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Agenda
• Setting Up Your Printers
• Creating Your School
• GL Account Maintenance
• Vendor Maintenance
• Bank Account Maintenance
• Entering Startup Data
• Recording Expenditures and Income
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Setting up Your Printers
Go to Management/Customize/Workstation 
Settings.
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Creating Your School
• School Code
• School Name
• Data Location

Go to School Maintenance
and enter
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GL Account Maintenance

• Enter all the accounts that make up 
your general ledger. 

• Then print a Chart of Accounts.
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GL Account Maintenance

Only these 3 fields are required!
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Important about GL Accounts
• Number can be 25 characters, 9 segments.
• Description is 30 characters.
• Account Type:

• Cash – for your bank accounts/petty cash.
• Trust – balances roll over at year end. 
• Income/Expense – balances get closed out 

at year end.
• Due to SB – Like the equity/capital 

account.
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Vendor Maintenance
• Create Vendor records here.  Vendors can 

be people, businesses, or other schools. 
• With Vendors you can

• Issue purchase orders.
• Receive invoices.
• Write checks. 

• SchoolBooks maintains PO and check 
history detail for Vendors so you can print 
reports and 1099s at the end of the year.
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Vendor Maintenance
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Bank Account Maintenance
• Set up a bank account for each CASH 

account.  That includes Petty Cash.
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Entering Startup Data
• Enter all beginning balances, outstanding 

checks, and outstanding deposits in System 
Startup.
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Beginning Balances
• Enter debits 

as positive 
numbers 
and credits 
as negative 
numbers.

• Enter using 
last day of 
prior month.
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Trial Balance
• Verify that the total of debits matches the 

total of credits.

Totals match
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Opening Checks
• Any outstanding checks on your last bank 

statement must be entered here.
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Opening Deposits
• Any deposits in transit on your last reconciled 

bank statement must be entered here.
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School Settings
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Using the Help files
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System Startup Checklist
• Set up printers – Workstation Settings tab. 
• Set up your school in School Maintenance. 
• Set up accounts in GL Account Maintenance.
• Set up vendors (people and companies you 

pay) in Vendor Maintenance.
• Set up bank accounts in Bank Account 

Maintenance.
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System Startup Checklist
• Choose a cutoff date for entering data (month 

end date – not start of month).
• Enter beginning account balances from your 

existing accounting system.  
• Print a Trial Balance to verify balances.
• Enter Opening Checks and Opening Deposits.
• Select setup options in School Settings on the 

School Data and Accounting Tabs.
• Check your forms (POs, Receipts & Checks).
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Let’s Walk Through It!
Or

Questions & Answers


