
General Interest – D3

District Audit 

Functions and Tools



Agenda

• General Thoughts 

• How Blue Bear software can help:

• System Security

• User Codes and Menu Security

• Master Audit Reports

• Call Support if you have a problem

• Some Warning Signs for Fraud Detection



General Thoughts

• Establish expectations with bookkeepers & 

administration (principal and AP). 

• There will be audits, both small and 

large. 

• There will be surprise audits.

• Monthly reports and bank reconciliations 

are due on the 10th.



System Security

• Management / System Security

• Protect the system

• User Codes

• Menu Security



User/Group Code Maintenance

• Add users, groups, supervisors.



Menu Security – It’s Easy



Consider Restricted Access

• School Settings 

• System Security (except Change 

Password)

• Global GL and Vendor Maintenance

• Restore from Backup

• Purge Utilities

• Consolidated Reports

• Renumber/Merge



Master Audit Report

• Management / Special Functions / Master Audit 

Report

• Every transaction has a Date/Time, User Code 

stamp on it.

• You can report on when all transactions were 

entered.

• By User, by Date Updated.

• NEW! Sort by Transaction Date.

• By GL Account (in SchoolBooks only).

• By Item and/or Closeout (in Tracks only).



Master Audit Report - Samples

SchoolBooks

Tracks



SB Audit Selection Report

• Date 
selection.

• Random 
transaction 
sampling.

• Missing 
(and void) 
checks, 
POs, 
receipts.

• Checks over 
a certain 
amount.

• Compare to prior year.

• Management / Special Functions



Audit Selection Report



Cons. Bank Rec Status Report
• Management / Special Functions / 
Consolidated Reports

• Displays last bank reconciliation for all schools 
with balances.  



Warning Signs

• Bookkeeper is…

• Taking work home.

• Not taking vacation time.

• Behind but declines offer of help.

• Not giving reports/receipts to advisors.

• Late on bank reconciliations.

• Displaying personality or lifestyle 

changes.



10-10-80 Rule - Standard

• What is the 10-10-80 rule? 

• 10 percent of employees will 

never steal.

• 10 percent of employees will 

always steal.

• 80 percent of employees will 

steal given the right opportunity, 

motivation, or justification. 



Things to Check For

• Transactions posted long after the fact.

• Multiple Schools in School Maintenance.

• Watch for large cash deposits (make sure 

it’s all there).  Insist on multiple counts.

• Watch for change in cash/check ratios.

• We prefer a 1-to-1 ratio of Closeouts to 

Bank Deposits.

• Paperclips in cash drawer. 



Help your Principals

• Provide some guidance for principals.

• How to check reports. 

• Warning signs of problems.

• Positive reinforcement works best.

• Award for no audit findings.

• Award for timely reporting.



You and Your Bookkeepers

• Establish expectations early and reinforce.

• Let them start with a clean slate – not 

having to clean up someone else’s mess.

• Participation in work-alike meetings so 

they can learn from each other.

• Work with administration to get them the 

training and equipment they need.

• Give them a little bit of time to think.



Let’s Walk Through It!

Or

Questions & Answers


