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Alternate Tax Budget –  532 option 
 
Below are the instructions for generating the reports that are required to automatically populate 
certain fields of the Alternate Tax Budget with USAS data.  The shaded cells within the Alternate 
Tax Budget require manual entry. 
   
Once you have set up the reports, you may want to use the Save/Recall option to save the 
screen selections.  See page 4 for detailed instructions. 
  

CERTBAL.CSV 
 

1. Generate the CERTBAL report (USAS/USAS_ANN/USACERT/CERTBAL). 
 
2. Complete the CERTBAL screens as follows (fill in the Beginning year for Report 

accordingly): 
 
Screen 1: 

 
 
Screen 2: 

 
 
Screen 3: 

 
 
3. Verify that screen 4 is blank and proceed with generating the report. 
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BUDWRK.CSV 
 

Generate BUDWRK report for funds 001 and 532.  Generate a BUDWRK for every other fund 
and SPCC combination that receives any tax collections (002, 003 and 034).  Select the 
summary report option. 
 
1. Access the BUDWRK report (USAS/USAS_RPT/BUDWRK). 
 
2. Complete the BUDWRK as follows (It is recommended that the CSV files are named as 

BUDWRK001.CSV, BUDWRK002-1.CSV and BUDWRK003-1.CSV, etc. in the Output 
spreadsheet file): 

 
Screen 1: 

 
 
Screen 2: 

 
 
Screen 3: 
 

 
 

3. Verify that screen 4 is blank and proceed with generating the report. 
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4. Generate a BUDWRK for each fund and SPCC combination that receives any tax 
collections (002, 003 and 034).  You may want to utilize the Save/Recall option to store 
the screen selections for each fund. 
 

 

REVWRK.CSV 
 

Generate a REVWRK report for funds 001 and 532.  Generate a REVWRK for every other 
fund and SPCC combination that receives any tax collections (002, 003 and 034).  Select the 
summary report option. 
  
1. Access the REVWRK report (USAS/USAS_RPT/REVWRK). 
 
2. Complete the REVWRK as follows(It is recommended that the CSV files are named as 

REVWRK001.CSV, REVWRK002-1.CSV and REVWRK003-1.CSV, etc. in the Output 
spreadsheet file): 

 
Screen 1: 

 
 
Screen 2: 

 
 
Screen 3: 

 
 

3. Verify that screen 4 is blank and proceed with generating the report. 
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4. Generate a REVWRK for each fund and SPCC combination that receives any tax 
collections (002, 003 and 034).  You may want to utilize the Save/Recall option to store 
the screen selections for each fund. 

 
 

Save/Recall 
 

Saving the screen settings: 
 

1. Once the report is set up correctly, press the F11 key: 

 
 

2. The following message will appear on the screen: 

 
 

3. Press the down arrow key, select Save current answers and press Enter.  The following 
message will appear on the screen: 

 
 

4. Type in a name for the report and press Enter.  The word Ok should be highlighted. 
 
5. Press Enter and the following message will appear: 

 
 

6. Press Enter and submit the report as usual. 
 

Recalling screen settings: 
 
1. To recall the screen settings, access the report you want to submit and press the F11 

key. 
 
2. The following message will appear: 
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3. Select Recall previously saved answers, press Enter and the following message will 
appear: 

 
 
 

4. Select the saved settings you want and press Enter.  The following message will appear: 

       
 

5. Press Enter. 
 
6. Change any necessary fields (date, funds, etc).  If you change any fields and would like 

to save the current answers, press F11 and the following message will appear: 

 
 

7. If you want to save it under the current name, select the report name and press Enter. 
 
8. If you want to save it under a new name, select Save answers using a new name, 

press Enter, type in a new name, press Enter and you will receive a message like the one 
in step 4. 
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FTP Instructions 
 

Once you have generated the reports, you will need to FTP the files to your computer.  In the 
following example, WS_FTP will be used. 
 

1. Open up your FTP client and log in. 
 
2. Make sure the Local System reflects where you want to FTP the files to: 

 
 

3. If you need to change the Local System location, click on the green arrow to navigate to 
the location you want to FTP your files to: 

 
 
4. Make sure the Remote Site is pointing to your directory: 

 
 
5. Make sure that ASCII is selected: 

 
 

6. Locate the CSV file, click on it and click on the arrow pointing to the left: 

 
 
7. FTP the CSV files that were generated. 
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Populating the Alternate Tax Budget Spreadsheet 
 

Downloading the Alternate Tax Budget Spreadsheet: 
 

1. Open up the SPARCC website (www.sparcc.org).  Go to Support Staff Resources and 
click on Fiscal. 

 
2. Click on Templates and select the Alternate Tax Budget Templates and Instructions.  

 
3. Click on Alternate Tax Budget.  Do not select Alternate Tax Budget – Manual Entry. 
 
4. Save the file. 

 
5. Locate and open up the Alternate Tax Budget by double clicking on it. 

 

Populating the Sched 3 tabs: 
 

1. Locate and open the CERTBAL.CSV by double clicking on it. 
 
2. Click in the upper left corner of the CERTBAL.CSV to highlight the entire document: 

 
 
3. Right click and select Copy: 

 
 

4. Open the Alternate Tax Budget file (if it is currently open, it will be on your taskbar and 
you can click on it): 

 
 
5. Navigate to the red data-sched 3 tab by clicking on the right arrow in the lower left 

corner: 

 
 

6. Click on the red data-sched 3 tab: 

 
 

7. Right click in cell A1 and select Paste: 

 
 

http://www.sparcc.org/
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8. The information from the CERTBAL.CSV should now appear in the data-sched 3 tab of 
the Alternate Tax Budget file. 

 
9. Navigate to one of the schedule 3 tabs and click on it.  Data should now appear in 

column A in all of the schedule 3 tabs: 

 
 
10. Complete the information in the shaded cells for the schedule 3 tabs.  As information is 

entered into columns B, C, and E, a subtotal will automatically calculate in columns D and 
F: 

 
 

11. Right click on the CERTBAL.CSV located on the taskbar and click on Close: 

 
 

12. If you receive the following message, click No: 

 
 

Populating the schedule 2 tabs: 
 

1. Locate and open up the REVWRK001.CSV by double clicking on it. 
 
2. Click in the upper left corner of the REVWRK001.CSV to highlight the entire document, 

right click and select Copy. 
 

3. Open the Alternate Tax Budget file (if it is currently open, it will be on your taskbar and 
you can click on it), navigate to the red sched2-rev001 tab and click on it. 

 
4. Right click in cell A1 and select Paste.   

 
5. The information from the REVWRK001.CSV should now appear in the sched2-rev001 

tab of the Alternate Tax Budget file.  Close the REVWRK001.CSV file (refer to step 11 
and 12 above). 

 
6. Locate and open up the BUDWRK001.CSV file by double clicking on it. 
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7. Click in the upper left corner of the BUDWRK001.CSV to highlight the entire document. 
 

8. Right click and select Copy. 
 

9. Open the Alternate Tax Budget file (if it is currently open, it will be on your taskbar and 
you can click on it), navigate to the red sched2-bud001 tab and click on it. 

 
10. In the sched2-bud001 worksheet, right click in cell A1 and select Paste.   

 
11. The information from the BUDWRK001.CSV should now appear in the sched2-bud001 

worksheet of the Alternate Tax Budget file.  Close the BUDWRK001.CSV file. 
 

12.  Data should now appear in the following fields: 

 
 

13. The Beginning Cash Fund Balance and Encumbrances (at fiscal year end) can be 
manually entered or can be cut and pasted into the document by running a FINSUMM as 
follows out of OLD: 

 
 

14. Screen 2 of the FINSUMM can be left blank or run for funds as needed. 
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15. View the FINSUMM and find the total for the 001 fund.  Highlight the Beginning Cash 
Balance total for fund 001, click on Edit and click on Copy (repeat for fund 532). 

 
 
16. Open the Alternate Tax Budget file (if it is currently open, it will be on your taskbar and 

you can click on it). 
 
17. Right click on cell B21 in the schedule2-001 tab and select Paste.  The Beginning Cash 

Fund Balance should now appear. 
 
18. Repeat step 15-17 for the Current Encumbrances and place in cell B23. 

 
19. As with schedule 3, enter information into the shaded cells.  The information should 

automatically subtotal in the applicable cells. 
 

20. Process steps 1-19 for the remaining funds.  REVWRK002-1.CSV will be placed into tab 
sched2-rev1, BUDWRK002-1.CSV will be placed into tab sched2-bud1, etc.  The CSV 
files will be placed in the applicable red tabs. 

 
21. Fill in your district name and beginning year of the fiscal year on the Cover tab in the 

Alternate Tax Budget file. 
 

22. Complete the remaining tabs in the Alternate Tax Budget file.  Dates must be entered 
as MM/DD/YY. 

 
23. Once the information is complete, click on File and select Save As: 

 
 
24. Name and save the file accordingly. 
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Printing the Alternate Tax Budget: 
 

1. Navigate and click on the Cover tab. 
 
2. Hold down the CTRL key and click on the tabs that need to be printed. 

 
3. Click on File and click Print. 

 
 
 
 


