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ANALYSIS OF REVENUES, EXPENDITURES AND BEGINNING BALANCE BY RESOURCE

INSTRUCTIONS

For any questions or suggestions

regarding this analysis process,

please contact:

Jesus M. Holguin

Fiscal Analyst II

Business Advisory Services

(909) 433-4651

jesus_holguin@sbcss.k12.ca.us

FINANCIAL SYSTEM COMPONENT

1. Run a BDX110 Budget Report from 7/1/XX to 6/30/XX (current year), including Pended Transactions, by Resource, for Fund 01 only

2. Run a GLD115 General Ledger Report from 7/1/XX to 6/30/XX (current year), including Pended/Encumbered Transactions, by Resource, for Fund 01 only

3. Obtain Print file number(s) from print queue

4. To transfer the files to your local drive, create a separate folder in your C Drive, i.e.: C:\Resource Analysis (This folder will have to be created only the first time)

5. Transfer Process:

a. To access the Transfer Program within the financial system, from any menu type FT – Press Enter

b. At the top menu bar, click File – Click Transfer

c. Under “Local directories:” locate C:\Resource Analysis folder

d. Under “If file exists:” set to “Ask User”

e. Click on “Show Host Files”

f. Under host file names locate and highlight the print file number(s) grouped by report type

g. Under “Local file names:” type file name, i.e.: BDX110 and GLD115

h. Click the left transfer button

i. For first time process, skip this step. If this process has been completed previously, to replace old file, when the “File Transfer” box appears, check “Overwrite” – click OK

j. If there are more than one BDX110 reports, when the “File Transfer” box appears, check “Append” and click OK

k. Repeat steps f – i for GLD115 report

l. Upon completion of a successful transfer, close the financial system

WEB PAGE COMPONENT

This process will have to be completed only the first time,

or whenever the Monarch models are updated.

1. Access SBCSS Business Administrators web Page http://www.sbcss.k12.ca.us/businessad/
2. Click on “Forms”

3. Under “Forms - Resource Monarch Model”, right click on BDX110.MOD

4. Click on “Save Target As”

5. Locate C:\Resource Analysis folder - Click on “Save”

6. Right click on GLD115.MOD

7. Click on “Save Target As”

8. Locate C:\Resource Analysis folder - Click on “Save”

9. Close Web Page

MONARCH COMPONENT

1. Open Monarch (Commands are located at the top menu bar)

2. Process BDX110 Report:

1. Click on “File” – “Open”

2. Locate C:\Resource Analysis folder

3. Under “Files of Type” locate “All Files”

4. Locate and double click “BDX110”

5. Click on “File” – “Open Model”

6. Locate C:\Resource Analysis folder

7. Locate and double click on “BDX110.MOD”

8. Click on “Window” – “Summary”

9. Click on “Resource Analysis” Tab (Bottom)

10. Click on “File” – “Export Summary”

11. Locate C:\Resource Analysis folder

12. Under “Save as Type:” locate “Microsoft Excel (.xls)”

	13. FIRST TIME PROCESS ONLY:

· Under File Name type “Resource Analysis”

· Click on “Save”

· Under table name type BDX110

· Click OK
	13. SECOND TIME PROCESS:

· Locate and double click Resource Analysis.xls

· When the “Export Summary” box appears, check “Add data to the existing file” - Click OK

· When the “Select Table “ box appears, check “Replace an existing table” – click on BDX110 – Click OK  


3. Process GLD115 Report:

1. Click on “Window” – “Report”

2. Click on “File” – “Open Report”

3. Locate C:\Resource Analysis folder

4. Locate and double click “GLD115”

5. Click on “OK” – This step closes the BDX110 report and opens the GLD115 report (Do not check any option)

6. Click on “File” – “Open Model”

7. Locate C:\Resource Analysis folder

8. Locate and double click on “GLD115.MOD”

9. Click on “Window” – “Summary”

10. Click on “Resource Analysis” Tab (Bottom)

11. Click on “File” – “Export Summary”

12. Locate C:\Resource Analysis folder

13. Under “Save as Type:” locate “Microsoft Excel (.xls)”

14. Locate and double click on “Resource Analysis.xls”

15. When the “Export Summary” box appears, check “Add data to the existing file”

16. Click “OK”

	17. FIRST TIME PROCESS ONLY:

· Under table name type “GLD115”

· Click OK
	17. SECOND TIME PROCESS:

· When the “Select Table “ box appears, check “Replace an existing table” – click on GLD115

· Click OK


4. Close Monarch

EXCEL COMPONENT

1. Open Excel

2. Click on “File” – “Open” (Commands are located at the top menu bar)

3. Locate C:\Resource Analysis folder

4. Locate and double click “Resource Analysis.xls”

5. Click on “Insert” – “Worksheet” (This step will create a blank spreadsheet for your final report)

6. Keep the cursor at cell A1 of blank spreadsheet

7. Click on “Data” – “Consolidate”

8. Under “Reference”, to Select BDX110 entire spreadsheet:

a. Click on spreadsheet icon

b. Click on BDX110 tab (bottom)

c. Click on top left corner blank square

d. Press ENTER

e. Click on ADD – (BDX110 spreadsheet should be listed under “All references”)

9. Under Reference, to select GLD115 entire spreadsheet

a. Click on spreadsheet icon

b. Click on GLD115 tab (bottom)

c. Click on top left corner blank square

d. Press ENTER

e. Click on ADD – (both BDX110 and GLD115 should be listed under “All References”)

10. Under “Use labels in” check both top row and left column boxes

11. Click OK

12. Format Worksheet as needed

13. Save File

14. Close Excel

ANALYSIS

This new report shows Expenditures (negative), Revenues (positive), and Beginning Balance (positive) detail, with a Summary line at the bottom. This summary line is the ending balance of each resource. It is recommended that a label and formula be added to replace this line, as it has been calculated and labeled as “Summary” during the Monarch process, but amounts appear as labels in the excel spreadsheet.

To add this formula:

1. Highlight the summary line and delete it

2. In your keyboard press the END key

3. Press the HOME key

4. Highlight the area from the current cell to cell A1 (click cell and drag mouse to cell A1)

5. At the top menu bar, click on the AutoSum icon

6. The bottom line now shows a real formula: 

Beginning Balance + Revenues - Expenditures = Ending Balance by Resource
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