Budget Entry

Overview:

TOPS Version 3.2.1 offers an easy way to enter, update and print yearly budgets for
communities. It uses a “spreadsheet” interface similar to popular spreadsheet packages.
In addition, a user may enter Budget Notes attached to budget line items explaining the
line item.

You can export the budget in several formats including Excel®. After export, the
budgets may be altered in another application, like Excel®, then imported back into
TOPS Version 3.2.1.

Budget spreadsheet reports can be printed with our without the Budget Notes. In
addition, the budget reports can be generated in PDF file where it can be attached to an e
mail and sent.

Budget Entry:
Budgets are entered through the Chart of Accounts maintenance screen on the General
Ledger menu. When you click the Chart of Accounts button, you will see this screen:

Chart of Accounts
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Click on the new Budget Spreadsheet button. Unlike the previous budget entry, you do
NOT need to select a GL Account # before clicking on the new Budget button. You can
proceed to work with your budgets without selecting a GL Account #.

& Notice the previous budget entry button is still there should you wish
to use the budget entry program you are already familiar with,

Budget although the new budget entry is quiet a bit easier to use.

You can select the Budget Options you wish to work with:
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Select Budget Year:

Select from Previous Year, Current Year, or Next Year budgets. Typically, once a
budget is approved for a year, it is not changed. Although you may change any of the
budgets available on this screen.

The Next Year budget is where you would enter an approved budget for the following
year while you are still in the Current Year. The GL Year End Closing gives you the
option of moving Next Years Budget to Current Year during the closing process.

Select GL Accounts:
You can select which GL accounts to enter budgets. These options work like this:

= Select ALL G/L Accounts — will give you a spreadsheet entry screen for every
active account in this community’s Chart of Accounts.

= Select G/L Accounts By Type — the user can then select the GL account types to
include in the spreadsheet entry screen. The account types are:

o Asset Accounts — Cash, accounts receivable, fixed assets and the like.
Normally, you would NOT enter budgets for these account types.

o Liability Accounts — amounts owed to others, notes payable, deferred
revenue and the like. Normally, you would NOT enter budgets for these
account types.

o Equity Accounts — Reserves fund balances, accumulated profit and
losses, contributed capital and the like. Normally, you would NOT enter
budgets for these account types.

o Income Accounts — Assessment income, late fees, special assessments
and the like. Normally you WOULD budget for these account types.




o Expense Accounts — Insurance, utilities, lawn maintenance and the like.
Normally, you WOULD budget for these account types.

Notice that the default checkmarks are next to Income and Expense Accounts. These are
the typical account types for entering budgets.

Select the Account Types you wish to enter Budgets for.

Change Years
This lets you label the Previous, Current and Future Budget Years so you know what
fiscal years the Budgets are associated with. Start at the Budget Options screen above.

Budget Options
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Changs Years Click this putton to_display or change the 3 years that are available
for budgeting, Previous Year, Current Year, Next Year.




When you click the Change Years button, you will see the 3 years with the year labels:

Budget Years

~f GL - Budget Year Label E|E|E|

Current Year: 2007

Previous Year Label:

Current Year Label: 2007
Future Vear Label: 2003

2 ox | QCancell

This simply gives you a way to label the Previous, Current and Future years with the

correct year number so that it is clear when you are working with budgets. Make the
changes as needed, then Click OK.




Import/Export Budgets
This allows you to export a budget work file out to another application, like Excel®,
make changes to it, then import it back into TOPS Version 3.2.1.

A budget file can be imported from Excel® back into TOPS. However, if you wish to do
this, you must first EXPORT the budget report from TOPS so the GL Account #’s are
properly formatted. If you do not Export the budget report first, you will not be able to
import the budget in a format that TOPS can understand.

Starting at the Budget Options screen:

Budget Options
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Impart Click this button to Import or Export a budget work file from/to
= another application, like Excel®

Once you click the Import/Export button, you will see this screen:

Import/Export Budgets

! GL Budget Import / Export

XX - Sample Condominium

“r'ou may select to Import a budget from a spreadzheet file, or Export an
existing TOPS 2000 budget.
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We’ll discuss the Import and Export functions for the Budget.




Import Budgets

Use the Import ONLY after you have first exported a budget work file to another
application. Budgets created in other applications, like Excel® cannot be imported into
TOPS unless they were first exported to the other application. This is because the GL
Account #’s have to be formatted correctly so TOPS will recognize the budgets attached

to the GL Account #.

- application, like Excel®.

N Click the Import button to bring in a budget work file from another
Import Budget

Note: You should Export the budget work file FIRST to another
application so it has correctly formatted GL Account #’s. If you
don’t do this, the file Import is not going to be recognized by TOPS.

You will see the Import screen:

,

= GL Budget Import / Export

XX - Sample Condominium

First, select the budget year to import. You can import to the Previous, Current or Next
Year budget. Only these 3 years are available for budgeting purposes.




Next, click the link named “click to browse” to locate the file you wish to Import.

Browse - Locate Import File
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This is the standard Windows browse screen. There are 3 options available on the
browse screen:

Look in: Select the location you wish to Import the budget file from.

File name: Enter a file name for this Community’s budget file. You can name it
whatever you wish.

Files of Type: You can select the File Type to look for. Only files of this type will be
shown in the browse window.

Locate the file you wish to Import, click on it, then click the Open button.




You will see a confirmation screen for the budget Import:

Confirm Import
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Notice it shows the Budget Year and the file path for the import.

C’ Click the Import Now button to proceed. The file will be imported.

Irmpart [ o

You will see the Import successful message:

Import results

\!‘) Budget has been Imported sucessFully,

Click the OK button. The Budget file for the year selected will be saved to the file path
you selected. You may then open it with another application, like Excel®.




Export Budgets
Starting at the Import/Export screen, follow these steps:

& Click the Export Budget button to export a budget work file to
- another application, like Excel®.
Export Budget

You will see the Export screen:
Export

! GI. Budget Import / Export

XX - Sample Condominium

Select budget vear to Expor | [FESREEN ]

’

First, select the budget year to export. You can export the Previous, Current or Next
Year budget. Only these 3 years are available for budgeting purposes.

Please select an Export locatics

¢click to browses




Next, click the link named “click to browse” to choose the file path for the budget file
Export.

Browse — Select File Destination
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This is the standard Windows browse screen. Browse to select the correct file path where
you wish to save the budget file. These are the 3 options available on the browse screen:

Save in: Select the folder location you wish to Export the budget file to.

File name: By default, the Budget file name is the Community 1D combined with the
Budget Year. You can change the name to whatever you wish.

Type: You can select the Save as file type too, but it automatically defaults to the
Excel® file type.

Click the Save button when you have selected the correct folder path, File Name and File
Type.




You will see a confirmation screen for the budget Export:

Confirm Import

“f GL Budget Import / Export
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Notice it shows the Budget Year and the file path for the export.

‘2’ Click the Export Now button to proceed.
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You will see the Export successful message:

Export results

1 ) Budget has been Exported sucessfully,

Click the OK button. The Budget file for the year selected will be saved to the file path
you selected. You may then open it with another application, like Excel®.




Print Reports
Starting at the Budget Options screen, follow these steps:

&y o Click the Print Report button to print Budget Reports that use the
F**‘-‘Pt'"l GL financial statement layout for the budget report format.

When you click the Print Report button, you will see this reports screen:

“ GL - Current Year Budget Report XX - Sample... E@E|
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You can choose from 3 report formats, Budget Detail, Budget Summary or Budget
Comparison. All of these budget reports will be printed using the financial statement
layout format with the headings and account groupings from the selected layout.

Cost Centers — if turned on for a community, you can print a report for a selecte Cost
Center using the down browse arrow or check the box for All Cost Centers.

Print Run Date and Time — check this box to have this heading printed.
Print Budget Notes — check this box to include the Budget Notes on the report.

Click Print button after selecting the budget report.




Now select the destination for your Budget Reports:

~{ Print Reports |Z| |E| E|
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Click the Print button to proceed.




Budget Entry

The following section explains how to enter Budgets and Budget Notes so they are

available to print on financial statements as a point of comparison.

Start at the Budget Options screen:

Budget Options
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To proceed to work with the budgets based on your options, Click OK.

Enﬁl

Click OK after making the selection of Budget Account Types and
changing any other options on this screen.

You will then see the budget entry screen:

Budget Entry

“f GL Budget Entry & Projection for, XX - Sample Condominium

Current Year (2007) £# . Budget Note Ciick fhe mote icon o i spresdshaat fo [] Hide zera accounts
128 of 128 rows shown - Mo Mate quizkf edlf & anfer Sudgel Mofes [¥] Highlight negative values
Aoct, # Acct. Mame Total r January February March April May
0 --E!!ﬂ__------
| 0B000-000  INCOME: 0.00
#0E310:000  Assessment Income 30840.00 2570.00 2570.00 2570.00 2570.00 2570.00 id
# |0E320-000  Developer Assmt. Income 0.00 1} 1] 1} 1} 1}
& |0B330:000  Special Assmt. Income 0.00 1} 1] 1} 1} 1}
# |0E340-000  Late Fee Income 300.00 25.00 25.00 26.00 2600 2500
# |0E350-000  Legal Fees Reimbursement 0.00 1} 1] 1} 1} 1}
# OB360-000  Misc. Owiner Income 0.00 o o o o o
# | 0B370-000 | Dwner Collection Costs 0.00 o o o o o
# | OB3R0-000 | Owner Adrin. Fees Income 0.00 i] 1} il i] i]
# | 0B390:000  Owmer Interest Income 0.00 0 1} a 0 0
» |0BA10000  Special Assessment Income 2100.00 1080.00 1080.00 0 a a
| 06420-000 | Recreation Pass Income 0.00 0 1} a 0 0
£ | 0B430:000 | Assmts. Paid in Advance 0.00 0 1} a 0 0
© | 06440000 Accelerated Assessments 0.00 0 1} a 0 0
| 0B460-000 Work Order Income: 0.00 0 1} a 0 0
| 0B4B0:000 | Pool Guest Passes 0.00 0 1} a 0 0
» | 06430000 Receivables Adjustments 0.00 a o 0 a a
| 0BS10-000  Transfer Fees 0.00 0 1} a 0 0
» |0B810-000  Laundy Income 0.00 a o 0 a a v
< »
2% Budget Motes ] [ 21 Print Budget Postto: | Curent Year [2007] ‘ [ Save ] [ Exit ]




Navigation:

Use these buttons to work with budgets:

0531 0-000

Agzezzment lncome

Click on the GL Account # to select an account for
budget entry.

Click on this icon to enter a Budget Note for the selected
GL Account #.

When the Note icon displays as a colored pencil, it means
a note exists for the budget line item.

[] Hide zero accounts

Checkmark this box to suppress displaying GL accounts
that have NO budgets entered.

Highlight neqative values

This will make negative values (- minus sign) appear red.
For Income, it would be Debits because income is
normally a Credit. For expenses, it would be Credits
because expenses are normally Debits.

[_,‘9 Budget Motes ]

Click this button to switch to the Budget Notes screen for
all the GL Accounts.

[ [-] Print Budget ]

Click Print Budget button to print budget spreadsheet
reports.

Paost tar

Current Year [2007)

W

Post To gives you the ability to save the budget to any of
the 3 years available, Previous Year, Current Year of Next
Year. Use the down browse arrow to select the year.

Save

Save the budget changes to the Post To year above.

Exit will exit the program discarding any changes that
were not saved with the Save button.

Entering Budgets

From the Budget spreadsheet screen above, you are ready to select a GL Account # where
you wish to enter or change a budget. Just click on the GL Account #. You are now
ready to enter either of the following:

e Yearly Budgets — Enter the total year budget amount, let the budget program
spread it evenly across each budget period.

e Period Budget — Enter the amounts in the periods where the budget belongs. Use
this method where the amounts are not the same amount each period.

** Important Note **

Entering Income Budgets — Unlike the original budget entry program, Income does
NOT need to be entered with a minus (-) sign to make ita CREDIT. If you are
entering a Budget to a GL Account that is setup as an INCOME account, the new
Budget Entry program translates a positive amount to be a CREDIT. So the only time
you need to enter an Income budget item with a minus (-) sign is when it is a contra (a
DEBIT which is a negative) income amount.




Yearly Budgets

This is where you enter the total year amount and let the program spread it for you evenly
across each budget period. This will work whether your fiscal year is 12 periods, 6
periods or quarterly (4 periods).

Enter Yearly Amount

Current Year {200?} & - Biudget Mate Click fha nofe icor on fhe spreadsiest fo [ Hide zem accounts
128 of 128 1ows shown, 7 - Mo Nate quickly edif & enfer Sudgel Nofes [#] Highlight negative values
Acct # Acct. Name Total “'r January Februarny March Al
-m—-----
o+ 0e000-000  INCOME: 0.00 -
0 0B310-000 | Assessment Income 30840.00 2570.00 2570.00 2570.00 2657000 2570.00 il
¢ 0B320-000  Developer dszmt. [ncome B-i0 i) ] 0 1] 0
P ® 0E330-000  Special Assmt. Income i} 0 1] 1] 0
¢ 0B340-000  Late Fee Income COUG.O = = 25,00 25.00
| 06350000 Legal Fees Reimburstaiaate S 0 0
o+ (0B360-000  Misc. Owner Income 0 1]
o+ (0B370-000  Owner Collection Cost 0 1]
o¢ | 0B380-000  Owner Admin, Fees | 1] u]
o+ 0B390-000  Owner Interest Incomd 0 1]

Notice when you enter an amount in the Total Yr column it asks whether you wish to
spread the amount evenly across the periods. To have the program do this for you,
answer Yes. A No will let you enter the amount in each period manually.

The Yearly Budget amount will be spread evenly across the periods like this:

i 6L Budget Entry & Projection for XX - Sample Condominium |'._||'E| E|
Current Year (200?} & - Budget Note C&\c& e mofe fzon o i spreadshest fo [] Hide zera accounts
128 of 128 rows shown, 7 - MoMaote quickfy edif & enfer Sudgef Nofes [¥] Highlight megative values
Acct # Acct. Name Tatal ¥'r January Februan March April

~# | 0B000-000  INCOME: 0.00
4| 0BI0-000  Assessment Income 30840.00 2570.00 2570.00 2570.00 2570.00 2570.00 2
¢ 0B320-000 Developer Azsmt. Income 0.00 ] ] ] ] ]

b @ | 0B330-000  Special Assmt. Income 15500.00 1291.67 1291.67 1291.67 1291.67 1:

You are located at the first period ready to change any of the period amounts if you wish.

To make the individual period amounts add back to the Total Yr amount, any needed
rounding will be done in the last budget period for the year.

Use the Yearly Budget spreading function to save time in budget entry where it makes
sense.

Remember — enter Income budgets without a minus (-) sign. The budget program will
automatically translate this as normal income which is a CREDIT.




Period Budgets

Use this method where the amounts are not the same amount each period. You can enter
the budget amount for only 1 period, for several periods or however you wish to
distribute the budget based on how the income or expenses will actually happen during

the budget year.

Enter Period Amounts

% GL Budget Entry & Projection for XX - Sample Condominium

Current Year (2007)

@ - Budget Mate Click fhe nofa o o i spreadshast fo

[] Hide zero accounts

Enter the amount(s

128 of 128 rows shawn, 7 - MoMate quicki edif & enfer Sudgef Nofes Highlight negative values
Acct, # Acct. Mame Total *r January February March April May L
+ DB490-000  Receivables Adjustments 0.00 1] 1] 1] 1] 1]
¢ DBR10-000  Transfer Fees 0.00 1] 1] 1] 1] 1]
¢ DBE0-000  Laundry Income 0.00 1] 1] 1] 1] 1]
7 0EH10-000  Interest Income 60000 50.00 50.00 50.00 50.00 50.00
¢ 0B920-000  Mizc. Income 0.00

-_------ ]

/07010000 Management Fees 6000.00 500.00 500.00 500.00 500.00 500.00 5
o O07020-000  Accounting Fees 0.00 1] 1] 1]
A0 0740000 Audit Fees 0.00 a a

in the periods where they belong, press Tab key to record them.

pdate Total Year Amount

i GL Budget Entry & Projection for XX - Sample Condominium

CEX

Current Year (2007} - Budget Maote Click fhe nofe icorr on e spreadsheaf fo [] Hide zero accounts
128 of 128 rows shown, - Mo Mote quickf edit & enfer Sudgef Mofes Highlight negative values
Acct. # Acct. Mame Total vr January February March April b ay |5
~+  0B490-000  Receivables Adjustments 0.00 1] 1] 1] 1] 1]
¢ | DBES10-000  Transfer Fees 0.00 0 0 0 0 0
o0 0EE0-000  Laundry Income 0.00 0 0 0 0 0
| 0E910-000  Interest Income 600.00 50.00 50.00 50.00 50.00 50.00
¢ DB920-000  Misc. Income 0.00
-_------ 1
| 07010-000  Management Fees 6000.00 500.00 500.00 500.00 500.00 500.00 i
¢ 07020-000  Accounting Fees imi! 1] 1] 1] i}
b7 07140-000  Audit Fees
Once you press the Tab key to record a budget amount in a period, the Total Yr amount is

updated as well as the period amount.

Continue to enter budget amounts using the Yearly Budgets or Period Budget methods.

Remember — enter Income budgets without a minus (-) sign. The budget program will
automatically translate this as normal income which is a CREDIT.




Pastta: | Curent vear [2007) + | | Before Saving the budgets, make sure you have selected
the correct Budget Year to save it to at the bottom of the
screen. The budget can be saved to Previous Year, Current
Year or Next Year.

**Warning** - be careful not to overwrite a Budget Year
you do not wish to change.

Click on the Save button to save the budgets entered once

you have confirmed the selection of the “Post To” Year.

Budget Notes

Notes let you enter an explanation for line items in the budget. Notes are attached to
particular budget line items. Notes can be printed on the budget spreadsheet report with
the budget line item. The budget reports with Notes could be sent to community officers
so they could understand each budget line items.

Budget Notes are limited to 250 characters per Note. You can enter as much of an
explanation for a particular budget line item as you wish up to this limit.

There is only 1 Budget Note for a GL Account. There are not separate Budge Notes for
each Budget Year (Previous, Current, Next). The Budget Notes cannot be copied from
one year to the next because only 1 set of Budget Notes are stored.

There are two ways to enter Notes.
e Quick Notes — pop-up a Note box to enter a Budget Note for one of the budget
line items.
e All Notes — switch screens from the budget spreadsheet to a full Budget Notes
screen.
Notes can be entered, changed or deleted using any of these two methods.

Quick Notes:
Enter a Budget Note quickly when on a selected budget line item in the spreadsheet.
b o Click on this icon on a budget line item where you wish to enter a

Budget Note.




Quick Note

% GL Budget Entry & Projection for, XX - Sample Condominium

Current Year (200?) & - Budget Mote Click fe nofe icon on fe spreadsieaf fo [] Hide zem accounts
128 af 128 rows shown " - NoNote Cuiekieniliep=Eiovaiiioes Highlight negative values
Acct, # Acct. Mame Total *r January February arch April May Jur
#  0B000-000  INCOME: 000 0 0 il 0 o

Z 06310000 Assessment Income Guick Mate Entry for Account #: - 06330-000 - Special Assmt. Income

7 | 06320000 Developer Assmt. Income Special Assessment for replacing roofs on Building 1 and Building 4

b 7 OB330-000  Special Assmt. Income
©  06340-000  Late Fee Income
© 06350000  Legal Fees Reimburzement

7 | 06360000 Misc. Dwner Income Automatically save Notes

# 106370-000  Owner Collection Costs

If a Budget Note exists for that line item, it will be displayed. You can change it as
necessary. If no Note exists, you may add one.

Save the Budget Note to record it.

All Notes:

Displays a full Budget Notes screen where you can enter or edit Notes for any line item.
This can be handy when you want to review the existing Notes for your budget.
Remember, there can only be 1 Budget Note per budget line item.

|® BudgetMates | | Click this button to show all Budget Notes for all the GL Accounts.

All Notes

“ GL Budget Entry & Projection Notes for XX - Sample Condominium

Account Description MNote A
# | 06000-000 | INCOME

# | DE320-000 Developer Azzmt. Income

£# | 0B330-000 Special Assmt. [ncome Special Assessment for replacing roof: on Building 1 and Building 2
# | 06340000 | Late Fee Income Late Fee is 35 per month charged on the 15th
£® 0B350-000 | Legal Fees Reimbursement Payments from definquent owners paying back the commurity for legal fees incured in

© |0B3E0-000 | Misc. Owher Income
# |0B370-000 | Dwner Collection Costs
# 1 06380-000 | Owner Admin. Fees Income
£# | 06390-000 Owner Interest Income Interest charged on delinguent owner accounts tumed over for collection
# | DE410-000 Special Assessment Income
# | 0B420-000 | Recreation Pass Income
© | 0B430-000 | Assmts. Paid in Advance
¢ | 05440000 | Accelerated Assessments
# |0B460-000 | Work Oider Income
£ | 05480000 | Pool Guest Passes
# | DE490-000 Receivables Adjustments
© 1 06510-000 | Transfer Fees
©06810-000 | Laundiy Income
© | 0B10-000 | Interest Income
© 08920000 | Misc. Income
# | 07000-000 | GENERAL & ADMINISTRATIVE

v

o - Budget Mote * - NoNote |

Click on any of the GL Account #’s to enter, change or delete a Budget Note.

Click Save to record the Budget Notes entered on this screen.




Printing Budgets

Use this option to not only print budget reports, but also when you wish to export/import
budgets to another application or generate a PDF file so you can attach the budget to e-
mail. All of this is done through the Print Budgets area.

[D Frint Budget ] Click

Print Budget button to print the budget spreadsheet reports.

You will see the Report Options:

Checkmark the options you

[E Print Budget E“El@

Report Yiew Ophions

Suppress Zero Balance Accounts
Alternate Bow Color
Include Motes

Other Options
[] Export Report

[ Print ] l Cancel ]

wish for the printed report.

Supprezs Zero B alance Accounts

Checkmark this to only print GL Accounts with Budgets.

Alternate Fow Color

Checkmark this to print an alternating shaded row to make
it easier to read across on this landscaped report.

Inciude Motes

Checkmark this to print the Budget Notes on the
spreadsheet report.

[ Export Report Checkmark this button to export the budget report. This
will be covered in more detail below.
[ Frint | Click Print after selecting the report options.

LCancel

Click Cancel to exit the print budgets.




Export Report:

This is how you can export the report to another application, like Excel®, or generate a
report file to attach to e mail. When you checkmark this option, then click the Print
button, you will see the print preview window with export formats:

Print Preview

Printed 9/14/2007 - 4:35 PM XX - Sample Condominium Fage1
GL Budget Projection for 2008
seoourt Info January  Februany March Fpril My dune duly fugust  September October  November  December Total
Income
WE0000 - AssessmentinGome w510 5T fesm0 w5100 w5t w5mn 5100 w5100 w5t M0 5100 w5100 $3m00
Special Assessment for replacing mors on Buiding 1 and Building 2
16340000 -Late Fee Income fesn fs00 w50 w500 fesn s w50 fos.on fesn fes00 w50 fos.on a0
Late Fee s 3 per aonth charged on the 13t
Payments fron delivguent owners paging back the community for legal fees incerred in collection of definquent balances
Intecest chrargen o defimpiert owneraccounts tumed aver far colleotii
W 0000 - Special Assessment Ineme 51,0500 ,050.00 5000 ©00 o L) 50,00 200 i 5000 50,00 200 2,100 00
21040 - merestincome f50.m fEun w00 00 fE0m o w000 f00m fEum w00 w000 f00m san g0
| End ofInce me (4 Azcounts & und) 55,595,000 54500 254500 0500 2 60500 2 il $2,745.00 2,505,000 2,550 B, E500 0500 2,505,000 s34 00
Expense
AT10000 - MBTagemET Fees fo00m o 4 Export Report om0 w000 o f5m0 00
AT260-000 - Pastage & Mail 50 §1500 $15.00 500 $12000
1240000 -nsurance . (P71 Select an export format: | Yy o] fasn0n fwsa00 0.0 fa7s00
530000 -Sit ImproemEt -Other 27000 b File location 0 0.0 won $27m 00
Wt 0000 - Electricity $50.00 <Click to select fils location:> F3500 $130.00 H150.00 $1,860 00
110000 - Gen, Mt & Fepair $100.m fomao 00 0000 $12m 00
9510000 - Lawn Mairt & Landscaping 00 00 50,00 200 $4.500 00
700000 -Tresh emoval fosom fosna0 w5000 5000 $42m 00
44750000 - Extermination w0 Not Exported 500 w500 Ean s 0
13300000 - o Femoual fosom f w0 w00 w5000 1m0
1] 5000 - Fieseres - Pavement 0000 g 00 Feiig S0 00 pA Fei00 S0 00 £200.00 S0 00
19930.00 - Fesenes - Seat Lighs s 500 500 5.0 s 500 5.0 fis00 $an 0
950000 - Fgsies -Rowts e frsnan #1500 s o EEY frsnam frsnao 15000 EEY f10m 00
| End of Expenas (13 Atco unta b und) £ 125 00 [ 353 nn/ 2,555 00 285000 550 ,695.00 2,830 00 2Es5 00 56000 07500 2,008 00 er—
/
| et Incoms (17 Accounts bund) 200 $1z0m ss,s)(w 9000 f5,995.0 f5, 50000 $5000.00 395,00 f5,9900 $,025.00 472000 o0 $115.00

/

Notice the Export Report box. Use this to select the export options and the file path.

Click the down browse arrow to see the export format:

# Export Report

Select an export format. | 4 qohe Acrobat [FOF]

Adaobe Acrobat [ PDF)
HTHL file [HTHL]
Excel spreadshest [XLS)
Richtest format [BTF]

File location
sChck to select file location

[

Mot Exported

You can chose from these file formats:
e Adobe Acrobat (PDF) — use this format to get a report file to attach to e mail.

e HTML file (HTML) — use this format to publish to a web site.

e Excel Spreadsheet (.XLS) — use this format to export the report into Excel®.

¢ Richtext format (RTF) — use this format to export the report to Word® or other
word processor.

Click or arrow down to the export format you wish.




Once you sel

Select Export Path
i Export Report |Z||E|E|

Select an export format: | Excel spreadshest [#L5]

i ahion
£Click, bo select file location:

[ )

Mot Exported \

ect the export format, you are ready to select the IGcation where you want

the report file saved. Notice the “Click to select file location” link above.

Select Save Location

Select export file location @
Save in: |@ Desktop v| Q & = -
Y @My Dacuments
i :? :J My Computer
ty Recent ﬂMy Metwark Places
Dacuments @Cnmmunity Management
T @Metrn
Desktop
by Documents
My Computer
- File name: b2 GLBudget 3 142007 v [ sae |
My Network Save az type: |E>:ce spreadshieet [ <L5] v| [ Canhicel l

Notice the default file naming convention used. The default file name is made up of
these 3 components:

You may ov

XX_ — Community ID
GLBudget
Date exported

ertype to change the file name to whatever you wish.

Save

Follow standard Windows procedures by clicking the Save button to save
the file to the desired location. You can then open it with another
application or attach it to an e mail.




