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HR / Payroll
- . ]
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Click here:
Escape AR User Guide (scoe.orq)

Click here:
Escape AP User Guide (scoe.orq)
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https://www.scoe.org/files/Escape_AR_User_Handbook.pdf
https://www.scoe.org/files/Escape_AP_User_Handbook-2021.pdf

Double Entry Fundamental Concept - Debits and Credits

Double entry, a fundamental concept underlying present-day bookkeeping and accounting,
states that every financial transaction has equal and opposite effects in at least two
different accounts.

Debit is an accounting entry that either increases an asset or expense account, or decreases a
liability or equity account.

Credit is an accounting entry that either increases a liability or equity account, or decreases an
asset or expense account.

How are debits and credits applied to each type of account and their respective balance fields?
Below is a chart depicting what happens to the balance amount based on Debits and Credits.

Expense Budget, Revised Decreases Increases
Expense Encumbered, Expensed Increases Decreases
Revenue Budget, Revised Increases Decreases
Revenue Recorded Decreases Increases
Assets Balance Increases Decreases
Liability Balance Decreases Increases
Fund Balance Budget, Revised Decreases Increases
Fund Balance Actual Decreases Increases
Begin Balance Budget, Revised Increases Decreases
Begin Balance Actual Decreases Increases

Double Entry T-Accounts

Assets Liabilities Equity

DrCr T DrCr DrCr
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Viewing Fiscal Accounts

Accounts balances and transactions can be reviewed in Fiscal Accounts for all accounts or narrow
search by account components. The account snapshot displays the current fiscal transactions
grouped by month.

Go to Finance — Fiscal — Accounts

e Enter Search Criteria to look up Account Information and detail
e Click Go to get a list of accounts

é}_} » Finance - Fiscal - Accounts
Search
= Go Q—r Clear mj Favortes -
E 1 - Components
Fund
Resource
Year
Goal
Function
Ohject
Schoal
Management
B 2 -Other
Fiscal Year 2024 {2023/2024}
SACS Rollup? M {Ma}
Acct Type Code
Alias
Link Id
E Escape Tips: Search Criteria and Report Requests
g Account Ranges: Use dot dot between a Range or before and after
i Fund: 01..13 will search for Funds 01 through 13
W Payment Date: ..7/1/2021 all payments prior to 7/1/2021

Payment Date: 7/1/2021.. all payments after 7/1/2021
Contiguous: Use dash — between
Non-Contiguous: Use comma 45,52
Wildcard: Use asterisk 1, 3**1 for Certificated Salaries and Benefits

2, 3**2 for Classified Salaries and Benefits

- ___________________________________________________________________________________________________________|
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Example: Search for Certificated Salaries and Benefits
Object Code: 1, 3**1

A 55~ Finance - Fiscal - Accounts

Search

=3 Go kg Clear 3¢ Favortes v

Search Critena - Accounts .

E 1 - Components
Fund
Resource
Year
Goal
Function
Object 1.3*11
School
Management

Example: Search for Classified Salaries and Benefits
Object Code: 2, 3**2

" & ~ Finance - Fiscal - Accounts

Search

I=7 Go Q Clear 5. Favorites

Search Crilena - Accounts .

E 1 - Components

Fund

Resource

Year

Goal

Function

Chject 232
School

Management
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Fiscal Accounts

Example list of account for certificated salaries:

(& &) - Finance - Fiscal - Accounts

Search List

I=7 Open B Bxport (3 Grid
FY  FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT | Rest Description Account Balance | Encumbered | Expensed @ Adopted Revised
2024 01-0000-0-1110-1000-1100-600-0100 Mo  Teachers' SalarInstructio [52235624) SJ5G.B5536 $44949508 S6B4.91400 $683.996.00 O
2024 01-6500-0-5770-1120-1100-000-0000 Yes Teachers’ Salar,Spec Ed- ($10,205.09) $19.568.76 34 24533 43 609.00 $43.609.00 0
2024 01-0193-0-1110-1000-1100-600-0100 Mo  Teachers' Salar.Instructio §7620.05 51304580 52283015 S4349600  $43.486.00 O
2024 01-0000-0-1110-1000-1100-000-E1A Mo  Teachers' Salar.Instructio $0.00 $0.00 $0.00 £0.00 £0.00 ¢
2024 01-0000-0-1110-1000-1100-000-INTY Mo  Teachers' Salar.Instructio 55.544.00 50.00 5000 5554400 5564400 (

e Account balance: How much budget is left in the account to use
e Encumbered: Amount set aside in budget for a particular expense
e Expensed: Amount already expensed for the year

e Adopted: Budget approved at the beginning of the year

e Revised: Adjusted budget, revised during the year

If there is a negative under account balance, then a budget transfer needs to be initiated or
expenses need to be moved out of this account.

NOTE: Always pay attention to the expense column, if something is encumbered, then that means
it is not expensed yet. It is set up to be expensed in the future. The only time you can journal
expenses out of an account is when the expense has hit and is listed in the expenditure column.
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Fiscal Accounts

Once the account criteria is entered a Fiscal99 will appear as a PDF. Notice the Blue lines under
the Journal # and Expenditure. Click on the Blue Line to see detail of the Journal Entry or the
Expenditures.

Example: Salary Account Expenditure, click on blue line to get more detail, a Pay10 Labor
Distribution Detail Report is generated for 1-3 Object expenses with Employee Names.

Fiscal99a Expenditure Account Snapshot
EXPENDITURE Fiscal Year 2023/24
Trans Account
Date Vendor(Payee): Description Journal # Reference # Budget Encumbrance Expenditure Balance

01-0199-0-1110-1000-1100-600-0100 {Teachers' Salar,Instruction,Regular Educati,Elementary Educ} Unrestricted

July, 2023
[07/01/23 | Approve Budget,0B24-01,Fund 01 [E;BA24-00001 | [ 43,496.00 | [ \ 43,496.00 |
August, 2023

‘08/31/23 | 08/31/23 Regular Payroll (Earnings) [£,Pr24-00007 | \ \ \ 3,261.45 \ 40,234.55\
September, 2023

\09/29#23 | 09/29/23 Regular Payroll (Earnings) [B.PR24-00012 | \ \ [ 3,261.45 \ 36,973.10‘

October, 2023
[10/31/23 | 10/31/23 Regular Payroll (Earnings) [&PR24-00017 | [ [ [ 3.26145 | 33,711.65 |

November, 2023
[11/30/23 | 11/30/23 Regular Payroll (Eamings) [B,PR24-00022 | [ \ \ 3,26145 | 30450.20 |

December, 2023
[12/28/23 | 12/28/23 Regular Payroll (Earnings) [E.PR24-00027 | [ \ \ 3,26145 | 27,188.75 |

January, 2024
[01/31/24 | 01/31/24 Regular Payroll (Earnings) IB,PR24-00033 | [ \ \ 326145 | 23,927.30 |

February, 2024
02/29/24 | 02/29/24 Regular Payroll (Earnings)
02/29/24 | Salary Encumbrance between 03/01/24 and 06/30/24 Payroll

QPRZ‘!-OO(}SB 3,261.45 20,665.85
BPR24700040 13,045.80 7.620.05
Totals 43,496.00 13,045.80 22,830.15 7,620.05 |

Pay10 Labor Distribution Detail is generated for Salary and Benefit Accounts

Pay10a Labor Distribution Detail
Pay Date 02/29/2024 Fiscal Year 2023/24
Pay Cycle/

Employee (ID)SSN4 Pay Date Peried Source Amount

01-0199-0-1110-1000-1100-600-0100 Teachers' Salar,Instruction,Regular Educati,Elementary Educ

Smith, Jane (000249) 02/29/2024 CE1ART 49-3 SPEC ED 3,206.91

MASTER 54.54

Total for Account 3,261.45
Total for Org 001 3,261.45
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Example Search Criteria: 4110 Object Code

Fiscal99 Expenditure Account
Snapshot will appear

\={oll Finance - Fiscal - Accounts

Search  Ljst Report
3¢ Go Q Clear ¢ Favorites ~

Click on the Blue line in Journal # or

Reference # for more detail

E 1 - Components
Fund 01 {General Fund} EN = Encumbered when

Resource

Year Requisitions are created

Goal

e R — S EX = Expenditure when

o et payments are processed
E 2-Other

Figcal Year 2D_21 §2D2DJ-‘ZD21)

Fiscal99a Expenditure Account Snapshot
EXPENDITURE Fiscal Year 2020/21
Trans Account
Date Vendor(Payee): Description Journal # Ref # Budget E; brance Expenditure Balance

01-6300-0-1110-1000-4110-000-0000 {Textbooks,Instruction,Regular Educati,Undefined} Restricted

July, 2020
07/01/20 | Approve Budget.0B21-01,Fund 01 QBA21-00001 4,000.00 4,000.00
07/01/20 |[APeterson Directed: K-3 Handwriting BLEN21-00015  |(AR21-00014 412,87 3,587.13
07/01/20 E}McGraw-HiII Companies: Reading Wonders Grades 1st 2nd 4th BENZ‘\-UUCHEI %R21-00018 162.96 342417
07/01/20 QMcGraw—Hill Companies: Reading Wonders Grades 1st 2nd 4th QENM-CIOOZA! E}R21—OOO18 162.96- 3,587.13
07/01/20 QMcGraw-HiII Companies: Reading Wonders Grades 1st 2nd 4th QEN?ﬂ-OMZS QRzﬂ-ooma 475.83 3,111.30
07/01/20 %McGraw—HiII Companies: Reading Wonders Grades 1st 2nd 4th BEN21-UUU28 QRZW—UO(H& 475.83- 3,587.13
07/01/20 QMCGraw—HiII Companies: Reading Wonders Grades 1st 2nd 4th QENZW-OMZQ QR21-0001B 510.83 3,076.30
07/23/20 QMcGraw-Hill Companies: Reading Wonders Grades 1st 2nd 4th QENQﬂﬂmBS QR21-00015 510.83- 3,587.13
07/23/20 E}Felerson Directed: K-3 Handwriting BEN21—0M66 %RE‘!*OOOM 412.87- 4,000.00
07/23/20 | (McGraw-Hill School Education): Reading Wonders Grades 1st 2 QEX21-00063 QR21-OOO18 466.71 353329
07/23/20 | (Peterson Directed Handwriting): Unpaid Tax BEXZ1—0006? QRZﬂ—OOOM 23.73 3,509.56
07/23/20 | (Peterson Directed Handwriting): K-3 Handwriting BEX21—00067 QR21—00014 287.60 3,221.96

BA = Budget Adopted
BR = Budget Revision

GJ = General Journal, Manual Journal Entry

MNovember, 2020

11/05/20 | Update 4000s Nov 2020 %BR21 -00006 4,500.00 10,357.81-
11/05/20 | 113599931001 8/3/20 Reading Wonders ESGJZ‘I-OOOW 8,956, 96- 1,400.85-
11/05/20 | DP21-00001 8/20/20 Math 3/4th gr %GJ21-00010 625.56- 775.29-
11/05/20 | 114538855001 9/4/20 Reading Wonders gr 4 %GJZLOUNO 16.56- 758.73-
11/05/20 | 114602780001 9/7/20 Reading Wonders Gr 2 %GJ21-00010 789.05- 30.32

Totals 1,000.00 .00 969.68 30.32
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Search Favorites

This is where you set up your search — ordering the fields, defining the operators, and including
values (or not) — so you can save that configuration for the next time you are on the search. You
can even save a default favorite. There is a Favorites (star) button on every search page and can
save up to 20 Favorites in each activity. Once saved Favorites can be edited, by replacing or
removed if not needed.

e Create a search
e Click Go to generate to verify search is as expected
e Click on Favorites to Save the search criteria

o Click on Manage

Ga ~ Y\ { Finance - Fiscal - Accounts

Search

i Go Q Dea -

Favartes Details
Search Crilena - Accounts 1 Review H&W 957X —
2 Payroll AR
B 1-Components 3 Payroll HAW [Review HaW 957X
Fund 4 Payroll AP
Resource 5 Acct Cleanup Auto Go [] Defautt Favorite
v & Payroll Blank Accts i )
ear 7 Stale Dates 9515 Login Auto Launch
Godl 8Cash 9110 1 [Legin Auto Laun
Function Values
. Object = 9213,9511,954-9579
Object Fiscal Year = 2017
School SACS Rollup? =N
Management
# + Add ¥ Remove 3 Replace
¥ Undo u Redo Cancel Change Apply Change
Cancel Save
e Click Add

e Name your favorite
e Click Auto Go if you want the favorite to launch automatically when picked
e Default Favorite will automatically populate when in the activity
o Can only have one default favorite in each activity
e Login Auto Launch is used if there is a single activity used the most
e Click Apply Change
e Click Save
o Now Click on Favorites to see list that you created
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Budget Transfers

Budget Transfers are requests from departments to move funds from one account to another
account or from one department to another, after the original budget has been established.

BTs move money from one budgeted account to another (e.g., moving budget dollars from a 6400
object code account to a 4300 object code account).

e BT - A budget transfer within same major object
e BR - A budget revision between different major object

Create New Budget Transfer

Go to Finance — Budget — Budget Transfers '-

e Click New to create a new Budget Transfer

ae -~ LY\ Finance - Budget - Budget Transfers

Search

3 Go Q Uear Favorites «

Search Cnitena - Budget Transfer

Reference Number
Batch Mumber

JE Link Mumber
Post Date
Transaction Date

i ee ~ il .= Finance - Budget - Budget Transfers

| - EJ Cancel Tasks

New Budget Transfer -

Budget Transfer Approvals Atachments Motes  History

T Red X indicates the required fields at the
e & BUSINESS Besn - mjnimum to save a Budget Transfer
Comment <]
Batch id e Commentis searchable
Source & Manual .
Total Debits 8 0.00 So be logical
Total Credi 2 000 o g
Amours ot Of Edance 2000 e Line Iltem Count completed in ltems
COut of Balance & No
Line tem Count 8 r
On Hold No

Status Comment

ESCAPE FISCAL USER BASIC GUIDE 10




Budget Transfer Items — Add Account Codes

|_] New &)] Copy E Export |[l] Delete Q—r Cancel Al Tasks ~

Ln\ FO-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT Change Trans Type Comment
0B = $0.00 8
[Hesnﬁi\
{Year)

(Goal)
{Function)
(Object)

>

e

[ so0qf

<
Total Records: 1

e Enter the Account Number that you want to move money to and from

e Use the Account Widget lookup window to search for accounts

e Inthe Change field enter a positive or negative dollar amount

e Enter a comment (Defaults to the comment entered above)

e Enter the next line, can copy and change component or click New to add
e Save/Close

|| New &2] Copy % Export || Delete Q« Cancel Al Tasks ~
Ln FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT Change Trans Type Comment
a 0= 01-0000-0-0000-8200-5800-600- 7300 ($500.00) &
& 0= 01-0000-0-0000-8200-4350-600-0000 $500.00 2
a o] =] $0.002

<
Total Records: 3

For Expense Account Transfers (Object Code 1000-7000) the Change Column total should be
$0.00 unless you have permissions to offset the transfer using the Fund Balance object code 9790

e Review BT Detall <_>

e Goto Tasks to

Submit for Approval Ié:é ~ [y Y:\={sl Finance - Budget - Budget Transfers
e Or Approval Search Lt Form

Override if yOU have \g - @Prev *4 Save/Close @ Cancel Tasks ~

permissions

Submit
Submit With Insufficient Funds

Budget Transfer Approvals Aftachments Motes  History Return To Open

— el e -
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Copy a Budget Transfer

e Enter search criteria for BT that you want to copy
e Click Go to get the list
e Highlight the Reference line

o If you open form, must close to copy from list

e Click Copy

2 9 ~ LaEyi:iel Finance - Budget - Budget Transfers

Search List
(2 Open D Mew @ Copy % Export @ - Tasks + (& Grid

Reference | Link# | TransactionDate = Total Amt ltem Count | Status Source
BR21-00003 30458 10/5/2020 57,000.00 9 Posted  Manual
BR21-00004 30459 10/5/2020 57,000.00 9 Posted  Manual
BR21-00005 30460 10/5/2020 47.00 2 Posted  Budget
BR21-00006 30461 10/5/2020 130,174.00 144 Posted  Budget
BR21-00001 71020201 57.000000 _______ 9lPosted __[Manual |
BR21-00002 30321 9/2/2020 80.640.00 21Posted  Manual

- ___________________________________________________________________________________________________________|
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S o -~ AN ={el Finance - Budget - Budget Transfers
Search  List Fom
@ ~ W Delete B Prev @ Next _‘J Save/Close Q Can Tasks ~
Submit
Submit With Insufficient Funds # -FY 2021 {2020
[ A new BT W| " be Budget Transfer Approvals Attachments Motes  History [zt T =T
Approval Cverride
: I
created in Open Status SR p—
. . Dept Id & BUSINESS {Business Department}
¢ Review the BT Detail Locaton
Comment AVS Adult ESL Program Close Out
L. Batch Id
e Edit if needed Source & enual
Total Debits & 57,000.00
i i Lo . Total Credits & 57,000.00
Review if description is Amourt Out Of Bilance @ 0.00
Cut of Balance & No
H H Line tem Count asg
still valid oo o
Status Comment
Save/Close
D New @ Copy @ Expot || Delete £ Lndelere Q Cancel Al Tasks ~
OR Go to Tasks to
. | Ln |FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT | Change | TransType | Comment
SU bm |t or Approva| & 12 01-9905-0-0000-0000-8699-000-NH ($57.000.00) & T AVS Adult ESL Program Close Out
. . & 22 01-9905-0-7110-5000-2520-000-NH ($3.00000) 8T AVS Adult ESL Program Close Out
Override if you have &  3201-9905-0-7110-5000-3312-000-NH ($186.00)&T AVS Adult ESL Program Close Out
. . & 42 01-3305-0-7110-5000-3332-000-NH (4400 &T AVS Adult ESL Program Close Out
permissions &  5%01-9905-0-7110-5000-2502-000-NH (52008 T AVS Adult ESL Program Close Out
& 62 01-9905-0-7110-5000-3602-000-NH ($57.00)aT AVS Adult ESL Program Close Out
& 7% 01-9905-0-7110-5000-4390-000-NH (31.000.00) 8T AVS Adult ESL Program Close Out
- 8] 01-9905-0-7110-500056827.0000H | ($51.711.00): T [AVSAdultESL Program Close Out
($113.000.00)
<
Total Records: 8

Reverse a Budget Transfer

e Enter search criteria for BT that you want to reverse
e Click Go to get the list
e Highlight the Reference line

o If you open form, must close to reverse from list

e Go to Tasks to select Reverse

S o -~ Ry Finance - Budget - Budget Transfers

Search List

(7 0Open [ Mew | Copy B Eep

Reference | Link#
BR21-00003 30458
BR21-00004
BR21-00005 30460 10/5/2020
BR21-00006 30461 10/5/2020 13

e Click Yes to create the reversing BT

Verify - Reverse Journal Entry

o Are you sure you want to reverse this journal entry?

Yes:
Ma:

Reverse journal entry
Don't reverse journal entry

Yes MNa

ESCAPE FISCAL USER BASIC GUIDE
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This will create a new Budget Transfer with the Change field amounts reversed

2 5 ~ iyl Finance - Budget - Budget Transfers

e Status Comment with Search List  Fom
automatically fill with [d = B Delete [ Prev [ Net %5 Save/Close & Cancel
Reversal of BRXX-000000 ~—
e Comment can be edited if Budget Transfer Approvals Attachments Notes  History

needed

E 1 - Information
e Review BT Detall Dept 1d & BUSINESS {Business Department}
Comment TEST 20.03
e Go to Tasks to Submit for Batch Id
Source & Manual
approval Total Debits & 57.000.00
Total Credits &8 57.000.00
. . Amount Out Of Balance & 0.00
e OR Approval override if you Out of Balance 2o
have permissions Line kem Count a8
On Hold Mo
Status Comment Reversal of BR21-00004

- ___________________________________________________________________________________________________________|
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Journal Entries

A journal entry is used to record a transaction in the accounting records of a District. A journal
entry is usually recorded in the general ledger; alternatively, it may be recorded in a
subsidiary ledger that is then summarized and rolled forward into the general ledger. The
general ledger is then used to create financial statements for the District.

The most common Journal Entry is moving expenses from one account to another. A JE can
be used to make corrections if an incorrect expense account is charged.

A Journal Entry Import can be used to mass update accounts. More detail is in the JE Import
section.

Go to Finance — Fiscal — Journal Entries

e Click New to create a new JE

! @e » LAV -1el Finance - Fiscal - Journal Entrie

Search
i Go Q Clear—= Bw 5. Favortes

Search Cnitena - Joumnal Entry
= 1 - Joumnal Entry Information
Joumal Entry Mumber
Post Date
Transaction Date
Status
Source

{ Ga » R EY-{eY Finance - Fiscal - Journal Entries

d - E3 Cancel Tasks -

New General JE - FY 2(

Joumal Entry  Approvals  Attachments Notes  History

E 1 - Summary
Dept Id & BUSINESS {Businezs Menatment}
,';';"“‘5*"’”_ Red X indicates the required fields at the
ademic Department .
Comment ) minimum to save a JE
Batch Id
Source & Manual .
o Baionce AEs e Commentis searchable
On Hold No So be logical
Status Comment . .
Line tem Count 50 e Line Item Count completed in
Status & Open
Total Debits & ltems

Total Credits &
Amount Out Of Balance & D.00
|
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Journal Entry Items — Add Account Codes

e Click New to add accounts

e Use the Account Look up

e Debit the account you want to move expense to

e Credit the account you want to move expense from
e The total should be $0.00

Items
[ MNew | Copy B Export [J] Delete K3 Cancel Al Tasks
Ln |FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT Trans Type Debits Credits Comment
D= 01-0901-0-1110-1000-5800-000-0510 $499 50 $0.00 Transfer to 0000 RSRC
m 01-2700-0-1110-1000-5800 -_- $499 50| Transfer to 0000 RSRC
FD-RSRC- ; %
bj
5993.00| 50.00

<
Total Records: 2

e Review JE Entries items
e OR run Fiscal Report with Unposted JEs option prior to posting (see next page)
e (o to Tasks to Submit for approval

e OR Approval Override if you have permissions

i Ga - LAY -1l Finance - Fiscal - Journal Entries

Search  List Form Q
lg - *4 Save/Close Q Cancel TTeitasks

Submit

Submit With Insufficient Funds w Ge

Return To Open

doumal Entry  Approvals  Attachments  Motes  History

Approval Cverride

Summary Informabon

EH 1 - Summary
Dept 1d & BUSINESS {Business Department}

| mim mbiim e

JE Video Tutorial available in Online Resources
Videos > On-Demand Videos > Finance > Fiscal & Accounts
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« Journal Entries & o0s.07

Eeviews creating a journal entry, searching for journal entries, and reversing a journal entry.

Review Fiscal Reports Prior to Posting Journal Entries

Another option would be to Save the JE in Open Status and review Fiscal Reports prior to actually
posting the JE. Recommend to run a Fiscal02 or Fiscal03 to review with the Unposted JE option
to include the transaction and verify it will post as expected.

Go to Finance — Reports — Fiscal

Unposted JEs?: Yes-Include unposted JE

Click Go to generate the report

Review Account detail to verify the balances are as expected
Return to JE to Post

29 - LRy Finance - Reports - Fiscal

st  Request/Report

3 Go @ Go/Bxpot = Q Clear D Presy @ Next ‘ Cloze ﬂf Favoites -

Request Report
& 1- Report
Repart Number & Fiscall3
Description & Account Balance Transaction Detail by Object
Report Sample &% Fiscalld
Report Favarte 1D &
(] 2 - User Options
Fiscal Year 2021 {2020/2021}
Start Date

End Date
Unposted JEs? Yes - Include unposted JE
Refd? Yfes - Show Reff

ESCAPE FISCAL USER BASIC GUIDE 17



Copy a Journal Entry

e Enter search criteria for JE that you want to copy
e Click Go to get the list
e Highlight the Reference line
o If you open form, must close to copy from list

e Click Copy

25 - laEyiz{ Finance - Fiscal - Journal Entries

Search  List

5y Open [ New% Export » [ * [ Tasks » (2 Grd

Reference | Link# | Transaction| Total Amount | lemCount | Status | Source | JE Type |
J0466-General 30466 T0VER2020 99 .00 4 Open Manusal General
GJ21-00001 30060 872020 15,052.00 2 Posted Manual General

| 238500 2[Posted  [Manual _|General
GJ21-00003 063 3N22020 19,534.00 & Posted Manual (General

e A new JE will be
created in Open Status

e Review the JE Detall Sabmit
o Edlt If needed Submit With Insufficient Funds J
Joumal Entry  Approvals  Attachments Motss — History Return To Cr:en.
* Review if description is
. . B 1- Summary
Stl" Valld Dept Id & BUSINESS {Business Department}
Location
* Save/C|ose Academic Department
Comment 19-20 YEC Pk 2b SELPA-ERMS
e OR Goto Tasksto Batch Id
. Source & Manual
Sme.It Or Approval Out of Balance & Mo
Override if you have On Held Ne
. . Status Comment
pel’mISSIOﬂS Line tem Count a2
Status & Qpen
Total Debits & 238500
Total Credits & 238500
Amourt Out Of Balance & 0.00

& 5 - Ml Finance - Fiscal - Journal Entries

Search  List Form

[d ~ W Delete [ Prev [ Net £ Save/Close EJ Cancel (E Tasks ')

NOTE: Review Fiscal Reports prior to posting JE
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Reverse a Journal Entry

e Enter search criteria for JE that you want to reverse

e Click Go to get the list
e Highlight the Reference line

o If you open form, must close to reverse from list

e (o to Tasks to select Reverse

IV =i Finance - Fiscal - Journal Entries

Search List
E__? Open |:] Mew Q Copy % Export - @ - (Grid

Feference | Link # |Trcnsat:1i ; I'Cumt I Status Source
30466-General Jodes  10/872020 4 Open Manual G
I0467-General 10/2/2020 — e ——— 4l
GJ21-00001 30060 812020
GJ21-00002 WIET BH22020 Verify - Reverse Journal Entry
GJ21 N DDDEG 3D1 EB Eﬂ EI?DED Are you sure you want to reverse this journal entry?
GJZ-I_M 31}1?1 &'12:21]21} o Yes: Reverse journal entry
= 1734 NNnine 1T [n e T T No; Don't reverse journal entry

fes Mo

e Click Yes to create the reserving JE

e JE will create a new JE with the Change field amounts reversed

e Status Comment with
automatically fill with
Reversal of GJ21-000000

e Comment can be edited if
needed

e Review JE Detail

e Go to Tasks to Submit for
approval

e OR Approval override if you
have permissions

&5 - iy ={l Finance - Fiscal - Journal Entries

Search  List Form
@ ~ W Delete B Prev @. Mext f_; Save/Close Q Cancel Tasks
e
Joumal Ertry  Approvals Atachments Notes  History
= 1 - Summary
Dept Id & BLSINESS {Business Department}
Academic Department
Commert 15-20 YEC Lottery and EPA
Batch Id
Source & Manual
Ot of Balance & No
On Hold No
Status Comment Reversal of GJ21-00005
Line tem Count 810
Status & Qpen
Total Debits 8 11,129.14
Total Credits &8 11,125.14
Amount Out Of Balance & 0.00

NOTE: Review Fiscal Reports prior to posting JE
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Import Templates

Import Templates can be

001 - ABC found in Online Resources in
Guick Start here Tools
Finance
HR / Payroll
JE Tutorial Available in Online Resources in
Online Resources Videos > On-Demand Videos > Finance > Fiscal &
Documentation Accounts
F-'.elea.se Informatio.n. T —y
Learning Opportunities Reviews creating a CSV file, importing the file, creating missing accounts, and posting the journal

Videos | Handouts entry.
- )
SCOE Resources

Journal Entry Import

The Journal Entry Import process can be used for mass Journal Entry updates, Budget Transfers
and create Missing Accounts.

Below is the link for Escape Templates, scroll down to JE Import to download. This can also be
found in Escape Online Resources in Tools

Online Resources

Access guides, import templates, report templates, and more.

» Contacting Support ‘ » |Import Templates

* Searchingthe Learning Center * Report Templates

¢ Guides
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e Click on the Import Template to get list of templates to download

Import Templates

Escape Online accepts imports for many records. Listed below are Microsoft Excel templates you can

use to guide you in the creation of an import file.

To use these import templates:

Download the template.

Use the template and the How To from the import activity to guide you through creating yvour
import file.

Import the file.

Last
Updated

Template Description

- Release
1099 Import & Includes a header and a single line.
20.04
Additional Pay Includes a header and two line items. One using the employee Release
Import & ID. The other using the social security number. 21.02
Includes a header and two line items. The header is for
Journal Entry Import . . Release
illustration purposes only. The import file DOES NOT accept a
@& 15.01
header.

NOTE: The import file DOES NOT accept a header. The header be removed prior to importing or
there will be an error in Escape.

- ___________________________________________________________________________________________________________|
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We recommend to save an excel file as a working document. Save again as .CSV Comma

Delimited in order to import. Be sure to close the import file before attempting to import into
Escape.

Example of Excel Template: Click Enable Editing to remove the sample data; Leave the Header
in the Excel Version.

JournalEntrylmport

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat Q Tell me what you want to do

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
K14 - 2
A B C D E F G H | J K L M N 0] B Q
1 |Org ID Fiscal YeaJE Type DeptID BatchID Trans Date Acct Amount DFAmount CFComment
2 123 2016 PAYROLL BUSINES£150831PR 8/31/2005 010-9510-  2699.93 0.00 IRS (~CoMBO* )
3 123 2016 PAYROLL BUSINESS150831PR. 6/31/2005 010-9511- 605.95 0.00 EDD (*CoMBO* )
4
5
6
7

Example of required fields:

e OrglID

« Fiscal Year: 2021 Refer to Chart page 4 for
« JE Type: GENERAL for Journal Entries the correct Debits/Credit
e JE Type: BUDREV for Budget Transfers

. Dept ID: BUSINESS to Increase/Decrease

« Transaction Date accounts

e Account Code
« Debit/Credit Amounts
o NOTE: If Debit there is a Debit amount, then the Credit must be 0.00 OR visa-
versa
« Comment: Reason for transactions
o NOTE: Comments are searchable so be logical

56 st ,f‘\v:
A B c D E F G H | J K L i
Org ID Fiscal Year JE Type |DeptlD  Batch ID Trans Date Acct Amount DR Amount CR Comment
m 2021 GENERAL 9/30/2020 1 0.00 Xfr Exp to From R 3215 to 3220
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Export Data for Journal Entry Import
Recommended to use Fiscal Accounts to export account list and expenses

Go to Finance — Fiscal — Accounts

« Enter in the account criteria
e Check Fiscal Year
e Click Goto get a list

«+)H _ Finance - Fiscal - Accounts

Search Ljst

i3 Go & Clear 3 Favorites +

Search Cntena - Accounts .

E 1 - Components
Fund
Resource 3215 {GEER Gov Emerg H
Year
Goal
Function
Object 1-7
School
Management
5 2 - Other
Fiscal Year 2021 {2020/2021}
SACS Rollup? M {Mo}

Review the list of accounts is what you were expecting

o Click Export

e Use the Expensed Column to Copy into JE Import Credit Columns and Debit
Columns

e The opposite Debit/Credit Amount must be 0.00; both fields must have an amount

an - _ Finance - Fiscal - Accounts

2021|01-3215-0-0000-7210-7315-000-0000 Yes |Indirect Costs General A £0.00
2021 01-3215-0-0000-9300-7616-660-0000 Yes Gen Fdto Cafe Interfund 50.00 £0.00
2021 01-3215-0-1110-1000-5840-660-LL MF Yes Computer Sves. Instructi 5149900 1406212
20271 01-3215-0-1235-3110-4390-661-LLMF Yes Other Supplies Guidance £500.00 £0.00
2021 01-3215-0-1275-1000-5840-661-LLMF Yes Computer Sves. Instructi 52,792 62 20,00
2021 01-3215-0-1275-1000-5340-662-LLMF Yes Computer Sves..Instructi $4B0.63 $450.00
20271 01-3215-0-1320-1000-4110-661-LLMF Yes Textbooks Instruction En 55.419.60 £0.00
20271 01-3215-0-1320-1000-4110-662-LLMF Yes Textbooks.instruction En £0.00 £1.13351
2021 01-3215-0-1320-1000-5340-660-LLMF Yes Computer Sves. Instructi 51,240.00 $0.00
2021 01-3215-0-1320-1000-5840-661-LLMF Yes Computer Sves. Instructi 54,000.00 £0.00

Once the information has been copied and pasted to the template

- ___________________________________________________________________________________________________________|
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e Save in Excel for your records
e« Save as CSV format (Comma delimited) (*.csv)
e Close CSV file to import or there will be an error when importing

Journal Entry Import for Journal Entries and Budget Revisions

Go to Finance — Processes — Journal Entry Import

e Locate saved CSV File
e Add Comment
e Click Go

<« 1> 8 _ Finance - Processes - Journal Entry Import

Search

| 7
B &y Clear g Favories »

Search Critena - Journal Entry Import

File To Import o

Comment -]

Account Type Account Mumber
File To Import

Select the file to import.

e Review Errors (Most common is forgetting to remove the header)
e Goto Tasks to Create JE or Create Missing Accounts

Finance - Processes - Journal Entry Import

Search [ftems
3, Export Tasks *
Create Journal Entry JEType | Deptld Batch # Transaction ’
Create missing accounts General BUSINE -
e P General BUSINE 10172020 C
& 71 2021 General BUSINE 101172020 C

- — PR L -

Review Journal
o Can edit if needed
Close to Save in Open Status
OR submit and post as usual in Tasks
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1+ E _ Finance - Processes - Journal Entry Import

Search Rems Joumal Entry

B oo 0w 1 Cov (TR
Submit
S General JE # 207531 - FY 2021 {2020/2021} - Status: Open
Joumnal Ertry  Approvals  Attachment Retum To Open
oo e i e vermen————
B 1 - Summary B 2 - Reference Information
BUSINESS (Business Services) Link #
Location Raquisition &
A adeamic Deparment Stores Requistion &
Comment TEST Department Requisiion &
[Batch i Wiork Order &

Fiscal Reports

Escape has many finance reports available that can be generated or exported to Excel. Within
each report, there is a Report Sample field that will take you to the website for report criteria,
special considerations and report sample.

The other great feature for some Fiscal reports is that unposted JEs can be included so that you
have the ability to review the reports prior to posting the JE to verify the data is what you are
expecting.

Go to Finance — Reports — Fiscal — Fiscal04 Comparative Account Summary

by Object
! Ge - Finance - Reports - Fiscal
Lst  Reguest/Report e Enter Account
=3 Go Go/Export [l Prev  [wh Met 5 Close  9Jp Favortes com ponents

Request Report

e Enter custom column by
-
e using the drop down and

Report Number & Fiscalld

Description & Comparative Account Summary by Object Change years

Report Sample & Figcalld 1

Report Favorite 1D & Budget vs Actual ¢ C IICk G 0 to ge nerate the
E 2 - Account Selection report

Ending Date 3/31/2024 {ECM}

Restricted? Yes - Include Restricted Accounts

Fund

Review the report
Create Report Favorite

Resource
‘fear
Goal
Funetion
Object 46
School
Management
3 - Account Sort/Group Options
B 4-Columns{Source/Formula:Dec/Proj:FY:Col Hdg 1:Col Hdg 2}
Column 1 RE;DD;2024;Curent Budget

Column 2 AE;DD;2024; Actuals; To Date
Column 3 AB.DD:Account Balance
Column 4 C2/C1.D0%;Account Balance
Column 5

Column & ;:Notes

Example Fiscal04 comparing current budget o actuals with a difference
column:
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Fiscal04a Comparative Account Summary by Object

2023/24 2023/24 2023/24 2023/24
FD- RSRC- Y- GOAL- FUNC- OBJT- SCH- MGMT Current Bu Actuals Account Col 2/ Notes
To Date Balance Col1
School 000 - Undefined
Expense
01-1100-0-1110-1000-4110- 000- 0000 500 2,461 1,961- 492 %
01-6300-0-1110-1000-4110- 000- 0000 ____11_50 ____8930 ___6_880_ 698 %
Total for Object 4110 1,650 10,491 8,841-
01-0000-0- 1110- 1000- 4140- 000- 9330 0 2,095 2,095-
01-1100-0-1110- 1000-4140- 000- 0000 2,000 945 1,055 47 %
01-6300-0-1110- 1000-4140- 000- 0000 1,700 0 1,700 0
01-6500-0-5770-1120-4140- 000- 0000 500 125 375 25 %
Total for Object 4140 4200 3185 1,035

— Create Report
29 - R =leY Finance - Reports - Fiscal Favorites and

List Request/Repaort Schedule
o Go @ Go/Expart ~ Q Clear @ Prev @- Mext @
\/
Request Report
B 1 - Report
Report Mumber & Fizcall2
Description & Account Summary by Object-Balance

Report Sample caID2
Report Favorte 1D 5

H 2 - User Opticns
Fiscal Year 2022 {2021/2022}

Account Period 12 {June}
Unposted JEs¥ Yes - Include unposted JE
3 - Account Selection

Asszets and Liabilties ¥ Mo - Do Not Include
Restricted 7 Yes - Include restricted accounts
Fund

Resource Include Unposted JEs to

E‘Z‘Z{ review reports prior to

Function pOSting
CObject 1-8 =

School

Management

- ___________________________________________________________________________________________________________|
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Report Favorites and Schedule Reports

Similar to Search Favorites, the system allows a user to Save 20 Report Favorites in each report.
You also have the ability to Schedule Reports and email with the report attached. If there are
Social Security Numbers associated with the report, then you will receive and email that your

report is ready in “My Reports”.

When a report is marked as Public, then you can find other user reports in “Report Favorites” by
searching for the user Id, First Initial, Last Name.

:Z__.é_é_:: ~ LA\ {el Finance - Reports - Fiscal

List Request/Report

3 Go @ Go/Export + Q Clear @ Prewv rﬁ Mext

5.7 Favorites ~

Request Report

Request

El 1 - Report
Report Number
Description
Report Sample

Report Favorite ID
E 2 - User Options

Report Favortes

2 Due To/From YE
3 By Resource

4 Class Summer Asst
5 Accruals Clean up

+ Add

SN

v Undo

¥ Remove 3 Replace

cu Redo

f1 PY AR and AP

f2 Due To/From YE
f3 By Resource

f4 Class Summer Asst
f5 Accruals Clean up

d

e Click on Favorites
e Click Manage to
add new

Manage...
Details
Favorite Id Public
[JP¥ AR and AP
Description

Schedule
® Mone (O Daity () Weekly () Manthly () Yeary

Report Format Attach Report to Email Notfication
L] =]

Start End Time
[sasz207 =[] =|[ Jgam
Yalues

Fiscal Year = 2021

Account Period = 12

Unposted JEz? = No - Do NOT Include unposted JE

Assets and Liabilties? = Yes - Include - change Object fitering
Restricted? = Yes - Include restricted accounts

Chject =5210,9510

Sort/Group 1 = Obiect

Cancel Change Apply Change

[¥e]
(1)
==

Cancel

e Click Add to create

e Go up to Favorite Id
and name it

e Check Public to share
with other users

e Description allows a
few more characters
than the Id

e Schedule: Dalily,
Weekly, Monthly,
Yearly

e Report Format: Select
from menu; typically
PDF

e Click Attach Report to
Email Notification

e Start Date:

e End Date: Leave blank
for continuous

e Click Apply Change

e Save

ESCAPE FISCAL USER BASIC GUIDE

27



Public Report Favorites

Report Favorites can be marked as Public to share with others or you can get reports that other
users have “shared” and make them your own Favorite. This is available for Finance and
HR/Payroll reports.

Go to Finance — Report — Favorites

S o -~ laEy:\:{el Finance - Report Favorites

Search

3y Go Q Clear 54 Favortes

Search Critena - Report Favonies .

Maodule Fin
Report Name \
Favarte Id

User Id TLEHMANM {Lehmann, Tracy}

Module
Erter the report module code for report favorites to list.

e Module: Use menu to select FIN or HR
e User Id: Use look up to select the user id
e Click Goto geta list

2% 5 - LAEY{ Finance - Report Favorites
Search  List
(£ Open (& Grid
Favoriteld | ReportMame | Report Descripti | Favorite Descripti User heduled | Next Scheduled Date | Scheduled Format | Attach to Email Notific | StartDate ©| End D|
Stale Dated Check RegPay(4 Check Register Stale Dated Checks TLEHMANN Mo 8252021
UA 2021 Fiscal51 SACS Extract Unaudited Actuals 2020-21 TLEHMANN Mo T20r2021
End FEBy Fund  Fiscal01 Account Component (Object)  End FB By Fund TLEHMANN Mo BITI2021
End FE By Resour Fiscal01 Account Component (Object)  End FB By Resource TLEHMANN Mo BT2021
RE - AE Fiscall4 Comparative Account Summar Revised Bdgt vs Actual+Encu  TLEHMANN Mo 4/15/2021
Accruals Clean up  Fiscal02 Account Summary by Object-B TLEHMANN Mo 362021

e From the list, double click on report to Open

e Review Report Criteria

e Run Report to see if information is as expected
e Save as your own Favorite

ESCAPE FISCAL USER BASIC GUIDE 28



Create New Account Components

Districts have the ability to create new Account Components for Object School and Management
components. Fund, Resource, Goal and Function components are created by SCOE Fiscal
Management Advisors. Account Components must be exists prior to a new account string can be

created.

Go to Finance — Setup — Chart of Accounts — Account Components

Search

=} Go K3 Clear i Favortes

Search Critena - Account Components
E 1 - Location

Fiscal Year 2024 {2023/2024}
Component Management
Desc
Component Value
1099 Fed EIN Component
CDS Code Function
Encumber Emp Hly Pay Fund
Create Date Goal
Edit Date =» Management
Ohject
Component m——
Enter (or look up) @ component type for components to list.
School
Year

From the list, click New to create the new Management code

28 -~ Ly ={s8 Finance - Setup - Chart of Accounts - Account Components

e Enter the Component
Code or use the drop-
down menu to select

e Click Go to get list

Search List

E?Dpen@ Copy [ Expot (5 Grd

2 5 - LAYz Finance - Setup - Chart of Accounts - Account Components

Manage Description

0000 Undefined
0013 Fund 13
004 Fund 14
0017 Fund 17

Enter the required fields
Object code is 4 characters
School Code is 3 characters

Management Code is 4 characters

Account Component

Management
Description
Description Short
SACS Rollup Value
Fiscal Year From
Fiscal Year Thru
Next Year Value
Prior Year Value

-

Component Value | for FY -

Example: New Management Code for Garden donations
I ——————————
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2 8 ~ LhiEy\={e8 Finance - Setup - Chart of Accounts - Account Components

Search Lst  Form
W Celete DF’rev D.Ne:-:t f_}Save;ﬂnse Q Cancel

Component Value |, for FY -, for Componer

Account Component

Management GARD Org Entered
Description Garden Donations PERS Recapture Dis
Description Short Garden Restricted

SACS Rollup Value & Maote

Fiscal Year From 2023 Fixed Asset Require:
Fiscal Year Thru Fixed Asset Threshol
MNext Year Value Asset Group/Catego
Prior Year Value Created By

e Management is 4 characters
o GARD

e Description Code is 30 characters
o Garden Donation

e Description Short is 15 characters
o Garden

e Save/Close

Now the new account string(s) can be created with Management Code GARD in Accounts setup.

Create New Account Strings

All Account Component must exist in order to create the full account string. If the new account
string is a salary account with 1000 or 2000 Object Codes, then the associated Benefit Accounts
will be automatically created when saved.

Go to Finance — Setup — Chart of Accounts — Account Components

S o~ Iy zisl Finance - Setup - Chart of Accounts - Accounts

Search

=y Go Q Dearﬂi‘ Favortes ~

Search Critena - Accounis
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e Click New to create the full account string
o If next fiscal year is open, create the new account in current year and it will
automatically create in the next fiscal year.

2 9 ~ LAEY={sl Finance - Setup - Chart of Accounts - Accounts

Search  List Form

i [l Delete DF’rev D-Ner:t i Save/Close Q Cancel

New Acca

Accourt  Assoc Accounts  Linked Accounts  History

Account Information .

= 1 - Account Definition
Fiscal Year & 2024 {2023/2024}
SACS Account Number ]
= Account Number L]
E (Compaonents) =}
(Fund) L)
{Resource)
(Year)
{Goal)
{Function) =
({Object) ]
{School)
{Management)
(Current Balance)
(Description)
(Mlias)
Acct Type Code

m

MM fd M — M= =1 1 i T 1 ks

8k b o

e Account Number: Enter the full account string
o OR
e Component: Enter in each component field

i
Accourt  Assoc Accounts  Linked Accounts  History
E 1 - Account Definition
Fiscal Year & 2024 {2023/2024}
SACS Account Number & 01-0000-0-1110-1000-4300
B Account Mumber 2 01-0000-0-1110-1000-4330-300-GARD
B (Components) &
{Fund) 01 {General Fund}
{Resource) 0000 {Unrestricted/no Reporting Req.}
(ear) 0 {UNDEFINED}
{Goal) 1110 {Regular Education K-12}
{Funiction) 1000 {Instruction}
[Ohject) 4390 {Other Supplies}
{Schoal) 300 {Enrichment }
{Managemert) GARD {Garden Donations}

e Save/Close
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