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__ General Thoughts
"= D ° Establish expectations with bookkeepers &
B 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

Perrmizzion restricted 1

Rearganize
Deskiop

ZPLAY 0131408




User/Group Code Maintenance

* Add users, groups, supervisors.

Is User/Group Maintenance - Play School High School |Z||§,E|

User/Group Code Sally |Gk

Type Uszer -

I ame Sally
Pazzword T33E%
Re-enter Pazsword %

Group l—%l

|K|(|}|}l| |'ﬂ 0k, |Eﬁ£ancel|xgelete|_fﬂlﬁﬁ:’|

SaLLy ZPLAY 01./31./08




Menu Security — It’s Easy

T Menu Security - Play School High School

Frogram Select Al ERIAM JOHM k.Ikd SAM SUE -
Select &l

Daily Menu

- On Account S ales

- Work Screen

- Payments

- Clozeout

- [ aily Sales Inguiny

- Daily D'ata Backup

- Change Uzer

--- Change School

- PCR Expaort ta O aughter
- PCR Import friom D aughter
- |Import Fram FewTrak

Customer Menu
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Consider Restricted Access

) * School Settings

« System Security (except Change
Password)

* Global GL and Vendor Maintenance
» Restore from Backup

* Purge Ultilities
~ « 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

Play School Hi
MASTER AUDIT REPORT -BY DATE UPDATED
Account Range: ALL
Date Range: 10/10/2007 through 1/31/2008 S Ch OO I B OO kS
User Range: ALL
Ref# Trans Date User Code Type Mame/Purpose Account # and Description Amount
Update Date: 10/10/2007
Source Joumal: DPO4-003 Update Time: 02:22 PM
10/10/07 MASTER | W eb Store Clear 1201-00-00 - W eb Store Remittance Clearing (482.33)
10011007 MASTER I Track Sales 1302-00-00 - Web Store Fees {19.67)
1011007 MASTER | APSPAN/AP Test Span 2000-00-00 - AP Tests T5.00
Play School High School
MASTER AUDIT REPORT -BY DATE UPDATED
Date Range: 10/10/07 to 01/31/08
User Range: ALL
ftem Range: AL [racks
Closeout Range: ALL
User
Rec No. Code Cust No. Cust Name Item Number & Description Amount Tax Total
U pdate Date: 10110007 CloseoutNo: 00439
8000001 MASTER 13228 Sanders, Susan SBCARD -5B CARD 15.00
Receipt 8000001 Teotal 15.00 0.00 15.00
8000002 MASTER 501253 Banu, Bella WSCONYFEE - Conv. Fee - Rec# : 8000002 4 50 Cs
YRBK - Yearbook 50,00
APSPAN - AP Test Spanish T75.00 BLUE
Receipt 8000002 Total 13950 000 139.50 BEAR




SB Audit Selection Report

Management / Special Functions

D ate IS Audit Selection Report - Play School High School =13
. Step 1: Gather Dat
Se I e Ctl O n . gglectic; o Al Starting Ending
Date ] |o/o/os | | 01/31/08 |
Ra N d om Last Selected Date Rangs | 12/01/07 | 112731407 |
: Step 2 Enter percentage selections Step 3: Other Options
tra n S a Ctl O n Ernaunrftadim 5;"3'3t ESS;'{':I Frint lizt of missing checks
Sa m p I i n g . Bank Deposits 7 10 Frint lizt af void checks
. . tanual Checks 5 3 Frirt list of missing receipts ™
M ISS I n g Computer Checks Frint lizt of mizsing POz "™
' i List all checks aver §
(a n d VO I d ) Adjuztments 1 100 1 | | -
Tiemizis i 0 Print Prior v'ear Comparison il
C h e C kS y e Toernaliems i 0 Prior ear School Code I:I
kulti-Line Transfers 1] 100 1] Step 4: Create File
S,
. t Receipts 1] 100 1]
recel p S ' Remember Settings [ ]
® C h eCkS Ove r | Canon iF4200 on Nel7: | [ @ Print l Hl Praview qu;ﬁ Cancel l = Setup
Sally ZPLAY 01/31./08

a certain
amount. BLUE




Audit Selection Report

Play School High School

AUDIT SELECTION REPORT

Trans Date User Code Source Type/NamePurpose Account Humber and Description Amount A BCDETF®GH

Source Joumal: Bank Deposits

Reference/Check Humber 116

020707 MASTER DPOE-001 | BAMK DEPOSIT 1000-00-00 - Cash -Chkg - Sunshine Bank 144.00
020707 MASTER DPO8-001 | Danscn, Christopher 2005-00-00 - District Clearing 57.00
0280707 MASTER DFO8-001 | Banu, Bela 2005-00-00 - District Clearing 57.00
020707 MASTER ODPOB-001 | Danson, Christopher 2230-10-10 - Varsity Football 15.00

020707 MASTER DFOE-001 | Banu, Bella 2230-10-10 - Varsity Football 15.00




Cons. Bank Rec Status Report

 Management / Special Functions /
Consolidated Reports

« Displays last bank reconciliation for all schools
with balances.

Play Schnni

BANK REC STATUS REPORT

Last Beg Bank End Bank Total
Bank Statement Statement Statement DQutstand
Code Bank Acct Description Bank Acct Number GL Acct Number Date Balance Balance Checks

School Type: High School
LFPLAY Play School High School

A Suns hine Bank - Checking 1264-4857-102 1000-00-00 Cash-Chkg - Sunshine Ban  7/31/2007 15,000.12 2807223 289.00
B West Bank - Savings Accou 0245-458-4448 1005-00-00 Cash - Savings - West Bank Met Found 0.00 0.00 0.00
W W eb Store Clearing Bank 1300-00-00 Web Store Clearing Bank Mot Feund 0.00 0.00 0.00




Warning Signs

D - Bookkeeper is...

* Taking work home.

* Not taking vacation time.

* Behind but declines offer of help.

* Not giving reports/receipts to advisors.
| ate 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.

CONNECTIONS 2008



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

.
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{ Y ,, » Establish expectations early and reinforce.

» Let them start with a clean slate — not
naving 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.

CONNECTIONS 2008



Let’s Walk Through It!
Or
Questions & Answers




