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Agenda
• Regular Transfers
• Multi-line Transfers
• Cash Transfers
• Adjustments
• Reversing Entries
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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

Populates with the Default in Settings
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Multi-Line Transfer Options
• Management Menu, Customize, School Settings, 

Defaults Tab.
• Choose to use “From-To” in Multi-Line Transfer.
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Multi-Line Transfer
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Cash Transfer
• From Cash Account to Cash Account.
• No Fund Accounts.
• Always use a positive amount.
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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
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Transfer History Report
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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
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Adjustment Wizard - Setup
On the Other Settings tab…
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Using the Adjustment Wizard
• Select Adjustment Type.
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Adjustment Wizard – cont.
• Enter the Bank Code of the cash account.
• Select the adjustment type.
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Adjustment Wizard – cont.
• Uses default GL account for this Adjustment type.  
• Enter information for the other required fields.
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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.
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Adjustment History Report
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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:
Receipt Entry
Deposit Entry 
Transfer Entry
Multi-Line Transfer Entry
Cash Transfer Entry
Adjustment Entry
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Reversing Entries

After date, click 
REVERSAL to launch 
a lookup of all existing 
entries.

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


