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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. 
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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. 

 

 
 

 
 
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. 
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4. Using Categories 
a. Used on individual transactions for reporting across GL Accounts. 
b. Set up Categories – Maintenance\Category Maintenance. 
c. Assign the Category to lines on individual transactions as you go. 
d. NEW!  Category Codes can now be assigned to Vendors in Vendor Maintenance. 
e. Can also be assigned to items in Tracks so they will come through onto a Bank 

Deposit.  See Session G1 - Integration. 
f. Modify existing Category Codes or add them to existing transactions – 

Management\Special Functions menu. 
 
Category Detail Report - Sample 

 
 
5. Consolidated Reporting 

a. Use this feature to combine data for multiple schools. 
b. 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. 

c. Management\Customize\School Settings – for each school: 
1. Check the Consolidation checkbox. 
2. Enter the type of school.  Used for grouping purposes. 

 
 

d. Consolidating data and printing reports: 
1. Management\Special Functions\Consolidate Data 
2. Management\Special Functions\Consolidated Reports 

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

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. 

2. Print list of void checks. 
3. Print list of missing checks. 
4. Print list of missing receipts. 
5. Print list of all checks over a certain amount. 
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8. PO Check Cross Reference Report 
a. Where is it?  Reports/Vendor Reports. 
b. Shows you all checks issued against specific purchase orders. 
c. Shows you the difference between ordered amount and paid amount. 

 

 
 
 

 
 
NOTES: 
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