St. Lucie County School Board

A Principal’s Manual for Internal
Accounting




The Financial and Program Cost Accounting and Reporting for Florida Schools “Redbook”
requires that financial transactions of school organizations be accounted for in the school
internal accounts and that all funds handled by school board employees during normal
working hours be included in and become part of the internal funds of the school unless
accounted for in the district level accounting system. Collecting and expending of school
internal account funds shall be in accordance with the Florida Constitution, Florida
Statutes, State Board of Education rules, and school board rules. Sound business
practices should be observed in all transactions. (Redbook Chapter 8, Section I, 8)
Although it is generally recognized that no instruction manual can be comprehensive
enough to cover all aspects of the daily routine, this manual serves as a foundation for
recording school internal account transactions. For circumstances not covered herein,
please contact:

Business Services 772-429-3970

This manual was first approved by the St. Lucie County School Board on January 25,
2011.

The latest updated manual was Board approved on February 13, 2018.

Submitted for board approval on February 11, 2020.
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Internal Account Policies

v Internal accounts are collected and expended for the students’ benefit and are to be
used to account for all monies collected and disbursed by each school through fund
raisers and other student related extracurricular and curricular activities.

v" Funds collected for specific purpose shall be expended for the purpose collected.
All internal funds designated for general purposes shall benefit the entire student
body.

v" Funds should not accumulate in Field Trip or Fundraiser accounts yearly. If a
balance accumulate at year end, monies for Grade Levels will move to the next
grade level. Excess funds left in the final grades account at a school should be
transferred to the General Misc. account.

v' General Misc account is used to benefit the entire student body. The activities
commonly accounted for in these accounts are school wide activities, lanyards, etc.

v All monies collected by the school must be allowed by forms of CASH and CHECK.
Schools must accept checks in the form of payment — unless otherwise approved by
the superintendent.

v' Reimbursement to Staff members shall be limited, please use sound business
practices and utilize our vendors when purchasing items that are needed.

v' Sound business practices should be used, when reimbursing an employee of the
school district including a secretary or bookkeeper as keeping the segregation of
duties. Bookkeepers must complete the annual finance meetings as required by the
school district business services department and the superintendent.

v' The use of signature stamps are prohibited on any internal account documents. All
signatures must be original and must be dated on all documents and reports.

v All signatures must be dated by the person who signed the document on the date
they signed.
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Chart of Accounts

The Florida Department of Education has specified the following Chart of Accounts for School
Internal Funds.

Expenditure Accounts:

Projects in SBAA will begin with “8” the second number in an account number is
determined by the purpose and type of account, using Redbook Chapter 8, Section IV, 8-
11 for guidance.

81XXX Athletics

o &

82XXX Music
83XXX Classes

a o

84XXX Clubs

e. 85XXX Departments
f. 86XXX Trusts

g. 87XXX General

For example, a trust account number would begin with “86” (86xxx). In addition, there are
account numbers reserved for specific purposes in SBAA, as follows: (If your Chart of
Account does not specify the below, please contact Business Services)

Project Number | Project Description Project Number | Project Description

81020 Baseball 81282 Volleyball, Varsity

81040 Basketball 81300 Wrestling

81041 Basketball, Boys 81995 Athletic Officials

81042 Basketball, Girls 81996 General Athletic Operations
81043 Basketball, JV 81997 District Reimbursement
81060 Bowling 81998 Athlete Processing Fees
81080 Cheerleaders 81999 Athletic Gate Receipts
81081 Cheerleaders, JV 82020 Band

81082 Cheerleaders, Varsity 82040 Chorus

81100 Cross Country 82060 Music

81120 Football 84020 National Honor Society
81121 Football, Varsity 84040 National Jr. Honor Society
81140 Golf 84060 Safety Patrol

81141 Golf, Boys 84080 Student Council
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81142 Golf, Girls 85020 Guidance

81180 Soccer 85040 Library

81181 Soccer, Boys 85060 Newspaper

81182 Soccer, Girls 85080 Yearbook

81184 Soccer, JV Girls 86020 Lost Textbooks

81200 Softball 86040 PTO

81220 Swimming 86060 Stale Dated Checks

81240 Tennis 86080 United Way

81241 Tennis, Boys 86099 QZAB

81242 Tennis, Girls 87001 General Misc

81260 Track 87020 Pictures Commission

81261 Track, Boys 87040 School Store

81262 Track, Girls 87060 Sunshine

81280 Volleyball 87080 Vending, Faculty/Staff

81281 Volleyball, JV 87100 Vending, Student
Adding an Account:

1. After the account number to be added has been determined, on Skyward go to SBAA,
Chart of Accounts. Select Add Account.
a. Highlight the line where you will be adding the account
I. For example if you are adding an 86xxx account you will highlight an
86xxx account as shown below:

IS {4 https://business. stlucie.k12.Fl.us/scriptswsisa, dll[WService=wsFinjfsbasbrws015, w | ﬂi
/ ) ! =B

St Lucie COllIlty SChOOlS Dana Schang Account Preferences Exit ?
SKYWARD

Account Accounts | Fixed

e Custom | Federal/State
Home « Management Vendors = Purchasing Payable = Assets Q

Reports Reporting

< n Chart Of Accounts W }? Q . 4 Favoritesw» "1_. New Window @My Print Queue
Chart of Accounts with Detail Descriptions for Entity: 0391 (Fiscal Year 2014-2015) ) &2 Filter
e: Regular account e = Options

Account Number

Fund T Func Obj Fac Proj SubprProg a Beginning Balance Debit Amount Credit Amount Ending Balanc A::;?,?m( |
P ©910L229%0 0000 0391 86045 00000 00000 0.00 0.00 0.00 0.0 Gaooum. )
P 8910L2290 0000 0391 86046 0 0 0.00 0.00 0.00 00" Edit
P 891012290 0000 0391 86057 -70.85 326.85 256.00 0.0
» 891012250 0000 0391 86058 0.00 0.00 0.00 0.0
P 891012290 0000 0391 86059 O -35.00 0.00 0.00 -35.0
P 2910L22%0 00 0391 86060 00000 0.00 0.00 0.00 0.0
P 891012290 0000 0391 86061 O 0.00 0.00 0.00 0.0
p 8910L2290 0000 0391 86062 00000 00000 0.00 0.00 0.00 0.0
P 891012290 0000 0391 86063 0 0.00 0.00 0.00 0.0
» 891012290 0000 0391 86064 00000 000 0.00 0.00 0.00 0.0
P 891012290 0000 0391 86065 000 0.00 0.00 0.00 0.0
» 891012250 0000 0391 86066 00000 00000 0.00 0.00 0.00 0.0
[ N Y 7 2 B
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Chart of Accounts (Continued)

2. Select Liability Account and Next.

| Account Type MBS
Account Type Next |
What kind of Account will this be?: Back

Asset Account

i Liability Account
) Equity Account

7 Revenue Account
@ Expense Account

3. Verify that the type is “L”.

b. Function should be 2290-Do not change this Function.
c. Type the account number in the Project field.
i. Use the Account Number listed on the List of Accounts on Page 3 or
add the next available account as needed.
d. Type the account title in the Acct Level Desc. field.
I. Then select Save.

2 https://myportal.stiucie k12.fl.us:447/%isPopup=true - Account - Entity 0241 - WR\AC\CO - 7139 - Windows Internet Explorer = @
Account

@ o
e
* Fund: 8910 SCHOOL INTERNAL ACCOUNTS Back
*Type: L Liability
* Function: | 2290 v Internal Accounts Payable
* Object: 0000 v
* Facility: 0241 FLORESTA ELEMENTARY
* Project: |86115 v
* Subproject: 00000 v
* Program: 00000 v

Account Number Dimensions

Characteristics for Account Number

@
ACCOTR Dl Active  Inactive

PO Disc: =
AC Disc: N
Level 3: h
Category: ¥

Acct Quick Key: ‘r

Acct Level Desc: [Science Grant

Offset Closing Acct:
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Cash Disbursements (Checks)

All disbursements from internal funds must be in the form of approved pre-numbered
checks. Internal funds may not be used to cash checks to accommodate
individuals, make any kind of loans, pay any form of compensation directly to
employees or extend credit.

The Principal is fully responsible for all purchases and purchase commitments requiring
present or future disbursements from internal funds.

Per Redbook Chapter 8, Section Il, 8.2, Purchases from internal funds must be authorized
in writing by the principal or designee. 1. All checks must be signed with two signatures as
prescribed by the principal.
a. The use of signature stamps is prohibited on internal account documents
a. Neither the school nor the district school board shall be liable for any purchase
made in the name of the school without express written approval.
b. Redbook Chapter 8, Section Ill, 1.3c under no circumstances shall checks be
pre-signed.

Prior to issuing a check, a check requisition/request form must be completed and signed by
the principal, appropriate sponsor, and/or student officer.
c. Use the Check Requisition form available on the Forms Database on the
SLCSB website.
d. The bookkeeper cannot sign as sponsor for the general miscellaneous
account.
e. Any responsible individual other than the bookkeeper can sign as sponsor for
the general miscellaneous account.

St. Lucie Public Schools

Check Requisition

No. Date.

School

Name of Organization

Please make check payable to

for the amount of $

These funds are being spent for

Teacher Sponsor Signature Student Treasurer Signature

Date Date

Issued Check Number Principal Approved

Date

White: Bookkeeper Canary: Other Pink: Originator FINOOO7 Rev. 1/12
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Cash Disbursements (Checks) (continued)
Printing a check in Skyward:

2. The bookkeeper records the check on Skyward. Go to SBAA, Check Request.

Ff https://i
I f St Lucie County Schools - SLC Business Training Refreshed 03-05-2012 Shorn el ctount | PIEences [ EXR
SKYWARD"
Account . Fixed Federal/State
Home |+ Management Vendors = Purchasing Arenis Reporting
<4l Check Request W © [ W@ ¥ Favoritesy T New Window £33 My Print Queue
Add, Edit, Delete Check Request for Entity: 0241 = & |
ptions
. c |A Vendor |
Status w Check Number|£ |2 |V |Vendor Name b Check Amount Check Date Print Date Bank Al Refresh
» History 000006966 | [crocco-curr sTACY 7210] 02/28/2012 | 02/28/2012 |checkifialiiYT) |
» History 000006965 SAM'S CLUB 20.98 02/28/2012 02/28/2012  checkir|= ‘ P
» History 000006964 TREES 'N MORE 395.00| 02/29/2012 02/29/2012 | checkirl 1l |_from PO
» History 000006963 SAM'S CLUB FL 80.00 02/28/2012 02/28/2012  checkir E
» History 000006962 LOWE'S FL 100.00 02/24/2012 02/24/2012 checkir
» History 000006961 Y SAM'S CLUB FL 100.00 02/28/2012 02/29/2012 checkir —
» History 000006961 SAM'S CLUB FL 100.00  02/23/2012 0272372012 | checkir =
jotes
» History 000006960 Y DOLLAR TREE 75.00 02/23/2012 02/23/2012 checkir seee—
» History 000006960 DOLLAR TREE 75.00 02/09/2012 02/09/2012 | checkir |l_Attach
» History 000006959 UNITED WAY OF ST LUCIE COUNTY  FL 729.15  02/02/2012 02/02/2012  checkir
» History 000006958 RHYTHM BAND INSTRUMENTS X 69.90 02/02/2012 02/02/2012 | checkir S I
» History 000006957 PERIPOLE BERGERAULT OR 218.00 02/02/2012 02/02/2012  checkir d
» History 000006956 ORIENTAL TRADING CO MO 451.25 02702/2012 02702/2012 checkir
» History 000006955 INSECT LORE PRODUCTS CA 52.98 02/02/2012 02/02/2012 checkir Void
» History 000006954 ST. LUCIE COUNTY EDUCATION FOU 200.00| 02/02/2012 02/02/2012 | checkir Void and "
» History 000006953 STAPLES 49.42 02/02/2012 02/02/2012 |checkit |\._RESsue
[ f St Lucie County Schools - SLC Business Training Refreshed 03-05-2012 Stieco Potip Aot inbrepnces JIRER |IBli2
SKYWARD
Home |~ ;359";:'; Vendors | Purchasing | f>ed m Fe&’:p’i‘r’ﬁsr:;‘e
=1~ Check Request vy © [ @B ¥ Favoritesy T New Window £ My Print Queue
Add, Edit, Delete Check Request for Entity: 0241 =) & - W
Status Check Number | £ |2 |V | Vendor Name Moodot Check Amount Check Date Print Date Bank A{  Refresn W
I et N 7 ) V277 T T - (s ) ||
» History 000006965 SAM'S CLUB 20.98 02/29/2012 02/29/2012 d‘;e(k"‘ ‘ e
» History 000006964 TREES 'N MORE 395.00 02/29/2012 02/29/2012 checkirl_J | from PO
» History 000006963 SAM's cLUB L 80.00 ©02/28/2012 02/28/2012 | checkir
» History 000006962 LOWE'S =5 100.00 02/24/2012 02/24/2012 checkir
» History 000006961 Y sam'scLuB FL 100.00| ©02/29/2012 02/29/2012 | checkir =
> History 000006961 SaM's cLUB FL 100.00 02/23/2012 02/23/2012 | checkir
» History 000006960 Y | DOLLAR TREE 75.00 02/23/2012 02/23/2012 | checkit biotes,
» History 000006960 DOLLAR TREE 75.00 02/09/2012 02/09/2012 | checkir Attach
» History 000006959 UNITED WAY OF ST LUCIE COUNTY FL 729.15 02/02/2012 02/02/2012 checkir
» History 000006958 RHYTHM BAND INSTRUMENTS T 69.90 02/02/72012 0270272012 checkir , . [
> History 000006957 PERIPOLE BERGERAULT orR 218.00 ©02/02/2012 02/02/2012 | checkir ‘
» History 000006956 ORIENTAL TRADING CO MO 451.25 02/02/2012 02/02/2012 checkir
» History 000006955 INSECT LORE PRODUCTS cA 52.98 02/02/2012 02/02/72012 checkir Void
> History 000006954 ST. LUCIE COUNTY EDUCATION FOU 200.00 ©02/02/2012 02/02/2012  checkir Void and 0
» History 000006953 STAPLES 49.42 02/02/2012 02/02/2012 checkir ARl

4. Inthe Check Request Information section, enter Vendor name.
a. The current date will automatically fill in.
5. Inthe Check Request Detail Line Entry section, enter the Description.
6. The Invoice Number and Invoice Date fields are optional. (Note: If an invoice
number is entered, the system will not allow duplicate invoice numbers.)
7. Check the 1099 box if the check is issued for rents, services (including parts and
materials), prizes and awards, and other income payments. Do not check the 1099
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Cash Disbursements (Checks) (continued)
box if the check is issued for merchandise, telegrams, telephone, freight, storage, and
similar items.
8. Enter the amount to be charged in Invoice Amount.
9. Enter the account number to be charged in Account.
a. Up to ten detail lines can be entered for each check.

10.When the check is complete, select Assignh Check Number and Print. If there are
insufficient funds in an account to issue a check, a warning message will be displayed.

(2 hitps:/myportalstucie 12 flus47/7isPopup=true - Check Request Entry - Entity 0241 - WFVA - Windows Intermet Explorer NN [ (e s

Check Request Entry [ Rl I

Check Request Information Assign |
Check

Bank Account: [checking (TD BANK) Number and
Print

* Vendor: ALWAYS JUMP FOR JOY 224 SE EYERLY AVE PORT ST. LUCIE FL 34983 v i:n*"' _

Check Amount: 50.00 sr?::zELaa?gr

* Check Date:[03/08/2012 |[:5] Thursday Back

Check Request Detail Line Entry

Detail Invoice Entry

Description Invoice Number Invoice Date 1099 Invoice Amount
[field trip | | @ | 50.00

General Ledger Account Distribution Accounting Amount 3
Account L 2290 0000 83010 00002 00000 Internal Acct./-/Browning - Gr. 1 Classroom vl 50.00][ More

Detail Invoice Entry
Description _ Invoice Number Invoice Date 1099 Invoice Amount
‘ | | & [ 0.00

11.Double check the check number, amount, and payee information. If everything is
correct, select Process Check and Print.

(2 hitps:/fmyportal stucie k12 us47) - Check Request Enty - Entity 0241 - WRACICH - 7140 - - Windows Internet Explorer NI (=

W <
Check Printing
Check Number: 000006967
| _Cl | Check Amount _
03/08/2012 [  s0.00]
Pay ***=*Fifty Dollars & 00 Cents

[Tothe ALWAYS JUMP FOR JOY
lOrder 224 SE EYERLY AVE
of: PORT ST. LUCIE, FL 34983

Process Start Time End Time Status Process Check and Print |
Updating Check Request Status Cancel Check Printing
Generating Check Image

Updating Accounting

12.The check shows up as a .pdf file.
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Cash Disbursements (Checks) (continued)

1 9759-1PRINTIOBI1].PDF - Adobe Reader

File Edit View Document Tools Window Help

= AL L/L  ®® 5% - = [ Find

:: PER > ; Skyward - Windows ... ; Entity: 0211 - WRA'. z Revised Internal Acc...

13.Place the check voucher in the printer and select Print. (Print 2 Copies — One will be
the check, the other will be the copy for the file)

14.0n the invoice stamp PAID, the check date, and the check number.

15. Attach the invoice, check requisition, and any other supporting documentation to the
copy of the check and file for auditor review.

16.DO NOT REMOVE THE TOP COPY OF THE CHECK FOR ANY REASON. This top
portion stays with the original check for the recipient.
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Cash Receipts and Deposits

All funds collected by school board employees must be substantiated by pre-numbered
receipts, consecutively numbered class receipt records, report or monies
collected, pre-numbered tickets, or other auditable record.

All monies should be collected in the school office or turned into the school office no later
than the next business day.

The Principal shall be notified immediately of any errors in deposits or disbursements and
shall take appropriate corrective action.

Checks received by mail must be received by a school board employee other than the
bookkeeper.

1. Cash receipt process:

a. Teacher/Sponsor (person collecting monies) completes the Report of Monies
Collected form and submits the completed form and collected monies to the
bookkeeper in person. (Use the Report of Monies Collected form available on the
Forms Database on the SLCSB website. See end of this section for more
information on the Report of Monies Collected form.)

b. Checks received by mail log sheet should be used as back up for the checks that
come in via mail.

c. The bookkeeper should not complete the Report of Monies Collected form per the
Redbook.

St. Lucie Public Schools
Report of Monies Collected

Teacher/Sponsor: Date:

Class/Club: Account #:

Purpose:

SOURCE RECEIPT Amount
(If from students, list names separately) Number

1
2
3
4

Total Cash | Add I Total Check Equals Total Amount
+ |s = |s

T hereby certify that the above fands are all received by me for deposit into the school’s internal
account:
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Cash Receipts and Deposits
(continued)

d. Per Redbook Chapter 8, Section 1ll, 1.4b, Collections made outside of the school
office must be turned in to the school office no later than the next business day.
This means that monies collected by a sponsor/teacher must be turned in to the
bookkeeper by the next business day.

e. The bookkeeper receives the collected monies and Report of Monies Collected
form. The bookkeeper counts the money while the sponsor/teacher is present.
Both the sponsor/teacher and the bookkeeper agree to the amount written on the
form and both the sponsor/teacher and the bookkeeper sign and date the form at
the bottom.

Entering a Cash Receipt in Skyward:

1. The bookkeeper records the cash receipt on Skyward. Go to SBAA, Cash
Receipts. Click Add to enter a new receipt.

| 2 hnps://mypoﬂal.stiucie.kllﬂ.us:“ﬂ - Cash Receipts - Entity 0241 - WR\AC\CA - 7142 - 04.12 - Windows Internet Explorer

‘ 77 StLucie County Schools - SLC Business Training Refreshed 03-05-2012 Sharon el Accomt | Pretermnees B2
SKYWARD
Account Fixed [S540| Federal/State
Home v Management Vendors | Purchasing Assets B 8| " Reporting
Cash Receipts (2} W 77 Favoritesw ] New Window K51 My Print Queue
o)
Add, Edit, Delete Cash Receipts for Entity: 0241 # &
Options
Status v Receipt Number | E Payor Name fm’” Description Amount | Bank A¢ Refresh
> History | 00000015%2) | [ROTELLAWDIHD _ |AL__[BushessParnerDomation | 100.00|dveckia
» History 0000001591 MCCARTNEY MARY MARGARET FL Recorder Sales 35.00 checkir Add
» History 0000001590 MCNEAL BELINDA LEE L Circle of Hope 8.00 checkir|=
» History 0000001589 PRICE SHARON ANN FL T-Shirt Sales 49,00 checkir
» History 0000001588 LEHMAN FRED H FL 5th Grade T-Shirt Sales 14.00 checkir! o8
b Historv 0000001587 LEHMAN ALISON BROOKE FL 5th Grade T-Ghirt Sales 21.00 checkir

2. Inthe Cash Receipt Information section, enter the name of the person from whom

the funds were received as Payor and enter the Description.

Today’s date will automatically fill in.

4. In the Cash Receipt Detail Line Entry section, enter the Description and the
Account in which the funds are to be deposited.

5. The amount of the receipt is entered in the Credit Amount box. Up to ten detall
lines can be entered for each cash receipt.

6. When the cash receipt is complete, choose Assign Receipt Number and Print.

w

) Entry - Entity 0241 - WRAC - Windows Intemet Explorer
Cash Receipt Entry
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Cash Receipts and Deposits
(continued)

7. Review the information for accuracy. Then select Process Receipt and Print.

[ = hetpss/myportals

Receipt Printing
Receipt #: 000001594 Receipt ID: 000101730
Bank Account: checking (TD BANK)
Payor: BECKFORD MICHELLE LYNN 6389 CHASKA ST FORT PIERCE FL 34982
Receipt Amount: 25.00

Receipt Date: 03/12/2012
Description: field trip
Print Date: 03/12/2012
Entered By: BELL SHARON LYNN

Process Start Time End Time Status

Updating Cash Receipt Status Process Receiptand Print |
Generating Receipt Cancel Receipt Printing
Updating Accounting

8. Select Display Cash Receipt.

2 hitpsy/myportatiucie K12.usi447) - Cash Receipt Entry - Entity 0241 - WRAC\CA - 7142 - mm_

Receipt Printing
Receipt #: 000001593 Receipt ID: 000101728
Bank Account: checking (TD BANK)
Payor: BECKFORD MICHELLE LYNN 6389 CHASKA ST FORT PIERCE FL 34982
Receipt Amount: 25.00

Receipt Date: 03/08/2012
Description: field trip
Print Date: 03/08/2012
Entered By: BELL SHARON LYNN

Process Start Time End Time Status

Updating Cash Receipt Status 16:20:31 16:20:32 Complete Receipt Printing Complete -
Generating Receipt 16:20:32 16:20:32 Complete Press to Close
Updating Accounting 16:20:3.

Processing Complete

Cash Receipt Processing Complete.
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Cash Receipts and Deposits
(continued)

9. The cash receipt will be displayed.

3sbrpt02.p 12
04.12.02.00.0

Receipt #:
Bank Account:
Payor:

Receipt Amount :
Receipt Date:
Des:

Pr
Entered By:

iption:

nt Date:

F hitps://myportal stucie K12 fLusidd7

-2 FLORESTA ELEMENTARY SCHOOL 03/12/12 Page:1

0 SBAA Cash Receipt 10:51 AM
#+ Office Copy ***

000001594 Receipt ID: 000101730

checking (TD BANK)

BECKFORD, MICHELLE L. 6389 CHASKA ST FORT PIERCE, FL 34982

25.00

03/12/2012

field trip
03/12/2012
BELL, SHARON

Pay Type

Description Acct Desc ___Debit Amount _ Credit Amount

field trip Cash 8910L2290 0000 0241 83000 00002 00000 0.00 25.00
Internal Acct.//Classes ///carling - Kag. Classroom

10. Print 2 copies of the cash receipt. One copy is for the file and one copy of the cash

receipt is given

to the sponsor/teacher.
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Credit Card Deposits

Entering Credit Card revenues in Skyward:

=

Log in to School Pay, Select Reports, Chart of Accounts.
Receipts should be entered no less than weekly (i.e. enter prior week receipts on
Monday)

a. NOTE - do not combine months. Always end your report on the last day of

the month (so your bank reconciliation will balance).

b. Enter the date range

c. Select All payment methods

d. The report will show each account number and the corresponding totals. i.
The bookkeeper records the credit card sales in Skyward. Go to SBAA, Cash
Receipts. Click Add to enter a new receipt.

| 2 https://i myportal.st|ucie.k12.&us:447/ - Cash Receipts - Entity 0241 - WR\AC\CA - 7142 - 04.12 - Windows Internet Explorer

| 77 StLucie County Schools - SLC Business Training Refreshed 03-05-2012 S 1R | s Ut 2 R
SKYWARD
Account Fixed [ Federal/State
Home « Management Vendors = Purchasing A Reporting
e | Cash Recelpts ‘)Z © Q B 77 ravoritesv T New Window f:?'.iy Print Queue
Add, Edit, Delete Cash Receipts for Entity: 0241 = @
Options
Status v Receipt Number | & |2 | Payor Name P | Description Amount | Bank At | Refresh
[ sy | too0015% | |ROTAIANDITHD R |pisesFarrDoraton | 10000
» History 0000001591 MCCARTNEY MARY MARGARET FL Recorder Sales 35.00 checkir| Add
» History 0000001590 MCNEAL BELINDA LEE FL Circle of Hope 8.00 checkir|=
» History 0000001589 PRICE SHARON ANN FL T-Shirt Sales 49.00 checkir|
P History 0000001588 LEHMAN FRED H FL 5th Grade T-Shirt Sales 14.00 checkir! Clone
P Historv 0000001587 LEHMAN ALISON BROOKE FL 5th Grade T-Shirt Sales 21.00  checkir

In the Cash Receipt Information section, enter School Pay (Vendor Code: MyPay
000) as Payor and enter the Description.
Today’s date will automatically fill in.
In the Cash Receipt Detail Line Entry section, enter the Description and the
Account in which the funds are to be deposited.
The amount of the receipt is entered in the Credit Amount box. Up to ten detalil
lines can be entered for each cash receipt.

a. The convenience fee revenue should be recorded to project 86102 (credit

card fees).

When the cash receipt is complete, choose Assign Receipt Number and Print.
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@ stlucie 12 usd47/

Cash Receipt Entry
Cash Receipt Information

Bank Account: checking

* Description: [field trip.
Recelpt Amount: 25.00
* Receipt Date: [03/08/2012 ||

Cash Receipt Detail Line Entry

Detail Receipt Entry

(TD BANK)
* payor; |BECKFORD MICHELLE LYNN

+| Thursday

- S

Assign |

Receigt
Number and
Print
6389 CHASKA ST FORT PIERCE FL 34982 v
Print Later

Hack

field trip

Description;

Detail Receipt Entry

Description:

Payment|
Type: 220 [x]
General Ledger Account
Account: L 2290 0000 83000 00002 00000 _Internal Acct.//Classes///Carling - Kdg. Classroom |

Check Number:

Debit Amount
0.00] |

Credit Amount|
25.00]

9. Review the information for accuracy. Then select Process Receipt and Print.

[ = htoss/myportls

Receipt Printing

Receipt #: 000001594
Bank Account: checking

Receipt Amount:
Receipt Date: 03/12/2012
Description: field trip
| Print Date: 03/12/2012
Entered By: BELL SHARON LYNN

25.00

Payor: BECKFORD MICHELLE LYNN

ReceiptID: 000101730
(TD BANK)

6389 CHASKA ST FORT PIERCE FL 34982

IProcess

Start Time End Time Status

Updating Cash Receipt Status

Generating Receipt

Cancel Receipt Printing

Updating Accounting

10. Select Display Cash Receipt.

Receipt Printing

Receipt #: 000001593
Bank Account: checking

Receipt Amount:
Receipt Date: 03/08/2012
Description: field trip
Print Date: 03/08/2012
Entered By: BELL SHARON LYNN

25.00

Receipt ID: 000101728

(TD BANK)
Payor: BECKFORD MICHELLE LYNN

6389 CHASKA ST FORT PIERCE FL 34982

Process Start Time End Time Status

Updating Cash Receipt Status 16:20:31 16:20:32 Complete Receipt Printing Complete -
Generating Receipt 16:20:32 16:20:32 Complete Press fo Close
Updating Accounting 16:20:3

Processing Complete

Cash Receipt Processing Complete.

* DisplayCash
Receipt
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Entering Credit Card fees in Skyward:
1. Monthly, schools must record (using a journal entry) the School Pay fee.
2. The fees will automatically be deducted from your bank account and should be
recorded with the same date (as posted to the bank account).
3. The offset is project 86102 (credit card fee revenue). If your school did not charge a
convenience fee (or covered a portion of the fee), you will need to offset the expense
with the corresponding account (i.e. PTO/Prom/Band, etc).

Student Receipts

Teacher / Sponsor must fill out and give the individual their copy of the cash receipt
(white copy) from the District issued cash Receipt/Collections book immediately upon
receipt of the money. Redbook Chapter 8, Section Ill, 1.4a

Individual receipts are required anytime the individual collection is greater than $5.00.

Class Roster or Log can be submitted instead of receipts if $5.00 and under. (EXAMPLE
OF LOG BELOW)

Student Name Total Cash/Check #

Total Cash:
Total Checks:
Total:
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Daily Deposits

. All daily deposits must equal the total amount of money taken in and recorded on
receipts for the period covered by the deposit.

. All checks received shall be deposited with a restrictive endorsement of “for deposit
only” and specifying the account title and number. (Redbook Chapter 8 Section llI,
1.4d)

a. Remote Deposit Machines are used at most schools.
b. Use of this machine is mandatory, unless approved by the CFO.

. Prepare a (duplicate) bank deposit ticket for all the day’s cash receipts.

. Write the Skyward cash receipt number(s) and the bank bag number on the deposit
ticket.

. Complete the information on the outside of the bank bag, identifying the bank, school,
amount, etc.
a. Place the original deposit ticket in the bank bag with the deposit (cash) and seal.
b. Retain a copy of the deposit ticket.

. A complete deposit package (for auditor review) contains:

a. Validated deposit receipt (from the bank).

b. Copy of the deposit slip, including the handwritten Skyward cash receipt numbers
and bank bag number.

c. Copies of all signed and dated cash receipts.

d. Report of Monies Collected forms (signed and dated by both parties) for all cash
receipts.

. Auditors will need to be able to trace money from receipt at the school through to the
bank statement.

. A Checks received by mail log is required for checks that are received in the mail.

a. Checks received by mail log should be completed by someone other than the
bookkeeper.

b. These should be submitted with a Report of Monies Collected form to the
bookkeeper and the Checks Received by Mail form is the backup.

A Principal’s Manual for Internal Accounting Page 16



Daily Deposits (continued)

9. Make sure that the courier uses a log and there is a date column next to the column
for the courier’s initials so that the date the courier picked up the bank bags can be
tracked.

10.Per Redbook Chapter 8, Section Ill, 1.4c: All money collected must be deposited
intact to a depository as frequently as feasible and as dictated by sound business
practice. IN ANY EVENT, FUNDS COLLECTED MUST BE DEPOSITED WITHIN
FIVE (5) WORKING DAYS AFTER RECEIPT.
a. Monies are not to be held over holidays and breaks. Contact the Business
Services Department if necessary.

11.The principal or designee shall be notified immediately of any errors in deposits or
disbursements and shall take appropriate action to effect correction. (Redbook
Chapter 8, Section lll, 1.4e)

12.Regarding the Report of Monies Collected:
a. At a minimum, this form must include the beginning and ending receipt numbers,
total cash amount, and the detail of individual checks (check #).
b. Sponsor/teacher must take the money and form in person to the bookkeeper no
later than the next business day after the money was collected.
c. The Report of Monies Collected form protects both the sponsor/teacher and the
bookkeeper.

Fundraising

All fundraising activities are governed by School District Policy 7.40, FUND-RAISING FOR
SCHOOL PROJECTS AND ACTIVITIES, and the DOE Redbook.

Redbook Chapter 8 Section I, 4.4 states that:

1. Each fundraising activity must be planned to finance a specified objective.

2. Each fundraising activity must be approved by the organization sponsor and the
principal.

3. The principal must control the fundraising activities conducted in the name of the
school and ensure that the purposes are worthwhile.
a. Raffles and other activities of chance are prohibited for school-conducted
activities.
b. Fundraising activities for which students are charged an admission must not be
presented during school hours.
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4. When any school organization or group is involved in a fundraising activity or any
function exposing the school board to extraordinary liability, approval must be
obtained in advance from the superintendent or designee.

5. Collections for all school-sponsored fundraising activities must be deposited in the
internal accounts and all transactions in connection with the activity must be
conducted in accordance with school board rules.

Fundraising School Board Policy 7.40

FUND-RAISING FOR SCHOOL PROJECTS AND ACTIVITIES 7.40

All fund-raising projects and activities by schools or groups within the school shall
contribute to the educational and extracurricular experiences of students and shall
not be in conflict with the overall instructional program as administered by the
Superintendent.

(1)Money derived from any school fund-raising project or activity shall be deposited
in the school’s internal funds account and shall be disbursed as prescribed by School
Board rules and State Board of Education rules. A financial report must be filed with
the principal after each fund-raising activity.

(2)Each school shall continuously evaluate its fund-raising projects and
extracurricular activities of the school program, the promotion of education
experiences, the time involved for students and teachers, and the additional demands
made on the school community.

(3) The determination of the fund-raising projects and activities for a school shall be
the responsibility of the principal and staff and shall conform to the following
conditions and any directives by the Superintendent and include adequate provisions
for student safety:

(a) Fund-raising activities and projects within all schools shall be kept within a
reasonable limit. Before approving any project or activity, the principal shall require
full written justification of the need and explanation of the manner in which the
funds will be expended.

(b) Merchandising projects shall be kept to a minimum.

(c) Any fund-raising activity which might expose the School Board to extraordinary
liability requires advance approval of the Superintendent or designee.
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Fundraising (continued)

(d) Student fund-raising to benefit charitable organizations require advance approval
of the Superintendent or designee. Monies collected for charity must be processed
through a school fund account.

(4) A parent-teacher association or any other organizations connected with the school
may sponsor fund-raising activities, provided school work and time are not
adversely affected. Such activities shall be conducted in accordance with School
Board rules. Unlawful activity shall be prohibited by any school group or on School
Board property.

(5) Schools shall not raise funds through lotteries, raffles, and other activities of
chance.

(6) Door-to-door fund-raising by students is prohibited.

(7) Students selling advertisements or collecting money or articles for the school
should have an identification card signed by the principal indicating that they are
authorized to perform such duties. Sales of school advertising are limited to the
following:

(a) School annuals

(b) School newspaper

(c) Athletic programs

(d) Future Farmers of America calendar

(e) Programs for graduation and programs for public performances

(f) Other publications as approved by the Superintendent or designee

(8)Individuals and business agencies shall not be subject to excessive annoyances

from the solicitation of funds by school groups or school personnel. The solicitation

of funds away from school shall require the principal’s approval. When possible, all

Necessary money shall be raised for school needs without recourse to any solicitation

away from the school. The principal shall approve a solicitation activity only when

funds cannot be raised otherwise. This Rule does not preclude private or volunteer
contributions for athletic or other purposes.
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(9)Food and beverage services which are available to students shall be provided only
during the school day by the food and nutrition service program. However, school
organizations approved by the School Board shall be permitted to sell food and
beverage items to students in secondary schools even though the sale of such items
IS in competition with the food and nutrition service program.

(a)School organizations are authorized to conduct the sale of food and beverage items
only one (1) hour following the close of the last lunch period.

(b)Food sold by school organizations shall comply with the provisions of State Board
of Education rules.

STATUTORY AUTHORITY: 1001.41, 1001.42, F.S.
LAWS IMPLEMENTED: 1001.51, 1006.06, 1010.01, 1011.07, F.S.

STATE BOARD OF EDUCATION RULEs: 6A-1.085, 6A-7.042
Financial and program cost accounting and reporting for Florida schools (Redbook)
Ch.7 Section 4.4(C)

History: Adopted: 03/30/2004
Revision Date(s):
Formerly: 4.07, 4.10

Fundraising Steps

Before a fundraiser can begin, a sponsor must:
1. Complete the top portion of the Activity Fundraiser & Profit and Loss
Statement
a. Address how the proceeds will be used, including accounts that will
benefit from the fundraising proceeds.
2. Estimate the sales, costs and profits
3. Sign and date the application and submit to the Principal.
a. A Request for Fundraising Activity form must be completed and
approved prior to the commencement of any fundraiser. This form is
available on the SLCSB forms database.

After the fundraiser, a sponsor must:
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1. Complete the bottom portion of the Activity Fundraiser & Profit and Loss
Statement
a. The start date and end dates are to be included
b. Revenues, are the amount of cash receipts that have been deposited
for the fundraiser
c. Expenses are the amount of checks that have been deducted for the
fundraiser
d. Ending balance is the Beginning balance plus the revenues less the
expenses.
e. The sponsor and the bookkeeper will sign the bottom of the form and
agree to the amounts.

f. Requests for future fundraising activities will be denied if this
procedure is not followed.

Fundraiser Request & Profit and Loss Statement

St. Lucie Public Schools
Activity Fundraiser Request & Profit And Loss Statement

Request
School: Date:

Class/Club/Or

Fundraiser Name:

Fundraiser Date(s):
Location of Fundraiser:

Brief description of activity with financial details:

Profit is to be used for:

Expected Profit to be earmed is: $ Intermal Account #:
Check one:
e ] Service Provided
=k 1 Product Sold
C ] Sales Tax Paid Invoice Attached C ] Sales Tax Remitted to District 4 ] Nomtaxable

(Note: For any items resold. sales tax must be paid on the total amount the school pays for the items.
The sales tax can be paid directly to the vendor when the items are purchased or remitted to the District Accounting Office.

Sales Comtract/Azreement provided by

Club Officer or Activities Director:

Teac

Approved by:

PrincipalDesigmee Date
Reconciliation
Profit and Loss

Beginning Balance (1) S
Revenue S

Total Revenue (2) s,
Less Expenses

Total Expenses (3) 3

Ending Balance (1) + (2) - (3) S

Toeal Profit / Lozz
I hereby certify that this report is true and accurate.
Prepared By:

Date:

Reviewed By:

White: Bookkeeper/Exec. Secretary Date:
Camary: TeacherSpomsor/Organization FINOC+S Rerized 5729715
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Ticket Sales

All tickets shall be pre-numbered and inventories shall be maintained. Inventories shall
show the beginning and ending numbers for all tickets acquired and issued. For all

cases in which tickets are used, ticket reports and unsold tickets must be available for
audit. Any pre-numbered documents shall be accompanied by a certified statement of
numbers received (per Florida DOE — Redbook).

: Color:

: Sequence:

From:

ST LUCIE PUBLIC SCHOOLS
TICKET INVENTORY LOG

To:

Date

Issued to:

Game/ Event

Sequence on Hand

Sequence Issued

Sequence Retumed

From To

From To

From To

===l E=l ==l =l ==l =l k==l =l k=l =l =l =l =l =l =]
Ol O OO0 O] OO0 OO OO0 OO OO OO

===l ===l =l ==l =l k==l =l =l =l =l =l =l = =]

=l E=lN=-lE=lE=IN=-lIE=]lE=lN=lIE=lE=lH-lEK=lE=lE=l1E=]lEK=lNK=1K=]1K=
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Temporary Change Funds
School Board Policy 7.33
Temporary change funds can be used for internal accounts to establish a change fund

that sponsors can use to make change at a school event in accordance with the following
guidelines:

1. A fundraiser sponsor may establish a temporary change fund by submitting a
Temporary Change Funds form to the bookkeeper for approval by the principal.
Approval shall be obtained prior to issuing any checks.

2. Each temporary change fund must be authorized by the principal at a set amount,
the amount of which shall be commensurate with the volume of anticipated
transactions.

3. Typically this is no more than three hundred dollars ($300.00). In cases where
there is a large event, large athletic event or multiple athletic events where
concession and ticket sales would require a larger change fund, then the principal
may authorize a change fund greater than $300.00 but in no case more than three
thousand dollars ($3,000.00).

4. No expenditures are to be made from any change fund, nor shall checks be cashed
or loans made from any change fund.

5. The school principal reviews and approves Temporary Change Funds form and
check request form.

6. The bookkeeper issues a check to the fundraiser sponsor and retains the
Temporary Change Funds form. This completed form is attached to the backup
for the check (including the completed check request form) that is issued for
temporary change.

7. After the fundraiser, the fundraiser sponsor returns the change funds to the
bookkeeper who counts the money. The fundraiser sponsor and the bookkeeper
sign and date the form at the bottom.

8. The bookkeeper records a cash receipt for the change funds, gives a copy of the
cash receipt to the fundraiser sponsor, and deposits the money in the bank
account. The cash receipt number is written in the bottom portion of the Temporary
Change Funds form.
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Temporary Change Funds - Form

Enter School Name

TEMPORARY CHANGE FUNDS

The top partion of this form is to be completed, signed, and dated by the fundraiser sponsor and then submitted to the principal for approval. The
secretary/bookkeeper retsins this form. After the fundraiser when the funds are tumed in, the bottom partion of this form is completed. The
secretary/bookkeeper counts the money and enters amount of money d. Then the secretary/bockkeeper and the fundraiser sponsor sign and date the
form azreeing to the amount of money returned.

Date

Name/Vendor

Amount

Name of Fundraiser

Dates of Fundraiser

Comments

Fundraiser Account Number

Check Number

Fundraiser Sponsar Date
Principal Date
FOR USE AFTER THE FUNDRAISER
AMOUNT RETURNED
Secretary/Bookkeeper Date
Fundraiser Sponsar Date
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Month End Closing and Bank Reconciliation

Each Month the bookkeeper must reconcile the bank statement and generate month end
reports. Following the steps below will help in retaining the records and
reconciling on time each month.

Reconciling the Bank Statement in Skyward

1. Obtain the bank statement from the Bank.
2. On Skyward, select SBAA, Check Reconciliation.

St Lucie County Schools - SLC Business Training Refreshed 03-05-2012 Shaton el

SKYWARD
Account . Fixed Federal/State
Home + Management Vendors | Purchasing g Reporting
< Q o Financial Management Setup
v v SBAA Setup ~ Bank Processing
Chart of Accounts L) Check Reconciliation L
Vendor/Payor Names L Bank Reconciliation «
n Check Request Ll
"1 cash Receipts Ll
" || Journal Entries i
" Reports L)
¥ Change Entity il
L

3. Select Mass Add Statement Date.

3 o110 R ity 0241 - WRAC\BP\CK - 71 - Windows Inte Sy
2 https://myportal.stucie K12 flusi4 Entity 0241 - WRAC\BP\CK - 71 - Windows Internet Explore
/f- St Lucie County Schools - SLC Business Training Refreshed 03-05-2012 Soion Sel ccomt | Evelaretees RN
SKYWARD
Account : Fixed Federal/State
Home |+ Management Vendors | Purchasing Asdela Renaitig
< : Check Reconciliation W O B - {.YFavomesv @New Window lf__FMy Print Queue
Checks for Entity: 0241 - checking (TD BANK) = @&
ptions.
Check Number w |V | Vendor Name Check Amount Check Date Statement Date Apply
> omocsss|_crocooue sace 2 N R N - | <7
7 =l Daty
» (000006965  SAM'S CLUB 2098 02/29/2012 {eallE
» 000006964  TREES 'N MORE 39500 02/29/2012
> 000006963 ~ SAM'S CLUB 80.00 02/28/2012
» 000006962  LOWE'S 100.00, 02/24/2012
» 000006961 Y  SAM'S CLUB 100.00 02/29/2012 02/29/2012
» 000006961 SAM'S CLUB 100.00 02/23/2012 02/29/2012
» 000006960 Y  DOLLAR TREE 7500 02/23/2012 02/23/2012 Ve
» 000006960 DOLLAR TREE 75.00 02/09/2012 02/23/2012 Statement
Date
» 000006959 UNITED WAY OF ST LUCIE COUNTY 729.15 02/02/2012 s
4 000006958 RHYTHM BAND INSTRUMENTS 69.90, 02/02/2012
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Bank Reconciliation Steps (continued)

4. Change the date to the last date of the month being reconciled. Then select Select
Checks to Apply Statement Date.

@ https//myportal.stlucie.k12.flus:447/7isPopup=true - Mass Add Statement Date - Entity 0241 - - Windows Intemet Explorer | = | & | 52
|| Mass Add statement Date WS
Mass Add Statement Date b
Bank Account: checking (TD BANK) g,gﬁ!gg
Statement Date to apply to checks: [02/29/2012 Date
i paBerk )
|
1

5. Place a check mark beside each check that has cleared the bank in the month being
reconciled. Then select Save.

Select Checks to Apply Statement Date @ I'El (2

Checks for checking (TD BANK) B R sae |

i | Select & ‘ Check Number|  Check Amount | Vendor Name Check Date {__Back
D 000006949 325.00 SAM'S CLUB 02/02/2012 » | SelectAll

I ] 000006950 75.00 SAM'S CLUB oz70272012 | |(_Cheeke

. =0
‘E] 000006952 96.90 TOY DEPOT 02/02/2012 ——
E 000006953 49.42 STAPLES 02/02/2012

i 000006954 200.00 ST. LUCIE COUNTY EDUCATION FOU 02/02/2012 '
U:] 000006955 52.98 INSECT LORE PRODUCTS 02/02/2012 k
000006956 451.25 ORIENTAL TRADING CO 02/02/2012 I
D 000006957 218.00 PERIPOLE BERGERAULT 02/02/2012 |
D 000006958 69.90 RHYTHM BAND INSTRUMENTS 02/02/2012

6. Select SBAA, Bank Reconciliation.

St Lucie County Schools - SLC Business Training Refreshed 03-05-2012 Sherabel fecom
SKYWARD
Account ; Fixed Federal/State
Home Management Vendors = Purchasing At Reporting
4Q #° Financial Management Setup
ol v SBAA sstup v Bank Processing
Chart of Accounts | Check Reconciliation Ln|

n Vendor/Payor Names Lo Bank Reconciliation on|
» | Check Request L

pl | Cash Receipts Ln|

» || Joumal Entries «

o | Reports Ln|

»| | Change Entity L
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Bank Reconciliation Steps (continued)

7. Select Add.

f_— St Lucie Counry Schools - SLC Business Training Refreshed 03-05-2012
SKYWARD

Account . Fixed
Home « Management Vendors = Purchasing | , ts

<l Bank Reconciliation %

Views: [General[¥] Filters: [*Skyward Default[y]

Bank Statement

Closing Date w | Rt |Bank Statement Balance | oo et Balance Variance Eegmm%g Casn Mog;r:aic": [ Prnt )

s o oo S e e oo R

» 12/31/2011 checking (TD BANK) 49,423.05 48,113.03 0.00 45,283.10 a8,11303 ] o

» 11/30/2011 | Y | checking (TD BANK) 43,574.02 45,283.19 0.00 34,558.80 45,283.19

» 10/31/2011 Y | checking (TD BANK) 32,460.03 34,558.80 0.00 33,282.08 34,558.80 £

» 09/30/2011 | Y | checking (TD BANK) 33,500.48 33,282.08 0.00 28,877.08 33,282.08

» 08/31/2011 Y |checking (TD BANK) 30,475.28 28,877.08 0.00 28,440.92 28,877.08 |=| Do)

» 07/31/2011 | Y | checking (TD BANK) 28,856.23 28,440.92 0.00 27.330.78 28,440.92 | 1[_Attach

Federal/State
Reporting

Adjusted Bank

[} @8 77 Favoritesw ] New Window Fop My Print Queue
o,

Y [ ¥) (&, Refresh

Sharon Bell

Account | Preferences | Exit | [ 2

8. Enter the Statement Date (Which usually is the last date of the month being reconciled)
and the ending balance as shown on the bank statement. Then select Continue.
9. Next select Calculate Amounts.

* Bank: checking

(TD BANK)

-
(& https://myportalstiucie k12.fl.us:447/7isPopup=true - Bank Reconciliation Parameters - Entity - Windows Internet Explorer N | = |
Bank Reconciliation Parameters [ Bl 1K
Bank Reconciliation Parameters Continve |
* Bank Statement Closing Date: 0222922012 Wednesday | Back |

* Cash Account: 8910A1119 0000 0241 00000 00000 00000
* Bank Balance Shown on bank statement: 45,123.45

Asterisk (*) denotes a required field

2 httpsy//myportal.stlucie.k12.fl.us:447/7isPopup=true - Bank Reconciliation - Entity 0241 - WA\A - Windows Internet Explorer [ = @ &

Bank Reconciliation

LRl 3

Bank Statement Closing Date: 02/29/2012
Bank: checking
Cash Account: 8910A1119 0000 0241 00000 00000 00000

(TD BANK)

Back

Reconciled: no Recondiled By:
Process Start Time End Time Status
Calculate Beginning Balance
| Calculate Checks [ Caluste Amounts |
| Calculate Deposits
Calculate Journal Entries
I
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Bank Reconciliation Steps (continued)

10. When the variance is zero, select Reconcile. Then select OK.

& https://myportal.stlucie.k12.fl.us:447/7i

pup=true - Bank R iliation - Entity 0241 - WR\A - Windows Internet Explorer [=Ta]

| Bank Reconciliation -, S

Bank Statement Closing Date: 02/29/2012 Save and
Bank: |checking (TD BANK) Finishilates
Cash Account: 8910A1119 0000 0241 00000 00000 00000 i
Reconciled: no Recondiled By: Saving
Recondile your Bank Statement Balance (E8ssonciay)
| o tane Shiner e o el Stk

| Items Not Listed on this Statement
Less Checks: 2,284.43
L Plus Cash Receipt Deposits: 0.00
Plus Fee Management Deposits: 0.00
Plus Journal Entry Tr jons; 0.00
Subtotal of Skyward Tr: jons not on M from - [ =7
Less Manual Adjustmenty
Adpetad Hak Siatesient Balincy Are you sure you want to flag this month as reconciled?
SBAA Ending Cash Balance as of 02/29/24 \ Once the month is reconciled and changes are saved, you
| Previous Month Ending Balancd will not be able to modify this month's information.
Items from Skyward Transactions
Less Chedid,
Plus Cash Receipt Depositd [ OK ] [ Cancel ]
Plus Fee M: i —
Plus Journal Entry Transactions: 1.14
Subtotal of Skyward Transactions: -1,152.96
Month End Balance: 50,479.42

Variance: 0.00

11. Select the file for the month being reconciled and select Print.

= httpsi//myportal.st =
St Lucie County Schools - SLC Business Training Refreshed 03-05-2012 g Staton Bel dccotnd || Prsfereccen) | £ U221
SKYWARD
Account ; Fixed Federal/State
Home + Management Vendors | Purchasing | , 1s Reporting
< = |~ Bank Reconciliation ﬁ @ @ - T:Z’Favomesv ﬁj New Window l:'_llMy Print Queue
Views: ‘_Eenerairm Filters: {‘;Eiiynarf D?fﬁl?li‘ Y @ @ & Refresh
Bank Statement Adjusted Bank 5 Beginning Cash Month End | I
ClosingDate w | o L Slaenea Balance‘ Statement Balance \.’ananceb Balance Balance | Print
» 02/29/2012 | Y |checking (TD BANK) | 45,123.45 50,479.42 0.00 51,632.38| 50,479.42 |RlE—en
» 01/31/2012 Y checking (TD BANK) 51,682.38 51,632.38 0.00 48,113.03 51,632.38 (View |
b 12/31/2011 | Y checking (TD BANK) 49,423.05 48,113.03 0.00 45,283.19 48,113.03 P—
» 11/30/2011 Y | checking (TD BANK) 43,574.02 45,283.19 0.00 34,558.80 45,283.19

12. Select Detail, Transactions not on Bank Statement and Print.

7 ety 0241 - P

| Bank Reconciliation Report -»TS?

Il Bank Reconcisiation Print Options o |
Roper pu

et Detat to print the Bank Reconcilation Detal Report.

Trareacion: cr B Saromert.
8] Trarmactons ot on Bank Statemert

1% -
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Bank Reconciliation Steps (continued)

13. Select View Report.

SBAA Bank Reconciliation Report has finished processing.

i View Report | Back

14. A pdf file will open. Print the bank reconciliation report on paper.
15. Sign and date and have the principal sign and date.
16. The principal is required to sign and date the bank reconciliation report.

This review and signature cannot be delegated.

17. Attach a copy of this report along with a copy of the bank statement and principal’s
report. For more information, see Monthly Report Submission.

3sbrpt13.p 00-2 St. Lucie County School Board 03/13/12
04.12.02.00.00 SBAA Bank Reconciliation Detail Report

Bank Statement Closing Date: 03/12/2012
Bank: checking (TD BANK)
Cash Account: 8910A111% 0000 0241 00000 00000 00000
Reconciled: yes Reconciled By: SHARON L. BELL

Bank Statement Balance
Bank Balance Shown on this Bank Statement: 32,640.20
Items Not Listed on this Statement

Less Checks: 2,384.43
Plus Cash Receipt Deposits: 0.00
Plus Fee Management Deposits: 0.00
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Bank Reconciliation Tips

If the monthly bank reconciliation report is out of balance, follow these tips:

Look on the bank statement for any chargebacks/debits (returned checks, bank fees, etc.)
and/or credits (deposit adjustments, bank fee refunds).

a. Investigate them and record adjustments (i.e. journal entries) as necessary.
Call the bank to have charges removed if they have been charged in error.
(Note: The date on these journal entry adjustments should be within
the statement month being reconciled.)

Finding a variance in the Bank Reconciliation:

Go to SBAA, Bank Reconciliation. Edit the bank reconciliation report. Click on the
words Less Checks (in blue).

Bank Reconciliation wen

Bank Statement Closing Date: 02/29/2012 Save and
Bank: checking {TD BANK) |\ Einish later
‘ Cash Account: 8910A1119 0000 0241 00000 00000 00000
! Reconciled: no Recondled By:

Reconcile

@

Reconcile your Bank Statement Balance
Bank Balance shown on this Bank Statement: [ 4571_23—;%5-‘
Items Not Listed on this Statement

I Less Checks: 2,284.43

Plus Cash Receipt Deposits: 0.00

Plus Fee Management Deposits: 0.00

Plus Journal Entry Transactions: 0.00
Subtotal of Skyward Transacticns not on Statement: -2,284.43

Less Manual Adjustments: -7,6#40716

Adjusted Bank Statement Balance: 50,479.42
SBAA Ending Cash Balance as of 02/29/2012
Previous Month Ending Balance: 51,632.38
Items from Skyward Transactions
Less Checks: 2,906.65
Plus Cash Receipt Deposits: 1,752.55
Plus Fee Management Deposits: 0.00
Plus Journal Entry Transactions: 1.14
Subtotal of Skyward Transactions: -1,152.96
Month End Balance: 50,479.42

Variance: 0.00
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Bank Reconciliation Tips (continued)

Match the amount of total deposits on the bank statement to the Total Cash Receipts on
Statement amount on Skyward.

a. Investigate any difference by running a report of the monthly deposits. Go

to SBAA, Reports, and Cash Receipt Report.
b. Compare the amounts on this report to the amounts on the bank statement.
If there are deposits posted to Skyward that appear on the next month’s
bank statement (deposits in transit), uncheck these deposits in the on Stmt

column.
I. Record adjustments (journal entries) for any differences. These
journal entries should be dated in the month being reconciled.

= https://myportal.stlucie.k12.fl.us:447/?isPopup=true - Bank Reconciliation - Entity 0241 - WR\A - Windows Internet Expl
Bank Reconciliation
Total Cash Receipts on Statement: 1,752.55 This browse allows you to select the Cash Receipts tl
Total Cash Receipts Not on Statement: 0.00
Views: | General[¥] Filters: [*A11 Cash Receipts [~]
Receipt Date w | on Stmt* Amount|  Receipt Number | Vendor/Payor Description
[osonens [EI L 1000 o0oo0ises MCCARTNG, MARY HARGARET
64.00 000001564 INGRUM, RAINA MARIE Field Trip
0z - @ 12.00 000001561 O'HANLON, LISA RHEA Field Trip
@] 8.00 000001562 THOMAS, AMY Field Trip
2 @ 4.00 000001563 STERN, LEANN P Field Trip
& 72.00 000001559 MARTINEZ-WILLS, GERALDINE A Field Trip
2 ¥ 10.00 000001560 PRICE, SHARON ANN School Shirt
=] 4.00 000001558 O'HANLON, LISA RHEA Field Trip

{W@ https://myportal.stiucie.k12.fl.us:447/7isPopup=true - SBAA Cash Receipt Report - Entity 0241 - - Win...
SBAA Cash Receipt Report

Template Settings Save
= Template Description: [Feb 2012 deposits | Sa;e;nd
i
[¥] Share this template with other users in entity 0241
[E] print Greenbar Baek

Cash Receipt Ranges
I Entity: 0241
Status: @ All © Not Processed © History
= Unprocessed Cash Receipts will be included regardless of ranges.
Receipt Date Range:|Entered Date Range

Low High
Receipt Date: [01/01/1900 _|[=3) [12/31/2999 |5
Receipt Number: [ 000000000! | s9s999999]
Report Option: @ Detail © Summary
Sequence: @ Bank Entered By
I Report only on the following person
Entered By: b

Print/Post Date Range:|Entered Date Range =]

Print/Post Date: [02/01/2012 _||:3] [02/29/2012 ||

Asterisk (*) denotes a required field

2. Match the amount of checks paid on the bank statement to the amount of Total
Checks on Statement at the top of the Skyward screen.
b. Investigate any difference by running a report of the cleared checks. Go to
SBAA, Reports, Check Reconciliation Report.
I. Record adjustments (journal entries) for any differences. These
journal entries should be dated in the month being reconciled.
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Bank Reconciliation Tips (continued)

Bank Reconciliation
' Total Checks on Statement: | 672.22/ This browse allows you to select the Checks that are on this statement.
Total Checks Not on Statement: 2,284.43 Statement Date to apply when clearing checks without 3 statement date: 02/29/2012
Views: w F]h:il *A11 Checks E b
| Check Number a | Check Date |on stmtt | Check Amount| V |Payee Statement Date
000006939 02/10/2012 | [v 50.00 Y STAPLES 02/10/2012
000006949  02/02/2012 |[F] 325.00 SAM'S CLUB
l 000006950 02/02/2012 | [F] 75.00 SAM'S CLUB
000006951  02/02/2012 20.97 OFFICE DEPOT 02/29/2012
000006952 02/02/2012 [0 96.90 TOY DEPOT
000006953  02/02/2012 |[F] 49.42 STAPLES
000006954  02/02/2012 200.00 ST. LUCIE COUNTY EDUCATION FOU 02/29/2012
000006955 02/02/2012 (@l 52.98 INSECT LORE PRODUCTS
[ sl - l=l@] = |)
SBAA Check Reconciliation Report OS2
‘|| Template Settings [ Save |
* Template Description: |Cleared Checks Sﬂ;;‘ and
: {¥i Share this template with other users in entity 0241
M Print Greenbar [ Back |
»l Check Reconciliation Ranges
[ Entity: 0241
I = Bank Account: |checking (TD BANK) |+
I Check Types: [¥] R = Regular V = Void
I Display Checks:|With a statement date E
W Low High
I Statement Date Range: Entered Date Range (=]
| Statement Date: [02/01/2012 || [02/29/2012 |3
N Check Number: [ 000000000] [ 999999999|
: Vendor Key: | | [zzzz2272222 ]
Check Date Range:|Entered Date Range [=]
Check Date: [01/01/1900 ||i [12/31/2999 |
Check Amount: | 0.00| | 999,999,999.99|
Print/Post Date Range;{Entered Date Range E]
Print/Posted Date: [01/01/1900 [12/31/2999
Asterisk (*) denotes a required field

4. Go to SBAA, Bank Reconciliation. Edit the bank reconciliation report. Click on the
words Plus Cash Receipt Deposits (in blue).
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Bank Reconciliation Tips (continued)

A ¢ R
Bank Reconciliation

Bank Statement Closing Date: 02/29/2012

Reconciled: no Recondiled By:

Bank: checking (TD BANK)
Cash Account: 8910A1119 0000 0241 00000 00000 00000

Reconcile your Bank Statement Balance
Bank Balance shown on this Bank Statement:

Items Not Listed on this Statement
Less Checks:

Plus Fee Management Deposits:

Plus Journal Entry Transactions:

Subtotal of Skyward Transactions not on Statement:
Less Manual Adjustments:

Adjusted Bank Statement Balance:

2,284.43
0.00
0.00
0.00

45,123.45

-2,284.43

-7,640.40

50,479.42

SBAA Ending Cash Balance as of 02/29/2012
Previous Month Ending Balance:

Items from Skyward Transactions
Less Checks:

Plus Cash Receipt Deposits:

Plus Fee Management its:
Plus Journal Entry Transactions:
Subtotal of Skyward Transactions:
Month End Balance:

2,906.65
1,752.55
0.00
114

51,632.38

-1,152.96

50,479.42

Save and
Finish later

Variance:

0.00

| Reconcile |
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Principal’s Report

After the monthly bank reconciliation has been completed and reconciled with a zero variance,

run the principal’s report for that month.

a) Sign and date the report.
b) Have the principal review, sign, and date the report.
c) Retain the original principal’s report at the school.

d) Upload a copy of the signed and dated principal’s report (along with copies of the signed
and dated bank reconciliation report and bank statement) to the attach feature in SBAA,

Bank Reconciliation, Attach.

This review and signature cannot be delegated to anyone other than the Principal.

P inrem sy semmmnrsgens
SKYWARD
Account 2 Accounts | Fixed Custom = Federal/State
Home |~ Management Vendors | Purchasing Payable ' Assets Reports Reporting Q
Bank Reconciliation W . \f{Favorilesv q_l New Window ﬁMy Print Queue
<M oy
Views: | General Filters: | *Skyward Default Y [ & QQ, Refresh
Bank Statement Adjusted Bank Beginning Cash Month End
Closing Date w R Bak Statement Bdnee Statement Balance Mariance Balance Balance Be Print
- Seacoast Checking (Sea Coast) 287,126.19 284,080.10 275,816.03 283,511.20 . e
P 04/30/2016 Seacoast Checking (Sea Coast) 303,511.43 275,816.03 0.00 283,846.27 275,816.03 JE =
p 03/31/2016 Y Seacoast Checking (Sea Coast) 313,883.72 283,846.27 0.00 261,884.09 283,846.27 JE
» 02/29/2016 Y Seacoast Checking (Sea Coast) 253,683.24 261,884.09 0.00 250,175.28 261,884.09 JE Delele
p 01/31/2016 Y Seacoast Checking (Sea Coast) 253,988.40 250,175.28 0.00 255,480.93 250,175.28 JE
Not
P 12/31/2015 Y Seacoast Checking (Sea Coast) 259,723.75 255,480.93 0.00 250,975.16 255,480.93 JE o B
b 11/30/2015 Y Seacoast Checking (Sea Coast) 254,318.78 250,975.16 0.00 269,181.02 250,975.16 JE 1 L_Allach
P 10/31/2015 Y Seacoast Checking (Sea Coast) 270,974.80 269,181.02 0.00 264,515.22 269,181.02 U
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Monthly Report Submission

1. The monthly bank statement should be reconciled as soon as received. If it has not
been received by the 10" of the next month, contact the bank.

2. After the bank statement has been reconciled and the Principal’s Report has been
run, the monthly internal account reports need to be submitted to the district.

3. The deadline for the previous month’s internal account reports is the 20" of the
month.

4. Copies of the signed and dated Principal’s Report, signed and dated bank
reconciliation report, and bank statement are to be attached to the bank reconciliation
by this date.

5. First scan the reports and save them to your documents. The files should be named
as: school abbreviation, report type, and report month.

6. For example: The filename for White City Elementary School’s bank reconciliation

report for April 2012 would be WCE bank rec April 2012.

Attaching reports to the Bank Reconciliation in Skyward:

1. Goto SBAA, Bank Reconciliation.
2. Click Attach to attach the Reports in the month you are reconciling.

: St Lucie COUIlfy Schools 7Dana Schang  Account | Preferences | Exit g ’777
SKYwaRD
Homeile Account Vendors | Purchasing Accounts | Fixed SB, Custom FederaV.State
Management Payable = Assets | ==& Reporis Reporting
< ﬂ Bank Reconciliation ‘.2 }/ B - \':{Favoritesv (1_1 New Window ':'j'lMy Print Queue
Views: IGeneral Filters: |*Skyward Default Y W = Lif;v Refresh
E?;*.é‘%ii?fi‘ R Bank Statoment Baance | temen Balonce Variance| "D 0 M Balonce % | punt
o ouvanrauic | oot i Sevcrt ] szl soesil ol ssoaui] ot N
P 03/31/2016 Seacoast Checking (Sea Coast) 45,916.04 38,422.04 0.00 46,386.06 38,422.04 GE T
b 02/29/2016 Y Seacoast Checking (Sea Coast) 46,640.94 46,386.06 0.00 47,204.51 46,386.06 GE
P 01/31/2016 Y Seacoast Checking (Sea Coast) 46,984.00 47,204.51 0.00 33,611.99 47,204.51 GE
» 12/31/2015 Y Seacoast Checking (Sea Coast) 37,239.44 33,611.99 0.00 37,414.39 33,611.99 GE
b 11/30/2015 Y Seacoast Checking (Sea Coast) 37,345.39 37,414.39 0.00 28,249.36 37,414.39 GE Nokes
b 10/31/2015 Y Seacoast Checking (Sea Coast) 28,524.36 28,249.36 0.00 23,156.06 28,249.36 GE | “TAftach
p 09/30/2015 Y Seacoast Checking (Sea Coast) 23,167.71 23,156.06 0.00 18,169.99 23,156.06 GE
» 08/31/2015 Y Seacoast Checking (Sea Coast) 17,580.99 18,169.99 0.00 12,777.80 18,169.99 GE Unreconcile
P 07/31/2015 Y Seacoast Checking (Sea Coast) 12,970.26 12,777.80 0.00 14,528.14 12,777.80 GE
P 06/30/2015 Y Seacoast Checking (Sea Coast) 14,840.14 14,528.14 0.00 20,370.55 14,528.14 GE
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Monthly Report Submission (continued)
3. Click Add File

Attachments

SBA k Attach
—_— for SBA & View
S J ‘g& Attachment
Type a Description Entered By Entered Date Entered Time | File Size (o]} Add File ]
Monthly Bank Reports SOMS Internal Reports APRIL 2016 GERI MARIE SLADE 11:36 AM|5MB |5 ‘A;dd*‘_[ 5
Lin
Edit
Deletg
Back

4. Type: Monthly Bank Reports
5. Description: Current Month: Example — April 2016
6. Click Browse

éSBAABankRE( Attachments - Entity 0391 - WF \BPBR - 10141 - 05.16.02.00.08 - Internet Explorer

§ I/i https:{{business.sthucie.k12.fl.us/scriptsfwsisa, dilfWiervice=wsFin/fattmyiew003, weisPopup=true

SBAABankRec Attachments e
| Add SBAABankRec Attachment Save
* Type: |Monthly Bank Reports v | SBAABankRec Back

Entered Date: 05/10/2016
Entered Time: 12:28 PM

Entered By: DANA MARTIN SCHANG
* Description: [April 2016]

* Attached File: I Browse...

Asterisk (*) denotes a required field

7. A new window will come up. Select the file that you want to attach and click on Open.
€X p |

\. <« Riverside Bank » FY 2012 »

Organize v New folder =~ 0 @
& Downloads #  Name ’ Date modified Type *
&l Recent Places . ach backup 12/5/20112:35PM  Fille fol

o 1\ April 2012 File fol

H}.;ranes . August 2011 File fol
j;“f’"““ =l December2011 File fol
. P_”"‘ || February 2012 File foll
sl Fictures |\ January 2012 5/2/20121:56PM  File fol|

vid
B Videos 1| July 2011 11/3/2011 1138 AM ~ File fol

= I\ March 2012 S/17/20124:25PM  File fol

§ .,étmp‘l‘t;_’k . |, November 2011 2834AM  Filefol
i Local Disk (C) || October 2011 File fol
o B:z;::;(blloos I, September 2011 Filefol =5
=r [\ S reliatex ach.pdf 10/5/2011 415PM  Adobe ~ |
R L e —— =) »

File name: reliatex ach.pdf ~ | All Files (*%) \
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Monthly Report Submission (continued)
8. The file you selected should appear in the link. Then click SAVE.

&S‘SBAABankRec Attachments - Entity 0391 - WF\AC\BP'BR - 10141 - 05.16.02.00.08 - Internet Explorer

§{1 https:/{business.stiucie.k12.fl.us/scriptsfwsisa, dilj\WService=wsFin/fattmyiewd03, wrisPopup=true

SBAABankRec Attachments [ IR E o T
Add SBAABankRec Attachment Save
“ Tvpe: \Monthly Bank Reports + | SBAABankRec Back

Entered Date: |05/10/2016
Entered Time: 12:28 PM

Entered By: DANA MARTIN SCHANG
* Description: |April 2016

* Attached File: [:\INTERNAL ACCOUNTS\Bank _Browse...

Asterisk (*) denotes a required field

9. The file will show that you attached them by putting an asterisk by the Attach.

Custom = Federal/State Q
Reports = Reporting

Accounts | Fixed

Hesnls Vendors = Purchasing Payable = Assets

Homejx Management

‘ = Bank Reconciliation \',J @ . ‘L‘IFavorilesv (f_INew Window lalMy Print Queue
Views: |[General|v| Ml*skyward Default|v| Y [ B & Refresh
Closing Dete = | R |Bank BN Syutoment Balanco Variance|  P9MH M Balance " | (Pt

227 T B 7 O N T M ETET |

b 06/30/2016 SNB checking (Sea Coast) 14,709.97 13,554.52 0.00 14,111.06 13,554.52 38 =

b 05/31/2016 Y SNB checking (Sea Coast) 15,604.88 14,111.06 0.00 17,320.48 14,111.06 JE

b 04/30/2016 Y SNB checking (Sea Coast) 25,370.00 17,320.48 0.00 16,327.61 17,320.48 JE

» 03/31/2016 Y SNB checking (Sea Coast) 16,735.02 16,327.61 0.00 13,411.76 16,327.61 JE

b 02/29/2016 Y SNB checking (Sea Coast) 13,749.52 13,411.76 0.00 13,423.76 13,411 Hokes
» 01/31/2016 Y SNB checking (Sea Coast) 13,645.90 13,423.76 0.00 14,741.60 13,423.76 JE SAttach
» 12/31/2015 Y SNB checking (Sea Coast) 15,264.47 14,741.60 0.00 16,646.54 14,741.60 JE

» 11/30/2015 Y SNB checking (Sea Coast) 17,202.41 16,646.54 0.00 14,398.62 16,646.54 JE| | Unreconcile
» 10/31/2015 Y SNB checking (Sea Coast) 14,930.40 14,398.62 0.00 13,170.79 14,398.62 JE
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Principal’s Responsibility and Review of Monthly Reports

1. Principals should schedule time each month to review the monthly report with
the bookkeeper to review any balance adjustments before reports are
submitted.

2. This also provides a time to discuss balances in internal accounts each month.

3. Principals should be aware that the monthly reports are due to District by the
20™ of the next month.

4. Email reminders will be sent to the bookkeeper and principal if not received by
the 20™.

5. If the reports are not received by the end of the month, a reminder email will be
sent to the Principal and Executive Director.

Other items Principals should be checking each month
1. Journal Entries entered for the month

a. All Journal Entries should be approved by the Principal.
2. Deposit Discrepancies

3. Review Budget Status from General Fund (10100) accounts.
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Checklist for Internal Account Monthly Reports

Make sure there are three reports to review:

1.

2.
3.
4.

Bank statement
Bank reconciliation report

Principal’s report
Sponsor’'s Report

Principal's report review:
1. Make sure there are no overdrawn accounts. All account balances should be credits

— the letters CR appear after the ending balance amount.
(Overdrawn accounts are not allowed per Redbook Section 1

Principles, paragraph 10.);_NO EXCEPTIONS INCLUDING ATHLETICS 2.
Bookkeeper has signed and dated the report;

3. Principal has signed and dated the report.

Bank reconciliation report review:

1.

2.

Bank Balance Shown on this Bank Statement amount agrees to ending balance on
the bank statement;

Less Checks amount agrees to total of checks not on statement amount (outstanding
checks);

Scan the outstanding checks for checks dated six months prior to the report month.
These are stale dated checks and need to be cleared up.

Plus Cash Receipt Deposits amount agrees to total of Cash Receipts Not on
Statement amount (deposits in transit);

Make sure the dates of any cash receipts included in the Cash Receipts Not on
Statement amount are no more than two to three days prior to report month end.

For any non-zero Less Manual Adjustments amount, the detail heeds to be written on
the face of the bank reconciliation report;

Adjusted Bank Statement Balance agrees to ending balance of cash on the principal's
report;

Bookkeeper has signed and dated the report; Principal has signed and dated the
report.

Sponsor’s Report — Sighature and review:

1. Print Sponsor Report — SBAA\Reports\SBAA District Reports\Account
Activity Report\Sponsor Report o Note- Make sure all three check
boxes are checked at the top of the report screen so you can see
the shared reports.
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O [=+i-] SBAA District Reports - DR
(=~ Chart of Accounts - CA
| Account Activity Report - AA
--{ ] Account Ledger Report - AL
O --{ | Account Receipt/Disbursement Summary Report - RD
[=-£5 Vendors/Payors - DV
-] Vendor/Payor Report - VR
-] Vendor 1099 Report - DN
] Check Requests - CK
-] Check Request Report - CR
—J Cash Receipts - CR
~{_] Cash Receipt Report - CR
.| Deposit Report - DR
. ] Sales Tax Report - ST
- Audit Reports - AR
-+ | Check Request Audit Report - CA

[

@™

i

SBAA Account Activity Report

i Display My Templates [V Display Shared Templates M] Display Skyward Templates

Highlight the report and click Clone.
Name your report — Sponsor Report would be a good Title.
Save the report.

a s

edit and edit the date range within the report.
Run the report, click Print.
o NOTE - if you see more centers than just yours, go back into the report
settings and select your center (at the bottom of the report).
7. Each Sponsor must sign off monthly on their account activity.
8. All Reports shall be kept in a binder, organized by month.

o

Sales Tax
Certificate of tax exemption only applies to purchases made by the school. In
order to use the tax exemption, the purchases made by the school must have an
educational purpose and benefit the school, teachers and/or students. The
exemption does not apply to sales made by the school to students, teachers,
parents or the general public. Items purchased that will be sold or charged to
student, teachers, parents or the general public are taxable.

All taxable purchases must either pay tax to the vendor at the point of sale
(preferred method) or collect tax on items sold and send the tax payment to
the district office to be paid to the Department of Revenue following the
procedures outlined in this section of the manual.
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The following items are exempt from sales tax:

Sale of yearbooks, magazines, newspapers, directories, bulletins and similar
publications distributed by schools offering grades K through 12.

Certain grocery items. Please see the complete listing reference Department of
Revenue Form DR-45NT Nontaxable Medical Items and General Grocery List.

Food sold as school lunch to students, teachers, school employees or school guests.
Admission charges when student or faculty talent is used in an athletic or other event
sponsored by a school.

Classroom supplies and technology.

Sale of schoolbooks, including printed textbooks and workbooks, containing printed
instruction material for education purposes.

Uniforms and instruments used by students and returned to the school.

The following items are taxable:

Fundraising activities.

Any taxable item purchased outside Florida when tax was not paid at time of purchase.
Any items purchased tax-exempt intending to resell.

Concession sales including but not limited to chewing gum, candy, soft drinks, hotdogs,
ice cream and other items with a sales price of 10¢ or more.

School uniforms, shirts or other items that are sold by the school.

Sale of school materials and supplies.

School store sales.

Taxable items purchased on the Internet (on-line) sales.

Charitable Contributions

Every time a school receives a charitable contribution (donation) of $250.00 or
more, the school must issue a contemporaneous written acknowledgment. Per IRS
publication 1771:

Although it is a donor’s responsibility to obtain a written acknowledgment, an
organization can assist a donor by providing a timely, written statement
containing the following information:

Name of organization (i.e. school name).

Amount of cash contribution.

Description (but not the value) of non-cash contribution.

Description and good faith estimate of the value of goods or services, if any,
that an organization provided in return for the contribution.

HwnN PP

It is not necessary to include either the donor’s social security number or tax identification
number on the acknowledgment.
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There are no IRS forms for the acknowledgment. Letters, postcards, or
computergenerated forms with the above information are acceptable. An
organization can provide either a paper copy of the acknowledgment to the donor,
or an organization can provide the acknowledgment electronically, such as via an
e-mail addressed to the donor.

On school letterhead write a thank you letter to the donor using the examples below.
Examples of Written Acknowledgments:

« “Thank you for your cash contribution of $300 that (organization’s name)
received on December 12, 2008. No goods or services were provided in
exchange for your contribution.”

« “Thank you for your cash contribution of $350 that (organization’s name)

received on May 6, 2008. In exchange for your contribution, we gave you a
cookbook with an estimated fair market value of $60.”

* “Thank you for your contribution of a used oak baby crib and matching
dresser that (organization’s name) received on March 15, 2008. No goods
or services were provided in exchange for your contribution.”

* Please keep a copy of the acknowledgement on file for audit with the
bookkeeper at your site/school.

Cooperative Activities PTO/PTA/Boosters

A cooperative activity is one in which the school participates with outside groups
such as a Parent Teacher Association(PTA) or booster clubs through planning
staging or conducting school-related activities.

Such activities must be approved by the Principal and be beneficial to students.
School district procedures shall be followed to provide appropriate accounting for
funds and to ensure compliance with polices contained herein.

+ Requests for use of PTO funds must be approved by the Principal prior to
purchase.

« All fundraisers for PTO funds must follow the same Fundraiser Guidelines as
discussed in previous “Fundraiser” section
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Locating SLCSB Policies

To locate SLCSB policies on a particular topic:

1. On the School Board’s home page, select Our District at the top.

€ stivcieX2flus

B Most Vised @ Getting Strted [ Web Sice Golry &5 Ml - SCHANG, DAN.. @ The resource cannt b.
St. Lucie

SR
PUBLIC SCHOOLS

sssssss

TAVE VAN AL
Dads Take Your
Child to School Day )8_

Read more.

iR M m

Calendars & Events i) Sports &
Teacher PD Day - Student

2. Select Policies in the middle of the page

3. Should brlng you tothe Actlve Polices Page

D

St. Lut e Cou nty Publ ic Schcols

Active Policies
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Locating SLCSB Policies (Continued)

4. Enter the topic for which you need information in the search box and select Search.

Active Policies

fund < 4« »ra

Appendix A Book
Ind

Sectio

- Title
: Number

P

Stat Acti
7.33*
Petty Cash Funds/change Funds
7.40 Petty cash funds shall be used for operating expenses in accordance with State Board of Education rules and provisions described herein.
Fund-raising for School Projects and
Activities (1) A principal or District department head may establish a petty cash fund by submitting a request to the Finance Division for approval by the School Board. Approval shall be obtained prior to issuing any checks.
7.77 (2) The Superintendent or designee shall reimburse the funds from the budgetary accounts of schools and District departr 's when petty cash is exhausted.
Inventories and Property Records

(3) Each petty cash fund must be authorized by the School Board at a set amount, the amount of which shall be commensurate with the volume and the purpose of transactions, but in no case shall the amount exceed three-hundred dollars ($300.00).

Schaol Food Service Fund (4) An itemized receipt for each expenditure shall be kept to receive reimbursement.

Change funds are authorized for each school and shall be established at a set amount. No expenditures are to be made from any change fund, nor shall checks be cashed or loans made from any change fund.

STATUTORY AUTHORITY: 1001.41, 1001.42, 1006.21, F.S.
LAWS IMPLEMENTED: 1001.43, 1010.4, F.S.
STATE BOARD OF EDUCATION RULES: 6A-1.057, 6A-1,087

History:
Adopted: 03/30/2004
Revision Date(s):

Formerl ly: 6.12

Outstanding/Stale Dated Checks

1. After the monthly bank reconciliation has been completed, review the outstanding
checks.
a. For checks over 90 days old, send a letter (see sample 90 day letter) to the
payee requesting that the check be cashed.
I. Keep a copy of this letter with the backup for the check. ii. If
necessary, send a follow-up letter (see sample 150 day letter) when a
check is 150 days (five months) old.
iii. Retain all correspondence (including any envelopes returned in the
mail), with the backup for the check.

2. When an uncashed check is six months old, it is stale dated.
a. First, void the check.
I. This will release the funds back to the original account.
b. Second, record a transfer (journal entry) in the amount of the check
from(Debit) the original account that the check had been written against into
the Stale Dated Checks account, 86060 (Credit).

3. Keep a separate file folder for all stale dated checks (and their backup, including any
correspondence).
a. The balance in the Stale Dated Checks account should equal the total amount
of the checks in the folder.

A Principal’s Manual for Internal Accounting Page 44



4. Retain all stale dated check information for inclusion in the St. Lucie County School
Board unclaimed property report.

5. Atthe end of the year, you will receive an email from the Accountant, who will request
a check from this account.
a. When the stale check information is requested, issue a check to SLCSB and
send this check with the stale check folder to the accountant in Accounting.
b. This check and payment will be sent to the state for filing the state unclaimed
property report.

Sample 90 day letter

Date

Payee

123 Any Street

Any Town, State 12345

Dear Payee,

Our records indicate that school name issued check number xxx in the amount of $xx.xx
dated xx/xx/xx. Please cash this check as soon as possible.

If you have any questions, please contact me.
Thank you,
Name

School address
School phone number
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Outstanding/Stale Dated Checks (continued)

Sample 150 day letter
Date
Payee
123 Any Street
Any Town, State 12345
Second Notice
Dear Payee,

Our records indicate that school name issued check number xxx in the amount of $xx.xx
dated xx/xx/xx. Please cash this check by xx/xx/xx.

If you have any questions, please contact me.
Thank you,
Name
School address
School phone number
Sample Final letter
Date
Payee
123 Any Street
Any Town, State 12345
Second Notice

Dear Payee,

Our records indicate that school name issued check number xxx in the amount of $xx.xx
dated xx/xx/xx. This check is now stale dated.

Please contact me as soon as possible so that a replacement check can be issued.
If you have any questions, please contact me.

Thank you,
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Name
School address
School phone number

Voided Checks

Prior to Voiding ANY checks, YOU MUST HAVE ORIGIONAL CHECK IN HAND.

If you do not have a check in hand, then a stop payment must be placed on the
check that needs to be voided. Please contact business services before voiding a
check that you do not have an original check.

All voided checks should be stamped with a VOID stamp and defaced by cutting
out the signature section of the check to eliminate the possibility that voided
checks could be processed back through the bank.

1. On Skyward, select SBAA, Check Request. Select the check to be voided and
click on Void. Click on OK to the question Are you sure you want to void check
number XXXxx?

! St Lucie County Schools - SLC Business Training Refreshed 03-05-2012 I el ot | Bretrencee |2
SKYWARD
Account : Fixed | Federal/State
Home Misaemant Vendors | Purchasing N &l Reporting

4} Check Request i © [ @ 1yravoritesy ] New Window B30 My Print Queue
Add, Edit, Delete Check Request for Entity: 0241 = @
Status w Che ckHumber V| Vendor Name ko Check Amount|  Check Date PrintDate | BankA{ | Refresh
o | o IIIE--m-
» History 000006968 ALWAYS JUMP FOR JOY 5000 03/08/2012 | 03/08/2012 |checkilal~Genorate
» History 000006967 ALWAYS JUMP FOR J0Y fL 50.00 03/08/201 03 12 checkil |_fomPO

» History 000006966 CROCCO-CUFF STACY 72.10 checkir

» History 000006965 SAM'S CLUB FL 20,98 checkir

» History 000006964 TREES ‘N MORE 395.00 checkir ==

» History 000006963 SAM'S CLUB L 80.00 checki

» History 000006962 LOWE'S FL 100.00 checkit Nk

» History 000006961 Y SAM'SCLUB FL 100.00 checkir Attach

» History 000006961 SAM'S CLUB FL 100.00 checkir

» History 000006960 Y DOLLAR TREE 75.00 checkir

» History 000006960 DOLLAR TREE 75.00 checkii

» History 000006959 UNITED WAY OF ST LUCIE COUNTY | FL 729.15 checkir

» History 000006958 RHYTHM BAND INSTRUMENTS 4 69.90 checkir Void
e ;"" SN T e and Chagaasonag t T ri':'fi"z:}:n'.') .

Message from webpage % |
: :

|'0] Are you sure you want to void check number 0000069697

[ | ok || cancel
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Voided Checks (continued)
2. Click on Process Check and Print. Select Display Check.

7 StLucie County Schools - SLC Business Training Refreshed 03-05-2012 Shtie] tonl ) e sp s 2R
SKYWARD
Account . Fixed Federal/State
Home Management Vendors = Purchasing Assets [§ Reporting

« Check Request i O 2 @ 1¥ravoritesy T New Window K5 My Print Queve

Check Printing

03/08/202 |  so00)

F==YOID**VOID**VOID**VOID**VOID**VOID**VOID**VOID**VOID**VOID™***

224 SE EYERLY AVE

Pay

[To the ALWAYS JUMP FOR JOY
lOrder

lof: PORT ST. LUCIE, FL 34983

IProcess Start Time End Time Status [ Process Check and Vm |
Updating Check Request Status Cancel Check Printing
Generating Check Image

Updating Accounting

Processing Complete

Check Processing complete.

| Display Check | Back

- F Y - — AT Tt g

3. The pdf file of the voided check will open. Print the pdf file. Click on Check Printing
Complete — Press to Close.

_ 77— StLucie County Schools - SLC Business Training Refreshed 03-05-2012 Sismg Solly Aecount) | REvlerhens IREXUI L2
SKYWARD"
Account Fixed Federal/State
Home |+ |y ficeount & | Vendors | Purchasing | (XS0 ey
Check Request Y47 Favoritesv New Window E= My Print Queue
q %)
Check Printing
|
Pay =**=yOID**VOID**VOID**VOID=*VOID**VOID**VOID=*VOID**VOID**VOID=***
|
[To the ALWAYS JUMP FOR JOY
[order 224 SE EVERLY AVE
[of: PORT ST. LUCIE, FL 34983
[Process Start Time End Time Status Check Printing Complete -
Updating Check Request Status 14:21:06 14:20:41 Complete Press to Close
Generating Check Image 14:20:41 14:20:42 Complete
Updating Accounting 14:20:42 14:20:42 Complete
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Purchasing

Purchasing guidelines for internal accounts are located in Redbook Chapter 8 under:

1. Section lI-General Practices, paragraph 2:

Purchases from internal funds must be authorized in writing by the
principal or designee. Neither the school nor the school board shall be
liable for any purchase made in the name of the school without express
written approval.

2. Section lll-Standards, Practices and Procedures, paragraphs 3.0 through 3.3:

3.0 PURCHASING
3.1 REQUIREMENTS

a. The requirements pertaining to purchases and securing bids on
purchases made from public tax funds shall be observed when
purchases are made from internal funds, except that:

(1) School board approval of internal account vouchers is not
required unless specifically provided for by school board rule.

(2) School board requirements for internal funds may be more strict
than requirements for tax funds (Rule 6A-1.091, FAC).

b. If possible, purchases of the same or a similar nature to be used in
more than one school should be combined and purchased only after
approval of the school board (Rule 6A-1.091, FAC).

3.2 RESPONSIBILITY

a. The school principal is fully responsible for all purchases and
purchase commitments requiring present or future disbursements of
internal fund monies. A signed commitment from the principal or
designee(s) must be on file before any purchase is made.
Vendors shall be notified of this policy. No purchase shall be made
unless sufficient resources are available, except items for resale.

b. The school board may delegate by rule to such individuals as it may
deem appropriate the authority to make purchases from internal
funds, secure quotations, and award contracts (Rule 6A-1.091, FAC).

c. No person, unless authorized to do so under regulations of the school
board, may make any purchase involving the use of school funds
(Rule 6A1.012, FAC).

3.3 BIDS

a. Bids shall be requested from three or more sources for any authorized
purchase exceeding amounts set forth in a scale of district sizes and
purchase amounts (Rule 6A-1.012, FAC).

b. The school board shall have authority to reject any or all bids and
request new bids. In acceptance of bids, the school board shall accept
the lowest and best bid (Rule 6A-1.012, FAC).
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Purchasing (Continued)

School boards may establish requirements for bids that are stricter
than those established under the state rule.

d. School boards may establish procedures requiring competitive
guotations for all or selected types of purchases in amounts under the
board-adopted bid limit requirement. Such quotations shall be
documented.

e. Proposed purchases in excess of the district bid limit must comply
with bid requirements of Florida Statutes, State Board of Education
Rules, and school board rules. These will be referred to the district
purchasing department for development of specifications, bids,
advertising and processing.

f. When the district has a bid in effect, purchases of items covered must
be made from the approved vendor.

For further information, see SLCSB Policy 7.70 Purchasing and Bidding;
Prohibition of Fraud.
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Retention of Records

Section 111, 4.5, Redbook Chapter 8 states that Chapters 119 and 257, F.S., provide
that no public official may mutilate, destroy, sell, loan or otherwise dispose of any
public record unless under the consent of the records and information management
program of the Division of Library and Information Services of the Department of
State. All SLCSB district and school records destruction requests must be
submitted to Student Records. This department can also provide assistance.

To determine how long records are to be retained, there are two general record
schedules: GS7 and GS1-SL.

Directions for the Retention of Records is located on the St Lucie Public School Share
site https://stluciepublicschools.sharepoint.com/sites/Records|.
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NSF Check Processing

1. Unpaid checks returned by the bank must be handled in a timely manner.

2. Our district has contracted with Envision Payment Solutions for collection of worthless
checks

3. Envision will collect all Insufficient Funds (NSF), account closed, refer to maker,
stolen/forged and stop payments at 100% face value, with a guarantee limit up to $300

4. Envision will retain all service charges to the customer as their fee.
5. Envision will send a check each 1st and 15th of the month to the school if funds are due.
6. School Bookkeepers have access to Envisions online system to check the status of their

schools NSF checks. To do S0, log onto:
https://clients.envisionpayments.com/LoginNew.aspx

7. Sign in using your username and password

SIGN IN
Welcome to Envision! USERNAME

This page has been optimized for Google Chrome.

If you have any trouble logging in, we suggest you try accessing the
page using the latest Chrome browser from Google.

Thank you!

———

SIGN IN
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NSF Journal Entry in Skyward

1. When a check is returned unpaid, the bank will post a Debit memo to the schools
internal bank account and return the original check to Check Redi for collection of
funds.

2. Until the funds are collected the funds will be “unpaid”.

3. A Journal Entry will need to be entered in Skyward to cover the Debit that is now
entered in the bank account.

4. The Journal Entry should be dated the date the NSF was debited out of the
account.

5. The entry will Debit the original Liability Account the deposit was entered in and
credit the Bank Account.

6. Always Reference the original check when entering the Journal Entry.

a. Example: NSF CHECK #1234 8/1/16 SMITH SPIRIT SHIRTS

Monthly Sponsor Reports

There several ways to pint out sponsor reports. You can print each account activity report
individually or batch print all accounts.

To print all account activity reports:

1. Go into SBAA , Reports, then Account Activity Report
2. Edit your Sponsor Report

3. Change start and end month to Prior Month

4. Print Accounts set to ALL

5. Page Break on Accounts set to ALL

6. Sign—-CR

A Principal’s Manual for Internal Accounting Page 53



Account Activity Ranges

Entity: 0040
Date Selection: |Entered Month Range v
Start Month: [Prior Month v|  End Month: [Prior Month v

Through Date: 12/31/2999
Print Accounts: @ All O Only Accounts with Activity
Account Description: |Full Account Description v|
Page Break on Acct: @ves O No
Sign: OLeft @R ORight

Then click on Account Ranges

Under Account Ranges change the following:
Account Ranges

Account Ranges [
High L
Category: |:I zzzzz777 |
Gowp: [ | 22-22-7777 |
Account Status: () Active and Inactive @ Active O Inactive
Balance Sheet Accounts Operating Statement Accounts
[ Asset Lizbility [+ Equity Expense | Revenue
Low Account: 8910%0000 0000 0161 80000 00000 0000 Low Account: 89100000 0000 0161 80000 00000 0000
High Account: 8910%9999 9999 0161 89999 77777 7777 High Account: 891079999 9999 0161 89999 77777 7777
Dimension Low High Dimension Low High
Fund: | 8910 82010 Fund: 8910 8010
Type: * Type: ™
Function: m m Function: m -
Object: 0000 | (9595 | Object: (0000 | (5995 |
Facility: | 0161 0161 Fadility: | 0161 0161
Project: (80000 |[89990 | Project: (80000 |[89999 |
Subproject: (00000 ||ZZ7ZZ | Subproject: (00000 | |ZZ2ZZZ |
Program: [00000 ||Z7ZZZ | Program: |00000 ||7Z7ZZZ |
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1
2
3
4.
5
6.

Account Status — make sure you have marked all active accounts

Balance sheet accounts - Only Liability & Equity should be checked off

Operating Statement Account — Expense and Revenue should also be checked off
Change your project low and high for both sections.

Low should be 80000 and High should be 89999

The report should be run monthly. If you need to change the date settings, click edit

and edit the date range within the report.

7.
8.

Click Save
Click Save and Print
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Intramural Sports

Financial Side:

Once a year, a $20 intramural fee is collected per each athlete. The one-time $20 fee allows
the student to play any intramural sports in that year.

Collecting the fee:

* Deposit into an intramural account, issuing a receipt to student (must follow Cash Receipts &
Deposit procedure — Principals Manual for Internal Accounts)

* A receipt book will be issued for each on-site intramural coordinator by the bookkeeper
*The Coordinator is responsible to write a receipt for each student in the receipt book

o Each paid student will be issued an athletic card

o Place the athletic card number on the receipt
* At the end of the year, the coordinator will give unused cards back to the county office, as well
as notify the bookkeeper the number of cards sold

* When auditing, the receipt book must match the number of athletic cards sold

How to fundraise:

* Proceed from gate ticket sales (must follow Ticket Sales procedure — Principals Manual for
Internal Accounts)

» Concession stand sales (must follow Fundraising policy/procedures — Board Policy 7.40 &
Principals Manual for Internal Accounts)

 Fundraisers from intramural teams (must follow Fundraising policy/procedures — Board Policy
7.40 & Principals Manual for Internal Accounts)

Managing the Account:

The coach can use the money from the account to do the following:
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Pay the costs of the following items:

e Bus fees to transport students to other schools for scrimmages

e Referees(TCOA). Do not pay individual refs. Make one check to the TCOA. They will bill
you.

e Equipment

e Uniforms/T-Shirts/Polos

e Food (for the teams only)

e Awards

e Game worker fees.

e Game workers will be paid the $21-dollar rate on the game worker / intramural payment

request form.

The coaches are responsible to get you quotes for anything they want to buy within the list
stated above.

Segregation of Duties and Responsibilities

The Bookkeeper shall not, under any circumstances, be the initial collector of any
funds. Since the bookkeepers’ duties include bank deposits, posting monies collected in the
Skyward and processing bank reconciliation, there is not an appropriate level of segregation
of duties if they are also the initial collector of monies.

Bookkeeper’s Responsibilities:

o Handling and processing of all Internal Accounts under the direction of Principal.

o Maintain all records and follow procedures as adopted by the Saint Lucie County
School District.

o Maintaining proper internal controls and segregation of duties.
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Purchase of Gift Cards

Gift Cards should only be issued for the purposes of awards, scholarships and or
appreciation. Gift Cards should never be issued for payments of products, services or
employee labor. Gift Cards are not to exceed $25.00

(1) Employees — awards and appreciation only. However, it is the employee’s
responsibility to report gift cards received as income on their 1040 tax return.

Per IRS Publication 525 “if your employer gives you cash, a gift certificate, or a similar
item that you can easily exchange for cash, you include the value of that gift as extra salary or
wages regardless of the amount involved”.

(2) Students — awards and scholarships only.

All gift cards must be stored under lock and key. A log must be maintained tracking
issuance of all gift cards.

Employee’s and or students must sign log upon receipt of gift card.

Year End Procedures for Internal Accounts

Steps to perform every June:

1. 86020-Lost Textbooks Funds collected throughout the year for lost textbooks are to be
recorded in a trust fund account number 86020.

2. Atthe end of the fiscal year, issue a check to SLCSB for the total balance in the lost textbook
fund. Attach a note to the check explaining these are lost textbook funds.

3. These funds will be available in a Fund 1100 for reordering lost textbooks for the school.
4. Close all dormant internal accounts.
5. Transfer any remaining balances in accounts that have moved up grades.

6. Transfer any remaining balances in accounts of classes that have graduated into general
miscellaneous accounts.

7. Reconcile the June bank statement.
8. Print the June principal’s report.

9. Print and update your Inventory Lists and submit them to the district office.
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10

11.

.Submit the following reports to the district accounting office:
a. Copy of June bank statement.
b. Copy of signed and dated June bank reconciliation report.
c. Copy of the signed and dated June principal's report.
d. Any outstanding accounts receivable.
e. Any outstanding accounts payable.
f. Any amounts due to or due from School Board.
g. Year-end inventories.
Prepare the following report for Yearly Audit:

If you don’t have these reports already, you may clone a report. Make sure you
check to view all other reports in the District.

Make sure to edit the dates on the report for the current fiscal year. Run the
report the first day in July, just before your audit. Also, convert the report to
Excel (tool available within Skyward).

SBAA DISTRICT REPORTS
a. SBAA/Reports/Account Receipt/Disbursement Report/Auditor Report
b. SBAA/Reports/Account Ledger Report/Auditor Report
c. SBAA/Reports/Check Request Report/Auditor Report
ENTITY REPORTS
d. SBAA/Reports/Check Reconciliation Report/Auditor Report

e. SBAA/Reports/Journal Entry Report/Auditor Report
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How to Convert a Report from PDF to Excel in Skyward

1. Make sure you are in your Print Queue

Custom = Federal/State

Accounts = Fixed
LA Reporis Reporting

ising Payable | Assets Administration | Q

-} B - ‘L.? Favorites» ﬁ New Window lalMy Print Queue

2. Click on the Report you ran (in PDF) that you want to convert to Excel

My Print Queue MmO s 2
£ Print Queue for Kimberly Albritton ), View
Date w Time | Report Description Wait List # Status oo Current Key Delete
Requisition/PO Listing Report - Payroll Purchase Ord| [0 0E S0 00:00:03 PDF [ | Rerun
07/17/2017 Mon  2:00 PM Employee Data Mining - Contracts salaries vs Positio Completed CEl 0 Convert to
07/17/2017 Mon 2:00 AM KSA - School Budget - Summary (Center, Fund, Proj Completed 00:00:33 R Excel
07/16/2017 Sun  2:00 AM KSA - School Budget - Summary (Center, Fund, Proj Completed 00:00:30 R View Status |
07/15/2017 Sat = 2:00 AM KSA - School Budget - Summary (Center, Fund, Proj Completed 00:00:28 R i
nN7/714/2017 Fri 11442 AM CDAA Cntihe N771 Vandare IDwiare Danark Viandar © Famnlatad  Nn.AN-NA  DNC &
B & [ Vew
tus Time Format Current Key

E N 00:00:03 [PDF |
npleted  00:00:19 EXCEL
npleted  00:00:33 R
npleted  00:00:30 R
npleted  00:00:28 R

Task
hpleted  00:00:04 PDF e

00+ Save This
npleted  00:00:03 PDF s

3. Click on the Convert to Excel Button npleted | 00:00:03 PDF

4. Click on Advanced Dump, the process will run.

Convert to Excel

Simple Dump - Exports the data as it appears on the report.
Advanced Dump - Exports the data by merging associated data into one line.
O csViMicrosoft Office 2000 @ Microsoft Office 2002+ O Microsoft Office 2007+ (xisx) O Open Office

** Try CSV if you are having problems with the file opening in Excel or Open Office **

Simple Dump Advanced Dump Back

5. Once the conversion is complete, click on the report to open it within Excel.
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