SchoolBooks — S3

Bank Reconciliation
Finishing Touches




Agenda

* Adjustments

* Reconciliation Process

« Balancing with the Bank

* Variance?!

» Voiding Stale Dated Checks (optional)
 Month End Reports




y Adjustments

Where? Entry / Adjustment Entry
nterest Earned

Returned Checks

Returned Check Fees

Misc. Bank Charges (Debit)

* Misc. Bank Credits

* For more information, see S2 Adjustments
and Transfers.




Adjustment Wizard

IS Adjustment Entry Wizard - Play School High School MISET

Select Bank and Type for Adjustment

Bark Code &, Qj] 1254-465/7-102 - Sunshine Bank. - Checking
1000-00-00 - Cash -Chkg - Sunshine Bank
Adjustment Type Interest Income - NEW! DepOSit
Correction
Type added to
Adjustment
Wizard!

|l{§ Back |l§ Mext |L;ﬂ Cancel | 7 |
ZPLAY 02423403




Overview

 The Goal? SchoolBooks to be in balance
with the Bank Statement by clearing items.

« Complete every month.
After 45 days is billable as a support issue.




Bank Reconciliation
Period End / Bank Reconciliation

. Single vs. Multiple School.

IS Bank Reconciliation - Play School High School M=

Thiz iz the Bank Reconciliation Wizard.

fou can reconcile any of the banks for a single schoal,
or yau can reconcile a bank that includes multiple schaools.

Ta reconcile multiple schools, the check box far multi-zchool
bank reconciliation must be checked for any school that iz
to be included. Thiz checkbox is located on the Accounting
tab in Management/CustomizeS chool Settings.

Select which type of reconciliation you will be daing,
and then click on "Mext"" below,

Single School -
Multiple Schools

[@ Mewt I[;fﬂ Cancel
M ZPLAY  |02/22/06 BEAR




Bank Reconciliation

Enter the Beginning Balance directly from your
bank statement.

Enter the Ending Balance directly from your bank
statement.

Enter the Statement Ending Date.

* Even if statement ends on the 29th of the month
or another date close to the end of the month,
we recommend you always balance to the
LAST DAY of the month.

* Do this unless otherwise advised by your
auditor/district.

CONNECTIONS 2008



Beginning and Ending Balances

Bank Code

Fleaze enter the starting and ending balance from the curment month's bank, statement,
and the statement's ending date. It iz important that pou enter thesze: number corectly;
othemwize, vou could end up with a non-zero variance, or an out-of-balance condition

and pou will not be able to complete the bank reconciliation.

/L Account Murmber i 1000-00-00

Account Descnphion | Sunszhine Bank - Checking
Beqinning Balance Wﬂ
Ending B alance |m
Statement Date IWI
Last Date Reconciled |—|:"§.-"§|:|_.-"-|:|_?_|
Last Period Clozed |—EIEH_SEHE?|

NEW! Screen
shows last
date reconciled
and last period
closed.

FRTRERTACY=I

| ZPLAY 02426408

h_acﬁuemrwmn‘




» Reconciliation Screen

» Clearing transactions — compare your bank
statement to the Bank Reconciliation
screen.

* Clear all checks that cleared the bank this
month.

» Clear all deposits that cleared the bank
this month.

» Clear all adjustments.




Balancing with the Bank

IS Bank Reconciliation - Entering Cleared ltems from the Bank Statement

Fleaze enter 'cleared' items from the bank statement, and press 'Mest' to complete the process.

Bank Code: A Opening Bal: 15.000.12 Ending Bal: 23.072.23 Diff: -14.072.11
Clozing Statement Date § 07431 /07 Depozitz In Trangt 1622278
Opening Bank Balance | 1500012 Outztanding Checks 1.851.21
Cleared Deposzitz A0 | Outztanding Adjuztments - 43
Cleared Checks/Charges .00 Calculated Book Balance 29.371.23
N EW| The Cleared Adjustments | .00 Actual Book Balance 29.371.23
transac“on Calculated Bank Balance | 15,000.12 | . Y anance _ .IIIIZI|

section is

 Twpe | RefNo  Descipfion | Amount Cleared |
1 : & 110 M5F Checks 432 -13.00
mUCh blgger 1] 8, 102 [nterest Earned - July 12.57
070107 kd 3279 Jack's Snack Shaop q00.00
and haS 070107 hd 3240 Jack's Snack Shop A00.00
0703407 b 3281 State Board of Equalization 251.45
more room 070507 b J282 Green Photography Comparny 125.00
0720407 h 3282 Harper Office Products B2.62
for the fu ” 072507 hd 3284 b ary Smith 1214
L 07007 D 101 BaME DEFOSIT 3.000.00
descrl pt|0n ' 076407 B 102 BAME DEPOSIT 360000
071807 D 103 BAME DERPOSIT 521.25
072507 D 104 BaME DEFPOSIT 299.00
07707 D 110 BaME DEFOSIT 8, 700.00
0730407 D 111 BAME DEPOSIT 10250
< - | 3 S
Sart By il:hecks Grouped = | [@ Clear/Unclear J [@ Back l@ et l@ Cancel l cﬁj] BLUE

ZRLAY 02429408




2 Clearing Voids

2 * . \/oid checks show as two transactions.

* The date on the void check must fall before
the bank statement ending date in order for
both the original check and the void to show
correctly.

 Original Voids do not show on the Bank
Reconciliation.

Date Type Fef Mo D escrption Amount Clrd
L =] Interest Earned - =
o2/s1E/0k8 | 205 Mowe money =4 .00
o2s10,058 ul azav WMestern Athletic 3 0000 C
o2s15,058 w azav WMestern Athletic 3 —&00._0n C
og2s10/0k5 M IJZ8a Bokh'= Yearbook Pro soo_on BLUE

CONNECTIONS 2008




Print Reconciliation Report

Flay School High School
BANK RECONCILIATION REPORT
Az of Statem ent Ending Date: 743402006
Bank Code: A - Sunshine Bank - Checking L Account: 1000-00-00 Sunshine Bank - Checking
Opening Bank Statement Balance: 15,000.12
Cleared Deposits: 1592375
Cleared Checks and Charges: 1.851.21
Cleared Adjustments: (Y
Caleulated Bank Balance: 2907223
Less: Outstanding Chechs .08
Flus: Deposits In Transit: 289.00
Flus: Uneleared Adjustments: .00
Caleulated Book Balance: 20937123
Actual Book Balance: 2837123
WARIANCE: 0.00
Ending Bank Statement Balance: 2907223
Calzulated Bank Balance: 2907223
Cut of Balance Amount: 0.00




2w Print Reconciliation Report

Play =S¢

BANK RECONCILIATION REPORT

Az of Statement Ending Date: /21,2006

Bank Code: & - Suns hine Bank - Checking L Account: 1000-00-00 Sunshine Bank - Checking

Date Type HMame Ref & Arnount Cleared
Cleared Deposits:

o7 0806 o BANK DEFOSIT 101 2,000.00 C

o7 GG L BANK DEFOSIT 102 2,5600.00 C

o7 HEM0G L BANK DEFOSIT 1032 521.25 c

o7 706 0] BANK DEFOSIT 110 2. 700.00 C

o7 20006 L BANK DEFOSIT 111 102 .50 C

S Cleared reposits: 15892275

Cleared Checks=:

o7 406 h dack's Snack Shop 22749 Q00,00 C

o7 04405 h dack's Snack Shop 2220 S500.00 c

o7 0206 fal State Board of Equalization 2281 251 .45 C

o7 0506 fal Green Photography Company 2282 125.00 [

OF 200005 (] Harper Office Products 2283 Gz 562 [

OF 25006 [0 Mary Smith 3284 12.14 C

B Cleared Checks: 1.84581.21

Cleared Adjustments:

o7 20006 A HS5SF Check# 432 101 (12.00y C

o7 2006 A Interest Earned - July, 20032 102 1257 [ o

2Cleared Adjustments: 0.4327 BLUE

Outztanding Deposits: BE&R
07 250066 L BANK DEFOSIT 104 Z299.00 l -

1 Outstanding Depozits:

e



y Update

* Process is not complete until you click the
“Finish” button and receive this message.

! E B ank Beconciliation |z Finished.

« Staple: Bank Statement, Bank Rec Report, and
Account Analysis Detail Report for Cash
Account for this month.

« Balance your bank statement promptly.




%4, Variance

-

| @  ° What does a variance mean?
* There is a problem with your data.
* |t could mean you have corrupted data.

 \What causes a non-zero amount in the Variance

Field?

* You've entered a wrong Beginning Balance from
bank statement.

* Your cash balance in Beginning Balances /
Opening Entries is wrong.

« Data Corruption — something has damaged a file.

« Maybe a transaction that exists in your GL

history file does not exist in the bank
reconciliation file. GEARY

CONNECTIONS 2008




. = When you have a Variance

b s+ Print the AA Detail Report for the Cash Account
) & for this month.

« Compare it to the Bank Reconciliation Report.
Does an item show on one and not the other?

« Call Blue Bear Support. There is nothing you
can do to fix it. Blue Bear has to fix it. Here's
what we need:

Bank Statement from last month.

Bank Reconciliation Report from last month.
AA Detail Report for last month.

Trial Balance from last month.

A backup of your data from Month End.
Bank Statement for this month.

Current Backup (with your Bank BLUE
Reconciliation in balance = GREEN). IBEARY

CONNECTIONS 2008



2@ How to Prevent a Variance

) » « The program will not allow you to enter a
| transaction PRIOR to the date of the last
reconciled statement date for this account.

* Good hardware/networking means no
computer failures and helps to avoid data
corruption.

IS Bank Reconciliation - Entering Cleared Items from the Bank Stateme =10] x|
Pleaze enter 'cleared’ items fram the bank statement, and press MNest' to complete the process.
Bank Code: A Opening Bal: 15.000.12 Ending Bal: 29.072.23 Diff: 0.00
Clozing Statement Date 07431 /05 Depozitz In Transit .00
Opening Bank Balance 1500012 Outstanding Checks .0n
Cleared Depozitz 1592375 Outztanding Adjuztments .00
Cleared Checkz/Charges 1.851.21 Calculated Book Balance 29.072.23
Cleared Adjustmentz - 43 Actual Book Balance 2912423 l
Calculated Bank Balance 29,072.23 Variance 52.00 BLUE:!

CONNECTIONS 2008




. . Voiding Stale Dated Checks
'« » (optional)
s+ Check with your District regarding policy.

» Use Manual/Void Check Entry.

« NEW! Even void checks entered as
outstanding in Manual/VVoid Check Entry.




Month End Process

|S SchoolBooks Main Menu - Play School High School |._||E|[g|
File Maintenance Enftry Journals Reports REEilGl==N Management Help

Year End
Bank Recondliation

1099 Reporting 4

(TSR SchoolBooks will bring

T ———— up each report selection

screen and allow you to

edit options and print

each report

N T T s —— sequentially. Then the
I program will complete
............................... the month end

processing. __Igggg

CATREN™




IS Customize - Play School High School (3)

* Reports are chained relDots | ooy | UDFs | Honiend |
together so you don't | e

Enable Automatic Printing of Month End Reparts

have tO SeleCt them. Fieports to Frint:

Trial B alance

[

Balance Sheet

® Makes |t easy to get Statement of Revenue Report

Account Analyziz Summary Report

the same reports

Encumbrance B eport

h h Cazh Disburzement B epart
e a C m 0 n t . Yendor Check Hiztory Report
Bank Deposzit Hiztory Beport
Transfer History B eport
Purchaze Order History Bepart
Aduztment History Report

OO0O0000REOROEE

Open Purchaze Order Report




v Report Recommendations

* Account Analysis Detail Report for the cash
account (to keep with your Bank
Reconciliation & statement).

Account Analysis Summary Report.

Cash Disbursements Report — list of checks
written in check number order.

« Encumbrance Report — shows you all detall
plus invoices and purchase orders for each
account. You should give this report to
each advisor or teacher.

CONNECTIONS 2008



Let’s Walk Through It!
Or
Questions & Answers




