S2:

CONNE&&(})@IS

Adjustments and Transfers
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Regular transfers
Multi-line transfers
Cash transfers
Adjustments
Reversing entries

Reqgular Transfers:

A. Regular Transfers allow users to move funds from one _FUND account to
another.
B. Regular Transfers DO NOT affect CASH accounts.
C. Amounts should usually be POSITIVE
Examples:

Move funds allocated for the baseball scoreboard (from Athletics to Basketball).
Move funds for the senior trip (from Due to Student Body to Class of 2006).

IS Transfer Entry - Play Schnn!‘ School a a

Transfer Mumber | MEW 00001 E [rate | 05/05/06 Aot 500.00
From GL Account Mumber | 2250-00-00 9 Athletic Club @
ToGL Account Number | 2220-10-10 S] Baseball ~ Bops
Purpoze @ Funds for new scoreboard
Autharized by Jahn [ Bear @
Category =X
mnnm [# Accept _[t?\ Cancel ]_R Delete
Enter Cateqary Chk FPLAY 1240705
1. Select the “#” button to start a new entry.
2. Enter the date for the transfer.
3. Enter transfer amount as a positive number.
4. Select the “From” and “To” fund accounts.
5. Enter a detail purpose for the transfer.
6. Enter Authorized by (or program populates default).
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Multi-Line Transfers:

A. Multi-Line Transfers, like regular Transfers, allow users to move funds to and from

FUND accounts (not cash accounts), with multiple lines in the same entry.
B. Multi-Line Transfers DO NOT affect CASH accounts.
C. You can enter both _ POSITIVE and NEGATIVE amounts, but the

total of a Multi-Line Transfer must always equal $0.00

Examples:
e Year end transfers to close out account balances.
e Beginning of the year allocation of funds to clubs.
e Reclassification of funds put into incorrect accounts.

|S Multi-Line Transfer - Play School High School

Transfer Number~_ [NEw00003 (0] ;‘
[rate @D?#Eﬂ /6 Authorized By [ Jobn O Bear < 3 #

{ %L Account Mumber | 2250-00-00 | Athletic Club
Purpose Aumards Dues @
Amount 350,00

—

2280-00-00

Cateqgorny e [ Ok lgndnl Ins l Del J
Line GL Account Dezcription Purpoze Arnount

1 22201010 Baseball ~ Boys Auwards Dues -50.00

2 24151010 Soccer ~ Boys Awards Dues -R0.00

K] 221510-20 Soccer ™ Girlz Award: Dues -50.00

4 222010-20 Softball ~ Girls Auwards Dues -50.00

5 22301010 Warzity Football Aumards Dues -50.00

B 24101010 Yolepball ~ Boys Awards Dues -R0.00

2210-10-20 Walleyball ™ Girls: Awards Dues 50,00

Athletic Club Auwards Dues ZR0.00

.00
mnum w’ Acocept l@ Cancel lx Delete
Chd EPLAY 120705

Select the “#” button to start a new entry.
Enter the date for the transfer.

Individual authorizing these transfers.
Select appropriate fund accounts.

Enter a detail purpose for the transfer.
The total of all entries must equal zero.
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Cash Transfers:
A. Cash Transfer allows you to move money between _CASH accounts.

B. Cash Transfers DO NOT affect FUND accounts.

C. There are four types of Cash Transfers:

o Type 1. Manual Check Transfer creates a manual check entry from one
cash account and a deposit to another.

o Type 2: Non-Check Transfer for phone/electronic/online transfers creates
two adjustment entries — one for each cash account.

o0 Type 3: Computer Check Transfer prints a computer check from one cash
account and a deposit to another. NEW.

o Type 4: Void Check Transfer for voiding Cash Transfer checks only.
Regular checks can be voided in Manual/Void Check Entry.

Examples:
¢ Closing bank accounts.
e Transferring money from savings to checking.
e Setting up Petty Cash at the start of the year.

IS cash Transfer Entry - Play Scbgol High School a
Transfer Nurnber HEWDO00E ~ 0E/15/0E
Transfer Mode 1- Enter a manual check Cash Transfer. Armnount 2.000.00
Check Mo 23568
Frarm Bank
Bank Code € [@) [SunshineCD
Fram GL &ccount | 1200-00-00 CD - Sunshine Bank
ToBank
Bank Code & E] Sunshine Bank - Checking
To GL Account 1000-00-00 Caszh -Chka - Sunzhine Bank
\endar SUNSHINE Sunshine Bank Hint: If you are going to write a check,
you'll need to set up a Vendor Code in
Bank Account Maintenance.
Purpose Clozeaut CD Account
authorized by John O Bear @ FefMa
mnu Il:fﬂ LCancel IR Delete
Press to write/rewrite record Ch ZRLAY 12/07/06
1. Select the “#” button to start a new entry.
2.  Enter the date for the transfer.
3. Select the Transfer Mode.
4. Enter the transfer amount.
5. Select the “From Bank” and “To Bank” accounts.
6. Fill in the Purpose and Authorized by fields.
7. Ifthisis NOT a check, you can enter a Reference #.
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Adjustments:

A. Adjustments affect botha __ CASH account and _FUND account.

B. The Adjustment amount may be either _ POSITIVE _ or _NEGATIVE

C. You have to decide whether it will be an _INCOME or __EXPENSE _type of
entry.

D. You know that you'll need to use Adjustment Entry if you find a mistake or a new
transaction on your Bank _STATE MENT

Examples:

Bank interest income or charges for check printing fees.
Bounced checks/NSF checks.

Bounced check fees.

Deposit over or short notices.

Bank errors.

Is Adjustment Entry - Play School Hfﬁ:huul a a

Adjuztrment Hurmber Date | 02/23/06 Aot -fa.00
{ &G L Account Mumber 1600-00-00 g] Accounts Receivable

Caszh Account Number 1000-00-00 Lh | Cash -Chkg - Sunshine Bank
Adiustrment Type 5 |hcome 7y Expenze

Purpoze @ MSF CkiEZ2348 ) Benning YREK

Authonized By John [ Bear
Category Code E]
[RI{I}I}” [ﬂ’ gcceptltﬂ Eancellx Qeletelﬁl?]
Authorized By Chd ZPLAY 1240705

Select the “#” button to start a new entry.

Enter the date of the transaction on the bank statement.

Enter amount to increase or decrease your bank balance.

Select the affected fund and cash accounts.

Determine the Adjustment Type. (What column on the AA Report?)
Provide Purpose and Authorized By for the transaction.
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Reversals:

CHANGED
The best way to correct an entry is to
correctly.

enter the appropriate __DATE

If a SchoolBooks entry has been printed on a journal and updated, it cannot be

doa REVERSAL and then reenter it

. The most important thing to consider when reversing and reentering entries is to

. Most SchoolBooks entry screens have reversal buttons. Those screens include

Receipt Entry, Bank Deposit Entry, Adjustment Entry, Transfer Entry, and Multi-Line

Transfer Entry.

CASH TRANSFER

has its own reversal function.

Examples:
Reverse an Adjustment.
Reverse a Regular Transfer.

Is Adjustment Entry - Play School High School

Adjuztment Number

GL Account Mumber s Lookup

Cash Account Mumber

) Expe

K.arenContine
Categony Code B
[EAPE
Enter A -

Is Adjustment Entry - Play School High School

Adjustrient Tope @) Income Bark Mo,
i
Purpoze

Autharized By

Adjuztment Number D ate
GL Account Mumber

Cash Account Mumber

Adjuzstment Type J
Reverse Adi#a -Entry Enrar

o

John O Bear

Purpose
Authorized By
Category Code @'

Amaunt

on, Existing Transactions

Source Date Ref Mo Amaint

Purpoze

ADOT-002 07/20/05 00000004 MSF Checkdt 432 -13.00 j
ADOT-002 07/30/05 00000005 Interest Eamed -J 1257
ADOZ2-002 08/30/0% 00000006 Interest Eamed - A 11.56 J
ADO3-001 09/01/05 00000007 Bank charges Sept. -10.00

4003001 03/15/06

00000008 Check Printing Char

15.00

FEXx3

Amaunt

Bank Charges
Caszh -Chkg - Sunshine Bank

[@' Accept lt’;\ Cancel lx Delete

Select Category Code

CH ZPLAY 01,1406

Enter date for this transaction — the date of the reversal.
Select the “Reversal” button.

Select the entry you wish to reverse from the lookup.
Provide a detailed Purpose that references the original entry.
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NOTES:
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