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•General Ledger Report
•Board Financial Summary
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General Ledger Report

 Provides you with a full list of all debits and credits that have hit 
the account within the time frame requested separated by object 
code
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 Select General 
Ledger (3)

 Enter

General Ledger
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 Request Detailed 
General Ledger 
Reports (1)

 Enter

General Ledger
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Dates 
automatically 
default to 7/1-
6/30. You can 
change the 
dates to any 
time period 
within fiscal 
year you are 
working in

Report Title-
your choice of 
title used to 
identify the 
report

Leave the 
rest of the 
defaults as is

Enter

Continue F7

General Ledger
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Leave 
Defaults as is

Enter

Continue F7

General Ledger
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Press Enter 

General Ledger
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Enter FUND 
60, your 
resource code

For more 
specific 
inquiries you 
can also enter 
object code 
and district 
code (if 
applicable)

Enter

Launch Job F7 

General Ledger
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Report will 
say “Working…” 
at the bottom 
of page once 
sent

General Ledger
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When General 
Ledger Report 
is ready to 
print it will 
show on the 
Local/Remote 
Print Spooler 
Screen

General Ledger
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Board Financial Summary

 Provides you with total income and expenses and an ending 
balance for a particular resource



12

Select Budget 
(2)

Enter

Board Financial 
Summary
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 Financial Board 
Summary (6)

 Enter

Board Financial 
Summary
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Report Title-
your choice of 
title used to 
identify the 
report

Dates 
automatically 
default to 7/1-
6/30. You can 
change the 
dates to any 
time period 
within fiscal 
year you are 
working in

Leave the 
rest of the 
defaults as is

Enter

Continue F7

Board Financial 
Summary
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Enter

Board Financial 
Summary
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Enter FUND 
60, your 
resource code

For more 
specific 
inquiries you 
can also enter 
object code 
and district 
code (if 
applicable)

Enter

Launch Job F7 

Board Financial 
Summary
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Report will 
say “Working…” 
at the bottom 
of page once 
sent

Board Financial 
Summary
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When General 
Ledger Report 
is ready to 
print it will 
show on the 
Local/Remote 
Print Spooler 
Screen

Board Financial 
Summary


