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Overview

ACCOUNTING MANAGER is a user friendly, interactive fund accounting module that features
built-in controls to eliminate invalid data entry and out of balance problems. It has been developed
specifically to deal with the special accounting issues that face New York State municipal entities.

ACCOUNTING MANAGER features a computerized general ledger with associated cash
receipts and cash disbursement journals for an unlimited number of individual funds. Cash receipt
and cash disbursement entries are automatically posted to the appropriate subsidiary ledger
accounts. Journal entries, budgetary encumbrances, and budgetary transfers are also handled and
automatically posted by the system.

In addition to its record keeping function, ACCOUNTING MANAGER is capable of generating
all financial documents, from computer generated checks and purchase orders, to complete
account and vendor histories and a wide variety of accounting report formats. The module can also
interact with PAYROLL MANAGER to directly import all payroll data.

Before becoming involved in the details of ACCOUNTING MANAGER, the user must grasp the
two most important concepts of the program:

. Understanding how Schedules work

. Maneuvering through the program



SORT

The SORT selection is a constant fixture in each module of ACCOUNTING MANAGER. The
SORT selection allows the user to search the data items by a corresponding check, receipt,
account, or entry number. The SORT selection provides the user with a variety of search methods.
The user can search by going to the first or last entry, the next or previous entry, or by keying in
the search criteria.

ADD

The ADD selection allows the user to add additional entries, schedules, etc., through data entry.

RESET
The RESET selection permits the user to return to already entered data and make changes to that data.

The RESET command will only work with data being entered on existing, open schedules. The RESET
selection will not allow the user to make changes to data on closed schedules.

DELETE

The DELETE selection deletes the selected entry from the existing schedule. The DELETE command
will only work with data being entered on existing, open schedules.

CANCEL

The CANCEL selection stops the current action and returns the user to the beginning of the action to start
over.

EXIT

The EXIT selection returns the user to the ACCOUNTING MANAGER main screen.

Other Maneuvering Commands

In addition to the Navigation and Update Panel, ACCOUNT MANAGER will provide the user with on-
screen prompts to guide the user through the program. These prompts will generally be located in the lower
left hand corner of the screen, prompting the user to make a selection or strike a particular key.



When operating within data entry and query modules, the F1 and F6 function keys may also be used to
maneuver through the program. These two keys do the following:

F1 - Opens online help service
Fé6 - Displays a list of all available items in a Look-Up browser (magnifying
glass)



Functions

The ACCOUNTING MANAGER program can be broken up into five different sections or
functions. Each function has its own specific purpose in the program. Similar operations have
been grouped together to simplify ACCOUNTING MANAGER’S operation.

The five functions consist of routines for:

Data Entry — All data to be entered into ACCOUNTING MANAGER is input through the Data Entry functions. Individual
sections are used for the input of cash receipts, cash disbursements, journal entries, purchase orders, and budget
transfers.

Maintenance — The maintenance function enables the user to work with individual accounting codes and maintain the
system’s schedules. The user can create, edit, and delete specific account codes, create and edit individual funds,
specify special codes, and customize accounts to special needs. Schedules can be opened, edited, and closed all
through the maintenance module.

Output Reports — The output reports function provides a variety of standard reports, which the user may either display,
on screen, print to a text file or a printer. Output reports include appropriation and revenue status reports, trial
balances, individual account code transactions, entire open or closed schedules, vendor histories, and purchase
order reports.

Query Info — The query function allows the user to search for information for a specific data item or items, such as an
individual cash receipt, individual check, or a series of journal entries. The user can define the search criteria to
customize the search or select the built in defaults and query all data entries.

Utilities — The utilities function allows the user to run special routines, including opening entry, routine maintenance,
diagnostic, custom and year-end routines.



Schedules

The organization of data and information in ACCOUNTING MANAGER is based on the use of
schedules. Schedules are the grouping of similar transactions into manageable segments, as
determined by the user, for single general ledger postings. They operate similar to schedules as
used in manual accounting systems.

Organization by schedules allows the user to effectively cross-reference all source transactions
into the accounting system. Schedules also allow the user to concurrently maintain records for
multiple accounting periods.

All schedules, for both current and past accounting periods, can be accessed with just a few simple
clicks. Schedules may be printed to provide a hard copy document, as a text file or viewed visually
on screen.

Schedules can be created for:

. Cash Receipts

. Cash Disbursements
e Journal Entries

e  Purchase Orders

e  Budget Transfers



Open and Closed Schedules

Schedules may be used for any time period the user desires. All current schedules are referred to
as being "open". All past schedules are referred to as being "closed", and are closed by the user
periodically on the Schedule Maintenance screen (Please refer to Maintenance — Close & Post
Schedules).

Accounting Tips:

™ Although schedules may be used for any time period the users desire, it is
recommended that schedules be used monthly, at most. Depending upon the size
of the accounting operations of the entity, the user may require using schedules
for smaller or longer time periods.

Monthly schedules, however, will ensure that transactions for the entire month are organized
together and posted on a timely basis. Monthly procedures can simplify standard reporting and
reconciliation to outside information. (Please refer to Appendix A, Sample Monthly Procedure)

Open schedules are generally for the current and most recent preceding period. All data entered in
current schedules may be changed, edited, and corrected through the respective menus. The data
entered in the current schedules remains active until the schedules are closed. When closed, all
entries on the schedule are posted to their proper accounts in both the general ledger and the
subsidiary ledger. A user may have an unlimited number of open schedules at any one time.

Closed schedules are schedules that have been closed by the user. Once closed, the data in a
schedule CANNOT BE CHANGED. Any corrections for errors in prior, closed schedules must
be recorded in the current period in an existing, open schedule, most commonly as a journal entry.
Once closed, all account data is posted to the appropriate accounts. Closed schedules can be
accessed for review on screen or printed at any time.



Cash Receipts

The cash receipts module is the first segment of the data entry module. This segment should be
used for entering data from the treasurer’s individual cash receipts for the particular period. To
enter the cash receipts module, select Data Entry then Cash Receipts from the ACCOUNTING
MANAGER main menu or simply click the Cash Receipts button. For a screen image please click
Cash Receipts.
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Adding a new Cash Receipts Schedule

Click the ADD button from the update panel.

Enter the Fund type for this schedule or click the magnifying glass to select from a list of
available funds.

Enter a description for this schedule and press tab.
Enter the date range for this schedule.

Enter "YES" to allow the user to mix funds or "NO" for only one fund on this schedule and
press tab.

ACCOUNTING MANAGER will automatically enter the next schedule number. You can accept
the number or change it to another unused reference number.

Click SAVE to lock in the record.

Entering an Cash Receipt

10

Select an open schedule to record the cash receipts in. Use the mouse to select the desired
schedule. If no schedules are open, ACCOUNTING MANAGER will direct you to open a new



schedule (Adding A New Credit Receipts schedule).

Each cash receipt has two parts. The first part is the information part of the cash receipt, which records the
amount, the date, the cash receipt number and a brief description. The second part is the Details tab where
the account code distribution of the cash receipt takes place.

. Click the Receipt tab.
. Click ADD from the Update panel.

e ACCOUNTING MANAGER will automatically enter the Cash Receipt number, the user can
accept this number or enter an unused cash receipt number and press TAB (for entering a
batch of cash receipts, simply enter the first cash receipt number, ACCOUNTING MANAGER
will automatically enter the subsequent cash receipt numbers).

Accounting Tips:

1  An alternative system-wide default number may also be used. (Please refer to System
Manager to see how to change this option)

. Enter the Cash Receipt date and press TAB.
Accounting Tips:

O The date of the cash receipt is the basis ACCOUNTING MANAGER uses in
preparing all relevant reports. All cash receipts should be dated for the date of the
actual cash receipt, and not for the date of entry into the computer system.

e Select "YES" or "NO" to invoke the customer tracking feature. If yes, enter the customer
number or click the magnifying glass to select from a list of available customers. If the
customer in not in the list you can add a new customer by clicking the add button. (For more
information on adding a new customer please refer to Customer Maintenance).

. Enter the amount of the Cash Receipt and press tab.

. Enter the description and click SAVE to lock in the record and move to the Detail tab.

Entering the Detail

. Enter the first account to be debited and press TAB (Press F6 or double click the entry box to
display a listing of available accounts).

. Enter the first dollar amount to be debited and press enter. Accounting Manager will ask,
"Liquidate an existing Purchase Order?" Click "YES" or "NO". If "YES" is clicked enter the
Purchase Order Number or click the magnifying glass to select from a list of available
Purchase Orders. Then enter the amount to be liquidated and click "OK". If "NO" is clicked
enter the Vendor Number or click the magnifying glass to select from a list of available
vendors. If the vendor is not in the list you can add a new vendor by clicking the add button.
(For more information on adding a new vendor, see Vendor Maintenance).

. Enter additional debits in the same manner.

. Enter the first account to be credited and press TAB twice (Press F6 or double click the entry
box to display a listing of available accounts).
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. Enter the first dollar amount to be credited and press TAB. Accounting Manager will ask,
"Liquidate an existing Purchase Order?" Click "YES" or "NO". If "YES" is clicked enter the
Purchase Order Number or click the magnifying glass to select from a list of available
Purchase Orders. Then enter the amount to be liquidated and click "OK". If "NO" is clicked
enter the Vendor Number or click the magnifying glass to select from a list of available
vendors. If the vendor is not in the list you can add a new vendor by clicking the add button.
(For more information on adding a new vendor, see Vendor Maintenance).

. Enter additional credits in the same manner.

If the "Allow Cash Receipts Detail Descriptions" field is flagged in System Parameters—
Preference Maintenance, enter a description. (Please refer to System Manager to see how to turn
on the description setting.)

Accounting Tips:

[0 The New York State Comptroller prescribes the use of control accounts in this case the
980 Revenue Control Account — in making entries. The control account requirement may
be changed. (Please refer to System Manager to see how to change this option)

When the entry is balanced and complete ACCOUNTING MANAGER will provide the
following prompt:

Distribution is Balanced Do you want to continue?

Accounting Tips:

O™ ACCOUNTING MANAGER will indicate if the entry is out-of-balance by the totals
bar at the right of the screen. If the entry is in balance, all three totals will indicate
$0.00. If the entry is out-of-balance, the totals will indicate the dollar amount.
Positive amounts indicate excessive debits while negative amounts indicate
excessive credits. If the entry is left with no distribution, the receipt will appear in
red on the schedule listing.

. Click "YES" to continue adding more entries or "NO" to stop and save the information and
return to the Receipts tab.

Finding an existing Cash Receipt

In order to edit/change or delete a cash receipt, it is necessary to locate it. Select the Schedules tab.
Use the scroll bar to select an open schedule from the list, then click the Cash Receipt tab and use
the scroll bar to select the cash receipt from the listing.

Editing/Changing a Cash Receipt

12



ACCOUNTING MANAGER provides the user with the ability to edit and change the
information provided on individual cash receipts already entered into the current schedule.

e  Select the individual Cash receipt from the schedule listing.
. Click the UPDATE button.
. Press TAB until the information to be changed is highlighted.

. Enter the correct data and click SAVE. ACCOUUNTING MANAGER will automatically replace
the old data and bring you directly to the Detail tab to revise the information.

. Select the detail line from the detail listing and click UPDATE.

e Click the account or amount you want to change and enter the new information and click
SAVE. Once the entries are in balance click "NO". ACCOUNTING MANAGER will
automatically replace the old data and return to the Receipt tab.

Removing a Cash Receipt

Users can remove a cash receipt or detail line from any open schedule, essentially voiding the
transaction entirely. In order to delete a Cash Receipt the user must have: 1) no detail entries or 2)
delete all detail entries before they are allowed to delete the Cash Receipt.

Detail
e  Select the individual Cash Receipt from the listing.
. Select the Detail tab. Select the Detail line you want to delete.
. Select the DELETE button from the update panel.
e ACCOUNTING MANAGER will ask you, "OK to delete the selected detail record?"
e  Click "YES" to remove the detail line.
. Click "NO" to keep the detail line.
e  Repeat until all detail lines are removed

Cash Receipt
. Select the individual Cash Receipt from the listing.
e  Select the DELETE button from the update panel.
e  ACCOUNTING MANAGER will ask you, "Delete this receipt?"
. Click "YES" to remove the receipt.

. Click "NO" to keep the receipt.
Accounting Tips:

Removing a cash receipt in ACCOUNTING MANAGER must be accomplished in
these two series of steps. This safeguards accidental erasure of the entire cash
receipt data in the cash receipt process.

Printing a Cash Receipt

To print a Cash Receipt click the PRINT icon located at the bottom of the screen.

13



. Select the print size for the receipts.

. Enter the receipt range or accept the default.
. Enter the date range or accept the default.

. Enter the number of copies of each receipt.

. Click "OK to run the report and send it to the report viewer. Review the report for errors. When
the report is ready to print click the print icon from the menu bar.

Exiting the Cash Receipts Module

Selecting EXIT from the Update Panel will return the user to the ACCOUNTING MANAGER
main screen.

14
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The Journal Entries function is the third segment of the data entry menu. This segment should be
used for entering journal entries into the system. Built in defaults prevent the user from entering
out-of-balance entries into the system. To enter the Journal Entries Module, select Journal Entries
form the Data Entry menu.

Selecting a Schedule

Select an open schedule in which to record the journal entries. Use the cursor keys or the scroll bar
to select the desired schedule. If no schedules are open, ACCOUNTING MANAGER will direct
you to open a new schedule.

Parts of the Journal Entry

Each Journal Entry has two parts. The first part is the information part of the journal entry, which
records the journal entry number, the date, the type of journal entry, and a brief description. The
second part is the account code distribution of the journal entry.

Entering a Journal Entry

15



After selecting a schedule, ACCOUNTING MANAGER will display a listing of all journal
entries in that schedule. Journal Entries displayed in RED have no detail accounting records.

. Click ADD from the Update panel

e A journal entry number is automatically assigned. To change from the default setting simply
type in the new reference number and press TAB.

. Enter the journal entry date.

Accounting Tip:

™ As with all data in ACCOUNTING MANAGER, the date of the journal entry is the
basis for all reporting purposes. All journal entries should be dated for and
correspond with the schedule it is being entered on.

. Select the type from the drop down list. The user must choose from between a Standard,
Budgetary, or Opening entry.

Types of Journal Entries:

Standard Journal Entry To record all typical journal entries occurring during
the fiscal year to record or correct accounting data.

Budgetary Adjustment To record budgetary journal entries, amending the
budgets of revenue and appropriation accounts.

Opening Entry — Ledger To record all opening general ledger balances.

Opening Entry — Subsidiary To record all opening subsidiary budgets and
budgetary general ledger account codes.

e  Enterin a description for the entry and click SAVE.

This completes the information part of the journal entry. Click the DETAIL tab and
ACCOUNTING MANAGER will advance to the second part of the journal entry to make the
account distributions.

. Select ADD from the update panel.

. Enter the first account to be debited (Press F6 or double click the textbox to view a list of all
available accounts).

. Enter the first dollar amount to be debited and press TAB. ACCOUNTING MANAGER will ask
for a vendor number for any posting to subsidiary appropriation accounts.

. Enter additional debits in the same manner.

Accounting Tips:

16



| The New York State Comptroller prescribes the use of control accounts in this
case the 980 Revenue Control Account — in making entries. The control account
requirement may be changed. (Please refer to SYSTEM MANAGER to see how to
change this option.)

. Enter the first account to be credited and press TAB twice, until the credit column is
highlighted.

. Enter the first dollar amount to be credited and press TAB.
. Enter additional credits in the same manner.

. If the description setting is turned on then enter the desired description and press SAVE (for
more information, please refer to SYSTEM MANAGER, System Parameters).

When the entry is in balance and complete, ACCOUNTING MANAGER will allow you to save
the entry.

Accounting Tips:

(| ACCOUNTING MANAGER will indicate if the entry is out-of-balance by the totals
bar at the bottom of the screen. If the entry is in balance, all three totals will
indicate $0.00. If the entry is out-of-balance, the totals will indicate the dollar
amount. Positive amounts indicate excessive debits while negative amounts
indicate excessive credits.

After all entries have been made click EXIT to return to the ACCOUNTING MANAGER main
screen.

Find an Existing Journal Entry

In order to edit/change or delete a journal entry, it is necessary to locate it. To find an existing
Journal Entry use the scroll bar to locate journal entries on open schedules.

Editing/Changing a Journal Entry

ACCOUNTING MANAGER provides the user with the ability to edit and change the
information provided on an individual journal entry already entered into the current schedule.

. Select the individual journal entry from the schedule listing.

To change the Information Part of a Journal Entry

e  Select UPDATE from the update panel to change the information part of the journal entry.
. Press TAB until the desired information to be changed is highlighted.

. Enter in the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data. The journal entry reference number cannot be changed.

17



To Change the Accounting Detail of the Journal Entry

. Select the DETAIL tab to change the account detail of the journal entry.
. Select the account line from the detail listing.

. Select UPDATE from the update panel.

. Press TAB until the information to be changed is selected.

e  Enter in the correct data and click SAVE. ACCOUNTIN MANAGER will automatically replace
the old data and return to the detail listing.

. Select EXIT to return to the ACCOUNTING MANAGER main screen.

Removing a Journal Entry

User can remove a journal or detail line from any open schedule, essentially eliminating the
journal entry entirely.

Detail

. Select the individual journal entry from the schedule listing.

e  Select the DETAIL tab; select the detail line to be deleted.

e  Select DELETE from the update panel.

e ACCOUNTING MANAGER will ask you, "Ok to delete the selected detail record?"

. Click "YES" to remove the detail line.

e  Click "NO" to keep the detail line.

. Repeat until all accounting detail lines are removed.

e  Select EXIT to return to the ACCOUNTING MANAGER main menu.
Journal Entry

. Select the individual journal entry from the schedule listing.

. Select DELETE from the update panel.

e ACCOUNTING MANAGER will ask you, "Delete this entry?"

e  Click "YES" to remove the journal entry.

. Click "NO" to keep the journal entry.
Accounting Tips:

(| Removing a journal entry in ACCOUNTING MANAGER must be accomplished in
these two series of steps. This safeguards against accidental erasure of the entire
journal entry.

Exiting the Journal Entry Function

Selecting EXIT from the update panel will return the user to the ACCOUNTING MANAGER
main screen.
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The budget transfers function is the fifth segment of the data entry menu. This segment should be
used for recording budget transfers between budgetary appropriation accounts. This function is not
for recording total budgetary increases or decreases, which should be made by budgetary journal
entries (please refer to Data Entry — Journal Entries). To enter the Budget Transfer function, select
Budget Transfer from the Data Entry menu.

Selecting a Schedule

Select an open schedule in which to record the budget transfers. Use the cursor keys or the scroll
bar to select the desired schedule. If no schedules are open, ACCOUNTING MANAGER will
direct you to open a new schedule.

Parts of the Budget Transfer

Each budget transfer has two parts. The first is the information part of the budget transfer, which
records the budget transfer reference number, the date, and a brief explanation. The second part is
the account code distribution of the budget transfer.

Entering a Budget Transfer
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After selecting a schedule, ACCOUNTING MANAGER will display a listing of all budget
transfers in that schedule.

. Select ADD from the update panel.
. Enter the budget transfer date and press TAB.

Accounting Tips:

[ As with all data in ACCOUNTING MANAGER, the date of the budget transfer is the
basis for all reporting purposes. All transfers should be dated for and correspond
with the schedule it is being enter on.

. Enter an explanation of the budget transfer and click SAVE.

This completes the information part of the budget transfer. Click the Detail tab and
ACCOUNTING MANAGER will advance to the second part of the budget transfer to make the
appropriate account distributions.

. Select ADD from the update panel.

. Enter the first account that funds will be transferred out of and press TAB (press F6 or double
click the textbox to view a listing of all available appropriation accounts).

. Enter the first dollar amount of funds to be transferred out and press TAB.

. Enter additional transfer out in the same manner.

. Enter the first account that funds will be transferred into and press TAB twice.
. Enter the first dollar amount to be transferred in and press TAB.

. Enter additional transfer in by repeating the procedure.

. If the description setting is turned on then enter the desired description and click SAVE (for
more information, please refer to SYSTEM MANAGER, System Parameters).

When the transfer is in balance and complete, ACCOUNTING MANAGER will allow you to
save the new entries.

Accounting Tips:

™ ACCOUNTING MANAGER will indicate if the entry is out-of-balance by the transfer
total at the bottom of the screen. If the entry is in balance, the total will equal $0.00.
If the entry is out-of-balance, the total will indicate the dollar amount. A positive
amount indicates excessive "transfers out” while a negative amount indicates
excessive "transfers in".

Fining an Existing Budget Transfer
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In order to edit/change or delete a budget transfer, it is necessary to locate it. The scroll bar assists the user
in locating transfers on open schedules.

Editing/Changing a Budget Transfer

ACCOUNTING MANAGER provides the user with the ability to edit and change the information
provided on the individual budget transfer already entered into the current schedule.

. Select the individual budget transfer from the schedule listing.

To Edit/Change the description part of a budget transfer

. Click UPDATE from the update panel.
. Press TAB until the information to be changed is highlighted.

. Enter the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data.

To Edit/Change the detail item descriptions of a budget transfer

e  Click DETAIL tab.
. Select the item line to be changed.
. Press TAB until the desired field to be changed is highlighted.

. Enter the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data and return to the item listing.

Removing a Budget Transfer

Users can remove a budget transfer from any open schedule, essentially eliminating the budget
transfer entirely.

Detail Line

e  Select the individual budget transfer from the schedule listing.

e  Select the DETAIL tab.

. Select the detail line to be deleted.

. Click DELETE from the update panel.

e ACCOUNITING MANAGER will ask you "Ok to delete the selected detail record?’
e  Click "YES" to remove the line.

. Click "NO" to keep it.
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Budget Transfer
e  Click the DESCRIPTION tab.
e  Select the individual budget transfer from the schedule listing.
. Select DELETE from the update panel.
e  ACCOUNTING MANAGER will ask you "Delete the transfer?"
e  Click "YES" to remove the budget transfer.
e  Click "NO" to keep the budget transfer.

Accounting Tips:

Removing a budget transfer in ACCOUNTING MANAGER must be accomplished in
these two series of steps. This safeguards against accidental erasure of the entire
budget transfer.

Exiting the Budget Transfer Function

Selecting EXIT from hr Update Panel will return the user to the ACCOUNTNG MANAGER
main screen.
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Schedule Maintenance

A schedule Maintenance

Fach Type: CR

5N :F'-"F'Fr" 1%
Cash Receipts 07/01/00 Fund & Q| GEMERALFUMD
Cath Recepts 07401400 - .

Description: Cash Recepts

Cach Receipts /01 /00 =
Cash Recepts 06/01,/00 Date Range: OT/0L701 . 07731701
Cach Recepts 0E/01/00 )
Cach Recepts 05/01/00 Mix Funds: NO
Cash Recepts 05/01/00 Mumber 1
Cash Receipts 0E/07/00
Cath Recepts DE/DT/O0

# Cash Feceipts

™ Cash Dishursements

" Joumal Entnes Schedule Cloging Date; ID?fﬂlfDl

[ Budget Transfers Cloze

| add | pelete| Corcel| Eat |

|Priesss to Save Recad

The schedule maintenance function enables the user to open and edit schedules for the recording
and organizing of accounting information.

To enter the schedule maintenance functione, select Schedule Maintenance from the Data Entry
main menu.

Types of Schedules

There are five types of schedules one for each type of accounting data. They are:

e  Cash Receipts
e  Cash Disbursements
. Encumbrances
e Journal Entries

e  Budget Transfers

Adding a Schedule

e  Select ADD from the update panel.
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e Type in the schedule type, JE for journal entry, BT for budget transfer, CR for cash receipts,
CD for cash disbursement, EN for encumbrance, or click the on the drop down list.

Accounting Tips:

™ There are only five valid types of schedules. Each schedule has its own type code
and indicated above.

. Enter the fund letter or click on the magnifying glass to view a list of available funds and press
TAB.

Accounting Tips:

O Although separate schedules are recommended for different funds, municipal
entities with minimal transactions may record entries of the particular type (i.e.
Cash Receipts) on a single schedule for all funds. Such multi-fund schedules
should be labeled as fund A for General Fund.

. Enter a description for the schedule (i.e. July Cash receipts).
. Enter the opening date for the schedule and proposed closing date.

. Enter "YES" or "NO" to indicate if data entry items from multiple funds may be placed on this
schedule.

. Enter the schedule number.

Accounting Tips:

(| As with all data in ACCOUNTING MANAGER, the opening date of a schedule
becomes a basis for all reporting purposes. All schedules should be opened as of
the first date of the reporting period (see also Appendix A — Sample Monthly
Procedures).

After entering the new schedule, click SAVE to save the new entry and return to the Open Schedule listing
screen.

Editing/Changing a Schedule

ACCOUNTING MANAGER provides the user with the ability to edit and change schedule descriptions
and dates for any open schedules.

. Select the individual schedule from the listing.

e  Click UPDATE from the update panel.

. Press TAB until desired information to be changed is highlighted.

e  Enterin the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
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the old data and return to the listing.

Exiting the Schedule Function

Selecting EXIT from the update panel will return the user to the ACCOUNTING MANAGER
main screen.

25



Close and Post Schedules

Pl Schedule Maintenance

M aintenance I Post
D ezcription Schif|Fund|Open Date| «
GF C/R-9/98 + Cazh Receipts
GF C/R 8/98 A 0a./01./93 ¢~ Cash Disbursements
TA CASH RECEIPTS-7/98 1TA |07/01/98

" Encumbrances

" Journal Entries
" Budget Transfers

Schedule Clozing D ate: IDE'IED Fag

Cloze Exit

|Select with Mouze or Uze Up/Down Keys.

The close & post procedures module enables the user to close and post schedules to the
appropriate ledger accounts. This closing and posting procedure is similar in nature to the footing,
cross-footing, and posting of a manual set of ledgers.

To enter the close & post procedures module, select the Post tab from the Schedule Maintenance
menu.

Selecting an Schedule

. Select the schedule type to be closed.
e  Select the open schedule to be closed from the listing.

e Enter date of the closing for the schedule. The default date will be the ending day of the
month.

Accounting Tips:
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As with all data in ACCOUNTING MANAGER, the closing date of the schedule
becomes the basis for all reporting purposes. All schedules should be closed as of
the last date of the reporting period (see Appendix A — Suggested Monthly
Procedures). If the schedule is not closed, as of the ending date of the period,
general ledger detail accounts will not correspond to closed & posted balances.

Closing a Schedule

e  After selecting and dating the schedule, click CLOSE. ACCOUNTING MANAGER will ask you,
"Are You Sure You Want To Close This Schedule?"

. Click "YES" to close the schedule.
e  Click "NO" to leave the Schedule Open.

. Repeat the closing routine for each schedule to be closed.

Accounting Tips:

Once a schedule is closed it cannot be edited or changed. Only open schedules
may be edited or changed.

Accounting Tips:

ACCOUNTING MANAGER will allow the user to only close one schedule at a time.
This safeguard prevents the user from erroneously closing an open schedule.
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Cash Disbursement

The cash disbursement function is the second segment of the data entry menu. This segment
should be used for entering data, recording of manual checks, the preparation and printing of
computer-generated checks, the distribution of payroll expenses and the creation of expense
warrants. To enter the cash disbursement function, select Data Entry then Cash Disbursements
from the ACCOUNTING MANAGER main screen.

The cash disbursement function contains its own menu for data entry of different cash
disbursement activities. It is separated into check routines, which handle the information recording
of the individual cash disbursements, and reports, which allow the user to control the physical

output of cash disbursements.

The menu items are:
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Manual Checks

Computer Checks

Void Checks

Validate Checks

Print Disbursement Checks

Payroll to General Ledger Distribution
Trust and Agency Payment Processing

Reimbursement Payments Menu



Manual Checks

Parts of a Manual Cash Disbursement

Each cash disbursement, just like the cash receipt, has two parts. The first part is the information
part of the cash disbursement, which records the check number, disbursement date, complete
vendor information, disbursement amount, and a brief description of the payment. The second part
is the account code distribution of the cash disbursement.

A Manual Checks Routine

Schedule Dretail

| Schif: 4 Date Rangs: 07/01/00 - 07/31/00

Check 8] Check Date] Check Descrplion

Check % L1LZZ
Date: 07711700

Vendort: © qal &l

Z00LOGICAL SOQIETY

Apount. 20. 00
Descriphion:

Updste Lr.:-:'l Add ILEI’.'I’.lL.'.-“:-?I Exit |

Selecting a Schedule

Select an open schedule to record the manual/hand drawn cash disbursements in. Use the cursor
keys or mouse to select the desired schedule and click the Manual Checks tab.

Entering the Manual Check

After selecting a schedule, click the Manual Check tab.
e  Select ADD from the Update Panel.

. Enter the manual check number and press TAB (For entering a batch of manual cash
disbursements, simply enter the first check number, ACCOUNTING MANAGER will
automatically enter the subsequent check numbers).
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. Enter the check date and press TAB.
Accounting Tips:

(. The date of the cash disbursement, just as with a cash receipt, is the basis
ACCOUNTING MANAGER uses in preparing all disbursement warrants and reports.
All checks should be dated for the date of the actual cash disbursement and
should correspond with the current schedule.

. Enter the vendor number or press the magnifying glass to display a listing of all vendors. If the
vendor is not in the list you can add a new vendor by pressing the ADD button.

Accounting Tips:

(| ACCOUNTING MANAGER requires a vendor be assigned to each cash
disbursement. This assignment aids in maintaining accurate vendor files for both
internal and external reporting. (Please refer to Vendor History)

. Enter the total amount of the check and press TAB.

. Enter the description for the disbursement and click SAVE and you will automatically be
brought to the Detail tab.

This completes the information part of the manual cash disbursement.

Entering the Detail Information
. Select ADD from the Update Panel.

If it is a direct pay

. Enter the first account to be debited or expensed and press TAB (Press F6 or double click the
text box to view a listing of all available accounts).

. Enter the dollar amount to be paid
If a purchase order is being paid
. Enter the first purchase order number being paid.

. Enter the first account to be debited or expensed and press TAB (Press F6 or double click the
text box to view a listing of all available accounts. If a purchase order number was entered you
can press F8 to display all accounts listed on that purchase order).

. Enter the dollar amount to be paid
If a purchase order is being liquidated
. Enter the dollar amount to be liquidated and press TAB.

. If the selected account code was not encumbered on the original purchase order,
ACCOUNTING MANAGER will indicate that no liquidation may take place.

. Enter the dollar amount being paid and press TAB. ACCOUNTING MANAGER will make the
respective debit or expense entry for the select account.

. Enter the invoice/reference number and press TAB. A warning will be displayed if this is a
duplicate invoice number for this vendor.

Accounting Tips:

O ACCOUNTING MANAGER automatically credits the default cash account
for the respective fund (i.e. A200 — General Fund Cash is credited for the total of
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General Fund expenditures/debits). No credit entry is necessary. (Please refer to
File Maintenance-Funds)

e  After entering the final cash disbursement click SAVE to lock in the new entries and to return
to the Manual Check listing.

Finding an existing Cash Disbursement

In order to edit/change or delete a cash disbursement, it is necessary to locate it.
. Select the open cash disbursement schedule from the Open Disbursement Schedules list

. Select the appropriate Cash Disbursement.

Editing/Changing a Cash Disbursement

ACCOUTING MANAGER provides the user with the ability to edit and change the information provided
on individual manual checks already entered into the current schedule.

e  Select the individual check from the schedule listing.

To Edit/Change the information part of a manual check
. Click Update from the Update Panel
e  Press TAB until the desired information to be changed is highlighted.

e  Enterin the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data. If the amount was changed you will automatically be bought to the Detail screen.

To Edit/Change the account distribution of a manual check
e  Select the DETAIL tab.
. Select the account code line to be changed.
. Click UPDATE from the update panel.
. Click the text box of the data to be changed.

. Enter the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data and return to the Manual Check tab.

Removing a Cash Disbursement

Users can remove a manual check or detail line from any open schedule, essentially voiding the transaction
out entirely. In order to remove a manual check you must remove all detail lines first.

Detail
e  Select the individual check from the schedule listing.
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e  Select the DETAIL tab.

e  Select the detail line to delete.

. Click the DELETE button from the Update panel.

e ACCOUNTING MANAGER will ask you "Delete this check Detail?"
e  Click "YES" to remove the line.

. Click "NO" to keep the line.

. Repeat until all detail lines are removed.

e  Select the Manual Check tab to continue deleting the manual check.

Check
e  Select the individual check from the schedule listing.
. Click the DELETE button from the Update panel.
e ACCOUNTING MANAGER will ask you "Delete this Manual Check?"
e  Click "YES" to remove the disbursement.

. Click "NO" to keep the disbursement.
Accounting Tips:
What is the difference between removing a check and voiding a check?

(| Only checks in the current, open schedule that have not been physically
disbursed may be removed from the accounting system. Checks that are from
prior accounting periods or that have been physically disbursed should be voided
out. (Please refer to Cash Disbursements- Voiding a Check)

Exiting the Manual Cash Disbursements Function

Selecting EXIT from the Update panel will return the user to the ACCOUNTING MANAGER
main screen.

32



Computer Generated Checks

To produce and record a computer generated check; select Computer Checks from the Cash
Disbursement Menu.

Parts of the Computer Generated Cash Disbursement

Each computer generated cash disbursement has two parts. The first part is the information part of
the computer generated cash disbursement which records the purchase order number,
disbursement date, payment amount, and complete vendor information. A temporary check
number is assigned to each disbursement. When the checks are printed the temporary check
numbers are replaced with the actual check numbers. The second part is the account code
distribution of the cash disbursement. For a screen image please click Computer Generated
Checks.

A Computer Generated Checks Routine

Come Check I Detai

Fund: & Date Ramnge: 07/0L700 - 07731700

Arnountl'sndor] Temp #] = |
07/13/00 1200 14
07413500 200,00 Ertry Date: 07713700 Agpount: 1200

Vendott 14 Q| ada| KASYIANSKI, ALEX

Address;
LY

PO &: Temp Na.: 53

Mes | i, | Firs | Lastl

Entering a Computer Generated Cash Disbursement

After selecting a schedule, ACCOUNTING MANAGER will display a listing of all cash
disbursements in that schedule.

e  Select ADD from the Update Panel.

. Enter the purchase order number, if applicable, or leave blank for a direct payment and press
TAB.
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. Enter the Check date and press TAB.
Accounting Tips:

(I The date of the cash disbursement, just as with cash receipt, is the basis
ACCOUNTING MANAGER uses in preparing all disbursement warrants and reports.
All checks should be dated for the date of the actual cash disbursement/warrant
and should appropriately correspond with the current cash disbursement
schedule.

. Enter the net payment amount and press TAB.

. Enter the vendor number. Click the magnifying glass to see and alphabetical listing of all
vendors. Click ADD from with in the vendor listing to add a new vendor to the vendor list. (If a
purchase order is being liquidated, the vendor information will be automatically listed)

Accounting Tips:

I ACCOUNTING MANAGER requires a vendor be assigned to each cash
disbursement. This assignment aids in maintaining accurate vendor files for both
internal and external reporting. (Please refer to Vendor History)

. Click the Detail tab.
. Click ADD from the Update panel.

. Enter the first account to be debited or expensed and press TAB (press F6 or double click in
the textbox to view all available accounts, ACCOUNTING MANAGER will ask for the type of
account and fund letter).

. Enter the invoice/reference number and press TAB. A warning will be displayed if this is a
duplicate invoice number for this vendor.

For general ledger/revenue accounts to be debited
. Enter the dollar amount to be debited and click SAVE.

For appropriation accounts to be expensed
. Enter the amount to be expensed and click SAVE.
. If insufficient funds are available, the system will prompt if OK to overspend.
. If a purchase order is to be liquidated, enter the dollar amount to liquidated and click SAVE.
. Enter additional debits/expenses in the same manner.
For All Entries

. If the description setting is turned on then enter the desired description (for more information,
please refer to SYSTEM MANAGER, System Parameters).

Accounting Tips:

™ ACCOUNTING MANAGER automatically credits the default cash account for the
respective fund (i.e. A200 — General Fund Cash is credited for the total of General
Fund expenditures/debits). No separate credit entry to the cash account is
necessary. (Please refer to File Maintenance — Funds)

After entering the final cash disbursement of the batch, click SAVE to save the entries and return
to the cash disbursements listing.
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Finding an Existing Computer Generated Disbursement

In order to edit/change or delete a cash disbursement, it is necessary to locate it. To find the
appropriate cash disbursement select it from the list by using the scroll bar.

Editing/Changing a Computer Generated Disbursement

ACCOUNTING MANAGER provides the user with the ability to edit and change the
information provided on computer generated checks on the current schedule provided that have
not yet been printed.

e  Select the individual check from the schedule listing.

To Edit/Change the information part of a computer check
e  Select UPDATE from the Update panel.
. Press TAB until the desired information to be changed is highlighted.

. Enter in the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data.

To Edit/Change the account distribution of a computer check
e  Click the DETAIL tab.
. Select the account code line to be changed.
. Click UPDATE from the Update panel.
. Press TAB until the desired information to be changed is selected.

e  Enterin the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data and return to the listing.

Removing a Computer Generated Cash Disbursement

Users can remove a computer generated check or detail line from any open schedule, provided the
checks have not yet been printed.

e  Select the individual check from the schedule listing.

e  Click the DETAIL tab. Select the Detail line.

. Click DELETE from the Update panel.

e ACCOUNTING MANAGER will ask you "Ok to delete the selected detail record?"
e  Click "YES" to remove the first line.

. Click "NO" to keep the disbursement.

. Repeat until all detail lines are removed.
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Exiting the Computer Generated Disbursements Function

Selecting EXIT from the Update Panel will return the user to the ACCOUNTING MANAGER
main screen.
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Voiding Computer Generated Cash Disbursements

To void any checks, either computer or manually prepared, that have already been entered into
ACCOUNTING MANAGER and are not on a current schedule, select Void Checks from the
Cash Disbursement Menu.

A void Disbursement Checks =10 x|

Check #1: |-_
Check Dt

$ | *xxrkrxEE( 00

Dollars

Scgeaaloare

Enter the Mumber of the Check to be Voided,, |

The Void Check Routine screen will appear.

. Enter the check number and the check’s original issue date and press TAB.

e ACCOUNTING MANAGER will display the check information and ask if this is the check to be
voided.

e  Select an open warrant to place the void check record.

. Enter the date (this is the date that you are voiding the check NOT the date the check was
written).

. Click "OK" to void the check.

. ACCOUNTING MANAGER will ask "ARE YOU SURE?"

e  Click "YES" to void the check.

. Click EXIT to return to the ACCOUNTING MANAGER main screen.
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Validate Computer Generated Checks

Before printing a warrant of computer generated checks, the user may want to validate the checks
to ensure all selected checks have been properly distributed to account codes. To validate check
prior to printing, select Validate Checks from the Cash Disbursement menu.

A validate Checks to be Printed

Choose the Schedule for Checks Waiting to be Printed
Schedue Descipton . JFurd[Sch#]Dt Dpenee[Cose Dale]
Computer Checks  [& [ Wi[d2fio]
Computer Checks
Computer Checks
Computer Checks
Computer Check:s
Manual Check.s
Computer Checks
Compiger Checks
Manual Checks
Computer Checks
Manual Checks
Computer Checks
Computer Check:s

T

9 0740000
g 0740000
& 07/01./00
5 07/01/00
4 07401400
20740400
£ 074000
1 07/00./00
24 060700
83 06/07400
82 06/01400
81 06/01./00

F DD

[Double-Click with Mouse to Validate or Hit Enter to Select,

. Select the cash disbursement schedule to validate.
e  Click the VALIDATE button.

e ACCOUNTING MANAGER will validate all of the checks on the selected schedule/warrant. If
there are any errors, ACCOUNTING MANAGER will display errors on screen for review and
correction.
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Printing Computer Generated Checks

To print computer-generated checks that have already been entered into the current disbursement
warrant, select Print Disbursement Checks from the Cash Disbursement Menu. ACCOUNTING
MANAGER will display the Check Print Parameters screen.

A rash pisbursement Check Printing

—Check Printing Dptions

Open Disbursement Warranks

]
chodue Descon__[Fund]S Dt Operad]Clse D & | 211

k

073700
9.07/01/00  07/31/00 Date of Checks: Fund:
8 070000 073100
§ 07/01/00 07/31/00 Erity Date Range: | |
507/01/00 07/31/00 Staling Chik Number: 0
407/01/00 07/31/00

307/01/00 07/31700 Cash Accourt
2 07/01/00  07/31/00
107/01/00 07/31/00
84 D5/01/00  DES30400
B3 0640100 | DE/I000 | e e ey ]
82 /000 DES30S00 mmmm
81/06/01/00  06/30/00
80/ 06/01/00 | 06/30,00

Computer Checks
Computer Checks
Computer Checks
Computer Checks
Computer Checks
Mariial Checks

Computer Checks
Caomputer Checks
Marmal Checks

Computer Checks
Maral Checks

Computer Checks
Computer Checks
Computer Checks

Lol S S S S S S

Double-Click vath Mouse or Hit Enter o Select.

All of the account distribution information was entered on the schedule through the Computer
Generated Cash Disbursements module (Please refer to Computer Generated Cash Disbursements
— Schedules). Through the check printing routine of ACCOUNTING MANAGER, the user can
enter the date of the warrant, the actual check numbers, and the range of temporary check to print.

Updating the Check Printing Options

e  Select a schedule or warrant to print and press TAB.

Accounting Tips:

(| The difference between a Warrant and a Cash Disbursement Schedule: A warrant is
comprised solely of computer generated checks while a cash disbursement
schedule consists of all cash disbursements, including manual checks, computer
generated, and payroll expense distributions, for a particular period. A Cash
Disbursement Schedule may include more that one Warrant.
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. Enter the date to be printed on the checks and press TAB.
. Enter the check entry date range to be printed and press TAB.

Accounting Tips:

The ability to select a date entry range provides the user the ability to print a
smaller subset of the selected schedule/warrant. This will allow users to maintain
multiple warrants, based upon the date the checks were printed, within each
schedule.

. Enter the check number of the first check in the printer. The actual check number will replace
the temporary check numbers that were originally assigned by ACCOUNTING MANAGER
when the cash disbursement information was entered onto the current schedule.

. If you are using a third-party laser printing option, enter the output destination.

Printing Accounts Payable Checks

Accounting Tips:

The user should load the blank computer checks into the desired printer prior to
selecting the Print Checks routine.

After updating the Cash Disbursement Check Printing Options, the user can proceed to print the
checks by selecting the PRINT button from the Cash Disbursement Check Printing Options
screen.

e ACCOUNTING MANAGER will validate the current check run to ensure they have been
properly prepared. If any errors exist, the user will be prompted to correct the error before
printing.

. If printing checks, the system will prompt the user to align the checks in the printer

e  After the checks are aligned, click "YES": to confirm and begin printing checks.

Re-Running Checks

After printing the checks, the user has the option of voiding and re-running the checks in case of
errors during the printing process. To re-run the checks, click RE-RUN from the Cash
Disbursement Check Printing Options screen.

ACCOUNTING MANAGER will review the checks that have been sent to the printer to
determine if all checks or if only a portion is printed. The range of check numbers assigned to
checks will be displayed on screen. The user may select to re-run all checks or only a selected
range of check numbers.
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e  Selected to re-run All or a Range and press TAB.
. If a range, enter the number range to re-run and press TAB.

e  Click "YES" to re-run the selected range.

Posting Checks

Once the checks have been printed and determined to be accurate, the checks must be posted.
Posting the checks records the payment permanently in the accounts payable file. To post the
checks click POST from the Cash Disbursement Check Printing Options screen.

. Read the check posting message that appears on screen.
. Click "YES" to post the payroll checks.

. Click "NO" to leave the routine and not post the payroll checks.

To record a period’s payroll expenses from an outside program, select the General Ledger
Distribution or Trust & Agency Processing from the Cash Disbursement Menu.
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Payroll to General Ledger Distribution

A rayroll Distribution

rPayroll Information:

Reference i |2000 “Wanant #: 2

Payrol Date: ID'?;-'LQ.HJD Payrall #: Iﬂ'

Payrol POR: 0

Computer Checks
Computer Checks
Computer Checks
Computer Checks
Marwsal Checks

Computer Checks
Computer Checks
Manisal Checks

Computer Checks
M aruwsal Checks

g 07/0./00

G 07000
5 0701400 Tokal Amwourn: 0. 00

4 0701400 Payrall Posted: no
3 07/ /00

207700
1 070100
84 05/01/00 I | gishil:u.tu| Pot | Ew
3 0601 /00

Descs: |
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Select Schedule with Moze or Use Up/Diovn Keys.

Entering the Payroll Check Information

e  Select Payroll to general Ledger Distribution from the Cash Disbursement menu to record the
payroll accounting data.

Selecting a Schedule

Select an open schedule to record the payroll distribution. Use the cursor keys or the scroll bar to
select the desired schedule and press TAB. If no schedules are open, ACCOUNTING
MANAGER will direct you to open a new schedule.

. Enter in the Reference/Check numbers used for the particular payroll (If checks are not used,
enter in appropriate reference numbers, i.e. bank wire reference numbers).

. Enter the date of the payroll.
e  Enter the reference number of the payroll.
. Enter in a description of the payroll.

. Enter the total payroll expense for the payroll.

Accounting Tips:

(| The Total Payroll Expense of any payroll period is equal to the total gross payroll
for the period plus the entity’s share of the payroll taxes. Gross payroll is the total net
payroll and all employee deductions (i.e. Federal Withholding Taxes, New York State
Withholding Taxes, FICA Withholding, etc.). Payroll taxes are those taxes (i.e. FICA tax,
Unemployment tax, etc.) that the entity, as an employer, must pay to the respective
federal and state governments.
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Importing the Payroll to General Ledger

Click IMPORT from the Payroll Distribution Screen to import the payroll data from PAYROLL
MANAGER. The date Criteria screen will appear and allow the user to select the appropriate
payroll dates to import.

e Enter in the starting and ending payroll check dates and click "OK". ACCOUNTING
MANAGER will import in the appropriate payroll budget information.

Distributing the Payroll to Budget Accounts

Click DISTRIBUTE from the Update panel to distribute the payroll expenses to the appropriate
budget accounts. The payroll Distribution screen will appear and allow the user to distribute the
payroll to predefined general ledger accounts (for more information, please refer to SYSTEM
MANAGER: Payroll Parameters).

. Enter in the appropriate debits and credits to the predetermined accounts. The accounts will
be listed in numeric order.

After all accounts have been entered, ACCOUNTING MANAGER will display the Expense
Distribution screen.

. Select the first expense account to be distributed to (Please see below on Using the SORT
feature to select an Account).

e  Select UPDATE from the Update panel.
. Enter the appropriate debit or credit to the expense account.

e ACCOUNT MANAGER will keep a running total of distributed expenses at the bottom of the
screen.

. Repeat until all payroll expenses are distributed.
. Select EXIT to return to the ACCOUNTING MANAGER main screen.

ACCOUNTING MANAGER will proceed to each fund, in alphabetical order, to distribute
multiple fund payrolls.

To Use the SORT Feature to Select an Account

The SORT feature assists the user in locating expense accounts with five search options.
KEY Allows the user to type in the expense account number being searched

FIRST/LAST  Selects the first or last expense account in the system
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NXTPAGE Proceeds to the next screen of expense accounts

PRVPAGE Proceeds to the previous screen of expense accounts.

Posting the Payroll Information

Click Post from the Payroll Distribution screen to post the payroll accounting data.
ACCOUNTING MANAGER will display each account as it is posted and will respond
"PAYROLL POSTING COMPLETED" when the routine is finished.

44



Trust and Agency Payment Processing

The Trust & Agency Payment Processing routine will automatically summarize the information
for a payroll process for each vendor to be paid. The summarized data may be reviewed and
modified before processing for payment. In addition, selected payments may be held for future
processing, delaying until the appropriate time.

Each payroll deduction code must be maintained to identify the vendor to be paid and the

appropriate account codes to use for making each entry. Once entered, the desired settings will
remain for each code.

Maintain Trust & Agency Codes
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Select Trust & Agency Codes and Payment Warrants from the Cash Disbursements menu to
maintain and add trust & agency codes.

Adding a Code
e  Select ADD from the Update Panel.

. Enter the T&A code or click the magnifying glass to see a list of payroll deductions and press
TAB.

. Choose the pay method from the drop down list and press TAB.
e  Select the type (C) Consolidated-1 check or (S) Singular — Individual checks.

. Enter the individual employee’s number, or press the magnifying glass to select from the listing
of employees.
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. Enter the Vendor number, or press the magnifying glass to see an alphabetical listing of all
vendors with city and state.

. Enter the account to be debited or click the magnifying glass to see a list of accounts.
. Enter the account to be credited or click the magnifying glass to see a list of accounts.
e  Click SAVE to save the new information.

Finding a Code

In order to edit/change or delete a code, it is necessary to locate it. The SORT feature assists the
user in locating codes on open schedules by three search options.

CODE Allows the user to have the listing arranged by code number
DESCRIPTION Allows the user to have the list arranged by description

TYPE Allows the user to search by code type

Editing/Changing a Code

ACCOUNTING MANAGER provides the user the ability to edit and change the information
provided on individual codes already entered.

. Select the code from the listing.
e  Select UPDATE from the Update pane.
. Press TAB until the information to be changed is highlighted.

e Enter in the corrected data. Click SAVE and ACCOUNTING MANAGER will automatically
replace the old data.

Removing a Code

User can remove a code from any open listing.

e  Select the individual code from the schedule listing.

. Select DELETE from the Update panel.

e ACCOUNTING MANAGER will ask you "Delete this trust?"
e  Click "YES" to remove.

. Click "NO" to keep the code.

Review Payment

Users can update the payment amount or the hold status.

e  Click the Review Payment tab.

e  Select the payment from the listing.
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. Click the UPDATE from the Update panel.
. Enter the new amount.

. Select the holding status. Click the check to place the payment on hold or leave blank to allow
the payment.

. Click SAVE to save the new information.

Exit the Code Function

Selecting EXIT from the Update panel will return the user to the ACCOUNTING MANAGER

main screen.
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Summarize Payroll Information

Pl Summarize Payroll Information
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|Enter the Starting Pavrall Check Date.

Selecting Summarize Payroll Information from the Cash Disbursements then Trust and Agency
Payment processing menu to generate a summary of trust and agency information.

. Enter the starting payroll check date and press TAB.

. Enter the ending payroll check date and press "OK" to run the Summarize Payroll Information
Report.
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Generate a Cash Disbursement Run

A Generate a Cash Disbursement Run
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When the Trust & Agency data is summarized and reviewed, the data can be used to make
computer generated checks. These checks are placed on an open cash disbursement schedule and
may be printed as normal computer generated checks. The routine will validate that records are
complete (i.e. Vendor still exits and is active and/or account is still open).

Select Generate a Cash Disbursement Run from the Trust and Agency Payment Processing Menu
to generate a check run.

e  Select an open schedule in which to record the Trust and Agency cash disbursements. Use
the cursor or scroll bar to select the desired schedule and press TAB. If no schedules are open
ACCOUNTING MANAGER will direct you to open a new schedule.

e  Enter the payment date for these checks
e  Click "OK".

. If any errors are found the Progress editor will display the error report on screen. These errors
must be corrected and then run the routine again.

e The checks may now be printed as normal (for more information please refer to Printing
Computer Generated Checks).

49



Reimbursement Payments Menu

The Reimbursement Payments function is used to process recurring, repetitive payments to
numerous vendors. Each vendor is created in the system and the type of payment they receive is
maintained. When the time for payment occurs, each vendor in the reimbursement payments file is
given a payment for a fixed amount.

To enter reimbursement payments, select Data Entry - Cash Disbursement - Reimbursement
Payments menu.

Selecting a Reimbursement Category
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In order to make a payment, you must select an active category. This category will remain selected
until the user leaves the Reimbursement Payments Menu.

e To select an active category, choose the desired category by scrolling through the listing.

Maintaining Reimbursement Categories

In addition to selecting a category, you may also maintain categories, define new ones, and assign
coverage rates.

e To add a category, click ADD from the update panel. Enter the category code and description.

e  To modify a category code and description, select UPDATE from the update panel.
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e To define coverage and set rates, TAB to the Coverage information. Enter the coverage type
and the current rate. Each category may have up to 6 coverage types and rates.

. Select DELETE from the update panel.

Adding/ Maintaining Reimbursement Candidates

Vendors may be maintained as reimbursement candidates in the selected category for any of the
six coverage types. Candidates may be made active or inactive at any time. Only active candidates
will be processed for payments.

To work with candidates, select the Candidates tab from the Reimbursement Maintenance screen.

Adding a Candidate
e To add a candidate, select ADD from the Update panel.
. Select the desired vendor or click the magnifying glass to view a list of available vendors.

e  Select the desired coverage or click the magnifying glass to view a list of available coverage
types for the selected category.

Modifying a Candidate
e  To modify a candidate, Select UPDATE from the update panel.
. Press Tab until the information to be changed is highlighted.

. Enter the new information and click SAVE. ACCOUNTING MANAGER will automatically
replace the old data.

Removing a Candidate
. To delete a candidate, select the candidate, click DELETE from the update panel.
. ACCOUNTING MANAGER will ask, "Delete this reimbursement candidate?"
. Click "YES" to remove the candidate or click "NO" to keep the candidate.
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Generating a Cash Disbursement Run

To create a Cash Disbursement Run, Select Generate a Cash Disbursement Run from the
Reimbursement Payments Menu.

. Select the active cash disbursement schedule in which to place the checks.

. Enter the date the checks will be printed.

. Enter the account number to change for the expense or click the magnifying glass to see a list
of available account codes.

e ACCOUNTING MANAGER will create a disbursement check for each active candidate based
on the rate of his or her coverage. Checks may be printed as part of the remaining cash
disbursement process.
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Produce Candidate Mail Labels

To produce candidate mail labels select Produce Candidate Mail Labels from the Reimbursement
Payments Menu.

. Select the Reimbursement Categories and press TAB.

e  Select the coverage type.

e  Select the Status (A) Active, (l) Inactive, or (B) Both.

e  Select the Printer type (L) Laser or (D) Dot Matrix and click "OK".
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Encumbrance

The Encumbrances function ids the fourth segment of the data entry menu. This segment should
be used for entering data for the recording of manual purchase orders, the preparation and printing
of computer-generated purchase orders, the liquidation and cancellation of purchase orders, the
increase of purchase orders and the creation of vendor histories and encumbrance listings.

To enter the encumbrance function, select Encumbrance form the Data Entry Menu.

Accounting Tips:
[ What is an Encumbrance?

™ An encumbrance is a temporary budgetary entry, which encumbers, or sets aside,
a portion of a budget to satisfy an incoming obligation for a specific purpose. The
portion of the budget set aside is said to be encumbered. These encumbered funds
are used in the purchasing process to maintain appropriations within a budget.
They are used to pay an obligation to be received in the future for an order placed
by the entity.

The encumbrance function contains its own menu for data entry, which handles the recording of
the individual purchase order and budgetary encumbrances, reports, which provide organized
information on all encumbrances and queries, which provides rapid inquiry capability into specific
encumbrance and vendor related items.
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Manual Purchase Orders
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Manually prepared purchase orders are where departments and buildings physically type their
purchase request on an actual preprinted purchase order form. The typed form is then sent through
the approval process, with all noted signatures being made directly on the purchase order. Once
signed by the purchasing, agent it becomes a valid purchase order and must now be encumbered in
the accounting system.

To record a manually prepared purchase order, select Manual PO from the Encumbrance menu.

Selecting a Schedule

Select an open schedule to record the manual purchase order in. Use the cursor keys or scroll bar
to select the desired schedule. If no schedules are open, ACCOUNTING MANAGER will direct
you to open a new schedule.

Parts of the Manual Purchase Order

Each purchase order has two parts. The first part is the information part, which records the
purchase order number, the purchase order date, complete vendor information and the
encumbrance amount. The second part is the account code distribution of the purchase order.

Entering a Purchase Order
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After selecting a schedule, ACCOUNTING MANAGER will display a listing of all purchase
order in that schedule.

Click ADD from the update panel.

Enter the purchase order number and press TAB (For entering a batch of manual purchase
orders, simply enter the first purchase order number, ACCOUNTING MANAGER will
automatically enter the subsequent purchase order numbers in order).

Enter the purchase order date and press TAB.

Accounting Tips:

(| Purchase orders should be dated for the date the order or commitment to purchase
goods and services is made. Proper dating of purchase orders will result in
accurate comparison to budget reports.

Enter the vendor number or click the magnifying glass to see an alphabetical listing of all
vendors with city and state.

Enter the total amount of the manual purchase order.

Enter an explanation of the manual purchase order, if any, and press SAVE.

Detail Account Numbers

Select the Detail tab.
Select ADD from the update panel.

Enter the first appropriation account to be encumbered and press TAB (Select F6 or double
click the textbox to view all available appropriation accounts).

Enter the dollar amount to be encumbered by the purchase order and press SAVE.

If there are insufficient funds in the selected appropriation account, ACCOUNTING
MANAGER will prompt the user if you want to override the transaction. The ability to override
the transaction is based upon a permission level set by the System Administrator and may
have been restricted to selected personnel.

Enter additional encumbrances in the same manner.

When the entry is in balance and complete, ACCOUNTING MANAGER will allow you to save
the new entries.

Finding an existing Purchase Order

In order to edit/change or delete a purchase order, it is necessary to locate it. The scroll bar is used to assist the user in locating
purchase orders on open schedules.

Editing/Changing a Purchase Order
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ACCOUNTING MANAGER provides the user with the ability to edit
and change the information provided in the individual manual
purchase orders already entered into the current schedule provided
they have not yet been printed.

. Select the individual purchase order from the schedule listing.
To Edit/Change the description part of a manual Purchase order

. Click UPDATE from the update panel.

. Press TAB until the information to be changed is highlighted.

e  Enterin the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data and return to the item listing.

To Edit/Change the detail items of a manual purchase order
. Select the DETAIL tab from the update panel.
e  Select the item line to be changed.
. Press TAB until the desired information to be changed is highlighted.

e  Enter in the correct data and click SAVE. ACCOUNTIN MANAGER will automatically replace
the old data and return to the item listing.

Remove a Purchase Order

User can remove a manual purchase order from any open schedule, essentially deleting it entirely.
If the schedule has been closed, the purchase order can only be canceled (for more information,
please refer to Purchase Order Routines: Canceling a Purchase Order).

Detail

. Select the individual purchase order from the schedule listing.

e  Select the DETAIL tab.

. Select the line to be deleted.

. Click DELETE from the update panel.

e ACCOUNTING MANAGER will ask you, "Ok to delete the selected detail entry?"
e  Click "YES" to remove the line.

. Click "NO" to keep the line.

Purchase Order
. Select the individual purchase order from the listing.
. Click DELETE from the update panel.
e ACCOUNTING MANAGER will ask you, "Delete this PO?"
. Click "YES" to remove the purchase order.

. Click "NO" to keep the purchase order.

Exiting the Manual Purchase Orders Module

Selecting EXIT from the update panel will return the user to the ACCOUNTING MANAGER
main screen.

57



Computer Generated Purchase Orders

A Computer-Generated PO Entry

Computer generated purchase orders are where all of the information, including items and their
associated costs are entered into the system. Once entered, the purchase orders are encumbered
against the system. Then at a specified point in time, the entered purchase orders are printed onto
preprinted purchase order forms. After printing, the purchase orders are then sent to the respective
vendor for processing.

To produce a computer generated purchase order; select Computer PO from the Encumbrance
menu.

Selecting a Schedule

Select an open schedule in which to record the purchase order. Use the cursor keys or scroll bar to
select the desired schedule. If no schedules are open, ACCOUNTNG MANAGER will direct you
to open a new schedule.

Parts of the Computer Generated Purchase Orders

58



Each computer generated purchase order has two parts. The first part is the information part,
which records a temporary purchase order number, the encumbrance, date, complete vendor
information and building and contact address. A temporary purchase order number is assigned to
each encumbrance.

Enter a Computer Generated Purchase Order

After selecting a schedule, ACCOUNTING MANAGER will display a listing of all computer
generated purchase orders in that schedule.

. Click ADD from the update panel.

e A temporary number will be assigned to the purchase order and the number of the selected
schedule will be displayed.

. Enter the entry date and press TAB.

Accounting Tips:

Computer Generated Purchase Order may be dated for the entry date to simplify
the review process. Once printed, the printing date will represent the date the order
or commitment to purchase goods and services is made. Proper dating of the
purchase orders will result in accurate comparison to budget reports.

. Enter the vendor number or click the magnifying glass to see an alphabetical listing of all
vendors.

e Enter the Building bode to designate a place of delivery, if necessary. (Please refer to File
Maintenance: Buildings)

. Enter the name of the contact, or "ATTN:" person to appear on the purchase order, in the
"Req. By:" box.

. Enter in the explanation.

. Click the Detail tab and ACCOUNTING MANAGER will proceed to the Purchase Order Items
screen.

e  Select ADD from the Update Panel.

. Enter the first appropriation account to be encumbered and press TAB, click the magnifying
glass to view all available accounts). The account code will be used as the default account
code on all subsequent lines, unless changed.

. Enter the quantity to be ordered and press TAB. For a single item with no unit price, enter a
quantity of zero (0).

. If the quantity was given, enter the per unit price for the goods/services and press TAB.
. If no quantity was given, enter the extended price for the goods/services and press TAB.

. If there are insufficient funds in the selected appropriation account, ACCOUNTING
MANAGER will prompt the user if you want to override the transaction. The ability to override
the transaction is based upon a permission level set by the System Administrator and may
have been restricted to selected personnel.

. Enter the description of the item of good/services to be ordered and press TAB.
. Click SAVE to save the new entries.

. Enter additional items in the same manner.

Accounting Tips:
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™ ACCOUNTING MANAGER automatically credits the reserve for the encumbrance
account in the General Fund. No additional journal entry is necessary to record the
encumbrance.

After entering the final item on the purchase order, select EXIT from the update panel to return to
the ACCOUNTING MANAGER main screen.

Finding an Existing Computer Generated Purchase Order

In order to edit/change or delete a purchase order, it is necessary to locate it. The scroll bar assists
the user in locating purchase orders on open schedule.

Editing/Changing a Computer Generated Purchase Order

ACCOUNTING MANAGER provides the user with the ability to edit and change the
information provided on computer generated purchase orders on the current schedule, provided
they have not yet been printed.

e  Select the individual purchase order from the schedule listing.

To Edit/Change the description part of a computer generated purchase order
. Click UPDATE from the update panel.
. Press TAB until the information to be changed is highlighted.

. Enter in the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data.

To Edit/Change the detail item descriptions of a computer generated purchase order
e  Select the DETAIL tab.
. Select the item line to be changed.
e  Select Update from the update panel.
e  Press TAB until the desired information to be changed is highlighted.

e  Enterin the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data and return to the item listing.

Removing a Computer Generated Purchase Order

Users can remove a computer generated purchase order for any open schedule, provided the
purchase order has not yet been printed. If the purchase order has been printed, it can only be
canceled (please refer to Purchase Order Routines: Canceling a Purchase Order).

Detail
e  Select the individual purchase order from the schedule listing.
e  Select the DETAIL tab.

. Select the detail line to delete.
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. Click DELETE from the update panel.
e ACCOUNTING MANAGER will ask you, "Delete this PO item?"
. Click "YES" to remove the detail line.
e  Click "NO" to keep the item.
Purchase Order
. Select the Description tab.
. Select the purchase order to be deleted.
. Click DELETE from the update panel.
e ACCOUNTING MANAGER will ask you, "Delete this PO?"
. Click "YES" to remove the purchase order

. Click "NO" to keep the purchase order.

Exiting the Computer Generated Purchase Order Module

Selecting EXIT from the update panel will return the user to the ACCOUNTING MANAGER
main screen.

61



Cancel or Partially Liquidate a Purchase Order
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To fully cancel or partially liquidate a purchase order from either and open or a closed schedule,
select Liquidate from the Encumbrance menu.

Selecting a Schedule

Select an open schedule in which to record the cancellation/liquidation of the purchase order. Use
the cursor keys or mouse to select the desired schedule. If no schedules are open, ACCOUNTNG
MANAGER will direct you to open a new schedule.

Selecting a Purchase Order

. Enter the purchase order number or click the magnifying glass to view a listing of available
Purchase Orders.

. Enter the effective date of the cancellation or liquidation.

. In the action section select to cancel or partially liquidate the PO, then click "OK".

Canceling a Purchase Order

When the user selects the option of canceling the purchase, ACCOUNTING MANAGER will
display a purchase order detail breakdown. ACCOUNTING MANAGER will ask the user if they
want to cancel the entire remaining amount. Selecting "YES" will cancel the entire purchase
order. Selecting "NO" will escape from the routine and return the user to the initial prompt.

Partially Liquidating a Purchase Order
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When the user selects a purchase order, ACCOUNTING MANAGER will display the reference
number and the vendor name of the purchase order on screen.

Enter the PO description.
Enter the amount to be liquidated and click "OK".

ACCOUNTING MANAGER will display each account code on the purchase order. The user
must distribute the total amount to be liquidated to the account codes.

Enter the amount to be liquidated and click "OK".

Repeat for each desired account code.
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Increase Purchase Orders
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In addition to issuing, canceling, and partially liquidating purchase orders, ACCOUNTING
MANAGER also increases purchase orders, either in one of the existing account codes on the
purchase order or on an entirely new account. To increase an existing purchase order, select
Increase PO from the Encumbrance menu.

Selecting a Schedule

Select an open schedule in which to record the increase of the purchase order. Use the cursor keys
or scroll bar to select the desired schedule. If no schedules are open ACCOUNTING
MANAGER will direct you to open a new schedule.

Selecting a Purchase Order

. Enter the purchase order number or click the magnifying glass to view a list of purchase
orders.

. Enter the effective date of the increase and click "OK".

ACCOUNTING MANAGER will display the purchase order data on screen for the purchase
order number entered.

. Enter an explanation for the increase.
e  Enter the amount to increase.

. Click "OK" to continue.

Adding a New Account to the Purchase Order
. Select the NEW ACCOUNT button.

. Enter the appropriation account o be added and press TAB (select F6 or double click the
textbox to view all available accounts).

. Enter the amount of increase and click "OK".
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ACCOUNTING MANAGER will maintain a running total of the increase at the bottom of the
screen.

Increase the Purchase Order

Once an account has been found or added, it may be increased at any time in the increase routine.
. Select the desired account by using the cursor keys or the scroll bar.

. Enter the amount of the increase and press "OK".

. Increase each desired account in a similar manner.
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Printing the Purchase Order
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To print purchase orders from the current schedule, select Print Purchase Orders from the
Encumbrance Menu.

ACCOUNTING MANAGER will display the Purchase Order Parameters screen.

All of the purchase order information was entered on the schedule through the Computer
Generated Purchase Orders module (please refer to Computer Generated Purchase Orders:
Schedules). Through this printing routine of ACCOUNTING MANAGER, the user can enter the
date of the purchase orders and the actual physical purchase order numbers.

Accounting Tips:

I The user should load the blank purchase orders into the desired printer prior to
selecting the Print Purchase Order function.

. Select the encumbrance schedule from which to print.
. Enter the date to be printed on the purchase orders.

. Enter the number of the first purchase order in the printer. That actual purchase order numbers
will replace the temporary purchase order numbers that were originally assigned by
ACCOUNTING MANAGER.

e  Click "OK" to print the purchase orders.
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Accounting Tips:

The difference between a Printed Purchase Order report and the Encumbrance
Schedule: Printed Purchase Orders are only those generates in ACCOUNTING
MANAGER while an encumbrance schedule consists of all purchase orders, both
manual and computer generated, for a particular period.

e ACCOUNTING MANAGER will ask if the purchase orders have been loaded into the printer
and set to a starting position. Answer "YES". If there is any problem with the current batch of
purchase orders, ACCOUNTING MANAGER will indicate them and direct the user to fix them.

e  After the purchase orders are printed, ACCOUNTING MANAGER will ask if the PO’s printed
correctly. Answering "NO" will allow the user to reprint the purchase orders. Answering "YES"
will post all encumbrance data to the appropriate files. During posting, all account code detail
data will be summarized into a single entry per account code. Be sure to wait until all purchase
orders have printed to respond to this question.
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Encumber Payroll

ACCOUNTING MANAGER allows PAYROLL MANAGER users to automatically encumber
the remaining contractual and supplemental employee pay at any time during the year. Users may
update the payroll encumbrance an unlimited number of times to reflect changes in contractual
payroll obligations. To encumber payroll information, select Encumber Payroll from the
Encumbrance menu.

68



Verifying & Reviewing the Contractual Amounts

To use the payroll-based utility to verify the contractual payroll amounts, select Data Entry >
Encumbrance > Encumber Payroll - Verifying and Reviewing the Contractual Amounts. A
report of any error will be printed.

Once verified, you may review the contractual amount data with two reports. Select Contractual
Amounts by Account report or the Contractual Amounts by Employee report.
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Creating the Payroll Encumbrance Amounts

To begin the payroll encumbrance process, the information must be created and summarized. To
create the information select Data Entry = Encumbrance = Encumber Payroll - Create Payroll
Encumbrance Amounts.

. Select "YES" or "NO" to include Supplemental Earnings.
e  Select "YES" or "NO" to include Temporary Employees.

The status bar on screen will show the creation of the amounts. To view or change these amounts
please refer to Changing the Payroll Encumbrance Amounts.
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Changing the Payroll Encumbrance Amounts

P thange Payroll Encumbeance I [ =] 1
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Press to Run Repost.

Once summarized the user may change or modify the information before it is posted. To change
the information, select Encumbrance = Encumber Payroll - Change Payroll Encumbrance
Amounts.

Adding a Payroll Encumbrance Amount
e  Click ADD from the update panel.

. Enter the account number or click the magnifying glass to view a list of available accounts.
. Enter the amount to place in this account.

. Click Save to save the new information.

Finding an Encumbrance Amount

The Sort feature assists the user in locating appropriation accounts with two search option.

ACCOUNT Allows the user to type the account number being searched
AMOUNT Allows the user to type in the encumbrance amount being
searched.

Editing/ Changing the Payroll Encumbrance Amounts

e  Select the entry from the listing.
e  Click the UPDATE button.
. Press TAB until the information to be changed is highlighted.
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Enter the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data.



Contractual Amounts by Account

The Contractual Amounts by Account is a report that lists the remaining contractual amount to be
paid to employees by account number. To generate the report select, Contractual Amounts by
Account form the Encumber Payroll menu.

. Select "YES" or "NO" to include temporary employees in the report.

. The status report will show the progress of the report and the report will be displayed on
screen.
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Contractual Amounts by Employee

The Contractual Amounts by Employee is a report that lists the remaining contractual amount to
be paid to employees by account number. To generate the report select, Contractual Amounts by
Employee form the Encumber Payroll menu.

. Select "YES" or "NO" to include temporary employees in the report.

. The status report will show the progress of the report and the report will be displayed on
screen.
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Produce Payroll Purchase Order
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To produce a payroll purchase order, select Data Entry = Encumbrance = Encumber Payroll >
Produce Payroll Purchase Order - Create New Purchase Order.

. Select an open schedule in which to record the purchase order. Use the cursor or scroll bar to
select the desired schedule. If no schedules are open ACCOUNTING MANAGER will direct
you to open a new schedule.

. Enter the effective date of this payroll purchase order.
e  Click "OK".

e ACCOUNTING MANAGER will ask, "ARE YOU SURE" you want to create this payroll
purchase order.

. Click "YES" to create the new purchase order.
e  Click "NO" to cancel.

Accounting Tips:

The effective date is the date funds will be encumbered. Be sure NOT to attempt to
encumber payroll during the middle of a payroll process. If the payroll checks have
been posted in PAYROLL MANAGER, but not distributed in ACCOUNTING
MANAGER, the routine encumbrance totals will not be correct.
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Maintenance

The file maintenance option is the first segment of the maintenance function. This function
enables the user to work with the individual accounting codes, individual funds, and special codes.
The user can customize accounts to their special needs. The user may also print lists of the
customized features from this functionmodule.

To enter the file maintenance function, select maintenance from the ACCOUNTING
MANAGER main menu. ACCOUNTING MANAGER will display the Maintenance Menu.
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Chart of Accounts
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The chart of accounts provides the user with the ability to create, edit, and define the individual
account codes used within its system. Select Chart of accounts from the Maintenance Menu to
enter the chart of accounts. The Chart of Accounts Maintenance Screen will be displayed.

Adding an Account

. Click the ADD button from the update panel.

. Type the account number and press TAB.

Accounting Tips:

™ Account numbers should begin with the individual funds letter followed by the
account number as indicated by the New York State Uniform Chart of Accounts.
Your fund’s specific account number format is designated under the specifications
of each fund. (Please refer to Maintenance — Funds.) Be sure to follow your
account code format.

. Enter the account name and press TAB.
. Enter the fund or click the magnifying glass to select from the fund listing.

. Enter the account type or select from the drop down list and press TAB. Enter "G" for General
Ledger account, "S" for subsidiary revenue account, or "S" again for subsidiary appropriation
account.

. Enter the account status. Select from the drop down list, or type "A" for Active or "I" for
Inactive, press TAB.
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. Enter the State Consolidation Account Code to consolidate the account for New York State
reporting purposes or click the magnifying glass to select from the listing

After entering the final new account code, click SAVE to save the new entries and to return to the
Chart of Account main screen.

Accounting Tips:
What does the State Consolidation Code do?

The State Consolidation Code tells ACCOUNTING MANAGER what valid State
reporting code to classify the account to for annual reports that conform to the
state’s requirements.

O Am | limited to using the State Consolidation Codes as my account codes?

No. Users may use any account codes they need to meet their internal and external
reporting needs. The State Consolidation feature of ACCOUNTING MANAGER
allows multiple account codes to be used and later consolidated to meet state
reporting requirements.

(| How will using more account codes help our record keeping?

Using multiple variations of account codes will allow users to maintain more detail
accounting records than required by state reporting requirements.

Finding an Existing Account

In order to edit/ change or remove an account code, it is necessary to locate it. The SORT feature
assists the user in locating account codes by three search options.

ACCOUNT Allows the user to type in the account number being searched

NAME Allows the user to type in the name being searched

TYPE Allows the user to select the type of accounts to be displayed
in the listing

STATUS Allows the user to select the status of the account being
searched

Editing/changing an Account

ACCOUNTING MANAGER provides the user with the ability to edit and change account codes.

. Select the individual account code from the schedule listing.
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. Click UPDATE from the update panel.

. Press TAB until the information to be changed is highlighted. The account number cannot be
changed for audit control purposes. Additionally, users cannot change account type once
entries exist.

e  Enterin the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data and return to the item listing.

Removing an Account

Unused account codes may be removed from the system provided no activity exists in the account
history.

. Select the individual account code from the schedule listing.

. Click DELETE from the update panel.

e ACCOUNTING MANAGER will ask you "Delete this account?"
e  Click "YES" to remove the code.

. Click "NO" to keep the code.

Existing the Chart of Accounts Module

Selecting EXIT will return the user to the ACCOUNTING MANAGER main screen.
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Funds Function
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Funds are used to segregate individual operating segments of the multiple entity. The funds
maintenance function provides the user with the ability to create, edit, and define the individual
funds used for different purposes within its accounting system. Select Funds from the
Maintenance Menu to enter the funds module. The Fund Maintenance screen will be displayed,
listing all funds in alphabetical order.

Adding an Fund

. Click ADD from the update panel.
e  Type the fund letter and press TAB. The fund may be up to four alphanumeric characters long.

Accounting Tips:

(| Individual fund letters should follow the New York State Uniform Chart of Accounts
and precede account numbers for that fund. Variations of fund letters may be
adopted for internal reporting purposes.

. Enter the fund name and press TAB.
. Indicate if the fund is a multi-project special fund and press TAB.

. Indicate if the system should check account code remaining balances for detail line entries and
press TAB.

. Enter the cash account number and press TAB. The account should begin with the fund letter
and be the general ledger account code to be credited for all cash disbursements from the
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fund.
. Enter the bank that holds the funds cash account and press TAB.
. Enter the bank account number and press TAB.

. Enter the account number length for each segment. This will define the format of each part of
the account code (please refer to Accounting Tips: Account Codes).

After entering the new fund, click SAVE to save the new entries and to return to the Fund
Maintenance screen.

Editing/Changing a Fund

ACCOUNTING MANAGER provides the user with the ability to edit and change funds.

e  Select the individual fund from the schedule listing.
. Click UPDATE from the update panel.
. Press TAB until the desired information to be changed is highlighted.

. Enter the correct data and click SAVE. ACCOUNTNG MANAGER will automatically replace
the old data and return to the listing.

Removing a Fund
. Select the individual fund from the schedule listing.
. Click DELETE from the update panel.
e ACCOUNTING MANAGER will ask you, "Delete this fund?"
e  Click "YES" to remove the fund.
. Click "NO" to keep the fund.

Exiting the Funds Maintenance Function

Selecting EXIT from the update panel will return the user to the ACCOUNTING MANAGER
main screen.

81



Account Group Headings
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Account group headings are the description of the function segment of the account codes. Users
may want to create and maintain account group headings to enhance the relevance of reports
generated by ACCOUNTING MANAGER. The account group headings replace the numeric
totals on appropriation status reports.

The account group headings module provides the user with the ability to create, edit, and define
account group headings used within the system. Select Account Group Headings from the
Maintenance Menu. The Account group Headings screen will be displayed, listing all account
group headings in numerical order.

Adding an Account Group Heading

e  Click ADD from the update panel.

. Enter the account group and press TAB. The account group should be the four-character
function code of the particular account group heading.

. Enter the account group heading name.

e  After entering the new account group heading, click SAAVE to save the new entries and to
return to the Account group Headings screen.

Finding an Existing Account Group Heading

In order to edit/change or remove an account group heading, it is necessary to locate it. The SORT
feature assists the user in locating account group headings by two search options.
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GROUP

NAME

Editing/Changing an Account Group Heading

Allows the user to type in the group being searched

Allows the user to type in the name being searched

ACCOUNTING MANAGER provides the user with the ability to edit and change account group

headings.

Importing

Select the individual heading from the schedule listing.
Click UPDATE from the update panel.

Enter in the correct name. ACCOUNTING MANAGER will automatically replace the old name

and return to the listing.

Allows the user to import New York State standard headings for the Municipality.

Click the IMPORT button to import the defaults.

Removing an Account Group Heading

Select the individual account group heading from the schedule listing.
Click DELETE from the update panel.

ACOUNTING MANAGER will ask you "Delete this account heading?"
Click "YES" to remove the heading.

Click "NO" to keep the heading.

Exiting the Account Group Headings Maintenance Function

Select EXIT from the update panel will return the user to the ACCOUNTING MANAGER main

screen.
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Departments
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A department is an individual segment, specific division, of the municipal entity that is segregated
for reporting purposes. Users may want to create and maintain departments to enhance the
relevance of data in ACCOUNTING MANAGER.

The departments file maintenance function provides the user with the ability to create, edit, and
define department codes used within its system. Select Departments from the Maintenance Menu.
The Department Maintenance screen will be displayed, listing all department codes in
alphanumerical order.

Adding a Department
e  Click ADD from the update panel.

. Enter the department number or code and press TAB.
. Enter the department name.

After entering the new department code, click SAVE to save the new entries and to return to the
Department Maintenance screen.

Finding an Existing Department

In order to edit/change or remove a department code, it is necessary to locate it. The SORT area
assists the user in locating department codes.

CODE Allows the user to sort the listing by department code
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NAME Allows the user to sort the listing by department name

Editing/Changing a Department Name

ACCOUNTING MANAGER provides the user with the ability to edit and change department
names. Department codes cannot be edited.

. Select the individual department from the schedule listing.
. Click UPDATE from the update panel.

. Enter in the correct name and click SAVE. ACCOUNTING MANAGER will automatically
replace the old name and return to the listing.

Removing a Department

e  Select the individual department from the schedule listing.

. Click DELETE from the update panel.

e ACCOUNTING MANAGER will ask you, "Delete this department?"
e  Click "YES" to remove the department.

. Click "NO" to keep the department.

Exiting the Department File Maintenance Function

Selecting EXIT from the update panel will return the user to the ACCOUNTING MANAGER
main screen.
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Buildings
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The building listing provides the user with the ability to create, edit, and define the individual
building codes used within the system. Select Buildings from the Maintenance Menu to enter the
Building Maintenance screen, which lists all building codes in alphanumerical order.

Adding a Building
. Click ADD from the update panel.
. Enter the building code number and press TAB.
. Enter the building name and press TAB.

. Enter the building address and press TAB. This address should be the shipping and/or mailing
address of the building.

. Enter the primary contact person at the building.
After entering the new building code, click SAVE to save the entry and return to the Building Maintenance screen.

Finding an Existing Building

In order to edit/change or remove a building code. It is necessary to locate it. The SORT feature
assists the user in locating building codes.

CODE Allows the user to sort the listing by building code

NAME Allows the user to sort the listing by building name
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Editing/Changing a Building

ACCOUNTNG MANAGER provides the user with the ability to edit and change building names
and addresses. Building codes cannot be edited.

e  Select the individual building code from the schedule.
. Click UPDATE for the update panel.
e  Press TAB until the desired information to be changed is selected.

e  Enterin the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data and return to the listing.

Removing a Building
e  Select the individual building code from the schedule.
. Click DELETE from the update panel.
e ACCOUNTING MANAGER will ask you, "Delete this building?"
e  Click "YES" to remove the building.
e  Click "NO" to keep the building.

Accounting Tips:

ACCOUNTING MANAGER will only allow the user to delete the building if it is not
attached to an employee or requisition.

Exiting the Building File Maintenance Function

Selecting EXIT for the update panel will return the user to the ACCOUNTING MANAGER
main screen.
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The vendor maintenance function provides the user with the ability to create, edit, and define the
individual vendor files used within its system. Select Vendors from the Maintenance Menu to
enter the vendor maintenance module. The Vendor Maintenance screen will be displayed, listing
all vendors in alphabetical order.

Adding a Vendor

. Click ADD from the update panel. ACCOUNTING MANAGER will automatically assign a
vendor number.

Accounting Tips:

I Although the user may enter in new vendors using the Add/Change Vendor screen,
new vendors may be added to the system directly in the cash disbursement
module. All cash disbursements must be attributable to a vendor. ACCOUNTING
MANAGER allows the user to save time by entering new vendors directly into the
system without having to exit the cash disbursements module.

Purchasing Information
. Enter the customer ID number.

e  Enter the purchasing information, including vendor name, address, and phone number and
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press TAB after each line item.
e  Click SAVE to save the new entry.
Payment Information
e  Click the Payment tab.

. If the payment information is the same as the invoicing information, click the "Copy Purch"
button, to have that information brought into this screen. To enter in different payment
information, click in the desired field and enter in the payment information.

Profile Information
. Click the Profile tab.
. Enter the vendor’s status.

. Enter the vendor category or type and press TAB. This field may be used to categorize
vendors into any subgroups the user needs to help segregate vendors.

. Enter the default discount %, default shipping number and percentage, entity type and prior
system vendor number.

. Indicate if the vendor is to receive an Internal Revenue Service Form-1099 at the end of the
calendar year for tax reporting purposes.

. If the vendor is to receive a Form-1099, indicate the vendor’s federal ID number.

e  After entering the new vendor, click SAVE to save the new entry and return to the Vendor
Maintenance screen.

Finding an Existing Vendor

In order to edit/change or remove a vendor file, it is necessary to locate it. The SORT feature
assists the user in locating vendor files.

NAME Allows the user to sort the listing by vendor name
NUMBER Allows the user to sort the listing by vendor number
STATUS Allows the user to have the display vendors that are active,

inactive or all vendors

Editing/Changing a Vendor
ACCOUNTING MANAGER provides the user with the ability to edit and change vendor files.

e  Select the individual vendor code from the schedule listing.
e  Click UPDATE from the update panel.
. Press TAB until the desired information to be changed is selected.

e  Enterin the correct data and click SAVE. ACCOUNTING MANAGER will automatically replace
the old data after the last information is entered and return to the vendor listing.

Removing a Vendor

. Select the individual vendor code from the schedule listing.
. Click DELETE from the update panel.
e ACCOUNTING MANAGER will ask you, "Remove this Vendor?"
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. Click "YES" to remove the vendor.
. Click "NO" to keep the vendor.

Accounting Tips:
™ Only vendors with no detail activity for the current year may be removed form the

system. ACCOUNTING MANAGER will prohibit the removal of any vendor with
activity during the year.

Exiting the Vendor File Maintenance Function

Selecting EXIT from the update panel will return the user to the ACCOUNTING MANAGER main
screen.
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Output Reports

The output feature provides a variety of standard reports, which the user may, either display or
printout. Output reports include appropriation and revenue status reports, trial balances, individual
account code transactions, entire open or closed schedules, vendor histories and encumbrance
reports. Examples of selected reports are included in Appendix B — Sample Output reports.

To enter the output report module, select Output Reports from the ACCOUNTNG MANAGER
main screen.
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Checks Waiting to Print
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The Checks Waiting to Print report generates a listing of the checks waiting to print for each
desired schedule.

To enter the Checks Waiting to print report, select Output Reports then Checks Waiting to Print.

e  Select the schedule from the listing using the scroll bar.
. Enter the date range for the report.
e  Select the report method from the drop down list, Summary or Detail.

e  Select the report order from the drop down list; either have the report sorted by the vendor
name or the order the reports were entered into the system.

. Click "OK" to run the report.
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Print Warrants
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The Print Warrant report generates a listing of warrants for each desired schedule. To enter the
Print Warrant report, select Output Reports then Print Warrants.

e  Select type of schedule, open or closed.

e  Select the schedule from the listing using the scroll bar.

e  Select the warrant type from the drop down list, Detail or Summary.
e  Enter "YES" or "NO" to include descriptions in the report.

. Click "OK" to run the report.
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Purchase Orders to Print

The Purchase Order to Print report will generate a listing of the purchase orders that are waiting to
print. Selecting the Purchase Orders to Print from the Output Reports menu will generate the
report.
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Purchase Order Contact Listing
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The Purchase Order Contact Listing report generates a listing of purchase orders based on contact
information. To enter the Purchase Order Contact Listing Report screen, select Output Reports
then Purchase Order Contact Listing.

e  Enter the starting and ending name range or leave blank to select all names.

. Enter the purchase order range or leave the default range to select all (click the4magnifying
glass to view a listing of available purchase orders).

e  Select "YES" or "NO" to have each contact printed on separate pages.
e  Click "OK" to run the report.
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Appropriation Status Report
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GEMERAL FUND : Report Type: | Detal =
Cancel |

SCHOOL LUNCH FUMD Report Method
FEDERAL FUMND o
CAPITAL FUND Category: —Beginning Y alue:—Ending ' alus:-

TRUST & AGENCY Funcion [ [
Object [ [
Location I_ I_
Progam [ [
I™ Include Null Zero) Accounts
I¥ Break by Tolals

Title: [APPROPRLATION BUDGET STATUS  FUNDS BY FUNCTION:

Sedect with Mouz= or uge Up/Dowan Keys and Press Space Bar,

The Appropriation Status Report includes a detail of the individual appropriation accounts with
respect to the current adjusted budget, fiscal year-to-date expenses, current encumbrances and
current unencumbered balance.

The appropriation status report has five different variations of the report:

e Appropriation Status Report By Function

e  Appropriation Status Report By Object

e  Appropriation Status Report By Function and Object

e  Appropriation Status Report By Location and Function

e  Appropriation Status Report By Program and Object

To create an Appropriation Status Report, select Appropriation status from the Output Reports
Menu.

e  Select the funds to include on the report. Click the select all funds check box to select all
funds.

. If more than one fund is selected, indicate if the report is to be merged together.
e  Select the date range to be reported and press TAB.

e  Select the desired report choice from the dorp down list.

e  Select the report type from the drop down list, "S" for summary or "D" for detail.

. Enter the beginning and ending values for each category.
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. Click the check boxes to include null accounts and the report pages break by totals.

. Enter the title for the report.
. Click "OK" to run the report.

Accounting Tips:

Selection Criteria may be used for any single or up to all four variables. The
beginning and ending limits should be entered. If no limits are entered,
ACCOUNTING MANAGER will use all available accounts.
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Revenue Status Report
_Iolx

—Select Funds fo Process —Revenues Stabus Cribeia

I Select All Fund
Fund [Dosciph - |_Eahie Fiepart Sharbing Diate: [07 /01700
LI BSCnpoon
0&/30,/01
GENERAL FUND : B os/30/

SCHOOL LUNCH FUMD . _ .
FEDERAL FUMD [Categony — Beginning Yalue:— Ending Value:

CAPITAL FUND Function

r—
TRUST & AGEMCY Dlject [ [
—
—

Location

Program I_

[T Inchede Mull Pera] Accounts

SORT STARTING

% Fund
L x|

Sedect with Mouz= or uge Up/Dowan Keys and Press Space Bar,

The Revenue Status Report includes a detail of the individual revenue accounts with respect to the
current adjusted budget, revenue earned during the fiscal year-to-date, and current unearned
revenue.

To create a Revenue Status Report, select Revenue Status from the Output Reports menu.

e  Select the funds to include on the report by using the scroll bar and mouse.

. If more than one fund is selected, indicate if the report is to be merged together by clicking the
"Merge Funds" check box.

. Select the period to be reported and press TAB.
. Enter in the beginning and ending values for the categories.
. Select the "Include Null Accounts™ check box to include Null Accounts in the report.

e  Click "OK" to create the report.

Accounting Tips:
(| Selection Criteria may be used for any single or up to all four variables. The

beginning and ending limits should be entered. If no limits are entered,
ACCOUNTING MANAGER will use all available accounts.
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Trial Balance
_lojx]

—Select Funds to Process
[~ Select &l Funds [ Merge Selected Funds

Fund |Descrption
GEMERAL FUND |
Report Stating Date: |07/01,500
SCHOOL LUNCH FUND
FEDERAL FUMD Repat Ending Date: [06/20/01
CAPITAL FUMD
TRUST & AGENCY Method
i+ Account Balance Oriy

™ Diebits / Credis and Balance

— Tnial Balance Cntena

I Inchsde Null Pera) Accounts

SORT STARTING

i+ Furd I_
" Descripbon

Sedect with Mouz= or uge Up/Dowan Keys and Press Space Bar,

The Trial Balance Report provides a current trial balance for the selected funds. The report may
merge the selected funds together, such as for federal projects where separate funds are used to
track each projects.

To create a Trial Balance, select Trial Balance from the Expenditure Detail menu.

e  Select the fund by using the scroll bar and the mouse.
e  Click the "Select all Funds" check box to include al funds in the report.

. If more than one fund is selected indicate if the report funds are to be merged together by
clicking the "Merge Funds" check box.

e  Select the date range to be reported and press TAB.

e  Select Single to show just the debits and credits or select both to show debits, credits and
balances.

e  Select the "Include Null Accounts" check box to include Null Accounts in the report.
e  Click "OK" to run the report.
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Vendor Listing 1099's

A vendor Listing for 1099 Forms {Current Year)

—Report Ctenza

Date Range  |[DTUINEE - |12f31mu

Vendor Range: | QI = |

iy Paymants Over $600; T eg * No

Enter & Starting Date For The Regquest Repaort,

The Vendor Listing for 1099’s query provides a hard copy printout of vendors who will require
the filing of Form-1099 with the Internal Revenue Service.

To print a list of the vendors that will require a Form-1099, select Vendor Listing (1099) from the
Output Reports Menu.

. Enter the desired date range and press TAB.

. Enter the vendor name range or click the magnifying glass to select from a list of all Vendors
and press TAB. Leave both ranges blank to select all vendors.

. Indicate the type of vendors to appear on the report, all that qualify or only those with over
$600.00 in the date range.

. Click "OK" to run the report.
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Vendor Mailing Labels
-10] x|

—FRepaot Criteria
drange Vendors by T Mumber

Number: 0

Name: |

Arange by Yendor Mumber or Yendor Name,

The Vendor Mailing Labels produce mailing labels for the selected range of vendors. To print
Vendor Mailing Labels, select Vendor Mailing Labels from the Output Reports Menu.

. Indicate the sorting method, either by vendor name or vendor number and press TAB.
e  Enter the vendor name range or click the magnifying glass to select from a list of all Vendors.

. Leave both ranges blank to select all vendors.
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Custom Report Menu

E.ﬁccuunting Manager Custom Reports M= E3

CUSTOM BROWSER
\APPROP B OBJECT REPOR
APPROP BY PROGRAM REPO
AFFROP STAT EY LOC REFOI
CUSTOM WARRANT

Cancel

Select a Routine.

The Custom Reports Menu allows each user to call upon special custom reports provided to the
user by FINANCE MANAGER.

To run a Custom Report, select Custom Reports from the Output Reports Menu.

. Select the desired report by using the mouse or cursor keys.
. Click the "RUN" button to run the report.
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Expenditure Detail

The Expenditure Detail report has four different variations of the report:

. Expenditure Detail By Object Within Function
. Expenditure Detail Summarized By Function
. Expenditure Detail Summarized By Object

. Expenditure Detail Analysis By Month
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By Object Within Function

A Expenditures By Object Within Function

— Select A Fund
Fund  |Descriphon —Expendture Critenia

[ ate Flange: 07701500 = |0Es30/01

SCHOOL LUNCH FUND
FEDERAL FUND . _

CAPITAL FUND Funclion Fange: -
TRUST & AGENCY
_ Report Citesia
Modily Tite:  Yes (% No

Include Mull Accounts - © Yes & Mo

SORT STARTIMNG

= — o |

I~ Descripbion

E et the Starting alue for the Fund or D escription,

To create an Expenditure Detail By Object Within Function report, select By Object Within
Function from Output Reports then Expenditure Detail menu.

e  Select the fund by using the mouse
. In the Expenditure Criteria section enter the beginning and ending date range and press TAB.
e  Enter the beginning and ending function value.

. In the report criteria section, to modify the title select "YES" to change the Title, select "NO" to
keep the same title and press TAB.

. To include Null Accounts select "YES", to exclude Null Accounts select "NO".
. Click "OK" to run the report.
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Summarized by Function

A Expenditures Summarized By Function

—Select & Fund —Select Expenditune Critetia

GENERAL FUND Stating Date: I-:u‘.-‘.ruuuu

SCHOOL LUNCH FUMD
FEDERAL FUMD Ending D ate: |l:|£.-"2£|..f|:|1
CAPITAL FUND
TRUST & AGEMCY

Waodily Titke: ez (% Mo

STARTING

—

Select a Fund by using the Mouss or Up/Down Amow Keys.

To create an Expenditure Detail Summarized By Function, select Summarized By Function from
the Output Reports then Expenditure Detail menu.

e  Select the fund by using mouse.

e  Enter the beginning and ending date range.

e  Select "YES" to modify the Title, select "NO" to keep the default Title.
e  Click "OK" to run the report.

105



Summarized by Object

A Expenditures Summarized By Objeck

—Select A Fund —Select Expenditure Ciiteria

Fund | Descrption
Sitarting Date: |n7;n1,fnn
SCHOOL LUNCH FUMD

FEDERAL FUND Ending D abe: |ns;sn;u1

CAPITAL FUND
TRUST & AGEMCY

Muadifiy Titke: " vYes Mo

SORT STARTIMNG

@ Fund I

I~ Descripbion

Select a Fund by using the Mouss or Up/Down Amow Keys.

To create an Expenditure Detail Summarized By Object, select Summarized By Object from the
Output Reports then Expenditure Detail menu.

e  Select the fund from the listing.

. Enter the date range.

e  Select "YES" to madify the Title or "NO" to keep the default.
e  Click "OK" to run the report.
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Analysis By Month
=

- Select & Fund
Fund _| D escripts — Expenditure Criteria

SCHOOL LUNCH FUND DateRange:  |o7sol/00 - |oss30/0L
FEDERAL FUMD : _
CAPITAL FUND Function Range: [ - [

TRUST & AGENCY

—Repont Criteria
Modfy Tile: ™ Yes * Nao

Include Mull fccounts; O ez @ Mo

Repot Type: ¢ Summary = Detal

SORT STARTIMNG

* Deugioion |} x|

Enter the Starting Yalue for the Fund or D escription,

To create an Expenditure Detail Analysis by Month, select Analysis by Month from the
Expenditure Detail menu.

e  Select the fund by using the scroll bar and mouse.

. Enter the beginning and ending date range and press TAB.

e  Enter the Function range and press TAB.

e  Select "YES" to modify the existing title or select "NO" to keep the default title and press TAB.
e  Select "YES" to include Null Accounts, or "NO" to exclude the Null Accounts.

e  Select the report type either Detail or Summary.

. Click "OK" to run the report.
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Schedules

The Schedule Reports allows the user to run reports based upon the user-created schedules.
Reports can be generated for either open or closed schedules.

To create a Schedule Report, select Schedules from the Output Reports menu.
. Select the type of schedule to be reported from the Schedules menu.

The six types of reports are:
Cash Receipts
Cash Receipts with Distributions
Cash Disbursements
Encumbrances
Journal Entries

Budget Transfers
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Cash Receipts

A Cash Receipt Schedule

Select & Schedule Cash Recegt Citena

Fund|| 5chift] 5 chedule Descrption
1| Cazh Receipls 0701 A0 . .

2 Cash Receipts 07401 /00 Statting Cash Recept |0

1 Cash Recepts 070 /00
8 Cazh Receipls 06/07./00
¥ Cash Recaipts 060700
2 Cash Recepts 0EA07./00
5 Caszh Recepls 05/07,/00
1 Cash Recaipts 05401,/00
1 Cash Recepts (0&401,700
1 Caszh Recepts Q&0 /00
1 Cazh Recaipts Tib 06,/01./00

SORT STARTING TYPE
& Fund {* Dpen

" Descrphon I  Claced

Inchide Digributior: % Ye: Mo

&
"
&
A
I
&
&
C
F

Select with Mouse or Use Up/Down Keys.

The Cash Receipts report displays a listing of cash receipts by number with description and
amount.

e  Select the type of schedule open or closed.
e  Select the schedule to be reported.

. Enter in the specific criteria for each report.
e  Click "OK" to run the report
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Cash Receipts with Distributions

FI Cash Receipt Distiibution S chedule

—Select a Schedule Cazh Receipt Criteria

Open Date]Post Date| Starting Cash Feceipt: IU

4| GF C/R-3/39
3/GF C/R 8/93
1/Ta CaSH RECEIPTS-7/38 07/01./33

Cancel

|S elect Open or Clozed Schedules.

The Cash Receipts displays a listing of cash receipts with description, amount, and account code
distribution.

. Select the type of schedule open or closed.
. Select the schedule to be reported.

. Enter in the specific criteria for each report.
. Click "OK" to run the report
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Cash Disbursements

A Cash Disbursement Schedule

~Select a Schedule

—Cash Disburzement Criteria

Computer Check: 0701400

3 Computer Checks 0701400 -
8 Computer Checks 07/01/00 Starting Disburzement. |0

B| Camputer Check s IR E
5 Cﬂl'l'l:lu[el Checks 07/ /00 |ﬂ|3k-|liﬁ .ﬁcmnt Diﬂtl'ib'.‘lﬁln Bfﬂdﬂ.m
4 Marual Checks 07401 400 * Yes 1 Mo
3 Computer Checks 0700
2| Computer Checks 0700
1/ Marual Checks a7 00
84| Computer Chedks 06/071/00 [ cancel |
B3 Marual Checks D& /00

SORT STARTING T¥PE
" Fund + Open

" Descriphon Il " Clozed

= i - il S - - e -

Enter the Starting Yalue for the Fund or D escription,

The Cash Disbursements displays a listing of cash disbursements by check number, account code,
and amount.

e  Select the type of schedule open or closed.
e  Select the schedule to be reported.

. Enter in the specific criteria for each report.
e  Click "OK" to run the report
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Encumbrances

ﬂ Encumbrance Schedule I [=

—Select a Schedule E ncurnbrance Criteria

" Closed

Fund]5ch#]Schedule Description Open Date|Post Date| & Starting Purchaze Order: ||:|

14|GF EMC 7433 070199

13 GF EMC B/39 0E/01./99

12 GF EMC 5/39 05/01./99

11 GF EMC 4/99 04:/01./99

10 GF EMC 3/39 0340499
9 GF EMC 2/99 0201499
A GFEMC1/99 01401499
7 GFEMC12/498 1240193
E GF EMC P/R[SLF.FF111413  11/13/98
5 GF EMC-11/98 110198
4 GF EMC-10/98 1040198

L i i S S R -

|S elect Open or Clozed Schedules.

The Encumbrance report displays a listing of encumbrances by purchase order number, vendor,
and account code.

. Select the type of schedule open or closed.
. Select the schedule to be reported.

. Enter in the specific criteria for each report.
. Click "OK" to run the report
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Journal Entries

A Journal Entries Schedule - EIIlI

Select a Schedule

2 Joumal Entry
1 Joumal Entry 070100
E Joumal Entry DE/01,/00 Starting Journal Entry: |0

5 Jewiral Eritry 05/01,/00
4 Joumal Entry 08./01,/00
3 Joumal Entry 0540100
2 Joumal Entry 0507400
1 Joumal Enry 05/01,/00

Journal Entry Cbenig ——————— ‘

S R -

SORT STARTING THFE
¥ Fund ' Open

" Descrption I ™ Closed

Select with Mouse or Use Up/Down Keys.

The Journal Entries report a listing of journal entries by journal entry number, account code and
amount.

e  Select the type of schedule open or closed.
e  Select the schedule to be reported.

. Enter in the specific criteria for each report.
e  Click "OK" to run the report

113



Budget Transfers
=

[ Select a Schedule Budget Transfer Criteria ‘

Sichit]|Schedule Descriphon

2| Busdge! Transder 0&/01.00 .
Starting Budget Transfer: I'I'
1 Budget Transter 05/07./00 B

SORT STARTING
& Fund

i~ Diescnption I

Select with Mouse or Use Up/Down Keys.

The Budget Transfers report a listing of budget transfers by reference number, account code, and
amount.

e  Select the type of schedule open or closed.
e  Select the schedule to be reported.

e  Enter in the specific criteria for each report.
. Click "OK" to run the report.
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Account Transactions

The account transactions report provides a detail activity report for a selected individual or range
of accounts. A listing of accounts with negative balances may also be generated. To create an
Account transaction Report, select Account Transactions from the Output Reports menu.

Accounting Tips:

[ Account Codes must be entered in the correct account code format, including the
respective fund letter.
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Individual Account Transactions

A individual Account Transactions

~5elect An Account Mumber — Repart Criteria

FOLDER ACCOUNT === Etarling D ater 07,0100

At ooz GOLD ACCOUNT

A101003 RED ACCOUMT Detailed Line Desciption - ( Yes * Mo
A101004 GREEM ACCOUMT
A101005 YELLOW ACCOUNT Repot Type: & Summane € Detai
A101006 FURFLE ACCOUNT .

£101007 ORANGE ACCOUNT Method of Display: (~ Date Entered
A10n00s PINE ACCOUMT %+ Purchase Ordes
A101003 BLACK ACCOUNT

SORT STARTING TYPE

 Account || FE*’L
T Mame ~ B

= Al

Emnter Starbing Value for Accounts Browssr,

To run the report for a single account, select Individual Account from the Account Transactions
menu.

e  Select the desired account type, General Ledger, Revenue, Appropriations or all.
e  Select the Desired account from the listing.
e  Enter the desired delete range and press TAB.

e  Select "YES" to have the Detail Line Description displayed on the report, or select "NO" to turn
that function off.

e If a general ledger account is selected, indicate either "S" for summary, which lists posted
items rolled into a single total as with a manual set of general ledger records, or "D" for detail,
which replaces the summary total with each individual detail record represented by the
summary total.

. If the account is an appropriation account, select the method of display. Date entered will
display the account transactions in chronological order. Purchase Order will display the
account transactions in order by purchase order number.

. Click "OK" to run the report.
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Multiple Account Ranges

A Multiple Account Transaction Repork

—Select Funds to Process —Repait Critetia

Date Range: [o7/01/00 —Jos/30/01

Fund [Description
A GEMERAL FUIMD Categon: — Beginning Yalue—Ending Walus:-
SCHOOL LUMCH FUND Furition
FEDERAL FUND DObject
CAPITAL FUMD Localion
TRUST & AGEMCY Program

Account Type: & GA © Rev ™ Appoop
Separate Pages: © ez % Mo

oK | Ean-:sll

Fress ko Select All Funds.

To print a report for a range of account codes, select Multiple Account Ranges from the Account
Transactions menu.

e  Select the desired fund from the list or click the Select All Funds check box to select all funds.
. Enter the desired date range and press TAB.

e  Enter the beginning and ending value for the category.

. Enter the desired account type and press TAB.

e  Select "YES" to have the records printed on separate pages.

. Click "OK" to run the report.
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Accounts with Negative Balances

A Megative Balance Repork ;ngll

—Sedect a Fund
Fund |Desciption
GEMERAL FUND 7 - Select Aeport Critena
SCHOOL LUNCH FUMD

FEDERAL FUND Starfing [ ate: ||:|7.rmmu
CAFITAL FUMD

TRUST & AGEMCY Erdirg Drate: Insrawnl

Typeof Ledger  ( Revenue (' Appropriation

x|

SORT STARTIMNG

' Fund i

= Description

Select a Fund by using the Mouss or Up/Down Amow Keys.

To run a report of all account codes with negative balances, select Accounts with Neg. Amounts
from the Account Transactions menu.

e  Select the desired fund from the list.

. Enter the desired date range and press TAB.
e  Enter the desired account type.

e  Click "OK" to run the report.
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Encumbrances Outstanding

The Encumbrance Outstanding report Menu provides a listing of detail reports related to currently
outstanding purchase orders. Reports can be sorted by purchase order number or vendor name.
Reports detailing the vendor history can also be created.

To create one of the Encumbrance Outstanding Reports, select Encumbrance Outstanding from the
Output Reports Menu.
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By Encumbrance Number

To create a report by encumbrance number, select By Encumbrance Number from the
Encumbrances Outstanding Menu.

Al Purchase Orders Dutstanding by PD Number

—Report Critetia

Puichase Order 3 aql

Vendor Mame:

Stating Date: Iu:u'?ﬂ:ll;nn
Ending Date: IDG!BD,—’ﬂl

Erter aVahd Purchase Order Mumber.

. Enter the desired purchase order number or click the magnifying glass to select the purchase
order from the list.

. Enter the desired date range.
. Click "OK" to run the report.
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Range By Encumbrance Number

To create a report of a range of purchase order numbers by purchase order number, select Range
By Encumbrance Number from the Encumbrance Outstanding Menu.

A pPurchase Orders Dutstanding by Ranged PD Sumbers - DIEI

—Report Criteria

Fund Range: A al - & g
Purchase Order Range: |1 Q- [sssssss  Q

D ate Range: |n';'f|:|u|:|n - |ne’.;:m,f|:|1

Status of Purchase Orders; ¢ Open & Al

Inchide Accourt Disiibution: & Yes T Mo

Erter a'ahd Starting Fund

. Enter the range of funds to report and press TAB.

e  Enter the desired purchase order range (click the magnifying glass to select from a listing) and
press TAB. Leave both ranges blank to select all purchase orders.

. Enter the desired date range and press TAB.
. Indicate the type of purchase orders, open or all, to be shown on the report and press TAB.
. Select "YES" to include the Account Distribution.

e  Click "OK" to run the report.
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By Vendor

To create a report by vendor, select By Vendor from the Encumbrance Outstanding Menu.

A Purchase Orders Dutstanding by Yendor

Report Critena

Vendor Nurmber o] al

Wendor Mame:

Sharting Diate: 07401 /00
Ending [1ate: 06 430,01

Lzt Oper Purchasas Onlp ‘ez % Mo

oK | Qanc:ull

Erter a/ahd Vendor Number,

e  Enter the vendor number or click the magnifying glass to select from a list of vendors.
. Enter the desired date range and press TAB.

e  Select "YES" to list open purchase orders only.

. Click "OK" to run the report.
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PO Analysis Report

The PO Analysis report allows the user to print the detail of all purchase orders created during a
specified period, the creation date range, and view what has occurred to them during a different
period, the transaction date range. Using this report, the user can review all purchase orders
created in January, where the creation date range is 01/01/99 to 01/31/99, to determine what
balances should be liquidated or canceled.

To create a PO Analysis Report, select PO Analysis from the Encumbrances Outstanding Menu.

A Purchase Orders Dutstanding by Ranged PD's - Dlll

—Report Ciitenia
Fund Range: @ a - [ g
Purchase Drder Range: |1 QY = 9399993 EI

PO Crestion Date Range: [07/01/00 = |os/30/01

Tiansaction Date Bange: [07/01/00 = [06/30/01

Stahuz of Purchaze Orders; ¢ Open = Al

Enter aVald Starting Furnd

e  Enter the range of funds or click the magnifying glass to select from the listing and press TAB.

. Enter the desired purchase order range or click the magnifying glass to select from the listing
and press TAB. Leave both ranges blank for all purchase orders.

. Enter the PO Creation Date Range and press TAB. This date range will determine the
purchase order that will appear on the report.

. Enter the Transaction Date Range and press TAB. This date range will determine the range of
activity to print in the report.

. Indicate the type of purchase orders, open or all, to be shown on the report.
. Click "OK" to run the report.
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Vendor History

The vendor history displays the detail of every financial transaction, purchase orders, cash
disbursements, cash receipts, and journal entries that impact on the vendor’s records.

To create a vendor history report, select Vendor History from the Encumbrance Outstanding
Menu. For a screen image please click Vendor History.

. Indicate the sorting method, either by vendor name or vendor number and press TAB.

. Enter the vendor name or number range or click the magnifying glass to select from a listing of
all vendors.

. Enter the desired purchase order range or click the magnifying glass to select from a list of all
PO’s and press TAB. Leave both ranges blank to select all purchase orders.

. Enter the desired date range and press TAB.
e  Select "YES" to have the pages separated by Vendor.
. Click "OK" to run the report.
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Payment History

The payment history displays the checks and temporary checks for the vendor in reverse
chronological order.

To create a payment history report, select Vendor Payment History from the Encumbrance
Outstanding Menu.

. Indicate the sorting method, either by vendor name or vendor number and press TAB.

. Enter the vendor name or number range or click the magnifying glass to select from a list of all
Purchase Orders and press TAB. Leave both ranges blank for all purchase order.

. Enter the desired date range and press TAB.
e  Select "YES" to have the pages separated by Vendor.
e  Click "OK" to run the report.

Accounting Tips:
I What does the Vendor History Show Me?

O™ The Vendor History displays the type of transaction (Encumbrance, Cash
Disbursement, Cash Receipt, or Journal Entry), the purchase order number, if any,
the date of the transaction, the invoice and check number, if applicable, and the
amounts encumbered and/or paid under the designated account code. The
transactions are provided in Purchase Order number to allow items to be found
easily.
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Range of PO #'s — by Account

To create a report on a range of purchase order numbers by account, select Range of PO 3’s from
the Encumbrances Outstanding Menu.

A Purchase Drder Status by Account 10| x|

—Report Criteria

[rate Range: 07701700 = IDG,-’SD,-’Dl
Fund Range: I.ét QI - IT.-’-‘« QI

Categon: —Beginning % alus:—Ending Y alue-
Function
Object
Location

Program

Status of Purchaze Orders: € Open  (+ Al

Cancel

|E nter & Starting Date For The Request Beport.

. Enter the desired date range and press TAB.

. Enter the fund range or click the magnifying glass to select from the list and press TAB.
. Enter the beginning and ending value for each category.

. Indicate the type of purchase orders, open or all, to be shown on the report.

. Click "OK" to run the report.
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Range of PO #'s — by Vendor

To create a report on a range of purchase order number by vendor, select Range of PO #’s from
the Encumbrance Outstanding Menu.

A Purchase Orders Dutstanding by Ranged Yendor Names - EIIlI

Report Citena

Vendor Range: || al - |
Purchase Dider Range: |1 Qf - [sssss5s QY
Drabe Range: In';'.-fm.,rnn - Ins..f:m,rnl

Stalus of Purchase Orders: ¢ Open = Al

x|

Fleate Enter a Starting Vendor Mame.

. Enter the vendor name range or click the magnifying glass to see a listing of all vendors.

. Enter the desired purchase order range or click the magnifying glass to select from the list and
press TAB. Leave both ranges blank for all purchase orders.

e  Enter the desired date range and press TAB.
. Indicate the type of purchase orders, open or all, to be shown on the report.
. Click "OK" to run the report.
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State Consolidation

The State Consolidation Report allows the user to generate the state financial reports, Annual
Reports for municipalities and the ST-3 for school districts, from the accounting data. The report
is based upon the state compilation code entered in for each account. The State Compilation Codes
will be updated by FINANCE MANAGER once they are announced by the state at the fiscal year
end. An associated edit listing allows the user to easily review the state compilation codes and the
account codes assigned to them.

To access the State Consolidation Report Menu, select State Consolidation form the Output
Reports Menu.
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Printing Account Code Review Listing

A Account Code Review

—Select Funds lo Process

—Select Account Type
[~ General Ledgar

Fund |Desciiption
I GEMERAL FUMD

C SCHOOL LUMCH FUMND [T Subsidiary Revenue

F FEDERAL FUND [~ Subsiciary Approprations
H CAFITAL FUND

TA  TRUST &AGENCY I™ Select All Types

30RT STARTING

& Fund .

™ Descplion

Fress ko Select All Funds.

To print a listing of the consolidation account codes and the chart of accounts assigned to it, select
Account Code Review Listing.

e  Select the desired fund(s) by using the displayed list. To select all funds click the Select All
Funds check box.

e  Select the desired type(s) of account by using the displayed pick list.
e  Click "OK" to run the report.
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Generate Report Detail

A Consolidated Report Detail

— Select Funds to Frocess

[~ Select Al Funds

Fund |Description
GEMERAL FUND
SCHOOL LUMCH FUND " 2] 07/01700 - 06730701
FEDERAL FUND
CAPITAL FLMD " 3) 07/01/01 - O06/30/02
TRUST & AaGEMCY

—Dpen Frzcal Years

fa 1] 07/01/%3% - 06730700

oK

SORT STARTING

(* Furd
™ Description I

Select with Mous= or use Up/Dowan Keys and Press Space Bar,

To actually consolidate the account codes for an entire fund, select Generate ST-3 Report Detail.

e  Select the desired fiscal year from the list displayed. Once selected, the desired fiscal year will
become the default fiscal year for all funds.

e  Select the desired fund(s) from the pick list presented. NOTE: If more than one fund, as
defined in FINANCE MANAGER, will be consolidated into a single fund on the consolidation
(i.e. funds E and F will consolidate into Fund F on the consolidation), you MUST select both of
those funds when generating the report detail, otherwise only the last fund will be
consolidated.

e  Click "OK" to run the report.

e  The utility will check all account codes for the fund to ensure a valid consolidation code has
been assigned. IF A CONSOLIDATION CODE HAS NOT BEEN ASSIGNED, THE ROUTINE
WILL STOP. An error listing is generated for all account codes that do not have a valid
consolidation code. The listing may be displayed or printed.

e Adisplay bar, showing the status of the consolidation, will be displayed through the process.
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Calculating Report Totals

Before generating review reports, select Calculate ST-3 Report Totals. This routine will make the
appropriate totals and sub-totals on the consolidated report.

. Click "YES" to Calculate ST-3 Report Totals.

e The consolidated report code and page number will be displayed in a running manner on
screen to show the progress of the calculation.

After the Calculations are completed click "OK" to return to The ACCOUNTNG MANAGER
main screen.
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Print Consolidated Reports

Once consolidated, the consolidated amounts may be reviewed in a series of reports. The available

reports are:
Consolidated Trial Balance The balance sheet
Consolidated Revenue Report The revenue accounts
Consolidated Appropriations The appropriation accounts
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. Select ST-3 Consolidation Reports.
. Indicate the reports desired.

. Select the desired fund(s) from the pick list or select the Select All Funds check box to select
all funds.

. Click "OK" to run the report.



Data Import Files

For consolidation state reports that must be filed electronically, select Create ST-3 Data Import
File.

e  Enter in the six digit District SED Code.
. Enter the desired file name or click the folder button to search for the directory to save the file.

e  You may use any file name you wish for the file. An error will result if the directory indicated
does bot exist.

e  Click "OK" and the file will be created automatically.
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Importing New Definitions

Al 57-3 Data Import File ;ngll

LOAD ST-3 DATA FILE

Thiz roubing will Ioad in the curent data files
needed for completion of the Annual ST-3
Conzolidated Report.

5T-3 Data Fie Location [ ESRROE

oK | Ean-:ﬂl

Erter the Destination of the Data File,

The first State Consolidation Report Utility allows the user to import the state definitions, as
provided by FINANCE MANAGER.

. Select Import New ST-3 Definitions to load the data.
e Insert the provided disk into drive A:
e  Enter the drive letter (A:) or click the folder to select the location of the file.

e  Click "OK" and the utility will automatically import the data files.
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Assigning Consolidation Codes

Once the data files are imported, each chart of accounts must be assigned a valid consolidation
account code. The codes may be assigned manually or automatically.

A assign Consolidation AFR Account Codes

—Fill Canzolidation Codes Uity

This routine wall fil in &n appropnate AFR
Consolidstion Code faf every Chael of Aocounts,
bazed upon the fund and funchion.

oK | Canicel |

Do you wiant bo Replace All Consolidation Codes 7

Manually Assigning Consolidation Codes

Consolidation codes may be assigned manually on the Chart of Accounts screen. (Please refer to
Maintenance — File Maintenance — Chart of Accounts.)

Automatically Assigning Consolidation Codes

FINANCE MANAGER has created a utility that will automatically assign a valid consolidation
code to each chart of accounts based upon the fund, function, and object of the chart of account.
The utility has been developed to determine which consolidation code to assign for the majority of
account codes.

The utility has some basic guidelines for other common accounting items:

. Fund E will be consolidated to Fund F — Special Aid Fund.
. Fund | and J will be consolidated to Fund H — Capital Funds.
e  Object "5" codes will be consolidated to "45" codes.

e The encumbrance (521), expenditure (522), and revenue (980) control accounts will be
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consolidated into the unreserved fund balance account.

However, not every account code can be automatically determined, and will result in an error
listing. The accounts noted in the error listing will also provide a specific reason and MUST be
assigned manually.

. Select Assign ST-3 Codes to Chart of Accounts.

e If you want to replace all consolidation codes, answer, "YES". Replace all consolidation codes
will ignore the currently assigned code and assign one based upon the fund, function, and
object of the account code.

. Click "OK" to run the routine.
e  The utility will continue for every chart of account.

. If an error occurs, the system will beep and upon completion, will display an error listing. The
err messages are:

INVALID FUND-NOT IN ACCOUNTS  The fund for this account does not exist in
the consolidation Report

INVALID FUNCTION FOR FUND The function of the account does not exist in
the consolidation for this fund

INVALID OBJECT FOR FUNCTION The object of the account does not exist in
the consolidation for this function

UNDETERMINED ERROR IN ACCOUNT The fund, function, and object does not exist
in the consolidation report

Accounting Tips:

Just because an error is not reported does not mean that every account code has
been assigned to where you want it to go, simply that it is assigned to a valid
consolidation code. Please be sure to review the consolidation code.
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Query Info

The query information functions allow the user to obtain accounting data information without
requiring the user to generate an entire report. The user can search for information for a specific
data item or items, such as an individual cash receipt, an individual check, or series of journal
entries by user-defined search criteria.

To enter the query information functions, select Query Info from the ACCOUNTING
MANAGER main screen.
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View Purchase Order

ﬂ Yiew Purchase Order Detail M= E3

—Purchaze Order Detail

F'un:hasel]rder:lu Cll Date Range: |o7s01/93 = |oss30/00

Yendor Mame; Cancel

|Enter a'alid Purchase Order Mumber.

To view a Purchase Order, select View Purchase Orders from the Query-Information menu.

e  Enter the Purchase Order number or click the magnifying glass to select from a list of all
purchase orders.

. Enter the date range and Click "OK" to view the purchase order (If there are Duplicate
purchase orders found then enter the selection number of the purchase).
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Reprint Purchase Orders
o) x|

—Report Ciiteria

Statting Purchase Order. 1B 4
Ending Purchase Order: F95555% g]

ok | Cancel |

Ernter aVald Starting Purchaze Order Mumbes,

To reprint a Purchase Order, select Reprint Purchase Order from the Query Information menu.

. Enter the Purchase Order range or click the magnifying glass to select from a list of all
Purchase Orders.

e  Click "OK" to run the report.
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Account Budgetary Status
o) x|

Select An Account Mumber Feport Crteria

Starting D ate: IL‘J?ML Jon

FOLDER ACCOUMNT
A101001 BLUE ACCOUNT Ending D ate: IDG;?D;GL
A101002 GOLD ACCOUNT
4101003 REDACCOUNMT
A100004 GREEM ACCOUNT
A101005 TELLOW ACCOUNT

4101006 FURPLE ACCOUNT
4101007 ORANGE ACCOUNT Ll ancel
101008 PINK ACCOUNT
4101008 BLACK, ACCOUNT
SORT STARTING

% Account I_
= Mame

Sedect the Accourt Type.

The Account Budgetary Status allows the user to check the budget status of a single budgetary
account on-screen with respect to the opening budget, current adjusted budget, fiscal year-to-date
expenses or revenue, current encumbrances for expenses, and current unencumbered balance or
unearned revenue.

To view an Account Budgetary Status, select Account Budgetary Status from the Query
Information Menu.

e  Select the account type, Revenue, Appropriation or both.

e  Select the desired account code by using the scroll bar or mouse.
. Enter the desired date range.

. Click "OK" to run the report.
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Purchase Orders
=10] x|

—Report Criteria

Purchase Order Range: E QI - Isssassss gl
Start Dater 07/01,00
End Date: 06/ 30/01

Ok | Cancel I

Ernter aVald Starting Purchaze Order Mumbes,

The Purchase Order query provides the detail of specific purchase orders by either number or date.
The query can be displayed on the screen or printed on the printer.

To create a Purchase Order Query, select Purchase Orders from the Query Information Menu.

. Enter purchase order number or click the magnifying glass to select from a list of all purchase
orders and press TAB.

. Enter the date range.
e  Click "OK" to initiate the query.
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Cash Disbursements
1ol x|

—HReport Citenia

Cash Dishussement Range:  [[ Q| - [pesee02 QY
Starting [rate: 07/01/00
Ending Date: 06/30,01

ak | Cancel I

Enter aVald Starting Cazh Disbursement Mumber,

The Cash Disbursements query provides a detail of specific cash disbursement by either check
number or date. The query can be displayed on the screen or printed on the printer.

To create a Cash Disbursement Query, select Checks from the Query Info Menu.

. Enter the cash disbursement range or click the magnifying glass to select from a list of all cash
disbursements and press TAB.

. Enter the date range.
e  Click "OK" to initiate the query.
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Cash Receipts
1ol x|

Repont Critena

Cash Receipt Range: 1] Q| - [pesee02 QY
Sitat Drate: 07401700

End Date: 0643001

Enter W ald Starting Cazh Receipt Mumber,

The Cash Receipts query provides the detail of specific cash receipts by either cash receipt number
or date. The query can be displayed on the screen or printed on the printer.

To create a Cash Receipt Query, select Cash Receipts form the Query Info Menu.

. Enter in the cash receipt number or click the magnifying glass to select from a list of all cash
receipts and press TAB.

. Enter the date range.
e  Click "OK" to initiate the query.
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Budget Transfers
1ol x|

—Repont Critens

Budget Transfer Range: ﬁ g| = |9999999 g|
Stait Date: Iu:u'?,ﬂ:ul,mn
End [ate; |L‘.‘|6.-'3CI.-’OJ.

{3 LCancel

Enter aVald Starting Cazh Disbursement Mumber,

The Budget Transfer query provides the detail of specific journal entries by either budget transfer
number or budget transfer date. The query can be displayed on the screen or printed on the printer.

To create a Budget Transfer query, select Budget Transfer from the Query Information Menu.

e  Enter in the budget transfer number or click the magnifying glass to select from a list of all
reference numbers and press TAB.

. Enter in the date range.
e  Click "OK" to initiate the query.
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Journal Entry
=101 x|

Rpot Citeria
Jounal Enty Rarge: n aql - |9999999 aj

Start Drate: 07,/01,/00
End Dabe: 0&/30,01

ak | Cancel I

Enter aVald Starting Cazh Disbursement Mumber,

The Journal Entry query provides the detail of specific journal entries by either journal entry
number or journal entry date. The query can be displayed on the screen or printed on the printer.

To create a Journal Entry Query, select Journal Entry from the Query Information Menu.

. Enter the journal entry number or click the magnifying glass to select from a list of all Journal
Entries and press TAB.

. Enter the date range.
e  Click "OK" to initiate the query.
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Payment History

The Payment History query provides the detail of specific payment history either by vendor
number or vendor name. The query can be displayed on screen or printed on the printer.

To create a Payment History Query, select Payment History from the Query Information Menu.

A Purchase Orders Dutstanding by Yendor Payment History - Dlil

Report Citena
Vendor Rarnge

Arrange Vendos by Number

Mumbes:: O - o

Nm|

Pischaze Ordes Range: |0 2]-'9999999 EI
[rate Range: 070100 - Ins..fan,rul

Separate Pages - " ez = Ho

k. | Emtdl

Arrange Feport by Vendor Murmber or Vendor Mame

. Indicate the sorting method, either by vendor name or vendor number and press TAB.

. Enter the vendor name or number range or click the magnifying glass to select from a list of all
vendors and press TAB.

. Enter the desired purchase order range or click the magnifying glass to select from a list of all
Purchase Orders and press TAB. Leave both ranges blank to select al purchase orders.

e  Enter the desired date range and press TAB.
e  Select "YES" to have the pages separated by vendor.
e  Click "OK" to run the report.
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Vendor History

The Vendor History query provides the detail of specific vendor history either by vendor number
or vendor name. The query can be displayed on screen or printed on the printer.

To create a Vendor History Query, select Vendor History from the Query Information Menu.

A Puchase Orders Dutstanding by Yendor History - Ellil

~Repoit Criteria
Vendor Range

Mumbes; 0 - o

— al-|

Purchase Order Range: |0 al-[o aj
[ate Range: 07 £01,F00 - |ﬂ£.-‘3lilfl:l.'|.

(= ‘ez i~ Mo

Separste Pages :

x| e |

Arrange Feport by Vendor Murmber or Vendor Mame

. Indicate the sorting method, either by vendor name or vendor number and press TAB.

. Enter the vendor name or number range or click the magnifying glass to select from a list of all
vendors and press TAB.

e  Enter the desired purchase order range or click the magnifying glass to select from a list of all
Purchase Orders and press TAB. Leave both ranges blank to select al purchase orders.

. Enter the desired date range and press TAB.
e  Select "YES" to have the pages separated by vendor.
. Click "OK" to run the report.
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Utilities

The utilities module allows the user to run special routines, including opening entry, routine
maintenance, diagnostic, custom and year-end routines.
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General Routines
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Custom Utilities

The Custom Utility allows each user to call upon special custom utilities provided to the user by
FINANCE MANAGER. To run a Custom Utility, select Custom Utility from the Utilities Menu.

. Select the desired utility by using the mouse.
. Click the "RUN" button to run the utility.
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Supervisor Diagnostics

The Supervisor Diagnostics are a series of utilities to be used by trained technical support staff
personnel or only upon the instruction of the FINANCE MANAGER Support Staff. A Supervisor
password is required for access.
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Maintenance Routines

ACCOUNTING MANAGER provides users with maintenance routines to perform selected
tasks. These maintenance items will perform large batch processes to change data and settings.
Ample time should be left for each procedure. Select Maintenance Routines from the Utility Menu
to access the Maintenance Routine Menu.
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Remove Account Codes That Have No Entries

-|0) x|
Purge Account Code Critena

Enter the Fm:tl Q| Account Type: IGmmd Ledae: -|

unik [Marme | =]
™ Select All Accounts

—

Sebect with Mous= or Use Up/Down Amow Keys and Presz Enter,

Select Purge Account Codes That Have No Entries from the Maintenance Routine Menu to purge
any unused account codes. Any account code used in the past 2 fiscal years may not be purged.

e  Enter the fund or press the magnifying glass to select from a list of al funds.

e  Select the account type from the drop down list, either General Ledger, Revenue or
Expenditure.

e  Select the account(s) or click the Select All Accounts check box to select all accounts.

. Click "OK" to run the routine. ACCOUNTING MANAGER will ask you, "Are you sure you want
to permanently remove the selected accounts?"

. Click "YES" to remove the accounts or Click "NO" to keep the accounts.
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Change Vendor on PO Prior To any Payment
-|0) x|

Purchase Dider: [£01 a

F O 2] Yendos ] Wendo Hame
CUEM|T T E[THE COME FACTORY  [07/m/m0| 5000

Current Yerdor ~Mew Vendor

Mumber 2 Humber: |'2' gl

Mame: THE COMB FACTORY Name:

Double-chck with Mouss or Press OF, to Select Puschaze Ordsr,

Select Change Vendor on PO Prior to any Payment from the Maintenance Routine Menu to
change the vendor on a purchase order. The vendor may be changed provided no payments or
other purchase order activity has occurred on the purchase order. Once activity has occurred, no
changes will be permitted to the vendor issued the purchase order to maintain audit control over
the document.

e  Select the sorting method, either by PO# or by Vendor#.

e  Select the Fiscal Year.

e  Select the PO and Vendor from the list.

. Enter the new Vendor number or click the magnifying glass to select from a list of all vendors.
. Click "OK" to run the routine.

e  ACCOUNTING MANAGER will ask you, "Change PO#___ from Vendor#____ to Vendor#___?"
e  Click "YES" to change the vendor # or Click "NO" to keep the existing vendor #.
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Review Vendors That Have No Entries

The Review Vendors That Have No Entries utility allows the user to generating a listing of all
vendors that have no entries. To generate the report select review Vendors That Have No Entries

form the Maintenance Menu.
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Check Routines
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Check Reconciliation File

The check reconciliation file generates and prepares a file of issued checks to be provided to a
financial institution that provides bank reconciliation services. Select Check Reconciliation from
the Check Routines Utility Menu to access the Check Reconciliation Utility.
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Voided Check Report
-10) x|

—Select Void Check Criteria

Starting Date: ﬁ
Ending D ate; |I:I6.-’3'I:I.-’I:Il.

S

Erter a Starting D ate for the Feport,

The void check report generates a report of Voided Checks for the selected date range. Select
Voided Check Report from the Check Routine Menu to run the Void Check Report.

e  Enter the date range.
. Click "OK" to run the report.
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Opening Entry Routines

The Utilities Menu enables the user to directly enter the opening budgetary entries for each fiscal
year. These opening budgetary entries should be derived from the initial opening budget.

The user may enter in the appropriation and revenue budgets through the utility menu. The user
may then separately post the budgetary opening entries.
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Entering the Appropriation Entries

A Appropriation Opening Budget Entries

—Select a Fund — 07/ /93 - 06/30/00 APPROPRIATION BUDGET

FOLDER ACCOUNT
SCHOOL LUMCH FUMD BLUE ACCOUNT
FEDERAL FUND GOLD ACCOUMNT
CAPITAL FUND RED ACCOUMT
TRUST & AGENCY GREEN ACCOLMT
YELLOW ACCOLMNT
PURPLE ACCOUNT
DRANGE ACCOUMT
PIME ACCOUNT

Fizcal Years

+ 1) 07/01/9% - 0&/30/00
Budget Appropriation: 1000, 002,096, 00 Amount 0. 00

2] 07/0L/00 — O0&£/30/01

- o?/0L/01 - 0730702
3 Dustput | LCancel |

Select an Account by using the Mouss or Up/Down Amow Fegps.

To enter the opening appropriation entry, select Appropriations from the Opening Entry Routines
Menu.

e  Select the desired fund.
e  Select the budgetary fiscal year to be opened.
e  Select the account code and press OUTPUT to run the report.

. Repeat the process for each budgetary account code.
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Entering the Revenue Entries
=

~Select & Fund 0701433 - 06/30/00 REVENMUE BUDGET

k Gifts and Daonation:

SCHOOL LUKCH FUND State Aid 200,000 00
FEDERAL FUND
CAPITAL FUMD
TRUST & AGEMCY

Fizcal Years

# 1) 07/01/%% - 0&/30/00

Revenus Budget 200,000.00

2] 0770100 — 06730401

i
 3) o7/01/01 - 06/30/02 Qupur

Select an Account by using the Mouss or Up/Down Amow Fegps.

To enter the opening revenue entry, select Revenues from the Opening Entry Routines Menu.

e  Select the desired fund.

e  Select the budgetary fiscal year to be opened.

e  Select the account code.

e  Click OUTPUT to run the report.

e  Repeat process for each budgetary account code.
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Posting the Opening Entries
0] x]

—Select A Fund —Select A Schedule
Fund |Descripton Schedule Description Fund | Schid | Dt Opened | = |

Joumal Entry \

SCHOOL LUMCH FUND Jawiral Entry 1 070100
FEDERAL FUND Jowiral Entp B DEADY.A00
CAPITAL FUND Jowrral Entry 5 0640100
TRUST & AGENCY Joumal Entry 4 05401200
Joirial Entrg 3 050100
Joumal Enkre 2 050700
Joumal Entry 1 050100

EHmhanhrDmﬂuErﬂrﬁ:lus;ulmn Ok | Cancel |

Select a Fund by using the Mouss or Up/Down Amow Keys.

To post both the opening appropriation and revenue entries, select Post Opening Budgets from the
Opening Entry Routines Menu. The opening entries will be automatically posted to all subsidiary
account codes.

. Select the desired fund.
e  Select the desired schedule.
. Enter the effective date for the opening entries or accept the default.

. Click "OK" to post the entries.
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General Ledger Opening Entries

A General Ledger Balances ;ngll

~Select Funds 1o Process —Select A Schedule

[~ Select &l Funds ™ Menge Furds Schedue Descripti Furd | Schit | Dt Opened | « |
Fund |Desciiption =1

GENERAL FUND Jiawairial Enkry 1 0701 /00
SCHOOL LUNCH FUMD Jownal E by & 0601 /00
FEDERAL FUND Joumal E nkry & 06N /00
CAPITAL FUND Jourmal Enkry 4 05401 /00
TRUST & AGEMCY Jiowaral Entry 3 0540 /00
Jowamal Entry 2 0501 /00
Jowmal E nkry 1 05A01/00

e I

- Tnal Balance Crtena
Date Range: [07/01/00 — [os/30/01

Include Null dccountz - © ez & Mo

Select with Mouss or use Up/Dowa Keys and Press Space Bar,

This utility will summarize a trial balance for a selected fund and make a journal entry to record
the opening balances. To make the entry, select General Ledger Balances from the Open Entry
Routines Menu. The opening entry will be automatically posted to all ledger codes.

. Select the desired fund or click the Select All Funds check box to select all the funds. If more
that one fund is selected click the Merge Funds check box to merge the funds.

e  Select the desired schedule.

. Enter the date range.

. Select "YES" to include null accounts on the report.
. Click "OK" to run the report.

e ACCOUNTING MANAGER will display the opening ledger balances and ask if the totals
should be posted.

e  Click "YES" to post the opening general ledger entry for the selected fund.
e  Click "NO" to leave the opening general ledger entry unposted.
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Year End Routines

ACCOUNTING MANAGER provides users with series of routines to handle all year end
routines, such as carrying forward purchase orders for the fiscal year and reporting Form-1099
information at the calendar year end.
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Carry Forward POs
1o/

—Sedect A Fund
Fund |Desciphon Select Repot Critenia

SCHOOL LUMCH FUMD :
Starting D abe: 07 01739
FEDERAL FUND .

CAPITAL FUMD
TRUST & AGEMCY Ending D ate: 06 /30,00

0F. | Lancel

SORT STARTING

* Fund I_
" Descplion

Sebect a Fund by usng the Mouzs or UpdDown Amow Keys.

To carry forward the open purchase orders into the new fiscal year, select Carry Forward PO’s
from the Year End Routines Menu.

. Select the desired fund.

e  Select the date range of the purchase orders to carry forward. The date range should
correspond to prior fiscal year for most operating funds.

. Click "OK" to run the routine.

e ACCOUNTING MANAGER will check each existing open purchase order and carry them
forward into the new fiscal year. The routine will automatically create an encumbrance
schedule in the new fiscal year for items carried forward.
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Special Fund Carry Forward Budget
1o/

—Select Funds to Process ~Select & Schedule
Fund |Description S chedule Description Fund | Schit | Dt Opered | =

Journal Entry A 2| 0740 /00
CARTAL FUND Journal Eritry 1 07701400
Journal Entry &/ 0&/01./00
Journal Entry 5 0E/01.400
Jaurnal Eritry 4 05/01./00
Journal Entry 3 0&/0 /00
Journal Entry 2 0A/01./00
Journal Entry 1 05/01./00

Opering Date Pricr Fizcal ‘Vear

Dt |u'?f|:|.1.;|:u:| Diate Rangs: | -

=
oK
Cairy Forward Megative Accounts -0 Yes + Ma Cancel |

Select with Mous= or use Up/Dowan Keys and Press Space Bar,

To carry forward the ending budgetary balances, select Special Fund C/F Budget from the Year
End Routines Menu.

e Select the desired special fund. Only special funds will be displayed (please refer to
Maintenance: Funds, for more information).

e  Select the Journal Entry schedule in which to make the entry.
e  Enter the effective date of the opening entry.

e  Click "YES" to carry Forward Negative Accounts.

. Click "OK" to run the report.

e  The fund will be summarized and displayed on screen. Click "YES" to post the entry.
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Form 1099 Preparation
0] x]

T hiz Procedure wil create a file, 24109953 tkt, containing the partinent information
needed o produce pour 1099:. Only those Yendors that have receed more than
$600.00 &nd have the 1093 FLAG SET in the Vendor File at the time this

procedure uns, wall have 1093 infoemation zent to thes file.

Eriziie thal the 1099 Flag is SET before pioceeding .. Thank foiil
I Llrigure theen run Yerdon Listing for 1033 from the General Ledger Outpis Meru

Ingeat & Blank FORMATED foppy dizk in your local & Flopoy Drive |

File Marne: |21033_99.ta M

QK. | Eﬂ'ﬂdl

Fird a path and a file name.

To produce a file used to create the 1099 forms, select 1099 Tax Info from the Year End Routines.
This routine will create a file for the creation of the 1099 forms. Please have a floppy disk ready or
request that the system administrator creates a special sub-directory on the system to hold the file.

. Enter the file destination and name or click the folder to search for the destination.

. Click "OK" to run the routine. ACCOUNTING MANAGER will create the 1099 file in the
specified directory.
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