Preparing the Claim Form...

...Without Hair Pulling!

1. Download accounting ledger into Excel file. Your accounting program will have a function that
converts the ledger data into Excel. It may look like this:
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XML file with report data
pot

CSV (comma delimited)
Acrobat (PDF) file
MHTML (web archive)

Excel |
TIFF file
Word
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2. Clean up data in Excel file if needed. The downloaded data may look like this:

6/25/2015 PR PREC SEC Employee Name SECRETARY
100 E 681000 135 000 000

7/21/2014 PR PREC Trans Employee Name Transportation
7/21/2014 PR PREC Trans Employee Name Transportation
7/21/2014 PR PREC Trans Employee Name Transportation
7/25/2014 PR PREC Trans Employee Name Transportation
7/25/2014 PR PREC Trans Employee Name Transportation
7/25/2014 PR PREC Trans Employee Name Transportation
7/25/2014 PR PREC Trans Employee Name Transportation
8/20/2014 PR PREC Trans Employee Name Transportation
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In order to later sort properly, all columns need to be filled in. Therefore the accounting code
should be copied into the appropriate cells. In this example, an extra column was added to
accommodate the data:

€/25/2015 PR PREC SEC Employee Name SECRETARY
100 E 681000 135 000 000 7/21/2014 PR PREC Trans Employee Name Transportation
100 E 681000 135 000 000 7/21/2014 PR PREC Trans Employee Name Transportation
100 E 681000 135 000 000 7/21/2014 PR PREC Trans Employee Name Transportation
100 E 681000 135 000 000 7/25/2014 PR PREC Trans Employee Name Transportation
100 E 681000 135 000 000 7/25/2014 PR PREC Trans Employee Name Transportation
100 E 681000 135 000 000 7/25/2014 PR PREC Trans Employee Name Transportation
100 E 681000 135 000 000 7/25/2014 PR PREC Trans Employee Name Transportation
100 E 681000 135 000 000 §/20/2014 PR PREC Trans Employee Name Transportation
100 E 681000 135 000 000 £/20/2014 PR PREC Trans Employee Name Transportation
100 F 631000 135 000 NOO £/720/2014 PR PRFC Trans Fmnloves Name Transnartation

Add another column to reference IBUS or Claim Line Number:

IBUS Line
100 E 681000 135000000  7/21/2014 PR PREC Trans Employee Name Transportation Payables Reverse 7/16/2014 3 7/21/2014  -654.04 1
100 € 681000 135000000  7/21/2014 PR PREC Trans Employee Name  Transportation Payables Reverse 7/16/2014 12 7/21/2014  -763.23 1
100 E 681000135000000  7/21/2014 PR PREC Trans ployee Name portation  Payabl 7/16/2014 24 7/21/21014 -1,375.24 1
100 E 681000 135000000  7/25/2014 PR PREC Trans ployee Name portation  Regular Payroll 7/16/2014 900002148 7/25/2014  654.04 3
100 E 681000 135000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002160 7/25/2014  763.23 1
100 € 681000 135000000  7/25/2014 PR PREC Trans Employee Name Transportation Regular Payroll 7/16/2014 900002177 7/25/2014  348.75 1
100 £ 681000 135000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002177 7/25/2014 1,375.24 1
100 E 681000 135 000 000 8/20/2014 PR PREC Trans Employee Name  Transportation Payables Reverse 8/14/2014 1016 8/20/2014 -654.04 1
100 E 631000 135 000 000 8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/1a/2014 1025 8f20/2014 -763.23 b A
100 681000135000000  8/20/2014 PR PREC Trans  Employes Name Transportation PayablesReverse  §/14/2014 1037 8/20/2014 -1,375.24 1
Add headers to remaining columns:
Account Code Date Type Type Typel Vendor Type 3 Account type Date PO Date 2 Amount  IBUS Line
100 E 681000 135 000 000 7/21/2014 PR PREC Trans Employee Name Transportation Payables Reverse 7/16/2014 3 7f21f2014 -654.04 1
100 E 681000 135 000 000 7/21/2014 PR PREC Trans Employee Name Transportation Payables Reverse 7/16/2014 12 7/21f2014 -763.23 1
100 E 681000 135000000  7/21/2014 PR PREC Trans Employee Name Trznsportation Payables Reverse 7/16/2014 24 7/21/2014 -1,375.24 1
100 E 681000 135000000  7/25/2014 PR PREC Trans  Employee Name Transportation Regular Payroll 7/16/2014 900002160 7/25/2014  763.23 1
100 E 681000 135 000 000 7/25/2014 PR PREC Trans Employee Name Transportation Regular Payroll 7/16/2014 900002177 7/25/2014 348.75 1
100 E 681000 135 000 000 7/25/2014 PR PREC Trans Employee Name Transportation Regular Payroll 7/16/2014 900002177 7/25f/2014 1,375.24 1
100 E 681000 135000000  8/20/2014 PR PREC Trans Employee Name  Transportatiol Payables R 8/14/2014 1016 §/20/2014 -654.04 A
100 E 681000 135000000  8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1025 8/20{2014 -763.23 1
100 E 681000 135000000  7/25/2014 PR PREC Trans FICA Transportation  Regular Payroll 7/16/2014 900002148 7/25/2014  654.08° 12.50
100 € 681000 135000000  8/20/2014 PR PREC Trans Employee Name Trznsportation PayablesReverse  8/14/2014 1037 8/20/2014 -1,375.24 1
100 E 681000 137000000  7/21/2014 PR PREC Trans Employee Name  Trznsportation Payables Reverse 7/16/2014 24 7/21/204 -1,375.24° 3
100 E 681000 135000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002148 7/25/2014 654.08° 3
100 E 681000 135000000  7/25/2014 PR PREC Trans  BX Transportation  Regular Payroll 7/16/2014 500002160 7/25/2014 763.23° 9-50
100 E 681000 135 000 000 7/25/2014 PR PREC Trans BX Trensportation  Regular Payroll 7/16/2014 900002177 7/25/2014  348.75 " 9.50
100 E 681000 135000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002177 7/25/2014 1,375.24° 3
100 € 681000 135000000  8/20/2014 PR PREC Trans Employee Name  Transportation Payables Reverse 8/14/2014 1016 §/20/2014 -654.08° 3
100 E 681000 135 000 000 8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1025 8/20/2014 -763.23 r 3
100 € 681000 135000000  8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1037 8/20/2014 -1,375.24 {3
100 € 681000134000 000  7/21/2014 PR PREC Trans Employee Name  Transportation Payables Reverse 7/16/2014 24 7/21/204 -1,375.24° 4
100 E 681000 134000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002148 7/25/2014 654.08° 4
100 E 681000 134 000 000 7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002160 7/25/2014 763237 &
100 E 681000 134000000  7/25/2014 PR PREC Trans  PERSISL Transportation  Regular Payroll 7/16/2014 900002177 7/25/2014 348.75 14-85
100 E 681000 134 000 000 7/25/2014 PR PREC Trans PERSI Transportation  Regular Payroll 7/16/2014 900002177 7/25/2014 1,375.24 13-85
100 € 681000 134 000000  8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1016 8/20/2014 -654.04° 4
100 € 681000 134000000  8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1025 8/20/2004 -763.23° 4

100 € 681000 134000000  8/20/2014 PR PREC Trans Employee Name  Transportation Payables Reverse 8/14/2014 1037 8/20/2014 -1,375.24° 4



Sort data based on IBUS or Claim Line Number:

Account Code Date Type Type Typel Vendor Type 3 Account type Date PO Date 2 Amount IBUS Line
100 E 681000 135 000 000 7/21/2014 PR PREC Trans Employee Name Transportation Payables Reverse 7/16/2014 3 7/n/014  -654.04 1
100 E 681000 135000000  7/21/2014 PR PREC Trans Employee Name Transportation Payables Reverse 7/16/2014 12 7/21/2014  -763.23 1
100 E 681000 135000000  7/21/2014 PR PREC Trans Employee Name Transportation Payables Reverse 7/16/2014 24 7/21/2014 -1,375.24 1
100 E 681000 135000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002160 7/25/2014  763.23 1
100 E681000 135000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002177 7/25/2014  348.75 1
100 E 681000 135000000  7/25/2014 PR PREC Trans  Employee Name Transportation Regular Payroll 7/16/2014 900002177 7/25/2014 1,375.24 1
100 E 681000 135 000 000 8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse B8/14/2014 1016 8/20/2014 -654.04 1
100 E 681000 135 000 000 8/20/2014 PR PREC Trans Employee Name  Transp i Payables R 8/14/2014 1025 8/20/2014 -763.23 1
100 E681000 135000000  8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1037 8/20/2014 -1,375.24 1
100 E 681000 137000000  7/21/2014 PR PREC Trans Employee Name  Transportation Payables Reverse  7/16/2014 24 7/21/2014 -1,375.24 3
100 E681000 135000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002148 7/25/2014  654.04° 3
100 E 681000 135000000  7/25/2014 PR PREC Trans Employee Name Transportation Regular Payroll 7/16/2014 900002177 7/25/2014 1,!?5.24' 3
100 E 681000 135 000 000 8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/1a/2014 1016 8/20/2014 -654.047 3
100 E 681000 135000000  8/20/2014 PR PREC Trans Employee Name Transportation PayablesReverse  8/14/2014 1025 8/20/2014 -763.23 : 3
100 E 681000 135000000  8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1037 8/20/2014 -1,375.24 3
100 E 681000 134 000000  7/21/2014 PR PREC Trans Employee Name Transportation Payables Reverse 7/16/2014 24 7/21/2014 -1,375.287 a4
100 E 681000 134000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002148 7/25/2014 654.04° 4
100 E681000 134000000  7/25/2014 PR PREC Trans Employee Name  Transportation Regular Payroll 7/16/2014 900002160 7/25/2014 763.23° 4
100 E 681000 134 000000  8/20/2014 PR PREC Trans Employee Name  Transportation Payables Reverse 8/14/2014 1016 B8/20/2014 -654.04° 4
100 E681000 134000000  8/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1025 8/20/2014 -763.23° 4
100 E 681000134 000000  §/20/2014 PR PREC Trans Employee Name Transportation Payables Reverse 8/14/2014 1037 8/20/2014 -1,375.24° 4
100 E 681000 135000000  7/25/2014 PR PREC Trans FICA Transportation  Regular Payroll 7/16/2014 900002148 7/25/2014  654.04° 12-50
100 E681000135000000  7/25/2014 PR PREC  Trans  BX Transportation  Regular Payroll 7/16/2014 900002160 7/25/2014  763.23 9-50
100 E 681000 135000000  7/25/2014 PR PREC Trans BX Transportation  Regular Payroll 7/16/2014 900002177 7/25/2014  348.75  9.50
100 E 681000 134 000000  7/25/2014 PR PREC Trans  PERSI Transportation  Regular Payroll 7/16/2014 900002177 7/25/2014 1,375.24 13-85
100 E 681000 134 000000  7/25/2014 PR PREC Trans PERSI SL Transportation  Regular Payroll 7/16/2014 900002177 7/25/2014  348.75 14-85
Subtotal based on IBUS or Claim Line Number:

Account Code Date Type Type Typel Vendor Type3  Accounttype Date PO Date 2 Amount IBUS Line
100 E 681000 135 000 000__ 7/21/2014 PR PREC Trans Employee Transport: Payables Reverse  7/16/2014 3 7/21/2014 -654.04 1
100 E 681000 135 000 0§/ Subtotal - - |_? 3 | Employee Transport: Payables Reverse  7/16/2014 12 7/21/2014 -763.23 1
100 E 681000 135 000 04 At e Employee Transport: Payables Reverse  7/16/2014 24 7/21/2014 -1,375.24 i
100 E 681000 135 000 s ine : Zl Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014  763.23 1
100 E 681000 135 000 = Employee Transporti Regular Payroll 7/16/2014 9E+08 7/25/2014  348.75 1
100 E 681000 135 000 l"::'m 3 Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 1,375.24 1
100 E 681000 135 000 O}/ ! Employee Transport: Payables Reverse  8/14/2014 1016 8/20/2014 -654.04 1
100 £ 681000 135 000 %d:;?:: Employee Transporti Payables Reverse  8/14/2014 1025 8/20/2014 -763.23 1
100 E 681000 135 000 1 (2) Date = Employee Transport: Payables Reverse  8/14/2014 1037 8/20/2014 -1,375.24 1
100 E 681000 137 000 )| ||_|PO Employee Transport: Payables Reverse  7/16/2014 24 7/21/2014 -1,375.247 3
100 E 681000 135 000 ;{ 3 Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014  654.04 F 3
100 E 681000 135 000 [ 1BUS Line - Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 1,375.24 r 3
100 E 681000 135 000 ) Reptace qurrent siblotals Employee Transport; Payables Reverse  8/14/2014 1016 8/20/2014 4554.04: 3
100 € 681000 135 000 O | o e et - Employee Transport: Payables Reverse  §/14/2014 1025 8/20/2014 -763.23 |3
100 E 681000 135 000 Employee Transport: Payables Reverse  8/14/2014 1037 8/20/2014 -1,375.24 3
100 E 681000 134 000 Employee Transport: Payables Reverse  7/16/2014 24 7/21/2014 -1,375.24 T &
100 E 681000 134 000 Employee Transporti Regular Payroll 7/16/2014  9E+08 7/25/2014  654.04 "4
100 E 681000 134 000 Employee Transport: Regular Payroll 7/16/2014  9E+08 7/25/2014  763.23° 4
100 E 681000 134 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1016 8/20/2014 -654.04 F 4
100 E 681000 134 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1025 8/20/2014 -763.23 r 4
100 E 631000 134 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1037 8/20/2014 -1,375.24° 4
100 E 681000 135 000 000 7/25/2014 PR PREC Trans FICA Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 654.04 4 12-50
100 E 681000 135 000 000 7/25/2014 PR PREC Trans BX Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014  763.23 " 950
100 E 681000 135 000 000 7/25/2014 PR PREC Trans BX Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014  348.75 " 950
100 E 631000 134 000 000 7/25/2014 PR PREC Trans PERSI Transport: Regular Payroll 7/16/2014  9E+08 7/25/2014 1,375.24 13-85
100 E 681000 134 000 000 7/25/2014 PR PREC Trans PERSISL Transporti Regular Payroll 7/16/2014 9E+08 7/25/2014  348.75 14-85




Excel subtotals amounts based on IBUS or Claim Line Number:

Account Code Date Type Type Typel Vendor Type3  Accounttype Date Date 2 Amount IBUS Line
100 E 681000 135 000 000 7/21/2014 PR PREC Trans Employee Transporti Payables Reverse  7/16/2014 3 7/21/2014 -654.04 1
100 £ 681000 135 000000 7/21/2014 PR PREC Trans Employee Transport: Payables Reverse  7/16/2014 12 7/21/2014 -763.23 1
100 E 681000 135000000 7/21/2014 PR PREC Trans Employee Transport: Payables Reverse  7/16/2014 24 7/21/2014 -1,375.24 1
100 E 681000 135 000 000 7/25/2014 PR PREC Trans Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014  763.23 ¥
100 E 681000 135000 000 7/25/2014 PR PREC Trans Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014  348.75 1
100 E 681000 135 000 000 7/25/2014 PR PREC Trans Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 1,375.24 1
100 £ 681000 135 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1016 8/20/2014 -654.04 1
100 E 681000 135000000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1025 8/20/2014 -763.23 1
100 E 681000 135 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1037 8/20/2014 -1,375.24 1
-3,097.80 1Total
100 E 681000 137 000 000 7/21/2014 PR PREC Trans Employee Transport: Payables Reverse  7/16/2014 24 7/21/2014 -1,375.24 S
100 E 681000 135000000 7/25/2014 PR PREC Trans Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 654.04 v 3
100 E 681000 135000000 7/25/2014 PR PREC Trans Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 1,375.24° 3
100 E 681000 135000000 8/20/2014 PR PREC Trans Employee Transporti Payables Reverse  8/14/2014 1016 8/20/2014 -654.04° 3
100 E 681000 135 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1025 8/20/2014 -763.23 [ =
100 E 681000 135 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1037 8/20/2014 -1,375.24 "3
-2,138.47 3 Total
100 E 681000 134 000 000 7/21/2014 PR PREC Trans Employee Transporti Payables Reverse  7/16/2014 24 7/21/2014 -1,375.24° 4
100 £ 681000 134 000000 7/25/2014 PR PREC Trans Employee Transport: Regular Payroll 7/16/2014  9E+08 7/25/2014 654.04° 4
100 E 681000 134 000 000 7/25/2014 PR PREC Trans Employee Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 763.23 | 4
100 E 681000 134 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1016 8/20/2014 -654.04 r a
100 E 681000 134 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1025 8/20/2014 -763.23 T
100 E 681000 134 000 000 8/20/2014 PR PREC Trans Employee Transport: Payables Reverse  8/14/2014 1037 8/20/2014 -1,375.24 r 4
-2,750.48 4Total
100 E 681000 135 000 000 7/25/2014 PR PREC Trans FICA Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 654.04 r 12-50
654.0412-50 Total
100 E 681000 135 000 000 7/25/2014 PR PREC Trans BX Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 763.23 r 9-30
100 E 681000 135000000 7/25/2014 PR PREC Trans BX Transport: Regular Payroll 7/16/2014 9E+08 7/25/2014 348.75 r 9-50
1111.98 9-50 Total
100 E 681000 134 000000 7/25/2014 PR PREC Trans PERSI Transporti Regular Payroll 7/16/2014  9E+08 7/25/2014 1,375.24 13-85
1,375.2413-85 Total
100 E 681000 134 000 000 7/25/2014 PR PREC Trans PERSISL Transporti Regular Payroll 7/16/2014 9E+08 7/25/2014 348.75 14-85
348.7514-85 Total

If these are your final numbers, they can be used to complete the claim form.

Worth mentioning:

Updating the download into a convenient excel document may take some time;
however, that time will be saved later on, especially if one has many combined accounts
such as parts and contracted repairs or PERSI/ Sick, and FICA. By adding the IBUS
reference and sorting accordingly, this is much faster than high-lighting the appropriate
amounts and tallying them up manually.

Retyping amounts into an Excel worksheet or tallying them up on a 10key can lead to
typos, and missed amounts. You save time by not retyping amounts or high-lighting

kind-like expenses.

If expenses were coded to an account they don’t belong to, they are easily sorted
correctly through the addition of the IBUS or Claim Line Number.

Proration calculations can be done on the Excel worksheet.

Easier to do than a pivot table with advantage of expense type being clarified.



