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S7: SchoolBooks Advanced Reporting

Agenda:
1. Using Filter option
2. Using Summarize option
3. Using GL Print Groups
4. Using Categories
5. Consolidated Reporting
6. Master Audit Report
7. Audit Selection Report
8. Purchase Order Check Cross Ref Report

1. Using Filters
a. Based on the GL account numbers.
b. Used to limit the records that show on the report.

Filker a0

Summarize Lewvel -

Flay School High School

ACCOUNT ANALYSIS REPORT - SUMMARY
Date Range: 7/M1/2005 through 3202008
FAeocount Range: ALL

ACCOUNT # AND DESCRIFTION BEG BALANCE INCOME EXPENSE TRANSFERS BALANCE

Other Accounts

23046-30-00 Spanish Club a2 62 7a4.00 8.74 (345000 1,002.78
2310-30-00  Latin Club G0 .44 Foo.oo 345.00 1.Giek3 A
2340-30-00 French Club 254 85 4700 1,001 85
2802-30-00 Science Club 1,245 52 52.00 1,287 52
2810-30-00  marketing Club 32508 2.722.00 3047 98
2815-30-00 Radio Club 54 58 21.00 12.14 700.00 2,163 .44
F610-30-00 Pep Squad 45 08 30049 (roo.om G097

Total Other Accounts 4,400,947 6 266,99 20,58 0.00 10,747 .02
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2. Using Summarize to roll up accounts together

a. Based on the GL account numbers.

b. Used to “roll up accounts” or combine sub-accounts into one group.

Filker

Summarize Lewvel - -

2105 %Sales Tax Pawyable 251 45 251,45 0.o0
2200 Computer Club 0.oo G5E .00 BA5G.00
2210 Latino Club 4,142 93 120.00 43.10 4,279 83
2215 Soccoer 421435 467500 Q2500 8,064,235
2220 Baseball 361137 1,760.00 110.738 5,250.59
2230 “arsity Football 0.oo 9.312.00 4,042 75 0,269,245
2245 Musical Theater 0.o0 6,541 .00 5.541.00
2250 Athletic Club 0.o0 Yoo.00 A0.00 650,00
3. Using GL Print Groups
a. Used on Financial Reports and Account Analysis Reports.
b. Set up GL Print Groups — Maintenance\Print Group Maintenance.
c. Assign to a GL Account — Maintenance\GL Account Maintenance.
Feriod End D ate 03420406
Frint accounts with zer balance []
{ze G Print Groups:
TRIAL BALANCE WITH PRINT GROUPS - AS OF 3/20/2006
Account # D escription D ebit Credit
Group: ATHB Athletics - Boys
2210-10-10 Waolleyball ~ Boys T 1.587.52
22156-10-10 ESoccer ~ Boys T G245 22
2220-10-10 Baseball~ Boys T 2,695.74
2230-10-10 “arsity Football T 5,269 .25
Taotal for: ATHB 0.00 16,297 .20
Group: ATHG Athletics - Girls
2210-10-20 Waolleyball ~ Girk 252225
2215-10-20 Saccer ~ Girls 261912
2220-10-20 Softball~ Girls 1,554.85
Total for: ATHG 0.00 G 595 22
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4. Using Categories

a.

b
c
d.
e

—h

Deposit. See Session G1 - Integration.
Modify existing Category Codes or add them to existing transactions —
Management\Special Functions menu.

Category Detail Report - Sample

Used on individual transactions for reporting across GL Accounts.
. Set up Categories — Maintenance\Category Maintenance.

. Assign the Category to lines on individual transactions as you go.
NEW! Category Codes can now be assigned to Vendors in Vendor Maintenance.
. Can also be assigned to items in Tracks so they will come through onto a Bank

OFFICIALS Officials

0OG05
0OG05
00/20/05
09/20/08
09/20/08
09/20/08

3305
3306
310%
ok E
2300
a3m

Jachk Strong Referees for $eason 05-06 2230-10-10
hel Stone Referees for Season 06-06 2130-10-10
Jachk Strong Softball Game - Official 2220-10-20
Jachk Strong Softball Game - Official 2220-10-20
hel Stone Official - Softball Game 2220-10-20
Jack Hiedal O fficial - Sotthall 2220-10-20

Warsity Foothall
Warsity Foothall
Softhall ~
Softhall ~
Softhall ~
Softhall ~

Girls
Girls
Girls
Girls

100.00

100.00
&0.00

(50,007
&0.00
&0.00

0.00 0000 |

5. Consolidated Reporting

a.
b.

Use this feature to combine data for multiple schools.

You need to have each school (with data) set up on one copy of SchoolBooks.
That is, when you access School Maintenance, you should see all the schools

you want to consolidate.

Management\Customize\School Settings — for each school:

1. Check the Consolidation checkbox.

2. Enter the type of school. Used for grouping purposes.

|nclude in Congolidations

Consolidating data and printing reports:

1. Management\Special Functions\Consolidate Data
2. Management\Special Functions\Consolidated Reports

I Summary by School
i Summary by GL Account
iii. Detail by Account/School

School Tepe

High 5chool

[
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6. Master Audit Report

a. Where is it? Management menu\Special Functions.
b. Allows you to see all transactions entered in SchoolBooks including when it was

entered and by whom. (Only if you've set up and use User Codes.)

c. Sort by Date Updated, GL Account Number or User Code

Flay School Hig
MASTER AUDIT REFPORT - BY DATE UPDATED
Account Range: ALL
Date Range: 712005 through 2202006
User Range: ALL
Ref # Trans Date Uszer Code Type Hame/Purpose Account #and Description Armnournt
330450 1011405 i bt | T-3HIRT WMED RED 2810-30-00 - marketing Club 10000
33050 10/11/05 CM | T-SHIRT XL WHITE 2810-20-00 - W arketing Club 12.00
U pdate Date: 10/23.2005
Source Journal: ADO1-002 Update Time: 12:44 PM
4 072005 MASTER | MSF Check# 432 1000-00-00 - Cash-Chkyg - Sunshine Bank (13.007
4 072005 MASTER | MSF Check# 432 2340-30-00 - French Club (13.00)
5 073005 MASTER | Interest Earned - July, 20 1000-00-00 - Cash -Chkg - Sunshine Bank 12.57
il 073005 MASTER | Interest Earned - July, 20 4300-40-00 - Interest Earned 12457
Source Journak AD02-002 Update Time: 12:44PM
G 0343005 MAZTER 1 Interest Earned - August, 1000-00-00 - Cash-Chkyg- Sunshine Bank 11.58
= 0243005 MASTER | Interest Earned - August, <4300-40-00 - Interest Earned 11.56
Source Journal: CT#3-001 Update Time: 12:51 PM
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7. Audit Selection Report — tool for auditing SchoolBooks
a. Where is it? Management\Special Functions.
b. This report allows an auditor to direct the program to select a number of random
transactions for audit testing.

lS Audit Selection Report - Play School High School - |EI|1|
— Step 1: Gather Data
Selection All Starting Ending
D ate ] 07/01/08 03/20/06
— Step 2: Enter percentage selections — Step 3 Other Optiohz
Tranzaction  Select Fecard P B
v
Count 5 Connt Print lizt of mizsing checks
Bank Depasits 27 50 13 Fririt list of void checks Il
b atiual Checks i5 50 7 Pririt list of missing receipts
Computer Checks 7 100 7 Prirt list of missing POs ]
Adjustmants 4 100 4 List all checks ower 1.000.00
Tranzfers ] 100 2 Frint Prior ‘r'ear Comparison: |
i r
Cazh Transfers 3 100 3 Fiten e 5 el i e :]
Fulti-Line Tranzfers 1] 100 1] — Step 4 Create Fil
Receipts 26 28 B
Remember Settings [
EPSOM Stylus C8E Series (Copy 1] on MeD8: [ G PFiint l = Prexiewl':@ Cancel [ = Setup
| [cM [ZrLey  [o3/20008

1. Audit transaction data.
a. Gather data for a specific date range.
b. Enter the percent of each type of transaction you want to audit.
c. Create the files.
d. Print or preview the report.
Print list of void checks.
Print list of missing checks.
Print list of missing receipts.
Print list of all checks over a certain amount.

abhwn
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8. PO Check Cross Reference Report
a. Whereisit? Reports/Vendor Reports.

b. Shows you all checks issued against specific purchase orders.
c. Shows you the difference between ordered amount and paid amount.

CEix
Selection All Starting Ending
PO Mumber =X T TE 3
PO Date ] 07/0n./08 03/20/06

Femember Settings [ |

EPSOM Styluz CBE Series [Copy 1] on Mels:

[ @ Print I o F'regiewll::ﬂ Cancel I =5 Setup

| [=7] |ZPLaY |03/20/08
Flay School High School
PO CHECK CROSS REFERENCE REPORT
PO Mo Range: ALL
Date Range: ALL
Bank & Check
Check Mo, Date Type “endor on Check Inoice Ho. Furpose Amount
PO Ho: 4026 0801705 Vendor: WESTERH Western Athletic Supply, Inc. Orig Amt | Diff: G50.00 15004
A 3287 agMo0s Tt WM estern Athletic Supply, Inec. == Fary Saccor Sharts S00.00
Check Total for PO 4026 500.00
PO Ho: 4028 03/01/05 Vendor: UHITED United Rentals Orig Amt | Diff: 2,000.00 12.00
A 3280 02/20/05 ] United R entals 21417 Tables and Chairs 1,828.00
Check Total for PO 3023 1,988.00
PO Ho: 4029 0801105 Vemdor: HARPER Athletic Supplies For All Orig Amit / Diff: 100,00
A 32093 09s29/05 & Athletic Supplies Far All 5841 Saccer nets S0.00
A 09s29/05 Athletic Supplies Far All 5841 Saccer nets S0.00
Check Total for PO 4029 100.00
NOTES:
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