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NOTE- If you are not using the Grand Lodge COA, You have to convert to the May 8, 2020 before you continue 
Adaptive is only accepting the Elks Standard GL Account. Effective April 1, 2020, all Lodges must be using the 
updated Chart of Accounts values. 

 
 

 
Running the Budget Report 
•  From the Dashboard screen click on the gear in the upper right corner of the screen and choose “Budgeting 

under the Tools menu. 
 

 
 
 

 

 
•  Click the down arrow next to edit and choose Run Budget Overview Report 
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Exporting the Budget Report 
•  Click the icon to the left of the gear and export the report to excel 

 
 

 
 

 
 
 

 

Formatting the Budget File 
•  Open the file in Excel (Enable Editing if needed) and click on the triangle in the upper left corner of the worksheet 

to highlight the whole sheet. 
•  From the Home tab unmerge all cells 
•  With the pointer in any part of the shaded area right click and select Copy. Right click again and select 

Paste Values. This will replace any formulas that were exported with the actual values of the calculation 
results. 
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•  Delete any columns with data EXCEPT 
the column containing the Account 
Descriptions and the Column 
containing the line Totals 

•  Delete any rows above the lines that 
contain the account descriptions and 
totals. 

•  Delete any rows below the last row 
that contains any account description 
and total 

 
 

 

 

Formatting the Budget File 
 

• Highlight Columns A and B 

• Sort the data By Column A (A to Z) 
 

• Scroll to the bottom of the list and delete any rows that do not begin with a 
GL account number 
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• You should now have only two 
columns of data. Column A should 
contain the account number and 
description. 

• Column B should contain the 
corresponding annual budget total for 
that account. 

 
 
 

 

• In cell C1 type the following formula 
• =Trim(A1) 
• Hit <enter> 

• Now highlight cell A1, right click and 
copy. 

• Highlight all of the cells in column C 
from cell C2 to the bottom of the list. 

• With the pointer over any of the 
shaded cells right click and Paste 
Formula. This will remove any leading 
spaces in any account or sub-account 
description. 

 

 
 
 

 
 

• Highlight column C 
• Right Click and Copy 
• With the pointer over any shaded cell 

in the column right click and Paste 
Values. This will replace the Trim 
formula with the actual results of the 
calculations. 
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•  Once again highlight Column C 
•  From the Data Ribbon Choose text to 

columns 

 
 

 
 
 

 
 
 
 

 
 

•  In the Text to Column Wizard make 
sure the data type is set to delimited 
and click next. 

 
 
 

 
 
 

 
 
 
 

 
 
 
 

•  Set the delimiter to Space and click 
next 
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•  In the final screen of the wizard, with 

the column data format set to general 
click Finish. 

•  You have now separated the Account 
Numbers from the account 
descriptions on every line. 

•  From here we will finish the formatting 
and prepare the file to be submitted. 

 
 

 
 
 
 

•  Highlight and delete any columns to 
the right of Column C (the Column that 
contains only the account numbers. 

 

 
 

 
 

 
•  Highlight Column A 

•  With the pointer over any 
shaded cell right click and 
select Clear Contents 

•  This will delete all of the data 
in column A 

•  Highlight Columns C, D & E 

•  Right Click and Cut 
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Formatting the Budget File 

•  Highlight Column B. 
•  With the pointer over the 

shaded portion of column B 
right click and “Insert Cut 
Cells” 

•  Highlight Column C 
•  With the pointer over the 

shaded area in column C right 
click and Delete. 

 
•  Highlight Row 1 

•  With the pointer over the 
shaded area right click and 
Insert to insert a new row at 
the top of the sheet 

 
•  Type the column headers EXACTLY as shown below. 
•  If the headers are not exactly the same as the example the report will be rejected. 

 

 

 

 
•  In cell A2 type your Lodge number. All Lodge 

numbers must be 4 digits long. 
 

•  For Lodges with a number fewer than 4 digits use 
leading zeros. To keep the leading zeros from 
disappearing type an apostrophe (‘) before the first 
zero.  (Example- 246 becomes ‘0246 

 
•  Highlight Cell A2.  Right click and Copy. 
•  Highlight the rest of the cells in column A to the 

bottom of the list. Right click and Paste. 

 
•  In Cell C2 type the year this budget pertains to (I.E. 

2020). Copy and Paste in Column C the same way 
you did the Lodge number. 

 
•  In CellD2 type the word Budget. Once again copy 

and paste in column D. 
•  Your finished budget file should look like the 

example to the right: 
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Saving and Sending 
 

 
 

•  Save this file as a .csv file 

•  After saving the file email as an attachment to Adaptive@elks.cloud 

•  IMPOTANT- Include the word “Budget” in the subject line of the email 
•  Within a few minutes you should receive a response from Adaptive confirming that the file submission was 

successful. 
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Recap 
 
 

When the file is finished it should have only five columns- Lodge Number, Lodge GL Account 
Number, Fiscal Year Ending, Version and the Budgeted Amount 
•  Once submitted this file does not have to be resubmitted until the next fiscal year when the 

new year’s budget is created. 
•  For assistance creating your Budget file from Quick Books Online Version please contact your 

FRS Coordinator. 
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NOTE- The monthly actuals file must be submitted to Adaptive@elks.cloud prior to the 3rd Friday of the month 
immediately following the month being submitted.  

 

 
Running the Report 
•  From the Reports Menu choose the Transaction Detail by Account Report. 

•  Click on the three dots to the right and then click customize. 
 

 
 
 
 

 
 
 
 

• In the Customize Screen select your 
reporting period. 

 

 
 
 

 
 

• Expand the Rows and Columns section 
• Group by Month 
• Select the following columns and 

arrange in the following order: 

• Account # 
• Date 
• Debit 
• Credit 

• Run Report and export to Excel 
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Formatting the Excel File 
• In column F on the line of the first transaction listing create the calculation to subtract the number in the credit 

column from the number in the Debit column. 
• Note- The purpose of this calculation is to turn credits into negative numbers and debits into positive 

numbers. 
 

 
 
 

•  In column F from the cell with the new 
calculation copy and paste this calculation 
to every transaction line in the report. 
The sum of the new numbers in column F 
should be $0.00. 

 
•  Next, highlight column F. Right click and 

Copy. Mouse over the shaded column, 
right click and choose Paste Values 

 
•  Highlight column F once again. Right click 

and format cells.  Choose number from 
the Number tab. 

 
•  Highlight column B and using the same 

process as you did in column F change the 
cell format to “Text”. 
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Formatting the Excel File 
 
 

 
•  In column A on the line of the first 

transaction type the Lodge number 
 
•  In column A copy and paste the Lodge 

number to every transaction line in the 
report. 

 
•  Delete columns D and E (the credit and 

debit columns). 
• . 

 
 
 

 
 
 

 
 
 

•  Delete any rows above or below the lines 

that contain the transaction data 

•  Delete any columns containing data to the 
right of column D 

 
•  Insert one line at the very top of the 

report and type the following column 
labels 

•  LodgeNumber 
•  LodgeGLAccount 
•  Date 

•  Amount 
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Saving and Sending 
 

 
 

•  Save this file as a .csv file 

•  After saving the file email as an attachment to Adaptive@elks.cloud 

•  IMPOTANT- Include the word “Actual” in the subject line of the email 
•  Within a few minutes you should receive a response from Adaptive confirming that the file submission was 

successful. 
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When the file is finished it should have only four columns- Lodge Number, Lodge GL Account 
Number, Date and Amount 
• Lodges are required to submit the actuals file on a monthly basis by the third Friday of 

each month for the month prior. 
• If a Lodge makes corrections to a month that has already been submitted a new actuals 

file for that month must be created and the month’s data re-submitted. 
• For assistance creating your actuals file from Quick Books Online Version please contact 

your FRS Coordinator. 
 
 
 

 
 


