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General Information 

• The yellow cells are the only cells that need to be filled in. 
• Each fund has its own corresponding tab and has a similar layout. 
• The “Operating Funds” and “Total All Funds” are two tabs that do not require anything to be filled it, they are 

a summary of all the other tabs. 
• The Bank Reconciliation tab is used to reconcile the funds tabs to your month end bank statements.  

 
Steps  

1) Begin in the Education Fund by entering in the beginning cash balance in cell C10 for July. 
2) Scroll down to the Local, State, and Federal sections. They are sectioned in blue. These begin at row 57. 
3) This is where you will enter in all your Local, State, and Federal Receipts. As a reminder, you are allowed to 

edit/change anything that is in the yellow cells.  
a. For example: Local Receipts might have a list of local sources that might not pertain to your 

district. You are allowed to add/delete to fit what you have.  
4) Once all those have been entered in, you will then enter in the budgeted amounts for each of those 

sources. This begins at cell Q58.  
a. Once all information for Local, State, and Federal sources have been entered, you will notice that it 

has been totaled for you at the top in rows 12, 13, 14.  
5) Next, you will need to enter in your expenditures for the month for Salaries, Benefits, Purchase Services, 

Supplies, Capital Outlay, Other Objects, Non-capitalized Equipment, and Termination Benefits. This begins 
in cell C18. 

a. It defaults to the average expenditures per object, but you can override anything you want by 
typing over the formula in the yellow cells. 

6) Next add in your annual budgeted amounts for Salaries, Benefits, Purchase Services, Supplies, Capital 
Outlay, Other Objects, Non-capitalized Equipment, and Termination Benefits. This begins in cell Q18. 

7) Next you will add in any loans/line of credits 
a. Row 28 shows money coming into the fund via loan from TAW, Line of Credit,  another fund, etc. 
b. Row 29 shows money leaving the fund via loan to another fund, or repayment of TAW, Line of 

Credit.  Use negative number. 
c. Row 31 shows money coming into the fund via the sale of bonds, or permanent transfer from 

another fund. 
d. Row 32 shows money leaving the fund via a permanent transfer to another fund.  Use negative 

number. 
8) Next, you will add in the amounts as per the Treasurer’s Report for each month. This is at cell C39. 
9) Next, you will add in any loan receivables or payables. This is at cell C45.  
10) Repeat these steps for the rest of the fund tabs. 

 
Notes 
Once a month has closed, go to appropriate month, and put the actual figures as they appear in your 
general ledger.  Estimate remaining revenues and expenditures the best that you can.  After a month 
closes, delete the estimated figures and enter the actual. 
 
 
 
 
 
 



Terms, Condi�ons and Disclaimer 
 

The Illinois State Board of Education (“ISBE”) encourages Illinois educators to access, use, 
reproduce, publish, and display, any materials created by ISBE for educational and 
noncommercial purposes to support the instructional, research, professional development and 
pedagogical activities of K-12 Illinois public schools, educators, administrators, and students.  

1. Ownership. All intellectual property including but not limited to materials, content, text, 
publications, Cash Flow Workbook and Cash Flow Workbook Instructions, Tax Levy Workbooks, 
Salary Forecast Workbook, Forecasting Tool, Forecasting Tool Instructions, images, graphics, 
logos, audio, video, and software, located and made available on ISBE’s webpage, FINANCE, 
BUDGETS & FUNDING, REGIONAL FINANCIAL CONSULTANTS at 
https://www.isbe.net/Pages/Regional-Financial-Consultants.aspx  (“the Materials”) are the sole 
and exclusive property of ISBE and protected by United States copyright laws (17 U.S.C. § 101). 
ISBE is the owner of or has acquired all rights, title and interest, including copyright, to the 
Materials, a work consisting of editorial revisions, annotations, elaborations, or other 
modifications, which as a whole represents an original work of authorship under 17 U.S.C. § 101.  

2. Grant of Permission. Permission is granted in advance for use of the Materials for educa�onal 
and noncommercial use only.  Any such use of the Materials must acknowledge ISBE’s copyright 
in the following form: The Materials were developed, produced and funded with State of Illinois 
funds from the Illinois State Board of Education.  Copyright © 2024, Illinois State Board of 
Education, Springfield, Illinois, reprinted by permission.  Permission is also granted to make all 
use of the Materials (e.g., view, download or print) consistent with the fair use doctrine of United 
States copyright law (17 U.S.C. § 107) and applicable interna�onal law.   
You agree not to use, reproduce, revise, edit, create derivative works of, sublicense or otherwise 
distribute the Materials except as authorized herein. No provision of this Disclaimer shall be 
construed to grant by implication or otherwise, any right(s) other than those expressly set forth 
herein. This Disclaimer does not cover revised, updated, or other subsequent versions of the 
Materials.  You shall not permit any third party to engage in any of the foregoing proscribed 
acts. 

3. Attorney Review.  The content on ISBE’s webpage is for informational purposes only and is 
not intended to be a source of advice or financial analysis with respect to the Materials. The 
information and/or documents contained in the Materials do not constitute legal, regulatory or 
financial advice and should never be used without first consulting with a licensed attorney or 
financial professional to determine what may be best for your individual needs. Any opinions 
expressed in the Materials do not necessarily reflect the views of  ISBE, its officials, employees, 
or its contractors and agents. You are encouraged to consult with your local school district 
attorney to review all Materials for legal sufficiency under Illinois law to ensure your interests 
are protected.  

https://www.isbe.net/Pages/Regional-Financial-Consultants.aspx


4. Disclaimer of Liability. In no event shall ISBE or any of its officers, employees, agents or 
affiliates be liable, directly or indirectly, under any theory of law (contract, tort, negligence or 
otherwise), to you or anyone else, for any claims, losses or damages, direct, indirect special, 
incidental, punitive or consequential, arising out of or in connection with use of the Materials, 
including but not limited to errors, omissions, or inaccuracies in the content or loss or damage 
of any kind incurred as a result of the use of the Materials or ISBE’s webpage. The Materials may 
include links or references to third-party resources or content. ISBE does not endorse the third-
party or guarantee the accuracy of this third-party information. ISBE expressly disclaims all 
guarantees, warranties, conditions and representations of any kind, either express or implied, 
whether arising under any statute, law, or otherwise, including implied warranties of 
merchantability, fitness for a particular purpose, title and non-infringement. You use of our 
Materials is at your own risk. However, we hope they can serve as a helpful resource for you and 
make the process of financial management easier.  

 


