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The EPES program is a web-based program designed especially for school bookkeeping. The Finance
Department serves as your first contact for all problems and questions. We welcome your questions and
comments about the program.

It is very important to remember that the EPES program is “date driven”. This means that all

activity in a particular month is considered in that month because of the date that was entered for that
transaction. When entering any adjustments, the date automatically defaults to the current date. Be sure
to enter the date the transaction posted or you will not balance when you do your bankreconciliation.

Due to the nature of this program, it is always best to have the CAPS Lock on when using this program.
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. LOG IN

District ID: 12463 Customer ID: 5-Digit School 1D#

User Name: BK

Password: Can be changed under Utilities Menu, if needed

Security Code: If prompted, type in the four-digit number shown on the screen.

Click on [Login] or press [Enter]

ﬁepes software

Copyright @ 2014: CAP Group, Inc

District ID: 12463 Customer ID: I:I

User Name: |E!K |

Password: | |

Enter number displayed in the image below:

Security Code:

Login l Forgot Password

Main Screen

This is the blank screen that appears after you have entered your User Name and Password. The Main
Screen contains pull down menus, which make program selections quick and the program easy to
navigate. The pull down menus on the Main Screen is as follows: Accounting, Reports, Utilities,
System, Help and Exit

District: p=s  cooacov.com
b School: d VER'IEHED &&E;LL':RED
S Year: 2017 /2018

'ﬁm SOHWGre Change Schools

Copyright © 2014: CAP Group, Inc.

activity accounting
& Wel-

purchase orders

EXIT
To exit the School Accounting program, select “Exit” on the Main Screen.
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Il. ACTIVITY ACCOUNTS

The Activity Accounts File is used to maintain individual account data in the EPES program. An
account is an entity that will be charged whenever an expenditure, revenue, transfer or journal
adjustment is entered. To be valid, all transactions must be charged to an account.

A. Add Activity Accounts
Go to “Accounting/Accounting/Accounts/Activity Accounts”.
Select <Add> from the Tool Bar Menu. Enter the following:
NOTE: Remember to put the CAPS LOCK on when entering information.

o Activity Account/Club#: Enter your account number. Consult the School Chart of
Accounts — Activity Accounts Section to determine appropriate account numbers to input.
Please note that you cannot use a duplicate account number. You will get a
warning message letting you know that the numberinput is a duplicate. Press [Tab].
Account Name: Enter a complete description of the Account. Press [Tab].

Advisor: Enter the account sponsor. Press [Tab].

Beginning Balance: The beginning balance is always $0.00. Press [Enter].

Acct Group: Skip this field. We will not be using account groups in this program.
NOTE When adding a new account during the school year, the beginning balance of the

new account must be entered as zero in order to balance at month-end.

o o O

Activity Accounts/Club

FRST . PREV - WEAT - LABT ALDD  ELWT OkL LST- CANCEL SBAVE  CLGGE - BAVE - ADD ANOTHER
Activity Account/Club # :l i
Account Name | | 52 Cash Balance $
Advisor | | Payable (%)
Beginning Balance * Working Balance $
Activity Group | V| Encumbered 3

Select <Save - Add Another> to continue adding accounts.
Select <Save> to save activity accounts added.
When finished adding accounts, select <Close> to return to the Main Screen.

B. List Activity Accounts
Go to “Accounting/Accounting/Accounts/Activity Accounts”.
Select <List> from the Tool Bar Menu.

A list of current accounts will appear. You can click on the column titles to sort by that
column, alternating between ascending and descending. You can also use the Search box to
find an Activity Account. Click on the drop down area to change the search criteria.

o Beginning Balance: This is the balance in the account as of the beginning of the fiscal
year (July 1st).

o CashBalance: This balance will be correct aslong as all checks have been transferred
fromthe Accounts Payablefileand all depositshavebeen transferred.
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Edit Activity Accounts
Go to “Accounting/Accounting/Accounts/Activity Accounts”.

Click on <List> to find the account that you want to edit. Once you've found the activity
account in the list, click on it to bring up that account record.

Select <Edit> from the Tool Bar Menu. Make necessary changes.

o Account: Important, once an account number has been added, you cannot delete that
number until after the close of the school’s fiscal year (June 30th).

o Acct. Name: May be changed.

o Advisor: May be changed.

o Beginning Balance: DO NOT CHANGE THISBALANCE.

If you decide not to edit the account you can click on <Cancel>; otherwise,

Click <Save> to save record.
Click <Close> to return to the Main Screen.

Delete Activity Accounts

Do not delete an account once it has been set up and transactions have been
entered. If you wish to delete an account number that is no longer needed, the
account must have a zero balance as of June 30th. Also, the account must not have
any outstanding checks as of June 30th. Accounts must be deleted after the new
fiscal year is created in July, but before the month of July is balanced.

Go to “Accounting/Accounting/Accounts/Activity Accounts”.

o Click <List> on the Tool Bar Menu. Find the account you want to delete and click on the
line item to open that account record.

o Click<Delete> on the Tool Bar Menu.

o Message: Are you sure you want to delete this record? Click [OK].

Message from webpage [%J

9 Are you sure you want to delete this record?

QK ] | Cancel
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VENDORS

The EPES program requires that a vendor code be set up for individuals for whom the school will
receive money from and/or disburse money to.

Add Vendors (NOT ALLOWED AT THIS TIME)

Go to *“Accounting/Accounting/VVendors”
Thescreenwillautomaticallyopentothefirstvendorinthelist. Beforeyousetupanew
vendor, youshouldensurethatthevendorisn’talreadysetup. Youcanclickon<List>to
verify that the vendor is not already set up. Itis veryimportant that a vendor is only set

A.

up once in EPES.

Select <Add> from the Tool Bar Menu. Enter the following:

Vendors
FIRGT PREV
Vendor Code
Vendor Name
Address
Address line 2
City

State

Phone

Fax

Attention

Tax ID

School Wend #
County ID

Bid Category

MEMO

LD ELT GEL

*=

CANCEL SAVE CuLOGE  SAVE - ADD ANOTHER

H

~|  ZipCode -

T
]
]

NOTE: You may press [Tab] to skip any field for data that is optional.

o Vendor Code: (Required) Enter 9 character/digit code to describe the vendor. For
Example, OFFICEDEP could be entered for Office Depot. Press [Tab] to move to the
next field. We suggest that all 9 characters/digits be used for vendor codes.

O 0O oooooogooo o

your school. Press [Tab].

o o

County ID: Press [Tab].
Bid Category: Press[Tab].

Vendor Name: (Required) Enter the full name of the vendor. Press [Tab].
Address: Enter the address of the vendor. Press [Tab].

Address line 2: May enter additional address info. Press [Tab]

City: Enter the name of the city. Press [Tab].

State: Enterthe two-digitabbreviationforthestate. Press[Tab].

Zip Code: Enter the zip code. Press[Tab].

Phone: Enter the vendor’s telephone number, area code first. Press [Tab].
Fax: Enter the vendor’s fax number. Press[Tab].

Attention: May enter arepresentative of the company. Press [Tab].

Tax ID: (Required) Enter the vendor’s tax ID number. Press [Tab].

School Vend #: Enter the Customer ID or account number that the vendor has assigned

Memo: Use this field to enter information about this vendor that will help you in the

future.
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Select <Save - Add Another>to save this vendor and add another one.
Select <Save> to save this vendor and discontinue adding.
Select<Cancel>toundowhatyouhaveaddedand exit.

Select <Close> to return to the Main Screen.

B. AddVendor (whilewritingareceipt) NOT ALLOWED AT THIS TIME

o On the Receipts screen, enter a Vendor Code in the “Revd From” field. If the Vendor
Code is not located, you will be prompted with an error message.

o Message: Would you like to add this vendor? Click <Yes>.

) Changes will not be saved until you click save.
Receipts

FIRST - PREV ~ NEAT - LAST ADC - 01T DEL - LSBT - CANCEL  SAVE = CuOGE - SAVE - ADDANOTHER F'n'anhlsReceipi] Voidmlsﬂecelptj

Receipt #: (14100 Date: [10/04/2017 |4 GL Account: | 992 - Che... Printed: Posted From:

Revd From: |FINANCE Vendor Name: [MISC VENDOR | £) closed: Void Date: m=——o—
Vendor Not Found
Would you like to add this vendor? tal:

The vendor box will pop up.

o Enter Vendor code (Required): Enter a short abbreviation to describe the vendor. May
beuptoninecharacters. Press[Tab].

Enter Vendor Name (Required): Enter full name of vendor. Press [Tab].
The remaining fields are optional and can be completed later. Once you’ve completed

entering all applicable fields, click <Save> to save the record & continue entering receipt
information.

o Click <Cancel> to return to the receipt you were entering without saving Vendor.

C. Add Vendor (while writing acheck) NOT ALLOWED AT THIS TIME

o In either the Accounts Payable or Checks Paid screen, enter a Vendor Code in the

“Vendor ID” field. If the Vendor Code is not located, you will be prompted with an error
message.

o Message: Would you like to add this vendor? Click <Yes>.

Changes will not be saved until you click save.
Accounts Payable

FIRSI . PREV  WNEXI  LAST ADD  ELT  DEL  LST  CANCEL SAVE | CLOSE  SAVE - ADD ANOTHER
G/L Account: | 992 - Checking C/A: [553,805.10 | Date: [10042017 | pay This: M
Vendor ID: |[FINANCE Vendor Name: [MISC VENDOR ‘J
Vendor Not Found
Would you like to add this vendor? anit:
@
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The vendor box will pop up.

o Enter Vendor code (Required): Enter a short abbreviation to describe the vendor. May
beuptoninecharacters. Press[Tab].
Enter Vendor Name (Required): Enter full name of vendor. Press [Tab].
The remaining fields are optional and can be completed later. Once you've completed
entering all applicable fields, click <Save> to save the record & continue entering check
information.

o Click <Cancel>to return to the check you were entering without saving Vendor.

Delete Vendors NOT ALLOWED AT THIS TIME
Go to “Accounting/Accounting/Vendors”.

Click on <List> to find the vendor code that you want to delete. Once you’ve found the vendor
code in the list, double click on it to bring up that vendor record.

Select <Delete> from the Tool Bar Menu.

o Message: Are you certain you wish to delete this record? Click [Yes].

Confirmation Required

Are you certain yvou wish to delete this ren:nrd Mo

Vendor codes can be deleted any time during the fiscal year. You will not be able
to delete a vendor once it has been used for checks and/or receipts. The vendor
code must not be linked to any outstanding checks as of June 30th. It is a good
ideato clean out your vendor file every year after you have created your new fiscal

year in July.

If you try to delete a vendor that is linked to checks and/or receipts:

o Message: This vendor account is currently tied to records.

o Click [OK].

Error Deleting Record

This vendor account is currently tied to Check records

o]
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IV. RECEIPTS

Before you begin writing receipts, make sure that the box titled Print Receipts whileadding in
the Accounting/Preferences (Utilities Menu) screen is checked. This will print your receipts as
they aresaved. If mistakes are made onreceipts, refer to Voiding Receipts (see Section IV. C.
below) to determine how to correct the error(s).

A. Issuing Receipts

Go to *“Accounting/Accounting/Receipts”.
Click on <Add> to enter a new receipt.

Changes will not be saved until you click save.

Receipts

FIRST . PREV.  MEAT - LABT  ADD - EOIT - GEL - LGT  CANCEL SAVE | CiLOSE . SAVE-ADDANOTHER Print This Recelpt] Void this RecelDtJ
Receipt #: |14100 Date: [10/05/2017 | GL Account: | 9972 - Che... Printed: Posted From:

Revd From: |BLANK Vendor Name: [MISC VENDOR |_J Closed: Void Date: =——o
Individual: | |

Add Line Iteml Receipt Total:

There are no line items yet. Click 'Add Line Item'.

o Receipt #: Press [Tab] to accept the next receipt number or type in the next receipt
number and press [Tab].
Date: Press [Tab] to accept the current date or enter the correct date and press [Tab].
GL Account: Press [Enter] toselect the 991 — Cash on Hand general ledger account.

NOTE: Each receipt posted will be entered into the 991 — Cash on Hand General Ledger
account. At the end of the day, recording the bank deposit (see D. below) will post your
receipts to the 992 — Checking General Ledger account. This will greatly simplify your bank
reconciliation at the end of the month and provide a detailed audit trail.

Posted From: Press [Tab]. Leave this blank.

Rcvd From: Enter the vendor code and press [Tab]. If you are unsure of the vendor
code, click on the gray box to the right of the Vendor Name field. This will bring up the
Vendor list to search for the vendor. When the correct vendor is highlighted, click the
vendor name with the left mouse button. This will bring you back to the Receipts screen
with the vendorcodelisted.

IMPORTANT: NEVER useBlank VVendor forissuingreceipts!

Once you have entered the vendor information in the “Rcvd From” field, press [Tab] to
select <Add Line Item>. This is where you will enter the information for the account(s)
receiving funds. Press[Enter].

Changes will not be saved until you click save.

Receipts
FRGE PREW  REAL LAGE ALG LD DELLST o CAMCEL  SMVE | LiOGE - BAVE -ADDANOTHER. Frint This H(‘C’?)IJ‘J Woid this Hf_‘f.‘i"C'[J
Receipt #: | 14100 Date: [10052017 | GL Account: | 992 - Che,,, Printed: El Posted From:
Revd From: [FCBOE Vendor Name: |[FORSYTH COUNTY BOARD OF ED J Closed: E Void Date: =—=——x0
Individual: [FORSYTH COUNTY BOARD OF ED
Add Line ltem|) Receipt Total:
————
[options [ Acct. |sub acct. Amount | Tax Amt. | Motes Pay Type
| @ @ | select Activity Account 0 - No Sub-Account $0.00] [$0.00 Il | C - cash |
| | Mt e ————r— e e e . { . Sharli —_— ]

10
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o Acct: Enter the Activity Account or click on the down arrow to select from a list of activity
accounts. Press [Tab].

Sub-Acct: Press [Tab] for no sub account.

Amount: Enter the amount received and press [Tab]. **must use decimal point.**

Tax Amt: Press [Tab] to skip this field.

Notes: Enter a complete description for the funds received and press [Tab].

Pay type: Enter the type of payment(s) received. C is for cash, Kis for check, R is for
credit card, E is for Electronic Transmission etc. You can click on the down arrow to
select from the list of payment types. Receipts should be entered with multiple lines
to account for cash and checks collected.

O 0O o o o

Press [Tab] to continue adding line items for this receipt. You can add as many lines as
needed. The program will generate a new receipt for every 5 line items added.

Once you have entered all the data:

Select <Save - Add Another>to save this receipt and add another receipt.
Select <Save> to save the current receipt.

Select <Close> to return to the Main Screen.

Print Receipts

Thereceiptisa 3-partform. Youcansetthereceipttoautomatically printby goingtothe
Utilities/Preferences) screen and selecting Yes to “Print Receipts While Adding?”
underthereceiptstab. If youselectthisoption,thereceipt willautomatically printeachtime
you save a receipt. *If you use this option, make sure you have your receipts loaded
into the printer.

Toprintareceiptthathasnotbeen printed yet, you can click on <Print This Receipt>from
the Receipts screen.

Receipts
FIRST PREV NEXT LAST ADD EDIT DEL LIST CAkCEL  S5AVE | CLOSE .mn_—mru«l-u...u" Print Th|sRece;pti ’o|d thisRece|pt]
S —

Receipt #: {6628 I Date: IO7/21/2017 ] GL Account: 9927Checking] Printed: [Yes lPosted From: —=

FORSYTH COUNTY BOARD OF .
£ 3 : ——
Revd From: |[FBOE Vendor Name: |EDUCATION ‘ Closed Void Date
FORSYTH COUNTY BOARD OF
Individual: [EDUCATION
Add Line Iteml Receipt Total:
Acct. Sub Acct. Amount Tax Amt. Notes Pay Type
328 0
ay i S Rocount $1,299.40 |[$0.00 [[REIMBURSE [Check ]
328 0 ,
e A $688.00 _ |[$0.00 [[REIMBURSE [Check ]

If receipt has been printed previously, go to the “Print Prev. Receipts” option under
“Reports/Accounting” to re-print.

Void Receipts

If you must void a receipt or receipts, you need to write “VOID” across the receipt and keep
all of the original & duplicate copies. Each voided receipt must be entered in the EPES
program. All receipt numbers must be accounted for in the EPES program and the hard
copies in your files filed in numerical sequence.

11


vstewart
Rectangle


NOTE: Be sure that the “Print Receipts While Adding” option under the Receipts tab in
Utilities/Accounting/Preferences is turned off prior to voiding receipts, or you have plain
paperinyour printer. See Page 46, Section XV. A. Preferences.

1.

11

Tovoidreceiptsalreadysavedinprogram.
Go to “Accounting/Accounting/Receipts”.

Click on<List>tofind the receipt that you want tovoid. Once you’ve found the receipt
inthelist, double clickonittobring up thatreceiptrecord. Youdonotneed toclick
<Edit>1in order to void a receipt.

Select <Void this Receipt>

Receipts

FIRST PREV NEXT LAST ADD EDIT DEL LIST CANCEL  SAVE | CLOSE SAvE-ADDANGIHER . Print This Receipt}{Void this Receipt])
————

Receipt #: [6628 ] Date: [07/21]’2017 ] GL Account: 992—Checking] Printed: EYES ]Posted From: ==

Revd From: |FBOE FondodtiTame:

FORSYTH COUNTY BOARD OF . : .
EDUCATION ‘ Closed: Void Date: ————1

FORSYTH COUNTY BOARD OF
EDUCATION

Individual:

Add Line Item' Receipt Total: |$1,987.40
Acct. Sub Acct. Amount Tax Amt. Notes Pay Type
Ren & i Rcoun §1,299.40_|[30.00 |[REMBURSE [Check ]
E;ﬁA go T $688.00  |[$0.00 |[REmBURSE [Check ]

An entry box will pop up at the bottom of the receipt. Enter the following

o Reason: Please enter acomplete description for the voided receipt (printer error,
wrong amount, wrong vendor, etc.) This is NOT optional. Press [Enter].

o  Void Date: Enter the date voided. This should be the date of the original
receipt being voided. Press [Tab].

Void Receipt

Reason for Voiding This Receipt (Optional)

[VOID - WRONG AMT | Void Date: [07/21/2017 |

Continue| Cancel Void|

Click [Continue]. This will void the receipt. This will create a reversing entry to
zeroout the receipt. If you decide not to void the receipt, click [Cancel VVoid].

To void receipts not entered in the program.

Follow the instructions for issuing receipts in section A. above, except post the receipts
directly to the 992 — Checking general ledger account. Use the VOID vendor code and the
amount entered for the receipt would be $0.00. The receipt must be coded to an activity
account; otherwise, it will not save.

12
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Record Bank Deposit (General Ledger Transfer)

Once you have entered all of your receipts you are ready to record your bank deposit. This

process automatically transfers the money that your receipts put into the 991 — Cash on
Hand account to the 992 — Checking account.

First you will need to print a Sequential List of Receipts to give you a total for your
receipts and show the breakdown of cash/checks.

Sequential List of Receipts
Go to “Reports/Accounting/Sequential List/List of Receipts/By Receipt #”

This report uses the Report Query format. On the Report Query screen, select the

following:
o Date
o Equal to

o Enter the date of the deposit in the “Compare to” box.

Click on [Add Condition]. The query will appearin the Report Conditions box.
Click [Add Condition]. The query will appearin the Report Conditions box.

List of Receipts by Receipt

Preview | Print | ExportToExcel]  Close |
Report Title | |

Report Saved Name | |

Fields Operators Compare to

Account Befare 10/27117] %

Date After

GL Account Yearis e

Recpt Mo Month is Add Condition

Vendor Code Day is

Total Amount E_ Remove |

Mate Between

Payment Type OR 7

Individual ST
SaveRpt |

| Report Conditions Saved Repo."ts.,

Click [Print].
Now you are ready to record your bank deposit.
Go to “Accounting/Accounting/Transfers & Deposits/Deposits”

Verifythatthe amountinthe “DepositAmount”fieldisthe correctamountofthe deposit.

If not, an error has been made in the issuing receipts. Click on [Close] to quit. Go
back and review thereceipts for errors.

o Deposit Date: Press [Tab] to select the current date or type in the date of the deposit

and press [Tab].
o Deposit Into Acct.: 992-Checking. Press [Tab] to accept. DO NOT CHANGE.

13
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o Deposit Money From: This option tells the computer where the money is currently
located. It should read 991-Cash on Hand. If not, click on the down arrow on the side
of this field and highlight the 991-Cash on Hand general ledger account. Press [Tab]
to accept.

o Deposit Amount: This amount should be the total of receipts entered and the total of
your deposit slip. If this amount does not agree with your deposit slip, you have made an
error in your receipts. DO NOT CHANGE THIS DEPOSIT AMOUNT. You must find
theerrorinthereceiptsand makethenecessarycorrections.

If the amounts are in agreement, press [Tab].
o Description: Enterthereceiptnumbersthat makeupthisdeposit.

Deposits
Deposit Date [10/27/2017 | 4]
Deposit Into Acct. |992 - Checking V|*  Deposit From Acct. [991 - CASH ON HAND v
Deposit Amount $4,000.00| *
Description [Receipt #s: 1515-1523 x|

Post Deposit] Closej Deposit Voucher]

Click [Post Deposit] to record the bank deposit. DO NOT CLICK MORE THAN ONCE.
Depending on the speed of your internet, it may take a minute for it to post.

Funds have been transferred from 991 - Cash on Hand to the 992 — Checking
account...creating a General Ledger transfer.

IMPORTANT: If you are entering receipts for multiple deposits made on the same day, it is
very important that after entering the receipts for the first deposit, that you print the
sequential list of receipts and record the bank deposit before moving on to the next set of
receipts for the second deposit. You can run your sequential list of receipts by receipt number
so you can show the separate amount totals.

**EACH DEPOSIT MUST BE RECORDED SEPARATELY SO ASTO CORRESPOND
WITHDEPOSITSPOSTED TOTHEMONTHLY BANKSTATEMENT!**

Void Deposit (General Ledger Transfer)

An occasion may come up when you will need to VOID a deposit/general ledger transfer
(wrong amount, posted twice in error, etc.). The EPES program allows you to void general
ledger transfers.

Go to “Accounting/Accounting/Transfers and Deposits/Transfer GL”

Click on <List> to find the transfer that you want to void. Find the transfer in the list and
click on it to bring up that record.

Click on [Void this GL Transfer] to void the deposit.

14
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GL Transfers
FIRST PREV NEXT ~ LAST ADD EDIT DEL LIST CANCEL = SAVE | CLOSE  GAVE-ADD ANGTHER

Transfer # 26 Transfer Date 101312017 |

From GL Acct 891 - Cash On Hand v To GL Acct 992 - Checking v
Cash Balance Cash Balance $308,923.14

Transfer Amt $1,629.90 Entry Closed m

Document # Deposit Date Voided =

Transfer Note DEPOSIT 10/13/2017 RECEIPT # 13863-13869

Void this GL Transfer] )

A box will pop up to allow you to put in a reason why you are voiding the transfer.

Type a reason for voiding the transfer, press [Tab]. This is NOT optional.

Void Date: Enter the date to void the transfer. This should be the deposit date.

Click [Continue] to void the transfer. Click [Cancel Void] should you decide not to void
the transfer.

Reason for Voiding This GL Transfer (Optional)
|POSTED TWICE IN ERROR x| Void Date: [10/19/2017 |

Conljnuej Cancel Vﬂid]

15
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V. ACCOUNTSPAYABLE (Checkstobe Printed)

Use this option to record disbursements so the program can print your checks. The entries entered
here will be moved to Checks Paid when checks are printed. Each time you open Accounts Payable
your only two options on the tool bar should be <Add> and <Close>.

A.

Add Payables
Go to “Accounting/Accounting/Accounts Payable.”

Select <Add> from the Tool Bar Menu. Enter the following:

R Y Y i |

G/L Account.: Press [Tab] to select the 992-Checking general ledger account.
Date: Press [Tab] to select the current date or type in the correct date and press [Tab].
Pay This: This box indicates checks to be paid and is automatically marked. Press [Tab].

Vendor ID: Enter the vendor code and press [Tab] or click the gray box next to the
Vendor Name to select from a list of vendors.

Changes will not be saved until you click save.
Accounts Payable

FIRGT FREV  NEAT  LAST  ADD  EDA Uke LT CANCEL SAVE CLOGE  SAVE - ADD ANOTHER

G/L Account: | 992 - Checking c/A: Date: [1019/2017 [T pay This:

Vendor ID: [FCBOE Vendor Name: [FORSYTH COUNTY BOARD OF ED | _J

Payee: |FORSYTH COUNTY BOARD OF ED

Add Line Iferr!' Working Bal: ——"r—= Total Amount: |$0.00

There are no line items yet. Click 'Add Line Item'.

NOTE: If you use the “BLANK” vendor ID, which is preset in the program, press [Tab] to
add the Payee information.

Changes will not be saved until you click save.
Accounts Payable

FIRGT  PREW  MEAT LABI  ADD  EDIT  DEL  LiGT  CANGCEL SAVE | CLGSE  SAVE - ADD ANOTHER

G/L Account: | 992 - Checking C/A: Date: [1019/2017 |8 pay This:
Vendor ID: [BLANK Vendor Name: [MISC VENDOR ¥ |
Payee: [JOHN D_DOE x|

Add Line Item' Working Bal: =—"r——o Total Amount:

There are no line items yet. Click 'Add Line Item’.

16


vstewart
Rectangle


Oncethevendorinformationisadded,clickon<AddLineltem>toaddadetail (stub)line(s)
for this payable. This is where you will enter the account(s) the check will be written from.
Enter the following:

o Acct: Enter the Activity Account or click on the down arrow box to select from a list of
accounts. Press [Tab].

o Sub Acct: Press [Tab] for no sub account. NOTE: We will not be using the sub account
field withthisprogram.

o Amount: Enter the amount for this payable line item and press [Tab]. Remember that
you will need to enter the decimal point.

o P.O.# Enter a purchase order number, if applicable, and press [Tab] or press [Tab] to
leave blank.

o Invoice: Enter an invoice number, if applicable, and press [Tab] or press [Tab] toleave
blank.
Notes: Enter a complete description for this payable and press [Tab].
Tax Amount: Press [Tab] to skip this field. We will not be using the tax amount field.
[11099: Click with the mouse to mark this check for 1099 reporting, if applicable.

Press [Tab] to save this line item and enter additional line items. There is a limit of 14
line items per payable.

If no other line items are needed, click the floppy disk icon under Options to save the line
item.

Changes will not be saved until you click save.
Accounts Payable

FIRGT - PREV  NEXT - LASE - ADU . EDIT - DEL - UsT  CANCEL SAVE | CLOGE - SAVE - ADD ANOTHER

G/L Account: | 99 - Checking o/A: Date: [10192017 | pay This:
Vendor ID: |FCBOE Vendor Name: |[FORSYTH COUNTY BOARD OF ED ‘ _J

Payee: |[FORSYTH COUNTY BOARD OF ED

Add Line REml Working Bal: $19,973.27| Total Amount: |$1,000.00
Options Acct. Sub Acct. Amount P.O.# Invoice Notes Tax Amt. |1099
@ @ | 100- General Fund 0 - No Sub-Account  [$1,000.00) I COPY OVERAGE FY17] x]soo0 00

Select <Save - Add Another> to save this payable and add another payable, or
Select <Save> to save the current payable.

Select <Close> to return to the Main Screen.
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Print Checks
This option uses the information posted in Accounts Payable to print the checks from your
printer.

Go to “Reports/Accounting/Print Checks”

o Print Checks with Payable Dates Through: Press [Tab] to print checks with payable
dates through the current date or type in the last date to consider for entries posted in
the Accounts Payable file and press [Tab].

Checking Acct: Should read 992-Checking. Do not change. Press [Tab].

Next Check #: Press [Tab] if this is the next check number to use. If not, enter the
correct check number and press [Tab]. **Make sure this is the same number as the
next check in the printer.**

o DatetoPrinton Checks: Verify the print date is correct or type in the date to print on
checks.

Print Checks

Preview| Print & Post] Close]

NOTE: Please use the "Close"” button when leaving this screen

This option prints all Payables marked: [X] Pay This

Print Checks with Payable Dates Through: B
Checking Acct:
Next Check #:
Date to Print on Checks: __]

[CTPrint check Numbers on checks
[[Jcombine Checks for Same Vendor
[Ipost Checks WITHOUT Printing

Click [Preview]. A preview of all checks that are going to print will come up on the screen.
You should look through the checks to make sure that everything is correct. There will be a
page for each check. If everything is correct, click on the black X to close the preview screen
and return to the Print Checks screen. Proceed to printing the checks.

Click [Print & Post]. The program will only print the first check. When the first check has
finished printing, the program will ask, “Did the first check print correctly?” If so, click
[Yes]. The remaining check(s) in Accounts Payable will now print. When those checks have
finished printing, the program will then ask, “Did all checks print correctly?” If so, click
[Yes]. The program will then post the checks printed from “Accounts Payable” to “Checks
Paid”. Allaccountbalanceswillbeupdated.

If you had a problem printing all checks or a part of the checks, select [No]. All information
will remain in Accounts Payable and no changes will occur in balances. If none of your checks
printed correctly, you will have to select the Print Checks option again to print the checks.
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If only part of your checks printed correctly:
o Go to “Accounting/Accounting/Accts Payable”
o “Unmark” the payables that printed INCORRECTLY. To “unmark” payables, find
the appropriate check on the screen and press <Edit>and then click on the “Pay This”
boxtoremovethecheck mark. Press<Save>.

Follow the above instructions for printing checks, but on the Print Checks screen, select the
Post Checks WITHOUT Printing box in the bottom left corner. Make sure the Next
Check#isthebeginningcheck number forthe checksthat printed correctly the firsttime.
Select[PostOnly]. Amessageboxwill appear stating “Posting Complete”. Click [OK]. The
program will post the first set of checks printed from “Accounts Payable” to “Checks
Paid”. Click [Close] to return to the Main Screen.

Print Checks

Preview] Post Only] Clcse]

NOTE: Please use the "Clese" button when leaving this screen

This option prints all Payables marked: [X] Pay This

Print Checks with Payable Dates Through: | 10/19/2017 :]
Checking Acct:  |992 - Checking Vv
Next Check #: 7674

Date to Print on Checks: 10119/2017| 2

[Jprint check Numbers on checks
dor
Post Checks WITHOUT Printing

Go to “Accounting/Accounting/Accts Payable”

“Mark” the remaining payables that have not printed. To “mark” payables, find the
appropriate payable(s) on the screen and press <Edit> and then click on the “Pay
This” box to remove the check mark. Press <Save>.

Follow the “Print Checks” instructions above to print the remaining payables. If the
remaining checks printed correctly, select [Yes]. The program will post the marked checks
printed from “Accounts Payable” to “Checks Paid”.

Voided checks will need to be entered manually in “Checks Paid” (see Section VI. B. 3. below).
EditPayables
Go to “Accounting/Accounting/Accounts Payable”

Click on <List> to find the payable that you want to edit. Find the payable in the list and
click on it to bring up the payable record.

Click on <Edit> and make the changes needed. Click [Save].

To edit a detail line, click on the pencil icon under Options on the line item. Make the
necessary changes. Click on the floppy disk icon to save.
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Add Line Kem' Working Bal: ————= Total Amount: |$1,000.00

tions Acct. Sub Acct. Amount P.0.# |Invoice Notes :r):t 1099
100 0
l\“p General Fund No Sub-Account [$1’BOU'DU CaPY OMERAGR Y $0.00 |[]
. —

If you decide not to edit the payable, you can click on [Cancel].
Click [Close] to return to the Main Screen.

Delete Payables

Go to “Accounting/Accounting/Accounts Payable”

Click on <List> to find the payable that you want to delete. Find the payable in the list and
double click onit to bring up the payable record.

Click on <Del> to delete the payable.

A box will pop up to verify that you really want to delete the record. Click [OK] to delete.
Click [Cancel] should you decide not to delete the payable.

Message from webpage ﬁ

'9, Are you sure you want to delete this record?

OK J | Cancel

b

Click [Close] to return to the Main Screen.
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VI. CHECKS PAID

A.

Add Checks

Use this option to record disbursements when a vendor is being paid with a manually
prepared (handwritten) check or you are entering a voided check.

Go to “Accounting/Accounting/Checks Paid”.

Select <Add> from the Tool Bar Menu. Enter the following:

o Check # Enter the number of the check. Press [Tab].

o Date: Enter the date of the check. Press [Tab].

o GL Acct: Press [Tab] to select the 992-Checking GL account. DO NOT CHANGE.
O

Vendor: Enter the vendor code and press [Tab] or click on the gray box next to the
Vendor Name to select from a list of vendors.

Checks Paid

FRGT FiREV NEXT LASi LD [V Okl Lisid CANCEL SAVE | CLOSE SAVE - ADD ANOTHER

Check #: |8245 Date: [10/27/2017 | ZE GL Acct: [992 - Checking v Closed
Vendor 1D: [FCBOE Vendor Name: [FORSYTH COUNTY |8 Date Cancelled: [ | [

Payee: |FORSYTH COUNTY Date Voided

Toral Amourt:

Add Line lfenSave) Total Amount:

There are no line items yet. Click 'Add Line Item’.

NOTE: If you use the “BLANK” vendor id, which is preset in the program, press [Tab] to
add the payee information.

Checks Paid

FRGT PREW — NEAT LAST - ALD - EDH OEL - Lis1  CANCEL SAVE Luusc  SAVE - ADD ANOTHER

Check #: |8245 Date: [10/27/2017 | CEl GL Acct: | 992 - Checking Closed

Vendor 1D: |BLANK Vendor Name: |MISC VENDORS | J Date Cancelled: I:I |
Payee: [MARY SMITH x|

Date Voided

Total Amount:

Add Line ltemj Save) Total Amount:

There are no line items yet. Click 'Add Line Item'.

Oncethevendorinformationisadded, clickon<AddLineltem>toaddadetail (stub)line(s)

for this check. Thisis where you will enter the account(s) the check will be written from.
Enter the following:

o Acct: Enter the Activity Account or click on the down arrow box to select from a list of
accounts. Press [Tab].

o Sub Acct: Press [Tab] for no sub account. NOTE: We will not be using the sub account

field with thisprogram.

o Amount: Enter the amount for this check line item and press [Tab]. Remember that

you will need to enter the decimal point.

o PO #: Enter a purchase order number, if any and press [Tab] or press [Tab] to leave

blank.
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Invoice: Enter an invoice number and press [Tab] or press [Tab] to leave blank.
Notes: Enter a complete description for this check and press [Tab].

Tax Amount: Press [Tab] to skip this field. We will not be using the tax amount field.
1099: Click with the mouse to mark this check for 1099 reporting.

R Y Y i |

NOTE: When payments are made for Casual Labor, you CANNOT use the “BLANK”
vendor code. You must set them up as a VENDOR.

Checks Paid

Fdinh o PRLY o BLAT  LAGE  AUD  Bdei o Dii bed CANCEL  BAVE | CLGGL  SAVE - ADD ANOTHER

Check #: [8245 | pate: [10:27/2017 | T 6L Acet: | 992 - Checking Closed [ g
Vendor 10: [WILEYDDOD |  Vendor Name: [BRANDON WILEY 8 Date Cancelled: |

Payee: [BRANDON WILEY Date Veided

Total Amount:
Add Line I mal Amaunt: [T 516009

[Acer. l";‘-"““ [Amount |Ia_uﬂml |ww_ldm_| Balance E"'"‘_‘_I""‘;‘-’” Mates [1000 ]
Dalétd | 100 - General Fund 0 - No Sub-Account i $100 00][$0 00 $579.25 | [Open House Trafic |

{ . + —_— 4 : =: = -~
O8IBl | Select Activity Account 0 - No Sub-Account | SO.OOISOOO | |

L I L = - x . 1 =

Press [Tab] to save this line item and enter additional line items. There is a limit of 14 line
items per check.

If no other line items are needed, click <Save> to save the line item.

Select <Save - Add Another> to save this check and add another check, or
Select <Save> to save the current check.

Select <Close> to return to the Main Screen.

Void Checks

For all voided checks, cut out the signature portion of the check and write “VOID” across the
front of the check. File the voided check in numerical sequence in the expenditure file. Each

voided check must be entered in the EPES program. All check numbers must be accounted
for in the EPES program.

1. Void Checks — Current Month.
Go to “Accounting/Accounting/Checks Paid”.

Click on <List> to find the check that you want to void. Find the disbursement in the
list and click on it to bring up that record.

Click on [Void this Check] to void the disbursement.

Checks Paid

FIRST PREV  WEXT LAST ADD EDIT. DEL UST CAMCEL  Gauk | CLOBE  AvE - ADD ANGIIER

Check #: |8106 pate: (10082017 | Tl 6L Acet: Closed [ Ng
Vendor 1D: FORSYTHDD Vendor Name: [FORSYTH COUNTY SCHOOLS _J Date Cancefled: i
Payee: FORSYTH COUNTY SCHOOLS

Date Voided

Total Amount: 559,71
AOETSIS S8 Total Amount:

Acct. ]mm IAlllﬂllI!I Taoe Amit. |mng Balance |P.D.. |]ll|N5lt! |Nﬂl§ | 1099 | l
olog e
Dot soma |
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A box will pop up to allow you to put in a reason for voiding the check.

O

Void Reason: Type a reason for voiding the check, press [Tab]. This is NOT
optional.

Void Date: Enter the date to void the check. When voiding a check, you should
alwaysusethecurrentdate.

Click [Continue] to void the check. Click [Cancel Void] should you decide not to
void thecheck.

This creates a reversing entry with the same check number and a negative amount. The
system will automatically credit the account that was originally used when the check was

issued.

Void this Cﬁeckl Reason for Voiding This Check (Optional)
Void Reason: [PRINTED ON CHECK IN ERROR] x|

Void Date:  [10/27/2017 |2

Continue) Cancel Void)

Select <Close> to return to the Main Screen.

2.

Void Checks - Previous months.

Go to “Accounting/Accounting/Checks Paid”.

Click on <List> to find the check that you want to void. Find the disbursement in the
list and click on it to bring up that record.

Click on [Void this Check] to void the disbursement.
A box will pop up to allow you to put in a reason why you are voiding the check.

o Void Reason: Type a reason for voiding the check, press [Tab]. This is NOT
optional.

o Void Date: Enter the date to void the check. When voiding a check, you should
always use the current date, especially since you have already reconciled
and closed the month of the original  check.

o Click [Continue] to void the check. Click [Cancel Void] should you decide not
tovoid the check.

This creates a reversing entry with the same check number and a negative amount.
The system will automatically credit the account that was originally used when the
check was issued.

Void this Check‘l Reason for Voiding This Check (Optional)
Void Reason: [LOST CHECK DID NOT CLEAR BANK| x|

Void Date: [10/27/2017 |2

Cancel Vioid

Void Checks — Not in EPES program.

Follow the instructions for Checks Paid in section A. above. Use the VOID vendor
code and the amount entered on the checks detail line would be $0.00. You must code
the void check to an activity account; otherwise, it will not save.

In the “Date Cancelled” field, enter the same date that you used for the check.
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VIl. JOURNAL ADJUSTMENTS

Ajournal entry records transactions that appear on your bank statement. Alljournal adjustments
willbeentered directly tothe 992—Checkinggeneralledger account. Journal adjustmentswillbe
numbered consecutively from July through June of each year. You will only start the numbering

over at 1 at the beginning of each fiscal year, July 1st.

IMPORTANT: Remember that the EPES program is “date driven”. All activity in a particular
month is considered in that month because of the date that was entered for that transaction. For
example, a bank adjustment received for the month of August is entered on September 5%, When
enteringtheadjustment,thedateautomatically defaultstoSeptember5th. Be suretoenterthedate
the transaction posted or else this entry will be considered a September transaction rather than an
August transaction. This will affect your balancing procedure because the adjustment amount will
not beincluded in your August totals, which will cause you not tobalance for the month.

A. Bank Adjustments
This entry records the amount of any adjustments made to deposits or checks posted to the
school’s checking account.

i. Deposit Adjustments
Go to “Accounting/Accounting/Journal Adjustments”.
Click <Add>. Enter the following:

Adj. No.: Click on the adjustment number and press [Tab] to accept number.

Date: Enter the date the transaction posted to the bank statement. Press [Tab] twice.
GL Acct: Press [Tab] to accept the 992 — Checking account.

Type (1/E): Select | for an income adjustment (affects income/deposits).

O 0o o o

Select <Add Line Item> to enter account information.

o Acct: Enter the activity account number receiving the adjustment or click on the down
arrow to select from a list of accounts. For example: 100 (General Fund). Press [Tab].
Sub-Acct: Press [Tab] for no sub account.

Amount: Enter the amount of the deposit adjustment. If the bank added money to a
deposit, enter the adjustment as a positive amount. If the bank subtracted money,
enter the adjustment as a negative amount. Press[Tab].

o Notes: Enter a brief description for this adjustment.

Select <Save> on the bottom half of the screen to save the activity account information.
Select <Save - Add Another>to save thisJournal Adjustment and add anotherone.
Select <Save> to save this Journal Adjustment and no other entries are needed.

Select <Close> to return to the Main Screen.

ii. Check Adjustments
Go to “Accounting/Accounting/Journal Adjustments”.
Click <Add>. Enter the following:

Adj. No.: Click on the adjustment number and press [Tab] to accept number.

Date: Enter the date the transaction posted to the bank statement. Press [Tab] twice.
GL Acct: Press [Tab] to accept the 992 — Checking account.

Type (I/E): Select E for an expense adjustment (affects checks).

O 0o o o

Select <Add Line Item> to enter account information.
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o Acct: Enter the activity account number receiving the adjustment or click on the down
arrow to select from a list of accounts. For example: 100 (General Fund). Press [Tab].
Sub-Acct: Press [Tab] for no sub account.

Amount: Enter the amount of the check adjustment. If the bank added money to the

check, enter the adjustment as a positive amount. If the bank subtracted money, enter
the adjustment as a negative amount. Press [Tab].
o Notes: Enter a brief description for this adjustment.

Select <Save> on the bottom half of the screen to save the activity account information.
Select <Save - Add Another>to save thisJournal Adjustment and add anotherone.
Select <Save> to save this Journal Adjustment and no other entries are needed.

Select <Close> to return to the Main Screen.

Bank Charges (i.e. Deposit Tickets)

This entry records the amount of the bank charge debited tothe school’s checking account.
Go to “Accounting/Accounting/Journal  Adjustments”.

Click <Add>. Enter the following:

Adj. No.: Click on the adjustment number and press [Tab] to accept number.

Date: Enter the date the transaction posted to the bank statement. Press [Tab] twice.
GL Acct: Press [Tab] to accept the 992 — Checking account.

Type (I/E): Select E for an expense adjustment (affects disbursements).

O o o o

Select <Add Line Item> to enter account information.

o Acct: Enter the activity account number receiving the adjustment or click on the down
arrow to select from a list of accounts. For example: 100 (General Fund). Press [Tab].

o Sub-Acct: Press [Tab] for no sub account.

o Amount: Enter the amount of the bank charge (as a positive amount). Press [Tab].

o Notes: Enter a brief description for this adjustment.

Select <Save> on the bottom half of the screen to save the activity account information.
Select <Save - Add Another>to save thisJournal Adjustment and add another one.
Select <Save> to save this Journal Adjustment and no other entries are needed.

Select <Close> to return to the Main Screen.

Journal Adjustments

FIRST . PREV  NEAT - LAST ADD  EOi - DEL - Li5T - GANGEL SAVE | GLOSE . SAVE-ADD ANOTHER
Adi No. 5 |Date:  [01/19/2018 | T 6L Acet | 992 - Checking Type O1 @ Auth. By: DISTRICT
Total Amount  50.00 Closed: - GL Cash Balance:
Add Line Itegj Save)
Acct. Sub Acct. Amount Notes
Déletd | 100 - General Fund 0 - No Sub-Account $50.00‘ Charge for Deposit Tickets ‘ |
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C. NSF Checks
This entry records the amount of a NSF check debited to the school’s checking account.
NOTE: You will initially include the NSF amount as a Deposit In Transit (DIT) item. If the
item is paid, you will remove the amount from your DIT amount and make no entry into
EPES. If you are not paid on this item within 6 months, you will follow these steps to make
this entry to write the amount off.

Go to “Accounting/Accounting/Journal Adjustments”.
Click <Add>. Enter the following:

Adj. No.: Click on the adjustment number and press [Tab] to accept number.

Date: If you are writing it off right away, you will enter the date the transaction posted
to the bank statement. If you are writing it off because it is over 6 months and deemed
uncollectable, then you will enter the last day of the month prior to closing that month.
Press [Tab] twice.

GL Acct: Press [Tab] to accept the 992 — Checking account.

Type (1/E): Select | for an income adjustment (affects income/deposits).

Select <Add Line Item> to enter account information.

o Acct: Enter the activity account number receiving the adjustment or click on the down
arrow to select from a list of accounts. For example: 100 (General Fund). Press [Tab].
Sub-Acct: Press [Tab] for no sub account.

Amount: Enter the amount of the NSF check (as a negative amount). Press [Tab].

Notes: Enter a briefdescription for this adjustment. Be suretoincludeindividual’sname
in description (i.e. NSFFYXX CK# 101 —dJ. Doe).

You will need to continue adding activity accounts if the NSF check written was
deposited to multiple Activity Accounts (i.e. Admin., Class Account, Art, etc.)

Select <Save> on the bottom half of the screen to save the activity account information.
Select <Save - Add Another>to save this Journal Adjustment and add another one.
Select <Save> to save this Journal Adjustment and no other entries are needed.

Select <Close> to return to the Main Screen.
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VIIl. ACTIVITY ACCOUNT TRANSFERS

This option transfers money from one activity fund account to another. It also allows you to view a
list of activity account transfers. All Activity Account Transfers must be approved by the Principal.
Activity account transfers will be numbered consecutively from July through June of each year. You

will only start the numbering over at 1 at the beginning of each fiscal year, July 1st.

A. Add Activity Account Transfer
Go to “Accounting/Accounting/Transfers and Deposits/Transfer Activity”

Click <Add>. Enter the following:

Transfer #: Press [Tab] to accept the transfer #.
Transfer Date: Press [Tab] to accept the current date or type the correct date of the
transfer and press [Tab].

o From Activity Acct: Enter the activity account number the funds are tobe transferred
fromorclickonthe down arrow toselectfromalistofaccounts. Press[Tab].
From Sub-Acct: Press [Tab] for no sub account.
To Activity Acct: Enter the activity account number the funds are to be transferred to
orclickonthedownarrowtoselectfromalistofaccounts. Press[Tab].
To Sub-Acct: Press [Tab] for no sub account.
Transfer Amt: Enter the amount of money to be transferred. Press [Tab].
Document #: Press [Tab] to leave this field blank. The transfer# will be referenced on
all transfer sheets.

o Transfer Note: Enter a brief description/reason for this transfer. For example:
Fundraiserprofit, Closed account, etc. “Transfer’isnotanadequatedescription.

Activity Transfer

FIRGT - FREV ~ NEAT LAST ADD EON DEL - UST - CANCEL SAVE | CLGOSE « SAVE - ADDANOTHER
Transfer # Transfer Date 06/30/2018 |[CE
From Activity Acct | 103 - School Photos To Activity Acct 100 - General Fund
Cash Balance $1,793.41] Cash Balance $18,102.11
Working Balance $1,793.41 Working Balance $18,102.11
From Sub Acct 0 - No Sub-Account To Sub Acct 0 - No Sub-Account
Transfer Amt $1,793 .41 Entry Closed

Date Voided [:]

Document #

|

Transfer Note |YEAR END TRANSFER TO GENERAL FUND

Select <Save - Add Another>to save this Activity Transfer and add another one.
Select <Save>to save this Activity Transfer and no other entries are needed.

Select <Close> to return to the Main Screen.
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Void Activity Account Transfer

An occasion may come up when you will need to VOID an Activity Account Transfer (wrong
amount, wrong account, etc.). The EPES program allows you to void activity account
transfers.

Go to “Accounting/Accounting/Transfers and Deposits/Transfer Activity”.

Click on <List> to find the transfer that you want to void. Find the transfer in the list and
click on it to bring up that record.

Click on [Void this Activity Transfer] to void the transfer.

Activity Transfer

FIRST PREV NEXT LAST ADD EDIT DEL UST CANCEL GSAvE  CLOSE  SAVE-ADD ANGIHER

Transfer # 51 Transfer Date 12/06/2017 |
From Activity Acct E To Activity Acct

Cash Balance Cash Balance $5,825.76|
Working Balance Working Balance $5,825.76|
From Sub Acct - No - To Sub Acct

Transfer Amt $2,053.38 Entry Closed

Date Voided 1

Document #

Transfer Note TRANSFER TO GENERAL ACCOUNT

‘oid this Activity Transfer| )
e ———

A box will pop up to allow you to put in a reason why you are voiding the transfer.
Type a reason for voiding the transfer, press [Tab]. This is NOT optional.

Void Date: Enter the date to void the transfer. This should always be the current date. If
you are correcting a transfer from the previous month, you will still use the current date. DO
NOT BACK DATE a void entry to a month that has been closed.

Click [Continue] to void the transfer. Click [Cancel Void] should you decide not to void
the transfer.

Void this Activity TransferJ Reason for Voiding This Activity Transfer (Optional)

iNCDRRECTAF‘u‘FDUNﬂ X Void Date: 1211212017 :l
Cnniinue] Cancel Void]

28


vstewart
Rectangle


IX. MONTHENDBALANCINGPROCEDURES
You may continue to work in the current month prior to balancing the previous month.

A.

Verify Deposits

General Ledger Transfer Report
This report prints a list of deposits made which are recorded as transfers from the 991 - Cash
on Hand account to the 992 - Checking account.

Go to “Reports/Accounting/Seq. Lists/List of General Ledger Transfers”.

This report uses the Report Query format. On the Report Query screen, select the following:
o Date
o Month Is

o Enter the month in the “Compare to” box.
Click [Add Condition]. The query will appearin the Report Conditions box.
Click [Print].

_OR_

Sequential List of Receipts Report

If your receipts are entered directly into the 992 — Checking account, then you will use this
report to verify your deposits for the month.

Go to “Reports/Accounting/Seq. Lists/Lists of Receipts/By Receipt #”

This report uses the Report Query format. On the Report Query screen, select the following:
o Date

o Between

o Enterthedaterangeofthe monthinthe “Compareto”box. (i.e.12/01/17,12/31/17)

Click [Add Condition]. The query will appear in the Report Conditions box.
Click [Print].

Use one of these reports to verify that all deposits posted in EPES for the month have posted
to your bank statement. Any differences in deposit amounts will need to be researched,
adjusted and documented. Any deposits not posted will need to be accounted for as an
outstanding deposit when printing your Bank Reconciliation.

Journal Adjustments
IMPORTANT: All adjusting entries (i.e. bank adjustments, bank charges,

. } must be entered first. See pages 24 — 26, Section VII.
Journal Adjustments.

Cancel Checks

Each month you must “cancel” the checks that clear the bank in order to remove them from
the Outstanding Checks report.

Go to “Accounting/Accounting/Cancel Checks”.

Enter the last day of the month as the “Cancellation date”.

Click [OK].
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Cancel Checks

The date entered here is typically a Month End Date.
Checking Acct: |992 - Checking V|

Enter Cancellation date: [12/31/2017 1]
DK' C.li'lsel

NOTE: If the date is not typed in correctly (i.e. 12/29/2017, instead of 12/31/2017), it will
warn you that the date selected is not a month-end date. Click [Cancel] to return to enter
the correct date.

Warning

The date selected is not a month end date.
Continue?

Continue) Cancel)

A list of outstanding checks appears in the screen.

To cancel a check, click on the cancel box that corresponds with the check number. A check
mark will appear in the “cancel” box. To unmark an entry, click on the cancel box again.

The “Total Cancelled” at the bottom of the screen should match the checks cleared during the
month. If it doesn’t, review your check amounts until you find the error. If it is a bank error,
you will need to call the bank and ask for an adjustment.

Click on [OK] when you have marked all checks that have cleared the bank.

NOTE: Clicking on [OK] automatically updates and removes the marked checks from the
list of outstanding checks.

Checks List

Cancellation Date:
Cancel  |Check # ck Date Amount ~
] 08/01/2017 $135.65
] 11/27/2017 $286.20
] 11/27/2017 $68.55
] 11/27/2017 $102.10
] 11/27/2017 $41.87
m 770 11/27/2017 $236.74
] 11/27/2017 $136.45
] 12/06/2017 $405.00
] 12/06/2017 $16.02
] 12/06/2017 $50.00 ¥
O 770 12/06/2017 $45.00

Total Cancelled:

E{J Close
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Correcting a Canceled Check Date
If you accidentally cancelled a check or used the incorrect date and you have exited the
“Cancel Checks” section, you must do the following to correct it:

Go to “Accounting/Accounting/Checks Paid”

Click <List>. Find the check in the list that you need to edit and click on it to bring up the
check record.

Click <Edit>. Click in the “Date Cancelled” field and either change the date or erase the
date.

Click <Save>.

Click <Close> to return to the Main Screen.

Bank Reconciliation Report
Go to “Reports/Accounting/Bank Reconciliation”

Enter the following:

o BankAcct: Verifythatitispre-selectedtothe 992-Checking GLaccount.

o Statement Date From:: Click in the from date field to enter the first day of the month
you are balancing (i.e. 12/01/2017) and press [Tab].

o Statement Date To: Enter the last day of the month you are balancing (i.e. 12/31/2017)
and press [Tab].

o Ending Balance from Bank Statement: Enter the ending balance from your bank
statement and press [Tab].

o Total Deposits not on Bank Statement: Enter the total amount of deposits that do not
appearonthebankstatement,ifany. Any NSF checksthathavenotbeen paid or written
off will be accounted for here.

Bank Reconciliation

F’review] Pn'nt] Close]

Bank Account |992 - Checking V|

Statement Date Range From: (12012017 |8  To: 12/31/2017 8]
Ending Balance from Bank Statement: $180.421.83
Total Deposits not on Bank Statement:  $0.00

Click [Preview] to view your bank reconciliation.

NOTE: If you are not in balance, the message “Out of Balance” will appear. Click [OK].
This will bring up the preview screen of your Bank Reconciliation Report. The message “Out
of Balance” appears in red in the bottom left of thereport.

Click on the black X at the top right of the preview screen to close and return to the Bank
Reconciliation Screen.
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Message from webpage @

! . Warning, OUT OF BALANCE

o]

The two Cash Balance totals (Cash Balance and Computer Cash Balance) on the Bank
Reconciliation Report must be in agreement in order to be “in balance”. These totals must
also agree to the Ending balance of the 992 Checking Account. All three balances are marked

with asterisks (***) on the Bank Reconciliation Report.

If any of these three balances are not in agreement, make the necessary corrections needed

to balance (see Section X. page 37).

NOTE: The 991 — Cash on Hand account must have beginning and ending balances

of 0.00 for the month. If not, there is a problem with your receipts and/or general

ledger transfers for the month.

Once the report is in balance, click [Print].

Bank Reconciliation Report

Checking Account

Date From 121172017
992

Dateto 12312017

Ending Balance on Statement Dated - 121312017
Outstanding Daposits {Bank Deposits) -= +
Less Outstanding Checks:

5180.421.83

$0.00
5374523

Cacsh Balance as of 1 12/21/2017

Cash Balance for Checking as of 12712017
Add: Total Deposits (Bank Deposits):
Less: Total Checks and Withdrawals:

‘ $176,676.60 ""

b e
§22.6668.28
(518.762.01)

Caomputer Cash Balance as of 1 12312047

S170,676.80 =

Summary of Asset Accounts
Gl Acct  Account Mame Begin Bal Recpt!JV DisbdJV Transfer
2a0 Patty Cash 50.00 50.00 50.00 30.00
291 Cash on Hand 50.00 $22,666.28 $0.00 (522 ,666.28)
ooz Cheacking 317377233 50.00 (319.762.01) $22.666 28
o3 Savings 50.00 50.00 $0.00 $0.00
294 Investments 50.00 50.00 50.00 30.00
Grand Total $173,772.33 $22 65628 {$19,762.04) $0.00 $176,676.60

I have reviewsd the above ledger report and attached reports for the
curment month. | find them accurate and complete to the best of my

knowledge.
Bookkesper Date; & [
Principal: Date: [ |

*** Entries Must Match
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Outstanding Checks Report
This report prints a list of all outstanding checks for the month.

Go to “Reports/Accounting/Outstanding Checks”.
Enter the following:

o Report Title: Enter a title for this report (optional) and press [Tab].
o Thru What Date: Enter the last day of the month (i.e. 12/31/2017). Press [Tab].
o Checking Acct: Verify thatthe 992-Checking GL accountisselected.

Outstanding Check Report

Preview] Pn'ntJ Export to Excel J Clusej

Repart Title: lDecember 2017 |Outstanding Checks *

Thru what Date: || [12/31/2017 | H

Checking Acct: |992 - Checking V|

Click [Preview] to preview the report on screen.
Click [Print].

NOTE: The totals on this report must be in agreement with the Outstanding Check amount
on the Bank Reconciliation Report.

Activity Ledger Report

This report prints the totals for each activity account and each general ledger account. It
lists the beginning balances, ending balances, total receipts, disbursements and transfers.
Also, this option allows the month to be closed out after balancing.

Go to “Reports/Accounting/Activity Ledger”.
Enter the following:

Report Title: Enter a title for this report (optional). Press [Tab].

Period Begin: Enter the beginning date for the month balanced (i.e. 12/01/2017). Press
[Tab].

Period End: Enter the ending date for the month balanced (G.e. 12/31/2017). Press [Tab].
From Account: Press [Tab]. 11is the lowest account to include on this report.

To Account: 999999 is the highest account to include on this report.

Report Options: Verify that Financial Report is automatically marked.

Summarize on digit: Click to highlight # and enter 1.

o o

O o o o o
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Activity Accounts - Ledger Reports

Preview| Print] Export To Excel] Close)

Report Title I J

Period Begin  |12/01/2017 [ Close MOﬂml

Period End  [12/3172017 |

From Account [1 ~|Fiscal Begin  |7/1/2017

To Account |999999 % | Fiscal End 6/30/2018 |

Report Options

@® Financial Report Summarize on Digit (Only 1-6)
O Year to Date and Current Month Account Group Totals O
© Budget Expense Ledger Exclude Zero Balances O
) Principal Monthly Ledger Sort By Acct Name O

) Budget Receipt Ledger
O Principal's Monthly Report - Florida

Click [Print].

NOTE: You must verify the totals from the Bank Reconciliation to the Grand Total Ending

Balance of the Activity Accounts section of the Activity Ledger Report to ensure that all
reports are “in balance”.

AdjustmentJournal Report
This report prints a list of journal adjustments for the month.

Go to “Reports/Accounting/Journal Adjustments/By Income/Expense”.

This report uses the Report Query format. On the screen, select the following:
o Adj. Date

o Between
o Enter the range of dates in the “Compare to” box. (12/01/17,12/31/17)

Click on [Add Condition]. The query will appear in the Report Conditions box.

Journal Adjustments By Income / Expense

Preview | Close ] Print)
Report Title | ‘

Report Saved Name | ‘

Fields Operators Compare to

Actlivity Account Before 2017

Income/Expense After

Note - o

Adj Date __Add Condition

GL Acct

Adj. No Remove l

Sub Acct

Amount Clear All l
SaveRpt |

Report Conditions || Saved Reports
Month{Ad) Date)=12
AND

Year(Adj Date)=2017
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Click [Print].

NOTE: If there are no adjustments for the month, the message: “No Data Found” will
appear. Click [OK], and then click on [Close] to return to the Main Screen.

No Data Found

Sequential List ofChecks
This report prints a sequential list of checks for the month.

Go to “Reports/Accounting/Sequential Lists/List of Checks/By Check Number”

This report uses the Report Query format. On the Report Query screen, select the following:
o Date

o Between
o Enterthebeginningdate, endingdateinthe “Compareto”box.(12/01/17,12/31/17)

Click [Add Condition]. The query will appear in the Report Conditions box.
List of Checks by Check #

Preview J P_n'ntl Export to Exc:eIJ Close J
Report Title | |

Report Saved Name | |

Fields Operators Compare to

Activity Account Before [12/0117 1213117 |
| |After

Check Yearis . o

Vendor Code Month is g Condins

Date Canceled Day is

GL Acct Equal to Remove

P.O. Number

Invoice No. OR 2

Amount toansll

Tax Amount LY )

Tax 1099 saveRpt |

Report Conditions | Saved Reports

Date Between "12/01/17' TO "12/31/17

Click [Print].
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Sequential List of Receipts
This report prints a sequential list of receipts for the month.

Go to “Reports/Accounting/Sequential List/List of Receipts/By Receipt #”

O
O
O

This report uses the Report Query format. On the Report Query screen, select the following:

Date
Between

Enterthebeginning date, endingdateinthe “Compareto”box.(12/01/17,12/31/17)

Click on [Add Condition]. The query will appear in the Report Conditions box.
List of Receipts by Receipt

Preview | Print ) Export ToExcel  Close |
Report Title | |

Report Saved Name | |
Fields

Operators Compare to
Account Before (1210117123117 |
Date After
GL Account Year is e 3
Recpt No Month is Add Condition J
Vendor Code Day is
Total Amount Equal to Remove J
Note
Payment Type OR 72 ;
Individual Clear All__|

SaveRpt |

Report Conditions | Saved Reports

Date Between "12/01/17' TO "12/31/17

Click [Print].

Monthly Financial Statement

The following reports should be submitted. Please make sure all reports are correct and in
agreement with one another.

P No O N

Bank Reconciliation Report

List of Outstanding Checks

Activity Leger Report

Adjustment Journal Report (by Income/Expense)
Sequential List of Checks

Sequential List of Receipts

List of Deposits in Transit (separate spreadsheet that lists items that make up your DITSs)
Copy of Bank Statement (including check copies)
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X.WHAT TO DO WHEN YOU ARE OUT OFBALANCE

Follow the instructions for balancing at the end of the month. Make sure you have made all the
necessary adjusting entries for bank credits and charges that appear on your bank statement. If the
cash balances on the Bank Reconciliation Report do not equal, then the following suggestions may
help in your quest to balance.

1.

2.

® N

10.

Check the dates on your bank reconciliation report and make sure they are for the correct
month.

Make sure you have accounted for EVERYTHING on your bank statement in EPES.

Verify that the total amount of the checks that you cancelled matches your cancelled checks
total on the bank statement and verify that they were cancelled on the correct date (last day
of the month).

Print a Sequential List of Receipts for the month and make sure it matches the receipts listed
on the bank statement. Check separate totals for cash, check and credit cards.

Review the previous month’s DITs to make sure you are carrying over any NSF checks or
charges that have not been cleared up.

If your EPES is set-up to transfer your deposits from 991-Cash on Hand to 992-Checking
Account, check your G/L Transfers to make sure there are no duplicates and the deposits are
posted on the correct date.

Check the dates on anything you may have voided.

Check the dates on any journal adjustments.

Compare the Outstanding Checks Report for the current and previous month to ensure that
all checks that have cleared the bank were marked as paid and removed from the list of
outstanding checks. Also, check to ensure that any checks that are still outstanding were not
accidentally marked as paid.

If you determine that a difference exists between the bank statement and your EPES records,
you must determine whether the difference is a bank error or a bookkeeping error.

o If the difference is a bank error (for example, the bank paid a check for an amount other
than what was stated on the face of the check), then you need to notify the bank of their
error so that the correction will be reflected on the next month’s bank statement. You
will record this error in your DIT’s until it shows on your bank statement the next month.

o If the difference is a bookkeeping error, then adjust the EPES records accordingly. You

may have to make an adjusting entry in the Journal Adjustments file as appropriate. If
you are unsure how to correct the problem, call the Finance Department.
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XI. END OF YEAR CLOSEOUT
A.  Prior to balancing the month of June:

o Run an outstanding checks report and void any checks that are over a year old. You should
stop payment on the check and you may want to notify the payee.

o Write off any NSF checks that are over a year old.
o Review any accounts with a negative balance.
B. Run bank reconciliation for June.
C. Perform End of Year Rollover.
D. Storing Checks and Receipts
It is very important that you store your remaining checks and receipts in a safe place for the

summer. Lock them in a vault, if you have one. Do not leave them sitting out in the open or
loaded in the printer.
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XIl. STARTING ANEW FISCAL YEAR IN EPES

A. Endof Year Rollover
Use this option when you are ready to close the current fiscal year and begin the new fiscal year.

After balancing the month of June, it will be necessary to open the new fiscal year in the EPES
program.

Go to “Utilities/Year-End Closing/Year End Options”

The Fiscal Year should read the current year (i.e. 07/01/2017 — 06/30/2018).
Leaveall preset optionsfor Payables, Purchase Orders and Budget with the default.
Click [Close this Year].

Message: “Are you sure you want to close this year?” Click [OK].

Message (in blue): “This year has been backed-up and closed successfully!”
If you receive a RED error message, contact the Finance Department.
Verifythatthe Fiscal Year datesarenowthenewyear (i.e.07/01/2018-06/30/2019).

Click [Close Screen] to return to the Main screen.

Year End Closing

Only use this option once a year, after completing the steps below.
This screen will setup your data for the new year as well as calculate the new beginning balances.

Before executing this function, please be sure you have printed and balanced all reports for this year

Begin Fiscal 7/1/2017
End Fiscal 6/30/2018

® Copy open Payables to the new year (reset date to new fiscal)
Payables

O Do NOT copy the open payables to the new year

® Copy open POs to the new year (reset date to new fiscal)
Purchase Orders

O Do NOT copy the open POs to the new year

® Reset Budget Amounts to zero
Budget

O Retain the budget amounts in new year

Close Screen] Close This Year]

B. Delete Activity Accounts
The only time during the year an account number can be deleted is immediately after you have
opened the new school year (before July is balanced). In order to delete an account number that
1s no longer needed, the account must have a zero balance as of June 30th and the account must
not have any outstanding checks as of June 30th. Review the June Ledger Report and highlight
the accounts to be deleted.

Go to “Accounting/Accounting/Accounts/Activity Accounts”.

o Click <List> on the Tool Bar Menu. Find the account you want to delete and click on the line
item to open that account record.

o Click<Delete> on the Tool Bar Menu.
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o Message: Are you sure you want to delete this record? Click [OK].

Message from webpage £2

[el Are you sure you want to delete this record?

, P —
o D [ conce

After you have deleted accounts, print another Activity Ledger Report and compare June’s
ending balances with July’s balances to ensure that all account balances were correctly
transferred to the new fiscal year.

For auditing purposes, you will want to document the account/accounts that have been deleted
and keep them with you June financial reports. The copy of June’s Activity Ledger report with
the deleted accounts highlighted will be considered sufficient documentation.
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XII. FILING SYSTEM FOR EPES RECORDS AND REPORTS

A.

The “copy” stub of the computer-generated receipt (including voided receipts) should be kept for
each separate money collection form. Each deposit should have a Sequential List of Receipts
showing the total of the deposit, the validated deposit slip showing the matching total and the
supporting documentation and class receipt records attached. These should be filed by month
inreceipt numbersequenceinaseparate folder.

The duplicate copies of the computer-generated checks should be stapled on top of the check
documentation (Request for Purchase Form, Receipt or Invoice, Packing Slips (if applicable).
Receipts/Invoices need to be stamped PAID and the Packing Slips needs to be signed by the
receiver). These checks (including voided checks) should be filed in folders by month in check
number sequence.

The originals of the monthly financial statement (copies are submitted to the Finance Office prior
to the monthly board meeting) should be filed together by month. These reports include: Bank
Reconciliation Report, Outstanding Checks Report, General Ledger Report, Sequential List of
Checks, Sequential List of Receipts, Sequential List of Cancelled Checks, Bank Statement. Bank
Statementneedstoincludecopiesofthecancelled checks.

. Any other reports that you print may be filed in whatever manner is useful toyou.
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XIV. MISCELLANEOUSREPORTS

A. Chart of Accounts

This report will print a list of all activity accounts, beginning balances, cash balances and
advisor.

Go to “Reports/Accounting/Chart of Accounts/List of Accounts”

This report uses the Report Query format; however, if you want a complete list of your activity
accounts you won’t need to build any queries.

You will leave the preset marking for Report Type and Sort Order.
o Report Type: by Account #
o SortOrder: Ascending

List of Accounts
Preview) Print] Ciose)

Report Title ‘ ‘

Report Saved Name

Fields Operators Compare to

Greater Than
Account Advisor Less than

Bewsicen Add Condition l

OR

Remove |
Clear All |

Save Rpt )

Report Conditions | Saved Reports

Report Type Sort Order

® by Account # ® Ascending
@] by Account Name @] Descending

Click [Print]

If you need a list of accounts for a particular account group (Admin, Clubs, Athletics, etc.) or for
a specific individual, you will then build specifications that suit the report you want printed.

Chart of Accounts — Accounts Only
This report will print a list of accounts (w/advisor names) only.

Go to “Reports/Accounting/Chart of Accounts/List of Accounts Only”

This report uses the Report Query format. If you want a list of all accounts, click [Print].
Otherwise, build query specifications that suit the report you want printed.
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C. Reconciliation Report (Sponsor Report)
These reports should be printed out when requested to be given to individuals showing the
activity in their account(s). This report prints the beginning balance for the date of the report.
It then lists each receipt, disbursement and transfer in separate columns.

Go to “Reports/Accounting/Reconciliation”.
Enter the following:

Report Title: Enter a title for this report. Optional. Press [Tab].

Account Range From: Enter account number 100 as the lowest account to include on this
report. Press [Tab].

o Account Range To: 999999 is the highest account to include on this report. Press [Tab].
o DateRange: Enterthebeginning month date. Press[Tab]. Enterthe month-end date.

o o

NOTE: If you want this report to print for just one account, then the “Account Range From”
number and “Account Range To” number will be the same number.

Click on “Separate page for each account/advisor”
Click on “Sort by Advisor”

Reconciliation Report

Preview) Print] Export to Excel] Close)

Report Title: | |

From To
Account Range: [305 - Drama Club v [305 - Drama Club v
Date Range: o7/01/2017 |2 o01/31/2018 |2

Report Options

I Separate page for each account/advisor
[l Exclude Accounts with No Balance or Activity for Period

[sort by Advisor

D. Listof Transaction by VVendor Code
This report will enable you to see what checks and receipts have been issued to a specific vendor
for a specific time period.

Go to “Reports/Accounting/Sequential List/All Transactions by VVendor”

Title: Press[Tabl.

Date Range From: Enter the beginning date for your report. Press[Tab].
Date Range To: Enter the ending date for your report. Press [Tab].

From What Account: Press [Tab] if 1 is the first account number.

To What Account: Press [Tab] if 999999 is the last account number.

Press[Tab]twicetoskipthe SubAcctRange.

O 0o o o d

Click on “Range of Vendors”.

o From What Vendor Code: Enter the vendor code or click on the down arrow box to search
from alist of vendors.

o ToWhat Vendor Code: Enter the same vendor code if you are wanting this report for one
specific vendor.
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All Transactions by Vendor

Pvie) i) Gise)
Report Title | |

From To
Date Range 1] E
Account Range |1 V| |999999 V‘
Sub Acct Range [0 v| (099999 v]

O all vendors

® Range of Vendors

Vendor Code (From - To) BLICK - BLICK ART MATERIALS e

:

) Sort By Attention Field
Sort By: O sort By Vendor Name

® sort By Vendor Code

[ Separate page each vendor

Click [Print].

Sequential List of Checks — By VVendor
This report prints a list of checks for a specific vendor.

Go to “Reports/Accounting/Sequential Lists/List of Checks/By Vendor”

This report uses the Report Query format. On the Report Query screen, select the following:
o Vendor Code

o Is Equal To
o Enterthevendorcode (asitappearsinyourvendorlisting) inthe “Compare to” box.

NOTE: The report query can also be built using the Vendor name instead of the Vendor code.
Click on [Accept Condition]. The query will appear in the Report Conditions box.

If you have any date specifications for this report (month, year or range of dates), build another
query for those specifications.

List of Checks by Vendor

Preview | Print) Close |
Report Title ‘ |

Report Saved Name ‘ |

Fields Operators Compare to

Vendor Code Equal to FCBOE

Check Date Greater Than

Check No. Less than - —
Account Begins with MJ
Tax 1099 Contain

Note Ends with Remove |
Sub Acct OR

Vendor Name 5

GL Account Seeial

Payee )

Total Amount ‘Save Rpt J

Report Conditions | Saved Reports

Vendor Code = "FCBOE"

Click [Print].
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NOTE: This will print each account on each page and will print in advisor order (if there is an
advisor assigned to the account.) It will take a lot of paper to print the reports this way.
Click [Print].

Year-To-Date Activity Ledger Report
At year-end, it may be useful to obtain a report that gives a list of activity accounts with their
beginning of the year balance, year-to-date receipts, disbursements and transfers and the end of

the year balance.

Go to “Reports/Accounting/Activity Ledger”.

Enter the following:

Report Title: Enter a title for this report (optional). Press [Tab].

Period Begin: Enter the beginning date for the fiscal year (i.e. 07/01/2017). Press [Tab].
Period End: Enter the ending date for the fiscal year (i.e. 06/30/2018). Press [Tab].
From Account: Press [Tab]. 11is the lowest account to include on this report.

To Account: 999999 is the highest account to include on this report.

Report Options: Verify that Financial Report is automatically marked.

Summarize on digit: Click to highlight # and enter 1.

O 0O oo oo o

Activity Accounts - Ledger Reports

Preview) Print) Export To Excel] Close)

Report Title | |

Period Begin  [07/01/2017 :] Close Monlh.

Period End  [06/30/2018 |

From Account |1 V| Fiscal Begin 712017

To Account (999998 | Fiscal End 6/30/2018

Report Options

® Financial Report Summarize on Digit 1 [(Only 1-6)
() Year to Date and Current Month Account Group Totals O

O Budget Expense Ledger Exclude Zero Balances [

O Principal Monthly Ledger Sort By Acct Name |

Budget Receipt Ledger
O Principal's Monthly Report - Florida

Click [Print].
Deposit Voucher Report

This will print a report of the cash, check and other forms of payment for a selected period of
time. This could serve as additional documentation for your deposit slip.

Go to “Reports/Accounting/Deposit VVoucher”.

o From What Date: Press[Tab] to accept the current date, or enter the correct date and

press [Tab].
o To What Date: Press [Tab] to accept the current date, or enter the correct date and

press [Tab].
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Accounting~ Reports» Utilities» System~ Help~ Exit

Deposit Voucher Report

praven) o) Coss)

From what Date:  [10/06/2017 |2
To what Date: 10/06/2017 |

[Print].

1099 Report

If the check has been marked correctly, it will print on the Sequential List of Checks report
with a “Yes” under the 1099 column. NOTE: All checks for traffic and security officers must
be marked for 1099

The following report will be printed at the end of each calendar year. Once the report is
printed, review the report for errors. If the check is marked as “No” under the 1099 column,
it will need to be corrected. You will need to go to “Checks Paid” and edit the check to mark
it for 1099.

Go to “Reports/Accounting/Sequential List/List of Checks/By Vendor”

This report uses the Report Query format. On the Report Query screen, select the following:
0 Tax 1099

o Equal To

o Enter Yes in the “Compare To” box.

Click [Add Condition]. The query will appearin the Report Conditions box.
Click [Print].

List of Checks by Vendor

Preview ) Print) Close |

Report Title | |

Report Saved Name | |

Fields Operators Compare to

Vendor Code Equal to
Check Date OR

Check No o
Account MJ
Tax 1099

Note Remove I
Sub Acct

Vendor Name

GL Account Clear All

Payee .

Total Amount SaveRpt )

Report Conditions LSaved Reports
Tax 1099=True
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XV.UTILITIES MENU
The functions that you can perform using the Utilities Menu are:

O o oo oo oo o dg

Preferences

Year EndOptions
View Prior Year
Audit Reports

Data Conversion
Change Password
Change User

Export

Import

Update Cash Balances

For simplification purposes, we will address only those functions highlighted above. These are the only
ones that should pertain to you.

A

Preferences

Toeditinformation in the Preferences Menu:

Go to “Utilities/Preferences”.

General Tab

o Contact Email — School Bookkeeper Email

o Beginning and Ending Fiscal Year — These dates must correspond to the current school
year.

Ledger/Reconciliation Tab

o Print Footnote at bottom of Ledger/Reconciliation — With this option marked, the boxed
message will print at the bottom of the ledger and reconciliation report. This should be
marked “YES”.

o Enable Monthly Close — This box should be marked “NO”.

Receipts Tab

o Print Receipts while adding — Select this box if you want to print your receipts as you enter
them. You can click in the box to toggle between YES and NO.

o Last Receipt No: This should be the last receipt that was entered in EPES.

o Default GL Acct: This should be 991 — Cash on Hand

o Print Options: This should be marked 1 Line Lower.

Checks Tab

o Allow Checks to Leave Negative Balance - This box should be marked “YES”.
Remember...we’ll allow you to overdraw an account; however, all negative balances should
be cleared by June 30"

o Last Check No - This should be the last check that was entered in EPES.

o Print Options - This should be marked 1 Line Lower.

o Check type - Select “Stub-Check-Stub” to correspond with your preprinted check format.

Transfers Tab
o Allow Transfers to Leave Negative Balance — This box should be marked “YES”.
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Change Password
Use thisoptionto change your user password.

Go to “Utilities/Change Password”.

0
O
O
O

Type your old password, press [Tab].
Type your new password, press [Tab].
Re-type your new password, press [Tab].
Click [Change Password].

Change Password

Old Password:
MNew Password:
Repeat Password:

Change Password Close

Year End Closing
After balancing the month of June, it will be necessary to Close Out the current year which
will then create the new fiscal year in the EPES program.

This option will setup your data for the new year as well as calculate the new beginning
balances.

Go to “Utilities/Year End Options”

O 0O o ooo o

Verify the Begin and End Fiscal dates. This should be the school year just ended.
Leave all the options selected for Payables, Purchase Orders and Budget.

Click [Close This Year].

Message: “Are you sure you want to close this year?” Click [OK].

Message: “This year has been backed-up and closed successfully!”

Verify that the Begin and End Fiscal dates are now the new year.

Click [Close Screen] to return to the Main Screen.

Year End Closing

Only use this option once a year, after completing the steps below.
This screen will setup your data for the new year as well as calculate the new beginning balances.
Before executing this function, please be sure you have printed and balanced all reports for this year

Begin Fiscal 7/1/2017
End Fiscal 6/30/2018

(® Copy open Payables to the new year (reset date to new fiscal)
Payables

O Do NOT copy the open payables to the new year

® Copy open POs to the new year (reset date to new fiscal)
Purchase Orders

) Do NOT copy the open POs to the new year

® Reser Budget Amounts to zero
Budget

O Retain the budget amounts in new year

Close Screen) Close This Year)
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D. View PriorYear
Use this option to see prior year data. The web-based program maintains up to 5 years of
school records. You cannot make changes to this data. This information is provided for
viewing and regenerating reports only.

Go to “Utilities/VView Prior Year”

o Year — Select a school year from the drop down menu.

o Click [Change Year Now]

This will automatically bring you to the Main Screen for the prior year. You can verify the
dates at the top right side of the screen. (PRIOR YEAR) should be noted.

View Prior School Year
Year -Select a Year- El

Change Year Mow| Close this Screen|

Setup a Prior Year (for data conversions only)

If you are about to run 8 data conversion and do not see the yvear
in the dropdown above, yvou can add the school year using this function.
When yvou enter a new school yvear, please enter the year of the fiscal begin.

Year (Start): Setup a Prior Year)

E. Resetto Current Year
Usethisoptiontoreturntoyourcurrent year’sdata after viewing the previous year.

Go to “Utilities/Reset to Current Year”.

This will automatically reset and show the Main Screen for the current year. You can verify
the dates at the top right side of the screen.

FINANCIAL REPORTS: The school treasurer shall prepare the Monthly Financial Report at
the close of each month. The original shall be signed and reviewed for accuracy by the principal.
The report shall also be signed by the school treasurer. A copy shall be retained for the files and
the original shall be submitted to the office of the finance director by the 20™ of each month. A
copy of the bank statement (including deposits and checks), a list of outstanding checks and a
Journal Adjustment report shall accompany the financial report each month.

49


vstewart
Rectangle

vstewart
Text Box
FINANCIAL REPORTS:  The school treasurer shall prepare the Monthly Financial Report at the close of each month.  The original shall be signed and reviewed for accuracy by the principal. The report shall also be signed by the school treasurer.  A copy shall be retained for the files and the original shall be submitted to the office of the finance director by the 20th of each month.  A copy of the bank statement (including deposits and checks), a list of outstanding checks and a Journal Adjustment report shall accompany the financial report each month.  


vstewart
Text Box


	Main Screen
	EXIT
	XV. UTILITIES MENU
	□ Preferences
	□ Change Password



