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Overview
Infinite Visions® Budget Vision enables you to prepare your 
worksheets, budgets, and annual financial reports (AFR) and 
ultimately submit them to the Arizona Department of Education. It 
also enables you to prepare the Revenue Budget.
This chapter provides a brief review of what is new for this year, 
provides a checklist you can use to guide you through the process, 
and provide a quick reference to the budget amounts you need to 
enter manually.
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What’s New This Year?
The Budget Vision Draft is very close to what the Preliminary version 
looks like, so districts that used the Draft will have very few changes 
to make. The changes made from the Draft to the Preliminary are as 
follows: 

Changes to Draft Budget Vision to Comply With AG’s Forms

1. Removed the “DRAFT” stamp from all Worksheets, Budget Forms 
and Budget Vision screens. 

2. The Qwest lawsuit settlement required an addition to the budget 
and the General Budget Limit. A Function 5000 code was added 
to page 1 of 8 and line 9.(l) was added to Page 7 of 8. 

3. Decreased the Qualifying Tax Rate (QTR) from 1.6020 to 1.4622 
on Worksheet J, Footnote (3). 

4. Reduced the Additional Assistance for Charter Schools on Work-
sheet I, Line V.D.2 from $1,474.16 to $1,445.25 for K-8 and from 
$1,718.10 to $1,684.41 for 9-12. 

5. Returned shading on Current Year FTE, Current Year Total, and % 
Increase/Decrease Columns for Fund 071 “Structured English 
Immersion” on Supplement Page 3 of 3. 

6. Returned shading on Current Year Column on Page 6 of 8, for 
Fund 071 “Structured English Immersion". 

7. Returned shading on Summary Page 2 for Fund 071 “Structured 
English Immersion” in the Current Year, $ Increase (Decrease) 
from Current Year, and % Increase (Decrease) from Current Year 
columns. 

8. Added the ability to create ADE EXCEL files. This is a new fea-
ture; all files will now be created as Excel spreadsheets, using the 
AG spreadsheet templates, EXCEPT the School By School Deseg 
file, which will still be created in XML format. The file names 
should now be a bit easier to decipher, and will be as follows 
(where the CCTTDD will be replaced with the District's County/
Type/District number):

BVProposed_CCTTDD_2009ExpBud.xls
BVAdopted_CCTTDD_2009ExpBud.xls
BVRevised1_CCTTDD_2009ExpBud.xls
BVRevised2_CCTTDD_2009ExpBud.xls
BVRevised3_CCTTDD_2009ExpBud.xls
BVRevised4_CCTTDD_2009ExpBud.xls 
BVWrkshts_CCTTDD_2009Wrksht.xls
BVDesegDist_CCTTDD_2009DesegBud.xls
BVDesegSBS_CCTTDD_2009DesegBud.xml 
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IMPORTANT: When making the new Excel files, you MUST be 
working on a computer with internet access that has Microsoft Excel 
installed on it. If the computer seems to lock up during this process, 
wait for up to 5 minutes, then press the Ctrl Key while also pressing 
the Break key on your keyboard, then select "Continue". If ANYTHING 
else runs during this process, including a new email pop up message, 
screen saver, switching to other items on the taskbar/desktop, etc., 
Budget Vision will lock up. There should be NOTHING ELSE open 
while creating the new Excel files. A message has been added, before 
the files are created, which explains these instructions, so please 
review it carefully before proceeding. 
9. Updated Budget Page 7 with the AG's preliminary form changes, 

adding Line 7.b - Allowable Budget Increase for Title 8 Add-on for 
Children in Military Reservation Accommodation Schools. 

10. Worksheet S - Updated to match AG's preliminary form changes 
by removing Part I, Section E, added a new section to Part II, Line 
B.I-V, and added a new Part II, Line C.3. 

11. Removed Fund 685 - Deficiencies Correction - from Budget Page 
5 and from Summary Page 2. 

12. Added Function 5000 - Debt Service, Object 6800 - to Budget 
Page 1, Fund 001, Line 10, and to Summary Page 1. 

13. Changed all Current and Budget Year column headings to Current 
FY 2009 and Budget FY 2009 to match the AG’s forms. 

14. Shaded the Current Year FTE Columns, the Current Year Total 
Columns, and removed the Percent Increase/Decrease Columns 
on the School Desegregation Supplement, Pages 1-3. 
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Budget Vision Draft Changes Prior to Receipt of AG/ADE Forms
 

1. Updated the Classroom Site Fund Amount per weighted count 
from last year's amount of $401, to the new amount for FY 2009 of 
$390. 

2. Updated the Base Level Amount from $3,196.20 to $3,291.41. 
3. Approved Daily Route Miles FY 2008 State Support FY 2009 State 

Support.
4. Increased the Transportation Support Levels as follows (which is a 

2% increase from last year):

5. Decreased the Qualifying Tax Rate (QTR) from 1.6020 to 1.4622.
6. Added Current Year Totals for Funds 596 and 750 to Summary 

Page 2, “Other” line. 
7. Increased the Additional Assistance for Charter Schools on Work-

sheet I, Line V.D.2 to $1,474.16 from $1,445.25 for K-8 and to 
$1,718.10 from 1,684.41 for 9-12. These amounts were 
decreased back to the 2008 fiscal year amounts (see above), but 
may increase again before the legislature finishes .

Approved Daily Route Miles 
Per Student Transported

 FY 2008 State Support
Level Per Route Mile

FY 2009 State Support
Level Per Route Mile

0.5 or Less  $2.23 $2.27

More than 0.5 up to 1.0 $1.81 $1.85

More than 1.0 $2.23  $2.27
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Budget Vision Checklist
If you created your budgets and Worksheets with the Draft version 
and followed the Using the Budget Vision 2008-09 Draft manual, it 
is not necessary to follow this checklist, except for steps 1 
and 12-16.

In order to run Budget Vision, you need to install either 
Microsoft Access 2000 or Runtime 2000. If you started using 
this year’s version with the Draft, skip this checklist and use the 
Draft version instructions, as detailed in Chapter 5.

Step Description Page

 1. Download the Budget Vision file from the web 12

The Budget Vision 2008-09 program is being distributed primarily via 
the Infinite Visions web site. Locate the Budget Vision 2008-09 link, 
download the BV0809.exe file to your hard drive, and double-click to 
install.

 2. Attach the data files 15

Budget Vision 2008-09 will attach to either a PROJ0809.mdb or a 
GLAP0809.mdb data file. 

 3. Update all calculations 115

Be sure to Update All Calculations after assigning cell numbers.
For Enterprise Users: First Synchronize and then update all 
calculations.

 4. Review and update Global Information 19

Update the description area to identify the data file as your new
2008-09 budget file. Change the years to 2006-07, 2007-08 and 
2008-09. 

 5. Verify Support Level information 21

Click Support Levels and review the Teacher Compensation and the 
Career Ladder or OPIP information. Change if necessary.

 6. Update Support Levels and Worksheet Factors 21

From the Budget Vision main menu, select Support Levels. At the 
bottom of the Support Levels screen, select Factor Adjustments 
Page 1. Click the Reset button to initially set the new factors and 
support levels.
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 7. Download ADE information from their web site 25

Connect to the ADE web site via the Internet at the following address:
http://www.ade.az.gov/schoolfinance/Forms/Budgets/

 8. Review and import the downloaded ADE information 25

Use the Import Budget Worksheet Counts from ADE utility to import the 
downloaded information into Budget Vision.

 9. Review Budget Worksheets A-J 27

Verify the imported ADE information (in the green boxes) and fill in or 
change the remaining fields as appropriate. After importing if you find a 
discrepancy, or if you do not import, fill in or change all pertaining fields.

 10. Complete the remaining worksheets 34

Complete the remaining worksheets K-S, as required for your district, 
and Budget pages 8 and 8.

 11. Verify or change budget column headings 48

Click the Accounts Data Budgeting button located on the main menu. 
Click the Column Headings button and verify or change the headings to 
identify the columns as appropriate for the 
 fiscal year. Click the Account Level Budgeting button and verify budget 
information is in the appropriate columns. Do not start inputting any 
new budget amounts until you have these figures in the correct 
columns. If not, close and correct it. Use the Copy Budget procedure, 
the Import Budget Figures from Projection procedure, or manually 
change the data to get it accurate.

 12. Review the District Budget for accuracy -

After your budget has been entered, click the Budget Work Area. 
Review the District Budget for accuracy before allocating to the 
schools. Review the list of pages that need manual entry. See “Manu-
ally Entering Budget Amounts” on page 8.

 13. Create summary pages and Truth in Taxation 85

Once you are sure the budget is accurate, finish by creating the 
summary pages, the Truth in Taxation worksheet and hearing notice.

 14. Finalize the data and print forms 91

Review all forms and worksheets to ensure their accuracy. Print all 
forms and worksheets.

Step Description Page
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 15. Make sure file is going to Proposed Budget 
column

57

If using the WorkingBudget or PP3 column to input amounts for the 
proposed budget, you will need to copy it to the PP2Budget column 
since that is what will be sent to ADE when the files are created.

 16. Send files to ADE 133

See Chapter 7 for information about sending files to ADE.

Step Description Page
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Manually Entering Budget Amounts
After your budget has been entered in the Accounts Data area, click 
the Budget Work Area (located on the main menu). 

District Budget Pages
The following District Budget pages need manual data entry.

Budget Page What to Enter

Budget Cover Page Proposed, Adopted, Revised Dates. 
Items 1, 2, and 3.

Budget Page 2 of 8 Everything except Utilities, Tuition Out 
Debt Service, Audit Services, and 
Rapid Decline information.

Budget Page 3 of 8 Other/Interest, Lines 13, 26, 39, and 
Footnote 1.

Budget Page 4 of 8 Line 1 and Footnotes 3, 4, and 5.

Budget Page 6 of 8 Description/Fund number for “Other 
Funds”, line 38.
Description/Fund number for Internal 
Service Fund, lines 1 and 3.
Instructional Improvement Fund 020, 
Budget and Current Year columns. 
Footnote 4.

Budget Page 8 of 8 CSF Detail under Section C. Click the 
Enter CSF Detail button to enter data. 
Line 5 data must be entered in the 
Total column. Funds 011, 012, and 
013 columns will automatically 
calculate.

Desegregation 
Supplement Cover Page

Enter Number of Individual School 
Budgets.

Desegregation 
Supplement Page 2

Everything below Footnote 1.

Truth in Taxation 
Worksheet

Review and enter amounts as 
required.

Truth in Taxation Hearing 
Notice

Enter Property Tax Increase, Date, 
Time, and Location.
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School Desegregation Supplement Budget Pages 
The following School Budget Pages need manual data entry.

Budget Page What to Enter

School Desegregation 
Supplement Page 2 of 3

Desegregation Revenues.
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Implementing Budget Vision
This chapter describes the following Budget Vision tasks:

Installing the software
Reviewing the file structure
Starting Budget Vision
Attaching the data
Reviewing the main menu
Identifying global information
Completing the support level worksheet
Downloading data from ADE
Calculating budget limits
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Installing the Software

The Budget Vision 2008-09 program is being distributed primarily via 
the Infinite Visions web site. Locate the Budget Vision 2008-09 link 
and download the BV0809.exe file to your hard drive.

1. Double-click BV0809.exe. The system displays the following 
message.

2. Click Yes to continue. The system then displays the following 
screen.

3. Type the password provided by WMG, and then click OK.

Passwords are case-sensitive, so type the password 
exactly as shown on the release E-mail.

4. The system proceeds with the installation process, displaying 
screens where you can select the location for the files it will install, 
and so on. Answer the prompts as appropriate for your system.
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Reviewing the File Structure

Your Budget Vision system consists of two sets of files:

Program Files
Data Files

Program Files
When you run the setup process, the files are automatically placed in 
the Program Files folder in a sub folder called Visions on the C: drive 
of each workstation.

1. C:\
Program Files
Visions folder

FRMS0809.MDE (Budget Vision)

BVREPG2000.MDE (Budget Vision Report Generator
2000)

TABLES.MDB (Database storing location of data
files)

CHECKD97.MDE (Checkup utility used to repair and 
compact databases)

The program files that are installed provide the instructions on how to 
display screens and the functions used to manipulate your data. 

Data Files
The installation program does not create the folders/sub folders 
needed to store your data. You need to create a file structure 
consisting of a main folder called VDATA for the data files, and sub 
folders named for each fiscal year.
The Budget Vision data file should be located in a directory (folder) 
named VDATA. 

1. C:\
 VDATA folder
 FY0809 folder

GLAP0809.MDB

In a single-user setting these folders would be set up on the C: drive. 
Network configurations require the use of a different drive mapping 
(such as V: or S: to the single set of data files located on the file 
server.
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Before You Begin Budget Vision

Budget Vision 2008-09 will attach to either a PROJ0809.mdb or a 
GLAP0809.mdb data file. If you will be importing from a projection file, 
you must attach the projection file to the new 2008-09 program. 

SQL Accounting Users (including Enterprise)
If you created a projection file (PROJ0809.MDB), rename it to 
GLAP0809 and attach to it. If a projection file was not made, make a 
copy of the GLAP0708.MDB, rename it GLAP0809.MDB and 
attach to it.

For Access Accounting Users
If you have not gone through the rollover procedures in General 
Ledger and created a new year GLAP0809.MDB, do so. The rollover 
procedure will automatically copy the budget information to the 
appropriate columns. Review the Budget Rollover Process (at the end 
of this document and also in the Fiscal Year Rollover 2008-09 user 
guide, pages 14 and 15).

Since many users rename the budget columns, this update 
references the system names for clarification. You can locate 
system names by clicking on the Column Headings in Accounts 
Data Budgeting under Utilities or refer to the illustration of the 
Budget Rollover Process on the last page of this document
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Starting Budget Vision

Depending on how your system is set up, start Budget Vision by 
either:

Selecting Start|Programs|Visions|Budget Vision 2008-09
Double-clicking the Budget Vision 2008-09 icon in the Visions 
program group.

When you start the program, the system displays the sign-on screen.

Attaching the Database

Always check the Current Database field. If it displays the correct path 
to your current database, you can simply click Start to start Budget 
Vision.
If the field displays PLEASE\REATTACH\GLAP… or an incorrect path 
and file name, you need to attach your GLAP file. Click  to the right 
of the Current Database field. The system displays the following 
screen.
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1. In the Description field, type a description for the data (for 
Example, FY0809).

2. Click Set GL to navigate to the correct GLAP database file for the 
year you are using. On a stand-alone workstation, a typical path 
would be C:\VDATA\FY0809\GLAP0809.MDB.

3. Click Select (to the left of the Description field). The system 
displays the path you selected in the GL Path field.

4. Verify that the path to the data file is correct. If so, click OK to 
attach to the data file. When the system completes the attachment 
process, it displays the Budget Vision main menu.

If you are not attached to the proper budget data file, any 
work you do could be lost. Make sure to verify which data 
file you are attached to.

Due to changes in the USFR Chart of Accounts this year, all cells will 
be cleared and need to be reassigned the first time attaching to 
either the regular or Draft versions of Budget Vision 2007-08. The 
option to Skip non-compliant zero balance accounts in the Assign 
Cells screen has been revised to work without checking balances on 
some of the earliest PY columns. This feature should help in 
assigning account codes more quickly. 
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Reviewing the Main Menu

The Budget Vision main menu provides access to all of your Budget 
Vision functions.

Global Information Enables you to display the Global Information 
screen, which is where you set up some of 
your basic defaults and select the budget 
figures to display.

Support Levels Enables you to display the Support Levels and 
Factor Adjustment screens. 

Budget Limit 
Worksheets

Enables you to display the Budget Limit 
Worksheets Area, where you enter the basic 
criteria to calculate budget limits.

Budget Forms Enables you to access the Budget Forms 
Work Area, including budget forms and 
school-by-school desegregation supplement 
forms.

Reports Enables you to print copies of budget limit 
worksheets, growth forms, and budget forms.

Generate Legal 
Budget File

Enables you to create the .xml files to be sent 
to the Arizona Department of Education 
(ADE).

Utilities Enables you to run a number of special 
utilities.
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Accounts Data 
Budgeting

Enables you to perform budgeting operations 
on individual accounts, add account detail, 
customize budget column headings, and 
prepare a county budget file.
Since you can rename the budget columns, 
this manual references the system names of 
the columns for clarification purposes. You can 
locate system names by clicking on the 
Column Headings in Accounts Data 
Budgeting.
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Identifying Global Information

Use the Global Information screen to perform the following tasks:

Set up necessary district information
Designate budget years
Select the type of budget figures to display
Select the type of budget worksheet factors to display

To set up your global information, select the Global Information option 
in the Budget Vision main menu. The system displays the following 
screen.

Setting Up District Information

1. In the Description field, type a label that accurately describes the 
data you are working on. The description is displayed on 
worksheet screens for easy identification of data. For example, if 
you have Actual selected as the type of Budget Worksheet factors 
to display, you might want to enter FY0809 Adopted in the 
Description field. Or, if you have Projection selected, you might 
want to enter FY0809 Projection in the Description field.

2. In the Name of the District field, type the name of your district. The 
name you type here will be printed in the appropriate area on all 
worksheets and forms.

3. In the Name of County field, type the name of your county.
4. In the appropriate fields, enter the County No., District Type, and 

District No.
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The system uses the district type in setting the appropriate 
factors used in calculations.

5. Enter the Prior Year, Current Year, and Budget Year fields. Make 
sure that you label these fields correctly. The system uses these 
fields to print the correct years on all forms and screens.

6. Enter the Contact Name, Contact Phone, and Contact Email fields 
of the individual who is the primary contact for the budget.

7. Use the drop-down list to choose the type of budget figures you 
want to display. The default is Working, which displays the 
Working Budget column figures in all the budget columns in the 
program screens and in the printed budget worksheets.

8. Use the next drop-down list to select the type of budget worksheet 
and factors you want to display. The default is Actual. (You could 
also choose Projected).

9. In the Current Path field, review the path to be certain it is correct.

If you are using SQL Server for your database, use the 
SQL Database field to connect to your SQL database. 

Click the  button to navigate to your SQL database.

If you select a SQL Server database, the system also 
displays additional fields for you to indicate whether you 
are using 2.x or Enterprise Edition Infinite Visions software. 
Choose the version of the software you are using by 
clicking next to it.

10. To exit the screen, click Close.

Make sure your County|Type|District numbers are correct. These 
numbers will be used for sending electronic files to ADE at a later date.

These fields must be updated at the beginning of each fiscal year.

Remember: Each time you exit Budget Vision and come back in, 
this field re-sets to Working.
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Completing the Support Level Screen
The Support Level area enables you to adjust amounts pertaining to 
the base support level for Career Ladder, or OPIP. To work with 
Support Levels, select the Support Levels option from the Budget 
Vision main menu. The system displays the following screen with the 
budget year base level amount including Teacher Compensation but 
not Career Ladder or OPIP.

Adjusting Base Level Amount

1. To make adjustments to the base level, choose whether you want 
to use a Fixed $ (dollar) amount or a percentage (%) to increase 
the base level. 

2. The system defaults to Yes for Teacher Compensation. If your 
district does not plan to participate in Teacher Compensation 
during the budget year, click No to exclude this adjustment 
amount. 

3. If your district plans to participate in Career Ladder or OPIP during 
the budget year, click Yes and enter the percentage. The system 
default is No. If you click Yes and enter a percentage, the system 
will calculate appropriate budget year amounts based on the 
percentage you enter.

Fixed $ If you choose to adjust the base level amount by 
a fixed dollar amount, the system displays a field 
where you can enter that dollar amount.

% If you choose to adjust the base level amount by 
a percentage, the system displays a field where 
you can enter the percentage adjustment.
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Factor Adjustment
The buttons 1 through 4 in the bottom right corner under Factor 
Adjustment take you to four input screens that recalculate all other 
support levels. These levels are preset when the Draft program is 
released at the ADE amounts for the budget year.

This screen also provides a number of buttons you can use to perform 
special functions.

Change these screens only for projecting future possibilities. If 
you are creating projections, see Making Projection 
Adjustments on page 23.

Projection Click Projection to open the percent field for 
entry. You can enter a percentage to use with the 
Apply Growth function. 

Apply 
Growth

Clicking this button puts the new projection 
percentage amount in the New Amount column 
for sections marked Yes to Apply Rate?.

All Yes Sets all of the Apply Rate? fields to Yes, applies 
the new rate to all factors (screens 1 through 4) 
and copies the revised amount to the Amount 
Used column when the Apply Growth function is 
selected.

All No Sets all of the Apply Rate? fields to No. The 
Amount Used columns display the current 
budget year figures.

Reset Click Reset to reset the amounts to current 
budget limits.
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You can project multiple percentage increases, and the increases will 
be counted each time you click the Apply Growth button. The number 
of projections you created displays in the field under the projection 
button.
If you do not want percentage projections, change the Apply Rate? to 
No and type over the amount displayed in the Amount Used column.
To remove projections, click Reset. All amounts will be set back to the 
original factor amounts for the budget year.

Making Worksheet Projection Adjustments
To make projection adjustments, use the following process:

1. Set your files to Projection mode so no actual budget data is 
calculated incorrectly. To do this, go to the Global Information 
button on the main menu. 

2. In the Select Type of Budget Figures to Display field, use the drop-
down list to select the PP2Budget or PP3Budget column that you 
named Projection. 

3. In the Select Type of Budget Worksheet/Factors to Display field, 
use the drop-down list to select Projection if you are changing any 
worksheet factors. 

4. Change the Prior, Current and Budget Years for the appropriate 
projected budget year. Change the description to something 
appropriate for projections. 

5. Exit the Global Information screen.

To change Base Support Level:
The Base Support Level can be changed using a percentage factor or 
a fixed dollar amount. 

1. Click the Support Levels button on the main menu. 

2. Select either Fixed$ or % and enter the appropriate amount or 
percentage in the fields provided. 

3. Click Yes or No for Teacher Compensation. 
4. Click Yes or No for Career Ladder/OPIP and enter the percentage, 

if appropriate. This will calculate a New Base Support Level.

To adjust the worksheet factors:
To adjust the worksheet factors for the transportation route mile level, 
CORL, SCA or PL 103-382 administrative cost, click the Factor 
Adjustment buttons 1-4 while still in the Base Support Level screen. 

1. If using a percentage factor, click the Projection button. A 
message will appear:
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2. Click OK, the system displays the following message;

3. Click OK. The field will open and allow data entry. 
4. Enter a percentage. 
The All Yes or All No buttons refer to the Apply Rate? column, which 
has a default setting of All No.
5. Click Apply Growth and the percentage adjustment will appear in 

the New Amount column. A counter is displayed under Projection 
to track the number of times the Apply Growth has been used.

6. Review New Amounts and click the Yes flag in the Apply Rate? 
column for the new amounts to appear in the Amount Used 
column.

The Amount Used column can also be manually adjusted 
by typing over the existing figures, but Apply Rate? must 
be set to No.

The Reset button can be used at any time to return all 
factors back to original budget year limits.

Once adjustments have been completed, close the screen.
To edit other worksheet factors without a password, select Projection 
in the Select Type of Budget Worksheet/Factors to Display field on the 
Global Information screen. 

1. Click Utilities. 

2. Click Edit Worksheet Factors. 
3. Click Edit. Make changes as needed and Close to main menu.

If at any time the original ADE factors are needed back, 
click the Restore Defaults.

To enter projection budget by account code, click Accounts Data 
Budgeting. 

1. Click Account Budgeting. 



25

Implementing Budget Vision  

2. Click the drop down arrow for the default WorkingBudget column 
and select the projection column as selected in the Global 
Information screen. Enter changes as needed.

All projection changes will remain intact in the projection 
mode until Actual is selected in the Global Information 
screen, or until you exit the Budget Vision program.

If after exiting the program you want to return to working on 
projection data, Projection must first be selected in the 
Global Information screen. 

Downloading Worksheet Counts from ADE
Budget Vision provides utilities to import downloaded budget 
worksheet counts from the ADE web site for use with Budget Vision. 
See Chapter 6, Utilities, for information about downloading and 
importing worksheet counts.
Before importing the worksheet counts you downloaded from the ADE 
web site into Budget Vision:

In the Budget Vision main menu, select the Global Information 
option.
In the User Setup screen, verify that your County, District Type, 
and District Number are correct. This is the information needed for 
the system to pull the specific data for your district from the file 
downloaded from ADE. Click Close.
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Setting Budget Limits

The next step in calculating budget limits is to access the Budget Limit 
Worksheets Area, where you can access all the input screens for cal-
culating the budget limits.
To access the Budget Limit Worksheets Area, select the Budget Limit 
Worksheets option from the Budget Vision main menu. The system 
displays the following screen.

Click Budget Worksheets A through J to access the first input screen.
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Completing Budget Worksheet A–J, Screen 1

This is the first of five input screens for Worksheets A–J. You can use 
the numbered buttons at the bottom of the screen, the Page Up/Page 
Down keys, or the scroll bar to change screens.
This screen also provides the following buttons.
Acct Data Click Acct Data to access the screens for entering 

budget information at the account level and detail 
account level. See Chapter 3 for information about 
using these screens.

Restore Defaults Restores projected worksheet data to actual budget 
year data.
Displays a calculator you can use for quick 
calculations.

Note Opens a note window you can use for entering 
personal notations for any of the worksheets or 
forms.

Update Calculates and updates the budget after you enter 
or change information.
Calculations automatically occur when you close 
the screen or print a worksheet.
Displays the Budget Worksheet print menu.

Close Closes the Budget Worksheet A-J screen and 
returns to the Budget Limit Worksheets Area menu.

Support Levels Accesses the Support Levels & Factor Adjustment 
area. See page 21 for information about these 
screens.

Charter ADM Click to access Screen 5 of the worksheets, for 
districts that sponsor a charter school. See page 34 
for information.

The circled fields, shown 
here, are some of the fields 
that you can import if you 
perform the import process. 
So that you can locate them 
easily, these fields have a 
green background in Budget 
Vision. These fields can also 
be modified.
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The program automatically calculates all the Budget Worksheet 
pages. You need to enter the following information on the first Budget 
Worksheet screen.

Choose Yes or No if the district is isolated for K-8 or 9-12
Enter the student count used to calculate current year base 
support level

If any of the 2007-08 student counts are from the Rapid 
Decline worksheet:
Click the A button. The system displays the following screen.

Make sure, if you are entering data into this screen that you enter All 
actual student counts to ensure that the data goes to Worksheet H 
correctly.

The 2007-08 ADM information can be imported from ADE if you 
perform the import procedure. See “Importing Budget Work-
sheet Counts from ADE into Budget Vision” on page 120.
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Completing Budget Worksheet A–J, Screen 2
Use this screen to enter student count add-ons, approved increases 
for Career Ladder, and any increase for audit amounts. You also use 
this screen to indicate any decreases for charter schools for 
nonparticipation.

In the upper left corner of the screen, under the heading BWS Data 
(Budget Worksheets), you will see the information entered in the User 
Setup screen:

Description (Budget 2008-09)
Type of Budget Figures (WorkingBudget)
Type of budget factors (Actual File is Shown)

If your district qualifies for either tuition loss adjustment or student 
revenue loss phase down, double-click on the gray amount fields to 
access the input screens.

Most of the information on this screen can be imported from 
ADE. Those fields are shaded green.
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To indicate Tuition Loss Adjustment:
Double-click the Tuition Loss Adjustment field to display the following 
screen.

Fill out the fields as appropriate and click Close to return to the Budget 
Worksheet screen.
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To indicate Student Revenue Loss Phase Down:
Double-click the Student Revenue Loss Phase Down field to display 
the following screen.

Make the appropriate selections, and then click Close to return to the 
Budget Worksheets.
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Completing Budget Worksheet A–J, Screen 3
Use this worksheet screen to enter transportation information. This 
information comes from the district’s transportation route reports filed 
with the state and is available on the ADE web site.
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Completing Budget Worksheet A–J, Screen 4

1. Enter information in the fields as appropriate for your district.

2. Scroll down or click the 5 button to go to the last screen.
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Completing Budget Worksheet A–J, Screen 5
This worksheet screen provides information about Charter School 
Student Count.

Updating Budget Information
After you have entered all the information appropriate for your district 
and/or verified the ADE import, click the Update button to have the 
system calculate the budget worksheet pages so that you can review 

the changes. Otherwise, calculation will occur when you click the  
button or when you click the Close button.
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Completing Worksheets K – S
Your district may be eligible to use Worksheets K through S, displayed 
on the right side of the Budget Limit Worksheets Area screen.

The worksheets on the right side of the menu all have a similar format, 
and only one is described here, since the procedure is basically the 
same for each, and worksheets are subject to changes, additions, and 
deletions.
Complete all worksheets as required. Click the appropriate button to 
access a worksheet.
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To complete Work Sheet N:
The following is a sample of the Worksheet for Computing the Energy 
Reduction Adjustments and Excess Utility Costs for Fiscal Year 
2008-09.

The screen displays the whole worksheet (scroll down to see the 
rest). 
At the bottom of some worksheets, you have the option of using either 
the calculated amount (Full) or setting a user amount (User Set). If 
you choose to use a lesser amount than what is allowed, click the 
User Set button and enter the dollar amount in the field to the right. 
Once you enter an amount, it will remain changed. If, after entering an 
amount, you want to return to the full amount, click the Full button and 
it will automatically fill in the field and update corresponding 
worksheets.

1. Enter all necessary information and then click Update on the 
toolbar. You need to update after any changes, to view the new 
calculations on the screen. Calculations automatically occur upon 
closing the screen or printing the worksheet.

All calculated fields from your budget worksheets will be 
carried forward to the appropriate form. 

2. Click  to close the worksheet and return to the Budget Limit 
Worksheets Area.
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Completing General Budget Limit – Budget Page 7
To complete the calculation of the General Budget Limit, you need to 
complete Page 7 of the official budget. 
Select the Budget Page 7 option from the Budget Limit Worksheet 
Area menu. The system displays the following screen.

This area has five screens. Click the buttons at the bottom of the 
screen, Page Up/Page Down, or scroll to move from screen to screen.

All amounts carried forward from various worksheets have been 
distributed to the most appropriate fund. However, if you wish to 
distribute a portion to another fund within the General Budget Limit, do 
so by entering an amount in the applicable column (provided the cell 
is white, which means it is legal to do so). These amounts cannot be 
negative. The difference is automatically calculated and distributed in 
the Other column.
Enter any additional amounts in the first column of the input screen 
and distribute to M&O or Capital Outlay as applicable.

The Revenue Control Limit (RCL) and Capital Outlay Revenue 
Limit (CORL) amounts will be carried forward to Budget Page 7 
of 8 and are displayed in blue.
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Completing the General Budget Limit, Screen 2:

Completing the General Budget Limit, Screen 3:
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Completing the General Budget Limit, Screen 4:

Completing the General Budget Limit, Screen 5:
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Completing Unrestricted Capital Budget Limit – Budget Page 8
To complete the calculation, you need to complete Page 8 of the 
official budget. To access this screen, select the Budget Limit 
Worksheets option from the main menu. When the system displays 
the Budget Limit Worksheets Area, select the Budget Page 8 option. 
The system displays the following screen.

1. Complete this page as appropriate for your district. (Some of 
these numbers will be imported.)

2. Scroll down to display the rest of the form.The system displays the 
following screen.
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3. Click the Enter CSF Detail button. The system displays this 
screen.

4. Enter information as appropriate for your district. To view the 
results of your input, click Calculate.
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Student Growth Count
If your district experiences an increase in ADM on either the 40th or 
100th day count, it is eligible to increase the RCL for Growth. To find 
out if you qualify, complete the Student Growth worksheets. (Do not 
complete for Budget Adoption or Proposed Budget.)
To access this screen, select the Budget Limit Worksheets option from 
the main menu. When the system displays the Budget Limit 
Worksheets Area, select the Formula for Growth in Student Count 
option. The system displays the following screen.

1. The prior year ADM figures, TEI, and BSL amounts automatically 
display in the fields. To determine if the district qualifies for growth, 
enter either the 40th or 100th day ADM.

2. A message displays under District Growth Status if the district 
qualifies.

3. Go to the second screen and enter the amounts on the 
appropriate lines. The system imports the information on screen 3 
from Worksheet A through J’s screen 2.
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Student Growth Count, Screen 2

Student Growth Count, Screen 3

4. Click the Update button and the total amount available for growth 
displays in the gray field under Total Growth Amount, and is 
displayed on Budget Page 7.
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Printing Worksheets

You can print worksheets from any of the worksheets or from the 
Reports menu. 
While you are working with the worksheets, print a worksheet by 

clicking either  or Print Menu to display the following screen. 

1. To print just one or several worksheets, click the box to the left of 
the page you want to print.

To print all of the worksheets under the heading, click the X 
to select them all.

Any page can be “previewed” before printing by clicking on 
the actual worksheet/page name button.

2. Click Send Marked Pages to Printer to print the selected pages.

If you have trouble with 
forms printing, change the 
default paper size to legal 
on the printer.
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The Budget Vision module provides a budgeting capability for you 
to enter and maintain budget data. Using this feature you can:

Maintain budget information for up to five previous years
Develop and maintain up to two projection/proposed budgets
Make revisions to the budget journal
Import salary information from Payroll 
Customize the columns in your budget display 

Some of these options are not available if you are an IVEE 
Accounting user. Those that are grayed out are functions that 
must be completed in IVEE.
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Reviewing the Budgeting Menu

Use this option to:
Account Level 
Budgeting

Enter budget amounts and view year-to-date 
transaction amounts. 

Budget Detail Work with budget detail. 
Positions Import and maintain position budget information 

from Payroll.
Adjusting Entry Make adjusting entries in the adopted budget 

journal.
Single Sided Entry Make single-sided entries in the adopted budget 

journal.
View Transactions View budget journal transactions.
Column Headings Customize the column headings in the budget.
Column 
Maintenance

Reset amounts to zero or delete detail records by 
budget column.

Copy Budget Copy budget information from one column to 
another.

Update YTD 
Transactions

Copy detail from a prior year’s database to the 
detail in the current database.

County Budget File Create a file for sending the adopted budget to 
the county, if appropriate.

Add/Edit Accounts Access the screen where you can add or edit 
account codes.
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Entering Budget Information
You can use the Account Level Budgeting screen to enter your 
working budget amounts, detailed account activity, and view year-to-
date transaction amounts. You can maintain up to five years of prior 
budgets and up to two proposed/projection budgets, in addition to a 
Working, an Adopted, and a GL budget. You can select which 
columns you want to display.
To work with account-level budget information, click Account Level 
Budgeting. The system displays the following screen.

Sorting the Accounts
1. Use the question marks (?) mask to filter the accounts you want to 

work with. Click Select to display your selection. Click Reset to 
clear your filtered selection.

2. You can use the A-Z or Z-A buttons to change a sort. Click in the 
field you want to sort and click one of the buttons. This function 
sorts the field in either ascending or descending order. For 
example, clicking in the Description field and then clicking the A-Z 
button alphabetizes the account codes by description.
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Selecting the Columns to Display
Use the drop-down lists at the top of each of the budget columns to 
select which column you want to display or work with. You can display 
any of the following columns:

You can only edit the column displayed at the right, although you can 
use the drop-down list to display any column you need. The Adopted 
column cannot be edited.
The columns you select for display will reset to CurrentBal, Adopted, 
and WorkingBudget when you exit the screen, unless you have 
selected a different column in Global Information under Select Type of 
Budget Figures to Display. That column will be the right most column 
shown until you exit Budget Vision.

System Name Default Name

PY5Budget Prior Year-5

PY4Budget Prior Year-4

PY3Budget Prior Year-3

PY2Budget Prior Year-2

CurrentBal Prior Year

Adopted Adopted

WorkingBudget Working

PP2Budget Proposed 

PP3Budget Projection

Budget GL Budget

You can also customize the default column names by using the 
Column Headings utility. See page 56 for information. This manual 
uses the system column names for uniform identification.
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Displaying All the Columns
To display all budget columns in datasheet view, click . The 
system displays the following screen.

Scrolling to the right enables you to view the cell numbers assigned to 
each account code, as shown in the following screen.

Click  to return to the Account Level Budgeting screen.
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Adding Budget Detail
In addition to viewing activity by budget account level, you can 
perform detailed budgeting by double-clicking on the account number. 
You can also reach the detail level budgeting screen by selecting the 
Budget Detail option on the Accounts Data Budgeting screen. 

Adding Detail Records
1. Click Add Record. The system displays a new line for you to enter 

detail information. 

2. Continue adding lines and entering detail until you have 
completed the detail for the account.

3. Click Update. The program automatically updates your account 
level budget lines and the totals.

Accounts that have detail records display the word Detail under 
the FTE column in the Account Level Budgeting screen. 
Accounts with detail must be edited at the detail level.
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Transferring Detail 
You can transfer a detail record from the current account code to a 
new account code. When you transfer detail, the system keeps the 
position and old account number, but zeros out the FTE and Amount 
fields.

1. Click the description of the record you want to transfer.

2. Click Transfer to Different Account Code. The system displays a 
screen where you can select the account code to where you want 
to transfer. Click Transfer in that screen to transfer the detail.

Displaying Position Information
If you have imported position information, you can display the Position 
Control Budgeting screen by clicking the Position button. See page 52 
for additional information about importing salary information.

Deleting a Detail Record
Prior years and Adopted columns must be zero for the record to be 
deleted.

1. Click the line to be deleted.

2. Click Delete Record. The system displays a message to confirm 
the deletion.
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Importing Position Information
If you are an Infinite Visions Accounting user, this utility enables you to 
import position pay information as detail so that you can include it in 
the budgeting process. Position amounts display in the budget as 
"detail."
This utility also provides the ability to revise the amounts, add new 
positions and amounts, duplicate positions, and run a report 
comparing payroll to the budgeted amounts. 
To import position information, select the Positions option from the 
Budgeting screen. The system displays the following screen.

To import position information from payroll, click Import Positions. If 
this is the first time you have performed the import process, the 
system prompts you to browse and locate the payroll file to import. If 
you have already imported a payroll file, the system displays a 
message telling you what payroll file was previously used and asks if it 
is the same one you want to use. The system gives you the option to 
import from a different file.
The system then displays the following screen.
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Selecting the Positions to Import

1. Select the Position Type(s) to import.

2. Click the Select option to the right to select the type of information 
you want to import.

3. Click Import Positions. The system imports the position 
information you selected and redisplays the Position Control 
Budgeting Screen. Position amounts import into the Working 
column.
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Revising Position Amounts

1. Use the LookUp field to select the position you want to change. 
You can display the list of positions by number or by description.

2. When the screen displays the record you want to work with, click 
Edit.

3. Make the revisions you want (including FTE and contract amount). 
You can also click Funding to work with the position's pay sources.

Adding a Position
To add a position, click Add in the Position Control Budgeting screen. 
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1. In the Position Description field, type a brief description of the 
position. After you add the description, the system assigns a posi-
tion number to the new position.

2. Select the position type, and type the FTE amount and contract 
amount.

3. Click Funding to set up the funding for the position. The system 
displays the following screen.

4. Select the appropriate account. The FTE and Amount are carried 
over to this screen from the previous screen.

5. When you have completed the pay source information, click . 
The system redisplays the Position Control Budgeting screen.

Duplicating a Position
1. Use the LookUp field to select the position you want to duplicate.

2. Click Duplicate. The system displays the following message.

3. Type the number of times you want the current position 
duplicated.

4. Click OK.
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Using the Accounts Data Budgeting Utilities
The system provides four different utilities you can use as you work 
with your budget.

Customizing Column Headings
You can use this utility to customize the column headings in your 
budget display and reports. 

For example, you could change Prior Year to 2007-08, Prior Year-2 to 
2006-07, etc. The column headings you define here display in the 
drop-down lists and display for that column and on budget reports.
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Performing Column Maintenance
Use this utility when you want to delete the amounts in a budget 
column. For example, you may decide you do not like your Proposed 
2 Budget and want to start over. You can use the Column 
Maintenance utility to zero out budget and FTE amounts and delete 
any detail records so that you can start over.
The Adopted is not listed. If you want to zero out the Adopted, you 
must copy a different column that is zeroed out to the Adopted 
column.

1. Use the drop-down list to select the budget column you want to 
work with.

2. Select whether you want to Zero Budget and FTE Amounts, 
Delete All Detail Records, and/or Delete Position Detail Records.

3. Click Update.

Copying Budget Amounts
You can use the Copy Budget utility to copy budgets from one column 
to another. 

1. In the Copy From field, use the drop-down list to select the column 
you want to copy from.
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2. If you want to increase or decrease the amounts copied by a 
factor, type the factor in the Factor field. The default (1) copies the 
selected column unchanged.

3. In the Copy To field, use the drop-down list to select the column 
you want to copy to. 

If the column you are copying to is the Adopted Budget, 
the system enables you to select whether you want to 
create an adjusting entry or replace the adopted budget 
and clear the journal with a new beginning balance entry 
created.

4. Click Copy. The system displays the following message when the 
copy process is complete.

5. Click OK.

Updating YTD Transactions
If you are an Infinite Visions Accounting user, you can use this utility to 
copy transaction detail from a prior year database into the current year 
database.

1. Use the drop-down list to select the column you want to update.

2. Click Browse.
3. When the system displays the Find File screen, navigate to the 

database from which you want to import data.
4. Click OK.



59

Account Level Budgeting  

Creating a File for the County
You can use this option to create a file of the Adopted budget column 
to send to the county.
When you choose the County Budget File option from the Accounts 
Data Budgeting menu, the system displays the following screen:

1. Type the path to the location where you want the file placed.

2. Click OK.

Adding Account Elements
If you need to add new elements to your chart of accounts, you can do 
so through the Add/Edit Accounts screen OR the Account Level 
Budgeting Screen.
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1. To add new account elements, click the gray button to the left of 
the element you want to add (example Fund, Program, Function, 
Object, or Unit). The system displays the screen where you can 
add a new element. For example, if you want to add a new fund, 
click the gray button to the left of Fund. The system displays the 
following screen.

2. Click New. The system redisplays the screen with a blank line so 
you can add the new fund and description.

3. Click Close when you have added the new element.
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Adding or Editing an Account
To add a new account, click Add/Edit Accounts. The system displays 
the Add Accounts screen.

1. In the Account Code Element fields, select the element you want 
to add. You can select values in either of two ways:

You can type the appropriate value in each of the Value fields.
You can click in an element's Value field, and the Sub-
Descriptions list to the right of the screen displays the values 
currently defined for that element. Scroll through the list until you 
find the one you want, and then double-click it.

Fill in values for each of the account elements.

2. Review the numbers in the New Account field. You selected these 
numbers in the Value fields. If any of the numbers are incorrect, 
you can return to the appropriate Value field and correct it.

3. Review the description of the new account in the New Description 
field. You can change this description to be more specific to the 
code you are defining. The Object element description is the 
default.

4. Review the entry in the Account Type field. This value auto-fills 
based on the account numbers you selected. 

5. Click Accept New Account Number. The system adds the account 
code you just defined to the chart of accounts and assigns a cell 
number if it falls within the USFR chart of accounts.

The Budget Vision module is 
designed to work with only the 
pre-defined account types.



62

    Budget Vision User’s Guide

Reviewing Account Types
The system uses account types when generating totals in the Account 
Level Budgeting area. 

Your Budget Vision module comes with a number of account types 
already predefined. 

Asset Account
Expenditure Summary Acct
Fund Balance Account
Liability Account
Revenue Summary Account
Transfers In
Transfers Out

For each of these account types you need to define at least one mask. 
A mask is a selection criteria that enables the system to identify the 
type of account automatically. For each account type, the system 
displays a series of question marks (?) in the format of your account 
code. For example:

???-??-???-????

If your chart of accounts identifies asset accounts as having an object 
code starting with 1, you identify that fact by defining an Asset 
Account mask like this:

???-??-???-1???

Once defined, the system uses this mask to identify accounts you 
define with any fund, unit, and function, but with a 1 as the first 
number in the Object element as an asset account. 
The account type masks must identify all codes in the chart of 
accounts, but an account can fall under only one account type (no 
overlaps).
To work with account types and account masks, click the Account 
Types button in the upper right corner of the Add Accounts screen. 
The system displays the following screen.

If the amount on any of the forms does not match the total 
amount shown at the bottom of the screen when double-clicking 
on a cell, call Technical support for assistance.

The Budget Vision module is 
designed to work with only the 
pre-defined account types.
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To define account type masks:
1. Select the type of account for which you want to define a mask. 

Use the record selector buttons at the bottom of the screen to view 
each type.

2. In the Apply on Masks field, begin typing question marks (?) in all 
positions except for those where you want to put the mask.

3. To stop adding masks for this account type, either select another 
account type, or click Close.

Deleting an Account
Account codes can be deleted in the Account Level Budgeting screen. 
Click the account code, and then click the Delete Acct button. Only 
codes without any transactions can be deleted.

Each account must have an account type. If an account does 
not have a defined account type, reports will not include that 
account.

Clicking Update causes the system to go through the chart of 
accounts, applying the new mask, and changing the account 
types to the mask(s) you just identified.
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Working with the Budget Journal
This feature of the Budgeting module enables you to track the 
changes made to your adopted budget. Using the Budget Journal 
feature you can:

View budget transactions
Make single-sided entries
Make adjusting entries

Viewing Budget Transactions
You can use the View Transactions option to review all of the 
transactions that have taken place for the adopted budget. To view the 
transactions, select the View Transactions option from the Budgeting 
screen in Accounts Data Budgeting.
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Making Single-sided Entries
You can use the Single Sided Entry option to make single-sided 
entries (such as an increase in a budget amount). Use this option to 
make entries when the funds do not have to be in balance.
To make a single sided entry to the adopted budget, select the Single 
Sided Entry option on the Budgeting selection screen, the system 
displays the following screen.

1. In the Memo field, type a brief description of this entry.

2. In the Type field, use the drop-down list to select the type of entry 
(Adjustment or Beginning Balance).

3. In the Account Code field, either type the account code or use the 
drop-down list to select it.

4. In the Increase or Decrease field, type the amount to increase or 
decrease.

5. To save the change to the adopted budget, click Post.
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Making Adjusting Entries
Use this feature to make a budget journal entry where the funds must 
be in balance. To make an adjusting budget entry, select the Adjusting 
Entry option from the Budgeting screen. 

1. In the Memo field, type a brief description of the entry you are 
making.

2. In the Type field, use the drop-down list to select Adjustment or 
Beginning Balance.

3. In the Account Code field, type or select the first account.
4. In the Increase or Decrease field, type the amount appropriate for 

the adjustment.
5. In the Account Code field, type or select the next account to be 

included in the adjustment. Then type the appropriate balancing 
amount.

6. To post the change to the approved budget, click Post. The fund 
must be in balance for the entry to post successfully.
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The Budget Forms Work Area provides access to:

Each of the forms for the Expenditure Budget
Expenditure Budget Supplement
Desegregation Supplement 
Expenditure Budget Summary
Revenue Budget
Truth in Taxation
School By School Desegregation Supplement

To access the Budget Forms Work Area, select Budget Forms 
from the Budget Vision main menu. The system displays the 
following screen.
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Working with the Budget Forms

As you work with the pages of your budget, almost all of the 
information that displays automatically in the forms comes from data 
entered in the account level budget detail, depending on the type of 
budget selected in the user setup. See Chapter 2 for information 
about creating and working with budget amounts. 
When you select an option, the system displays the actual form for 
you to work with.
Most of the forms also provide the following buttons:

Acct Data Click Acct Data to access the screens for entering 
budget information at the account level and detail 
account level. See Chapter 2 for information about using 
these screens.
Displays a calculator you can use for quick calculations.

Notes Opens a note window you can use for entering personal 
notations.

Print 
Menu

Enables you to access the Budget Forms Print menu, 
where you can select the sheets you want to print.

Update Calculates and updates the budget after you enter or 
change information.
Prints the sheet.

Closes the form and returns to the Budget Forms Work 
Area screen.
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Completing the Budget Supplement
If you are required to complete the Budget Supplement, click on 
Budget Supplement Page 1 and review the material for accuracy.

The amounts on this screen come directly from the account level 
budgeting and from the type of budget selected in the User Setup 
screen.
You cannot change any of the information on this screen or on Budget 
Supplement Page 1, 2, or 3. If you need to make changes, you need 
to do so at the account level. Access the account level information 
either by clicking ACCT DATA on the toolbar or double-clicking in the 
field to be changed. 

As you work with the budget pages, you can make additions or 
changes to the account or detail level by either using the ACCT DATA 
button on the toolbar to access the specific account or going to the 
field and double-clicking inside the cell where you want the amount to 
go. If the field does not require an account code, simply type the 
information directly on the page. Total fields are calculated amounts 
and are not accessible.

If you need to change several fields, it is recommended that you 
use the ACCT DATA approach, since you can then change 
several accounts at one time. Double-clicking the field only 
enables you to view or change the account codes that have 
been assigned to that field.
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Budget Supplement Page 2

Budget Supplement Page 3

The amounts on these screens come directly from the Account Level 
Budgeting and from the type of budget selected in the User Setup 
screen.
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Completing the Budget Desegregation Supplement

If your district is allowed to budget for desegregation, complete the 
Budget Desegregation Supplement Page 1 and review the material 
for accuracy.

The amounts on this screen come directly from the account level 
budgeting and from the type of budget selected in the User Setup 
screen.
You cannot change any of the information on this screen or on Budget 
Desegregation Supplement Pages 2 or 3. If you need to make 
changes, you need to do so at the account level. Access the account 
level information either by clicking ACCT DATA on the toolbar or 
double-clicking in the field to be changed.    

As you work with the budget pages, you can make additions or 
changes to the account or detail level by either using the ACCT DATA 
button on the toolbar to access the specific account or going to the 
field and double-clicking inside the cell where you want the amount to 
go. If the field does not require an account code, simply type the 
information directly on the page.Total fields are calculated amounts 
and are not accessible.

If you need to change several fields, it is recommended that you 
use the ACCT DATA approach, since you can then change 
several accounts at one time. Double-clicking the field only 
enables you to view or change the account codes that have 
been assigned to that field.
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Budget Desegregation Supplement Page 2

Budget Desegregation Supplement Page 3

The amounts on these screens come directly from the Account Level 
Budgeting and from the type of budget selected in the User Setup 
screen.
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Completing the Budget Forms
Once you have completed your account level budgeting and set up 
your budget limits, you can work with the budget forms.

Completing the Budget Cover Page
Select the Budget Cover Page option to display the form.

1. Click the down arrow in the Version field to select the appropriate 
option for budget presentation. This will determine which 
budget column will be used to create the file for ADE.

2. Scroll down to display the bottom of the form.
3. Type the Governing Board titles in the Title fields.
4. Fill in the date the budget was sent to Arizona Department of Edu-

cation (ADE).
5. The District contact information comes from the Global 

Information screen.
6. Scroll to the right and enter the Revenues and Property Taxation 

information.
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7. Scroll to the right to review the Total Aggregate School District 
Budget and Budgeted Expenditures information.

8. Click  to return to the Budget Forms Work Area menu.
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Completing Budget Page 1
If you completed the Budget Supplement section, the system uses 
some of that information on this page; the balance of the information 
comes from the account level budgeting and the budget type selected.

1. Check the information on this page to be sure it is accurate.

2. To make corrections, go to the Accounts Data Budgeting area or 
double-click the individual field to go to the account code assigned 
to that field.
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Completing Budget Page 2
Special Education expenditures are entered directly on this page.
Rapid Decline data will import automatically from Worksheet A.

Completing Budget Page 3
The information for funds 011, 012, and 013 come from the account 
level budgeting and budget type selected.
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1. Review the information for accuracy. 

2. Scroll down to display Fund 013. Total Other Interest on lines 13, 
26, and 39 must be manually entered.

Do not assign unit code 500 to Funds 011, 012, or 013. 
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Completing Budget Page 4

1. Enter Line 1 directly on the screen. Enter Footnotes (3) and (4).

2. The remaining information on the screen comes from the account 
level budget and budget type selected. Review the information for 
accuracy.

Completing Budget Page 5

Review the information on this page for accuracy.



79

Budget Forms Work Area  

Completing Budget Page 6

1. If your district uses Internal Service Funds, enter the fund 
number(s) and description(s) in the lower right section of this 
page.

Information for these funds comes from account level 
budgeting, provided account codes were directed to the 
correct cell when setting cell numbers.

2. Enter Footnote (1) amount.
3. Review the page for accuracy.

Completing Pages 7 and 8
Pages 7 and 8 have been added to the Budget Forms Work Area 
screen for ease of use. Please see the instructions in Chapter 2, 
Implementing Budget Vision, for information on completing these 
pages.

School By School Desegregation Supplement

If your district is allowed to budget for desegregation on a school by 
school basis, you must complete the School By School Desegregation 
Supplement pages.
From the Budget Forms Work Area, select School By School 
Desegregation Supplement. The system displays this screen.

All schools must be calculated before working with the School 
By School Desegregation forms.



80

    Budget Vision User’s Guide

 

Editing School Information
Select Edit Schools. The system displays the following screen.

1. Verify or enter the 9-digit CTDS number required by ADE.

For units that you do not want to appear on the School 
Summary or in the file to ADE, enter nine zeros in the 
CTDS field.

2. Click  to return to the School By School Desegregation 
Supplement screen.
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Reviewing the School By School Desegregation Supplement Screen
School By School Desegregation Supplement Page 1

Complete the School By School Desegregation Supplement Page 1 
and review the material for accuracy.

The amounts on this screen come directly from the account level 
budgeting and from the type of budget selected in the User Setup 
screen.
You cannot change any of the information on this screen or on School 
By School Desegregation Supplement Pages 2 or 3. If you need to 
make changes, you need to do so at the account level. Access the 
account level information either by clicking ACCT DATA on the toolbar 
or double-clicking in the field to be changed.    

As you work with the budget pages, you can make additions or 
changes to the account or detail level by either using the ACCT DATA 
button on the toolbar to access the specific account or going to the 
field and double-clicking inside the cell where you want the amount to 
go. If the field does not require an account code, simply type the 
information directly on the page.
Total fields are calculated amounts and are not accessible.

If you need to change several fields, it is recommended that you 
use the ACCT DATA approach, since you can then change 
several accounts at one time. Double-clicking the field only 
enables you to view or change the account codes that have 
been assigned to that field.
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School By School Desegregation Supplement Page 2

School By School Desegregation Supplement Page 3

The amounts on these screens come directly from the Account Level 
Budgeting and from the type of budget selected in the User Setup 
screen.
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Printing School by School Desegregation Supplement Pages
To print a school’s desegregation supplement, select the school and 
then click Print This School’s Desegregation Suppl Pages 1 – 3. The 
system prints the selected school’s pages.

If you have trouble with forms printing in letter size, change the 
default paper size to legal on the printer.
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Truth in Taxation
To complete the Truth in Taxation worksheet, select the option from 
the Budget Forms Work Area selection screen. The system displays 
the following screen.

1. Enter and verify information as appropriate.

2. Click  to close the form.
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Truth in Taxation Hearing Notice
Select the Truth in Taxation Hearing Notice option from the Budget 
Forms Work Area selection screen. The system displays the following 
screen.

Information for this screen comes from the Truth in Taxation 
worksheet and from the Global Information screen.
Scroll down to enter the date, time, and location of the hearing at the 
bottom of the page, as appropriate.
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Completing the Revenue Budget

If you used the account level budgeting capability to enter your 
revenue figures, your revenue amounts will import directly from your 
account level budget into the Revenue Budget Pages 1 and 2, once 
you have assigned Revenue Budget cells. If you need to make 
changes to these revenue figures, you need to make them through 
the account level budget (double-click inside the field you want to 
change to access the account level screen).
If you have not entered revenue information at the account level, or for 
any items that you did not enter at the account level, you can just type 
your revenue budget information directly into the revenue budget 
pages.
Completing the Revenue Budget consists of completing the following 
pages:

Assign Revenue Budget Cells
Revenue Budget Cover Sheet
Revenue Budget Page 1
Revenue Budget Page 2

Assign Revenue Budget Cells
Use the Assign Revenue Budget Cells to identify any revenue account 
codes that have not previously been assigned to a particular cell (the 
fields used on the Budget forms).

The Skip non-compliant zero balance accounts option enables you to 
tell the system to assign “No Cell” to any revenue account codes that 

The Revenue Budget will no longer be submitted to ADE. 
You may continue to use it for district purposes and to assist 
with calculating your tax rates, if you wish.
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are not compliant with the USFR chart of accounts and have a zero 
balance.

Completing the Revenue Budget Cover Sheet
1. Access the Revenue Budget Cover Sheet (Budget Forms Work 

Area|Revenue Budget Cover Sheet).

2. Type the date you are submitting the file in the date field.

3. Click  to return to the Budget Forms Work Area screen.

If at any time this screen displays, click Set Cell Numbers and 
the program assigns any missing cell numbers.
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Completing Revenue Budget Page 1
Clicking Revenue Budget Page 1 in the Budget Forms Work Area 
screen displays the following screen.

Review and change as needed.
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Tax Rate Calculation
If you want to perform a Tax Rate calculation (formerly lines 29-39 of 
Revenue Budget Page 1), click the Tax Rate Calculation button at the 
bottom of Revenue Budget page 1. The system displays the following 
screen.

This feature is for district use only and is not an official form.

 

. 
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Completing Revenue Budget Page 2
Select and complete Revenue Budget Page 2.
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Printing Budget Forms
You can print any of the budget forms from any of the budget sheet 
screens or from the Reports menu. 
While you are working with the budget forms, print a form by clicking 

either  or Print Menu to display the following screen.

1. To print just one or several budget forms, click the box to the left of 
the page you want to print.

To print all of the budget forms under the heading, click the 
X to select them all.

Any page can be “previewed” before printing by clicking on 
the actual budget form name button.

2. Click Send Marked Pages to Printer to print the selected pages.

If you have trouble with forms printing, change the default 
paper size to legal on the printer.

 



92

    Budget Vision User’s Guide



93

Using the Budget Vision Draft
Budget Vision has several features that enable you to create a 
projection budget easily. You can use these features with two 
different approaches. One approach is to attach to the existing 
fiscal year file. The second is to attach to a separate projection file. 
While either approach is acceptable, we recommend using the 
existing fiscal year file because there are fewer files to handle. 
The approaches are broken out by the type of user: 

Access Accounting User
SQL Accounting User
IVEE Accounting User 

Some of the steps, such as making backups, copying or creating 
files, or setting new paths, may require assistance from your 
network administrator. 
Due to changes in the USFR Chart of Accounts this year, all cells 
will be cleared and need to be reassigned the first time attaching 
to either the regular or Draft versions of Budget Vision 2008-2009. 
The option to Skip non-compliant zero balance accounts in the 
Assign Cells screen has been revised to work without checking 
balances on some of the earlier Prior Year columns. This feature 
should assist in assigning account codes more quickly. 
If the system finds an account code it doesn’t recognize, you will 
need to select the page the account code belongs on and double-
click the appropriate field. the system will assign the code to that 
field. Or, click I do not want this account code to appear on the 
Budget Forms.
If you find an account code you feel is valid, contact our customer 
support department. 
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Access Accounting User

This section describes the steps for preparing projections and 
proposed budgets using the Budget Vision 2008-2009 Draft version of 
the software for Access Accounting users. 

Set up a Projection/Proposed File 

If you have not created a projection file:
1. If you have not created a projection file yet, make a copy of the 

GLAP0708.MDB and rename it PROJ0809.MDB. Leave it in the 
FY0708 directory/folder. 

2. Attach the Budget Vision 2008-2009 Draft version to 
PROJ0809.MDB file. 

You will be prompted to clear all Prior Year worksheet 
information. Selecting YES will clear the FY0708 
worksheet data.

Selecting NO, will take you to the Budget Vision main menu. If you 
need to clear the FY0708 worksheet data at a later date, you may do 
so by selecting Utilities, then Clear Actual Worksheets. 
Once cells have been assigned, the system returns to the main menu.

If you have created a projection file:
If you have already created a PROJ0809.MDB file, perform Step A 
OR Step B.

Step A 

If you have been using the "Projection" feature setup in Global 
Information from the Budget Vision 2007-08 program, proceed with 
the following steps.

1. Attach the Budget Vision 2008-2009 Draft version to 
PROJ0809.MDB file.

You will be prompted to clear all Prior Year worksheet 
information. Selecting YES will clear the FY0708 
worksheet data.

Selecting NO, will take you to the Budget Vision main 
menu. If you need to clear the FY0708 worksheet data at a 
later date, you may do so by selecting Utilities, then Clear 
Actual Worksheets. 

Once cells have been assigned, the system returns to the main menu.

Make a backup of the PROJ0809.MDB file.
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2. If you want to use the projection worksheet information, select 
Utilities from the Budget Vision main menu.

3. Select Copy Worksheet Projection Data and respond YES to 
overwrite the Actual Worksheet data with the Projection Data. 

Step B 

If you have not been using the “Projection” feature setup in Global 
Information from the Budget Vision 2007-08 program, proceed with 
these steps. 

1. Attach the Budget Vision 2008-2009 Draft version to 
PROJ0809.MDB file.

You will be prompted to clear all Prior Year worksheet 
information. Selecting YES will clear the FY0708 
worksheet data.

Selecting NO, will take you to the Budget Vision main 
menu. If you need to clear the FY0708 worksheet data at a 
later date, you may do so by selecting Utilities, then Clear 
Actual Worksheets. 

Once cells have been assigned, the system returns to the main menu.

Update Global Information 
1. From the Budget Vision main menu, select Global Information. 

2. The Type of Budget Figures to Display field will read Working. 
3. The Type of Budget Worksheets/Factors to Display field will read 

Actual. 
4. In the Description field, type something to identify what is being 

worked on (such as Projection FY0809 or Proposed FY0809). 
5. Change the budget years to 2006-07, 2007-08, and 2008-09, 

respectively, maintaining the format. 
6. Verify the remaining information and change as necessary. 

Make a backup of the PROJ0809.MDB file.
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Rename the Budget Column 
1. From the Budget Vision main menu, select Accounts Data 

Budgeting. 

2. Select the Column Heading option. 
3. In the User Defined Name column, type Proposed FY0809 for the 

PP2Budget line. 
4. In the User Defined Name column, type FY0708 Budget for the 

CurrentBal line. 

Update Support Levels and Worksheet Factors 
1. From the Budget Vision main menu, select Support Levels. The 

Base Level has been increased by 2%. If you want a different 
Base Level, select the “Fixed” option in the Projected Increase to 
Base Level field and enter the adjustment amount in the Enter 
Fixed Dollar Adjustment box.

2. At the bottom of the Support Levels screen, select Factor 
Adjustment Screen 1. 

3. Click the Reset button to initially set the new factors and Support 
Levels. The Support Levels Per Route Mile have been increased 
by 2%. If you want different factors, click the NO option and enter 
the amount you want in the Amount Used column.

Repair and Compact Database

1. Click Start|Programs|Visions|Check-up.

2. On the first blank line, click the Set Path button.
3. In the Look-in box, locate and select your GLAPXXXX or 

PROJXXXX data file (where XXXX equals the four digit fiscal 
year). 

4. Click Open.
5. Click the Check-up button to the left of the path you just created. 

When the process is complete, you will receive this message “File 
has been Compacted....”. 

6. Click OK to continue. 
7. Click Exit to exit the Check-up program. 

Make sure there are no users attached to the GLAP or PROJ file.
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Update All Calculations
1. From the Budget Vision main menu, select Utilities.

2. Select Update All Calculations.

Change Budget and Worksheets as Needed 
Input new Budget worksheet data as needed. Windsor Management 
Group will inform you when ADE has the worksheet information 
available on their web site. The file can then be downloaded from 
ADE’s web site. Follow the procedures for importing the worksheet 
counts in the Budget Vision User’s Guide. Review figures and update/
change as necessary. 

To change budget: 
From the Budget Vision main menu, select Accounts Data Budgeting, 
then Account Level Budgeting, and input the budget changes by 
account code in the working column. 
If you created a PROJ0809.MDB file earlier and were using the 
Projected column (PP3Budget) to input data, select Accounts Data 
Budgeting from the main menu. Then select Copy Budget and copy 
from the PP3Budget column to the Working column. 
Use the Working column to input the projected/proposed budget. 
This is as far as you can go with the DRAFT version of Budget Vision. 
Additional instructions will be available when the final version of 
Budget Vision is released.
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SQL Accounting User

This section describes the steps for preparing projections and 
proposed budgets using the Budget Vision 2008-09 Draft version of 
the software for Accounting users who are using SQL Server. 

Set up a Projection/Proposed File 

If you have not created a projection file:
3. Make a copy of the GLAP0708.MDB and rename it 

GLAP0809.MDB.
4. Put the GLAP0809.MDB file in an FY0809 directory/folder; if there 

isn't an FY0809 folder, create one wherever the FY0708 directory/
folder is located. 

5. Attach Budget Vision 2008-2009 Draft version to the 
GLAP0809.MDB file. 

You will be prompted to clear all Prior Year worksheet 
information. Selecting YES will clear the FY0708 
worksheet data.

Selecting NO, will take you to the Budget Vision main 
menu. If you need to clear the FY0708 worksheet data at a 
later date, you may do so by selecting Utilities, then Clear 
Actual Worksheets. 

Once cells have been assigned, the system returns to the main menu.

If you have created a projection file:
If you have already created a PROJ0809.MDB file and have been 
using the "Projection" feature setup in Global Information, you do not 
need to create another file. 

1. Rename the PROJ0809.MDB file to GLAP0809.MDB.

2. Put the GLAP0809.MDB file in an FY0809 folder. If there isn’t an 
FY0809 folder, create one wherever the FY0708 folder is located. 

3. Attach the Budget Vision 2008-2009 Draft version to 
GLAP0809.MDB. 

You will be prompted to clear all Prior Year worksheet 
information. Selecting YES will clear the FY0708 
worksheet data.

Selecting NO, will take you to the Budget Vision main 
menu. If you need to clear the FY0708 worksheet data at a 

Make a backup of the GLAP0809.MDB file before proceeding.
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later date, you may do so by selecting Utilities, then Clear 
Actual Worksheets. 

4. From the Budget Vision main menu, select Utilities. 
Once cells have been assigned, the system returns to the main menu.
5. Select Utilities.
6. Select Copy Worksheet Projection Data and respond YES to 

overwrite the Actual Worksheet data with the Projection Data. 

Update Global Information 
1. From the Budget Vision main menu, select Global Information. 

2. The Type of Budget Figures to Display field will read Working. 
3. The Type of Budget Worksheets/Factors to Display field will read 

Actual. 
4. In the Description field, type something to identify what is being 

worked on (such as Projection FY0809 or Proposed FY0809). 
5. Change the budget years to 2006-07, 2007-08, and 2008-09, 

respectively, maintaining the format. 
6. The SQL Database field should be blank until the General Ledger 

is rolled over for FY0809. 
7. If there is a current path displayed, click the X button to disconnect 

the SQL path. This will prevent accidental synchronization of 
FY0809 budget information with FY0708 budget information. New 
account codes will need to be added in both Budget Vision and 
General Ledger. Once the FY0809 rollover is performed for 
General Ledger, the SQL path can be set to FY0809 and 
synchronization can resume. 

8. Verify the remaining information and change as necessary.

Rename the Budget Column 
1. From the Budget Vision main menu, select Accounts Data 

Budgeting. 

2. If a message appears for synchronization, respond NO. This 
means you have a SQL database path set in Global. Please 
Return to Global Information and click X to disconnect it. 

3. Select the Column Heading option. 
4. In the User Defined Name column, type Proposed FY0809 for the 

PP2Budget line.
5. In the User Defined Name column, type FY0708 Budget for the 

CurrentBal line. 
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Update Support Levels and Worksheet Factors 
1. From the Budget Vision main menu, select Support Levels. The 

Base Level has been increased by 2%. If you want a different 
Base Level, select the “Fixed” option in the Projected Increase to 
Base Level field and enter the adjustment amount in the Enter 
Fixed Dollar Adjustment box. 

2. At the bottom of the Support Levels screen, select Factor 
Adjustment Screen 1. 

3. Click the Reset button to initially set the new factors and Support 
Levels. The Support Levels Per Route Mile have been increased 
by 2%. If you want different factors, click the NO option and enter 
the amount you want in the Amount Used column. 

Repair and Compact Database

1. Click Start|Programs|Visions|Check-up.

2. On the first blank line, click the Set Path button.
3. In the Look-in box, locate and select your GLAPXXXX or 

PROJXXXX data file (where XXXX equals the four digit fiscal 
year). 

4. Click Open.
5. Click the Check-up button to the left of the path you just created. 

When the process is complete, you will receive this message “File 
has been Compacted....”. 

6. Click OK to continue. 
7. Click Exit to exit the Check-up program. 

Update All Calculations
1. From the Budget Vision main menu, select Utilities.

2. Select Update All Calculations.

Change Budget and Worksheets as Needed 
Input new Budget worksheet data as needed. Windsor Management 
Group will inform you when ADE has the worksheet information 
available on their web site. The file can then be downloaded from 
ADE’s web site. Follow the procedures for importing the worksheet 
counts in the Budget Vision User’s Guide. Review figures and update/
change as necessary. 

Make sure there are no users attached to the GLAP or PROJ file.
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To change budget: 
From the Budget Vision main menu, select Accounts Data Budgeting, 
then Account Level Budgeting, and input the budget changes by 
account code in the working column. 
If you created a PROJ0809.MDB file earlier and were using the 
Projected column (PP3Budget) to input data, select Accounts Data 
Budgeting from the main menu. Then select Copy Budget and copy 
from the PP3Budget column to the Working column. 
Use the Working column to input the projected/proposed budget.

Copy Prior Year Budget Columns 
From the Budget Vision main menu, select the Accounts Data 
Budgeting. Then select Copy Budget, and carefully copy the 
appropriate prior year columns. Start with the oldest budget column 
first and work backwards to the newest. See the Budget Vision 
Manual for detailed instructions on this procedure. 
Example: Copy the PY4Budget to the PY5Budget, the PY3Budget to 
the PY4Budget, the PY2Budget to the PY3Budget, etc. 
This is as far as you can go with the DRAFT version of Budget Vision. 
Additional instructions will be available when the final version of 
Budget Vision is released.
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IVEE Accounting User

This section describes the steps for preparing projections and 
proposed budgets using the Budget Vision 2008-09 Draft version of 
the software for Accounting users who are using Infinite Visions 
Enterprise Edition. 

1. From Infinite Visions Enterprise Edition Accounting, connect to 
FY0708. 

2. In General Ledger, select Configuration, then select Budget 
Columns and add a new budget column named Proposed 
FY0809. Select Show Current Transactions and select the type of 
“status” wanted. 

3. In General Ledger, select Configuration, then select General 
Ledger Default Settings. In the Proposed Column field, use the 
drop-down list to select the Proposed FY0809 budget column. 

4. In General Ledger, select Budgeting, and then Budget Input. 
Select Proposed FY0809 as the editable column, and input the 
proposed budget in the Proposed FY0809 column. Refer to the 
IVEE Help Text for additional assistance. 

Set up a Projection/Proposed File 

If you have not created a projection file:
1. Make a copy of the GLAP0708.MDB file and rename it 

GLAP0809.MDB. 

2. Put the GLAP0809.MDB file in an FY0809 directory/folder. If there 
isn't an FY0809 folder, create one wherever the FY0708 directory/
folder is located. 

3. Attach Budget Vision 2008-09 Draft version to the 
GLAP0809.MDB file. 

You will be prompted to clear all Prior Year worksheet 
information. Selecting YES will clear the FY0708 
worksheet data.

Selecting NO will take you to the Budget Vision main 
menu. If you need to clear the FY0708 worksheets data at 
a later date, you may do so by selecting Utilities, then 
Clear Actual Worksheets.

Once cells have been assigned, the system returns to the main menu.
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If you have created a projection file:
If you have already created a PROJ0809.MDB file and have been 
using the "Projection" feature setup in Global Information from the 
Budget Vision 2007-08 program, proceed with the following 
instructions.

1. Rename the PROJ0708.MDB file to GLAP0809.MDB. 

2. Put the GLAP0809.MDB file in an FY0809 folder. If there isn’t an 
FY0809 folder, create one wherever the FY0708 folder is.

3. Attach the Budget Vision 2008-09 draft version to 
GLAP0809.MDB.

You will be prompted to clear all Prior Year worksheet 
information. Selecting YES will clear the FY0708 
worksheet data.

Selecting NO will take you to the Budget Vision main 
menu. If you need to clear the FY0708 worksheet data at a 
later date, you may do so by selecting Utilities, then Clear 
Actual Worksheets.

Once cells have been assigned, the system returns to the main menu. 
4. From the Budget Vision main menu, select Utilities.
5. Select Copy Worksheet Projection Data and respond YES to 

overwrite the Actual Worksheet data with the Projection Data. 

Update Global Information 
1. From the Budget Vision main menu, select Global Information. 

2. The Type of Budget Figures to Display field will read Working. 
3. The Type of Budget Worksheets/Factors to Display field will read 

Actual. 
4. In the Description field, type something to identify what is being 

worked on (such as Projection FY0809 or Proposed FY0809). 
5. Change the budget years to 2006-07, 2007-08, and 2008-09, 

respectively, maintaining the format. 

Make a backup of the GLAP0809.MDB file before proceeding.
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6. The SQL Database field should remain FY0708 until the General 
Ledger is rolled over for the FY0809 fiscal year. If it isn’t: 

In the current path field, click the button. 
Click Machine Data Source tab. 
Highlight the FY0708 file and click OK. If the FY0708 file isn’t 
available for selection, contact your network technician and 
have them create it. 
Select the Enterprise Edition option. 

7. Verify the remaining information and change as necessary. 

Rename the Budget Column 
1. From the Budget Vision main menu, select Accounts Data 

Budgeting. 

2. If a message appears for synchronization, respond YES. 
3. Select the Column Heading option. 
4. In the User Defined Name column, type Proposed FY0809 for the 

PP2Budget line. 
5. In the User Defined Name column, type FY0708 Budget for the 

CurrentBal line. 

Update Support Levels and Worksheet Factors 
1. From the Budget Vision main menu, select Support Levels. The 

Base Level has been increased by 2%. If you want a different 
Base Level, select the “Fixed” option in the Projected Increase to 
Base Level field and enter the adjustment amount in the Enter 
Fixed Dollar adjustment box.

2. At the bottom of the Support Levels screen, select Factor 
Adjustment Screen 1. 

3. Click the Reset button to initially set the new factors and Support 
Levels. The Support Levels Per Route Mile have been increased 
by 2%. If you want different factors, click the NO option and enter 
the amount you want in the Amount Used column.
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Repair and Compact Database

1. Click Start|Programs|Visions|Check-up.

2. On the first blank line, click the Set Path button.
3. In the Look-in box, locate and select your GLAPXXXX or 

PROJXXXX data file (where XXXX equals the four digit fiscal 
year). 

4. Click Open.
5. Click the Check-up button to the left of the path you just created. 

When the process is complete, you will receive this message “File 
has been Compacted....”. 

6. Click OK to continue. 
7. Click Exit to exit the Check-up program. 

Update All Calculations 
1. From the Budget Vision main menu, select Utilities. 

2. Select Update All Calculations. 

Change Budget Worksheets as Needed 
Input new Budget worksheet data as needed. Windsor Management 
Group will inform you when ADE has the worksheet information 
available on their web site. The file can then be downloaded from 
ADE’s web site. Follow the procedures for importing the worksheet 
counts in the Budget Vision User’s Guide. Review figures and update/
change as necessary. 
This is as far as you can go with the DRAFT version of Budget Vision. 
Additional instructions will be available when the final version of 
Budget Vision is released.

Make sure there are no users attached to the GLAP or PROJ file.
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Budget Vision provides a number of utilities you can use to perform 
various special functions. This chapter describes the following 
utilities:

Miscellaneous Utilities
Attach Budget Vision Data File
Edit Worksheet Factors
Assign Cell Numbers
Assign Revenue Cell Numbers
Edit Cell Numbers
Update All Calculations
Import Budget Figures from File
Copy Worksheet Projection Data
Clear Actual Worksheet Amounts

Data from Arizona Department of Education (ADE)
Import Downloaded Worksheet Counts
Preview Imported Data (Prior to Updating)
Update Data Imported from ADE

Visions Accounting Users Only
Update Current Year Transactions

Visions SQL Accounting Users Only
Synchronize with SQL Database
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Miscellaneous Utilities

Selecting the Utilities option from the Budget Vision main menu 
displays the following screen.

Attach Budget Vision Data File
Use the Attach Budget Vision Data File utility to attach to a different 
data file. 
To use the utility, select the Attach Budget Vision Data file option from 
the Utilities selection screen. The system displays the Re-Attach Data 
File screen. See Chapter 2 for instructions on using this utility.
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Edit Worksheet Factors
The Edit Worksheet Factors enables you to review the factors used in 
the budget limit worksheet calculations. The actual factors cannot be 
changed without a password. If you feel that you need to edit the 
actual factors here, call Infinite Visions Technical Support for a 
password.
If you are doing projections and the Global Information screen is set to 
Projection in the Select Type of Budget Worksheet/Factors to Display 
field, you do not need a password to edit the factors.

Assign Cell Numbers
The Assign Cell Numbers utility enables you to identify any account 
codes that have not previously been assigned to a particular cell (the 
fields used on the Budget forms).
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The Skip non-compliant zero balance accounts option enables you to 
tell the system to assign “No Cell” to any account codes that are not 
compliant with the USFR chart of accounts and have a zero balance.

For mismatched account code and cell numbers:
If the utility cannot match an account code with a cell number, the 
system displays the following screen so you can identify where the 
account code amount should go.

If you want to assign the account to a cell, click the appropriate page 
button to display a preview of the budget page.
Locate the cell where you want the amount to be placed, and then 
double-click on that cell. The program assigns the appropriate cell 
number and returns to the Assign Cell Numbers screen.
If you do not want to assign the account to a cell, click I do not want 
this account code to appear on the Budget Forms. The system will 
assign “No Cell” to the account and continue assigning cell numbers.

If at any time this screen displays, click Set Cell Numbers and 
the program assigns any missing cell numbers.
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Assign Revenue Cell Numbers
The Assign Revenue Cell Numbers utility enables you to identify any 
account codes that have not previously been assigned to a particular 
cell (the fields used on the Budget forms).

The Skip non-compliant zero balance accounts option enables you to 
tell the system to assign “No Cell” to any revenue account codes that 
are not compliant with the USFR chart of accounts and have a zero 
balance.

For mismatched account code and cell numbers:
If the utility cannot match a revenue account code with a cell number, 
the system displays the following screen so you can identify where the 
account code amount should go.

If at any time this screen displays, click Set Cell Numbers and 
the program assigns any missing cell numbers.
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If you want to assign the revenue account to a cell, click the 
appropriate page button to display a preview of the budget page.
Locate the cell where you want the amount to be placed, and then 
double-click on that cell. The program assigns the appropriate cell 
number and returns to the Assign Revenue Cell Numbers screen.
If you do not want to assign the revenue account to a cell, click I do 
not want this account code to appear on the Budget Forms. The 
system will assign “No Cell” to the account and continue assigning cell 
numbers.
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Edit Cell Numbers
The Edit Cell Numbers utility displays the cell numbers (the fields 
used on the budget forms) that have been assigned to each account 
code. 
This utility offers two different approaches to editing cell numbers:

You can edit all cell numbers
You can edit just manually assigned cell numbers

In either case, you can print reports to show currently assigned cell 
numbers.
To edit cell numbers, choose the Edit Cell Numbers option from the 
Budget Vision Utilities selection screen. The system displays the 
following screen.

Click the appropriate button to select the cell numbers you want to 
edit.

To edit all cell numbers:

1. To edit any of the cell numbers, click Edit. The system displays the 
password screen. Call Infinite Visions technical support to obtain 
the password needed to edit system-assigned cell numbers.
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2. Click Close to exit the screen.

To edit manually assigned cell numbers:

1. To edit a cell number, click the drop-down list in the Cell Number 
field to select a different cell number.

2. Click  when you are finished working with the cell numbers.

To change an incorrectly assigned cell number:
If necessary, you can change the cell assignment for an account code 
(for example, delete “No Cell” or replace a cell number). To change 
the cell number:

1. In the Utilities menu, select the Edit Cell Numbers option.

2. Select the Edit Manually Assigned Cells.
3. Locate the account number whose cell assignment you want to 

change. You can then highlight and use the Delete key to delete 
the “No Cell” or the cell number.

4. Click  when you are finished working with the cell numbers.
5. Close the Utilities and return to the main menu.

To review a report of all the cell numbers, click View Report. 
The system displays the report on your screen.

You can edit manually assigned or “No Cell” numbers without a 
password.

Click one of the report buttons to view a report of manually 
assigned cells, all assigned cells, or cells with no cell assigned. 
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6. From the Budget Vision main menu, select the Budget Work Area 
option. The system will display the Assign Cell Numbers screen.

7. Click Set Cell Numbers, and the system displays the Assign Cells 
where you can assign a new cell number for the account.

Update All Calculations
Use this utility to update all the calculations in the budget (for 
example, after downloading a new fiscal year Budget Vision program).

Import Budget Figures from File
This utility enables you to import a single column at a time from a 
different database. Any column can be imported from a Budget Vision 
database into any other column in the current database.
To use the utility, select the Import Budget Figures from File option. 
The system displays the following message.

Click Yes to continue. The system displays the following screen.

1. In the From Column, use the drop-down list to select the column 
you want to import from.

2. In the To Column field, use the drop-down list to select the column 
you want to import to.

3. Click Browse and navigate to the database from which you want to 
import.
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4. Click OK. The system begins the process then displays the 
following screen.

5. Click Yes or No as appropriate. The system displays the following 
screen.

6. Select the type of worksheet data to import and click Continue. 
The system displays the following message when the import is 
complete.
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Copy Worksheet Projection Data
You can use this utility to copy your projection worksheet data to the 
actual worksheet column.
Selecting the Copy Worksheet Projection Data option on the Utilities 
menu displays the following warning.

If you proceed, the system overwrites any actual worksheet data with 
your projected worksheet data.
To proceed, click Yes. The system begins to copy the projection 
worksheet data. When complete, the system displays the following 
message.

Clear Actual Worksheet Amounts
You can use this utility to clear your actual worksheet data. Selecting 
this option displays the following alert. 

Clicking YES will remove the data and return you to the utility menu.
Clicking NO will not remove the data and return you to the utility 
menu.



118

    Budget Vision User’s Guide

Data from Arizona Department of Education (ADE)

Budget Vision provides utilities you can use after downloading a 
budget worksheet counts file from the ADE web site for use with 
Budget Vision.

Downloading Worksheet Counts
1. Connect to the ADE web site via the Internet at the following 

address:

http://www.ade.az.gov/schoolfinance/Forms/Budgets/
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2. In the above screen, scroll down to the Budget Worksheet Data 
section and click the Fiscal Year 2008-09 link. 

The web site displays the following screen.
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3. From the File menu, select the Save As option.

4. Click the down arrow next to the Save in field, and then navigate 
to select a path such as path C:\VDATA\FY0809. Leave the 
filename the same, and click Save to save a copy of the 
worksheet data.

Importing Budget Worksheet Counts from ADE into Budget Vision
Before importing the worksheet counts you downloaded from the 
Internet into Budget Vision:

In the Budget Vision main menu, select the Global Information 
option.
In the User Setup screen, verify that your County, District Type, 
and District Number are correct. This is the information needed for 
the system to pull the specific data for your district from the file 
downloaded from ADE. Click Close.

From the main menu, select the Utilities option. The system displays 
the following screen.

If the File name and Save as type fields are blank, type in the 
entries exactly as shown in the sample screen above.



121

Utilities  

1. Click the Import Downloaded Worksheet Counts button. The 
system displays the following message:

2. Click Yes to continue. 
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3. Locate and select the file you downloaded 
(WrkshtCounts2009.txt) from ADE’s web site and click Open. 
When the data has been imported, the system displays a 
message informing you that it has finished importing the data.

Previewing the Data
Next, select the Preview Imported Data (Prior to Updating) option in 
the Utilities selection screen. You can then review and print a report of 
the data that will be updated from the ADE file to the Budget Vision 
data file.

We highly recommend that you print this report for your records 
each time you download a file from ADE and before updating 
your data file.
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Updating Your Data
The final step is to update your data. Use the Update Data Imported 
from ADE option to perform the update.

1. Click the Update Data Imported from ADE button. The system 
displays the following message:

2. Click Yes to continue. When the update is complete, the system 
displays a message that the records have been updated.

3. Click Close to exit the Utilities.

Updating Current Year Transactions
If you are also using the Visions accounting software, you can update 
the year-to-date transactions for the current year. To update 
transactions, select the Update Current Year Transactions from the 
Utilities selection screen. The system displays the following screen.

1. Click Browse to locate the prior year’s GLAP file.

2. Click OK. The system will update the current year transactions.
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Synchronize with SQL Database
If you are using the Visions accounting software for SQL users, you 
can synchronize Budget Vision with your SQL database. Verify that 
you have set your SQL database in Global Information. See page 20 
for additional information. 

1. Select the Synchronize with SQL Database option from the 
Utilities selection screen. The system displays the following 
message.

2. Click Yes to continue. When the process is complete, the system 
displays a message that the SQL database has been 
synchronized.

3. Click Close to exit the Utilities.
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The Arizona Department of Education (ADE) requires that you 
submit your budget information electronically (unless you receive 
an exemption). This chapter describes the process of creating the 
electronic files you need to send your Proposed and Adopted 
budget information to ADE, including the following topics:

Starting the Process
Generating Expenditure Budget Files
Sending Files to ADE
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Starting the Process

Before you generate electronic files, perform the following steps:

Make sure the Proposed budget is in the Proposed column.
Make sure the Working budget is copied to the Adopted column. 
Change the Select type of Budget figures to display option in 
Global Information to display the correct data before you print the 
worksheets and forms.
This must be set to either Adopted or PP2 (Proposed).

Please print and review all your worksheets and budget forms 
before submitting to ADE. What you see is what they will get.

Copying Proposed Budgets
From the main menu, select Accounts Data Budgeting, and then click 
Copy Budget. If you have been working in a budget column besides 
“PP2 Budget,” copy from the one you used to PP2 Budget.  

Copying Adopted and Revised Budgets
From the main menu, select Accounts Data Budgeting, and then click 
Copy Budget. Copy your Working column to the Adopted column.
See Chapter 3 for information about copying budget amounts.

This process can only be performed while attached to a file 
named exactly GLAP0809.mdb.

If you were working in the PP2 column, it is not necessary to 
copy.
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Generating Expenditure Budget Files

When creating expenditure budget files, the system will create four 
separate electronic files, one for worksheets, one for the Districtwide 
Budget, one for the Districtwide Desegregation Supplement, and one 
for the School By School Desegregation Supplement. The steps 
involved in generating electronic files for your budget information are 
as follows:

Select the Budget Version on the Budget Cover Sheet.
Change the Select type of Budget figures to display option in 
Global Information to either Adopted or PP2 (Proposed).
Update all calculations.
Write down the number from Budget Page 1, Line 31, Budget 
column for M&O. You will need it for completing the file creation 
steps.
Create the files.

This procedure must be performed on a computer with an Inter-
net connection. Make sure you are connected to the Internet 
before beginning this procedure.
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Selecting the Budget Version on the Cover Sheet
Before you generate the electronic files, access the Budget Cover 
Sheet (Budget Forms | Budget Cover Sheet).

1. In the Version field, use the drop-down list to select the budget you 
are sending.

2.  Click .

Changing the Type of Budget Figures to Display 
1. From the main menu, select Global Information.

2. In the Select type of Budget figures to display field, use the drop-
down list to choose either Adopted or PP2 (Proposed). 

If you are sending the “Proposed” budget, the system uses the 
PP2 column in the budget to create the file. Make sure your 
Proposed budget is in that column.
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Update All Calculations
This procedure will update all worksheet and budget form amounts.

1. From the main menu, select Utilities, then select Update All 
Calculations. The system displays this message.

2. Select Yes to update all District calculations.
3. When the calculations are complete, a message will appear 

asking if you would like to update School By School 
Desegregation calculations. 

4. Select Yes or No, as appropriate. This process may take a long 
period of time, depending on how many unit codes are contained 
in your chart of accounts.

Noting the Number
Look up and write down the number from Budget Page 1, Line 31, 
Budget Column for M&O. You will need it for completing the first step 
in the file creation process.

Creating the File(s)
Before creating any file for ADE, you must first go to the Global 
Information screen and set the "Select Type of Budget Figures to 
Display" option to either PP2 (Proposed) or Adopted, depending on 
what budget file you are sending. After the Type of Budget Figures is 
selected, from the Main Menu you must Update All Calculations.

Once you are sure your budget is ready to send to ADE, select the 
Generate Legal Budget File from the Budget Vision main menu. This 

Important: Any time a Proposed, Adopted, or Revised Budget 
file is created and submitted to ADE, a new Worksheet file 
should also be created and submitted.
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procedure will generate separate Excel and XML files, formatted for 
use by ADE. 
The system displays the following screen.

1. Type the amount from Page 1, Line 31 for M&O and click 
Continue. 

If the “Type of Budget Figures to Display” in Global Information is set 
to Working and you attempt to create the XML files without first updat-
ing all calculations, the system will display the following message 
alert.
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If you have not selected “Update All Calculations” AFTER the release 
of Budget Vision version 2.5.02, you will receive this message alert.

The system then displays this message alert advising you to close out 
of all programs, including emails and screensavers before continuing.
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2. Use the drop-down list in the Select File Type field to select the 
type of file you are sending

3. Make sure the file type you select matches the version chosen in 
the Budget Cover page. For example, if you are generating the 
Proposed file, make sure the Budget Cover Page version field 
also has Proposed selected.

4. Review the path where the system will place the file. The file will 
be placed in the GLAP directory in a folder called 
ADEBVFiles0809. You should not change this path, but do make 
note of it so that you can find it easily later.

5. Click Create File. The system begins to prepare the file you 
selected and places it in the location you specified. When 
complete the system displays a message similar to this: 

6. Click OK. The system displays the Create Electronic File for ADE 
menu. 

7. Repeat steps 1-5 to create the additional required files.

The files are named as follows:
BVAdopted_ctdnumber_2009ExpBud.xls – Adopted Budget

BVWrkshts_ctdnumber_2009Wrksht.xls. – Worksheets

Where ctdnumber is your county-type-district number.
For the Proposed, the procedure is the same; however, the file name 
is:

BVProposed_ctdnumber_2009ExpBud.xls

For the Districtwide Desegregation Supplement, the procedure is the 
same, however, the file name is:

BVDesegDist_ctdnumber_2009DesegBud.xls

Important: Write down the directory location.

Remember: By default your files can be found using your 
Windows Explorer in the GLAP directory in the folder named 
ADEBVFiles0809.
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Calculations for the School By School Desegregation Supplement 
must be run before creating this file. Select Yes to update all School 
Desegregation Supplemental forms. The file name is:

BVDESEGSBS_ctdnumber_2009DesegBud.xml

For revised files, the procedure is the same, however, the file names 
are:

BVRevised1_ctdnumber_2009ExpBud.xls

BVRevised2_ctdnumber_2009ExpBud.xls
BVRevised3_ctdnumber_2009ExpBud.xls

Sending Files to ADE
After you create the file, follow ADE’s instructions to upload it via the 
Internet. See the ADE web site for information:
https://www.ade.az.gov/CommonLogon
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Budget Rollover Process

Prior Yr 5 Prior Yr 4 Prior Yr 3 Prior Yr 2 Prior Year Adopted
(PY5Budget) (PY4Budget) (PY3Budget) (PY2Budget) (CurrentBal) (Adopted)

Old Year: 02-03$$ 03-04 $$ 04-05 $$ 05-06 $$ 06-07$$ 07-08 $$
     

Rollover
Process

Drop     

    
    Clear

New Year: 03-04 $$ 04-05 $$ 05-06 $$ 06-07 $$ 07-08$$ $0.00

Working Proposed 2 Proposed 3 GL Budget

(WorkingBudget) (PP2Budget) (PP3Budget) (Budget)

Old Year: Working $$ Prop 2 $$ Prop 3 $$ 06-07 $$
 

 
 

Rollover
Process

   
Carry Over   Carry Over   Carry Over    

  Clear

   

New Year: Working $$ Prop 2 $$ Prop 3 $$ $0.00
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