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About Us:

KEV Software has worked with more than 3500 North American schools across 112 districts offering strategies
that have been practical, easy to implement and improve internal controls. Through our experience in various
roles in Education we recognized a lack of tools and resources for cash management relating to school activity
funds.

For over 12 years, KEV Software has been creating Student Activity Funds Systems (SAFS). Working first at the
school site level, we designed the School Banking solution to streamline the workflow for School Financial Clerks.

With advancing technology we recognized the need for a fully web-based solution. In 2004, we began building a
new and integrated SAFS product. This led to the evolution of SchoolCash.NET.

It takes more than just a great product to assist a school district in achieving the most from the technology they
are using. This is why we offer the industry's most flexible range of consulting, training, technical support and
customer services to assist you in achieving the highest benefit from your partnership with KEV Software.

Minimum Requirements for SchoolCash.NET:

Component Description

Browser Windows OS — Internet Explorer 6 or higher / Firefox 1.05 or
higher
MAC OS - Firefox 1.05 or higher

Report Reader Adobe Reader 6.0 or higher

RAM 256 MB

Bandwidth Required | 100kb /Sec per average user session

Network DSL or Cable broadband network connection with 512 kb/sec

Copyright © 1996 -2008 KEV Software Inc. (KEV) All Rights Reserved
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1 Year-End Rollover

1.1 Background:

The Year-End Rollover process in SchoolCash.NET, is designed to do the following:

Complete Year-End financial statements and reports

Archive data for the school year

Provide a list of categories and their closing balances

List the transactions that have not cleared the bank by date of the school year’s final reconciliation
Carry over to the new school year any transactions that were created after the Year-End Rollover
date

» Assign opening balances for existing categories

VVYVVYVYYV

The SchoolCash.NET Year-End Rollover process consists of three parts:
1. Year-End Rollover Checklist — checklist that will find outstanding housekeeping items to be resolved
before the Year-End Rollover can proceed successfully
2. Reconcile Monthly Statement - complete the bank account reconciliation for the month of the Year-
End Rollover
3. Year-End Rollover Procedure — step-by-step instructions to complete the Year-End Rollover and
generate all required reports

Each bank account accessed through SchoolCash.NET must be rolled over separately. It is not possible to execute
the Year-End Rollover on more than one bank account at the same time.

Your SchoolCash.NET account can continue to be used after the Year-End Rollover date has passed. A warning
dialog box will appear when the bank account is accessed, advising the user the Year-End Rollover date has passed.

NOTE: Prolonged use of the bank account, after the required Year-End Rollover date is not recommended.

The current bank account has passed the rollover date.
It is recommended that you proceed with the year end rollover procedures.

Your options are:

1. Proceed with the year-end rollover procedures.
{Select the year-end rollover procedures option)

Year-End Rollover Procedures

Continue

Figure 1: Year-End Rollover Warning

1.2 Year-End Rollover Checklist:

To Access Year-End Rollover Checklist: S —

1. From Main Menu Year-End Rollover Checklist...

2. Click Preram Maintenance Year-End Rollover Procedures..

Program

Maintenance Edit Student Names

Supplier Maintenance

Table Maintenance

Ledger History (Reports)

The Program Maintenance menu will open.

Account Settings

Figure 2: Program Maintenance Menu

SchoolCash.NET V2.0.7.0 Updated: 09/08 KEV Software Inc. © 1996-2009



4 Year-End Rollover Checklist

3. Click Year-End Rollover Checklist

Year-End Rollover Checklist...

TIP: Complete the bank account reconciliation without signing-off prior to using the Year-End
Rollover Checklist. The last month’s reconciliation date must not be past the date of the
Year-End Rollover.

The Year-End Rollover Checklist process verifies the data in each bank account. Any outstanding housekeeping
checklist items are listed at the top of the checklist. Only items that appear in this section require attention.

Qutstanding Housekeeping tasks to be completed prior to final reconciliation of the year:

1. This bank account currently has unposted:

- Deposits

- Cheques

- Transfers

Outstanding 2. The current bank accounts year-end category is assigned correctly, however its balance is NOT zero.
Housekeeping 3. The opening bank account balances does NOT match the sum of all the categories opening balances.

Checklist Items “ 4. One or more stale dated cheques exist on the ledager.

§. One or more void records are uncleared.

B. Transfers do not zero out.

7. There are transfer records on the ledger that should be converted to debit/credit memos.
9. The current bank account has NOT been reconciled up to the year end date.

10. The tax report has not been sioned off.

11. The GL reimbursement report has not been signed off,

Figure 3: Year-End Rollover Housekeeping

1.2.1 To Use Year-End Rollover Checklist:

For assistance in resolving an outstanding item, click the matching checklist number. An explanation dialog box will
open offering assistance for the unresolved item. In some cases clicking the checklist number will activate other
SchoolCash.NET features.

Step One: Resolve Housekeeping tasks. For additional assistance click Tip Sheet link in top right hand corner of this screen.
1 Post all outstanding data entries.
Select this option to print Year-End Category Details report.
Select this option to print Bank Account/Category Opening Balance Difference report.

Checklist
Items -«

0oOo

Select this option to print Stale Dated Cheques report.

Gl Selectthis option to print a listing of void transactions.

3

Select this option to print the Transfer report.

Select this option to verify that the transaction type of transfer will be modified to debit/credit memos.

(AN 3§ 4

Close out Cashbox/Change Fund - Future Checklist Development.

Figure 4: Year-End Rollover Checklist

KEV Software Inc. © 1996-2009 Updated: 09/08 SchoolCash.NET V2.0.7.0
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1.3 Year-End Rollover Checklist Reference:
The table outlined below offers a brief explanation of each possible Outstanding Housekeeping checklist item.

If any of these items appear in the Outstanding Housekeeping section of the checklist, they must be addressed
before the Year-End Rollover can proceed.

Warning Message Housekeeping Action

This bank account currently has unposted:

- Deposits . .
1 - Checks Post all outstanding entries
- Transfers
The current bank account’s year-end category is assigned Select this option to print Year-End
2 ) )
correctly, however its balance Is NOT zero Category Details report
The opening bank account balances do NOT match the sum of Select this option to print Bank
3 : Account/Category Opening Balance
all the category opening balances .
Difference Report
4 One or more stale dated checks exist on the ledger Select this option to print Stale Dated

NOTE: It is not mandatory to void all stale dated checks. Checks report

Select this option to print a listing of void

5 One or more void records are uncleared or unbalanced .
transactions

Select this option to print the Transfer

6 Transfers do not zero out
report

Select this option to verify that the
transaction type of transfer will be
modified to debit/credit memos

There are transfer records on the ledger that should be
converted to debit/credit memos

Close out the Cashbox/Change Fund —

8 Close out the Cashbox — future development Future Checklist Development

The current bank account has NOT been reconciled up to the
year end date

Complete the final reconcile monthly
statement after resolving items 1-8

10 | The tax report has not been signed off Sign-off and submit the Tax Report

Sign-off and submit the final GL

11 | The GL reimbursement report has not been signed off. Reimbursement report

1.3.1 Step One: Resolve Outstanding Housekeeping Tasks

NOTE: Only those items listed in Outstanding Housekeeping require action.

To resolve any Outstanding Housekeeping item, follow the instructions outlined below.

Post all outstanding data entries.
Action: Windows Internet Explorer EJ
1. Click Checklist Item #1 to display a list of

any unposted forms (entries)

................................ o

1. Click OK a2

To Resolve:
e Complete any module activity by posting (or
deleting) all forms
TIP: Remember to verify Deposit forms in all
currencies.

i the warning dialog box

'E This bank account currently has unposted:
L

- Deposits

Please post or delete all of these before continuing with the rollower,

Figure 5: Checklist Item 1 Warning

SchoolCash.NET V2.0.7.0

Updated: 09/08

KEV Software Inc. © 1996-2009
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B Select this option to print Year-End Category Details

Action:

1. Click Checklist Item #2 n to print Year-End
Category Report

—— o

2. Click OK buweZb il in dialog box
Year End Category Details report will generate.

To Resolve:
1. From Main Menu, click School & Category
Information:

2. Search for YrEnd Outstanding category

e If there are ledger items assigned to this
category, the total amount of these items must
be entered in the YrEnd Outstanding Opening
Balance field to result in a current balance of
zero

e If checks issued from the YrEnd Outstanding
category are, or need to be voided, it is
necessary to change the category name of the
opposing entry to the originating category. All
items in this category should be, cleared
and/or voided

e Use Report 11 customized - Find on date
range (oldest possible date to last year’'s
YrEnd rollover date) and check for category
names other than the YrEnd Outstanding
category. This would mean that a transaction
was modified back to the original category. All
transactions must have the YrEnd outstanding
category unless they are the negative debit
side of a voided cheque

e Run report #1 and select just the YrEnd
Outstanding category. These transactions
should all have a date prior to last year's year
end rollover date

e Check report #15 — Modification Report to see
if they modified a YrEnd Outstanding category
back to the original category or if a debit
amount was modified to 0.00. Do this by doing
a search on the YrEnd Outstanding category

e Check previous year’'s YrEnd Outstanding
report and opening category balances for the
new year which are created during the year
end rollover

t Windows Internet Explorer,

The current bank account's vear-end category is assigned correctly, however its balance is NOT zero.

9
‘-‘4/ Press OK ko print a report detaling the transactions For this categary, otherwise press Cancel,

Figure 6: Checklist Item 2 Warning

School Account Year-End Category Details

Category Name: YrEnd Outstanding

Humber Date Description Credit
15 09/01/2003 :;Bid—Fa\rH\I\—\-Jst:heckrTax $0.00
10 09/08/2004 Void - DJ - Lost Check - Tax 30 $0.00

$0.00

Opening Balance:
Running Balance:

Current Balance:

Figure 7: Year-End Category Details Report

List View | | Modiify | | Search | | category Umbrelias | [ GL Department | | GL Name

Current Balance Cat.#
50.00| 15000

Category Hame
|l YrEnd Outstanding

Figure 8: YrEnd Outstanding Category

Opening Balance

Category Umbrella Hame

$0.00 | YrEnd Adjustments

B Select this option to print Bank Account/Category Opening Balance Difference Report

Action:

1. Click Checklist Item #3 B to print Bank
Account/Category Opening Balance Difference
report

2. Click OK | i the warning dialog box
Bank Account/Category Opening Balance Difference
report will generate.

Windows Internet Explorer

“:/' The opening bank account balances daes MOT match the sum of all the categories opening balances.
-

To print a report detailing the difference press OK, otherwise press Cancel,

Figure 9: Checklist I1tem3 Warning

$150.00

$200.00

$0.00

-$200.00

-$200.00

KEV Software Inc. © 1996-2009

Updated: 09/08
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TO RESO Ive_ School Account Bank Account/ Category Opening Balance Difference
1- From Mal n Men u ’ CIICk SC h OOI & Catego ry Category Hame Category Number Umbrella Hame Opening Balance
Information: Bank Dspoct 1000 Fund Raising g
; “ ) " Banking Senice Fee 1005 Administration §13.50
2. Verify “Black Boxes” are equal NS Cheaus 1020 saminiszaton st1290
3. Adjust as necessary Figure 10: Bank Account/Category Report

Opening Bank Balance Combined Category Total

$33,499.17 $33,499.17
As of 07/30/2007 As of 07/30/2007
Figure 11: Balanced ""Black Boxes"

Select this option to print Stale Dated Checks Report

Action: Windows Internet Explorer
. . . H
1. Click Checklist Item #4 to pr|nt Stale Dated ? One or more stale dated cheques exist on the ledger.
\-‘\,J Ta view a report detalling all of your current stale dated cheques press OK, otherwise press Cancel.

rt 1

Checks re
i

2. Click OK L

! in the warning dialog box 'L Checkii -
Stale Dated Checks Report will generate. Figure 12: Checklist Item 4 Warning
To ReSOIVe' School Account Stale Dated Checks
e From Main Menu, click Reconcile Monthly
Humber Date Category Description Debit Credit
Statement . 1236 04/24/2004 Sprit Wear Fundraiser ::-‘E\E\:IEIEE\Eagx-|$;?ggq_$gilweuawwenl- 5431.00 §0.00
* Using the report as reference, void any stale-  |.. o somiemmmse g smpemocpren s s
da'ted CheCkS 1246 01/20/2003 Principal's Fund WADEMANS $4,234.23 $0.00

Figure 13: Stale Dated Cheques Report

NOTE: It is not mandatory to void all state dated checks. The Year-End Rollover can proceed if there are stale dated
checks on the ledger.

Select this option to print a listing of void transactions. Ensure that these transactions are entered correctly and
cancel each other out.
Action:

Click Checklist Iltem #5 to see a list of Void
Transactions

To Resolve:
1. View Report 11 (Customized Transaction Report)
e To query this report for voids:
a. Enter Void description field
Enter Description:

Void

b. Click Continue

e Ensure that the net total of these items is zero
and that all transactions are marked as
cleared

2. From Main Menu, click Reconcile-Monthly
Statement
3. Modify/clear void transactions as necessary

SchoolCash.NET V2.0.7.0 Updated: 09/08 KEV Software Inc. © 1996-2009



8 Year-End Rollover Checklist

] . . .
. Select this option to print the Transfer report. Transfers must zero out.

Action:
A ) . . Windows Internet Explorer.
1. Click Checklist Item #6 to print Transfer
P fars d :
TOtaIS report E ‘-‘(’ ?oacisevir; renpgﬁtt ;:Egilinnugtall of wour current transfers press OF, otherwise press Cancel,
2. Click OK k& i in the warning dialog box - . .
. Figure 15: Checklist Item 6 Warnin
Transfer Totals Report will generate. g 9
To Resolve: Sehost zzourt Transfer Totals
1. From Main Menu, click Ledger Inquire
. . Humber Date Category Description Debit Credit Clear
2. Using the report as reference, modify any . TGS i st money o o0 S _—
transfer transactions that do not zero out Librer shefies from

(transfer modifications must be completed by the  Figure 16: Transfer Totals Report
District Administrator — consult District Office for
further assistance)

Select this option to verify that the transaction type of
transfer will be modified to debit/credit memos. Depending on

the category umbrella types assigned to the category umbrella,
certain transfers are required to be recorded as debit/credit memos
Action:

1. Click Checklist Item #7 to view all transfers
that do not have the same category umbrella
type

To Resolve:

e Verify these transfers are debit/credit memos
e Consult District Office for further assistance

B Close out Cashbox/Change Fund — future Year-End Rollover Checklist development
Action:

1. See Cashbox/Change Fund instructions at the
end of this document

1.3.2 Step Two: Reconcile Monthly Statement

Step Two: Reconcile - Monthly Statement

ﬂ Complete final reconcile monthly staterment.

Figure 17: Step Two - Reconcile Monthly Statement

ﬂ Complete final monthly reconciliation to date of Year-End Rollover

ACt' on: Windows Internet Explorer,
2 . C|IC|( CheCk|ISt |tem #9 n tO Vel’lfy com p|et|0n Of B The current bank account has NOT been reconciled up to the year end date.
final monthly reconciliation

——

Ik

3. Click OK & | in the warning dialog box Figure 18: Checklist Item 9 Warning
To Resolve:
1. From Main Menu, click Reconcile — Monthly

Statement

2. Verify End Date

Date of Final Month Reconciliation must not be
past Year-End Rollover date

KEV Software Inc. © 1996-2009 Updated: 09/08 SchoolCash.NET V2.0.7.0



Year-End Rollover Checklist 9

3. Complete all monthly reconciliations up to an

including final month of the school year
NOTE: Each monthly reconciliation report must be
printed and signed off.

TIP: If date on the last month’s bank statement is past the year-end rollover date, the balance dated
closest to the year-end rollover date, but not past should be used to reconcile.

1.3.3 Step Three: Reporting
Step Three: Reporting
10 Sign-off and submit the final Tax Rebate report.
11 Sign-off and submit the final GL Reimbursement report.

Figure 19: Step Three: Reporting

NOTE: Only those items listed pertaining to District requirements will be displayed.
Otherwise they will be noted as Not Applicable..

Sign-off and submit the final Tax Rebate report.

To Resolve: Green Acres Public Schoal Tax Rebate Report - Detailed Forms 0112572004 ... 081212006
. School Account Date ... Range
1. From Main Menu, select Reports Menu ot Fank e Conls -3
hd Repor.t #14 - TaX REbate Report for DlSt”Ct Date Transaction Description Category Name Debit TaxPaid  Tax Rebate Clearet
Submission 01052004 Chea?-568  Julie Marks Name 1ags  Pizza Days 52701 5164 $112 X
1. Choose Deta“ed for Science Centre

061242005 Cheq#-914  Mike Stanley Pictures Principal's Fund $16.08 50.98 5067 X
(07/08/2005  Cheqs# - 940 é%ll;;‘lggksnnﬁpecial Principal's Fund $190.35 $11.58 §788 X
2. Enter date range (first date on ledger to rollover
date)
3. Print report and sign off

Figure 20: Tax Rebate Report

e Report #14 — Tax Rebate Report for GL Module
Users
1. Choose Detailed
2. Enter date range (first date on ledger to rollover
date)
3. Select Board Reimbursement Only
4. Print report and sign off
5. Submit as required

Sign-off and submit the final GL Reimbursement Report

To Resolve:

1. From Main Menu, select Reports Menu

2. Select GL Reimbursement

3. Enter date range (first date on ledger to rollover
date)

4. Print report and sign off

5. Submit as required

SchoolCash.NET V2.0.7.0 Updated: 09/08 KEV Software Inc. © 1996-2009



10 Year-End Rollover Checklist

1.3.4 Step Four: Additional Reporting and Data Verification

Step Four: Additional Reporting and Data Verification

8 Lincleared Transactions Report (optional)
Future Transactions Report (optional)
See User Guide for additional reporting recommendations.

g Print Data Verification Sheet.

Figure 21: Step Four: Additional Reporting and Data Verification

Uncleared Transactions Report (optional)

Action:

1. Click to generate a report listing of all uncleared
transactions for the current school year. This report is
also part of the year end rollover reporting (Report 4)
and is an option to be printed at this time.

Future Transaction Report (optional)

Action:

1. Click to generate a report listing of all future
transactions for the next school year. This report is
also part of the year end rollover reporting (Report 4)
and is an option to be printed at this time.

See Year-End Rollover Procedures in the User Guide
for additional reporting recommendations

Action:

1. http://lwww.kevsoftware.com/library/SCNUserGuide.html
2. Select the Year End Rollover chapter

Year-End Rollover Data Verification Sheet

1. Click to print Data Verification Sheet for use in Year-
End Rollover Procedure

2. Print Data Verification Sheet

2 Year End Rollover Instructions for Cashbox/Change Fund Users

NOTE: It is very important that at the time of the Year-End Rollover Procedure that the
cashbox balance by zero.

The following steps must be taken prior to rolling over a bank account that has a cashbox:
» Zero out the cashbox balance based on the Year-End Rollover Date
> Deposit the balance as a Credit Memo in the Ledger

Special Note:

In most cases the user will not actually take the money to the bank. Therefore the 2 ledger transactions (credit
memo and debit memo) will not be listed on the bank statement. The end user will need to make a note to clear
these transactions during the next month’s reconciliation.

2.1 To Zero Out The Cashbox/Change Fund for the Year End Rollover:

(Based on the balance at the rollover date. For this —d [ cismouasin
example: August 30, 2006) — o

1. From Main Menu o

List View || Modity | | Seanc

KEV Software Inc. © 1996-2009 Updated: 09/08 SchoolCash.NET V2.0.7.0



Year-End Rollover Checklist 11

Figure22: Cashbox Balance Prior to Year-End Rollover

Other
Modules
2. Click Other Modules

Cas X
Click Cashbox

3
4. Record Current Cashbox Balance: for future
reference Detailed Tranzaction Report

= Summary Report
[J. E‘ 1 i 5

5. Click Cashbox Menu . . {

— = Figure 23: Print Menu

6. Click Print

7. Select Detailed Transaction Report from menu

8. Print Detailed Transaction Report

9. Click Print - icon on the report toolbar

=3
10. Click Printer icon in the Adobe window, to
actually print the report

11. Click OK in the printer dialog box

12. After printing is completed, Close the Adobe
window

The Detailed Transaction Report will be used for
reference in the next steps.

2.1.1 Step One: Establish the Cashbox Balance

1. Review Detailed Transaction Report to locate Eagle Distict Socondary Cashbox Transaction Detail Report
the cashbox transaction dated closest to the Year- ™™

Meridian Credit Union
End Rollover date
Cashbox

Running
H ate iven To eason egol eposits raws Tatal
2' NOte the Date and Runnlng TOtal amount On the SS:IUBJUB E : Eepusll gaa‘s:Ard‘\:ance DEISU.;U I;U.UU 50,00
selected date L it et
Eueﬂp/zmuﬁ E:zly: :{'ZTE'; AE%E:TE: %'n'ﬁﬁ iwa'ﬁﬁ F600
DO NOT SELECT A TRANSACTION DATED AFTER w0007 3800

THE YEAR-END ROLLOVER DATE. Figure 24: Detailed Transaction Report

2.1.2 Step Two: Cash Out Balance

Use Transaction Date and Running Total amount ’ geeait

established in Step One. o ‘%7 i - —
aterory ash Advance v | Function: | i

Create a Cash Out transaction in the Cashbox: Swpplertame: [ Disvitcoss | |

. eas0n return cash ta bank for year en emo.
1. Select required cashbox from Cashbox Menu o e e [
Cashbox Menu Amount- Mo GST: | 1 OSTRebate: [ |
Amount-Befre 65T [ | 100%Rebate: [ |
. Cash Out
2. Click Cash Out L
3. Complete the details of the Cash Out window Figure 25: Cash Out Transaction

Continue

4. Click Continue
NOTE:

» Date: Reflects the transaction date from the
Detailed Transaction Report

» Category: Reflects the Cash Advance category
established during the setup of the Cash Box

» Reason: Reflects “Zero out Cash Box for Year-
End Rollover”

» Amount: Reflects the Running Total amount from
the Detailed Transaction Report

SchoolCash.NET V2.0.7.0 Updated: 09/08 KEV Software Inc. © 1996-2009
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Year-End Rollover Checklist

NOTE:

» Be sure to use Running Total amount from the transaction dated closest to the
Year-End Rollover date, but not after it, as the amount to be credited back to the

Cash Advance category.

» Use the Detailed Transaction Report as reference not the Current Cashbox
Balance. It is possible to continue to use the Cash Box after the Year-End

Rollover date.

In some cases the Current CashBox Balance: will
show a negative balance after the cash out
transaction.

Cashbox Cashbox

Total Deposits: §50.00  Total Draws: $65.00 \Current CashBox Balance: -§15.00

[List view | [Modny | [Searen |

Main Menu

Date

06/30/2008

0RI07 /2008
ORI0E/2008

Given To

Reason

wiater
veturn cash for year

Evelyn wetter

Deposit

Category Hame

Adiministration

Cash Advance

Administration
Cash Advance

cat.# Draw Deposit ‘

T N
123 $30.00 $0.00 ‘

3000 $15.00 $0.00 |
123 30.00 $50.00 |

OBIDE2008 Ewelyn stamps Administration 3000 $5.00 $0.00 ‘
Figure 26: List View Tab After Cash Out
2.1.3 Step Three: Deposit the Balance of the Cashbox Into The Ledger
To Create a Credit Memo Transaction on the
Ledger: Date (06302006 | 0 Debit ]
i Categary [Cash Advance v Credit 30,00 ]
1- From Maln Menu Transaction Type | Creditierna ] GST Pairf [ ]
2. Click Ledger |nquire Transaction # [ ] 68T Rebate ]
) Description [—‘ 100% Rebate: ’—|
Ledger - Inquire Wema T % smewtemecst [
p— Function [ ﬁ Amourt-Before 6T ||
) I=+I:| . District Code \ v GST Sign Off Date T
3. Click Insert Row __% icon ol O Reconties |

A new record row will appear on the Ledger.
4. Enter the following information:
» Date: reflects date of cashbox transaction
selected in Detailed Transaction Report,
» Category Name: reflects category created
above, in this example: Cash Advance
» Transaction Type: Credit Memo
» Credit: reflects Running Total amount from
Detailed Transaction Report

v

5. Click Save to save the new record

2.1.4 Step Four: Complete the Year End Rollover

1. From Main Menu
2. Click Program Maintenance

Program
Maintenance

3. Click Year-End Rollover Procedures

Year-End Rollover Procedures

4. Follow the Year-End Rollover Procedures

The cashbox will display any transactions that have
occurred after the Year-End Rollover date (or the
transaction date selected above)

Figure 27: Credit Memo Ledger Transaction

Figure 28: Cash Box Transactions After Year-End Rollover

KEV Software Inc. © 1996-2009

Updated: 09/08

SchoolCash.NET V2.0.7.0
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2.1.5 Step Five: Return Balance to Cashbox

After the rollover has been completed, return the cash
to the cashbox.

To Create a Debit Memo transaction on the
Ledger:

1. From Main Menu
2. Click Ledger Inquire

Ledger - Inquire

(u]

3. Click Insert Row = icon
A new record row will appear on the Ledger.
4. Enter the following information:

» Date: after rollover completion date

» Category Name: Cash Advance

» Transaction Type: Debit Memo

» Debit Amount: amount from step 2

5. Click Save v

Create a Cash In transaction in the Cashbox:
1. From Main Menu

Other
Modules
Click Other Modules

Click Cashbox

Cashbox Me
Click Cashbox Menu

Select the required cashbox

Click Cash In

Enter the following information:

» Date: same date as entered in the Debit
Memo transaction above

» Category: Cash Advance

» Reason: Return balance to Cashbox after
rollover

» Amount: Amount from Stei 2 above
Click Continue

8.

» List View tab will display the Cash In transaction

» Current Cashbox Balance: should be the
balance before the rollover

Special Note:

to save the record

Nogakr w D

Dats: [ornzo06 |75 Diebit [5o.o0 ]
Category [CashAdvance  ~| Credit |
Transaction Type DebitMermno t] GST Paid iij
Transaction # [ ST Rebale ]
Description: ] 100% Rehate: ]
Mema | ~| Amount- No BST [ |
Funetion /—t] Amount- Befors GST. iij
Disrict Code 5 68T SignOfDate: | [ &8
Claar O Reconciled: [ ]

Figure 29: Debit Memo Transaction on Ledger

Cash In

Dt oranzme T8 Amount 0.0
C3tegoey Cash Advance v| Funcson

Suppber Name:
Reasen cash deposit fram rollover Memo v

Receipl #: GST Pald:

Amogunt - No GST. GET Rebaly

Amoun - Bifon GET

Figure 30: Cash In Transaction in Cashbox

Cashbox Cashbox Total Deposits: §30.00 TotalD

List View | | Modity || Search

Date Giwen Ta Reason Category Name Cat= Draw Deposit
osaoaoos Jevene  Jeaee  Jhaneisasee oo siso ] saoo |
ot Py, o Lazh we 13 ww 00

| nniao0s pcrue

Figure 31: List View Tab after Cash In Transaction

The end user will need to make a note to clear these transactions during the next month’s reconciliation.

To Clear Ledger Transactions:

1. From Main Menu
2. Click Reconcile - Monthly Statement

Reconcile - Monthly Statement

3. Clear the credit memo and debit memo
transactions created above

3 Petty Cash (GL Cashbox — Board Funds)

The ‘Petty Cash’ or ‘GL’ Cashbox module will allow users to track ‘District type cash’ refunds to staff and/or suppliers.
This module will track the amount of cash on hand, as well as, the ‘budget account or GL’ being charged for the

expense.

Petty Cash activity will be part of the GL Reimbursement reports.

SchoolCash.NET V2.0.7.0
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When the Current Cashbox Balance is approaching 0.00, it will be necessary to create the GL Reimbursement
Report and submit it to the District Office.

3.1 GL Reimbursement Report:

To Create the GL Reimbursement Report:
1. From Main Menu

2. Click Reports Menu il —

Chek continue 1o ind 3l or select a date range. Select the submesseon # you wish to repnnt

3. Click GL Reimbursement Rason SanDse ReooEnase
GL Reimbursement Reports = = m
4. If necessary enter any required date range

5 Click Continue Figure 32: GL Reimbursement Report
The GL Reimbursement Report will generate.

To Print the GL Reimbursement Report:
)

GL Report

me ) Sort By GL Department Code

Ritmbur sement Requisiton §om
Submission # 07.172.00001 Datec 10132007

Instucions GL Cash {Patty Cash) Advance: 5000

Agach 3ll original mosipteimoices.
Prenious Balence of funds on Hand: 5000

Privvious Resmitursement Amount from Board: 5000

1. Click Print icon on the report toolbar

Date
Total of Checks/Cash ssund: S5

PrincipallSupersisor Sgnature Balance of Funds on Hand: 775

=
2. Click Printer icon in the Adobe window, to
actually print the report

. . . 3 Date TrassacnonTine Dataits. Amount GST Rabats

3. Click OK in the printer dialog box Pincisas O s o . .
| Todak 2380610 s 3047 $0.37

4. After printing is completed, Close | the Adobe T o s

Owarsl Totnk LNy $0.47 $0.32

window . .
Figure33: GL Reimbursement Report Sample

5. Verify the report details
Sign (
6. Click Sign Off Sign Off

Windows Internet Explorer E|

L E Repart was successfully signed off,
L3

Figure 34: Sign Off Message

7. Submit the report for reimbursement

NOTE: For accurate tracking, the report must be
signed off, if the details are correct.

The sign off process indicates that the reported
transactions have been submitted to the board offices
for reimbursement. These transactions will not be
brought forward to other GL Reimbursement reports.
The reimbursement check will be deposited into the
bank account and the Cashbox replenished by
repeating Step Six

3.2 Year End Rollover Instructions for Petty Cash Cashbox Users:

It is very important that at the time of the Year-End Rollover Procedure that the cashbox
balance by zero.

To Prepare the Petty Cash Cashbox for Year-End
Rollover:

See instructions outlined above

3.3 Year-End Rollover Instructions for GL Module Users

3.3.1 Transfers:
Check for transfers between District Funds and Non-
District funds by:

1. From Main Menu
2. Click Reports Menu

KEV Software Inc. © 1996-2009 Updated: 09/08 SchoolCash.NET V2.0.7.0
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Reports Menu

3. Select Report 11 — Customized Transactions

4. Click Report 11

5. Select Transaction Type: Transfer

6. Select Category that is used for District Fund
Transactions

NOTE:

» There should be no transactions under this
category.

» Transfers between District Funds Category and
School Based funds must have their transaction
type modified to Debit and Credit memo.

Please contact District Administrator for further
assistance.

3.3.2 PC YrEnd Category:

1 . From Ma.| n Men u L\slVlewl Modify l“iea?i‘i‘n ‘ | Category Umbrellas HGL Department | ‘ GL Name‘
2. Click School and Category Information Ssarch Recores
Category Name: l:l Budgeted Expense: l:l

Sd‘|ml and Gataguw Cat # l:l Budgeted Revenue l:l
|nrnm1atinn Opening Balance I:l Contact Name: I:l

Category Umbrella Contact Email I:l
. . Name
3. Search for Category Umbrella used for District
Fund transactions

4. Locate pcYrEnd category Figure 35: Search Tab

5. Ensure balance is zero ($0.00)

6. If there are ledger items assigned to this category,
the total amount of these items must be entered
as Opening Balance, to result in a current balance
of zero

7. If checks issued from this category are or need to
be voided, it is important to change the category
name of the negative debit entry to the originating
category used for reimbursement

8. All items should be reconciled, cleared or voided

9. Do not void checks after completing final
reconciliation

3.3.3 GL Reimbursement:

1. From Main Menu
2. Select Reports Menu

Reports Menu

3. Click GL Reimbursement Reports
| GL Reimbursement Reports

4. Print and Sign-Off final report
5. Submit as required

3.3.4 GL Cashbox:
1. Close GL Cashbox
Refer to instructions outlined above
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4 Data Verification Sheet — Revised September 2008

Reporting Data - Using the Year-End Rollover Procedures record the following

Oldest Transaction Date on Ledger (enter manually)

Year End Rollover Date (enter manually)

Fig. #1 Report 10: Balance

Fig. #2 Report 10: Expenses

Fig. #3 Report 10: Revenues

Fig. #4 Report 10: Investment Opening Balance

Fig. #5 Report 10: Investment Closing Balance

Fig. #6 Monthly Reconciliation: Ledger Balance

Fig. #7 Monthly Reconciliation: Bank Balance

Fig. #8 Monthly Reconciliation: Total Bank & Investments

Rollover Reporting Verification - Use the above figures to cross-reference the information below
Balance Information Data Verification (First rollover screen containing data)

Fig. #9 District Reporting Information: Closing Ledger Balance
(Should equal Fig. #1 or Fig. #8 if account has investments)

Fig. #10 Bank Information: Balance (Should equal Fig. #7)

Fig. #11 Bank Information: Last reconciled date and Balance (Should equal Fig. #7)

Statement of Financial Position Data Verification

Fig. #12 Total Financial Assets (Should equal Fig. #1 or Fig. #8 if account has investments)

Schedule of School Activities Fund Data Verification

Fig. #13 Revenues (Should equal Fig. #3)

Fig. #14 EXxpenses (Should equal Fig. #2)

Fig. #15 Closing Balance (Should equal Fig. #1 or Fig. #8 if account has investments)

Summary of Closing Balances Data Verification

Fig. #16 Total Fund With Investment (Should equal Fig. #1)

Additional Report - Closing Balances Data Verification for Non-Reporting Categories

Fig. #17 Total Fund With Investment (Verification not required)

Future Transactions and Uncleared Transactions (Verification not required)

Summary of Categories with Opening Balances Data Verification

Fig. #18 Balance (Should equal Fig. #7)

Opening Reconcile Ledger Balance Data Verification (Last rollover screen containing data)

Fig. #19 Opening Reconcile Ledger Balance (Should equal Fig. #7)

Fig. #20 Date (Should equal Date on final Monthly Reconciliation report 11K)

Fig. #21 Balance (Should equal Fig. #11)
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