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The easiest way to bring up the “mapping” tool is to double-click on the reported item on the form. Once
selection is made, click Save. The system will fetch the amount as defined by the selection. If the amount does not
reflect what it should be, chances are the selection is not correct and may need to be re-defined. To review selections
for all items being reported, select “Preview Template” in the Options menu. Selections are retained for following
reporting years.

Display pages mirror actual reporting pages. Click on the arrow at the top right corner to jump between pages.
The Reporting Template has all entries as defined by the State. Under the Options menu, Set View Filter to Selected
Rows to limit display to only applicable items for the city.

During budget reporting time, set your selection to “Budget” view at the bottom left of the screen. During time
of financial reporting, switch to “Financial” instead.

Budget reporting can be uploaded to the State website. Use the Reports option at the bottom right of the
screen and select State e-File. Once the budget file is uploaded, all State Budget Reports can be produced directly from
the State website based on the uploaded information.

The State does not have the option to upload the Financial Report file. Banyon, however, will generate a similar
report with all reporting numbers based on the selections.



