplies Elections 100.20.25.001 General Fund, Parks & R.. $0.00 $0.00 $0.00 $0.00 0%
g £210 Supplae-Dolice 1002025330 General Fund Parks & Re... $104,300.00 000 50,00 $104,300.00 0%
& 2; ::g E; 23:::::::::2: fr::?n:’ew"mm 100.40.50.001 General Fund Public Wo... $10,200.00 $0.00 $0.00 $10,200.00 0%
@) 6210 03 Supplies-Police K-9 Training 100.40.55.001 Gen eral Fund, Public Wor... $0.00 5000 $0.00 S0.00 0%
621004 Supplies-Police Ballistic Shields 100.40.55.500 General Fund, Public Wo... $5.600.00 $0.00 $0.00 $5,600.00 0%
) 6210.05 Supplies-Police Auto Theft Prosecutic 100.40.55.510 Gen eral Fund, Public Wor... $0.00 $0.00 $0.00 $0.00 0%
ﬂ 6210.06 Supplies-Police Underage Drinking E 100.40.60.001 General Fund Public Wo... S0.00 S0.00 30,00 50.00 0%
@) 621007 Supplies-Police Bullet Proof Ve st Gra 100.40.60.520 General Fund, Public Wor... $2,100.00 $0.00 $0.00 $2,100.00 0%
) 621008 Sup -Police DUIE t Gri 100.40,60.530 General Fund, Public Wo... $2.100.00 $0.00 $0.00 $2.100.00 0%
ﬁ 6210.09 Supplies-Police Special Investigation 190.50,00.000 Federal Transit Managem... $98, 500,00 50,00 $0.00 $98 500,00 0%
€ 5210.10 Supplios-Police Street Beat 240.30,40015 Development Services, C... £0.00 £0.00 £0.00 £0.00 0%
) 6210.11 Supplies-Polics CERT Funds 340.30.40.400 Development Services, C... £800.00 000 000 $800.00 0%
) 521012 Supplies-Police Achalic Beverage C¢ 340,30.45.000 Development Services, C... $5.300.00 $0.00 000 £5,300,00 0%
&) 521013 Supplies-Palice Mobile Computer Up ; :
3 621014 Supplies-Police OTS Caollision 420.40.70.570 Gas Tax/Street Improvem... $23,000.00 $0.00 S0.00 $23,000.00 0%
@) 6210 15 Supplies-Police Handheld Radios-W 450.40.70.015 TDA /Local Transportatio.. $0.00 $0.00 $0.00 $0.00 0%
® 521016 Supplies-Police BIAJAG Funds 450.40.70.550 TDA /Local Transportatio... $0.00 $0.00 $0.00 $0.00 0%
ﬁ 6210.17 Supplies-Police CHP DUI Corridor 460.40.70.600 TDA Local Transportatio.. 50.00 50.00 $0.00 50.00 0%
¥ 621018 ies-Police ABC Shoulder Tap 620.20.35.001 Golf Course, Parks & Recr. $0.00 $0.00 $0.00 $0.00 0%
ﬁ 6210.19 Supplies-Police SOS Grant ||| 620,2035.370 Golf Course, Parks & Rec... 52280000 $0.00 $0.00 $22.800,00 0%
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Vendor Inquiry

e Vendor Inquiry can be used to locate information regarding a specific vendor.
e Account Inquiry helps to locate a G/L Number. Go to Financial Management > Inquiries
> Vendors

-, hew world

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

L ]
Journals 3
Welcome to new Revenue Collections »
Payment Processing »
mySear myCalendar 08/21/20
Annual Budget Processing  »

Type Purchase Accounts Payable » Subject Date Start Time

Bank Reconciliation 3

Project Accounting

Search For Procurement 3 There are no iterns to show in this view

L4
myRepclrts (1809) Miscellanecus Billing [3
»

" Folder List Work Orders
= Current ( 1809 ) Reports »
£33 archive (0) Inquiries [ General Ledger 3

Revenue Collections

>
Payments myTasks

Bank Accounts
,
mysettings Vendor Audit - — - S AR
Journals Oof1at2 2019-00000450 AUG

. Purchase Orders
Out of Office Assistant Journals Doft1at2 2018-00003584 YEZ2
. . Project Accounting 3
Customize Page View Journals Ooft1at2 2018-00003586 YE-2

Asset Management 3
myMNotifications

Source Approval Status  Transaction ID Desc

Change Password
Miscellaneous Billing  »
Email Motification

e Type the name of the business or the Vendor ID number and press Search.
e Click the folder icon to open up the drop down items.

. hew world

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Mainte:

General v
Last Name/Business  kleinfelder Active v
Number Vendor Number 638
Name Kleinfeider, Inc.
@ Primary Contact Kieinfelder, Inc

Description 398
Address P O Box 51958
Los Angeles , CA 90051-6258

ﬁ Vendors
il Kleinfelder, Inc

[+

El_’ Documents Email Address
User Defined Phone Number

‘g Invoices Fax Number

& Receipt of Goods

& checks Miscellaneous v

BV 1009 History
} Purchase Orders

Wire Transfers Compliance Types

Contacts ~
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e Select Invoices icon to see the status of an invoice. Change the dates if a specific time
frame is needed.

%, new world City of Mantoca

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance

LastNameBusiness  kenfelder

B8 vendors 1205792 09012016 (0BNBR201 Chent#: 2197, Projects.  $1,188.4
& 533 Keinfeider, Inc =) 1205795 0R012018  0S0BR01E OMDGR0E Chent® 2197 Prosits  §1585.80
@ pocuments Paid 001203667 O07M6R018 (7242018 05232018 2017 and2018 Paveme. $12313
Uset Defined Paid 001202674 063072018  O0BGOZ01E 0SG02018 Cient# 002197, Projec.  §1218.35
Paid 1202681 06702018 0SOOROTE  0S0RUE Clents 002107 Projec.  $84370
& ReceiptotGooes Paid 1205205 0802018 06302018 DSG0Z01E Daniels Street Edensio.  $5,200.00
Checks Paid 1196956 06R6/2018 OTIOBMR01E  OGMBRZ01E ClentNo: 2197, Project . §125965
B 1093 Histo Paid 1138959 06052018 0705@018  0BMBROTE ClientNo: 2197, Project . §1,378.90
o Puchis Ordey: Pait 1138952 060672018 (70062016 OB/MA&I2016 ChentNo 2197, Project . $211250 D&
e Trohekeey Paid 1185400 05072018 DGNTR01E 0S022018 CheniNo 002167.Prol.  S57955 D
Paid 1191472 04032018 05032018 (041232016 Chents 2197.Projedt®. 32170 P
Paid 001173662-A 03092018 03092018  0308/2018 v 00117366 was short 030 2DF
Paid 1188521 0092018 409206 OIMGR0E Chentw 2197 Propde 52T D@ ¥
Pad 1188523 030012018 04092018 0392018 Chent# 2197, Projed®.  $81350 DA

e Most often, the same vendors are providing services to different departments.
Grouping the invoices by Department will help to filter the invoices to make the invoices
easier to locate.

e At the top right hand corner go to Group By and select Department in the drop down
menu.

]
o "
[ Xy ;
Yo 0% new World City of Manteca
¥ myFavorites | Financial Management | Human Resources | Utiity Management | Comemunity Development | Maintenance

LastNameBusingss  einfelder <ll>

woice. | -+ 021« (TS Tov: CETETTME Groupy Do
i Banlk Account
Invoices Remittance Address
o =
= CO Community Development 2 287425

ﬁ\"mﬂm‘g Invoice Rumber |Invoice Date  Oue Date (GIL Date Description Amount Attachments

< 538 - Keinfelder, Inc :

B ocuments B 1205192 UBOR01E  DA0UR01E  OBNBEOIE  Clieni# 2197 Projecs st DA

Edt 1205795 (R012018  0BUAR018  0BOG2018  Clieni#: 2197, Prosict#. s B3

B user0ene

Invoices

] Receipt of Goods
Chacks

B 1020 Hstory

Q Purchase Orders

é Wire Transfers
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