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SMART Overview 
 

Breakdown of the Account Number: 
 
 

Account Number – 02-102-0000-000-600-0000 

 
 

Components of the 19 digit account number: 
 

Fund 1 – General 
2 – Spec Ed & Coop 
3 –Debt 
4 – Build & Site 
5 – Trust 
7 –Agency 
9 – Fixed Assets & LT        
Debt 
 

Function – 
Expense 

1xx – Instruction 
2xx – Support Services 
3xx – Community Services 
4xx – Transfers 
 

Class 
 
 
 
Function-
Revenue 

0 – Revenue 
1 – Expense 
2 – Asset or Liability 
 
1xx – Local 
3xx – State 
4xx – Federal 
5xx – Transfers 

Object 1xxx – Salary (payroll only) 
2xxx – Benefits 
3xxx – Purchase Services 
4xxx – Repair, rental 
5xxx – Supplies & Materials 
6xxx – Capital Outlay Fixed Asset Eqpt. 
7xxx – Misc Expense 
8xxx – Transfers 
 

 

Selection Query 
The Selection Criteria is made up of six different tabs by which to run queries: 

1. Query by Account Number (Selection Criteria) 
2. Query by Invoice 
3. Query by Journal Entry 
4. Query by Purchase Order 
5. Query by Requisition 
6. Query by Employee 

Fund Class Func Obje Bldg Prog Cost 
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Transaction Analysis Menu Bar 
 
 

 
 

 
 
1. Print 
2. Print Preview 
3. Cut 
4. Copy 
5. Paste 
 

 
6. Clear Selection Criteria 
7. Modify Sort Order Future (Click on 

Column title to sort) 
8. Advanced Selection Criteria 

(FUTURE) 
 

 
Status: 
 
 

 
 
 
 
You can choose accounts by status: 
 Active 
 Inactive 
 Frozen 
 Prefrozen 
  

 

1 3 5 7  

2 6 84
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Transaction Analysis 

Starting the Program 
 
From your Desktop choose the Icon   
 
 
 
 
 

 

 

Security Login 
 
Sign in with your Password and ID.  You may choose to have the program remember you 
password.   
 

 
 
 



transaction_analysis_docum/hcb Page 8 of 46 8/26/2008 
 
 
 

Changing your password 
 
 
After typing in your User ID and Password but BEFORE you click OK to start the program, click 
the key that is on the left of User.  A menu will open up and you can change your password.  
Click update password and SMART will remember your new password 
 

 
 
 
 

Opening Transaction Analysis 
 
 You can choose Transaction Analysis in Two ways.  
  

1. Select Finance, then Select Transaction Analysis  

2.      Click the icon   
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Selection Criteria 

Query by Account 

 
 
Records can be selected by entering information in specific fields of the account number: Fund, 
Class, Function, Object, Building, Program, Cost, Responsibility, or by Alpha Fund Code.  The “ 
* “' (asterisk) symbol can be entered as a wild card in any of the previous fields.  The total 
number of characters in the field must be filled in (i.e. for the Function field with 3 characters, a 
search value of 2** can be entered).  To select all account numbers just press ENTER with no 
selection information. 
 
The following fields are shown: Account, Description, Responsibility, Alpha Fund Code, YTD 
Budget, YTD Actual, YTD Encumbrances, Requisition Reserve, Balance, Last Actual, and Begin 
Balance. 
 
Selection Criteria tab – enter account number parameters and push [List] to view accounts 
meeting query requirements. 
 
The Secondary tabs – Actual Detail, Budget Detail, Encumbrance Detail, Requisition Detail, and 
Payroll Detail – can only be viewed after a query has been run (Selection Criteria) and a specific 
record has been selected.  Columns can be rearranged by dragging the column heading to the 
position desired. 
 
Once a query is run (by Account, Invoice, Journal Entry, Purchase Order, Requisition or 
Employee), output is listed by order of account number.  It can be sorted by any of the columns 
by clicking on the title of that column. 
 
The fiscal year can be changed by using clicking on the drop down on the menu bar. 
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Query By Responsibility Code or Fund Name 
                                                                                                       Responsibility code 
                                                                                                       Alpha Fund Name 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
To select accounts by responsibility code, just type the responsibility code in the Resp 
field and you will only see those accounts. 
 
To select by funds like General Fund, type “g” in the fund name.
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Prior Account (1022 Account conversion) 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

In the Year 2002-2003 account numbers were converted to meet the state accounting 
guidelines.  If you would like to see what accounts have changed: 
Choose VIEW 
Choose Prior Account 
All of the account numbers that were converted will be highlighted.  Scroll to the right 
and you will be able to see the Prior Account number before the 1022 conversion.  This 
account number will also be exported to the Excel report. 
 
NOTE:  You must choose the year 2002 – 2003 to see the accounts that were converted 
because that is the year the conversion occurred.



transaction_analysis_docum/hcb Page 12 of 46 8/26/2008 
 
 
 

The Secondary tabs – Actual Detail 
 

 
 
 
To see the detail for 1 account: 
 Type the account number in the selection field or 
   OR 
 Select 1 account by moving your cursor to the account so it is highlighted and on the 
bottom right next to the Selection Criteria tab is the Actual Detail tab.   
 
After selecting this tab you will see all the detail for one account number.  The Amount column 
total is the same as the YTDACT on the account number screen.  Notice that the account name 
appears next to the account number to help you identify the account. 
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By Invoice 
 
 

 
 
 
 
Records can be selected by using the same criteria as searching by account.  There are also 
other fields to use to run a detailed specific query: Purchase Order, Vendor, and Invoice Date 
Range. 
 
Choose by Purchase Order number, Vendor number, or Invoice Date Range. 
 
Invoice Date: When you click on the arrow, a calendar appears and a specific date can be 
selected.  Or click on the field and type out the date. 
 
Also, there are no wild card searches for Vendor.  A Vendor Name can be done by clicking on 
 
the          and a list of vendors will be displayed.  Click on the vendor that you want and choose 
Select at the bottom of the screen.  It will fill in the vendor number and bring you back to the 
above screen. 
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Invoice Screen Search criteria 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When searching for invoices on the invoice screen you select use the following selection 
criteria: 
 

1. Invoice Date 
2. Check Date 
3. Check Number 
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By Journal Entry 
 

 
 
 
Records can be selected using the same criteria as searching by account.  There are other 
fields to use to run a detailed specific query: Transaction number, Transaction Date Range, 
Source & Type. 
 
The following fields are shown: Transaction number, Account, Description, Date, Source, 
Amount, Transaction Description, Responsibility and, Alpha Fund Code. 
 
Must enter the whole transaction number.  There are no wildcard searches on the transaction 
number. 
 
Choose by Transaction Number, Transaction Date Range, or Source & Type. 
 
The Amount Total is shown at the bottom of the screen, along with the total number of records 
returned from the query. 
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By Purchase Order 
 

 
 
 
Sorted by Purchase Order number.  Selection can be made by selecting various parts of the 
account number (Selection Criteria).  The purchase order fields to run queries from are: 
Purchase Order, Vendor, Status, and Purchase Order Date Range. 
 
The following fields are shown: Purchase Order number, Date, Account, Description, Vendor, 
Name, Revised Amount, YTD Payments (YTDACT) Balance, Payments, Status, Responsibility, 
Alpha Fund Code, and Requisition number. 
 
Information is automatically sorted by account number.  Choose by Purchase Order, Vendor, 
Status or Purchase Order Date Range. 
 
No wildcards can be entered.  The entire Vendor number or Purchase Order Number must be 
entered to use those fields in query.   
 
The Revised Amount Total is shown at the bottom of the screen, along with the total number of 
records returned from the query. 
 
A specific purchase order can be entered and the detail information is displayed such as status, 
Purchase Order Amount, YTD Payments, and Remaining Balance. 
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By Requisition 
(If the Electronic Requisition system is currently in use) 

 
 

 
 
 
Selection can be made by selecting various parts of the account number (Selection Criteria).  
The Requisition fields that can be used to run queries: Department (a drop-down list), Status (a 
drop-down list), Requisition Date Range, Requisition Number, and Vendor. 
 
The following fields are shown: Requisition Number, Dept Number, Purpose, Requisition Total, 
Line Number, Account, Account Description, Account Total, Requisition Date, Short, Position 
Description, Purchase Order, Vendor, Responsibility, Alpha Fund Code 
 
Can search by Department or Status (both of which are drop-down menus), Requisition Date 
Range, Requisition Number or Vendor. 
 
No wildcards can be entered.  Need to know entire Vendor number or Requisition Number to 
use those fields in query.   
 
The Requisition Total and the Account Total are shown at the bottom of the screen, along with 
the total number of records returned from the query. 
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By Employee 
 

 
 
 
Selection can be made by selecting various parts of the account number (Selection Criteria).  
The Employee Information fields that can be used to run queries: Last Name, Social Security 
No. 
 
The following fields are shown: Account, Employee Name, Pay Date, and Amount. 
 
Can select Employee by name from drop down menu.  Only employees with access to payroll 
profile have access to social security numbers. 
 
The Distribution Amount Total is shown at the bottom of the screen. 
 
An account number must be selected and the Actual Detail tab must be selected in order to 
view employee information for one account number. 
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Set Import Date 
 

 
 
 
 
 
If you have void checks and you want to download the data from a previous date you can do 
this so void check information is reflected in the payroll profile. 
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Actual Detail 

A/P Postings 
 

 
 
 
This screen shows the Transaction Date, posted Date, Description, Name, Purchase Order 
number, Invoice number, Check Number and Amount. 
 
The Total Amount is shown at the bottom of the screen, along with the total number of records 
returned from the query. 
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Journal & Cash Receipts 
 

 
 
 
This screen lists the journal entries and the cash receipts. 
 
The fields are: Source and Type, Transaction number, Transaction, Description, Amount. 
 
The Total Amount is shown at the bottom of the screen, along with the total number of records 
returned from the query. 
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Payroll & Fringe Postings 
 
 

 
 
This screen lists the payroll and fringe postings for an account. 
 
The fields are: Source and Type, Transaction number, Transaction date, Description, and 
Amount. 
 
The Total Amount is shown at the bottom of the screen, along with the total number of records 
returned from the query. 
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Systems Postings 
 

 
 
System Postings with a type of “I” (Interfund postings) are shown on this screen.  The source 
can be:                                     
                                    
      'A'     ACCOUNTS PAYABLE                 
      'E'     ACCOUNTS RECEIVABLE              
      'P'     PAYROLL                          
      'I'     INVENTORY                        
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Summary 
 

 
 
 
This screen lists all of the detail for an account.  Included are A/P Postings, Journal & Cash 
Receipts, Payroll & Fringe Postings and System Postings.  
 
The listed fields are: Source and Type, Transaction number Transaction Date, Posted, 
Description, Amount, Vendor, Purchase Order, Invoice Number, and Check Number. 
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Budget Detail 
 

Build Detail 
 
 

 
 
 
The listed fields are:  Transaction Date, Posted, Comment, and Amount. 
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Journal Entries 
 
 

 
 
The listed fields are:  Transaction number, Transaction Date, Description, and Amount. 
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Encumbrance Details 
 

Purchase Orders 
 
 

 
 
The listed fields are:  Purchase Order number, Date, Vendor, Revised Amount, YTD Payments, 
Balance, Payments, and Status. 
 
 
(Journal Entries – This option is currently not available) 
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Requisition Detail 
 
 
 

 
 
The listed fields are: Requisition number, Requisition Date, Purpose, Account Amount, 
Requisition Amount, Vendor, Vendor Name, Purchase Order number, Status, and Description. 
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Payroll Detail 
 

 
 
 
The listed fields are: Date, Employee, Check number, Amount, and Position. 
 



transaction_analysis_docum/hcb Page 31 of 46 8/26/2008 
 
 
 

 
 

Printing Data 
 
 
1. Click the Print button           (or on the menu, click File | Print) or use the Print Preview 

 
button           to view the report on the screen.  If you then want to print the report click the  
print button.  

 

 
 
2. Click the Print button          to print the report.  If changes need to be made to the setup of 

the printer, press the print setup button          and make the necessary changes. 
 

The functions for all of the buttons on the Print Navigation Bar are listed on the next 
page. 
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Print Navigation Bar 
 

 
 
 

 
1. Close Print Screen 
2. Go to First Page 
3. Go to Previous Page 
4. Page X of Y 
5. Go to Next Page 
6. Go to Last Page 
7. Cancel reading record 
8. Print 
9. Print Setup 
 

 
10. Refresh data 
11. Export 
12. Toggle group tree 
13. Change zoom 
14. Find 
15. Total records 
16. View Magnification 
17. Record X of Y 

 

1 3 5 7 9 11

2 6 8 10 12 14 164

13 15 17
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Exporting Data to an Excel Spreadsheet 
 
Once the report data has been selected from the Selection Criteria, the data can be exported to 
an Excel spreadsheet. 
 
1. Click the Print preview button           (or on the menu, click File | Print Preview).  A print 

preview of the report will come up on the screen.   
 
2. Click the Export button           on the menu bar and the Export box will appear. 
 
3. Select Excel 5.0 (Extended) under Format; select Disk File under Destination via a drop-

down menu. Choosing the Excel 5.0 Extended option will allow you to select specific 
exporting options. 

 

 
4. The Format Options settings should be the same as those shown below. 
 

 
 
5. Once the records have been exported, a dialog box will appear, showing you the record 

count.  The tile can now be opened in Microsoft Excel under the path. 
6. Choose the path and filename where the file should be saved. 
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Managing Previous Year Data 
 
           
The SMART application provides a way to store up to five (5) years worth of information in the 
database.  
 
1. To view a different year's data, just use the fiscal year drop-down on the menu bar.   
 

 

 
 
 

2. The years that are available to your district are displayed on the fiscal year drop-down 
menu.  Choose the year of the data you want displayed. 
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Vendor Labels 
 
Labels are available of active vendors for mailing or for file folders.   
 
To print Labels choose 

1) Finance 
2) Reports 
3) Click on Labels tab 
4) Choose Vendor File Folder Labels  (Avery 5266) or 
5) Choose Vendor Mailing Labels (Avery 5260)  
6) Double click, or choose view to see the print preview 
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After labels are loaded in the printer press the print Icon button to print your labels. 



transaction_analysis_docum/hcb Page 37 of 46 8/26/2008 
 
 
 

Reports 
 
There are various reports that are available thru SMART.  From the Main Menu Choose: 

1. Finance 
2. Reports 
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Audit - Ledger Export to Excel – Report 115 

 
This report will give you all the accounts from your ledger so you export the accounts 
necessary for you to prepare your audit to excel.  When selecting this report it will ask 
you for the year. 
 

  
 
A report will be generated 
 

 
 
Once the report data has been selected from the Selection Criteria, the data can be exported to 
an Excel spreadsheet. 
 
Click the Print preview button           (or on the menu, click File | Print Preview).  A print preview 
of the report will come up on the screen.   
 
Click the Export button           on the menu bar and the Export box will appear. 
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Select Excel 5.0 (Extended) under Format; select Disk File under Destination via a drop-down 
menu. Choosing the Excel 5.0 Extended option will allow you to select specific exporting 
options. 
 

 
The Format Options settings should be the same as those shown below. 
 

 
 
Once the records have been exported, a dialog box will appear, showing you the record count.  
The tile can now be opened in Microsoft Excel under the path. 
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You can open the excel file and do any calculations necessary. 
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Check Reconciliation – Report 750 
 

 
 
 
When you select Check Reconciliation you can select by check date of check number.  The 
Check Date has a drop down menu that takes you to a calendar to choose the date. 
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Multiple Year Detail – Report 1000 
 

 
 
 
Select the years and the month range 
 

 
 
You can select one fund code by double clicking that fund letter or by highlighting the fund and 
pressing the “>” to move to the selected side of the box.  To select all accounts press the “>>” 
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(the add all button) and all the accounts will move to the selected side.  You can highlight 
contiguous funds by selecting a range and then clicking the add all button or you can select no 
contiguous by holding the control key and selecting different funds. 
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You can select expense accounts or revenues or both 
 
 
 

 
 
 
You can select all or some functions 
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You can select all object codes by pressing the select all button 
To remove object codes press the remove 1 or all button “<” for one or “<<” to remove all the 
selected object codes.  After all the screens are filled in, press the OK button and you will see 
the following report: 
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