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WINDOWS ACTIVITY FUND

· SECTION 1. Updates & Backups: TC "SECTION 1. Updates & Backups:" \f C \l "1" 
Updates:

Updates are very important! Always update when you log on! Under System, go down to Activity Fund Update and select the update option. If updates are available, you need to exit activity fund and then re-enter the program for the update to be applied. Update at least once a week! If not updated within 14 days of the last update, the program will lock you out. 

Back-Ups:
The backups are very important! Always perform a Daily Backup! The backup can be performed either before or after entering work and can be done as many times as needed. This option is a safeguard, in case data is lost, to keep you from having to re-enter work. To create backups in Activity Fund.net, under System, go down to Database Backups and select Perform Database Backup (Daily backup) or Perform Offsite Backup. You must sign up for the Offsite backup option. Perform the Offsite Backup once a week if using this option. Activity Server must be running to perform any of the backups.

You can set your Activity Server to perform an Automatic Nightly backup at a certain time. To set a specific time on the Nightly Backup, Open Activity Server and select the Backup Execution Tab. Automatic Nightly Backup Settings will appear as shown below: just preset the desired time and click save backup time (disk icon).  You can also perform different Manual backups under the same Backup Execution Tab.  Execute Daily Backup, Execute Nightly Backup and Execute Offsite Backup are available for manual backups.
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You must call ADPC to Restore.

· SECTION 2. School Information: TC "SECTION 2. School Information:" \f C \l "1" 
The School Information is found under System. Select the School Information option and the following screen will appear: 

[image: image2.png]B schoolinformation

Address ne 1.
Addvess ne 2
Addvess ne
cty.

Stote:

Postal cod:

Activiy Fund.Net

School name

[PONCA, CITY ACTIVITY FUND ACCOLNTING
District D Courty D

3 5

SchoolD__SteD

142 050

[2201 NORTH AsH

Telephone

fsa0 762.8376

Telephone 2:

Fax nunber:

fsa0 762.0033

fPonca v

oK

7as01

Contact name:

¥ [GEAS coding raquired

L

&

Shipping

Sgraes





Edit your school information and click Save. A Shipping Address may be assigned to a purchase order as an alternative to the school address. The default address will be used by purchase orders if no shipping address is assigned. The Signatures button is also located at the bottom of the screen. Signatures can be added to checks, purchase orders and receipts.

Call ADPC for instructions on signatures. 

· SECTION 3. User Setup Information: TC "SECTION 3. User Setup Information:" \f C \l "1" 
To create new users or edit existing users, click on System, and down to User Setup. 

The User Setup information screen will appear like the one shown below:
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To create a new user, click the Create button and enter the information. If using requisitions, select the appropriate box for each requisition user. Be sure to click Save.

Once a user has been created, you must grant the user permissions.  Click on the Screen Access tab and grant access. If a user will be issuing Purchase Orders only, they must also have Full Vendor rights. If OCAS coding is used, they must also have Full OCAS Expenditure rights. If a user will be issuing Receipts only, and OCAS coding is used, they must also have Full OCAS Revenue rights. If the user will be issuing Requisitions, they must have Full Access rights to Requisitions. Exit the program when done. The new user will have access to the program using their Login name and Password with assigned permissions for the Activity Fund system. 

To edit or delete an existing user, highlight the user and click Edit and Save changes, or Delete. Transfer requisitions from one reviewer or converter to another.  

Assign user accounts for requisitions only. Access to the requisition module requires account privileges assigned by your administrator. A screen will appear like the one below:


[image: image4.png]E® Assign user accounts for, requisitions

3

select bank account: pouble-click an account to either assign or

I | “ssion single unassign, or use the Assign A1l Accounts option
to view 411 accounts.

© assign by group

3
Select one or more users B assian all accounts
B Smith, John x | oo |
X wilson, Terry 52 unassigned A (2 assignments

0004-001 Sub of SEVENTH GRADE 0001-001 Sub of PETTY CASH

0005-001 Sub of EIGHTH GRADE 0002001 Sub of ATHLETICS

0006-001 Sub of NINTH GRADE
0007-001 Sub of TENTH GRADE
0008-001 Sub of JUNIOR CLASS
0008-002 IR. CLASS INVESTMENTS
0009-001 Sub of TWELVTH GRADE
0009-002 SR. CLASS INVESTMENTS
0010-001 Sub of STUDENT COUNCIL
0010-002 Sub of S.C. - STUDENT NEEDS
0013-001 Sub of ANNUAL

0014-001 Sub of SI HI CHEERLEADERS
0015-001 Sub of GEN FFA

0017-001 Sub of FLOWER

0018-001 Sub of POP

0019-001  ART/WOODSHOP

8 rr2014 5 seprember N





To Assign Accounts for requisitions only, select Assign single or Assign by group option. Select one or more users and click the Assign all accounts option to view all accounts or Remove all accounts. To assign specific accounts, select one or more users, double click an account to view or to unassign the account. In the example above Lori Sullins has been assigned to 2 accounts. John Smith has full account access. Terry Wilson has no account assignments. 
· SECTION 4. Bank Information: TC "SECTION 4. Bank Information:" \f C \l "1"  
The Bank Information screen, under File allows you to edit your existing bank information or add a new bank. Activity fund allows you to work with multiple banks. Just click Create to add a new bank or click the edit button to edit the bank information.

*NOTE: If any bank account changes or new bank accounts contact ADPC.
· SECTION 5. Custodian’s View Icon: TC "SECTION 5. Custodian’s View Icon:" \f C \l "1"     
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The Custodian Screen can be found under File and Bank Information. You can also find the Custodian’s View Icon when you are in Purchase Orders, Checks, Receipts and Transfers. When you click on this icon, the beginning Month balance, and how much money is in the Bank account and in your accounts and subaccounts will be shown. 

If you are working in a multi-bank environment, highlight the correct bank and click the green arrow Select button at the bottom of the screen to view the balance information.
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The Custodian’s View above shows the beginning month balance, the net for the month, the current bank balance, number of main accounts and their balance, and number of sub accounts and their balance.

The Bank balance, Account balance and Subaccount balance totals should be the same.

If these totals are not the same amount contact ADPC.

Please note at the bottom of the Custodian’s View window the FY year, the month you are working in and also the bank number.

· SECTION 6. Create & Edit OCAS Codes:  TC "SECTION 6. Create & Edit OCAS Codes:" \f C \l "1"  
Under System, down to OCAS and over to OCAS Expenditures or OCAS Revenue a screen will appear like the one below:
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You can create a new code in the OCAS Expenditure or OCAS Revenue screen. Click the 

Create button, enter the new code and description and be sure to click Save. A scroll bar is available to the right of your code for viewing. A Print option is also available.

You can also change the description of a code if needed. Just highlight the description that needs changed, click the Edit button, enter the correct description and click Save.

If a Code is invalid, highlight the invalid code, click Edit and click Mark as 

Invalid. Be sure to click the Save button.

If the code is accidentally Marked as Invalid and saved, the process can be also reversed. Highlight the accidentally marked code, click Edit and uncheck Mark as Invalid code button and click Save.

Marking a code invalid removes the invalid code from your drop down choice Code box in Purchase Orders, Receipts and Adjustments. 

If the Delete button is selected the code highlighted will be removed from the system. If the code is accidentally deleted, click Create and enter the description and code again.

When the DIM tables from the State Dept. are available for the current fiscal year, usually sometime after January, you can select the Verify button, the system will scroll through all the codes and mark the invalid codes in RED. 
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Click the OK button and click the Apply button to mark all highlighted codes as invalid or click the Cancel button to abort the operation. Be careful selecting this option, if the tables are not available for the current fiscal year it could mark your good codes as invalid.
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When you click the Apply button, it will let the System know that these are not valid codes and will remove them from your OCAS code selection. The invalid codes will not roll over to the New Fiscal Year.

CHAPTER I - Account Information: TC "CHAPTER I - Account Information:" \f C \l "1" 
A: Main Accounts & Subaccounts: TC "A: Main Accounts & Subaccounts:" \f C \l "2" 
Account Information is found under File and Account Information. If using multiple banks choose the Bank account option. To view multiple banks click the down arrow button, highlight and select the correct bank. The Bank balance, Accounts and Subaccounts totals should be all the same amounts on the top right of the screen. 

If these totals are not the same amount contact ADPC.
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The Main Accounts and associated Subaccounts listed on the left side can be collapsed or expanded. At the top select Collapse all or uncheck to expand all accounts or select main accounts individually with a plus or minus sign to the left of the account. If Show all is selected the closed accounts will show in red. The Main Account Balances listed on the top right side calculates the Account and all combined associated Subaccount totals together. The Subaccount Balances are listed below showing subaccount totals only. To view the balances, highlight the Account or Subaccount and the information is displayed.

B: Add / Edit Main Accounts & Subaccounts: TC "B: Add / Edit Main Accounts & Subaccounts:" \f C \l "2"  

You can Add or Edit Accounts and Subaccounts. To add a new Main account, click the Add account button on the top right side of the window. When you add an Account, a four-digit number appears automatically. Enter the Account name and Subaccount name. When adding an account, it automatically adds one subaccount. (001) Ex: 1234-001.  Click the Save button when you are finished. 

To add a new subaccount, click the main account and then the Add subaccount button on the lower right side of the window.  Enter the Subaccount Number Ex: 001 (do not use 000) and enter the Subaccount name. Remember to click the Save button when done. 

C: Close Account or Subaccount: TC "C: Close Account or Subaccount:" \f C \l "2" 
Close account or Close subaccount only if the account has a zero balance. The account numbers that are closed are no longer available for use. If an account is closed it will not print on the prior year summary account report. You may want to keep the account open for it to print on this report. Accounts and Subaccounts in red print which are closed accounts with a zero balance will not print on the summary report.

The Refresh button, the green arrow icon above exit, refreshes your screen.

CHAPTER II - Adjustments & Transfers: TC "CHAPTER II - Adjustments & Transfers:" \f C \l "1" 
A: Record Adjustments: TC "A: Record Adjustments:" \f C \l "2" 
To create adjustments, under File, go to Adjustments and Record Adjustments. 
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Please note at the bottom of the window your current FY Year, month you are working in and your bank number. When you select Record Adjustments, notice the Bank account option for multi-bank users. Bank charge, Expense, Interest, Revenue, and NSF checks are adjustments that can be created.

When you create an adjustment, it automatically affects the account once it has been saved.  If you select Bank Charge, it will automatically subtract from the account you have chosen.  The account current balance and new balance will be calculated. If you select Interest, it will automatically add money into the account you have chosen. The current balance and the new balance will calculate.

If you select Expense, Revenue or NSF checks may debit or credit the account. 

If an adjustment is created that causes an account to have a negative balance, the new balance will show a negative amount in red. 

To select from a list of accounts, click the white paper button left of the Account number and highlight and Select the desired account. Enter the Amount of the adjustment. To increase an account balance, type in a positive amount. To decrease an account balance, prefix value with a minus (-) sign before the amount. Always use Remarks or reason for the adjustment for later reference. To select from a list of the Expenditure / Revenue coding click on the button to the left and Select desired code. Be sure to click Save when finished.

You can also View previous adjustments made. View by All or by type of adjustment. The account number, amount and issued date can be sorted in ascending or descending order. Highlight the desired account number. You can only Edit the descriptions, remarks and OCAS coding. You can also print an adjustment by clicking on the Print button.

B: Transfers: TC "B: Transfers:" \f C \l "2" 
The Transfer selection, under File and Adjustments, allows you to transfer money from one account to another. The New balances are shown automatically once a transfer is made. Just like adjustments, it affects the account balances as soon as it has been saved.  

Transfers require board Approval.

Please note the Transfer From Source Account and the Transfer To Target Account.

You are required to type in a Description of the transfer and the Transfer Amount. Red Bullet fields are required. It is helpful to enter Remarks: for later reference. 
If the transfer has not been saved you can Exit to clear or just select another account and start over. 

When you are finished with your transfer and it is correct, click Save.

You may Print the Transfer Save details at this time.
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Click the View button to Edit Descriptions and Remarks or Print a transfer report.

Notice the Selected Fiscal Year at the bottom of the screen to view previous transfers.

CHAPTER III – Requisitions: TC "CHAPTER III – Requisitions:" \f C \l "1" 
A: Issue Requisitions: TC "A: Issue Requisitions:" \f C \l "2" 
Under File, go down to Requisitions and over to Issue Requisitions, Review Requisitions or Convert Requisitions.

The requisition is a document requesting an item or items to be purchased via a purchase order. The requisition contains similar information as a purchase order and, once submitted, can be approved or denied by a requisition reviewer or requisition converter.

A requisition can have one or more reviewers, but only one converter may be assigned to a single requisition. In addition, requisitions that have been denied or rejected by the reviewer(s) may resubmit the requisition once any corrections have been made.
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To issue a Requisition, select the bank account if using multiple banks, click Create and enter the information. The Applied date and Issue date can be changed if needed. The red bullet fields are required.  

Select the reviewer or reviewers for the requisition and click Save. Edit your requisition if corrections are needed or if the reviewer(s) was not selected and be sure to click Save.

View your requisitions-Print the requisition, Print the requisition report, or Print the rejection report, Edit, Add Line, Delete the entire requisition, Delete Line (deletes only one line), Save and Exit are available. 

*NOTE: Access to the requisition module requires account privileges assigned by your administrator. 

B: Review Requisitions: TC "B: Review Requisitions:" \f C \l "2" 
The Reviewer module allows a requisition to be approved or rejected by a selected reviewer within the system. A requisition can be reviewed by more than one reviewer, though the review process is not required. The reviewer is usually an option that is used to filter out requisitions before they reach the conversion process.


[image: image14.png]& Activity Fund.Net
Fie System About

You have 11 requisitions available for review.

Requizition
0000001
aoooao02
0000003
0000004
0000005
0000006
a0000007
aoooa00s
0000009
a0000010
Q0000011

) Connected to: CHANDLER-WIN
4] Foncs city ctivity Fund

Submitted By
Smith, Cathy
Fisher, Russell
HUFF, Jan
Adams, Renee
Jones, Sheila
Payne, Ran
Sullins, Lari
Parker, Cindy
Adams, Renee
wilson, Terry

Smith, John

Tssued
06-05-2014
06-05-2014
06-05-2014
06-05-2014
06-05-2014
06-05-2014
06-05-2014
06-05-2014
06-05-2014
06-05-2014
06-05-2014

Undated: 6/10/2014
@ Smith, John






[image: image15.png]B Review requisitions

Requisiions in the queus
[] 00000001 Smith, Cathy A lssuedate  Apolied Tune
0000002 6/5/2014 6/5/2014  Regular
[] 00000003 Huff, Jan vendor name.
SPORTS EQUIPMENT, INC.
[] 00000004 Adams, Renee s
escription
O 00000005 Jones, Sheila Faotbal/Softball Equipment
[] 0000000 Payne, Ran
[ 00000007 Sullins, Lari
[] 00000008 Parker, Cindy 4
[] 00000003 Adams, Renee I~ Display al reviews
+ Approve X Reject & > Vs ‘ 0‘
ET— Comments Options £t Ewie
Qty| Cost | Amount | Acct | Sub Expenditure code Remarks
1 SI000  SODOD OAEL  OUL  460B0010006E11003330000705 Faotbal/Softball Eqr
< >
& o o RN onvs, revee

Assignment & Comments
Selected converter:

Smith, John -

Reviewers!
Adams, Renee
Parker, Cindy

Reviewer comments:

[~ 06/05/2014 1 T om
Edited by: Fisher, Russell





Select Options to Print the requisition, Print the report or to View. You can add Comments if needed. Select the requisition and click the Approve or Reject button.

*NOTE:  The Reviewer may Edit requisitions if your administrator has selected that option for the Activity Fund user under User Setup. 
C: Convert Requisitions: TC "C: Convert Requisitions:" \f C \l "2" 
The Converter module allows a requisition to be converted to a purchase order. The converter is essentially reviewing the requisition just as a normal reviewer would, but the converter has the ability to allow the requisition to be encumbered within the system.


[image: image16.png]Requisitons in the qusue; Assignment & Comments:
] 00000001 smith, Cathy A Isuedate  fpplied Tupe Selected converter:
[ 0000000z Fisher, Russell RS G e Smith, John -
[] 00000003 Huff, Jan i e Reviewers:

THE BOOK STORE
[] 00000004 Adams, Renee Adams, Renee

Deseription

00000005 Janes, Sheila Supplies/Books/Misc,

[] 00000006 Payne, Ron
[] 00000007 Sullins, Lori
[] 00000008 Parker, Cindy
I Display approval only

[] 00000008 Adams, Renee
= I~ Display all reviews

Issue date Reviewer comments

<] | [ oo/ 3014 15:11720 pw

o | [ | 8| 3| | @ oo oo Tam

PO Number:
E— Comments Opsons €4t &t | oooopaso
Qty| Cost | amount | Acct | sub Expendiure code Remarks

10 2500 25000 0811 001  46080010006411001050000705 Supplies/Books/Mis:

< | @

& rrzoa e DI s, o





Notice the Issue date and next available Purchase Order Number appears as shown above.

Display approval only or Display all reviews screen is also available. Select Show balance for account balance information and choose Close to exit the account balance. 

Select Options to Print the requisition, Print the requisition report, or to View the requisitions. You can add Comments if needed. The Exit button is also available.

Select the requisition and click the Approve or Reject button. Once approved the following message will appear:
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*NOTE: The converter may also approve a requisition that has been previously rejected by a reviewer, thereby overriding the reviewer.

*NOTE: To assign user accounts via requisitions see Section 3: User Setup Information. Access to the requisition module requires account privileges assigned by your administrator. 

CHAPTER IV - Purchase Orders: TC "CHAPTER IV - Purchase Orders:" \f C \l "1" 
A: Issue Purchase Orders: TC "A: Issue Purchase Orders:" \f C \l "2" 
To create a Purchase Order, under File, go down to Purchase Orders and then over to Issue Purchase Orders. The Purchase Orders screen will appear as shown below:

Anywhere there is a red bullet is a required field.
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Note at the bottom of the window current FY year, Month, Bank number, and Ready or Create Purchase Order screen mode.

1. Create New Purchase Order: TC "1. Create New Purchase Order:" \f C \l "3" 
To create a new purchase order click Create, the Auto-invoice appears. An Invoice can be created the same time the purchase order is created and then straight into Issue checks. 

To use the Auto-invoice to pay the total amount of the purchase order line click the Auto-invoice box before you save the purchase order. The Auto-invoice button will need to be selected for each line of the purchase order and the invoices will be automatically created. To turn off uncheck Auto-invoice and go into the Issue Invoices screen to create your invoices manually for partial payments or total amount.

The next available Encumbrance number will appear. You may change the encumbrance number if needed, to change click in the field to highlight and type in the new number. It will default to the next available number. Select the Applied Month you are working in, and select the Issue date. Type of purchase order R means a Regular PO, B means a Blanket PO, using the same encumbrance number multiple times.

To Add a vendor, click the white paper button and type in the new vendor information and click Save. To Edit a vendor, highlight the desired vendor and click the pencil and make your correction and click Save. To Select a vendor, click in the vendor box and the vendor selection window appears, type the first few letters of the vendor name or just highlight the desired vendor, double click or press Enter to select. The arrow keys can also be used and a scroll bar on the right is also available for selection. Use the Enter key or Tab key to move between fields.

You must type in a General description. This is a required field. 

Next type in the Account number if known or click the button under Account information and highlight the desired account and click the Select button. Type the Quantity and Unit price of your Purchase Order and the Amount will calculate. The Current balance and the New balance will display. If the New balance shows a negative amount, a minus sign in front of the New balance amount will appear. When you Save your Purchase Order, a warning message will appear: A negative balance exists with this purchase order line. Would you like to continue? You can continue on if you want. 

You must type in the Remarks/Item description of your Purchase Order. Next choose the Expenditure code, click the Select button or F9 function key and highlight the desired code. Sorting in ascending or descending order is available by clicking the header above the code or description. After the desired code is highlighted click the Select button at the top of the screen. When finished and the purchase order is correct click the Save button. 

2. View / Print / Close Purchase Order: TC "2. View / Print / Close Purchase Order:" \f C \l "3" 
To print the purchase order, click View and Print purchase order. Close the purchase order to zero out the encumbrance amount if no expenses. View purchase order history and view all purchase orders are also available.

3. Edit Purchase Order: TC "3. Edit Purchase Order:" \f C \l "3" 
*NOTE: If an invoice is pending on a purchase order line you must remove the invoice before editing.

You can edit a purchase order after you save it. Instead of clicking Create, just type in the P.O. number and click on the green arrow button to bring up the P.O. lines to screen. Click the Edit button and make corrections and remember to Save your changes.

4. Invoice Pending - Remove the Invoice prior to Editing: TC "4. Invoice Pending Remove the Invoice prior to Editing:" \f C \l "3" 
If an invoice is pending on the Purchase order, you must remove the invoice before you can Edit the PO. You need to click the Auto-invoice button each time if you want to Auto-invoice all the lines on the purchase order.

5. Add Multiple Lines / Delete Lines: TC "5. Add Multiple Lines / Delete Lines:" \f C \l "3" 
You can Add multiple lines or Delete lines to your Purchase Order if needed. Click the Edit button and then edit your P.O.  If you want to Add Line, select the Add Line button. You must click Save every time you Add Line, Delete Line so it will save the changes. 

6. Delete Purchase Order: TC "6. Delete Purchase Order:" \f C \l "3" 
You may delete a P.O. if it is Open and does not have an invoice pending. You can re-use a Deleted PO number if you want, but the next time you go into Purchase Orders, it will default to the next PO number that follows the one you manually used.

The example below shows a Purchase Order with an Invoice pending. To Edit this purchase order, you need to Remove the Invoice before you can edit.  See Invoices. 
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Remember to click Save when finished creating or editing the P.O. 

To create a new P.O. just click the Create button.  

7. View Previous Purchase Orders: TC "7. View Previous Purchase Orders:" \f C \l "3"  

To view previous Purchase Orders, or see the status click on View and then select View all purchase orders. 

You can search for an individual purchase order by Issued date, by PO number range or by vendor. To search by date or by number, select the desired option and click the green arrow button at the top and the Purchase order list will show on the top left of the screen. To search by Vendor, highlight the desired Vendor name and click the green arrow button to view the purchase order information. 

Highlight the purchase order and line items will show in the bottom half of the screen. 

Purchase Orders can also be printed from this screen by selecting the Print button. 

Select a purchase order by clicking the Select button, red arrow disk icon, or by double clicking the item in the list. Click on Details for vendor information and Close to exit vendor information screen.
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Once you have your Purchase Order saved, you are ready to issue an invoice on it if you have not done so already with the auto invoice option.

CHAPTER V - Invoices: TC "CHAPTER V - Invoices:" \f C \l "1" 
A: Issue Invoices: TC "A: Issue Invoices:" \f C \l "2" 
1. Create Invoice: TC "1. Create Invoice:" \f C \l "3" 
To issue an Invoice, under File, go to Purchase Orders and then down to Invoices. Type in the Purchase Order number you want to make a payment on and then click on the green arrow to display it. The Options button is also available to select a purchase order. 

2. Select Purchase Order / Clear Balance / Pay Balance: TC "2. Select Purchase Order / Clear Balance / Pay Balance:" \f C \l "3"  

The Options button allows you to:  Select a Purchase order, Clear the balance on a selected purchase order (Remove all payments), Pay Balance (creates one invoice to pay the balance of the selected Purchase Order),  

3. Edit Invoice / Remove Invoice / Print Outstanding Invoice Report: TC "3. Edit Invoice / Remove Invoice / Print Outstanding Invoice Report:" \f C \l "3"  

The Options button also allows you to *Edit an invoice (you can change invoice number and dates). Click the invoice you want to edit, click Options and Edit an invoice.

Remove an Invoice (remove an individual invoice) and print an Outstanding Invoice Report (lists Issued date, Vendor name, Account and Subaccount number, PO number, Invoice number, Amount and Total of all unpaid invoices). You can also print an Outstanding Invoice report in your Report Menu under the Expenditure option.

*NOTE* You can only edit the invoice number and dates, not the amount. If you need to change the amount of an existing invoice, you must remove the invoice and then you can issue a new invoice with the correct amount. Just highlight the invoice you want to remove, and then click on the Options button and down to Remove an Invoice.

*NOTE* You cannot go back and edit a Purchase Order line if a check was issued and printed. If a check was issued and not printed, you can delete the check, remove the invoice and then edit the purchase order line. 

*NOTE* You must remove existing invoices on the purchase order line you wish to edit. You can remove invoices under the Options button. Just click on the invoice and go to 

Options button and select Remove Invoice.

After you have a purchase order selected, the purchase order information will display in the top half of the screen.  If it is a multiple line purchase order, the lines will be displayed. The lower half of the screen will display payments that have been made.

There are two lower bars showing balances in the Issue Activity Fund Invoices screen in the example below. The upper bar shows the individual purchase order encumbered amount that is highlighted. The bottom bar shows the combined total encumbered amount of your purchase order. When a payment is made, the total payment will show on the bottom bar. To see payments, just click on the Purchase Order line you wish to view. 

To make a payment after you have your purchase order selected, just click on the “Apply 

Invoice” button. Just type in the Invoice number, amount of payment you want to make, and change the dates as needed. It will calculate and show how much is pending, paid and the balance of the purchase order line selected. 

*NOTE: Issuing Invoices does not change account or bank balances. Invoices may not exceed the original encumbrance. 

Click Apply, the payment you just created will display in lower half of the screen. 

4. Status Key: TC "4. Status Key:" \f C \l "3" 
There is also a Status Key for your invoices.

    C = Check has been issued and Printed (Closed)

    P = Check issued and Unprinted (Paid)

    O = Check has not been issued (Outstanding)

    V = Check issued and Voided (Voided)
The Invoice number, Status, Amount, Vendor name and Issued date will be shown.
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Notice the status of this invoice is “O” meaning outstanding.  That is because a check has not been issued yet. If a check was issued the status would change and you would also see the check number and date paid. (See the Status Key listed above)

You can have multiple invoices on one Purchase Order line. The total amount of the invoices cannot be greater than the total amount of the Purchase Order line. You can have negative invoice lines only if you have a negative encumbrance line.

To add another line to a Purchase Order, go into Issue Purchase orders, type in the Purchase order number and click on the green arrow to display the Purchase Order. Click the Add Line button. Be sure to Save your changes.

CHAPTER VI - Check Information: TC "CHAPTER VI - Check Information:" \f C \l "1" 
A: Issue Checks: TC "A: Issue Checks on Invoices:" \f C \l "2" 
To create checks, under File, go to Check Information and Issue Checks. Select Issue by PO, checks are issued by a single purchase order with one or more invoices or Issue by Vendor, checks are issued by combining purchase orders by same vendor. Select one or more Invoices to convert to checks. Uncheck if you do not want to convert to checks.
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Click the next button and Page 2 screen will appear as shown below. 

You may change the check number or the payee only on Page 2. 
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If you need to change the Check number, click the wrong check number and make your change. If you need to change the Payee, click the payee name and the ellipsis will appear as shown above, click the ellipsis to select a vendor from the list. Highlight the vendor and click the Select button to change the payee for this check. Click the previous button to undo any selections or remove all changes. 

To continue click the Next button and the screen like the one below will appear:
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Please be sure to Select Issue date if needed in this screen.  

If the information is correct, click the Issue button. You will get a message to confirm the issue date is correct before continuing and also a message asking if you would like to Print Checks now. If you say no to print checks, it will take you back to the previous Issue checks screen to select invoices on Page 1 and you can print your checks at a later time.

Remember: Once you create or issue a check, you cannot edit the invoice unless you delete the check. You can delete checks if you have not printed them. If you have printed the check, then you must void it, and that will re-open the purchase order line.

The Purchase Order shown below displayed in Issue Invoices shows the payment that was made and displays the check number.  The line added to the existing Purchase Order is now displayed in the top half of the window. The highlighted purchase order line displayed below shows that a check was issued on that particular purchase order line and displays the check number. The status of the highlighted line is P (a check has been issued, but not printed yet).  

To display the activity on other purchase order lines, you must click on it. The activity will display in the lower half of the window.
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Remember, the top half displays your Purchase Order information and the bottom half displays invoices. 

Notice that now the Encumbered amount is $40.00, Paid is $40.00 and the Balance is 0.

*NOTE: The Issued date you see is the actual date you created the Invoice.

You can see the Check number, Payee, Amount, PO Number and the date you paid the check.

B: Print Checks: TC "B: Print Checks:" \f C \l "2"   

After you have created your check you need to either print it, or if you print your checks manually, you need to select them as Marked as Printed before you can reconcile (clear) them when you get your bank statement. To print or mark as printed, click on Check Information and then go to the Print Checks option. A screen will appear as shown:
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To get a list of unprinted checks, just select Unprinted on the right side of the window and click Refresh if needed. If you want a list of printed checks, select Printed and click the Refresh button if needed.  

The top section of this window has a list of the checks to be either Printed, Mark as printed, or Delete. The bottom section of the window shows the check information.

To select a check, put a check mark in the white box next to the check and then select one of the print options.  If you want to print all of them, just put a check mark in the top white box next to the Check Number and that will select all of them. 

When you select a check and it is incorrect, as long as the check has not been printed,

Delete the check, Remove the invoice to edit the PO, create the invoice and re-issue the check.

*NOTE: Be sure Check Numbers are correct after deleting a check. 

Remember: Once you print a check; that closes the check.  If the check is wrong, then you must void it. You cannot re-use the check number. 

C: Clear Checks: TC "C: Clear Checks:" \f C \l "2" 
When you receive your bank statement, you need to reconcile (clear) your checks.

Under File, go to Check Information and then select Clear Checks. You will see a screen that looks like the one below:
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If you want to see a list of reconciled or cleared checks, just select List cleared checks for the selected bank account. You may need to change the Fiscal year to the correct year the check was created in.

A Status button is available for color coded lines of checks, yellow for Open, light blue for Printed, pink for Voided, dark blue for Finalized.

Click on the List of outstanding checks for the list to appear. You can reconcile one at a time, or select multiple checks. Select the check you want to clear by putting a check mark in the box next to the check number and then click the Clear button. 

A lock icon will appear next to the check number that has been issued but not printed since checks must be printed before clearing. On the List of cleared checks the Finalized and Voided checks will also show the lock icon since they have already been cleared.

If you want to reconcile or clear all of them, then put a check in the white box at the top of the window next to Number.

Please make sure that all the information shown is correct and matches the bank statement before you reconcile (clear) them.  If you accidentally clear a check, just click on List cleared checks. Select the check you did not want to reconcile and click the Unclear button. You cannot unclear a check once you close out for the month.

Checks that were outstanding before you came on to the windows system are found under System, Administrator, and then Legacy Outstanding Checks. Select the Check, and then click the Clear button.

D: Void Checks: TC "D: Void Checks:" \f C \l "2" 
Under File, go to Check Information and down to Void and then over to Void Checks. 

You can only void closed checks. A closed check is one that has been printed. 

An open check, which has not been printed; or cleared checks, cannot be voided.

Enter a printed check number and click the green arrow for check information to appear.  
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Please note at the bottom of the window, the FY year, the month you are working in and the Bank number. The status of the check is shown above. If working in a multiple bank environment, highlight the desired bank and click the green arrow Select button. Options will also let you select the bank if using multiple banks or show more detail information.

You can click the View button to view previous checks. View by All, Printed or Unprinted checks, just click on the desired option. The checks are also color coded according to their status. 

Enter a closed check number to continue and click the green arrow button, the information associated to that check appears. You will see a Check status C if it is closed.

Only closed checks can be voided.  Remember, printing a check closes it. 

Once you void a check, you cannot re-use that check number.

The check is ready to be voided. Click the Void button to continue. 

A void will automatically adjust the account for you. Voiding the check will add money to the associated account balances and bank balance! Checks cannot be unvoided.

*NOTE: Voiding Checks from Previous Fiscal Year. Clear the check, enter a Revenue Adjustment Add money back into each account use source code 6140 estop warrant and program code 700 child nutrition, 800 athletic or 900 non-athletic. 

CHAPTER VII – Receipts: TC "CHAPTER VII – Receipts:" \f C \l "1" 
A: Issue Receipts: TC "A: Issue Receipts:" \f C \l "2" 
Receipts are found under File and then to Issue Receipts.
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Notice the Next available number is shown at the bottom of the window. It also shows the current FY year, the month you are working in, and the bank number.  

Click Create and a default Receipt Number will appear. You may change the receipt number if needed by clicking in the box and typing in a different number, but the next time you come in to this window, it will default to the next available number. 

Change the Issue Date as needed.  The Issue date shows on your receipt register.  

Under Options, you can select to Use Received From or Use Vendor. If you select Use Received From, just type in the name at the blinking cursor. If you select Use Vendor, click on the Vendors box down arrow button and select one from the list. The Receipt screen will remember the Vendor selected the next time you create a receipt.

Next select the payment type, Cash, Check, Coin or Credit Card. If you select Check for the payment type, a receipt check number button will be available to the right to enter the receipted check number or click the red arrow to show payment types.

Select the Account you want to apply the receipt to. You can either type in the account number or Select an account from the list or click the function key F9. 

The current balance will appear after entering the account and subaccount number.

When you type in the receipt amount, the new balance appears. Enter the remarks/Description field. This is a required field and may be helpful for a later reference. The custodian icon is available to view the balance information.

Next type in the Revenue coding or click the Select button and highlight the desired code.  F9 is also available to select the complete code. Sorting in ascending or descending order is available by clicking the header above the revenue description or code. After the desired code is highlighted click the Select button at the top of the screen. 

If an error has been made entering the receipt click Cancel and then click Create to enter the receipt correctly. 

Remember to click the Save button when finished to save your Issued Receipt. Notice the bottom of the screen says Open and the total amount of the receipt is shown. A Deposited receipt will show Closed and the amount. The next available number will also be shown.

If you need to add lines, just click Add Line and Save each time a change has been made. The last account and payment type that you used will default in the Add line mode. You can also Delete Line if needed or Delete the entire receipt.

You can delete the receipt (if it has not been deposited) and re-issue the same number. 

You can click on View to Print Receipt or View All previous receipts to see their status. 

Search for receipts by typing in the date or by receipt number range and click the green arrow button. To view all receipts, just click the green arrow and all receipts will appear. The status of the receipts is color-coded. Just click on a receipt to bring it to view. 

You can Edit open receipts, Add lines, Delete lines (deleting only one line), or Delete the entire receipt. You can also print the receipt in the View screen if needed.

If a receipt is wrong, you can Edit it, or Delete it and start over, and reuse the same receipt number or create an adjustment on it. 

You cannot Edit a receipt once it has been Deposited. A Deposit closes the receipt.

You have to Void the receipt and re-issue a new receipt, using a new receipt number.

To Edit an open receipt, click on File and down to Receipts and over to Issue Receipts.  Instead of clicking on Create, just type in the Receipt number and click the green arrow. The Receipt is open and available for edit, select Edit and make your changes and remember to click Save. 

The Receipt Amount and the Receipt Account cannot be edited, Add Line to enter the correct amount or account and Save. Highlight the incorrect line, click Delete Line or Delete the entire receipt and re-enter the receipt correctly and reuse the same receipt number.

B: Deposits: TC "B: Deposits:" \f C \l "2" 
After a Receipt is created, you will need to Deposit it.

Under File, click on Receipts and then select Deposits. The Activity Fund Deposits screen will appear like the one shown below. The receipts that were created are listed.
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The Receipt Number will appear at the top left of the screen. To select a check for deposit just click in the box next to the receipt number to check mark. In the Remarks box at the top of the window, a deposit number is shown and you can also add remarks for help in identifying deposits for future reference. The Deposit Number, Issue date and the Total Amount are also shown above the Remarks. 

More than one receipt can be selected for a deposit. If you want to select all receipts showing for one deposit, just click the box in the upper left hand corner of the window next to Receipt Number. To remove the check mark or unselect, click again in the box. 

The Total Amount of receipts selected will appear. The Issue date above Remarks can be changed, just click the black down arrow button and select the correct Issue date. That is the date you took your receipts and made a deposit in the bank. The Deposit Number can also be changed above the Remarks box if needed, under Number just highlight and type in the correct Deposit Number. Additional Remarks can also be added. Then click the Create button and a message appears that the deposit was successfully created. 

If you want to print the deposit, click the View button or Options and View Deposit History. Highlight to select the desired Deposit and click the Print button. 

C: Deposit History: TC "C: Deposit History:" \f C \l "2" 
The Deposit History is found under File and down to Receipts over to Deposits, and under Options and View Deposit History. 

The top section of the window shows your Deposit number and the Total amount of the deposit. It also shows the Deposit remarks and the Issued date. The Issued date is the date that you took your receipts and made a deposit in the bank.

The lower half shows a list of receipts associated with a deposit. Just click on the deposit in the top box and a list of the receipts associated to it will appear in the lower box. Please note the Issued Date.
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This example shows Deposit number 00082 for $325.00 has receipt number 00259 associated to it. The list shows the Receipt number, Receipt amount, Received from, and if it has been cleared.

You can also include Credit Card transactions on this report if needed, just by selecting the Include credit card transactions on printout. 

D: Clear Receipts: TC "D: Clear Receipts:" \f C \l "2" 
When you receive your back statement, you need to reconcile (clear) your receipts.  

Each receipt makes up a deposit. Your Deposit Summary Report can be helpful to see which receipts need to be cleared. See Activity Fund Reporting Menu, Revenues.

Click on File, down to Receipts and then to Clear Receipts. Notice that the option to List Outstanding Receipts is selected. A color-coded Status button is available. Yellow is Open, which will be locked; light blue is Deposited, pink for Voided and dark blue for Finalized. A screen will appear like the one shown below:
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You can click on the headers Receipt Number, Amount, Received from or Issued date to have the data sort by ascending or descending order. 

To select a receipt to clear, just put a check mark in the box next to the receipt number. 

If you want to clear all of them, put a check mark in the box next to Number in the top bar. After your selection is made, click the Clear button.

Notice at the bottom of the window the current FY year, Month you are working in, Bank number and the total count of outstanding receipts. When you are finished clearing receipts, just click the Exit button.

If you accidentally clear a receipt, just click on the List cleared receipts. Select the receipt and then click the Unclear button. You cannot clear a receipt once you close out for the month.

Receipts that were outstanding before you came onto the new windows system are found under System, Administrator, and Legacy Outstanding Receipts. Just select the receipt and then choose the Clear Button.

E: Void Receipts: TC "E: Void Receipts:" \f C \l "2" 
If you need to void a receipt, click on File and down to Receipts, then over to Void and Void Receipts. Only closed receipts can be voided.
*NOTE: A closed receipt is one that has been made into a deposit. You cannot void a receipt if you have cleared it. If the receipt has been cleared and you have not closed out for the month, go to Clear Receipts and select List cleared receipts and just Unclear the receipt and then go to Void Receipts.
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Notice at the bottom of the window the current FY year you are in, the current month you are working in and the bank number.

To Void a receipt, type in the closed receipt number that has been deposited and press the green arrow and the receipt will appear like the screen shown above. You can type in Void remarks if needed. When you are finished, press the Void Receipt button. Once it has been voided, the system will automatically make an adjustment to the affected account. 

Voiding the receipt will subtract money from the associated account balances and bank balance! Receipts cannot be unvoided!

To view other receipts to see their status, click the View button. Search for a particular receipt by typing in a date range or receipt number range and click the green arrow. 

The receipts are color coded according to their status. Select or highlight a receipt and the information relating to it shows in the lower part of the window.

CHAPTER VIII – Vendors: TC "CHAPTER VIII – Vendors:" \f C \l "1" 
A: Vendor Information: TC "A: Vendor Information:" \f C \l "2" 
Under File, go down to Vendors and over to Vendor Information and a screen will appear like the one shown below:

Under Options, you can have the list show all vendor information or 1099 Vendors only. To show 1099 Vendors only, just click 1099 vendors only under options to checkmark, or uncheck for all vendor information. Display deleted vendors are under Options also. 
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The Status will show the vendor as Active or Inactive. The inactive vendors will be highlighted gray on the left side of the screen. To change the Status, highlight the desired vendor click Edit and select Active, Inactive or Deleted and then Save your changes.

1. Create a New Vendor: TC "1. Create a New Vendor:" \f C \l "3" 
To create a new vendor, click the Add button. Fill in the information and be sure to check Yes if it is a 1099 Vendor. Click Save when you are finished. Remit to information will be used in place of the vendor information on checks issued, if available.

2. Create File Containing Valid 1099 Vendors: TC "2. Create File Containing Valid 1099 Vendors:" \f C \l "3" 
To create a file containing valid 1099 vendors, click on the 1099 Vendor File button at the bottom of the screen. A 1099 vendor must have the Vendor Name, and either a SSN or FEI number. All other information for the vendor is optional. A report can be generated detailing the valid and invalid vendors for you, if needed. Invalid vendors must be corrected prior to creating the 1099 file. To create a 1099 vendor file, select the calendar year for the file, click next and click File to save and merge with Trends 1099s.

You can edit vendors by clicking on a vendor and then click Edit. You can delete or remove a vendor if there have never been any transactions or mark the vendor as inactive. The red arrow button will cancel or undo your keystrokes before it is saved and let you start over. Be sure to Save your changes. Click Exit when you are done.

                                   ACTIVITY FUND REPORTING MENU

CHAPTER IX – Reports:  TC "CHAPTER IX – Reports:" \f C \l "1" 
Under File and down to Reports and over to Activity Fund Reporting, a screen like the one below will appear:
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The Report options are Accounts, Adjustments, Bold Code, Classification, Expenditures, Financials, Reconciliation, Revenues and Vendors. Select the Report option to see the available reports on the right. Notice the Bank account and Fiscal year. Select the report on the right and click the Preview button. Use the printer icon on the toolbar to print the selected report or disk icon to save to file. Always Save as type: Adobe PDF                           

A: Accounts: TC "A: Accounts:" \f C \l "2" 
When the Accounts option is selected on the left side of the screen, the associated reports available on the right will appear. Reports can be printed with or without subaccounts.

Chart of Accounts is a list of your Accounts. Include subaccounts is also available.

Summary of Accounts (MTD) is a Month to Date Summary of your accounts.   

You may select to Include subaccounts, Use account range, and Include encumbrance and Suppress zero amounts in this report. 

*NOTE:  This is one of the reports you need for EOM procedures

Summary of Accounts (YTD) is a Year to Date Summary of your accounts. 

You may select to Include subaccounts, Use account range and Suppress zero amounts.

*NOTE:  This is one of the reports you need for EOM procedures

Statement of Change is a report showing Beginning, Revenue, Expense, and Ending balances for each account. Print this report for your auditor along with year-end report.

Historical MTD Summary lets you select a previous month to run a monthly summary.

Historical YTD Summary is the yearly summary.

B: Adjustments: TC "B: Adjustments:" \f C \l "2" 
1. Print Adjustment Register: TC "1. Print Adjustment Register:" \f C \l "3" 
To run Adjustments or Transfer Registers, just select Adjustments and select which type of adjustment report you want to print. Select Print adjustment register or Print transfer register. 

Notice the Select bank account and Fiscal year. You can print the report by date range or by adjustment number. 
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Select to checkmark the desired option Use date or Use number at the bottom of the screen. Enter the desired date or use the down arrow button to select the Beginning and Ending date range from the calendar. The previous or next arrow buttons at the top of the calendar are also available to make your date selection. 

If selecting Use number, you have the option to enter the Beginning and Ending number range if needed.

Be sure to click the Preview button to preview before you print.

Below is an example of an Adjustment Register.

*NOTE: If you have made several adjustments be sure to add this register to your EOM reports.
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The date at the top right of the report is the actual date the report was ran. Also at the top of the Adjustment Register is the date range that was selected for the report under the Fiscal Year selected.

This report also shows the adjustment number, issued or create date, accounts affected, what type of adjustment, description/remarks, OCAS Coding (if applicable) and the amount.  

The lower part of the report calculates all adjustments for you.

2. Print Transfer Register: TC "2. Print Transfer Register:" \f C \l "3"   

The transfer register is a report that shows a register of all the transfers you have made.

Transfers require board approval.
C: Bold Code: TC "C: Bold Code:" \f C \l "2" 
1. Bold Code Listing by Expenditure:  TC "1. Bold Code Listing by Expenditure:" \f C \l "3" 
2. Bold Code Listing by Revenue: TC "2. Bold Code Listing by Revenue:" \f C \l "3" 
Run the Bold Code listings by expenditures or by revenues to check if your Bold Code contains errors. If no errors, this is where you will create your expenditure and revenue files to be merged and submitted to the State Dept.
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Notice the Fiscal Year and select bank account. Select either Bold code listing by Expenditures or Bold code listing by Revenue to see bold codes you have used. 

The top of the report is shown in red if the bold code contains errors. If the bold code contains no errors the top of the report is shown in green.

The report shows how many items you used for a particular code, the value or code that contains the error, the total expense for items used for that code and explains the warning and error messages.

To make bold code corrections go to System, down to OCAS and over to Bold Coding Expense or Bold Coding Revenue. (See Bold Code Changes)  

3. Creating Bold Code Files: TC "3. Creating Bold Code Files:" \f C \l "3" 
Under File, go to Reports and over to Activity Fund Reporting select Bold Code and then select Bold code listing by expenditures or Bold code listing by revenues. Be sure to select the correct Fiscal Year and bank account and click the Preview button at the bottom of the screen. When you get a good report and the bold code contains no errors showing in green, print the report on the preview screen using the print icon on the toolbar. 

If the bold code expenditure or revenue report contains errors the file will be disabled and will not let you create the file until corrections are made. (See Bold Code Changes)

After selecting the preview button, to create the bold code files click the Create bold code file button at the top right of the screen as shown below:
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When creating the bold code file the Save As window appears to save the file to a destination. Save in: (click the down arrow button across from Save in: to see available destinations). The file can be saved to the Desktop or Flash drive or 3 ½ Floppy (A:) to a diskette.

File name: expendACT.dat or revenueACT.dat    Do not change the name of the bold code file!   Save as type: will always be Dat files (*.dat) extension. Click the Save button when ready to save the file to its destination. 

Your Expenditure needs to be named: expendACT.dat
Your Revenue needs to be named: revenueACT.dat

The Activity Fund expenditure and revenue files for fund 60 will then need to be merged with the other funds, accounts payable and treasury and submitted to the State Dept.

*NOTE: Create Bold Code files AFTER you close out for June.
D: Classification: TC "D: Classification:" \f C \l "2" 
The MTD and YTD expense and revenue by code are available to check to see if you are in balance. When selecting the Classification option a screen will appear like the one shown below:
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Notice the Fiscal year and select bank account options. Select the MTD expense or revenue by code or YTD expense or revenue by code and click preview to see all codes. 

The option to Select classification code or range is available. To select the classification code or range just click the white box to check mark, or leave blank (uncheck) for all coding to appear. 

You can enter the code or just enter the first number for any field for your range of codes to preview as shown above. The year and fund 60 are automatically shown when the Fiscal year is selected.

Click the Preview button to view the classification listing and use the toolbar arrow keys to view the next page and previous page or select the page number at the bottom of the screen. 

To print select the printer icon on the toolbar. 

The Expenditure and Revenue code listing options are available to show a list of codes and description that are in the system.

E: Expenditures: TC "E: Expenditures:" \f C \l "2" 
When you run a report for Expenditures, you will see a screen like the one shown below:
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Notice the Select bank account and Fiscal year.

All of your expenditure reports can be printed in this area. You can run reports by date range or by number range.

The expenditure reports available to print are listed below:

1. Print a check register.

2. Print a purchase order register with an option to print Outstanding encumbrances only.

3. Print a single or batch of purchase orders.

4. Print a register of your outstanding checks with an option to select All fiscal years.

5. Print void checks register. 

6. Print encumbrance account report.

7. Print unpaid YTD Encumbrance report.

8. Print outstanding invoice report. 

      9.   Positive pay file (Bank Standard)

1. Print a Check Register TC "1. Print a Check Register" \f C \l "3"  by date range or check number range. Select Use date or Use Number and select or enter your range and click Preview.

*NOTE:  This is one of the reports you need for EOM procedures.
Below is an example of a check register. You can see the actual date the report was run and also the date range that was selected to run this report. The Check register totals are calculated showing Less voids at the top of the report.

*NOTE:  You can see what Check Number was used for the Purchase Order.
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The Check Register report shows the Check Number, the Issued date, Payee, Account number and subaccount, Line amount, the PO number that was used, Remarks and the total Amount of the check.

This report also shows a Status Key.

Status Key “1” means the check has been printed and Cleared.

Status Key “2” means it is Outstanding. The check has been printed but not cleared.

Status Key “3” means it is still Open, not printed yet and may be deleted, which opens up the purchase order for editing and if deleted opens up the check number to be used again.

Status Key “4” means Void. The check has been printed and voided.

The end of the Check Register report shows the Total Expenditures Amount and the Total number of Checks.

2. Print Purchase Order register TC "2. Print Purchase Order register" \f C \l "3"  by date range or by number range. An example of a Purchase Order Register is shown below:
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Notice the (*) asterisk denotes a non-invoice payment. 

The Purchase Order register report shows the Purchase Order Number, Account Number and subaccount, the Issued Date, Vendor and the Encumbered, Invoiced and Paid amounts for each subaccount and shows the Balance for each purchase order number.

The Purchase Order register report also calculates the Total Encumbered Amount, Total Invoiced Amount, and Total Paid Amount and Balance showing at the top and also at the end of the report for easy viewing.

3. Print Purchase Order:  TC "3. Print Purchase Order:" \f C \l "3" 
When you select Print Purchase Order, you can print a single purchase order or a batch of purchase orders by date range or by number range.

The Purchase Order includes the P.O. number, Issued date, and Total Amount of each purchase order at the top right of the screen. The purchase order also includes the Vendor name and Ship To information, Submitter will only be shown if requisitions are converted to PO’s, Description/Remarks, Account Number and Subaccount, Expenditure coding, Quantity, Cost and the Amount of the purchase order. If the purchase order is paid the Status: Paid will show along with the Check number and the Issued date.

This report Previews one Purchase Order per page. To print, select the printer icon on the toolbar and select the Print range All or Print Pages from starting page to ending page. You can also select the number of copies to be printed. Click the OK button to print.

4. Print Outstanding Checks: TC "4. Print Outstanding Checks:" \f C \l "3" 
This report will print a register of your Outstanding Checks, whether it is this year or previous years. Select the option All Fiscal Years to view current and all previous years or leave unchecked to view the current Fiscal Year only. 

The Outstanding Checks report includes the Check Number, Issued date, Payee, Account Number and Subaccount, Line amount, P.O. Number, Remarks and the Amount of each outstanding check. The Total Expenditures Amount of the register will display at the top and at the end of the report. The Total number of Checks will show at the end of the report. 

5. Print Void Checks:
This report will print a register of all your Voided Checks. You can run the register by date range or check number range. This report will also tell you what Purchase Order was used for the check and any Remarks you typed in during the Voiding process.

The Void Checks register will display the Total Expenditures for the register at the top and end of the report. The Total number of Voided Checks will show at the end of the report.

6. Print Encumbrance Account: TC "6. Print Encumbrance Account:" \f C \l "3" 
This report will print a YTD Encumbrance Account register and will display current totals. The encumbrance account report includes Voids. A Void removes the invoice and re-opens the purchase order for editing and re-use or close the purchase order.

The Encumbrance Account Report includes the Account and Subaccount Number, Name,

Current Balance, Encumbered Amount, Expenditure Amount and shows the Unpaid and Available amounts for each account. The report also displays the Totals at the end of the report.

7.  Print Unpaid YTD Encumbrance: XE "7.  Print Unpaid YTD Encumbrance\:" \b 
This YTD report has the option to Include subaccounts and shows the unpaid encumbrances for the year.
The Unpaid YTD Encumbrance report includes the Account and subaccounts beginning amounts, receipts, paid, adjustments, ending balance, unpaid purchase orders and available balances.  

8. Print Outstanding Invoice Report: TC "8. Outstanding Invoice Report:" \f C \l "3" 
This report displays your purchase orders and invoices issued that have not been created into checks yet.

The Outstanding Invoice report includes the Issued Date, Vendor Name, Account and Subaccount number, P.O. number, Invoice number and Amount. The Total Outstanding Amount and Total Invoices will display at the top and end of the report. 

9. Positive Pay File (Bank Standard): XE "9. Positive Pay File (Bank Standard)\:" \b 
This report creates a .txt file containing a list of your checks for your bank and is used as an anti-fraud detection tool.

F: Financials: TC "F: Financials:" \f C \l "2" 
When you select Detail of Account (MTD) and select All Accounts, you will preview reports that have every detail of active accounts only.

When you select Financials a screen will appear like the one shown below:
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You have the option to Include encumbrances detail listing. Be sure to Select Account or All accounts before clicking Preview.

The Detail of Account (YTD) is also available. The Detail of Account (Periodical) will let you select your date range only.

*NOTE: An account with no activity will not have a report. 

If you want to print reports for accounts with no activity, then select the No MTD or No YTD account activity option.

G: Reconciliation: TC "G: Reconciliation:" \f C \l "2" 
The Reconciliation report will show you what checks and receipts have been cleared, which are still outstanding, adjustments you made, and voids.

*NOTE:  This is one of the reports you need for EOM procedures.

The Trial balance option is automatically selected for a complete report as shown below:


[image: image45.png]B Activity Fund Reporting

oct bank account Fiscal yoar:

] o ] roxea Ty acTivITY TN

 accounts Reconciiton
 adjustments & Trabance Reconciiatin dete [11 532011 <
 Bold Code Bork sttement alance 0]
 Classification nterestrot yetposted [ g
 Expenditures Expenses ot yet posted o
 Financials vestmerts o0
& Recondilistion

© Revenues

 Vendors

; [ Provew Q =

8 Frz0i2 F] Aust | I





Change the Reconciliation date to the Bank statement ending balance date so your reports and bank reports correspond with each other. In the Bank statement balance area enter your Ending Balance from your bank statement. Enter Interest not yet posted and Expenses not yet posted if needed. Add any Investments that you might have in the Investments area. Click the Preview button to see if there is a Variance or not. Print the whole report.

You want a Zero Variance. That means you reconciled with the bank.

H: Revenues: TC "H: Revenues:" \f C \l "2" 
When you select Revenues a screen will appear like the one below:
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1. Print receipt register: TC "1. Print receipt register:" \f C \l "3"  Register shows the receipts you have issued and the status of each receipt by selecting either date range or by number range. A Search received field option is available if needed.

2. Print receipt ticket: TC "2. Print receipt ticket:" \f C \l "3"  This option allows you to print one receipt or a batch of receipts by selecting either date range or by number range.

3. Print daily deposit: TC "3. Print daily deposit:" \f C \l "3"  This allows you to select a deposit number and it shows the list of receipts associated to that deposit. On the report you can Include credit card receipts for the deposit. Print the deposit ticket option is also available.

4. Print deposit summary: TC "4. Print deposit summary:" \f C \l "3"  Allows you to print a summary of a deposit number range. The deposit date, deposit number, remarks, and how many receipts are associated to that deposit and the total amount of a deposit can be found on this report.

5. Print outstanding receipts: TC "5. Print outstanding receipts:" \f C \l "3"  Prints a register of outstanding receipts that have not cleared the bank, with an option to select All fiscal years.

6. Print void receipts: TC "6. Print void receipts:" \f C \l "3"  Prints a register of void receipts by selecting either date range or by number range. This report shows the date the receipts were voided on and shows the issued date and information of the original receipts.

7. Form 1098-T: TC "7. Form 1098-T:" \f C \l "3"  Tuition Report for the IRS used by Technology Schools only. This creates a file called received.csv for viewing or printing a detail report of the summarized file.

Print Receipt Register by date range or by number range with a search received field. The receipt register has a Status Key showing the status of receipts shown in this report.

*NOTE:  This is one of the reports you need for EOM procedures.
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Print Daily Deposit Report example shown below: 
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Print Deposit Summary example shown below: 
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Print Outstanding Receipts example shown below:
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Print Void Receipts example shown below:
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I: Vendors: TC "I: Vendors:" \f C \l "2" 
Under File, go down to Reports and over to Activity fund reporting and select Vendors a screen will appear like the one below:
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1. Vendor Listing: TC "1. Vendor Listing:" \f C \l "3" 
The Vendor listing showing a list of active vendors will give you an option to select all vendors or 1099 vendors only. You can run the report by fiscal year. The preview will give you a list of vendor names, address, city, state and zip code and will show the total vendors at the end of the report. Below is an example of the Vendor listing.
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2. Vendor Expense Summary: TC "2. Vendor Expense Summary:" \f C \l "3" 
The Vendor expense report summarizes vendors by expenditure amount. The Vendor expense summary will let you select or enter calendar year or use fiscal year, all vendors or 1099 vendors only, include zero balances and use $600.00 minimum. It is a good report to run to see which 1099 vendors have made over $600.00 dollars this year. The summary report shows each vendor number and name, if it is a 1099 vendor, how many items and the total expense amount of those items year to date. 

Below is an example of the Vendor expense summary.
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3. Vendor 1099 Detail Report: TC "3. Vendor 1099 Detail Report:" \f C \l "3" 
The Vendor 1099 detail report shows a detail listing of expenditures by vendor. The detail report will let you select or enter calendar year or use fiscal year, all vendors or 

1099 vendors only, select vendor, and include SSN. The report shows the vendor number, vendor name, if it is a 1099 vendor and shows a detail of each check number, issued date, year, account number and subaccount, remarks, amount of the check or line item and a total amount for vendor.

Below is an example of the Vendor 1099 detail report using the Select vendor option.   
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4. Vendor Audit Report: TC "4. Vendor Audit Report:" \f C \l "3" 
The Vendor Audit Report shows an audit trail on changes that have been made to the vendor name. Below is an example of the Vendor audit report.
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End of the Month Procedures: TC "End of the Month Procedures:" \f C \l "1" 
Below is a list of recommended procedures to follow before your End of Month Close Out. Please be sure to run an update before you run your reports.

*NOTE* CORRECT BOLD CODE FILES (GREEN) BEFORE JUNE CLOSEOUT.  
 
     CREATE BOLD CODE FILES AFTER JUNE CLOSEOUT.

1) First, get your bank statement and reconcile checks and receipts. The deposit report you create during the month is helpful to use when reconciling receipts. An outstanding Check report is also helpful.

2) Make any adjustments that need to be made, such as bank interest, NSF Checks, etc.

3) Go to Reports Activity Fund Reporting Menu and select Reconciliation. Trial Balance is selected for you to get a complete report. You can select the Reconciliation date and then type in your bank statement’s Ending balance and Preview. If there is a Zero Variance, click print and add this to your EOM reports. (If there is a variance, double check your cleared checks/receipts and your outstanding, to make sure you did not accidentally clear something you should not have. Run the Trial balance again until you have no variance.)

4) Click on Accounts and print a Summary of accounts (MTD) and include your sub accounts if you use them. Select Summary of accounts (YTD) and print it also.

5) Click on Adjustments and print an adjustment register and or print transfer register if you have created several. It might be a good idea to have this report. If you have not created any, skip to number 6.

6) Click on Expenditures and print a Check Register. If you want a separate Outstanding Check register, then print one here. You may also want to print an Outstanding Invoice report. This report shows what invoices you have that has not been created into a check yet.

7) Click on Financials and print a Detail of account (MTD) and select All Accounts.  This will print a detail of accounts that had activity during the month. If you want to print a report for those accounts that had zero activity, then select No MTD account activity. It will print a report only for those accounts. Please make sure the account information is correct.

8) Click on Revenues and print a receipt register. If you want a separate Outstanding Receipt register, then print one here.

9) If you have signed up for Offsite backups, it would be a great idea to execute one now.

10) Once all your reports are correct and printed, you are ready to Close Out for the Month. Under File, go down to Close-Out Processing and over to Monthly Close-out. If all your reports are printed and correct, click the Next button. It is recommended that you select the last day of the month for your Close-out Date. If your detailed bank reconciliation has been printed and is correct, click “yes” and then the Next button. You must execute a backup before clicking on the Close-out Button. You will get a message saying that Closeout has been successfully performed. You must log out of activity fund and then log back in so the closeout can be completed.

11) It is a good idea to run a Summary of Account report (see #4 above) and make sure that the ending balance of the month you just closed out is the beginning balance of the new month you are now working in.

Please call us if you have any problems or questions we can help you with.

End of the Year Procedures: TC "End of the Year Procedures:" \f C \l "1" 
1) The first thing you need to do is close out the month of June. June close out will also close all open purchase orders. You will want to print an Outstanding Invoice report. All invoices must be closed (created into checks) or removed. (See Chapter IV - Invoices of the manual on how to remove invoices.) Please be sure that all of your reports for June are printed and are correct. After you close out for June using June 30 date, be sure to log out, and then back in for the close out to take effect.

2) Go to Reports and click on Accounts and then print a Summary of Accounts (YTD) Year to Date report. Include subaccounts if you use them. Also be sure to Print a Statement of Change report for your auditor.
3) It might be a good idea to click on Adjustments and Print an Adjustment Register and Print a Transfer register and select the dates for the year.

4) Click on Expenditures and Print a Check Register and Print an Outstanding Checks report.

5) Under Financials, click on Detail of Account (YTD) Year to Date, All accounts.  This is a large report and will take a lot of paper. *NOTE*        
6) Click on Revenues and Print a Receipt Register for the year.

7) Once you have printed all of your reports and they are correct, you are ready to run your Bold Code reports. (See Chapter IX Reports-Bold Code of the manual.)

8)  **NOTE** You need to correct any errors you have before creating your files. (See section Bold Code Changes of the manual). Once you have re-run your bold codes and they are correct and they have no errors, the Activity expend and revenue files are ready to be created. (See Chapter IX Reports-Bold Code). The Activity files will need to be merged with Accounts Payable and Treasury files and submitted to the State Dept.

9) Click on File and down to Close-out Processing. Click on Year-end Close out. The program will remind you to print any reports you may have forgotten and then create a Year End backup.

10) It will ask you for your next PO#, Check#, Receipt# and Deposit#. It usually defaults to the next available number. You can change the number here if you want too.

11) Read the close out prompts. Once close out has been successful, please log out and back in so the New Year close out will take effect.  

12) It is a good idea to print a Summary of Accounts to make sure account balances did roll forward and closeout was a success before entering New Year work.

           Please call us if you have any problems or questions we can help you with.

      *NOTE* REPORTS CAN BE SAVED TO A FILE INSTEAD OF PRINTING. 

                      ALWAYS SAVE AS TYPE:  ADOBE PDF                                                      

    **NOTE** CREATE BOLD CODE FILES AFTER YOU CLOSE OUT FOR JUNE.



                              Bold Code Changes: TC "Bold Code Changes:" \f C \l "1" 
If you run a Bold Code report and have errors, you can change the codes by individual items or by a batch. 

Run or print the Bold Code listing by expenditures or by revenue if your Bold Code contains errors. The listing shows how many items you used for a particular code, the value or code that contains the error, the total expense for items used for that code and explains the warning and error messages. (See Chapter IX Reports - Bold Code section)

To correct those errors click on System and down to OCAS and over to Bold Coding Expense or Bold Coding Revenue. A message will appear like the one below:
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When you click OK, be sure to make a backup and then you can continue with the changes.

Once you click OK to the backup message, a screen will appear like the one below:
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The Expenditure Summary and Transfer to existing code options are selected for you.

The Expenditure Summary option allows you to see how many items use a particular code, same as the Adjustment Summary. The code selected above has 7 items that use that code. You can change all 7 codes at once if the Expenditure summary is selected or you can select Expenditure detail to change the codes individually. The Expenditure detail shows a list of individual check numbers and detail of those codes, same as the Adjustment detail. Be sure to check the Adjustment options also for code errors.

Select (checkmark) the items you want to change to the correct code with Transfer to existing code selected. If the code has not been used before click Transfer to a new code and the program will create a new code for you. 

Enter all of the correct code after the year and fund in the appropriate white boxes or click the Code icon button (in the middle of the screen) that shows a window of available codes. When selecting the Code icon button, just highlight the correct code and click the green arrow Select button to change all of the code in the white boxes.

Next, click the Transfer green arrow button to transfer to the existing or new code you selected to the items you need changed.

*NOTE: When selecting the Code icon button, under Options you can Create Expenditure code or Create Revenue code and description if the existing code does not appear. After entering the new code and description be sure to click the Save button and then highlight the code you created before clicking the Select button. The new code can also be created under OCAS Expenditures or OCAS Revenue.

*NOTE: Select fiscal year to correct bold code.
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