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Advanced Reporting
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« Categories

* GL Print Groups

* Filter

e Summarize
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 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

D - Create the Category Codes you will use in

Maintenance / Category Maintenance.
* You can have as many as you want.

|5 Category Maintenance - Play School High School |Z||E|r5__(|
Category Code OFFICIALS |G
D escription Offizialz

|K|{|}|}l| |'ﬁ gcceptltﬁgancellx Delete |‘-_f,a|‘ﬁ:'|

ZPLAY 12412/08




Categories — Where?

» All entry screens allow you to enter
Category Codes for each detail line.

|5 Invoice Entry - Play School High School

Vendor | CAMCEM Qh] Candy Central Compaty A oLt R00.00
Invoice | 4567777 %] Date 0241507 Ealance 500.00
1. Header ] 2. Detall ]

Type Amount - Purpoze [temsz for February zale

2313-00-00 Qa] Clazs of 2008

Category | FUMDRS Qﬁ] Fundraisers

S o : Feceived B ackorder nit Cost T axable R ate Tax Freight
Quantity [] A .00
Amovnt B00.00 QK ur'lljtl lns gE'
Line Type Item [ty Gty Gty Cost Aot T ax Freight Tatal
FPurpoze Ord Rec BO GL Account Cateqon




ae Using Categories

B ll";i?fgé * You can use Category Codes on POs,
K Invoices, Manual Checks, Receipts, Bank
Deposits, Transfers, Adjustments.

* You can set default Category Codes for

* Vendors — they will appear on purchase
orders and invoices.

e [tems in Tracks — they will import over
into Bank Deposits.

CONNECTIONS 2008



. . What about the past?

~_ * You can add and change Category Codes
3 ' 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.

CONNECTIONS 2008



. . Reporting with Categories

_ . * Reports / GL Analysis Reports / Category
3 ~  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.

CONNECTIONS 2008



Category Detail Report
Sorted by GL Account

Play School High School

DETAIL TRANSACTIONS BY CATEGORY REPORT
D ate Range: 7/1/2007 through 2M12/2008

Category Range: ALL

Account Range: ALL

D ate Ref # Description/'Rec # FPurpose Account # and Description Income Expenses Transfers Taotal

DOMNATION Donations
205-00-00 Latino Club
07/20/07 111 Rachel Shaw - 520 Donation 2205-00-00 Latino Club 100.00 100.00

100,00 0.00 0.00
215-10-10 Soccer ~ Boys
09/22/07 115 Marvin Blumburg - 00000526 Donation 2215-10-10 Soccer ~ Boys 1,000.00 1,100.00
1,000.00 0.00 0.00
250-00-00 Athletic Club
081507 106 Tracks Sales - MISC DOMSPT/Donation - Sports 2250-00-00 Athletic Club 200.00 1,200.00
09/01/07 109 Cho, Stephanie - 163 Donation - Sports 2250-00-00  Athletic Club 150,00 1,450.00
02/07/08 121 Cho, Stephanie - 163 Donation - Sports 2250-00-00 Athletic Club 150,00 1,600.00
500.00 0.00 0.00
400-00-00 Student Body General
09/02/07 113 Kids Care Inc. - 8514723 Conation 2400-00-00 Student Body General 8,000.00 9,600.00
5,000.00 0.00 0.00
110-00-00 Junior Class
a7Mo0m7 101 Terry Edwards - 528 Donation 3110-00-00  Junior Class 2,000.00 11,600.00
2,000.00 0.00 0.00
115-00-00 Sophomore Class
071007 101 Shanna Williams - 128 Daonation 3115-00-00 Sophomore Class 1,000.00 12,600.00
1,000.00 0.00 0.00
12,600.00 0.00 0.00 12,600.00




* GL Print Groups are
_ GL accounts.

PUrposes.

numbered sequentia

e Use them to see all t
accounts or all the C

GL Print Groups — How?

assigned to specific

* GL Print Groups allow you to group certain
GL Accounts together for reporting

« Shows you total of Income, Expense and
Transfers for account groups that aren't

ly.
ne Boys’ Athletic

ub accounts.

CONNECTIONS 2008



GL Print Groups — Setup

» + Create in GL Print Group Maintenance
* Maintenance / GL Print Group Maintenance

IS GL Print Group Maintenance - Play School High School = 0)X]
GroupCode  |CLUE G4
Descriphion | Club Accounts
Print Order
[Kl(l}l}” [ﬁ Acocept _[l;f?'l Eancellx Dielete l”jﬁl?]
ZPLAY 1212406

Print Order: The order in which you want the
groups to print.




Assigning GL Print Groups

GL Account Maintenance

IS GL Account Maintenance - Play School High School

Account # [ 2215-10-10 Q;h] Deszcrption | Soccer ™ Boys
1. Main ] 2. Tranzactions ] 3 Enn:uml:urann:es]
Advizor Tirn \ellz [rizome Budget GO0.00
Type Expenze Budget GO0.00
Irpart Type Dretail - Current Balance 2600 48
Frint Group ATHBE 'Qa] Athletics - Boys \ Current Encumb Balance 150.43
7

e —




GL Print Groups on Reports

 Trial Balance

» Balance Sheet

* Budget Report

« Statement of Revenue

* Mini Profit and Loss Summary
e Account Analysis Summary

« Account Analysis Detall




Filter on Reports

~p ° Filter accounts you want to see.
= * Based on the GL account numbers.

 Used to limit the records that show on the
report.

Filker 10

Summarize Level

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.

Filter

Summarize Level TEER- -

This only works if your account numbers
are organized logically.




Consolidated Reports

9 ' <« 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.

Include in Conzolidations W

School Type High School j




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).

* |[f you have Client/Server, this is already
done.

* |f you don't, restore a backup from each
separate school onto your computer.




. . Consolidation Steps

"= » * Create School Groups

R . Management / Special Functions /
Consolidated Reports / School Group
Maintenance

* Create and run Consolidated Reports

 Management / Special Functions /
Consolidated Reports / My Consolidated
Reports

* Build & run reports

CONNECTIONS 2008



. . Consolidate and Run Reports

,. » Management / Special Functions /
7 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!

CONNECTIONS 2008



Report - Summary by School

Consolidated Report

CONSOLIDATED REPORT - SUMMARIZED BY SCHOOL
Date Range: T/1/2007 through 12/31:2095
Account Range: ALL

ACCOUNT # AND DESCRIPT ION BEG BALANGCE INCOME EXFENSE TRAMSFERS BALAMCE

Elementary Schools

MEAST - NorthEast Elementany 5 chool 33 T2ET 31.551.685 T.525.20 0.0 58 154 06
SEAST - South East Elementary School T3,T21.57 3256168 T.7Z5.20 0.00 98,954 06

107, 443,74 64,523 38 15,258 .40 0.00 157, 108.12

High Schools

EAST - East High 5 chool 48, T21.57 318 461.65 6,979.20 0.00 B0, 204.06
WEST - West High School 12217368 41,5961.68 6,979.20 0.00 157, 156.18
ZPLAY - Play School High 5 chool 3B T21E5T 31,561.68 8,234 20 0.00 BZ,443.08

209,616.83 112 385.07 22,152 80 0.00 255 50030

Middle Schools

MORTH - North Middle School 53 T2.ET 32.5061.65 T.979.20 0.00 T8, T04.06
S0UTH - South Middle 5 chool 8. T2.5T 34,551 .69 6,979.20 0.00 126, T04.06
152,443.14 67.5923.38 14,558 40 0.0 205,408 12

469,503.11 245,231.83 52 409.40 0.00 562,325.54




Auditing Tips

* What reports do | give to which people?
 Why do | want to distribute all my reports?

 How do | 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.

IS Customize - Play School High School

School D ata ] Accounting ] UDFs ] Kanth End ] cherSettings] Defaults ] Journals ]
~Include Signature Lines-
Journals to include sighatures
Manualvoid Check  []  Tilel | | Title2 | |
Cormputer Check ] Tikel | | Title2 | |
Receipt Joumnal ] Tikel | | Tite2 | |
Bank Depozit Title 1 !_t'_'?f_’?_”f“iﬁl"i.a_'j_'{‘i‘ie_‘?!jf_[_l Title & |Sall_l,I smith, Principal |
Adjustrment Journal (] ‘Tite1 | | Title2 | |
Tranzfer Journal [1 Tite1 | | Title 2 | | =
Cash Transfer Title 1 |Joan‘wells, Bookkeeper | Title 2 !S-El"j,' Smith, Principal | BLUE:
Multi-Line Transher 1 Title1 | | Title2 | | BEﬁB




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.

IS Master Audit Report - Play School High School [r|| [Y|
Sort By [ Transastion Dale_~ |
Selection &l Starting Ending
Y ! =1
Accourt Number | &) prrrdrsr =N
Uszer Code | @ \Zr7z | @
Date Updated O [owonr | ‘ozi29/08 |
Transaction Date [] I_'I 0/01407 i i'rl:l.-T?:'I_x'_D? |

Remermber Settings |:|

EF'_SEmSt_}'I B8 Series on Mell: [:_Q ._E:rint l!r;:ll F'regiewl!:ﬂ .Eancel l:"‘g .ﬁetgp I‘Fﬁ) J BLUE

ZPL&Y 02/29/08




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

T 2
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= ' 1
H

~  n ° Gather data for a specific date range.

o |
. ’.P
-

0 I

 Print
e Print
 Print

* Enter the percent of each type of
transaction you want to audit.

» Create the files.
* Print or preview the report.

Ist of void and missing checks.
ist of missing receipts.
Ist of all large amount checks.

« Compare with prior year data.

CONNECTIONS 2008



Let’s Walk Through It!
Or
Questions & Answers




