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School Cash Suite 
School and District Ledger History (Reports) 

 

1 Ledger History (Reports): 

School Cash Suite offers access to historical data.  The historical research will be based on the number of 
years the district has used School Cash Suite.  Historical data research can be based on category 
information, or school information.  In the Ledger History (Reports) menu there are several reports that 
offer date range selections.  Reports can be generated on either a School or District Level.  Reporting can 
be based on a selected school year or a selected date range.  Some boards have a “Year End” date of 
March 31.  To allow for this situation, select “Crossover” in the School Year, to base your fiscal reporting 
to a true school year reporting September to August. 

NOTE:  Standard Users will only have access to “School Reports” listed on the left.  Reported information 
is based on the last completed year end rollover in School Cash Accounting. 
 

How to Access School Based Ledger History (Reports):  

To Access School Based Ledge History (Reports): 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select a report from the menu from School Reports 

panel on the left side of the menu 

 
 
 

 

 

 
Ledger History (Reports) Menu– Display 
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2 To Manage Reports 

2.1 To Generate a Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select a report from the menu  

4. Click Continue  to generate the 
default report 

 
 
 

 
 

2.2 Customizing Basics: 

Most reports will open with report defaults, however reports can be customized for individual reporting 
requirements. 

Option checkboxes will allow for multiple selections: 
For example: 
Category Report Summary could be generated using 
both  

View Report in Accounting Style  
And 

Include Budgeted Revenue and Expense (D) 

Drop-down lists will present any available alternate 
selection: 
For example: 
Clicking drop-down arrow in School Year will allow 

for an alternate year to be selected (A) 

NOTE:  The number of school years available in this 
drop-down depends on the number of years the 
school has used School Cash Suite. 

The Crossover option is available for those schools 
whose year end is March 31. 

Lists of items to be included in report can be based 
on: 
Select All (usually the default) 

OR 

Individually selected items (C) 

For example:  
To select only some of the categories to include in 
the report: 
1. Deselect Select All Categories Option 
2. To select sequential categories to be included 

in the report 
Select first category, hold down the SHIFT key, 
select last category 

NOTE:  If categories are not sequential, hold down 
CTRL key  
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How to Export A Report: 

To Export A Report: 

1. Generate the required report 

2. Click Export  icon on the report toolbar 
3. Select the required export option from the drop-

down 

 

2.2.1 Export to Adobe: 

Adobe provides search capabilities that can be useful when viewing long reports. 

1. Click Export  on the report toolbar 
2. Select Adobe Acrobat (PDF) from the drop-down 

3. Click Open  in the File Download 
dialog box  

To Search The Document: 

1. Click Edit, Advanced Search 
2. Enter the search criteria in the text slot  

 
 

3. Click Search   
4. Click any results in the search list to go to that 

item in the report 
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2.2.2 To Export to Excel: 

Exporting the report to Excel will allow for further mathematical calculations to be applied to the report. 

1. Generate the required report 

2. Click Export  icon on the report toolbar 
3. Select the MS Excel Data Only from the drop-down 

4. Click Open  in the dialog box  

 

2.2.3 To Export to Word: 

Exporting the report to Word will allow for further word processing techniques to be applied to the 
report. 

1. Generate the required report 

2. Click Export  icon on the report toolbar 
3. Select one of the Microsoft Word options from the 

drop-down 

4. Click Open  in the dialog box 
NOTE:  Microsoft Word – Editable (RTF) would allow for 
further formats of the report   For example: Copying 
selected report information. 

 

3 Ledger History (Reports) – School Reports 

A Standard User (Bookkeeper) will have access only to the School based Ledger History Reports.  A District 
User will have access to both the School Reports and the District Level Reports.   

The Ledger History (Reports) – School Reports include: 
 Report #1 – Detailed Category Summary (All Transactions) 
 Report #10 – Trial Balance Umbrella Date Range 
 Report #11 – Customized Transaction Report 
 Report #11K – Reprint Monthly Bank Reconciliation 
 Report #11L – Reprint Monthly Bank Reconciliation – Overview of Categories  
 Report #14 – Tax Rebate for Board Submission 
 Report #18 – Government Reports 
 Vendor 1099 Summary 
 YTD History 

 

NOTE:  

 New YTD History Report can be accessed from both Ledger History (Reports) and from the Checks 
YTD Deposited Module 

 There are additional history reports, that are not displayed in this area.  Please see Additional 
History Reports documentation, for further information. 
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3.1 Report #1 – Detailed Category Summary (All Transactions) 

Perfect report when a school year summary of category activity is required! 

This report shows transactions for selected categories.  Report details include the category transaction 
Date, Description, Debit or Credit entry and whether the transaction has been cleared or not.  The report 
is summarized with Grand Totals. 

If the bank account has been set up with tax receivable, the default printing option is to display tax.  Tax 
Paid and Tax Rebate will appear as additional columns in the report. Once the report has been generated 
the user can select additional printing options.  These options include: Printing With or Without Tax 
details (Tax Paid/Tax Rebate), Printing categories on separate pages. 

 

 
School Ledger History (Reports) - Report #1 – Detailed Category Summary (All Transactions) – Display 

 

Features: 
A. Report Design Options: Select required report design Options include: View 

Report in Accounting Style and Include Budgeted 
Revenue and Expense(Defaults to Include Opening 
Balance, recommended setting) 
Select alternative report design option by clicking 
in check box 
NOTE:  More than one design option can be 
selected  Defaults to standard report or the User 
can select: View Report in  Accounting Style and/or 
Include Budgeted Revenue/Expense 

B. School Year: Select required school year from drop-down 
C. Select Categories to include: Select required category(ies) from list (Defaults to 

Select All) 

D. Select Category Numbers to include: Select required Category Numbers from the list 
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E. Select Category Umbrella Type(s) to include: Select required category umbrella type(s) from list 
(Defaults to Select All) 

F. Sort By: Select required sort option (Defaults to Category 
Name) 

G. Include Cashbox: Report can include Cashbox if required (Defaults to 
include Cashbox) 

How to Generate Report # 1 – Detailed Category Summary (All Transactions): 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #1 from School Reports panel on the 

left side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

 
School Ledger History (Reports) Report #1 – Detailed Category Summary (All Transactions)  

(sorted by Category Name)– Exhibit 

3.1.1 Report #1 – Detailed Category Summary (All Transactions) – Accounting Style 

The View Report in Accounting Style design option will display revenue, expense and transfer details 
separately for each of the selected categories.  The report is sorted alphabetically by Category Name.  
Transaction details appear in chronological order based on date.  Report information includes: Date, 
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Transaction, Transaction Number, Description, Revenue/Expense or Transfer values.  The report also 
indicates if the transaction has been cleared.  Totals appear for each of revenue, expense and transfers.  A 
Category Balance is included for each of the selected categories. 

NOTE:  It is possible to print category details on separate pages if necessary.  

 
 

How to Generate Report # 1 – Detailed Category Summary (All Transactions) 
View Report in Accounting Style : 

The Accounting style design will display Revenues, Expenses, Transfers separately.  Each reporting section 
will include totals, a Category Grand Total will appear at the end of each category detail. 
 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #1 from School Reports panel on the 

left side of the menu 
4. Click View Report in Accounting Style 

 
 
 

 

 
 

5. Select any required report options from the options 
described above 

6. Click Continue  to generate report 
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School Ledger History (Reports) Report #1 – Detailed Category Summary (All Transactions) –Accounting Style  
(sorted by Category Name/Revenue/Expense/Transfer/Transaction Date)  – Exhibit 

 

3.1.2 Report #1 – Detailed Category Summary (All Transactions) –  
Include Budgeted Revenue and Expense 

The Include Budgeted Revenue and Expense design option will display the budgeted revenue/expense 
information below each category.   The report is sorted alphabetically by Category Name.  The Contact 
Name also appears in this report.(Contact Name must be part of category information in School Cash 
Accounting Category (Chart of Accounts.)  Transaction details appear in chronological order based on date.  
Report information includes: Date, Transaction, Transaction Number, Description, Debit, Credit and Tax 
Rebate values.  Also included is the Opening Balance, Category Balance and totals of the Debits and Credits 
and Tax Rebate.  The report also indicates if the transaction has been cleared.  Totals appear for each of 
revenue, expense and transfers.  A Category Balance is included for each of the selected categories.  The 
report is summarized on the last page  with Grand Totals for Opening Balance, Category Balances, Debits 
and Credits. 
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* Budgeted Revenue and Expense information for a category is stored in the Chart of Accounts.  For 
example: The Grad Prom will have expenses (hall rental, decorations etc.). Expected ticket sales and 
sales of pictures and refreshments will be entered as budgeted revenue.   

1. From Main Menu, My School Information Group 
2. Select Categories (Chart of Accounts) 
3. Select the required category 
4. Click Modify tab 
5. Enter Budgeted Expense/Revenue information 
6. Enter Contact Name if necessary 
7. Click Save 

 
Category Budgeted Revenue and Expense, Contact Name – Display 

 

How to Generate Report # 1 – Detailed Category Summary (All Transactions) 
Include Budgeted Revenue and Expense : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #1 from School Reports panel on the 

left side of the menu 
4. Click Include Budgeted Revenue and Expense 

 
 
 

 

 
 

5. Select any required report options from the options 
described above 

6. Click Continue  to generate report 
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School Ledger History (Reports) Report #1 – Detailed Category Summary (All Transactions)  
Includes Budgeted Revenue and Budgeted Expense  

(sorted by Category Name/Date) – Exhibit 
 

3.2 Report #10 – Trial Balance (Umbrella Date Range) 

Report #10  - Trial Balance (Umbrella Date Range) is based on selected Category Umbrella Types (Defaults 
to include all).  Options include the ability to select a required school year and or date range.  The report 
can either include or display transfers and can be sorted based on Category Umbrellas or Category 
Numbers (Defaults to Category Umbrella Name).  Category information includes: Opening Balance, 
Expenses, Revenues and the Closing Balance.  Grand Total information appears after each category.  If a 
cashbox is being used cashbox details are summarized at the end of the report. 
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Ledger History (Reports) School Reports– Report #10 – Trial Balance – Display 

 

Features: 
A. Report Design Options: Report defaults to standard design or options can 

include: Budgeted Revenue and Expense, Roll Up 
Categories Only*, Active Categories only (Defaults 
to Active Categories Only) 

B. Select School Year: Select required school year from drop-down 
Crossover is available 

C. Date Range: Optional report Start and End Date,  
Earliest Date, searches ledger for earliest 
transaction 
Crossover option is available 

D. Select Category Umbrella Type(s) to include: Select required category umbrella types(s) from list 
(Defaults to All) 

E. Include/Display Transfers: There is an option to either include or display 
transfers.  (Defaults to include transfers in Revenue 
and Expense columns.  Display will show transfers 
in and out of categories with totals.) 

F. Sort Features: Report details can be sorted by either Category 
Umbrella Name or Category Number or Category 
Number No Umbrellas 

 

How to Generate Report # 10 – Trial Balance (Umbrella Date Range): 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #10 from School Reports panel on the 

left side of the menu 
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4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

 
School Ledger History (Reports) - Report #10– Trial Balance (Umbrella Date Range)  

(sorted by Category Umbrella/Category Name) – Exhibit 
 

3.2.1 Report #10 – Trial Balance (Umbrella Date Range) –  
Include Budgeted Revenue and Expense 

The Include Budgeted Revenue Expense details will be displayed in separated columns to the right of the 
Revenues.  Also included are Budgeted Balance values.  (Budgeted Revenue-Budgeted Expense).  Values 
are totaled at the end of each  Category Umbrella and also appear in the report summary found on the 
last page of the report. 
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How to Generate Report # 1 – Detailed Category Summary (All Transactions) 
Include Budgeted Revenue and Expense : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #10 from School Reports panel on the 

left side of the menu 
4. Click Include Budgeted Revenue and Expense 

 
 
 

 

 
 

5. Select any required report options from the options 
described above 

6. Click Continue  to generate report 

 

 

* Budgeted Revenue and Expense information for a category is stored in the Chart of Accounts.  For 
example: The Grad Prom will have expenses (hall rental, decorations etc.). Expected ticket sales and 
sales of pictures and refreshments will be entered as budgeted revenue.   

1. From Main Menu, My School Information Group 
2. Select Categories (Chart of Accounts) 
3. Select the required category 
4. Click Modify tab 
5. Enter Budgeted Expense/Revenue information 
6. Click Save 

 
Budgeted Expense/Revenue – Display 
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School Ledger History (Reports) - Report #10– Trial Balance (Umbrella Date Range) –  
Include Budgeted Revenue and Expense  

(sorted by Category Umbrella, Category Name)– Exhibit 
 

3.2.2 Report #10 – Trial Balance (Umbrella Date Range) – Roll Up Categories 

For organizational purposes categories can be numbered using a decimal.  For example: Grade 4 could be 
numbered 3-3400.00  Grade 4 Car Wash could be numbered  3-3400.05.  The Rollup Categories option 
would group these two categories together in Report #10. 

How to Generate Report # 1 – Detailed Category Summary (All Transactions) 
Include Budgeted Revenue and Expense : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #10 from School Reports panel on the 

left side of the menu 
4. Click Roll Up Categories 

 
 
 

 

 
 

5. Select any required report options from the options 
described above 

6. Click Continue  to generate report 
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School Ledger History (Reports) Report # 10 without Rollup Categories selected 
(sorted by Category Umbrella Name) – Exhibit 

 

 
School Ledger History (Reports) Report # 10 with Rollup Categories selected 

(sorted by Category Umbrella Name) – Exhibit 
 

 

School Ledger History (Reports) Report # 10 with Display Transfer selected 
(sorted by Category Umbrella Name) – Exhibit 
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3.3 Customized Transaction Report: 

Perfect report choice when many customized features are required! 

The Customized Transacton Report offers the user many reporting options.  

 
School Ledger History (Reports) Report #11 – Customized Transaction Report – Display 
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Features: 
A. School Year: Select required School Year from drop-

down (Defaults to current school year) 
Crossover option is available.    
NOTE:  Number of school years available 
for selection depend on the number of 
years the school has used School Cash 
Accounting) 

B. Report Date Range: Select required start and end date 

C. Select Categories/Category Number(s) to include: Select required category(ies) from list 

D. Select Category Umbrella(s) to include: Select required category umbrella(s) from 
list 

E. Select Category Umbrella Type(s) to include: Select required category umbrella type(s) 
from list 

F. Select Transaction Type(s) to include: Select required transaction type(s) from 
list  

G. Select Memo(s) to include: Select required memo(s) from list 

H. Select GL Department to include: Select required GL Department from list* 

I. Select GL Name to include: Select required GL Name from list* 

J. Sort Option: Select required sort option (one option 
only) 

K. Show: Select required option 

L. Contact Person: Enter the name of the contact person 

M. Description: Enter any known description 

N. Transaction #: Enter any known transaction number 

O. Credit: Enter a Credit value and select required 
mathematical comparison operator from 
the drop-down 

P. Debit: Enter a Debit value and select required 
mathematical comparison operator from 
the drop-down 

Q. Total: Enter a Total value and select required 
mathematical comparison operator from 
the drop-down 

R. Include Cashbox: Cashbox details can be included (Defaults 
to No) 

*NOTE:  It is possible that the naming convention for GL Department and GL Name may change, 
depending on information in KEVSetup.  Please see Account Settings documentation for further 
information. 
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How to Generate Report # 11 – Customized Transaction Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #11 from School Reports panel on the 

left side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

For Example:  Select Category Umbrella : 6.0 Field Trips 
& Excursions to see all transactions related to Field Trips 

5. Click Continue  to generate report 

 
 

 
School Ledger History (Reports) - Customized Transaction Report – All Field Trip Activity  

(sorted by Date)– Exhibit 
 

3.4 Report 11K – Reprint-Monthly Bank Reconciliation: 

Previous versions of the Monthly Bank Reconciliation can be reprinted if necessary.  Report 11K generates 
automatically during the regular reconciliation process.  Please see System Setup documentation for 
further information.  Report details are organized by Transaction Type (deposits, checks etc.).  Each 
transaction type lists the associated cleared transactions in chronological order based on date.  Details 
include Debit and Credit values, as well as Bank Account Totals. 
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School Ledger History (Reports) - Report 11K – Reprint-Monthly Reconciliation – Display 
 

Features: 
A. School Year: Select required School Year from drop-down (Defaults to current 

school year)  
NOTE:  Number of school years available for selection depend on 
the number of years the school has used School Cash Accounting) 

B. Reconciled Date: Select required reconciliation date 

How to Generate Report # 11K – Reprint Monthly Bank Reconciliation : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #11K from School Reports panel on 

the left side of the menu 

 
 
 

 

 
 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 
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School Ledger History (Reports) - Report 11K -Reprint Monthly Reconciliation  
(sorted by Date)– Exhibit 
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3.5 Report 11 L - Reprint-Monthly Reconciliation (Overview of Categories): 

Previous versions of the monthly bank reconciliation can be reprinted if necessary.  Report 11L can be 
included to generate automatically during the regular reconciliation process.  Please see System Setup 
documentation for further information.  Report details are organized by Category Umbrella.  Each 
category lists Opening Balance, Expense and Revenue activity, as well as any Transfers in and out.  
Balances are included for each category as well as Grand Totals for each Category Umbrella.  The report is 
summarized with any Investment values and a Grand Total of bank and investments on the last page of 
the report. 

 

 
School Ledger History (Reports) Report 11L -Reprint Monthly Reconciliation Overview of Categories– Display 

 

Features: 
A. Sort Options: The report can be sorted either by Category Name or Category 

Number (Defaults to Category Name) 

B. School Year: Select required school year from drop-down 

C. Report End Date: Select required report end date from drop-down 

How to Generate Report # 11L – Reprint Monthly Bank Reconciliation  
Overview of Categories : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #11L from School Reports panel on the 

left side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 
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School Ledger History (Reports) -  Report 11L -Reprint Monthly Reconciliation–Overview of Categories  

(sorted by Category Umbrella Name) -  Exhibit 
 

3.6 Report 14 – Tax Rebate Reports for Board Submission: 

The Tax Rebate Report can also be reprinted if necessary.  The report is sorted by Category Name.  
Transaction details are listed in chronological order by date.  Debit values, Tax Paid and Tax Rebate are 
included in the report.  The report indicates if transaction have been cleared.  Grand Totals for the report 
appear at the end of the report.  A signature line for authorization is also part of this report. 

 

 
School Ledger History (Reports) - Report 14 –Tax Rebate Report– Display 

 

Features: 
A. School Year: Select required School Year from drop-down (Defaults to current 

school year)  NOTE:  Number of school years available for 
selection depend on the number of years the school has used 
School Cash Accounting) 

B. Date Submitted: Select required start and end date 

C. Sort Report By: Select required sort option (Defaults to Category Name) 
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How to Generate - Report 14 Tax Rebate Reports for Board Submission: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report #14 from School Reports panel on the 

left side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

 
School Ledger History (Reports) - Report 14 –Tax Rebate Report  

(sorted by Category Name, Date)– Exhibit 
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3.7 Government Reports: 

The Ledger History (Reports) – Government Reports include: 

 Schedule of School Activities Fund 
 School Funds Government Report Schedule – Schedule E 
 School Funds Government Report – Schedule 14 

NOTE:  These reports are school and bank account based. 

 

 
School Ledger History (Reports) – Government Reports  

 

Features: 
A. Report Design: Select appropriate Report Design Option  

B. School Year: Select required school year from drop-down 

C. Date Range: Select optional start and end date  

D. Select Category Umbrella Type(s) to include:  Select required Category Umbrella Type(s) to be 
included (Defaults to All) 

3.7.1 Schedule of School Activities Fund 

The Schedule of School Activities Fund totals Financial Assets and Liabilities based on the selected 
Category Umbrella Types. The Net Financial Assets appear at the end of the report. 

How to Generate Schedule of School Activities Fund : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report # 18 -  Government Reports from 

School Reports panel on the left side of the menu 

 
 
 

 

 

4. Select Schedule of School Activities from the design 

options (A) 

5. Select any required report options from the options 
described above 

6. Click Continue  to generate report 
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NOTE:  This report is in 2 sections. 

Click Continue  at the top of the report 
window to generate the next report in sequence  

 

 
School Ledger History (Reports) – Government Reports –  

Schedule of School Activities Fund (Part 1) - Exhibit 
 

 
School Ledger History (Reports) – Government Reports –  

Schedule of School Activities Fund – Part 2 - Exhibit 
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3.7.2 School Funds Government Report Schedule – Schedule E 

The Schedule E is based on the selected Category Umbrella Types.  The report displays Gross SGF, Related 
Expenses and Net SGF.  Unexpended opening and closing balances are also included.  This report provides 
lump sum details.  NOTE:  See Category (Chart of Accounts) documentation for further information 
regarding correct setup for Schedule E reporting. 

How to Generate Schedule School Funds Government Report Schedule – Schedule E : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Report # 18 -  Government Reports from 

School Reports panel on the left side of the menu 

 
 
 

 

 

4. Select School Funds Government Report Schedule – 

Schedule E from the design options (A) 

5. Select any required report options from the options 
described above 

6. Click Continue  to generate report 
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School Ledger History (Reports) – Government Reports School Funds Government Report Schedule – Schedule E - Exhibit 

 

3.7.3 School Funds Government Report – Schedule 14 

The Schedule of School Activities Fund totals Financial Assets and Liabilities based on the selected 
Category Umbrella Types.  The report displays SGF Revenue and SGF Expenses.  Grand Total summary 
values for both Revenue and Expenses are also included in the report. 

How to Generate School Funds Government Report – Schedule 14 : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
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2. Click Ledger History (Reports)  
3. Select Report # 18 -  Government Reports from 

School Reports panel on the left side of the menu 

 

 

4. Select School Funds Government Report – Schedule 

14 from the design options (A) 

5. Select any required report options from the options 
described above 

6. Click Continue  to generate report 

 

 

 
School Ledger History (Reports) – Government Reports School Funds Government Report – Schedule 14 - Exhibit 
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3.8  YTD History Report: 

Pefect report to research a if an check has been received! 

The YTD History Report will list all cash and or checks that have been itemized in the deposits/receipts 
area and or School Cash Register module for the selected date range.  The report default sort order is by 
Category Name.  It is possible to change the sort requirements to sort by: Deposit datae, Amount or, 
Deposit From. 

Report details include: Category Name, Deposited From, Deposit Date, Amount, Tender Type (Cash or 
Check) and Student Name. 

The YTD History Report can be used to: 
 Research to see if a check has been received 
 Search on NSF transactions for a previous school year 
 Re-run a deposit listing for itemized checks 

NOTE:  Cash and Checks must be itemized through the Deposits/Receipts module in School Cash 
Accounting for this report to generate accurately.  Payments (cash or checks) recorded through School 
Cash Register are also included in the report details. 

 
School Ledger History (Reports) YTD History Report– Display 

 

Features: 
A. School Year: Select required School Year from drop-

down (Defaults to current school year) 
NOTE:  Number of school years available 
for selection depend on the number of 
years the school has used School Cash 
Accounting) 

B. Date Range: Enter required start and end date for the 
report 



© KEV Group Inc. ~ 32 ~School Cash Suite – School and District Ledger History (Reports) (08/13) 

C. Select Categories (Category Numbers) to include: Select required categories to include in 
report (Check Select All box to select all 
categories) 

D. Sort Report By: Select required sort order (Defaults to 
deposit date) 

E. Deposit From: Enter a name that has been used in Itemize 
Check/cash.   
For example:  To research if a check has 
been itemized from Ann Jones, enter “Ann 
Jones” in this field 

F. Show: Select optional information to be included 
in the report details 

G. Memo: Select required Memo details to further 
filter the YTD History Report 

How to Generate YTD History Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select YTD History Report from School Reports 

panel on the left side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

For Example:  To see YTD History for “Clubs”: 
1. Enter a Date Range for the report 
2. Select “Club” Categories 

3. Click Continue  to generate 
report 
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School Ledger History (Reports) YTD History Report  

(sorted by Deposited From)– Exhibit 
 

4 Vendor 1099 Summary 

Vendor 1099 Summary Report will list transaction details for all Vendors in the Supplier database that 
have been marked as Vendor 1099.  Report details are sorted by Federal ID number/Social Security 
Number, then by School/Bank Account and include vendor details (address, Federal ID number/Social 
Security Number), Check Date, Invoice #, Check #, Check Amount, Void.  Vendor totals appear after each 
vendor detail, and a Grand Total appears at the end of the report.  NOTE:  For this report to be accurate 
the Vendor 1099 option must be selected, as well as Federal ID Number/Social Security Number fields 
completed in Supplier/Vendor Maintenance table. 
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Supplier/Vendor Maintenance (Vendor 1099) – Display 

 

 
School Ledger History (Reports) Vendor 1099 Summary – Display 

 

Features: 
A. Date Range:  Select optional Start and End date for the report 

 

How to Generate Vendor 1099 Summary : 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Vendor 1099 Summary from School Reports 

panel on the left side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 
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School Ledger History (Reports) – Vendor 1099 Summary  

(sorted by Vendor Federal ID/Social Security Number) - Exhibit 
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5 Ledger History (Reports) – District Reports 

District based Ledger History Reports include: 
 Summary Statement of Finance (Year End) 
 Overview Statement of Finance (Year End) 
 Summary Schedule of Activities Fund (Year End) 
 Overview Schedule of Activities Fund (Year End) 
 Bank Service Charges For All Schools 
 Tax Rebate 
 Umbrella Summary Report 
 Loss Revenue NSF Checks 
 Schedule E-Summary (Future development will change this report to School Generated Report 

– Summary) 
 Schedule E Overview (Future development will change this report to School Generated Report – 

Overview) 
 Vendor 1099 Summary 

5.1 Summary Statement of Finance (Year End) 

The Summary Statement of Finance (Year End) lists each school in the district.  Bank Account information 
is displayed/sorted by School Number/Bank Account Name.  Report information includes: School 
Name/Number, Cash and Cash Equivalents, Accounts Receivable, Investments, Total Financial Assets, 
Accounts Payable, Deferred Revenue, Total Financial Liabilities and Net Financial Assets.    The report 
includes Grand Total summaries for each item. 

 

 
District Ledger History (Report) Summary Statement of Finance (Year End)– Display 

 

Features: 
A. School Year: Select required School Year from drop-

down (Defaults to current school year) 
NOTE:  Number of school years available 
for selection depend on the number of 
years the school has used School Cash 
Accounting) 

B. Date Range: Enter optional start and end date for the 
report 
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C. Select Categories Umbrella Types to include: Select required category umbrella types 
to include in report (Check Select All box to 
select all categories) 

 

How to Generate Summary Statement of Finance (Year End): 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Summary Statement of Finance (Year End)  

from District Reports panel on the right side of the 
menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

 
District Ledger History (Report) Summary Statement of Finance (Year End)   

(sorted by School Number/Bank Account Name) – Exhibit 

 



© KEV Group Inc. ~ 38 ~School Cash Suite – School and District Ledger History (Reports) (08/13) 

5.2 Overview Statement of Finance (Year End) 

The Overview Statement of Finance lists Financial Assets and Liabilities.  Total Financial Assets and 
Liabilities as well as Net Financial Assets are all included in the report details. 

 

 
District Ledger History (Report) Overview Statement of Finance (Year End)– Display 

 

Features: 

A. School Year: Select required School Year from drop-
down (Defaults to current school year) 
NOTE:  Number of school years available 
for selection depend on the number of 
years the school has used School Cash 
Accounting) 

B. Date Range: Enter optional start and end date for the 
report 

C. Select Categories Umbrella Types to include: Select required category umbrella types to 
include in report (Defaults to Select All) 

How to Generate Overview Statement of Finance (Year End): 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Overview Statement of Finance (Year End)  

from District Reports panel on the right side of the 
menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

NOTE:  Category Umbrella Types that have been deselected will automatically be excluded from totals.  
Selecting only one or more Category Umbrella Types will only include values for the types selected.  
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District Ledger History (Report) - Overview Statement of Finance (Year End)– Exhibit 

 

5.3 Summary Schedule of Activities Fund (Year End) 

This district level Ledger History Report will summarize the Schedule of Activities Fund by school.  The 
selected Category Umbrella Types are used to base the report summary.  The school year can be selected 
as well as an optional date range.  Displayed information includes:  Revenue and Expenses, Net 
Revenue/Expense, Balance Forward, Adjustment and Closing Balance.  Grand Totals for each of the fields 
appear on the last page of the report. 

NOTE:  This report now includes the option to Display Transfers. 

 

 
District Ledger History (Report ) Summary Schedule of Activities Fund (Year End)– Display 

 

Features: 

A. School Year: Select required School Year from drop-
down (Defaults to current school year) 
NOTE:  Number of school years available 
for selection depend on the number of 
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years the school has used School Cash 
Accounting) 

B. Date Range: Enter optional start and end date for the 
report 

C. Select Categories Umbrella Types to include: Select required category umbrella types to 
include in report (Defaults to Select All) 

D. Display Transfers: Click checkbox to display transfers (in and 
out) in the report  (Defaults not to display 
transfers) 

How to Generate Summary Schedule of Activities Fund (Year End) 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Summary Schedule of Activities Fund (Year 

End)  from District Reports panel on the right side of 
the menu 

 
 
 

 

 

 
4. Select any required report options from the options 

described above 

5. Click Continue  to generate report 

 

 

 
District Ledger History (Report)  Summary Schedule of Activities Fund (Year End) 

(sorted by School Name/Bank Account) Without Transfers Displayed– Exhibit 
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District Ledger History (Report)  Summary Schedule of Activities Fund (Year End ) 

(sorted by School Division, School Name/Bank Account)– With Transfers Displayed– Display 
 

5.4 Overview Summary of School Activities Fund (Year End) 

This report displays the Revenues, Expenditures and Net Revenue (Expenditure) for the selected school.  
A Closing Balance is also included in the report. 

 

 
District Ledger History (Report) Overview Summary of School Activities (Year End)– Display 

 

Features: 
A. School Year: Select required School Year from drop-

down (Defaults to current school year) 
NOTE:  Number of school years available 
for selection depend on the number of 
years the school has used School Cash 
Accounting) 

B. Date Range: Enter optional start and end date for the 
report 



© KEV Group Inc. ~ 42 ~School Cash Suite – School and District Ledger History (Reports) (08/13) 

C. Select Categories Umbrella Types to include: Select required category umbrella types to 
include in report (Defaults to Select All) 

How to Generate Overview Schedule of Activities Fund (Year End): 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Overview Schedule of Activities Fund (Year 

End)  from District Reports panel on the right side of 
the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

 

District Ledger History (Report) Overview Schedule of School Activities Fund (Year End)– Exhibit 
 

5.5 Bank Service Charges for All Schools 

The District Level Bank Service Charges for All Schools Ledger History Report summarizes information by 
school and bank account.  Report details include: School Name, Bank Account Name, Bank Account # and 
Bank Name and Branch Number.  Report details include Date, Transaction Type (serv. chrg), Description 
and Charge Amount.  The amount charged details are sub- totaled by School bank account and totaled by 
school.  A Board Total appears on the last page of the report. 

The report can be generated either as a detailed report (breaks down services charge transactions by date 
for each school) or as an overview report (each school is summarized). 

NOTE:  Bank services charges must be recorded on the Ledger during the monthly reconciliation process 
using a category called Service Charge in order for this report to generated correctly. 
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District Ledger History (Report) Bank Services Charges - Display 

 

Features: 
A. Design Option: Select required design option (Defaults to Detailed) 

B. School Year: Select required School Year from drop-down (Defaults to current 
school year)  NOTE:  Number of school years available for 
selection depend on the number of years the school has used 
School Cash Accounting) 

C. Date Range: Enter optional start and end date for the report 

D. Select Schools to include: Select required school(s) to include in report (Defaults to Select 
All) 

How to Generate Bank Service Charges For All Schools Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Bank Service Charges For All Schools  from 

District Reports panel on the right side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

Detailed report will display service charge information sorted by school/bank account..  Report details 
also include: Date, Transactions, Description, Charge Amount.  Details are summarized with a Bank 
Account Total, School Total and a Board Total, which appears at the end of the report. 
 

NOTE:  The detailed report option includes an additional sort option.  The report can be sorted either by 
school or by Bank Name (Defaults to School). 

 
Sort Opitions for Overview report – Display 
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District Ledger History (Report) Bank Services Charges Detailed 

(sorted by School Name/Bank Account, Date)  - Exhibit 
 

The Overview design option generates a list of all selected schools, the Bank Name, Branch Number, Bank 
Account Name and Number, the Service Charge Total and a District Grand Total are included in this 
report.  The report details are sorted by School Name/Bank Account. 

 

  
District Ledger History (Report) Bank Services Charges Overview  

(sorted by School Name/Bank Account)  – Exhibit 
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5.6 Tax Rebate 

The District Level Tax Rebate report summarizes tax rebates by selected school.  By default report details 
are sorted alphabetically by school.  Category information is sorted alphabetically within each school 
detail.  Rebate information is displayed by category and includes Tax Expenses, Total Tax Paid and Total 
Tax Rebate values.  Grand Totals by Bank Account and School are included.  A summary Board Total 
appears on the last page of the report.  

NOTE:  Tax information must be established in School Cash Accounting in order for the details of this 
report to generate. 

 

 
Tax Rebate– Display 

 

Features: 

A. Report Design: Select required report design option (Defaults to Detailed By 
School Bank Account) 

B. School Year: Select required School Year from drop-down (Defaults to current 
school year) NOTE:  Number of school years available for selection 
depend on the number of years the school has used School Cash 
Accounting) 

C. Date Range: Enter optional start and end date for the report 

D. Select Schools to include: Select required schools to include in report (Defaults to Select All) 

How to Generate Tax Rebate Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Tax Rebate  from District Reports panel on 

the right side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 
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District Ledger History (Report) Tax Rebate Detailed by School 
(sorted by School Name/Bank Account/Rebate Percentage/Category Name)– Exhibit 

 

The Overview By School report design summarizes tax rebate details by school.  The report sorts based on 
school name/bank account.  The report includes Total Expenses, Total Tax Paid and Total Tax Rebate for 
each bank account.  Values are totaled by school.  Board Grand Total of Total Expenses, Total Tax Paid and 
Total Tax Rebate appear at the end of the report.   

NOTE:  Tax information must be established in School Cash Accounting in order for the details of this 
report to generate. 
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District Ledger History (Report) Tax Rebate Overview 

(sorted by School Name/Bank Account)– – Exhibit 
 

The All Transactions report design lists all transaction eligible for tax rebate but have not been signed off.  
The transactions are sorted by date.  Details include the percentage rebate, Transaction type and 
Number, Description, Category Name, Debit, Tax Paid, Tax Rebate and if the transaction has been cleared 
in the monthly reconciliation process.  Board totals are included in the report.  An approval line appears 
at the end of the report. 

NOTE:  Tax information must be established in School Cash Accounting in order for the details of this 
report to generate. 

 

 
District Ledger History (Report) Tax Rebate All Transactions  
(sorted by Rebate Percentage/Transaction Date) – Exhibit 
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5.7 Umbrella Summary Report 

Summary Report details are displayed based on Category Umbrella Name.  Categories are sorted 
alphabetically within each Category Umbrella.  Associated category information includes Category Name, 
Number, Opening Balance, Expenses and Revenues.  Transfers and Category Balances also display.  The 
Category Umbrella details are summarized and a Grand Total appears on the final page of the report. 

 

 

Umbrella Summary Report– Exhibit 
 

Features: 
A. School Year: Select required School Year from drop-down (Defaults to current 

school year)  NOTE:  Number of school years available for 
selection depend on the number of years the school has used 
School Cash Accounting) 

B. Report Start Date: Enter optional start date for the report 

How to Generate Umbrella Summary Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Umbrella Summary Report  from District 

Reports panel on the right side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 
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District Ledger History (Reports) Umbrella Summary Report  

(sorted by Category Umbrella Name/Category Name)– Exhibit 
 

5.8 Overview Umbrella Report 

The Overview Umbrella Report details include: Umbrella Name, Opening Balances, Expenses/Revenues, 
Transfers In and Out, and Balance.  The report is summarized with Grand Total information on the last 
page.  If an umbrella is selected for drilldown, expanded details include the selected school specific 
category umbrella details. 

 

 
Overview Umbrella Report – Display 
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Features: 
A. School Year: Select required School Year from drop-

down (Defaults to current school year) 
NOTE:  Number of school years available 
for selection depend on the number of 
years the school has used School Cash 
Accounting) 

B. Exclude Umbrella Drilldown: Turns off report drilldown feature* 

C. Umbrella List for Drilldown: Select required category umbrella types to 
include in drill down feature of report.  
Drilldown feature displays school specific 
information for the selected category 
umbrella 

D. Exclude Inactive Umbrellas: Click to exclude inactive umbrellas 

E. End Date: Enter optional end date for report 

F. Select Schools to include: Select required schools (Defaults to All) 

G. Select Category Umbrella Type(s) to include: Select required umbrella type(s) (Defaults 
to All) 

How to Generate Umbrella Overview Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Umbrella Overview Report  from District 

Reports panel on the right side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

 
*Overview Umbrella Report Umbrella Selected for Drill Down– Display 
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District Ledger History (Report) Overview Umbrella Report Umbrella with Drill Down  

(sorted by Category Umbrella Name/Category Name and School Name)– Display 

 

5.9 Loss Revenue NSF Checks 

The Detailed Loss Revenue NSF Checks report displays school specific NSF transaction details.  The report 
details are displayed in alphabetical order based on school name.  The details include: Deposited Date, 
NSF Date (date NSF check was recorded in School Cash Suite NSF module), Paid Date (date NSF 
repayment was recorded in School Cash Suite NSF module), Amount, NSF Charge, Transaction Total (total 
of NSF check and NSF charges), Outstanding Total (amount of NSF transaction that has not been repaid).  
The report also displays itemized check details (checks must have been correctly itemized in School Cash 
Suite Deposits/Receipts module), Category Name and Reason.  A school total displays at the end of each 
selected school details.  The report is summarized with a Grand Total for all selected schools, on the last 
page of the report. 

Overview design option will collapse the individual NSF details and present summary totals by school.  
Grand Total information is also included in this option. 

  

Loss Revenue NSF Checks - Detailed Report – Display 
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Features: 
A. Report Design Option: Select required report design (Defaults to Detailed) NOTE:  

Number of school years available for selection depend on the 
number of years the school has used School Cash Accounting) 

B. School Year: Select required School Year from drop-down (Defaults to current 
school year) NOTE:  Number of school years available for selection 
depend on the number of years the school has used School Cash 
Accounting) 

C. Report Date Range: Enter optional start and end date for report  

D. Select Schools to include: Select required schools to include in report (Defaults to All) 

 

How to Generate Loss Revenue NSF Checks Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Loss Revenue NSF Checks from District 

Reports panel on the right side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

 

District Ledger History (Reports) Loss Revenue NSF Checks - Detailed Report  
(sorted by School Name/Bank Account and Transaction Date)– Exhibit 
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Overview design option will collapse the individual NSF details and present summary totals by school.  The 
report is sorted in alphabetical order based on school name.  Grand Total information is also included in 
this option. 

 

 

District Ledger History (Reports)  Loss Revenue NSF Checks - Overview Report  
(sorted by School Name)– Exhibit 

 

6 Schedule E – Summary 

District Level Schedule E Summary will display Schedule E reports for each school in the district.  Details 
display in chronological order based on school number.  For further information on Schedule E reporting, 
see the Schedule E section of this document. 

District Level Schedule 14 Summary will display Schedule 14 reports for each school in the district.  Details 
display in chronological order based on school number.  For further information on Schedule 14 reporting, 
see the Schedule 14 section of this document. 

District Level School Generated Funds Year-End  Summary is the most frequently used report SGF 
Summary style.  This report displays the GL Account Name, Number and Budget Manager, Debit and 
Credit values.  Revenue and Expenditure information is summarized with Grand Total values. 

NOTE:  To ensure correct GL account setup is required in School Cash Accounting Category (Chart of 
Accounts). 

 

SGF - Summary– Display 
 

Features: 
A. SGF Report Type: Select required report style 

Most frequently used report type is School Generated Funds Year-
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End Report 
NOTE:  Correct category umbrella types must be established in 
School Cash Accounting in order to generate any of these report 
styles.  For further information regarding categories please see 
Category (Chart of Accounts) documentation 

B. School Year: Select required School Year from drop-down (Defaults to current 
school year) NOTE:  Number of school years available for selection 
depend on the number of years the school has used School Cash 
Accounting) 

C. Report Date Range: Enter optional start and end date for report 

D. Include Cashbox: Select include cashbox option (Defaults to “include cashbox”)  

How to Generate Umbrella Summary Report: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Schedule E Summary  from District Reports 

panel on the right side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 

 

 

 
District Ledger History (Reports) Schedule E Summary Report  

(sorted by School Number)- Exhibit 
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District Ledger History (Reports) Schedule 14 Summary Report  

(sorted by School Number)- Exhibit 
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District Level School  Generated Funds Year End Summary Report  

(sorted by Revenue/Expense/GL Account Name) – Exhibit 

 

7 Schedule E – Overview 

The School Generated Funds Year-End Report - Overview displays GL Name information organized by SGF 
Revenue and SGF Expenditures.  School information is displayed grouped by GL Name.  GL Account Name, 
Account Number, Debit (DR) and Credit (CR) values are included in the report. 

School Funds Government Report Schedule - Schedule E – Overview report displays Gross SGF, Related 
Expenses and Net SGF.  Unexpended opening and closing balances are also included.  This report provides 
lump sum details.  NOTE:  See Category (Chart of Accounts) documentation for further information 
regarding correct setup for Schedule E reporting.  The report also includes an authorized signature line. 
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School Funds Government Report - Schedule 14 – Overview report displays SGF Revenue and SGF 
Expenses, sorted by GL Name.  The report displays district Elementary School and District Secondary 
school information in separate columns.  Grand Total summary values for both Revenue and Expenses 
are also included in the report. 

 

 

SGF – Overview – Display 

 

Features: 
A. SGF Report Type: Select required report style 

Most frequently used report type is School Generated Funds Year-
End Report 
NOTE:  Correct category umbrella types must be established in 
School Cash Accounting in order to generate any of these report 
styles.  For further information regarding categories please see 
Category (Chart of Accounts) documentation 

B. School Year: Select required School Year from drop-down (Defaults to current 
school year) NOTE:  Number of school years available for selection 
depend on the number of years the school has used School Cash 
Accounting) 

C. Report Date Range: Enter optional start and end date for report 

D. Include Cashbox: Select include cashbox option (Defaults to “include cashbox”)  

How to Generate Schedule E - Overview: 

From Main Menu, My School Information Group 

6. Click Program Maintenance 
7. Click Ledger History (Reports)  
8. Select Schedule E - Overview  from District Reports 

panel on the right side of the menu 

 
 
 

 

 

9. Select any required report options from the options 
described above 

10. Click Continue  to generate report 
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School Funds Government Report – Schedule E – Overview – Exhibit 
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School Funds Government Report – Schedule 14 – Overview – Exhibit 

 

 
School Funds Year-End Report – Overview – Exhibit 



© KEV Group Inc. ~ 60 ~School Cash Suite – School and District Ledger History (Reports) (08/13) 

8 Vendor 1099 Summary 

Vendor 1099 Summary Report will list transaction details for all Vendors in the Supplier database that 
have been marked as Vendor 1099.  Report details are sorted by vendor and include vendor details 
(address, Federal Id number), Check Date, Invoice #, Check #, Check Amount, Void.   

Vendor information is summarized by school bank account within the district.  Vendor totals appear after 
each vendor detail, and a Grand Total appears at the end of the report.  NOTE:  For this report to be 
accurate all required vendors must have a check mark beside Vendor 1099 option in Supplier/Vendor 
Maintenance table. 

 

 
Vendor 1099 Report – Display 

 

Features: 
A. Optional Date Range: Select optional Start and End date for the report 

 

How to Generate Vendor 1099 Summary: 

From Main Menu, My School Information Group 

1. Click Program Maintenance 
2. Click Ledger History (Reports)  
3. Select Vendor 1099 Summary from District Reports 

panel on the right side of the menu 

 
 
 

 

 

4. Select any required report options from the options 
described above 

5. Click Continue  to generate report 
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District Ledger History (Reports)  Vendor 1099 – Summary  

(sorted by Federal ID/Social Security, School Name/Bank Account) – Exhibit 
 

 


