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WHAT’S NEW 
 
The new feature has been added to the Monthly Budget Report system which allows the use of MS Excel for entering data into the 
Monthly Budget Report system. Complete instructions for this feature begin on page 10. 
 

INSTRUCTIONS 
 
Monthly budget reports are a fundamental part of tracking the financial health of state agencies and the state as a whole. In addition, 
they are integral to the budget development process in the Governor’s Office. These reports are required from all agencies, except 
universities and those in the Judicial or Legislative Branches. 
 
There are two types of monthly reports: 1) tracking of appropriation expenditures and 2) tracking of money as it flows into and out of 
state funds. 
 
Reports from agencies are due at the conclusion of each month, no later than the 15th of the following month. 
 
Reporting forms are available at http://www.azospb.gov/Downloads.asp. There are unique forms for each fiscal year which must 
be downloaded in a timely manner. For example, the forms for FY 2014 will be available only between August 1, 2013 and 
July 31, 2014. Forms for FY 2015 will be available beginning August 1, 2014. 
 
Shortly after August 1st of every fiscal year, each agency will need to download and install the system onto their local computer 
system. Once an agency installs the monthly cash flow system, they should use this system to complete monthly budget reports to 
OSPB. Once downloaded for a fiscal year, the system is ready to use in its local setting for the remainder of the fiscal year. 
 
Again, there are two sections in this system: 1) tracking of appropriation expenditures and 2) tracking of money as it flows into and 
out of the state funds. 
 
When the system is opened each month, it will assume the user wants to enter data for the newly just-completed month. For example, 
if you open it in March, the system will be automatically set to report actual expenditures for February. If desired, a user can manually 
change to enter data for a previous month. 
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SPECIAL INSTRUCTIONS FOR EXPORTING AND IMPORTING MONTHLY BUDGET DATA USING MS EXCEL 

 
In an effort to reduce the input workload for agencies with large number of funds, a new function has been embedded into the Monthly 
Budget Report system. In addition to entering cash flow information directly into the system, agencies can now also export monthly 
data into an Excel file and do the calculation or modification in the Excel file, then import that file back to the Monthly Budget Report 
system. 
 
Export 
 

1. Open the Monthly Budget Report system, pick a month, and pick a fund from either Appropriation Tracking or Cash Flow 
Reports to enter the detail form. 

2. On the detail form, click Exprt to Excel on the top of the form and a choose file box will appear asking you to pick a specific 
location and to input a file name. Note: no extension name is needed, i.e., you may type in GVAfund1000 as the file name, 
rather than GVAfund1000.xsl; the system will save the file into GVAfund1000.xsl automatically. 

3. Work on the Excel spreadsheet. Note: ONLY cash amounts are allowed to change. PLEASE DO NOT change the column or 
row names or order or format; any manual change other than the cash amounts will cause the import step to fail. 

4. After work is finish on the spreadsheet save it in .CSV format only. 
 
Import 
 

1. In the Monthly Budget Report system, pick the specific month and fund you want to import back from the Excel file; make 
sure the month and fund (and appropriation) MATCH with those in the Excel file. 

2. From the detail form, click Imprt Excel. In a file selection box, be sure to select the CSV file, and then OK. 
3. If the file selected does not match the current detail form in any of these: fund, month, report type (Appropriation or Cash 

Flow), or appropriation, a message box will appear stating: Something is wrong with your import file. Please make sure the 
Fund, Month, Appropriation, and Report Type in the file match with Monthly Budget Report system. Carefully examine the file 
to ensure that it is the correct file to import. 

4. Upon completion of the import, the system will return to the previous menu. Select that fund again to examine the data in the 
detail form to be sure it matches the Excel file. 

 


