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FM012 TRANSACTIONAL DETAIL REPORT JOB AID 

This report provides the details of a school’s financial transactions. 
 
Accessing the Report 

 
1. Log on to Business Tools for Schools (BTS). 
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2. Go to the Reports tab 

3. Click the Funds Management sub-tab 

4. Click FM012 Transactional Detail 
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5. Enter Fiscal Year 

6. Enter Fund Center 

7. Click Check 

8. Click OK 

Note: The more details you enter in the available 
fields the narrower the report information will be. 
Example: Entering Fiscal Year, Cost Center, 
Commitment Item, and Program will yield a 
report specific to the information you enter. 
Entering only the Fiscal Year and Cost Center will 
generate a report with all programs and 
commitment items for your cost center. 
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The default report will be displayed.  

Note: This report includes functionality that allows users to drag and drop information on and off the report. Free 
characteristics can be dragged onto the report and items in the columns and rows can be dragged off the report 
or moved around.  
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Customizing the Report 
 

 
 
Here’s the recommended customization of the report. 
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To customize your report similarly: 

9. Locate the following fields under Free  
Characteristics, click and hold, then drag  
and drop them before “Commitments”. 

i. “Functional Area”  

ii. “FM Value Type”,  

iii. “FI Document Type”,  

iv. “Ref. Document No.”,  

v. “Predecessor Document No.”, and  

vi.  “Vendor No.”  
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10. To view the subtotal for each 

commitment item on this report: 

i. Right click on one of the 
numbers in the FM Value Type 
field 

ii. Then on the menu that appears, 
scroll down to properties 

iii. Click Characteristic  

iv. Click the drop-down menu for 
Display Results 

v. Select Always 

vi. Click OK 

The report will provide a subtotal (Result) 
for the numerical fields for this 
commitment item. 
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Here’s the customized report with the added fields and the sub-totals for each commitment item. 
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Printing the Report 
 

 
 

11. Click Print Version.   
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12. Click OK.  
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13. Click on the pdf file in the Downloads pane. 

 

 
 
 
The report will open in PDF format and can be saved and/or printed. 
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Download Report to Excel 
 

 
 
14. Click Export to Microsoft Excel. 
 

 
 

15. Click on the Excel file in the Downloads pane on the top right of your screen. 
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16. Click Yes. 
 

 
 
File opens in Excel and can be formatted and saved.  
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Customized Report - Added Fields 
FM Value Type – value types help us to distinguish between commitments and actuals. 
 
Commitments 
50 – Purchase Requisition – Shopping Carts  
51 – Purchase Order – Purchase Order 
52 – Bus. Trip Commitments – Travel/Conf. Att.  
60 – Parked FI Document – Imprest, P-Card, etc. 
65 – Funds Commitment - Telephone Fees 
 
Actual Expenditures 
54 – Invoice - Goods Receipt, Imprest, P-Card, etc. 
66 – Transfer Posting - Goods Receipt, Expenditure Transfer, etc. 
95 – Secondary Cost Posting - Reprographics, Curricular Trips, etc. 
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Customized Report - Added Fields 
FI Document Type – helps us to determine which transactions are being processed. 
AB – Accounting Document – Travel Conference 
KA – Vendor Document – A/P Adjustments 
KC – Vendor P-Card – P-Card Transactions 
KI – AP – Imprest Replen – Imprest Transactions 
KR – Vendor Invoice – A/P Non-PO Invoices 
RE – Invoice – Gross – PO Adjustments 
SA - G/L account document – Accounting Adjustments 
WE – Goods Receipt – Outside Vendor Pos 
WL – Goods issue/delivery – Warehouse Orders 
ZY – HR – Payroll – Payroll Transactions 
 
Ref. Document No. – 10-digit number that is used to track transactions 
Transactions that begin with “45” are Purchase Orders/Contracts with an outside vendor.  
Transactions that begin with “46” are purchase orders from the District Warehouse.  
Transactions that begin with “59” are expenditures from P-Card and Toshiba Charges.  
Transactions that begin with “61” are expenditures from payments to an outside vendor against a Purchase Order. 
Transactions that begin with “50” are expenditures from Imprest Claims.  
Transactions that begin with “60” are payments to the District Warehouse. 
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Customized Report - Added Fields 
Predecessor Document No. – 10-digit Purchase Order number, that points to the origin of this transaction 
 
Vendor No. – vendor information  
 Vendor # - 10-digit number issued to a vendor wishing to do business with District 
 Vendor Name – the name attached to each vendor number 
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