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Introduction
Fund 100 Overview

Sources of Funds:
 Funding from the State 
 Internal Finds from donations, and sources other than the State and Class Fees

Budget Process:
 State-related funding comes through submitting “Budget Matrix” during March/April timeframe
 Fee supported funding is collected from students taking classes
 Internal funds are deposited in Internal project through Accounting Services

All Fund 100 funds are tracked the same way in AS400



BUDGET MANAGEMENT 
QUERIES



USER name that is assigned by the 
district

Password will be assigned by the district, 
and then changed by the user.

Signing into 
CrossPointe in AS400



CrossPointe:  Student and Business Systems
CrossPointe: Student and 
Business Systems

Options unique to your USER name will be displayed 
in this menu.

Main Menu



Options unique to your USERID will be 
displayed in white.

System will default to include USERID, 
Date, Current Fiscal Year, and Primary 
Sign-on Center.

A001:  Systems 
Sign On Screen



Options unique to your USERID 
will be displayed in white.

F500: Budget Management: Budget 
Query, Activity and Report Writing

F600: General Ledger:  Budget Amendment

F000 Financial
Information



F500 Series Panels:  Note that you will 
have access to the F501 through F511 
panels.

F500 Series Panels:  Note that you will 
not have access to the F512 through 
F523 panels.

500 Series Panel



The F501 Panel is used to begin 
the Budget Query process.

F501 Panel
for Research



The F1 (Help) key provides information that can be 
entered.  In most cases, X for the Expenditure 
Ledger is used.

Ledger



The F1 (Help) key provides information 
that can be entered.  The system will 
default to A - Account Structure order.

F501 Search Path



The F1 (Help) key provides information that can be 
entered.  Always enter 12 in order to get complete Fiscal 
Year information.  If 00 is used, only budget for prior year 
purchase orders that rolled forward will appear.

F501 Period



The F1 (Help) key provides information that 
can be entered.  If enter key is pressed, all 
current accounting strings for the school or 
department will be displayed.

F501 Account



By specifying a fund, only accounting strings for 
that fund will be displayed.

Note that when a + sign is shown, 
the page down key or F8 key will 
display more information.

F501 Accounting Strings



Only your specific cost center information, 
as established by your USERID will be 
displayed.

F501 Accounting
Strings (cont.)



Specifying a project number will provide all information for that 
project.  Partial project numbers can also be used to display 
information for multiple projects within the same series of 
numbers.  For example, entering 00161_ will display all current 
projects from 001610 through 001619.

Note that when a + sign is shown, the page down 
key or F8 key will display more information.

F501 Accounting
Strings (cont.)



Specifying a function will provide all information for that 
function (in this example we have also specified a project).  
Partial function numbers can also be used to display 
information for multiple functions within the same series of 
numbers.  For example, entering 5___ will display all 
applicable functions that start with a 5, such as: 5100, 5200, 
5300, 5400, 5500 and 5900.

F501 Accounting
Strings (cont.)



Specifying an object number will provide all information 
for that object (in this example we have also specified a 
project and function).  Partial object numbers can also be 
used to display information for multiple objects within 
the same series of numbers.  For example, entering 2__ 
will display all current objects dealing with fringe: 210 
through 244.

F501 Accounting
Strings (cont.)



Specifying a program number will provide all information 
for that program (in this example we have also specified a 
project, function, and object).  Program 000 is utilized for 
all functions except any 5___ - Instructional programs (with 
the exception of function 5900 – Non-FEFP Instruction 
which utilizes program 000).

F501 Accounting
Strings (cont.)



Place the cursor on the accounting string and press the F4 key.  The 
F4 (Prompt) key defines the elements of the accounting string 
displayed.

F501 Accounting
Strings (cont.)



Pressing the F4 (Prompt) key a second time will provide
additional information on other funds within the system.

F501 Accounting
Strings (cont.)



Moving the curser to the next 
field and pressing the F4 
(Prompt) key displays more 
information on cost centers.

F501 Accounting
Strings (cont.)



Moving the curser to the next 
field and pressing the F4 
(Prompt) key displays more 
information on projects.

F501 Accounting
Strings (cont.)



Moving the curser to the next field 
and pressing the F4 (Prompt) key 
displays more information on 
functions.  Note that it will be 
necessary to page down through the 
3___ functions which are not used 
in the expenditure ledger.

F501 Accounting
Strings (cont.)



Moving the curser to the next 
field and pressing the F4 
(Prompt) key displays more 
information on objects.

F501 Accounting
Strings (cont.)



Moving the curser to the next 
field and pressing the F4 
(Prompt) key displays more 
information on programs.

F501 Accounting
Strings (cont.)



This is an example of a specified 
project.  All accounting strings 
related to the project will be 
displayed.

F501 Accounting
Strings (cont.)



This is an example of a specified function.  
All accounting strings related to the 
function will be displayed.

F501 Accounting
Strings (cont.)



This is an example of a specified object.  
All accounting strings related to the 
object will be displayed.

F501 Accounting
Strings (cont.)



This is an example of a specified 
program.  All accounting strings 
related to the program will be 
displayed.

F501 Accounting
Strings (cont.)



F501 Panel:  You can obtain all budget, 
encumbrance, and expenditure information on a 
specific string by placing your curser on the string 
and pressing the F11 (Inquiry) key.

Researching an 
Accounting String



F503 Panel:  All periods for the Fiscal Year are displayed.  
The amounts listed under each of the headings show the total 
of any activity for that period, and do not represent a running 
balance of the string.  However, the totals at the bottom of 
the page are accurate.

Researching an 
Accounting String (cont.)



F503 Panel:  Note that the Beg or beginning period 
displays budget and encumbrance for any prior fiscal 
year purchase orders that rolled forward.

Researching an 
Accounting String (cont.)



F505 Panel:  The curser was placed on 
Prd 01 on the F503 panel and the F11 
(Inquiry) key was pressed.  This brought 
up activity for the month of July, which 
would include budget, encumbrance and 
expenditure transactions.

Researching an 
Accounting String (cont.)



F505 Panel:  Instead of going back to the F503 Panel (by 
pressing the F11 (Inquiry) key), the from and to dates can be 
changed to include a longer period of time.  In the example, 
the complete fiscal year has been listed.  In most instances, 
the complete fiscal year is what will be most useful.

Note that when a + sign is shown, 
the page down key or F8 key will 
display more information.

Researching an 
Accounting String (cont.)



Page two –
complete 
fiscal year 
continued.

Note that when a + sign is shown, 
the page down key or F8 key will 
display more information.

Researching an 
Accounting String (cont.)



Page three –
complete fiscal year 
continued.

Researching an 
Accounting String (cont.)



By placing the curser on the LA 
field and pressing the F1 (Help) 
key, the various Ledger Action 
options will be displayed.  Your 
search can be limited by the 
options listed below depending 
on what you are looking for.

Defining Search



B – Budget:  Lists 
only budget entries 
for the period or 
year selected.

Defining Search 
-Budget Entries-



N - Encumbrance:  
Lists only 
encumbrance entries 
for the period or year 
selected.  Note that 
non-labor 
encumbrances are tied 
to purchase orders.

Defining Search 
-Encumbrance Entries-



X - Expenditure:  Lists only 
expenditure entries for the 
period or year selected.

Defining Search 
-Expenditure Entries-



Move the cursor to the 
entry that you want to 
research and hit the 
F11 (Inquiry) key.

Defined Research 
-F505-



Move the cursor to the PO 
number and hit the F11 
(Inquiry) key to see more 
details related to the 
expenditure.

This will take you to the 
F612 Panel.

Defining Search
-F612-



This will take you to 
the F817 Panel.

A description of what was 
purchased will be displayed.

Hitting the F11 key twice will return you to slide 39, which is the F505 Panel.

Defining Search
-F817-



You can duplicate the steps above to 
review a different expenditure.

Defining Search
-F505-



This description represents a 
Warehouse Order.

Warehouse Orders are batch posted and it 
will be necessary to page down in order to 
see your transactions.

Note that when a + sign is shown, 
the page down key or F8 key will 
display more information.

Defining Search
-F612-



Questions?



BUDGET JOURNAL 
ENTRY



The F607 Panel - Budget 
Amendments is used to post budget 
journal entries.

F600 Panel
General Ledger



The F607 Panel is used to transfer budget from one string to another.  Most users 
cannot transfer budget between projects, and it will be necessary to include 
Budgeting in the process when posting this type of entry.

Budget Amendment
Format



Place the curser on the Action field and 
press the F1 (Help) key.  The Action 
Code options will appear.  To begin a 
budget journal entry, use A – Add an 
Amendment.

Action Code



Date:  The date field will default to today’s date 
if a date is not specified.  Note the required 
formatting in the box below.  For example, 
January 31, 2021 will display as 01312021.

Journal Entry Date



Entry:  The appropriate budget journal 
entry number for you to use will begin 
with 88 and conclude with your cost 
center number.  For example, the budget 
journal entry for Titusville High School 
would be 880011.

Journal Entry Number



Note that if you do not designate a specific 
entry number, the system will default to 
97____ assigning the next available budget 
journal entry number.  This action will result in 
a call from Budgeting.  Your budget journal 
entries must start with an 88 as described in 
the previous slide.

Incorrect Entry Number



PG - Page Number:  This is the area used to designate a count or log of your 
budget journal entries.  A different page number should be used for each entry, 
beginning each new year with 001.  We suggest that a log be kept that lists the 
budget journal entry, date, amount and description.

Page Number



Dsc - Description:  This area is used to 
describe why the entry is being made.  An 
example would include, “To move budget to 
process a purchase order.”  Note that this 
descriptor should make sense to you, so that 
you understand the intent later.

Description



Src: May be used if the Dsc field is not large enough to display all of
your description of the budget journal entry.

F501 Accounting Strings



Account Strip:  This area is used to 
designate the accounting string that 
will be added to or subtracted from.

Accounting String



Amount:  This area is used to record the 
amount for a specific accounting string 
of the transaction.  Both dollars and 
cents must be entered, although entering 
the decimal is optional.

Budget Amount



F/T - From/To:  This field is used to designate if budget is being 
taken from the individual string or added to the individual 
string.  Note that there must be budget available in order to 
move budget out of a string.  The system will not allow an 
accounting string to be put into the negative.

From/To



Balance:  Once the information has 
been entered, a balance for each 
string within the budget journal 
entry will be displayed under this 
heading.  Note that this balance is 
dependent on the budget journal 
entry being posted. 

Current Balance



WarehouseOrders.

Entering the decimals within the accounting 
strings or amounts is not required as long as the 
format of each is correct.

Entering Decimals



Once the budget journal entry has 
been completed, the F5 (Update) key 
can be used to ensure that the entry 
balances.  Note that the system will 
not allow the entry to be posted if it 
is out of balance.

Entry Balance



Once the budget journal entry is complete, it may be posted using 
P – Post an Amendment option to post.  Note that the entry will 
turn blue once it has been posted which indicates that it cannot be 
changed.  Also be aware that if you leave this screen without 
posting the entry, it will no longer be available for your use or 
review.  However, the entry does still exist, and Budgeting can 
assist you in completing the transaction.

Posting



Expenditure Transfer 
Request

BJE NUMBER:
DATE:  
PAGE: DATE:

 

FROM:
Fund Project Function Object 

Code
Program 

Code
Amount

OFFSET

TOTAL -$                 

TO:
Fund Project Function Object Program Amount OFFSET

TOTAL -$                 
Note: Shaded areas for Accounting Use

JUSTIFICATION:

PREPARED BY: DEPT/SCHOOL APPROVAL:   

** Please sign and date using blue ink.  DATE:

REQUEST FOR EXPENDITURE TRANSFER
FOR ACCOUNTING USE ONLY:

FROM DEPT/SCHOOL:

School/Dept

School/Dept

 



Budget Transfer 
Request

BJE NUMBER:
DATE:  
PAGE: DATE:

 

FROM:
Fund Project Function Object 

Code
Program 

Code
Amount

OFFSET

TOTAL -$                 

TO:
Fund Project Function Object Program Amount OFFSET

TOTAL -$                 
Note: Shaded areas for Accounting Use

JUSTIFICATION:

PREPARED BY: DEPT/SCHOOL APPROVAL:   

** Please sign and date using blue ink.  DATE:

School/Dept

BUDGET TRANSFER REQUEST FORM
FOR ACCOUNTING USE ONLY:

FROM DEPT/SCHOOL:

School/Dept

 



Questions?



BASIC REPORT 
WRITING



F510 Print Summary, used for writing 
reports.

F510 Print Summary



F4 on request field to list all your 
composed reports.

Request



All reports will be listed. You can use 
a current report or use a new number 
and create a new report.

Report Listing



Title Field:  Name the report to 
define its use.

Title Field



Number of Copies:  In most cases 
will be 1.  Multiple reports can be 
printed if needed. 

Number of Copies



Format Identifier:  Normally B will be 
entered. C can also be used.  Examples 
of the two different reports are 
included further in the presentation.

Format Identifier



Print Request Card:  “Y”- Printing 
your request card will allow for 
troubleshooting when looking for 
errors and provide a record of the 
report.

Print Request Card



Print Headers: “B” - Print both the 
user-defined Title and the Userid.

Print Headers



Total Level:  Depending on the report 
multiple totals can be added for the 
dimension sequence used.  See 
example further on in the presentation.

Total Level



Include/Exclude:  Always use “I”
.

Include/Exclude



Sequence Order:  What part of the 
accounting string do you want to see 
with your report; accounting string 
can be run in any order.  See example 
further on in the presentation.

Sequence



From Period:  Beginning time 
period.  Begin with 00 to include all 
purchase orders from the previous 
year that carried forward.  

Note: A report can be run just for one 
month or a period of months.  For one 
month the to and from will be the same.  
Keep in mind there might not be any 
budget activity which could show 
negatives on your report.

From Time Period



To Period:  In most cases enter 12 so 
not to miss a month.

To Time Period



Source: Default to D

Source



Action Code:  A to add, C to change, 
D to delete

Action Code



Line Number:  001 through 999. 
Numbers will not change if lines are 
deleted.

Line Number



Account:  Must add information needed.  
If left blank, all items under that 
dimension will be on the report.

Account/Accounting String



Account Type:  In most cases enter B 
for a simpler report. DO NOT use 
combination of B and A as your 
balances will be incorrect.

Account Type



Report is complete.  Elements are 001839 
ASP Clerical, (Title) Complete 
Accounting String, (Sequence), 
Project/Site (Select).

Completed Report



Once the report is complete press the F11 
(Inquiry) key to run your report.  Only 
have to do once.  

Running Report



On Panel, enter PRT. This will 
allow you to see the report you ran.

Finding Report



Spooled files will show all reports 
that were submitted.

Spooled Files



To view the report on screen
enter 5.

Viewing Report
Without Printing



Report Example

Report Example



Changing the Format 
Identifier from a B to a C 
will provide different details.  
Same report just different 
information.

Changing Controls
-Format Identifier-



Report with descriptions

Report Example



Changing the totals

Changing Controls
-Totals-



Report with multiple totals

Report Example



Changing the Sequence

Changing Controls
-Sequence-



Report with less dimensions

Report Example



Questions?
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