WENGAGE DISKETTES
EXPENDITURE DISKETTE  
MAKING DISKETTE:

A.  CHOOSE TASKS, EXPENDITURE DISKETTE


1.  CHOOSE SETUP BUTTON



a. ADD WHAT YOU REQUIRE, (EXAMPLE BONDS, COUPONS, 



    JUDGEMENTS OR INTEREST- (CHECK OCAS CODING)



b. THE STATE DEPARTMENT WANTS YOUR TOTAL CURRENT 



    INVESTMENTS LISTED ON YOUR EXPENDITURE DISKETTE.



    THIS INFORMATION WILL NEED TO BE ADDED TO YOUR



    SETUP AND CODED CORRECTLY.
    

            2.  PUT THE FUNDS YOU WANT TO INCLUDE ON YOUR DISKETTES



a. IF YOU USE CASH FUNDS AS YOUR ACTIVITY FUND, THEN



    YOU CAN INCLUDE THAT FUND AS WELL ON EXPENDITURES


3.  AT THE BOTTOM OF THE SCREEN YOU WILL SEE A BROWSE 


     BUTTON WHICH IS PROVIDED SO THAT YOU CAN SAVE THIS 


     FILE ON A DISKETTE OR IN ANY AREA OF YOUR COMPUTER

            4.  IT WILL THEN PROCESS THE DISKETTE

5.  SHOULD YOU HAVE TO RUN CF\ACTIVITY SEPARATE FROM 

APPROPRIATED FUNDS,  USE A DIFFERENT NAME.  (EX. EXPEND  

FOR APPROPRIATED AND EXPAF FOR ACTIVITY/CASH FUNDS     

     OR EXP61 AND EXP62 IF YOU HAVE SEVERAL FOR ACTIVITY/CASH

     FUNDS.

MERGING DISKETTES:

A.  CHOOSE TASKS, MERGE EXPENDITUE DISKETTES


 1.  ADD FILES


 
a. ADD THE FILES YOU HAVE SAVED  

 2.  BROWSE

                        a. SAVE THE FILE WITH A NAME THAT YOU CHOOSE 



     IN ANY AREA OF YOUR COMPUTER YOU WISH
                            (EMAIL THAT COMPLETED FILE TO THE SDE)

REVENUE DISKETTE
MAKING DISKETTES

A.  CHOOSE TASKS AND REVENUE DISKETTE


1.  IT WILL ASK YOU FOR THE FUNDS INCLUDED

                    a. IN TREASURER CASH FUNDS MUST BE RUN SEPARATELY

            2.  CHOOSE BROWSE AND NAME YOUR FILE AND INDICATE WHERE 


     THE FILE SHOULD BE SAVE  (CAN BE DISKETTE OR ANY AREA OF 



     YOUR COMPUTER).


3,  THE NAME OF THE APPROPRIATED SHOULD BE REVENUE.


     NAME THE CASH FUNDS/ACTIVITY BY ANOTHER NAME, EXAMPLE

                 REVCF OR BY THE FUND NAME IF YOU HAVE SEVERAL REV61, 

                 REV62, ETC.

 MERGING DISKETTES
A.  CHOOSE TASKS
, MERGE REVENUE DISKETTE

1.  ADD FILES
                       a. ADD THE FILES YOU HAVE SAVED

2.  BROWSE


           a.  SAVE THE FILE WITH A NAME YOU CHOOSE

                            IN ANY AREA OF THE  COMPUTER YOU WISH


                (EMAIL THAT COMPLETED FILE TO THE SDE)

ALWAYS CHECK YOUR TOTALS TO MAKE SURE THEY ARE CORRECT BEFORE YOU SUBMIT – YOUR TREASURER MATCHES THE ESTIMATED REVENUE SUMMARY – YOUR EXPENDITURES MATCH THE WARRANTS AND ENCUMBRANCES ON YOUR EXPENDITURE SUMMARY
CASH FUNDS WILL MATCH THE RECEIPT REGISTER FOR THE REVENUE PLUS THE CARRYOVER.
