Guidance Note to Export the FMS6 Cumulative Expense Analysis Report

In order to use the Finance Budget Monitoring Spreadsheet users will need to run and export the Cumulative Expense Analysis Report from FMS6 and export it as an Excel document.

IMPORTANT NOTE – Please print a Reconciliation Report at the same time to ensure the accuracy of your monitoring.
Run the Cumulative Expense Analysis  report
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Follow the route below to run the report,

Reports,

General Ledger,

Analysis,

Cumulative Expense Analysis.

The following screen will appear
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1.
Ensure that Ledger Code Detail option is selected

2.
Ensure that Show Movement up to Period is 13 

Note that everything else should be left in its default state

3.
Please ensure the show current totals and show movement up to box’s are ticked
4.
Click the OK button

Export the file in Excel format

The following screen will appear

1. Click the middle Export to disk button 
The Export Options Dialogue box will then be shown
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1. Ensure that Main Body option is selected 
2. Select the arrow at the right of the Format box, Highlight the Format to be used, please select Excel 4.0.

3. Select the OK Button.

The Save As Screen is then shown







1.
Select the arrow at the right of the Save In box, Highlight the drive where the report is to be saved (for example 3½ Floppy) and double click
2.
Give the file a suitable name e.g.:  School Name Cumulative Exp Analysis and Date.
3.
Select the Save Button.

Your FMS6 data has now been saved to disk.
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