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New Login Procedure

1. When clicking on the FM icon after the update, your login screen will now look
like the following:

L-.l Finance Manager L

UserlD

FMUSER

NOTE: You will notice that your UserID now shows as does asterisks for your
password. The green arrow button is login and the yellow key button allows you to
change your password. Passwords can be changed at anytime.

2. The first time you login, after the update, your will receive the following
message:
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Information

3. Click ok (Do not click cancel as this will cause problems when trying to log in
later) You will get the following prompt:

{ '.Change Password

4. Type your current password and your new password twice. Passwords must be
alpha-numeric and 6-10 characters in length. It cannot contain all numbers or
letters. If you do not follow this schema, you will receive the following error:
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Chart of Accounts

To access the Chart of Accounts Maintenance routine, open the Maintenance tree and select the Chart
of Accounts option.

The Chart of Accounts Maintenance routine provides the user with the ability to create and maintain the
individual General Ledger, Revenue, and Appropriation account codes used within the Accounting system.
Examples of account codes in New York State include A200 (Cash Account), A1001 (Real Property Taxes),
A10401600 (Clerk — Salaries), etc. Account numbers begin with the individual fund letters, as defined in the
Fund Maintenance File, followed by the account number, as indicated by the New York State Uniform Chart
of Accounts. The format of each account code should correspond to the fund’s specific account number
segment field length as designated in the Fund Maintenance File.

Parts of the Account Code

An account can be comprised of up to five parts: Fund, Function, Object, Location, and Program. In
ACCOUNTING MANAGER, the size and role of each part can be determined by the user.

The Fund is the code representing the fund that the account is recorded in.

The Function is the basic account number that indicates what category the account is for. The function
portion of the code should correspond to the New York State Uniform Chart of Accounts guidelines. You
may, however, change the accounts to meet your specific needs. (Examples: Cash, Fund Balance, Real
Property Taxes, Plant Maintenance, Instruction, etc.)

The Object indicates the type of transactions in the account. Object codes are predominantly used for
appropriation codes (i.e., salaries, equipment, contractual expenses, supplies, etc.)

The Location indicates the building location within the municipal entity. This can be used for entities with
multiple locations.

The Program indicates the specific program the account is used for. The program is usually used when there
are several programs to be accounted for within one single function-object code. (Example: Federally funded
projects to segregate expenditures by project.)

You may use as few or as many parts of the account code, depending upon your entity’s needs. The more
detailed your reporting needs, the more parts you will want to use. Accounting Manager allows you to specify
the length of each part of the account code for each fund. Refer to Fund Maintenance for further details.

The Chart of Accounts Master File contains the fund code, account code, account description, type, status, ST3
code, and Cash Account indicator for each account.

After selecting the Chart of Accounts option, the Account Maintenance window displays. The Account
Maintenance window displays a listing of the contents of the Chart of Accounts Maintenance File. Account

codes are listed in alpha-numerical order by code. Use this window to add, update, or delete an account code.

The Maintenance folders on the left-hand side of the window are used to navigate to other Accounting Master
File Maintenance routines.
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Account Maintenance Browser

The browser in the middle of the window contains a list of all existing account codes. The Account
Maintenance browser displays the following information: Account, Name, Account Type, and Status. The
viewer below the browser displays detailed information pertaining to the record highlighted in the browser.
When this window is first accessed, account records are displayed in alpha-numerical order by code. To
change the manner in which information is displayed in the browser, simply click once on the column title
(Account, Name, etc). The column title is highlighted in yellow to indicate the selected sort option.

Data in a browser is normally sorted in either numerical ascending order or in alphabetical order. To reverse
the order, that is to sort in numerical descending order or in reverse alphabetical order, click on the column
title a second time.

You may restrict the browser to only show those account codes within a specified type and/or status. Use the
Type field to restrict the browser to display only Appropriation accounts; only GL accounts; only Revenue
accounts; or All accounts (Appropriation, GL and Revenue). In addition, you may further restrict the display
by choosing a specific status from the Status drop-down field. You may restrict the browser to show only
Active codes, only Inactive codes, or All codes (Active, Inactive, and Hidden). NOTE: The View drop-down
menu at the top of the window also provides access to the Type and Status browser view fields.

The window allows you to search for a specific record based on the sorting method chosen. Immediately
above and to the extreme right of the Account Maintenance browser is a search feature. The name of the
Search field changes based on the column title that is highlighted. For example, if you are sorting by Account
Code and you want to find a specific account record, enter that account code in the field

Aooount; I

ﬁland press the Search button & | to begin the search process. The system
highlights the appropriate record.

The navigation options can be accessed through the Navigation drop-down menu or through the buttons at the
top of the window. These navigation buttons can be used to scroll through the records in the Account
Maintenance browser.

Field Description
Fund Enter the code (up to 4 characters) that uniquely identifies the fund.

Example: A (General Fund).

Account Type the account number, preceded by the Fund number. Example:
A200. Be sure to follow the account code format defined for the fund
in the Fund Maintenance File.

Name Enter the description for the account code. Example: Cash in Bank.

Type Indicate the account code type by entering the first letter of the type or
choosing it from the drop-down menu. Valid types are:

G/L (General Ledger — type 1)
Rev (Revenue — type 2)

Appro (Appropriation — type 3)
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Status

Cash Acct/Type

ST3 Code

Indicate the account status by entering the first letter of the status or
choosing it from the drop-down menu. Valid status codes are:

The customer status may be one of the following:

Active — This status means that you want to actively use this account
code during the Accounting data entry processes (i.e., Cash Receipts,
Computer Checks, etc).

Inactive — This status means that you are not going to use this account
code for Accounting data entry purposes (i.e., Cash Receipts, etc.).
Hidden — A hidden account record is one that you are no longer
using, but you are retaining the code in the system rather than deleting
it. You cannot use this code while performing Accounting data entry
functions such as the Cash Receipt Entry process. Hidden accounts
will not be included on reports such as the Appropriation Status
Report. You may take the hidden flag off at any time that you wish to
begin re-using the code.

Place a check in this checkbox if this account is considered a Cash
Account.

If the Cash Acct checkbox is checked, the Type field is active.
Indicate the type of transactions for which this cash account is used.
Valid types are:

Receipts - The cash account is used for Cash Receipt Entry purposes.
Disburse — The cash account is used for Disbursement purposes
(Computer Checks, Manual Checks).

<Both> - The cash account is used for both Cash Receipt and Cash
Disbursement Entry.

Enter a valid State Consolidation Account code used to consolidate
the account for New York State reporting purposes. Use the lookup to
select from a listing of valid ST3 codes.

The ST3 code tells ACCOUNTING MANAGER what State
reporting code to classify the account to. This will ensure that any
annual reports produced will conform to the state’s requirements.
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Adding a New Account Code Record

Follow the steps below to create a new code.

1. Press the Add +| button that displays in the maintenance toolbar at the top of the Account Maintenance

window.
2. Add all information associated with the

account.

Press the Save = button to lock in the new information.

File Mavigation Options Help “iew Utilities Reports

A Accounting Maintenance

=0l x|

b aintenance

+ /7B A W= 8|

[« « > » | & &3

[ &) =[]

Type: I.t'l'«ppru:-p . | Status: I.s'l'«-:tive et I

Account Maintenance

Accaunt: I

A1010180000000
A1070400000000
A10710450000000
A7070430000000
A1040180000000
A1040200000000

CLERK ED OF EDUCATION
BD ED COMT ExP

BD ED MAT/SUPF

BD ED BOCES SERVICES
BDED MOM IMS S&L
DIST CLERK. EQUIF

it
Active
Active
Auctive
Active
Active -

Fund: |# 21 | GEMERAL FUND
| Qj

Account: I

Type: I.-'l‘n.ppru:- . I
Status: I.-'l‘n.c:tive et I

Marne: I

Dizplaw:
Cashacct [

ST 3 Code: | al
GASE Code: | aj

[Enter a valid Fund Cade.

Updating an Account Code Record

1. Highlight the appropriate account code in the browser and press the Update # button that displays in the
maintenance toolbar at the top of the Account Maintenance window.
2. Change the name, status, and ST3 code as needed. When updating an account record, the fund, account,
and type fields are not modifiable if transactions already exist for the account.

3. Press the Save = button to lock in the revised information.

Deleting an Account Code Record

NOTE: You may not delete any codes for accounts that have activity in the account history. For example, if
detail transactions (i.e., cash receipts, cash disbursements, etc.) exist for an account, that account code cannot

be deleted.

1. Highlight the appropriate account code in the browser and press the Delete A button that displays in the

maintenance toolbar at the top of the Account Maintenance window.

2. Confirm that this is the correct record that you wish to delete. Press Yes to delete the record. Press No if

you do not want to delete the record.
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VENDOR MAINTENANCE

This segment should be used for vendor maintenance. To enter the vendor maintenance function, select
Maintenance then select Vendors.

The Vendor Maintenance routine provides the user with the ability to create and maintain records for those
vendors from whom your facility purchases goods and services. The Vendor Maintenance File contains the
vendor number, status, discount percentage, shipping amount, email address, website address, federal ID
number, purchasing address, and payment address for each vendor. NOTE: Vendors may also be added
directly through the Manual Check, Computer Check, and Manual PO Entry processes.

After selecting the Vendors option, the Vendor Maintenance window displays. The Vendor Maintenance
window displays a listing of the contents of the Vendor File. Vendor codes are listed in alphabetical order by
name. Use this window to add, update, or delete a vendor code.

i

File Help
S - L6 P 1L TR

m Accaunting Manager

'»é’f-} Data Enty

- '\?} Maintenance

-------- B Chart of Accounts

-------- Bl Funds

........ B Account Group Headings

Vendors:
-------- Bl Customers

N Accounting Manager

FINANCE MANAGER

Interactive Fund Accounting Software
Copyright €31392- 2006 ML Software, Ltd.

[Loading...... Wendars
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Adding a New Vendor Record

1ol x|

Select + ADD icon from the Update Panel.
Enter all information associated with the vendor. Enter in the Purchasing Address for the vendor.
Switch the Address drop-down menu to Payment and enter the vendor’s Payment address. Use the

Copy from Purchasing Address button to COPY the purchasing address information into the
Payment address information section.

Check the Name Switch checkbox if you want the vendor’s payment name to be reversed during the
check printing process. Example, let’s say you type in the vendor’s name as Smith, John. If you check
the Name Switch checkbox on the Vendor Payment Address window, the check stub will display the
vendor name as Smith, John and the check document will display the vendor name as John Smith.

Press the SAVE (= icon to lock in the new information.

File Mavigation Options Help Wiew Utilities Report
A A =TS E == |
S b IActive ;I M ame: I ik Wendor FFe3 Cust [0 Mum:
Wendor|Status - Status: m “Yendor Type: I E rtity Type: - l
A BEKA BOOK 1950 Active Email: I wieh: I
A+ SPECIAL EDUCATION 2578 Active
4. L BLADES & SOMS INC. 2342 Active es. 1099 Processing
AbHPERD. 2902 Active
- FedID:I 'I 1D H:
A5 IMC 2393 Active
#.5.C.0. 3 Active 1093 Tupe: | | MiscBox: | | Limit: 0.00
A8 DEASLS.COM 2783 Active
A4 PORTABLE POWER CORFORA’ 27T Active -
SAHPERD 21E3 Active —Address Type: IF'urc:haslng ;.i
AB CONSULTING 2BES Active Mame: ]I
2::5: Ejg:s 20814 22::: Address: IF'urc:hasing ;I—Default v
ABBEY INMDUSTRIES 5 Active Address:l
ABBEY. ROBERT 2781 Active
ABC FUMDRAISING 2533 Active I
ABC SCHOOL SUPPLY INC E Active Ciy: | State/Provi e =]z |
ABDO FLOORIMG 2140 Active
ABILITATIONS 7 Active Phone: | - - IFee i
ABILITATIONSANTEGRATIONS 2877 Active Contact|
AEM-AMRO MORTGAGE GROUF B Active ]
ABRAHAM SCREEMFRINTSTUDIO 2391 Active
ABRAHAM, CULLEN 9 Active - Prior Wendort ID

|Enter data or press ESC to end.
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A vendor Maintenance — |I:I| X|
File mMavigation Options Help “iew Utilities Report
(7B H Qe e«» » |55 |2 = | |
Show: IAc:ti\-'e =1 Name:l i Vendor: 2364 Cust 1D Murm:
Yendor|Status Status: |Active | w I “endor Tepe: I Entity Type: - I

1| active ) EEre— - —

D bt Disc: 0.00% Shlp.IAmt vI 0.00
A BEKA BOOK 1950 Active Email: I ek I
A+ SPECIAL EDUCATION 2578 Active
4 L BLADES & S0ONS INC 2342 fctive s 1093 Proc
AAHPERD. 2902 Active .

5 FedID:I vI 10H:
A5 INC, 2393 Active
£.5.C0. 3 fctive 1093 Type: | | MiscBos: | =] Limit: 000
Ad DEALS. COM 2783 Active
Ad PORTAELE POMWER CORPORA" 2777 Active
AAHPERD 163 Active —Address Type: IF'a_l,lment - li MName Switch T
AB COMSULTING 2568 Active Mame: |
ABEEY FARM 2067 Active
e - | v
ABEEY FARMS Aictive Address: |Payment | Defaur ¥
ABBEY INDUSTRIES 8 Active Addressl
ABBEY, ROBERT 2781 Active
ABC FUMDRAISING 2833 Active I
ABC SCHOOL SUPPLY INC B Active Ciy: | State/Provi N7 =] Zip:|
ABDO FLOORIMNG 2140 Active
ABILITATIOMS 7 fctive Phone:| - - Fax| - -
ABILITATIONSANTEGRATIONS 2677|Active izt
ABMN-AMAO MORTGAGE GROUP 8 Active
ABRAHARM SCREEMPRINTSTUDIO 2391 Active
ABRAHAM, CULLEN 9 Active - Prior Vendortt [0
|Enler the Wendor's Payment Mame.

Updating a Vendor Record

o Highlight the appropriate vendor record in the browser and press the UPDATE 4 icon that displays in
the maintenance toolbar at the top of the Vendor Maintenance window.

e Change any vendor information as needed. Update the Purchasing address for the vendor.

e Press the SAVE = icon to lock in the new information.

o Click the il box in the upper right corner to return to the ACCOUNTING MANAGER main screen.
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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 a few simple clicks.
Schedules may be printed to provide a hard copy document, as a text file, or viewed visually on the screen.

Schedules can be created for:

Cash Receipts

Cash Disbursements
Journal Entries
Purchase Orders
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.

Accounting Tips:

(CJAlthough 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.

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.
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Schedule Maintenance

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 function, select Data Entry, Schedule Maintenance.

A Schedule Maintenance !EI

File Mavigation Optione Help Wiew

+ 7B X HEBN |« ¢« 3|

R
L3]
¢

CASH Cash Disburzements
it [ rchaze Orders
Journal Entries
Budget Transfers

03401403

Type: TR~ 1zs
Fund: A Q| GENERAL FUND Sch#: 7
Dizcription:  CASH RECEIPTS MARCH 2003

Date Range: 03/01/03  03/31/03 Mix Funds.. [

Starting Date:IDS;‘Dl;’DS Clozing Date:IDSISl;‘DS Cloze

Adding a Schedule

o Select the schedule type, Cash Receipts, Cash Disbursement, Purchase Orders, Journal Entries, or Budget
Transfers.

+

e Select ADD icon from the toolbar.

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

(1 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.

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

e Enter a v’ in the Mix Funds box to indicate if data entry items from multiple funds may be placed on
this schedule.

e The schedule number is auto generated.

(30 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

After entering the new schedule, click ™= SAVE icon 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.

e Select the individual schedule from the listing.

o Click i UPDATE icon from the toolbar.
e Press TAB until desired information to be changed is highlighted.

e Enter in the correct data and click E SAVE icon. ACCOUNTING MANAGER will automatically
replace the old data and return to the listing.

Exiting the Schedule Function

Selecting X EXIT from the top of the form will return the user to the ACCOUNTING MANAGER main
screen.
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Close and Post Schedules

Selecting a Schedule

o 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:

O 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.

1 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?"

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

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

Accounting Tips:

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

Accounting Tips:

[1 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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Purchase Orders

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.

Accounting Tips:
CIWhat is an Encumbrance?

(1 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. 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.

Computer Generated Purchase Orders

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. After printing, the purchase orders are
then sent to the respective vendor for processing.

To produce a computer generated PO you can either choose Computer PO from the Purchase Order drop

Down in Data Entry or you can choose the Comp PO Icon on the Toolbar E

A Accounting Manager T =)

File Help
] - LTb Y 101

m Accounting Manager
|- G Drata Entry
-------- B Cash Receipts
[]@ Cash Disbursement
-------- B Joumal Entries
[—]G Purchase Orders
‘B Manual PO
[ER Computer PO -

Liquidate PO
S Inqcrease FO Account,ng Manager
B Payroll Purchase Order
B Print Purchase Orders
........ B Budget Transfer
-------- B Scheduls Maintenance
- @ Maintenance

F]-e G Reports

------ Qluery

-------- B Custom Reports Menu FI NAN CE MANAGER

Interactive Fund Accounting Software
Copwright € 1992- 2004 MML Softwware, Lid,

[rn B rn B ra M w
(i)

|C0mputel PO
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Selecting a Schedule

Select an open schedule in which to record the purchase order. Click on Magnifying glass icon to select from
available schedules. If schedule does not exist you can create a new schedule by clicking on the Add icon.

A Computer Purchase Order

Select Scheduls

+ 7 AHOE e« » | D=

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.

Al Computer Purchase Order

[ g
|

P.0. BOX BE71
PRINCETOM, MJ 08541
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e Click + ADD icon on tool bar.

o Enter the entry date and press TAB.

Accounting Tips:

[0  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.

e Enter the vendor number or click the magnifying glass to see an alphabetical listing of all vendors. (You
can also add a new vendor here by clicking on the +ADD button.)

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

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

e (Click the ™ SAVE icon to proceed to the Items Entry screen.

A Computer Purchase Order _ |
Eile

SCHEDULE: PO's April 2004 A-12 [D4/01/04 - 04/30/04) MIXED &Y 5

+7E x2S« es s DB |

Account; I N
Account | Quantity[uk | Uit Price] Discount] Shipping| Ext Price] ~ |
41010438110000 1.00 EA 100.000 0.00 0.00  100.00
Vendor: 7 AP EXAMINATIONS PO#: 240011
Account: |41010438110000 Q| MEMBERSHIFDUES 3468000

Buantity:lT
Unit of Measure:lE-"—‘«— 1| Each
Lkt Price: IW Drezcription
DiscountHate:W Discount:ID.DD Help|
Shipping Rate: W Shipping: I?
Extended Frice: W

|DISCDUNT 0.00 |SHIF'F'INI3 0.00 |DF|DEF| 100,00 |DF|DEF| COMFLETE
|Enter data ar press ESC to end.

e Enter the first appropriation account to be encumbered and press TAB, click the magnifying glass to
view all available accounts. All appropriation account code look up tables include a display of the
applicable unencumbered balance while in the pre-select mode.

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

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

e If there are insufficient funds in the selected appropriation account, ACCOUNTING MANAGER will
prompt the user if you want to override the transaction.

o Enter the description of the item of good/services to be ordered and press TAB.

e C(Click E SAVE icon to save the new entries.

e Enter additional items in the same manner.
Accounting Tips:

(0  ACCOUNTING MANAGER automatically credits the reserve for the encumbrance account in
the General Fund. No additional journal entry is necessary to record the encumbrance.

If you need to add more purchase orders to this schedule you must go back to the Purchase Order Entry
Screen. Once all Purchase Orders and their item entries are complete you can exit the Computer Generated
PO Routine.

Account Distribution

Account distribution can be done by multiple methods:
e Line-by-line — As shown above.
e Percentage distribution of total purchase order
e Combination of line-by-line and percentage.

Percent Distribution — If an item is to be paid for out of more then one account you should leave the account

field blank on the Item Entry tab. Fill in all the other information and ™= SAVE icon. You must then click on
the % button and enter in multiple accounts and the percentages to be encumbered from those accounts. You
can also do a Percent Distribution of the whole Purchase Order by putting all the items on the Item Entry
without an account number and then clicking on the % button to distribute the entire amount to several
accounts.

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.

To Edit/Change the description part of a computer generated purchase order
e Select the individual purchase order from the schedule listing.

e Click the €2 UPDATE icon on the toolbar.
e Press TAB until the information to be changed is highlighted.

e Enter in the correct data and click E SAVE icon. ACCOUNTING MANAGER will automatically
replace the old data.
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To Edit/Change the detail item descriptions of a computer generated purchase order

Select the individual purchase order from the schedule listing.

Click on Item button on the toolbar.

Select the item line to be changed.

Click the #2 UPDATE icon on the toolbar.

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

Enter in the correct data and click E SAVE icon. 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). All the Item Entries for the selected PO must be deleted before
the actual PO can be deleted.

Select the individual purchase order from the schedule listing.
Click on the Item button on the toolbar.
Select the detail line to delete.

Click the % DELETE icon on the toolbar.

IACCOUN TING MANAGER will ask you, "Are you sure you want to delete this item?"
Click "YES" to remove the detail line.

Click on the Purchase Order button on the toolbar.

Select the purchase order to be deleted.

Click the Delete button on the toolbar.

ACCOUNTING MANAGER will ask you, "Delete this PO?"

Click "YES" to remove the purchase order.
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PRINTING AND POSTING PURCHASE ORDERS

To print purchase orders from the current schedule, select Print Purchase Orders from the Data Entry/Purchase
Order Menu.

A Accounting Manager == E3

File Help
=2fesail

m Accounting banager
EO Data Entry
[ Cash Receipts
[]------O Cazh Dizhurzement
[ Joumal Ertries
[—]C} Purchase Orders
v [B] Manual PO
~B Computer PO = "'
Liquidate PO
% Inirease PO Account'ng anager
~B Payroll Purchase Drder
SER Frirt Purc
[ Budget Transter
G B schedule Maintenance
[ Maintenance
[#]- G Reports
[ C} Guery
- Utilties
@ Custom Reports Menu FINAN CE MANAGER

B Custom Utiities Menu

vaze Orders:

Interactive Fund Accounting Software
Copyright € 1332- 2004 MML Software, Ltd.

|F'rint Purchase Orders

ACCOUNTING MANAGER will display the Print Purchase Order screen.

A Print Purchase Orders O] x|
File
SCHEDULE: A SCHEDULE HEEDS TO BE SELECTED QI
P aze Orde

=S e

[ate of Purchaze Order:

= ChintilPHE

£ Eintnr Seleated|E N
Starting Purchase Order: 0 mirit Dy Sizets -
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e Select the schedule from which to print by clicking on Magnifying glass icon and selecting desired
schedule.

e Enter the date to be printed on the purchase orders.
e If you wish to print a selected POs Click on Print Only Selected POs.

o The starting Purchase Order Number defaults to the next available number. The system keeps track of
the next available number by fiscal year. You cannot re-use a PO number or use a number that is less
than the default number. Click Print button on toolbar to print the purchase orders.

e The Purchase Order’s will print to the screen in a report viewer window for you to browse through to
make sure they are accurate. Click on the Print button on the toolbar to print.

You cannot leave the Print Purchase Order Screen until you either Print the PO’s or Re-set the printing
cycle. You will receive the error message:

Once the PO’s are all printed and you are sure they are correct you can post. Just choose the | pOST
button on the Print Purchase Order screen.

A Print Purchase Orders
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You will receive the following alert message before you actually post:

o 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.

Resetting Purchase Orders

=
e Click on the RESET icon if you need to reset the print job in order to change the color of paper to
print the last copy of the Purchase Orders on OR if you have a paper jam.

Cancel or Partially Liquidate a Purchase Order

A PO Processing - Liquidate
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Selecting a Schedule

e Select the schedule from which to print by clicking on Magnifying glass icon and selecting desired
schedule.

Selecting a Purchase Order

e Enter the purchase order number.

o Enter the effective date of the cancellation or liquidation and click on the run icon.

A PO Processing - Liquidate = %]
Eile

PO's April 2004 A-12 (04/01/04 - 04/30/04) MIXED bl s

EB=%

Purchase Order; 240011

Liquidate Purchase Order

Tranzaction Date; 04,/30,/04

EEET

Wendor: & P EXAMINATIONS

PLACED LIQUIDATED BAL&NCE
$100.00 $0.00 £100.00

% Cancel Complete PO

Aot
’7 T~ Partially Liguidate PO

PO Description: IC‘-‘«NEEL PO

|F'Iea$e enter the Purchaze Order Dezcription.

Canceling a Purchase Order

The screen will default to Cancel Complete PO. Click the red arrow to continue. A pop up box will appear
asking if the user wants to cancel the entire 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

e Enter the PO number and liquidation date.

e Click on the 4 RUN icon.
e Select Partially Liquidate PO
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If there is more than one account code on the PO, 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.

Increasing a Purchase Order

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 Data Entry/Purchase Order
menu.

A PO Proceszszing - Increase _ [ x|
File

PO's April 2004 A-12 [04/01/04 - 04/30/04) MIXED G| e

@ o | 4
Purchaze Order: I Tranzaction D ate: |D4,-‘30m4

Yendor:
PO Description: |INCREASE PO

Increase Purchase Order

|Enter the Purchase Order Mumber to Process

Selecting a Schedule

e Select the schedule from which to print by clicking on Magnifying glass icon and selecting desired
schedule.

Selecting a Purchase Order

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

o 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.
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e Enter an explanation for the increase.

e C(Click on the ’ﬁ RUN icon to continue.

A PO Processing - Increase = %]
File

PO's April 2004 A-12 (04/01/04 - 04/30/04) MIXED bl s

+iXEI9®[|¢4-->».|[EJm;[® v |

Account: I 2

'41010433110000

Referencelt: 2400711 Vendor: & F ExXaMINATIONS

=Account: 41010438110000 BI MEMBERSHIF DUES  $4.7B0.00
Placed: #100_00

Liquidated: $0.00

*Increase Amt: 50.00

|TDT.&LAMDUNT INCREASED: $0.00

|Se|ect zearch column then type what pow are searching for

Increasing Amount to Existing Account on the Purchase Order

e Select the i UPDATE icon.

e Enter the amount of increase and click E SAVE icon.

ACCOUNTING MANAGER will maintain a running total of the increase at the bottom of the screen.

When all changes are complete click on the ﬂ CONFIRM PO INCREASE icon.

Adding a New Account to the Purchase Order
+ ADD icon.

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

e Select the

o Enter the amount of increase and click E SAVE icon.
ACCOUNTING MANAGER will maintain a running total of the increase at the bottom of the screen.

When all changes are complete click on the ﬂ CONFIRM PO INCREASE icon.
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ESTABLISHING PAYROLL ENCUMBRANCES
PAYROLL PURCHASE ORDER

How can | encumber my salaries to be paid from Payroll?

> FM2004 has an automated routine which will allow a user (with the appropriate permissions) to
establish an encumbrance for remaining payroll salary amounts (Contractual, Annualized and
Supplemental). This is done by creating a PO that not only will be liquidated anytime an expenditure
against one of these encumbrances is made and distributed to Accounting (via the Payroll to General
Ledger routine), but can also be re-established to account for changes in salaries.

Critical Note: Before proceeding with the payroll encumbrance procedure, ALL payrolls for the current
fiscal year MUST be distributed to Accounting via the Payroll to General Ledger procedure in Accounting
Manager. Failure to distribute all payrolls may cause appropriation accounts to show inflated unencumbered
balance amounts. This is caused from the Payroll PO routine calculating remaining amounts in the Payroll
module which have been decreased by payrolls that may not have already been expensed and/or liquidated
through the Payroll to General Ledger routine.

Steps to Creating a Payroll Encumbrance:

To proceed with creating a payroll purchase order, proceed to the Accounting Manager module. From the
Data Entry area of the menu-tree, choose Purchase Orders and proceed to the Payroll Purchase Order routine.

e 7

Fil= Help

m .i‘n.c_counting Manager

-2 Data Entry

-------- @ Cazh Receipts

[]'ﬁ%} Cazh Dizbursement

-------- @ Jaournal Entries

2% Purchase Orders

B Manusl PO

‘B Computer PO -

‘B Liquidate PO A t’ M

B e ccounling Manager

. Payroll Purchaze Order
LB Print Purchase Orders

-------- B Budget Transfer

-------- B schedule Maintenance

\%5 Maintenance

'@'35 Reports

'.5:3 Query

2 Utilities

2 Custom Reports Menu FINANCE MANAGER

o B Custom Utilities Meru

I Iy B e
FR =2 =2 B 2

Interactive Fund Accounting Software
Copyright €3 1332- 2004 MML Saftware, Ltd,

lﬂl‘-.ccounting Manager
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The following is a list of basic steps involved to Establish/Re-establish a Payroll Encumbrance:

1. Reports - Print the Contractual Amounts by Account and/or Contractual Amounts by Employee (see
attached samples) to verify remaining Contractual, Annualized and/or Supplemental amounts to be
paid. This is done by choosing the Reports folder on the lower left side of the Routine Selection box
and then selecting the appropriate report you wish to print in the Report Selection box. Be sure to
choose the criteria from the Select Calculation/Report Criteria box that you wish to be used in
calculating the report. These include whether or not to include Supplemental Appointments (versus
only Contractual and Annualized), Employees on Leave and Temporary Employees (versus only
Active employees).

A Payroll Encumbrance =101

File Mavigation Help
PR Encumbrance @) o |- & "

Select Calculation/Report Criteria

¥ Supplemental &ppointments
[~ Employees on Leave

™ Temporary Emplapees

Report Selection
Ltility
Contractual Amounts by Employes
C t

Reports

|Enter data or presz ESC to end.

2. Calculate Remaining Balances — This step will establish what the remaining amounts to be
paid are (based on Criteria chosen in the Remaining Balances Criteria box) by calculating remaining
salaries from Payroll Manager.

A payroll Encumbrance Jo ] B4

File Mavigation Help

PR Encumbrance @) o [ﬂ "

Femaining Balance Criteria
Calc Balances
Current Payroll PO#

Select Calculation/Report Criteria

™ Supplemental Appointments

I Employees on Leave

I Temporary Employees

|F'Iease check the appropriate criteria.
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3. Modify Remaining Balances — This area will allow you to view/change the remaining amounts
that were created in Step 2, prior to establishing or reestablishing the PO.

Note: Changes made here may be undone after re-establishing the payroll encumbrance since every
time the Calculate Remaining Balances routine is run, the system is calculating remaining
amounts based on ACTUAL payroll salaries and does not include these changes made.

A Payroll Encumbrance - |EI|5|
File Mavigation Help
PR Encumbrance +ixnﬂ®[|** **|l§l@&[ "
[ Select Al Account:l &
Account |Name | Fiemaining| = |
A12401 80330000 IM5TR SAL-SUPERIMTEMDENT 15384615
A3 0180220000 ASST SUPER OF BUSIMESS SALARY 1200923
AT 0TR0Z20000 MOM-IMSTR SalaRIES 3317308
ATE201E0440000 MOM-IMSTR SALARIES 36.057.69
A202001 B0330000 MOM-IMSTR 54L5 SECRETARIES 28.500.00
AZ211071 20660000 TEACHER SALARIES k-6 131.705.00
Account: A1240150330000 QI

Accaunt Name: INSTR SAL-SUPERINTENDEMT

Fiemaining Lmt: 153,846.15
Curnulative Purchase Order; B0E,959.23

|F'Iea$e check the appropriate criteria.

4. Establish/Reestablish Purchase Order (You MUST calculate remaining balances prior to
running this routine)

Al payroll Encumbrance I ] [

File Mawvigation Help

PREncumbrance | (4 & o o [@ e [{ |

Payroll PO#: [z00405 Date: [07/01/04

—Select Schedule to Encumber Payroll

|Se|ect zearch column then type what pow are searching for

e  When running this Establish/ReEstablish procedure, you MUST select a schedule for the
encumbrances to be recorded in and enter an effective date. The effective date should be a date on
or after the last payroll distributed.
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a) Establish Purchase Order - If there currently is not a Payroll Purchase Order being used, the
Establish/Reestablish PO routine will prompt for a PO# to record the encumbrances against.
Since this usually is not a physical PO, try choosing a number that is meaningful, but does not
duplicate any PO numbers already on the system.

b) ReEstablish Purchase Order - If there is currently a Payroll Purchase Order being used, the
Establish/ReEstablish PO routine will NOT prompt for a PO#, but will simply compare the
current amounts established to the current PO balances by account and make any adjustments
(Increases or Liquidations) to the Purchase Order that may be necessary. Remember, for the
routine to recognize any changes since the original inception of the current payroll PO,
the Calculate Remaining Balances routine MUST first be run.

. Once a Purchase order has been established, the system will automatically fill the PO number
into the Purchase Order# field on the Set Payroll Parameters screen

P Payroll Parameters _ =] x|

File Options Help

Paproll Parameters | S H=2 & l% l @ s [ % Shift

e
- Parameters

Parameters

_ Start Gen  LCalc Prt Poat
Frequencies Pay Period Start Date EndDate  Check Date  Check P/R# PR Tax  Chks PR
- Previous 05/02/08 5§ Yex Yes Yes es
Employee Type Current 09722706 13556 € Yes ez Yes es
- W ER
Hausly Py e Direct Depozit: Enabled Purchase Orderft: 200607

F/R Fautine: I Feqgular - I /

Other Notes:

e After encumbering payroll, when you distribute a payroll into accounting, the Payroll to GL
routine will automatically liquidate the encumbrance by the amount of the expense distributed,
up to the amount currently encumbered

e The payroll PO is treated just like a normal purchase order which can be liquidated through
the cancel/partial liquidation routine

e At fiscal year end, the payroll PO must be canceled (fully liquidated), and the number
removed from the Set Payroll Parameters screen until a PO (with a different number) is
established in the new fiscal year
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Sample Reports

Contractual Amounts by Account:

07/20/04
PAGE 1

DEMO SCHOOL DISTRICT

B R R ks

R R R R R R R R R R R

REMAINING CONTRACTUAL BALANCES BY ACCOUNT

ACCOUNT EMPLOYEE
PAID REMAINING

EMP #

TYPE

EARNING

LIMIT

ER R R R R R I E b b b b E E E I IE E b E b b b dE b b b b h b E b b E b b 3E h b b b b b b E b b b h b b b b b h b b b b b h b b b h b h h 3E b E b b b 3 b b b b 3

KAXKXKKXKXKXKAKAKAKAKAXAXAXAXAXA XXX KK

A 1240.150-33-0000 ADMINISTRATOR, JILL A
6,153.85 153,846.15

ACCOUNT TOTAL
6,153.85 153,846.15

A 1310.150-22-0000 ADMINISTRATOR, ALAN
4,807.69 120,192.31

ACCOUNT TOTAL
4,807.69 120,192.31

A 1310.160-22-0000 PAYROLL, SUSAN
1,326.92 33,173.08

ACCOUNT TOTAL
1,326.92 33,173.08

A 1620.160-44-0000 MAINTENANCE, MAN
1,442.31 36,057.69

ACCOUNT TOTAL

1,442.31 36,057.69
A 2020.160-33-0000 HUDSON, ROCK
0.00 28,500.00

ACCOUNT TOTAL
0.00 28,500.00
A 2110.120-66-0000 TEACHER, JOHN T
0.00 61,773.00

TEACHER, SAMANTHA

0.00 69,932.00

ACCOUNT TOTAL
0.00 131,705.00

8

12

13

15

10

ADM12

ADM12

CON12

MAINT

FS

TCH26

TCH21

Contract

Contract

Contract

Contract

Contract

Contract

Contract

160,000.00

160,000.00

125,000.00

28,500.00

61,773.00

69,932.00

131,705.00
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Contractual Amounts by Emplovyee:

07/20/04 DEMO SCHOOL DISTRICT
PAGE 1
Hok ok ok ok ok kkkkkkkk ok kk ok ok ok ok ok ok kkk kA Ak kkk ok ok k ok kkkkkk kA kkk ok ok ok ok ok ok ok ok ok kk kA Ak kk ok ok ok ok ok ok ok ok kkkkk ko k ok ok ok ok kkkkkkxx %

R R R R

REMAINING CONTRACTUAL BALANCES BY EMPLOYEE

EMPLOYEE NAME EMP # TYPE EARNING ACCOUNT LIMIT
PAID REMAINING

R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R

R R R R R b b b b b h b b b i

ADMINISTRATOR, ALAN 12 ADM12 Contract A1310150220000 125,000.00
4,807.69 120,192.31

125,000.00
4,807.69 120,192.31
ADMINISTRATOR, JILL A 8 ADM12 Contract A1240150330000 160,000.00
6,153.85 153,846.15
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CASH DISBURSEMENTS

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:

e Manual Checks

e Computer Checks

e Void Checks

e Print Disbursement Checks

e Payroll to General Ledger Distribution
e Trust and Agency Payment Processing

e Reimbursement Payments Menu

A Accounting Manager == E3

File Help

_.J Accaounting Manager
B (} Drata Entry
E Cazh Receipts

L‘_I- O Cash Disburzement
~[B Marual Checks
E Carnputer Checks
- Woid Checks
<& Print Disbursement Check -
Fayroll to General Ledger
R Accounting Manager

l 'C} Feimburzement Payments
B Joumal Entries
[]------O Purchase Orders
~[B Budget Transfer

B Schedule Maintenance

g Bk =

[ G Maintenance
[ (} Reports
[ f,\.’ Query
- Uies FINANCE MANAGER
=2 Custom Reports Menu
B Custom Utilities Menu Interactive Fund Accounting Software
- | _'I Copyright £ 1992- 2004 MML Software, Ltd.

|E0m|:|uter Checks
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Computer Generated Checks

Computer checks are checks the system prints. To produce and record a computer generated check; select
Computer Checks from the Cash Disbursement Menu in Data Entry.

Parts of the Computer Generated Cash Disbursement

You must first choose a current Schedule. Choose an existing schedule by clicking on the @

magnifying glass icon. A new schedule can be added by clicking on the a3 Add icon.

A Computer Check Entry 9 =] 3
File
SCHEDULE: A SCHEDULE NEEDS TO BE SELECTED OR ADDED @ﬁl

F7Z A E DS e 33

= | Gelect Al PO#: I &N

PO] Temp #|Check Dt |wendar Mame Amaunt] |

DEMO SCHOOL DISTRICT COMPUTER CHECKS
SEARCH: m Temp Mo ]
“Yendor: 0 EI "

P Tor F.O. #
a e *Payment Date:
“Amount: $0.00

M erna:

|
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. (This is where you can add a vendor to the vendor

table if you discover they aren’t in the system yet. Just click on the ﬂl ADD button). The second part is
the account code distribution of the cash disbursement.
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A Computer Check Entry
File

SCHEDULE: A Fund Warrant Apr 04 A-10 [04/01/04 - 04/30/04)

Y T EREIEEEEIEE

= | Gelestal

I [=1

et

PO | &

FOH| Temp #|Check Dt |wendar Hame

Armount ~

SEARCH: P
“fendor: ID ilal

*Pay To:

DEMO SCHOOL DISTRICT COMPUTER CHECKS

Temp MNo.: 70

PO # ||
“Payment Date: ID:L!SD;‘D:I

=Amount: |$ 0.0o

|Enter the PO# Tao Pay OR Leave Blank far Direct Pay

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 icon from the Update Panel.

o Enter the purchase order number, if applicable, or leave blank for a direct payment and press TAB.

e Enter the Check date and press TAB.

Accounting Tips:

[(1The date of the cash disbursement 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.

e 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 ﬂl ADD to add a new vendor to the vendor list. (If a purchase order is being

liquidated, the vendor information will be automatically fill in.)
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Accounting Tips:

[0 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.
A Computer Check Entiy _|Of x|
Eile
SCHEDULE: A Fund Warrant Apr 04 A-10 (04/01/04 - 04/30/04) Qs

+ZAH2Q [« ¢« »3[D= B0 |

Yendor: 7 A F EXAMINATIONS Amount: 100,00 Checkli: 70
[ Select Al Account: I fi 5y
Account |irveoice Mumber | Asmount Paid] &mount Liguid = |
R N 10000 100.0d
>
PO # =Account: Invaice Mumber “Amount Paid Amount Liguid 1099
240011 A1010438110000 100,00 100,00

MEMBERSHIF DUES

|DISTHIBUTIDN |5 BALAMCED. |DETAIL TOTAL 100.00
|F|eac|_l,l...

e C(Click the E SAVE icon.

e If a Purchase Order was selected on the information screen the accounts from that PO will
automatically appear, click on the update button to add invoice number. If not click the Add button
on the toolbar.

e 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).

o 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

e Enter the dollar amount to be debited and click E SAVE icon.

For appropriation accounts to be expensed

e Enter the amount to be expensed and click E SAVE icon.
o Ifinsufficient funds are available, the system will prompt if OK to overspend.

e If a purchase order is to be liquidated, enter the dollar amount to be liquidated and click the Save
button.

o Enter additional debits/expenses in the same manner.
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Accounting Tips:

[0 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.

7  After entering the final cash disbursement of the batch, click SAVE to save the entries and
return to the cash disbursements listing.

Parts of a Manual Cash Disbursement

ACCOUNTING MANAGER considers Manual Checks to be checks that were hand typed and need to
be added to the system but not printed. Each Manual Check 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.

Selecting a Schedule

Choose an existing schedule by clicking on the magnifying glass icon. A new schedule can be added by
clicking on the Add icon.

Entering the Manual Check

e (Click the + ADD icon on the toolbar.

e Enter the manual check number and press TAB .

o Enter the check date and press TAB.

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

e Enter the vendor number or press the Binoculars to display a listing of all vendors. If the vendor is
not in the list you can add a new vendor by pressing the s3] ADD button.

e Enter the description for the disbursement and click E 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

e Select + ADD icon from the toolbar.
Ifitis a direct pay ( no purchase order)

e 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).

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

e 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).

o Enter the dollar amount to be paid

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

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

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

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

Printing and Posting 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 in Data Entry.

A Accounting Manager == E3

File Help
=¥ S =
m Accounting Manager
EC\-’ Drata Entry
- Cash Receipts
|_——_|O Cash Disbursement
B Manual Checks
i @ Camputer Checks
<& Woid Checks
Frint Disburzement Check -
Payroll to General Ledger
~Breanteediae  Accounting Manager
G Reimbursement Payments
o [B] Joumal Entries
[]------O Purchase Orders
2] Budget Transfer
B Schedule Maintenance

[ 0 Maintenance

[ G Reparts

[ G Query

i iltes FINANCE MANAGER
B Custorn Reports Menu

B Custom Utiliies Menu Interactive Fund Accounting Software

3 | | ﬂ Copyright € 1392- 2004 MML S oftware, Ltd,

l-’-‘«c:c:ounting M anager

All of the account distribution information was entered on the schedule through the Computer Generated
Cash Disbursements module. 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.
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e Click on @ Magnifying glass to select a schedule to print

‘A Cash Disbursement Check Printing 1 =] 3
File

SCHEDULE: A SCHEDULE NEEDS TO BE SELECTED =1

=l 1 =

Duate of Checks:

) BitaliEhesks

Entry D ate Range: .
) Erint [rllSelected Ehechs

Starting Check Mumber: o

Caszh Account:

o Enter the date to be printed on the checks and press TAB.
e Enter the check entry date range to be printed and press TAB.

Accounting Tips:

(1 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.

e 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.

e If printing all unprinted checks in schedule select Print All Checks. If printing selected checks only
click on Print selected checks.

e C(Click the = Printer button.

Accounting Tips:

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

o 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.
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Re-Running Checks

After printing the checks, the user has the option of resetting and re-running the checks in case of errors

during the printing process. To re-run the checks, click RE-SET PRINT Icon.

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.

e Selected to re-run All or a Range and press TAB.
e Ifarange, 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 the
POST icon.

o Read the check posting message that appears on screen.
e Click "YES" to post the payroll checks.
e Click "NO" to leave the routine and not post the payroll checks.

Page 38



Voiding Cash Disbursements

There are 2 ways to void checks. The first way is to simply void a check, select the Void Checks option
in the Cash Disbursement menu of Data Entry.

A Accounting Manager = E

File Help
- P R

m Accounting b anager

Bl 'E} Diata Entry

- [B] Cash Receipts

- 6 Cazh Disbursement
B Manual Checks

B Computer Checks

% Pntisbulsement Ch -
el | Accounting Manager
@ Reimburzement Papme
-------- B Joumnal Entries

-------- B Scheduls Maintenance
e 'E} M aintenance

E
[+ f} Reports
E
E

. 6 Query
-0 Utities FINANCE MANAGER

f} Open Budget Routines - -
=8 {_ General Routines - Interactive Fund Accounting Software
. - =]

LR e Copyriaht £ 19592 2004 MML 5 oftware, Ltd.

lé.ccounting b anager

A Void Check Entiy == E3
File

SCHEDULE: A Fund Warrant Apr 04 A-10 (04701704 - 04/30/04) ] | ;d'a|

B = | +H & =

DEMO SCHOOL DISTRICT VOID CHECK

*Checkii: ||
*Check Dale:l FA

Dollars  Amount: $0.00

Payable To:
Address1:

Address2: *Post Dale:l i

|Enter the Check Mumber that you wish toVoid,
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Void Check Only

e Select the Void Checks option in the Cash Disbursement menu of Data Entry.

e Select a schedule
o 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.

o Enter the date (this is the date that you are voiding the check NOT the date the check was written).
e Select an open warrant to place the void check record.

e Click "OK" to void the check.

o ACCOUNTING MANAGER will ask "ARE YOU SURE?"

e Click "YES" to void the check.

e (Click the il box in the upper right corner to return to the ACCOUNTING MANAGER main
screen.

The second option is to void and re-issue checks go to Check Routines in the General Routines of the
Utilities Menu.

A Accounting Manager M= E3
File Help

=B e @ H s [ fa S [E

-0 Reimbursement Papments Mer |
B Jouinal Entiies
i Purchase Qeders
- Budgel Transfer
B Sechedule Mairlenarce
» Mairkenarce
» Repoits
H

S s Accounting Manager

5 General Roulines
@ § Supervisor Disgroslics

[F--Lh Mainlenance Routines

=% Check Roulines
L E" Check Reconclialion
B Bank Reconciialion
- El Woided Check, Repol
B Woid & Resszie Computer

> ear End Routines FINANCE MANAGER
Custom Repots Mernis
Custam Ltlitizs Menu — Interactive Fund Accounting Software
Copgright €1 1992-2004 MML Salt Ld.
Al | i apyrighl aftwizre,

[Gusery
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A Void and Reizssue Computer Checks =1

File

@ o | -

Source Warrant: I QI
T arget ‘wfarrant: gﬁl

“oid Drate:

€= i [l
€15 nid and Fefssue

Lookup data field

Void and Re-Issue Computer Checks

e Select Void and Reissue Computer Checks option in the Check Routines section of General
Routines in the Utilities Drop Down menu.
e Begin by typing in warrant number or clicking on the magnifying glass icon to select the warrant
the check to be voided was created in.
e Select the Target Warrant (the warrant you want the void and the new check to go into).
e Type in the void date.
o Select checks to be voided. (You can void as many as are needed.)
e Select Void and Reissue.
A void and Reissue Computer Checks M=] E3
File
(ptio 0
@) o | EE L Al

Source Warrant: IlD EI [~ Select Al Check #: I &

& Fund W arrant &pr 04 A [04/071/04 - 04./30/04)

Target Warmant: IlD Elilﬂl
A Fund Warant spr 04 A [04/01./04 - 04/30/04)

VoidDate:I ;o

& Void Only
¢ Yoid and Reissue

-

Check #|Check Date |Payee

|Select zearch colurn then twpe what you are searching for

Click the Void Check button to continue.

A pop up box will appear with the question “Are you sure you want to void the selected checks?”.
Click Yes button.

A pop up will appear saying “Void complete”. Click the Yes button.
You may now go to the print checks routine and print the reissued check.
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Cash Receipts

The cash receipts module is the first segment of the data entry module. This segment
entering data from the treasurer’s individual cash receipts for the particular period.
receipts module, select Data Entry then Cash Receipts from the ACCOUNTING

down menu or simply click the Cash Receipts button..
A Accounting Manager

should be used for
To enter the cash
MANAGER drop

=
File Help
B - A : B =0 |
m Accounting Manager
Entry

EG Data
Cazh Receipts

G Cash Disburzement
B Joumnal Entries
O Purchaze Orders
B Budget Transfer
e[ Schedule Maintenance
] G Maintenance

f]- G FReports

(- G Query

- Utilities

e B Custom Reports Menu
@ Custorn Utilibes Menu

Accounting Manager

[ e W W

FINANCE MANAGER

Interactive Fund Accounting Software
Copyright 3 1992- 2004 MML Software, Ltd.

[Cash Receipts

Entering a Cash Receipt

click on the add icon to add a new schedule.

Select an open schedule to record the cash receipts in by clicking on the magnifying glass icon or

Each cash receipt has two parts. The first part is the information part of the cash receipt, which records
the amount, date, 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.
A1 Cash Receipt Entry

Fila
SCHEDULE: A Fund Receipts Apr 04 A-11 [04/01/504 - 04/30/04) @ .-{cll?':ll
a Receip
+ 72 A EHEE [T s syaE @5
Receipti: ID it
Fieceipti|Date Crescription Arnount] -~

DEMO STHOOEL DISTRICT

CASH RECEIPT

Customer Tracking: 5 ez € Mo *Receipt: =1

2

SMITH. DAMIEL E

Custorner #: 3 =Date: 0471304

“Amount: $150_00

M emo: ITuition

=1 S

|Drop Down bo Select Schedules
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Click the ADD button on the toolbar.

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).

Enter the Cash Receipt date and press TAB.

Accounting Tips:

[1The 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.

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

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

A Cash Receipt Entrp

File

SCHEDULE: A Fund Receipts Apr 04 A-11 [04/01/04 - 04/30/04)

+fan®|_|¢4l 'P'Pll_@‘}wl_ |Amuunt:$lSD.DD

et i

Account: I

Receipti: 21

I B3

“Account *Debitz Entry *Credits Entry
AZ00 150.00 0.00
CasH IM CHECKIMG
Liquidate a PO
PO# At Lig
SEARCH:
10337
Wendorf
|GHL 0.00 |F|EV 0.00 |.6.F'F' 0.0a |DISTHIBLITIDN BaLAMCED

[Ready...

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 click Save button. Enter additional debits in the same
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manner.

o 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).

e Enter the first dollar amount to be credited and click Save button.
Accounting Tips:

[J[JThe 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.

Accounting Tips:

[JJACCOUNTING 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 and Distribution
Balanced will be displayed. 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. The
receipt must be in balance or all detail lines must be deleted before user may exit the screen.

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

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.

o Select the schedule the cash receipt resides in by clicking on the magnifying glass icon.
e Scroll to find receipt to update. Click the UPDATE button.

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

o Enter the correct data and click SAVE.

e To update detail information, click on detail button on the toolbar.

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

o  (Click the account or amount you want to change and enter the new information and click SAVE.
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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.

o Click on Detail button. Select the Detail line you want to delete.

e Click the DELETE button on the toolbar.

¢ ACCOUNTING MANAGER will ask you, "OK to delete the selected detail record?"
e Click "YES" to remove the detail line.

e Click "NO" to keep the detail line.

e Repeat until all detail lines are removed

Cash Receipt

e Select the individual Cash Receipt from the listing.

e (Click the DELETE button on the toolbar.

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

e Click "NO" to keep the receipt.

Accounting Tips:

I 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.
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Printing a Cash Receipt

To print a Cash Receipt click the PRINT button on the toolbar.

A1 Cash Receipt Entry _ = =]
File
SCHEDULE: A Fund Receipts Apr 04 A-11 [04/01/04 - 04/30/04) =1 I ;{d’él
+ 7 A EH S| e e » s | & | @
Receiptit: [0 &
Receiptd#|D ate D escription Arnount] =
DEMO SCHOOL DISTRICT CASH RECEIPT
Customer Tracking: & ves € [No “Aeceipt: Z1
Customer #: = (&1 Im “Date: 04719/04
SHMITH, DAMNIEL E “Aumount: $150_00
emo: [T uition

|Select search column then type what you are searching for

The Cash Receipts print setup screen will appear.

A Cash Receiptz Print Setup =] E3

File Help FReceptz
= |

~Report Criteria

& 181/2% 11 Continuous [3 Per Page}
¢ 31/24 11 Continuous for Perforated Forms

Receiptit Range: |21 - |21

Receipt Date: [07/01/08 - [0s/30/04

Include District Name: [
Humber of Receipt Copies: IEE

|Enter data or press ESC to end.

e Select the print size for the receipts.

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

o Enter the number of copies of each receipt.

e 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.
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Journal Entries

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

drop down menu or click the journal entry button on the toolbar.
A Accounting Manager M= B3

File Help
P2l B 2%&EabE:E E |

m Accaunting Manager

EG Drata Entry

we[B Cash Receipts

: G Cash Disbursement
Journal Entries

O Purchaze Orders

-3 Budget Transfer
e[ Schedule Maintenance -
] Maintenance

i Accounting Manager
(- G Query

-5 Utiities

e B Custom Reports Menu
@ Custorn Utilibes Menu

[ e W W

FINANCE MANAGER

Interactive Fund Accounting Software
Copyright 3 1992- 2004 MML Software, Ltd.

|Loading ...... Journal Entries

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

Select an existing schedule by clicking the magnifying glass icon or add a new schedule by clicking the
add button. Journal Entries displayed in RED have no detail accounting records.

A Journal Entry ==
Eil=
SCHEDULE: A SCHEDULE NEEDS TO BE SELECTED OR ADDED @ A]:i’c'!l
H A EH e e s s R
JE #: [o o
JE ﬂ|Date |T_vpeJEntly Drescription -
DEMO SCHOOL DISTRICT JOURNAL ENTRY
Date: FRieferencet: 0
=Type: [Standard Joumal Entmy =l
Fdermo:
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A Journal Entry _ |
File

SCHEDULE: A Fund Journal Apr 04 A-10 (04701704 - 04/30/04) Q| e

+/7 A M2 e € > |@Q]F .|

JE# [0 Ty

JE #|Date  [Type|Entry Description | =]

DEMO SCHOOL DISTRICT JOURNAL ENTRY

*Date:
Referencef: 0

*Typpe: | Standard Journal Entry j

tderno:

|S elect search column then type what you are zearching for

e Click the ADD button on the toolbar.
e A JE reference number is automatically assigned.

e Enter the journal entry date.
Accounting Tip:

[(CJAs 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.

o 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 Enter in a description for the entry and click SAVE.

This completes the information part of the journal entry. ACCOUNTING MANAGER will
automatically advance to the second part of the journal entry to make the account distributions.
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A Journal Entry ==
Fil=

SCHEDULE: A Fund Journal Apr 04 A-10 [04/01/04 - 04/30/04) a I n',!EI
[ eta
=+ / X H . @ |_ o | |_ @ oo |_ ZE | Referencelf: JEZ0
Account: I ik
Acoount | D ehits| Credits| =
=Account: *Debits Entry *Credits Entry

|| 0. oo 0. oo

Liquidate a PO7? & ‘ez 8 Mo

PO# Amt Lig
SEARCH:
10897
WendH
[GL 0.00 [REV 0.00 [2FF 0.00 [MO DETAIL ENTERED

|FE or Double Click o look up Accounts. F7 to Repeat Account,

e ACCOUNTING MANAGER default to add mode for adding the first account.

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

e 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. Click the Save button.

e Enter additional debits in the same manner.
e Enter the first account to be credited and press TAB twice, until the credit column is highlighted.
e Enter the first dollar amount to be credited and click the Save button.

e Enter additional credits in the same manner.
Accounting Tips:

0  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 and
Distribution Balanced will be displayed. 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. User will not be able to exit screen unless JE is in
balance or no detail lines exist.

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 click on the magnifying glass icon to select schedule JE resides in.
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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.

e Select the individual journal entry from the schedule listing.

To change the Information Part of a Journal Entry

e Click the UPDATE button on the toolbar to change the information part of the journal entry.
e Press TAB until the desired information to be changed is highlighted.
o Enter in the correct data and click SAVE.

To Change the Accounting Detail of the Journal Entry

e (lick the DETAIL button on the toolbar to change the account detail of the journal entry.
e Select the account line from the detail listing.

e Select UPDATE from the update panel.

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

e Enter in the correct data and click SAVE. JE must be in balance to leave screen.

Removing a Journal Entry

User can remove a journal or detail line from any open schedule, essentially eliminating the journal entry
entirely. The detail information must be delete before ACCOUNTING MANAGER will allow
information piece is deleted

Detail
e Select the individual journal entry from the schedule listing.
e Click the DETAIL button; select the detail line to be deleted.
e Click DELETE on the toolbar.
o ACCOUNTING MANAGER will ask you, "Ok to delete the selected detail record?"
e Click "YES" to remove the detail line.
e Click "NO" to keep the detail line.
e Repeat until all accounting detail lines are removed.
e  Click the JE button on the toolbar to return to information screen.

Journal Entry

e Click DELETE on the toolbar.

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

e Click "NO" to keep the journal entry.
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BUDGET TRANSFER

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. To enter the Budget Transfer function, select Budget Transfer from the Data
Entry menu.

A Accounting Manager
File Help

=¥ L=
m Accounting Manager

E|f} Data Entry

- [B] Cash Receipts

@ Cash Digshurzement
B Joumal Entries
G Purchase Orders

ISI= E3

12

178 B =¥ 2 & 5] a3 B

| Schedule Mairtenance
- 6 Maintenance

S Accounting Manager

£
£
[ 6 Query
£

B Custorn Reports Menu
B Custom Utilities Mernu

FINANCE MANAGER

Interactive Fund Accounting Software
Copyright € 1332- 2004 MML Software, Ltd,

|B udget Transfer

A Budget Transfer Entry

H=
File

SCHEDULE: A SCHEDULE NEEDS TO BE SELECTED OR ADDED =1

FZRXE DO« 5]

Referencett: I N

HeferenceﬁlDate |Entl_l,l Description =

DEMO SCHOOL DISTRCT BUDGET TRANSFER

=
H
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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

After selecting a schedule by clicking the magnifying glass icon to choose an existing schedule or
clicking the add button for a new schedule, ACCOUNTING MANAGER will display a listing of all
budget transfers in that schedule.

A Budget Transfer Entry O] =
File
SCHEDULE: A Fund Transfers Apr 04 A-8 [04/01/04 - 04/30/04) Elﬁl

Y ELTEEIEEES .|

Referencett: I o

ReferencettDate  |Enty Description =

DEMO SCHOL DITRLCT BUDGET TRANSFER

*Heferenceit:

D escription Entry Date:

=
H

|Entel data or prezs ESC to end.

e Click the Add button on the toolbar.
e 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.

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

This completes the information part of the budget transfer. ACCOUNTING MANAGER will
automatically advance to the detail screen of the budget transfer to make the appropriate account
distributions in add mode.
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o Enter the 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).

e Enter the dollar amount of funds to be transferred out and click the Save button.

e Enter the account that funds will be transferred into and press TAB twice.

o Enter the dollar amount to be transferred in and click the Save button.

o Enter additional transfers by repeating the procedure.

e 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).

Accounting Tips:

CJACCOUNTING 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".

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.

e Select the schedule the transfer resides in.

To Edit/Change the description part of a budget transfer

e Select the transfer to edit from the list and click the Update button on the toolbar.
e Press TAB until the information to be changed is highlighted.
o Enter the correct data and click SAVE the save button.

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

e Click the DETAIL button on the toolbar.

o Select the item line to be changed.

e Press TAB until the desired field to be changed is highlighted.
e Enter the correct data and click the SAVE button.

Removing a Budget Transfer

Users can remove a budget transfer from any open schedule, essentially eliminating the budget transfer
entirely. The detail data must be deleted prior to delete the transfer information.

Detail Line

e Select the transfer to edit from the list and click the Detail button on the toolbar.
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[

Select the detail line to be deleted.

Click the DELETE button on the toolbar.

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

Click "NO" to keep it.

Repeat steps for all detail lines if deleting entire transfer. Click the Budget Transfer button on the
toolbar.

Budget Transfer
Click the DELETE button on the toolbar.
ACCOUNTING MANAGER will ask you "Delete the transfer?"
Click "YES" to remove the budget transfer.
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.
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PAYROLL TO GENERAL LEDGER DISTRIBUTION

= The Payroll to GL Distribution routine is used to automate the recording of payroll
related expenditures to the proper appropriation accounts in Accounting Manager.
Because FM2004 was developed with the ability to run modules separately or all together,
the expenditures resulting from payroll(s) are not recorded in Accounting Manager until
this routine has been performed.

Initial Set-up:

The first step to setting up the Payroll to GL Distribution routine is to designate the proper
control accounts that will be used when FM2004 creates the journal entry for the General
Ledger to record payroll expenditures. Designation of these accounts is a one-time set-up
that is done in System Manager, Payroll to GL Distribution Accounts. A fund indicator is
not necessary for this routine since FM2004 will only distribute to funds with expenditures
and will automatically look for each of these accounts in every fund. The first account
should be 522, for the expenditure control account in the appropriation subsidiary.

Below is a sample set-up for Payroll to GL Distribution accounts. With these accounts,
FM2004 will complete the 522 amounts (along with the all the expenditure subsidiary
amounts) automatically with the proper expenditures for each fund and then prompt the
user to distribute the offsets as they see fit. Using this sample, for the A fund, the user will
enter the TOTAL amount of TRS contributions as a credit to the A632 account (Due to
TRS) and the balance of the general fund gross payroll to the A200 account. This sets up a
liability for TRS, holding TRS contributions in the general fund until they have been
deducted from State Aid. Typically any other funds should not contain the 632 account
and therefore will not prompt the user to enter an amount for this account.

5 Payroll Distribution Account Maintenanc — |I:I|i|

File Mavigation Options Help

|+ 7 A« ¢« » |53 | @] |

This is only set up

rtodify Account ]

once.
Faproll Distribution Accounts — /

632
200

If you add new payroll and

distribution form.

benefit account numbers, you
will need to click the update
icon, select 522 and swipe and

- —— reenter in 522. This will bring in
Payroll Account: 522 all new account codes into the
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Before going to Accounting, run the following reports from Payroll:
1. Reports \ After Checks Printed \ Payroll Transaction Journal — start date is Saturday of last
payroll and end date is the check date, print summary.
2. Reports \ After Checks Printed \ FICA\Medi Expense Report - start date is Saturday of
last payroll and end date is the check date, by fund.

Running the Payroll to GL Distribution Routine:

Go into Accounting Manager.

®Create a new cash disbursement schedule, mixed funds, called Pay Dist # and Date. While
the routine will post the payroll expenses to any cash disbursement schedule, most users like to
open a separate schedule (keeping these expenditures separate from their normal warrant) for
distributions either for each payroll or for a month of payrolls. The routine will post all fund
expenditures into this schedule regardless of what way the Mix Funds? question was answered
when the schedule was set up.

®Next select from the tree select Data Entry, Cash Disbursements, Payroll to General Ledger
Distribution.

®To create a new distribution, click the Add F button. Now select a schedule to post the
distribution to by using the dropdown button to display the list of open disbursement schedules and
clicking on the appropriate schedule.

The next step is to fill in the demographic information for the payroll to be distributed as
follows:

A Payroll Distribution to Accounting - |EI|1|

File Distribution Help

+7@®u@m

—Payroll Distribution Information

Schedule
Ta-1 PATYEOLL DISTREIBUTION JULY 07,0103 - 07,531,703 j

P The Ref# becomes the
Reft: [71803 < Payrol PO | manual check number
Posting Date: |07/18/03 Fosted:  [NO on the disbursement
Paproll #: ID ' -

Descriptian IF'a_l,lroII Surnmary 07418403

P/R Range: |07f05f03

| Status: Mo Distribution Setup

|Enter the ending date for the payrall impoart

Ref #: This number is used to reference this transaction as a disbursement, therefore
acting like a check number. Most districts simply use the date of the payroll
for this field. (Ex. 07/18/03 payroll would use 71803. Since the field is
numeric, any leading zeros are dropped off)

Posting Date:  Enter the effective date to record the payroll as of (check date).

Payroll #: (Optional) Enter the number of this payroll for the current fiscal year.

Description:  This field is used for a description of the payroll expenditure and will
automatically default to “Payroll Summary” with the posting date for the payroll.
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P/R Range: Enter the payroll check date range to be distributed to accounting. This typically
is the day after the previous payroll (or the first day of the quarter if applicable) to
the current check date being distributed in order to include any additional checks
that may have been processed between payrolls. These dates should be the same
as the Payroll transaction report.

There are two other fields in this area that are used for display purposes only and are automatically
filled in by the system. These are:

Payroll PO#: FM2004 will automatically populate this field when the payroll has been
encumbered through the use of the Payroll Encumbrance routine.

Payroll Posted: A Yes/No field which tells the user if the current payroll demographic has
been posted or not.

Once all necessary information has been entered, click the Save & button.

Importing Payroll Expenditures: Once the demographic information has been

filled in, click on the Import *d button. This will make the routine go out to payroll checks in the
P/R Range of dates and accumulate the expenses to be distributed. If any checks in this range have
been distributed prior to this, they will not be included now.

Distributing the Payroll Expenditures: The next step after importing the expenditures is to
guide FM2004 through the way they should be distributed to the General Ledger and what

their offsets will be. To begin, click the Distribute B3 putton. Below is a sample screen
showing how the distribution screen should be filled in.

A Payroll Distribution To Accounting: Payroll Summary 0 1Ol x|
Eile Add in the FICA and Medicare
Balance Master Accountz Before Digtributing Employer Share to the amount il’l
Account |&.ceount Name | Debitamt|  Creditami « 522 (EXpel’lditureS).
A522 EXPEMDITURES 3224216 0.00
AR32 DUE TO TRS 0.00 111.08 .
AZ00 CASH IN CHECKING 000 3213108 200 (Cash) equal the difference
F201522 EXPENDITURES 770,45 0.00 between 522 (Expenditures) and
Fz01200 CASH IM CHECKING
T 632 (TRS).

Distribute > | Done

|Slatus: Debits/Credits in B alance Total Debit:  33,012.61 |T0tal Credit. 3301261

|Save M aster Payrall Accounts

While FM2004 automatically populates the 522 expenditure control account (and the subsidiary
expenditure amounts under Account Distribution), the user must enter the offset amounts to the
expenditures. Remember, the accounts that were set up in Payroll to GL Distribution Accounts in
System Manager and are active in the Chart of Accounts will automatically be pulled into the
distribution; however, the user must enter the appropriate amounts.
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If it is ever necessary to adjust an expense in the subsidiary, the user can click on Distribute to look
at the current accounts and their expenditures which have been imported, then manually adjust
them. Please keep in mind if for whatever reason you have increased or decreased the amount of
expenditures under the Account Distribution tab, the 522 account will also have to be adjusted
accordingly.

If you added in FICA and Medicare into the 522 (Expenditure) total then you need to
distribute those amounts to Social Security expenditure code. Debit the amount of the
Employer share. This should bring you into balance.

Once the distribution has been completed, click on Save. The total Debits and Credits should
equal one another, other wise the system will not let you post the transaction in the next step. At
this point you can click Done and continue on to posting the distribution.

Posting the Payroll to GL Distribution:

Once the distribution has been completed, you are ready to post it to the General Ledger. To do

this, click the Post button. FM2004 will make sure all Debits and Credits by fund equal
before posting the transaction. If they do not it will give a warning message and stop the posting
process.

Once the Payroll to GL Distribution has been posted, entries have now been made to record entries
to both the control accounts in the General Ledger along with the expenditures in the subsidiary. If
the payroll was encumbered, in addition, a liquidation entry will also be made to each account for
the amount of the expense up to the remaining encumbrance amount.

NOTE: Once payroll checks have been distributed to Accounting using the Payroll to GL

Distribution Routine they cannot be distributed again. Therefore, any adjustments to the
distribution will need to be corrected with the posting of journal entries.
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Ilustration of Distribution of Payroll Expenses from Payroll Manager to Accounting Manager

Run the Payroll to GL Distribution Routine (See Separate Instructions) in the Cash
Disbursement sub-menu of

Accounting Manager to distribute the expenses to the subsidiary and post the General Ledger
entry for the

payroll. Both the expense per fund and Due to TRS amounts can be found on the Payroll
Transaction Journal.

The following is a sample of what will be posted to the General Ledger from the Distribution
Routine.

ACCOUNT Debit Credit
A522 A Fund Expense $32,242.16
TOTAL TRS
A632 Contributions $111.08
A200 Cash $32,131.08
$32.242.16 $32,242.16
ACCOUNT Debit Credit
F201 Fund
F201522 Expense $770.45
F201200 Cash $770.45
$770.45 $770.45
Total Gross Payroll $33,012.61 $33012.61

Transfer of Gross Payroll from the Funds to Trust & Agency

Transfer money from each fund to cover distribution of gross payroll. (Use amounts above that
are also found
on the Payroll Transactions Journal summary).

Check
Fund Account Check is Posted to: Amount
A Fund Checking A Fund Gross Less
A A200 Account TRS $32,131.08
F Fund Checking
F F201200 Account F Fund Gross $770.45
$32,901.53
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Receipt of Payroll into Trust & Agency

The following is a sample of the Cash Receipt entry which should be made to receive Gross

Payroll into TA

ACCOUNT

TA200
TA10
TA22
TA21
TA26
TA26
TA28
TA18

Transfer of Net Payroll From TA Cash to Payroll Account *

Gross Less TRS
NET PAYROLL
FED

STATE

MED

FICA

CITY

ERS

Debit

Credit

$32,901.53

$20,941.20
$6,875.41
$2,360.03
$478.66
$2,046.78
$108.99
$90.46

$32,901.53

$32,901.53

Transfer the Net Payroll to a special payroll account (when applicable) which will have the

following affect

on General Ledger:

ACCOUNT

TA10

TA200

Net Payroll
TA Cash

Debit Credit
$20,941.20

$20,941.20
$20,941.20 $20,941.20

* This disbursement may be created thru the Auto Trust & Agency routine.
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Transfer of Employer Related Expenses to Trust & Agency

Transfer Employer's share of FICA/Medicare using FICA/Med Expense Breakdown Report *

A
Fund A9030800000000 FICA-DIST $1.999.01
A9030800000000 MED-DIST $467.49 $2466.50
FB
Fund FB90308000000 FICA-DIST $47.77
FB90308000000 MED-DIST $11.17 $58.94
Total FICA $2.046.78
Total Medicare $478.66 $2,525.44

* This step may be incorporated into the Payroll to GL Distribution routine by increasing 522 and

the appropriation expense amount of the budget code.

Receipt of Employer's Share of FICA/Medicare into Trust & Agency

ACCOUNT Debit Credit
TA200 TA Cash $2,525.44
TA26 FICA/Medicare $2,525.44
$2,525.44 $2,525.44
Produce Disbursements from Trust & Agency
Use the following steps to prepare disbursements for Trust & Agency:
1. Setup a TA disbursement schedule
2. Post computer generated checks for each vendor using the proper TA account #
on the detail screen or use the Auto Trust & Agency disburseme
routine to create nts
3. Print and proof the checks to be printed report.
4. Print and post the Trust & Agency checks.
The following are sample resulting entries in Trust & Agency from these
disbursements:
ACCOUNT Debit Credit
TA18 ERS $90.46
TA21 State Tax $2,360.03
TA28 City $108.99
TA200 $2,559.48
$2,559.48 $2,559.48
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After Checks - Payroll Transaction Journal (Summary)

07/15/03
PAGE 1

LR RS SRS EEEEEEEEEEEEEEEEEEEEEEEEE S SRS EEE SRS EEEEEEE SR SRS SRR R SRR R R R R R R R R R R R R R R

DEMO SCHOOL DISTRICT

R R R R I

PAYROLL TRANSACTIONS FOR CHECKS DATED BETWEEN 07/05/03 - 07/18/03

PAYROLL JOURNAL SUMMARY.....

PAYROLL TRANSACTION TOTALS

GROSS PAY.....ciiiiiiennn. 33,012.61
FICA WAGES. ... ... 33,012.61
FICA WITHHOLDING............ 2,046.78
MEDI WAGES........ciiinn 33,012.61
MEDI WITHHOLDING............ 478.66
FEDERAL WAGES............... 32,811.07
FED WITHHOLDING............. 6,875.41

EARNED INCOME CREDIT........ 0.00

STATE WAGES.........ciu.. 33,012.61
STATE WITHHOLDING........... 2,360.03
CITY WAGES...... ..., 16,546.71
CITY WITHHOLDING............ 108.99
ANNUITIES. ... .o 0.00
FLEX DEDUCTIONS ............ 0.00
RETIREMENT DEDUCTIONS....... 201.54
OTHER DEDUCTIONS............ 0.00
NON CASH. ...t 0.00
REIMBURSED EXPENSES......... 0.00
NET PAY. ...t 20,941.20

Kk kK kkkkkkkk PAYMENT METHODS R R R R R R R R R

11,907.06
9,034.14

Direct Deposit Amount........
Normal Distributed Amount....

R R R R I I

*xkxkkkxkk*x* TAX DEPOSIT INFORMATION ****%%**%*k*x

Federal Deposit Amount....... 11,926.29
State Deposit Amount......... 2,360.03
NYC City Deposit Amount...... 36.64
YON City Deposit Amount...... 72.35

Rk b b b Sk b S I S

SCHEDULE OF OTHER DEDUCTIONS

Code Account Vendor#
ERS TA18 547
TRS A632 2049

TOTAL

Vendor Name

EMPLOYER SER
NYS TEACHERS

Amount
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07/15/03
PAGE 2

Kk Sk kK ok ok ok k ke ok ok ok ok ok sk ke sk ok ok ok ok sk ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ke ok ok ok ok ok ok ok ok ok ok ok ke ok ke ok ok ok ok ok ok ok ok ok ok ok ok sk ok ok ok ke k ok sk ok ok ok ok k ok ok ok ok ok ok ok ok ok ok ok ok ok

DEMO SCHOOL DISTRICT

ER R R R R R R EEEEEEEEEEEEEEEEEEEEEEEEEEEEE SR

PAYROLL TRANSACTIONS FOR CHECKS DATED BETWEEN 07/05/03 - 07/18/03

PAYROLL JOURNAL SUMMARY.....

PAYROLL DISTRIBUTION

Account Number Description Amount
A1040160110000 NON-INSTR SAL-DISTR CLERK 10,000.00
A1240150330000 INSTR SAL-SUPERINTENDENT 5,322.12
A1310150220000 ASST SUPER OF BUSINESS SALARY 5,005.81
A1310160220000 NON-INSTR SALARIES 1,117.31
A1620160440000 NON-INSTR SALARIES 1,281.27
A2020160330000 NON-INSTR SALS SECRETARIES 1,190.48
A2110120660000 TEACHER SALARIES K-6 5,229.41
A2110130770000 TEACHING SALARIES 7-12 770.45
A2110160660000 NON-INSTR SAL AIDES 500.31
A2815160660000 NON-INSTR SALS-HLTH SRVC 1,190.48
A5510160555000 NON-INSTR SAL-BUS DR REGULAR 634.52
FUND TOTAL 32,242.16

PAYROLL DISTRIBUTION
Account Number Description Amount
F20121101500000 INSTRUCTIONAL SALARIES 770.45
FUND TOTAL 770.45
GRAND TOTAL 33,012.61
Number of Checks from The Payroll(s) appearing on this Journal......... 11
Number of TRANSFERS from The Payroll (s) appearing on this Journal...... 0
Number of Checks Issued for the Payroll(s) appearing on this Journal....... 11

Check Range 327 - 337

Report Completed 11:45 PM
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FICA\Medicare Report

07/15/03 DEMO SCHOOL DISTRICT
PAGE 1

LR R R R R R R RS EEEEEEEEEEEEEEEEEEEEEE SRR EEEEEREEEEEEEE SR SRS SRR EEEEEEEEEEEEEEEEEEEEEEEEEEEE R RS SRR

R R Rk kb kb b b b b b b b b b b b

PAYROLL TAX EXPENSE BREAKDOWN BETWEEN 07/05/03 - 07/18/03

***xx*x BREAKDOWN OF PAYROLL TAXES *****

Fund Gross Pay FICA Wages FICA Exp MED Wages MEDI Exp
Fund Total TRS W/H

A 32,242.16 32,242.16 1,999.01 32,242.16 467.49
2,466.50 87.97

F201 770.45 770.45 47.77 770.45 11.17
58.94 23.11

33,012.61 33,012.61 2,046.78 33,012.61 478.66

2,525.44 111.08 TOTAL

** FICA / MEDICARE / TRS TOTALS **

GROSS PAY ... iiiiiiiiiiinn, 33,012.61
FICA WAGES. .. ..ttt 33,012.61
FICA WITHHOLDING............... 2,046.78
MEDI WAGES. ...t iiiiiiennnn. 33,012.61
MEDI WITHHOLDING............... 478.66
TRS WITHHOLDING............... 111.08

The breakdown by fund is calculated in proportion to the employees' account code breakdown for
the selected

payroll(s). This breakdown does not include any amounts charged to the account NON CASH, which
may cause a

difference between the Total Gross Amount and the Gross Account Totals. Any such differences,
along with

any other warnings or discrepancies found are reported below.

** No Problems/Discrepancies Found **

Report Completed 11:44 PM
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TRUST AND AGENCY PAYMENT PROCESSING

Purpose of the Trust and Agency Payment Processing Routine

The Trust and Agency Payment Processing routine can be used to automate the creation of disbursements for a
given payroll(s) from the Trust & Agency fund. Payments for Federal, FICA/Medicare (including the Employer
share), State and City withholdings in addition to other employee related disbursements like Credit Union
deductions, Garnishments, TSA Contributions, Organizational Dues, Retirement Loan payments, etc., can be
included in the routine.

Important Note When Preparing to Use Automated Trust and Agency Processing

Make sure that G/L Accounts and A/P Vendors have been added for ALL deductions in the Deduction Codes
maintenance table in PAYROLL MANAGER. This will help in 2 ways: First, this information will be printed
on the Payroll Transaction Journal report in payroll where it can be referenced. Second, the Automated Trust and
Agency Routine defaults these values for any new codes that are set up.

Using the Automated Trust and Agency Processing Routine

To access the Automated Trust and Agency Processing routine, open the Data Entry menu area in ACCOUNTING
MANAGER. From the Cash Disbursement area, select the Trust and Agency Payment Processing option. The
Automated Trust and Agency Processing window displays.

A Automated Trust and Agency Processing Y [m] 4|

File Help Payments Reports
Trust and Agenc @ s [ ‘

Generate Trust and Agency Payments Payroll 07/23/04 - 07/23/04

rDate Hange rPayment Cycle ——

Starting Payroll Check Date: ID'?J-'ZS,-‘Dcl [ Every

[ ‘weekly
Ending Payroll Check Date: ID'?IZB;‘M

[ Motkly

[ Quartly

[ Annually

I aintenance
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Initial Setup

Choose the Maintenance folder to set up deduction codes for Trust and Agency payments.

A Automated Trust and Agency Processing — IEIIil

File= Mavigation Options Help Reports

Trustandhgenc|+f}(ﬂ @llﬁt#'ﬂlnl@&"’l

Setup Trust and Agency Codes
Type: [ =l Cods: | #8| (Code  FICAEMPL Q)

Descr:  FICA-EMPLOYEE'S SHAR
FICA EMPR. FICAEMPLOYER'S SHAR Ever_l,l Electionic |C Pay Meth [Elechonic |
P T FEDERAL WWITHHOLDIML Evemn Electronic | C -
MEDI-EMPL MEDI-EMPLOYEE'S SHAFEverny  Electonic |C Type |Consolidated =
MEDI-EMPR MEDI-EMPLOYER'S SHAFEwern | Elechionic |C Ernployee:
MET WET PavROLL Ewem “Wire Trans |C Mame:
HY'C CITY WITHHOLDIMNG Ewem Wire Tranz |C
ST STATEWITHHOLDING Every  wire Trans C [endors ozl Qf
YoM CITY WwITHHOLDING ~ Every  ‘wire Trans |C Mame:  KEY BANK OF NEW YORK

Mainterance

Account: TAZEFICA QI
Mame: FICA, T

FPay E_l,lc:le:l Ewery 'I

|Select zearch columi then tupe what you are zearching for

The following are system-default trust and agency codes:

FICA-EMPL - Employees’ share of FICA

FICA-EMPR - Employer’s matching share of FICA

FWT - Employees’ Federal Tax Withholding

MEDI-EMPL - Employees’ share of Medicare

MEDI-EMPR - Employer’s matching share of Medicare

NET - Net Payroll to Disburse

SWT - Employees’ State Tax Withholding

NYC - Employees’ NYC Tax Withholding (if applicable)
YON - Employees’ Yonkers Tax Withholding (if applicable)

Note: If you do not wish to automate any of these default codes, simply change the Pay Cycle to Never on the
Maintenance folder.

Updating Default Trust and Agency Codes for first-time use:

1. Enter the Payment Method as either Check, Wire Transfer, or Electronic. Check will produce a
Computer Check (to be printed from Finance Manager), while Wire Transfer and Electronic both create
Manual Check records.

Page 66



2. Enter the Type of Payment. The typical Type is Consolidated, but the following explains the
differences for each type.

Consolidated — The most commonly used method, creates one check for employees with the same
deduction using one consolidated detail line for all employees on the check stub.

Singular by Vendor (Typically only used for Garnishments) — Like the Consolidated option, this
method creates one check for employees with the same deduction, except it uses multiple lines of detail
(one for each employee) on the check stub. It requires an additional deduction code entry for each
employee and allows the entry of a reference number for the employee which is printed as the Invoice
number on the check stub.

Example:
Check# Vendor Deduction Invoice Amount
1 ABC Company Garnish Empl $25.00
1 ABC Company Garnish Emp2 $30.00
1 ABC Company Garnish Emp3 $45.00
1 ABC Company Garnish Emp4 $50.00

The system will produce ONE check in the amount of $150.00 to vendor ABC Company and the check
stub will contain a separate detail line for each employee as noted above.

Singular by Individual (Typically only used for Garnishments) — creates a separate check and
separate detail line item for each employee with the same deduction. This method requires an additional
deduction code entry for each employee and allows the entry of a reference number for the employee
which is printed as the Invoice number on the check stub.

Example:
Check Vendor Deduction Invoice Amount
1 ABC Company Garnish Empl $25.00
2 ABC Company Garnish Emp2 $30.00
3 ABC Company Garnish Emp3 $45.00
4 ABC Company Garnish Emp4 $50.00

The system will create 4 separate checks as noted above to vendor ABC Company for each employee
with the deduction, each with one detail line item and the respective invoice number.

Note: If the Type of Payment is Singular by Vendor or Singular by Individual, the Employee
and Ref fields will open up for entry. The Employee field must be filled in with the employee
number (or the lookup may be used) related to the deduction. For multiple employees, you
must have multiple records for the same deduction codes, but with different employees
linked to the records. The Ref field can be filled in with a unique reference number for each
individual employee (defaults to the reference number, if one exists, on the deduction screen
for the employee) and is printed in the invoice field on the check stub.

3. Enter the vendor number (the lookup may also be used to find the number). The vendor number specified
for the deduction on the Payroll Deduction Maintenance window is defaulted.

4. Enter the Account to create the disbursement for (the lookup may also be used). The account specified
for the deduction on the Payroll Deduction Maintenance window is defaulted.
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5.

Specify the appropriate Pay Cycle for when payment is made for the deduction. This may be Every,
Weekly, Monthly, Quarterly, Annually, or Never.

Adding Other Trust and Agency Codes

There are 2 methods to add TA Codes for deductions that were not originally set-up.

L.

2.

Manually add ALL deduction codes through the Maintenance folder.

Generate Trust and Agency Payments for a pay period — this will add any missing TA included on the
current summarized payroll. While the routine will add the new codes, the user must update these codes
on the Maintenance tab for their particular Payment Method, Type, Vendor, Account, and Pay Cycle. If
the Payroll Deduction Maintenance tab has had the G/L Account and A/P Vendor updated, these values
will default from the table. The Pay Cycle for any new codes created during the Generate Payment
process, however, defaults to N/A and puts them on Hold, so if there are NEW code(s) created that
should be paid on this particular run, one of the following two steps must be taken prior to creating the
disbursements:

a) the new code(s) must be updated with the proper Payment Cycle and the user must manually remove
the HOLD from the code(s) in the Review Payments folder.

-Or -

b) the new code(s) must be updated with the proper Payment Cycle and the payroll dates summarized
again in the Generate Payments folder

Manually adding Trust and Agency Codes from the Maintenance folder:

Click the Add button from the Maintenance folder

Enter the TA Code (same as the Deduction Code). Use the lookup to select from a listing of valid
deduction codes.

Enter the Payment Method as either Check, Wire Transfer, or Electronic. Check will produce a
Computer Check (to be printed from within Finance Manager), while Wire Transfer and Electronic both
create Manual Check records.

Enter the Type of Payment. The typical Type is Consolidated, but the following explains the
differences for each type.

Consolidated — The most commonly used method, creates one check for employees with the same
deduction using one consolidated detail line for all employees on the check stub.

Singular by Vendor (Typically only used for Garnishments) — Like the Consolidated option, this

method creates one check for employees with the same deduction, except it uses multiple lines of detail
(one for each employee) on the check stub. It requires an additional deduction code entry for each
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employee and allows the entry of a reference number for the employee which is printed as the Invoice
number on the check stub.

Example:
Check# Vendor Deduction Invoice Amount
1 ABC Company Garnish Empl $25.00
1 ABC Company Garnish Emp2 $30.00
1 ABC Company Garnish Emp3 $45.00
1 ABC Company Garnish Emp4 $50.00

The system will produce ONE check in the amount of $150.00 to vendor ABC Company and the check
stub will contain a separate detail line for each employee as noted above.

Singular by Individual (Typically only used for Garnishments) — creates a separate check and
separate detail line item for each employee with the same deduction. This method requires an additional
deduction code entry for each employee and allows the entry of a reference number for the employee
which is printed as the Invoice number on the check stub.

Example:
Check Vendor Deduction Invoice Amount
1 ABC Company Garnish Empl $25.00
2 ABC Company Garnish Emp2 $30.00
3 ABC Company Garnish Emp3 $45.00
4 ABC Company Garnish Emp4 $50.00

The system will create 4 separate checks as noted above to vendor ABC Company for each employee
with the deduction, each with one detail line item and the respective invoice number.

Note: If the Type of Payment is Singular by Vendor or Singular by Individual, the Employee
and Ref fields will open up for entry. The Employee field must be filled in with the employee
number (or the lookup may be used) related to the deduction. For multiple employees, you
must have multiple records for the same deduction codes, but with different employees
linked to the records. The Ref field can be filled in with a unique reference number for each
individual employee (defaults to the reference number, if one exists, on the deduction screen
for the employee) and is printed in the invoice field on the check stub.

Enter the vendor number (the lookup may also be used to find the number). The vendor number specified
for the deduction on the Payroll Deduction Maintenance window is defaulted.

Enter the Account to create the disbursement for (the lookup may also be used). The account specified
for the deduction on the Payroll Deduction Maintenance window is defaulted.

Specify the appropriate Pay Cycle for when payment is made for the deduction. This may be Every,
Weekly, Monthly, Quarterly, Annually, or Never.
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Processing Payments

Generate Payments

This routine is used to create the trust and agency payment amounts for the current time period and cycles
selected. From the Generate Payments folder, the Generate Trust and Agency Payments criteria window displays.

A Automated Trust and Agency Processing - |E||£|

File Help Payments Reports

3. Press the Process
=] button to proceed |

with payment
CLEE RN calculations Payroll 07/10/04 - 07/23/04

Date Hange rPayment Cycle ——
Starting Payroll Check, Date: IU'?flUfU‘l v Ever
Fw 2. Check the appropriate payment
. _ B8 cycles here. Last payroll of the
Ending Payroll Check D ate: ID?;‘ZS!M e month will include all monthly

deductions along with every.

1. Enter the starting and (e
ending payroll dates to I dnnualy
generate payments for

Maintenance

1. Enter the Starting and Ending Payroll Check Dates to summarize payment information for -
Typically this is the day after the last payroll summarized through the current payroll check date in order
to pick up any additional payments for checks processed after the previous payroll.

2. Set the Payment Cycles to generate payments for — Check any cycles associated to deductions you
want to create payments for at this time

3. Click the Generate button — Generating makes the routine proceed with calculating payment amounts
based on the criteria set. If you have new deductions in the current payroll you will receive this message:

| _
Go to the maintenance

\i) Trust and agency payrell generation complete. folder and update the cycle
17 new Trust & Agency Code(s) created.

(Every, Monthly, Quarterly,

Annually or Never) Refer to

oK

**After editing deduction codes, regenerate the payments.
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Review Payments
To review TA codes and current payment info, click on the Review Payments folder.

A Automated Trust and Agency Processing -0 ﬂ

File Mavigathon Options Help Yisw  Reports

+/BEA M0« e |B D]

Review Trust and Agency Payments Payroll 07/10/04 - 07/23/04

Trust and Aganc

Cycle: IAII 'l Code: I i

Code ipti Wendor #| Method Curfmt]  Unpaid Bal] Total Amount| «

4E7.00PE |COPELAND 457 FLAN Check  |Monty [YES

CREDLUN  CREDIT UNION WiTCheck  Even  NO 20000 00 2000

DUES  DUES 1520heck  Even N0 1200 w120

ERS EMPSRETIREMENTS 547 Check  Monthy YES 000 000 100

ERSAR  EAS ARREARS B47Check Moty YES 000 00 000

ERSARATS ERSAFREARSATH | G47Check  Monthy YES 000 00 000

ERSBACK  ERS ADJUSTMENT B47Check Moty YES 000 000 100

ERSIN ERS LOAN B7Check Moty YES 000 000 100

FCAEMPL FICAEMPLOYEES SHE 921 Electionic Evey  NO 8007 00 ey Total Current Amount
Maintenance equals Gross Pay plus

Code  457COFE Desciption: COPELAND 457 FLAN Fica and Medicare

Aok, 0.0 UrpsidBal 0.0 /HoldV Employer Share
minus any deductions
— that are not part of

Total Curdémt 14,759 64 |T0ta| |Inpaid Bal: ann |T0tal Amount. 14,759 64 TR A nracace ciirh ac

|1 Chk - Entry, 1 Check - Entries by Ernp, or Multi Chks per Emp

The TA codes may be sorted by Code or any other column simply by clicking on the respective column heading.
The column heading is highlighted in yellow to indicate the selected sorting method. To print a report of the
current payments, choose the Reports drop-down menu from the top of the window and select the Trust
and Agency Payments report.
To Edit the Current Disbursements:
1. Highlight the deduction record in the browser that you wish to update and press the Update button.
There are 3 items that can be modified:
Amount — The current payroll amount set to be disbursed

Unpaid Bal — The amount of money which was held from previous payroll(s)

Hold — A check box allowing the user to manually mark a deduction to be held from the current
disbursements and to be carried forward as an unpaid balance
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Creating the Cash Disbursements

To create the actual disbursement, click on the Create Disbursements folder.

A Automated Trust and Agency Processing B [u] 4|

Fle Mavigation Cpfions Help Creste Reports
TustandAgencyl | & 4 o l” {@ e l,‘

Create Cash Disbursements Payroll 07/10/04 - 07/23/04 The Wire / Electronic

Ref# becomes the
check numbers for the

rChoose a Schedule Create Disbursements

MANUAL checks in
Fund iA Da,elm / this schedule. The

Descipt Fund|Schif|Mis Funds|Open Date |+
= |un| : | WLl Sl D Wire/Electronic Heftt 990044 syStem remembers the

& Fund Wanant 2July 04 A 2H0 (170104 next number
TA Wanant July 04

Create

Disburzements

Maintenance

|Se|ect gearch column then tppe what wou are searching for

1. Create a new schedule for each payroll week.
2. Highlight the appropriate disbursement schedule (warrant) that the payments should be recorded within

3. Enter the date for the disbursements. For checks this is simply the entry date and may not necessarily be
the same as the check date since that will be assigned during the printing process.

4. Enter the Wire/Electronic Ref#. This reference number will serve as a starting number for the manual
disbursements created for Wires and Electronic payments. The first time you run Wires/Electronic
payments, you should set this number at a number well outside of the normal check number ranges
you are using. Once this routine has been run, the Ref# will default to the next number for each
subsequent run.

5. Press the RUN button to proceed.

Finishing Up — Running Cash Disbursement Schedule

Once the disbursements have been created, any computer checks that were created can be printed through the
normal Print Disbursement Checks routine. The Checks Waiting to Print report may be run to confirm check
amounts prior to printing them. In addition, disbursements created for Wires or Electronic payments may now be
reviewed in the Manual Checks area or reported on via a Warrant or Cash Disbursement Schedule report.
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Recording the Receipt of Trust and Agency Accounts

Print the Cash Disbursement Schedule for the T&A cash disbursements for the current payroll. Use the last page
— Schedule Distribution Totals by Accounts — By Fund — to get the accounts and amounts to enter in the journal
schedule to record the cash receipt into T&A.

For example:

Debit  TA 200
Credit TA Liability Accounts (010, 018, 020, etc.)
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REPORTS

Transaction Reports:

Checks Waiting to Print

The Checks Waiting to Print routine provides a listing of check information entered into a current open warrant
that have not been printed yet. The report may be printed for any date range of check information entered. You
may choose to print a summary report with simply the vendor and dollar amount, or a detail report with a
complete detail of the entry. An option is also provided to switch the vendor name on the report.

To access the Checks Waiting to Print routine, select Reports, Transaction Reports and then select Checks
Waiting to Print option.
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— 2l

File Mavigation Help Criteria Repaort

e« » 9 | @)= |4 |
—Check Report Selection Criteria
Fund: I 2
Fund|5 chi#f|Descrption OpenDate  |Post Date |~ Starting D1ate: IU‘HUL"US

liuliel -

47)AFPRIL 0615 RRANT
15 APRIL CAFE 15T WARRANT 04,/01/06

Ending [ ate: IDUSDIDS
10APRIL EXTRA CLASSROOM 04401 /06
16APRILFED 15T WaRRAMT 04008
Feport Methad: Detail -
Report Order; IVendDr Mame 'l
[~ Switch Hame

|Sumrnar_l,l -'wiithout Distribution, Detail - List Distribution.

The Checks Waiting to Print window provides a listing of all open schedules.

Select the schedule from the listing. You may change the sorting method by clicking on the column heading
or further restrict your listing by using the search feature to jump to a specific record.

Enter the starting and ending date range to restrict the report to checks entered between the specified ranges.
Leave the default starting and ending date to include all unprinted checks from the selected schedule.

Specify the report method as either Summary or Detail. The Summary report includes the check number,
PO number (if applicable), check entry date, vendor number, vendor name, and check amount. The Detail
report includes check number, check entry date, vendor number, vendor name, PO number (if applicable),
account distribution information for each check, invoice number, amount paid, and amount liquidated. The
last page of the Detail report provides the total expensed and total liquidated by account and fund.

Accounting Tips:

=~ When entering in disbursements — if more than one invoice number and amount is entered in on a

single cash disbursement, then select detail instead of summary. This will list all invoices for the
vendor instead of a total amount for the vendor.

Check the Switch Name checkbox if you want to switch the manner in which the vendor name is displayed.
For example, if the vendor’s name is switched on the check document (i.e., Vendor First Name followed by
Vendor Last Name), you may want to switch the name on the report to show Vendor Last Name followed by
Vendor First Name.

Click the RUN £ icon to generate the report.

After the report is generated, select one of the following report destinations: Preview (screen), Default
Printer, File, or Microsoft Excel.
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Cash Disbursements Schedules

The Cash Disbursements Schedules routine is used to run a report for open or closed cash disbursement
schedules. The report provides a listing of cash disbursements for a selected schedule by check number and
includes the date, vendor, check explanation, purchase order number, amount paid, and amount liquidated. You
may choose to include a breakdown of account distribution information if needed.

e To access the Cash Disbursements Schedules routine, Open the Reports tree, Open the Transaction
Reports tree and select the Cash Disbursements Schedules option.

A Cash Disbursement Schedule _ o] x|

File Mavigation Help Criteria Report
€ & & B | (3 = | 4

x Furd: I— %

—LCash Digbursement Criteria
A H 0&6/01 /06
A 31 EXCELLIS FOR by 05/01 /06 Starting Digbursement; ID
TA 35 PAYROLL B-03-05 06/01 /06
Th, | duwvard Checks 06/01./08 |nclude dccount Diztribution Breakdown:
f* Yez Mo

|Enter data or prezz ESC to end.

The Cash Disbursement Schedule window displays.

1. Select the type of Schedule, Open or Closed, from the drop-down list.

2. Select the schedule from the listing. You may change the sorting method by clicking on the column
heading or further restrict your listing by using the search feature to jump to a specific record.

3. Enter the starting disbursement number to restrict the report to a range of cash disbursements. Leave “0”
in the Starting Disbursement field to include all cash disbursements from the selected schedule in the
report.

4. Select YES to include account distribution information for each disbursement record. The report shows
the schedule distribution totals by account and fund. The breakdown for each account shows the Total
Amount Expensed and Total Amount Liquidated.

Select NO to show the total cash disbursement amount without distribution information. The summary
shows the total check amount for each check on the schedule with an overall total for the schedule.

5. Click the RUN 4 |button to generate the report. After the report is generated, select one of the
following report destinations: Preview(screen), Default Printer, File, or Microsoft Excel.
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Check Warrants

The Check Warrants routine is used to run a report displaying detail of any warrant(s) for any selected date range
from either open or closed cash disbursement schedules. For each schedule selected, the report provides the
check number, vendor name, check date, purchase order number, and check amount. You may choose to print a
Summary or Detail Warrant report where needed.

To access the Check Warrants routine, select Reports, Transaction Reports and then select Check Warrant
option.
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File Mavigation Help Report

e ¢ » 3 [BD =4 |
[~ Select Al |Dpen vI Fund:| %

Fund|Sch#|Dezcription

“Warrant Listing Critena:

Swlamant Type: I Detail - I

¥ Include Check Description

C 15 4PRIL CAFE 15T WARRANT
E 10 AFRIL EXTRA CLASSROOM 04./01/06
F

16 APRIL FED 15T "WARRANT 04,/01/08
[ Include Payrall Entries

¥ Include Account Description

[~ Additional Explanation

|S glect gearch column then twpe what pou are zearching for

The View Print Warrants window displays the following form.

e Select the type of Schedule, Open or Closed from the drop down list.

o Select the schedule from the listing. You may select more than one schedule by using the mouse and Shift
or Control key. If necessary, you can change the sorting method by clicking on the column heading or
further restrict your listing by using the search feature to jump to a specific record, or check the Select All
check box to select all schedules in the browser.

e Select the type of warrant report - Summary or Detail.

e The Summary Warrant shows the totals for each disbursement entry, the warrant total and the vendor
portion total.

e The Detail Warrant shows the account distribution for each entry, the totals for each disbursement, the
amount liquidated, the warrant total, and the vendor portion total.

e Ifyou select Summary, you have the option to include the check description and the payroll entries on
the report.

e Ifyou select Detail, you have the option to include the check description, payroll entries, account
description, and additional check explanation.

Accounting Tips:

When entering in disbursements — if more than one invoice number and amount is entered in on a
single cash disbursement, then select detail instead of summary. This will list all invoices for the
vendor instead of a total amount for the vendor.

e (Click the RUN i icon to generate the report.

o After the report is generated, select one of the following report destinations: Preview (screen), Default
Printer, File, or Microsoft Excel.
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Cash Receipts Schedule Report

The Cash Receipts Schedules routine is used to run a report for open or closed cash receipt schedules. The report
provides a listing of cash receipts for a selected schedule by receipt number and includes the date, received from
and reason, and amount. You may choose to include a breakdown of account distribution information if needed.

To access the Cash Receipts Schedule routine, Select the Transaction Reports tree and select the Cash Receipts
Schedule option.

— |2l

File Mawigation Help Criteria Report

e &« » B |3 = |4

I Open - I Fund: I ik Cazh Receipt Criteria

Fund|Schi|Dezcription

12JUN 06 GEM CASH RECEIPTS
12 JUM 0B CAF CASH RECEIPTS D&/ /06
12JUN 06 FED CASH RECEIFTS  0B/01/06
12JUN 06 CaF PROJ CASH REC 06/01/06

0601 /06

Starting Cazh Receipt: IU

Include Distibution: & Yes © Mo

The Cash Receipt Schedules window displays.

1.
2.

W

Select the type of Schedule, Open or Closed, from the drop-down list.

Select the schedule from the listing. You may change the sorting method by clicking on the column
heading or further restrict your listing by using the search feature to jump to a specific record.

Enter the starting cash receipt number to restrict the report to a range of cash receipts. Leave 0 in the
Starting Cash Receipt field to include all receipts in the report.

Select YES to include account distribution information for each receipt. The distribution shows the
account distribution for each entry, the totals for each receipt and the overall total for the schedule.
Select NO to show the total cash receipt amount without distribution information. The summary shows
the dollar amount for each receipt on the schedule with totals for each day’s entries and an overall total
for the schedule.

Click the RUN 4 |butt0n to generate the report.
After the report is generated, select one of the following report destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

Page 79



Journal Entry Schedules

The Journal Entry Schedules routine provides a listing of journal entries included in a selected open or closed
schedule by journal entry reference number.

To access the Journal Entry Schedules routine, Open the Reports tree, Open the Transaction Reports tree and
select the Journal Entry Schedules option.

A Tournal Entries Schedule _ ol x|

File Mavigation Help Criteria Report

€ & > B | @) = |4

Journal Entry Critenia

Starting Journal Entry: ID

05,01 A0

13 MaY CAF JE'S 05/ A0
14 *ACCOUNTS PAYABLE CREATIO 06401/05
11 MaY FED JE'S 05/01 206
3FED OPEMIMG BUDGET 05/06  O7/01.405
13 MAY TEA JE'S 05/01 A0

|Se|eu:t zearch column then twpe what you are zearching for

The Journal Entries Schedule window displays.

1.
2.

Select the type of Schedule - Open or Closed - from the drop-down list.

Change the sorting method by clicking on and highlighting the appropriate column heading in the browser
(Fund, Schedule Number, Description, Open Date, or Post Date) to sort the listing by the information in
that column. You may also further restrict the browser listing by using the search feature to jump to a
specific record. Select the schedule from the browser by highlighting the appropriate record.

Enter the starting journal entry number to restrict the report to a range of entries. Leave “0” in the
Starting Journal Entry field to include all entries from the selected schedule in the report.

Click the RUN 4 |button to generate the report.
After the report is generated, select one of the following report destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

The Journal Entry Schedule Report provides the following information: journal entry reference number, journal
entry date, journal entry type (i.e., ST — Standard Journal Entry, OE-GL — Opening Entry General Ledger, etc.),
journal entry explanation, account code, and debit and credit amounts. The report concludes with General Ledger
and Subsidiary Ledger debit and credit totals as well as a count of the number of journal entries on the schedule.
The last page of the report provides schedule distribution totals by account code and fund.
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Budget Transfer Schedules

The Budget Transfer Schedules routine provides a listing of budget transfer entries included in a selected open or
closed schedule by budget transfer reference number.

To access the Budget Transfer Schedules routine, Open the Reports tree, Open the Transaction Reports

tree and select the Budget Transfer Schedules option.

A Budget Transfer Schedules _ o] x|

File Mavigation Help Criteria Report

€ & » B | [3) = | 4

I Open - I Fund; I % Budgst Transfer Criteria

Fund]Schit|Descnption Paozst Date | =

&
F

14)Mé&y GEN BUDGET TRANSFERS |05/01/05
13APRIL GEM TRANSFERS 04/01/06 Stating Budget Traster [0
3MAY FED BUDGET TRANSFERS 05/01/06

|Se|ect zearch column then tupe what vou are searching for

The

Budget Transfer Schedules window displays.

1.
2.

Select the type of Schedule - Open or Closed - from the drop-down list.

Change the sorting method by clicking on and highlighting the appropriate column heading in the browser
(Fund, Schedule Number, Description, Open Date, or Post Date) to sort the listing by the information in
that column. You may also further restrict the browser listing by using the search feature to jump to a
specific record. Select the schedule from the browser by highlighting the appropriate record.

Enter the starting budget transfer number to restrict the report to a range of entries. Leave “0” in the
Starting Budget Transfer field to include all entries from the selected schedule in the report.

Click the RUN 4 |butt0n to generate the report.
After the report is generated, select one of the following report destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

The Budget Transfer Schedule Report provides the following information: budget transfer reference number,
budget transfer date, transfer explanation, account code, and debit and credit amounts. The report concludes with
schedule total debit and credit amounts and a net schedule budget transfer amount, as well as a count of the
number of budget transfers on the schedule. The last page of the report provides schedule distribution totals by
account code and fund.
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Vendor Payment History

The View Vendor Payment History routine provides a detail of payments made to a selected vendor or range of
vendors. You may choose to restrict the report to detail for a specific fund, purchase order number, or date or
include detail for a selected range of funds, purchase order numbers, or dates.

To access the View Vendor Payment History routine, select Reports, Vendor Reports, and select the
Vendor Payment History option.
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4 Query - View Vendor Payment History i ] 4

Filz

Help Report

@) = [ 4 |

~Report Criteria

Yendor Range:
Arrange Yendars by ¢ Mumber i+ Mame

Mumber: o %I - o %I

I arme; I %I - I %I
Fund Range: I-"i"- gl — I'W' @
Purchasze DrderHange:ID — IS'S'S'S'S'S'S'
Date Range: [07/01/08  — |oss30/08 [ Prior Year

Include Wendors ‘with Mo Detail: i es ' Mo
Include Account Detail: i es ' Mo
Separate Pages: © Yes = Ma

Print Just 1033 Yendors? " es * Mo

The View Vendor Payment History window displays the following form.

Indicate the sorting method by setting the radio button to either by Vendor Number or Vendor Name.

Enter the vendor name or number starting and ending range or click the magnifying glass to select from a
list of all vendors. To report on one vendor only, enter the same number or name in the starting and ending
range fields.

Enter the desired fund range or click the magnifying glass to select from a list of all funds. To report on one
fund only, enter the same fund number in the starting and ending range fields.

Enter the desired purchase order range. To report on one purchase order only, enter the same PO number in
the starting and ending range fields.

Enter the desired date range in MM/DD/YY format. Check the Prior Year checkbox if you want the report
to reflect payment detail for the prior year. The system changes the date range to the prior fiscal year date
range.

Set the radio button to Yes if you wish to include vendors that have no detail for the selected reporting
range. If you do not wish to include vendors that have no detail for the specified reporting range, set the
radio button to No.

Set the radio button to Yes if you want the pages separated by vendor. Set the radio button to No if you do
not want the pages separated by vendor.
Click the RUN 4 icon to generate the report.

After the report is generated, select one of the following report destinations: Preview (screen), Default
Printer, File, or Microsoft Excel.

The Vendor Payment History report provides a listing of cash disbursements for the selected vendor(s). The
report includes the vendor number, vendor name, check number, check date, invoice number, purchase order
number, amount paid, check description, and check total. Check totals are provided for each vendor. The
last page of the report contains a grand total amount paid for all selected vendors.
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Purchase Order Reports:

Outstanding POs by Individual PO Number
The Purchase Orders Outstanding by Individual PO Number Report routine provides detail relating to a currently
outstanding individual manual or computer purchase order within a selected date range.

To access the Purchase Orders Outstanding by Individual PO Number Report routine, select Reports,
Open the Purchase Order Outstanding Reports, and select the By Individual PO Number option.
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The Purchase Orders Outstanding by PO Number window displays.

o Enter the desired date range in MM/DD/YY format OR Check the Prior Year checkbox if you want the
report to reflect purchase order detail for the prior year. The system changes the date range to the prior
fiscal year date range.

o Enter the purchase order number. The system defaults the vendor name associated with the specified
purchase order number.
e Click the RUN 4 icon to generate the report.

e After the report is generated, select one of the following report destinations: Preview (screen), Default
Printer, File, or Microsoft Excel.

e The Purchase Order Detail Report provides the following detailed information for each purchase order:
vendor number, vendor name, building, PO contact name, purchase order type (manual or computer), PO
description, account code, schedule number, date, invoice number, check number, amount placed, amount
liquidated, and amount expensed. The report concludes with the grand total amount placed, liquidated, and
expensed as well as the total purchase order outstanding amount.

Outstanding POs by Individual Vendor
The Purchase Orders Outstanding by Individual Vendor Report routine provides data relating to manual or
computer purchase orders for a specific vendor within a selected date range. You may choose to run a report for

all vendor-specific purchase orders or simply for only open (outstanding) purchase orders.

To access the Purchase Orders Outstanding by Individual Vendor Report routine, select Open the Reports,
Open the Purchase Order Outstanding Reports, and select the By Individual Vendor option.
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A Purchase Orders Outstanding by Vendor _ ol x|

File Help Criteria Report
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The Purchase Orders Outstanding by Vendor window displays.

o Enter the desired date range in MM/DD/YY format QR Check the Prior Year checkbox if you want the
report to reflect purchase order information for the prior year. The system changes the date range to the
prior fiscal year date range.

o Enter the vendor number or use the lookup to select from a listing of valid vendor numbers. The system
defaults the vendor name associated with the selected vendor number OR enters the vendor name or uses the
lookup to select from a listing of valid vendor names. The system defaults the vendor number associated wit
the selected vendor name.

e If you want to generate a report of only open (outstanding) purchase orders for the selected vendor, set the
List Open Purchases Only radio button to YES. If you want the report to include all purchase orders for the
selected vendor, set the List Open Purchases Only radio button to NO.

e (lick the RUN 4 icon to generate the report.

o After the report is generated, select one of the following report destinations: Preview (screen), Default
Printer, File, or Microsoft Excel.

e The Purchase Orders for Vendor Report provides the following information for the selected vendor:
purchase order number, purchase order date, schedule number, PO amount placed, PO amount liquidated,
and outstanding amount. The report concludes with the PO grand total amount placed, liquidated, and
outstanding for the vendor.
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Outstanding POs Range by PO Numbers

The Purchase Orders Outstanding by Ranged PO Numbers Report routine provides detail relating to an individual
manual or computer purchase order or a range of purchase orders within a selected date range and fund range.
You may choose to run a report for all purchase orders or simply for only open (outstanding) purchase orders.

To access the Purchase Orders Outstanding by Ranged PO Numbers Report routine, select Reports, Open
the Purchase Order Outstanding Reports and select the Range by PO Numbers option.
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A Purchase Orders Outstanding by Range _ Ol x|

File Help Report
@ i ,.ﬁ

-Report Critena

Fund Range: I-"-"- |£I _ IE QI

Date Range: ID'T-‘IDlIDS IDEISDIDE ™ Priorrear

Purchase Order A ange: Il = |9999999

Status of Purchase Orders: ™ Open A&l

Include Account Distibution: ™ es  © Na

The Purchase Orders Outstanding by Ranged PO Numbers window displays.

o Enter the desired fund range or click the magnifying glass to select from a list of all funds. To report on one
fund only, enter the same fund number in the starting and ending range fields.

o Enter the desired date range in MM/DD/YY format OR check the Prior Year checkbox if you want the
report to reflect purchase order detail for the prior year. The system changes the date range to the prior
fiscal year date range.

o Enter the starting and ending purchase order numbers. To report on one purchase order only, enter the same
number in the Starting and Ending Purchase Order Range fields.

e Ifyou want to generate a report of only open (outstanding) purchase orders, set the Status of Purchase
Orders radio button to OPEN. If you want the report to include all purchase orders, set the Status of
Purchase Orders radio button to ALL.

e Set the radio button to YES if you want the last page of the report to include account distribution totals by
account and fund. The distribution shows the account distribution totals, including the total placed, total
liquidated, and remaining amounts OR set the radio button to NO if you do not want the last page of the
report to include account distribution totals by account and fund.

e (Click the RUN 4 icon to generate the report.

e After the report is generated, select one of the following report destinations: Preview (screen), Default
Printer, File, or Microsoft Excel.

e The Purchase Order Listing provides the following information for each purchase order: purchase order
number, date, vendor name and number, account code, amount placed, amount liquidated, and amount
outstanding. Totals are provided for each purchase order. Fund Totals and Report Totals are also provided.

If you chose to Include Account Distribution, the report concludes with totals by account and fund,
including the grand total amount placed, liquidated, and remaining.
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Outstanding POs Range by Vendors

The Purchase Orders Outstanding Range by Vendors Report routine provides information relating to an individual
manual or computer purchase order or a range of purchase orders for a specific vendor or range of vendors within
a selected date range. You may choose to run a report for all vendor-specific purchase orders or simply for only
open (outstanding) purchase orders.

To access the Purchase Orders Outstanding by Ranged PO Numbers Report routine, select Open the
Reports, Open the Purchase Order Outstanding Reports tree and select the Range by Vendors option.

A Accounting Manager - |I:I|i|

File Help
e AH s E e E E

_-J Accounting Manager

- \} Data Entry

\;’:} t aintenance

L—_I '\) Reports

I \_\} Tranzaction Reports
B 'f*} Purchaze Order Outstandin
B By lndividual PO Murn
E By Individual YWendar

e | Accounting Manager

Hange b}l .t’-'«ccount Cc
PO Analysiz
- [B Wendar Histary
B werdaor Papment Histe
e \_\} Yendor Reports
e \} Analyzis Reports
]\-‘:}} Financial Reparts
- \_} State Reportz

B Presentation Quality Board =

el FINANCE MANAGER
- |blities - Interactive Fund Accounting Software
‘ I —~ I _’IJ Copyright € 1332- 2006 ML Software, Lid.

|F|ange By'Wendorz

B
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A Purchase Orders Outstanding by Vendor _ ol x|

File Help Criteria Report

=1 |

Y¥endor Range:
Lrrange Wendors by &7 Mumber {* MName

Mumber: 0 gl _ 0 gl
M ame: IA @ - IZ @I

Date Fange: ID?IDlHDS IDEHSUJ‘DS I Prior 'ear

Purchagze Order R ange: Il = |9999999

List Open Purchases Only ¢ Yes * Mo

The Purchase Orders Outstanding by Vendor window displays.

e Indicate the manner in which purchase order information is to be displayed on the report, either by vendor
number or name.

e To sort purchase orders in vendor number order, set the Arrange Vendors By radio button to Number.
Then enter the starting and ending vendor number range. Use the lookup to search for a vendor number.
To report on purchase orders for one vendor only, enter the same vendor number in the starting and ending
range fields.
To sort purchase orders in vendor name order, set the Arrange Vendors By radio button to Name. Then
enter the starting and ending vendor name range. Use the lookup to search for a vendor name. To report on
purchase orders for one vendor only, enter the same vendor name in the starting and ending range fields.

o Enter the desired date range in MM/DD/YY format OR check the Prior Year checkbox if you want the
report to reflect purchase order information for the prior year. The system changes the date range to the
prior fiscal year date range.

o Enter the starting and ending purchase order numbers. To report on one purchase order only, enter the same
number in the Starting and Ending Purchase Order Range fields.

e If you want to generate a report of only open (outstanding) purchase orders, set the List Open Purchases
Only radio button to YES. If you want the report to include all purchase orders, set the List Open
Purchases Only radio button to NO.

e (Click the RUN 4 icon to generate the report.

e After the report is generated, select one of the following report destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

e The Purchase Orders Outstanding by Ranged Vendors Report provides the following information: vendor
name and number, purchase order number, PO date, schedule number, amount placed, amount liquidated,
and amount remaining. Subtotals are provided for each vendor. The report concludes with a grand total
amount placed, liquidated, and remaining for all selected purchase orders.
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Analysis Reports:

Individual Account Transactions

The Individual Account Transactions Report provides detail of account history within a specified date range for a
selected General Ledger, Revenue, or Appropriation account code. The report can only be generated for one
account code at a time.

To access the Individual Account Transactions Report routine, Open the Reports tree, Open the Analysis

Reports tree and select the Individual Account Transactions option.

A Individual Aceount Transactions _ 0| x|

File Mavigation Help Report

[« « » & | @)= |4 |

—Report Criteria

[active =Gl =] Account: i Date Range: [07/01/05  [oss30/06 | Priorvear I

Report Type: ISummar_l.J "I

CASH IN MONEY MARKET
CASH IN MONEY MARKET SAVINGS

CasH IM CDv's
CasH ININVESTMENTS Use Detail Line Description: . Yezx % Mo
CASH IM TIME DEPOSITS

PETTY CASH

CASH FOR Tas ANTICIPATION MOTES

CASH BOMD IMTEREST / MAT. BONDS -

|S elect search column then type what vou are searching for

The Individual Account Transactions window displays.

L.

2.

Select the Account status, Active or Inactive, from the drop-down list. This restricts the contents of the
browser to accounts with the selected status.

Select the type of account from the drop-down list — GL, Revenue, or Appropriation. This restricts the
contents of the browser to accounts within the specified type.

Select the account code from the listing by highlighting the account record. You may change the sorting
method by clicking on the column heading (Account or Name) or further restrict your listing by using the
search feature to jump to a specific record.

Enter the starting and ending transaction date range (in MM/DD/YY format) to be included in the report.

The report will include any history transactions made to the account during the specified date range. To
print a report for transactions made on one specific date, enter the same date in the Starting and Ending
Date Range fields.

NOTE: When running the Individual Account Transaction Report with a starting date that is AFTER the
current fiscal year start date, the first line of the report includes a beginning balance line which

encompasses all transactions from the starting fiscal date to the specified starting report date.
OR

Check the Prior Year checkbox if you want the report to reflect account transaction detail for the prior
year. The system changes the date range to the prior fiscal year date range.

When running the report for a General Ledger account code, choose whether you wish to run a
Summary or Detail report. The Summary report lists posted items from closed schedules rolled into a
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single schedule total. The Detail report displays each individual detail record from open schedules.

6. If your facility uses B-Fund style reports and the Use B-Fund Style Appropriation Reports parameter is
checked in System Manager, select the reporting method to be run. Select Current Year only, Previous
Year (B-Fund) only, or All for both.

7.  When running the report for an Appropriation account code, choose the display method in which the
report data is to be sorted. Choose Purchase Order if you want the report to display in numerical
ascending order by purchase order number. Choose Date Entered if you want the report to display in
ascending order by transaction entry date.

8. Set the Use Detail Line Description radio button to Yes if you want the report to display the detail
explanation line as recorded during the transaction entry process. Set the Use Detail Line Description
radio button to No if you do not want the detail explanation to be displayed on the report.

9. When running a Detail report for a General Ledger account code, check the Include Disbursement
Detail checkbox to print a line for every invoice on every cash disbursement. NOTE: When run to
“Include Disbursement Detail”, the report can be very large and may take some time to generate.

10. Click the RUN 4 |butt0n to generate the report.

11. After the report is generated, select one of the following output destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

The Detail or Summary Account Transactions Report (for General Ledger accounts) includes the following

information for each account code: transaction date, reference number, invoice number, transaction explanation,
schedule number, debit amount, credit amount, and running balance. The report concludes with the total debits,

total credits, and total balance for the account code.

The Detail Account Transactions Report (for Revenue accounts) includes the following information for each
account code: reference number, transaction date, transaction explanation, schedule number, budget amount,
adjusted amount, revenue earned amount, and unearned amount. The Budget Amount minus Adjusted Amount
minus Revenue Earned Amount equals the Unearned Amount. The report concludes with the total budget, total
adjusted, total revenue earned, and total unearned for the account code.

The Detail Account Transactions Report (for Appropriation accounts) includes the following information for
each account code: purchase order number, invoice number, reference number, transaction date, transaction
explanation, schedule number, appropriation amount, encumbered amount, expensed amount, and unencumbered
amount. The Appropriation Amount minus Encumbered Amount minus Expense Amount equals the
Unencumbered Amount. The report concludes with the total appropriation, total encumbered, total expense, and
total unencumbered amount for the account code.

NOTE: When running the Individual Account Transaction Report for a time frame within a fiscal year and

starting with a date AFTER the beginning of the year, the report calculates a “Beginning Balance” which takes all
transactions from the starting fiscal date to the report start date into consideration.
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Multiple Account Ranges

The Multiple Account Ranges Report provides detail of account history within a specified date range and fund
range for a selected General Ledger, Revenue, or Appropriation account code or range of account codes.

To access the Multiple Account Ranges Report routine, Open the Reports tree, Open the Analysis Reports
tree and select the Multiple Account Ranges option.

A Multiple Account Transaction Report _ o] x|
File Mavigation Help Criteria Repaort

[« « » 3 @)= |4 |

___Select Funds To Process

~Report Criteria
[ Select &l Fund dh
|Fund’Fund Description - Date Range: | ieflsh ) IDS;‘SD;DS Priar rear [~
AR e Category: — Beginning Yalue:™ Ending Value™
AL Functioh | |
o Obiect | |
AS Location | |
C  |Schoaol Lunch Fund Program | |
]
E  ExTRACLASSROOM ACCOUMTS
E1 GMS ExXTRACLASSROOM Aocount Type: @ GAL € Rev ¢ Approp
E2 GHS EXTRACLASSROOM ~

Separate Pages: ¢ ez &% Mo

[Enter the Starting D ate.

The Multiple Account Transaction Report window displays.

1.

Select the fund from the listing by highlighting the appropriate record. You may select more than one
fund by using the mouse and Shift or Control key. If necessary, you can change the sorting method by
clicking on the column heading (fund or fund description) or further restrict your listing by using the
search feature to jump to a specific record, or check the Select All check box to select all funds in the
browser.

Enter the starting and ending transaction date range (in MM/DD/YY format) to be included in the report.
The report will include any history transactions made to the account during the specified date range. To
print a report for transactions made on one specific date, enter the same date in the Starting and Ending
Date Range fields.

NOTE: When running the Multiple Account Ranges Report with a starting date that is AFTER the
current fiscal year start date, the first line of the report includes a beginning balance line which
encompasses all transactions from the starting fiscal date to the specified starting report date.

OR
Check the Prior Year checkbox if you want the report to reflect account transaction detail for the prior
year. The system changes the date range to the prior fiscal year date range.

Enter the starting and ending function, object, location, and program code ranges. To report on one
function, object, location, and program only, enter the same number in the Starting and Ending Range
fields.
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4. Set the radio button to the desired account type — GL, Revenue, or Appropriation. This restricts the
contents of the report to accounts within the specified type.

5. Set the Separate Pages radio button to YES to page break the report by account code. Set the Separate
Pages radio button to NO to print account code transaction detail continuously in the report.

6. Click the RUN 4 |butt0n to generate the report.

7. After the report is generated, select one of the following output destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

The Multiple Account Transaction Report (for General Ledger accounts) includes the following information for
each account code: transaction date, reference number, purchase order number, transaction explanation, schedule
number, debit amount, credit amount, and running balance. Subtotals are provided for each account code. The
report concludes with the total GL debits and total credits.

The Multiple Account Transaction Report (for Revenue accounts) includes the following information for each
account code: reference number, transaction date, transaction explanation, schedule number, budget amount,
adjusted amount, revenue earned amount, and unearned amount. The Budget Amount minus Adjusted Amount
minus Revenue Earned Amount equals the Unearned Amount. Subtotals are provided for each account code. The
report concludes with the total revenue budget, total adjusted, total revenue earned, and total unearned amounts.

The Multiple Account Transaction Report (for Appropriation accounts) includes the following information for
each account code: purchase order number, invoice number, reference number, transaction date, transaction
explanation, schedule number, appropriation amount, encumbered amount, expensed amount, and unencumbered
amount. The Appropriation Amount minus Encumbered Amount minus Expense Amount equals the
Unencumbered Amount. The report concludes with the total appropriation, total encumbered, total expense, and
total unencumbered amounts.

NOTE: When running the Multiple Account Ranges Report for a time frame within a fiscal year and starting

with a date AFTER the beginning of the year, the report calculates a “Beginning Balance” which takes all
transactions from the starting fiscal date to the report start date into consideration.
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Financial Reports:

Trial Balance

The Trial Balance Report provides a current trial balance for the selected fund(s). The report shows control
totals for only closed schedules. The report may merge the selected funds together, such as for federal projects
where separate funds are used to track each project.

To access the Trial Balance Report routine, Open the Reports tree, Open the Financial Reports tree and

select the Trial Balance option.

—1olx|

File Mavigation Help Criteria Report

[« « » 2 [ @)= |4 |

—Select Funds To Process —Trial Balance Critenia
[ Select Al Fund: I il Date Range: (el IDSISD;‘DS Prior ear: [
|Fund’Fund Dezcrphion -
—hdethod
4B . .
AL {+ Debits/Credits Only
i) " Debits/Creditz/Balance
AR
A5 o
L Schoal Lunch Fund rAeport Critera } _
D [ Include Acots with no D etail
E ExTRACLASSROOM ACCOUMTS e [T Include &ccts with a zero Balance
E1 GMS EXTRACLASSROOM
EZ2 GHS EXTRACLASSROOM &

The Trial Balance Report window displays.

1.

Select the fund from the listing by highlighting the appropriate record. You may select more than one
fund by using the mouse and Shift or Control key. If necessary, you can change the sorting method by
clicking on the column heading (fund or fund description) or further restrict your listing by using the
search feature to jump to a specific record.

Check the Select All check box to select all funds in the browser and include all funds in the report.
Indicate the starting and ending reporting date range.

OR

Check the Prior Year checkbox if you want the report to reflect account detail for the prior year. The
system changes the date range to the prior fiscal year date range.

Indicate the reporting method.

Debits/Credits Only — This option generates a two-column report displaying only debits and credits.

Debits/Credits/Balance — This option generates a three-column report displaying debits, credits, and
balance.

Specify your reporting criteria.
If the selected reporting method is Debits/Credits Only, you may choose to display accounts with detail
or accounts with no detail. Check the Include Accts with No Detail check box if you want the report to
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include any entries where the Debits and Credits are zero balances. The Include Accts with No Detail
option is only available for the Debits/Credits Only report.

If the selected reporting method is Debits/Credits/Balance, you may choose to display accounts with
balances or accounts with no balances. Check the Include Accounts with a Zero Balance check box if
you want the report to include all entries that have detail, including those entries where the debit and the
credit amounts are equal. The Include Accounts with a Zero Balance option is only available for the
Debits/Credits/Balance Report.

5. Click the RUN 4 |button to generate the report.

6. Ifyou selected more than one fund, the system displays the question "Do You Wish to Merge Your
Selected Funds?". Press YES if the report funds are to be merged together. Press NO if report funds are
to be kept separately.

7. After the report is generated, select one of the following output destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

Both the Debits/Credits Only and Debits/Credits/Balance Reports include the selected reporting criteria in the
report title.

The Debits/Credits Only Report includes the following information for each account code within the selected
fund(s): account number, account name, debit amount, and credit amount. The report concludes with the total
debits and credits for the selected fund(s).

The Debits/Credits/Balance Report includes the following information for each account code within the selected
fund(s): account number, account name, debit amount, credit amount, and balance. The report concludes with the
total debits, credits, and balance for the selected fund(s). If the Credits field is greater than the Debits field for
accounts 200 through 999, the letters “Cr” display after the Balance amount.
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Trail Balance Diagnostic Report:

The Trial Balance Diagnostic Report provides a descriptive comparison between control totals and subsidiary
totals for a specific time period. One report will show the difference between control accounts and sunsidiary
accounts. The other report shows which schedules have potential issues that need to be resolved.

To access the Trial Balance Diagnostic Report routine, Open the Utilities tree, Open the General Routines, Open
Supervisor Diagnostics and select the Trial Balance Diagnostics.

-lolx|

File Mavigation Help Report
[« « » o [ = |4 |

_Select Fund To Process Report Criteria

Date Range:  [07/01706 06730407 | PriorYear [

% Trial Balance ws Subsidiary Ledgers

" Detal Entry Schedule Review

|Enter data or press ESC to end.

The Trial Balance Diagnostic Report window displays.

1. Select the fund from the listing by highlighting the appropriate record. You may select more than one
fund by using the mouse and Shift or Control key. If necessary, you can change the sorting method by
clicking on the column heading (fund or fund description) or further restrict your listing by using the
search feature to jump to a specific record. Check the Select All check box to select all funds in the
browser and include all funds in the report.

2. Indicate the starting and ending reporting date range.

OR

Check the Prior Year checkbox if you want the report to reflect account detail for the prior year. The
system changes the date range to the prior fiscal year date range.

3. Trial Balance vs. Subsidiary Ledgers shows as follows:
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11514706 GENEVA CITY ESCHOOLE DAGE 1

LRl e R e R R R e R R L

TRTAL BALANCE DIAGNOSTICS

FUML» - & CONTROLS TOTALS W& SUBSIDIARY TOTALS FOR PERIOD 07/ 01506 - 0&/30/07

COMTEOL ACCOUMT DESCRIPTION TRIAL BALAMNCE SUBSIDIARY BALANCE DIFFERENCE
""" A 510 REVENUE BUDGET  86,060,374.00  36,060,374.00  ©0.00
A LEL ENCUMEFANCES 4,320,904, 30 20,381, 57720 (le,660,672.30)
A EEZ EXPENDITURES PLEQE, 217,28 7,1l 37 92 (TO0E, 420, 54
A BEL ENCUMEFRANCE RESERVE 4,320,904, 30 20,381, 57720 (16 ,660,672.30)
A Se0 APPROPRIATION EULGET 27,121,730.826 37,131,720 86 o.0o
A 380 REVENUE EARNED 15,580,3758.38 18,580,378.35 o.0o
T/ B DEEITE/CREDITS 132,292,164 EE 1ZE,292, 164 ZE o.0o

4. Detail Entry Schedule Review shows as follows:

11/14/08& GENEVA CITY ZCHOOLS DAGE 1
DETATIL ENTEY REVIEW FOR FUND: A PERIOD COVEREL: 07/01/06 - 05730707
Type Schf Fund I Opened Posted Encunmbered Expensed Levenue Budget Adjustments
co 1 4 222 07701708 07721706 o.oo0 144 B3, 32 o.o0 0.0o0 0.o0
Cch z A 827 07701706 07/31/708 (B, 4E3_EE1K ZZ1l,867.89 (1,226.00) o.o0o o.oo
Cch 2 A 828 07701706 07/31/706 o.oo 152,991 20 o.oo o.oo o.oo
Cch z A 847 07701706 07/31706 o.oo o.oo o.oo o.oo o.oo
Cch E A 848 07701708 07/31706 (E0,886_E52) 453, Z81.3E o.oo o.oo o.oo
Cch & A 850 08701706 08731708 o.oo 130,832,858 o.oo o.oo o.oo
Cch & A 857 08701706 08/31708 (121,415.78) 130,175 78 o.oo o.oo o.oo
Cch 9 A 852 08701706 08/31708 (317,368 E3) 43F 8E1. 53 o.oo o.oo o.oo
Cch 0 A 864 07701706 07/31706 o.oo (3,431.00) 0.0oo o.oo o.oo
co 11 & 870 08701706 08731706 o.oo0 185,924,539 o.o0 0.0o0 0.o0
Cch 1z & 873 08701706 08/31708 o.oo 21,801.48 o.oo o.oo o.oo
Cch 12 A 877 08701706 08/31708 (119,103_75) 657,100,932 o.oo o.oo o.oo
Cch 15 & 883 02701708 03730708 (121,126 Z0) 120,219,932 o.oo o.oo o.oo
Cch le & 821 02701708 03730708 o.oo (7500} 0.0oo o.oo o.oo
Cch 17 A 822 02701706 03730708 (E07,147_15) 601,452 ZE o.oo o.oo o.oo
Cch 12 A 823 02701706 03730708 (ElE, 737_81) 746,493 38 o.oo o.oo o.oo
Cch 13 A 202 02701708 03/30708 (176,264 _E3) 6E0,2432.09 o.oo o.oo o.oo
Cch z0 A 211 02701706 03730708 (105, 825_32) 156,655 88 o.oo o.oo o.oo
co ZZ A 213 10701706 l0O/31/06 (3,061.70) 350,871,110 0.o0 0.00 0.00
Cch 22 A 221 1040106 1031706 (601, E15_0g) EEZE,210.532 o.oo o.oo o.oo
Cch 24 A 9z% 10401406 1031708 (6Ed EEC_2E) 734,802 81 o.oo o.oo o.oo
Cch zE A 232 1l0/01/08 (E97,.920_821) 634,574 27 o.oo o.oo o.oo
Cch 27 A 244 10701708 (212,085 04)K F0E, 420,54 ¥ (E,100.00)x o.oo o.oo
CRh 1 & 234 07701706 07721708 0.00 (21,710, 20} Z2,024.12 0.00 0.00
CR z A 865 03701706 08/31708 o.oo (3,723,085} 6,E24_.01 o.oo o.oo
CR 2 A 20z 02701706 03/30708 o.oo (33,172, 34) z,9z0,1zz.70 o.oo o.oo
EN 1 & 830 07701706 07/31708 111,592.594 o.oo o.oo o.oo o.oo
EN 1 & 836 07701706 07/31708 1,0E5s_00 o.oo o.oo o.oo o.oo
EN 1 & 83% 07701706 07/01708 7L, 538 21 o.oo o.oo o.oo 771,E39_E1
EN z A 842 03701706 08/31706 1,914,388 4F o.oo o.oo o.oo o.oo
EN 2 A 875 08701706 08/31708 2,251l,9z0.90 o.oo o.oo o.oo o.oo
EN 4 A 8835 02701706 03730708 £, 295, 570.93 o.oo o.oo o.oo o.oo
EN E 4 0L 09701706 09720706 (E,737, 223 3E) o.o0 o.o0 o.o0 0.o0
EN & A 206 02701708 1Z,145,176.09 X o.oo o.oo o.oo o.oo
EN 7 A 215 los0l/08 134,341.30 X o.oo o.oo o.oo o.oo
EN & A 245 10/01/08 11,085,183 30 X o.oo o.oo o.oo o.oo
EN 9 A 245 10/01/08 (10,945 980 22K o.oo o.oo o.oo o.oo
EN 0 A 256 03701708 3,972,512 50 X o.oo o.oo o.oo o.oo
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Revenue Status

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

) To access the Revenue Status Report routine, Open the Reports tree, Open the Financial Reports tree and
select the Revenue Status option.

s

File Mavigation Help Criteria Report

[« & 3 | @= £ |

—Select Funds To Process —Revenue Status Criteria
[~ Selectall Fund:l i i Date Range: | Wckinpggel IUGHWUS Priorvear [
Fund|Fund Description - .
Category:  Beginning Y alue: Ending % alue:
AH Function I |
AL Object |
A
AR Location I
a5 Program I I
C | School Lunch Fund
]
E  EXTRACLASSROOM ACCOUMTS b I™ Include Null [Zera] Accaunts
E1 GMS ExTRACLASSROOM
E2 GHS ExTRACLASSROOM v

The Revenue Status Report window displays.

5. Select the fund from the listing by highlighting the appropriate record. You may select more than one
fund by using the mouse and Shift or Control key. If necessary, you can change the sorting method by
clicking on the column heading (fund or fund description) or further restrict your listing by using the
search feature to jump to a specific record. Check the Select All check box to select all funds in the
browser and include all funds in the report.

6. Indicate the starting and ending reporting date range.
OR

Check the Prior Year checkbox if you want the report to reflect account detail for the prior year. The
system changes the date range to the prior fiscal year date range.

7. Enter the starting and ending function, object, location, and program code ranges. To report on one

function, object, location, and program only, enter the same number in the Starting and Ending Range
fields.
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8. Check the Include Null (Zero) Accounts checkbox if you want to include accounts within the selected
fund that have no activity.

9. Click the RUN 4 |butt0n to generate the report.

10. If you selected more than one fund, the system displays the question "Do You Wish to Merge Your
Selected Funds?".
Press YES if the report funds are to be merged together. Press NO if report funds are to be kept
separately.

11. After the report is generated, select one of the following output destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

The Revenue Budget Status Report includes the following information for each account code within the selected
fund(s): account number, account name, budget amount, adjustment amount, revised budget amount, revenue
earned amount, and unearned revenue amount. The Budget amount plus Adjustments amount equals the Revised
Budget amount. The Revised Budget amount minus the Revenue Earned Amount equals the Unearned Revenue
Amount. Subtotals are provided for each fund selected. The report concludes with grand totals for all selected
funds.
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Appropriation Status

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

) To access the Appropriation Status Report routine, Open the Reports tree, Open the Financial Reports tree
and select the Appropriation Status option.

A Appropriation Status Report -0l x|

File Mavigation Help Criteria Report

[« « » 9 | = |4 |

—Report Critena

[~ Selectal Fund;l 3% Date Range: 07,/01/05 IDS;’SDIDS Priar Year [

|Fund’Fund Descriphion - Repart By: By Function ;I
Repart Type: m

A Report Method:

AL port b ethod:

Al Category:  Beginning Yalue:  Ending %alue:

o Function | |

A5

C  Schoal Lunch Fund Object | [

D | Location | |

E  EXTRACLASSROOM ACCOUMTS Program I I

E1  GMS EXTRACLASSROOM

E2 GHS ExTRACLASSEOOM ;I [ Include Hull [Pera) Accounts

[+ Break by Tatals
[~ Screen Version

Ex: Account Display: 1070.760-12-3345

Repont Include

Report Preferences Breaks U_Line
First Function Break * 1010 2 [
Second Function Break = 10 =2 [
Third Function Break. == 1 v r

Title: |AF'F'F|DF'FII.-’-'«TIDN STATUS REFPORT - BY FUMCTION:

|
The Appropriation Status Report window displays.

1. Select the fund from the listing by highlighting the appropriate record. You may select more than one
fund by using the mouse and Shift or Control key. If necessary, you can change the sorting method by
clicking on the column heading (fund or fund description) or further restrict your listing by using the
search feature to jump to a specific record. Check the Select All check box to select all funds in the
browser and include all funds in the report.

2. Indicate the starting and ending reporting date range.
OR
Check the Prior Year checkbox if you want the report to reflect account detail for the prior year. The
system changes the date range to the prior fiscal year date range.

3. Select the manner in which information is to be reported by. The report may be sorted by function, by

object, by function and object, by location and function, by location and program, by program and object,
by month, or by ST-3 format.
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4. Select the report type as either Detail, Summary, or Consolidated. The Consolidated Report is only
available when running the report by Function, by Object, or by Month.

5. Enter the starting and ending function, object, location, and program code ranges. To report on one
function, object, location, and program only, enter the same number in the Starting and Ending Range
fields.

6. Check the Include Null (Zero) Accounts checkbox if you want to include accounts within the selected
fund that have no activity.

7. Use the Break by Totals option to specifically define the formatting of any report breaks that you wish to
include. When the Break by Totals option is checked, the Report Preferences area at the bottom left-hand
side of the window displays.

You can specify whether you wish to include all, some, or none of the report breaks (as shown in the
examples) and whether the subtotals for each break should include an underline by checking the
appropriate boxes.

8. The Screen Version selection generates a report that displays the Account Code, Account Description,
Adjusted Budget, Expensed Amount, Encumbered Amount, and Available Amount. If Screen Version is
NOT selected, the report includes the Account Code, Account Description, Original Budget, Adjustments,
Adjusted Budget, Expensed Amount, Encumbered Amount, and Available Amount.

9. In the Title field, enter the report title that you wish to be displayed at the top of each report page.
10. Click the RUN = button to generate the report.

11. If you selected more than one fund, the system displays the question "Do You Wish to Merge Your
Selected Funds?". Press YES if the report funds are to be merged together. Press NO if report funds are
to be listed separately.

12. After the report is generated, select one of the following output destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.

The Appropriation Status Report includes the following information for each account code within the selected
fund(s): account number, account name, original budget amount, adjustment amount, revised budget amount,
expensed amount, encumbered amount, and available amount. Subtotals are provided where indicated in the
Report Break fields. Totals are provided for each fund. The report concludes with grand totals for all funds
selected.

The Appropriation Status Report (Screen Version) includes the following information for each account code
within the selected fund(s): account number, account name, revised budget amount, expensed amount,
encumbered amount, and available amount. Subtotals are provided where indicated in the Report Break fields.
Totals are provided for each fund. The report concludes with grand totals for all funds selected. The Original
Budget amount plus Adjustments Amount equals the Adjusted Budget amount. The Adjusted Budget Amount
minus Expensed Amount minus Encumbered Amount equals the Available Amount.
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Cash Balance

The Cash Balance Report routine is used to generate a report containing receipts, disbursements, journal entries,

daily activity, and running balance for a specified cash account and date range.

e To access the Cash Balance Report routine, Open the Reports tree, Open the Financial Reports tree and

select the Cash Balance option.

A Cash Balance Report

File Mavigation Help

Criteria  Report

ol x|

[« « » » [ @ = |4

—Report Critenia
.ﬁ.ccount:l

Starting Date:lD?;‘Dl,-’DS
2011 CASH IM MOMEY MARKET S&VINGS Ending Dat81|°5f°'*‘f'3'5
£2012 CASH IN CD'S
22013 CASH IN INVESTMENTS
£202 CASH IM TIME DEPOSITS
£210 FETTY CASH
2221 CASH FOR TAXANTICIPATION NOTES ;

] t Tupe: (+ -

£223 CASH BOMD IMTEREST / MAT. BONDS < L g S (D
AB200 CASH ACCOUNT
AB2011 CASH IN MOMEY MARKET
AB2012 CASH IN CD'S
AC200 CASH IN CHECKING
AC2011 CASH-MM SAVINGS
AC2012 CASH IN CD'S

The Cash Balance Report window displays.

L.

If necessary, change the sorting method by clicking on the column heading (Account or Name) or further
restrict your listing by using the search feature to jump to a specific record. Select the cash account code
from the browser by highlighting the appropriate record.

Indicate the starting and ending reporting date range.

Select the report type as either Summary or Detail.

The Summary report includes the following information: receipt amounts, disbursement amounts,
journal entry amounts, and running balance summary for the reporting date range.

The Detail report includes the following information: period activity reference information (schedule

type and number), transaction date, receipt amounts, disbursement amounts, journal entry amounts, daily
activity amount, and running balance.

Click the RUN 4 |butt0n to generate the report.

After the report is generated, select one of the following output destinations: Preview(screen), Default
Printer, File, or Microsoft Excel.
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Summary Version

Eile

EE e

View Search

05 /06703 DEMO SCHOOL DISTRICT PAGE L
CASH BALANCE REPORT FOR DATE RANGE 07701702 - 0&/06/03 (SUMMARY)
ACCOUNMNT: AZOO CASH IN CHECEING
REFERENCE DATE RECEIFPTS DISEURSEMENTS GEN LEDGER EBALANCE
PERIOD ACTIVITY 07701702 - 05706503 8,650.00 15,272.3¢6 1,.740,000.00 1,.733,376.04
ENDING EALANCE 0506703 1,.733,376.04
Beport Completed 11:40 AM
Detail Version
Report Viewer
Eile Wiew Search
== #al 3 1< <320
05 /06703 DEMO SCHOOL DISTRICT PAGE 1
CASH BALANCE REPORT FOR DATE RANGE 07701702 - 05706703 (DETAIL)
ACCOUNT: AZ00 CASH IN CHECEING
REFERENCE DATE RECEIPTS DISEURSEMENTS GEN LEDGER DAILY ACTIVITY EBALANCE
Journal Entry Schedule - 1 07701502 0.00 0.o0o0 1,740,000.00 1,740,.000.00 l,740,000.00
Cash Disbursement Schedule - 4 02731702 0.00 Ez3.9¢6 0.00 L,735,476.04
Cash Receipts Schedule - 1 08/31/02 1,100.00 o_oo o_oo E76.04 1,740 576_04
Cash Disbursement Schedule - 7 L1lsZ0/0Z 0.00 l.,z&s0.00 0.0o0 t1,z50.00) L1,733,3Z6.04
Cash Disbursement Schedule - 7 L1l/30/0Z 0.00 E00. 00 0.00 Ll,738,826.04
Cash Receipts Schedule - 4 11/30/02 1lo0.00 o_oo o_oo (400._00}) 1,738,926._04
Cash Peceipts Schedule - 2 04715032 450.00 0.o0o0 0.0o0 450.00 L1,729,376.04
Cash Disbursement Schedule — 132 04 /30703 0.00 1z,000.00 0.00 L,7z26,376.04
Cash Receipts Schedule - 2 04/30/03 7.000.00 o_oo o_oo {&,000.00) 1,733,376_04
PERIOD ACTIVITY 07/01/02 - 05706703 &,650.00 15,273.96 1,740,000.00 1,733,376.04
ENDING EALANCE 0506703 L,732,376.04

Report Completed  11:4d AM
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This represents the balance in A200 as of 03/31/2003.

File Wiew Search

EE R

05/06/03 DEMO 3CHOOL DISTRICT PAGE 1

SIMMARY ACCOUNT TRANSACTIONS - A Z00 CASH IN CHECEING - PERIOD COVERED 07/0170Z-03/31/03

LATE REF§ INVE EXPLANATION ECH LEBITE CREDITE BALANCE
07/01/02 11 OPENING LEDCER ENTRIEE JE-1 1,740, 00000 o.0o0 1,740,000.00
08/31/02 + SEE CASH DISBURSEMENT SCH-4 CD-4 0.00 523.96 1,735,476.04
02/31/0Z * ZEE CASH RECEIPTS SCH-1 CR-1 1,100.00 0.00 1,740,876.04
11/30/02 + SEE CASH RECEIPTS SCH-4 CR-4 100,00 0.00 1,740,676.04
11/30/02 * SEE CASH DISBURSEMENT 3CH-7 co-7 o_aa 1,780_00 1,738,926. 04

TOTALS 1,741,200.00 z,273.96 1,738,926.04

Beport Completed L1:58 AM
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These are the Receipts on a schedule that is still open.

05/06/03 DEMO SCHOOL DISTRICT PAGE 1

CASH RECEIPT SCHEDULE NUMBER 8 - APRIL - A FUND - RECEIPTS

REC# DATE ENTRY/ADDITIONAL EXPLAINATION ACCOUNT DEBITS CREDITS
10 04/15/03 TEST RECEIPT
A 200 450.00 0.00
A 2401 0.00 450.00
11 04/30/03 TEST RECEIPT 2
A 200 7,000.00 0.00
A 1001 0.00 7,000.00
GENERAL LEDGER TOTALS.... 7,450.00 0.00
SUBSIDIARY LEDGER TOTAL! 0.00 7,450.00
RECEIPT ENTRY COUNT - 2
These are the Disbursements on a schedule that is still open.
05/06/03 DEMO SCHOOL DISTRICT PAGE 1
CASH DISBURSEMENT SCHEDULE NUMBER 13 - APRIL - A FUND - CHECKS
CHK# DATE VENDOR /EXPLANATION PO# ACCOUNT AMT PAID LIQUIDATED
6 04/30/03 14 - ABC SPORTS & FITNESS
A2110200772400 10,000.00
**CHECK TOTAL** 10,000.00
7 04/30/03 15- ABEKA BOOK
A2110480661900 3,000.00
**CHECK TOTAL** 3,000.00
DISBURSEMENT COUNT - 2 SCHEDULE TOTAL........ccccevuun 13,000.00 0.00
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AUDIT REPORTS

The following document will explain and show the function and use of the Audit Routines that have been built
into the Accounting Manager module.

The Audit Routines can be accessed in Accounting Manager by going to the Utilities menu tree option and
selecting Audit Routines as shown below.

A Accounting Manager,

File Help

@I@]
AT:ccouning

unting Manager

=% Data Entry

+ \4’:} Maintenance

+ \% Feparts

42 Query

2 Utilties

\% Open Budget Routines
\Ef-} General Routines

2 “Year End Routines ¥ M
é Special V'ear End Routines A ccount,ng anager
\Ef-} Audit Routines

B ‘vendor Mame Change Re

EI Wendor Payment Limit Fe

B Pemissions Feport

B Marual Check Review
B Custom Feports Menu
B Custom Utilities Menu

i
++++@

FINANCE MANAGER

Interactive Fund Accounting Software
Copyright € 1952- 2005 MML Software, Lid.

£ |

|

Accaunting bManager
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Vendor Name Change Report

As an example, a Vendor was created with the name A & A COMPANY.

Al ¥endor Maintenance EE&X

File Mavigation Options Help View Utilities Repaork
+ 7 A 3 S 0 | A
Shiow: |.-’-‘«ctive ﬂ I arme: | @ | Vendor zoss Cuazt 1D Mur:
Marne __________________ Status *| Statuz: | J Entity Type:
. e . i 0.00% i 0.00
& P EXAMINATIONS 7 hctive Dise: hip
A5, SEMINARS 10 Active Email: Wieh:
ABATE, MICHAEL 2056 Active 1099 Friord; 0O
ABC SCHOOL SUP. 13 Active Fed D ,—_| D
ABCSPORTS & FITMESS 14 Active
ABEKA BOOK 15 Active -
Address: |Purch -
ABILITATIONS 16 Active fess: [TUIEnasng
ACADEMIC BOOK SERVICE INC 17 ctive Marme: A b A COMPANY
ACADEMIC COMMUMICATION ASS( 18 Active
ACADEMIC IND. INC 19 Active At TERART IR
ALCCESS 20 Active
ACOUSTICAL SOLUTIONS, INC. 23 Active City: ANYTOWN
ALCS DIVISION OF CHEM ED IMC 24.-’-‘«ct!ve State/Prov: Zip: 11111
ADAMS BOOK COINC 27 Active
ADDISON WESLEY PUBCD 28 Active Phone:  000-000-0000  Fay 000-000-0000
ADDISOMNMWESLEY 2042 Active Contact:
ADIROMDACK, DIRECT 2014 Active ¥
Select search column then twpe what you are gearching for

The “Payment” name of that vendor was then changed to JASON ROBERTS.

A Yendor Maintenance

Enter data or press ESC to end.

File Mavigation Options Help View Utilities Report
+ 7 A B o | & | B e | @A
Shiw: |.-’-‘«ctive ﬂ Marne: | @k Vendor zosa3 Cust 1D Murn:
VBD Staus | Status: | J Entity Type:
; el - = ise3: 0.00% ip: 0.ao0
& P EXAMINATIONS 7 bctive Dise: Ship
4,650, SEMINARS 10 Active Email Wieb:
ABATE, MICHAEL 2056 Active 1099 Priorh: O
ABC SCHOOL SUP. 13 Active Fed D l—_| \D#:
ABCSPORTS & FITHESS 14 bctive
ABEKA BOOK 15 Active
Address: (L ~ :
ABILITATIONS 18 Active 1ess Ep Name Switch [
ACADEMIC BOOK SERVICE INC 17 Active Mare: JA5S0OM BOBERTS
ACADEMIC COMMUNICATION AS5( 18 bctive
ACADEMIC IND. INC 19 Active Addiess:  123ANY STREET
ACCESS 20 btive
ACOUSTICAL SOLUTIONS, IMC. 23 Active Ciby: AMYTOWMN
ALCS DIVISION OF CHEM ED INC 24ﬁct!ve State/Prioy: Zip: 11111
ADAMS BOOK CO IMC 27 btive
ADDISON WESLEY PUBCD 28 Active Phone:  000-000-0000  Fay 000-000-0000
ADDISOM-WESLEY 2042 bctive Contact;
ADIROMDACK, DIRECT 2014 Active b
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An Accounts Payable check was cut to the Vendor with the new Payment name.

XTZ Bank )
111 Main st

Somewhere, WY 12345

#x***%15,000 DOLLARS & 00 CENTS**

01/10/2005 515,000.00

JASON ROBERTS
123 ANY STREET
ANYTOWN, WY 11111

The Vendor Payment name was then changed back to A & A COMPANY.

A Yendor Maintenance

File Mawigation Options Help  Wiew  Utilities  Report

+ 7 A 3 & Qe | @A
Shiw: |.-’-‘«ctive ﬂ Marne: | @k Vendor zosa3 Cust 1D Murn:
M ame | Status: | J Entity Type:

s 0.00% i 0.00
& P EXAMINATIONS 7 hctive Disc Ship
AE.5MW. SEMINARS 10 Active Email web:
ABATE, MICHAEL 2056 Active 1099 Priorh: O
ABC SCHOOL SUP. 13 Active Fed ID: ,—_| D
ABCSPORTS & FITMESS 14 Active
ABEKA BOOK 15 Active

Address: |P t A ;
ABILITATIONS 16 Active fess: [reymen B Name Switch |
ACADEMIC BOOK SERVICE INC 17 Active Mare: B & A COMPANYT
ACADEMIC COMMUMICATION ASS( 18 Active
ACADEMIC IMD. INC 19 Active Address: 123 ANY STREET
ACCESS 20 Active
ACOUSTICAL SOLUTIONS, IMC. 23 Active City: AMNYT DM
ACS DIVISION OF CHEM ED INC 24 ﬁ«ct!ve State/Frov Zipe 11111
ADAMS BOOK COINC 27 Active
ADDISON WESLEY PUBCO 28 Active Phone:  000-000-0000  Fay: 000-000-0000
ADDISOMNMWESLEY 2042 Active Contact:
ADIROMDACE, DIRECT 2014 Active b
Select search column then type what vou are searching for

The Vendor Name Change Report is a useful tool in determining if any Accounts Payable checks have been cut
to a Vendor who’s Payment Name has been changed on the Vendor Maintenance screen. Double Click the
selection from the Accounting Manager - Utilities - Audit Routines menu tree as show below.
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T t'.-' SRSl Tl LI A S =
- ‘\_if} Audit Routines

B [*endor Mame Change Report|

|=§'| Yendaor Payment Limit R e

B Pemissions Report

B Manual Check Review

2 rocbees Deeerks kA

The following criteria screen will open for the user to select how the report is to be run - by Vendor
Number/Name, for a given date range, and in Summary or Detail.

A VYendor Hame Change Report
Ele Help Repart

Q= |4

Report Critena

Arrange Wendors by: ™ Mumbet 7 Mame

Date Range: |07/01/04 — |0&/30/05 [ Priar vear

Privt Surnrary or Detall: & Summary " Detail

This is the resulting Vendor Name Change Report in Summary. The Vendor Number is listed with the Vendor
Name as it appears on the Vendor Maintenance screen as well as the Vendor Name as it printed on the check.
The “Check Type” is “C” for computer.

01/10/0E DLEMO SCHOOL DISTRICT

B L L B L L L L o Y R 2 L T o

WENDOR MNAME CHANGE REPORT EY WENDOR NUMEER - STUMMARY

DLATE BANGE : 07701704 - D0&/30/05
VENDOL # VENDOER NAME CHECE WVENDOER HAME CHE TYPE
Z0E3 A & A COMPANY JAZON ROBERTS [

Report Completed 10: 57 AM
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The same report in Detail also includes the Check Number, Check Date, Check Amount, and the User that made
the check entry.

0L/13/08 DEM] SCHOOL DISTRICT

T I I
WENDOR NSME CHENGE REPORT EY WENDOR NUMEER - DETAIL

DATE RANGE @ OF/0L/04 - 06/30/08

VENDOR #  VENDOR HEME CHECK WENDOR HAHE CHE# CHECK D&TE  CHE TYFE CHECK ENTERED BY CHECK AMT

2053 A& A COMPANY JAas0N ROBERTS & 01,1008 [ Rlones 15, 000,00
Report Completed  10:42 AM
0

NOTE: It is important to note that the check itself will also show on the Warrant with the name that printed on
the check - NOT the name that appears on the Vendor Maintenance screen.

0l/s10/05 DEMO SCHOOL DISTRICT PAGE 1

LR E R R R L R R R R e )

SUMMARYT WARRANT NUMEER 1 - FUND» A - TEZT CHECES
FOR 017017058 - 0O1/31/05

CHECHE # VENDOR NALME DATE o CHECE AMOTNT
& JASON BOEBERTE 0l1/s10/0F8 1L, 000,00
NUMEEPR OF CHECEE 1 - WARDANT TOTAL 1L, 000,00

VENDOER PORTION 1L, 000,00

CERTIFICATION OF TARDANT
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Vendor Payment Limit Report

Double click the Vendor Payment Limit Report choice from the Accounting Manager - Utilities - Audit
Routines menu tree as shown below.

L t'.ll SPSLal LAl LI T S

- '\-:’f-::- Audit Routines
B vendor Name Change Re
B [*endor Payment Limit Feport |
B Pemizzsions Feport

B Manual Check Review
P moekare Panarke hdaen

The following criteria selection screen will open and allow the user to specify Date Range, Starting Payment
Amount, and the report Sort method.

A vendorn Payment Limit Report E)E =)
Fil=2 Help FRepork
@ fees . .-ﬁ

Thiz Report Show's All Vendor's Payments Based on
the Date Range and Payment Limit Specified.

Report Criteria

Yendor Range:

Starting D ate: ||:|':-',-f|:|_1_,-f|:|4
Ending D ate: ||:|5,-'3|:|,-'|:|5

Starting Payment Arnount: | 10,000 00

Soart YWendors by = Mame 7 Amount Descending

Eniter The Starting “endor Fayment Sonount.

When the report is run with the above criteria, it should yield only those Vendor Payment Totals that are equal to
or greater than $10,000.00 during the date range of 07/01/04 through 06/30/05. Review the following report.

ols10/05 DEMO SCHOOL DISTRICT PAGE 1

EE R L e e e R R R R R R e e

VENDOR PAYTMENT LIMIT REPORT EY VWENDOR NAME: DATE BANCE: 07/01/04 - 0&/2070E

Vendor Name Tendor Number TTD Total

A & A COMPANT E053 15, 000,00

Report Completed 11:34 AM
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This is the same report run with a Starting Payment Amount of $5,000.00.

01/10405 DEMO SCHOOL DISTRICT DALGE 1

e R R R

WENDOER PATMEMT LIMIT REPORT EBEY VENDOR NALME: DATE PBANGE: 07/01/04 - Q&/20/0E

Wendor Name Tendor Humber TTD Total

A & A COMPANTY Z20E532 1E5,000.00

H & M EQUIPFMENT CO INC TET 7,600_00

BADIO SHACK 1420 Q,000. 00
Feport Completed £:33 MM

Permissions Report

The Permissions Report audit function was designed to monitor access by users to some of
the more crucial functions in Finance Manager in order to maintain proper internal controls.

Double click the Permissions Report choice from the Accounting Manager - Utilities -
Audit Routines menu tree as shown below.

T t..-' PSSl L Eal LI T S
'{-’f_&} Audit Boutines
B wendor Mame Change Re
|=§'| Wendar Fayment Lirmit Fe|
B Pemiszsions Feport
B Manual Check Review
R Mistorn Penarts Mern

Since there is no Criteria window, the following report will be produced automatically.
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0l/10/08 DEMO SCHOOL DISTRICT PAGE 1

e L L e E T

DEIMIZZIONE REPORT

Permission Enployes Name Cann Add Can Update Can Delete Can Print
ACH DRINT DISBURSEMENT CHECRE mean powers ves s s -
PE - PRINT PAYTROLL CHECES MARY BRIGHT TES TES TES TES
STM CHECE SYETEM CRC VALUE STSTEM ADMINIZSTRATOL TES TES TES TES
STM COMVERSION UTILITIES STSTEM ADMINISTERATOE TES TES TES TES
STM CUSTOM ROUTINE SETUP STSTEM ADMINIZSTRATOL TES TES TES TES
S8TM PATROLL DISTREIEBUTION ACCOUNTS STSTEM ADMINISTERATOE TES TES TES TES
STM PRINT ELANE PEDMIZSION WORKSHEET STSTEM ADMINIZTRATOL TES TES TES TES
STM SET PROCEDURE COMTEROL STSTEM ADMINISTERATOE TES TES TES TES
STM ZPECIAL DOUTINES STSTEM ADMINIZTRATOL TES TES TES TES
STM STYSTEM PARARMETERS STSTEM ADMINISTERATOE TES TES TES TES
STM USER MAINTENANCE STSTEM ADMINIZTRATOL TES TES TES TES
STM USER SESSION MATMTEMNANCE STSTEM ADMINISTERATOE TES TES TES TES

Beport Completed 11:-42 aM

This report will display the users that have access to the Accounts Payable Check Printing process, the Payroll
Check Printing process, and all permissions relating to System Manager.

Manual Check Review

Double click the Manual Check Review choice from the Accounting Manager - Utilities - Audit Routines
menu tree as shown below.

L t..-' SPSLal L Eal LA S

- ﬁ-} Audit B outines
B vendor Name Change Re
|=§'| Yendar Payment Limit B ey
B Pemissions Feport
B Manual Check Review

2 monbmes Deeerks hdmce

This report is more or less an Accounts Payable - Manual Check listing that can be run according to the criteria
shown below.
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A Print Warrants for Manual Checks
Eile Help Repork

@ = | 4

Manual Warrant Listing Criteria

Crate Range

|I:IE.-"3I:I;'"DE
Warrant Type: | Summany |

[ Include Check Description
-
-

If the report is run in Summary, you can include the Check Description if desired. Review the following report.

01713708 DEMO ZCHOOL DISTRICT TAGE 1

o L o e R e e e e et

SUMMARY MANUAL CHECE WARPANT FROM 07701704 TO 06730705

CHECE § VENDOL NAME DATE oo ¥ CHECE AMOTNT LAZT MODIFIED BT
1234 H &« M EQUIPMENT CO INC 01/13/08 760000 RIones
1235 TANNEER LUMEER CO 01/13/05 BZ7_00 JTemith
1236 RADIO SHACKE 01/13/05 9,.000_00 TEmith

Beport Completed 10:12 AM

If the report Criteria screen is set to Detail, You can include Check Description, Account Description, and
Additional Explanation.

A Print Warnrants for Manual Checks EB =113
Fil= Help Repork
[z) o= 4

Manual Warrant Listing Criteria

D ate Fange Q7 0104 |DS_.-"3E|,-"I35

wrarrant Type: | Detail - |

[w Include Checlk Description

[w  Include Account Description

[w ¥ddibiornal E=planatior:

Enter data or press ESC ta end.

Page 115



As you can see, the Detail version of the report does show quite a bit more information.

01l/13,/0% DEMO SCHOOL DISTRICT PAGE 1

B kL L e

DETATL MANUAL CHECE WARRANT WITH ACCOUNT CODE EREAFDOWHN FROM 07701704 TO 0&/30708

CHECE # VENDOR HAME f ACCOUNT CODE DATE O O¥ CHE AMOUNT LAST MODIFIED EY
lzz4 H & M EQUIPMENT C0 INC 01713/0F Purchase of Equipment
A4 1310.z00 EQUIPMENT 7,.600_00 RIones
7,600 00 ***
1235 TANNEER LUMEER CO 01713705 Repair Gym Floor
A 1€z0.400-44-1000 AUDITORIUM LTG/GYM FLOOL EET7.00 JEmith
EET_ Q0 ***
1236 PBADIOD SHACEK 01513705 Compubters & Accessories
A4 1740.2ZZ0-11-0000 COMPUTER HARDWARE 9,000 00 JTemith

S,000_00 ***

Beport Completed 10:159 AM

The part of the report where great care should be taken in reviewing is perhaps the Last Modified By column.
This could help to determine who, if anyone, has made changes to secure information.

NOTE: The choice to include Additional Explanation will only activate if the System Parameters - Module
Options screen is set to Allow Cash Disbursement Detail Descriptions.
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BANK RECONCILIATION

Access the Bank Reconciliation Routine from the Accounting Utilities screen.

A Accounting Hilities

File Help Report

Bl = 4

Utility Types

Check Routines
" Opening Budaget Boutines [ tiliky

" Supervizor Diagnostics

i~ Maintenance Routings Yoided Check Report
{* Check Routines Yoid & Feissue

" “Year End Fizcal Routines

(" “Year End Calendar Foutines

Double Click or Press Run for Report.

The following screen opens up.

A Bank Reconciliation

File MNavigation Help Actions

3 B .
Statement Date: Statement Ending Balance:
LA o.oo
Account: | fi i
Account Mame ~
200 CASH IM CHECKIMG
TaA200 CASH IM CHECKIMG
TE 200000000000 SCHOLARSHIF CHECKING
F2a0 CASH IM CHECKIMG
F101z00 CASH IM CHECKIMG I
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This screen requires the user to enter the “Statement Date” and the “Statement Ending Balance”.

Press the “Checks” button to continue.

A Bank Reconciliation

Eile Mawigation Help Actions

€ & & 3 [ o

Statement Date: Statement Ending Balance:

dl
04,/30/02 1,729,376.04 N

Aceount: | i Y
Account Hame "~
c2o0 CASH IN CHECKING
TAZ00 CASH IN CHECKING
TE 200000000000 SCHOLARSHIP CHECKIMNG
F200 CASH IN CHECKING
F101200 CASH IM CHECKING v

Enter the Statement Ending Balance.

The right side of the screen opens up with a list of all “Uncleared” checks.

A Bank Reconciliation

Ending Bank Balance: 1,729,375.04

7,000.00

1z,000_00

+ Deposits in Transit:
— DOutstanding Checks - See Listing:
+ Other Credits: o.oo

— Other Debits: o.oo0
= Adjusted Ending Bank Balance: 1,722,276.04

* Thigz should agree with your book balance

Cash Account Balance: 1,733,375._04

BE&®
File Mavigation Help Actions
(Z) e | * = > B | S| o
Statement D ate: Statement Ending Balance: Azoo
04720702 1,729, 3704
Check Drates: | - |D4,-‘30,-’03 @
Account: h
Check#: u]
Account M ame -~ L Roclectial) = #
Checkﬁ“ssue Date|F'ayee Amount|CIeal |Date Clearec
200 CASH IM CHECKING E 04/30/03 ABC SPORTS &FITH 10.000.00 M
Taz00 CASH IN CHECKING 7 04/30/03 ABEKA BOOK 3.000.00 N
TE 200000000000 SCHOLARSHIF CHECKING
F200 CASH IN CHECKIMNG
F101200 CASH IM CHECKIMG P
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It is important to enter the amount of Deposits that have been made in the month of April, but have not shown up

on the Bank Statement.

A Bank Reconciliation

File Mavigation Help Actions

o] = &

Statement D ate: Statement Ending Balance:

04,/20/03 1,729,3276_04
Account:

Account

AZ00 CASH IM CHECKING

C200 CASH IM CHECKING
Taz200 CASH IM CHECKING

TE 200000000000 SCHOLARSHIP CHECKING
F200 CASH IM CHECKING
F101200 CASH IM CHECKING

/ B & v
A200
Check Types: EEAMEEEE | Check Dates:l
[ Select Al

- |nasz0/03 ﬁ
Check: 0

Eheckﬂllssue DatelF’a_l,Jee

.l’-‘«mount|Cleal |Date Clearec

£ 04/30/03 |ABC SPORTS & FITH
704/30/03 |ABEKA BOOK

]

Ending Bank Balance:

1,729,31&.04

7,000.00

Deposzits in Transit:

— Dutstanding Checks - See Listing: 13,000.00
+ Other Credits: 0.00
— Other Debits: 0.a0d

Adjusted Ending Bank Balance: 1,723,376 04

* Thiz should agree with your book, balance

Cash Account Balance: 1,732,376 04

10,000.00 M
3.000.00 N

Continue by highlighting the check or checks that have been cleared the bank and press the “Clear” button.

A Bank Reconciliation

Fil= Mawigation Help Actions

.‘25123

(2] o= =

Statement Ending Balance:

Statement Date:

04/30/03 1,7z29,376.04
Account: i
Account MName -~
cz00 CaSH IN CHECKIMG
Taz200 CaSH IN CHECKIMG
TE 200000000000 SCHOLARSHIP CHECKIMNG
F200 CaSH IMN CHECKIMG
F101:200 CASH IN CHECKIMG -

Ending Bank Balance: 1,723,376._04

7,000.00

13,000, 00

+

Deposits in Transik:
Outstanding Checks - See Listing:
Other Credits:

Other Debits:

1,723,376.04
* Thiz should agree with your book, balance

= Adjusted Ending Bank Balance:

Cash Account Balance: 1,733,376, 04

->->|§'/‘/

A200

Check Types: |Mot Cleared = | Check Dates: |

[ Select All

- |oarzns0z ﬂ
Check#: [ Y

Arnount| Clear |Date Clearec
|
3.000.00 M

Select search column then type what pou are searching for
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The following screen shows the remaining “Uncleared” check(s).

A Bank Reconciliation

File Mavigskion Help Actions

(7 o | #2 =]
Statement D ate: Statement Ending Balance: Azoo
04 /30,03 1,729, 376.04

Check Types:

Account: |
[ Select all

Nk

Account h arne

| Check Dates: |

- |nasz0/03 ﬂ
Check#: 0 d%

Checkﬂ|lssue Date|F'a_l,Jee

.f-\mount|CIeal |Date Clearec

Taz200 CASH IN CHECKING

TE 200000000000 SCHOLARSHIP CHECKING

F200 CASH IM CHECKING

F101200 CASH IN CHECKING v

Ending Bank Balance: 1,729,376.04

+ Deposits in Transit: 7.,000.00

— Outstanding Checks - See Listing: 3,000.00

+ Other Credits: 0.00

Other Debits: 0.00

= Adjusted Ending Bank Balance: 1,733,376.04

* Thiz should agree with your boak balance

Caszh Account Balance: 1,733,376.04

C200 CASH IN CHECKING 7|04/30/03 ABEKA BOOK

3.000.00 K

Press the “Printer” button to produce the following report.

05/07/03 DEMO SCHOOL DISTRICT

Bank Reconciliation
A200 CASH IN CHECKING
Period Ending 04/30/03
04/30/03 Ending Bank Balance:
Add Deposits in Transit:
Deduct Outstanding Checks - See Listing:
Add Other Credits:
Deduct Other Debits:

04/30/03 Adjusted Ending Bank Balance:

* This should agree with your book balance

OUTSTANDING CHECK LISTING:

DATE CHECK# PAYEE

PAGE 1
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1,729,376.04

7,000.00

3,000.00

* 1,733,376.04

AMOUNT

04/30/03 7 ABEKA BOOK

TOTAL CHECKS:

TOTAL:

3,000.00

3,000.00
1

Page 120



The following is a list of Cash Receipts that have been made in the month of April.

05/06/03

DEMO SCHOOL DISTRICT
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CASH RECEIPT SCHEDULE NUMBER 8 - APRIL - A

FUND - RECEIPTS

REC# DATE ENTRY/ADDITIONAL EXPLAINATION ACCOUNT DEBITS CREDITS
10 04/15/03 TEST RECEIPT
A 200 450.00 0.00
A 2401 0.00 450.00
11 04/30/03 TEST RECEIPT 2
A 200 7,000.00 0.00
A 1001 0.00 7,000.00
GENERAL LEDGER TOTALS......eeuveuneennn. 7,450.00 0.00
SUBSIDIARY LEDGER TOTALS...........o... 0.00 7,450.00

RECEIPT ENTRY COUNT

- 2

The following is a list of Cash Disbursements that have been made in the month of

April.

05/06/03

DEMO SCHOOL DISTRICT
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CASH DISBURSEMENT S

CHEDULE NUMBER 13 - APRIL - A FUND - CHECKS

CHK# DATE VENDOR / EXPLANATION PO # ACCOUNT AMT PAID LIQUIDATED
6 04/30/03 14 - ABC SPORTS & FITNESS
A2110200772400 10,000.00
**CHECK TOTAL** 10,000.00
7 04/30/03 15 - ABEKA BOOK
A2110480661900 3,000.00
**CHECK TOTAL** 3,000.00
DISBURSEMENT COUNT - 2 SCHEDULE TOTAL....oviuunnnnnnnnnnnn 13,000.00 0.00

The following is a “Detail Account Transaction” report through the month of March.

05/06/03

DEMO SCHOOL DISTRICT
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SUMMARY ACCOUNT TRANSACTIONS - A 200 CASH IN CHECKING - PERIOD COVERED 07/01/02-03/31/03
DATE REF# INV# EXPLANATION SCH DEBITS CREDITS BALANCE
07/01/02 11 OPENING LEDGER ENTRIES JE-1 1,740,000.00 0.00 1,740,000.00
08/31/02 * SEE CASH DISBURSEMENT SCH-4 CD-4 0.00 523.96 1,739,476.04
08/31/02 * SEE CASH RECEIPTS SCH-1 CR-1 1,100.00 0.00 1,740,576.04
11/30/02 * SEE CASH RECEIPTS SCH-4 CR-4 100.00 0.00 1,740,676.04
11/30/02 * SEE CASH DISBURSEMENT SCH-7 CD-7 0.00 1,750.00 1,738,926.04
TOTALS 1,741,200.00 2,273.96 1,738,926.04
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