QSS/QCC

How to Print Reports

Account and Budget Analyst information:
Elaine Light: elight@natomasunified.org —916-561-5284

May Saechao: msaechao@natomasunified.org —916-567-5485



QSS is the program used to view and print your budgets and expenditures throughout the fiscal year.
You can submit budget changes easily, review expenditures for accuracy, and make decisions on your
spending in real time. This manual is designed as a basic guide and to provide instruction on how to
accomplish what you want.

Keep in mind QSS provides visual access along with reports, but you cannot change anything in the
accounting software. Any changes you would like to make should be submitted to your Account and
Budget Analyst for review and incorporation. If you do not find the account code you are looking for,
you may need to minimize some of the details you are using as a lookup or for your report.

An excellent resource can be found on the Financial Services web page:
http://natomasunified.org/departments/business-services/financial-services/accounts-payable/. On
this page you will find the SACS Account Coding Sheets which will help to guide you to the account you
need for the good or services rendered. Also on this page you will find a “New QCC User” request
form—if you do not currently have a log-on please complete this form and send it to your Account and
Budget Analyst.

This reference book is designed to follow the QSS menu—starting with print manager and going down
through the options.

Mostly: Go exploring! You cannot change or ruin anything—look at information, try marking different
boxes when looking at your reports or lookups. Feel free to check out anything you see.

Here Is your opening screen:

T —— * |
2 (S5 ControlCenter 86 - NATOMAS UNIFIED QSS/OASIS (1.41.0) == |ﬁ|
e —_—— .

File View Year Messages Window MNews Help+Video

This is where all available
options are located.

Print Manager [ Job Menu [ Utilities
El ger / All printed standardized

=8
....... B Pri o q
. Print Manager (LSPOOL) reports begin in the Job
oy
L e #= Job Menu Menu and are printed from
E| Finance the Print Manager (LSPOOL)
....... o Finance Job Menu Note: The “Job Menu” and the “Finance
= Job Menu” are exactly the same.

=] Lookups

------ ”_“;3 Account Lookup
Lookups will provide instant
visual access to all of your
accounts

- ’?373 Vendor Lookup

Last Run: 12/04/2013 14:10:50 ¥r:2014 Dist:86 Site:300 GS: W | 12/4/2013 2:15 PM
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http://natomasunified.org/departments/business-services/financial-services/accounts-payable/

PRINT MANAGER AND JOB MENU

The print manager menu has two items, the “Print Manager (LSPOOL)” is where you actually print your report, the “Job Menu” is
where you will generate the report you want printed. The following section contains instructions to generate the reports.

Generating reports

To generate reports, double click the “Job Menu”. There are four standardized reports available—double click on the report title
you want:

Budget Report Writer (most common report)

Financial Activity Report

Financial Summary Report (rarely used in sites and departments—no instructions provided)

Purchase Order Report Writer

The job menu offers two different views. To switch views click on the button indicated by the arrow:

Tree view: Grid view:
— —— B
Job Menu 86-NATOMAS UNIFIED Qss/0AsIs (L= | B [ | Job Menu 86-NATOMAS UNIFIED Qss/oasis (] B [
— ————
File View Options Help+Video Description (F1) Example (Cirl+F1) File View Options Help+Video Description (F1) Example (Ctrl+Fl)
b — e pe
AeEldo=8 AeBPZ =08
Wiew Wiew = Shaw
" Grid " Tree &+ Show all " Show Only Favorites
Search: | Search: |
w1 Favarites Job Title JCL Name
ED Finance Budget Report Writer (BDX110) BDXSUB. JOBGLD
&-(1 Budget Reports / Processes Finandial Activity Report (FAR110) FARSUB.JOBGLD
=-(Z] Budget Feparts Ll - -
[ [ Budget Report Wiiter (BDX110) Financial Summary Report (FAR300) FARSE3.JOBGLD
. &) Financial Activity Repart (FART10) =1 Purchase Order Report Writer (POR110,/120/130) PORSUE. JOBAPY
E| (2 General Ledger Reports / Processes

ED General Ledger Reports i
& Financial Activity Report (FAR1T10)

: [ &) Financial Summary Report (FAR300)
ED Requisition / PO Reports / Processes

¥r:2014 Dist86 Site:0 | 12/20/2013 11:25 AWM ¥r:2014 Dist:86 Site:0 | 12/20/2013 |11:31 AWM

To access the report you want to generate, double click the report title.

 __ ________ ______________________________________________________________________________________________________________________—__—__—_}
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BUDGET REPORT WRITER

The Budget Report Writer is the most common report printed. This report will provide summarized budget, expenditure,
purchase order and budget balance information by resource and object within each resource. The following recommended
settings will provide a general report for each resource available to your site/department which will include as many pending
transactions as possible.

Recommended settings for the Budget Report Writer are selected through five main tabs.

£= Budget Report Writer (BDXSUB) 86-NATOMAS UNIFED |
RS——

File Options

® Main Selectior® } Refersnce Types | SonsfRolups | Accounts| Disticts)

Please note: The tab “Reference Types” is not used for these reports.

Main Selection tab (Click tab)
Use the drop-down arrows to change the settings to the indicated information:

1. Include budget transfers—select (Y),
2. Include approved/unapproved GL trans—select (B),
3. Detail line format—select (3),
4. Lines per detail—select (1)
'55 Budget Report Writer (BDXSUB) 86-NATOMAS UNIFIED Qs5/0ASIS =Bl s |
Eile Options

H? 2002 F

® Wain Selection” Iﬁalerer\ca Types | SorsRolups | Ascourts| Distict(s)]

Budget Report Wiriter

District: (86 «|  NATOMAS UNIFIED SCHOOL DISTRCT

Py stat [0770172073 = | From date: [T770172013 + | Todete: [0672072018 ~ |

Repart tile: |
Budget source [ - Approved ~|
Include budge! iansfers: [ - All Budget Transters (appraved and unapproved) |
Include budget detsit [~
Piint buclget warmings ONLY? [~
Iclude épproved/Unapproved L rans: [ - Both spproved and unspproved hansactin ] r
Excluds preencumbrances: [~

Piint account descriptior: [~

Prirt reverue sub totals: [~

Use Reference Values: [~
Detail line format: |3 - Object. Al Fields hd
Detail Lins Format - \
r ] %

Usersec: YOITYAANANNN ¥r:2014 Dist:86 Site:300 | 12/11/2013 8:58 AM

There are other options you can choose when printing this report, try some of the other detail line formats—there may be a
different format that you prefer. Again, experiment—you cannot harm the program!

X:\BUSINESS SERVICES\FINANCIAL SERVICES\Acct And Bdgt Analyst\Training-Agenda's And Manuals\QSS Reference Manual--Print Reports.Docx Page 4



Sorts/Rollups tab (Click Tab)
Click in the sort column and a second box will pop up=use the drop-down arrow and select “Resource”. To save this setting for

the report click the button with the white arrow inside a gheen circle & /
By Edit Report Sorts and Rollups / @
O X
3= Budget Report Writer (BDXSUB) 86-NATOMAS UNIFIED QES/OASIS (B N | - Sort Sequence - —fRolup Level - - Page Break -
File Options ’_ r
HE2 500> [ r
Last: #114329 — r
Main Selection | Reference Types @ Serts/Rollups: | Accounts<| Disticts)| ’_ -
Restiioted/Urnestrioted: [C - Combine Festrited/nesticted =] l_ r
Resticted Field: | RC - Resource A ,— m
Sort Rollup | Page l_ r
ki1 FD - Fund ’_ |—
2
5 <= [ r
4
5
6
N 7
s
I 9 (
|
[l Ll
I |
I
I
H |
I |
I
| l
| Usersec: Y21 AANANNN Yr:2014 Dist:86 Site:0 | 1271272013 10:06 AM
= e

Accounts tab (Click Tab)

To print a report which includes all accounts available for your site/department leave this screen with the defaults.

The other recommended selection for this report would be a specific resource—replace the four question marks with the
Resource you want to view.

$= Budget Report Writer (BDXSUB) 86-NATOMAS UNIFIED QSS/0ASIS (B = eS| . )
Fie Qpton: = When you have selected the criteria for your report you
2| & - . . .
{"“muj QO F will need to generate the report by selecting the “Submit
Main Selection | Reference Topes | Smts/Palups @ Bocounts | Distictls)| A . .
# s e Job” '# icon. Confirmation that you have generated

the report will be this box:

77-7773-7-7737-237-9723-2772-227-277 ¥

37-7733-7-7737-237-9723-2772-223-277 ¥

[22-2222-2-2222-222-2222-2292-902-222 -

22-2222-2-2222-222-2222-2222-222-222 -

= = = = e e

H‘??—?M?—?J???—?1?—???1—????—???—?1? j

H‘?_,,????,_,,???_,,???,_,_,??,????,?_,?,??? -

It is sometimes helpful to note this job number, or the
time and date you generate the report.

H‘??_'”1?_?_1???_?1?_???1_????_???_?1? -

Ll Ll Lt Led L fLef L Ll Lef L L

[
[
[
[
[
[
[22-2222-2-2322-222-2222-2222-322-222 +] [
[
[
[
[
[

H‘??—ww—?ﬂ???—w?—??wi????f???f?w -

Usersec: Y21 AANANNN Yr:2014 Dist:86 Site:d | 12/12/2013 10:31 AM
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Sample Budget Report

86 NATOMAS UNIFIED 14281 BDX110 KO0,

Fund 01 GENERAL FUND

it ste Goal Fotm Opl op2
¥ ERCIMBERED

{ BOOD - B999 )

TOTAL: luwx - Suxx 6

TOTAL: 1%¥X - dxxx

TOTAL EXPENSES

PagesiLines | 84 0271 A3 B8 AN

Using the recommended settings, the budget report shows:

1. Account description, account number

2. Approved budget to date

3. Current expenditures and Year to Date Expenditures (actual payments made) these amounts will be the same unless you
identify a time period of less than the full fiscal year (default).

4. The balance of all purchase orders within the account code line.

The budget balance—a negative indicates an account that will need a budget increase.

6. The last page shows a summary of the detailed items in the report—all 8XXX’s are revenue accounts, 1XXX through 7999
are expenditure accounts. Note: This summary page will combine all accounts from all resources listed in the report.

o
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Financial Activity Report

Many of the selections for the Financial Activity Report Writer are the same as the selections for the Budget Report Writer. The
main difference is the level of detail in the Financial Activity Report—for this report it is recommended that account code
limitations be used. This report will generate a report of all activity—budget adjustments, invoices paid, credit memorandums
issued, payroll checks issued. If all accounts are used this will be a very lengthy report.

Main Selection tab
Use the down arrows to change the settings to the indicated information:

1. Include budget transfers (Y),
2. Include approved/unapproved GL trans (B),
3. Detail line format (2) and

-

— |
#= Financial Activity R.Eﬂt Writer (FARSUB) B6-NATOMAS UNIFIED QS5/0ASIS l =R X
File Options

H> Q027

© Main Selection* l Reference Types l Sorts/Rallups® l &ccount&"l Qistrict[&]]

Financial Activity Heport Writer

District: |86 | MATOMAS UMIFIED SCHOOL DISTRCT

From date: [07/01/2073 j To date: [06/30/2072 j

Report title:
Budget source: |,-’.\ - Approved ﬂ

Include budget transfers: |"( - &)l Budget Transters (approved and unapproved] ﬂ—
Include Approved/Unapproved GL trans: | B - Bath approved and unapproved transactians. ﬂ—
I

Exclude pre-encumbrances:

Print account description: [~ I

Uze reference values: [

Dretail zort: |0 - Date -

= Single Line Printed Per Transaction

The Yendor Mumber, W arant Mumber and Account Description fieldz are omitted and Transaction Description is
truncated [depending on acct size]

2 = Two Lines Printed For Transaction
Inchudes the fields listed a5 omitted in format 1 and the Transaction Desc is not truncated.

Default Usersec: Y0 ¥ AMNNO1 Yr:2014 Dist:86 Site:d | 12/12/2013 2:36 PM

h —
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Sorts/Rollups tab
Click in the sort column and a second box will pop up=<use the down arrow and select “Resource”. To save this setting for the

—_—
[ Edit Report 5

@ﬂxf?

report click the button with the white arrow inside a green|circle

F hl
[5 Edit Report Sorts and Rollups / &J
@ ("' X >

& Finsncal k-.m,ném_q TraRsuE) - NATOMAS UNFED Gosonsts = i
- Sort Sequence —— - Rollup Level - - Page Break —
FD - Fund l_ r
RC - Resource '_ r
T e I r
- [ r
ol
1 rw 1 = i '_ r
|2 |Re -Resourd
3 . - [ a
a |
| < ‘ — "
= - r
: I e
B | - ,7 r
2

| Dol Useaee: Y8 % ANNNDT V3014 Dil8s Shed 1222013 248 PM
- B

Accounts tab
It is recommended that you limit the detail, this can be a very long report if you print detail for all of your accounts. Some
guestions you may want to explore prior to running this report:

» Do you want detail for the full resource?
> What resource, or object code?
» What specific accounts do you want detail for?

Make your account selections based on the answer to these questions, or leave it blank to run a report for all accounts.

IS fnancia icinty hegors Weker FARSLIE) BENATOMAS UNIFILD. oot Lol 5 il . )

= bi.,a 9—0 — When you have selected the criteria for your report you
. A will need to generate the report by selecting the “Submit
R e —”’—_1 :_ — Job” Z icon. Confirmation that you have generated

il — — — the report will be this box:

Ry - | s —

L =l —

u I '

It is sometimes helpful to note this job number, or the
time and date you generate the report.

JM-‘ Usreene: ¥ ¥ AHHNET VrA014 OnEAn Sten R0 V10T AN

Samples of Financial Activity Report in both one and two line formats:
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1 Line:
qu.

[

el ® paea = coooal S0z |

3
84ty

e

N N TR T
——iaw

aoere 13384,

oaseat 1330k,

oIoeeT 13a0ReL

SXXX

L0
oavess L

oanese

oz0aT

f 1
| Pegmeporman a3 s sameasnra [

Using the recommended settings, the Financial Activity report shows:

Account description, account number

Reference, date and description

Approved budget and any transfers to date, (in 2 line report—vendor number)
Actual revenues and expenditures (in 2 line report—warrant number)
Encumbered—this is the detail of all purchase order payments

The budget balance—the running totals for the account (by object code)
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Purchase Order Report Writer
There are several options available to run a purchase order report under “Report Type”:

1. Open Purchase Orders—shows only the balance of each PO

2. Purchase Order History—shows all payments and activity for each PO

3. Purchase Order Encumbering Transactions—shows only the original PO amount (Not recommended)

4. Open Purchase Order History (Excluding zero balance)—Shows all payments and activity for PO with a balance
i i This option does not work

3= Purchase Order Payment Transactions (PORSUB) 86-NATOMAS UNIFIED QSS5/0ASIS | lE) é

File Options

H? 20027

© Main Selection | Sart| Accounts |

Feport Title :
I Hapor Type
Primary Sott - g

Deetail Order :

Purchase Oider Report Writer

PO Detail Drder
Inchude Curment Liabilties: [~
POMNumber: [ -
Popae: [77 ~| [~
VendorMumber: [ - [

Wendor Name ©

Cade Range Selection Individual Code Selsction
begows [ [ | cwesw [ [ [ [ [ [ [ [ [ [
vena e [ [ | vewatee [ [ [ [ [ [ [ [ [ [
Pt [ | e[ T

¥r:2014 Dist:86 Site:300 | 12/11/2013 9:03 AM

Select how you want the purchase orders listed with the drop-down arrow for Detail Order.

4= Purchase Order Payment Transactions (PORSUB) 86-NATOMAS UNIFIED Qss/0Asls [ i

File Options

H® BQ@2F

© Msin Salection | Sat| Aecounts|

Purchase Order Report Writer

Fiepart Tite : |
Fiepart Type : [2- Purchase Oiders Histary El
Primary Sort: [T -Account Sort Sequence. |
‘: Beiai ider 8 Ao
PO Detai Order: 5 o1 NLmbes

2-D
3-¥Yendor Name
4 - Wendor Remit Hame

PO Number -
PO Dats: [ 77 |7 =l
Vendor Number -

Wendor Name

Include Current Liabilties :

Code Range Selection Individual Code Selection

coegoys [ | s [ [ [ [ [ [ [ [ [
vendarTie [ [ e[ [ [ [ [ [ [ [ [
e[ [ mwe[ [ [

Yr:2014 Dist:B6 Site:300 | 12/11/2013 5:03 AM
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You will need to supply some key account information on the Accounts tab (if not, you will have a report that is several hundred
pages):

2. Ifyou arein a centralized department-consider using function/goal combinations
3. Resource—consider using this information

£= Purchase Order Payment Trillctions (PORSUE) 86-NATOMAS UNIFIED QSS/0ASIS @@ui
File Options

HR? 2 2 When you have selected the criteria for your report you
will need to generate the report by selecting the “Submit

Main Selection | Son ® Accaunts |

e e N . Job” [} icon. Confirmation that you have generated
PR = SRCPEPA - EPFPRPETR e AR . .
the report will be this box:

22-2222-2-2222-2272-2222-2222-222-222

23-7723-3-3232-237-2222-3272-227-2722

22-2222-2-2222-222-2222-2272-222-222

23-7723-3-3232-237-2222-3272-227-2722

22-2222-2-2222-2272-2222-2222-222-222 -

23-7733-3-7233-223-2227-7272-227-222 ¥

Ll Led Ll Lef Lef Le] Lo

‘??f????f?f????f???f????f????f???f???‘:J

‘ - It is sometimes helpful to note this job number, or the
S sr s e a9 n o] time and date you generate the report.

L= = b= b= = e e e e e

¥r:2014 Dist:86 Site:0 | 12/16/2013 | 2:39 PM
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Sample Purchase Order reports:

Purchase order with history

JViewn2 . . 198151 Py - e E
| ite gpions

AT Y P -1 1 1 IPEIEES

156.181.224 254 PORT.

Ficnez - ¢ v

'b; #halsa e cE@@@ar oln s

20T 1147 AR

Paghail sl &3 [126]

x  aguEaED mosr  oooe

Pagesilines): 01 0611

AL 1141 A

Using the recommended settings, the Purchase Order reports show:

Purchase Order History:
1. Purchase order number
Date Purchase Order originated

3. Vendor number and name
4, Account number
5. Activity by purchase order line number

a. Encumbered (increased or decreased)
b. Payments

c. Date payment was entered

d. Date payment was made

Open Purchase Order report
1. Purchase order number
2. Vendor number and name

3. Total Purchase order amount to date (includes all increases

and decreases)
4. Status (most common):
a. 0O-Open,
b. P-Partial payment
c. F-Final payment
5. Liquidated: Total paid to date
6. Balance: Total balance of purchase order
7. Date purchase order originated
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Printing generated reports:

Once you have generated any report you will need to go to the “Print Manager (LSPOOL)” screen. Some reports generate much
slower than others, the budget report is one of the slowest reports. To ensure you are printing the latest report, you can make a
note of the Job Launched number as you generate reports.

The Print Manager (LSPOOL) screen provides information on the report(s) you have generated. The information inside the Print
Manager box references some of the common information provided.
8 pont ansger spostl_

s T
|' File Yiew Options Help=video
PxebFhnzas =20 @968

@ Print Fies Ismrhu:mml Local Priet Files | Session Hatory | Sarver Commands |

B i SDUSCHEA Ret. LK _|Slct AP | File # | Date/Time Jobe | Beg/End (Lin Report Tithe Program Tithe Program |User | Group | Account | PRile

ST I i 5 ;
A= Fred —ium apuen | |mecestowemsoar lroam [ [oas assusen [ens |

-0 Progran Tide
- Rt Tl ooa |a  |v|v |3s1313|13/873003 133eM 186001 |01 (5ET) Fanciition: RUDGET REPORT e an s Eamen [Fute

1.  Ret.: Shows a file folder on the file you will be printing or viewing

2. Slct: Allows you to select multiple files (in the example shown, 2 reports have been selected and are
highlighted green)

3.  Date/Time: this is an alternate way of knowing which is the most recent report

4. Job#: Found in the Job launched box after each report is generated

5. Beg/End (Lines): The first set of number indicates the number of pages in the report, the second set of
numbers indicates the number of lines in the report.

6.  Report Title: This field contains the name of the report (if you provided a name when generating the
report). When multiple users have the same log-on you can identify any report with your name.

7.  Program Title: The QSS Alpha-Numeric name of the report

8.  User: Initials of the person/site/department logged on when the report was generated

There are columns that are not described that are not really important for the purposes of printing reports. Feel
free to explore for an explanation of anything not contained in this document.

l Uses Preference Setting: Months to look back for print files set to 1 Months

YrRE014 Detsh Site0 6o W | /2014 203 PM |
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At this time you have several options:

> Print the report on paper
0 Click the printer icon
0 A new box will pop up, make sure the correct printer is selected, click on the printer icon in the new box—the report
will be sent to the printer and the file will be deleted.

r' 5 Print Report &Jq
Eile Options
HX+F = X
Print Prafile
Type: | @ Frivate (O Global Name : [P:Shery |
—Setas defauk Profe | Confirm the “Format File:” is:
Output Profile Settings
Piinter: [hp Lasen) et 1320 series UFD PCL 5 | PSILJET.PSIFMT.SYS
Format File: W =] If not, use the dropdown box to change to this
Copies: [T Vetical lne movement [10 +] information.
Fart : |EourierNew -
Fort Size : |4.5 ﬂ
Frint Orientation : |Landscape ﬂ
Top Margin : |.12 ﬂ
LeftMargin: [ 125 =l

Single Sezsion Options

Print Pages From: To:
(-

Page 14
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> Print the report to a PDF file
0 Click on the Create PDF icon i&
0 Click the button (#1) to select a location and name to save the file, then click Okay
0 This will bring you back to the screen above, click the gears to generate the PDF file—the original file will not be
deleted.

> Open the report in Microsoft Word
0 Click on the Microsoft button—will not delete the original file.
» Convert the report to an Excel file (not recommended)
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