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HYPERLINKED CONTROL SHEETS JOB AID 
 
The purpose of the Hyperlinked Control Sheets is to provide schools and offices a 
Budget Control Sheet that will provide an effective way to monitor program balances 
and track program expenses. 

 

Table of Contents 
 

o Summarizes balances in dollars and/or hours/days available 
 

 
 

Salaries Control Record - Supplemental Salaries 
 

o Balances are calculated based on the District average rate 
o Budget adjustments are deducted or added to the balance 
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Non-salaries Control Records - Operational Expenses 
 

o Expenditures are deducted from balance 
o Budget adjustments are deducted or added to balance 
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Where to find the beginning balances 
 

o School Discretionary Program Report – displays a summary by program grouping (Categorical 
or Regular programs) and includes budget item description, total cost, and full time 
equivalent (FTE) of positions for Schools Front End (SFE) programs. 

 

 
 

o School Budget Signature Forms – displays the school’s budget in a pre-defined format 
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How to input the beginning balances 
 

o User will be able to input data only on YELLOW cells 
o Cells in BLUE have a dropdown selection and require the user to select a Budget Item Description 
o Hyperlinked Control Sheet cells are protected to prevent users from deleting formulas 

 

 

How to filter the report 
 

o After the data has been entered, click on the REPORTS filter icon to display only active control sheets 
o To add additional data once the report is filtered, click on the Reports filter and check the “Blanks” box 
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How to use the hyperlink 
 
o Click on the adjacent hyperlink to view/input control record transactions

 

Control Sheet Details 
 

o Data entered by the user in the Table of Contents will auto-fill information fields in the 
Control Record worksheets 

o Supplemental salary amounts are converted into Balance in Hours and Balance in Dollars 
o Non-salaries (Operational expenses) are displayed as Balance in Dollars 
o Each control sheet has a hyperlink that will take you back to the Table of Contents 

 
 
Types of transactions to be posted in the Hyperlinked Control Sheets 

o P-Card transactions 
o Imprest Checks and Deposits 
o Approved Budget Adjustments 
o Supplemental Salaries 

• Classified 
 Clerical/Custodial OT 
 Clerical/Custodial Relief 
 Teacher Assistant 
 Clerical Substitute 
 Clerical Z Time 
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 Campus Aide X Time 
 Community Representatives 
 Supervision Aides 

• Certificated 
 Teacher Replacement 
 Teacher Auxiliary 
 Teacher PD Regular 
 Teacher Release Day 
 Teacher X Time 
 Nurse X Time 
 Administrator Z Time 
 Day to Day Substitute 
 Differentials 
 Training Rate 

o Shopping Cart transactions 
o Other corrections and changes in funding allocations (positive/negative) 
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