BOCES Refund by District

To print the BOCES Refund by District report go to Reports, BOCES Aid and Special Functions, Actual Aid Claims, Aid Group Information Reports, Surplus/Refund Distribution by District. 

A shortcut can also be setup for this report.  If you wish to have a shortcut, please contact Sheri Kershner at (315) 433-2613.  The shortcut will appear under the red pile of bricks on the right hand side of your screen and will be labeled “SRD”.
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Click on the magnify glass to the right of the District/BOCES field and select your district.  
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In the Sort Name field on the selection screen start typing your district name.  Once the arrow is pointing to your district, hit the “OK” button.
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Hit the Print Settings button on the bottom to make sure the correct printer is selected.
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If the correct printer is not listed, hit the down arrow key to the right of the selected printer field.  Select your printer and hit “OK”.
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You have two choices for printing the document.  You can print the refund report with all the data columns shown, this is the default, or you can print the report with a summary of  columns.  The screen prints below show you the differences.

The report with all the data columns listed is shown below.  You do not need to change any of the report options for this report as this is the default.
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If you want only a summary of columns shown on the report, under the “Column Format” section hit the “Summary Fields” option.
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The summary report is shown below.  You will note there are only three data columns on this report.
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Hit the printer icon to print the document or the print preview icon to view the document.
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The print preview icon is the icon at the bottom of the screen with the piece of paper and a magnify glass on it.
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