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Budget Manager Main Menu

Upon executing the program, login to Postgres with username and password. If a Budget Manager password
has been previously set in Options-General, it must be entered next (2 attempts are allowed).

Once the Budget program starts, an accounting period will be requested. Enter the month-year to be worked on.
This can be entered in several ways. For example June 2022 can be entered as 06-2022 or 06-22 or just 06
(assuming the system year is 2022). If the month/year entered is outside the current fiscal year or more than a
month in the future, a warning message will display asking if it should be re-entered. Click “Yes” to re-enter or
“No” to accept the month-year as entered. Once the desired month-year has been entered the following screen
will display:
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Eile Accounts Vendors Detail P Orders Pay Bills (A/P) Reports Reconcile Report Formats  Other Functions  Qptions  Help

B

Pay Bills {A/F)
Post Receipts
Adjustments fIE
Electronic Pymis
Manual Checks
Fayables List
Registers
Reconcdle
Financial Reports

Detail Ledger

Bdgt Preparation

Year End

=]
e
B
e
=
RE=E
e
I
EaE|
=
|
I

Exit |

IDAHO SCHOOL DISTRICT #999 | Db: Budget Mo-Yr: 04-2019

To simplify the operation of the program the main menu screen allows use of menu choices that can either be
selected with a single mouse-click or by pressing a short-cut letter (displayed by pressing Alt key) or by pressing
down-arrow (to access the side menu choices) and pressing Enter when the command is selected. Note that a
version# displays at the top of screen to help you and your support reps know which program version is being
used. Each time the program is updated this number will change.

The month-year setting may be changed by selecting either “File” and “Month-Year” or selecting the small
“calendar” icon in the upper left corner of the screen (below the File command). Otherwise, select the menu item
needed and proceed to the appropriate section of the manual. Some of the programs referenced on the Main
Menu have a “Help” screen. Selecting the “Help” command within those programs will give a summary of what
the program does. The ‘Help’ screen may be printed if desired.

To exit from the program either click on “Exit” or “X” or press the Esc key. NOTE: a photo in “jpg” format may be
displayed on the Budget Manager screen by copying into the Budget Manager folder, a “jpg” file and naming it
“BdgtMgr.jpg”. Please refer to the table of contents to read information on specific programs.
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Purchase Orders

Purchase Orders are entered in order to print a PO form and to create an encumbrance that can be included on
the Encumbrance Report. Multiple lines can be entered so different expense accounts, descriptions, and
amounts can be entered on one screen and printed on one PO form. Upon selecting this program the following
screen will display:

&5 Purchase Orders — O *
Post Edit Delete Print History Lookup AP/Ck/Ad]Transfer Close Un-Close Void PO Main Menu  Help

B 9@ = 7+ ¢

PO #: vardor | EditVendor | ¥ Tshito AP [ r

PO Date:| M/08/19 Add Verdor

Feqstn#: ShipTo:|D1 - Bingham Academy, 17 Morth 550 'west, Blackfoat, ID 83221ﬂ [ Piinted  Total

Account # Dept Gty | Description it Cost | Amount Pd Balance | Cled

| o | R4

[F12-5ave]
Acct Bal Save Cancel |
Mo-¥r: 04-2019

Add (enter a new PO):

PO#: If using auto-numbering, the program will automatically insert the next number if “Post” is

selected, or if Tab is pressed when the PO# field is blank. If not using auto-numbering then
the PO# must be entered. If a PO needs to be edited or deleted, enter the PO# or select the
Up/Down arrows (on keyboard or red arrows in the tool bar) to scroll, or select the command
“LookUp” and choose the PO needed from a list.

PO Date: Initially this field displays the current date but it may be changed if necessary.

Requisition#: In some schools/cities a requisition is required to get a PO issued. This the reference number
of the requisition. This can optionally be used as an invoice# for those who enter POs after
the fact and already know the invoice number.

Vendor Name/Number:

The vendor name or number may be found. From the name field, type a partial name and
press Enter and the closest matching name will display. From the number, enter a value and
press Enter. If the exact name or number is not known use the “Lookup” command (see
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Ship to:

Transfer AP:

Printed:

PO LINE:
Account#:

Dept:

Qty:
Unit Cost:
Amount Pd:

Balance:

Clsd:

below for more info on using “Lookup”). If vendor information needs to be changed, click on
“Edit Vendor” after the vendor name has been displayed. Make changes and click on
“Save”. If a new vendor needs to be added, select “Add Vendor”, and fill out vendor screen
and click on “Save”.

This is the “ship-to” name/address that will later print on the PO form. There should be at
least a ship-to location number 01 set up (under Other Routines-Ship to Codes) with school
name and address. Multiple codes can be set up if needed, and selected from a drop-down
list when a ship-to code is needed.

Purchase orders can be closed out into Accts Payable automatically using the command “AP
Transfer”. If this is a PO that should not be closed out using that routine then change this flag
from “Y” to “N”.

Initially this value will normally be “N”. When a purchase order is printed on a form the
program will change this value to “Y” or it can be changed manually.

Enter the expense acct for this line. If the acct number is not known then use “LookUp” to
find it by name or number (see below for more info on using “Lookup”). F4 key will repeat the
entry from the previous line while the F12 key may be pressed to send the focus to the
“Save” button.

If using dept codes, enter the dept number. If the dept number is not known then use
“Lookup” to find it by name or number (see below for more info on using “Lookup”). F4 will
repeat the entry from the previous line.

The number of units being purchased. F4 will repeat the entry from the previous line.
The per unit cost. F4 will repeat the entry from the previous line.

This is how much of the PO line has been paid. On a new PO line this amount will be zero.
This amount is changed automatically when all or part of a PO line is closed. This can also
be manually changed using the ‘Edit’ routine. After the line is displayed at the bottom of the
screen, click on the field and enter the new amt.

Initially this is the extended amount (qty x unit cost). If the entire PO line has been paid this
will be zero. If partially paid then this will be the original amount less the amount paid.

This flag indicates whether this PO line is closed (the total amount has been paid). This flag
on a new PO line will be “N” and later will change to “Y” when the amount paid equals the
total amount or the line has been closed. This may also be changed using the Edit routine.

As each line is entered it is displayed in the middle of the screen. If there are multiple lines on the PO form then
the next acct number, dept, description, and amount would be entered. F4 key will repeat values from the
previous entry. A running total of the PO is displayed at the top of the screen. If a PO line needs to be edited
either single-click on the line and select “Edit” or double-click the line to start the edit. If a line needs to be
deleted, single-click on the line and then select “Delete”. When the PO is finished, select “Save” (F12 key
causes focus to go to “Save”) and the last PO#/Vendor is displayed. Selecting “Cancel” would void the PO.

Edit

Delete

Allows editing of a PO line on the screen. The PO must already be on screen and the line
selected.

Used to delete an entire PO, a PO line on the screen, or POs by date. If deleting an entire
PO, the PO should already be displayed. If deleting a PO line the PO should already be
displayed and the line to be deleted must have already been selected. If deleting POs by
date then select “Delete” with no PO on the screen. Fill in the following fields:

Beg/End Date: enter a range of dates. Any PO dated on or within these dates will be deleted.
Delete Only Closed POs: check this box if a PO must be “closed” (paid) before it can be
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Print

deleted.

After filling in these fields, select “Delete” to begin or “Close” to cancel. Upon selecting
“Delete” the program will display the range of dates selected for confirmation.

Print offers three options.... Report/POs, PO on Screen, or Screen. “Report/POs” is for PO
forms or a list of POs. “PO on Screen” also is for PO forms or a list but the displayed PO# is
automatically entered on the screen. “Screen” will print the content of screen to the default
printer. If “Report/POs” or “PO on Screen” (or Printer icon) is selected the program will
display the following screen:

&5 Print Purchase Orders - O =
Repart Type R anges
O lravs Beg PO #: 0o0ood BegWend: 0o0ood
? Lizt Report £ P Ii v
Full Repart : :
I Beq Date: 00400400 Beg Dept: 0ooooo
&+ PO Mumber End Date: |33/33/33 End Dept:

" Wendor Mumber )
™~ “endaor Mame Frint Fundt: l—

™ Acct Number Beg Bdgt Aot |000-000000-000-000-0

™ Dept Code End Belgt Acct |522--zzz-zzz-z
|nchude |

v A&F POs |
[v Man Ck POz
v AdiAJE PO

Options |ndividual PO $#s
Print Dlate: n4/02M19 T Include Printed | | |

Ii Include Clozed
Fizzal v L | | |
# Copiss: |1 :" [

Printer:

|.-'5‘-.ria.| j | 5 : j Print Farmz

Origntatiomn: r
Portrait - Set r Cloge
Tray:

|.-’-‘-.utn:nmatin::all_l,l Select ﬂ [

Answer questions as follows:

Report Type:

Print Order:
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Select ‘PO Forms’ to print forms, ‘List Report’ to print an abbreviated list, or ‘Full Report’ to
print a list of POs showing the entire purchase order.

This determines the sequence in which the forms or list prints. The options are PO Number,
Vendor Number, Vendor Name, Acct Number, or Dept Code order. Ranges may be entered



Print Date:

Fiscal Yr:

Copies:

Include Printed:

Include Closed:
Del After Print:

Ranges:

Individ PO#s:
Printer:

Font:

Size:
Orientation:
Set:

Print to Screen:

Print to csv File:

History

below to limit which PQO’s print.

Report date. This will initially display as the current date but it may be changed to any date
desired.

This is applicable to printing “PO Forms”. Some PO formats print the fiscal year on the PO
form. The default value is stored under “Options-Purchase Orders” but may be changed here
if needed.

This is applicable to printing “PO Forms”. This is the number of forms that will print. If a value
other than “1" is needed choose from 2 thru 9 from the drop-down list.

When a PO form is printed a flag is changed to “Y”. Normally POs already printed do not
print again. If printed POs should be included check this box. If already printed POs should
always be included, check the “Include Printed POs” box on the Options-Purchase Orders
screen and this box will be checked by default.

When a PO line is paid the program will change the “Closed” flag to “Y”. Normally closed PO
lines do not print. If closed lines should print then check this box.

Applicable when printing “lists”. Check this box if the PO should be deleted as it is printed on
a list.

A range (beg/end) of PO#’s, PO Dates, Vend#'s, Dept’s, Budget Acct#’s, and Vend Name’s
(if printing in name order) may be entered. The ending value must be equal to or greater than
the beginning value. This allows limiting which PO’s will print. If specific PO’s should print
then leave the ranges as they are and enter specific numbers in the “Individual PO#'s” fields.

If individual PO’s are to be printed, instead of by range, up to six individual numbers may be
entered. Entering values here causes the above “Ranges” to be ignored.

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other installed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved. Use
this command if the printer settings have changed and should be saved without printing.

If the abbreviated PO list should display on the screen instead of a printer, check this box
(this option is not applicable to “PO Forms”).

If the abbreviated PO List to be output to a file, check this box. The file is a ‘comma-
separated-value’ formatted file, and can be imported by most spreadsheet programs. Upon
selecting “Print” (when this box is checked) a screen will appear which allows entry of the
path and filename. For example entering “PurOrder.csv” would store the report in the Budget
folder. Entering “DOCS\PurOrder.csv” would store the report in a DOCS folder. Previously
entered path/name values may be viewed by selecting the down-arrow at the end of the field.

After all questions are answered, select “Print” to send job to printer or screen. If report goes
to the screen and screen fills it may be scrolled up and down. Esc key or clicking on “X”
closes the screen. To exit the print screen click on “Close”.

Displays entries (detail records, accounts payable, and purchase orders) for a vendor or
budget account (when focus is in the vendor or account field) There are four choices under
this option... All, Current Yr, Current Mo, and Selected. Selecting “All” displays all history in
the system, “Current Yr” displays all history for the current fiscal year, “Current Mo” displays
only history from the current month, and “Selected” allows displaying history that matches an
indexed reference#, purchase order#, or invoice#. Press Esc or click on “X” to exit.

Look Up (Spyglass icons)
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AP/Ck Transfer

8 Budget Manager

Displays a list of PO’s, vendors, or budget accounts. If this command is chosen when the
focus is at the PO# field, a list automatically displays. From this list the order of the PO’s can
be selected by clicking on the column heading (ex: clicking on vendor number column
heading sorts by vendor number).

If the focus is in the account number field when choosing Look Up the display will be for
budget accounts. If there is a value in the account number field when Lookup is selected
then a list will display in acct number order beginning with the acct number entered. If the
account number is blank when Look Up is selected then a screen will display allowing lookup
by number or name. The list will assume to be in name order but if a starting acct number is
entered, the list will be in acct number order.

If the focus is in the vendor name or number field when choosing Look Up, the display will be
for vendor records. If there is a vendor number entered when Look Up is selected then the
list will start at the closest matching number and will be in number order. If there is a vendor
name (or partial name) in the vendor name field when Look Up is selected then the list will be
in name order starting with the closest matching name. In the vendor name field if a value is
entered starting a slash (ex: /TRUCK) a special “keyword” lookup will be performed. This
means that any vendor with the keyword anywhere within the name will be displayed. For
example XYZ TRUCK SUPPLY and TRUCK PARTS OF OKLA would both display since both
contain the phrase TRUCK.

A record may be selected from the list by double-clicking, or clicking once and pressing
Enter. Select Esc key or click on “X” to leave the screen without selecting a record.

Some cities enter purchase orders only after receiving an invoice and therefore all purchase
orders currently entered need to be moved to Accts Payable. If this is true for your school or
city then using this routine might be the quickest way of moving POs to AP. If you need to
move PO#s randomly then use the routine in Accts Payable to close-out POs to AP. Upon
selecting this command, the following screen will appear:



Beg/End PO#:
Beg/End Date:
Beg/End Acct:
AP Date:

AP Mo-Yr:

AP Inv=PO Req:

Del PO After Tsfr:

Close

&} PO to AP/Ck/Adj Transfer — O >

Thiz routing posts Purchaze Orders with T sfr to AP
checked to Accts Payable. If a PO hasz the tan'| Ck' box
checked, a check iz pozted. If a PO haz ‘AdiAJE" bow
checked, an Adjustment iz posted.

[v Transfer Man Ck POs
[v Transfer AdidJE POz

Bieg PO 4000000

End PO #| 222222

Beg Date: |IZIEI£EIIII£IZIIII
End Date: |HH’HSH""95

Beg Acct |DDD-DDDDDD-DDD-DDD-D
End Acch: |9222222222

AP Dot |04/08413
AP Moy | 042013

[v Celete PO's After Transfer

Transfer | Cloze

If only a range of PO#s should be moved to AP enter a beg/end PO number - otherwise
leave defaults as 000000 and 2ZZZ777.

If only a range of PO dates should be moved to AP enter a beg/end date - otherwise leave
defaults as 00/00/00 and 99/99/99.

If only a range of PO acct numbers should be moved to AP enter a beg/end acct number -
otherwise leave defaults as displayed.

This will be the “Print Date” attached to each AP record created. The current system date will
initially display but can be changed.

This will be the accounting “Mon-Yr” attached to each AP record created. The loaded
month/year will initially display but can be changed.

Since there is no field on the PO screen to enter an invoice# (since the assumption is that a
PO is entered before receiving the invoice) some enter the invoice# in the “Requisition#’
field. If the invoice# has been entered in the requisition# field, check this box and the req#
will be moved into the invoice# field on the AP record.

This indicates whether the PO should be deleted once moved to AP. Whether the box is
checked depends upon a value set in “Options-Purchase Orders” but may be changed.

Once the above questions are answered, click “Transfer” to begin or “Close” to abort the
transfer. If POs are being deleted a message will display asking for confirmation. Once the
transfer is complete a message displays on the screen.

Close a line of a PO or all lines on the PO. A PO must be on the screen before selecting this
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Un-Close

Void PO

Main Menu

10 Budget Manager

command.

Reverse the closing of a PO line or all lines on the PO. A PO must be on the screen before
selecting this command.

Add the word ‘VOID’ to the description, and set all amounts to zero. Can be applied to a
single line of a PO or to all lines of the PO. A PO must be on the screen before selecting this
command.

Returns to Main Menu. This is the same as pressing Esc or “X” to close the screen. This
options cannot be selected while posting.



Accounts Payable (Pay Bills)

Accounts Payable entries are created primarily in order to print checks. Accounts Payable records can originate
from a purchase order or can be entered manually but in either case accounts payable entries are reflected on
the Budget or Encumbrance Reports in the MTD and YTD Activity. Normally accounts payable entries do not

have an affect on th
that an AP List be

e bank account until the check is written. After entries are inputted it is always recommended
printed or displayed to review before printing the checks. Upon selecting this program the

following screen will display:

| £ Accounts Payable - O x
Post Edit Delete Print History Lockup Inc/Dec Ck#s Chng Pay Date Chng Vendor AP Total Import AP Main Menu  Help
B Y99t & 8= 0?2+ 4
Wendor: || | Last Paid:
Address 1: |
Edit Yendaor I—
Address 2: | 4 Maovr bE-2022
City/State: | Zip: | AddVendor Pay Date: |06/10/22 Tatal:
PO # Description Account # C-ticcount # B | Invoice # Dept Amount | Mo
| el ]
[F9: Irwve Ck)
: 5 | Cancel |
Acct Balance Save Ancel [F12-Save]
L Mo-Yr: 06-2022 |
Post

Vendor Name/Number:

PO#:

Enter a vendor name or number. In the name field, a partial name can be typed and press
Enter to display the closest matching name (note: pressing F12 key will cause the focus to
move to the PO# field). A vendor number can be entered in the number field, and press
Enter. If the correct name does not display or the number is not known use the “Lookup”
command (see below for more info on using “Lookup”). Select the Up/Down Arrows (on
keyboard or arrows on top of screen) to scroll through vendors with AP records. Once the
vendor number is displayed, if there are existing AP records they will display. Note: if closing
a PO to AP the vendor number is optional since the vendor will be known from the info on the
PO. If this is the case, go directly to the PO#. If the vendor needed does not exist then the
“Add Vendor” command may be used to add the vendor. After displaying the vendor, “Edit
Vendor” can be selected to change the vendor record.

Enter the purchase order number. If closing a PO to AP and a vendor has already been
entered, the PO# entered must be for the vendor entered. If no vendor was entered the
vendor info will be filled in from the PO. If a zero PO# is entered or there is not a matching
PO# found in the PO file, then enter the below items manually. If the PO# is found in the PO
file a closeout screen will display with the following options:

a) Pressing F1 will pay all PO lines and ‘close’ them (show as paid) and then enter invoice
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If entering AP Line

Description:
Account#:

Acct Desc:
Contra-Acct:
Bank Cd:
Invoice#:

Dept:

Amount:

Acct Balance:

Edit

Delete

Print

numbers (if any).

If F9 key is pressed (or if “Check For Duplicate Invcs” in Options-AP is checked) a
“duplicate” invc# test is performed. Note: to reset the PO lines back to their original
status to start over, press the F2 key.

b) Amounts are entered on individual lines along with Y’ or ‘N’ as to whether the line should
be ‘closed’ (considered paid) and the invoice number (if any).

Once the screen has been filled in correctly, select “Post to AP” or “Cancel” to abort. If “Post
to AP”is selected the PO information will display on the AP screen. If everything is correct,
select “Save” (F12 sends focus to “Save”). Individual lines may be selected for edit or delete,
but the PO will not be adjusted based on editing or deleting an AP line. Selecting “Cancel” on
the AP screen will abort the operation and the AP and PO files will not be updated.

Manually or Editing an AP Line:
Description of purchase. F4 will repeat description from previous line.

Enter the expense or liability account for this line. If the account number is not known then
use “Lookup” to find it by name or number (see below for more info on using “Lookup”). F4
will repeat description from previous line.

Filled in automatically by the program.
Filled in automatically by the program but may be changed.
Filled in automatically by the program but may be changed.

The invoice number for this purchase (if applicable). F4 will repeat description from previous
line. F9 will search thru Detail Records checking to see if this invoice# is found and if so
issue a warning message. An automatic invoice# check will occur if the question “Check For

Duplicate Invc’s” is checked in Options-Accts Pay.

If using dept numbers enter the dept number making the purchase. F4 will repeat dept
number from previous line.

Amount of purchase for this line.

As each line is entered it is displayed in the middle of the screen. Multiple items can be
entered on the AP form and, if necessary, the next PO#, acct number, description, amount,
etc. may be entered. A running total of the AP is displayed at the top of the screen. If an AP
line needs to be edited, either single-click on the line and select “Edit” or double-click to
select and begin editing. If a line needs to be deleted, single-click on the line and then select
“Delete”. When the AP form is finished, select “Save”. Selecting “Cancel” will void the AP
entries.

Displays the remaining balance for the expense account# entered above.

Allows editing of an AP line on the screen. The entries must already be on screen and the
line selected.

Allows deleting an AP line on the screen. If deleting a line, the AP entry must already be on
the screen and the line to delete must already be selected. There is also an option to delete
all AP entries. This can be useful if all of the AP entries are in error and need to be removed.

Allows two choices.... Report/Cks or Screen. “Report/Cks” is used to print a list of AP entries
or AP checks. The “Screen” choice will print the contents of screen to the default printer. If
“Report/Cks” (or the Printer icon) is selected the screen below will display:
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£ Print Accts Payable — O ot

YWhat To Print Optionz
@ fcctsPayableList ' Bld Drct Pay Transmittal | b Sub-Totals
(" Checks (" Bld Drct Pay Prenotes [
e R eprint Checks (" Clear Wendor Prenotes
" Ck Alignment " =rer Dirct Pay to Detail W

Mate: [ a check is reprinted in a prior mo-yr, a new balance sheet for that mo-yr
may be required.

Fanges Frint Info

Beg'Wend: (00000 Repart/Ck Drate: |DE”1 0/22
EndVend |&5oess 000000 |058857
Beg Date: a0/00/00 999399

End Date: 99,99,99 Reprint Checks

Q00ooo
Bank Code: |1_

— 333333
Fund:
Dosc: JALL FUNDS He-2tlz2

Direct-Pay Path:

|
|EIE.-’1 0422

Frinter:
|HF Laserlet 1200 Series PCL 5 |

Fant: Size: o
j Frint List

| rial RARE
Orientation: | 7
|F'|:|rtrait - Set [ Prnt to Screen Cloze

Traw:
|.ﬁ.utnmaticall_l,l Select ﬂ [ Double Sided

Answer questions as follows:

What to Print: Select ‘Acct Pay List'" to print a list of AP entries, “Checks” to print the actual check, or
“Reprint Checks” to re-print checks already processed (stored in detail records).

For direct pay, select build transmittal, build prenotes, clear prenotes, or transfer direct pay
(after it's been paid) to detail records.

Sub-Totals Print a total for each vendor on the Accts Payable List.
Print Fund on Ck Print the fund number of the expense account, on the check.
Fiscal Yr Fiscal year to print on check, if enabled in options.

Bld Drct Pay From Detail
This option is used to build an “after the fact” direct pay transmittal. If the AP has been
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Beg/End Vend:

Beg/End Date:
Report Date:
Bank Code:

Fund:

Beg/End Refr#

Rept/Ck Date:
First Check#:

Reprint Checks:

transferred to detail records, this option will allow sending them again to the financial
institution.

If the list or checks should be only a range of vendors, enter the beg and end number.
If the list or checks should be only for a range of “pay” dates, enter the beg and end date.
This will initially display as the current date but may be changed to any date desired.

AP entries have a bank code stored within the record. Enter the bank code to be processed.
This field may have a default value display or an entry may be required.

AP entries can be printed by fund. If needed, enter the fund number. If all funds are being
printed leave this field blank.

When building the direct pay transmittal from detail records (after the fact), use these fields to
specify which reference numbers to include.

If printing a list this is the report date. If printing checks this is the check date.

Applicable only if printing or re-printing checks. This is the number of the first check to be
printed. This value can be displayed automatically or entered manually. If re-printing checks
it is important that as checks re-print they are numbered with either the same check it
originally had or with a number that is out of the range of the numbers being re-printed. For
example if re-printing check numbers 1000 thru 1005 it is ok that the “first” check number be
1000 or 1006 (if there is not a check number 1006). But it is not ok for the “first” check
number to be 1002 since there is already a check#1002 in the system.

Beg/End Check No:

Mo-Yr:

Applicable only if re-printing checks. This is the range of check numbers being re-printed.
Care should be taken to make sure this range is correct in that an incorrect range can result
in more checks being printed than desired.

Accounting period of the checks being reprinted.

Direct Pay Path & Filename

Eff Entry Date

Printer
Font

Size
Orientation:
Set:

Print Screen:

This is the where the transmittal file will be created, and the name of the file. These can be
entered in Options — Direct Pay.

Effective Entry Date — the date the payment to the vendor should be made. This date is
embedded in the direct pay transmittal file. Note that not all financial institutions honor this
date, some will process the payment as soon as the transmittal file is received.

The default or last used printer will initially display but selecting the drop-down arrow allows
choosing any printer set up under Windows Printers/Faxes.

The default or last used font will initially display but selecting the drop-down arrow allows
choosing any installed font.

The default or last used font size will initially display but selecting the drop-down arrow allows
choosing any font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

A report is printed, the printer settings (name, font, size, or orientation) are saved. Use this
command if the printer settings have changed and need to be saved without printing.

Check this box to print the AP List to the screen instead of the printer.
If printing checks, make sure forms are loaded and aligned. After all questions are answered,
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History

select “Print” to send job to printer or screen (if printing a list). If list goes to screen and
screen fills, it may scrolled up and down. Esc key or clicking on “X” closes the screen. To exit
the print screen click on “Close” or press Esc key.

Displays entries (detail records, accounts payable, electronic payments, and purchase
orders) for a vendor or budget account (when focus is in the vendor or account field) There
are four choices under this option... All, Current Yr, Current Mo, and Selected. Selecting “All”
displays all history in the system, “Current Yr” displays all history for the current fiscal year,
“Current Mo” displays only history from the current month, and “Selected” allows displaying
history that matches an indexed reference#, purchase order#, or invoice#. To exit from the
display, press Esc key or click on “X”".

Look Up (Spyglass icons)

Inc/Dec Ckits

Chg Pay Date

Display a list of vendors, or budget accounts. If the focus in the account number field when
choosing LookUp the lookup will for account numbers. If there is a value in the account
number field when Lookup is selected then a list will display in acct number order beginning
with the acct number entered. If the account number is blank when Look Up is selected
then a screen will display allowing lookup by number or name. The list will assume to be in
name order but if a starting account number is entered, the list will be in acct number order.

If the focus is in the vendor name or number field when choosing LookUp the display will be
for vendor records. If there is a vendor number entered when LookUp is selected then the list
will start at the closest matching number and will be in number order. If there is a vendor
name (or partial name) in the vendor name field when LookUp is selected then the list will be
in name order starting with the closest matching name. From the vendor name field, entering
a value starting a slash (ex: /TRUCK) a special “keyword” lookup will be performed. This
means that any vendor with the keyword anywhere within the name will be displayed. For
example XYZ TRUCK SUPPLY and TRUCK PARTS OF IDAHO would both display since
both contain the phrase TRUCK..

A record may be selected from the list by double-clicking on a record or clicking once and
pressing Enter. Select Esc key or click on “X” to leave the screen without selecting a record.

This routine allows incrementing or decrementing a range of check numbers should a check
numbering problem occur. If using laser checks it is possible for the printer to feed two
checks at once so if using pre-numbered checks the check# that the computer assigns will
not match the actual pre-printed check number on all checks after the mis-feed. This
program therefore can either increase (increment) or decrease (decrement) a range of check
numbers by a value of 1 (or more) should this occur (for example check numbers 3000 thru
3010 could get changed to 3001 thru 3011). It is recommended that a check register be on
hand for the checks in question to compare with the printed checks to be certain which
checks are not numbered properly. Upon selecting this program, select whether to Increment
or Decrement (normally Increment). Then enter the range of check numbers that should be
included (refer to check register). Finally, a bank code should be entered since the same
range of check numbers could exist for a another bank. When all questions are answered,
select the command to begin or Cancel, to close without processing. After processing a new
check register should be printed to confirm that the checks were renumbered properly.

Allows automatically changing the “Pay Date” and/or “Mo-Yr” that is attached to each AP
record. For example entries were posted into AP but they have the wrong “pay” date. First
enter what the Pay Date and Mo-Yr should be. Then enter a beg/end vendor# (in case only a
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Change Vendor

AP Total

Import AP

Main Menu

single vendor or range of AP vendors should be changed). Then enter a beg/end budget
acct# (in case only a range of budget accounts should be changed). Then enter a beg/end
pay date to only change records that already have specific pay dates. After all values have
been entered, select “Change Date”.

Allows the vendor to be changed for an AP entry. A valid AP entry must be displayed on the
screen. Enter the new vendor number and a range of PO#’s, if needed. Select “Change
Vend”.

Allows displaying an AP Total without printing or displaying a list. This is handy if the AP total
is needed, but not the detail. Enters the applicable fund# (blank = all) and a beg/end AP date.
Upon selecting “Calculate” the program will display an AP Total to the screen. Select “Close”
to exit the routine.

Imports AP from a csv file. The fields of the file are listed in the information header. Enter the
csv filename and select “Import”. If any of the fields are invalid, an error will display during
the import process.

Returns to Main Menu. This is the same as pressing Esc or “X” to close the screen. This
option cannot be selected while posting.
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Post Receipts

The purpose of the Receipts Posting program is to post revenue (sales tax receipts, fine payments , licenses
paid, etc). The program allows multiple lines to be entered so several items on a single receipt can be entered.
The program will either assign an automatic running number to each receipt or allow a unique receipt number to
be entered. If auto-numbering is desired then it must be selected in “Options-Detail Records”. Upon selecting
this program the following screen will display:

&5 Receipts — O *
Post Edit Delete Print History Lockup Main Menu Help
Ak 9Y9% &8« R ?

Seszion Total
Receipt #: Date: Wendor: |DD‘I & Receipts Vendor Tatal:
Account Cantra-Acct D ezcription Dept Arnount
| =y | |

[arnt or "woid")
[F12-Save]
Save Cancel
Mo-Yr: 04-2019

Post (enter a new receipt)

Receipt#:

Date:

Vendor:

Account:

Contra-Acct:

This number will either be entered manually or automatically from a value stored in Options-
Detail Records, although it can be changed. If numbering automatically then the receipt# will
advance by 1 after each posting and will be stored in Options. If a receipt needs to be
edited, enter the number and the contents will display.

The current date will initially display but it can be changed to any valid date for this month-
year.

If all receipts use the same vendor#, then a receipts default vendor number/name can be
stored in Options-Detail Records and will display automatically. If there is no default, a valid
number or name must be entered.

Enter the revenue account for this receipt line. If the account number is not known then use
the “Lookup” command (see below for instructions on the LookUp command). F4 will repeat
last acct# while the F12 key may be pressed to send the focus to the “Save” command.

This is the off-set acct (usually a Bank Acct). This is filled in automatically but may be
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Description:

Amount:

Edit

Delete

Print

History

changed.
Description of receipt. Pressing F4 key will repeat last description.
The amount for this line. Optionally ‘void’ can be entered to indicate the receipt was voided.

As each line is entered it is displayed in the middle of the screen. If there are multiple lines
on the receipt then the next acct number, description, and amount would be entered. A
running total of the receipt is displayed at the top of the screen. If a receipt line needs to be
edited either single-click on the line and select “Edit” or double-click to select and edit. If a
line needs to be deleted single-click on the line and then select “Delete”. When the receipt is
finished, select “Save”. Selecting “Cancel” will void the receipt. When “Save” is chosen a
“Session” total is updated to display the total of all receipts posted in this session.

Allows a Receipt line on the screen to be edited. The entries must already be on screen and
the line selected.

Allows a Receipt line on the screen to be deleted. If deleting a line, the entry should already
be on the screen and the line selected.

Allows two choices.... Register or Screen. “Register” is a list of receipts (see “Reports”
section for more info on printing Registers) while “Screen” will print the content of screen to
the default printer.

Displays entries (detail records, accounts payable, and purchase orders) for a budget
account (when focus is in the account field) There are four choices under this option... All,
Current Yr, Current Mo, and Selected. Selecting “All” displays all history in the system,
“Current Yr” displays all history for the current fiscal year, “Current Mo” displays only history
from the current month, and “Selected” allows displaying history that matches an indexed
reference#, purchase order#, or invoice#. To exit from the display, press Esc key or click on
“X".

Look Up (Spyglass icon)

Main Menu

Display a list of budget accounts. When the focus is in the account number field choosing
Look Up will be for account numbers. If there is a value in the account number field when
Lookup is selected then a list will display in acct number order beginning with the acct
number entered. If the account number is blank when Look Up is selected then a screen will
display allowing account lookup by number or name. The list will assume to be in name order
but if a starting acct number is entered, then the list will be in acct number order. A record
may be selected from the list by double-clicking on a record or clicking once and pressing
Enter. Select Esc key or click on “X” to leave the screen without selecting a record.

Returns to the Main Menu. This is the same as pressing Esc or “X” to close the screen. This
option may not be selected while posting.
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Post Adjustments/Journal Entries

The purpose of the Adjustments Posting program is to post miscellaneous type postings (ex: transfers between
bank accounts). The program allows posting “debit” and “credit” amounts to the desired accounts and checks to
make sure that the two equal. The program will either assign an automatic running number to each journal entry
or allow a unique journal number to be entered. If auto-numbering is desired, it must be selected in “Options-
Detail Records”. Upon selecting this program the following screen will display:

&) Adjustments/IE — O *
Post Edit Delete Print History Lookup Main Menu Help
B 99 % =i W7
Adj Refrit: O00ETS Date: E wplanation:
Yendar: oooom JOURNAL ENTRIES™ Tatal: [must zera)
Account Acct Dezcriptian Dept D ehit Credit
| a
[F12-5ave]

Save Cancel ‘

Mo-¥r: 04-2019

Post (enter a new adjustment)

Adj Refr#: This number will be entered manually or automatically. If entered automatically, it can be
changed, if needed. If an existing adjustment needs to be edited, enter the number and the
contents will display.

Date: The current date will initially display but may be changed to any valid date for this month-
year.
Explanation: Description of transaction. If this is left blank then the phrase “ADJUSTMENT” will display

automatically.

Vendor: If all adjustments use the same vendor#, then an adjustments default vendor number/name
can be stored in Options-Detail Records and will display automatically. If there is no default
or the default is incorrect then a vendor number or name must be entered manually.

Account: Enter the first account for this receipt line. If the account number is not known then use the
“Lookup” command (see below for instructions on the LookUp command). The F12 key may
be used to send the focus to the “Save” command.

Acct Desc: Filled in automatically by the program.

Budget Manager 19



Debit:
Credit:

Edit

Delete

Print

History

Debit amount when applicable.
Credit amount when applicable.

As each line is entered it is displayed in the middle of the screen. At least one debit line and
one credit line would be entered although there could be several debits line but only one
credit line. However the total of the debits must equal the total of the credits. A “net” total of
the entries is displayed at the top of the screen which must eventually equal zero. If a record
needs to be edited, either single-click on the line and select “Edit” or double-click to select
and edit. If a line needs to be deleted, single-click on the line and then select “Delete”. When
the adjustment is finished, select “Save”. Selecting “Cancel” will void the receipt.

Allows an adjustment line on the screen to be edited. The adjustment entries must already
be on screen and the line selected.

Allows an adjustment line on the screen to be deleted. If deleting a line the entry should
already be on the screen and the line selected.

Allows two choices.... Register or Screen. “Register” is a list of adjustments and journal
entries (see “Reports” section for more info on printing Registers) while “Screen” will print the
content of screen to the default printer.

Displays entries (detail records, accounts payable, and purchase orders) for a budget
account (when focus is in the account field) There are four choices under this option... All,
Current Yr, Current Mo, and Selected. Selecting “All” displays all history in the system,
“Current Yr” displays all history for the current fiscal year, “Current Mo” displays only history
from the current month, and “Selected” allows displaying history that matches an indexed
reference#, purchase order#, or invoice#. To exit from the display, press the Esc key or click
on “X".

Look Up (Spyglass icon)

Main Menu

Display a list of budget accounts. When the focus is in the account number field choosing
Look Up will be for account numbers. If there is a value in the account number field when
Lookup is selected then a list will display in acct number order beginning with the acct
number entered. If the account number is blank when Look Up is selected then a screen will
display allowing lookup by number or name. The list will assume to be in name order but if a
starting acct number is entered, then the list will be in acct number order. A record may be
selected from the list by double-clicking on a record or clicking once and pressing Enter.
Select Esc key or click on “X” to leave the screen without selecting a record.

Returns to Main Menu. This is the same as pressing Esc or “X” to close the screen. This
option cannot be selected while posting.
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Electronic Payments

(Postgres version only)

The Electronic Payments (EP) program is designed to allow posting payments that are not paid by check, such
as debit card payments. This normally involves posting to an expense account with the contra-acct being a bank
account. The program allows multiple lines to be entered so several items can be entered for one payment.
Upon selecting this program the following screen will display:

&) Electonic Payments - m} X
Post Edit Delete Print History Lookup Main Menu Help
B Y99® &S’ 2+ ¢
- |o4fosf1s . [04-2019

Refr#: Date: Mo-¥r: Add Vendor .
Vendor PO# Description Account # Contra-Acct# B | Invoice# Dept Amount

a) I e [ I |

Save | Cancel |
Mo-¥r: 04-2019

Post (enters a new electronic payment or EP)

Refr#: This number will be entered manually or automatically. If entered automatically, it can be
changed, if needed. If an existing electronic payment needs to be edited, enter the number
and the contents will display.

Date: The current date will initially display but may be changed to any valid date.
Mo-Yr: The month-year will be entered automatically, to match the date entered.

Note: if closing a PO to Electronic Payments, the vendor name is optional since the vendor will be known from
the info on the PO. If this is the case, go directly to the PO#. If the vendor needed does not
exist then the “Add Vendor’ command may be used to add the vendor.

Vendor Name: Enter a vendor name. A partial name can be typed and press Enter to display the closest
matching name. If the correct name does not display, use the “Lookup” command (see below
for more info on using “Lookup”). If posting from a purchase order, skip the vendor and enter
the PO number.

PO#: Enter the purchase order number. If closing a PO to Electronic Payments and a vendor has
already been entered, the PO# entered must be for the vendor entered. If no vendor was
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If entering EP Line
Description:
Account#:

Contra-Acct:
Bank Cd:
Invoice#:

Dept

Amount:

Edit

Delete

Print

History

entered the vendor info will be filled in from the PO. If a zero PO# is entered or there is not a
matching PO# found in the PO file, then enter the below items manually. If the PO# is found
in the PO file a closeout screen will display with the following options:

a) Pressing F1 will pay all PO lines and ‘close’ them (show as paid) and then enter invoice
numbers (if any).

If FO key is pressed (or if “Check For Duplicate Invcs” in Options-AP is checked) a “duplicate”
invc# test is performed. Note: to reset the PO lines back to their original status to start
over, press the F2 key.

b) Amounts are entered on individual lines along with Y’ or ‘N’ as to whether the line should
be ‘closed’ (considered paid) and the invoice number (if any).

Once the screen has been filled in correctly, select “Post to EP” or “Cancel” to abort. If “Post
to EP’is selected the PO information will display on the Electronic Payments screen. If
everything is correct, select “Save”. Individual lines may be selected for edit or delete, but the
PO will not be adjusted based on editing or deleting an Electronic Payments line. Selecting
“Cancel” on the Electronic Payments screen will abort the operation and the Electronic
Payments and PO files will not be updated.

Manually or Editing an EP Line:
Description of purchase. F4 will repeat description from previous line.

Enter the expense or liability account for this line. If the account number is not known then
use “Lookup” to find it by name or number (see below for more info on using “Lookup”). F4
will repeat description from previous line.

Filled in automatically by the program but may be changed.
Filled in automatically by the program but may be changed.

The invoice number for this purchase (if applicable). F4 will repeat description from previous
line. F9 will search thru Detail Records checking to see if this invoice# is found and if so
issue a warning message. An automatic invoice# check will occur if the question “Check For

Duplicate Invc’s” is checked in Options-Accts Pay.

If using dept numbers enter the dept number making the purchase. F4 will repeat dept
number from previous line.

Amount of purchase for this line.

As each line is entered it is displayed in the middle of the screen. Multiple items can be
entered on the EP form and, if necessary, the next vendor, PO#, acct number, description,
amount, etc. may be entered. A running total of the EP is displayed at the top of the screen. If
an EP line needs to be edited, either single-click on the line and select “Edit” or double-click
to select and begin editing. If a line needs to be deleted, single-click on the line and then
select “Delete”. When the EP form is finished, select “Save”. Selecting “Cancel” will void the
EP entries.

Allows editing of an EP line on the screen. The entries must already be on screen and the
line selected.

Allows deleting an AP line on the screen. If deleting a line, the AP entry must already be on
the screen and the line to delete must already be selected. There is also an option to delete
all AP entries. This can be useful if all of the AP entries are in error and need to be removed.

Allows two choices.... Register or Screen. “Register” is a list of adjustments and journal
entries (see “Reports” section for more info on printing Registers) while “Screen” will print the
content of screen to the default printer.

Displays entries (detail records, accounts payable, electronic payments, and purchase
orders) for a vendor or budget account (when focus is in the vendor or account field) There
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are four choices under this option... All, Current Yr, Current Mo, and Selected. Selecting “All”
displays all history in the system, “Current Yr” displays all history for the current fiscal year,
“Current Mo” displays only history from the current month, and “Selected” allows displaying
history that matches an indexed reference#, purchase order#, or invoice#. To exit from the
display, press Esc key or click on “X”".

Look Up (Spyglass icons)

Main Menu

Display a list of vendors, or budget accounts. If the focus in the account number field when
choosing LookUp the lookup will for account numbers. If there is a value in the account
number field when Lookup is selected then a list will display in acct number order beginning
with the acct number entered. If the account number is blank when Look Up is selected then
a screen will display allowing lookup by number or name. The list will assume to be in name
order but if a starting acct number is entered, then the list will be in acct number order.

If the focus is in the vendor name or number field when choosing LookUp the display will be
for vendor records. If there is a vendor number entered when LookUp is selected then the list
will start at the closest matching number and will be in number order. If there is a vendor
name (or partial name) in the vendor name field when LookUp is selected then the list will be
in name order starting with the closest matching name. From the vendor name field if a value
is entered starting with a slash (ex: /TRUCK) a special “keyword” lookup will be performed.
This means that any vendor with the keyword anywhere within the name will be displayed.
For example XYZ TRUCK SUPPLY and TRUCK PARTS OF IDAHO would both display since
both contain the phrase TRUCK..

A record may be selected from the list by double-clicking on a record or clicking once and
pressing Enter. Select Esc key or click on “X” to leave the screen without selecting a record.

Returns to Main Menu. This is the same as pressing Esc or “X” to close the screen. This
option cannot be selected while posting.
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Manual Checks

The purpose of the Manual Checks posting program is to post checks that are not run through Accounts
Payables computer generated check routine (after the fact checks). However the program can be used to edit
most of the info for an AP generated check (check date, expense acct#, invoice#, etc). The program allows
multiple lines to be entered so several expense items can be entered for one check. Upon selecting this program
the following screen will display:

£ Manual Checks - O x
Post Edit Delete Print History Lockup Main Menu Help
E 99 m = W ?
Bark Catl1 kg JEDIE Mo Ck Date: Hoid Ck
Wendor: | | Tatal:
PO Account # Contra-fect Dezcription IFwoice Dept ALt
| | @ |
25w Save ‘ Cancel |
Mao-¥r: 04-2019

Post (enters a new check)

Bank Cd: Since check registers are printed and check reconciling is done by bank code, the bank code
for this check must be entered. If all accounts have a common bank then it will display
automatically and be skipped.

Check#: This is the check number of the check being posted, edited, deleted, or voided.
Mo-Yr: The month and year this check is for (ex: 04-2019).

Ck Date: The date of the check. The date must be a valid date for the month-year just entered.
Desc: A description of the check (ex: PHONE BILL).

Vendor Name/Number:

The vendor name or number may be found. From the name field, a partial name may be
entered and Enter pressed. The closest matching name will display. In the number field,
enter a value and press Enter. If the exact name or number is not known use the “Lookup”
command (see below for more info on using “Lookup”).
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PO#:
Account#:

Acct Desc:

Contra-Acct#:

Invoice#:
Dept:

Amount:

Edit

Delete

Void

Print

History

If a purchase order was involved, enter the PO#. F4 repeats value from last line.

Enter the expense or liability account for this line. If the account number is not known then
use the “Lookup” command to find it by name or number (see below for more info on using
“Lookup”). F4 will repeat value from last line while the F12 key may be pressed to send the
focus to the “Save” command.

Filled in automatically by the program.

This account is filled in automatically but may be changed. This is normally the “Cash” or
“Bank”account that the expense or liability account is being offset to.

Invoice# for this expense if applicable. F4 will repeat value from last line.

If using dept codes, enter dept#. If the dept number is not known then use the “Lookup”
command to find it by name or number (see below for more info on using “Lookup”). F4 will
repeat value from last line.

The amount for this line.

As each line is entered it is displayed in the middle of the screen. If there are multiple lines
on the check then the next PO#, acct number, invoice#, dept, and amount would be entered.
A running total of the check is displayed at the top of the screen. If a check line needs to be
edited, either single-click on the line and select “Edit” or double-click to select and edit. If a
line needs to be deleted, single-click on the line and then select “Delete”. When the check is
finished, select “Save”. Selecting “Cancel” would void the check entry, edit, or delete.

Allows editing a manual check line on the screen. The entries must already be on screen and
the line selected.

Allows deleting a manual check line on the screen. If deleting a line the entry should already
be on the screen and line to delete must already be selected.

Allows ‘voiding’ a check. The check must already be displayed on the screen. Voiding
deletes all records associated with the check except for one and that one record has the
description changed to “Void” and the amount is changed to zero. Voiding may be preferable
to deleting in that the check is still accounted for on a check register.

Allows two choices.... Register or Screen. “Register” is a list of checks (see “Reports” section
for more info on printing Registers) while “Screen” will print the content of screen to the
default printer.

Displays entries (detail records, accounts payable, electronic payments, and purchase
orders) for a vendor or budget account (when focus is in the vendor or account field) There
are four choices under this option... All, Current Yr, Current Mo, and Selected. Selecting “All”
displays all history in the system, “Current Yr” displays all history for the current fiscal year,
“Current Mo” displays only history from the current month, and “Selected” allows displaying
history that matches an indexed reference#, purchase order#, or invoice#. To exit from the
display, press Esc key or click on “X”".

Look Up (Spyglass icons)

If the focus is in the account number field when choosing Look Up, the lookup will be for
account numbers. If there is a value in the account number field when Lookup is selected
then a list will display in acct number order beginning with the acct number entered. If the
account number is blank when Look Up is selected then a screen will display allowing lookup
by number or name. The list will assume to be in name order but if a starting acct number is
entered, the list will be in account number order.
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Main Menu

If the focus is in the vendor name or number field when choosing Look Up the display will be
for vendor records. If there is a vendor number entered when Look Up is selected then the
list will start at the closest matching number and will be in number order. If there is a vendor
name (or partial name) in the vendor name field when Look Up is selected then the list will be
in name order starting with the closest matching name. From the vendor name field, if a
value starting a slash is entered (ex: \TRUCK) a special “keyword” lookup will be performed.
This means that any vendor with the keyword anywhere within the name will be displayed.
For example XYZ TRUCK SUPPLY and TRUCK PARTS OF IDAHO would both display
since both contain the phrase TRUCK.

A record may be selected from the list by double-clicking on a record or clicking once and
pressing Enter. Select Esc key or click on “X” to leave the screen without selecting a record.

Returns to Main Menu. This is the same as pressing Esc or “X” to close the screen. This
option cannot be selected while posting.
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Detail Records

The Detail Records file is where all POs, AP Checks are eventually moved to and stored. Receipts, Manual Cks,
Electronic Payments, and Adjustments records are posted directly to the Detail Records file. The purpose of the
Detail Records program is to be able to view and optionally edit any part of the records created by the these
other programs. This program could be used to post manual cks, receipts, electronic payments, or adjustments
but hopefully, posting these entries will be easier using the Manual Cks, Receipts, Electronic Payments, and
Adjustments Posting programs. Since this program allows access to all fields within a detail record, this program
may be required, under special circumstances, to make edits or post special kinds of entries. After choosing this
program the following screen will display:

[% Dietail Records — O x

IF'gs,t Edit Delete Print History Lookup DR Lockup Total Change Dates  Check Mo-Yr

Ck lmport  Main Menu  Help

B Y99t &S 0?2 ¥ ¢

PO #: Dezcrption:
Amavint; | | DR J
Yendar:

Account #: |

Contra-boct 2 |

Contra-boct 3 |

Dept Code:
Irwvoice #: |

Type: Check :‘ Reference #: Bank Code: l_

DR Date: b a-r: Seszzion Tatal: 0.00
AP Drate: k- Tatal: 0.00

Aot 1¢:| Acct Desc: |

Yend Manme: || Wend H#:
|

l Mo-¥r: 06-2022

|
|
|
Contra-bect 1: | |
|
|
|

Command Line A detail record can be brought to the screen by vendor name/number or budget account
number/description. After the initial detail record has been brought to the display, scrolling
(Up/Down Arrow) will bring up subsequent detail records in the same order. For example, if
the first detail record is brought up by vendor name, scrolling will bring up the next detail
record in alphabetical order by vendor name.
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Field
PO#:
Amount:
DR/CR:

Description:
Vendor:

Account#:

Contra-Acct 1/2/3:

Dept Code:

Invoice #:

Type:

Reference#:

Bank Code:

Description
Purchase order number. F4 repeats the value from the previous posting.
The amount of the detail records entry that is applied to a single account.

Depending upon how the Options-Detail Records entry has been setup, DR/CR may be
selected from a drop-down list, to determine the sign of the amount just entered. “CR” will
make the amount a credit (minus). “CR” will default on “Receipt” postings.

The description of the transaction. F4 repeats the value from the previous posting.

Initially the cursor will position at the vendor name field. A partial name can be entered to
access the closest matching name. Optionally a vendor number may be entered in the
vendor number field. If a list of vendors is required, use “Lookup” (see below for more info on
Lookup). If a vendor does not exist “Add Vendor” may be selected and the vendor info can
be set up. If a vendor needs to be edited then “Edit Vendor” can be selected and changes
made (see Vendor section on Adding/Editing Vendor records).

Budget acct number. This is normally the expense, liability, or revenue account that the
transaction affects. For “Adjustments” this field could also be a balance sheet account. If a
list of accounts is needed a partial acct number can be entered, and the “Lookup” command
used (see below for more info on Lookup). When an acct number is entered the budget acct
description will be displayed immediately to the right. When posting, the contra-account will
be filled in automatically except when posting adjustments. Note: a lookup by acct
description may be done by selecting the budget acct description (to the right of the acct
number) and entering a partial description and selecting “Lookup”. F4 repeats the value from
the previous posting.

Contra-Accounts. The contents of these fields will depend on how the detail record was
generated. If the detail record was generated by printing an accounts payable check, then all
three contra-accounts will be used, contra-1 and contra-acct2 for “accounts payable” and
contra-acct3 for “cash-in-bank”. If this detail record was posted directly, then only the contra-
acct1 will be used and the second and third contra-accounts will be zero filled or blank.
Manual checks and receipts will normally have a contra-acct1 (a cash/bank acct) but
adjustments will normally not have any contra-acct. Note: if a list of accounts is needed, a
partial acct number may be entered and the “Lookup” command used (see below for more
info on Lookup). Also a lookup by acct description may be done by selecting budget acct
description (to the right of the acct numbers) and entering a partial description and selecting
“Lookup”.

Department code. The department code to tie to this expense. The department description
will be displayed immediately to the right. A lookup by dept description can be done by
selecting the dept description (to the right of the dept code) and entering a partial description
and selecting “Lookup”. Note: dept codes are optional.

The invoice number that is being paid. This field is 24 characters long, so it can usually
accommodate more than one invoice number at a time. F4 repeats the value from the
previous posting.

The type field is used to identify the type of entry. The types are ‘Check’, ‘Receipt’,
‘Electronic’, ‘Adjustment’, ‘Work Order’ and ‘Auto-Post’. If posting, the program will insert a
value initially depending upon the type selected when posting begins but another value may
be chosen from a drop-down list.

The reference number is the check, receipt, electronic posting number, journal number or
work order number. F4 repeats the value from the previous posting.

A bank code is filled in automatically. This code comes from the “Cash” account that the
above account is tied to (double entry posting) or from the “Account# above (single entry
posting). This code is used in association with the check recon program and check print
programs to determine which bank group this check goes into. This code can be changed by
clicking on the field
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DR Date:

AP Date:

Mo-Yr:

Post

Edit

Delete

Print

The date the detail record was posted. If the detail record is a check, then the date the check
was printed. Click on the ‘scroll-up’ arrow to increment the date by 1 while the ‘scroll-down’
arrow will decrease the date by 1 (ex: ‘scroll-down’ would change 04/09/19 to 04/08/19).

This date field is only used for detail records which were posted as the result of a check
being printed. It is the date that the accounts payable entry was posted.

The month-year code that this entry is posted to. This will be assigned automatically from the
month/year entered at the main menu or on the command line. To change a month/year,
click on the field and enter a different value.

Add a detail record, filling in fields as described above. F4 key “repeats” most of the fields
from the previous posting. When the screen is completed, select “Save” or “Cancel” to not
save.

Edit a detail record. The record must be on the screen before selecting this function. When
the edits are completed, select “Save” or “Cancel” to void the changes.

Delete a detail record. A record must be displayed before selecting this function. A
confirmation will be requested, to confirm the deletion, before action is taken.

Two options are available.... Report and Screen. ‘Screen’ will print the contents of the detail
records screen while ‘Report’ assumes a list of detail records is wanted. When selecting
“Report” (or the Printer icon) the following screen appears:

! &% Print Detail Records - O =

Dptions Fanges

Repart D ate: UE/10/ 2z Fund:

¢ Account i Typer |40 | | | Begacet |000-000000-000-000-0
™ Dept Code [ Print Contra-A.ccts End Aot |9222222222
" Reference # :: E”r;t?"‘:':;'Enmes Fiprt Title: |DET.-’-'-.IL RECORDS
ub-Totals
S 3 Eeg ‘»-"Enu:l:|':”:":":":”:I Beg Dept: |H00000
l_ End Wend: ’l’ll End Dept:
Bnk Cd: [Blark for all]
Beg PO 4000000 Beg Fiefr #:|100000
End PO #2222 End Refr 333939
Frinter: Beg Date: |I:II:I.-"I:II:I.-"I:II:I Beg Mo-vT: 06-2022
[HP Laserlet 1200 Series PCL 5 +| | | EndDate: [99/99/93  pg gy [06-2022
Font: Cize:
|.-'1‘-.ria| j ||3 ﬂ
DFZIE?L?EIDH: Sat [ Print to Screen :
L [ Print o cav file Print | Cloze |
Tray:

|.-’-'-.ut|:|mati|:all_l,l Select j [ Double Sided
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Answer the following questions:

Print Order:

Options:
Report Date:
Sub-Totals:

Sub-Tot Digits:

Type:

Print Contra-Acct:
Print Auto-Entries:

Ranges:
Fund:

Beg/End Acct:
Beg/End Vend:
Beg/End Dept:

Beg/End PO#:

Beg/End Ref#:

Beg/End Date:

Beg/End Mo-Yr:

Printer:
Font:

Size:
Orientation:
Set:

Print Screen:

The report may be printed in either vendor number, budget acct number, dept code,
reference number, or PO# order.

Date of the report. Initially the current date will display but may be changed if needed.

Applicable if printing in budget acct number order. Checking this box means that a subtotal
amount will print when the acct number changes.

Applicable if printing in budget acct number order. If the above question is checked this tells
the program how many digits must change to generate the subtotal. For example “3" means
when the first three digits of the budget account changes a subtotal should print.

If needed, select from the drop-down list which types of detail records should print. Initially

“All” types will be assumed but this may be changed to “Checks”, “Adjustments”, “Receipts”,
or “Work Orders”.

Checking this box means to also include the detail record “contra-acct”. On the report.

Checking this box means to also include “auto-post” records on the report. These are the
single-sided entries generated when printing the budget report.

If a fund number is entered, the ‘beg/end’ account numbers will be automatically set to print
all accounts in the fund.

If only records for a range of budget acct numbers should print, enter the beg/end numbers.
Leave as defaulted to include all detail records without regard to the budget acct number.

If only records for a range of vendor numbers should print, enter the beg/end numbers.
Leave as defaulted to include all detail records without regard to the vendor number.

If only records for a range of dept codes should print, enter the beg/end numbers. Leave as
defaulted to include all detail records without regard to the dept codes.

If only records for a range of purchase order numbers should print, enter the beg/end
numbers. Leave as defaulted to include all detail records without regard to the purchase
order number.

If only records for a range of reference numbers (check or receipt number) should print, enter
the beg/end numbers. Leave as defaulted to include all detail records without regard to the
reference number.

If only records for a range of detail record dates should print, enter the beg/end dates. Leave
as defaulted to include all detail records without regard to the detail record dates.

If only records for a range of an acctg month-year should print, enter the beg/end month-
year. The current month-year will initially display but may be changed. Leave as defaulted to
include only the current month.

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved. Use
this command to save the printer settings without printing.

If the report should be displayed on the screen instead of printed to a printer, check this box.
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History

Lookup

Total

Change Dates

Check Mo-Yr

Ck Import

After all questions are answered, select “Print” to send job to printer or screen. If report goes
to screen and screen fills it may be scrolled up and down. Esc key or clicking on “X” closes
the screen. To exit the print screen click on “Close”.

Displays entries (detail records, accounts payable, and purchase orders) for a budget
account or vendor (depending whether the cursor is in an acct number or vendor field when
selecting this command). There are four choices under this option... All, Current Yr, Current
Mo, and Selected. Selecting “All” displays all history in the system, “Current Yr” display all
history for the current fiscal year, “Current Mo” displays only history from the current month,
and “Selected” allows displaying history that matches an indexed reference#, purchase
order#, or invoice#. To exit from the display, press Esc key or click on “X”.

If the focus is in the account number field when choosing Lookup the list will be in acct
number order. If there is a value in the account number field when Lookup is selected then a
list will display beginning with the acct number entered. If a list of accounts in description
order is needed, place the cursor in the acct number description field, and type a partial
description before selecting “Lookup”.

If the focus is in the vendor number field when choosing Lookup the list will be in vendor
number order. If there is a value in the vendor number field when Lookup is selected then a
list will display beginning with the number entered. If a list of vendors in name order is
needed, place the cursor in the vendor name field, and type a partial name before selecting
“Lookup”.

A record may be selected from the list by double-clicking on a record or clicking once and
pressing Enter. Select Esc key or click on “X” to leave the screen without selecting a record.

There are two options under this command.. ‘Calc Total' and ‘Clear Total'. If a “total” of detail
records is needed, select “Calc Total”. If a total for just a single fund is needed, enter a fund
number. If only a specific “type” (Checks, Receipts, Adjustments) of detail record should be
included in the calculation, select the type from the drop-down list - otherwise leave as “All’. If
the calculation should also include the “contra-acct” (the debit and credit amount), check the
“Add Contra-Accts” box. When “Calculate” is selected the system will display the total in the
“Total” field (on the right side of the screen). If including the contra-acct, the total will normally
be zero indicating debits equal credits. If not including the contra-acct, the total will be total
posted to the first acct on each detail record for the type selected.

If “Clear Total” is selected, the “Total” amount (on the right side of the screen) will be cleared
to zero. The purpose of using this clear option is to be able to clear the total the posting
routine accumulates when posting new entries before starting a new batch. For example
several entries might be posted that should add up to a total. Clear the total before posting
and then check to see what the total is at the end.

This routine can be used to change the date of detail records, if they have been entered
incorrectly. The new date and month-year can be entered, and the range and type of detail
records to change, can be selected. This routine should be used with caution.

This routine can be used to print and/or change the month-year of detail records. Enter the
range of month-year (begin/end) that are okay. The program will print and/or change any
records with a month-year outside of this range. This routine should be used with caution.

This routine can import checks directly into detail records. This would be used for checks
printed on another system.
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Main Menu Returns to Main Menu. This is the same as pressing Esc or “X” to close the screen. This
option cannot be selected while posting.
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The main purpose of the Budget/Encumbrance Report is to print summarized financial reports for a group of
budget accounts for a specified time period. The information provided always includes a MTD Activity and YTD
Activity but can also include Amt Budgeted and Balance Remaining. Which accounts print and the format and
order of the report is determined by a “report format” table which should already be set up. The Budget Report
only includes Accounts Payable and Detail Records but if “Encumbrance” is selected the program will also
include purchase orders in a separate column. The Trial Balance prints the YTD balance of accounts found in a

Financial Reports

specified range of funds. Upon selecting this program the following screen will display:

% Financial Reports
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' Budget Report W] eleve it il
" Encurnbrance Report

{" Trial Balance |

" Prior Moy Compare

" 12 Month Report

I1ze budget amtz from Bdgt Prep # [

Fiprt Front: | 01 - Current Budget j
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Copies: 1 =
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Answer questions as follows:

Report Type:

Select ‘Budget Report’ to include only Accts Payable and Detail Records. To include
Purchase Orders select ‘Encumbrance Report’. To print a trial balance select ‘Trial Balance’'.
Note: the encumbrance option automatically excludes printing the Balance Sheet (if that is
normally included in the reports). The ‘Prior Mo-Yr Compare’ Report can compare any prior
Mo-Yr. Select the Mo-Yr of the report and the Prior Mo-Yr that the comparison will be made
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Bal Sht Only:

Report Format#:

Print Date:

Mo-Yr:

Copies:

Beg/End PO Date:

Beg/End Fund:

Printer:
Font:

Size:
Orientation:
Set:

Print to Screen:
Print to csv:

to. For example if running the report for 06-2022 and you want to compare the balances thru
the same period a year ago then enter 06-2021 for the ‘Prior Mo-Yr'. If the "Prior Mo-Yr"
entered is 05-2022 then the balances being compared to would be last month’s balances. So
the selected Mo-Yr can compare to last month, balances from 6 months ago, a year ago, two
years ago, etc. Should you want the report to include only assets and liabilities, select
‘Balance Sheet Only’. (This assumes that the prior Mo-Yr’s data has not been ‘closed out’.)

If the report to print includes a balance sheet (assets and liabilities) and only the balance
sheet should be printed, check this box. Checking this box will cause the program to skip
printing revenue and expense accounts.

This is the report format table# that determines what format and which group of accounts will
print on the report. The lowest numbered format table# will display but the rest of the tables
can be selected from a drop-down list.

This will initially display as the month-ending date of the month-year currently loaded but it
may be changed to the desired date.

This is the month-year the report is for. This value is important in that this determines which
month will be included in the month-to-date activity. Also the YTD activity will include
‘through’ this month-year. For example if the month-year is 10-2008 and the fiscal year
begins in July then the YTD (for expenses and revenue accounts) will include July through
October.

Number of copies to be printed.

Only applicable if the “Encumbrance Report” is selected. Since this option will include
purchase orders and since not all purchase orders should be included, this can control which
will print by entering a range of PO dates to be included.

Only applicable if the “Trial Balance” report is selected. Enter the range of fund numbers the
report is for. This report shows YTD balances for each account within the fund except it only
shows the fiscal year beginning balance for the fund balance acct (if one is set up)....i.e. does
not include any current year “auto-postings” since that balance would be reflected in the
revenue and expense YTD balances. If using double-entry posting, the fund balance total at
the end of the report should be zero. If any heading or totals accounts print on the report they
can be excluded by changing the ‘Hdng/Total’ field to “Y” on that record’s budget account
screen. Also accounts with a “Special” type code are not included on the Trial Balance.

The default or last used printer will initially display but user can select the drop-down arrow to
choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

If the report should be printed on the screen instead of outputted to a printer, check this box.

If the report should be output to a file then check this box. The file is a ‘comma-separated-
value’ formatted file so it should be importable by most spreadsheet programs. Upon
selecting “Print” (when this box is checked) a screen will appear which allows the path and
filename to be entered. For example entering “Report.csv” would store the report in the
Budget folder. Entering “\docs\Report.csv” would store the report in a “docs” folder.
Previously entered path/filename values can be displayed by selecting the down-arrow at the
end of the field.
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Use Budget Amts From (applicable to Budget and Encumbrance Reports)

Budget Prep#:

Use Amt Col:

In some cases a “budget amount” that is not from the regular Budget Accounts table may
need to be printed on a report. For example a new fiscal year has just begun but there are
still old budget amounts in the budget accounts table. If using the “Budget Preparation”
program “proposed” (projected) budget amounts may have already been entered. Checking
this box tells the program to use the Budget Preparation file to get the budget amounts.

If the budget amounts are being retrieved from the Budget Preparation table, user must
indicate which table#/name to use. In most cases the number will be the same as the Rept
Format# but could be different. User may choose the table#/name from a drop-down list.

If the budget amounts are being retrieved from the Budget Preparation table, the column to
use must be selected. The Budget Preparation table contains three amount columns. Select
from the drop-down list the amount column desired. Choices will normally be ‘YTD Activity’,
‘Curr Budget’, and ‘Prop Budget'. ‘Prop Budget’ would be selected if it still has the old budget
amounts in the ‘budget accounts’ table and the new budget amounts need to be printed.
However if the new budget amounts have already been moved to ‘budget accounts’ and a
report is needed for the prior fiscal year, ‘Curr Budget’ would be selected, since that column
usually represents the budget amounts for the prior year.

After all questions are answered, select “Print” to send job to printer or screen. If report goes
to screen and screen fills it may be scrolled up and down. Esc key or clicking on “X” closes
the screen. To exit the print screen click on “Close”.
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The main purpose of the Detail Ledger Report is to print “detail” financial reports for a group of budget accounts,
vendors, or depts for a specified time period. The information provided is each detail posting for a month or
range of months. The program will also include MTD Activity and YTD Activity as well as an Amt Budgeted and
Balance Remaining. This is the report to print when you have a question about an amount on the Budget Report
or when at year’s end and you want to print the year’s activity to paper. Upon selecting this program the following

screen will display:
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Answers questions as follows:

Ledger Type: Select ‘Account Detail” if printing detail postings for budget accounts, “Vendor Detail” if
printing detail for vendors, and “Dept Detail” if printing detail for dept codes.

Report Date: The current date will initially display but may be changed to any date.

New Pg/Rng: If printing the detail reports for more than one range of accounts, vendors, or depts and each
range should be on a different page, check this box.

Include Zero Accts: Check this box if an account, vendor, or dept should print even if there has been no activity
at all.

Include Inactive Accts:

Check this box if account, vendor, or dept should print even though there is no activity in the
month-year range being printed but there has been activity in some month-year (there is a
balance forward).

Include POs: Check this box if purchase orders should be included on the report.
Print in Ref# Order:

Check this box if records should print in ref# (check#, receipt#) order. If unchecked the
program will print the records in the order posted. Note: there is a default setting in Options-
Reports that can be set that will automatically have this box checked or unchecked. Checks
and receipts on cash accounts can also be combined by ref# depending upon another
question (Detail Ldgr - Combine Cks/Rcpts on Cash Accts) under Options-Reports.

Type to Include:  Initial value will be “All” which means to include all types of postings (checks, receipts,
electronic payments, journal entries) on the report. Otherwise select from the down-drop list
a specific type to include Checks, Receipts, etc..

Acct Ldgr Options: (applicable only to Account Detail option)
Rpt Frmt# for Acct Order:

If the account detail ledger should be printed in the same order and for the same accounts
that are in an existing report format table#, enter the table number. Leaving this field blank
will cause the program to use the range of accounts below.

Summarize: Checking this box causes the program to “summarize” checks and print a single amount on
the Bank (Cash) account.

Cash Accts Only: Checking this box causes the program to not only summarize cash accounts but to also print
only “cash” accounts.

Sub-total by Months:

Checking this box causes the program to print a subtotal on each account after each month.
For example if printing a report for the fiscal year a subtotal would print for each account after
July’s activity, another subtotal would print after August, etc. Note: this option is not available
if “summarizing”.

Sub-total by Acct Digits:

Checking this box causes the program to print a subtotal when a part of the account number
changes. For example, a subtotal could be printed when the fund number changes.

# Digits to Sub-total:

If subtotaling by account digits enter the number of digits that have to change to generate a
subtotal. For example if subtotaling between funds and the fund is the first two digits of the
account number, enter “2".

Beg/End Mo-Yr:  This is the range of month-years that the report will include.
Beg/End Acct Numbers:
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This is applicable only if using the account detail option. This allows entering up to five
ranges of accounts. For example, three specific accounts or one of more large ranges of
accounts could be printed, i.e... an entire fund or just a certain category of expenses or just
revenue accounts for a fund.

Beg/End Dept Numbers:

This is applicable only if using the dept detail option. This allows up to three ranges of dept
numbers to be entered. For example, three specific dept numbers or one of more large
ranges of dept numbers could be printed.

Beg/End Vendor Numbers:

This is applicable only if using the vendor detail option. This allows up to three ranges of
vendors to be entered. For example, three specific vendors or one of more large ranges of
vendors could be printed.

Beg/End PO Numbers:

This is applicable only if the “Include POs” box is checked. This allows entry of up to four
ranges of PO#s to be included on the report.

Use Budget Amts From (applicable to Account Detail)

Budget Prep: In some cases a “budget amount” that is not from the regular ‘Budget Account’ table may
need to be printed. For example, a new fiscal year has just begun, but the ‘budget account’
table still has the old budget amounts in it. If using the “Budget Preparation” program the
“proposed” (projected) budget amounts may have already been entered. Checking this box
tells the program to use the Budget Preparation table to get the budget amounts.

Budget Prep#: If the budget amounts are being retrieved from the Budget Preparation table, the
table#/name to use, must be selected. In most cases the number will be the same as the
Report Format# but could be different. The table#/name may be selected from a drop-down
list.

Use Amt Col: If the budget amounts are being retrieved from the Budget Preparation table, user must
indicate which column to use from the file. The Budget Preparation file contains three amount
columns. User should select from the drop-down list the amount column desired. Choices will
usually be ‘YTD Activity’, ‘Curr Budget’, and ‘Prop Budget'. ‘Prop Budget’ would be selected if
the old budget amounts are in the ‘budget accounts’ table, but the new budget amounts need
to be printed. However, if the new budget amounts have already been moved to the ‘budget
accounts’ table, and a report for the prior fiscal year, needs to be printed, then ‘Curr Budget’
could be selected, since that usually represents the budget amounts for prior year.

Printer: The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

Font: The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

Size: The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

Orientation: The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

Set: When a report is printed, the printer settings (name, font, size, or orientation) are saved

automatically. Use this command to save the printer settings without printing.
Print to Screen: If the report should display on the screen instead of being printed to a printer, check this box.

Print to csv File:  If the report should be output to a file, then check this box. The file is a ‘comma-separated-
value’ formatted file so it should be importable by most spreadsheet programs. Upon
selecting “Print” (when this box is checked) a screen will appear which allows the path and
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filename to be entered. For example entering “Detail.csv” would store the report in the
Budget folder. Entering “\DOCS\Detail.csv” would store the report in a DOCS folder.

Previously entered path/flename values may be viewed by selecting the down-arrow at the
end of the field.

After all questions are answered, select “Print” to send the job to printer or screen. If the
report goes to the screen and screen fills, it can be scrolled up and down. Esc key or clicking
on “X” closes the screen. To exit the print screen click on “Close”.
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Payables List or Claims List

The main purpose of the Payables/Claims List Report is to print a list of bills due and/or paid (AP and/or Detail
Records). This report may be the printed documentation you give to your board/council itemizing what is owed
and/or paid for the month (i.e. payables/claims made upon your school/town/city).Upon selecting this program
the following screen will display:

% Payables List — 0 %
[ Pint Orcer Acct Order Dptions Accounts Payable
v et # Order u v Print Accts Payable
™ “endor Order Beq Moy |DE2022
™ Dept Order End Moy |DE-2022
Beg Date: |00/00/00
Frint Options :
| | [T Wendor Mame Order End Date: |33/33/33
[ Sub-Totals |
LA Detail Records
|| [v Piint Date W Frint Detai
[ Print Refr # Eieg Modyr | 052022

Copies: 1 :‘T
Report D ate: UE/10/ 22
Fund#:

Beg Acet: |000-000000-000-000-0
End Aottt | E2EZZ777 777 7777

End Mo-vT: UE-2022

Beg Date: 00/0000
End Drate: 33/33/33

Frinter:
|HP Laserlet 1200 Series PLL & |
Font: Size:
ﬂ Prirt

|rial ~| |8

Orientation: [~ Print to Screen

i Set . .
Fortrait hd c [ Print to cav File Lz

Traw:

| [ Double Sided

|.-'1‘-.ut|:|mati|:a||_l,l Select

Answer questions as follows:

Print Order: Select ‘Acct# Order’ to print the report in budget account number order or ‘Vendor Order’ to
print report in vendor number order or ‘Dept Order’ to print report in dept# order.

Sub-Totals: Checking this box programs the system that subtotals will be desired. If checked, then
indicate the type of subtotal when the questions ‘Dept Totals’ and ‘Digits for Sub-Totals’ are
accessed below.

New Page: If subtotals are applicable and a new page should be started after each subtotal, check this
box.

Print Refr#: If the check# (ref#) should be included on the report (detail record items already paid) check
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this box.

Copies: If more than one copy should be printed, select from the drop-down list a number from 2 thru
9.

Report Date: Initially this date will be the current date but may be changed to any desired date.

Fund# Entering a fund number will automatically set the Beg/End Acct# range to print a single fund.

Beg/End Acct: If the report should only include a range of acct numbers (such as a single fund) enter a beg

and end number.

Dept Totals: Checking this box programs the report to print a subtotal when the dept# (within the A/P or
Detail Record) changes. If not using dept codes then do not check this box.

#Digits-Subtot: If the report should subtotal when the acct number changes then choose the number of digits
from the drop-down list that would have to change to generate the subtotal. For example if
the fund number is the first two digits of your account number and a subtotal is needed
between funds, then choose 2.

Accts Payable: If accounts payable records (items not yet paid) should be included on the report check this
box.

Accts Pay Beg/End Mo-YT:

If accounts payable are being included enter the range of accounting periods to include...
normally the current month.

Accts Pay Beg/End Date:

If accounts payable are being included enter the range of dates to include. If the primary
focus is the accounting periods then leave these dates as defaulted and enter a beg/end mo-

yr.
Detail Records: If detail records (items already paid) should be included on the report check this box.
Detail Record Beg/End Mo-Yr:

If detail records are being included enter the range of accounting periods to
include...normally the current month.

Detail Record Beg/End Date:

If detail records are being included enter the range of dates to include. If the primary focus is
the accounting periods then leave these dates as defaulted and enter a beg/end mo-yr.

Printer: The default or last used printer will initially display but the drop-down arrow may be selected
to choose any other printers set up under Windows Printers/Faxes.

Font: The default or last used font will initially display but the drop-down arrow may be selected to
choose any other displayed font.

Size: The default or last used font size will initially display but the drop-down arrow may be
selected to choose any other font size desired.

Orientation: The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

Set: When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

Print to Screen: If the report should be displayed on the screen instead of printed to a printer, check this box.

After all questions are answered, “Print” to send the job to printer or screen. If the report goes
to the screen and the screen fills, it may be scrolled up and down. Esc key or clicking on “X”
closes the screen. To exit the print screen click on “Close”.
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Registers Report

The main purpose of the Registers Report is to print a list of up four different kinds of postings.... checks,
receipts, electronic payments, and adjustments. Although a check or receipt can have multiple entries, this report
combines by reference# and prints a single line with a total. If postings have a zero reference# then it will not be
combined. Upon selecting this program the following screen will display:

&) Registers Report

| rReqister Type

e

" Recept Register

(" Elect Pymt Reqgister

" Drct-Pay Register

" Adjustrment/JE Reagister
" Bank 'Pozitive Pay'

| Repart D ate: Im

Blank. Lines Betweer: IE'
Fund,/Prefix: li

Bank Code; |1_

- O >

[ Werify Register Beg Mor: |EIE-2EIE2

[ End Moy |DE'2EI22
Beqg Refr tt:l':":":":":":I

End Refr #/733333

[ Beq Date: ||:”:I’JI:":I"JDEI
End D ate; |HH’HSH""95

=
r
v

Report Desc: |

Print If Dver: | “93393333.93
Printer:

Erint

Cloze

|HF' Lazeret 1200 Senes PCL &

=

=

[ |.-i‘-.uh:umatiu:allj..I Select

Font: Size!
|ial = =
Origntation: i

: [ Print to Screen
Portrait & Set | [~ Print to csv File
Tray:

[ Double Sided

Answer questions as follows:
Reg. Type:

Select ‘Check Register’ to print a list of checks, ‘Receipts Register’ to print a list of receipts,

‘Elect Pymt Register’, to print a list of electronic payments, ‘Drct-Pay Register’ to print a list of
items paid by direct-pay, or ‘Adjustments/JE Register’ to print a list of adjustments.

The Bank ‘Positive Pay’ register is generally written to a csv file and sent to your bank. The
bank will then only process checks that match what is in the file. It's used to prevent check

fraud.
Verify Reg.:

This is applicable only if a check register is being printed. This checks to see if checks have

a non-cash contra-acct. Checks with invalid contra-accounts will print with a zero amount.

42 Budget Manager



Print Acct#s:

Report Date:
Blank Lines:

Fund/Prefix:

Bank Code:

Report Desc:

Print if Over:

Printer:
Font:

Size:
Orientation:
Set:

Print to Screen:

Print to csv File:

Beg/End Mo-Yr:

Beg/End Refr#:

Beg/End Date:

This is applicable only if printing an Adjustments/JE Register. If this box is checked then the
budget account number used in posting the adjustment is also included on the report.

This will initially display as the current date but may be changed to any date.

This is the number of blank lines between each printed line. “0" (zero) would result in a single
space whereas “1" would result in a double space.

If printing the register for a single fund, enter fund number.

Enter the bank code applicable to the register being printed. If not using multiple bank codes
then the program will insert a default value automatically. If the combination of the fund prefix
and bank code matches a fund in Options-Funds then that fund name will display.

Enter any meaningful report title (ex: GENERAL FUND CK REG).

Only checks over this amount will print. Since the value initially displays as -999999.99 any
amount will print unless the amount is changed (ex: 5000.00). Sometimes auditors want a list
of checks ‘over’ an amount to use as an auditing tool.

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

If the register report should be displayed on the screen instead of printed to a printer, check
this box.

If the register report to be outputted to a file, check this box. The file is a ‘comma-separated-
value’ formatted file so it should be importable by most spreadsheet programs. Upon
selecting “Print” (when this box is checked) a screen will appear which allows the path and
filename to be entered. For example entering “Register.csv” would store the report in the
Budget folder. Entering “\DOCS\Registers.csv’ would store the report in a DOCS folder.
Previously entered path/name values can be viewed by selecting the down-arrow at the end
of the field.

Only entries that are within this range of month-years will be included. Normally this would be
a single month but could be for any range of accounting periods.

Only entries within these reference#s (check# or receipt#) will print on the report. Normally
this will be left as defaulted (000000 and 999999) but can be changed if needed.

Only entries within these dates will print on the report. Normally this will be left as defaulted
(00/00/00) and 99/99/99) but can be changed if needed.

After all questions are answered, select “Print” to send job to printer or screen. If the report
goes to the screen and the screen fills up, scroll up and down to see more information. Esc
key or clicking on “X” closes the screen. To exit the print screen click on “Close”.
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Mask Select Report

The purpose of the Mask Select Report is to be able to generate Account YTD Balances for accounts with
common digits. For example many users have all accounts within the same fund start with the same three digits
(ex: 100 or 220). Also, other digits in the account number have meaning, such as digits 3 - 6. Typically 512 is
elementary program and 515 is secondary program. This provides the ability to create custom reports on the fly
by simply filling in an account “mask” with the common digits desired which would result in only matching

accounts printing. Upon selecting this report the following screen will display:

_ —— — — .

&5 Mask Select Report — O >

Acct Mask: @ﬂ-ﬂﬂﬂﬂ#ﬂ-ﬂ#ﬂ-ﬂ#ﬂ-ﬂ
[Use the 'Del' key to remave digits)

[ Show Detail
[ Include Zero Acctz

Beqg Mo Ue-2022
End Mo Ue-2022 Pl

FRepaort Heading: |
Close
Fririter:
|HP Laserlet 1200 Series PCL 5 |
Fort: Size:
|rial ~l |2 -
Orientation:
I—_|F:|ET a!tu:un - S et [ Print to Screen
ol [ Print to czv File
Traw:
|.ﬁ.ut|:|mati|:all_lrl Select ﬂ [ Double Sided
Answer questions as follows:
Acct Mask: The format of the mask is the account format and is determined by settings in Options-

General. Use the right and left arrows to move to the account position desired and enter the
value desired. For example if the acct mask is ##H-#iHHHH-H#HHE and 100-512 (fund 100 -
elementary program) is entered for the first six digits then only accounts beginning with that
value would print. If ### is entered for the first three digits and 515 is entered in positions 3 -
5 (#HHE-515#H-##HE) then all accounts with 515 (secondary program) in positions 3 - 5 would

print.

Show Detail: Check this box if in addition to the YTD balance, detail postings for each account should

print.

Incl Zero Accts: Check this box if accounts with a zero YTD balance should be included. Normally this would

be unchecked.

Beg/End Mo-Yr:  These values will initially display as the current mon-yr but may be changed. This determines

what acctg periods should be added together to arrive at the YTD balance.
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Report Heading:

Printer:
Font:

Size:
Orientation:
Set:

Print to Screen:

Type any meaningful report title (ex: SECONDARY EXPENSES)

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

If the report should be displayed on the screen instead of printed to a printer, check this box.

After all questions are answered, select “Print” to send job to printer or screen. If report goes
to screen and screen fills, it may be scrolled up and down. Esc key or clicking on “X” closes
the screen. To exit the print screen click on “Close”.
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Vendor 1099s

The purpose of this program is to print 1099-Misc and 1099-NEC forms for qualifying vendors. 1099s are only
printed for vendors who have a 1099 type (Compensation, Rents, etc) on their vendor screen and who have
purchases over the cut-off amount as loaded in Options-1099s. The program supports laser forms and user may
also perform an alignment test before printing the forms. This program also allows user to build electronic 1099

files which would be in lieu of sending forms to gov’t agencies.

&5 Vendor 1099s

O ptians

" Print 1096 Formn
" Build Electronic Bepo

Parameters

{« 1095-MEC
Repart *'ear: 2020

-

BegWendor: LLEELL

End Yendar:

ik File

Print 1033-HEC

(" ZeroYendor Calendar v TD Amts Cloze
" 1099 Forms Aligrmert

" 1099-MI5C

v Inchude Vendor Calendar TD At
[v |nclude AdjustmentsAE

[v Include Elect Pymts

[v Include Drct-Pay

[ Corected 1099 [amts anly]

Beg Mo-vT: {7-2020
End Mo-vr: 122020

1099 et

Printer:

Cut-0F Amt: BO0.a0

Fant;

|HF' Lazerlet 1200 Senes PCL &

=l
Size:

|rial
Orientatiamn:

Partrait - Set

Traw:

|.-’-'-.utu::matiu:all_l,l Select

=

~lfs =l

Answer the questions as follows:

Options: Select “Print 1099 Forms” to print 1099-Misc or 1099-NEC forms. Select “Build Electronic
Report File” to build an electronic file with 1099-MISC or 1099-NEC info to send to govt
agencies (user must still print1099 forms to send to vendors). Select “Zero Vendor Calendar
YTD Amts” to move zero to the vendor “Calendar YTD” amounts. Select “Forms Alignment”
to perform a test alignment print before beginning the full 1099 form print.
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1099-NEC

1099-MISC

Report Year:

Incl Vendor Cal:

Include Adj/JE

Select to print the 1099-NEC forms (non-employee compensation). This selection determines
whether the 1096 is for 1099-NEC forms or 1099-MISC forms. It also determines which type
of electronic file will be created.

Select this to print the 1099-MISC forms (all 1099 payment types except non-employee
compensation). This selection determines whether the 1096 is for 1099-MISC forms or 1099-
NEC forms. | also determines which type of electronic file will be created.s

This is the year for which the forms or electronic file is for. This field is required if building the
electronic 1099 files. The value that initially displays is from Options-1099s. This question is
not applicable to the “Zero Vendor Calendar YTD Amts” option.

When printing 1099s the postings for Jan through June for the current calendar year may
already have been removed through the Year-End Close. If so then the first six months will
have to come from the vendor screen “Calendar YTD” amount (which is updated when
performing Year-End Close). If the prior fiscal year is usually closed by the time the 1099s
are printed, make sure this box is checked. If the prior fiscal year is still in detail records by
the end of December then all the detail records needed to compute the vendor YTD
purchases will still be available, so this box would not be checked. The initial value of this
field comes from Options-1099s. This field is not applicable to the “Zero Vendor Calendar
YTD Amts” option.

Include adjustments/JE in 1099 amounts.

Include Elect Pymts

Include Drct-Pay
Corrected 1099s

Beg/End Vend:

Beg/End Mo-Yr:

File Name:

Cut-off Amt:

Printer:

Font:

Include electronic payment in 1099 amounts.
Include direct payments in 1099 amounts.

Mark the 1099s as “corrected”. Use this to send corrected 1099s to government agencies.
This is only used to correct amounts. If the tax id number needs to be changed, this requires
a different form.

To process only a range of vendors, enter a beg and end vendor. Normally these values
should be 000000 and ZZZZZZ which would process all vendors. However if re-printing
forms a beg and end value to re-print can be entered. This field is not applicable to the “Zero
Vendor Calendar YTD Amts” option.

This determines the range of history the program will add together to determine YTD
purchases. If the above question “Include Vendor Calendar YTD Amt” is checked the
program will default the months-years from July to Dec. If this question is not checked then
the default months-years will be Jan to Dec. This is because when including the Vendor
Calendar YTD Amt the assumption is that the last fiscal year has been closed and that there
is no history for the first six months of the calendar year. If the prior fiscal year has not been
closed then all history is present to compute YTD purchases and therefore the entire
calendar year (Jan through Dec) should be added together. This question is not applicable to
the “Zero Vendor Calendar YTD Amts” option.

This field is applicable only to the “Build Electronic Report File” option. The initial value will
be the file name loaded in Options-1099s (usually m1099.dat). This field may be changed if
needed but it is not a permanent change. This field is not applicable to the “Zero Vendor
Calendar YTD Amts” option.

This field is the amount the program uses to determine if a 1099 should print for a vendor. If
the total purchases is this amount or less then no 1099 will print. The initial value that
displays is stored in Options-1099s but may be changed on this screen (although it is not a
permanent change).

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes. This field is not
applicable to the “Zero Vendor Calendar YTD Amts” option.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font. This field is not applicable to the “Zero Vendor Calendar
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YTD Amts” option.

Size: The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired. This field is not applicable to the “Zero Vendor
Calendar YTD Amts” option.

Orientation: The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L. Since the
1099 forms will probably be 8 1/2 X 11 this will almost always be “Portrait”. This field is not
applicable to the “Zero Vendor Calendar YTD Amts” option.

Set: When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

After all questions are answered, select “Print 1099s (NEC or MISC)” if printing forms, “Align
Forms” if testing the form alignment, “Bld Elect File” if building the electronic file, or “Zero Cal
YTD” if zeroing out the vendor calendar YTD amounts. If printing 1099s forms it will begin
printing two vendors to a page and a total at the end. If performing an alignment test one
form will print with test data. Ideally an “X” will print in the middle of the “Void” box which
means all other data should align. If the form does not align properly, select Options-1099s
and adjust the top or left margins. If building an electronic file a page will print with summary
totals to show what records have been placed in the file. If zeroing the vendor calendar YTD
amounts a message will display that the operation is completed. To exit the program click on
“Close”.
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Bank Reconciliation

The main purpose of the Reconcile program is to determine the difference between the balance per your bank
statement and the “book” balance of your Cash in Bank accts in the Budget program. Upon selecting this

program the following screen will display:

£% Bank Reconciliation — O
| Bank Code Print  Add Edit Del All Cleared Auto Clear Cks  Main Menu  Help
B8 aY R

Cleared | Check # | Arnounk | Ck Date |F'ayee

[ 053302 218729 | 03A1E6/22 Fleetpride

B 053303 3600 031622 |Flex Account &dministration

| 053304 20517 | 0316/22 | Gem State Paper _Supply Co

[ 53205 E35.00 | 03116/22 |Generation Genius

[ 53206 1.78293 | 0316422 Grazmick Produce

[ 053307 BE3E7 | 03/6/22 Gumdrop Books

[ 053203 294.00 | 0316/22 Hampton Inn _Suites-Dovntown

[ 052209 19020 036722 Hard Times Sales _Dist.

[ 053310 149239 | 03A16/22 Hobart Service

[ 058311 112261 0346422 |Home Depat Credit Services

| 053312 423863 | 03M6/22 Gold Star Foods

[ 053313 B.339.00 | 0346422 |Human Denamics _Diagnostics

[ 053314 180236 | 03622 it Outlet

[ 053315 22820 0 03A6/22 IDAHD STATE TAX COMMISSION

[ 053216 292930 | 0316722 | Intermountain Gas Company

[ 052817 22945 03A6/22 |Jack's Tire Ol

[ 053313 23173 | 03416422 Doe, John

[ 0533119 72022 0316/22 |King Lock Security [he

| 053320 2316 | 0316422 | Kore Refrigeration LLC

[ 053321 4455 | 0316422 | Doe, Jane

[ e3a22 20209 | 0316/22 | Lawson Products

[ 053223 1.078.39 | 0316722 LifeMap Aszurance Company
||_ 05582 FE.8E | 03/16/22 [MeGraw-Hill Companies

— NRo0IE AWICE | ATMELTD  hdasdew RaldPaze Fands Cn

| Clearsl | un|:|earm|| Del Eleared| Cks | Hu:pt$| Adis | EIu:tF'| Dru:tF'|

Save | Cloze |

|_ Cleared Cles: 0,00

Bank Code: 1

Mo-Y¥r: 06-2022

Enter the bank code for the bank account to be reconciled. The following steps will usually be taken when using

this program:
Enter the bank code

Clear Checks (mark checks as cleared)
Print (prints reconciling report)

OO WN -

Save (makes all changes permanent)

Del Cleared (removes checks that have cleared - optional)

Add Checks (to bring in checks processed in Budget or Payroll or old checks)
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Bank Code

Bank Code:

Add Cks

Budget Cks, etc:

Internal:
External:
Mo-Yr:
Fund:

Bank Code:

Payroll Cks:

Single Ck, etc.:

This selection allows user to enter the bank code to be processed. (Note: when selecting this
option if another bank code has had changes, and they have not been saved, a “Save”
reminder will display). Answer the following questions:

Enter bank code to be worked on and select “Save” to load checks for the bank code or
“Cancel” to abort the operation. Checks for this bank code (if any) should display. NOTE:
only checks with a mo-yr equal to or older than the currently loaded mo-yr will display.
For example any checks already moved for 04-2019 will not display if 03-2019 is
loaded.

This routine provides three choices... a routine to add Budget checks, receipts, adjustments,
electronic payments, or direct payments from detail records, add payroll checks from a file
created in Payroll, and a routine to manually add a single check, receipt, adjustment,
electronic payment, or direct payment (such as old checks or payroll checks posted
manually).

This routine allows checks, or other record types, processed in Budget (stored in detail
records), to be copied to the Bank Recon table within Budget or optionally to a file to be used
by another program. This routine is also found under “Reports” but it is normally only used
when building the “external” file used by an another program. (Note: if entries for another
bank code have been changed and they have not been saved, a “Save” reminder will
display). Answers the following questions:

If copying the records to the Bank Recon file that is used within this program be sure
“Internal” is selected.

Select which type(s) of records should be copied to the bank reconciliation table.
If copying the records for use by another program make sure “External” is selected.

This is the month/year of the detail records to be copied. The current month/year displays
automatically.

If only checks for a specific fund are to be copied (ex: 100) enter the fund#. Normally this is
left blank to include all funds

If only checks for a specific bank code should be displayed (ex: 1) enter the code. Normally
this is left blank to include all bank codes.

Once all questions have been answered, select “Build File” to begin the copy or “Close” to
cancel the operation. If a bank code has already been set the new checks, etc. (if any) for
that bank code should display on the screen. If the bank code has not been set (or you need
a different bank code) then select “BankCode” (see below).

If using the Payroll Manager software, it has the capability of creating a file called
PRCKFile.dat which contains payroll and/or deduction checks that can can be merged into
the Budget Reconciling program automatically. Upon selecting this routine the file name
“PRCKEFile.dat” will display which can be changed if necessary. (The first time this routine is
used, the path to the Budget folder needs to be entered before the filename.) The bank code
currently selected will display. The Mo-Yr will also display. If the checks being merged are
not for this mo-yr, change to the correct values. Once all fields are entered, select “Add Pyrl
Cks” which will begin the copy operation or “Close” which will cancel the operation. If “Add
Payrl Cks” was selected new checks should display upon closing the screen.

This routine allows adding a single check or other record type. For example when first
starting to use Reconciling there may be old outstanding checks that will need to be entered.
Also if there are only a few employees it might be easier to enter payroll checks using this
routine. Upon selecting this routine, enter the date, bank code, reference number, amount,
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Edit Ck

Clear All

UnClear All

Auto Clear Cks

Input Path:
Printer:
Font:

Size:
Orientation:

Set:

Print

payee, and mo-yr. After all fields are entered, select “Save”. “Cancel” will exit the routine.

This routine allows changing an existing check’s (or other records type’s): check number,
amount, payee, and mo-yr. Before selecting “Edit”, the check to be changed must be
selected (highlighted) on the screen. After choosing edit, the desired changes are made
(bank code can’t be changed) and “Save” would be selected to store changes or “Cancel” to
void the changes.

This routine will mark all checks on the screen as “cleared” by placing a check mark in the
“Cleared” box. Individual checks can also be marked as cleared by clicking on the box in the
“Cleared” column.

This routine will unmark all checks on the screen as “cleared” by removing the check mark in
the “Cleared” box. Individual checks can also be unmarked by clicking on the box in the
“Cleared” column.

This program automatically clears checks based on records in a file from an external source
(ex: a file from your bank). The file will typically contain a list of checks that have cleared and
provides a means for this routine to clear checks automatically instead of manually. The file
format (Modem or Internet) is defined in Options-Detail Records. Upon selecting this
command the following questions must be answered:

Enter the “Path” to define the location of the file. The path could include the drive and folder
names if applicable.

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

After all questions have been answered, select “Clear Cks” to begin the auto-clear or “Close”
to exit without performing the operation.

This routine prints a reconciling report. The objective is to reconcile the difference (if any) in
the bank statement balance and the balance of the bank accounts as shown on your
financial reports. This report will help in reconciling these amounts. (Caution: when selecting
this option if records for another bank code have been changed and the changes have not
been saved, a “Save” reminder will display). Upon selecting this routine the following screen
will be displayed:

The screen has the following fields:

Report Date:

Acct Name:

This date prints as the Report Date when printing the report. The program will default the
date as the current system’s date but it can be changed.

The name of the bank account being printed (optional).
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—
£ Bank Reconciliation Report — O =
[
Report D ate: UB/30722  meck Mame: |Z|DNS BANK. Frint
Bank Statement Balance: 4,832,301
Depozitz/Credits; Cloze
| |
| | Frinter:
| | | Fax ﬂ
| | Fant: Size:
_ T om |rial | 11 -]
Outztanding Boptz [Dep]: : e -
Sub-Total | 000 | 4832325001 | [Portralt | Set| I Printcash accts
Charges/Debits: Tray:
| | | Default | [ Double Sided
| | Accaunt | ArmoLint
| | 100-111100-000-000-0 257215975
£38-111100-000-000-0 0.00
Sub-Total | 0.00 | 4.832,325.01 241-111100-000-000-0 1222622
242-111100-000-000-0 24.001.40
- . 38124791 243-111100-000-000-0 33.914.88
Quistanding Checks: 245111100-000-000-0 2 504,45
Outstanding Elect Pyrmt: 0.o0 246-111100-000-000-0 18,844 78
250-111100-000-000-0 B.R70.80
Outstanding Drat-Pay: 0.00 251-111100-000-000-0 108.923.82
252-111100-000-000-0 400,72
DutStandlng-&dl-‘UE I:ll:":l AL A4 4 400 Onn ann n 1 ndAd 077
Bank Balance: 4451.077.10 Cash in Bank Per Books: 4.451.0¢7.10
| Difference: 0.00

Bank Stmt Bal:

The ending balance from your monthly bank statement.

Deposits/Credits:
Charges/Debits:

Outstanding Cks:
Bank Balance:

If any deposits have been posted into the Budget program but do not appear on your bank
statement, enter up to four entries (reference info and amount).

If your bank has charged you any fees (such as a service charge) and it has not been posted
into the Budget program, enter up to four entries (reference and amount).

This is the total of the uncleared checks for this bank code. This amount cannot be changed.

This is a computed amount of all entries on the report and should equal the balance of your
bank account as shown in the Budget program (books or computer balance).

Cash in Bk-Per Books:

Printer:

Font:

Since the objective is to reconcile the bank statement balance to the “computer” (or books)
balance, the program lists any “Cash” accounts for this bank code to show what the balance
is on the books.

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
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Size:

Orientation:

Set:

Del Cleared

Save

Close

Main Menu

choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

After all questions are answered, select “Print” to send job to printer. To exit the print screen
select “Close”.

This routine will remove (delete) all checks on the screen that are marked as cleared. Do not
perform this routine until the reconciling report has been printed and everything is reconciled.
When selecting the command the program will remove from the screen any checks that have
a check mark in the “Cleared” column although they are not permanently removed until the
“Save” command is selected.

Changes to the bank recon file (cleared, uncleared, deleted checks) are not permanent until
“Save” is selected.

This command exits from the bank reconciling program. If changes have not been saved
then, depending upon a setting in “Options-Detail Records” either an automatic save will
occur or a message will display asking if the changes should be saved. If asked and the
changes should be saved, select “Yes” or select “No” if changes should not be saved.

This command exits from the bank reconciling program. If changes have not been saved
then a message will display asking if the program should close without saving changes. To
save, select “No” and perform the ‘Save’ command. If changes should not be saved, select
“Yes”.
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Report Formats

The main purpose of the Report Formats program is set up or edit records that “format” the Budget Reports,
including the Balance Sheet. Since there is no way of knowing where titles, subtotals, and page breaks should
be printed, a file is created which allows formating these types of options, in addition to line advancing and
underlining. Up to 99 different report formats can exist at one time. Generally, one or two main tables will be
used to print the main budget report(s), and other report format tables can be used to print condensed or
alternative forms of the budget report. For example, board members may not need to see the detail of the entire
report, but would like to see certain groups of items and sub-totals showing where each group is at budget-wise.
This can be accomplished by designing a report format table which will print a condensed version of the budget
report just for them.

Upon entering the program a “Select” screen will display allowing selection of the desired Report Format table#.
If no tables exist or selecting a table should be skipped, “Cancel” may be selected - otherwise select from a
drop-down list the table to load and then click “Select”. The following screen will display:
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&) Report Formats - O *
| Select# Create RemoveTable Print Renumber Rename Lookup MainMenu  Help
B ad m YR ?
Lineft | Account Description Print #Llines | DescOnly | Add TatLwl | Undrih | BalSht | Rprt Type
I 000-000-000-0 Balance-General Fund |1 [Ha ] | 0 [Mone [Ho  [¢ dard
0007100 100-411100-000-000-0 Tares-General MO Tes 1 MHo Tes 1} Hone Mo Standard
000150 100-411200-000-000-0 Taxes-Supplemental Levy Tes 1 Mo Tes i} Mone Mo Standard
000200  100-411400-000-000-0 Taxes-Tort Tes 1 Mo Tes 1} Mone Mo Standard
Qoozen  100-411900-000-000-0 T axes - Judgementz Yes 1 Mo ez ] Hone Mo Standard
000300 100-415000-000-000-0 Ihwvestment Earnings Yes 1 Mo Yes i} Maone Mo Standard
000350 100-419300-000-000-0 OTHER LOCAL REVEMIUE ez 1 Ma Yes a Mone Mo Standard
000400 100-431100-000-000-0 State Support Program Tes 1 Mo Tes i} Mone Mo Standard
000450 100-431 200-000-000-0 TRANSPORTATION SUPPORT ez 1 Mo Tes a Mone Mo Standard
Qoos0n  100-431800-000-000-0 Eenefit &pportionment Yes 1 Mo ez ] Hone Mo Standard
000550 100-431900-000-000-0 Other State Suppart Yes 1 MHo Yes i} Maone Mo Standard
000600 100-437000-000-000-0 Lattery Funds Yes 1 Mo Yes i} Maohe Mo Standard
000BS0 100-433000-000-000-0 OTHER STATE REVEMLE ez 1 Ma Yes a Mone Mo Standard
000700 100-433000-000-000-0 Froperty Tax Beplacement Tes 1 Mo Tes i} Mone Mo Standard
000750 100-445300-000-000-0 Federal Support Revenue Tes 1 Mo es i} Mone Mo Standard
000200 100-460000-000-000-0 Transfer In Tes 1 Mo Tes 1} Mone Mo Standard
000850 HOO-000000-000-003-9 Tes 1 Tes Mo a Single Mo Standard
000900 HOO-000000-000-001 -0 ==TOTAL REWENUE ez a Yes Yes 7 Mone Mo Standard
000950 100-512110-000-000-0 ELEMENTARY TEACHERS-SALARY Mo 1 Mo Tes a Mone Mo Standard
a01000  100-512110-107-000-0 Elementary Teacher-5 alary Tes 1 Mo Tes i} Mone Mo Standard
Qo050 100-512115-101-000-0 ELEMEMTARY AIDES-SaLARY Tes 1 Mo Tes a Mone Mo Standard
o000 100-512115-101-010-0 Elementary Aides Salap-JOBS Mo 1 Mo ez ] Hone Mo Standard
001150 100-512160-101-000-0 ELEMEMTARY-SUBSTITUTE TEACHERS Tes 1 Mo Tes a Mone Mo Standard
001200 100-512200-000-000-0 ELEMENTARY-BEMEFITS Ma 1 Ma Yes a Mone Mo Standard
001250 100-512200-107-000-0 Elementary-Benefits Tes 1 Mo Tes i} Mone Mo Standard
001300 100-512210-000-000-0 ELEMENTARYT-RETIREMENT Mo 1 Mo Tes a Mone Mo Standard
001350 100-512210-107-000-0 Elementary-Retirement Tes 1 Mo es 1} Mone Mo Standard
001400 100-512220-000-000-0 ELEMEMTARY-FICA Mo 1 Mo Tes a Mone Mo Standard
001450 100-512220-101-000-0 Elementamy-FICA Yes 1 Mo Yes i} Maone Mo Standard
001500 100-512270-000-000-0 ELEMENTARY \WORKMANS COMP Ma 1 Ma Yes a Mone Mo Standard
001550 100-512270-101-000-0 Elementary-*+orkmans Comp Tes 1 Mo Tes i} Mone Mo Standard
001E00  100-512310-101-000-0 Purchased Services-Elem Tes 1 MHo Tes 1} Hone Mo Standard
001650 100-512380-101-000-0 ELEMEMTARY-TRAYWEL Tes 1 Mo Tes a Mone Mo Standard
001700 100-512410-101-000-0 ELEMEMTARY-TEACH SUPPLIES Teg 1 Mo Tes a Mone Mo Standard
001750 100-512412-000-000-0 GRAMTS-REIMEURSABLE ez 1 Ma Yes a Mone Mo Standard
001800 100-512440-101-000-0 ELEMENTARY-TEXTEOOKS ez 1 Ma Yes a Mone Mo Standard
001850 100-512445-101-000-0 Elementary-Textbooks-Sup Lewy Tes 1 Mo Tes i} Mone Mo Standard
007900 100-512555-101-000-0 ELEMENTARY-COMPUTERS/SUFPPLIES Tes 1 Mo Tes a Mone Mo Standard
001950 HOO-000000-000-009-9 Tes 1 Tes Mo a Single Mo Standard
002000 HOO-000000-000-051-2 “=TOTaAL ELEMENTARY SCHOOL PROG Tes 2 Tes Mo 4 Maone Mo Standard
002050 100-512110-601-000-0 MS Elementary Teacher-5 alary Yes 1 Mo Yes i} Maohe Mo Standard
002100 100-512180-801-000-0 M5 ELEMEMTARY-SUBSTITUTE TEACHERS Tes 1 Mo Tes a Mone Mo Standard
002150 100-515110-601-000-0 M5 Secondary Teacher-Salary Tes 1 Mo Tes i} Mone Mo Standard
002200 100-515160-601-000-0 SECOMDARY-MS SUBSTITUTE TEACHERS Tes 1 Mo Tes a Mone Mo Standard
00z250  100-512200-601-000-0 1S Elementary-Benefits Yes 1 Mo ez ] Hone Mo Standard
002300 100-512210-601-000-0 M5 Elementamy-Retirement Yes 1 Mo Yes i} Maone Mo Standard
002350 100-512220-601-000-0 MS Elementary-FICA Yes 1 Mo Yes i} Maohe Mo Standard
|| 002400 100-512270-801-000-0 M5 Elementary-#forkmans Comp Tes 1 Mo Tes i} Mone Mo Standard
I | | A L | i3 (IE NE INES =l
Inzert Line | InsertMan_l,l‘ Edit ‘ Un/Delete ‘ ‘ Updt Pmt Img| Save Al ‘ Cloge ‘

Field Descriptions

Line #:

Report Format #: 01 - Current Budget

Mo-Yr. 06-2022

Each entry in a report format table is identified by a unique line number. The Budget Report
prints in line number sequence. By using the line number to sequence the report, budget
account numbers may appear in any order.
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Account:

Description:
Note:

Print:

# Lines:

Desc Only:

Add:

Totl Lvl:

Undrin:

Bal Sht:

Rprt Type:

Create

Select #

The budget account number. NOTE: even totals, underlines, and heading lines must have
account numbers. The account numbers for these types of lines would normally have letters
in them to indicate their nature. For example HD-00-000 could be used as the acct# for a
heading account. Use LookUp to get a list of budget accts (see below).

Description of the budget account. This field is entered automatically and may not be
changed.

The following fields control the format of the budget report and are referred to as “control
fields”.

Print this line. Enter Y or N or select Yes or No from a drop-down list. If this line is used only
to add to a total or to make a balance sheet entry (auto-detail entry) but not print then this
field should be “No”.

Lines. The number of lines to advance after printing this line of the report (1=single space,
2=double space, etc). Select 1 through 8 or “New Pg” from a drop-down list or enter 1 thru 8
or N.

Description only. Enter Y or N or select Yes or No from a drop-down list. “Yes” means to print
the description only (but no acct# or amounts). “No” means to print the account number and
amounts as well as the description. This field is normally ‘Yes’ when printing headings, totals,
and underlines.

Add the amounts for this budget account to the totals. Enter Y, N, or S or from a drop-down
list select “Yes” to add, “Sub” to subtract (seldom used), or “No” to not include this line in any
total levels.

Total level. This entry is used when printing sub-totals. Up to ten levels of sub-totals are
available Once the total is printed, all totals from that level down are zeroed out. For
example, if a total level of 4 is specified to be used on a line, after the total has been printed,
total levels 1-4 are zeroed out. The only exception is total level 8. It does not cause any totals
to be zeroed out. Enter the number desired or select from a drop-down list.

Underline. Enter N, S, or D or from a drop-down list select “None”, “Sngl” (single), or “Dbl”
(double). The “Desc Only” box should be “Yes”.

Balance Sheet Posting. Enter Y or N or select “Yes” or “No” from a drop-down list. “Yes”
means to post the specified total level amount to the detail record file (create an auto detail
record) to the acct# specified on this line. This option is normally used to post the “Revenue
over Expense” amount to the balance sheet account specified on the same line.

LT L]

Report format type. Enter “S”, “A”, “O”, or “B” or from a drop-down list choose “Standard,
“Alternate”, “Other” (for a second alternate format), or “Bal Sht” for the balance sheet format.
The “Standard” format prints a YTD budget amount, percents, and balance remaining while
“Other” also prints a MTD budget amount. The “Alternate” format does not print budget
amounts or balance and prints revenue and expense amounts in separate columns. Note:
this format code is only read when a report is started or when a forced page advance (#
Lines = New Pg) is performed.

This command allows creation of a new report format table. Creating can be done by making
a new blank table, by moving a range of budget accts into a new table, or by copying an
existing report format table to a new one. If creating a new blank table, select “Create Empty
Table” and enter the new table#, and new name, then select “Create”. If creating from a
range of budget accts, user would select “Create Table From Acct Rng” and enter the range
of acct#s, the new table#, new name, and then select “Create”. If creating from an existing
table, user could select “Copy One Table to Another” and enter the new table#, new name,
and the table# copying from and then “Create”. If the table# being created already exists, a
screen will display for confirming that the old table can be written over.

An existing report table# must be selected before viewing, modifying, or printing it. If the table
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Remove Table

Insert

Edit

Un/Delete

Add Acct

Edit Acct

Updt Print Img

Save All

Close

Print

already exists, this command is used to select it. Upon choosing this command a table can
be selected from a drop-down list. After selecting the table, click “Select” and the table’s
contents will display.

If the report format table currently selected should be totally removed select this command. A
message will display for confirmation.

Once a report format file is selected a new line may be inserted by using the “Insert”
command. Before clicking on Insert make sure the line above where the new line will be
inserted is highlighted. Upon clicking on Insert a line will open up and the cursor will go to the
middle of the screen for data entry. Entry values are explained under “Field Descriptions”.
Save the new line by either clicking on “Save Insert” or Tabbing thru all columns. Esc or
Cancel command will cancel the insert.

Once a report format table is selected, a line may be changed by using the “Edit” command.
Before clicking on Edit make sure the line that is to be changed is highlighted. Upon clicking
on Edit the line will display in the middle of the screen for changes. Enter values as
explained under “Field Descriptions”. Saves the line by clicking on “Save Edit”. Esc or Cancel
command will cancel the edit.

Once a report format table is selected, a line may be deleted by using the “Un/Delete”
command. Before selecting this command make sure the line to be deleted is highlighted.
The line will be marked as deleted but it may be undeleted by clicking on the command
again. Note: until the the “Save All” command is selected, the line is not permanently deleted.

When inserting or editing a report format line, a new account number may need to be added..
This routine allows adding a new account number instead of exiting this routine and going to
the Accounts routine. Note: if editing make sure the account# is blank before selecting this
command.

When inserting or editing a report format line, the displayed account may need to be edited.
This routine allows editing an account instead of exiting this routine and going to the
Accounts routine.

Since changing the report format table incorrectly can cause the report to not print as
desired, it may be desirable to “preview” the report with it's changes. Selecting this command
causes the report to display at the bottom of the screen with fake amounts but with the
revised format. If more changes are made, re-select this command to re-display.

Once all changes are made, use this command to permanently save all modifications.

This command will exit the program. However if changes have not been saved a message
will display asking whether changes should be saved. If changes should be saved, click ‘Yes’
and the save will occur followed by the program closing. If “No” the program will close without
saving.

Two options are available.... Report and Screen. ‘Screen’ will print the contents of the screen
while ‘Report’ prints a list. When selecting “Report” (or the Printer icon) the following screen
appears:
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; £ Print Report Format — O x

Report Type

(v Fi eport F-:urmaE} Prict

" Mizzing/Duplicate Accts

" List of Rprt Frmtz Close

Range

| Beg Line #: 1onooo
End Line #793933

—

|000-000000-000-000-0
Errrrrr s

v
v

|| Printer:
\ | |HP Laserlet 1200 Series PCL 5 |
Fant: Size:
| il - s
| | Onentation:
Partrait - Set [ Print to Screen
Traw:
|.-’-'-.utu::matiu:all_l,l Select ﬂ [ Double Sided

The following questions must be answered:

Report Type: “Report Format” option will print a list of the lines contained in the selected report format.
This is handy if a print-out of the report format is needed to review how questions were
answered. The “Missing/Duplicate Accts” option will print any account found in the Budget
Accounts table that is not found in the selected report formar and any account number that if
found more than once. This is useful to determine if there are any accounts that should be in
the report format that aren’t, or any accounts that have been added twice. Either of these
conditions can cause the balance sheet to be out of balance. For example if the report is for
accounts beginning with “100" then the report should not contain any accounts that do not
start with that value. “List of Rprt Frmts” option will print a list of Report Format
numbers/names.

Range: This applies only to the “Report Format” print option. If the entire format file does not need to
be printed, a beg and end line number may be entered.

Skip missing accts w/o activity:

This option will skip accounts that are missing from the Report Format table, that don’t have
any activity.

Skip duplicate bal sht/tenant accts:
This option skips reporting balance sheet accounts (or Tenant accounts) as duplicates, since
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Printer:

Font:

Size:

Orientation:

Set:

Print to Screen:

Renumber

Rename

Lookup

Main Menu

some of these accounts normally are used more than once in the Report Format table.

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

Not applicable to the “List of Files” option. If the report is to be displayed on the screen
instead of printed to a printer, check this box.

After all questions are answered, select “Print” to send the job to a printer. To exit the print
screen select “Close”. If sending the print to the screen and the screen fills, press Page
Down or use the scroll-bar to view the rest of the screen (X to exit the screen).

This routine renumbers the line numbers. This is needed since line numbers are initially
numbered by 50 and when inserting all available lines may become used. Renumbering will
increment the numbers by 50 again.

This routine allows the report format table name to be changed. A name is initially assigned
when the table is created. This routine allows changing the name if needed.

Displays a list of budget accounts. When inserting or editing a line, a budget account# must
be entered. Lookup can be used to get a list of account numbers. If there is a value in the
account number field when Lookup is selected then a list will display in acct number order
beginning with the acct number entered. If the account number is blank when Lookup is
selected then a screen will display allowing the list to display by number or name. The list will
default to name order but if a starting account number is entered, the list will be in account
number order.

This routine exits the program. If changes have not been saved, the system will ask whether
changes should be saved. If “Yes” is selected, the program will perform a “Save” and close. If
“No” is selected, the program will be closed without saving.
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Budget Accounts

The purpose of the Budget Accounts program is to set up accounts so receipts, expenses, assets, and liabilities,
can be separated into groups. Upon selecting this program the following screen will display:

£ Budget Accounts — O >

Add  Edit Delete Print History Lookup ChngFund®  Main Menu  Help

H Y949 % &8 B ?7 ¥ 4

Aot Mumber:
Aot Description: |

Beg Balance:

Budgeted Amt: Acct Type: |Expense :l Bark Code: l_
Budget Adjust; [ [

Accrual Contra Acct: | |

Cazh Contra Acct; | |

—

= || [Eml

Aot ||

Desc: |

Mo-Y¥r: 06-2022

Command Line

Budget accounts can be display by account number, or description, from the bottom command line. Scrolling to
the next/previous budget account (by pressing Down or Up arrow) will be done in the same order as the first
account was displayed. The only function affected by the month-year is History. The “Lookup” command can
also be used to help find a record.

Field
Acct No.

Acct Desc
Beg Bal

Budget Amt

Budget Adjust

Acct Type

Description

The budget account number. The format of this number will vary depending on the format
entered in the “Options-General” screen. Note an acct number of all zeros can not be added.
A fund number and all zeros (100-000000 for example) should not be used either.

Description or account name.

Beginning balance. This is only used with balance sheet type accounts whose ending
balance becomes the beginning balance for the next fiscal year. Expense and revenue
accounts should always have a zero beginning balance.

The amount budgeted for this particular account. This amount may be modified by the
“budget adjustment” amount. The actual amount budgeted is determined by adding these
two fields together. The result is the amount that will be printed on all reports.

The budget adjustment amount. If the budget amount above is adjusted then the adjustment
amount can be entered here so the original budget amount can always be seen.

Enter the account type (E, B, R, T or S) or use the drop-down arrow and select the desired
type... “Expense”, “Balance Sheet’ (asset/liability), “Revenue”, “Tenant”, or “Special’
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Bank Code

Hdng/Totl

Cash Acct

Accrual Contra

Cash Contra

Add

Edit

Delete

Print

balance sheet accounts. Special balance sheet accounts are not included on the Trial
Balance (found under Financial Reports).

A code to identify the bank account that checks will be printed on for this account. The
purpose of this field is to place checks in the correct bank number for check reconciliation
and check writing purposes. If the account being set up will impact bank #1 then enter "1". If
it will impact bank #2 then enter "2". If only one bank acct exists then leave the value blank
and "1" will be assumed.

Change to “Y” if this account is being set up to only serve as a heading or total on a budget
report. If “Y”, posting to this account will not be allowed.

This is a special flag to identify cash (in bank) accts. Check this box if the account being set
up is a cash in bank account. When the program knows which accounts are “cash” accounts
a check register verification can be made to make sure all checks are actually being
deducted from an actual cash in bank account.

The accrual contra-account. This will generally be an accounts payable account, if this an
expense account. If this is a revenue account, this will generally be an accounts receivable
account. If using the single-entry method then nothing will be entered here. If this is a
balance sheet account, this will generally be the same account number.

The “cash-in-bank” (or cash) contra-account. If using the single-entry method then nothing
will be entered here. This account will generally be a “cash in bank” account.

Add a budget account record entering values as described above. Note that contra-accounts
(Cash or Accounts Payable accounts) should be added before the revenue and expense
accounts that will reference them. When the screen is completed, select “Save” or “Cancel’.
NOTE: if the “Auto-add new accounts” box in Options-General is checked then, upon
selecting ‘Save’, the program will automatically open the Report Format screen for
inserting the newly added account into that table.

Edit a budget account. The budget acct record must be on the screen before selecting this
function. When the edits are completed, “Save” or “Cancel” to save or void the changes.
Note: if the budget acct number is changed then Purchase Order, AP, and Detail Records
with that budget acct number will also be changed to the new number.

Delete a budget account. Confirmation is required before the deletion action is taken. NOTE:
this record cannot be deleted if POs, AP, or Detail Records are found that use this number.

Two options are available.... Report and Screen. ‘Screen’ will print the contents of the budget
account screen while ‘Report’ prints a list of accounts. When selecting “Report” (or the
Printer icon) the following screen will appear:
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&5 Print Budget Accts — O >

Print Order

i Alpha - By Dezcription

Fund:

e Acct | DD0-00000-000-000-0
End Acch: |ZZEEEZEZZE

[ Show Contra-dccts
[ Inwalid Accts Only

[ Cash Accts Only
Print
[ miziude:

lv ‘Regular Accts
[v Hdng Tatl Accts Cloze

Acct Type: Al hl

Bank Code: |_

Printer:
|HP Laserlet 1200 Series PCL 5 |

Fant: Size:

| il ~ 7 ]

Orientation: g
l% = [ Print ta Screen
- : 1
ariral [ Print to cav file
Tray:

|.-’-‘-.utn:|matin:all_l,l Select ﬂ [

Answer the following questions:

Print Order:

Beg/End Acct:

Contra Accts:
Invalid Accts:

Cash Only:

Acct Type:

Bank Code:

The report may be printed in either account no. order or alphabetically by account
description. The default is in account number order but alpha order may be selected if
needed.

Enter the beg and end account numbers that are to be on the report. Leave the default
values for all accounts.

If the contra accounts are to be included on the report, check this box.

To print only accounts having invalid contra-accounts, check this box. This option is
especially helpful when setting up new accounts. It can be used to show any invalid contra-
accounts.

If user wants to print “Cash” (in bank) accounts only, check this box. This would be accounts
with the “Cash Acct” box checked.

If the list is being printed for a specific acct type (E, B, R, T, S), enter the type or click on the
drop-down arrow and select the type desired. Leaving the type set to “All”, will include all
types.

If list is being printed for a specific bank code, enter the code. Leaving blank will include all
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Printer:
Font:

Size:
Orientation:
Set:

Print Screen:

History

LookUp

Change Fund#

Main Menu

bank codes.

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. The orientation can be either Portrait (8 1/2 X
11) or Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

If the report should display on the screen instead of being printed to a printer, check this box.

After all questions are answered, select “Print” to send the job to the printer or screen. If the
report goes to the screen and the screen fills, it can be scrolled up and down. Esc key or
clicking on “X” closes the screen. To exit the print screen click on “Close”.

Displays entries (detail records, accounts payable, and purchase orders) for a budget
account. There are four choices under this option... All, Current Yr, Current Mo, and
Selected. Selecting “All” displays all history in the system, “Current Yr” display all history for
the current fiscal year, “Current Mo” displays only history from the current month, and
“Selected” allows displaying history that matches an indexed reference#, purchase order#, or
invoice#. To exit from the display, press Esc key or click on “X”.

Display a list of accounts. The list may be in account number or account description order. If
a record is already on the screen when choosing LookUp then the list will start at the
displayed account in number or description order depending upon how the displayed record
was accessed. If the Command Line is blank when LookUp is selected then the list will be in
account number order. An account may be selected from the list by double-clicking on a
record or clicking once and pressing Enter. Select Esc key or click on “X” to leave the screen
without selecting a record.

Automatically change the fund number of an existing fund. This might be used to ‘re-purpose’
a fund that hasn’t been used for a long time.

This command exits from the program. If adding or editing a record, this command may not
be used.
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Vendors

The main purpose of vendor accounts to to provide an automatic name and address when printing checks. Also
purchases may be tracked by vendor. Upon selecting this program the following screen will display:

£ Vendors — O x
Add  Edit Delete Print History Lockup Renumber Combine  Add Erom csv File  Main Menu  Help

B Y949 % &8s 0?2 ¥ ¢

Aot Mo e Phane #: SOT-921-4395 Phonett 2 HO0-0000 " pay 1o0-0000
Mame: |2M Diata Systems Order Fram: Drate: Ue/10/22

Addresz 1: |E? N 240/ |

Addreszs 2 | |

City/St/zZipe| Drem UT | |24057 | <] |
BemmicmiaEme |2h-1 D' atalE@rmstarmetro. net
- [
1033 Info: -
1099 Type: | Mane J Hiztory Amts:

Fed|D # |00-0000000 -1 Fizcal Year E15.00 Tupe: Checking
1D Type: EIN [ -2 Fiscal vYear: B00.00 B ot

B Calendar ¥TD: 1000.00 Accti: |

Mame: |EulEEERTECE Acct Mo :]000040 .&ddress:'

Mo-Yr: 06-2022

Command Line

Vendor accounts can be displayed by the account number or the description from the command line (at the
bottom of the screen). Scrolling to the next/previous vendor (by pressing Down or Up arrow) will be done in the
same order as the first account was displayed. The “Lookup” command can also be used to help find a record.
Vendors can also be “Looked up” by their address. However you may not “scroll” by address.

Field Description

Account The vendor account number. This may be numbers or letters and must be a unique value.
When adding a new vendor (if using numeric vendor numbers) and the new vendor number
should be 1 higher than the highest current number click on the “Next” button and the vendor
account number will be displayed automatically.

Phone/Fax Enter vendor phone and/or fax number if known.
Date The date the last check was written for this vendor.
Name The vendor name.
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Address
Addr 1

Addr 2
City
State

Zip Code
Comments/Email
Cert Insur

1099 Type

Fed ID #
ID Type

DBA

Address to search for in vendors.

The vendor address. There are two addresses, one to mail checks to (pay to) and one to
order from. If the addresses are the same, enter “S” in address 1 (or click the “Same” button)
on the “order from” address, and the “pay to” address will be copied to it.

A second line of vendor address.
The vendor’s city.

The vendor’s two letter state abbreviation. Type the letter or select the drop-down arrow to
select the value desired.

The vendor’s zip code (5 digits or 5 plus 4 digits).
Enter any misc comments such as a contact name, or email address.
If this vendor has an insurance certificate on file, check this box.

Leave value as “None” if this vendor does not require a 1099 form. If this vendor requires a
1099 form, select the proper type from the drop-down list. The choice determines which box
the vendor YTD purchase amount will print in on the 1099 form.

Enter the vendor’s tax id number. This is a federal employer’s identification number (usually
for businesses) and a social security number (usually for individuals).

From the drop-down list choose “EIN” if the tax identification number is a federal id number
or “SSN" if a social security number.

If this box is checked, on the 1099, address line 1 will be printed as the vendor name and the
vendor name will be printed directly underneath with “DBA:” in front of it. Enter the business
name as the vendor name and the individual’s name on address line 1.

Print ‘order from’ address on 1099

By default, the vendor ‘pay to’ address is printed on the 1099. If this box is checked, the
vendor ‘order from’ address is printed on the 1099.

-1 Yr Fiscal/-2 Yr Fiscal

Calendar

Enable Drct-Pay

Pre-Notification
Type

Rout#
Acct#

Add

Edit

The amount that was paid to the vendor for the two prior fiscal years. These amounts will be
updated as part of the year-end closing routine.

The amount that was paid to the vendor for the calendar year prior to closing the current
fiscal year. See the description of the 1099 report function in the Lists/Reports section of this
manual for a detailed description.

Enable direct pay for this vendor. This vendor will be paid by electronic transfer instead of
printing a check.

Include this vendor in a pre-natification file sent to the financial institution to verify vendor’s
bank account information.

Vendor’s account type for the direct pay transaction.
Vendor’s routing number for the direct pay transaction.
Vendor’s account number for the direct pay transaction.

Add a vendor record entering values as described above. When the screen is completed,
“Save” or “Cancel’ to not save.

Edit a vendor acct. The vendor record must be on the screen before selecting this function.
When the edits are completed, select “Save” or “Cancel’ to void the changes. Note: if the
vendor acct number is changed, then Purchase Order, AP, and Detail Records with that
vendor number will also be changed to the new number.
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Delete Two options are available. “Screen” means you want to delete the vendor currently displayed
on the screen. After selecting this option, the program will prompt for verification before any
action is taken. “Date Range” allows deleting vendors by range of dates. This option allows
user to delete inactive vendors. Inactive vendors are those who have no entries in the PO,
AP, or Detail Record files. The program also checks to see if the “date” on the vendor screen
falls on or before the ending date entered. After selecting this option a “Thru date” is
entered. Only vendors with no activity and whose vendor date falls on or before this ending
date will be deleted. The date on the vendor screen is updated when a check is written.
Entering an ending date controls which inactive vendors get deleted. For example if an
ending date of 06/30/15 is entered, a vendor would not be deleted if a check had been
written for that vendor after that date - even if there is no current activity.

Print Two options are available.... Report and Screen. ‘Screen’ will print the contents of the vendor
account screen, while “Report” prints a of list of accounts. When selecting “Report” (or the
Printer icon) the following screen will appear:
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&5 Print Vendors — O >

Report Type
v Pay ToAddress

" Full Report
f = o g [ Order From Addreszs
Of st st [ with 10395 Only
(" Amounts List
 Vendor Labels ID_LI Certificate of Insurance
| Blark Lines Bet
(" Wendor &P Labels - A Hnes BEtEEn
L] Build "Merge" File r
" Direct-Pay List i
Print Ord 2
ld_rth I erD ) -
+ Mame Order -
(" Acct # Order Include Dates Prior to;
Beqgin Acct: 000000 Fiscal MF?‘ZEH
End Acct:
0B-2022
Begin Name:'
| Calendar Mo-v'Tr:
End Mame: 01-20=2
[ Merge.cov 0F-2022
Printer:
|HP Laser)et 1200 Series PCL 5 |
Font: Size: -
| il ﬂ |E ﬂ Frint Addrz
I:IrientE!til:ln: P [ Print ta Screen
Portrait :|v = [~ Print to cev File Llose
Traw:

|Automatically Select  v| [~ Diouble Sided

The “Full Report” lists all information for each vendor. The “List Addr” report lists each vendor on a single line.
The “List Amts” routine prints fiscal and YTD purchase amounts for each vendor. The “Labels” option prints
mailing labels for vendors on labels whose size and type is defined under Setup-General. The “AP Labels”
routine also prints labels but only for vendors who have an entry in the AP table. The “Build Merge File” writes
vendor’'s name and addresses into a comma-delimited (csv) file for merging into Word or WP documents.

Reports and labels may be printed in vendor acct number order or in alpha name order. The beg/ending account
and name fields allow a range of vendors to be printed in either order. Checking the “pay to address” and/or
“order from address” boxes allow selection of which address is to be included on the report.

Choosing ‘Y’ from the drop-down list for ‘Certificate of Insurance’ will include only those vendors with an
insurance certificate on file while N means to include only those vendors that don’t have one, blank means to
include all vendors. Check the box “With 1099s Only” to print a list of only vendors that require a 1099. This is
commonly used with the “List Amts” option to get 1099 amts for the calendar year. The ‘Blank Lines Between’
drop-down list is used for line spacing when printing the ‘lists’ routines but not the ‘full report’ or labels (2=2 blank
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lines).The beginning/ending mo-yrs is only used when printing the “list amounts” report. The amounts will be
computed from the detail records for the ranges entered. The calendar Ytd amount is calculated by adding the
amount stored in the vendor record to the amount in the detail records file for the given period/year. If using the
“Build Merge File” routine user must enter a “Merge File” name (default is Merge.csv) to store the vendor file
info in - this file will be stored in the Budget folder unless pathname is entered in front of the filename.

After all questions are answered, select “Print” to send the job to the printer or screen. If the report goes to the
screen and the screen fills, it may be scrolled up and down. Esc key or clicking on “X” closes the screen. To exit
the print screen click on “Close”.

History

LookUp

Renumber

Combine

Add From csv File

Main Menu

Displays entries (detail records, accounts payable, and purchase orders) for a vendor. There
are four choices under this option... All, Current Yr, Current Mo, and Selected. Selecting “All”
displays all history in the system, “Current Yr” displays all history for the current fiscal year,
“Current Mo” displays only history from the current month, and “Selected” displays history
that matches an indexed reference#, purchase order#, or invoice#. To exit from the display
user may press Esc key or click on “X”.

Display a list of vendors. The list may be in vendor# or name order. If a record is already on
the screen when choosing LookUp then the list will start at the displayed account in number
or name order depending upon which was used to access the displayed record. If the
Command Line is blank when LookUp is selected the list will be in name order. An account
may be selected from the list by double-clicking on a record or clicking once and pressing
Enter. Select Esc key or click on “X” to leave the screen without selecting a record.

Automatically renumber the vendors (vendor numbers must be numeric). This program is
handy if user is trying to keep vendors in a certain numeric sequence and numbers are no
longer available. First enter the “increment” which is the how many numbers will be between
each vendor. For example “20" means the vendors will be numbered 20, 40, 60, 80, etc.
Check “Alphabetize” if the vendors should be numbered in alphabetical order. For example,
vendors starting with the letter “A” would have the lowest numbers. Click on “Renumber” to
begin or “Close” to exit. Warning: the renumbering can take several minutes so do nothing
that would interrupt this process.

Sometimes a vendor may be added twice and some checks are written to one instance of the
vendor and other checks are written to the second instance of the vendor. This routine can
be used to combine the checks (or other entire types) together under a single vendor. The
instance of the vendor without any records can then be deleted. In some cases it may be
necessary to combine only part of the checks together. This can be done by entering a date
range.

This routine is used to add Vendors from a csyv file.

This command exits from the program. If adding/editing a record this command may not be
used until the record is saved or canceled.
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Dept Codes

The purpose of the dept codes program is to set up depts to track postings by dept. Not all schools/cities will use
dept codes, since tracking by budget accounts may provide all the tracking needed. Upon selecting this program
(which is under “Other Functions”) the following screen will display:

£} Dept Codes — O X
Add  Edit Delete Print  Lockup Main Menu  Help

IR I R R |
iDeptEu:u:Ie:

| Description: |

|
Budget Amt;

Code; Desc: |

Mo-¥r: O6-2022

Command Line

Dept codes can be displayed by the dept number or the description by entering either at the bottom command
line. Scrolling to the next/previous (by pressing Down or Up arrow) dept code will be done in the same order as
the first dept was displayed. The “Lookup” command can also be used to help find a record.

Field Description

Dept Code: The dept number. This value may be numbers or letters or a combination.

Description: Description of dept (ex: SCIENCE DEPT)

Budget Amt: The total amount budgeted for this particular dept. This amount is optional and is not needed

if you are tracking budgets by individual budget accounts.

Add Add a dept code entering values as described above. When the screen is completed user
should select “Save” or “Cancel” to not save.

Edit Edit a dept code. The dept record must be on the screen before selecting this function. When
the edits are completed, select “Save” or “Cancel” to void the changes. Note: if the dept code
is changed then Purchase Order, AP, and Detail Records with that dept code will also be
changed to have the new number.

Delete Delete a dept code. You will be asked to confirm the deletion before action is taken. NOTE:
this record cannot be deleted if POs, AP, or Detail Records are found for this number.
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Print

Print Order:

Beg/End Dept:

Beg/End Desc:

Printer:

Font:

Size:

Orientation:

Set:

Print to Screen:

Two options are available.... Report and Screen. ‘Screen’ will print the contents of the dept
code screen while ‘Report’ assumes you want some kind of list of depts. When selecting
“Report” (or the Printer icon) the following screen appears:

& Print Dept Codes — O x
Frint Qrder _
{« Dept Desc Order P
" Dept Code Order Cloze
Beq Code: 00000
End Code:
Beq Desc: |
End Desc: |
Frinter:
|HP Laserlet 1200 Series PCL 5 ~|
Font: Size:
|rial ~ 7 =
Orientation:

- [ Frint to Screen
|F'u:urtra|t :|v JSEt I Print to czv File
Tray:
|.ﬂ’-.utu:un'nfntiu:.fnllj,I Select ﬂ |

The report may be printed in either dept number order or alphabetically by dept description.
The default is in dept number order but alpha order can be selected, if needed.

If printing in dept number order, enter the beg and end dept numbers that are to be on the
report. Leave the default values as for all depts.

If printing in alpha desc order, enter the beg and end descriptions that are to be on the
report. Leave the default values as for all depts.

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The report may be printed either in Portrait or Landscape mode. Change the selection by
selecting from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

Check this box to print the report to the screen instead of the printer.
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After all questions are answered, select “Print” to send the job to the printer or screen. If the report goes to the
screen and the screen fills, it may be scrolled up and down. Esc key or clicking on “X” closes the screen. To exit
the print screen click on “Close”.

LookUp Display a list of depts. The list may be in dept# or desc order. If a record is already on the
screen when choosing LookUp, the list will start at the displayed dept in number or desc
order depending upon which was used to access the displayed record. If the Command Line
is blank then the lookup will be in desc order. A dept may be selected from the list by double-
clicking on a record or clicking once and pressing Enter. Select Esc key or click on “X” to
leave the screen without selecting a record.

Main Menu This command exits from the program. If adding/editing a record this command may not be
selected until the record is saved or canceled.
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Ship To Codes

The purpose of the Ship-To codes program is to add, edit, or delete name/address records to show as the
shipping information when entering a Purchase Order. These records can be accessed when entering a
Purchase Order and the selected record will print on the PO form. Upon selecting this program (which is under
“Other Functions”) the following screen will display:

Command Line

r@. PO - Ship Te Codes - O X
Add  Edit Delete Print  Main Menu  Help

B Y99% & ' 7 ¢4

Code: l_ J

I arne; |

Addresz:

|
Addresz: |
Addresz: |

Code:; l_

Mo-¥r: 06-2022

Ship-To records can be accessed by entering the code (1-99). User may go to the next/previous code by
pressing Down or Up arrow.

Field
Code:

Name:

Address (1-3):

Add

Edit

Delete

Description

The ship-to number. Enter 1-99. To use the next available number select “Next” and the next
code will be inserted automatically.

Name of organization to ship to (ex: IDAHO SCHOOL DIST# 000)

Up to three lines for entering address, city/state/zip,and any thing else to print on PO (ex: fax
or phone number).

Add a ship-to code entering values as described above. When the screen is completed,
select “Save” or “Cancel” to not save.

Edit a ship-to code. The record must be on the screen before selecting this function. When
the edits are completed, select “Save” or “Cancel” to void the changes. Note: if the dept
code is changed then Purchase Orders with that ship-to code will also be changed to have
the new number.

Delete a ship-to record. The deletion will request confirmation before action is taken.
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Print

Two options are available.... Report and Screen. ‘Screen’ will print the contents of the ship-to
code screen while ‘Report’ defaults to a list of records. When selecting “Report” (or the
Printer icon) the following screen appears:

£ Print PO - Ship To Codes — O *

Prirter:

Prit
Orientation:
Partrait - | Set [ Print to Screen Cloze
Tray: —

|.-'1‘-.ut|:|mati-:a||_l,l Select j [

Answer the following questions:

Printer:

Font:

Size:

Orientation:

Set:

Print to Screen:

Main Menu

The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The report can be printed in either Portrait or Landscape mode. Select from a drop-down list
or by pressing P or L.

When a report is printed to the printer, the settings (name, font, size, or orientation) are
saved automatically. Use this command to save the printer settings without printing.

If the report should display on the screen instead of being printed to a printer, check this box.

After all questions are answered, select “Print” to send the job to the printer or screen. If the
report goes to the screen and the screen fills, it may be scrolled up and down. Esc key or
clicking on “X” closes the screen. To exit the print screen click on “Close”.

This command exits from the program. If adding/editing a record this command may not used
until the record is saved or canceled.
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The purpose of this program is to build a comma-delimited file with Budget data that can be imported by most
spreadsheet programs (Excel, Quattro-Pro, etc). The file will contain budget acct#s, descriptions, budget/budget
adj amounts and month-to-date balances for up to 12 months. This command is found by first accessing “Other

Build Import File

Functions”. Upon selecting “Build Import File” the following screen will display:

Answer the following questions:
Beg/End Acct: If budget information for only a range of accts should be written to the file, enter the beg/end

[ £% Build Import File — O X

Create a cav file with account number, description
twpe, bdagt amt, bdagt adj. and up to 12 months of
mtd activity,

Beg Acot. |PO0-000000-000-000-0

| End Aot | ELETTITZEI2TIEZ

Acct Type: Al hl

Beg Mao-vr: 0E-z022
End Mo-T: 0E-2022

Filenarne: |Bd9t'data.csv j

[ Include field names

Build File | s |

acct#. To include all accts leave the default.

Acct Type: If budget information for only a specific type of account should be written to the file, enter “E”
(Expense), “R” (Revenue), “B” (Bal Sheet), “T” (Tenant), “S” (Special Bal Sheet) or choose
the type from the drop down list. Value should be “All” to include all account types.

Beg/End Mo-Yr:  Enter the range of accounting periods to be used to determine which month-to-date activity
amounts should be written to the file. The current month will default but may be changed.

File Name: This is the name of the file that will contain the budget data. The default is “Bud-data.csv” but
may be changed. If no path is entered, the file will be stored in the Budget folder.

After questions have been entered, select “Build File” or “Close” to exit without executing. A
confirmation message will display once the file is built. To import the file, usually just double-
clicking the file will open it in a spreadsheet. The format of this file is “csv”.
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Budget Preparation

The main purpose of the Budget Preparation program is to enter or edit a table of “proposed” budget amounts.
To help determine the proposed amounts the program can also store and print the current fiscal year's budget
amounts as well as the YTD Activity amounts. A worksheet can be printed for each Budget Preparation file for
review. Once the proposed budget amounts are approved the amounts can be moved back to the regular budget
accounts table so they don’t have to be entered manually.

Upon entering the program a “Select” screen will display allowing a Budget Preparation table# to be selected. If
no tables exist or table selection should be skipped, “Cancel” may be selected - otherwise a table is chosen from
the drop-down list, then click “Select”. The following screen will display:

Field Descriptions

-

[% Budget Preparation - O >
Select# Create RemoveBP Print Renumber Rename Move Amts  Main Menu  Help
9iF &t B ?
Line # | Account # | Dezcription YT Activity Cuarr Budgetl Frop Budget
000050 100-320000-000-000-0  Balance-General Fund 0.oo 1,052 684.00CF [N
000100 100-411100-000-000-0 T ares-General ME0 0.0o 0,00 0.0o
000150 100-411200-000-000-0 T axes-Supplemental Lewy E.235.59CH 300,000, 00CK 0.ao
000200  100-411400-000-000-0  Tares-Tort 16,035, 47CR 20,478, 00CH 0.ao
000250 100-411900-000-000-0 T ares - Judgements 0.0o 0.a0 0.00
000300 100-415000-000-000-0  Investment E armings B27 42CR 70,000, 00CH Q.00
000350 100-419900-000-000-0 OTHER LOCAL REVEMUE 12,850 80CH 10,000.00CK 0.0

| 000400  100-431100-000-000-0  State Support Pragram 4 583 E7F 93CR 4 034 216 00CR 0.0
000450 100-431200-000-000-0 TRAMSPORTATIOMN SUPPORT 0.oo 200,000.00CH 0.oo
000500 100-431800-000-000-0  Benefit Appartiannment 0.0o 556,019, 00CK 0.00
000550 100-431300-000-000-0  Other State Support 92.316.00CR £4.276.00CR 0.ao
000800 100-437000-000-000-0  Lottery Funds 90,343, 00CH 100,607, 00CH 0.ao
000E50  100-439000-000-000-0 OTHER STATE REVEMUE 0.a0 1.250.00CH 0.ao
000700 100-438000-000-000-0  Property Tax Replacement 14 622 51CR 20,477 00CR 0.0
Q00750 7100-445300-000-000-0  Federal Suppoart Revenue n.on n.on 000
000800 100-460000-000-000-0  Transfer In 0.an 0.an (qui}
000850
000soo ==TOTAL REVEMLIE 4,816,908 72CH £,429,007 00CR 0.ao
000850 100-512110-000-000-0 ELEMEMTARY TEACHERS-SALARY 300.00 0,00 0.00
001000 100-512110-101-000-0  Elementary Teacher-Salam 549,806.03 V26,000.00 Q.00
001080 100-512115-101-000-0  ELEMEMTARY AIDES-SALARY 2 598,31 2.550.00 0.00
001100 100-512115-101-010-0  Elementary Aides Salany-JOBS 776.56 0.an 0.0o
001150 100-512160-101-000-0 ELEMEMTARY-SUBSTITUTE TEACHERS f.287.59 9.000.00 0.0

|| Q01200  100-512200-000-000-0 ELEMEMTARY-BEMEFITS E0.00 0.an 0.0o

|

Ingert | Edit | Un/delete ‘ Detailz Calcuilate Save Cloge |
Bdgt Prep®: 01 - Bdgt Prep 01 Mo-Yr: 06-2022
Line # Each entry in a budget preparation file is identified by a unique line number. The line number

is generated automatically.

Account: The budget account number. NOTE: even totals, underlines, and heading lines must have
account numbers.

Description: Description of the budget account. This field is entered automatically from the Budget Acct
table and may not be changed.

Amt Col-1(YTD Activty):
The Budget Prep table allows three amounts to be stored on each line. What values are
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stored in the three amount columns will be determined by settings when running the “Create”
routine. Normally the first amount column will be the YTD Activity (the total activity for each
budget acct for a specified range of accounting periods so user can view how much was
actually spent or collected for each acct).

Amt Col-2 (Curr Budget):

The second amount column is normally the current budget amount (this is determined by
settings when running the “Create” routine). This displays the current budget amounts as a
reference while entering the proposed budget amounts.

Amt Col-3 (Prop Budget):

Create

Select #

Delete File

Insert

Edit

The third amount column is normally the proposed budget amount (this is determined by
settings when running the “Create” routine). This will normally start as a zero amount and the
user will enter the new proposed amounts. The current budget amounts can be copied
(moved) to this column if desired.

This command is used to create a new budget preparation table or optionally update a
Report Format table with new Budget Prep table accounts (that have been manually added
during the Budget Prep process). Normally to build a new Budget Prep table (with new YTD
activity, current budget amounts, and zero proposed amounts), select “Create From Report
Format” and enter the Budget Prep# to create, and the Report Format# to create from. The
amounts to be moved to the three amount columns, can be selected, although usually the
default values work best (YTD Activity, Curr Budgeted Amt, and Zero). If creating a new
Budget Prep table from an existing Budget Prep table, select “Create From Bdgt Prep” and
then enter the new Budget Prep#, and the existing Budget Prep# to copy from. If updating a
Report Format table with new budget accts, select “Copy New Accts to Report Format” (the
Budget Prep table must already be selected and displayed to perform this function), then
enter the Report Format# that is to be updated. After the proper selections have been made,
select “Create” to begin (or Cancel to close). If building a new Budget Prep table, and one
with the same number, already exists, the program will ask to confirm that it's ok to overwrite
it. If building a new table, the table will display upon completion of the operation. The table’s
name can be changed by selecting “Rename” (see below).

Select one of the existing Budget Prep tables, if any exist. This must be done before viewing,
modifying, or printing. If the table already exists, use this command to select it. Upon
choosing this command, the Budget Prep table can be selected from a drop-down list. After
selecting the table, click “Select” and the Budget Prep table will display.

If the Budget Prep table currently selected should be totally removed, use this command. A
message will display for confirmation before the table is actually deleted.

Once a Budget Prep table is selected, a new line can be inserted by using the “Insert’
command. Before clicking on ‘Insert’ make sure the cursor is on the line above where the
new line will be added. Upon clicking ‘Insert’, a screen will display allowing the values to be
entered for the new line (see above field definitions as well as field definitions described in
Report Formats). Note: if the new line is for a new budget acct, the account must already
have been added using the Budget Accounts program. After filling in the screen, select
“Save” to permanently add the line or Esc or “Cancel” to not add.

Once a Budget Prep table is selected, a line can be edited by using the “Edit” command.
Before clicking on ‘Edit’ make sure the cursor is on the line that is to be changed. Upon
clicking on ‘Edit’ the line’s contents will display in the middle of the screen for changes to be
made. Enter values as explained under “Budget Prep and Report Format Field Descriptions”.
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Un/Delete

Details

Calculate

Save

Close

Print

Save the changes to the line by clicking “Save”. Esc or Cancel command will cancel the edit.

Once a Budget Prep table is selected, a line can be deleted by using the “Un/Delete”
command. Before selecting this command make sure the cursor is on the line to be deleted.
This marks the line as deleted but it may be un-deleted by clicking on the command again.
Note: until the “Save” command is selected, the line is not permanently deleted.

While any of the amount columns may have “detail” for any amount, this command is
normally used for detail to the “proposed” amounts column. This is handy should some detail
be needed to explain the total. For example salary amounts may need to be itemized for
employees paid from a specific account. When the cursor is on the line and column where
the details should be added, select “Details” and enter as many lines of detail as needed.
The “Units” field can be used to indicate how many gallons or weeks or months the expense
is for (usually units is left as “1.00"). The system will total the detail lines and when “Save” is
clicked, the total will be inserted as the column amount.

As amounts are entered in the “amount” columns (usually the “proposed” budget amount
column) the totals are not changed. To re-calculate the totals click on this command. Note:
totals are also calculated when saving.

Once all entries/changes are made, select this command to save all entries/changes.

This command will exit the program. However if changes have not been saved a message
will display asking whether changes should be saved. If changes should be saved, click
‘Yes’, otherwise click “No”.

Two options are available.... Report and Screen. ‘Screen’ will print the contents of the screen
while ‘Report’ prints a Budget Preparation Report. When selecting “Report” the following
screen appears:
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&5 Print Budget Preparation — O >

R epart Options

[ Print Line Mumberz
[ Print Detail Lines

In 13t Calumn Print: |YTD Activty j [ Underline for Zera
In 2nd Colurmn Print: | Curr Budget j [ Underline for Zera
In 3rd Column Print; |P":'F' Budget j [ Underline for Zera

Beqg Line #: 000001

End Line # |779333

Printer:

|HP Laserlet 1200 Series PCL 5 |

Font: Size :
|.-5'-.rial ﬂ |E= ﬂ Frint
Elrlente!tu:un: [ Print to Screen

Portrait :" Set [ Print to cav file Close
Traw:

|.-'1'-.ut|:|mati|:a||_l,l Select j [

Answer the following questions:

Report Options: ~ “Print Control Codes” option will include the “control” values (codes for Print, Lines, Desc
Only, etc). This is allows viewing the codes that determine the format of the report. “Print
Line Numbers” option will include the line number attached to each line. “Print Detail
Lines” will include any “detail” that was entered to explain the total amount on the report. If
printing just a Budget Preparation Report, these three options will usually be left unchecked.

1st, 2nd, 3rd Column Print:

Since the Budget Prep table contains three amount columns, the program needs to know
which amount columns should print and in what order. By default the current and proposed
amounts are selected for columns one and two but these may be changed to also include the
Ytd activity amount in whatever column desired.

1st, 2nd, 3rd Underline for Zero:

Check any or all of the three boxes to print an underline for a zero amount. This is often used
for the proposed budget column amounts, so the amounts can be manually written on the
report, when it is zero.

Beg/End Line #:  If only a portion of the Budget Prep table is to be printed, enter a beg/end line#. Leave the
defaults (000001 and 999999) to include all lines.

Printer: The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.
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Font:

Size:

Orientation:

Set:

Print to Screen:

Print to csv File:

Renumber

Rename

Move Amts

The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

The default or last used orientation selected. This can be either Portrait (8 1/2 X 11) or
Landscape (11 X 8 1/2). Select from a drop-down list or by pressing P or L.

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

If the report should be displayed on the screen instead of printed to a printer, check this box.
Note: if including line numbers or control codes this option is not available.

If the report should be written to a file, check this box. The file is a ‘comma-separated-value’
(csv) formatted file, so it can be imported by most spreadsheet programs. Upon selecting
“Print” (when this box is checked) a screen will appear which allows the path and filename to
be entered. For example entering “BudPrep.csv” would store the report in the Budget folder.
Entering “\DOCS\BudPrep.csv’ would store the report in the DOCS folder. Previously
entered path/name values can be viewed by selecting the down-arrow at the end of the field.

After all questions are answered, select “Print” to send the job to the printer. To exit the print
screen, select “Close”. If sending the print to the screen and the screen fills, press Page
Down or use the scroll-bar to view the rest of the screen (X to exit the screen).

This routine renumbers the line numbers. This is needed since line numbers are initially
numbered by 50 and when inserting, all available lines may be used. Renumbering will
increment the numbers by 50 again.

This routine allows the Budget Prep table to be renamed. A generic table name is initially
assigned when the table is created. This routine allows the name to be changed, if desired.
For example the name “Bdgt Prep: 2018-2019” might be more meaningful than the default
name. The column headings can also be changed to more descriptive names, if desired. The
default values are “YTD Activity”, “Curr Budget”’, and Prop Budget’. For example instead of
“Prop Budget”, the heading “FY:2019-20" may be more meaningful, so it is apparent what
fiscal year’s budget is being entered.

This routine allows “move”ing (or copying) amounts either to or from the Budget Prep table,
to or from other tables.

Option #1 is the most commonly used routine and is used to move an amount column
(usually the proposed budget amount column in the displayed Budget Prep table) to the
Budget Accounts table. When using this option the only field applicable is the “Moving From
Column”. The screen will initially display this as “Prop Budget” (or whatever name it has been
given) but can be changed to another column. This means the proposed budget amounts (or
any other column selected) is to be moved to the Budget Accounts budgeted amounts.

Option #2 is also used to move an amount column (usually the proposed budget amount
column in the displayed Budget Prep table) to the Budget Accounts table. The difference
between the old and new budgeted amounts is moved to the Budget Adj amount field in
Budget Accounts. When using this option the only field applicable is the “Moving From
Column”. The screen will normally display “Prop Budget’ (or whatever name it has been
given) but can be changed to another column.

Option #3 is used to move the amounts in a column of the displayed Budget Prep table to
another column in the same table. For example the Curr Budget amounts can be copied to
the Prop Budget amounts. When using this option the only applicable fields are “Moving
From Column” and “Moving To Column”. Select which columns to move from and to.
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Option #4 is used to move a column amount in the displayed Budget Prep table to a column
in another Budget Prep table. For example the proposed budget column can be moved from
one table to another. When using this option the applicable fields are “Moving From Bdgt
Prep#’, “Moving From Column”, “Moving To Bdgt Prep#’, and “Moving To Column”. Select
which table and column is to be moved (copied) and which table and column it is to be
moved to.

Option #5 is used to move zeros to a column in the currently loaded Budget Prep table. For
example zeros can be moved to the proposed budget column in the currently loaded Budget
Prep table. When using this option the applicable fields are “Moving To Bdgt Prep#’ and
“Moving To Column”. Select which table and column zeros should be moved to.

Option #6 is used to move the budgeted amounts from the Budget Accounts table to a
column in a Budget Prep table. When using this option the applicable fields would be the
“Moving To Bdgt Prep#” and “Moving To Column”. Select which budget prep table# and
column the budgeted amounts will be moved to.

Option #7 is used to move the YTD Activity amounts to a column in a budget prep table. For
example, this can be used to update the YTD Activity column, since it may have been days
or weeks since the original YTD Activity amounts were put into the Budget Prep table. When
using this option the applicable fields would be the “Moving To Bdgt Prep#’, “Moving To
Column” and the “Beg/End Mo-Yrs”. Select which budget prep table# and column the new
activity amounts are to be moved to (normally YTD Activity) and what range of accounting
periods should be used to determine the YTD Activity amounts. Once the option number and
the necessary options and values have been chosen, the “Move” command would be

selected (or “Close” to exit without executing).

Main Menu This routine exits the program. However if changes have not been saved the program will
ask whether or not changes should be saved. If “Yes” is selected, the program will perform a
“Save” - if “No” then the program is closed without performing a save.
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Recurring Detail/AP

This table allows recurring records that can be moved to Detail Records or Accounts Payable to be managed.
This is useful if there are regularly recurring transactions (ex: loan payments). The options on this screen are the
same as those found under Detail Records except for the “Transfer’” command. Therefore for info on how to
post, edit, delete, print, lookup, or total records see the “Detail Records” section of this manual. After choosing
this program the following screen will display:

&% Recurring Detail/AP Records — O x

Post Edit Delete Print History Loockup Total Transfer Main Menu  Help

B Y99 ® &2 H?2 ¥4
PO #: Deszcription:

AmaLint; | | LR J

Yendaor:

|
|
Account #: | |
|
|

Contra-fcct: |
Dept Code:

Imvaoice #: |

Type: Check :‘ Fieference ft: Bank Code; l_ Session Total 0.00
Date: | Tatal 0.00

Aoct #: | Aot Desc: |

Yend Name:l Wend $#:

Mo-Y¥r: 06-2022

Command Line
A ‘recurring’ record can be brought to the screen by vendor name/number or budget account number/name.
After the initial record has been brought to the display, scrolling (Up/Down Arrow) will bring up subsequent
records in the same order. For example, if the first record is brought up by vendor name, scrolling will bring up
the next detail record in alphabetical order by vendor name.

Add/Edit/Del/Print/History/Lookup

These routines are the same in operation as those found in “Detail Records”. See the ‘Detail
Records’ section for instruction on how to perform these functions.

Transfer This routine allows recurring records to be moved to either the AP or Detail Records table.
Select “Accts Payable” or “Detail Records” to tell the program which table the recurring
entries will be moved to. Next, enter a beg/end refr#, if entries being moved should fall within
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Main Menu

82 Budget Manager

a range of reference numbers. Next, select the “Type” of entry to be moved, among “All”,
“Check”, “Receipt”, “Electronic”, “Adjustment”, or “Work Order”. Next, select whether or not to
move “Zero Amts” - or skip zero amount records. Next, select the date to be used when the
records are posted. When ready to begin moving the records, select “Transfer” to begin, or
“Close” to exit without executing.

Returns to Main Menu. This is the same as pressing Esc or “X” to close the screen. This
selection is not valid while posting.



Change Bank Code

The purpose of this program is to change the bank code stored in the Budget Accounts, Detail Records, and
Accts Payable files. The bank code is used primarily for reconciling bank accounts and tables are sometimes not
initially set up properly, if Reconciling is not initially used. Later if Reconciling is used, the bank codes may need
to be changed not only in the Budget Acct file but in Detail and Accts Pay records. This means hundreds of
records may need to be changed so changing them manually may not be realistic. Therefore this program can
change the bank codes automatically. Upon selecting this command (found under “Other Routines) the following
screen will display:

£} Change Bank Co.. — O x

0ld B ank Code: Il_
Mew Bank, Code; I_

Tables to Change
[ Budget Accounts

[ Accounts Papable

[ Detal Records

[ Recuring Detail

Account Bange

Beq Acct # |DDD-DDDDDD-DDD-DDD-D
End Acct #: |ZZZZEZZEEZ

Change Code | Cancel

Answer the following questions:
Old Bank Code: Enter the bank code that is currently on the accounts in the range entered below.

New Bank Code: Enter the new bank code you want on the accounts entered in the below range.

File to change: Check the boxes next to those files to be changed. Normally all three boxes will be checked.

Beg/End Acct#: Enter the range of account#s to be changed.These values are important in that normally only
a range of accounts would be changed for a given bank code.

After values have been entered, select “Change Code” or “Cancel” to exit without executing.
A confirmation message will display once the change is completed.
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Transfer Payroll Totals

The purpose of this program is to merge Payroll totals created from an “external” Payroll program into Budget
Detail Records (and optionally Accts Payable files). Before using this program, the Payroll totals must have been
exported from the “external” Payroll program. The totals that print on the export report are the totals that will be
posted (transferred) using this program. Care should be taken not to run this program twice or the totals will be
duplicated. This program is accessed by first selecting “Other Functions”. Then upon selecting “Transfer Payroll
Totals” the following screen displays:

&5 Payroll Auto Transfer (from text file) — O x

Last Payrall Transfer: 0000/ 00

Input Path/Filenanme: |F'HT':'t‘E"|S't"‘t

Frinter:

|HP Laserlet 1200 Series PCL 5 ~|
Font: Size:
|rial EIREDEY
Orientation:

|F'|:|rtrait - Set

Traw:

|.¢.utu:-matiu:all_l,l Select j B

................................

Transfer § Cancel

.................................

Answer the following questions:
Last Payroll Transfer:

Make sure that the last payroll transfer date is correct. This date is used to prevent
accidentally transferring twice in one day. For example if today’s date displays then the
transfer may have already been completed. Normally this will be the last payroll date.

Input Path/File Name:
Make sure the filename matches the filename that the “external” payroll program created.

Printer: The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

Font: The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

Size: The default or last used font size will initially display but the drop-down arrow can be selected

to choose any other font size desired.

Orientation: The report can be printed either in Portrait or Landscape mode. Change the selection by
selecting from a drop-down list or by pressing P or L.
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Set:

When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

After questions have been entered, select “Transfer” to begin or “Cancel” to exit without
executing. Once the Transfer is selected the program compares the dates in the payroll file
being transferred with the date of last transfer stored in Budget. If the dates are the same the
program will issue the warning “Payroll for this date has already been transferred.
Continue?” If no duplicate records will be posted by proceeding, then “Yes” should be
selected - otherwise “No” should be selected to stop the transfer. If any account#s, vendori#s,
or dept#s are found to be invalid the message “Correct Invalid Data and Re-try Transfer”
will display and a report prints showing the errors. Go back to the “external” Payroll program
and fix the invalid account#s, dept#s, or vendor#s. Once a successful transfer is run a
message will display confirming the completion of the process and a report will print showing
what was posted.
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Transfer Receipt Totals

The purpose of this program is to merge Receipt totals created from an “external” Receipting program into
Budget Detail Records (and optionally Accts Payable files). Before using this program, the Receipt totals must
have been exported from the “external” Receipting program. The totals that print on the export report are the
totals that will be posted (transferred) using this program. Care should be taken not to run this program twice or
the totals will be duplicated. This program is accessed by first selecting “Other Functions”. Then selecting
“Transfer Receipt Totals”. The following screen displays:

&5 Receipt Auto-Transfer (from text file) — O *

Last Receipt Transfer: |I:”]"":":'-"":":I

|nput Path/Filename: |F=E':Ei|:'t3't":t

Frinter:

|HP LaserJet 1200 Series PCL 5 |
Fant: Sizer
|rial RARERNE]
Qrientation:

Paortrait - Set

Tray:
|.-’-‘-.utn:nmatin::all_l,l Select ﬂ [

Cancel

Answer the following questions:
Last Receipt Transfer:

Make sure that the last receipt transfer date is correct. This date is used to prevent
accidentally transferring twice in one day. For example if today’s date displays then the
transfer may have already been completed. Normally this will be the last receipt date.

Input Path/File Name:
Make sure the filename matches the filename that the “external” receipting program created.

Printer: The default or last used printer will initially display but the drop-down arrow can be
selected to choose any other printers set up under Windows Printers/Faxes.

Font: The default or last used font will initially display but the drop-down arrow can be
selected to choose any other displayed font.

Size: The default or last used font size will initially display but the drop-down arrow can be
selected to choose any other font size desired.

Orientation: The report can be printed either in Portrait or Landscape mode. Change the
selection by selecting from a drop-down list or by pressing P or L.
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Set: When a report is printed, the printer settings (name, font, size, or orientation) are saved
automatically. Use this command to save the printer settings without printing.

After questions have been entered, select “Transfer” to begin or “Cancel” to exit without transferring. Once
the Transfer is selected the program compares the dates in the receipt file being transferred with the date of
last transfer stored in Budget. If the dates are the same the program will issue the warning “Receipts for this
date have already been transferred. Continue?” If no duplicate records will be posted by proceeding, then
“Yes” should be selected - otherwise “No” should be selected to stop the transfer. If any account#s,
vendor#s, or dept#s are found to be invalid the message “Correct Invalid Data and Re-try Transfer” will
display and a report prints showing the errors. Go back to the “external” Receipting program and fix the
invalid account#s, dept#s, or vendor#s. Once a successful transfer is run a message will display confirming
the completion of the process and a report will print showing what was posted.
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Year End

The purpose of this program is to close-out (delete) Detail Records from a prior fiscal year once the records are
no longer needed (it is important to understand that several fiscal years can be left open at the same time
so there should be no hurry in closing out - just proceed into the next fiscal year without doing
anything). Since Detail Records are used to compute YTD Balances, this program also re-calculates the ‘Beg
Balance’ on Balance Sheet accounts (such as Cash or Accounts Payable Accounts). If new budget accts have
been added in the past year, it is important that they have the correct type code (Expense, Revenue, Bal Sht)
since having the wrong type code will cause an acct that should zero-out not to and one that should not zero-out
to. It is important that a current backup be on hand should the records need to be restored. Optionally
Budget tables could be copied to another database, using Manage Database - Copy Database, to provide
access to the old fiscal year any time desired. Upon selecting “Year-End” the following screen displays:

£ Year-End Closing

Before closing the year:
1. Make a BACKUF of Budget.
2. Print all vear-end reports.
3. Make sure evenything is in balance.
4 Make sure no one else is in Budget.

[v Close Yendor Amts

[~ Store W'TD activity az new budget amts

[v Print the clozing repaort

Fizcal Mo-Yr range to cloze:

Beg Mo-vT: e
End Mosyr |052018

Calendar Mo-¥r range to cloze [for vendors only]:

Beg Mo-vT: 1-2013
v
End Mosyr |052018

Printer:

|HP LaserJet 1200 Series PCL 5 |
Fant: Size:

|rial RARERREY
Orientatiomn:

Partrait - Set
Traw:

|.-’-'-.utu::matiu:all_l,l Select ﬂ [ Double Sided

E =it |

| bt

Cloze Year

Answer the foIIowingGue?tions:
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Close Vendor Amts:

Check this box if the Vendor Amts (Calendar YTD and Fiscal Amts) should be updated.
Closing the vendor amounts means the “-1 Fiscal Yr amount” is rolled to “-2 Fiscal Yr”, the
activity amounts for fiscal year being closed are moved to “-1 Fiscal Yr” and the “Calendar
YTD” Amounts is updated with the activity amounts for the mo-yr periods entered below. It is
recommended that this box be checked.

Store YTD activity as new budget amts:

Check this box if the YTD activity amount for each budget account for the fiscal year being
closed should be moved to the “Budgeted Amt” (stored on each Budget acct screen). This is
handy if you want to use the YTD Activity as the new amount budgeted although this is not
normally done.

Print the closing report:

Since the program changes “Beg Balances” field on the budget acct screens, it is
recommended that there be a printed record of how the balances are changed. Checking this
box will print a list of closed account balances (old balance and new balance). Having this list
printed is also confirmation that the close was done. Therefore it is recommended that this
box be checked.

Beg/End Fiscal Mo-Yr Range to Close:

The accounting mo-yr periods to be closed. Normally this will be the first and last mo-yr of a
fiscal year (ex: 07-2017 and 06-2018). These entries are extremely important - incorrect
entries can result in the wrong year being closed. The program will search through detail
records to find the oldest fiscal year and will fill in the Mo-Yr range accordingly. In some
cases the range filled in could be incorrect so change the Mo-Yr range if necessary.

Beg/End Calendar Mo-Yr Range to Close:

If the “Close Vendor Amts” box above has been checked, the system needs to know which
months of activity to add together to update the vendor's Calendar YTD Amt (stored on the
vendor screen). The Calendar YTD Amt's only purpose (other than information) is to
potentially be used for printing 1099’s. If closing out the most recent fiscal year and the first
six months of the calendar year will be deleted, then enter a range of mo-yrs for the first six
months and the vendor Calendar YTD Amt will store the total for the first six months which
can later be used to be included on the 1099 forms. If closing a fiscal year that does not
include the current calendar year then enter a range for the entire calendar year. Examples:
closing out fiscal year 07/2018-06/2019 in Sept 2019. Since detail records for Jan 2018 thru
June 2019 will be deleted, and since they might potentially be needed for 1099s printed in
December 2019, the mo-yr's should be entered 01-2019 and 06-2019 as the beg/end values.
If closing out fiscal year 07/2017-06/2018 in Sept 2019 the detail records being removed will
have no impact on the 1099s printed in Dec 2019 (since the program still has all the current
calendar detail records needed for 1099 amts). Therefore enter 01-2018 and 12-2018 which
will store the entire calendar year’s purchases for the vendor's Calendar YTD Amt. This
amount will then be an “information-only” field.

Printer: The default or last used printer will initially display but the drop-down arrow can be selected
to choose any other printers set up under Windows Printers/Faxes.

Font: The default or last used font will initially display but the drop-down arrow can be selected to
choose any other displayed font.

Size: The default or last used font size will initially display but the drop-down arrow can be selected
to choose any other font size desired.

Orientation: The report can be printed in either Portrait or Landscape mode. Change the selection by
selecting from a drop-down list or by pressing P or L.

Set: When a report is printed, the printer settings (name, font, size, or orientation) are saved

automatically. Use this command to save the printer settings without printing.
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After values have been entered, select “Close Year” or “Exit” to exit without closing. Once the “Year-End” is
started, a message displays that confirms the close is in progress. When the close is finished a completion
confirmation message will display. If a “Closing” report has been selected then a report will print showing each

account’s “old” and “new” balances.
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Manage Database

(Postgres version only)

These functions are used to manage a database, such as creating tables, copying a database, removing a
database, exporting data, and importing data. The following screen will display:

&5 Manage Database — O *
Export Data lmport Data  Create Tables Copy Db Remove Db Main Menu

Import Data

Create Tables

Copy Database

Remove Database

Exit

Export Data

This function “exports” a data table to a “.csv” file. The “.csv” file can then be imported to another database, or to
the save database it was exported from (a backup/restore). It can also be opened using a spreadsheet. The
following screen will display:
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£ Export Data to csv file — O x

Export data in the selected database table(s) to csv file(s)

Caution: This will overwrite any existing csv file(s)
with the same name(s)

Exported files will be named according to the data they contain. You
may enter an optional file prefix to be part of the filename. If the
path is left blank, csv files will be written to the folder where the

| setup file for this database is located, The path is required if
exporting as superuser,

Export as superuser - is much faster, but will only write files an the
| file system where the database server is running. Export file path
| must be absolute and located on the server.

{ Chedk box to export table:

' [v Options [v Recurring Detail
| v Accounts [v Accts Payable

| Iv Vendors [v Purchase Orders
: [v Dept Codes [w Bank Recondle

| [+ 'Ship To' Codes [v Report Format

| ¥ Detail Records [w Bdgt Preparation

{ Export file path (optional, if not superuser):

i =

File prefix (optional):
|ZUZZU'5 10 [ Export as Superuser
Select all | UnSelect all |
Export | Close |

1
Table(s) to Export:

Check the box to the left of each table to be exported. Click “UnSelect all” to uncheck all
boxes. Click “Select all” to check all boxes. Only the tables that have this box checked will be
exported.

Export file path (optional, if not superuser):

The location where the tables will be exported. If exporting as superuser, this location must
be on the server where PostgreSQL is running. If this field is left blank, the tables will be
exported to the Budget folder. The “browse” button (at the right end of the field) can be
selected to graphically pick the folder (path) to export to.
File prefix (optional):
The prefix to prepend to the “.csv’ filename(s). This will default to today’'s date
(YYYYMMDD). This is a convenient way to keep track of when these files were created.
Export as Superuser:

If logged in as the PostgreSQL superuser (postgres), check this box. Exporting as the
superuser is faster than exporting as a “normal” user, but other than that, the only difference
is that the “Export path” must be on the server where PostgreSql is running.
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Select all: Check the box in front of all the table names. This selects all tables for exporting.

UnSelect all: Uncheck the box in front of all the table names. This un-selects all tables for exporting. In
other words, no tables will be exported.

When all questions have been answered, select “Export” to copy the selected table’s contents to a “.csv” file.
Close will close this window and return to the “Manage Database” screen.

Import Data
This function “imports” a “.csv” file to a data table. The following screen will display:

£5 Import Data — O >

Import data to the selected database table(s) from csv file(s)
Caution: This will delete any existing data in the selected table(s)

Import as superuser - is much faster, but will only read files on the file system where the database
server is running. Import file path must be absolute and located on the server,

Group Role: |B':|Elt|'"'|511' j [ Import as Superuser
| Chedk box to import table: csv filename and path

[v Options

[+ Accounts

[v Vendaors

[v 'Ship To' Codes

|
|
|
[+ DeptCodes |
|
|

[v Detail Records

|+ Recurring Detai |

[v Accts Payable |

[v Purchase Orders |

[+ Bank Recondle |

0] 8 0 7 e e

[v Rprt Frmt Mames |

W ReportFormat | B | al
[v Bdagt Prep Mames | E
[v Bdgt Preparation | E: [ Al
Bdat Prep Detail | =
Impart file path (optional): |C: \2Mwin'\PoBdat\BdgtPo 10. 4\DataFiles| ﬂ (=
File prefix (optional): | Display File Mames |
Select all | Unselect all |
Import Close |
Group Role: The group that should “own” the tables that are imported. If a Postgres user is a member of
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this group, they will have access to the imported tables
Import as Superuser:

If logged in as the PostgreSQL superuser (postgres), check this box. Importing as the
superuser is faster than importing as a “normal” user, but other than that, the only difference
is that the “Import path” must be on the server where PostgreSql is running. Note that some
tables have “dependencies” on other tables, and can be modified when the table they
“depend” upon is imported. For example, if the Accounts table is imported, and some of the
accounts that have been used in detail records do not exist in the imported table, any detail
records with now non-existent accounts will be removed.

Table(s) to Import:

Check the box to the left of each table to be imported. Click “UnSelect all” to uncheck all
boxes. Click “Select all” to check all boxes. Only the tables that have this box checked will be
imported. The “.csv” file path and filename may be entered directly, selected by clicking the
“browse” button to the right of the file path/name, or by entering the “Import file path” and the
“File prefix”, then click the “Display File Names” button to fill in the filename(s) automatically.

Import file path (optional, if not superuser):

The location from which the tables will be imported. If importing as superuser, this location
must be on the server where PostgreSQL is running. If this field is left blank, the tables will be
imported from the Budget folder. The “browse” button (at the right end of the field) can be
selected to graphically pick the folder (path) to import from.

File prefix (optional):

The prefix to prepend to the “.csv” filename(s). If a date prefix was used when the tables
were exported, enter the date here (usually YYYYMMDD).

Display File Names:

If the “Import file path” and “File prefix” have been entered, this selection will combine the two
and automatically enter the path and filename for all of the tables that are “checked”.

Select all: Check the box in front of all the table names. This selects all tables for importing.

UnSelect all: Uncheck the box in front of all the table names. This un-selects all tables for importing. In
other words, no tables will be imported.

When all questions have been answered, select “Import” to copy the selected table’s contents from a “.csv” file.
Close will close this window and return to the “Manage Database” screen.

Create Tables

This function create a data table, or a set of data tables so data can be inserted into them. No data can be stored
in a table until it has been created. The following screen will display:
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£} Create Tables — O x

Create empty tables in the database. This is usually used only one
time for a new installation. Options tables will be set to defaults.

Caution: This will delete any existing data

Creating the following tables will also delete dependent tables:
Accounts: deletes - Detail Rec, Payables, POs, Rprt Frmt, Bdgt Prep
Vendors: deletes - Detail Rec, Payables, POs

Dept Codes: deletes - Detail Rec, Payables, POs

Ship To Codes: deletes - POs

Chedk box to create table:

[v Dptions (will set defaults);
[v Accounts

[v Vendaors

[v DeptCodes

[v 'Ship Ta' Codes
[v Detail Records
[v Recurring Detail
[ Accts Payable
|v Purchase Orders
[v Bank Recondle
[+ Report Format
[v Bdagt Preparation

Group Role:
BdgtMstr |

Create | Close

Table(s) to Create:

Check the box to the left of each table to be created. Note that some tables are “dependent”
on other tables. For example, each line of a detail record contains an account number and a
vendor. If either of these two tables are created, all detail records will be removed, because
they can not contain a non-existent account number or vendor number.

Group Role: The group that should “own” the tables that are created. If a Postgres user is a member of
this group, they will have access to the tables

When all questions have been answered, select “Create” the selected table(s). Close will close this window and
return to the “Manage Database” screen.

Copy Database

This function copies a database, or a set of data tables. The database to be copied from, should already be
connected. This screen looks very similar to the Postgres login screen and will create a database to be copied
to. The following screen will display:
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£} Copy Database — O X
Create Mew Postgres Database
User: |L5”-"-'
Password: ||
Database Mame: |
Host Mame (fgdn): ||':":E'|h':'5t j
or Host Addr (IP): | j
Port #: 5432:"
Group Role: |B|:|gtl'~"ls1r ﬂ
Create/Connect
Status:
Cancel
User: Postgres user login name.
Password: Password for the above username.

Database Name: The name of the database that will be created and copied to.

Host Name: The name of the “host” (or server) where Postgres is running.

Host Addr: The host IP address can be entered here, if the “host name” is unknown.

Port #: The port on the “host” where Postgres is “listening” for connection requests.

Group Role: The group that should “own” the database that is created. If a Postgres user is a member of

this group, they will have access to the tables.

When these questions have been answered, select “Create/Connect” to create the database. When the new
database is created (and connected), the “Copy Database” button will be enabled. Select this button to make a
copy of the database. Cancel will close this window without creating and/or copying the database, and return to

the “Manage Database” screen.

Remove Database

This function copies a database, or a set of data tables. The database to be copied from, should already be
connected. This screen looks very similar to the Postgres login screen and will create a database to be copied

to. The following screen will display:
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£% Remove Database — O =

Warning
IIse with caution. This routine will completely remove the selected database
from the Postgres server. After the database has been removed you wil
not be able to access it again. (You cannot remove the database to which
you are currently connected.)

Database to be removed: hl

Remove | Exit |

Database to be removed:

Select the database to be removed from the drop down list. Note that the currently connected
database cannot be deleted.

When the database to be removed, has been selected, click “Remove” to delete the database. When the
database has been deleted, it will no longer be accessible and the data will be gone. Multiple databases can be
removed before leaving this window. Exit will close this window without removing a database, and return to the
“Manage Database” screen.
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Clear Registry

Many settings are stored in the registry on the workstation running the software. Things like printers, fonts, font
sizes, and orientation are stored in the registry. The position and size of some program forms (screens) are also
stored in the registry. This option will clear all registry items and set everything back to the defaults. When Clear

Registry is selected, the following warning screen will appear:

Warning

You are about to clear all printer, font, and form size settings to their
default settings. Only run this routine upon request of support
personnel, Continue?

Click “Yes” to clear the registry or “No” to not clear the registry and return to the main menu.
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Options

The purpose of the “Options” menu items is to enter setup information used by various programs. For example
the check and PO format along with print margins would normally not change, so the values can be stored and
changed if needed. Options are stored under several sub-menu choices as explained below:

General

following form will display:

The “General” Options screen contains information that is common to many programs. The

e

F L a2
=
|
4

Abbr M ame:

Pavroll DB Mame
Payrall-Fith

[w Bdgt & Pyrl Luze zame pawd

Group Role:
| Bdgthdztr

=]

[ Ligt Fundz and Bank Codes
[v Ligt Fonts Alphabetically

[ Azk Before Closing Budget
[~ Dizable Duplex/Print Tray

Printer dpi: u

Yendor | abel Format

N
Labels Do I@
Taop Margin - inches: IW
Left Margin - inches: m
Label Height - inches: m
Label Width - inches: | 0.00

Label Spacing - inches:| %00
[ Space fill alpha vendaor #s

Labels Acrozs:

&) General Options — O
Fiscal Periods [ Allow zero contra-acchs
Begin _ End [mot recommended) Save
1 m r [ Auto-fill accrual contra-acct
Cancel

Acctg Tepe
{* [Dual Entry [recommended]

" Single Entry

Prirt

Account Format
|ﬂ##-ﬂﬂﬁﬂﬁ#-ﬂﬂﬁ-ﬂﬂﬁ-ﬁ

Uzing '#' For digitz, hpe in acct format
a3 pou want it to appear. For separators
uze any desired char, ather than '#'

b aximum 22 digits, ¥ separators.

Fund Digits: 3

[ Zerafill acct # fram left

Uszer Type
* School

" Municipality
" Hzng Auth

[ Auto-add new accts to report format

.
10

Paszwords Fetype:

>

b azter: |

Read Only: |

Recur Detail: |

Purch Ordrs: |

Approve PO: |

Edit Detail: |

b anual Cla: |
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Fiscal Periods: Enter the month (1-12) the fiscal year begins, from a drop-down list. Since some funds may
begin on different months, up to 4 sets of months may be entered. When setting up fund
information the fiscal beg/end close-out period (1-4) for each fund may be specified. When
the beginning month is entered the ending month is automatically displayed.

Allow Zero Contra-Accounts:

When revenue, expense, and some liability accounts are set up, accrual and cash “contra”
accounts can be entered which defines the “offset” account. For example an expense
account might have an Accounts Payable “accrual” contra-account and a Cash in Bank
“cash” contra-account. Balance sheet accounts usually do not require a contra-account and
the same account number can be entered in all three “account” fields. (Checking this box is
not recommended.)

Auto Fill Accrual Contra-Acct:

If this box is checked, when adding a balance sheet account (in Budget Accounts), the
accrual contra-account be filled in automatically with the same account number as being

added.

Acctg Type: If all postings should be dual-entry (for every debit there is a credit) then check the “dual-
entry” option. If single-entry postings are allowed then select “Single Entry”. Dual-Entry” is
recommended.

Abbrev Name: The value in this field displays on the Main Menu and sub-menus. If more than one database
is being accessed (such as a prior year), this is helpful to identify which database is on the
screen.

Payroll DB Name: The name of the Payroll database. Some functions in Budget Manager require access to the
Payroll, such as renumbering vendors, or changing a budget account number that is used in
Payroll.

Bdgt & Pyrl use same pswd:

If the Payroll database has the same username and password as the Budget database,
check this box, so that the Budget program can automatically connect to the Payroll
database when needed.

List Funds and Bank Codes

Check this box if a list of funds and bank codes should be displayed. (These must be set up
in Options — Funds.) If this box is not checked, a box will allow a fund/bank code to be
entered.

List Fonts Alphabetically:

Check this box if font names should list alphabetically when choosing font names on report
print screens. Uncheck box if they should list in the order Windows stores them. Warning:
this setting should not be changed if the fonts names have already been set.

Ask Before Closing Budget

Check this box if you would like to be prompted before closing the Budget Manager program.
This is used so if the Esc key is accidentally pressed once more than was desired, the
Budget Manager program won’t automatically be closed, before asking.

Disable Duplex/Print Tray:

Budget Manager has a problem with the duplex/print tray selection routine with some
printers. If you are consistently getting an error when attempting to print, try checking this
box. The print error may go away. If not, please contact your support representative.

Printer dpi This value is used to manually set the printers dots per inch value. If left at zero, the value
will be selected automatically. This value should only be entered if the automatic dots per
inch selection is not working properly.

Vendor Label Format
Labels Across: This value is used by the label print routine found under Print under Vendors. If using 1-
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Labels Down:

Label Width:

Label Height:

Label Spacing:

Top Margin:

Left Margin:

across continuous labels choose ‘“1' from the drop-down list. If using a laser/inkjet printer
choose 2 or 3 from the list, depending on the label layout.

Enter the number of labels down on a page. If using one inch laser labels there will normally
be ten labels down the page, if so, enter 10.

The label width in inches. 1 wide labels are normally 3 or 3 1/2 inches wide so 3.0 or 3.5
would be entered. 2 wide labels are usually around 4 inches wide so 4.0 would be entered. 3
wide labels are normally around 2 1/2 inches wide so 2.5 or 2.6 would be entered.

This question defines the height of the label in inches. Most labels are 1 inch high so 1.0
would be entered. If using 1 1/2" labels then enter 1.5.

This question is applicable only if using 2 or 3-across labels. This relates to how much space
should be between each label in inches. In other words, after printing the maximum width on
a label this value will determine how much space to the right the program will go before
printing the next label. Test print some labels and adjust this setting as needed.

This question relates to how much margin in inches should be at the top of the labels. Sheets
of labels usually start the first label a few lines from the top of the page. Depending upon the
printer, the program may need to advance a half inch to hit the first row of labels correctly so
0.5 would be entered. Test print some labels and adjust this setting as needed.

This question relates to how much space should be on the left side of the label. Some sheets
of labels have the left edge of the left-most label a few spaces to the right of the left edge of
the sheet. The print may need to be moved to the right a few characters to compensate for
this. In other words if this value is set to 0 (zero) the labels may print too far to the left and
this value may need to be changed to 0.1 or 0.2 inches to move the printing to the right. Set
this value to 0.1 and then do some test printing for a few vendors to determine the correct
value.

LABEL NOTES for 2-across and 3-across labels:

Acct Format:

Fund Digits:

Zero Fill Left:

User Type:

Some inkjet/laserjet printers have only a maximum print width of 8 inches. For 3-across
labels that would mean the total of the left margin plus the label width times 3 plus the
label space times 2 should not exceed 8 inches. For 2-across labels that would mean that
the total of the left characters plus the label width times 2 plus the label space should not
exceed 8 inches. If when test printing, the vendor name and address is partially dropped on
the right side, the maximum print width has been exceeded and the above values will need to
be adjusted. In most cases a test printing will need to be done to determine the values that
will work for the brand of printer being used.

Entering “pound” symbols defines how many digits will be in the account number you will be
entering under Accounts. Also any characters like a dash or space defines the separator
character to be used. For example if user enters ###-#HHHH#-### means that the account
number will have twelve digits with a dash as a separator after the third and ninth digits.

In some cases part of the account number represents a ‘fund’ number. If so, enter the
number of digits that represents the fund number. This value is normally 2 or 3. Enter 0 if not
applicable.

Check this box if the account number is to be filled with zeros on the left side. For example if
the account number is nine digits and only eight digits are entered, a zero will be filled in on
the left side if this box is checked (ex: 100-51210 will be displayed as 010-051210). If this
box is not checked then the account number will be filled in on the right side (ex: 100-51210
will be displayed as 100-512100).

The software adapts some items to the type of organization using it. Select the option that
most closely defines your organization.

Auto-Add New Accts To Report Format:

If this box is checked, the program will open a Report Format table when adding a new
budget account so the new account may be inserted in the table. This is handy since new
accounts must be added into a Report Format table for the account to appear in a Financial
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Report. If this box is checked, the Open Report Format Only box below should also be
checked or the program will attempt to insert the new account automatically, which is not
recommended.

Open Report Format Only:

Default Table#:

Passwords:

Master:
Read-Only:

Recur Detail:
Purch Orders:
Edit Detail:

Applicable only if the above Auto-add box is checked. If this box is checked then when
adding a new budget account the program will open the report format screen automatically
but will not attempt to insert the new account automatically but will allow the account to be
inserted manually.

Applicable only if the above Auto-add box is checked. This value defines which Report
Format table# should open when opening the Report Format table. If there are multiple
Report Format tables, enter 00 which means there is no default. If there is only one Report
Format table (or only one “main” Format table) enter that number (ex: 01).

If a password is to be entered before allowing access to the program, enter a password in
one or more of the following categories. Note that the password has to be entered twice for
verification.

This password allows access to all functions... posting, editing, deleting, etc.

This password will only allow printing reports and viewing records but no posting, editing, or
deleting will be allowed.

This password only allows access to the Recurring Detalil file.
This password only allows access to Purchase Orders.
This password only allows access to edit Detail Records.

After questions have been answered select Save to permanently store the selections. Select Print to print the
screen contents to the default printer. Selecting Cancel will cause the program to not save the selections and
return the selections to their former values.

Reports

The “Report” Options screen allows storing information that is common to the Budget and Detail Ledger Reports.

The following screen will appear:
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{% Report Options — O >

Ercumbrance Beport Farmat: |Sleieis
[w Bdgt Bprt - Delete All Detail Auto-Entries

[ BdagtRprt - Print Blanks for Zero Bdgt Amts
-

Detail Ldgr/Histary - Skip Detail Entries if 12t and
2nd Contra-Accts are the zame

Detall Ldgr - Reference Mo, Order .
Detail Ldgr - Date Order |
Detall Ldgr - Combine Cka/Ropts on Cazh Accts ‘

Detail Ldgr - Include Inactive Sccts

Detail Ldar - Prok ta 2y - raw data
FPapables Lizt - Print Datesz
Fayables List - Print Refrit

10X 717171717

Print Save Cancel

Encumbrance Report Format:

When selecting the Encumbrance Report (when printing a Budget Report) there are two
formats available, selected from a drop-down list. The ‘Standard’ format and the ‘MTD
Activity’ formats are the same except the ‘MTD Activity’ format includes a column showing
the amount spent/collected for the current month whereas the “Standard” format does not
include this column.

Budget Report -Delete all Detail Auto-Entries:

A Budget Report can post a single-sided “auto-posting” entry to the Fund Balance account to
keep the Balance Sheet in balance. When this is done it is important that the existing “auto-
postings” be deleted before the report begins. However “auto-posting” entries can also be
created from other report format tables and those should not be deleted. In other words if
GENERAL FUND and another fund accounts are contained in separate report format tables,
the other fund auto-posting, should not be deleted just because the GENERAL FUND report
is being printed. Leaving this box unchecked tells the program to only delete auto-postings
that would be generated from the Budget Report that is being executed. Checking this box
tells the program to remove all auto-postings regardless of what Budget Report is being
generated. If the report format table does not generate an “auto-posting” then this question is
irrelevant.

Budget Rept - Print Blanks for Zero Bdgt Amts:

Many budget accounts may not have an amount budgeted. In this case it may be preferable
to not print a zero budget amount on a Budget Report as well as not print a balance
remaining or percentages. If so check this box. If zeroes are preferred then leave the box
unchecked.

Detail Ldgr/History - Skip Detail Entries if 1st and 2nd Contra-Accounts Same:

Many entries will have the same account as the 1st and 2nd contra-accounts. For example
when checks are written normally the 1st and 2nd contra-accounts will both be the Accounts
Payable account thereby just representing an off-setting zero value. If it is preferable to leave
both entries off the Detail Ledger Report, to reduce clutter, check this box.
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Detail Ldgr/History - Reference No Order:

When printing postings on the Detail Ledger Report the postings will normally print in the
sequence they were posted into the system. If you would prefer that the postings print in
reference number (check# or receipt#) order, check this box.

Detail Ldgr/History - Date Order:

When printing postings on the Detail Ledger Report the postings will normally print in the
sequence they were posted into the system. If you would prefer that the postings print in date
order, check this box.

Detail Ldgr/History - Combine Cks/Rcpts on Cash Accounts:

If printing in reference number order, it may be preferable to combine all entries with the
same reference number and print them as one amount. For example a check may have five
entries. Since each will print in detail on the expense or liability accounts, it may not be
necessary to also print each entry in detail on the Cash account. If you would like a
combined amount to print instead of detail, check this box.

Detail Ldgr - Include Inactive Accts:

Selecting this option causes any accounts that have not had activity during the specified mo-
yr range, to be excluded from the report. This can be changed on the Detail Ledger report
screen.

Detail Ldgr - Print to csv - raw data:

When printing to a csv file, selecting this option will cause the detail lines to be printed
without any formatting or totals. This is usually preferred when the data is to be formatted
with a spreadsheet. If this option is not selected, the csv file will be formatted similar to the
printed version of the report.

Bills Payable - Print Dates:

When printing the Bills Payable (Claims List) Report, this option will include the date of each
transaction on the report.

Bills Payable - Print Refr#:

When printing the Bills Payable (Claims List) Report, this options will include the reference
number of each transaction on the report.

After questions have been answered, select “Save” to permanently store the answers. “Print” will to print the
screen contents to the default printer. Selecting “Cancel” will cause the program to not save the values, and
return them to their former state.

Purchase Orders

The “Purchase Order” Options screen allows user to store information that is used by the Purchase Order
program. Enter the following:
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£ Purchase Order Options — O et

Auta PO Mumbering
Post PO's By Fund

PO Format: 9 - Std ID-Elank. #1

FO Print Order:| PO No. :"

PO hdhg top margin - inches:

™

-

[ Pnnt Dept Descrption

[ Delete PO's After xfer to AP
-

v

-

0.0
0.07
27
01
3.30

PO hdng left margin - inches: Repeat on Blank Fisld

FO body top margin - inches: Include Printed PO

Print 'Pay To' addr if ‘Order
From' &ddr iz Blank

Address for PO Format #9 [zign descs #4/6];
Beqg Fizzal Year:

PO Box 1234
| - End Fizzal Year:
|Some City, |daha 12345

Phone: 206-555-1212

Print Save | Cancel |

PO body left margin - inches:

dalslals

PO footer top margin - inches:

PO Format: The format to use when printing the purchase orders. Formats 1-3 and 7 use a pre-printed
form while 4-6 and 8-9 use plain 8 1/2 X 11 paper. Your installer will assist with the value to
enter.

Print Order: Select from the drop-down list which order purchase order lists and forms will print in.

Choices are “PO No” and “Vendor No”. ‘PO No’ is the most common choice.
PO Hndg Top Margin — inches:
This is the number of inches in the top margin of the PO form (amount of space the paper will

advance before printing the heading). Fractions of inches are allowed. The setting will vary
depending upon the PO format being used. See below for recommended settings.

PO Hndg Left Margin — inches:

This is the number of inches in the left margin for the heading area of the PO form. Fractions
of inches are allowed. The setting will vary depending upon the PO format being used. See
below for recommended settings.

PO Body Top Margin — inches:
This is the number of inches in the top margin of the PO form body (amount of space the
from the top of the paper to the body area... body area being where the line items begin

printing). Fractions of inches are allowed. The setting will vary depending upon the PO
format being used. See below for recommended settings.

PO Body Left Margin — inches:

This is the number of inches in the left margin for the body area of the PO form. Fractions of
inches are allowed. The setting will vary depending upon the PO format being used. See
below for recommended settings.

PO Footer Top Margin — inches:

This is the number of inches in the top margin of the PO footer (amount of space the from
the top of the paper to the footer... footer being the “total” of the PO plus anything below it).
ons of inches are allowed. The setting will vary depending upon the PO format being used.

Budget Manager 105



See below for recommended settings.
Recommended Settings:
Note: these are estimates and may need to be altered depending upon font used and model of printer.

Format#: Top Hdg LeftHdg Top Body LeftBody Top Footer
1,2,&7 1.1 0.1 3.45 0.0 9.45
3 0.5 0.1 3.45 0.0 8.70
4 &6 0.2 0.2 3.90 0.3 8.75
5 0.2 0.2 5.40 0.3 10.00
8 0.36 0.1 5.10 0.1 9.80
9 0.0 0.1 2.80 0.2 9.20
10 0.2 0.2 2.90 0.3 8.10

Address for PO Format #9:

PO format #9 prints a company billing address which could be different than the company
ship-to address. If using format #9, up to three address lines may be entered.

Auto PO# Numbering:

Checking this box allows the system to automatically number the purchase orders. Under
Options-Funds each fund may have a separate PO number sequence. If a fund has zero for
its PO number, the system will look at the previous fund for a PO number. At least the first
fund in the set up screen must have a PO number if this option is enabled.

Post POs by Fund:

If all lines on a PO should be to a single fund and the program should prevent mixing funds
on a single PO, check this box. When entering the PO program the system will ask for a fund
number. All budget accounts on all lines must match that fund. Leave this box unchecked if
POs will have a mixture of funds or if verification that all budget accts on a PO belong to a
single fund is not desired.

Print Dept Description:

Some of the purchase order formats have the option to print the department description on
the purchase order. If dept name should be printed on the PO, check this box. Normally this
box will remain unchecked.

Delete POs After Xfer to AP:

When using the AP Transfer routine there is the option of deleting the PO as it is moved to
AP. This question allows setting up a default value so the question will normally be answered
correctly when running the program. Check this box if POs should be deleted.

Repeat on Blank Field:

Since the PO screen allows multiple lines there may be a need to repeat information from
one line to the next. The program will repeat by pressing F4. If the program should repeat
just by not entering a value then check this box. This would mean that the invoice# would
repeat from the previous line just by leaving it blank.

Include Printed POs:

When printing PO Forms and Lists, POs that have already been printed are not included
unless this box “Include Printed” is checked. If this box should be checked automatically
upon opening the PO Print screen, check this box.

Print ‘Pay to’ Addr if ‘Order From’ Addr is Blank:

Some PO formats print the vendor’s ‘Order From’ address on the PO form. When this box is
checked the program will instead use the ‘Pay to’ address when the ‘Order From’ address on
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the vendor screen is blank.
Beg/End Fiscal Years:

Some of the PO formats print the beginning and ending fiscal year. If one of these formats is
used, this information must be entered, if not, leave these two fields blank.

After questions have been answered, select “Save” to permanently save the values. Select “Print” to print the
screen contents to the default printer. Selecting “Cancel” will cause the program to not save the values and
return them former settings.

Accounts Payable

The “Accts Payable” Options screen allows storing information that is used by the Accts Payable program. The

&5 Accts Payable Options — O >

Print Pozitions Ophions
Frint
. Prirt Desc: on Chk Stub: |Y - Blways ﬂ
ate:

e [ 500
smount (g} | 15 | 620 Fiscal'vear |

Amtwiitter: | 119 ] 025 v Use Auto Ck Mumbering
[vw Auto Ching Contra-dect on Edit
Namedsddr: | 1-30 | 110
[~ Mame Only: | 0.00 [ 0.00 [ Check For Duplicate [rvc's
[~ FundMame: | 0.00 | 000 Drefault Bank Code: |1_
[~ Fizgcal¥ear: | 0.00 | 0.00 [ Sub-Total Printed List
[ Check #: 000 [ oo [ Repeat on Blank Field
[~ Signature: | 0.00 | 0.00 Default End Print Date: | 33/33/33 M
Shib 1 370 020
Stub 2 7.0
Check Signature File [.brmp); S ave | Cancel |

[ Encloze signature in a box

[Frint pozitions are in inches) M

following screen will display:

Print Positions: The print positions are in inches (and hundredths of inches) and are measured from where
the printer starts printing on the top, left of the page, to where each item should be printed. If
an item has a checkbox, check it to print the item on the check. Uncheck it to not print the
item on the check.

Date: The date the check is printed.

Amount ($): The amount as a series of numbers, such as “$143.34".

Amt Written: The amount written out, such as “*One Hundred Forty Three Dollars and *34* Cents”.
Name/Addr: The name and address of the vendor.

Name Only: Print just the name of the vendor.

Fund Name: Print the fund name on the check.
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Fiscal Year: Print the fiscal year on the check.

Check #: Print the check number on the check. (The check number is usually pre printed.)
Signature: Print an “electronic” signature on the check.

Stub 1: Where to start printing the first check stub.

Stub 2: Where to start printing the second check stub.

Check Signature File (.bmp):

The path and file that contain the “electronic” signature to be printed on the check. This
image file must be in “bitmap” (.bmp) format.

Enclose signature in a box:
Check this to print a box around the “electronic” signature.
Print Desc on Ck Stub:

This field controls the format of the information printed on the check stub. If “Y”, the stub will
contain all information about a purchase no matter how many lines on the stub (a
continuation check will print if necessary). “N” is an abbreviated format that will print only the
invoice no. and amount for each purchase thereby allowing more items to be printed on a
single check without a continuation check. “B” will print all information unless there are more
than 22 entries in which case it will revert automatically to the abbreviated version.

Fiscal Year: All check formats print the fiscal year if entered (ex: 2019-20). If you do not want to print the
fiscal year (or where it prints over something else on the check) then leave this field blank.

Use Auto Ck Numbering:

Checking this box allows the program to track the next check number to print. Each fund may
have a separate check number sequence. If the fund that the checks are being written on
has an entry in the “Fund” Options screen, the corresponding check number will be used. If
the check number is zeroes, the program will look at the previous fund in the list for a check
number. If this option is enabled, at least the first fund in the list must have a check number
associated with it.

Auto Change Contra-Acct on Edit:

When posting AP entries the program automatically displays the “contra-account” (if using
dual-entry accounting). If the contra-acct should be automatically updated if the account
number is changed during an edit, then check this box. If the contra-acct should not change
automatically when the account number is changed, uncheck this box.

Check for Duplicate Invc’s:

If an invoice already exists in detail records for this vendor, a warning will display, if this box
is checked.

Default Bank Code:

Checks and registers are printed by bank code. If there is only one bank, then all checks will
have the same bank code. This value will be displayed automatically as the default bank
code.

Subtotal Print List: Check this box if a subtotal should print on the AP List after each vendor. This is used to see
the total amount of each vendor check before printing checks.

Repeat on Blank Field:

Since the AP screen allows multiple lines, there may be a need to repeat information from
one line to the next. The program will repeat by pressing F4. If the program should repeat
just by not entering a value then check this box. This would mean that the invoice# would
repeat from the previous line just by leaving it blank. It is recommended this box not be
checked and just press F4 when a repeat is needed.
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After questions have been answered, select “Save” to permanently store the answers. Select “Print” to print the
screen contents to the default printer. Selecting “Cancel” will cause the program to not save the questions and
return the questions to their former values.

Direct Pay

The “Direct Pay’ Options are used to enter the information for sending payments to vendors electronically. The
following screen will display:

Direct-Pay Options - O *
y P

Bank: Hern=AN

[v Use CRJLF

[~ Use Blocking

[ Create Debit Entry
[v Use blank as EIN {or DFI) Prefix
[ Indude TIN in Transmittal

Bank Code: ,1_ ,_ ,_ ,_
Account Name: JIDAHO SCHOOL 999 | | |

Federal EIN: 069123456 prafic|t 000000000 prefiecft prefix: | Prefix:|
Routing#: 123456730

Bank Accounts: |1202938450292

ACH ID#: 123456780

DFI ID#:

Imm Dest Mame: |LOCAL BANK | | |

mm Origin Name: |IDAHO SCHOOL 999 | | |
Reference Code:

File Path: | | | |

File Name: |.~'-\ch Lixt | | |

Spedal File Headers (if needed)

File Header Line 1: | Save | Cancel | Print

File Header Line 2: |

The direct-deposit options screen is used to specify information about the school and the financial
institution handling the direct-deposits. These options can vary considerably from one financial
institution to another. There are two sets of options, one for paychecks and the other for direct-deposit
of deduction and/or benefit amounts (such as HSA funds).

Most financial institutions require that new employees, or those just starting direct-deposit, be set in as
a “pre-note” at least 10 days before the actual direct-deposit is to be made. This allows time to check
the routing and account numbers for validity, and check that the account name matches the
employee's name.

Bank Select the financial institution that will be used for direct-deposit. If your financial
institution isn't listed, select “Other”.

Include Pre-Notes in Transfer

If the financial institution that you are using for direct-deposit, allows pre-notes to be
included with the regular transmittal, check this box. Most financial institutions
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require pre-notes to be sent in a separate file.

Use CR/LF Add a “Carriage Return” (CR) and “Line Feed” (LF) (terms carried over from the old
teletype days) at the end of each line of text in the file. Most financial institutions
require a CR/LF to be inserted at the end of each line. Some do not allow a CR/LF to
be inserted at the end of each line.

Use Blocking Add “dummy” records to the end of the file to bring the total number of records to a
multiple of 10. Some financial institutions require the transmittal file to be “filled” with
dummy employee records so that the total number of records in the file is a multiple
of 10.

Create Debit Entry

Create a debit entry in the transmittal file, to the school's account, for the total direct-
deposit amount. This is required by most financial institutions. Some financial
institutions assume that a debit entry is to be made to the school's account, and do
not allow the debit record to be included in the transmittal file.

Use Blank as EIN Prefix

The NACHA specifications require a “1” as the prefix to the employer's ID number.
Some financial institutions do not follow the specifications and require a space
character as the prefix to the employer's ID number.

Bank Code The bank code for transactions to send through this bank account.

Account Name The school's name goes here.

Federal EIN The school's federal identification number. Enter the 9 digits without the dash.

Prefix The prefix to use before the Federal EIN. Most banks use “1”.

Routing # This is usually the routing number found on the school's checks MICR code. It is 9
digits long and usually has a colon (:) at both ends.

Bank Acct # This is usually the bank account number found on the school's checks MICR code. It

follows the routing number. Be sure that you do not include the number of the check,
which usually follows the account number.

ACH ID # Automated Clearing House ID Number - Usually the same as “Routing #’ above.
Some financial institutions do not process the direct-deposit themselves, but forward
them to a federal reserve bank for processing. If this is the case, this number may be
different than the “Routing #” above.

DFIID # Destination Financial Institution ID Number — Usually left blank. Some financial
institutions do not process the direct-deposits themselves, but forward them to a
federal reserve bank for processing. If this is the case, this number will be provided.

Imm Dest Name Immediate Destination Name — Usually the name of the financial institution. If the
financial institution does not process the direct-deposit themselves, this line may
contain something similar to “Federal Reserve Bank of CA”.

Imm Origin Name

Immediate Origin Name — Usually the name of the school. If the financial institution
does not process the direct-deposit themselves, this line may be the name of the
financial institution.

Reference Code This field is usually left blank. A few financial institutions require their routing number
to be entered here.

File Path This is the path or location, where the pre-note and direct-deposit transmittal files will
be created. If this field is left blank, the files will be created in the payroll folder.
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Special File Headers

Most financial institutions no longer use special file headers. Those who do will
provide the necessary information to enter on one or both of these lines.

Detail Records

The “Detail Records” Options screen allows storing information that is used by the Detail Records, Manual
Checks, and Receipts programs. Enter the following:

& Detail Records Options - O =

[~ Post Detal Records By Fund
Usze CR/DRA

Bank Recon - Auto Load Cks

Bank Recon - Auto Load Ropts
Bank Recon - Auto Load Adjs

Bank Recon - Auto Load Elect Pymts
Bank Recon - Auta Load Drct-FPay
Bank Recon - Roptz - Store by Date

[+

[ Auto Bopt Numbering

[v Auto ddj Humbering

[w Auto Elect Pymt Mumbering

[~ Marual Cks - Ching Contra-dect on Edit
[ Bank Recon - Auto Save on Cloze

B Bank Fecon - Yiew Prior Moy Crd Records
v

-

-

-

b anual Cke/Ropts - Bead Cur ko=t Only
b arual Cls - Repeat on Blank Field
Roptefddis - Repeat on Blank Field

Elect Pymt - Repeat on Blank Field

A0 00

lﬁ Bark Recan - Bank Cd-Pwl Cks

Bank Recon:
Post Receipts by Fund Auto-Clear Source: |L|S Bank. - Madem j

Feceiptz - Tab to Wendor

Receipts Yendor Code: 000002 Mest Ropt #: ||:|82324

“*RECEIPT**

Adjustrents VYendaor Code: 000001 Mext Adj #: 002672
=E]OURMAL EMTRY =
Elect Pymt Dflt Yendaor Cd: {0000 Mext Elect 8 |00000

Drirect-FPay: M et Dzt #: |4
Print Save | Cancel |

Post Detail by Fund:

If this box is checked then a prompt will appear to enter a fund number. Only accounts for
that fund will be allowed to be entered.

Use CR/DR: When posting to detail records credits should be entered with the “minus” sign. Use this
option to manually indicate a posting is a credit or debit. The program will insert the minus
sign or space, automatically.

Auto Rept Numbering:
The Receipts Posting program requires a receipt number to be entered. The program can
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insert a receipt number automatically. Check this box if the program should enter a receipt
number automatically. If this box is checked a “Next Rcpt#” must be entered below.

Auto Adj Numbering:

The Adjustments/JE Posting program requires an adjustment reference number to be
entered. Check this box if the program should enter an adjustment/JE reference number
automatically. If this box is checked a “Next Adj#’ must be entered below.

Auto Elect Pymt Numbering:

The Electronic Payments program requires a reference number to be entered. Check this box
if the program should enter a reference number automatically. If this box is checked a “Next
Elect#” must be entered below.

Manual Cks-Chng C-Acct on Edit:

When posting a new Manual Ck line, the Contra-Acct is normally filled in automatically when
the Acct# is entered but it can be changed if needed. Subsequently if the Acct# is changed
during an edit, usually the contra-acct should be changed to the contra-acct of the new Acct#.
If the contra-acct should not be changed automatically, check this box.

Manual Cks/Rcpts-Rd Curr Mo-Yr:

After a manual check (or receipt) is posted, it may need to be edited later. Since it is possible
that the same check number could exist in different months (or even different fiscal years) the
program needs to know whether to display all entries for a given check number regardless of
the month. Checking this box means to display a specified check only when found in the
current logged-in month and would not display the same check from a different period.
Leaving this box unchecked would display the specified check number regardless of period
it's in. If there will never be duplicate check numbers in the data, leave this unchecked.

Manual Cks-Repeat on Blank Field:

When posting a manual check, the PO#, acct number, invoice number, etc may need to be
entered on multiple lines. If this box is checked then when posting the second or third line the
program can automatically repeat the value from the previous entry if the value is left blank
(ex: the invoice number from the first line would be repeated on the second line if no invoice
number is entered on the second line). Alternatively, leave this box unchecked and when
posting press F4 to repeat when needed. It is recommended this box be left unchecked.

Rcpts-Repeat on Blank Field:

When posting a receipt, the account number, description, etc. may need to be entered on
multiple lines. If this box is checked then when posting the second or third line the program
can automatically repeat the value from the previous entry if the value is left blank (ex: the
account number from the first line would be repeated on the second line if no account
number is entered on the second line). Alternatively, leave this box unchecked and when
posting press F4 to repeat when needed. It is recommended this box be left unchecked.

Elect Pymt-Repeat on Blank Field:

When posting an electronic payment, the account number, description, etc. may need to be
entered on multiple lines. If this box is checked then when posting the second or third line the
program can automatically repeat the value from the previous entry if the value is left blank
(ex: the account number from the first line would be repeated on the second line if no account
number is entered on the second line). Alternatively, leave this box unchecked and when
posting press F4 to repeat when needed. It is recommended this box be left unchecked.

Post Receipts by Fund:

If this box is checked then a prompt will appear to enter a fund number. Only accounts for
that fund will be allowed to be entered.

Receipts-Tab to Vendor:

If there is a default vendor entered for receipts, the vendor number/name fields will be
skipped. Checking this box will cause the focus to always go to the vendor number field.
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Receipts Vendor Code:

When posting receipts a vendor number is written to detail records. Since this will usually be
the same number, a default value can be entered here. The program will use this number
automatically, but it can be changed during posting.

Next Receipt #: When “Auto Rcpt Numbering” is turned on above, this will be the next number. After each
receipt is posted the next number is stored here.

Adjustments Vendor Code:

When posting adjustments, a vendor number is written to detail records. Since this will
usually be the same number, a default value can be entered here. The program will use this
number automatically, but it can be changed during posting.

Next Adj #: When “Auto Adj Numbering” is turned on above, this will be the next number. After each
adjustment is posted the next number is stored here.

Elect Pymts Vendor Code:

When posting electronic payments, a vendor number is written to detail records. Since this
will usually be the same number, a default value can be entered here. The program will use
this number automatically, but it can be changed during posting.

Next Elect Pymt # When “Auto Elect Pymt Numbering” is turned on above, this will be the next number. After
each electronic payment is posted the next number is stored here.

Next Direct Pay#: When transferring direct payments from AP to Detail Records, use this as the next reference
number.

Bank Recon-Auto Load Cks/Rcpts/Adjs/Elect Pymts:

If using the Bank Recon program checks, receipts, etc. must be copied from detail records to
the Bank Recon table. This may be done by performing an “Add” routine found in the
Reconciliation menu or the program can perform an automatic add each time the program is
selected. If the “Auto Load” is the preferred method then check these boxes. However, this
requires using a single bank code and it must be entered as the default under Options-Accts
Payable. If using multiple bank codes then this should be left unchecked.

Bank Recon-Rcpts-Store by Date:
Checking this box causes receipts to appear in date order, rather than receipt number order.
Bank Recon-Auto Save on Close:

When closing the Bank Reconciliation program the program checks to see if any
modifications were made. If this box is checked a “save” will be done automatically. If not
checked the program will ask if a save should be done. Recommended setting would be to
leave the box unchecked since this would provide the option of either saving or not saving
changes.

Bank Recon-View Prior Mo-Yr Clrd Records:

When this box is unchecked cleared checks, receipts, etc., from prior mo-yrs (if any) will not
display on the Bank Recon screen. If the box is checked then all uncleared checks from the
current and prior months will always display. The recommended setting would be to check
this box.

Bank Recon-Bk Cd-Pyrl Cks:

In the Bank Reconciliation program there is a routine that can merge Payroll checks into the
Bank Recon file. The payroll file being merged should have bank codes which would define
which bank code to merge the records into. If a payroll record does not have a bank code
then this code will be the bank code used. This value will display on the “Add Cks-Payroll”
routine under Bank Reconciling.

Bank Recon -Auto-Clear Source:
This value is used when performing the “Auto Clear” routine in the Bank Recon program.
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Select from ‘US Bank-Modem’ or ‘US Bank-Internet’ from the drop-down list depending upon
which file format is being used. The Modem format is a line sequential, fixed record length
file.The relevant fields are the check number (6 digits - position 5 thru 10), amount (10 digits -
position 25 thru 34), and date (6 digits - position 35 thru 40). The Internet format is a comma
delimited format as follows: Date, Check#, Ck Id, Desc, Amount. For example a file might
contain: 1/03/2005,001500,CHECK,ABC Natl Bk,-25.00.

After questions have been answered, select “Save” to permanently store the answers. Select “Print” to print the
screen contents to the default printer. Selecting “Cancel” will cause the program to not save the questions and

return the questions to their former values.

Funds

The “Funds” Options screen allows user to store information that is used by the Purchase Orders, Accts
Payable, and Registers program to identify the fund names and optionally the “next” PO and check number if
auto-numbering is being used. User would enter the following:

&5 Funds Options — O >
Fund Description |Check #t |P.0.#  [Close  [Period#t |Brk Cd | A

General b 0 043232 013348 kY 1 1
Qo0aooo | oa0aoo ks 1 1
Q00000 0oaaa0 i 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
Qo0aooo | oa0aoo k) 1 1
Qo0aooo | oa0aoo kY 1 1
Qo0aooo | oa0aoo ks 1 1
Q00000 0oaaa0 i 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
Qo0aooo | oa0aoo k) 1 1
Qo0aooo | oa0aoo kY 1 1
Qo0aooo | oa0aoo ks 1 1
Q00000 0oaaa0 i 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
ao0aooo | o000 ks 1 1
Qo0aooo | oa0aoo k) 1 1
Qo0aooo | oa0aoo kY 1 1
Qo0aooo | oa0aoo ks 1 1 W

Prirt | Save Cancel
Fund No.: If there is fund number as part of the budget acct number (ex: account numbers begin with
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Description:

Check #:

PO #:

Close:

Period#:

Bank Cd:

100 and that represents a fund number) then enter each fund number.

Name of fund (ex: GENERAL FUND).

If using check auto-numbering (as defined in Accts Pay Options) enter the next check
number for this fund. If a fund does not have a check number next to it then it will use the
number from whatever fund above it that has a number.

If using PO auto-numbering (as defined in Purchase Order Options) enter the next PO
number for this fund. If a fund does not have a PO number next to it then it will use the
number from whatever fund above it that has a number.

It's possible that when performing year-end close that not all funds would be closed at the
same time. Therefore before performing the year-end close user can enter a Y or N next to
each fund to indicate whether it should be closed or not.

It's possible that all funds may not use the same range of mon-yrs for the fiscal year. Up to
four range of mon-yrs are stored in “General Options”. This entry identifies which of the four
range of mo-yrs this fund uses for its fiscal year. Normally this entry is “1".

Normally checks and check registers are printed by fund. However a fund could have more
than one bank acct. Therefore an additional identifier (a bank code) is entered for each
different bank used to write checks. Normally there would be a single bank code for each
fund. However if fund has two checking accounts then user should set up the fund
number/name twice each with a different bank code. If all funds have only a single bank acct
it is possible that all bank codes could be the same since the fund number alone will
determine which checks are being written. However the Reconciling program separates
checks by bank code so if checks are to be reconciled separately then each fund should
have a different bank code.

After questions have been answered, select “Save” to permanently store the questions to the disk. Selecting
“Cancel” will cause the program to not save the questions and return the questions to their former values.

Period Dates

The “Period Dates” Options screen allows storing information that is used by programs to determine what the
valid dates are for each month of the year. This prevents invalid dates from being entered for the month being
used. For example if writing checks for May, a check date from January should not be acceptable. This is the
screen that the program looks at to decide what is acceptable for each month. This is needed since some users
need to overlap months by a few days. For example May might need to be defined as 05/01 thru 06/10 since
May checks might have a June check date. After selecting this program the following screen will display:
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& Perio.. — O >
BegDate | EndDate
Period M- M-
01-01 01-31
nz2 0z2-m 0z2-29
03 0301 03-31
04 04-01 04-30
3] 05-01 05-31
0g 0E-01 0e-30
07 0701 07-31
na 0a-01 0s-31
03 03-01 03-30
10 1001 10-2
11 11-01 11-30
12 12-01 12-3
Save | Cancel |
Fririt

Beg Date (1-12):  The starting date for each of 12 months.
End Date (1-12): The ending date for each of 12 months (the ending date may go into the month if needed).

After questions have been answered, select “Save” to permanently store the answers. Select “Print” to print the
screen contents to the default printer. Selecting “Cancel” will cause the program to not save the answers and
return them to their former values.

1099 Forms

The “1099 Forms” Options screen allows user to store information that is used by the program that prepares
vendor 1099-Misc forms. Since there is recurring info that prints on the form from year to year, this screen allows
user to store items like the company name and address and id nhumbers so it does not have to be re-entered
each year. After selecting this program the following screen will be displayed:

Report Yr: If sending 1099 info electronically the year of the forms in put in the file. Therefore user
should enter the year the forms are for.

Cut-off Amt: Normally a 1099 is not needed if the vendor received less than 600.00 from your
organization. Therefore enter 600.00 as the cut-off amount or whatever the current amount is
determined by the IRS.

Fed ID#: Your organization’s federal id number. A dash will be inserted automatically.
State ID#: Your organization’s state id number. If a dash is needed user must enter it.
Name: Your organization’s name to print on 1099 form.
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M arme:

City:

Farm:

| | Mizc File Mame:

; Mec File Mame:

£5 1099 Forms Options — O ot

Report Year 2022 Federal D & |32-6000818 [~ File My Owr Electronic 1093

CutDff dme | B0000  gruoipy  [15521841 I~

File by Dwn Electronic 10993=

Mame Cantral: SCHL
l—

|I|:|ah|:| School Distict #3933

s [P0 Box 1234

|S|:|me Clty

State: ID Zip Code: 83333

Phone #:|206-655-1234

Bartesk Meme: |Bus_l,l Buziness Manager

Contact Phone: 208-355-1234

Cortact Email |BUSM gri@gmail. con

1093+ 1093-H 1036

LeftMargin:' I:|'52| I:|-52| 018

T-:upFu:urm1:| 012 | 015 1.10

Top Farm 2 5E5 | BE8

Top Form 3:
[ Include Yendaor Calendar %'TD Amts

[ Include AdjustmentzAE
[w Include Elect Pymts
[ Include Drct-Pay

000 [print pozitions - inches)

| 1093Misc. bt
[1099M ec.tat Pint Save Cancel

Address:

City:

State:

Zip Code:
Phone #:
Contact Name
Contact Phone
Contact Email
Left Margin:

Top Form 1:

Your organization’s address to print on 1099 form.

Your organization’s city to print on 1099 form.

Your organization’s state to print on 1099 form

Your organization’s zip code to print on 1099 form

Your organization’s phone number to be written to the electronic file.
Name of contact person at your organization.

Phone number for contact person at your organization.

Email address for contact person at your organization.

Number of inches the program must move in from the left of the 1099/1096 form before
printing each line. Recommended value (subject to change after testing) would be: 1099:
0.52; 1096: 0.40.

Number of inches from the top of the form to begin printing on the first 1099 form.
Recommended value (subject to change after testing) would be: 1099: 0.12; 1096: 1.38.
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Top Form 2: Number of inches from the top of the form to begin printing on the 2nd 1099 form.
Recommended value (subject to change after testing) would be: 1099: 5.60

Include Vendor Calendar YTD Amts:

When printing 1099s, the postings for January through June for the current calendar year
may already have been removed through the Year-End Close. If so then the first six months
will have to come from the vendor screen (which is updated when performing Year-End
Close). If the prior fiscal year is normally closed by the time the 1099s are printed, then make
sure this box is checked. If the prior fiscal year is still in detail records by the end of
December then all the detail postings needed to compute the vendor YTD purchases are still
available, so this box would not be checked. This option can also be changed from the 1099
print screen.

File Path/Name: If sending an electronic 1099 file this will be the name of the file (default = m1099.dat). This
file name can be changed to something different if needed or can be changed from the 1099
print screen.

File My Own Electronic 1099s:

Check this box if filing electronic 1099s directly to the IRS and/or state. If filing electronically
through your software distributor, leave this box not checked.

Combined Federal/State Reporting:

Check this box if approval has been given by the state to file combined federal and state
1099s.

Transmitter TIN:  This value will be supplied by the IRS when approval is given to file electronically.
Transmitter Control Code:
This value will be supplied by the IRS when approval is given to file electronically.

After questions have been answered select “Save” to permanently store the selections. Select “Print” to print the
screen contents to the default printer. Selecting “Cancel” will cause the program to not save the answers and
return them to their former values.

History Printer

Select this option to set the printer, font, size, etc. for printing Account or Vendor History. The following screen
will appear:

&5 History Print Option ~ — O *
Printer:

|HP LaserJet 1200 Series PCL 5 -]
Fant: Size:

| Arial ~l g -
Orientation:

Portrait il

Tray:

|.ﬁ.uh:|maﬁcally Select ﬂ [

Cancel

These settings are self-explanatory and are the same as on all “print” screens.
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Printer Font Settings

The first time a report is used the system will assign a default printer name, font, font size, and orientation. The
printer name will be your default printer as defined in Windows Printers and Faxes. The font will be Arial and the
Orientation will be Portrait (8 1/2 X 11). The default font size differs by program but in most cases defaults to 7
which will be ideal for some programs but may be increased for other reports to make the print bigger without
running off the page. Use the following as a guide to set the initial font size, assuming the font is Arial. To
permanently set the font size (as well as other printer settings), either print a report or select the “Set” command.

Program Font Size
AP List Arial 7

AP Checks Arial 10 or 11
Bill Payable Arial 7
Budget Acct List Arial 9
Budget Preparation Arial 8

Dept Codes Arial 10
Detail Ledger Arial 8

Detail Records Arial 7
Financial Repts Arial 7

PO Forms Arial 10 or 11
PO List Arial 6

PO Ship-to Codes Arial 8
Reconciliation Arial 10
Recurring Detail/AP Arial 7
Registers Arial 9
Report Formats Arial 8
Vendor List Arial 7
Vendor 1099s Arial 10
Year-End Closing Rept Arial 10

The Arial font at size 6 or 7 may be too small in some cases. An alternate font “Arial Narrow” may be used in
those cases. Since the print is narrower, the font size can be larger and still fit in the same area. In most cases,
adding 2 to all the above sizes when using “Arial Narrow” will still fit on the page. Another option is to use the
“Landscape” orientation (except for AP Checks, PO Form, and 1099s). If using Landscape, the font size can be
increased by a larger font size number determined by test printing. Note: if using Landscape for the Budget
Report/Balance Sheet reports, the page breaks in the Report Format table may need to be changed.

Budget Manager 119



Tab

Shift-Tab
Enter

Esc

F12

Down/Up Arrow

Page Up/Down

Alt

Keyboard Use

This key is normally used to move from field to field although in some cases Enter will do the
same thing.

This key combination is normally used to move back to the previous field

When the cursor is on a command (ex: “Save”) this key is normally used to execute the
command (same as clicking on the command). On Lookup screens and other screens that
display lists of records Enter can be used to select the highlighted record. In some cases this
key causes the cursor to move to the next field (like the Tab key).

This key will cause a program to close and return to the Main Menu. In File Maintenance
programs if a record is displayed on the screen the Esc key will first clear the screen and if
pressed again will cause the program to close. On screens where data is filled out Esc acts
like a Cancel command by clearing the screen. For example when adding a new vendor
pressing Esc would cause the program to cancel the operation and the vendor screen would
be cleared.

This key is only used in the Purchase Order, Accts Payable, Adjustments, Receipts, and
Manual Check posting programs. All these programs allow the entry of multiple records after
which the “Save” command is selected to write the record to a table. After the last line is
entered, instead of using the mouse, press F12 to move the focus to the “Save” command.
and press the Enter key. This is convenient when trying to use the keyboard as much as
possible when posting.

In File Maintenance programs these keys will scroll thru records. For example in the Vendor
program a partial vendor name can be entered and the closest record will display. The
Down/Up arrows can then be pressed to scroll through additional records until the desired
record is displayed. On Lookup screens and other screens with lists of records these keys
may be used to move up and down the list of records to get to the desired record.

On Lookup screens and other screens that display lists of records these keys may be used to
display the next or previous page of records making it faster to get to the record desired.

This key will make the shortcut keys visible. For example on many screens there is a “Print”
command. To access this command by using the keyboard press the Alt key and the letter
“P” in Print will be underlined. User can then press “P” to execute the Print command.
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User Comments/Tips

Please enter any comments, tips, procedures, etc. that might help a fellow business manager. This can be a way
to use the software, or just tips about how to better work in a “school environment”. It will be helpful to include
the either the name of the person or of the school making the comment, and the date the comment is posted.
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