
SchoolBooks – S7

Advanced Reporting



Agenda

• Categories 

• GL Print Groups 

• Filter

• Summarize

• Consolidated Reporting

• Auditing Reports



Category Codes

• Category Codes are assigned to individual 

transactions.

• Can be used to track a type of expense or 

income across all GL Accounts.

• Category Codes can be required on Tracks 

transactions.

• Management / Customize / School 

Settings - Integration tab



Categories – Initial Setup

• Create the Category Codes you will use in 

Maintenance / Category Maintenance. 

• You can have as many as you want.



Categories – Where?

• All entry screens allow you to enter 

Category Codes for each detail line.



Using Categories

• You can use Category Codes on POs, 

Invoices, Manual Checks, Receipts, Bank 

Deposits, Transfers, Adjustments. 

• You can set default Category Codes for

• Vendors – they will appear on purchase 

orders and invoices.

• Items in Tracks – they will import over 

into Bank Deposits.



What about the past?
• You can add and change Category Codes 

to existing transactions.

• Management / Special Functions / Modify 

Categories.

• No audit trail on Category Codes.

• Add / edit / delete Category Codes from 

existing transactions. 

• No Category Codes for Cash Accounts.

• Can also edit Category Codes in Tracks.



Reporting with Categories
• Reports / GL Analysis Reports / Category 

Detail Report.

• Report shows transactions only, across 
all GL Accounts – no account balances.

• Shows totals for each Category Code 
selected.

• NEW!  AA Detail Report now has Sort and 
Subtotal by Category.

• Account balances.

• Subtotals for Categories within 
account.



Category Detail Report

Sorted by GL Account



GL Print Groups – How?

• GL Print Groups are assigned to specific 
GL accounts.

• GL Print Groups allow you to group certain 
GL Accounts together for reporting 
purposes.

• Shows you total of Income, Expense and 
Transfers for account groups that aren’t 
numbered sequentially. 

• Use them to see all the Boys’ Athletic 
accounts or all the Club accounts.



GL Print Groups – Setup

• Create in GL Print Group Maintenance

• Maintenance / GL Print Group Maintenance

Print Order: The order in which you want the 

groups to print.  



Assigning GL Print Groups

• GL Account Maintenance



GL Print Groups on Reports

• Trial Balance

• Balance Sheet

• Budget Report

• Statement of Revenue

• Mini Profit and Loss Summary

• Account Analysis Summary

• Account Analysis Detail



Filter on Reports

• Filter accounts you want to see.

• Based on the GL account numbers.

• Used to limit the records that show on the 

report.

This only works if your account 

numbers are organized logically.



Summarize on Reports

• Based on the GL account numbers.

• Used to “roll up accounts” or combine sub-

accounts into one group.

This only works if your account numbers 

are organized logically.



Consolidated Reports

• Combines data for multiple schools.

• Management / Customize / School Settings, 

Default tab – for each school:

• Check the Consolidation checkbox.

• Enter the type of school.  Used for 

grouping purposes.



Consolidated Reports

• You need to have each school (with its 
data) set up on one copy of SchoolBooks 
(so the program can see all of them at 
once).

• If you have Client/Server, this is already 
done.

• If you don’t, restore a backup from each 
separate school onto your computer.  



Consolidation Steps

• Create School Groups

• Management / Special Functions / 

Consolidated Reports / School Group 

Maintenance

• Create and run Consolidated Reports

• Management / Special Functions / 

Consolidated Reports / My Consolidated 

Reports

• Build & run reports



Consolidate and Run Reports

• Management / Special Functions / 
Consolidated Reports / My Consolidated 
Reports

• Summary by School

• Summary by GL Account

• Detail by Account/School

• Cash Summary by Month/School

• Cash Summary Totals by School

• Bank Rec Status Report

• NEW! Vendor Reports!



Report - Summary by School



Auditing Tips

• What reports do I give to which people?

• Why do I want to distribute all my reports? 

• How do I add signature lines so that 

people verify what is on each report?



Auditing Tips
• NEW!  Option to add signature lines on 

journals too!

• Management / Customize / School 

Settings - Journals tab.



Master Audit Report
• Management / Special Functions / Master 

Audit Report.

• Shows transactions, including dates and by 

whom (if you have User Codes).

• Sort by User Code, GL Account, Date 

Updated, or NEW! Transaction Date.



Audit Selection Report

• Management / Special Functions / Audit 

Selection Report.

• Allows an auditor to select a number of 

random transactions for audit testing.

• Allows an auditor to specify the data 

he/she wants to examine.



Audit Selection Report

• Gather data for a specific date range.

• Enter the percent of each type of 

transaction you want to audit.

• Create the files.

• Print or preview the report.

• Print list of void and missing checks.

• Print list of missing receipts.

• Print list of all large amount checks.

• Compare with prior year data.



Let’s Walk Through It!

Or

Questions & Answers


