CASH FLOW PROJECTION

The following reports are needed for the preparation of the Cash Flow Projection using the template:
Cash Flow Report (GLD 310) for current year (regular report and comma delimited file).

Cash Flow Report (GLD 310) for prior year (regular report and comma delimited file).

Copy of prior year Unaudited Actuals, Fund 01, Page 3.

Copy of your budget.

Budget detail for current year for objects 8010 — 8099.
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Log on to QSS Control Center. From the main screen, select “Job Menu” then “Cash Flow Report.”
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Enter dates for actuals (1% Interim 07/01/CY — 10/31/CY; 2" Interim 07/01/CY — 01/31/CY). Select

Report Format #1, check Create Comma Delimited File.
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On the “Accounts” tab, enter “01” in the Fund field. Click the “Submit Job” ¥ icon.
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Change year to prior year, and repeat the steps above. Print each of the regular cash flow reports.



Now open the Cash Flow Projection Template, which can be found at www.kern.org.
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Open Cash Flow Template — Excel.
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Click on the “Projected Totals” tab.
Input the beginning cash balance from the current year Cash Flow Report.
Using your budget, input the various receipts and disbursement category amounts as indicated. Use

the budget detail for objects 8010 — 8099 to breakdown the individual revenue limit sources.
Property Tax = Object code 8020-8079; State Aid = 8010-8019; Other = 8080-8099

If your district has a TRANS, input the amount in both the Receipts and Disbursements sections
Enter the total of accounts receivable, due from other governments, and due from other funds from

your prior year Unaudited Actuals report for Fund 01 on the receivables line in the receipts section.

Enter the total of accounts payable, due to grantor governments, due to other funds, and deferred
revenue from the Unaudited Actuals Report on the liabilities line in the disbursement section.
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Now, go back to QCC Print Manger and open the comma delimited report. Click the “Excel Wizard” icon.
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A new spreadsheet will open containing the downloaded data. Place your cursor in cell A6. Hold the
left mouse button down and highlight the months you have actual data for. For First Interim, you will
highlight July through October; for Second Interim, you will highlight July through January. Highlight
across and down until all of the information is highlighted. Release. Click the “Copy” icon.
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Open the Cash Flow Template. Go to the “Current Year Download” tab. Place your cursor in cell A2.
Click the “Paste” icon.
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The data should flow into the sheet.
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Open the worksheet “Current Year Detail. You will see that the known actual data has flowed into the
appropriate categories. Verify ending balance totals from your cash flow report to the ending balances

displayed on “Current Year Detail.” They can be off due to rounding.
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Repeat the above steps to download and paste the prior year cash flow data into the “Prior Year
Download” tab.

The worksheet, “Prior Year Download” must contain data ONLY for the months that you wish to project.
You must erase data for the months that do NOT need to be projected. If you do not, the spreadsheet
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will not calculate correctly. If you are preparing the first interim report which ends on 10/31/CY, you
will need to erase data for the months of July through October. If you are preparing the second interim
report which ends on 01/31/CY, you will need to erase data for the months of July through January.
Highlight the unneeded data. Hit the delete button on your keyboard.
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Open the worksheet “Prior Year Detail”. You will see that the data has flowed into the appropriate
categories. This data will be used to calculate percentages for future months. Place your cursor in cell
C9. Type in the beginning balance of the first month that shows data. That will enable you to check
ending balances from this sheet against your cash flow report. Balances may be off due to rounding.
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Click on the “Projected Cash Flow” tab. Choose first or second interim by putting an X in the appropriate
box. Type in your district name by the district designation. Enter the appropriate year and “Actuals to”

date.

Verify the beginning balance, ending cash balances for each month with actuals, and that the total
column matches budget amounts. Revenues and expenditures are entered manually into SACS.
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