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2019-2020 Excess Cost Payment:  The Board of Finance recently voted to transfer $222,831 of the excess cost grant to the Board’s 
Budget; $142,478.63 will be used to credit the Board’s operating account and $80,352.37 will be transferred to the 2% account.  The 
remainder of the excess cost grant, $100,722, will remain in the General Fund to offset the anticipation reduction in the ECS grant, 
caused by the reduction in the final costs for our excess costs students.  If this reduction is less than anticipated, the difference will 
be put in the 2% account.    
 
SBDI Grant: Included for your review is the SBDI grant information that has been received by the High School. 
 
Roof Reports:  Included for your review are the roof reports for each school.  There is some bubbling on the Black Rock School and 
Thomaston High School roofs.  The original contractor has been called to repair those areas. 
 
2021-2022 Thomaston Public Schools Budget Guidelines:  See the attached document that was sent to the Administrative Council 
which relays the steps for creating/submitting budget requests for the 2021-2022 school year. 
 
2020-2021 COVID-19 Related Expenses:  The costs listed in the table below are all covered by the Elementary and Secondary School 
Emergency Relief Fund (ESSER) and Coronavirus Relief Fund (CRF) Grants from the State of Connecticut. 
  



LIST OF COVID RELATED COSTS FOR FISCAL YEAR 2020-2021 
 YTD Actuals  Description 

 $              6,299.00  Social Distancing Graphics, Decal and Signs 
 $               4,121.00  Sanitizing Wipes 
 $                440.00  4 Acrylic Hanging Shields for Cafeteria 
 $            52,182.00  Alcohol Wipes Dispensing Buckets 
 $             8,996.00  3 Ply Face Masks 
 $             3,600.00  Hand Sanitizer Gallon jugs with pumps 
 $               1,979.70  Paper Towels 
 $             5,380.00  WI FI Parts 
 $              1,575.00  Gloves 
 $                989.94  Sani Hand Sanitizing Wipes 
 $                 796.00  Gloves 
 $                665.82  Avistat spray Disinfectant 
 $                657.00  Hand Sanitizer 
 $               1,819.74  Receptacle Waste Units 
 $                1,421.21  Microfiber Cleaning Cloths 
 $              1,389.94  Disposable Gowns 
 $                389.90  Paper Towels 
 $                897.36  Disinfectant Deodorizer 
 $                479.50  Clorox Wipes 
 $                  416.10  32 oz Pump Bottles 
 $                 236.90  Plexiglas Shields 
 $                230.70  yellow tape 
 $                 212.28  Child Clear Face Masks 
 $                 178.90  Child Face Shields 
 $                 135.98  Adult Clear Masks 
 $            29,148.00  Cafeteria Tables Black Rock 
 $                400.00  Dishwasher BR Disinfect toys  
 $            12,500.00  Desk at Thomaston High School 
 $           80,233.00  Touchless sinks and Toilets 
 $             4,600.00  Tent rental for Mask Breaks 
 $              4,196.00  Installation cost of Outdoor WIFI 
 $             4,082.00  HVAC work to adjust system to additional outside air per COVID Recommendations 
 $           80,233.00  Touchless sinks and Toilets 
 $            85,251.00  Salaries- Long term subs, daily subs and custodians 
 $           40,090.00  Stipends for Reopening Schools Committee 
 $      436,222.97    

  



2020-2021 Budget Table without Encumbrances 
 

The 2020-2021 Budget Table without Encumbrances shows the budget expended 37.50%.  Last year at this time, we were 37.26%  
expended. Expenditures for November for fiscal year 2020-2021 are $2,359,832.40. 
 

 
 
 
 
 

  

Object and Description Original Budget Transfers
Adjusted 

Appropriation
Year-to-Date 

(YTD) Expended

Year-to-Date 
Percent 

Expended

111 CERTIFIED PERSONNEL $6,992,494.00 ($1,118.26) $6,991,375.74 $2,203,560.00 31.52%

112 NON-CERTIFIED PERSONNEL $1,723,637.00 $1,723,637.00 $661,537.79 38.38%

200 EMPLOYEE BENEFITS $2,447,935.00 $2,447,935.00 $1,400,483.55 57.21%

300 OTHER PROF TECH SERVICE $735,795.00 ($300.00) $735,495.00 $256,838.76 34.92%

400 PROPERTY SERVICE $651,561.00 ($1199.50) $650,361.50 $312,219.41 48.01%

510 PUPIL TRANSPORTATION $874,125.00 $874,125.00 $232,143.00 26.56%

521 LIABILITY INSURANCE $324.00 $324.00 $0.00 0.00%
560 TUITION $397,264.00 $397,264.00 $61,407.00 15.46%
563 SPECIAL EDU NON PUBLIC $399,997.00 $399,997.00 $37,404.49 9.35%

590 OTHER PURCHASED SERVICE $181,044.00 ($3,200.00) $177,844.00 $41,176.12 23.15%

611 INSTRUCTIONAL SUPPLIES $210,362.00 $6,883.47 $217,245.47 $141,610.02 65.18%
641 TEXTBOOKS $51,960.00 $2,875.00 $54,835.00 $46,523.26 84.84%
642 LIBRARY BOOKS & PER $15,735.00 $15,735.00 $4,357.47 27.69%
690 OTHER SUPPLIES & MATER $175,828.00 $550.00 $176,378.00 $150,639.36 85.41%
730 INSTRUCT EQUIPMENT $16,924.00 1,574.00 $18,498.00 $10,173.98 55.00%
735 TECHNOLOGY SOFTWARE $23,788.00 $23,788.00 $19,466.10 81.83%
739 OTHER EQUIPMENT $181,683.00 $181,683.00 $107,846.35 59.36%
890 OTHER OBJECTS $176,670.00 ($6,064.71) $170,605.29 $34,462.99 20.20%

TOTAL: $15,257,126.00 $0.00 $15,257,126.00 $5,721,849.65 37.50%



2020-2021 Budget Table with Encumbrances 
 

The 2020-2021 Budget Table with Encumbrances shows the budget expended 46.41%.  Last year at this time, we were 46.00%. 
 

 
  
 

 
 
 
 
 
 

  

Object and Description Original Budget Transfers
Adjusted 

Appropriation Encumbered
Year-to-Date 

(YTD) Expended

Year-to-Date 
Percent 

Expended

111 CERTIFIED PERSONNEL $6,992,494.00 ($1,118.26) $6,991,375.74 $2,203,560.00 31.52%

112 NON-CERTIFIED PERSONNEL $1,723,637.00 $1,723,637.00 $661,537.79 38.38%

200 EMPLOYEE BENEFITS $2,447,935.00 $2,447,935.00 $1,400,483.55 57.21%

300 OTHER PROF TECH SERVICE $735,795.00 ($300.00) $735,495.00 $362,653.50 $256,838.76 84.23%

400 PROPERTY SERVICE $651,561.00 ($1199.50) $650,361.50 $105,815.58 $312,219.41 64.28%

510 PUPIL TRANSPORTATION $874,125.00 $874,125.00 $203,330.00 $232,143.00 49.82%

521 LIABILITY INSURANCE $324.00 $324.00 $115.00 $0.00 35.49%
560 TUITION $397,264.00 $397,264.00 $258,028.56 $61,407.00 80.41%
563 SPECIAL EDU NON PUBLIC $399,997.00 $399,997.00 $289,143.99 $37,404.49 81.64%

590 OTHER PURCHASED SERVICE $181,044.00 ($3,200.00) $177,844.00 $9,290.80 $41,176.12 28.38%

611 INSTRUCTIONAL SUPPLIES $210,362.00 $6,883.47 $217,245.47 $42,474.10 $141,610.02 84.74%
641 TEXTBOOKS $51,960.00 $2,875.00 $54,835.00 6,284.86 $46,523.26 96.30%
642 LIBRARY BOOKS & PER $15,735.00 $15,735.00 5,822.80 $4,357.47 64.70%
690 OTHER SUPPLIES & MATER $175,828.00 $550.00 $176,378.00 $41,639.99 $150,639.36 109.02%
730 INSTRUCT EQUIPMENT $16,924.00 1,574.00 $18,498.00 $3,789.61 $10,173.98 75.49%
735 TECHNOLOGY SOFTWARE $23,788.00 $23,788.00 4,987.50 $19,466.10 102.80%
739 OTHER EQUIPMENT $181,683.00 $181,683.00 $16,272.31 $107,846.35 68.32%
890 OTHER OBJECTS $176,670.00 ($6,064.71) $170,605.29 $9,251.94 $34,462.99 25.62%

TOTAL: $15,257,126.00 $0.00 $15,257,126.00 $1,358,900.54 $5,721,849.65 46.41%



2020-2022 Grant Report 
 

All grant funds on record are shown below.  The table below shows all available grant appropriations and expenditures.  
 

 
 
Unlike the comparison that can be made between the percent, expended and the percent completed of the fiscal year, the percent 
expended for grants cannot be compared as simply because some of these grant funds were available in the 2020-2021 fiscal year 
and some will be available through the 2021-2022 fiscal year.  

 
 
 
 
 
 
 

  

Grant 
Fiscal 

Year End
Grant Name/Description Original 

Budget Transfers Adjusted 
Appropriation

Year-to-Date 
Expended

Percent 
Expended

21-Jun Competetive School Readiness $3,881.00 $0.00 $3,881.00 $0.00 0.00%

21-Jun School Readiness $149,940.00 $0.00 $149,940.00 $62,180.00 41.47%

21-Jun Title I $23,211.00 $0.00 $23,211.00 $19,671.00 84.75%

21-Jun Title IV $10,000.00 $0.00 $10,000.00 $4,233.00 42.33%

21-Jun Title IIA $18,932.00 $0.00 $18,932.00 $3,245.00 17.14%

21-Jun IDEA Section 611 $18,458.00 $0.00 $18,458.00 $15,403.00 83.45%

21-Jun Smart Start Operations $75,000.00 $0.00 $75,000.00 $21,572.00 28.76%

SUBTOTAL $299,422.00 $0.00 $299,422.00 $126,304.00 42.18%

22-Jun IDEA Section 611 $240,648.00 $0.00 $240,648.00 $46,490.00 19.32%

22-Jun IDEA Section 619 $18,882.00 $0.00 $18,882.00 $12,229.00 64.77%

22-Jun Title I $94,701.00 $0.00 $94,701.00 $19,081.00 20.15%

22-Jun Title IIA $15,313.00 $0.00 $15,313.00 $0.00 0.00%

SUBTOTAL $369,544.00 $0.00 $369,544.00 $77,800.00 21.05%

$668,966.00 $0.00 $668,966.00 $204,104.00 30.51%GRAND TOTAL



2020-2021 Transfers 
 
 
Policy 3160 (Business/Non-Instructional Operations-Transfers of Funds Between Categories) states, “The Superintendent, or their 
designee, may transfer any unexpended or not contracted portion of any appropriation for school purposes to any other line item of 
such itemized estimate up to a limit of $5,000 for any one occurrence.”   
 
November Transfers:  There are no transfer requests for November.  
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Date:  11/16/2020  
 
 
To: Administrators  
    
From: Todd Bendtsen 
 Business Manager 
 
Re: 2021-2022 Budget Guidelines 
 
 
 
Budget Process 
 

• We again this year will be using the WB Mason online ordering system as the primary 
vendor.  WB Mason pricing will be the lower of the State of CT. bid or the CREC 
consortium bid so we will be receiving prices that are competitively bid. 

 
• The budget requests can be done on a requisition form done in excel.   
 
• We will be using the ALIO budget module to enter your budgets requests this year.  We 

will be having a training on November 18, 2020 on this.  I will enter all salary, 
transportation, and utilities so you do not have to enter those items.   
 

 
• Please prepare three budget books two will be handed into the Business Office by 

December 7, 2020 the other is to be kept by you. The budget books should be arranged 
by object with a budget control form at the beginning of each object that summarizes all 
the requisitions in that object and then a copy of all the requisitions for that account. 
 
When compiling your budget book, please follow the below: 
 

1. Binders – Please label the spine and front cover with your school name and budget 
year.   

2. Objects – Using dividers, label each object.    
3. Budget Object Control Forms – Place a completed Budget Object Control Form 

behind each corresponding divider/object. 
4. Requisitions – Place corresponding requisition forms behind Budget Object Control 

Form as listed.  
 
 

• Please make sure to keep grant funding in mind when preparing the General Fund 
budget.  Grant budgets should show specific items and be spent as soon as possible 
during the budget year. 
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• We will present our operating budget to the town highlighting the town appropriation 
requested and then the grant funding anticipated separately.  For planning purposes, 
assume grant funding next year to be flat or the same as this year. 
 

• Forms attached 
1. Requisition Form 
2. Budget Control Form.  
3. Paper Prices 

 
• Forms to be sent 

1. Payroll detail 
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Budgeting Quick Step Reference Guide 
 
 
 
ONE - Review last year and this year’s accounts to determine shortfalls, overages, or other 
funding issues. Prepare a brief explanation where necessary. 
 
 
TWO – Review Board of Education goals and Areas of Focus. Determine their impact on 
upcoming budget cycle. 
 
 
THREE – Analyze inventory and major equipment status to determine if funding modifications 
may be necessary. 
 
 
FOUR – Determine if the current funding allocation is adequate to operate the various accounts 
included. 
 
 
FIVE – Mark the critical budget dates on your calendar to assure compliance with budget 
submission guidelines. 
 
 
SIX – Plan a meeting with the head custodian to review the status of the school facility, space 
needs, remodeling or minor/major projects and capital requirements. 
 
 
SEVEN – Review current staffing allocations to advise if any adjustments may be necessary in 
the upcoming budget cycle. Enrollment projections may have an impact on staffing allocations. 
 
 
EIGHT – Review the budget process with all staff involved in the budget process. Be sure to 
keep them informed as the budget goes through its various modifications. 
 
 
Nine – Prepare for school budget reviews with the Superintendent and Business Manager. 
Maintain back up documentation for all requests in order to explain budget variances or program 
initiatives. 
 
 
 
 
 
 



Quick Reference Guide for Budget Processing

alio

QRG-ALIO-BUDGET PROCESSING-REL REL 18.1-1

Copyright 2017 Weidenhammer Systems Corporation



Released September 2017

This edition applies to Release 18.1 of the alio Financial Accounting System software solution and to all subsequent releases 
and modifications until otherwise indicated in new editions or updates.

Weidenhammer developed this Quick Reference Guide in Word so that the alio® user community can modify the document to 
meet their business practices. Changes made to this document by the user without assistance from Weidenhammer or its 
Partners may not be supported.  

The data used to illustrate the reports and screen images may include names of individuals, companies, brands, and products. 
All of the data and names are fictitious; any similarities to actual data and names or data are coincidental.

Product and company names mentioned herein may be the trademarks of their respective companies.

alio is a registered trademark of Weidenhammer Systems Corporation.

Oracle is a registered trademark of Oracle Corporation.

Acrobat is a registered trademark of Adobe Systems Inc.

Microsoft, Excel, and Word are registered trademarks of Microsoft.

Copyright © 2017 Weidenhammer Systems Corporation. All rights reserved. No part of this book may be reproduced in any 
form or by any means without permission in writing from Weidenhammer Systems Corporation.

Publication No QRG-ALIO-BUDGET PROCESSING-REL REL 18.1-1
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Budget Processing Checklist

Use budget processing to establish annual budgets in your organization. Budget amounts are allocated to the 
account numbers established in alio for a specified year. After a budget is established and adopted, receipts, 
expenditures, transfers, and adjustments are credited and debited against your original budget.

Budgets allow your organization to manage, maintain, and track expenses and earnings. It is critical to an 
organization that budgets are established and maintained correctly and consistently.

The following checklist summarizes the steps required to enter the budget, transfer funds budgeted from one 
account to another, and post budget transactions. Each step includes a reference to the pages in this quick 
reference guide where you can find the related step-by-step procedure.

Table 1 – Budget Processing Checklist

Step Description Page

1. Enter the Budget:  The first step is to enter the budget line items. You create the 
budget by batch.

You have two programs available for entering budget line items: FBENT02A.FMX – 
Budget Entry With Item Description or FBENT03A.FMX – Budget Entry (By 
Dimension).

Pages 3–8

Creating a Batch – FMBTH01A.FMX:  You must create a batch master record to 
hold your budget entries.

Pages 3–4

Budget Entry With Item Description – FBENT02A.FMX:  Use the Budget Entry With 
Item Description program to enter a description with each budget amount. Using 
this form is recommended for initial budgets.

Pages 5–6

Budget Entry By Dimension – FBENT03A.FMX:  Use the Budget Entry By Dimension 
program to preload all the accounts for a specified dimension. This is convenient 
when budgeting for a specific dimension, such as Band Activities.

Pages 6–8

2. Transfer Budget Amounts by Line Item – FBXFR02A.FMX:  Use the Transfer Budget 
Amounts by Line Item program to transfer budgeted amounts from one 
expenditure or revenue account to a different expenditure or revenue account. 
This is useful in many circumstances. For example:

 If an account has outstanding budgeted amounts, you can transfer the 
remainder to another account.

 If an account does not have adequate funds, but another account has a 
surplus, you can transfer the appropriate amount.

Transfer amounts display as adjustments to the original budget. The account from 
which funds are transferred receives a negative adjustment and the account to 
which funds are transferred receives a positive adjustment.

Pages 9–11

3. Run the Budget Edit List – FBEDT01A.REP:  Use the Budget Edit List program to 
review budget transactions not yet posted. If a budget transaction is correct, it is 
ready for posting. If an error is found in the budget transaction, it is not ready for 
posting. You must correct the error before running the Budget Edit List again to 
validate the budget transaction.  The Budget Edit List must be run for both new 

Pages 12–14
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budget entries and budget transfers.

All budget transactions in the batch must pass validation before they are posted. 
When the batched budget transactions are ready for posting, the transactions 
display in the Post Budgets form.

4. Post the Budget – FBPST01A.FMX:  Use the Post Budgets program to post both the 
new budget entries and budget transfer transactions to the general ledger. After a 
payment is posted, you can use program FAINQ01A – Account Inquiry (Drill Down) 
to view the posted budget transactions. Refer to the Quick Reference Guide to 
Inquiries in alio, Publication Number QRG-ALIO-INQUIRIES-REL14.0.0, for more 
information on program FAINQ01A – Account Inquiry (Drill Down).

Page 15

5. Print the Budget Entries by Reference Report – FJATV07B.REP:  Use the Print 
Budget Entries By Ref – Reference Selection program to list budget entries for a 
range of reference numbers. The report includes only batches where the batch 
type is equal to BE for Budget Entry and BT for Budget Transfer. It will not include 
the following account types: 41, 42, 51, 61, and 62.

Pages 16–17
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Step 1: Entering the Budget

There are two types of budgets: original budgets and adjusted budgets. An original budget is the budget that is 
approved and adopted. Modifications to a budget prior to adoption are changes to the original budget and do not 
display as adjustments. Budget transactions are entered by batch.

You can adopt budgets using the Budget Adopted check box on the Year Master form. After a budget is adopted, 
any modifications to the original budget create an adjusted budget entry. Modifications display in the adjustments 
column of the original budget as increases, decreases, and replacements.

You must maintain budgets prior to the fiscal year. You can use budgets to track income and expenses and debit 
and credit the proper accounts.

You can establish and maintain original budget entries and budget adjustments using one of the following Budget 
Entry programs:

 Program FBENT02A.FMX –Budget Entry with Item Description to enter a description with each budget 
amount. Using this form is recommended for initial budgets. Go to Entering the Budget with an Item 
Description beginning on page 5 for more information.

 Program FBENT03A.FMX –Budget Entry (By Dimension) to enter the budget amounts for preloaded 
accounts associated with a specified dimension. This is convenient when budgeting for a specific area of 
your organization, such as a fund, location, project, or grant.  Go to Entering a Budget by Dimension 
beginning on page 6 for more information.

Use the Budget Entry program that meets your organization’s particular needs.

Creating a Batch
Follow these steps to create the budget entry batch.

To create the batch:

1. Follow this path to access the Batch Entry program used by your organization: 

 FAS > Processing > Budget Entry > Budget Entry (With Item Description)

 FAS > Processing > Budget Entry > Budget Entry (By Dimension)

The Batch Master form appears (see Figure 1 on page 4).

2. Position the cursor on the first blank line or click the New Record  button to insert a blank line. The 
Accounting Period and Transaction Date automatically default to the current accounting period and 
current system date.
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3. Click the  button to system-generate a unique, 6-digit batch number or type a unique, 6-digit 
user-defined batch number.

Note: After a batch is posted, you cannot reuse the batch number in the same fiscal year.

4. The Transaction Date defaults to the current system date. Optionally, you can change this field; however 
the date entered must fall within the Accounting Period. Otherwise, an error will display.

5. In the Description field, type a description for this batch. You can enter a maximum of 40 alphanumeric 
characters.

6. The Accounting Period field defaults to the current accounting period. Optionally, you can change this 
field; however, the transaction date must fall within the 2-digit accounting period entered. Otherwise, an 
error will display.

7. Click the Save  button. 

Note: The Status field defaults to ENTRY and User Id field defaults to your User ID.

The following figure illustrates the Batch Master form.

Figure 1 – Batch Master form – FMBTH01A
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Entering the Budget with an Item Description
Use program FBENT02A.FMX – Budget Entry with Item Description to enter a description with each initial budget 
amount.

To enter the budget:

1. If necessary, on the Batch Master form (see Figure 1 on page 4), use the Find  button to display the 
batch to be updated.

2. Click the  button. The Budget Entry With Item Description form (see Figure 2 on page 6) 
appears.

Note: The Batch Year and Batch Number display at the top of the form. The Budget Date 
defaults to the Batch Entry Date.

3. Click the  button to generate a unique reference number for this budget entry; or type a 
unique, user-defined number for this budget entry. The reference number is eight characters long.

4. The Budget Date field is automatically populated with the transaction date from the batch master but can 
be modified. To change the date, double-click the date field to choose a date from the Calendar form; or 
type the date in mmddyyyy format.

Tip:  The date is formatted in mm-dd-yyyy format when the cursor is advanced to the next 
field.

5. Click to select the appropriate option:

 Increase/Decrease Budget radio button to increase or decrease a budget amount. If this is an 
original budget entry, you can increase or decrease the budget or replace the budget.

 Replace Budget radio button to replace a budget amount. Selecting this option affects the 
adjusted budget up to and through the current accounting period. If this is an original budget 
entry, this option has no affect.

1. In the Account Number field, click the List of Values  button to select the account for which you are 
entering a budget amount. This is a required field.

2. In the Budget Amount field, type the amount to budget in this format: 999999999. If the amount is in 
dollars and cents (999999999.99), type the decimal point.

Press TAB to exit the field. The budget amount is automatically formatted in this format: 999,999,999.99. 
For example, if 250 is typed for a $250.00 budget item, the Budget Amount displays as 250.00.

The Total field is automatically calculated each time a Budget Amount is entered. 

3. In the Description field, type a description for the budget amount. You can enter up to 40 alphanumeric 
characters.

4. Repeat steps 6 through 8 for each budget item. Click the Save  button to save your budget entries.

5. When finished, click the Close  button to return to the menu.

The following figure illustrates a sample budget entry with item descriptions.

Figure 2 – Budget Entry With Item Description form – FBENT02A
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Entering a Budget by Dimension
Use program FBENT03A – Budget Entry (By Dimension) to enter the budget amounts for preloaded accounts 
associated with a specified dimension. This is convenient when budgeting for a specific area of your organization, 
such as a fund, location, project, or grant. 

To enter a budget by dimension:

1. If necessary, on the Batch Master form (see Figure 1 on page 4), use the Find  button to display the 
batch to be updated.

6. Click the  button. The Budget Entry (By Dimension) form (see Figure 3 on page 8) appears.

Note: The Batch Year and Batch Number display at the top of the form. The Budget Date 
defaults to the Batch Entry Date.

7. Click the  button to generate a unique reference number for this budget entry; or type a 
unique, user-defined number for this budget entry. The reference number is eight characters long.

8. The Budget Date field is automatically populated with the transaction date from the batch master but can 
be modified. To change the date, double-click the date field to choose a date from the Calendar form; or 
type the date in mmddyyyy format.

Tip:  The date is formatted in mm-dd-yyyy format when the cursor is advanced to the next 
field.

9. In the Dimension Name field, click the List of Values  button to select the dimension name (for 
example, Location).

10. In the Dimension Value field, click the List of Values  button to select the dimension value (for 
example, Value = 100 if Elementary Schools). The dimension value is used to pre-load the Account 
Number column.
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11. In the Description field, type a description for this budget. You can enter up to 40 alphanumeric 
characters.

12. Click to select the appropriate option:

 Increase/Decrease Budget radio button to increase or decrease a budget amount. If this is an 
original budget entry, you can increase or decrease the budget or replace the budget.

 Replace Budget radio button to replace a budget amount. Selecting this option affects the 
adjusted budget up to and through the current accounting period. If this is an original budget 
entry, this option has no affect.

13. Click to select Key Enter Control check box to use the Enter key in the Budget Amount column. If selected 
prior to entering:

 Amounts in the Budget Amount column, you can use the Enter key to move the cursor to the 
next line in the column (good for entering budget figures). 

 Accounts in the Account Number column, you can use the Enter key to move the cursor to the 
next line in the column (good when deleting accounts).

Clear this check box to turn this option off.

6. Press the Tab key. The Account column is populated with all accounts associated with the entered 
Dimension Name and Dimension Value; and the Description column is populated with a description of 
each account.

7. In the Budget Amount column, type the amount to be budgeted to each account in this format: 
999999999. If the amount is in dollars and cents (999999999.99), type the decimal point.

Press the TAB key (or the Enter key if the Key Enter Control check box is selected) to exit the field. The 
budget amount is automatically formatted in this format: 999,999,999.99. For example, if 250 is typed for 
a $250.00 budget item, the Budget Amount displays as 250.00. 

Repeat this step for each account included in the budget.

8. When all budget amounts are entered, click the Save  button to save the budget entry.

9. When finished, click the Close  button to return to the menu.

The following figure illustrates a sample budget entry by dimension.

Figure 3 – Budget Entry (By Dimension) form – FBENT03A
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Step 2: Transferring Budget Amounts

Use program FBXFR02A.FMX – Budget Transfer With Item Description to transfer budgeted amounts from one 
expenditure account to another expenditure account. This is useful in many circumstances. For example:

 If an account has outstanding budgeted amounts, you can transfer the remainder to another account.

 If an account does not have adequate funds, but another account has a surplus, you can transfer the 
appropriate amount.

You enter budget transfer transactions by batch.

Transfer amounts display as adjustments to the original budget. The account from which funds are transferred 
receives a negative adjustment and the account to which funds are transferred receives a positive adjustment.

Each transfer must have a From transfer amount and a To transfer amount to keep the budget in balance. For 
example, to transfer budgeted funds from the General Supply account to the Kindergarten Supply account, you 
would enter two line items:

 Line 1: Insert the General Supply Account Number, and then type the amount to be transferred from the 
General Supply Account in the From Amount column.

 Line 2: Insert the Grade 2 Supply Account Number, and then type the amount to be transferred to the 
Grade 2 Supply Account in the To Amount column.

Figure 4 – Budget Transfer With Item Description form – FBXFR02A on page 11 illustrates this account budget 
transfer.

To create a budget transfer with an item description:

1. Follow this path to access the Budget Transfer With Item Description option: FAS > Processing > Budget 
Entry > Budget Transfer (With Item Description). The Batch Master form appears (see Figure 1 on page 
4).

2. On the Batch Master form, click the New Record  button to create a batch for the transfer; or use 
the Find  button to search for an existing batch to be updated.

Note: Refer to the Creating a Batch procedure beginning on page 3 for more information.

3. Click the  button. The Budget Transfer With Item Description form (see Figure 4 on page 11) 
appears.

Note: The Batch Year and Batch Number display at the top of the form. The Budget Date 
defaults to the Batch Entry Date.

4. Click the  button to generate the reference number. The cursor automatically moves to the 
Budget Date field.

5. The Budget Date field is automatically populated with the transaction date from the batch master but can 
be modified. To change the date, double-click the date field to choose a date from the Calendar form; or 
type the date in mmddyyyy format.
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Tip:  The date is formatted in mm-dd-yyyy format when the cursor is advanced to the next 
field.

6. On the first line of the form, identify the account from which the amount will be transferred:

 In the Account Number field, click the List of Values  button to select the account number to 
which the budget amount will be transferred. 

The Account Description for the selected account number is automatically populated when an 
account number is selected. It cannot be modified.

 In the corresponding From Amount field, type the amount to be transferred from this account to 
the other account in this format: 999999999. If the amount is in dollars and cents 
(999999999.99), type the decimal point.

Press the TAB key to exit the field. The budget amount is automatically formatted in this format: 
999,999,999.99. For example, if 250 is typed for a $250.00 budget item, the Budget Amount 
displays as 250.00. 

 In the Description field, type a description for this transfer. You can enter a maximum of 40 
alphanumeric characters.

10. On the second line of the form, identify the account that will received the transferred amount:

 In the Account Number field, click the List of Values  button to select the account number that 
will receive the transferred budget amount. 

The Account Description for the selected account number is automatically populated when an 
account number is selected. It cannot be modified.

 In the corresponding To Amount field, type the amount to be received by the entered account in 
this format: 999999999. If the amount is in dollars and cents (999999999.99), type the decimal 
point.

Press the TAB key to exit the field. The budget amount is automatically formatted in this format: 
999,999,999.99. For example, if 250 is typed for a $250.00 budget item, the Budget Amount 
displays as 250.00. 

 In the Description field, type a description for this transfer. You can enter a maximum of 40 
alphanumeric characters.

11. Repeat steps 6 and 7 for each budget item transfer. If necessary, click the New Record  button to 
insert a blank line.

12. When finished, click the Save  button to save the budget transfer records.

13. Click the Close  button to return to the menu.

The following figure illustrates a budget transfer entry with an item description.

Figure 4 – Budget Transfer With Item Description form – FBXFR02A
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Step 3: Running the Budget Edit List

Use program FBEDT01A.REP – Budget Edit List to review budget transactions not yet posted. If a budget 
transaction is correct, it is ready for posting. If an error is found in the budget transaction, it is not ready for 
posting. You must correct the error before running the Budget Edit List again to validate the budget transaction.

All budget transactions in the batch must pass validation before they can be posted. When the batched budget 
transactions are ready for posting, the transactions display in the Post Budgets form.

The Budget Edit List report displays one line for each budget transaction. It shows the account number, 
description, debit or credit, and whether the edits are Increases/Decreases (I) or Replacements (R). The report also 
displays any reference out-of-balance errors.

Troubleshooting
Go to any of these forms to research and correct out-of-balance budget transactions that may display on the 
Budget Edit List.

 For budget requests:

 Budget Entry With Item Description – FBENT02A.FMX

 Budget Entry (By Dimension) – FBENT03A.FMX

 For budget transfers, the Budget Transfer With Item Description – FBXFR02S.FMX

Generating the Budget Edit List

To run the report:

1. Follow this path to access the Budget Edit List Runtime Parameter Form (see Figure 5 on page 13): FAS > 
Processing > Budget Entry > Print Budget Edit List.

Tip:  Fields marked with a red asterisk (*) are required.

14. The Destination Type field defaults to Cache. Choose this option to display the report on your monitor.

You can also select the Printer option to send the report to your default printer. To send the report to a 
different printer, type the printer name in the Destination Name field.

8. Leave the Destination Name field blank unless you are sending the report directly to a printer that is not 
your default printer (Destination Type is Printer).

9. The Destination Format field defaults to PDF. Do not change this field value.

10. In the Copies field, type the number of copies of this report that to be printed. The default for this field is 
1.

2. In the Batch Year field, select the 2-digit batch year for the budget entries to be included in the report 
from the list provided (required).
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3. In the Beginning Batch No and Ending Batch No fields, type the first and last 6-digit numbers in the range 
of batch numbers to be included in the report.

4. Click the  button.

The Budget Edit List Runtime Parameter Form closes and the report is routed to the selected destination 
type. If the destination type is Cache, the Budget Edit List (see Figure 6 on page 14) appears on your 
monitor in the selected Destination Format.

Tip:  Click File > Print or the Printer icon  to send the report to the printer.

The following figures illustrate the Budget Edit List Runtime Parameter Form (see Figure 5) and Budget Edit List 
(see Figure 6 on page 14).

Figure 5 – Budget Edit List Runtime Parameter Form – FBEDT01A

Figure 6 – Budget Edit List
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Step 4: Posting Budget Transactions

Use program FBPST01A.FMX – Post Budgets to post the budget transactions to the general ledger. After a budget 
is posted, you can use program FAINQ01A.FMX – Account Inquiry (Drill Down) to view the posted budget 
transactions.

Tip:  Refer to the Quick Reference Guide to Inquiries in alio for more information on program 
FAINQ01A.FMX – Account Inquiry (Drill Down).

To post the budget transactions:

1. Follow this path to access the Post Budgets form (see Figure 7): FAS > Processing > Budget Entry > Post 
Budgets.

2. To post all of the batches in the list, select the Check / Uncheck All check box. To post individual batches, 
select the Post Batch check box to the right of each batch.

Clear the Check / Uncheck All check box to prevent the batches from posting. The Post Batch check box is 
cleared.

3. Click the  button to post the selected transactions. The message “Process Complete” displays 
when the posting process is finished.

Click the  button to close the message.

Click the  button to cancel the posting process.

The following figure illustrates the Post Budgets form.

Figure 7 – Post Budgets form – FBPST01A
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Step 5: Running the Budget Entries by 
Reference No Report

Use program FJATV07B.REP – Print Budget Entries By Ref No to list budget entries for a range of reference 
numbers. The report includes only batches where the batch type is equal to BE for Budget Entry and BT for Budget 
Transfer. It will not include the following account types: 41, 42, 51, 61, and 62.

You can filter the batch entries selected for the report by batch year, accounting period range, and ending date.

A grand total prints on the last page of the report.

To run the report:

1. Follow this path to access the Print Budget Entries By Ref No Report Parameter Form (see Figure 8 on 
page 17): FAS > FAS Reports > Journals > Print Budget Entries By Ref – Reference Selection.

15. The Destination Type field defaults to Cache. Choose this option to display the report on your monitor.

You can also select the Printer option to send the report to your default printer. To send the report to a 
different printer, type the printer name in the Destination Name field.

11. Leave the Destination Name field blank unless you are sending the report directly to a printer that is not 
your default printer (Destination Type is Printer).

12. The Destination Format field defaults to PDF. Do not change this field value.

13. In the Copies field, type the number of copies of this report that to be printed. The default for this field is 
1.

14. In the Batch Year field, select the 2-digit batch year for the batch entries to be included in the report from 
the list provided (required).

2. In the Begin Reference No and Ending Reference No fields, type the first and last batch reference 
numbers in the range of reference numbers to be included in the report.

3. In the Begin Acct Period and End Acct Per fields, type the first and last accounting periods in the range of 
accounting periods to be included in the report.

4. Type the Ending Date for the report in MMDDYYYY format.
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5. Click the  button.

The Print Budget Entries By Ref No Report Parameter Form closes and the report is routed to the 
selected destination type. If the destination type is Cache, the Budget Journal by Reference report (see 
Figure 9) appears on your monitor in the selected Destination Format.

Tip:  Click File > Print or the Printer  icon  to send the report to the printer.

The following figures illustrate the Print Budget Entries By Ref No Report Parameter Form (see Figure 8) and 
Budget Journal by Reference report (see Figure 9).

Figure 8 – Print Budget Entries By Ref No Runtime Parameter Form – FJATV07B

Figure 9 – Budget Journal By Reference report
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