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Agenda

e Setting Up Your Printers
e Creating Your School
 GL Account Maintenance
* Vendor Maintenance
 Bank Account Maintenance
* Entering Startup Data
a2 Recording Expenditures and Income
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Setting up Your Printers

Go to Management/Customize/Workstation
Settings.

|5 Workstation Settings

Frinter Setup ]
Report Printer EPSOM Styluz C3E Senez on Mely: i
Checks Prnter | HP Lazerlet 5 on LPT1: 7
Receipt Pinter | EPSOM Stylus C83 Series an Mel7: -
PO Printer EFSOM Styluz C83 Senesz on Mely: -
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Creating Your School

~
e School Code
Go to School Maintenance
and enter < » School Name
_+ Data Location

IS School Maintenance

School Code | MEW ;] warkstation [D | CRLADD
M arne Mew Schoal High Schoal
PathtoData | C:\PROGRAM FILESABES7AELUEEEAR SBDATAME W
| €[> [ (& 0K |+ OK(andRebuidData) | 8 Cancel | 3¢ Deiste | = | % |
ZPLAY 02/26/07
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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

IS GL Account Maintenance - Play School High School

Account # | 22151010 v ) Description v
1. Main 2. Tranzactionz ] a Encumbrances]
Advizor Tirn W el Inzome Budget RO0.00
Type Expenze Budget RO0.00
Impart Type Dretail - ] Current Balance B.345.23
Frint Group ATHE 3] Athletics - Bops Current Encumb Balance h.h91.23
President | Hary Smith Only these 3 fields are required!
Secretan) Morley Redd
Inactive []
[KI(I)I)!J [-ﬁ Arocept ll;j?l Eancellx Delete I*;;I?J

Enter Dezcription far Account

ZPLAY 0803/ 06
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Important about GL Accounts

« Number can be 25 characters, 9 segments.
e Description Is 30 characters.
e 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

e Create Vendor records here. Vendors can
be people, businesses, or other schools.

« With Vendors you can
 Issue purchase orders.
* Recelve Invoices.
* Write checks.

e SchoolBooks maintains PO and check
history detall for Vendors so you can print
reports and 1099s at the end of the year.
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Vendor Maintenance

IS Vendor Maintenance - Play School High School

FEX

Vendaor Murnber |EH:IES‘T’F! [M:{»JJ Marme |E|:|I:|'3 fearbook, Productions |
1. Main ] 2. Open Invoices ] 3. Checks ] 4 POz ] 5. Paid Invaices ]
Address 1 | 7866 Dverland Drive | OuRefNo | 45672244 |
Addrezs 2 || | CY'TD Pavments | .EIEI|
City | Culver City | FYTD Payments | 1,050.00|
State  |CA | Zip 90230 || 1544 | Terms | |
Phore | [310) 534-5444 | Ship Yia | |
Fan | [310) 534-5444 | Inactive [ |
Contact |-.|ames Hill | 1093 Information
Category | & | | | Teee
Tee | ] Tax ID |99.5622454 |
o
[Kl(l)l)” ['ﬂ' gcceptlﬁ‘\ Eancellx Qeletelfgl?J
Enter Wendor Address LPLAY 08/08/06
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Bank Account Maintenance

e Set up a bank account for each CASH
account. That includes Petty Cash.

|S Bank Account Maintenance - Play School High School

Bank Code A [
GL Account Mumber E Cazh -Chkg - Sunzhine Bank
Bank Account Mumber 1264-4657-102
Descriphion Cash -Chkg - Sunshine Bank Lack ™
Wendor SUNSHINE [0
|K|{|)|H| f&cceptltﬂgancellxQeletel*j;l‘@:'|

ZPLAY 02426407
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Entering Startup Data

« Enter all beginning balances, outstanding
checks, and outstanding deposits in System
Startup.

EEGENWEn = Help

Customize b

aystem Maintenance aystem Security k
Desktop Button Maintenance
Auto-Complete Maintenance

-

Spedal Functions

Global Data Management »

aystem Startup Beginning Balances
Forms » Opening Bank Checdks
School Maintenance Opening Deposits

. CONNECTIONS 2007




Beginning Balances

o E n te r d e b itS |S GL Account Beginning Balances- Play School High School

. = Beainning Balance Date | 0B/20/07
aS p O S I t I Ve Acct Mo Dezcription Beg Balance Type -
1200-00-00 LD - Sunshine Bank. 2000000  CashAccount
n u m b e rS 1500-00-00 Student Stare Inventary ge3.09  Other Cumrent Asset
1600-00-00 Accounts Receivable o.on  Other Current Aeset |
. 2000-00-00 AP Tests oon Trust Account
a n d C re d | t S 2005-00-00 District Clearing non  Liability (Cument]
2100-00-00 Boozter Club oo Trust Account
. 2105-00-00 Sales Tax Payable 251 45 Liability [Cument]
aS n e g at I Ve 2200-00-00 Computer Club oo Trust Account
2210-00-00 Lating Club oo Trust Account
n u m b e rS . 2210-10-10 Yolleyball ~ Boys Ama7rEa TrustAccount
2210-10-20 Yaolleyball ~ Girls 2AER35 TrustAccount
. 22151010 Soccer ~ Bops Ag4523  TrustAccount
Y E n te r u S I n g 2215-10-20 Soccer ~ Girlz 23812 Tzt Account
2220-10-10 Basebal ~ Boys 238662 Trust Account -
| ast d ay Of Total of all Accounts [Should equal zera) Q.00
- [V Accept Il:ﬂ Cancel
prior month. o
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Trial Balance

« Verify that the total of debits matches the
total of credits.

|S Trial Balance - Play School High School

Feriod End Date 12/31/06
Frint accounts .
Play School High School
Lze GL Print 3
TRIAL BALANCE - AS OF 1213172006
Femember Setings [ Account # D escription Type D ebit Credit
HF Deskl)et 500 on LPT 4 poo_go-oo Cash -Chkg - Sunshine Bank c 39,406.90
1005-00-00 Cash - Savings - West Bank c 2639.41
1100-00-00 Petty Cash C 200.00
1200-00-00 CD - Sun=hine Bank C 20,000.00
1500-00-00 Student Store Inventory a] B883.09
2000-00-00 AP Testz T 76.25
2005-00-00 Diztrict Clearing L T0.81
2210-00-00 Latino Club T 150.00
2210-10-10 Volieyball ~ Boys T 1,587.58
2210-10-20 Volleyball ~ Girlz T 2,565.35
2215-10-10 Sqeoer ~ Boys T 2,350.48

64,679.42 4,579.42

Totals match
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Opening Checks

« Any outstanding checks on your last bank
statement must be entered here.

Is Opening Bank Checks Entry -Play School High School

Bank Code A (@ Check Mo | 100 N
Armount 15.00

D ate 0BA05/07

Yendar Name P ark. Sriith

|H|{|}|H| |-ﬁ Ecceptltﬁgancellx Delete |“_;a|ca:'|
SPLAY 0242607
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Opening Deposits

« Any deposits In transit on your last reconciled
bank statement must be entered here.

IS Opening Deposit Entry - Play School High School

Bark Code A (@) Deposit Mo | 100 Q)
Amount 4055.00

Date 040607

Deposzit Dezcrption Fre-Registration 5 ales

|K|{|}|}!| |-ﬂ‘ Accept |l;:ﬁ Ear‘u::ellx D elete |”_;,a|ﬁa:'|

ZPLAY 02426407
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School Settings

IS Customize - Play School High School (3)

Eﬂh':":"[]ata} Accounting ] UDF= ] Muonth End ]cherSettings] Defaults ]

Schoal Infarmation

School Mame Plag 5chool High School [3]

Address Line 1 123 Elmn Street

Address Line 2

City, State, ZIP San Diego Co || 92128
Telephane (958) 123-4567 Fiss (858)123-7230
Usze Tracks Data

Tracksz [tem Faolder C:%Program FileshBB57\BlueBearh T rdata'Lplayh, [ c,[:_] J
Tracks |mport Folder C:%Program FileshBB574BlueBearh5bdata' e playh, [ :l:_] J
Allow Selective mports

Crate Farmat 01.431/05 - Report D ate Starting at | 07/01./06
Account Mask 3533-33-33

Default ‘Auth By' Walue Jack White
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Using the Help files

SCHOOL MAINTENANCE

What does it do? SchoolBooks allows you to set up a new school from scratch or convert data from a prior version
of SchoolBooks. This program walks you through the process of setting up a new schaool.

Whereisit? Gotothe Management Menu, System Maintenance and choose School Maintenance.

Note: SchoolBooks comes with sample data already set up for a school called PlaySchool. Before you can enter
information for YOUR school, you must go to School Maintenance and set up a new school.

USING THE SCREEN

|S School Maintenance

SchoolCode  [wEST [ Workstation D | DESKOO
M ame TWest Mu:uuntai-r{ I-iiﬁh School |

Paifito Data | C:\PROGRAM FILES\BLUEBEARNSBDATAWEST!

€] €] 2 [2] [¥ oK |+ OKiandBebiidDat) |9 Cancel | 36 Delete [ 5] 2 |

SaLly ZPLAY 0 /05406

Workstation ID: SchoolBooks automatically assigns a Workstation ID number to each computer that can access
the program. The program does this so it can keep track of which workstation is doing what in the system. The

Workstation 1D is the first four characters of your computer's name plus a sequence number. SchoolBooks uses
this information because each workstation can see the data from a different perspective.
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System Startup Checklist

o Set up printers — Workstation Settings tab.
e Set up your school in School Maintenance.
e Set up accounts in GL Account Maintenance.

e Set up vendors (people and companies you
pay) in Vendor Maintenance.

e Set up bank accounts in Bank Account
Maintenance.
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System Startup Checklist

e 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.

e Check your forms (POs, Receipts & Checks).
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Let’s Walk Through It!
Or
Questions & Answers
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