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TEAM-Web User’s Guide





Funds Control


Formula Apportionment


 





To access Formula Apportionment, first click on the ‘plus’ sign to the left of the words Funds Control.





Formula Apportionment will expand below Funds Control.





Click on the words Formula Apportionment.  The menu will again expand and the screen to the right will change to reveal a Formula Apportionment query box.





Enter your search criteria and hit enter, or click on ‘Submit Query.’
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If your query results in more than one record, then highlight that record by clicking on it.





Information will appear for that Apportionment in the details section below.
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Click on the work View under Formula Apportionment in the main menu bar after highlighting an Apportionment.





The Inquiry tab provides read only information.





The Audit Trail tab is read only as well, but the user has the ability to click on each of the individual updates to view the specific data for that update





You can hit OK or Cancel to exit the screen.
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Formula Apportionment
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From the main menu click on Modify. 





A new window will open titled Modify Formula Apportionment.





The user can modify the Change and/or Current fields.  Whichever they chose to modify, the other will automatically calculate the mathematical change.





Remarks may be entered in the text box at the bottom of the screen.





Click the save icon at any time to keep your current changes.





Click the OK button to save and close the screen.
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Formula Apportionment


Transfer


 





Click on Transfer under Formula Apportionment in the main menu.





Data for the apportionment fields outlined in blue may be entered in manually, or you may click on the details magnifying glass to open a new window that allows you to select the account data.





Select the radio button for the account and click OK.





The data will populate for you.





Enter the transfer amounts.





Add desired transfer remarks.





Click OK to save and exit.
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Formula Apportionment


Create


 





To create a Formula Apportionment, click on the word Create under Formula Apportionment in the main menu.





You may enter in the UZA and account data manually or you can have it populated for you by clicking on the details magnifying glass and selecting an account from a list.





Enter the amounts in the change or current fields.





Add applicable remarks.





Click OK to save and close.
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