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Lists

Lists

Account List

The following section explains how to utilize different lists for the miExcel custom
functions

Many of the miExcel custom functions utilize account numbers in order to calculate.
To view your chart accounts, you can do one of two things.

Option 1
Simply press Shift-Control-L.

Option 2
Follow these steps:

Click on the miExcel ribbon at the top.

miExcel

INlustration 1: miExcel on Excel ribbon

Click on the Lists drop-down button under the General Ledger section.

= %
Lists Import
= Journal Entry
G-‘:%ral Ledger
Illustration 2: Lists button

Select Accounts. ]

._.| Accounts
= Activities %

Illustration 3: Accounts button

Selecting a Single Account

To select an account, click on the account you desire and then click OK. You can
also double-click on an account from the list. The account selected will be placed in
the current cell on your Excel workbook.

(See screen shot on next page)
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Lists

ﬁ Select an account a2
Account Mumber a4 | Account Mame
T
10-41-110 Salanes & Wages -
» 10-41-230 [ Travel & Training
10-41-280 Telephone
10-42-130 Employee Benefits
10-42-305 Attorney
10-42-610 Miscellansous Supplies
10-42-640 Witness Fees
10-44-130 Employee Benefits
10-44-220 Public Motices
10-44-240 Offfice Supplies & Expense
10-44-255 Fuel & il
10-44-280 Telephone
10-44-310 Engineering
10-44-480 General Repairs
10-44-540 Admin Bank Charges
10-44-615 Freight Charges
10-44-741 Capital Outlay - Equipment
naaes e
v &

[m] (Select Ally [] Revenues

[] Assets Expenses/Expenditures

[] Liabilities [] Terminated

[] Equity

.

oK
Illustration 4: Account List (Single Account)

A |

10-41-230 !

ustration 5: Account populated into the current cell in your Excel workbook

Gba| =

1

ot
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Lists

Selecting Multiple Accounts

To select multiple accounts from the Account List, hold the Shift key to highlight a
range of accounts or the Control key to select individual accounts from the list.
Once you have the appropriate accounts highlighted, click the OK button. The
accounts selected will be placed in the current cell and subsequent cells in the same

column.
% Select an account ® o
Account Number a  Account Mame
h
10-41-110 Salanes & \Wages ~
10-41-130 Employee Benefits
10-41-230 Travel & Training
10-41-240 Office Supplies & Expenss
10-41-280 Telephone
10-42-110 Salanes & \Wages
10-42-130 Employee Benefits
10-42-240 Offfice Supplies & Expense
10-42-305 Attorney
10-42-350 Contract Services
10-42-5810 Mizcellansous Supplies
10-42-620 Miscellaneous Services
10-42-640 Witness Fees
10-44-130 Employes Benefits
10-44-220 Public Maotices
10-44-240 Office Supplies & Expenss
10-44-2558 Fus! & Cil
10-44-280 Telephone
10-44-305 Attorney
10-44-310 Enginesring
| 10-44-315 [}. Auditor
10-44-480 General Repairs
10-44-540 Admin Bank Charges
10-44-515 Freight Charges
10-44-741 Capital Outlay - Equipment
O S 4
v &
[m] (Select All) [] Revenues
[] Assets Expenses/Expenditures
[] Liabilities [] Terminated
[ Equity
oK

Illustration 6: Account List (Multiple Accounts)
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Lists

A
1

2 [1041130 1
3 10-41-230
4 10-41-240
5 | 10-41-280
6 | 10-42-110
7 | 10-42-130
8 | 10-42-240
9 | 10-42-305
10 | 10-42-350
11| 10-42-610
12 | 10-42-620
13 | 10-42-640
14 | 10-44-305
15 | 10-44-315

llustration 7: Accounts populated into your Excel workbook

Filtering

You can filter the list to only display certain Account Types or filter by Account
Name or Account Number.

To filter on Account Types, simply uncheck the Account Types at the bottom that
you do not wish to see in the list.

m| (Select All) Revenues
Agsets Eﬁnses"EXpenditures
Liabilities Temninated
Equity

Illustration 8: Account Type filtering (filtered for only Expenses/Expenditures)

To filter on Account Number or Account Name, simply start typing in those fields at
the top. The list will then filter automatically.

(See screen shot on next page)
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Lists

7. Select an account X
Account Mumber T
T
10-41-110 ages "~
10-44-110 Salanes & Wages
10-54-110 Salanes & Wages
10-60-110 Salanes & Wages
51-80-110 Salanes & Waages
52-80-110 Salanes & Waages
53-80-110 Salanes & Wages
T9-40-110 Salanes & Wages
W
Starts with{[Account Name], "Salar) ~ & QD
[m] (Select Al [] Revenues
[ ] Assets Expenses/Expenditures
[ Liabilities [T] Terminated
[] Equity

o

OK

Illustration 9: Account List filtered to only show Expenses/Expenditures that start
with “Salary”
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Lists

You can use wildcards for additional filtering capabilities. The percent sign (%) acts
as a wildcard character.

@Seleclmmt Mo

Account Number

10-41-240 pplies & Expenss -

10-42-610 Miscellaneous Supplies

10-44-610 Miscellaneous Supplies

10-50-610 Miscellaneous Supplies

10-54-610 Miscellaneous Supplies

1057610 Miscellaneous Supplies

51-80-610 Miscellaneous Supplies

52-80-240 (Oiffice Supplies & Expenss

52-81-610 Miscellaneous Supplies

53-80-510 Miscellaneous Supplies
8140610 Miscellaneous Supplies

Illustration 10: Accounts List filtered to only show those accounts with “supplies”
in the Account Name.
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Lists

Column Chooser
You can add columns into your Account List grid. The following are the columns
that can appear in your grid: Account Number, Account Name, Account Type, and
Term Date. By default the Account Number and Account Name will appear. Follow
these steps to add additional columns into you grid:

1. Right-click on the Account List header and select Show Column Chooser.

l-_",; Select an account x|
Account Number & | Account Name
T ‘%l Sort Ascending
100-11004-000-000 N Z] Sort Descending ~
100-11005-000-000 E
100-11100-000-137 {]
= Group By This Column
100-11102-000-000 E
Show Group Panel
100-11103-000-000 F
100-11200-000-132 § H8 Show Column Chooser
100-11500-000-000 S [l BestFit
100-11800-000-131 E Best Fit (all celumns)
100-115071-000-000 L :1—; Filter Editor...
100-115905-000-000 L Bl Show S - Panc]
100-12100-000-000 g =5 2hew search Fane
100-12140-000-000 L Fixed Style '

IMlustration 11: Select Column Chooser

2. Click and drag the column you would like to add to the Account List header.

Lcocount Type
%

Term Date

Column Chooser “

IMlustration 12: Column Chooser

P,; Select an account w | 3
L J
Account Number v Meemun | M
Aecount T
T r %
100-11004-000-000 MUMNICIPAL COURT-CASH ~

Ilustration 13: Drag column to Account List grid
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Lists

Activity List
Many of the miExcel custom functions utilize activity numbers in order to calculate.
To view a list of general ledger activities, follow these steps:

1. Click on the miExcel ribbon at the top.

miExcel

INlustration 1: miExcel on Excel ribbon

2. Click on the Lists drop-down button under the General Ledger section.

%

Lists Import
= Journal Entry

G-‘:[éral Ledger

INlustration 2: Lists button

3. Select Activities.
15 Accounts
= Activities

Categories

IMlustration 3: Activities button

Selecting a Single Activity
To select an activity, click on the activity you desire and then click OK. You can also
double-click on an activity from the list. The activity selected will be placed in the
current cell on your Excel workbook.

| Select an activity o
Activaty Number & Acthaty Name
T
1 5t Patnck's Day Parade L
k 201301 Main Street Reconstruction

Illustration 4: Activity List (Single Activity)
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Lists

A
1
2 | 2[]13(]1!

Illustration 5: Activity number populated into your Excel workbook

Selecting Multiple Activities

To select multiple activities from the Activity List, hold the Shift key to highlight a
range of activities or the Control key to select individual activities from the list.
Once you have the appropriate activities highlighted, click the OK button. The
activities selected will be placed in the current cell and subsequent cells in the same

column.
|=  Select an activity x| »
Activity Mumber & Actiity Name

T
1 5t Patnck's Day Parade
2 Main Street Reconstruction
3| New City Hall

3 4 'wiater Main - Savanah Subdna..

Ib 5 DARE Grant

Illustration 6: Activity List (Multiple Accounts)

Filtering
You can filter the list by Activity Number or Activity Name.

To filter on Activity Number or Activity Name, simply start typing in those fields at
the top. The list will then filter automatically.

| Select an activity X o»
Activity Number Activity Name T
T
¥ 201301 WMamn Street Reconstruction "

Illustration 7: Activity List filtered to only show Activities that start with “Main”.
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Lists

You can use wildcards for additional filtering capabilities. The percent sign (%) acts
as a wildcard character.

— Select an activity x » |

Activity Number A | Activity Name 7

Illustration 7: Activity List filtered to only show those activities with “Street” in the
Activity Name.

miExcel User Manual — General Ledger 10



Lists

Category List

Many of the miExcel custom functions utilize reporting categories in order to
calculate. To view a list of general ledger activities, follow these steps:

1. Click on the miExcel ribbon at the top.

miExcel

INlustration 1: miExcel on Excel ribbon

2. Click on the Lists drop-down button under the General Ledger section.

= &

”

Lists Import
= Journal Entry

Geléral Ledger
Illustration 2: Lists button

3. Select Categories.
18 Accounts
= Activities

n Categories
4 N

Illustration 3: Categories button

Selecting a Single Category

To select a category, click on the category you desire and then click OK. You can
also double-click on a category from the list. The category selected will be placed in
the current cell on your Excel workbook.

4 Select a category v X » I

Category Code & Category Name |

, [
104160 Gen: Mayor, council and city m »
104161 Gen: Purchase of land and equi
104162 Gen: Clerk. Treasurer, financi

r 104163 Gen: Purchase of land and equi
104164 Gen L\..\E‘Iecti-:-ns — Current opera

Illustration 4: Category List (Single Category)
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Lists

A
1
2 [10A163 !

Mlustration 5: Category populated into your Excel workbook

Selecting Multiple Categories

To select multiple categories from the Category List, hold the Shift key to highlight a
range of categories or the Control key to select individual categories from the list.
Once you have the appropriate categories highlighted, click the OK button. The
categories selected will be placed in the current cell and subsequent cells in the
same column.

L_ﬂ Select a category x| »

Category Code & Category Name

T
AGED Aged Program
AP Accounts Payable Amounts
AR Accounts Recenvable Amounts

k| SNOW Snow and lce
LM L} Litility Management Amounts

Ilustration 6: Category List (Multiple Accounts)
Filtering
You can filter the list by Category or Category Name.

To filter on Category Code or Category Name, simply start typing in those fields at
the top. The list will then filter automatically.

(See screen shot on next page)
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Lists

\¥| Select acategory X ¥

Category Code ategory Mame 7 -
T

AT8 Gen: Airport L]
6416 Gen: Ambulance — Current op..
BAZ4 Gen: Animal control — Current
124266 Gen: Assigned
6418 Gen: Bulding inspections — Cu
3a63 Gen: CEBA grants
42498 Gen: Cemetery charges
oADA MZmms e hmmmd =] T~

Illustration 7: Category List filtered to only show Categories that start with “Gen”.

You can use wildcards for additional filtering capabilities. The percent sign (%) acts
as a wildcard character.

(See screen shot on next page)
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Lists

@ Select a category X o I
Category Code me T - |
T ‘K.Currmun'rty)
S9E141 CAF: Community beautification
2E28 CAP: Community development...
SE150 CAP- Other community and ec..
0136 D5: Community center, zoo, m...
2054 D5: Community mental health —
44147 Gen: Community beautification
2028 Gen: Community development...

Illustration 8: Category List filtered to only show those categories with

“Community” in the Category Name.
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Custom Functions

Custom Functions

Account Functions

=GetAccountBalance()

The =GetAccountBalance() function will provide you with the year-to-date balance
for a particular account through a specified month. This function utilizes five (5)
arguments: account number, period end date, include encumbrance entries, include
report only entries, and through period number.

Function Arguments % || E=
GetAccountBalance

Accounthumber | A2 Be| = "10-50-110°

PeriodEndDate |p1 FE| = 40543
IncludeEncumbrance |1 ﬁ =1

IncludeReportOnly

|E3
[}

il

%’l
1]

ThroughPeriodNo

14345.53

Returns the actual, encumbrance or report only balance of an account from Clarity for a spedfied general ledger
period.

IncludeEncumbrance

Formula result = 14345,53

Help on this function CK ] | Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F
1 Title Department 12/31/2015
2 | 10-50-110 | Salaries & Wages BUILDING INSPECTION |=GetAccountBalance(A2 D2 1)

Illustration 2: Formula Example
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Custom Functions

A B C D
1 Title Department 12/31/2015
2 | 10-50-110  Salaries & Wages BUILDING INSPECTION I 14345 53 _|

llfustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @
GetAccountBalance

Accountiumber |2 Fs:| = "10-50-1107

PeriodEndDate D1 E| = 40543

|

IncludeEncumbrance

i
i
[

]

IncludeReportOnky

)
i
I

1

ThroughPeriodNo

)
[l
i

= 14345.53

Returns the actual, encumbrance or report only balance of an account from Clarity for a specified general ledger
period.

IncludeEncumbrance

Formula result = 14,345.53
Help on this function [ Ok ] | Cancel |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F
1 Title Department 12/31/2015
2 | 10-50-110 | Salaries & Wages  BUILDING INSPECTION |=GetAccountBalance(A2,02)

Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.
If your fiscal year ends December 31 for example, you can pull balances through
period 12, 13, or 14 for the month of December. This is done by entering a value
into the ThroughPeriodNo argument. If no value is entered, it will pull through
period 14.

(See screen shot on next page)
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Custom Functions

Function Arguments =
GetAccountBalance

Accounthumber | A2 E&| = "10-50-1107

PeriodEndDate |p1 Fe| = 40543
IncludeEncumbrance B

|E:
1}

1

%‘1
]

IncludeReportOnly

|

13

%‘\
]

ThroughPeriodNo | 13

14345.53
Returns the actual, encumbrance or report only balance of an account from Clarity for a spedified general ledger

period.

ThroughPeriodNo
Formula result = 14,345.53
Help on this function [ QK l I Cancel I

Illustration 6: Function Arguments to get account balances through period 13

A B C D E F
1 Title Department 12/31/2015
2 | 10-60-110 | Salaries & Wages BUILDING INSPECTION |=GetAccountBalance(A2,D2,,,13)

Mlustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell D1 in the
example above) and the account balance will automatically change.

Note: This function has additional drill-down capabilities. Please go the General
Ledger Detail Drill-Down section for more information.
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Custom Functions

=GetAccountBalanceDateRange()

The =GetAccountBalanceDateRange() function will provide you with the balance for
a particular account for a specified date range. This function utilizes six (6)
arguments: account number, period start date, period end date, include
encumbrance entries, include report only entries, and through period number.

rFundion Arguments l 2 —‘15-]1
GetAccountBalanceDateRange
Accountnumber | A4 = "10-50-110" B
Periodstartdate | D1 = 47278
Periodenddate | D3 = 47359 3
Indudeencumbrance |1 =1
Indudereportonly = =

=10
Returns the account balance for the specified period.

Includeencumbrance True to indude encumbrances (default false).

Forn‘L\\? result =

Help on this function OK ] ’ Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B C D E F G
1 10117201
2 Through
3 Title Department 12/31/201

4 | 10-60-110 | Salaries & Wages  BUILDING INSPECTION |=GetAccuugtBaIanceDateRange(M.D1,D3‘1}

lflustration 2: Formula Example
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Custom Functions

A B c D

1 10/1/2014
s Through
3 Title Department 12/31/2015

4 | 10-50-110  Salaries & Wages BUILDING INSPECTION I B, 765.24 _l
Illustration 3: Formula Completed Example
The need to specify whether you want to include encumbrance and/or report only

entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

r '
Function Arguments [ ? ihI
GetAccountBalanceDateRange
Accountnumber | A4 f%:| = "10-50-1107 »
Periodstartdate | D1 = 42278
Periodenddate |D3 [[®] = 42360 3
Indudeencumbrance E =
Induderepartonly | = -
=10
Returns the account balance for the spedfied period,
Periodenddate The period end date.
Formula result =
Help on this function [ Ok l ’ Cancel ]
h,

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F G
1017201

1

2 Through

3 Title Department
4 Salaries & Wages  BUILDING INSPECTION |=GetAccountBalanceDateRange(Ad,01.03)
Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.
If your fiscal year ends December 31 for example, you can pull balances through
period 12, 13, or 14 for the month of December. This is done by entering a value
into the ThroughPeriodNo argument. If no value is entered, it will pull through
period 14. You may need to use the scroll bar on the right to be able to see the
ThroughPeriodNo argument.

(See screen shot on next page)
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Custom Functions

Function Arguments T |-l

GetAccountBalanceDateRange

Periodstartdate |D1
Periodenddate | D3

Indudeencumbrance

m

Indudereportonly

o | A LR )
i) 1] | M i
1}
8
&
o

Throughperiodno | 13|

Returns the account balance for the specified period.

Throughperiodno The period to get balances through each year.

Formula result = -

Help on this function [ oK ] [ Cancel l

d

Illustration 6: Function Arguments to get account balances through period 13

A B G D E F G
1017201

1

2 Through

3 Title Department 121317201
4 | 10-50-110 | Salaries & Wages  BUILDING INSPECTION |=GetAccnugtEIaIanceDateRange(M‘D1‘D3.,‘13}

Illustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the months (cell D1 and D3
in the example above) and the account balance will automatically change.
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Custom Functions

=GetAccountBalanceDay()

The =GetAccountBalanceDay() function will provide you with the activity for an
account on a specified day. For example, an expense account had $913.38 of
payroll expenses on 12/15/2015. This function will provide you with the $918.38, if
12/15/2015 is used as the date. It will provide you only with the transactions for the
specified date. This function utilizes two (2) arguments: account number and date.

Function Arguments l ? &I

GetAcocountBalanceDay
Accountrumber | B = "10-50-110"
Date |B1 = 41325

=0
Returns the account balance for a single day for a spedfied account.

Accountnumber The account number.

Formula result = -

Help on this function QK ] [ Cancel

b

Illustration 1: Function Arguments

To utilize this function, you can simply type this function or find it in the functions

list by clicking the f | button. To find it in the functions list, you will need to change
the Or select a category to “Caselle General Ledger”.

A B C D E F
1 Title Department 12/15/201
2 1 10-60-110 | Salaries & Wages BUILDING INSPECTION |=GetAccnugtBaIanceDay(ﬁQ.D1}

Ilustration 2: Formula Example

A B C O
1 Title Department 12/15/2015
2 | 10-50-110  Salaries & Wages BUILDING INSPECTION I 915.38 _l

2
Illustration 3: Formula Completed Example

Once you have this function set, you can simply change the day (cell D1 in the
example above) and the amount will automatically change.
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Custom Functions

=GetAccountBalanceMask()

The =GetAccountBalanceMask() function will provide you with the year-to-date
total for a particular account segment through a specified month. For example, if all
the Building Inspection department account numbers start with “10-50”, you can
use this function to get a quick total for the Building Inspection department. This
function utilizes five (5) arguments: account number mask, period end date, include
encumbrance entries, include report only entries, and through period number.

Function Arguments l ? &I

GetAccountBalanceMask

i1

o
il
I
.
&
[=]
t
(=]
|.

Accountnumber | AZ|

m
iff
I
b
[
L
L2}
w

Periodenddate | C1

1

e
i
I
=

Includeencumbrance |1

]

%’l
[

Indudereportonly

1

%‘1
1]

Throughperiodno

Returns the YTD account balance through the specified period.

Accountnumber

Formula result =

Help on this function oK l | Cancel

|

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-___ ”. We are telling
Excel to total all accounts that start with “10-50” by utilizing underscores for the
remaining three characters in the account number. We can mask any part of an
account number. If all of our salary and wage accounts end with “110”, we can
mask our account numberas “__- -110” and this will provide us with a total of all
salary and wage accounts from all funds that end with “110”.

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.
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Custom Functions

A B C D E
1 Department 12/31/201
2 | 10-50- BUILDING INSPECTION |=GetAccnugtElalanceMaak(AE,C1,1}

Ilustration 2: Formula Example

A B C
Department 12/31/2015
2 | 10-50-__  BUILDING INSPECTION I 32.852.16 _l

a2
Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments [ ? ﬁ]

GetAccountBalanceMask

"10-50-__°

%’l
]

Accountnumber | A2
42359

o
il
i

Periodenddate |1

|

Indudesncumbrance || | =
Indudereportonly | =
Throughperiodno =

Returns the YTD account balance through the spedified period.

Includeencumbrance Indude encumbrance, default is false.

Formula result =

Help on this function [ CK ] ’ Cancel ]

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E
Department 12/31/201
_10-50- | BUILDING INSPECTION |—GetAccnuntEIaIanceMask(AE c1)

lllustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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Custom Functions

- .
Function Arguments l T[S
GetAccountBalanceMask
Accountnumber |42 = "10-50-_ "
Periodenddate | C1 | = 42389
Indudeencumbrance | =
Indudereportonly | =
Throughperiodno | 13| fRE| = 13
=0
Returns the YTD account balance through the specified period.
Throughperiodno Through period, defaultis 14.
Formula result = -
Help on this function [ CK ] ’ Cancel ]
LY

Illustration 6: Function Arguments to get account balances through period 13

A B C D E F
Department 12/31/201

2 | 10-50- BUILDING INSPECTION |=GETAECDUDTEIEIEHCEMESH(AE,C1,,,13]-

=

Illustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
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Custom Functions

=GetAccountBalanceMaskCredits()

The =GetAccountBalanceMaskCredits() function will provide you with the year-to-
date credit entries for a particular account segment through a specified month. For
example, if all the Licenses and Permits account numbers start with “10-32”, you
can use this function to get a total of all credit entries for the Licenses and Permits
accounts. This function utilizes five (5) arguments: account number mask, period
end date, include encumbrance entries, include report only entries, and through
period number.

Function Arguments [ 2 i:hl

GetAccountBalanceMaskCredits

Accountnumber | A2 FRs| = "10-50-_
Periodenddate |1 | = 42389
Indudeencumbrance || e -
Indudereportonly ﬁ =
Throughperiodno ﬁ =

Returns YTD credits to the specified account mask.

Includeencumbrance True to indude encumbrances (default false).

Formula result =

Help on this function OK l | Cancel

A

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Licenses and
Permits accounts, you would use the following: “10-32- ", We are telling Excel to
total the credit entries for all accounts that start with “10-32” by utilizing
underscores for the remaining three characters in the account number. If all of our
Licenses and Permits accounts have a “32” in them, we can mask our account
number as “__-32-  ” and this will provide us with a total of all Licenses and
Permits accounts from all funds.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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Custom Functions

A B c D E F

1 Department 1273172015

2 [ 10-32- LICENSES AND PERMITS |:Get;’-‘kccnugtEIaIanceMaskCredits[ﬂE.C1}|

llustration 2: Formula Example

A B C
1 Department 12/31/2015
2 | 10-32-__  LICENSES AMD PERMITS I iEBJBB.EUE!

2
Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
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Custom Functions

=GetAccountBalanceMaskDateRange()

The =GetAccountBalanceMaskDateRange() function will provide you with the
balance for a particular account segment for a specified date range. For example, if
all the Building Inspection department account numbers start with “10-50”, you can
use this function to get a quick total for the Building Inspection department for a
date range. This function utilizes six (6) arguments: account number mask, period
start date, period end date, include encumbrance entries, include report only
services, and through period number.

g 5
Function Arguments l ? iz-l

GetAccountBalanceMaskDateRange

£

Accountnumber | A4 Bl = "w0-32-__ " -

=3

Periodstartdate |C1 z| = 42278
42359

I1| I
1
m

|E
1}

Periodenddate |C3

1

ﬁ"l
1]

Indudeencumbrance

il
1

Bl
1]
1

Indudereportonly

Returns the account balance for the spedified period.

Periodenddate The period end date.

Formula result =

Help on this function OK l | Cancel

\

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-__ ”. We are telling
Excel to total all accounts that start with “10-50” by utilizing underscores for the
remaining three characters in the account number. We can mask any part of an
account number. If all of our salary and wage accounts end with “110”, we can
mask our account numberas “__- -110” and this will provide us with a total of all
salary and wage accounts from all funds that end with “110”.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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Custom Functions

A B C D E F

10/1/2015

Through
Department 12/31/2015

4 | 10-50- BUILDING INSPECTION |=GetA|:|:|:uun_tEIaIanceMaskDateRange(M.C1.'33b
C

LS o

Illustration 2: Formula Example

A B C
1 10/1/2015
2 Through
3 Department 12/31/2015
4

10-50-  BUILDING INSPECTION I 9.475.93 _I
q
Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the months (cell C1 and C3
in the example above) and the account balance will automatically change.
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Custom Functions

=GetAccountBalanceMaskDebits()

The =GetAccountBalanceMaskDebits() function will provide you with the year-to-
date debit entries for a particular account segment through a specified month. For
example, if all the Building Inspection department account numbers start with “10-
50”, you can use this function to get a total of all debit entries for the Building
Inspection department for a date range. This function utilizes five (5) arguments:
account number mask, period end date, include encumbrance entries, include
report only services, and through period number.

-
Function Arguments [ ? &I

GetAccountBalanceMaskDebits

-

1

Accountnumber | A2 "10-50-_ "

%’l
]

i

Periodenddate | 1| 42369

%’I
1]

|

Indudeencumbrance

%’l
[

1

Indudereportonly

%’l
]

Throughperiodno

)

a{l
1]

Returns YTD debits to the spedified account mask.

Periodenddate The period end date.

Formula result =

Help on this function OK ] | Cancel

[

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-__ ”. We are telling
Excel to total debit entries for all accounts that start with “10-50” and utilizing
underscores for the remaining three characters in the account number. We can
mask and part of an account number. If all of our salary and wage accounts end
with “110”, we can mask our account number as “__ - -110" and this will provide
us with a total of all salary and wage accounts from all funds that end with “110”.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the

functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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Custom Functions

A B C D E F
1 Department 12/31/2015 ]
2 | 10-50- BUILDING INSPECTION |=Get:’-‘ku:u:uun_tEIaIanceMaakDebitS(AE,C1]-|
Ilustration 2: Formula Example
A B C
1 Department 12/31/2015

2 1 10-50-_  BUILDING INSPECTION |33,124.EE!

-

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
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Custom Functions

=GetAccountBalanceRange()

The =GetAccountBalanceRange() custom function will provide you with the year-to-
date total for a particular range of accounts through a specified month. For
example, you can get a year-to-date total for all accounts from “10-50-110" through
“10-50-255". This function utilizes six (6) arguments: start account number, end
account number, period end date, include encumbrance entries, include report only
entries, and through period number.

rFuncﬁon Arguments |. ? &11
GetAccountBalanceRange
Startaccountnumber | A2 [E] = r10-50-1107 -
Endaccountnumber | A8 EJ = "10-50-255"
Periodenddate | B1 [%] = 42369 3
Indudeencumbrance | 1 ﬁ =1
Induderepartonly ﬁ = =

=0
Returns the YTD account balance through the specdified period.

Includeencumbrance Indude encumbrance, default is false.

Formula result =

Help on this function OK l I Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E
[12r31/2015]
_10-50-110 | =GetAccountBalanceRange(A2 AS.B1.1)
10-50-110
10-50-130
10-50-210
10-50-230
10-50-250

10-50-255

Illustration 2: Formula Example

D00 =] J1 ) P L kd| =
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Custom Functions

A B
1 12/31/2015
2 | 1050110 [5210063]
3 | 10-50-110
4 10-50-130
5 | 10-50-210
6 | 10-50-230
7 | 10-50-250
8

10-50-255

lllustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

#

Function Arguments l ? &1
GetAccountBalanceRange
Startaccountnumber | A2 FR:| = "10-50-1107 »
Endaccountnumber | A3 = "10-50-255"
Periodenddate | B1 = 42369 5
Indudeencumbrance =
Indudereportonly Bz = -

=0
Returns the YTD account balance through the specified period.

Includeencumbrance Indude encumbrance, defaultis false.

Formula result = -

Help on this function [ oK l [ Cancel ]

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E
[12/31/2015]
'10-50-110 ] =GetAccountBalanceRange(A2.A3.51)
10-50-110
10-50-130
10-50-210
10-50-230

10-50-250

8 | 10-50-255

Ilustration 5: Formula Example without Encumbrance and Report Only Entries

=] M LR =
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Custom Functions

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments |. 2 -?3-11
GetAccountBalanceRange
Endaccountnumber | A3 ﬁ = "10-50-255" -
Periodenddate |B1 [] = 42309
Indudeencumbrance = =
Induderepartanly | =
Throughperiodno | 13 FRE| = 13 =

Returns the YTD account balance through the specified period.
Throughperiodno Through period, defaultis 14.

Formula result =

Help on this function [ oK ] [ Cancel ]

Illustration 6: Function Arguments to get account balances through period 13

A B C D E
12/31/2015

"10-50-110 ] =GetAccountBalanceRange(A2.A8.61.,.13)
10-50-110
10-50-130
10-50-210
10-60-230
10-50-250

8 _10-50-255

M

Illustration 7: Formula Example to get account balances through period 13

(o p I o R SN N )

-

Once you have this function set, you can simply change the month (cell B1 in the
example above) and the account balance will automatically change.
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Custom Functions

=GetAccountBalanceRangeDateRange()

The =GetAccountBalanceRangeDateRange() function will provide you with the
balance for a particular range of accounts for a specified date range. For example,
you can get a year-to-date total for all accounts from “10-50-110" through “10-50-
255”. This function utilizes seven (7) arguments: start account number, end account
number, period start date, period end date, include encumbrance entries, include
report only entries, and through period number.

Function Arguments l T

GetAccountBalanceRangeDateRange

T

Startaccountnumber | A4 £®s| = T"10-50-1107 -

[

Rz
Periodstartdate | B1 2| = 42278
Periodenddate |B3 [] = 4239

Indudeencumbrance | = 8

Endaccountnumber | A9 "10-50-255"

I

%’I
m

zn

|

Returns the account balance for the specified period.

Periodenddate The period end date.

Formula result =

Help on this function OK l [ Cancel

|

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F
10/1/2015

Through
12/31/2015

1
2
3
4 [10-50-110 | =GetAccountBalanceRangeDateRange(Ad.A9,61.B3)
5
B

10-50-130

10-50-210
7 10-50-230
8 | 10-50-250
9 _10-560-255
1

Ilustration 2: Formula Example
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Custom Functions

A B
1 10/1/2015
2 Thraugh
3 12/31/2015
4 | 10-50-110 I 9.470.26 _|
5 | 10-50-130
6 | 10-50-210
7 | 10-50-230
8 | 10-50-250
9 | 10-50-255

lliastration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the months (cell C1 and C3
in the example above) and the account balance will automatically change.
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Custom Functions

=GetAccountBudget()

The =GetAccountBudget() function will provide you with the year-to-date budget
for a particular account through a specified month. This function utilizes six (6)
arguments: account number, period end date, budget level, include encumbrance
entries, include report only entries, and through period number.

r 5
Function Arguments l |
GetAccountBudget
= - -

Accountnumber | A3 = "10-50-110 -
Periodenddate | E2 | = 42389

Budgetievel | g| Bl =6 3

Indudeencumbrance E =
Induderepartonly | = =

Get the budget amount for the spedfied account.
Budgetlevel The budget level to use.

Formula result =

Help on this function 0K ] [ Cancel

b

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B G D E F G
1 Actual Budget
2 Title Department 1203112015 [12/31/201

3 | 10-50-110 Salaries & Wages  BUILDING INSPECTION 20.810.40|=GetAccuugtBudget(AS,EZE}
A
Illustration 2: Formula Example

A B c D E

1 Actual Budget
2 Title Department 12/31/2015 12/31/2014
3 | 10-60-110 Salaries & Wages BUILDING INSPECTION — 20,810.40 I 29.200.00 _l

Illustration 3: Formula Completed Example
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Custom Functions

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell E2 in the
example above) and the account balance will automatically change.

miExcel User Manual — General Ledger 37



Custom Functions

=GetAccountBudgetDateRange()

The =GetAccountBudgetDateRange() function will provide you with the year-to-
date budget for a particular account for a specified date range. This function is
useful if you are budgeting on a monthly basis rather than a yearly basis. You can
then use this function to pull the budget for a specific month or month(s). This
function utilizes seven (7) arguments: account number, period start date, period
end date, budget level, include encumbrance entries, include report only entries,
and through period number.

Function Arguments [ ? dh]
GetAccountBudgetDateRange
Accountnumber | A3 [ = -10-50-1107 -
Periodstartdate |E2 [%] = 42308 |
Periodenddate |E2 [(®] = 42308 -
Budgetlevel g l@ =6
Indudeencumbrance [EJ = -

=0
Get the budget amount for the spedfied account for the period spedfied.

Budgetlevel The budget level to use.

Formula result =

Help on this function OK. ] [ Cancel

Ilustration 1: Function Arguments
To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook or find it in the functions list by clicking

the f | button. To find it in the functions list, you will need to change the Or select
a category to “Caselle General Ledger”.

A B G D E F G H
1 Actual Budget
2 Title Department 1203172015 [10/31/201

3 L 10-50-110 Salaries & Wages  BUILDING INSPECTION 2[]‘81[].4[]|=GetAccuugtE|udgetDateRange(A&EE,EE.E]{

Illustration 2: Formula Example

A B C D E
1 Actual Budget
2 Title Department 12/31/2015 10/31/2014
3 | 10-50-110 Salaries & Wages BUILDING INSPECTION — 20,810.40 I 2433 33 _l

Illustration 3: Formula Completed Example
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Custom Functions

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget for the month of October 2015 will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell E2 in the
example above) and the account balance will automatically change.
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=GetAccountBudgetMask()

The =GetAccountBudgetMask() function will provide you with the year-to-date
budget for a particular account segment through a specified month. For example, if
all the Building Inspection department account numbers start with “10-50”, you can
use this function to get a quick budget total for the Building Inspection department.
This function utilizes six (6) arguments: account number mask, period end date,
budget level, include encumbrance entries, include report only entries, and through
period number.

r '
Function Arguments l 2 _Ehl

GetAccountBudgetMask

"10-50-110" &

Bl
L}

Accountrumbermask | A3

)
1

#

Periodenddate |E2 | = 42308

m

Budgetlevel g

n
1| [
[}
[=3}

%‘\
]

Indudeencumbrance

1

%‘1
]
1

Indudereportonly

Get the budget amount for the specdified budget mask.
Budgetlevel The budget level to use.

Formula result =

Help on this function CK ] | Cancel

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-___”. We are telling
Excel to total all accounts that start with “10-50” by utilizing underscores for the
remaining three characters in the account number. We can mask and part of an
account number. If all of our salary and wage accounts end with “110”, we can
mask our account numberas “__-_-110” and this will provide us with a total of all
salary and wage accounts from all funds that end with “110”.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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A B C D E F
1 Actual Budget
127312018 127317201

3 10-50- BUILDIMG INSPECT 32,852.16 | GetAccountBudgetMask(A3.D2,6)

lllustratlon 2: Formula Example

A B C B
1 Actual Budget
2 12/3172015 12/31/2015
3 | 10-60-__ BUILDING INSPECT 32,852 16 I 50.300.00 _l

lliustration 3: Formula Completed Example

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell D2 in the
example above) and the account balance will automatically change.
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=GetAccountBudgetMaskDateRange()

The =GetAccountBudgetMaskDateRange() function will provide you with the year-
to-date budget for a particular account segment for a specified date range. This
function is useful if you are budgeting on a monthly basis rather than a yearly basis.
You can use this function to pull the budget for a specific month or month(s). For
example, if all the Building Inspection department account numbers start with “10-
50”, you can use this function to get a quick budget total for fourth quarter for the
Building Inspection department. This function utilizes seven (7) arguments: account
number mask, period start date, period end date, budget level, include
encumbrance entries, include report only entries, and through period number.

Function Arguments (@ X
GetAccountBudgetMaskDateRange
Accountnumbermask | A5 % = "10-50-___ " -
Periodstartdate |p2 | = 42278

l
m

Periodenddate |D4 = 42369

%‘]

I

=&

i)
i

Budgetlevel |&

il

Indudeencumbrance

= -

%:’l

=10
Get the budget amount for the spedfied account mask for the period specified.

Budgetlevel The budgetlevel to use,

Formula result =

Help on this function OK ] | Cancel

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the previous example for the Building
Inspection department, you would use the following: “10-50-___”. We are telling
Excel to total all accounts that start with “10-50” by utilizing underscores for the
remaining three characters in the account number. We can mask and part of an
account number. If all of our salary and wage accounts end with “110”, we can
mask our account numberas “__- -110” and this will provide us with a total of all
salary and wage accounts from all funds that end with “110”.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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A B C D E F G
Budget
Actual Through
4 Department 12;31;2015m
5 (1050 ] BUILDING INSPECTION  32,852.16 |=GetAccountBudgetMaskDateRange(A5,02,04.6)

Ilustration 2: Formula Example

Ll PO =

A B C D
1 Budget
2 10/1/2015
3 Actual Through
4 Department 12/31/2015 12/31/2015
5 | 10-50-__  BUILDING INSPECTION  32,852.16 I 15.075.00 _|
=

Illustration 3: Formula Completed Example

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the months (cells D2 and D4
in the example above) and the account balance will automatically change.
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=GetAccountBudgetRange()

The =GetAccountBudgetRange() custom function will provide you with the year-to-
date budget for a particular range of accounts through a specified month. For
example, you can get a year-to-date budget for all accounts from “10-50-110"
through “10-50-255”. This function utilizes six (6) arguments: start account number,
end account number, period end date, include encumbrance entries, include report
only entries, and through period number.

rFunctic:n Arguments |. 2 &r
GetAccountBudgetRange
Startaccountnumber | A3 = "10-50-1107 -
Endaccountnumber | A11 = "10-50-610" |
Periodenddate | C2 = 42369 1
Budgetlevel g | = 6
Includeencumbrance | = o

=10
Get the budget amount for the specified account range.

Budgetlevel The budget level to use.

Formula result =

Help on this function oK l ’ Cancel

.

Illustration 1: Function Arguments

To utilize this function, you can simply type this function or find it in the functions

list by clicking the K | button. To find it in the functions list, you will need to change
the Or select a category to “Caselle General Ledger”.

A B C D E F
1 Budget
2 201201
m Salaries & Wages |=GetAccnugtEIudgetRange[AB.M 1,C2.6)

4 | 10-50-130 Employee Benefits

5 | 10-50-210 Books & Memberships

6 | 10-50-230  Travel & Training

7 | 10-50-250  Eguipment - Supply/Maint
8  10-50-255 Fuel & Oil

9 10-50-305  Attorney

10-50-310  Engineer

11 10-50-610 | Miscellaneous Supplies

lllustratlon 2: Formula Example
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A B C
Budget
12/31/2015
10-50-110  Salaries & Wages I 60.300.00 _l
10-50-130  Employee Benefits
10-50-210 Books & Memberships
10-50-230  Travel & Training
10-50-250 Equipment - Supply/Maint
10-50-255  Fuel & Ol
10-60-305 Attormney
10-60-310 Engineer
10-50-610 Miscellaneous Supplies

| =k | =k
_.‘_LDLDCD"-\-IG'!U‘I-E-LAJM—IL

Illustration 3: Formula Completed Example

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C2 in the
example above) and the account balance will automatically change.
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=GetAccountBudgetRangeDateRange()

The =GetAccountBudgetRangeDateRange() custom function will provide you with
the year-to-date budget for a particular range of accounts for a specified date range.
This function is useful if you are budgeting on a monthly basis rather than a yearly
basis. You can use this function to pull the budget for a specific month or month(s).
For example, you can get the fourth quarter budget for all accounts from “10-50-
110” through “10-50-255”. This function utilizes eight (8) arguments: start account
number, end account number, period start date, period end date, budget level,
include encumbrance entries, include report only entries, and through period
number.

Function Arguments l 2 &I

GetAccountBudgetRangeDateRange

Startaccountnumber | AS | = "10-50-1107 »

Endaccountnumber | 413 % = "10-50-6107 3
Periodstartdate | C2 E&| = 42278
Periodenddate | Ca Es| = 42389

Budgetlevel |6 % =B -

=0
Get the budget amount for the spedfied account range for the period spedfied.

Budgetlevel The budget level to use,

Formula result =

Help on this function oK l I Cancel

8

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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A B C D E F
Budget

1

2

3 Through

; 0]

5 | 10-50-110 | Salaries & Wages |=GethccnugtEludgetRangeDateRange(ﬂE.m3.CE.C4.E}
6

10-50-130  Employee Benefits
7 | 10-50-210 Books & Memberships
8 | 10-50-230  Travel & Training
5 | 10-50-250 Equipment - Supply/Maint
10 | 10-50-255  Fuel & Ol
11 10-60-3056  Attorney
12 10-50-310 _ Engineer
13 10-50-610 | Miscellaneous Supplies

Mlustration 2: Formula Example

A B C
Budget
10/1/2014
Through
12/31/2015
10-50-110 Salaries & Wages I 15.075.00 _l
10-50-130  Employee Benefits
10-50-210 Books & Memberships
10-50-230  Travel & Training
10-50-250 Equipment - Supply/Maint
10-50-255  Fuel & Ol
10-50-305  Attorney
10-50-310  Engineer
10-50-610 Miscellaneous Supplies

| e
Sl e oo =] b=

44

Illustration 3: Formula Completed Example

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.
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In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the months (cells C2 and C4
in the example above) and the account balance will automatically change.
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=GetAccountCategories()

The =GetAccountCategories()function will return a comma separated list of
categories being utilized for this account. This function utilizes one argument:
account number.

Function Arguments [ 2 &J

GetAccountCategories

Accountnumber | 43|

“10-50-110°

Returns a comma separated list for the categories for a specific account,

Accountnumber The account number,

Formula result =

Help on this function oK l[ Cancel

[%

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the A | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C

1
2 _Title Cateqories
3 [1[]-5(]-11[] | Salaries & Wages [=GetAccountCategories(3) |

Ilustration 2: Formula Example

A B C

1
2 Title Cateqories
3 | 10-50-110  Salaries & Wages | Salaries and Wages Police _|

Illustration 3: Formula Completed Example

In the above example, account “10-50-110"is associated with two(2) categories:
Salaries and Wages and Police.
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=GetAccountFund()

The =AccountFund() function will provide you with the fund name for a specified
account. This function utilizes one argument: account number.

-
Function Arguments - &lﬂ

GetAccountFund

Accountnumber | A1 FR=| = "100-20-51511-2507

= "GEMERAL FUND™
Returns the fund title for the spedified account.

Accountnumber The account number,

Formula result = GEMERAL FUND

Help on this function

o =

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook or find it in the functions list by clicking

the Fx | button. To find it in the functions list, you will need to change the Or select
a category to “Caselle General Ledger”.

|4 A B C
1 1[][]-2[]-51511-25[]]=Getﬂcc untFund(A1)
2

Illustration 2: Formula Example

A B C
1 100-20-51511-250 GEMERAL FUND
2 1
Illustration 3: Formula Completed Example
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=GetAccountHeader()

The =GetAccountHeader()function will provide you with the header associated with
a specified account. This function utilizes one argument: account number.

Function Arguments I. 2 -Ehl

GetAccountHeader

Accountnumber | A3 FRz| = "10-50-110"

= "BUILDING INSPECTION"
Returns the account header,

Accountnumber The account number,

Formula result = BUILDING INSPECTION

Help on this function OK ][ Cancel

By 4

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B | C |
1
Title Department 1
- 10-50-110 | Salaries & Wages [=GetAccountHeader(A3) |

AR CnN 420 Crnmlricna Damafida
lllustratlon 2: Formula Example

A B | C |

1

2 Title Departtment
10-50-110  Salaries &Wages | BUILDING INSPECTION _l

U A ]

lllustratlon 3: Formula Completed Example

In the above example, any account that starts with “10-50” is associated with the
Building Inspection department.
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=GetAccountTermDate()

The =GetAccountTermDate() function will provide you with the termination date
associated with a specified account. This function utilizes one argument: account

number.
P 5
Function Arguments I. D
GetAccountTermDate
Accountnumber | A3| = "10-50-110

Get the termination date for the specified account.

Accountnumber The account number,

Formula result =

Help on this function ok ][ Cancel

A

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B | C |
1
2 Title Termination Date

3 L 10-50-110 | Salaries & Wages [=GetAccountTermDate(A3)

Illustration 2: Formula Example

A B | C |
1
2 Title Termination Date
3 | 10-50-110  Salaries & Wages | 3/15/2015]
A AN N 420 Crnmlaicmnn Damafda

Illustration 3: Formula Completed Example

In the above example, account “10-50-110” was terminated on 3/15/15.
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=GetAccountTitle()

The =GetAccountTitle() custom function will provide you with the title of the
specified account. This custom function utilizes one argument: account number.

Function Arguments l 7 iE_]

GetAccountTitle
Accountnumber | A3 = "10-50-110"

= "Salaries ‘Wages”
Returns the account title.

Accountnumber The account number,

Formula result = Salaries Wages

Help on this function oK ] [ Cancel

b ]

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B
1 Title D
2 10-5 D-llD:I =GetAccountTitle{A2)

Illustration 2: Formula Example

A B
1 Title
2 10-50-110[ Salaries & Wages |

Ilustration 3: Formula Completed Example
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=GetAccountType()

The =AccountType() function will provide you with the account type for a specified
account (i.e. asset, liability, equity, expenditure, or revenue). This function utilizes
one argument: account number.

' —— Y
Function Arguments _ m
GetAccountType
Accountnumber | A1 FRz| = "100-20-51511-250"
= "Expenditure”
Returns the account type for the specified account.
Accountnumber The account number.
|

Formula result = Expenditure |

Help on this function oK l [ Cancel ]
L S — B . i

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B C C
1 [100-20-51511-250) =GEtAccountType{A1)
2

Illustration 2: Formula Example

A B C

1 [100-20-51511-250 Expenditure
2 —
| |

2

Illustration 3: Formula Completed Example
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=GetJournalAmount()

The =GetJournalAmount() custom function will provide you with total debits and
credits of a particular journal code or journal codes posted to an account during a
specified time frame. This custom function utilizes eight arguments: journal codes,
account number, period start date, period end date, include encumbrance entries,
include report only entries, from period number and through period number.

Function Arguments =
GetJournalamount
JournalCodes |c2 [@%] = "ca-coaca-cop -
Accounthumber |A2 [ = "w0-10100" |
PeriodStartDate |D1 [#%] = 40544 )
PeriodEndDate |E1 [#%] = 40008
IncludeEncumbrance |1 El =1 =

= 29297.61
Mo help available.

IncludeEncumbrance

Formula result = 29,297.61
Help on this function (04 l | Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A E C D E F
1 Journal Codes [ 1120111 12/31/2011]
2 [10-10100 ] Cash - Combined Fund [ CA-CDA.CACDP_|=GetJoumalAmount(C2,A2,01.E1,1)

lllustration 2: Formula Example

A B C B E
1 Journal Codes 1/1/2011 12/31/2011

2 | 10-10100 Cash - Combined Fund = CA-CDA,CA-CDP I 29287 .61 _l

Illustration 3: Formula Completed Example
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @
GetJournalAmount
JournalCodes |C2 FRs| = "CA-CDA,CA-CDP® -
Accountiumber | A2 Eez| = "10-10100" |
PeriodStartDate |p1 ERE| = 40544 ]
PeriodEndDate |E1 EE| = 40908
IncludeEncumbrance ﬁ = =
= 29297.61
Mo help available.
IncludeEncumbrance
Formula result = 29,297.61
Help on this function [ OK ] | Cancel |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F
1 Journal Codes [ 1/1/2011]12/31/2011]
2 10-10100 | Cash - Combined Fund | CA-CDA.CA-CDP ]=GetJournalAmount({C2,A2,D1.E1)

Illustration 5: Formula Example without Encumbrance and Report Only Entries

You can type a list of comma-separated journal codes into a cell or simply type them
into the JournalCodes argument. The examples above have the journal codes listed
in a cell on the spreadsheet. See below for example on typing it directly into the
function.

Function Arguments 7=
GetJournalAmount

JournalCodes | [l ¥aslWel-Nas:5 “CA-CDA,CA-CDP™ o

|Ed
n

il

Accountllumber | A2 "10-101007

I
|[®
n
m

1

PeriodStartDate D1 40544

e
i
i

|

PeriodEndDate Ei 40908

fiT)
i
I

d

IncludeEncumbrance

i)

[
[
1

= 29297.61
Mo help available.

JournalCodes

Formula result = 29,297,561

Help on this function ’ OK ] | Cancel |

Illustration 6: Function Arguments without Encumbrance and Report Only Entries

miExcel User Manual — General Ledger 56



Custom Functions

A B C D E F G H
1 Journal Codes [ 1/1/2011]12/31/2011]
2, 10-10100 ] Cash - Combined Fund  CA-CDA.CA-CDP |=GetJournalAmount("CA-CDA.CA-CDP" A2.D1E1...13)

lliustration 7: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.
If my fiscal year-end is December 31 for example, | can pull balances through period
12, 13, or 14 for the month of December. This is done by entering a value into the
FromPeriodNo or ThroughPeriodNo argument. If no value is entered, it will pull
through period 14.

Function Arguments o=
GetlournalAmount
PeriodEndDate |E1 Bw| = 40908 -
IncludeEncumbrance % =
IncludeReportOnly IEI =
FromPeriodNo @ = s
ThroughPeriodio |13 % = 13 -
= 29297.61
No help available,
ThroughPeriodNo
Formula result = 29,297.61
Help on this function [ OK l | Cancel |

Illustration 8: Function Arguments to get account balances through period 13

A B C D E F
1 Journal Codes [ 1/1/2011112/31/2011]
2 10-10100 | Cash - Combined Fund [ CA-CDA CA-CDP )=GetJournalAmount(C2,A2 D1 E1,,, 13)

lllustration 9: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the months (cells D1 and E1
in the example above) and the account balance will automatically change.
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=GetMaskMissingAccounts()

The =GetMaskMissingAccounts() custom function will provide you with a list of
accounts that may be missing in your spreadsheet. This function behaves much like
the =GetRangeMissingAccounts() function. This is a worthwhile function to use
when auditing your spreadsheet to make sure there are no accounts missing.
Missing accounts most commonly happens when new accounts are added to your
chart of accounts during the year and we forget to add them into our spreadsheet.

Two arguments are utilized for this custom function: account number mask and
selected accounts. The selected accounts argument is the range of accounts you
want audited in your spreadsheet.

Function Arguments I. 7 &J

GetMaskMissingAccounts

Accountnumber | “10-50-___° = "10-50-__°
[ = - - -
Selectedaccounts | A3:A9 = {10-50-110""10-50-130""10-50-2...

= "1050250,1050310°
Finds missing accounts from a mask and accounts you have .

Selectedaccounts The range of accounts you've already entered.

Formula result = 1050250,1050310

Help on this function oK ][ Cancel

b

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

In the above example, we are trying to find any missing accounts for “10-50-___ ”.
We can use underscores to mask part of the account.

(See screen shot on next page)
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i , Title

10-50-110 | Salaries & VWages
10-50-130 | Employee Benefits
10-50-210 | Books & Memberships
10-50-230 | Travel & Training
10-50-2585 | Fuel & Oil

10-50-305 | Attorney

10-50-610 | Miscellaneous Supplies

—
oo w oo = o L Ry =

|=GetMaskMissingAccounts("10-50-_ ".A3 A9)

llustration 2: Formula Example

A B
1
2 Title
3 10-50-110  Salaries & Wages
4 110-50-130 Employee Benefits
5 10-50-210  Books & Memberships
6 10-50-230  Travel & Training
7 |10-50-255  Fuel & Ol
g 10-50-305  Attorney
9 10-50-610  Miscellaneous Supplies
10
11 | 1050250.1050310 |
12

Illustration 3: Formula Completed Example

In the above example, we are missing accounts “10-50-250” and “10-50-310” in our
spreadsheet.

Below is another example of how this function can be utilized to find any accounts
in fund “10” that end with an object code of “110” missing in our list.

(See screen shot on next page)
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Function Arguments l 7 &J

GetMaskMissingAccounts

Accountnumber | "10-__-110° = "10-__-110°
Selectedaccounts | A3 43 = {10-41-1107710-42-1107"10-50-1...

“1044110,1054110°
Finds missing accounts from a mask and accounts you have .

Selectedaccounts The range of accounts you've already entered.

Formula result = 1044110,1054110

Help on this function 0K l[ Cancel

b

Illustration 4: Function Arguments

A B c

i , Title

10-41-110 | Salaries & Wages
10-42-110 | Salaries & Wages
10-50-110 | Salaries & Wages
10-57-110 | Salaries & Wages
10-60-110 | Salaries & Wages
10-70-110 | Salaries & Wages

Emmﬂmmhmm—n

[=GetMaskMissingAccounts("10-__-110".A3 A3)

44
Illustration 5: Formula Example

A B

Title
10-41-110  Salaries & Wages
10-42-110  Salaries & Wages
10-50-110  Salaries & YWages
10-67-110  Salaries & Wages
10-60-110  Salaries & Wages
10-70-110  Salaries & Wages

;mmﬂmmhmm_n

| 1044110,1054110 |

44
Illustration 6: Formula Completed Example

In the above example, we are missing accounts “10-44-110” and “10-54-110" in our
spreadsheet.
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=GetPeriodBalance()

The =GetPeriodBalance() custom function will provide you with the period actual
for a particular account for a specified month. This custom function utilizes five
arguments: account number, period end date, include encumbrance entries, include
report only entries, and through period number.

Function Arguments (-5 ][5

GetPeriodBalance

AccountMumber 42 "10-10100"

%"ﬁ
[

i

PeriodEndDate C1 40543

%‘\
1]

IncludeEncumbrance 1

|[E]
[}

1

IncludeReportOnly

%‘\
1]

1

ThroughPeriodNo

%"ﬁ
[

= 176653.82
No help available.

IncludeEncumbrance

Formula result = 176,653.82

Help on this function [ 0K l | Cancel |

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D
1 [ 12/31/2010]
2 10-10100 | Cash - Combined Fund |=GetPeriodBalance(A2 C1.1)

-

Illustration 2: Formula Example

A B C
1 1243142010
2 10-10100 Cash - Combined Fund | 1?5.553_82!

-

Ilustration 3: Formula Completed Example
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @
GetPeriodBalance
Accountiumber |42 | = "10-10100
PeriodEndDate |C1 [E%] = 20543
IncludeEncumbrance IEI =
IncludeReportOnly ? =
ThroughPeriodio ? =
= 176653.82
Mo help available.
IncludeEncumbrance
Formula result = 176,653.82
Help on this function [ OK ] | Cancel |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C b} E F

1 Title Department 12/31/2010

2 10-50-110]Salaries & Wages BUILDING INSPECTION |=GemccnuntBalance{M,D1}
Illustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.
If my fiscal year-end is December 31 for example, | can pull balances through period
12, 13, or 14 for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)

miExcel User Manual — General Ledger 62



Custom Functions

Function Arguments @

GetPeriodBalance

L]
1

Accountiumber | A2 B&| = "10-10100°

11

PeriodEndDate |C1 z| = 40543

#

1l

%’l
]

IncludeEncumbrance

1l

IncludeReportOnly

%’l
n

l

ThroughPeriodNo | 13

T

il
I
Ga

176653.82

Mo help available.

ThroughPeriodNo

Formula result = 176,653.82

Help on this function [ OK ] | Cancel |

Illustration 6: Function Arguments to get account balances through period 13

A B C D
1 [ 12/31/2010]
2 | 10-10100 | Cash - Combined Fund |=GetPeriodBalance(A2.C1,. 13

lllustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
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=GetPeriodBalanceMask()

The =GetPeriodBalanceMask() custom function will provide you with the period
actual for a particular account segment through a specified month. For example, if
all the Building Inspection department account numbers start with “10-50”, you can
use this function to get a quick total for the Building Inspection department. Five (5)
arguments are utilized for this custom function: account mask, period end date,
include encumbrance entries, include report only entries, and through period
number.

Function Arguments IS
GetPeriodBalanceMask.
"10-10100

#
1}

AccountumberMask a2

1

40543

%‘\
1]

PeriodEndDate |C1

1

%‘\
1]

IncludeEncumbrance |1

1

%‘\
1]

IncludeReportOnly
ThroughPeriodio

1

%‘\
1]

= 175653.82
Mo help available.

IncludeEncumbrance

Formula result = 176,653.82

Help on this function oK l | Cancel

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the example in the first paragraph for the
Building Inspection department, | would use the following: “10-50-___”. We are
telling Excel to total everything that starts with 10-50 by utilizing underscores for
the remaining three characters in the account number.

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B c D E
1 12/31/2010]
2 | 10-50- BUILDING INSF’ECTIGN|=GetPerindEIiaIanceMaak[A.?,C1,1}

llfustration 2: Formula Example
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A B c
1 12/31/2010
2 | 10-50-__  BUILDING INSF‘ECTICINI 4.618.05 _I

llfustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Functien Arguments 7=

GetPeriodBalanceMask

AccountumberMask |4z

5{\
]

0
—
[=]
tn
(=]
| 7

PeriodEndDate |C1

s |
il
[}
5
a
b
o

1

IncludeEncumbrance

%‘1
1]

il

IncludeReportOnly

%’I
[

1

ThroughPeriodNo

%‘1
1]

= 4518.05
Mo help available,

ThroughPeriodlo

Formula result = 4,618.05

Help on this function [ oK ] | Cancel |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E
1 12/31/2010
2 10-50- BUILDING INSF‘ECTIDN|=GetF"eriDdEIiaIanceMasl-‘:(P-.Z,C1]-

Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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Function Arguments -7l

GetPeriodBalanceMask

L |
il

AccountbumberMask A2 K = "10-50-_ ~

PeriodEndDate |C1

I
e
[}
&
=
oy
&

%‘\
]

IncludeEncumbrance

|

%‘\
]

IncludeReportOnly

|

%‘\
i
s

ThroughPeriodlio | 13|

Mo help available.

ThroughPeriodNo

Formula result = 4,618.05

Help on this function [ OK ] | Cancel |

Illustration 6: Function Arguments to get account balances through period 13

A B C D E
1 12/31/2010
2 10-50- BUILDING INSF‘ECTIDN|=GetF‘eriDdEliaIanceMaskliAE,C1,,,13]-|

lllustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
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=GetPeriodBalanceMaskCredits()

The =GetPeriodBalanceMaskCredits() custom function will provide you with the
credit entries for a particular account segment and specified month. For example, if
all the Building Inspection department account numbers start with “10-50”, you can
use this function to get a quick total of all credit entries for the Building Inspection
department. Five (5) arguments are utilized for this custom function: account mask,
period end date, include encumbrance entries, include report only entries, and
through period number.

Function Arguments l ? -Eh]

GetPeriodBalanceMaskCredits

v

il
1

Accountnumber | A2 Fz| = "10-50-__°
Periodenddate | (1 F:| = 42094
Includeencumbrance ﬁ =
Includereportonly E =
Throughperiodno ﬁ =
= -1500

Returns period credits to the specified account mask.

Includeencumbrance True to include encumbrances (default false).

Formula result = [1,500.00)
Help on this function [ OK ] | Cancel |

b

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the example in the first paragraph for the
Building Inspection department, | would use the following: “10-50-___ ”. We are
telling Excel to total everything that starts with 10-50 by utilizing underscores for
the remaining three characters in the account number.

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the ke | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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A B C D - F
1 | 1_3/31/2015]

2 [10-50- IBUILDING INSPECTION |=GetPeriodBalanceMaskCredits(%2,C1.1)
2

Ilustration 2: Formula Example

A B C
1 33172015
2 |1EI-5EI-_ BUILDING INSPECTION | (1.500.00)1

2
Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
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=GetPeriodBalanceMaskDebits()

The =GetPeriodBalanceMaskDebits() custom function will provide you with the
debit entries for a particular account segment and specified month. For example, if
all the Building Inspection department account numbers start with “10-50”, you can
use this function to get a quick total of all debit entries for the Building Inspection
department. Five (5) arguments are utilized for this custom function: account mask,
period end date, include encumbrance entries, include report only entries, and
through period number.

1 Function Arguments [k l 2 -?:hr

GetPeriodBalanceMaskDebits

i
1

Accountnumber | A2 Wz = "10-50- °
Periodenddate |1 ﬁ = 42094
Includeencumbrance || ? =
Includereportonly ﬁ =
Throughperiodno ? =
= B§567.32

Returns period debits to the specified account mask.

Includeencumbrance True to include encumbrances (default false).

Formula result = 6,567.32

Help on this funcdtion OK ][ Cancel

[%

Illustration 1: Function Arguments

The account mask argument utilizes underscores to figure out what segment of the
account number you want to total. Using the example in the first paragraph for the
Building Inspection department, | would use the following: “10-50-___”. We are
telling Excel to total everything that starts with 10-50 by utilizing underscores for
the remaining three characters in the account number.

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the Fx | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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A C C D - F
1 | 1_3/31/2015]
2 [10-50-IBUILDING INSPECTION |=GetPeriodBalanceMaskDebits(~2,C 1)

Illustration 2: Formula Example

A B C
1 3312015
2 110-50-__ BUILDING INSPECTION | 6,567.32 _l

2
Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
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=GetPeriodBalanceRange()

The =GetPeriodBalanceRange() custom function will provide you with the period
actual for a particular range of accounts through a specified month. For example,
you can get a period totals for all accounts from “10-50-110" through “10-50-255".
Six arguments are utilized for this custom function: start account number, stop
account number, period end date, include encumbrance entries, include report only
entries, and through period number.

| Functien Arguments @‘
GetPeriodBalanceRange
StartAccounthumber | A4 E&| = "10-50-1107 -
StopAccountiumber |ag [ = "10-50-255"
PeriodEndDate |B3 ER:| = 40543 -
IncludeEncumbrance |1 ﬁ =1
IncludeReportOnly |0 ﬁ =0 -
= 4396.05
Mo help available.
IncludeReportOnly
Formula result = 4,396.05
Help on this function QK ]| Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the s | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B c D

Actual

12/31/2010

1

2

3

4 | 10-50-110 ]=GetPeriodBalanceRange(A4,A2,83,1,0)
5 | 10-50-130
6
7
8
9

10-50-210
10-50-230
10-50-250
10-50-255

Illustration 2: Formula Example
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A B
1
2 Actual
3 12/31/2010
4 1 10-50-110 I 4.396.05 _l
5 | 10-50-130
6 | 10-50-210
7 10-50-230
g | 10-50-250
9 | 10-50-255

4

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments @
GetPeriodBalanceRange

StartAccounthumber |44 [ = ~w0-50-110° -
StopAccountiiumber | a3 EE| = "10-50-255

n

PeriodEndDate B3 40543

| )

o)
n
m

1l

T
i
I

IncludeEncumbrance ||

]

IncludeReportOnly

fra]

i
i
1

= 4396.05
Mo help available.

IncludeEncumbrance

Formula result = 4,396.05

Help on this function [ OK ] | Cancel |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D

Actual

12/31/2010

1
2

3

4 ' 10-50-110 |=GetPeriodBalanceRange(A4. A9 B3)
5 | 10-50-130
6
7
8
9

10-50-210
10-50-230
10-50-250
10-50-255

Illustration 5: Formula Example without Encumbrance and Report Only Entries
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In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments @

GetPeriodBalanceRange

n
1l

StopAccountumber | A3 ERE| = "10-50-255° -
40543

PeriodEndDate (B3

|[#
n

il

IncludeEncumbrance

s
.ﬁ'\
]
m

|

IncludeReportOnly

T
i
1

1

ThroughPeriodNo |13

T
[
i
—
e
1

= 43%.05
No help available.

ThroughPeriodio

Formula result = 4,396.05

Help on this function [ oK l | Cancel |

Illustration 6: Function Arguments to get account balances through period 13

A B C D E
1
2 Actual
3 F 2312010 1
4 ' 10-50-110 |=GetPeriodBalanceRange(A4.A9.B3.,.13)
5 10-50-130
6  10-50-210
7 | 10-50-230
8  10-50-250
9 :10-50-255 1
11N

Illustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell B3 in the
example above) and the account balance will automatically change.
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=GetPeriodBalancePeriodRange()

The =GetPeriodBalancePeriodRange() custom function will provide you with the
actual balance for a particular accounts for a specified range of periods for a
specified year. For example, you can get period totals for account from “100-20-
51511-250" for 2013 from period 1 through period 5. Six arguments are utilized for
this custom function: account number, year, start period number, end period
number, through period number, include encumbrance entries and include report
only entries.

Function Arguments |. D |

GetPeriodBalancePeriodRiange

Year B1 | = 2013 -
Startperiodno | C1 EI =1
Throughperiodno | D1 fRs| = 5 =
Indudeencumbrance | 1 ? =1
Incduderepartonly ﬁ = -
= 6802

Mo help available,

Throughperiodno The end period number,

Farmula result = 6,802.00

Help on this function OK ] | Cancel |

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F
1 T 2013 1] 51
2 [100-20-51511-250 | =GetPeriodBalancePeriodRange(42,81,C1.01.1)
3

Illustration 2: Formula Example
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A B C D
1 2013 1 5
2 100-20-51511-250 6,802.00
3 | ]
4

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments l D il
GetPeriodBalancePeriodRange
Year | = 2013 -
Startperiodno |1 ﬁ = 1
Throughperiodno |01 ﬁ =5 :
Indudeencumbrance ﬁ =
Incduderepartonly ﬁ = -
= 6302
Mo help available,
Year The year.

Farmula result = 6,802.00
Help on this function [ CK ] [ Cancel

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A, B C D E F
1 [ 2013] 1] 5]
2 [100-20-51511-250 | =GetPeriodBalancePeriodRange(42,51,C1,01)
q
Ilustration 5: Formula Example without Encumbrance and Report Only Entries

Once you have this function set, you can simply change the year or periods (cells B1,
C1 or D1 in the example above) and the account period balance will automatically
change.
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=GetPeriodBalanceRangePeriodRange()

The =GetPeriodBalanceRangePeriodRange() custom function will provide you with
the actual balance for a range of accounts for a specified range of periods for a
specified year. For example, you can get period totals for account “100-20-51511-
250” to account “100-20-51511-810" for 2013 from period 1 through period 5.
Seven arguments are utilized for this custom function: start account number, end
account number, year, start period number, end period number, through period
number, include encumbrance entries and include report only entries.

Function Arguments l ? &J
GetPeriodBalanceRangePeriodRange
Startaccountrumber | A2 E&| = "100-20-51511-2507 -
Endaccountnumber | A3 ﬁ =10 |
Year |B1 B = 2013 1
Startperiodno | C1 ﬁ =1
Throughperiodno ? =5 -
Returns the period balance for the account range and period range.
Throughperiodno The end period number,
Formula result =
Help on this function [ Ok l [ Cancel I

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the s | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F G
1 [ 2013] 1] £
2 [100-20-51511-250 | =GetPlriodBalanceRangePeriodRange (A2, A3,B81.C1.01.1)
3 1[][]-20-51511-81[]1
4

Illustration 2: Formula Example
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A B c D t

1 2013 1 b
2 100-20-51511-250 8.086.37

'3 |100-20-51511-810 | ]

4
g

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments (X
GetPeriodBalanceRangePeriodRange

Year |ZH

Startperiodno |1

Throughperiodno | D1 el = 5
Incudeencumbrance Bl = 1
Indudereportonly el = -
- 8086.37

Returns the period balance for the account range and period range.

Year The year.

Formula result = 8,088.37

Help on this function [ OK l [ Cancel ]

.

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F G
1 [ 2013] 1] 5

2 100-20-51511-250 | =GetPeriodBalanceRangePeriodRange(A2 A3.61,C1,01)

3 100-20-51511-810 ]

4

Illustration 5: Formula Example without Encumbrance and Report Only Entries

Once you have this function set, you can simply change the year or periods (cells B1,
C1 or D1 in the example above) and the account period balance will automatically
change.
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=GetPeriodBalanceMaskPeriodRange()

The =GetPeriodBalanceMaskPeriodRange() custom function will provide you with
the actual for a particular account segment for a specified range of periods for a
specified year. For example, you can get period totals for accounts that begin “100-
20-51511-_ " for 2013 from period 1 through period 5. Seven arguments are
utilized for this custom function: start account number, end account number, year,
start period number, end period number, through period number, include
encumbrance entries and include report only entries.

Function Arguments l DS

GetPeriodBalanceMaskPeriodRange

Accountrumber | A2 E&z| = ~100-20-51511-_ " -
Year |B1 | = 2013
Startperiodno | C1 E =1 3
Throughperiodno | D1 ﬁ = 5
Incudeencumbrance | 1 ﬁ = 1 -
= 119601.29

Returns the period balance for the mask and period range specified.

Includeencumbrance True to include encumbrances (default false).

Farmula result = 119,601.29

Help on this function l | Cancel |

Ilustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E F
1 I 2013] 17 5]
2 [100-20-561511- | =GetPkriodBalanceMaskPeriodRange(A2,B1,C1,01.1)

3
Ilustration 2: Formula Example
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A B c B E
1 2013 1 5
2 100-20-51511-___ 1139.601.29
3
Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments L 2

GetPeriodBalanceMaskPeriodR.ange

L]
1

Year |B1 ERz| = 2013 =
Startperiodno | C1 E =1
Throughperiodno |01 ﬁ =5 =
Indudeencumbrance ﬁ =
Indudereportonly || l@ = -
= 119601.29

Returns the period balance for the mask and period range spedified.

Includereportonly Incude report balances only (default false).

Faormula result = 119,601.29
Help on this function 0K ] [ Cancel

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F
1 I 2013] 17 51
2 [100-20-51511- | =GetPkriodBalanceMaskPeriodRange(A2.B1.C1.01)
3
Ilustration 5: Formula Example without Encumbrance and Report Only Entries

Once you have this function set, you can simply change the year or periods (cells B1,
C1 or D1 in the example above) and the account period balance will automatically
change.
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=GetRangeMissingAccounts()

The =GetRangeMissingAccounts() custom function will provide you with a list of
accounts that may be missing in your spreadsheet. This is a worthwhile function to
use when auditing your spreadsheet to make sure there are no accounts missing.
Missing accounts most commonly happens when new accounts are added to your
chart of accounts during the year and we forget to add them into our spreadsheet.

Three arguments are utilized for this custom function: start account number, end
account number, and selected accounts. The selected accounts argument is the
range of accounts you want audited in your spreadsheet.

Function Arguments l 7 |-

GetRangeMissingAccounts

Startaccountnumber | A3 “10-50-110°
Endaccountnumber | A9 “10-50-610°
Selectedaccounts A3:A9| fRz| = [10-50-110"710-50-1307:710-50-2,.,

“1050250,1050310°
Finds missing accounts from a range and accounts you have .

Selectedaccounts The range of accounts you've already entered.

Formula result = 1050250,1050310

Help on this funcion QK ][ Cancel

b

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the s | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

(See screen shot on next page)
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A B C
1
2| , Title
3 [10-50-110 | Salaries & Wages
4 10-50-130 | Employee Benefits
5 10-50-210 | Books & Memberships
6 10-50-230 | Travel & Training
7 |10-50-255 | Fuel & Ol
6 |10-50-305 I Attorney
9 |10-50-610 | Miscellaneous Supplies
10
11 [=GetRangeMissingAccounts(A3 A9 A3 AJ)
12
Illustration 2: Formula Example
A B
1
2 Title
3 10-50-110  Salaries & Wages
4 10-50-130 Employee Benefits
5 10-50-210  Books & Memberships
6 10-50-230  Travel & Training
7 |10-50-255  Fuel & Ol
8 |10-50-305  Attorney
9 10-50-610  Miscellaneous Supplies
10
1] | 1050250,1050310 |
12

Illustration 3: Formula Completed Example

In the above example, we are missing accounts “10-50-250” and “10-50-310” in our
spreadsheet.
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=GetTotalFundAssets()

The =GetTotalFundAssets() custom function will provide you with the total balance
for all assets of a particular fund for a specified period. This custom function utilizes
five arguments: funds, period end date, include encumbrance entries, include report
only entries and through period number.

Function Arguments |. Do

GetTotalFundAssets
Funds |A3 | = 100
Periodenddate |2 B = 41425
Indudeencumbrance | 1 @ =
Indudereportonly @ =
Throughperiodno E =
= 11452220.81

Return the total assests for the spedfied fund.

Includeencumbrance True to indude encumbrances (default false).

Formula result = 11462220.81

Help on this function [ Ok l [ Cancel I

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook into a cell or find it in the functions list

by clicking the f | button. To find it in the functions list, you will need to change
the Or select a category to “Caselle General Ledger”.

A B C D E
1 Actual
2
3 1UU|GeneraI Fund |=GetTotalFundAssets(A3.C2.1)

4
Ilustration 2: Formula Example

miExcel User Manual — General Ledger 82



Custom Functions

1 Actual

2 53172013

3 100 General Fund 11,462 220_81

4 | |
| |

5

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments l B

-

GetTotalFundAssets
Funds |A3 | = 10
Perindenddate | C2 Ee| = 41425
Indudeencumbrance ? =
Indudereportonly ? =
Throughperiodna || | -
= 11462220.81

Return the total assests for the specified fund.

Throughperiodno The period to get balances through each year.

Farmula result = 11,462,220.81
Help on this function [ OK l [ Cancel I

L

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A, B C D
1 Actual
2
3 100] General Fund |=GetTotalFundAssets(A3.C2)

4
Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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GetTotalFundAssets
Funds |A3 FRs| = 100
Periodenddate |C2 = 41425
Includeencumbrance | | =
Indudereportonly | e =
Throughperiodno |13| el = 13
= 11462220.81

Return the total assests for the spedified fund.

Throughperiodno The period to get balances through each year.

Formula result = 11,462,220.81
Help on this function [ OK ] [ Cancel ]

Illustration 6: Function Arguments to get account balances through period 13

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.
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=GetTotalFundEquity()

The =GetTotalFundEquity () custom function will provide you with the total balance
for all equity of a particular fund for a specified period. This custom function utilizes
five arguments: funds, period end date, include encumbrance entries, include report
only entries and through period number.

Function Arguments [ 2 &I
GetTotalFundEquity
Funds |[El Bl = 100
Periodenddate |2 EE| = 41425
Indudeencumbrance | 1 ﬁ = 1
Includerepartanly ﬁ =
Throughperiodno E =
= -3944136.03
Return the total equity for the specified fund.
Funds The range of funds.

Formula result = (8,944,135.03)
Help on this function QK ] | Cancel |

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the f | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.
A B C D E
1 Actual
2 5/31/2013
3 100]General Fund |=GetTotalFundEquity(A3.C2,1)
4

Illustration 2: Formula Example
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A B C
1 Actual
2 B/31/2013
3 100 General Fund (8,944 136.03)
4 | |

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments B | ]
GetTotalFundEquity
Funds | A3 E&| = 100
Periodenddate | C2 FE| = 41425
Indudeencumbrance | | | =
Includereportonly ﬁ =
Throughperiodno ﬁ =
= -8944136.03

Return the total equity for the specified fund.

Includeencumbrance True to indude encumbrances {default false).

Formula result = (8,944,136.03)
Help on this function [ OK ] I Cancel

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E
Actual

/3172013
100] General Fund |=GetTptalFundE quity(A3,C2)

Illustration 5: Formula Example without Encumbrance and Report Only Entries

P | | B —

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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GetTotalFundEquity
Funds |A3 100
Periodenddate |C2 41425
Indudeencumbrance |
Includereportonly |
Throughperiodno |131 13
= -8944136.03

Return the total equity for the specified fund.

Throughperiodno The period to get balances through each year,

Formula result = (8,944,136.03)
Help on this function I CK I [ Cancel ]

Illustration 6: Function Arguments to get account balances through period 13

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.
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=GetTotalFundExpenditures()

The =GetTotalFundExpenditures() custom function will provide you with the total
balance for all expenditures of a particular fund for a specified period. This custom
function utilizes five arguments: funds, period end date, include encumbrance
entries, include report only entries and through period number.

- .
Function Arguments [ ? ﬁ]
GefTotalFundExpenditures
Funds | = 10
Perindenddate | C2 E&| = 41425
Indudeencumbrance |1 ﬁ = 1
Indudereportonly ﬁ =
Throughperiodno ﬁ =
= 5082052.95
Return the total expenditures for the spedfied fund.
Funds The range of funds.
Formula result = 5,082,062.96
Help on this function l OK ] | Cancel |

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the f | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.
' A § C D C
1 Actual
2 5/31/2013
3 100]General Fund |=GetTptalFundExpenditures(A3.C2,1)

4
Ilustration 2: Formula Example
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A B C
1 Actual
2 5/31/2013
3 100 General Fund 5,082 062 96
4 | 1
| |
[3

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments L 2 &I

GefTotalFundExpenditures
Funds |A3 E&| = 100
Periodenddate | £32 E| = 41425
Indudeencumbrance || | =
Indudereportonly ﬁ =
Throughperiodno ﬁ =
= 508206296

Return the total expenditures for the spedified fund.

Includeencumbrance True to incude encumbrances (default false).

Formula result = 5,082,062.96
Help on this function [ oK ] I Cancel J

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F
Actual

1
2 5/31/2013
3 100]General Fund |=GEtTotalFundExpenditures(A3.C2)

4
Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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GetTotalFundExpenditures
Funds |A3 = 100
Periodenddate | C2 = 41425
Indudeencumbrance | =
Includereportonly | =
Throughperiodno |13| = 13
= 508206296

Return the total expenditures for the specified fund.

Throughperiodno The period to get balances through each vear,

Formula result = 5,082,062.96
Help on this function [ QK ] [ Cancel

Illustration 6: Function Arguments to get account balances through period 13

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.
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=GetTotalFundLiabilities()

The =GetTotalFundLiabilities () custom function will provide you with the balance
for all liabilities of a particular fund for a specified period. This custom function
utilizes five arguments: funds, period end date, include encumbrance entries,
include report only entries and through period number.

Function Arguments l ? &I

GetTotalFundLiabilities

Funds |A3 FRs| = 100
Periodenddate |2 [ = 41425
Indudeencumbrance | 1| B = 1
Includereportonly @ =
Throughperiodno ﬁ =
= -1228175.25

Return the total liahilities for the spedfied fund.

Includeencumbrance True to indude encumbrances {(default false).

Formula result = {1,228,175.25)
Help on this function oK ] I Cancel I

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.
A B C D E
1 Actual
2 5/31/2013
3 100] General Fund |=GetTotalFundLiabilities(A3.C2,1)
4

Illustration 2: Formula Example
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A B C
1 Actual
2 BI31/2013
3 100 General Fund ~ (1.228.175.25)
4 | |

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments [ B -
GetTotalFundLiabilities
Funds | A3 Ee| = 100
Periodenddate | C2 Ee| = 41425
Indudeencumbrance || E =
Incduderepartanly E =
Throughperiodna E =
= -1228175.25

Return the total liabilities for the spedfied fund.

Includeencumbrance True to indude encumbrances (default false).

Formula result = (1,228,175.25)
Help on this function oK l I Cancel

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A, B C D E
1 Actual
2
3 100]General Fund |=GetTofalFundLiabilities(A3.C2)
A

Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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B Bl

GetTotalFundLliabilities

Funds |.ﬁ.3 ERz| = 100
Periodenddate | C2 FRs| = 41425
Indudeencumbrance | | =
Indudereportonly | Rl =
Throughperiodno |13.| Bl = 13
= -1228175.25

Return the total liabilities for the spedfied fund.

Throughperiodno The period to get balances through each year.

Formula result = (1,228,175.29)

Help on this function I oK I [ Cancel

Illustration 6: Function Arguments to get account balances through period 13

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.
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=GetTotalFundRevenues()

The =GetTotalFundRevenues () custom function will provide you with the total
balance for all revenues of a particular fund for a specified period. This custom
function utilizes five arguments: funds, period end date, include encumbrance
entries, include report only entries and through period number.

Function Arguments |
GetTotalFundRevenues
Funds B = 100
Periodenddate |2 Fea| = 41425
Indudeencumbrance | 1 ﬁ =1
Induderepartonly E =
Throughperiodno E =
= -6371972.99
Return the total revenues for the spedfied fund.
Funds The range of funds.

Formula result = (6,371,972.49)
Help on this function oK ] [ Cancel I

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.

| A B C D E
1 Actual
2 5/31/2013
3 100]General Fund |=GetTotalFundRevenues(A3.C2. 1)
4
5

lllustration 2: Formula Example
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A B C D
1 Actual
2 83112013
3 100 General Fund  (6.371.972.49)
4 | |

lllustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

.
Function Arguments L ? &I
GetTotalFundRevenues
Funds |E] | = 100
Periodenddate |c2 EE| = 41425
Indudeencumbrance ﬁ =
Indudereportonly E =
Throughperiodno E =
= -6371972.99
Return the total revenues for the specified fund.
Funds The range of funds.

Farmula result = (6,371,972.49)
Help on this function [ OK ] [ Cancel I

lllustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E
Actual

513172013
100]General Fund |=GetTotalFuhdRevenues(A3.C2)

B loa|phay —

lllustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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GetTotalFundRevenues
Funds |n3 = 100
Periodenddate |C2 = 41425

Indudeencumbrance

Indudereportonly
Throughperiodno | 13

13

-6371972.49
Return the total revenues for the spedified fund.

Throughperiodno The period to get balances through each year.

Formula result = (8,371,972.49)

Help on this function Ok I [ Cancel l

Illustration 6: Function Arguments to get account balances through period 13

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.
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=GetTotalFundBudgetExpenditures()

The =GetTotalFundBudgetExpenditures () custom function will provide you with the
budget for all expenditures of a particular fund for a specified period. This custom
function utilizes five arguments: funds, period end date, include encumbrance
entries, include report only entries and through period number.

Function Arguments |
GetTotalFundRevenues
Funds B = 100
Periodenddate |2 Fea| = 41425
Indudeencumbrance | 1 ﬁ =1
Induderepartonly E =
Throughperiodno E =
= -6371972.99
Return the total revenues for the spedfied fund.
Funds The range of funds.

Formula result = (6,371,972.49)
Help on this function oK ] [ Cancel I

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook into a cell or find it in the functions list

by clicking the Je | button. To find it in the functions list, you will need to change
the Or select a category to “Caselle General Ledger”.

| A B C D E
1 Actual
2 5/31/2013
3 100]General Fund |=GetTotalFundRevenues(A3.C2. 1)
4
5

Illustration 2: Formula Example
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A B C D
1 Actual
2 83112013
3 100 General Fund  (6.371.972.49)
4 | |

Illustration 3: Formula Completed Example

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

.
Function Arguments l T
GetTotalFundRevenues
Funds Ee| = 100
Periodenddate |2 | = 41425
Includeencumbrance ﬁ =
Indudereportonly ﬁ =
Throughperiodno ﬁ =
= -5371972.99
Return the total revenues for the specified fund.
Funds The range of funds.

Formula result = (6,371,972.49)
Help on this function [ Ok ] l Cancel I

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E
Actual

513172013
100]General Fund |=GetTotalFuhdRevenues(A3.C2)

B loa|phay —

Ilustration 5: Formula Example without Encumbrance and Report Only Entries
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In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments L 2 ﬁl

GetTotalFundRevenues

Funds |A3 100

Periodenddate | ©2 41425
Indudeencumbrance

Indudereportonly

Throughperiodna | 13 13

= -6371972.45
Return the total revenues for the specified fund.
Throughperiodno The period to get balances throuagh each year.

Formula result = (6,371,972.49)

Help on this function [ OK ] [ Cancel l

Illustration 6: Function Arguments to get account balances through period 13 .

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.
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=GetTotalFundBudgetRevenues|()

The =GetTotalFundBudgetRevenues () custom function will provide you with the
budget for all revenues of a particular fund for a specified period. This custom
function utilizes five arguments: funds, period end date, include encumbrance
entries, include report only entries and through period number.

Function Arguments X
GetTotalFundRevenues
Funds |FE] E&| = 100
Periodenddate | C2 EE| = 41425
Indudeencumbrance |1 E =1
Induderepartonly ﬁ =
Throughperiodno ﬁ =
= -5371972.49
Return the total revenues for the spedfied fund.
Funds The range of funds.

Formula result = (6,371,972.49)
Help on this function [ oK ] [ Cancel I

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.

| A B C D E
1 Actual
2 5/31/2013
3 100]General Fund |=GetTotalFundRevenues(A3.C2, 1)
4
b

Ilustration 2: Formula Example

miExcel User Manual — General Ledger 100



Custom Functions

A B C D
1 Actual
2 83112013
3 100 General Fund  (6.371.972.49)
4 | |

Illustration 3: Formula Completed Example

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

.
Function Arguments l T
GetTotalFundRevenues
Funds Ee| = 100
Periodenddate |2 | = 41425
Includeencumbrance ﬁ =
Indudereportonly ﬁ =
Throughperiodno ﬁ =
= -5371972.99
Return the total revenues for the specified fund.
Funds The range of funds.

Formula result = (6,371,972.49)
Help on this function [ Ok ] l Cancel I

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E
Actual

513172013
100]General Fund |=GetTotalFuhdRevenues(A3.C2)

B loa|phay —

Ilustration 5: Formula Example without Encumbrance and Report Only Entries
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In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments L 2 ﬁl

GetTotalFundRevenues
Funds |A3 fRz| = 100
Periodenddate |2 = 41425
Indudeencumbrance =
Indudereportonly =
Throughperiodna | 13 BRs| = 13
= -6371872.49

Return the total revenues for the specified fund.

Throughperiodno The period to get balances throuagh each year.

Formula result = (6,371,972.49)
Help on this function [ Ok ] [ Cancel l

Illustration 6: Function Arguments to get account balances through period 13 .

Once you have this function set, you can simply change the dates (cell C2 in the
example above) and the activity balance will automatically change.
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Category Functions

The following functions are used in conjunction with reporting categories as setup in
the Caselle General Ledger.

=CategoryAccountList()

The =CategoryAccountList() function will provide you with a list of accounts for a
specified category. This function utilizes one argument: Category.

Function Arguments [ ? &I

CategoryAccountlist

Categories | [ iz "104162"

"1057350','1057610',' 1057741
Returns a list of accounts for a spedified list of categories.

Categories The comma separated list of categories to get accounts from.

Formula result = '1057350°,'1057610°,'1057741'

Help on this function oK l [ Cancel

"

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D
1

2 [ 10A162 |=CategoryAccountlList(A2)
Mlustration 2: Formula Example

A, B C B
1

2 10A162 M057350° 10576107, 10577471
= —

Illustration 3: Formula Completed Example
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=GetCategoryBalance()

The =GetCategoryBalance() function will provide you with the year-to-date balance
for a particular category through a specified month. This function utilizes five (5)
arguments: category, period end date, include encumbrance entries, include report
only entries, and through period number.

- S—
Function Arguments a

GetCategoryBalance
Categories | A2 z| = "ap”
Periodenddate | B1| fRz| = 41839
Indudeencumbrance =
Incdudereportonly el =
Throughperiodno | =
= -20179.11
The the period balance for the specified list of categories.
Periodenddate The period end date.
Formula result = -20179.11 I

Help on this function

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B C D
1 12/31/2013
2 AP | ={GetCategoryBalance(A2.B1)
3

Ilustration 2: Formula Example

A, B C D

1
2 AP

3]

A

12/31/2013
-20179.11

Illustration 3: Formula Completed Example
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The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell B2 in the
example above) and the category balance will automatically change.

miExcel User Manual — General Ledger 105



Custom Functions

=GetCategoryBudget()

The =GetCategoryBalance() function will provide you with the year-to-date balance
for a particular category through a specified month. This function utilizes six (6)
arguments: category, period end date, budget level, include encumbrance entries,
include report only entries, and through period number.

GetCategoryBudget
Categories | A2
Periodenddate | B1
Budgetlevel | g
Incudeencumbrance

Includerepaortonly

Formula result = 0

Help on this function

Illustration 1: Function Arguments

,
i

L2 o

bt ) ) s
i) ) | H i

The the period budget balance for the spedified list of cateqaries.
Budgetievel The budget level to use.

““p"
41639

»

m

[ OK

=N

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the s | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General

Ledger”.
A B C D
1 [ 6/30/2014]
2 AP 1=GtCategoryBudget(A2 B1.6)

3

Illustration 2: Formula Example

A B C D

1 B/30/2014
2 AP -5610
3

Ta I 1

Ilustration 3: Formula Completed Example
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You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell B2 in the
example above) and the category balance will automatically change.

miExcel User Manual — General Ledger 107



Custom Functions

=CategoryName()

The =CategoryName() function will provide you with the name for a specified
category. This function utilizes one argument: Category.

Function Arguments ¥

GetCategoryMName

Categorycode A1 R “financ”

= "finance”
Mo help available,

Categorycode The category code.

Formula result = finance

Help on this function [ oK l I Cancel I

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook or find it in the functions list by clicking

the f | button. To find it in the functions list, you will need to change the Or select
a category to “Caselle General Ledger”.

A B C D
1 [financ  ]=GetChtegoryMame{A1)
s
Illustration 2: Formula Example

A B
1 financ finance
2

Illustration 3: Formula Completed Example
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=GetPeriodBalanceCategory()

The =GetPeriodBalanceCategory() custom function will provide you with the period
actual for a particular category for a specified month. This custom function utilizes
five arguments: categories, period end date, include encumbrance entries, include
report only entries, and through period number.

Function Arguments l 2 &J

GetPeriodBalanceCategory

Categories
Periodenddate
Includeencumbrance

Includereportonly

7| [T [ (7] [
ot W b ) ]
1]

Throughperiodno

The the period balance for the specified list of categories.

Categories The range of categories to get accounts from.

Formula result =

Help on this fundion OK l’ Cancel

i

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply ty
pe this function into a cell in your Excel workbook or find it in the functions list by

clicking the F | button. To find it in the functions list, you will need to change the
Or select a category to “Caselle General Ledger”.

A B C D E
1 1/31/20151
2 [SNOW  |=GetPeriodBalanceCategory(A2.51,1.0)

2
Illustration 2: Formula Example
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A B
1 1/31/2015
2 |snow [8.859.58 |

q
Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments ? =

GetPeriodBalanceCategory

Categories | A2 [E] = -swow
Periodenddate | B1 [B5] = 42035
Includeencumbrance s =

n
i

) s
] [#
n

Includereportonly

Throughperiodno

= B8859.58
The the period balance for the specified list of categories.

Categories The range of categories to get accounts from,

Formula result = §,859.58

Help on this function [ ok || cance |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E
1 1/31/20151
2 [SNOW  I=GetPeriodBalanceCategory(22.51)

2
Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.
If my fiscal year-end is December 31 for example, | can pull balances through period
12, 13, or 14 for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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Function Arguments @

GetPeriodBalance

L]
1

Accountiumber | A2 B&| = "10-10100°

11

PeriodEndDate |C1 z| = 40543

#

1l

%’l
]

IncludeEncumbrance

1l

IncludeReportOnly

%’l
n

l

ThroughPeriodNo | 13

T

il
I
Ga

176653.82

Mo help available.

ThroughPeriodNo

Formula result = 176,653.82

Help on this function [ OK ] | Cancel |

Illustration 6: Function Arguments to get account balances through period 13

A B C D
1 [ 12/31/2010]
2 | 10-10100 | Cash - Combined Fund |=GetPeriodBalance(A2.C1,. 13

lllustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the account balance will automatically change.
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=GetPeriodCategoryDebits()

The =GetPeriodCategoryDebits() function will provide you with the period actual
debit entries for a particular category through a specified month. For example, you
can use this function to get a total of all debit entries for the Finance Category for a
specified period. This function utilizes five (5) arguments: category, period end
date, include encumbrance entries, include report only services, and through period

number.
-
Function Arguments “—. [ 2 ih]
GetPeriodCateqoryDebits
Categories || | -
Periodenddate ﬁ =
Includeencumbrance ﬁ =
Includerepartonly ﬁ =
Throughperiodno ﬁ =

The the period debit balance for the specdfied list of categories.

Categories The range of categories to get accounts fram.

Formula result =

Help on this function QK ] I Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook or find it in the functions list by clicking the F | button. To find it in the
functions list, you will need to change the Or select a category to “Caselle General
Ledger”.

A B C D E
1 [1/31/2013]
2 [financ  |=GetPefiodCategoryCredits{A2,51,1,0,)
g

Illustration 2: Formula Example
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A B

1 1/31/2013
2 financ 45697 1

llustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

~

Function Arguments ? &

GetPeriodBalanceCategory

ol

Hl.
[}

WA
2
=}
g

Categories | A2

|
1

Periodenddate Bl R 42035

Includeencumbrance |1

Includereportonly 0

1

13

el =

Throughperiodno |13

= B859.58
The the period balance for the specified list of categories.

Throughperiodno The period to get balances through,

Farmula result = 5,859.58
Help on this fundtion [ oK ] [ Cancel

Illustration 4: Function Arguments to get account balances through period 13

A B C D E
1 1/31/20151
2 [SNOW  I=GetPeriodBalanceCategory(~2,51,1,0,13)

3
Ilustration 5: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell B1 in the
example above) and the account balance will automatically change.
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=GetPeriodCategoryCredits()

The =GetPeriodCategoryCredits() function will provide you with the period actual
credit entries for a particular category through a specified month. For example, you
can use this function to get a total of all credit entries for the Finance Category for a
specified period. This function utilizes five (5) arguments: category, period end
date, include encumbrance entries, include report only services, and through period

number.
T hl
Function Arguments ? 23
GetPeriodCategoryCredits

Categories ﬁ =

Periodenddate ﬁ =

Includeencumbrance ﬁ =

Includerepartonly ﬁ =

Throughperiodno ﬁ =

The the period credit balance for the specified list of categories.

Categories The comma separated list of categories to get accounts from,

Formula result =

Help on this function OK l [ Cancel

[%

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel
workbook into a cell in your Excel workbook or find it in the functions list by clicking

e f | button. To find it in the functions list, you will need to change the Or select
a category to “Caselle General Ledger”.

A B C D E
1 T1/31/2013]
2 [financ  |=GetPeriodCategoryCredits(A2.51.1.0.)
3
4
5
B

Illustration 2: Formula Example
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A B
1 143142013
.3 financ I -29?180!
4
g
G

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments * l T
GetPeriodCategoryCredits

Categories A2 % = “financ”

Periodenddate | B1 EE| = 41305
Incudeencumbrance | 1 % = 1
Incdudereportonly |0 ﬁ =10
Throughperiodno | 13| B = 13
=0

The the period credit balance for the specified list of categories.

Throughperiodno The period to get balances through.

Formula result = 0

Help on this function 0K ] I Cancel

Illustration 4: Function Arguments to get account balances through period 13

A B C D E
1 [1/31/2013]
2 [financ  |=GetPefindCategoryCredits(A2,51,1,0,13)
3
4
5

Illustration 5: Formula Example to get account balances through period 13
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Once you have this function set, you can simply change the month (cell B1 in the
example above) and the account balance will automatically change.
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Activity Functions

The following functions are used in conjunction with activies as setup in the Caselle
General Ledger.

=GetActivityBalance()

The =GetActivityBalance() custom function will provide you with the activity-to-
date balance for a particular account through a specified month. This custom
function utilizes six arguments: activity number, period end date, include
encumbrance entries, include report only entries, through period number, and
exclude journal codes.

etActivityBalance

Activityliumber [a2

PeriodEndDate [C1 = 40008

IncludeEncumbrance I 1

IncludeReportOnly I

] ] e |

ThroughPeriodiio | = |
Mo help available.
IncludeEncumbrance
Formula result =
Help on this function OK I Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B C D E
1 12/31/2011
2 2010011 Main Street Reconstruction |=GetActimtEEl_aIance{A2,C1,1}

N PLE

Ilustration 2: Formula Example
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A B C
1 12/31/2011
2 201001 Main Street Reconstruction I 154 717 68 _l

Ilustration 3:‘F0rmula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

etActivityBalance

ActivityNlumber [a2

PeriodEndDate [c1f

&
&
IncludeEncumbrance I Eﬂ =
&
&

IncludeReportOnly I
ThroughPeriodio |

KN

Mo help available.

PeriodEndDate

Formula result =

Help on this function OK I Cancel |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D
1 12/31/2011
2 2010011 Main Street Reconstruction |=GetActimtEEI_aIance(A2,C1}

Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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etActivityBalance
ActivityNumber [a2 Bl =1 .
PeriodEndDate [C1 Eel = 40908
IncludeEncumbrance I Eﬂ =
IncludeReportOnly I EEI =
ThroughPeriodNo |13| EEI = 13 LI
Mo help available.
ThroughPeriodlo
Formula result =
Help on this function Ok I Cancel I

Illustration 6: Function Arguments to get account balances through period 13

A B C D E
1 12/31/2011
2 201001 Main Street Reconstruction |=GethctivitEEl_alan|:E|:A2,C1..,13}

AN A n A

Illustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell C1 in the
example above) and the activity balance will automatically change.

2(x|

etActivityBalance
PeriodEndDate |
IncludeEncumbrance I

|
|
IncludeReportOnly I E =
J=5|
J=5|

- N

ThroughPeriodho |
ExcludeJournalCodes |cpa|

Mo help available.

ExcludelournalCodes
Formula result =
Help on this function OK I Cancel I

Illustration 7: Function Arguments to get account balances excluding CD Journal

Lastly, you can specify what Journal Codes you want to exclude. This is especially
useful as Clarity will add both the AP and the CDA Journal Codes to the Activity from
Accounts Payable.
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=GetActivityBudget()

The =GetActivityBudget() custom function will provide you with the total budget for
a particular activity through a specified month. This custom function utilizes six
arguments: activity number, period end date, budget level, include encumbrance,

include report only, through period number and exclude journal codes.

m

Function .ﬂ.rguments‘
GetActivityBudget
Activitynumber | B = 3
Periodenddate |02 FRz| = 41425
Budgetevel |3 sl = 3
Indudeencurmbrance Rz =
Includereportonly | =
= 39000
Mo help available,
Activitynumber The GL activity number,
Formula result = 39000
Help on this function Ok

] [ Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for

this custom function. .

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the f | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.
A B C D E E
1 Actual Budget
2 1273172011 12/31/2011
3 2010011 Main Street Reconstruction  154,717.68 |=GetActivitEEl_udget(AS.DE.SH

llustration 2: Formula Example
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A B C D
1 Actual Budget
2 1203172011 123172011
3 201001 Main Street Reconstruction 154,717 .68 I 100.270.00 _l
A N4 404

Illustration 3: Formula Completed Example

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Once you have this function set, you can simply change the month (cell D1 in the
example above) and the account balance will automatically change.

| Function Arguments l 2 ﬁl
GetActivityBudget
Budgetevel |3 IE’ = 3 -
Indudeencumbrance ﬁ =
Indudereportonly E = )
Throughperiodno E = ]
Excudejournalcodes | CDA| | - -

39000

Mo help available,

Excludejournalcodes A range of journal codes to exdude from the balance.

Formula result = 39000

Help on this function oK l | Cancel |

J

Illustration 4: Function Arguments to get account balances excluding CD Journal
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Lastly, you can specify what Journal Codes you want to exclude. This is especially
useful as Clarity will add both the AP and the CDA Journal Codes to the Activity from
Accounts Payable.
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=GetAccountActivityBalance()

The =GetAccountActivityBalance() custom function will provide you with the
activity-to-date balance for a particular account through a specified month. This
custom function utilizes six arguments: account number, activity number, period
end date, include encumbrance entries, include report only entries and through
period number.

Function Arguments L 2 &I
GetAccountActivityBalance
Accountrumber | T E%| = =100-20-51513-000 -
Activitynumber | B3 ? =3
Periodenddate | c2 F| = 41425 3
Indudeencumbrance | 1 ? =1
Indudereportonly ? = -
= 3700
Returns the activity balance within a specified account.
Accountnumber The account number.,
Formula result = 3700
Help on this function oK l I Cancel J

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.
A B C D E F
1 Account Activity  Actual
2 F5/31/2013]
3 [100-20-61513-000] 3] =GktAccountActivityBalance{A3,B3,C2 1)
4

Mlustration 2: Formula Example
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A B C D
1 Account Activity  Actual
2 5/31/2013
3 |100-20-51513-000 3 3700
4
| |
5

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

.Function Arguments l P
GetAccountActivityBalance

Accountnumber | A3 ﬁ = "100-20-51513-000" -
Activitynumber |B3 ﬁ = 3

Periodenddate |2 E| = 41425 3

Indudeencumbrance || | =
Incduderepartonly ﬁ = -
= 3700

Returns the activity balance within a spedfied account.

Includeencumbrance True to indude encumbrances (default false).

Formula result = 3700

Help on this function [ QK ] I Cancel

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F
1 Account Activity  Actual
2 F531/2013]
3 [100-20-51513-000] 3] =GetAccountActivityBalance(A3,83.C2)
4
[y

Illustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
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Function Arguments (X
GetAccountActivityBalance
Activitynumber |B3 | = 3 -
Periodenddate | C2 ERz| = 41425
Indudeencumbrance = s
Induderepartanly | =
Throughperiodna | 13| ERa| = 13 o
= 3700

Returns the activity balance within a spedfied account.

Throughperiodno The period to get balances through each year.

Formula result = 3700

Help on this function [ 0K l [ Cancel l

Illustration 6: Function Arguments to get account balances through period 13

A B C D E F
1 |Account Activity  Actual
2 Fe31/2013]
3 [100-20-51513-0001 3] =GetlAccountActivityBalance(A3 B3,C2,.13)

4

Mlustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell C2 in the
example above) and the activity balance will automatically change.
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=GetAccountActivityBudget()

The =GetAccountActivityBudget() custom function will provide you with the
activity-to-date balance for a particular account through a specified month. This
custom function utilizes seven arguments: account number, activity number, period
end date, budget level, include encumbrance entries, include report only entries
and through period number.

Function Arguments |. T |-
GetAccountActivityBudget
Accountnumber | A3 ﬁ = "100-20-51513-0007 -
Activitynumber | B3 ﬁ =3 |
Periodenddate | D2 Ee| = 41425 1
Budgetlevel |3 ﬁ = 3
Indudeencumbrance | 1 Bl = 1 -

39000
Returns the budget for an activity within a spedfied account.

Includeencumbrance True toindude encumbrances (default false).

Formula result = 33000

Help on this function [ 0K l [ Cancel I

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.
A B C D E F G
1 Account Activity  Actual Budget
2 Bi31/20135/31/2013
3 :1[][]-2[]-51513-00[]1 31 3Tﬂﬂ|=Getlﬂkccnl;lntAc:tiﬂtyBudget(ﬁB,EﬁS.DZ.S,1}
4

Illustration 2: Formula Example
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A B C D
1 Account Activity  Actual Budget
2 5/31/2013 5/31/2013
3 |100-20-51513-000 3 3700 39000

4
Illustration 3: Formula Completed Example

You can utilize this function to provide you the budget through any budget level.
You can see your different budget levels by clicking on Budgeting | Budget Levels in
the Clarity General Ledger. You can then modify the budget level argument in this
function to see your budget at different budget levels. There are six (6) budget
levels in the example above. By specifying six (6) as the budget level, the account’s
entire budget will appear on the spreadsheet.

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments [ 2 &I

GetAccountActivityBudget
Accountnumber | A3 E = "100-20-51513-000 -
Activitynumber | B3 E = 3 |
Periodenddate | D2 FEE| = 41425 1
Budgetlevel |3 E = 3
Indudeencumbrance || | = -

Returns the budget for an activity within a spedified account.

Includeencumbrance True to indude encumbrances (default false).

Formula result = 0

Help on this function CK ] I Cancel

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F G

1 Account Activity  Actual Budget

2 5;31;2013@

3 [100-2051513-000] 3] 3700|=GetAkcountActivityBudget(A3.53.02.3...)

4
Illustration 5: Formula Example without Encumbrance and Report Only Entries
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In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

Function Arguments l P
GetAccountActivityBudget
Periodenddate | D2 EE| = 41425 -
Budgetlevel |3 ? = 3
Indudeencumbrance ? = 1
Induderepaortonly ﬁ = -
Throughperiodno | 13| FE| = 12 -
= 39000

Returns the budget for an activity within a specified account.

Throughperiodne The period to get balances through each year.

Formula result = 39000

Help on this function [ Ok l I Cancel

Illustration 6: Function Arguments to get account balances through period 12

A B C D E F
1 |Account Activity  Actual
2 F531/2013]
3 :100-20-51513-0001 3] =GetlhccountActivityBalance(A3,83.C2...13)

4

Mlustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the month (cell C2 in the
example above) and the activity balance will automatically change.
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=GetActivityBalanceDateRange()

The =GetActivityBalanceDateRange() custom function will provide you with the
activity-to-date balance for a particular account through a specified month. This
custom function utilizes seven arguments: activity number, period start date, period
end date, include encumbrance entries, include report only entries, through period
number, and exclude journal codes.

Function Arguments l DS

GetActivityBalanceDateRange

Activitynumber | A3 Bl = 3 -
Perindstartdate | C2 E&| = 41306
Periodenddate |D2 Ee| = 41425 1
Indudeencumbrance | = 1
Includerepartanly ﬁ = -
= 3700

Returns the activity balance for a given activity over a spedfied period of time,

Includeencumbrance True to include encumbrances (default false).

Formula result = 3700

Help on this function OK l I Cancel

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.
A B C D E F G
1 Actual
2 I 2r2013T 53172013
3 3] Audit |=Getﬂttim£yElaIanceDateRange[AB,CE,DE.1,,,"CDA"}

4
Ilustration 2: Formula Example

miExcel User Manual — General Ledger 129



Custom Functions

A B - L
1 Actual
2 2102013 573172013
3 3 Audit a7an
4
| |
5

Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments L o |

GetActivityBalanceDateRange

Activitynumber | A3 Bl = 3 -
Periodstartdate |C2 B = 41308 .
Periodenddate | D2 E| = 41425 1
Indudeencumbrance || | =
Indudereportonly E = =
= 3700

Returns the activity balance for a given activity over a specified period of time.

Includeencumbrance True to indude encumbrances (default false).

Formula result = 3700

Help on this function [ 0K l | Cancel |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B C D E F G

1 Actual

2 I 2120131 5/31/2013]

3 3 Audit |=GeiActiﬂlyElalann:el]ateRange(ﬁ«E.CE.DE...."CDA"}
4

5

Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.

(See screen shot on next page)
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GetActivityBalanceDateRange
Activitynumber |A3 Bl = 3 -
Perindstartdate |C2 ERz| = 41306
Periodenddate |2 Be| = 41425
Indudeencumbrance | | =
Includereportonly |13] | = 13 i
= 3700

Returns the activity balance for a given activity over a spedfied period of time.
Includereportonly Indude report balances only (default false).

Formula result = 3700

Help on this function [ oK ] l Cancel ]

Illustration 6: Function Arguments to get account balances through period 13

iy =] L U E E l5
1 Actual
2 [ 21720137 5/31/2013]
3 alAudit |=GethcﬂviyElalanceDateFiange[ﬁS,CE,DE,j3,,"CDA"}
4

Illustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the dates (cells C2 and D2 in
the example above) and the activity balance will automatically change.

GetActivityBalanceDateRange

Periodenddate | 3H] FRE| = 41435 -
Indudeencumbrance | | =
Incudereportonly |13 Faz| = 13
Throughperiodno | Bl =
Exdudejournalcodes |‘CDA' FRz| = "CDA" -
= 3700

Returns the activity balance for a given activity over a specified period of time.
Periodenddate The period end date.

Formula result = 3700

Help on this function [ Ok ] [ Cancel ]

Illustration 7: Function Arguments to get account balances excluding CD Journal
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Lastly, you can specify what Journal Codes you want to exclude. This is especially
useful as Clarity will add both the AP and the CDA Journal Codes to the Activity from
Accounts Payable.
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=GetActivityBalanceDay()

The =GetActivityBalanceDay() custom function will provide you with the balance for
a particular activity on a specified day. This custom function utilizes two arguments:
activity number and the date.

Function Arguments [ 2 ih,l

GetActivityBalanceDay

Activitynumber 3

| ]
]

]
1)

#
[]

The date |(C2 41402

= 3700
Returns the activity balance for a single day for a specdified activity.

Activitynumber The account number.

Formula result = 3700

Help on this function 0K l I Cancel

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle

General Ledger”.
A B C D E
1 Actual
2 5/8/2013
3 2l Audit |=GetﬂgtiwilyEIaIanu:eDay(AS,CE}
4
Ilustration 2: Formula Example
A B C
1 Actual
2 5/8/2013
3 3 Audit 3700
A I 1

Ilustration 3: Formula Completed Example
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=GetActivityPeriodBalance()

The =GetActivityPeriodBalance() custom function will provide you with the balance
for a particular activity for a specified period. This custom function utilizes six
arguments: activity number, period end date, include encumbrance entries, include
report only entries, through period number, and exclude journal codes.

Function Arguments I. i &J
GetActivityPeriodBalance
Periodenddate |2 fRs| = 41425 -
Includeencumbrance | 1 el = 1
Induderepartonly | = e
Throughperiodno & =
Exdudejournalcodes | | sl = -
= 3700

Get the activity balance for a spedified period.

Excludejournalcodes A range of journal codes to exdude from the balance.

Formula result = 3700

Help on this function QK. l [ Cancel

L

Illustration 1: Function Arguments

To include encumbrance and/or report only entries, use “1”. “1” signifies yes for
this custom function. We are including encumbrance entries in the example above.

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the F | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

B C D E F

Actual
503142013

. 3lAudit  |=GetActivityPeriodBalance(A3,C2,1)

P | LIRS —=
=

Ilustration 2: Formula Example
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A B C
1 Actual
2 53172013
3 3 Audit 3700

4
Illustration 3: Formula Completed Example

The need to specify whether you want to include encumbrance and/or report only
entries is unnecessary. You can leave this portion of the formula blank and the
function will assume you do not want to include these entries.

Function Arguments l P

GetActivityPeriodBalance
Activitynumber | A3 E = 3 -
Periodenddate | c2 BE| = 41425
Includeencumbrance | | | - 3
Induderepartanly ﬁ =
Throughperiodno ﬁ = -
= 3700

Get the activity balance for a spedfied period.

Includeencumbrance True to incdude encumbrances (default false).

Formula result = 3700

Help on this function [ OK l | Cancel |

Illustration 4: Function Arguments without Encumbrance and Report Only Entries

A B c D E F
1 Actual
2 573172013
3 3] Audit |:Get&timlyperindﬁalance[AB,CE}

4
Ilustration 5: Formula Example without Encumbrance and Report Only Entries

In addition, you can specify what period you want the balance to appear through.
This is especially useful when you are referring to the last month of the fiscal year.

If my fiscal year-end is December 31, | can pull balances through period 12, 13, or 14
for the month of December. This is done by entering a value into the
ThroughPeriodNo argument. If no value is entered, it will pull through period 14.
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GetactivityPeriodBalance
Periodenddate |C2 FRa| = 41425 -
Incudeencumbrance | e =
Indudereportanly | sl =
Throughperiodno |:L3 | = 13
Exdudejournalcodes |CDA| Bl = -
= 3700

Get the activity balance for a specified period.
Excludejournalcodes A range of journal codes to exdude from the balance.

Formula result = 3700

Help on this function [ OK ] [ Cancel ]

Illustration 6: Function Arguments to get account balances through period 13

A =] - L E = o
1 Actual
2 [ 21720137 5/31/2013]

'3[ 3lAudit  |=GetActjvityBalanceDateRange(A3,C2.02,,13,."CDA")
4

Illustration 7: Formula Example to get account balances through period 13

Once you have this function set, you can simply change the dates (cells C2 and D2 in
the example above) and the activity balance will automatically change.

GetActivityBalanceDateRange

Periodenddatz | 5H] B = 41425 -
Incudeencumbrance | | =
Includereportonly |13 | = 13
Throughperiodno | el =
Excudejournalcodes |‘CDA‘ FRs| = "CDA" -
= 3700

Returns the activity balance for a given activity over a spedified period of time.
Periodenddate The period end date.

Formula result = 3700

Help on this function [ OK ] [ Cancel l

Illustration 7: Function Arguments to get account balances excluding CD Journal
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Lastly, you can specify what Journal Codes you want to exclude. This is especially
useful as Clarity will add both the AP and the CDA Journal Codes to the Activity from
Accounts Payable.

=GetActivityTitle()

The =GetActivityTitle() custom function will provide you with the title of the
specified activity. This custom function utilizes one argument: activity number.

Function Arguments (5| (o]
GetActivityTitle
ActivityMumber

all

ﬁ"l
Il

Mo help available.

ActivityNumber

Farmula result =

Help on this function oK l | Cancel

Illustration 1: Function Arguments

To utilize this function, you can simply type this function into a cell in your Excel

workbook into a cell or find it in the functions list by clicking the fe | button. To find
it in the functions list, you will need to change the Or select a category to “Caselle
General Ledger”.

A B

1
2 | 201001 =GetActivity Title (A2 |

ARA AR

Illustration 2: Formula Example

A B
1
2 201001f Main Street Reconstruction !

lllIlstrationn3: ‘Formula Completed Example
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General Ledger Detail Drill-Down

When utilizing the =GetAccountBalance function, you have the ability to drill-down
into the general ledger detail for that account. This drill-down capability only works
with the =GetAccountBalance function.

GL Detail
To see the general ledger detail, follow these steps:

1. After you have utilized the =GetAccountBalance function in your spreadsheet,
right-click on that cell.

03 | i fl =GetAccountBalance(A3, 5052)

A B C D
1
2 Title Department 5/31/2015
3 |10-54-110 Salaries & Wages POLICE DEPARTMENT
4 1M10-54-130 Fmnloves Renefits POl ICF NFPARTMEMNT 43 096 21

Illustration 1: Right-click on Cell
2. Select GL Detail at the bottom of the list.

(See screen shot on next page)
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D3

1

2
3 [10-54-110
10-64-130
10-64-210
10-64-230
10-54-240
10-54-250
10-54-255
10-54-270
10-64-280
10-64-350
10-64-450
10-64-610
10-54-620
10-54-720
10-54-741
10-54-742
10-64-743
10-64-790

ma o ma sl malpalmal ol o= lamal=ala) ==
b R i e B o e e e o o e e o e = L e B e B

28

Title

Salaries & Wages
Employee Benefits
Books & Memberships
Travel & Training

Office Supplies & Expense

Equipment - Supply/Maint
Fuel & Oil

Utilities

Telephone

Contract Services

Animal Control Expenses
Miscellaneous Supplies
Miscellaneous Services
Capital Outlay - Buildings

Capital Qutlay - Equipment

Capital Outlay - Vehicles
Capital Outlay - Furniture
Depreciation

=GetAccountBalance(A3,5D52)

C

Department

POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT
POLICE DEPARTMENT

D

Arial

B
5/31/201.

93,167.64
43,096.21
80.8C
550.0C
540.3€
6.866.7¢
1.629.9¢€
794 .52
1,395.8C

824.54
800.0C
1,200.0C

10,025.6C
800.0C

2,000.0C

Illustration 2: GL Detail selection after right-click

3. The general ledger detail for that fiscal year through the date being utilized in
your =GetAccountBalance function will appear.

(See screen shot on next page)

%
B

k]

[

& wm

Copy

Paste Options:

il il
=4 =

Paste Special...
Insert...

Delete...

Clear Contents
Quick Analysis
Filter

Sort

Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...
Hyperlink...

GL Detail
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Drill-Down

.
@ General Ledger Account Detail EI@E

Account Information Period Dates

Account 10-54-110 (@) Year to Date 0515 (5/31/2015) IE”

Title Salaries & Wages () Range

From [o]
YTD Actual 553167 64 YTD Budget  $107.000.00 L
To
Exporting Account Opticns
W = [] Include Encumbrances

Print Preview Copy To Clipboard |:| Include R £ Onk

Account & PdDate & GLPd  Joumnal Ref Seq Date Type Description Amount
»  10-54-110 73112014 714 PC 1 7132014 PAYROLL TRANS F.. $299269 ~

10-54-110 7312014 714 PC 52 1|7312014 Actusl PAYROLL TRANS F. £3,992.69
10-54-110 83172014 814 PC 1| B/282014 Actual PAYROLL TRANS F.. $4,102.69
10-54-110 93012014 914 1/8/252014 Actual PAYROLL TRANS F.. £4,370.19
10-54-110 103172014 104 PC 1 10/2372014 Actual PAYROLL TRANS F.. 8427744
10-54-110 11/30/2014 1114 PC 11162014 Actual PAYROLL TRANS F.. $4,212.69
10-54-110 12312014 1214 PC 1 1242014 Actual PAYROLL TRANS F.. 2414669
10-54-110 1312015 115 PC 11172015 Actual PAYROLL TRANS F.. £4,163.38

____—_____ )

Sum=593.167.64

Illustration 3: GL Detail

From the General Ledger Account Detail screen, you have the ability to drill-down on
most transactions to see additional information. Simply double-click on a transaction
to see additional information. Examples of some of those screens follow on the next
pages.
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”
@ General Ledger Account Detail E@E

Invoice Details
Vendor Number: 250 Invoice Number: 53005433
Vendor Name:  Chevron USA Inc. Date: 342015
Seq# a | Description GIL Account Total Cost
» 1 FUEL&OIL 1044255 $1650 ~
3 FUEL&OIL 1050255 $8259
5 FUEL&OIL 1060255 $214.75
7 FUEL&OIL 5180255 $16.25
9 FUEL&OIL 5280255 $21.40
11 FUEL & OIL 5380255 $35.45
13 FUEL & OIL 7940255 $12.15
Sum=%1.069.56

r
[ General Ledger Account Detail E@E

(<) DISTRIBUTION

Payroll Distribution

GL Account Number: 1054110 Pay Period Date: 4/472015

GLAccount Tifle: ~ Salaries & Wages Total Distribution: $4,307.38
Employes | Payroll ltem Amount

¢ Ellison, Ray Regular Pay £1.00000 ~

Gordon, Natalie C Regular Pay $846.15
Price, Gordon Regular Pay £1,000.00
Price. Gordon Sick Leave $0.00
Slade, Randy L acation Pay $0.00

Sum=54,307.38

Illustration 4: Accounts Payable (AP journal code) Transaction Drill-Down

Illustration 5: Payroll (PC journal code) Transaction Drill-Down
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P
[J General Ledger Account Detail E@E

(<) JOURNAL

Journal Entry
Joumal Code: FE Period Date: 4/20/2015
Drag a column header here to group by that column
Date Ref No 4 SeqMNo a | AcctNo Description Amount Tran Type
S T PAYROLLTRAN.  SISHE0 Al
4/372015 19 1 7940130 PAYROLL TRAN.. $310.05  Actual
4/9/2015 i 1 1041130 PAYROLL TRAN.. $87.84  Actual
41472015 23 1 0222550 PAYROLL TRAN.. (5161.54) | Actual
4/472015 25 10222210 PAYROLL TRAN.. ($1.590.05) Actual
4/412015 b 1 0222700 PAYROLL TRAN_ ($115.28) Actual
41472015 29 1 5180130 PAYROLL TRAN.. $765.01  Actual
41472015 N 1 1042130 PAYROLL TRAN.. $363.55 Actual
41472015 1 5181130 PAYROLL TRAN.. 5$213277 Actual
Sum=$0.00

Illustration 6: Payroll Benefits (PB journal code) Transaction Drill-Down

r
@ General Ledger Account Detail lEIéE

@ CASH RECEIPT# 5000014

Receipt Details
Recenved From: Elow, Joe [ Void
Recept Date:  4/17/2015
G/L Account Category Description Amount
» 1036200 1101 Rent & Concessions $100.00 ~

Sum=5100.00

Illustration 7: Cash Receipt (CR journal code) Transaction Drill-Down
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@ General Ledger Account Detail SRR X
Joumal Entry
Joumal Code: JE Period Date: 5/31/2015
Drag & column header here to group by that column
Date Ref No 4  SeqNNo & AcctNo Descrption Amount Tran Type
v 513172015 1 1 1054110 TO RECLASSIFY . 51.000.00 Actual
513172015 1 2 1050110 TO RECLASSIFY. ($1.000.00) Actual
Sum=50.00
"

Illustration 8: All Other Journal Code Transaction Drill-Down

In addition, further drill-down is available for Accounts Payable transactions. An
example of that screen follows:

(See screen shot on next page)
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-
@ General Ledger Account Detail E@E

Check Details

Pay to the order of: Chewron USA Inc. Check Number: 13565

Memao: FUEL & OIL Date: 3192015

Total Check Amount $1.063 56
Invoice # 4  Descnption Gl Account Amount

» 95005483 FUEL &OIL 1044255 $16.50 ~
59005483 FUEL&OIL 1050255 $82.59
99005483 FUEL&OIL 1060255 321475
99005483 FUEL&OIL 5180255 $16.25
99005483 FUEL&OIL 5280255 $21.40
59005483 FUEL & OIL 5380255 33545
99005483 FUEL&OIL 7940255 $12.15

Sum=51.063.56

Illustration 9: Check Drill-Down from an AP transaction

Print Preview General Ledger Detail

From the General Ledger Account Detail screen, you have the ability to print the
detail that appears on the screen. Simply click the Print Preview button on the

General Ledger Account Detail screen.

-
@ General Ledger Account Detail

Account Information
Account 10-54-110
Title Salaries & \Wages

YTD Actual ~ 553.167.64

YTD Budget  $107.000.00

Exporting

e =
Print lew Copy To Clipboard

—J Preview and Frint the GL detail |
Jite! Journal | Ref

» 10-54-110 7312014 714 PC

A
C
L
Seq Date
1 7732014

IMlustration 10: Print Preview Button
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Copy General Ledger Detail To Clipboard

From the General Ledger Account Detail screen, you have the ability to copy the
detail to the clipboard to be pasted into your Excel spreadsheet. To do that, follow
these steps:

1. From the General Ledger Account Detail screen, click on Copy To Clipboard.

J General Ledger Account Detail

Account Information

Account 10-54-110

Title Salanes & Wages

YTD Actual £93.167 64 YTD Budget
Exporting

—_
-]

Print Preview Copy To C%ﬂarﬁ
Copy Detail to Clipboard
Account & PdDate & GLPd | Joumnal

v IMRA_TIN TN Ti4 P
Illustration 11: Copy to Clipboard Button

2. Return to your spreadsheet by closing out the General Ledger Account Detail
screen.

3. Click on an open area or blank worksheet within you spreadsheet.
4. Use Paste by right-clicking on a cell and selecting Paste, press Ctrl-V on your

keyboard, or go to Home on the ribbon and select Paste to paste the detail
into your spreadsheet.
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Import Journal Entry

You have the ability to import journal entries or your budget directly into the
general ledger database from Excel. This is done by utilizing the Import Journal
Entry button on the miExcel ribbon at the top.

Importing Journal Entries
To import journal entries, follow these steps:

1. Highlight the range of cells on your spreadsheet that represent the journal
entry that you would like to import.

A B C D E F G
. JOURNAL ENTRIES
2 12/31/2015
3
4
5
6 | Ref Mo Seq No Date GL Account Mo Account Title Description Amount
T 1101 1 1273172015 10-50-110 Salaries & Wages  To reclassify wages 10,000.00
8 1101 2 12312015 10-54-110 Salaries & Wages  To reclassify wages (10,000.00)
9 1102 1 1273172015 10-50-130 Employee Benefits  To reclassify benefits 2,500.00
10 1102 2 12/31/2015 10-54-130 Employee Benefits  To reclassify benefits (2.500.00)

Illustration 1: Highlighted journal entry cells for import

2. Click on the miExcel ribbon at the top.

miExcel
Illustration 2: miExcel on Excel ribbon
3. Click on Import Journal Entry under the General Ledger section (Note: If the

Import Journal Entry button is inactive, please see the last section Enabling
the Import Journal Entry Button).

—_ i
= ”
Lists Import
> Journal Entry
General Ledger

Ilustration 3: Import Journal Entry
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4. Click the First Row Contains Headers check box if your highlighted journal
entry contains headers.

Add

i First Row Contains Headers
INlustration 4: First Row Contain Headers check box

5. You will need to map each column highlighted to the appropriate Caselle
Element under the Column Mapping section. The following Caselle Elements
are available: Activity_Number, Amount, Comment, Date, Description,

GL _Account_Number, Job_Number, Journal Code, Journal Group, miViewPoint
Department, None, Reference, or Sequence. At the least, you will need to
have Amount and GL_Account_Number in your mapping.

Column Mapping

Column Caselle Element
¥ Ref Mo Referencs
Seq No Sequence
Date Date
Account No GL_Account_Mumber
Account Title MNone
Amount Amount

Illustration 5: Columns mapped and First Row Contains Headers checked

6. Specify the Journal Code you will be importing your journal entry into. A
journal code is necessary unless you have specified a journal code in your
spreadsheet and is included as a part of your column mapping in the previous
step.

(See screen shot on next page)
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CDPT
COTC
CEM
CM

i~
L

CRJE

DEV

EM

EQ

D

IMNT

[MY

JE

ORLCT v
Journal Code JE @

Iﬂllulstl.‘zlltior.l 6: Specifying the Journal Code

7. Specify the GL Posting Period the journal entry will be import into.

[y

116
Journal Code 216
Budget Level 316
o 416
Automatic Sign E1E h W
GL Posting Peried | 1215 [v]

Illustration 7: Specifying the GL Posting Period

8. If your highlighted journal entry does not contain a reference number, the
import will take the next available reference number. If you would like to
utilize Split Mode, click the Split Mode button towards the bottom.

Llse Split Entry Mode
Illustration 8: Split Mode checked

9. Specify a different Created Date if you would like to use a date other than the
current date.

Created Date | 7/25/2016 [

Illustration 9: Created Date
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10. Click the Validate button to validate the following:
a. The journal entry is in balance.
b. The journal entry contains account numbers that exist.
c. The journal entry is not utilizing any terminated accounts.

Walidate
IMlustration 10: Validate button

11. Click the Import button to import the journal entry.

LT
'

Import

Illustration 11: Import button
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Importing Monthly Journal Entries Example

You can setup a spreadsheet for your recurring monthly journal entries. The
following is an example of how you could go about setting up that spreadsheet to

expedite the posting of these entries into the General Ledger.

MONTHLY JOURNAL ENTRIES

12/31/2015

Journal Code
JE

IE

IE

IE

CD

cD

CRIE

CRIE

[F- - R T, I SR R

=
[N

el
= W

Journal Group Acct Number
1 51-81-790

1 51-16510

2 53-80-790

2 53-16510

3 10-44-340

3 01-10200
4 01-10200

4 10-33-500

Title

Depreciation

Accum Depr - Mach, Veh, Furn
Depreciation

Accum Depr - Mach, Veh, Furn
Admin Bank Charges

Cash - Checking 1st State Bank
Cash - Checking 1st State Bank
State Road Fund Allotment

Illustration 1: Journal entry example

Description

Record monthly depreciation expense
Record monthly depreciation expense
Record monthly depreciation expense
Record monthly depreciation expense

Record bank fee
Record bank fee
Record wire of road aids
Record wire of road aids

Amount
15,693.00
{15,693.00)
20,145.00
{20,145.00)
5.00
(5.00)
130,000.00
(130,000.00)

Setup your spreadsheet to emulate something similar to the example above. Once
you have your spreadsheet setup, follow these steps:

Highlight the range of cells on your spreadsheet that represent the journal
entry that you would like to import. In the example above, that would be cells
A5 through F13.

A B C D E F
. MONTHLY JOURNAL ENTRIES
2 12/31/2015
3
4
5 |Journal Code Journal Group |Acct Number Title Description Amount
6 |JE 151-81-790 Depreciation Record monthly depreciation expense 15,693.00
7 |JE 1 51-16510 Accum Depr - Mach, Veh, Furn Record monthly depreciation expense (15,693.00)
8 |JE 2 53-80-790 Depreciation Record monthly depreciation expense 20,145.00
9 JE 2/53-16510 Accum Depr - Mach, Veh, Furn Record monthly depreciation expense (20,145.00)
10 |CD 3/10-44-540 Admin Bank Charges Record bank fee 5.00
11 |CD 3 01-10200 Cash - Checking 1st State Bank Record bank fee (5.00)
12 |CRIE 4/01-10200 Cash - Checking 1st State Bank Record wire of road aids 130,000.00
13 |CRIE 4 10-33-500 State Road Fund Allotment Record wire of road aids (130,000.00)

Illustration 2: Highlighted journal entry cells for import

miExcel User Manual — General Ledger 150



Import Journal Entry

2. Click on the miExcel ribbon at the top.

miExcel
Illustration 3: miExcel on Excel ribbon
3. Click on Import Journal Entry under the General Ledger section (Note: If the

Import Journal Entry button is inactive, please see the last section Enabling
the Import Journal Entry Button).

=, L
Lists Import
> Journal Entry

General Ledger

Illustration 4: Import Journal Entry

4. Click the First Row Contains Headers check box if your highlighted journal
entry contains headers.

ik

First Row Contains Headers
Add *

Illustration 5: First Row Contain Headers check box

5. You will need to map each column highlighted to the appropriate Caselle
Element under the Column Mapping section.

Column Cazelle Element

¢ Journal Code Journal_Code
Journal Group Journal_Group
Acct Number GL_Account_Mumber
Title Mone
Descnption Descnption
Amount Amount

Illustration 6: Columns mapped and First Row Contains Headers checked
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Because you have specified the journal code in your import (i.e. column A),
you will not need to specify the Journal Code in the drop-down field below
the Column Mapping. You may leave this field blank. In addition, you do not
need to check the Use Split Entry Mode check box. Because you have
specified a journal group in your import (i.e. column B), the import will
automatically assign the same reference number to those entry lines with the
same number in the Journal Group column on your spreadsheet. Please note
that the import will not use the Journal Group as the reference number. It
will utilize the next available reference number for that Journal Code but
assign the same reference number to those entry lines with the same Journal
Group number.

6. Specify the GL Posting Period the journal entry will be import into.

[y

116

Journal Code 216

Budget Level 316

o 416
Autormatic Sign . b W
GL Posting Peried | 1215 ¥

Illustration 7: Specifying the GL Posting Period

7. Specify a different Created Date if you would like to use a date other than the
current date.

Created Date | 7/25/2016 [

Illustration 8: Created Date

8. Click the Validate button to validate the following:
e The journal entry is in balance.
e The journal entry contains account numbers that exist.

Validate
Illustration 9: Validate button

9. Click the Import button to import the journal entry.

o
iy

Imiport

Ilustration 10: Import button
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Importing Budget Entries

You can also use Import Journal Entry to import your budget into the General
Ledger. To import your budget, follow these steps:

1. Highlight the range of cells on your spre"adsheet that represent the budget
you would like to import.

A B C D E F G H
; 2016 BUDGET
2 | Administration
3
4 Balance  Balance YTD Budget  Projected  Budget
] 12/31/2013 12/3172014  6/30/20156 12/31/2015 12/31/2015 12/31/2016
6 | 10-50-110 Salaries & Wages 9666.14 1434553 1434553 29.200.00 23,691.06 30,100.00
7 [ 10-50-130 Employee Benefits 464436 517831 5178.31 11,000.00 10,356.62 11,500.00
d [ 10-50-210 Books & Memberships 15.64 32463 324.63  1,400.00 349.26  1,100.00
9 [ 10-50-230 Travel & Training 1,438.91 845.90 84590 3,500.00 1,691.80 2500.00
101 10-50-250 Equipment - Supply/Maint ~ 1,760.00 1,023.26 102326 4,600.00 2,046.52 3.500.00
11| 10-50-255 Fuel & Oil 219.35 102.34 102.34 945.00 204 .68 650.00
12 | 10-50-305 Attorney 1,320.00 - - 2,000.00 - -
131 10-50-310 Engineer - 147620 1,476.20 840.00 295240  3,100.00
14 110-50-610 Miscellaneous Supplies 16.33 §0.06 §0.06 315.00 160.12 225.00

liiustration 1: Highlighted budget cells for import

2. Click on the miExcel ribbon at the top.

miExcel
Illustration 2: miExcel on Excel ribbon
3. Click on Import Journal Entry under the General Ledger section (Note: If the

Import Journal Entry button is inactive, please see the last section Enabling
the Import Journal Entry Button).

— [}
= ”
Lists Import

> Journal Entry
General Ledger

Ilustration 3: Import Journal Entry
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4. Click the First Row Contains Headers check box towards the top if your
highlighted journal entry contains headers.

Add

i First Row Contains Headers
INlustration 4: First Row Contain Headers check box

5. You will need to map each column highlighted to the appropriate Caselle
Element under the Column Mapping section. You will need to map each
column as either Activity_Number, Amount, Comment, Date, Description,
GL_Account_Number, Job_Number, None, Reference, or Sequence. At the
least, you will need to have Amount and GL_Account_Number in your

mapping.

Column Mapping

Column Caselle Element
¥ Ref Mo Referencs
Seq No Sequence
Date Date
Account No GL_Account_Mumber
Account Title MNone
Amount Amount

Illustration 5: Columns mapped and First Row Contains Headers checked

6. Specify the Journal Code you will be importing your journal entry into.

BUDGET
Ca I"xﬁ'
CD

02

DA

bC

i~
L
i~
L
i~
L
i

£

NPT
Journal Code BUDGET

Import Into miVie

Illustration 6: Specifying the Journal Code
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7. Specify the Budget Level you would like to import the budget transactions
into.

Budget Level W
Automatic Sign Beginning L}

-
GL Posting Period | 2 - Requested
3 - Recommend

Use Split Entry

£ - Approved
Created Date| 2/24 5 - Modified
[

Illustration 7: Specifying the Budget Level

8. Check the box to utilize Automatic Sign. When this box is checked, the import
will know that revenues will be imported as credits and expenses will be
imported as debits.

Automatic Sign

Illustration 8: Automatic Sign check box

9. Check the box to utilize Year to Date Mode. When this box is checked, the
import will make an adjustment to the current budget amount so the total
year to date budget equals the amount being imported.

“ear To Date Mode
Illustration 9: Year To Date Mode check box

10. Specify the GL Posting Period the journal entry will be import into.

GL Pesting Peried | DT (1312007 "
Illustration 10: Specifying the GL Posting Period

11. If your highlighted journal entry does not contain a reference number, the
import will take the next available reference number. If you would like to
utilize Split Mode, click the Split Mode button towards the bottom.

Llse Split Entry Mode
Illustration 11: Split Mode checked

miExcel User Manual — General Ledger 155



Import Journal Entry

12. Specify a different Created Date if you would like to use a date other than the
current date.

Created Date | 7/25/2016 W
Illustration 12: Created Date

13. Click the Validate button to validate the following:
a. The journal entry is in balance. Since this is a budget, there is a chance it
will not balance. That is alright.
b. The journal entry contains account numbers that exist.

W
Validate
INlustration 13: Validate button

14. Click the Import button to import the budget.

LT
ey

Imiport

Illustration 14: Import button
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Saving an Import Definition

Instead of specifying the journal entry import definition each time, a definition can
be saved to expedite the import process. This is especially useful when the format
of your import rarely changes. To save a journal entry definition, follow these steps:

1. Highlight the range of cells on your spreadsheet that represent the journal entry
definition that you would like to save.

A B C D E F G
. JOURNAL ENTRIES
2 12/31/2015
3
4
5
6 | Ref Mo Seq No Date GL Account Mo Account Title Description Amount
T 1101 1 1273172015 10-50-110 Salaries & Wages  To reclassify wages 10,000.00
8 1101 2 12312015 10-54-110 Salaries & Wages  To reclassify wages (10,000.00)
9 1102 1 1273172015 10-50-130 Employee Benefits  To reclassify benefits 2,500.00
10 1102 2 12/31/2015 10-54-130 Employee Benefits  To reclassify benefits (2.500.00)

Illustration 1: Highlighted journal entry cells for import

2. Click on the miExcel ribbon at the top.

miExcel

Illustration 2: miExcel on Excel ribbon

3. Click on Import Journal Entry under the General Ledger section (Note: If the
Import Journal Entry button is inactive, please see the last section Enabling
the Import Journal Entry Button).

—_— |
= ”
Lists Import
> Journal Entry
General Ledger

Ilustration 3: Import Journal Entry

4. Click the green Add button at the top.

_Iul_l

Add

Illustration 4: Add definition button
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5. Type a definition name into the Import Definition Name field.

Impart Definition Name
Journal Entry Import

Illustration 5: Import Definition Name

6. Click the Save button to save the definition name or the Cancel button to
cancel.

H X

Save (Cancel

Illustration 6: Save and Cancel definition button

7. Click the First Row Contains Headers check box if your highlighted journal
entry contains headers.

ik

First Row Contains Headers
Add h

INlustration 7: First Row Contain Headers check box

8. You will need to map each column highlighted to the appropriate Caselle
Element under the Column Mapping section. You will need to map each
column as either Activity_Number, Amount, Comment, Date, Description,
GL _Account_Number, Job_Number, None, Reference, or Sequence. At the
least, you will need to have Amount and GL_Account_Number in your

mapping.
Column Mapping

Column Caselle Element

» | RefNo Reference
Seq No Sequence
Date Date
Account No GL_Account_Mumber
Account Title Mene
Amount Amount

Illustration 8: Columns mapped and First Row Contains Headers checked

9. Specify the Journal Code you will be importing your journal entry into.
(See screen shot on next page)
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10.

11.

12.

13.

CDPT
COTC
CEM
CM

i~
L

CRJE

DEV

EM

EQ

0

INT

1

JE

ORLCT N
Journal Code JE @

Iﬂllulstl.‘zlltior.l 8: Specifying the Journal Code

Specify the GL Posting Period the journal entry will be import into.
116
Journal Code 216
Budget Level 316
L 416
Autormatic Sign . b W
GL Posting Peried | 1215 [v]

Illustration9: Specifying the GL Posting Period

If your highlighted journal entry does not contain a reference number, the
import will take the next available reference number. If you would like to
utilize Split Mode, click the Split Mode button towards the bottom.

Llse Split Entry Mode
Illustration 10: Split Mode checked

When finished, click the Save button at the bottom of the screen to save the
definition.

H \
ba'«%l’n

Illustration 11: Save definition layout button

Repeat these steps to save another import definition.
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Using a Saved Definition

To use one of the definitions setup in the previous section, follow these steps.

1. Highlight the range of cells on your spreadsheet that represent the journal entry
that you would like to import.

A B C D E F G
. JOURNAL ENTRIES
2 1213172015
3
4
5
6 | Ref Mo Seq No Date GL Account Mo Account Title Description Amount
T 1101 1 1273172015 10-50-110 Salaries & Wages  To reclassify wages 10,000.00
8 1101 2 12312015 10-54-110 Salaries & Wages  To reclassify wages (10,000.00)
9 1102 1 12/31/2015 10-50-130 Employee Benefits  To reclassify benefits 2,500.00
10 1102 2 12/31/2015 10-54-130 Employee Benefits  To reclassify benefits (2.500.00)

Illustration 1: Highlighted journal entry cells for import

2. Click on the miExcel ribbon at the top.

miExcel

Illustration 2: miExcel on Excel ribbon

3. Click on Import Journal Entry under the General Ledger section (Note: If the
Import Journal Entry button is inactive, please see the last section Enabling
the Import Journal Entry Button).

— [}
= ”
Lists Import
h Journal Entry
General Ledger

Illustration 3: Import Journal Entry

4. Select the definition name from the drop-down list at the top.

Journal Entry Impaort

Interest Allocation
Journal Entry Import

Rag

Illustration 4: Select Import Definition

% =
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5. Verify the Column Mapping is accurate and that the First Row Contains
Headers check box is checked, if necessary.

6. Specify a different Created Date if you would like to use a date other than the
current date.

Created Date | 7/25/2016 [

IMlustration 5: Created Date

7. Click the Import button to import the journal entry.

LT
&

Import

Illustration 6: Import button
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Utilizing Auto Map

The Auto Map button can be utilized to quickly perform your Column Mapping.

Lo Map

Illustration 1: Auto Map button

For example, setup a journal entry with column headers that are the same as the
Caselle Elements are labeled in the drop-down list. The following are the Caselle

Elements:

- Activity Number
- Amount

- Comment

- Date

- Description

- GL Account Number or Account Number

- Job Number
- Reference
- Sequence

Once you have your column headers in your journal entry labeled exactly as they
appear above, follow these steps to perform the Auto Map.

1. Highlight the range of cells on your spreadsheet that represent the journal
entry that you would like to import.

A B = D E F G
+ JOURNAL ENTRIES
2 1213172015
3
4
5
6 | Reference Sequence Date GL_Account_Mur Account Title Description Amount
7 1101 1 12/31/2015 10-50-110 Salaries & Wages  To reclassify wages 10.000.00
3 1101 2 12/31/2015 10-54-110 Salaries & Wages  To reclassify wages (10,000.00)
9 1102 1 12/31/2015 10-50-130 Employee Benefits  To reclassify benefits 2,500.00
10 11[]_2 2 12/31/2015 10-54-130 Em_EInvee Benafits  To recl_assifv beneﬁ_ts (2.500_00)

11
Hlustration 2: Highlighted journal entry cells for import
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2. Click on the miExcel ribbon at the top.

miExcel
Illustration 3: miExcel on Excel ribbon
3. Click on Import Journal Entry under the General Ledger section (Note: If the

Import Journal Entry button is inactive, please see the last section (Enabling
the Import Journal Entry Button).

=, L
-

”
Lists Import

> Journal Entry

General Ledger

Illustration 4: Import Journal Entry

4. Click the First Row Contains Headers check box if your highlighted journal
entry contains headers.

ik

ekt Flrst Fow Contains Headers

Illustration 5: First Row Contain Headers check box
5. Specify the Journal Code you will be importing your journal entry into.

(See screen shot on next page)
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CDPT
COTC
CEM
CM

i~
L

CRJE

DEV

EM

EQ

D

IMNT

[MY

JE

ORLCT v
Journal Code JE @

Iﬂllulstl.‘zlltior.l 6: Specifying the Journal Code

6. Specify the GL Posting Period the journal entry will be import into.

[raree

116
Journal Code 216
Budget Level 316
o 416
Autormatic Sign . b W
GL Posting Peried | 1215 [v]

Illustration 7: Specifying the GL Posting Period

7. Click the Auto Map button at the bottom. If your column headers were
labeled exactly as the Caselle Element, the elements will be auto mapped.
Verify that the mapping was correct.

Please note: The Auto Map button will be inactive if the First Row Contains
Headers check box is unchecked.

Ao Map
Illustration 6: Auto Map button
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8. If your highlighted journal entry does not contain a reference number, the
import will take the next available reference number. If you would like to
utilize Split Mode, click the Split Mode button towards the bottom.

Llse Split Entry Mode
Illustration 7: Split Mode checked

9. Specify a different Created Date if you would like to use a date other than the
current date.

Created Date | 7/25/2016 W

Illustration 8: Created Date

10. Click the Validate button to validate the following:
e The journal entry is in balance.
e The journal entry contains account numbers that exist.

i
WValidate
Illustration 9: Validate button

11. Click the Import button to import the journal entry.

LT
4

Imiport

Illustration 10: Import button
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Enabling the Import Journal Entry Button

The Import Journal Entry button is only active if the user has access to Enter Journal
Amounts in the Caselle General Ledger. If the user has access to Enter Journal
Amounts and the button is still inactive, the user’s network ID is missing in Caselle.
The network ID needs to be specified on the user within Caselle. To specify the
network ID, follow these steps:

1. Loginto Caselle.

2. Select System Management | Security.

3. Select Setup/Modify User Rights under Tasks.
4. Type in or search for the appropriate User ID.

5. Inthe Network user ID field, specify the username that is utilized to login to
the network.

6. Click Close.
7. Launch Excel.

8. Click on the miExcel ribbon at the top.

miExcel

lllustration 1: miExcel on Excel ribbon

9. Verify the Import Journal Entries button is active for the user.

A
b
-
Lists Import
h Journal Entry

zeneral Ledger

Illustration 2: Import Journal Entry
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