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Regular Transfers

From Fund Account to another Fund Account.
Does NOT affect Cash Accounts.

Always enter a positive amount.

Examples:

Move funds allocated for the baseball
scoreboard (from Athletics to Baseball).

Move funds for the senior trip (from Due to
Student Body to Class of 2007).
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Regular Transfers

|S Transfer Entry - Play School High School

Transter Humber | MEWOO0007 E] Date | 01/30/06 Arnaunt 250.00
From GL Account Murber | 3105-00-00 L4 | Class of 2006
To GL Account Murmber 2312-00-00 4 | Class of 2009
Purpoze Clazz gift
Autharized by M ary Smith Populates with the Default in Settings
Category | Q,
|K|(|}|}!| |#gccept|tﬁgancellx Qeleteljal‘ﬁ:'|
Enter Category Chd ZPLATY M #3008
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Multi-Line Transfer Options

Management Menu, Customize, School Settings,
Defaults Tab.

Choose to use “From-To” in Multi-Line Transfer.

IS Customize - Play School High School

SchoolData | Accountrg | UDFs | MonthEnd | Other Sef ‘im

PO Ship To Address [refault Bank Codes

|Uze Default Ship To Address Deposits A
Ship To td ary Phillipz Checks B -
Address 123 Elm Strest
Other Settings
Address 2 Include in Congolidations
City San Diego School Type High 5chool
State LA se Sub-Aocts ]

Zip 92123 1234

Phaone (58] 123-4567 Ext.




Multi-Line Transfer

IS Multi-Line Transfer - Play School High School Mi=1.3

Transfer Number | NEWODODS |

Date 02/05/07 Authorized By | Hilda \weston |
& From i To
GL Account Number | 3105-00-00 (4| Class of 2007
Purpoze | Gift to Other Clazzes |
Arnount 1,500.00
=
Cateqory | ["ﬂ] [ Ok Igndnl Inz l Del J
Line GL Account Descrption Furpoze From Amauint To Amaunt
1 2105-00-00 Clazs of 2007 Gift to Otkher Clas 1,500.00
2 3110-00-00 Clazs of 2008 Gift from Class of 2007 BO0.00
3 3115-00-00 Clazs of 2009 Gift fram Class of 2007 BO0.00
4 32040000 Clazsz of 2010 Gift fram Class of 2007 500.00
Difference | 0.00 | 150000 | 1.500.00
[Kl(l}l}” [ﬂ doocept lqjﬂ Eancellx Delete lgl?]
ZPLAY 0208407
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Cash Transfer

From Cash Account to Cash Account.
No Fund Accounts.
Always use a positive amount.

|S cash Transfer Entry - Play S5chool High School

Transfer Number | NEW00007 [ Date 07/01 /06
Transfer Mode - Amount 2547.00
Cluzrds [ 1 - Enter a manual check Cash Transfer,
From Bank 2- Enter a non-check Cash Transfer.
femEan 3- Enter a computer check Cazh Transfer.
Bank Code 4 Reverse a previous check Cash Transfer.
From GL Account | 1000-00-00 Cazh -Chkqg - Sunshing Bank
ToBank
Bank Code B E Cash - Savings -West Bank
To GL Account 1005-00-00 Caszh - Savingz - West Bank,
Yendor
Purpoze Owerage transfer
Authorized by Hilda Weston Fef Mo
CIKIEIE] [ oot [ ) Carcel [ 56 polte
CM ZPLAY 08/14/08
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Cash Transfer

There are four types of Cash Transfers:
Type 1. Manual Check Transfer.
Type 2: Non-Check Transfer.

Type 3: Computer Check Transfer.
Type 4: Void Check Transfer.

When to use a Cash Transfer:
Closing a bank account.
Transferring money from savings to checking.
Setting up Petty Cash at the start of the year.
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Cash Transfer

IS Cash Transfer Entry - Play School High School

Tranzfer Humber
Tranzfer Mode
Check Mo

Fram B ank
Bank Code

From GL Account

NEWDDD0E [ Date

1- Enter a manual check Cash Transfer. - Aot
23h6a

C L] |Sunshine CD

1200-00-00 CD - Sunzhine Bank

0E/15/08
2.000.00

Tao Bank
Bank Code &, Q Sunzhine Bark - Checking
To GL Account 1000-00-00 Cazh -Chlkg - Sunzhine Bank
YWendor SIMSHIME Sunzhine Bank
Purpoze Clogeout CO Account
Authorized by John O Bear Fef Mo
RBRAEE]
Fress to writerewrite record Ch4 ZPLAY 1240705
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Transfer History Report

IS Transfer History Report - Play School High School

Selection Al Starting

Date [] |o/25/086
Include In Report;
Regular Transfers

Cash Transfers

FEX

Ending

01/31/08

TRANSFER HISTORY REPORT

Play School High Schoaol

R enms
EFPS

Crate Range: 1/25/2008 throwgh 1/31/2006

Trans # Cate Source

Account# and Description

Authorized by

Purpose Checlk/Ref #

Amount

CASH TRANSFERS

5 01/31/08 CTO7-001
1200-00-00 CD - Sunshine Bank
1000-00-00 Cash-Chkg - Sunshine Bank

MULTI-LINE TRANSFER S

Sunshine Bank 1

256

n new C0 account

[SIe]

n new C0 account

2,750.00
{2, 750.00)

2 01/31/08 MTO7-001
2210-10-12 Velleyboall ~ Boys
2210-10-20 Veolleybsll ~ Girk

-33-030  Athletic Club

-00-00 Cl=ss of 20082

Ma

ry Smith

i

lan

n

n

00 o0

LT e T = R |
™OT1 Tl T
a3 3 3
(LSRN R 1 ]
LS R R - R = |

w

2,000.00
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Adjustments

Interest Earned

NSF Checks & Fees

Deposit corrections

Void opening bank checks
Bank charges

Any change to a CASH account
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Adjustments — Old Way

IS Adjustment Entry - Play School High School

Adjuztment Mumber Date | 01431706 Aot h.28
GL Account Numnber 4300-40-00 u:-:‘b] Interest Earned
Cash Account Mumber 1000-00-00 ‘L | Cash-Chkg - Sunshine Bank
Adjustment Type =) Income i+ Ezpenze
Purpoze [nterest earmed Jan 2006
Autharized By kdary Smith
Category Code u:-:‘b]
|K|{|}|H| ﬂ&cceptltﬁgancellx Qeletel_ﬁ|?|

Select Categaory Code Chd SPLAY 431 /06
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Adjustment Wizard - Setup

On the Other Settings tab...

Adjustment \Wizard Settings
Use wizard for Adjustments  []

Default GL Accounts %;
Interest lncome 4300-40-00 [nterest E arned
Bank Charges R450-00-00 B anlk Charges

Fet Check Clearing 9333-00-00 Temporary Clearing
FHet Check Fees 1600-00-00

FHet Check Handling Bank Charge Amount 3.00

Accounts Recervable

PEBE
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Using the Adjustment Wizard

Select Adjustment Type.

IS Adjustment Entry Wizard - Play S5chool High School

Select Adustrent Entrp Type

6&'::' Edit &Adjustment Mat et Updated

 Rewverze Prior Adjustment
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Adjustment Wizard — cont.

Enter the Bank Code of the cash account.
Select the adjustment type.

IS Adjustment Entry Wizard - Play School High School

Select Bank and Type for &djustment

Bank Code & ;] 1254-4657-102 - Sunshine Bank - Checking
4 1000-00-00 - Cash -Chikg - Sunzhine Bank:
Adjustment Type [ -

Interest lncome

Returned Check,

Returned Check, Fee
Mizcellaneaus Bank Charge [Debit)
Mizcellaneaus Bank Credit

[d Back I@ Mext Il,"_’?'l Cancel l ‘E:'J

CM ZPLAY 10403406
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Adjustment Wizard — cont.

Uses default GL account for this Adjustment type.
Enter information for the other required fields.

|5 Adjustment Entry Wizard - Play School High School

Adjuztment for [nterest Income

Drate 09/20,/106 Adjustment Mumber

Interest Amaunt 12.50

GL Account Murnber 4300-40-00 ;T] Interest Earmed
Purpoze Interest Earned Sept 2006 I}_’

Autharized By Hilda ‘westor| o

Categary Code E]

[\j Back llg) Mext Il;:?'l Eancellﬁ.l?]

Authorized By CM ZPLAY 10409406
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Adjustment Wizard — cont.

On final display screen, you can only modify “Purpose.”
Select “Back” if you need to make other changes.
Select “Accept” to complete and save transaction.

Print and Update Journal to post transaction.

IS Adjustment Entry Wizard - Play School High School

Adjustrment Number MEWD00T 7 Date |10/03/06 Aot 1250
Bank Code A, 1254-4657-102 - Sunshine Bank - Checking

Adjuztment Type Interest Income [ncame Column

Purpoze Interest Earmed Sept 2006

Authorized By Hilda ‘\weston Ié__

Categary Code o

Cazh &ccount Mumber | 1000-00-00 Cazh -Chikg - Sunshine Bank

GL Account Murnber 4300-40-00 Interest E armed

|.\-ﬂ Back |~#" Accept |l;'_’?1 Cancel |R Delete | “_;;l ‘? |
] Purpoze for Adjustment Chd ZPLAY 10409406
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Adjustment History Report

Is Adjustment History Report - Play School High School E||E|E|
Selection All Starting Ending
e O3
:
Include Income and Expense |
o s —

Play School High School

ADJUSTMENT HISTORY REPORT
Drate Range: 1/1/2008 through 17312005
Bank Code Range: through £

Ref # Date Amount Type Account# and Description Pur pose/Authorized By Category

Bank Code A: 1000-00-00 Sunshine Bank - Checking

& 01/31/08 5.28 IMNC  4300-40-00 Interest earned Jan 2008
Interest Earned Mary Smith

528 Total for Bank Code A

Report Total
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Reversing Posted Entries

Why reverse a posted entry?

Transaction posted to the wrong account.
Entered the wrong amount.

Entered the wrong date.

Chose wrong Adjustment Type.

* & & »

Reversals can be performed in the following menus:
Recelipt Entry

Deposit Entry

Transfer Entry

Multi-Line Transfer Entry

Cash Transfer Entry

Adjustment Entry

* ¢ &+ & & &+ »
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Reversing Entries

|S Transfer Entry - Play School High School E“§|E|
Tratzfer Mumber | MEWD0003 E Date Amount
From GL Account Murmber Clags of 2009
To GL Account Mumber Class of 2006
Purpoze Reversing Transfer Ref #5
duthorized by bam Smith
Category | @]
Is Lookup on Existing Transactions
K<[22) | & Reversal ¢
Enter Categom Source  Date Fef Mo Purpose Aot
TROZ-00 0241705 00000003 Comrect Dep #2 Pep to Radio 700.00 ﬂ
. TRO2-00 0843005 00000004 Corect Dep 87 Span. ta Laki 345.00
Af'ter d a‘te C I | C k TRO7-00 01430406 00000005 Class qift 250.00
’
REVERSAL to launch
a lookup of all existing _
] hd
entries.
Sort | Reference No = [@ Select IL’E‘I Cancel

Pick the one to be reversed.
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Important......

Reversals are NOT voids!

Program creates a brand
new reversing entry.
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Let’s Walk Through It!
Or
Questions & Answers
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