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HOW TO LOGIN TO EPES:

1. OPEN WEB BROWSER
2. ENTER: EPESACCOUNTING.EPES.ORG
3. ENTER:
DISTRICT ID: 8816
CUSTOMER ID: EPES ISSUED CUSTOMER ID
USER NAME:  BK
PASSWORD: PERSON SPECIFIC (IF YOU NEED ASSISTANCE WITH YOUR
PASSWORD CONTACT THE ACTIVITY FUND SUPPORT OFFICE
4. SECURITY CODE: IF REQUESTED ENTER SECURITY CODE FROM RED BOX IN BOX
PROVIDED
5. CLICK: LOGIN

HOW TO LOGIN TO WEB EPES:

€ C | & Secure | htips; /epesaccounting.epes.arg/ Daigu. aspx

IN THE BROWSER (ENTER):

epesaccounting.epes.org ﬁ H‘W
FILL IN: _Jepesso are

DISTRICT ID: 8816

CUSTOMER ID: EPES ISSUED CUSTOMER ID Co AR

USER NAME: BK
PASSWORD: PERSON SPECIFIC -
(IF YOU NEED ASSISTANCE WITH YOUR PASSWORD Distict D: Customer D

PLEASE CONTACT ACTIVITY FUND SUPPORT

* YOU MAY ALSO NEED TO ENTER A SECURITY
NUMBER IF PROMPTED TO DO SO Password:
CLICK: LOGIN

F

User Name:

Login] Forgot Password



ALBUQUERQUE
PUBLIC SCHOOLS

ACTIVITY FUND
SUPPORT OFFICE

880-3725



EPES SUPPORT:

NOTE: IF YOU ARE EXPERIENCING DIFFICULTIES WITH EPES, PLEASE CONTACT YOUR SPECIALIST
OR THE ACTIVITY FUND SUPPORT OFFICE FOR ASSISTANCE.

YOU MAY BE ADVISED TO CONTACT EPES DIRECTLY FOR ADDITIONAL TECHNICAL SUPPORT.
IF THAT IS THE CASE PLEASE FOLLOW THE DIRECTIONS BELOW.

the latest
4 on-line demo Q) '
T e ] -

: ao

1320 :
monthly newsletter

/\ .

Customer Support

[

WL .
A * Are you tired of talking to computers or pushing buttons constantly until ’ g ‘
you finally get to leave a voice message and then wait hours for someone o A
to return your call when you need help? :. T T b ]

With EPES you don't have to do this. Over 90% of our calls are answered
by a well trained, friendly technician on the first call. If all lines are busy We Want 5

simply leave your name, school name and phone number and we will Ynun FEW“':K
return your call. Our current call back time is less than 15 minutes. on-line survey &)

Q“) s“gues“nns Oour |'r1|'t|'a|_softwar'e pr'l‘ce_ includes one year toll-free technical support.
Y

After the first year you will be sent a reminder that the support contract Fn“““ i
p'nuram Bllll is about to expire. You have the option to continue the support “s -

agreement or you may choose to pay a per call amount for technical

support. Our support agreement includes continued toll free assistance,

On
LY rnns free downloads of latest versions of software plus discounts on additional I'acellonk

software modules.

H H checks|receipts|forms

9) n“'llnn MSISE“BB < When you purchase the software you will receive the toll free support L8 S EEACy, 8
telephone number, and the support email address. W g (]
s Fa [

. ]ﬁd"fr 59

f

-

The support lines are open 8am to 5pm (central time) Monday thru
Friday. The phone number for technical support is 1-800-237-6498 <

> 4
option 1. LR AN

v order on-line §3)
CALL: SUPPORT LINE IF
YOU MAYBE DIRECTED BY
EPES TO USE THEIR ON-
LINE ASSISTANCE, (IF THEY
ARE UNABLE TO ASSIST
YOU OVER THE PHONE)

1
1
1
1
v

v




IF DIRECTED TO ONLINE SUPPORT:

echnical
ulletins

Live Remote Assistance

Do you need a quick solution to a technical problem? With our live
remote-assistance tool, a member of our support team can view your
desktop and share control of your mouse and keyboard to get you on your
way to a solution.

How to Get Support
Please visit our support page where you'll find our contact information,
= hours of support, products we support and type of support we provide.
= You will find answers to security questions and system configuration
Q s“ﬂ!lesmms requirements on cur FAQ page. You can also view a demonstration of a

screen-sharing session.
¢ Program Bug
How It Works

Step 1: Simply type your question or the nature of your problem in the
9) rnns box below. Then click the yellow Click Here button.
= = Step 2: You are prompted to download a small virus-free plug-in which
Q llll-llllﬂ ISSISHIIII:B will connect you to a member of our support team.
Step 3: Your support representative will chat with you online to obtain
the details of the problem.
Step 4: With your permission, your support representative can view your
screen and share control of your mouse and keyboard.
Step 5: You are in full control of your computer at all times. You always
have overriding control of your mouse and keyboard, and you can end the
screen-sharing sessicn at any time.

s -

~
=

N £
AN "
order on-line @

The School Software Solution
FILL IN:

School Name: | —Zl - SCHOOL NAME
=~ - CUSTOMER ID#
- “YOUR” EMAIL ADDRESS
- ENTER YOUR ISSUE/QUESTION IN

THE BOX OR WHATEVER THEY

Customer ID #:
Email Address: |—

Please fill out the fields above, type your question in the
box below and click the yellow button to procegd.

Click )
Here!

< ADVISE YOU TO ENTER FOR HELP

POWERED BY GoloAssist™ I
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VIEWING PRIOR YEARS:

*** |F YOU NEED TO LOOK AT RECORDS FROM THE PREVIOUS YEARS.
PRIOR YEARS ARE “VIEW ONLY.” YOU CAN VIEW RECORDS & RUN REPORTS FOR DATA ONLY

VIEWING PRIOR YEAR:

1. CLICK: UTILITIES
2. CLICK: VIEW PRIOR YEAR
3. CLICK: SELECT YEAR DROP DOWN MENU
SELECT THE SCHOOL YEAR THAT YOU NEED TO VIEW
4. CLICK: CHANGE YEAR NOW
5. SCREEN WILL REFLECT THE CHANGE BY SHOWING YEAR SELECTED AND (PRIOR YEAR)

Copyright @ 2014: CAP Group, Inc.

Exit

Accounting-w Reportsw Utilitiesw | System - Helpw

Preferences

Year End Closing

e CLICK: UTILITIES
Data Conwversion
Change User CLICK: VIEW PRIOR YEAR

I~

Export

Import

Update Cash Balances

Accounting - Reports-- Utilities - Systenm - Help- Exit

View Prior School Year

Year |-Select a Year- |
Close this Screenj \
CLICK: SELECT A YEAR

Setup a Prior Year (for data conversion CHOOSE YEAR TO REVIEW

CLICK: CHANGE YEAR NOW

*** NOTE: PRIOR YEARS ARE VIEW ONLY
vear (Start): Setup a Prior Year) YOU CAN RUN REPORTS HOWEVER
NO CHANGES CAN BE MADE ***

If you are about to run a data conwversion and do not see t
in the dropdown abowve, yvou can add the school vear using this funa
When youw enter a new school year, plfease enter the year of the fiscal

District: ALBUQUERQUE PUBLIC SCHOOLS
e School: ALBUQUERQUE TRAINING SCHOOL 1

. Year: 2015/2016 (PRIOR YEAR)
EA, epessoftware Change Schal f

Copyright © 2014: CAP Group, Inc.

Accounting= Reports-  Utilities~ System~ Help» Exit ONCE YEAR HAS BEEN
CHANGED HEADER WILL
DISPLAY AS SHOWN

11



RESET TO CURRENT YEAR:

1. CLICK: UTILITIES
2. CLICK: RESET TO CURRENT YEAR
3. ONCE UPDATE HAS OCCURRED CURRENT YEAR DATES WILL SHOW IN THE HEADER

District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1
- Year: 2015/2016 (PRIOR YEAR)

4 E ems SO Gre Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting+ Reports«- Utilities«  System-

Preferences

Year End Closing T CLicK: UTILITIES
Wiew Prior Year

CLICK: RESET TO CURRENT YEAR

Reset to Current Year

A

Data Conversion
Change User
Export

Import

Update Cash Balances

activity accou

&

District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1
o Year: 2016/ 2017

tﬁ“ems SO are Change Schools

Copyright © 2014: CAP Group, Inc.

Accounting- Reports«  Utilities« Systemw Help» Exit

ONCE YEAR HAS BEEN
CHANGED HEADER WILL

DISPLAY AS SHOWN WITH
CURRENT SCHOOL YEAR

12
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CREATING/ADDING A NEW ACTIVITY FUND ACCOUNT:

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS
SELECT: ACTIVITY ACCOUNT
CLICK: ADD
TAB TO: ACCOUNT/CLUB #
TAB TO: ACCOUNT/CLUB NAME
ENTER: NAME OF SPONSOR
. DO NOT ADD A BEGINNING BALANCE, IT MUST STAY AT ZERO
10 CLICK: SAVE, IF DONE (OR)
SAVE-ADD ANOTHER IF YOU HAVE MORE ACCOUNTS TO ADD
11.CLICK: CLOSE WHEN DONE

LWoONOULRWNPE

District: ALBUQUERQUE PUBLIC SCHOOLS
o8 School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 /2017

s software e

Copyright @ 2014: CAP Group, Inc.

Accounts Payable Sub Accounts

Checks Paid Activity Groups

Receipts
Transfers & Deposits

Journal Adjustments

Cancel Checks

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: ACCOUNTS

SELECT: ACTIVITY ACCOUNTS

%

Budget

Counties

acl

purchase orders

14



District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

*_ ems SO.FI.wGre Change Schools

Copyright @ 2014: CAP Group, Inc.

-

Accountingw= Reporitsw Utilities- Systemw Helpw Exit

Activity Accounts/Club

Activity Account/Club 2 1 CLICK: ADD

Account Name |ADMINISTRATION | * Cash Balance $0.00
Advisor | | Payable ($0.00)
Beaginning Balance & Warking Balance $0.00
Activity Group [ v Encumbered £0.00

District: ALEUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1
Pl Year: 2016 / 2017

-ﬁ»epes software Shanae Schoolz

Copyright @ 2014: CAP Group, Inc.
Accounting - Reports- LUtilities» System-- Helpw Exit

Activity AccountsiClub

| SAWE | CLGSE | SAME - ADD ANOTHER

- ENTER: ACCOUNT NUMBER
$\ *
- | TAB TO: ACCOUNT NAME

e
Beginning Balance 0.00|* TAB TO: ADVISOR/SPONSOR
G e v
? : **% DO NOT CHANGE BEGINNING BALANCE

BEGINNING BALANCE MUST BE ZERO
CLICK: SAVE WHEN DONE
OR SAVE ADD ANOTHER IF ADDING
MULTIPLE ACCOUNTS
CLICK: CLOSE WHEN DONE

15



CREATING/ADDING A NEW GL ACCOUNT:

***NOTE: GL ACCOUNTS REQUIRE PRIOR APPROVAL FROM ACTIVITY FUNDS SUPPORT BEFORE OPENING.

©WONDU A WD

GL ACCOUNTS WILL ALWAYS START WITH THE NUMBER 9XX.

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS

SELECT: GENERAL LEDGER
CLICK: ADD
TAB TO: GL ACCOUNT #
TAB TO: ACCOUNT NAME
DO NOT ADD A BEGINNING BALANCE, IT MUST STAY AT ZERO
CLICK: SAVE, IF DONE (OR) SAVE-ADD ANOTHER, IF APPLICABLE

10 CLICK: CLOSE WHEN DONE

-

epes software

Copyright © 2014: CAP Group, Inc.

Accounts Payable
Checks Paid

Receipts

Cancel Checks
Budget

Counties

Transfers & Deposits

Journal Adjustments

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 /2017

Change Scheols

Sub Accounts

Activity Groups

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS

SELECT: GENERAL LEDGER

.1

purchase orders




T B
L -k

ﬁ“epes software

Copyright @ 2014: CAP Group, Inc.

Accountings= Reports«  Utilities» System- Helpw

GL Accounts

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 /2017

Change Schools

Exit

GL Account #

Beginning Balance

TR

Account Name Petty Cash CLICK: ADD ] = Cash Balance $0.00
Checking Payable ($0.00)
Working £0.00
Encumbered £0.00
District: ALBUQUERQUE PUBLIC SCHOOLS
il

-
L] -

ﬁ,‘epes software

Copyright @ 2014: CAP Group, Inc.

Accountingw Reportsw Utilitiesw» Systemw Helpw

GL Accounts

School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 /2017
Change Schools

GL Account #

oot

Beginning Balance

Account Name |

| b Cash Balance %

Checking (]

| ENTER: ACCOUNT NUMBER

|—» TAB TO: ACCOUNT NAME

**% DO NOT ENTER AN AMOUNT IN

BEGINNING BALANCE IT MUST BE ZERO

—» | CLICK: SAVE AND CLOSE, WHEN DONE (OR)
SAVE ADD ANOTHER IF ADDING
MUTIPLE ACCOUNTS

CLICK: CLOSE WHEN DONE

17



EDITING AN EXISTING FUND ACCOUNT:
*** YOU SHOULD ONLY BE CHANGING: ACCOUNT (CLUB) NAME AND/OR SPONSOR NAME

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: ACCOUNTS

CLICK: ACTIVITY ACCOUNTS

CLICK: LIST

CLICK: FUND ACCOUNT TO EDIT

CLICK: EDIT

ENTER/CHANGE: CLUB NAME AND/OR SPONSOR
DO NOT EVER CHANGE THE BEGINNING BALANCE, IT MUST ALWAYS STAY AT ZERO
9. CLICK: SAVE WHEN DONE

10.CLICK: CLOSE TO EXIT

O NOUAEWNR

District: ALBUQUERQUE PUBLIC SCHOOLS
. School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 / 2017

'_ ems SO.FI.WGre Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting~ Reportsw-  Utilities~ System~ Helpw Exit

Accounting [ Accounts Activity Accounts

Purchase Orders Vendors General Ledger

Accounts Payable Sub Accounts

Checks Paid Activity Groups
Receipts
Transfers & Deposits b
Journal Adjustments CLICK: ACCOUNTING
e CLICK: ACCOUNTING
CLICK: ACCOUNTS Ve lr—

Counties

CLICK: ACTIVITY ACCOUNTS

Districk: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

1ﬁ“ems SOHWC“'e Chanage Schools

Copyright © 2014: CAP Group, Inc.

Accounting- Reports- Utilities» System- Help» Exit

Activity Accounts/Club CLICK: LIST
FIRST . PREV- MEXT. LAST ADD, EOIT D€L |JISES«cucec™ SAVE | CLOSE | SAVE-AGD ANGTHER

18



District: ALEUQUERQUE PUBLIC SCHOOLS

‘A. School: ALBUQUERQUE TRAINING SCHOOL 1
G Year: 2016/ 2017
Eil..epes software e SELECT: FUND ACCOUNT TO EDIT
Copyright @ 2014: CAP Group, Inc. YOU CAN SELECT TWO WAYS:
Accounting~ Reports+ Utilities» System~ Help» Exit ENTER: ACCOU NT NUMBER
> CLICK: SEARCH & CLICK ON ACCOUNT
Activity Accounts Search [Acct? v for | | search/4 (OR)
Cleiontie et SCROLLING TO THE ACCOUNT NUMBER
e e e rT—Clene CLICKING ONCE ON THE ACCOUNT LINE
100 ADMINISTRATION —
105 LIBRARY 50.00
110 STUDENT ACTIVITIES 30.00
115 FIELD TRIP 50.00
120 TECHNOLOGY 50.00
125 STUDENT COUNCIL 50.00
130 YEARBOOK 50.00
135 HONOR SOCIETY 30.00
140 BAMDYCHOIR 50.00
145 DECA 50.00
150 KINDERGARTEM 50.00
185 8TH GRADE _ 50.00

District: ALBUQUERQUE PUBLIC SCHOOLS
. School: ALBUQUERQUE TRAINING SCHOOL 1

M-

W Ly Year: 2016/ 2017

. '_ ems 50I.H.\A’Gre Change Schools

Copyright © 2014: CAP Group, Inc.

Activity Accounts/Club

Activity Account/Club # 110
Account Name |STUDENT ACTIVITIES * Cash Balance $0.00

-
Advisor | Payable ($0.00)

Beginning Balance CLICK: EDIT
¥
S o | \ CLICK: ON ACCOUNT NAME TO EDIT

CLICK: ON ADVISOR NAME TO EDIT
**%* DO NOT EDIT OR CHANGE THE

BEGINNING BALANCE AMOUNT
CLICK: SAVE WHEN COMPLETE
CLICK: CLOSE TO EXIT




DELETING ACCOUNTS:
NOTE: ACCOUNT MUST BE AT A ZERO BALANCE WITH NO PENDING TRANSACTIONS IN ORDER TO DELETE

1. CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: ACCOUNTS

CLICK: ACTIVITY ACCOUNTS

CLICK: LIST

CLICK: FUND ACCOUNT TO BE DELETED/CLOSED

CLICK: DELETE

PROMPT: ARE YOU SURE YOU WANT TO DELETE THIS RECORD?
CLICK: OK

CLICK: SAVE AND CLOSE WHEN DONE

NoukwnN

o ®

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 f 2017

aﬁ“ems SOHWG re Change Schools

Copyright @ 2014: CAP Group, Inc.

.y
3

-

Accounting+ Reports- Utilities» Systemw- Help» Exit

Accounting [} Accounts Activity Accounts

Purchase Orders Vendors General Ledger

Accounts Payable Sub Accounts

Checks Paid Activity Groups

Receipts

Transfers & Deposits 3

Journal Adjustments

Cancel Checks CLICK: ACCOUNTING
Budget CLICK: ACCOUNTING
Counties CLICK: ACCOUNTS

CLICK: ACTIVITY ACCOUNTS :ounting

o Wel

District: ALBUQUERQUE PUBLIC SCHOCLS

- School: ALBUQUERQUE TRAINING SCHOOL 1

ﬁ,‘epes software Chanes schos

Copyright €@ 2014: CAP Group, Inc.

Accounting- Reports- Utilities»= System- Help» Exit

Activity Accounts/Club 4/7 CLICK: LIST

VE T CLOSE T SAVE -ADD ANOTHER
Activity Account/Club # =

Account Name [ADMINISTRATION | - Cash Balance $0.00
Advisor | | Pavyable ($0.00)

Beginning Balance = Working Balance $0.00

Activity Group v Encumbered £0.00

20



District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1

* Year: 2016 /2017
‘ﬁ“ems SOHWG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accountingy Reports» Utﬂii_:im_v Systemw Helpw Exit

Activity Accounts Search | Acct # v | for | | Search| Close]

Click on the field header to sort by that field

m Account Name Advisor Name Account Group ]
100 ADMINISTRATION — ‘FL ‘
== e ENTER: ACCOUNT NUMBER IN SEARCH BOX 5
110 STUDENT ACTIMITIES ¢
115 FIELD TRIP CLICK: SEARCH ‘
120 :TECHNOLOGY (OR) ¢
125 STUDENT COUNCIL ‘
s A >_4///y SCROLL: TO LOCATE ACCOUNT NUMBER ;
135 |HONDR SOCIETY ' CLICK: ON ACCOUNT NUMBER TO DELETE ]
140 |BANDICHOIR ' ‘
145 |DECA §
150 |KINDERGARTEN ‘
155 8TH GRADE ‘
160 lJROTC It
165 |LEADERSHIP CLUB ‘
170 CHEERLEADING _____~ ¢
District: ALBUQUERQUE PUBLIC S ] x
-8 School: ALBUQUERQUE TRAINING  €pesaccounting.epes.org says:

-5

‘. w Year: 2016 /2017 . I .
i epe Change Are you sure you want to delete this record?
Lhange Schools
sso GI e Schools d?

Copyright ©@ 2014: CAP Group, Inc. 0K Cancel

Accounting+~ Reports» Utilitiesv Systemw Help» Exit

Activity Accounts/Club

_FIRST PREV  NEAT « LAST ADD EDIT | DEL| LIST CANCEL = GAVE | CLOSE  GAVE-ADDANGTHER

Activity Account/Club # * CLICK: DELETE

Account Name [BOWLING CLUB |+

e | | **%YOU WILL BE PROMPTED TO VERIFY IF
Beginning Balance - YOU WANT TO DELETE THIS ACCOUNT ***

Activity Group |:| CLICK: OK |
* ACCOUNT HAS NOW BEEN DELETED *

CLICK: CLOSE TO EXIT

21
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CREATING/ADDING A NEW VENDOR:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: VENDORS

CLICK: ADD

ENTER: VENDOR CODE — TYPE AS MUCH OF THE VENDOR NAME AS POSSIBLE
TAB TO: VENDOR NAME, ADDRESS, PHONE NUMBER & ANY OTHER PERTINENT
INFORMATION

CLICK: SAVE (OR) SAVE-ADD ANOTHER, IF APPLICABLE

8. CLICK: CLOSE, WHEN DONE

o Uk wnNeE

N

District: ALBUQUERQUE PUBLIC SCHOOLS
-~ School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 / 2017

. epes software Enanae Schaat

Copyright @ 2014 : CAP Group, Inc.

Accounts

v Vendors

Accounts Payable

e CLICK: ACCOUNTING
Receipts CLICK' ACCOU NTING
Transfers & Deposits 3 CLlCK. VENDORS

Journal Adjustments

Cancel Checks

Budget

Counties

activity accounting
& Wel

purchase orders
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District: ALBUQUERQUE PUBLIC SCHOOLS
.

- School: ALBUQUERQUE TRAINING SCHOOL 1
- Year: 2016 /2017
¥ ems so Gre Change Schools

Copyright © 2014: CAP Group, Inc.

Accounting= BReports«= Utilities« Systemw Help» Exit

Vendors

~FIRST . PREV. . NEXT | LasT (QREON EOIT | DEL | LIST | GANGEL | SAVE | GLOSE | SAVE-ADDANGTHER-
Vendor Code __BLAN'\*A
CLICK: ADD

Vendor Name MISC VENDORS ~

Address

Address line 2

City

State v | ZipCode |;|
Phone L -

Fax -

District: ALBUQUERQUE PUBLIC SCHOOLS
-8 School: ALBUQUERQUE TRAINING SCHOOL 1

; Year: 2016/2017
tﬁ‘ems SOHWG re Change Schools

Copyright © 2014 CAP Group, Inc.

Accounting~ Reports»  Utilities» System« Help» Exit

Vendors

Vendor Code |:| *

Vendor Name

ENTER: VENDOR CODE
| | THIS WILL BE THE FIRST 9 CHARACTERS OF THE
| | VENDOR NAME OR LAST NAME, FIRST NAME IF

Address line 2 | — > — THE VENDOR IS AN INDIVIDUAL
|
|

Address

| ENTER: ENTIRE VENDOR NAME

City

| ENTER: ADDRESS, PHONE NUMBER AND ANY OTHER
State v| zippde | PERTINET INFORMATION NEEDED
Phone - | CLICK: SAVE AND CLOSE, WHEN DONE (OR)

SAVE-ADD ANOTHER
CLICK: CLOSE TO EXIT
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EDITING A VENDOR:

***YOU SHOULD ONLY BE CHANGING VENDOR CONTACT INFORMATION
(ADDRESS, PHONE, ETC.)

EDIT: INFORMATION TO BE CHANGED
CLICK: SAVE AND CLOSE, WHEN DONE

1. CLICK: ACCOUNTING

2. CLICK: ACCOUNTING

3. CLICK: VENDORS

4. CLICK: LIST

5. CLICK: VENDOR TO BE EDITED
6. CLICK: EDIT

7.

8.

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1

P
-

. Year: 2016 /2017
. epes software Cimnae sehaa

Copyright @ 2014 : CAP Group, Inc.

Accounting- Reports-  Utilities- System- Help» Exit

Accounting Accounts

Purchase Orders Vendors

Accounts Payable

e CLICK: ACCOUNTING
Receipts CLICK' ACCOU NTING
Transfers & Deposits > CLICK- VENDORS

Journal Adjustments

Cancel Checks

Budget

Counties

activity accounting
& Wels

purchase orders

District: ALBUQUERQUE PUBLIC SCHOOLS
-8 School: ALBUQUERQUE TRAINING SCHOOL 1
L] -
Year: 2016 /2017

tﬁ“ems SOHWG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting~ Reports«  Utilities» Systemw Helpw Exit

CLICK: LIST

Vendors
et

Vendor Code BLAMK =

Vendor Name [MISC VENDORS | *
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#*

£, epess

oftware

Copyright ® 2014: CAP Group, Inc.

Accountings Reports»  Utilitiesv  System~ Help»  Exit

2016 ) 201/

Change Schools

Vendors Search |\fend0r Code '\ for | ‘ Search| Close
\ Click on the field header to sort by that field

P%E'll|2\2\i|§|§|£|£|2\ﬂMlﬂ_5f1 M
Vendor Code Vendor Name ENTER: VENDOR CODE IN SEARCH BOX 1
2000NM 2000 NMASC AND CENTRAL CLICK: SEARCH
2006NM 2006 NM PRESS WOMEN (OR)
2006NMSU NMSU DEPT. OF JOURNALISM
2CATS 2 CATS PRODUCTION SCROLL TO THE VENDOR TO EDIT
35 CLASSOF2112 CLICK: VENDOR ONE TIME TO SELECT !
3DGRARX 3D CARFX
J4THARMY 44TH ARMY NATIONAL GUARD 600 WYOMING NE ALBUQUERQUE NM 87123
4IMPRINT 4IMPRINT, INC. P O.BOX 1641 MILWAUKEE Wi 53201-1641
4WALL 4WALL LIGHTING 3165 W. SUNSETRD. SUITE 100 LAS VEGAS NV 89118 (702) 263-3858
50STARDST 5 STAR STUDENTS 42095 ZEVO DRIVE, STE. 4 TEMECULA CA 52590 851-808-3875
5STARFUND ENTERTAINMENT G553 SOLUTION CENTER CHICAGOD IL 60677

Accounting-

Vendors

W

Vendor Code
Vendor Name
Address
Address line 2
City

State

Phone

Reports-  Utilities»

System

epes software

Copyright © 2014: CAP Group, Inc.

PRINT *

—_

District: ALBUQUERQUE PUBLIC SCHOOLS

School: ALBUQUERQUE HIGH SCHOOL
Year: 2016 /2017

Change Schools

Helpw» Exit

CLOSE | SAVE - ADD ANGTHER-

CLICK: EDIT

[4IMPRINT, INC.

_w| EDIT: INFORMATION THAT NEEDS TO BE CHANGED

CLICK: SAVE AND CLOSE, WHEN DONE

[P.o.BOX 1641 L& [
[MILWAUKEE |
[WISCONSIN v | ZipCode
S U
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DELETING A VENDOR:
*** CAN ONLY BE DONE IF THERE ARE NO PENDING TRANSACTIONS FOR THE VENDOR ***

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: VENDORS

CLICK: LIST

CLICK: VENDOR TO BE DELETED

CLICK: DELETE

PROMPT: ARE YOU SURE YOU WANT TO DELETE THIS RECORD?
CLICK: OK

8. PROMPT: CONFIRMATION REQUIRED

ARE YOU CERTAIN YOU WISH TO DELETE THIS RECORD?

NouhkwNeE

CLICK: YES
.
District: ALBUQUERQUE PUBLIC SCHOOLS
. School: ALBUQUERQUE TRAINING SCHOOL 1
e Year: 2016 /2017
..epes software Chanae schoot

Copyright @ 2014: CAP Group, Inc.

Accounting-  Reports-  Utilitiess« System- Help»  Exit

Accounting Accounts

»| Vendors
Accounts Payable CLICK: ACCOUNTING
Checks Paid CLICK: ACCOUNTING
Receipts

CLICK: VENDORS

Transfers & Deposits

Journal Adjustments

Cancel Checks
Budget

Counties

activity accounting
& Wel

purchase orders
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/2017

epessoftwore  cmmsin

Copyright @ 2014: CAP Group, Inc.

Accounting» Reportse  Utilitiesw» Systemw Help» Exit

Vendors

\

CLICK: LIST

Vendor Code BLANK *

Vendor Name MISC VENDORS *

Year: 2016/ 201/

‘ﬁhems SOHWG e Chanae Schools

Copyright @ 2014: CAP Group, Inc.

Accountings  Reportse  Utilitiess  Systemw  Helpy  Exit

Vendors Search |Vendor Code ¥ | for | < ‘ @J @J

click on the field header to sort by that field

%2 1|12 ENTER: VENDOR CODE IN SEARCH BOX

Vendor Code Vendor Name Address CLICK: SEARCH

2000NM 2000 NASC AND CENTRAL wrconecrourng| (OR)

005N 200 NV PRESS WOLEN SCROLL TO THE VENDOR TO EDIT

2006NMSU NMSU DEPT. OF JOURNALISM B0X30 CLICK: VENDOR ONE TIME TO SELECT

24T 2 CATSPRODUCTION w N S S
355 CLASS OF 2112

IDGRAFX 3D CARFX 6600 MENAUL NE ALBUQUERQUE M 87110

JETHARMY 44TH ARMY NATIONAL GUARD 500 WYOMING NE ALBUQUERQUE NI EIRPe

AMPRIT AMPRINT ING. PO, BOX 1641 MILWAUKEE W 53201-1641

WAL AWALL LIGHTING 165 W, SUNSETRID. SUITE 100 LAS VEGAS NV Bt (702) 253-3858
ISTARDST £ STAR STUDENTS (U6 IEVODRNE STE4  TEMECULA cA 02500 051-808-3675
BSTARFUND ENTERTANMENT 6E53SOLUTIONCENTER | CHICAGO L 50677
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District: ALEUQUERQUE PUBLIC SCHOOLS
School: ALEUQUERQUE TRAINING SCHOOL 5
Year: 2016 /2017

epes SO'H'WG re Chanage Schools

Copyright © 2014: CAP Group, Inc.

Accountingw- Reports- Utilities« Systemw- Helpw Exit

Vendors

Vendor Code APSBOE * :

CLICK: DELETE

Vendor Mame lAF’S BOARD OF EDUCATION

Address

City
State

|
|
|
|

|
Address line 2 |
|
I

) x
epesaccounting.epes.org says:

District:
School: CLICK: OK

Year: Are you sure you want to delete this record?
Change 3
| OK | | Cancel |

CLICK: YES

Confirmation Required

/
— ¥

Are you certain you wish to delete this record? - Mo

VENDOR HAS NOW BEEN DELETED
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ENTERING/ADDING PREPRINTED EPES RECEIPTS

N o vk, wDNR

10.
11.
12.
13.
14.

15
16

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: RECEIPTS
CLICK: ADD
VERIFY THE RECEIPT # YOU ARE ADDING IS CORRECT (CHANGE IF NECESSARY).
VERIFY/CHANGE DATE AS NEEDED
GL ACCOUNT SHOULD BE 992 FOR CHECKING
*** CHANGE ONLY WHEN ENTERING FUNDS TO DIFFERENT CASH SOURCE

TAB TO: RCV'D FROM AND ENTER NAME OF VENDOR OR FIRST FEW LETTERS
- A LIST OF POSSIBLE VENDORS WILL APPEAR, CHOOSE CORRECT NAME & CLICK
- IF VENDOR DOES NOT EXIST ADD THEM; REFERENCE PAGE 33

NOTE: USE AS MUCH DETAIL AS POSSIBLE WHEN ADDING THE NEW VENDOR
CLICK ON: ADD LINE ITEM
ENTER: ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: AMOUNT, ENTER AMOUNT OF FUNDS BEING RECEIPTED
TAB TO: NOTES, ENTER BRIEF DESCRIPTION (MAXIMUM 50 CHARACTERS)
IF YOU HAVE MULTIPLE DEPOSITS FROM THE SAME VENDOR
CONTINUE ADDING LINES TO THE SAME RECEIPT (MAX 5 LINES PER RECEIPT)
. VERIFY THE TOTAL AMOUNT OF RECEIPT IS CORRECT
. CLICK: SAVE & PRINT RECEIPT

District: ALEUQUERQUE PUBLIC SCHOOLS

o School: ALBUQUERQUE TRAINING SCHOOL 1

Year: 2016 / 2017

Ax

Purchase Orders v Wendors

Accounts Payable

;::;ki:aid CLICK: ACCOUNTING

S & Deposits , CLICK: ACCOUNTING

oo e CLICK: RECEIPTS

Cancel Checks o “ting

Wel—

Counties &

purchase orders
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District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1
P Year: 2016 / 2017

. Chanage Schools
: epes software

Copyright & 2014: CAP Group, Inc.
Accounting -~ Reports -

Utilities = Systemw- Helpw- Exit

Receipts
mm-'ﬂ%_
Receipt #: [T]  owe: [ 0E

CLICK: ADD | o reomemen i mecey) o ieeeny

- Petty Cash Printed: ———= Posted From: I:l
Rcvd From: l:l WVendor Mame: | | J Closed: =——=a Void Date: ————
Individual: | |
Add Line H:Ernl Receipt Total: |$0.00
’There are no line items yet. Click 'Add Line Item'. ‘
District: ALEUQUERQUE PUBLIC SCHOOLS
o School: ALEUQUERQUE TRAINING SCHOOL 1
L Year: 2016 / 2017
2 . Chanae Schools
epessortware
Copyright © 2014: CAP Group, Inc.
B Changes will not be saved until you click save.
Receipts

FIRST | FREV- . NEAT | LAST - ADD- | EDAT | DEL-.-LiST | CANGEL SAVE | GLGSE | SAVE-ADDANOTHER| Print This Receipt] Void this Receipt]

Receipt #: [1021 Date: [06/23/2017 |l GL Account: | 992 - Checking | Printed: Posted From: [ |
Revd From: D Vendor Name: |MISC WENDOR |_J Closed: Void Date: ——————
| o
VERIFY: RECEIPT NUMBER IS CORRECT
| vendorCode VendName

CADDRESS CCITY

- = | VERIFY: DATE, CHANGE IF NEEDED
—_ JAME DOE
1 **GL ACCOUNT SHOULD BE 992 FOR CHECKING
There are no line items yet. clicM .|  ONLY CHANGE IF ENTERING FUNDS TO DIFFERENT CASH SOURCE
==——__,| TABTO: RCVD FROM, ENTER FIRST LETTERS OF VENDOR NAME
SELECT: VENDOR NAME FROM LIST OF POSSIBLE VENDORS
*** |F VENDOR DOES NOT EXIST ADD THEM (REF PG 23 & 24)
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Receipts

\-FIRST | PREV- . NEAT |- LAST |- ADD | EDIT-| DEL-|-LiST | GANGEL | SAVE | GLOSE | SAVE -ADDANGTHER| Print This Receipi) Void this Receipt)
Receipt #:

Date: (097222017 |[F
Revd From: |WAGNER Vendor Name: |MISH

Changes will not be saved until you click save.

GL Account: | 991 - Cash on .. | Printed: Posted From: l:l

IF VENDOR DOES NOT EXIST YOU WILL NEED TO ADD THEM

CLICK: YES
Vendor Not Found

[ Would you ikewmyxnﬂm‘?/’ al:
EEE

=

SAVE - ADD ANGTHER | Print This Receipt] Void this Receipt

New Vendor
91-C
Vendor Code WAGNER| | =

1

Vendor Name
Address
Address line 2
City

State

Phone
Attention

Tax ID

School Vend #

County ID

Bid Category
MEMO |
y -

| Select an Option

ZipCode -

() - | Fax|(_)__ -

- Eanl:ell

TAB TO: VENDOR NAME; ENTER FULL NAME

*#*%* ADD AS MUCH INFORMATION AS
POSSIBLE IF YOU HAVE IT.

CLICK: SAVE
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District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1
Ly Year: 2016 / 2017

‘ﬁhems SO'H'WGI'e Change Schools

Copyright @ 2014: CAP Group, Inc.

. Changes will not be saved until vou click save.
Receipts

ST PREV - NEXT AT ADD B0 GEL— kST CGANGEL |_SAVE | GuoSE | SAME -ADDAMOTHER | Frint This Receipt] Void this Receipt)

Receipt 2: [1021 Date: [06/23/2017 | CE GL Account: | 992 - Checking | Printed: Posted From: | |
Rcwd From: Vendor Mame: L_IANE DOE | _J Closed: Void Date: ————
Individual: |JANE DOE » CLICK: ADD LINE ITEM

There are no line items vet. Click 'Add Line Item'.

District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOCL 2
Year: 2019/ 2020

'ﬁ;‘epessoﬁware Chanoe shoos

Copyright @ 2014: CAP Group, Inc.

Changes will not be saved until you click save.

"

Receipts

- FIRST | PREV-NEXT-LAST - ADD- | EDITDEL-LiST-| GANGEL | SAVE | GLOSE-| SAVE-ADDANGTHER (Print This Receipt) [Void this Receipi)

Receipt #: [1021 | CLICK: ACCOUNT, ENTER ACCOUNT NUMBER OR USE THE DROP DOWN LIST
Revd From: [D0E_| TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: AMOUNT; ENTER AMOUNT TO BE RECEIPTED

TAB TO: NOTES, ENTER A BRIEF DESCRIPTION OF FUNDS BEING RECEIPTED

lf \ \h Re(Kt'ial: $1560.00] |

Individual: JANED

Options Acct. ‘ /) Sub Acct. Amount Tax Amt. Notes Pay Type
ga |100 417010
<] A DMINISTRESTON Fees [$5.00 | [50.00 | [TRAINING |[c - cash |
g 110 — 7010
<] S TUDENT ACTIVITIES Ls [s80.00 | [s0.00 | [eARKING FEES |[c-cash
B @ | i125- stupenT coun... | | | 417020 - FEES-EDUCATL... [ 575.00| [30.00 |[cLAsS FEES] ] | c-cash =
rd

NOTE: IF YOU HAVE MULTIPLE DEPOSITS FROM THE SAME VENDOR THEY CAN BE
e ENTERED ON ONE RECEIPT BY ADDING LINE ITEMS FOR EACH DEPOSIT
S L=

b m
Copyright @ 2014: CAP Group, Inc.

Changes will not be saved until you click save.

—» CLICK: SAVE, ON THE LINE ITEM SV - ADD ANOTHER | BRITHIE REEEIBH) Void this Receipt)
CLICK: SAVE, AT THE TOP o [T Posted From: ||
CONTINUE ADDING ® Closed: Void Date: m————y

OR CLOSE WHEN DONE

[l

‘ Add Line Item) Receipt Total:
|options [Acee. [Sub Acct. [Amount [Tax Amt. [motes [pay Type il
—®) @ | 100- ADMINISTRATION | | 0 - No SubAcc.. || 55.00) |s0.00 [rranING | c-cash | H
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PRINTING RECEIPTS:

WHEN RECEIPT HAS BEEN ENTERED COMPLETELY
CLICK: SAVE, ON THE LINE

CLICK: SAVE, AT THE TOP

CLICK: PRINT THIS RECEIPT

CLICK: SAVE ADD ANOTHER OR CLOSE TO EXIT

vk wnh e

SLNOVIE ALBUGUERQUE |RAINING SLHUUL L
Year: 2016/2017

|ﬁ“ems SOH'WG re Change Schools

Copyright © 2014: CAP Group, Inc.

Changes will not be saved until you click save.

Receipts
FIRST | PREV- - NEXT|-LAST | ADD-|-EDIT | DEL - LisT-| canceL [USAVER cLose | SAVE - ADD ANOTHER _ Void this Receipt

Recel CLICK: SAVE' ON THE LINE/ unt: 9.9_»1/— Cashon.. | Printed: Posted From: I:‘
CLICK: SAVE, AT THE TOP -
Revd CLICK: PRINT THIS RECE|PT/ J Closed: Void Date: =——=

mdivi CLICK: SAVE ADD ANOTHER (OR)
CLOSE TO EXIT

Add Line ltem Receipt Total: |$50.00

|Opﬁnl\s Acct. Sub Acct. Amount Tax Amt. | Notes Pay Type

—i(»@ @ | 110- STUDENT ACTIVL.. | | 0- No SubAc.. || $50.00 [50.00 |PROM TICKETS | c- casn

=
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REPRINTING RECEIPTS:

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: PRINT PREV. RECEIPTS

LOCATE RECEIPT TO REPRINT: USE SEARCH WINDOW OR SCROLL TO LOCATE
CLICK: PRINT

PROMPT: ARE YOU SURE YOU WANT TO REPRINT THIS RECEIPT?

CLICK: OK

N ok wNRE

-ﬁkepes software M e

Copyright @ 2014: CAP Group, Inc.

Accounting-  Reportsw—  Utilities~ System~ Help~  Exit

Accounting Activity Ledger

Purchase Orders +| outstanding checks

Reconciliation

Bank Reconciliation

Print Checks

Print Prev. Receipts CLICK: REPORTS
1099 mrermatien CLICK: ACCOUNTING
CLICK: PRINT PREV RECEIPTS

Special Reports

Journal Adjustments

Chart of Accounts

Sequential List

LA . .

activity accounting

Sub Account Reports

-l

Deposit Voucher &
wendor List

Extended Codes » purchase orders

< (= & Secure https://epesaccounting.epes.org/Reports_ArchiveReceipts.aspx?state=default
P P g.ep d P F F

.

District: ALBUQUERQUE PUBLIC S¢{ x
M- School: | epesaccounting.epes.org says:
=

- Year: 2016 f 2017 o » - - -
B ems so Gre Change Schools ‘ re you sure you want to prin is receipt?

Copyright © 2014: CAP Group, Inc.

OK Cancel ‘
Accounting- Reports-  Utilities~ Systemw- Help= Exit ‘ !

Print Previous Receipts

Search |Receipt# ¥ | for | Search' Closel

| — — LOCATE RECEIPT TO REPRINT: USING THE SEARCH WINDOW
@D @22 |05/26/2017 [romn vuan OR SCROLL TO RECEIPT TO REPRINT
Print 4922 05/26/2017 EU'RTE‘HGE)’\b CLlCK: PRlNT

_Pn_nt) 4921 05/25/2017 |[LAURIE LACEY

T ey m—— PROMPT: ARE YOU SURE YOU WANT TO REPRINT THIS RECEIPT?
Print 4919 05/25/2017 [YWETTE CAMPOS CLICK: OK :

m) 4918 05/24/2017 |BANK OF THE WEST £$40.00

mj 4917 05/23/2017 |[LAURIE LACEY $19.95

PI'1_I"|1J 4916 05/23/2017 |KEITH JENESKI £60.00

Print 4915 05/23/2017 [YWETTE CAMPOS £145.00
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EDITING RECEIPTS:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: RECEIPTS

CLICK: LIST

LOCATE RECEIPT: EITHER USING THE SEARCH WINDOW
OR SCROLL TO AND CLICK ON THE RECEIPT TO EDIT

CLICK: EDIT AT THE TOP

CLICK: EDIT ON THE LINE ITEM (THE GREEN PENCIL)

ENTER: INFORMATION TO BE CHANGED

. CLICK: SAVE ON THE LINE ITEM

10.CLICK: SAVE AT THE TOP

11.CLOSE WHEN DONE

vk whn R

© ®0 N o

District: ALBUQUERQUE PUBLIC SCHOOLS
- School: CIBOLA HIGH SCHOOL
g Year: 2016/2017

.ﬁh‘ems SOHWG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting» Reportsw  Utilities» Systemw Help» Exit

Accounts 3

Purchase Orders ¥ Vendors

PRI B CLICK: ACCOUNTING
Checks paid CLICK: ACCOUNTING
CLICK: RECEIPTS

Receipts

Transfers & Deposits >

Journal Adjustments
Cancel Checks

Budget

Counties

activity accounting
& Wel-

purchase orders
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Tear: ZULD J ZULYS

‘ﬁhems SOHWG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports« Utilities« System- Helps» Exit

Receipts
| FIRST | PREV | NEXT  LAST ADD | EDIT - SAVE | CLOSE | SAVE-ADDANGTHER. Print This Receipt) Void this Receipt)
Receipt #: [110 | Date: [05/31/2017 |  GL Account: || ted: [No Posted From: ==

Revd From: vendor Name: [NUSENDA CREDIT UNI CLICK: LIST

Individual: [NUSENDA CREDIT UNION |

ked: Void Date: [05/31/2017

Add Line Iteml Receipt Total:

Acct. Sub Acct. Amount Tax Amt. MNotes Pay Type

301 0 ] [

Activities Mo Sub-Account |[$80'00) ||$t].l]t] I u;Cash |
301 0 ] [

Activities Mo Sub-Account |($5'00) ||$t].l]t] If | Cash |

ﬁ,,epes software Yoo, 208/

Copyright © 2014: CAP Group, Inc.

Accounting~ Reports- Utilities« System- Help~ Exit

Receipt List Search |Receipt # v | for | | Saar.hj GlnseJ
A
T Click on the field header to sort by that field
\ Page | 41 142 1 43 |1 44 145146 | 47 | 48 | 49 | 50 First Previous
Date Individual * Amount
i j;;j; LOCATE RECEIPT: EITHER USING THE SEARCH WINDOW
011272017 37546 OR SCROLL THROUGH PAGES TO FIND IT
01122017 37547
01M2/2017 37548 / CLICK: RECEIPT NUMBER TO EDIT
01122017 37540
01/12/2017 37550 SENA, JOSEPH $50.00
01122017 37551 MEDINA, STEVE $343.00
01/13/2017 37552 KIM GIFFORD $5.50
01132017 37553 JUSTINE JUDWAY $30.00
01/13/2017 37554 SENA, JOSEPH $25.00
01132017 37555 ATENCIO, JESSICA $35.00
01/14/2017 37556 MEDINA, STEVE $334 75

P —— pe— PP r—a— —
< ﬁw Year: 2016 /2017

! Change Schools

s epes SO are Change Schools

Copyright @ 2014: CAP Group, Inc.

Changes will not be saved until you click save.

Receipts
FIRST | PREV- | NEXT - LAST | ADD BBl OEL | ST | CANGE eipt)
Receipt #: Date: (017127317 |[F GL Account: | 992 - CHS-Checking | printed: [ves | Posted From: | |
Revd From: [MAESTASCI | Vendor Name: [CINGK MaESTA Lo locad: fg ] Void Date: e=——=
Individual: [CINDY MAESTAS CLICK: EDIT AT THE TOP
e CLICK: EDIT ON THE LINE (GREEN PENCIL)
EDIT INFORMATION AS NEEDED
%J;Wﬁtj CLICK: SAVE ON THE LINE "C’a‘;;‘”’“

CLICK: SAVE AT THE TOP <«
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FUND
PURCHASE
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ENTERING PURCHASE ORDERS:

EXACT AMOUNT OF THE PURCHASE IDENTIFIED BY QUOTE, ETC:

CLICK: ACCOUNTING

CLICK: PURCHASE ORDERS

CLICK: PO ADD EDIT RECEIVE

CLICK: ADD

*** REF, PO #, GL ACCT (992) AND DATE WILL AUTOMATICALLY POPULATE ***

*#* DO NOT CHANGE ***

5. TABTO: VENDOR CODE: ENTER NAME OF VENDOR OR FIRST FEW LETTERS

- A LIST OF POSSIBLE VENDORS WILL APPEAR

- IF VENDOR DOES NOT EXIST ADD THEM; REFERENCE PAGE 45

NOTE: USE AS MUCH DETAIL AS POSSIBLE WHEN ADDING THE NEW VENDOR

CLICK: APPROPRIATE VENDOR

CLICK: ADD LINE ITEM

CLICK: ACCOUNT NUMBER; ENTER NUMBER OR USE DROP DOWN

. TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN

10.TAB TO: QTY ORDERED; ENTER 1 (ALWAYS)

11.TAB TO: DESCRIPTION; ENTER BRIEF DESCRIPTION OF ITEMS BEING PURCHASED
** |F MORE SPACE IS NEEDED ENTER INFORMATION IN NOTES SECTION. **

12.TAB TO: PER UNIT PRICE; ENTER EXACT AMOUNT OF TOTAL OF THE QUOTE

13.CLICK: SAVE ON THE LINE, SAVE AT THAT TOP

14.CLICK: PRINT PO

- GIVE PO TO ADMINISTRATOR FOR SIGNATURE

- MAKE A COPY OF PO FOR SPONSOR OR VENDOR

- PUT ORIGINAL PO IN PENDING PO FILE
15. LOG: PO IN PO LOG FOR TRACKING

B wnN e

© 0 N o

#Fh, epessoftware Sh3bie Srhoris
e T —— CLICK: ACCOUNTING _

CLICK: PURCHASE ORDERS
CLICK: PO ADD, EDIT, RECEIVE

PO (Add, Edit, Receive)

wendors

Ship To

activity accounting
& Wel—
40



B, epessomware

Copyright @ 2014: CAP Group, Inc.

Accountingy  Reportsw  Ufilitiess  Systemw  Helpw  Exit

Purchase Orders

Ref: PO ¢: G/L Account:

Change Schoals

CLICK: ADD

Vendor ID: Vendor Name: FALSE

Al - ~ |

.
3

ﬁepes software

Copyright @ 2014: CAP Group, Inc.

Purchase Orders

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1

Year:

2016/ 2017

Change Schools

Changes will not be saved until vou click save.

~FIRST | PREV. NET | LAST - ADD- EDIT - DEL | LiT | GANCEL | SAVE | GLOSE | SAVE -ADDANOTHER| Receive All ltems) Post Recvd) Print PO)

Ref: PO #‘ G/L Account: | 992 - Checking | Date Ordered: |D7/03/2017 E|,

Vendor ID: Vendor Name: |MISCVENDOR | J

|_"p' |' s APS}Q\TING ENVIRONME... J bceived:

VendorCode VendName CADDRESS CCITY ‘L CSTATE CTAXIDNO Not Posted: ,$000—| ‘

|poE _ JANE DOE

—— *** pO NUMBER, GL ACCT (992) & DATE WILL PREPOPULATE ***
A

**% DO NOT CHANGE ***

'\‘ ENTER: VENDOR ID, USING FIRST FEW LETTERS. A DROP DOWN LIST

» WILL APPEAR FOR YOU TO SELECT FROM
CLICK: ON THE VENDOR YOU ARE USING
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IF VENDOR IS NOT IN SYSTEM:

Purchase Orders

Changes will not be saved until you click save.

WMWW Receive All ItemsJ Post RecvdJ Print POJ

Ref:[T1- | PO #:[155

Vendor ID: WAGNER Vendor Name:

G/L Account: | 992 - Checking

Date Ordered: 097222017 |

|_ 1 - APS TESTING ENVIRONM

Vs

IF VENDOR DOES NOT EXIST YOU WILL NEED TO ADD THEM

CLICK: YES
Vendor Not Found
Would you like to add tie-7Ehdor?

Mot Posted: [$0.00

lumbered Bal: =—0=—"——

There are no records matching your criteria.

SAVE - ADD ANOTHER

New Vendor

91 -C
Vendor Code

Vendor Name
Address
Address line 2
City

State

Phone
Attention
Tax ID

School Vend #

County ID

Bid Category
MEMO |

WAGNER -

Select an Option

— LI L

ZipCode -

- | x| )

1

| select W

save) Bancol

TAB TO: VENDOR NAME; ENTER FULL NAME

**%* ADD AS MUCH INFORMATION AS
POSSIBLE IF YOU HAVE IT.

CLICK: SAVE
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Purchase Orders

FIRST- | PREV-.-NEXT | LAST - ADD. | EDIT | DEL - LisT | GANGEL SAVE | GLosE . SAVE - ADDANOTHER  (Recelve All ltems) (Post Recyd) (Print PO)

CLICK: ADD LINE ITEM

Ref: ‘T1 | PO #: |37 ‘ G/L Account: | 992 - Checking Date Ordered; M ]
Vendor I0: [PIPER Vendor Name: [PIED PIPER |O
Ship To Code: | 1 - SAME |SAME | Date Received: =——=—x—

Total Ordered: [$0.00 To n: |$0.00 Total Posted: |$0.00 Total Received - Not Posted: |$0.00
_ 4
Add Line ltem

‘Working Bal: ———= Encumbered Bal: —————=

Options Acct. Number Sub Acct Number Invoice Number |Qty Ord.|Qty Open |Description

Price Per Unit Discount Percent Unit Desc. Tax Amount Total Amount 1099

| Select Activity Account | 0 - No SubAccount ‘ 0 ‘ 0

@ @

50.00 |

[ 000%  |[EA. |[s0.00 | |s0.00 O

4 4

| | Notes I |

|

(Meimum of 250 charscters)|

oy

v

CLICK: ACTIVITY ACCOUNT, SELECT ACCOUNT TO BE USED
TAB TO: SUB ACCOUNT, ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: QTY ORDERED, ENTER 1 (ALWAYS)
TAB TO: DESCRIPTION, ENTER BRIEF DESCRIPTION OF PURCHASE
- |IE; QUOTE, REIMBURSEMENT, IF APPLICABLE

** |F MORE SPACE IS NEEDED ENTER INFORMATION IN NOTES SECTION AT THE BOTTOM LEFT OF THE SCREEN.

TAB TO: PRICE PER UNIT, ENTER AMOUNT OF PURCHASE

P

TTaTTgES WM ITUT U2 5dVEd OTIOT OO CNCK 5dvE,

Purchase Orders

FIRGT © FREV ~ WEAT « LAST  ADD - EDIT - DEL LT - GANCEL

CLOSE | SAVE -ADDANOTHER Receive All liems) Post R

= Print POJ

Ref: |T1-

PO #:|155

Vendor ID: |DOE

Vendor Name: | JANE DOE

G/L Account:

962 - Checking Date Ordered: [09/18/2017 |2

O

Ship To Code: | 1 - APS TESTING ENVIRONME... |AIfS TESTING ENVIRONMENT

Date Received:

Total Ordered: |$0.00 Total Open: |$0.00 - Total Posted: |$0.00

Total Received - Not Post

o [0 ]

Working Bal: ($795.72)

Add Line Iteml l

Encumbered

Bal: $0.00

CLICK: SAVE ON THE LINE & SAVE AT THE TOP

Acct. Number

>

Options

it Discount Percent| Unit Desc. | Tax

0 <O CLICK: PRINT PO <

125 - STUDENT COUN...

[ Notes

- PUT ORIGINAL PO IN PENDING PO FILE
** BE SURE TO LOG PO IN THE PO LOG **

- GIVE PO TO ADMINISTRATOR FOR SIGNATURE
- MAKE A COPY OF PO FOR SPONSOR OR VENDOR

0.00% EA. 50
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“NOT TO EXCEED” AFPO IN EPES IF THE EXACT AMOUNT OF THE PURCHASE IS UNKNOWN:

CLICK: ACCOUNTING

CLICK: PURCHASE ORDERS
CLICK: PO ADD EDIT RECEIVE
CLICK: ADD

P wnN e

*** REF, PO #, GL ACCT (992) AND DATE WILL AUTOMATICALLY POPULATE ***

**% DO NOT CHANGE ***

5. TAB TO: VENDOR CODE: ENTER NAME OF VENDOR OR FIRST FEW LETTERS

- A LIST OF POSSIBLE VENDORS WILL APPEAR
- IF VENDOR DOES NOT EXIST ADD THEM; REFERENCE PAGE 49

NOTE: USE AS MUCH DETAIL AS POSSIBLE WHEN ADDING THE NEW VENDOR

CLICK: CORRECT VENDOR
CLICK: ADD LINE ITEM
CLICK: ACCOUNT NUMBER; ENTER NUMBER OR USE DROP DOWN

© 0 N o

10.TAB TO: QTY ORDERED, ENTER “1” (ALWAYS)

. TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN

11.TAB TO: DESCRIPTION, ENTER BRIEF DESCRIPTION OF ITEMS BEING PURCHASED
** |F MORE SPACE IS NEEDED ENTER INFORMATION IN NOTES SECTION **
12.TAB TO: PER UNIT PRICE; ENTER ESTIMATED AMOUNT OF PURCHASE (NOT TO

EXCEED AMOUNT)
13.CLICK: SAVE ON THE LINE, SAVE AT THE TOP
14.CLICK: PRINT PO
- GIVETO ADMIN FOR SIGNATURE
- MAKE A COPY OF PO FOR SPONSOR OR VENDOR
15. LOG: PO IN THE PO LOG FOR TRACKING.

-"&
; "

Year: 2ULD o 2UL S

SSOHWGre Chanage Schools

Copwright @ 2014: CAP Group, Inc.

PO (Add, Edit, Receive)
Vendors

Ship To

CLICK: ACCOUNTING
CLICK: PURCHASE ORDERS
CLICK: PO ADD, EDIT, RECEIVE
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'ﬂhems SOHWG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accountingy  Reportsw  Ufilitiess  Systemw  Helpw  Exit

CLICK: ADD

Purchase Orders

Ref: PO £: G/L Account: Date Ordered: E

Vendor ID: Viendor Name: FALSE s]
District: ALBUQUERQUE PUBLIC SCHOOLS
8 School: ALBUQUERQUE TRAINING SCHOOL 1
e Year: 2016/ 2017
' v ems SOFI'WG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Changes will not be saved until vou click save.
Purchase Orders

CFIRST . PREV  NEXT « LAST ~ADD « EDIT . DEL . LiGT | GANGEL SAVE | GLOSE | SAVE-ADDANOTHER Receive Al ltems) Post Recvd) Print PO)

Ref: PO J‘.f‘ G/L Account: | 992 - Checking | Date Ordered: |07/03/2017 E|,

Vendor ID: Vendor Name: |MISCVENDOR | J

|_'yl [ 1- APS}W'ING ENVIRONME... J bceived:

VendorCode VendName CADDRESS CCITY ‘L CSTATE CTAXIDNO Not Posted: ,$000—| ‘

|poE _ JANE DOE

—— *** pO NUMBER, GL ACCT (992) & DATE WILL PREPOPULATE ***
A

**% DO NOT CHANGE ***

'\‘ ENTER: VENDOR ID, USING FIRST FEW LETTERS. A DROP DOWN LIST
> WILL APPEAR FOR YOU TO SELECT FROM

CLICK: ON THE VENDOR YOU ARE USING

45



Purchase Orders

Changes will not be saved until you click save.

WWM Receive All rlemsJ Post Reu:vdJ Print POJ

Ref: ‘T1— | PO #: |155 | G/L Account: | 992 - Checking ‘ Date Ordered: =

Vendor ID: WAGNER Vendor Name: |MISC VENDOR

| 1 - APS TESTING ENVIRONME... |

Vendor Not Found

IF VENDOR DOES NOT EXIST YOU WILL NEED TO ADD THEM
CLICK: YES

‘Would you like to add this ve ?

veo dT

Mot Posted: [$0.00

lumbered Bal:

There are no records matching your criteria.

SAVE - ADD ANOTHER | Print This Receipt] Woid this Receipt

New Vendor

91 -C
Vendor Code WAGNER| | *

Vendor Name | “I -
B Address | |
Address line 2 | |
city | L <« TAB TO: VENDOR NAME; ENTER FULL NAME
| select an Option | * %k %
State Zincode - ADD AS MUCH INFORMATION AS
S—_— - x| POSSIBLE IF YOU HAVE IT.
o attention | - |y CLICK: SAVE
Tax ID | /

School Vend # |

County ID | select aw

Bid Category
MEMO |

Save) 45esl)
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Purchase Orders

FIRST | PREV  MEXT | LAST ~ ADD | EDIT . DEL  LIST = GANGEL SAVE | cLose| SAVE - ADDANOTHER  Fereive All \tems] Post Recvd] Print PO]

CLICK: ADD LINE ITEM

Ref: ‘T1 | PO #: |37 ‘ G/L Account: | 992 - Checking Date Ordered; M ]
Vendor I0: [PIPER Vendor Name: [PIED PIPER |O
Ship To Code: | 1 - SAME |SAME | Date Received: =——=—x—

Total Ordered: [$0.00 To n: |$0.00 Total Posted: |$0.00 Total Received - Not Posted: |$0.00

<« ,
- ‘Working Bal: ———= Encumbered Bal: —————=
Options Acct. Number Sub Acct Number Invoice Number |Qty Ord.|Qty Open |Description Price Per Unit | Discount Percent Unit Desc. | Tax Amount | Total Amount|1099
B @ | select Activity Account [ 0 - Mo SubAccount o] o 5000 | [o000%  [EA |[s000 | s0.00 u]

4 4
| | Notes I |

I (Maximum of 250 c*':sracfe.'s)’

. I |

CLICK: ACTIVITY ACCOUNT, SELECT ACCOUNT TO BE USED
TAB TO: SUB ACCOUNT, ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: QTY ORDERED, ENTER 1 (ALWAYS)
TAB TO: DESCRIPTION, ENTER BRIEF DESCRIPTION OF PURCHASE
- |[E; QUOTE, REIMBURSEMENT, IF APPLICABLE

TAB TO: PRICE PER UNIT, ENTER AMOUNT OF PURCHASE

** |F MORE SPACE IS NEEDED ENTER INFORMATION IN NOTES SECTION AT THE BOTTOM LEFT OF THE SCREEN.

Changes w

Purchase Orders

FIRGT © FREV ~ WEAT « LAST  ADD - EDIT - DEL LT - GANCEL

. | cLose | SAVE - ADDANOTHER  Receive All ItemsJ Post Rg

will not be saved until you click save.

=4 QD

Ref: |T1- PO #: 155 G/L Account: | a2 - Checking Date Ordered:

Vendor ID: |DOE Vendor Name: | JANE DOE

O

091182017 |E

Ship To Code: | 1 - APS TESTING ENVIROMME... |AIfS TESTING ENVIRONMENT Date Received: |m———oo=—
Total Ordered: |$0.00 Total Open: |$0.00 - Total Posted: |$0.00 Total Received - Mot Posted: |$0.00

/

Working Bal: ($795.72)| Encumbers

Add Line Iteml

d

Bal: $0.00

CLICK: SAVE ON THE LINE & SAVE AT THE TOP

Options Acct. Number

>

Discount Percent

Unit Desc.

Tax

B <@ CLICK: PRINT PO «

125 - STUDENT COUN...

[ Notes

(Maximum of 250 charg

- PUT ORIGINAL PO IN PENDING PO FILE
** BE SURE TO LOG PO IN THE PO LOG **

- GIVE PO TO ADMINISTRATOR FOR SIGNATURE
- MAKE A COPY OF PO FOR SPONSOR OR VENDOR

0.00%

EA.

$0.
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CREATING/POSTING OF AN NTE/DEMAND CHECK:

1. CREATE THE CHECK (BE SURE THE FOLLOWING INFORMATION IS ON THE CHECK)
A) VENDOR NAME
B) DATE
C) TWO SIGNATURES
D) NTE $XXX IN THE MEMO LINE
CLICK: ACCOUNTING
CLICK: PURCHASE ORDER
CLICK: PO ADD, EDIT, RECEIVE
CLICK: LIST, ENTER PO # IN SEARCH WINDOW OR SCROLL TO PO
CLICK: PO NUMBER TO EDIT
CLICK: RECEIVE ALL
CLICK: CONTINUE
. CLICK: POST RCV'D
10.CLICK: REPORTS
11.CLICK: ACCOUNTING
12.CLICK: PRINT CHECKS
13.TAB TO: NEXT CHECK; ENTER THE NUMBER OF THE DEMAND CHECK BEING USED
14.VERIFY: DATE OF THE CHECK MATCHES “DATE TO PRINT ON CHECK”
15.CLICK: POST CHECKS WITHOUT PRINTING (3%° BOX AT BOTTOM LEFT OF SCREEN)
16.CLICK: POST ONLY

© 0NV AW

* WHEN SPONSOR RETURNS WITH RECEIPT EDIT THE AMOUNT ON BOTH THE PO & THE CHECK *
REMEMBER: IF THE RECEIPT ISN’T RETURNED UNTIL AFTER CLOSE MONTH HAS BEEN DONE
THE OFFSET ADJUSTMENT WILL HAVE TO BE MADE IN THE CURRENT MONTH
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FOR SCHOOLS WITH PREPRINTED CHECKS:

DEMAND CHECK SAMPLE

Check #:23167 NAME OF SCHOOL
Account Account # Description
WOO0DS 406 SUPPLIES FOR CLASS
Pay to: LOWES Amount: NTE $1,000.00

Date: 9/28/2016
PO#

XXX-2283

Pay to the order of:
LOWES

NTE: $1,000.00

Date: 9/28/2016

Check #:23167 NAME OF SCHOOL
Account Account # Description
WOODS 406 SUPPLIES FOR CLASS
Pay to: LOWES Amount: NTE $1,000.00

X

PRINCIPAL SIGNATURE

49

Date: 9/28/2016
PO#

XXX-2283

NOTE: THIS IS ONLY A SAMPLE

PRINTED CHECKS WILL VARY DEPENDENT ON
THE SCHOOLS CHECK STOCK




District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 / 2017

epes software Enance sehast

Copyright © 2014: CAP Group, Inc.

Accounting- Reports«  Utilities«= Systemw Help»  Exit

Accounting

Purchase Orders Accounts 3
PO (Add, Edit, Receive)

vendors CLICK: ACCOUNTING
- CLICK: PURCHASE ORDERS

CLICK: PO ADD, EDIT, RECEIVE

- -
markinaiies MeommEn
District: ALBUQUERQUE PUBLIC SCHOOLS

i@ School: ALBUQUERQUE TRAINING SCHOOL 1

= Year: 2016 / 2017
£, epessoftware Chanae senas

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports- Utilities~ System- Help- Exit CL'CK L|ST —
Purchase Orders /

- —DEL_-GAHGSI-—I—M—IW Receive All Iterns_] Post Ren:\.-d_] Print PO_]

Ref: [T1- | PO =:[a2 | /L Account: [292 - Checking| Date Ordered: [07/03/2017
vendor ID: vendor Name: [BSN SPORTS |
Ship To Code: [APS TESTING ENVIRONMENT | Date Received:
Total Ordered: |$5,000.00 Total Open: [$2,525.00 Total Posted: |$0.00 Total Received - Mot Posted: |$2,475.00
Add Line Item] Working Bal: £1,000.00 Encumbered Bal: £2,475.

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

epessoftware Coe s

Copyright © 2014: CAP Group, Inc.

Accounting~ Reports»  Utilitiesv Systemw Helpy  Exit

PO List Search PO Number v/ for | | Search) Close
4

V Click on the field header to sort by that field

LOCATE PO: EITHER USING THE SEARCH WINDOW

— A ' OR SCROLL TO FIND IT

41 Ti- 07/03/2017

° «— ST »1 CLICK: PO NUMBER TO EDIT

43 Ti- 07/03/2017

= — e ***SEE PG 83 ONCE RECEIPT HAS BEEN RETURNED FOR EDITING OF PO;
| CHECK SHALL BE USED WITHIN 3 DAYS BUSINESS DAYS
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOCL 1

Year: 2016 f 2017
software i

Copyright © 2014: CAP Group, Inc.

Accounting- Reports- Utilities+~ System- Help» Exit

Purchase Orders

Ref: [T1- | PO =:[44 | &/L Account: [992 - Checking] Date Ordered: [07/05/2017
Vendor ID: Vendor Name: |WALMART |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: ==———==| CL|CK: RECEIVE ALL

Total Ordered: Total Open: |$250.00 Total Posted: Total Received - Mot Posted: |$0.00

Acct. Number Sub Acct b Invoice b Qty Ord. | Rec|Qty Open | Description Price Per Unit|Discount Percent | Unit Desc.
100 4]
ADMINISTRATION|MNo SubAccount 1 . 1 FOOD FOR STAFF BREAKFAST|3250.00 0.00% EA.

CLICK: CONTINUE

Date Received

X
07/05/2017 =l Contine) Cancel)

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 / 2017

software oo sl

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports« Utilities~ Systemw- Help- Exit

Purchase Orders

Ref: |T1— | PO #: |44 | G/L Account: Date Ordered:
Vendor ID: Vendor Name: |WALM&RT |
Ship To Code: [APS TESTING ENVIRONMENT | Date Recsived: CLICK: POST RCV’'D
Total Ordered: Total Open: Total posted: Total Recelved - Not Posted:

Add Line tem) Working Bal: Encumbered Bal:

Acct. Number |s..l.ncd ber|Invoi ber | Qty Ord. |Rec| Qty Open |Description Price Per Unit |Discount Percent|Unit Desc. | Tax Amount | Total Amo

100
ADMINISTRATION

o
Mo SubAccount 1 ' o FOOD FOR STAFF BREAKFAST|$250.00 0.00% EA. 30.00 £250.00
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District: ALBUQUERQUE PUBLIC SCHOOLS
B School: ALBUQUERQUE TRAINING SCHOOCL 1

> Year: 2016 / 2017
tﬁkems SOHWG e Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting~ Reports+ Utilities» Systemw Help» Exit

Accounting Activity Ledger
Purchase Orders ¥ OQutstanding Checks
Reconciliation CLICK: REPORTS
Bank Reconciliation CLICK: ACCOUNTING
Print Checks CLICK: PRINT CHECKS
Print Prav. Receipts
1099 Information »
Special Reports 3
Journal Adjustments 3
Chart of Accounts 3
Sequential List 3

mekiuvitu mreainnkina

DISTFICE: ALBUQUERUUE PUBLLL SLHUULD
School: ALBUQUERQUE TRAINING SCHOOCL 1
Year: 2016/ 2017

epes software e

Copyright © 2014: CAP Group, Inc.

Accounting~ Reports+~ Utilities» System- Help» Exit

Print Checks

NOTE: Please use the "Close" button when leaving this screen

This option prints all Payables marked: [X] Pay This
Print Checks with Payable Dates Through: = TAB TO: NEXT CHECK; ENTER THE NUMBER

OF THE DEMAND CHECK BEING USED
Checking Acct:

VERIFY: DATE OF THE CHECK MATCHES
MNext Check =:

“DATE TO PRINT ON CHECK”
Date to Print on Checke: CLICK: POST CHECKS WITHOUT PRINTING
! Print check Numbers on checks

(3f° BOX AT BOTTOM LEFT OF SCREEN)
CLICK: POST ONLY D —

! Combine Checks for Same Vendor
1#! post Checks WITHOUT Printing

52



ENTERING A BLANKET PURCHASE ORDER:

CLICK: ACCOUNTING
CLICK: PURCHASE ORDERS
CLICK: PO ADD EDIT RECEIVE
CLICK: ADD
CLICK: IN REF BOX; ADD “B” BEFORE THE REF NUMBER
*** PO #, GL ACCT (992) AND DATE WILL AUTOMATICALLY POPULATE ***
*#* DO NOT CHANGE ***
6. TAB TO: VENDOR CODE: ENTER NAME OF VENDOR OR FIRST FEW LETTERS
- A LIST OF POSSIBLE VENDORS WILL APPEAR
- IF VENDOR DOES NOT EXIST ADD THEM; REFERENCE PAGE 59
NOTE: USE AS MUCH DETAIL AS POSSIBLE WHEN ADDING THE NEW VENDOR
7. CLICK: ON CORRECT VENDOR
8. CLICK: ADD LINE ITEM
9. CLICK: ACCOUNT NUMBER; ENTER NUMBER OR USE DROP DOWN
10.TAB TO: SUB ACCOUNT NUMBER; ENTER SUB NUMBER OR USE DROP DOWN
11.TAB TO: QTY ORDERED, ENTER “1” (ALWAYS)
12.TAB TO: DESCRIPTION, ENTER BRIEF DESCRIPTION OF ITEMS BEING PURCHASED
*** MUST INCLUDE SCHOOL YEAR ***
13.TAB TO: PER UNIT PRICE; ENTER ESTIMATED AMOUNT TO BE SPENT/NOT TO EXCEED
AMOUNT FOR THE DURATION OF THE SCHOOL YEAR
14.CLICK: SAVE ON THE LINE, SAVE AT THE TOP
15.CLICK: PRINT PO
- GIVE TO ADMIN FOR SIGNATURE
- MAKE A COPY OF PO FOR SPONSOR OR VENDOR
- PUT ORIGINAL PO IN PENDING PO FILE
16.LOG: PO IN THE PO LOG FOR TRACKING

vk wnN e

NOTE: IF THE BLANKET PURCHASE FALLS UNDER STOP ON THE STOP/GO LIST THE
PAYMENT FOR SERVICES PROCESS NEEDS TO BE FOLLOWED.
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Y "' Tear: 2ULlD J UL/
hange Schools
. epessoftware :

Copyright © 2014: CAP Group, Inc.

Accounting= Reportsw  Utilities~ Systemw Helpw Bt

Accounting

Purchase Orders Accounts

CLICK: ACCOUNTING
CLICK: ACCOUNTING
Vendors CLICK: PO ADD, EDIT, RECEIVE

Ship To

PO (Add, Edit, Receive)

activity accounting

'ﬂhews SO”WG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting»  Reports»  Utilities» Systemw Helpy Exit

Purchase Orders CLICK: ADD

Ref: PO #: |:| G/L Account: Date Ordered: |:| i
Vendor ID: I:I Vendor Name: ‘FALSE ‘ Q
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Purchase Orders

FIRST -

Changes will not be saved until y

FREW  HNEXT - LAST ADD EDNT DEL - ST - CANCEL SAVE | CLOSE | SAVE - ADD ANOTHER Receive All ItEITISJ Post Re[:vdj Print POJ
Ref: [BT1- PO :.1 165 G/L Account: | 992 - Checking Date Ordered: [01/15/2018 | l
—_ EE |
Vendor ID: DC}E\ Wendor Name: MISC WYENDOR _J
| = - APSNESTING ENVIRONME... a Eceived:
VendorCode CADDRESS CCITY CSTATE CTAXIDNO Mot Fosted: [$0.00
DOE
A S
[ A

There are no records Myour crit%\
[ Notes

(Maximum of

20 chal

CLICK: IN REF BOX; ADD “B” BEFORE THE REF NUMBER

*** PO NUMBER, GL ACCT (992) & DATE WILL PREPOPULATE ***
**% DO NOT CHANGE ***

ENTER: VENDOR ID, USING FIRST FEW LETTERS. A DROP DOWN LIST
WILL APPEAR FOR YOU TO SELECT FROM

CLICK: ON THE VENDOR YOU ARE USING

IF VENDOR IS NOT IN SYSTEM:

Purchase Orders

FIRST ~ PREV ~ MWEAT - LAST  ADD  ELVW - DEL - LiST - GANGEL

Ref: T1- PO #: (1565 G/L Account:

vendor ID: WAGNER

992 - Checking

Vendor Name: MISCWVENDOR

Changes will not be saved until you click save.

SAVE | cioss | SAVE -ADDANOTHER Receive All ltems) Post Recvd) Print PO)

Date Ordered: 09/22/2017

sz
o)

1 - APS TESTING ENVIRONME...

Vendor Not Found

‘Would you like fo add this ve

ves) o)

IF VENDOR DOES NOT EXIST YOU WILL NEED TO ADD THEM
CLICK: YES

umbered Bal: ——— |

{There are no records matching your criteria.

SANWE - ADD ANOTHER

New Vendor

vendor Code =
Wendor Name

Address

Address line 2

City

Select an Option

ZipCode
) -

State

Phone
Attention

Tax ID

School Vend #
County ID
Bid Category
MEMO

Fax|{[__ )

\

r TAB TO: VENDOR NAME; ENTER FULL NAME
*** ADD MUCH INFORMATION AS

POSSIBLE IF YOU HAVE IT.
CLICK: SAVE

“«
Save] Cancell
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Purchase Orders )
| e | CLICK: ADD LINE ITEM
FIRST-| PREV--NEXT-|-LAST |- ADD- | EDIT-| DEL- | LST - CANGEL _SAVE | GLOSE | SAVE - ADDANOTHER | (Receive All hems] Post Recvd] [P
Ref: ‘T1 | PO #: |37 ‘ G/L Account: | 992 - Checking ate Ordered: H
Vendor ID: Vendor Name: ‘PIED PIPER
Ship To Code: | 1 - SAME [same— | Date Received: =——xs

Total Ordered: |$0.00 _— Total Open: |$0.00 Total Posted: |[$0.00 Total Received - Not Posted: |$0.00

<&
Add Line ltem Working Bal: —=—"= Encumbered Bal: — =
Options Acct. Number Sub Acct Number Invoice Number |Qty Ord. Qty Open | Description Price Per Unit Discount Percent | Unit Desc. Tax Amount Total Amount| 1099
@ 0 | Select Activity Account 0 - Mo SubAccount ‘ 1] ‘ 0 $0.00 ‘ | DDU%l |EA. HW.OU | £0.00 ]

[ Notes ]

(Mswimum of 250 charscters)

A y v A

CLICK: ACTIVITY ACCOUNT, SELECT ACCOUNT TO BE USED
TAB TO: SUB ACCOUNT; ENTER THE SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: QTY ORDERED, ENTER 1 (ALWAYS)
TAB TO: DESCRIPTION, ENTER BRIEF DESCRIPTION OF PURCHASE
- IE; QUOTE, REIMBURSEMENT, IF APPLICABLE

TAB TO: PRICE PER UNIT, ENTER AMOUNT OF PURCHASE

** |F MORE SPACE IS NEEDED ENTER INFORMATION IN NOTES SECTION AT THE BOTTOM LEFT OF THE SCREEN.

Changes will not be saved until you click save.
Purchase Orders
FIRST .« PREV ~ NEAT ~ LAST  ADD ~ EDIT -~ DEL - LiST - GANGEL CLOSE | SAVE - ADD ANOTHER  Receive All ItemsJ Post Re»cwﬂ» Print POJ
Ref: | T1- PO #: 155 G/L Account: | 9p2 - Checking Date Ordered: 091182017 |[E
Vendor ID: | DOE Vendor Name: | JANE DOE J
Ship To Code: | 1 - APS TESTING ENVIROMME... |AIfS TESTING ENVIRONMENT Date Received: |=—0——x

Total Ordered: ($0.00 Total Open: |£0.00 - Total Posted: [$0.00 Total Received - Not Post

o [foo0 ]

Add Line Iteml l Working Bal: Encumbered

Bal: $0.00

Options Acct. Number //,—' CLICK: SAVE ON THE LINE & SAVE AT THE TOP
[@) «&@ | 125 - sTUDENT COUN... CLICK: PRINT PO <«

(Maximum of 250 chard

- PUT ORIGINAL PO IN PENDING PO FILE
** BE SURE TO LOG PO IN THE PO LOG **

- GIVE PO TO ADMINISTRATOR FOR SIGNATURE
| Rotes - MAKE A COPY OF PO FOR SPONSOR OR VENDOR

it | Discount Percent

Unit Desc.

Tax

0.00%

EA.

$0.




ACTIVITY FUND PAYMENTS FOR SERVICES:

A. ADD/EDIT APS APPROVED VENDOR INFORMATION:

1.

2.
3.
4

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: VENDORS
CLICK: ADD (IF NEW TO EPES)
EDIT (FOR EXISTING VENDORS)
TAB TO: VENDOR CODE: ENTER NAME OF VENDOR OR FIRST FEW LETTERS
- A LIST OF POSSIBLE VENDORS WILL APPEAR
- IF VENDOR DOES NOT EXIST ADD THEM; REFERENCE PAGE 62
VENDOR NAME; ENTER ACTUAL VENDOR NAME & APS VENDOR NUMBER(VAXXXXX)
ADDRESS; ENTER APS BOARD OF EDUCATION
ADDRESS LINE 2; ENTER VENDOR’S MAILING ADDRESS
NOTE: USE AS MUCH DETAIL AS POSSIBLE WHEN ADDING THE NEW VENDOR
CLICK: SAVE & CLOSE

B. ENTERING PAYMENT FOR SERVICES PO:

1.

2.
3.
4

12.

13.
14.

15.

CLICK: ACCOUNTING
CLICK: PURCHASE ORDERS
CLICK: PO ADD, EDIT, RECEIVE
CLICK: ADD
*** REF, PO #, GL ACCT (992) AND DATE WILL AUTOMATICALLY POPULATE ***
**%* DO NOT CHANGE ***
TAB TO: VENDOR CODE: ENTER NAME OF VENDOR.
- LIST OF VENDORS WILL APPEAR
- IFNOT A CURRENT VENDOR, PROMPT WILL APPEAR TO ADD (REF: 19-20)
CLICK: CORRECT VENDOR
CLICK: ADD LINE ITEM
CLICK: ACCOUNT NUMBER; ENTER NUMBER OR USE DROP DOWN
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN

. TABTO: QTY ORDERED, ENTER “1” (ALWAYS)
. TAB TO: DESCRIPTION, ENTER BRIEF DESCRIPTION OF ITEMS BEING PURCHASED

** |IF MORE SPACE IS NEEDED ENTER INFORMATION IN NOTES SECTION **
TAB TO: PER UNIT PRICE; ENTER ESTIMATED AMOUNT TO BE SPENT/NOT TO EXCEED
THROUGHOUT THE DURATION OF THE BLANKET PURCHASE ORDER FOR THE YEAR
CLICK: SAVE ON THE LINE, SAVE AT THE TOP
CLICK: PRINT PO
- GIVE TO ADMIN FOR SIGNATURE
- MAKE A COPY OF PO FOR SPONSOR OR VENDOR
- PUT ORIGINAL PO IN PENDING PO FILE
LOG: PO IN THE PO LOG FOR TRACKING
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585 [ Suggested Sites = &) Web Slice Gallery = &) APSintranet o Breaking News & Top Sto.. & Google Qi Lawson [J MSN [ Welcome to Albuquerque... £ Sign in to your account ') WinOcular Portal -

District: ALBUQUERQUE PUBLIC SCHOOLS

ﬁ,‘epes software
Copyright © 2014: CAP Group, Inc.

Accounting >‘

School: ALBUQUERQUE TRAINING SCHOOL &
Year: 2016 / 2017

Change Schools

Accounts

Vendors

Ship To

PO (Add, Edit, Receive)

CLICK: ACCOUNTING

CLICK:
CLICK:

PURCHASE ORDERS
PO (ADD, EDIT, RECEIVE)

activity accounting
& Wel—

purchase orders

£, epessoftware

Copyright © 2014: CAP Group, Inc.

Accountingw~ Reportsw  Utilities» System~ Helpw  Exit
Purchase Orders

FIRST | PREV | NEXT | LAST |JADDR E0IT | DEL | LST | GANCEL | SAVE | CLOSE | SAVE-ADDANGTHER  Receive All ltems) Post Recvd) Print PO)
Ref: PO #: G/L Account: Date Ordered: =
wvendor ID: wendor Name _J
Ship To Code: Date Received:

Total Ordered: [$0.00 Total Cpen: [$0.00 $0.00 Total Received - Mot Posted: [$0.00

Add Line Item)

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL &
Year: 2016 / 2017

Change Schools

There are no records matching your criteria.

Working Bal:

_

Encumbered Bal:

_

Motes

(rMiaximum of 250 characters)

District: ALBUQUERQUE PUBLIC SCHOOLS

A, epes software

Copyright © 2014: CAP Group, Inc.

School: ALBUQUERQUE TRAINING SCHOOL 6
Year: 2016 / 2017
Change Schools

Purchase Orders

FIRST ~ PREV -~ NEAT -« LAST

Changes will not be saved until you click save.

SAVE - ADDANOTHER | Receive All ltems) Post Recvd] Print PO)

ADD - EDVWT . DEL - LiST - CANCEL MlGLOSEI
Ref: | | Po #:[1000 | G/L Account: | 992 - Checking
Wendor ID: l:l Wendor Name: |MISC VENDOR | _J
| gt 1-5

Date Ordered: |06/06/2017 |[#

VendorCode VendName
HERRERAB

Ty

CADDRESS
HERRERA BUS COMPANY V#40464 APS BCARD CF EDUCATION ALBUQUERQUE

a—Lz(eived:

CSTATE CTAXIDNO
N

CCITY

Not Posted: |$0.00

woTFTy tar ———————rtrcumbered Bal:

[—

There are no recerds matchl Your crteriaN

Wotes
(Masimunm of ESK:M.—; cters)

N

PO #, GL ACCT & DATE WILL DEFAULT, VERIFY THEY ARE CORRECT
TAB TO: THE VENDOR ID BOX

ENTER: FIRST LETTERS OF VENDOR NAME TO POPULATE LIST
CLICK: ON CORRECT VENDOR, INFORMATION WILL FILL IN AUTOMATICALLY
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Purchase Orders

Changes will not be saved until you click save.

FIRST | PREV.- WEXT -\ LAST | ADD- | EDIT. DEL |- ST | CANCEL = SAVE | cLosE | SAVE - ADDANOTHER | Receive All Items) Post Recvd) Print PO)

Ref: |T1- PO #:|18b

Vendor ID: WAGNER Vendor Name:

G/L Account:

992 - Checking
MISC VENDOR

O]

Date Ordered: 09/22/2017 |9

1 - APS TESTING ENVIROM

=l

Vendor Not Found

‘Would you like Wis vendor?

P IF VENDOR DOES NOT EXIST YOU WILL NEED TO ADD THEM

CLICK: YES

umbered Bal: —=—0—"——

ves 5
[

Thers are no records matching your criteria.

SAVE - ADD ANOTHER

New Vendor

Vendor Name
Address
Address line 2
City

State

Phone
Attention

Tax ID

School Vend #

Bid Category
MEMO

ZipCode -
-

County ID Seale

s Vendor Code WAGNER| |=

ect an Qption

Fax|(__)

Save) dams

L »

VENDOR CODE: ENTER AS MUCH OF THE NAME AS

POSSIBLE WITH NO SPACES

VENDOR NAME: ENTER ACTUAL VENDOR NAME &
APS VENDOR NUMBER, VA#XXXXXX

ADDRESS: APS BOARD OF EDUCATION

ADDRESS LN 2: VENDOR'’S PHYSICAL ADDRESS AND
AS MUCH INFORMATION AS POSSIBLE

CLICK: SAVE
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALEUQUERQUE TRAINING SCHOOL &
Year: 2016 / 2017

ﬁkepes software Chanae Schools

Copyright ©@ 2014: CAP Group, Inc.

Changes will not be saved until you click save.
Purchase Orders

FIRST | PREW | NEXT | LAST . ADD | EDIT | DEL | LST | CAMCEL | save | cLOSE | SAWE - ADD ANOTHER| Receive All ltems) Post Recvd] Print POJ

Ref: | po #:[1000 G/L Account: | 992 - Checking Date Ordered: [06/06/2017 |[CE

vendor ID: [HERRERAB vendor Name: [HERRERA BUS COMPANY V#40464 | @

Ship To Code: | 1 - SAME [samE Date Received:

Total ordered: [E0:08° | Total open: [E0:00° ] Total rostea: Total Received - Not Posted:
Add Line ltem working Bal: m—————————— Encumbered Bal:

‘X
There are no records matching yom» CLICK: ADD LINE ITEM

[ Notes |

(riaximum of 250 characters)

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL &

an1e £ 201

ﬁkepes software ]

Copyright @ 2014: CAP Group, Inc.

CLICK: ACCT NUMBER BOX AND CHOOSE/ENTER ACCT NUMBER TO USE
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
o TAB TO: QTY ORD; ALWAYS ENTER 1 AS THE QUANTITY

s e e s s o s e w| TABTO: DESCRIPTION; ENTER DESCRIPTION OF WHAT IS BEING PURCHASED
e s s os | *** MAKE SURE IF REIMBURSING IT IS STATED IN THE DESCRIPTION ***

Vendor t0: [FERRERAS |  vendrname: [rerreraeus ¢ TAB TO: PRICE PER UNIT, ENTER AMOUNT OF PURCHASE OR NTE AMOUNT

Ship To Cede: | 1 - saME SAME

Total Ordered: |$0.00 Total Open: |$0.00 Total Postedr $0.00 Total Received - Mot Posted: |$0.00
Add Line ItemJ ‘/orking Bal: $0.00| Encumbered Bal: $250.00

Options bm:ct. Number Sub Acct Number Invoice Number |Qty Ord.|Qty Open|Description Price Per Unt‘ Discount Percent|Unit Desc.|Tax Total 1009

)] Olh 100 - ADMINISTRATION | | 0 - No SubAc.. || o] lo |[sooo ] Q[ oo0% [EA ][s000 | [$0.00 i

[ Notes |

{Maximum of 250 characters)

District: ALBUQUERQUE PUBLIC SCHOOLS
=~ School: ALBUQUERQUE TRAINING SCHOOL &
v Year: 2016/ 2017

ﬁepes software Cranes sehosi

Copyright @ 2014: CAP Group, Inc.

Changes will not be saved until you click save.
Purchase Orders

FIRS Tl PREV e NE X T e AT b AD Dl EB T e DBl e i STd GANGEL | SAWE. \‘:nrmrnm-e All Items] Post RecvdJ Print POJ

Ref: | | PO #:[1000 | G/L Account: | 992 - Checking Date Ordered: [06/06/2017 \ (2]
Vendor ID: [HERRERAB Vendor Name: [HERRERA BUS COMPANY v#40464 | (1]
Ship To Code: | 1 - saME [samE Date Received:

Total Ordered: [£0.00 Total Open: [$0.00 Total Posted: [$0.00 Total Rpceived - Not Posted: [$0.00

Eddrneven) " CLICK: SAVE ON THE LINE ITEM]| | === al: | ==

[optians | accerwamber . < bptian [Price Per unit|Discount Percent|unit Desc.|Tax Amount|Total Amount| 1099] |
| 4o | 100 - ADMINISTRATION ELIEK SAVE ATC-)FHE TOP ESTEI16/17 i\$250 a0 “ 0.00% [EA [[$0.00 ‘$u.uo ||:| ‘n|
LICK: PRINTPO —— |
[ Motes

(Maximum of 250 characters
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RECEIVING AND POSTING INVOICES/RECEIPTS:

FULL ORDER INVOICES:

CLICK: ACCOUNTING

CLICK: PURCHASE ORDERS

CLICK: PO ADD, EDIT, RECEIVE

CLICK: LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED
- USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE

CLICK: EDIT; AT THE TOP
EDIT; ON THE LINE (GREEN PENCIL ICON)

CLICK: INVOICE BOX; ENTER VENDOR INVOICE NUMBER

TAB TO: PRICE PER UNIT; EDIT AMOUNT AS NEEDED

CLICK: SAVE ON THE LINE & SAVE AT THE TOP

. CLICK: RECEIVE ALL

10.ENTER: CORRECT DATE IF DIFFERENT

11.CLICK: CONTINUE

12.CLICK: POST RECV'D

W NPR

U

© 0 N o

District: ALBUQUERQUE PUBLIC SCHOOLS

ﬁ epes software e

— — Ny CLICK: ACCOUNTING _
. . CLICK: PURCHASE ORDERS

CLICK: PO (ADD, EDIT, RECEIVE)

activity accounting
& Weil—

purchase orders
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting~ Reports+  Utilities» System~ Help» Exit

CLICK: LIST

Purchase Orders

- SAVE | CLOSE | SAVE-ADDANGTHER . Receive All ltems) Post Recvd) Print PO)

Ref: |T1— | PO #: |42 | G/L Account: Date Ordered:
Vendor ID: Vendor Name: |PS INK |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: =——x

‘ Total Ordered: [$695.00 Total Open: |$695.00 Total Posted: Total Received - Mot Posted:

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

s software Yo s

Copyright © 2014: CAP Group, Inc.

Accounting» Reports- Utilitiesw Systemw Helpw Exit

PO List Search [PO Numper v | for | | Search) Close)

Click on the field header to sort by that field

- Ref: Date Received VendorCode VendorName
41 T1- 07/03/2017 BSNSPCORTS BSN SPORTS
42 T1- 07/03/2017 PSINK PS INK
|
DISTICT: ALBULUERUUE FUBLIC SLHUULS
. ,A.-. School: ALBUQUERQUE TRAINING SCHOOL 1

Year: 2016 / 2017
F. epes software hanae scnoats

Copyright @ 2014: CAP Group, Inc.

Changes will not be saved until you click save.
Purchase Orders

| GANCEL | SAWE | Giose | SAVE -ADDANOTHER | Receive All ltems) Post Recvd] Print PO)

Rer:[T1- | po=:ifaz | \ ©/Laccount: | 992 - chacking | Date Ordered: [07/03/2017 |7
Vendor ID: [PSINK | Wendor Namyg: [PS INK [ ]
Ship To Code: | 1 - APS TESTING ENVIRON ped:
CLICK: EDIT; AT THE TOP
Total Ordered: Total Ope Posted:
CLICK: EDIT; ON THE LINE (GREEN PENCIL ICON)
Add Line Item) ered Bal:
Options | aect. Number Sub Acct Number|Invoice Number |Qty Ord. | Rec|Qty Open | Description Price Per Unit | Discount Percent | Unit Desc. | T
<] {B :lzéiSNGR SOCIETY] go SubAccount 1 (N TSHIRTS FOR HONOR ROLL STUDENTS|S$695.00 0.00% EA. s

(Masirmum of 250 characters)

| Motes | |
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District: ALBUQUERQUE PUELIC SCHOCLS
- E School: ALBUQUERQUE TRAINING SCHOCL 1
Year: 2016 f 2017

.ﬁ;ems SOHWG re Chanage Schools

Copyright © 2014: CAP Group, Inc.

Changes will not be saved until you click save.

Purchase Orders

FIRST | PREV. | NEXT | LAST | ADD. | £0i7 | oEL | usT | cancer |USEGERl ciose | SAVE - ADDANGTHER| Receive All ltems) Post Recvd) Print PO)

Ref: [T1- | po #:[a2 | G/L Account: | 992 - Checking | Date Ordered: [07/03/2017 |2
Vendor ID: PSINK Vendor Name: |F‘S INK. | _)
Ship To Code: | 1 - APS TESTING ENVIROMME... | |APS TESTING ENVIRONMENT Date Received:

Total Ordered: |$0.00 Total Open: |$0.00 Total Posted: |$0.00 Total Received - Mot Posted: |$0.00

Add Line Iteml Working Bal: ——— Encumbered Bal: ——

Options Acct. Number Sub Acct i Qty Ord. Qty Open |Description Price Per Unit|Discount Percent|Unit Desc. [Tax Amaot
B @ | 135 Howor socieTy | | o-mnosubac.. | ] | TSHIRTS FOR HONOR f|$695.00) | 0.00% EA. | [s0.00
[ Motes |

(Maximum of 250 characters)

LISTFICE: ALBUUJUERUUE FUBLIL SUHUULS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 f 2017

epes software Chanae Snool

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports« Utilities»~ Systemw« Helpw Exit

Purchase Orders

Wwwww Receive Al ferps) Post e ) Print PO)

Ref: [T1- | PO =:[a2 | G/L Account: [992 - Checking| Date Ordered: [07/03/2017 \
Vendor ID: Vendor Mame: |PS IMK |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: ———

CLICK] RECEIVE ALL

Total Ordered: |$684.00 Total Open: |2684.00 Total Posted: |$0.00 Total Received|- Mot Posted: |$0.00
—»>
Add Line Iteml /' wWorking Bal: ;:’50.00 Epcumbered Bal: SE

I I I / I I - Prike Per Unit|Discount Percent

CLICK: INVOICE NUMBER; ENTER VENDOR INVOICE NUMBEVR HONOR ROLL STUDENTS|s6ba 00 |o.00%% |
TAB TO: PRICE PER UNIT; EDIT AS NEEDED
| CLICK: SAVE ON THE LINE, SAVE ATTHETOP <

T
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VERIFY: DATE RECEIVED
CLICK: CONTINUE

X K
o] g

LFIDLI L. ML QUL INUL FULLLC el UL

School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 / 2017

epes software R

Copyright ©@ 2014: CAP Group, Inc.

Accounting- Reports» Utilities~ System« Help- Exit

Purchase Orders

Ref: [T | po#:[a2 | G/t Account: Date Ordered: [07/03/2017

Wendor 1ID: Vendor Mame: |PS IMK |

Ship To Code: |APS TESTING ENVIRONMENT | Date Received: |07/03/2017
Total Ordered; ($684.00 Total Open: Total Posted: |$0.00 Total Received - Mot Posted:
_ Waorking Bal: Encumbered Bal: $684.00
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RECEIVING PARTIAL ORDER INVOICES:

W NPR

© 0N O v

CLICK:
CLICK:
CLICK:
CLICK:

CLICK:
CLICK:
ENTER: ACCOUNT NUMBER

TAB TO: INVOICE NUMBER; ENTER VENDOR INVOICE NUMBER
. TABTO: QUANTITY ORDERED; ENTER 1 (ALWAYS)

ACCOUNTING

PURCHASE ORDERS

PO ADD, EDIT, RECEIVE

LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED
- USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE
EDIT; AT THE TOP

ADD LINE ITEM

10.TAB TO: PRICE PER UNIT; ENTER AMOUNT OF THE PARTIAL INVOICE

11.CLICK:
12.CLICK:

SAVE; ON THE LINE
EDIT; ON FIRST LINE ITEM (GREEN PENCIL ICON)

13.TAB TO: PRICE PER UNIT; EDIT AMOUNT TO REMAINING BALANCE OF ORDER

14.CLICK:
15.CLICK:

SAVE ON THE LINE & SAVE AT THE TOP
RECEIVE BUTTON ON THE PARTIAL INVOICE LINE

16.ENTER: CORRECT DATE IF DIFFERENT
17.ENTER: QUANTITY RECEIVED, “1”

18.CLICK:
19. CLICK:

SAVE
POST RECV'D
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File Edit Vie Favorites Tools Help

5k [ Suggested Sites = 27 Web Slice Gallery v &7 APSintranet . Breaking News & Top Sto... & Google [ Lawson [ MSN Welcome to Albuquergue... £ Sign in to your account ) WinOcular Portal -

District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 6
=5 Year: 2016/ 2017

cﬁ‘ems SoFrWO re Change Schools

Copyright © 2014: CAP Group, Inc. CLlCK ACCOUNTl NG
Accounting=  Reports«  Utiliies» Systemw Helpw» Exit CLlCK: PU RCHASE ORDERS

Accounting

Purchase Orders Accounts CLlCK: PO (ADD, EDIT, RECEIVE

PO (Add, Edit, Receive)

Vendors

Ship To

activity accounting
& Wel—

purchase orders

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

s software P

Copyright © 2014: CAP Group, Inc.

Accounting~ Reports~  Utilities» Systemw Help» Exit CLICK: LIST

Purchase Orders

|FIRST | PREV | wexi . Last ADD |EDIT | oEL [LSE ] CANCEL | SAVE | CLOSE | SAVE-ADDANGTHER. Receive All ltlems) Post Recvd) Print PO)

Ref:[T1- | Po#:[42 | G/L Account: [992 - Checking| Date Ordered: [07/03/2017
Vendor ID: Vendor Name: |PS INK |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: ==—=—m

Total Ordered: |$695.00 Total Open: ($695.00 Total Posted: ($0.00 Total Received - Mot Posted: |$0.00

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

s software e !

Copyright @ 2014: CAP Group, Inc.

Accountingw= Reports- Utilitiesw Systemw Help» Exit

PO List Search |PO Number v | for | | Search| Close)

l Click on the field header to sort by that field
2O Number Refi  Date SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER  fne
41 - 32017 S

CLICK: ON PO TO BE EDITED/RECEIVED/POSTED

42 T1- 07/03/2017
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Changes will not be saved until you click save.
Purchase Orders

FIRST\ PREV-\ NEXT |- LAST . ADD|SEDITW/ DEL |- ST CANCEL | SAVE | cLOSE | SAVE - ADD ANGTHER Receive All Items] Post RecvdJ Print PC}J

Ref: |T1- PO #: |43 GMN Account: | 992 - Checking Date Ordered: [07/03/2017 |

Vendor ID: | BSNSPORTS Vendor Name: BS CLICK: EDIT J

Ship To Code: | 1 - APS TESTING EP‘W CLICK: ADD LINE ITEM Date Received: —=——

Total Ordered: |$5,000.00 |T0ta| Open: |$5,000.00 Total Posted: ($0.00 Total Received - Mot Posted: |$0.00
Add Line Iteml Working Bal: $1,000.00 Encumbered Bal: £3,950.00

Options Acct. Number| Sub Acct Number| Invoice Number |Qty Ord. | Qty Open | Description Price Per Unit|Discount Percent| Unit Desc. | Tax Amount
- 185 0
n 5 a BASEBALL |No SubAccount 1 1 UNIFORMS AND EQUIPTMENT|55,000.00 0.00% EA. £0.00

| [ Motes | ‘

Purchase Orders Changes will not be saved until you click save.
FIRST] — PostRecvdl Print PO
CLICK: ACCOUNT NUMBER; ENTER ACCOUNT NUMBER P
Ref: (OR) SCROLL TO ACCOUNT NUMBER Ordered: 07/03/2017 |7
vend TAB TO: INVOICE NUMBER; ENTER VENDOR INVOICE NUMBER
shiel TAB TO: QUANTITY ORDERED; ENTER “1” (ALWAYS) geeived:
o TAB TO: DESCRIPTION; ENTER “PARTIAL ORDER ot Posted:
—| TAB TO: PRICE PER UNIT; ENTER AMOUNT OF PARTIAL INVOIC_E
A4 CLICK: SAVE ON THE LINE pumbered 8al
Options/ Acct. Number Sub Acct Number Inveice Number |Qty Ord. |Qty Open |Description Price Per Unit|Discount Jfercent|Unit Desc. |Tax Amount
[l'/;" a éigEBALL go SubAccount 1 1 UNIFORMS AND EQUIPTMENT|$5,000.00 |0.003 EA. $0.00
@ e 185 - BASEBALL 0 - No SubAc... 895531 1 0 PARTIAL UNIF EQUPT 52 475.0] 0.00% EA. $0.00

Changes will not be saved until you click save.
Purchase Orders

FIRST | PREV- MEXT | LAST - ADD- - EDIT . DEL |- LiST | CANGEL = SAVE | CLOSE | SAVE - ADD ANOTHER Receive All Items] Post RecvdJ Print POJ

Ref: [T1- PO #: 43 G/L Account: | 992 - Checking Date Ordered: 07/03/2017 |E

Vendor ID: [BSNSPORTS Vendor Name: BSN SF’GRTS/' CLICK: EDIT (GREEN PENC||_) ON THE 15T LINE

Ship To Code: [ 1 - APS TESTING ENVIRONME.. <7E? TAB TO: PRICE PER UNIT; LOWER THE ORIGINAL AMOUNT
/{'ﬁ6 OF THE PURCHASE ORDER TO REFLECT ONLY THE REMAINING

Total Ordered: Tot pen: @]T BALANCE OF THE PURCHASE ORDER

Add Line Item' Working Bal: £1,000.00| Encumbered Bal: £5,000.00

Options Acct. Number | Sub Acct Number| Invoice Number |Qty Qrd. |Qty Open | Description Price Per Unit|Discount Percent|Unit Desc. | Tax Amount
A
- 185 0 -
n 5 a BASEBALL No SubAccount 1 1 LIMIFORMS AMD FO[lTDTMFI‘g $5,000.00 0.00% EA. %0.00
u - a 185 0 896531 1 1 PARTIAL UMIF EQUPT £2,475.00 0.00% EA £0.00
o BASEBALL |No SubAccount ! : : ) '
| [ Motes |
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Purchase Orders

FIRST  FREV

Ref: |T1-

WEAT

PO #: |41

Vendor ID: BSNSPORTS

Ship To Code:

1 - AP5 TESTING ENVIRONME...

©LAST

ADD - EDIT

G/L Account:

GEL | ST

D02y

Vendor Name: BSN SPORTS

cancer  save &5

Checking

9

Changes will not be saved until you click save.

SAVE - ADD ANOTHER | Receive All ltems) Post Recvd) Print PO)

Date Ordered: [07/03/2017 |E

|APS TESTING EN(IROMMENT

Date Received: —=

Total Ordered:

£1,0,

Add Line Iteml

CLICK:
CLICK:

SAVE ON THE LINE
SAVE AT THE TOP <«

otal Postled: |$0.00 Total Received - Not Posted: |$0.00

Working Bal: ————————=

Encumberad Bal:

——

Options Acct. Number Sub Acct Number Invoice Number Qty Ord. Qty Open |Description Price Per Unit|Discount Percer
185 o}
BASEBALL No SubAccount 1 1 UNIFORMS AND EQUIPTMENT|(51,050.00 0.00%
185 - BASEBALL 0 - No SubAc... 237384 1 1 PARTIAL UNIF EQUPT $3,950.C 0.00%

Notes

Purchase Orders

FIRST PREV

HNEAT

- AST

(Maximum of 250 characters)

~ ADD  EDIT

Ref: [T1-

| PO :[43

DEL _I:I_“ST_ GAMCEL

Vendor ID: |BSNSPORTS “endor Name: |BSN SPORTS

SAVE | CLOSE  SAVE-ADDANGTHER  Receive All ltems) Post Recvd) Print PO)

| G/L Account: (992 - Checking| Date Ordered: |07/03/2017

Ship To Code: |APS TESTING ENVIROMMENT

Date Received: o

Total Ordered: ($5,000.00 Total Open: |$5,000.00 Total Posted: $0.00¥

CLICK: RECEIVE; ON THE
PARTIAL ORDER LINE (ONLY)

Add Line Iteml

rking Bal: $1,000.00 Encumbered Bal: £2,525.00

Acct. Number|Sub Acct Number | Invoice Number [Qty Ord. |Rec |Qty Open Bescription Price Per Unit |Discount Percent|Unit Desc. | Tax Amount | Total Amount
185 0 N

BASEBALL |No SubAccount LN UNIFORMS AND EQUIPTMENT|$2,525.00  [0.00% EA. £0.00 £2,525.00
185 0 N

BasEBALL  |No Subaccount 826531 B PARTIAL UNIF EQUPT $2,475.00 |0.00% EA. $0.00 $2,475.00

Motes

sxcimum of 250 charactars)
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Total Received - Not Posted: [$0.00

| ———
51,000.00| Encur "
PO Receipt

fee per Uit Diccou] Date Received: [07/032017 | €= oot

ENTER: DATE “PARTIAL ORDER” WAS RECEIVED

bs2500 |0.00% QtyReceived:l:lkﬁU”» ENTER: QTY RECEIVED; AS “1” (ONLY)

» CLICK: SAVE

1,475.00 |0.00% WIFS.OD

Accounting~ Reports+ Utilities» System» Help» Exit

Purchase Orders

|FIRST | PREV | WEXT  LAST ADD EDIT | DEL  LIST CANCEL .~ SAVE | CLOSE | SAVE-ADDANOTHER. Receive All ltems) Print PO)

Ref:[Tl- | po#: (43 | G/L Account: [992 - Checking| Date Ordered: [07/03/2017

Vendor ID: Vender Name: |BSN SPORTS | CLICK: POST RECV’'D

Ship To Code: |APS TESTING ENVIRONMENT | Date Received: |07/03/2017

Total Ordered: [$5,000.00 Total Open: |$2,525.00 Total Posted: |$0.00 Total Received - Not Posted: |$2,475.00

Add Line Iteml Working Bal: £1,000.00| Encumbered Bal: £2,475.00

Acct. Number|Sub Acct Number|Invoice Number | Qty Ord. | Rec|Qty Open Description Price Per Unit|Discount Percent|Unit Desc. |Tax Amount | Total Amount| 1099
185 0 .

BASEBALL |No SubAccount 1 J 1 UNIFORMS AND EQUIPTMEMT|32,525.00 |0.00% EA. 50.00 $2,525.00

185 0 2

BASEBALL |No SubAccount 806531 1 J 0 PARTIAL UNIF EQUPT $2,475.00 [0.00% EA. £0.00 $2,475.00

[ Notes |

(Maximum of 250 characters)
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RECEIVING FOR BLANKET PURCHASE ORDERS:

*** FOLLOW THIS PROCEEDURE EACH TIME YOU GET AN INVOICE.

P WNR

© 0 N O v

CLICK:
CLICK:
CLICK:
CLICK:

CLICK:
CLICK:
ENTER: ACCOUNT NUMBER

TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
. TAB TO: INVOICE NUMBER; ENTER VENDOR INVOICE NUMBER

ACCOUNTING

PURCHASE ORDERS

PO ADD, EDIT, RECEIVE

LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED
- USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE
EDIT; AT THE TOP

ADD LINE ITEM

10.TAB TO: QUANTITY ORDERED; ENTER 1 (ALWAYS)

11. TABTO: PRICE PER UNIT; ENTER AMOUNT OF THE INVOICE

12. CLICK: SAVE; ON THE LINE

13. CLICK: EDIT; ON FIRST LINE ITEM (GREEN PENCIL ICON)

14. TAB TO: PRICE PER UNIT; EDIT AMOUNT TO REMAINING BALANCE OF ORDER
15. CLICK: SAVE ON THE LINE & SAVE AT THE TOP

*** BEFORE RECEIVING ANYTHING ENSURE THE TOTAL ORDERED AMOUNT
IS STILL EQUAL TO THE ORIGINAL AMOUNT OF THE PURCHASE ORDER

16. CLICK: RECEIVE BUTTON ON THE PARTIAL INVOICE LINE
17. ENTER: CORRECT DATE IF DIFFERENT

18. ENTER: QUANTITY RECEIVED, “1”

19. CLICK: SAVE

20. CLICK: POST RECV'D
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File Edit Vie Favorites Tools Help

5% [ Suggested Sites = &7 Web Slice Gallery ~ & APSintranet . Breaking News & Top Sto...

& Google B Lawson FJ] MSN Welcome to Albuquergue... £ Sign in to your account ) WinOcular Portal -

-

..epes software

Copyright @ 2014: CAP Group, Inc.

Utilities~

Accounting-  Reports~ System~ Help~

Accounting

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL &
Year: 2016 f 2017

Change Schools

CLICK: ACCOUNTING
CLICK: PURCHASE ORDERS

Exit

Purchase Orders Accounts
PO (Add, Edit, Receive)
Vendors

Ship To

CLICK: PO (ADD, EDIT, RECEIVE)

activity accounting
& Wel—

purchase orders

epessoftware

Copyright © 2014: CAP Group, Inc.

Utilities v

Accounting -+

Reports System «

Help»

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 / 2017

Change Schools

Exit

Purchase Orders

I

CLICK: LIST

|FIRST | PREV | wexi . Last ADD |EDIT | oE [LSE | CANCEL | SAVE | CLOSE | SAVE-ADDANGTHER. Receive All ltlems) Post Recvd) Print PO)

Ref:[T1- | po #:[42 | G/L Account

11992 - Checking| Date Ordered: (07/03/2017

Vendor ID: Vendor Name: |PS INK

Ship To Code: |APS TESTING ENVIRONMENT

| Date Received: —===——

-5

. epes software

Copyright @ 2014: CAP Group, Inc.

Total Ordered: |$695.00 Total Open: ($695.00 Total Posted: ($0.00 Total Received - Mot Posted: |$0.00

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

Change Schools

Accounting= Reports+ Utilities» System+ Help» Exit

PO List Search |PO Number v | for | | Search| Close)
_/ Click on the field header to sort by that field
|4

P « ke Dag| SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER he

42 - oz CLICK: ON PO TO BE EDITED/RECEIVED/POSTED

|
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Changes will not be saved until you click sa

Purchase Orders

FIRST ) PREV- - NEXT o - LAST - ADD EB et Receive All ItemsJ Post RecvdJ Print POJ
CLICK: EDIT

Ref: [T1- PO #: |46 CLICK: ADD LINE ITEM Date Ordered: 07/06/2017 |7

Vendor ID: |[PEPSI Vendor Name: =

Ship Te Code: | 1 - APS TESTING E |APS TESTING ENVIRONMENT Date Received: ——————

Total Ordered: [$15,000-00 | Total open: [$15,000.00 Total Posted: [$0.00 Total Received - Not Posted: [$0.00
_ Waorking Bal: $0.00| Encumberad Bal: $15,000.00

Options Acct. Number|Sub Acct Number|Invoice Number |Qty Ord. | Qty Open |Description Price Per Unit |Discount Percent | Unit Desc. | Tax Amount |T
- 145 0 o
n 5 3 DECA Mo SubAccaunt 1 1 DRINKS FOR SNACK BAR|515,000.00 |0.00% EA. £0.00 4
[ Notes |

(Maximum of 250 characters)

F TV S S SV

Purchase Orders

FIRST | PREV. NEXT | LAST ADD  EDIT | DEL | LiST | CANCEL SAVE | GLose | SAVE-ADDANOTHER (Receive All ltems) Post Recvd) (Print PO)

Ref: [T1 | po#:[45 | G/LAccount: | 992 - Checking Date Ordered: [06/19/2020 | %
Vendor ID: | PEPSI Vendor Name: |PEF’SI |O
Ship To Code: | 1 - SAME |SAME Date Received: ————

Total Ordered: |$5,000.00 Total Open: |%5,000.00 Total Posted: |$0.00 Total Received - Not Posted: |$0.00

Add Line Item| Working Bal: (%$5,000.00)| Encumbered Bal: $0.00
Options Acct. Number Sub Acct Number Invoice Number |Qty Ord. Qty Open Description Price Per Unit Discount Percent Unit Desc. | Tax Amount | Total Amount| 1099
- 145 561180
DECA SUPPLIES 1 1 DRINKS FOR SNACK BAR |$5,000.00 0.00% EA. =0.00 $5,000.00
(%] ‘ 145 - DECA | | s61180 - suppLIES [avGusTi7 J[1 ] o DRINKS FOR AUG J[s1.500.0] [ 0.00%] [EA. 50.00 | [s0.00 O
\

Notes ]
(Mazimum of 250 characters)

|
CLICK: ACCOUNT NUMBER; ENTER ACCOUNT NUMBER (OR) USE DROP DOWN
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER (OR) USE DROP DOWN
TAB TO: INVOICE NUMBER; ENTER VENDOR INVOICE NUMBER

TAB TO: QUANTITY ORDERED; ENTER “1” (ALWAYS)

TAB TO: DESCRIPTION; ENTER “PARTIAL ORDER”

TAB TO: PRICE PER UNIT; ENTER AMOUNT OF PARTIAL INVOICE

CLICK: SAVE ON THE LINE

_4’@5




Changes will not be saved until you clic
Purchase Orders

- FIRST |- PREV- - NEXT |- LAST |- ADD-|-EDIT-| DEL - LisT | cANCEL | save | cLose | SAVE-AD R Receive All liems) Post Recvd) Print PO)
Ref:[T1- | PO #:[46 | G/LAccount: | 992 - Checking | Date Ordered: &=
Vendaor ID: Vendor Name: |PEPSI | ]
|
Ship To Code: | 1 - APS TESTING ENVIRONME... | |APS/# CLICK' EDIT (GREEN PENCIL) ON THE IST LINE
» TAB TO: PRICE PER UNIT; LOWER THE ORIGINAL AMOUNT
Total Ordered: rots 0pse- 63000 | OF THE PURCHASE ORDER TO REFLECT ONLY THE REMAINING
BALANCE OF THE PURCHASE ORDER

A(H Um Item' VIATRITTY AT, LT CTTCUTTTIET =T O aT. ST |
DOptions ‘Acct. Number|Sub Acct Number|Invoice Numbefr Qty Ord. |Qty Open | Description Price Per Unit | Discount Percent| Unit Desc. | Tax Amo/
n Ax,{ é)?ESCA E‘lo SubAccount 1 1 DRINKS FOR SHACK B% $15,000.00 (0.00% EA. £0.00
n ; E)?ESCA go SubAccount AUGUST 17 1 1 DRINKS FOR AUG $1,500.00 0.00% EA. £0.00

(Maximum of 250 characters)

‘ | Notes | ‘

Copynght & 2014: CAP Group, Inc.

Accountingw Reportsw  Utilities» Systemw Helpw Exit

Purchase Orders

_FIRST PREV NEXi  LAST  ADD EDIT GEL  LIST GANGEL ~SAVE | CLOSE SAVE-AGDANGTHER Receive All ltems) Post Recvd) Print PO)

Ref:[TI- | po #:[46 | G/L Account: [992 - Checking| Date Ordered: [07/06/2017
Vendor ID: [PEPSI vendor Name: [PEPSI |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: e=—=—xm

Total Ordered: ($15,000.00 T@tal Open: |$15,000.00 Taotal Posted: |$0.00 Total Received - Mot Posted: |$0.00
- ‘r
Add Line ItemI Working Bal: %$0.00) Encumbered Bal: $13,500.00

[
Acct. Number Sub Agct Number Invoice Number | Qty Ord. |Rec|Qty Open w CLICK: RECEIVE; ON THE PARTIAL nt|Unit Desc. | Tax Amount|Total Amount|1
hee ’ RDER LINE (ONLY
DECA No SubAccount ! '3 oR O ( ) EA. $0.00  [$13,500.00
145 0 o
DECA No SubAccount AUGUST 17 1 'T] DRINKS FOR AUG ‘51,500.00 ‘O.DU Yo EA. £0.00 £1,500.00
| Notes |
y (Maximum of 250 characters)

BEFORE RECEIVING ENSURE THE TOTAL ORDERED AMOUNT
IS STILL EQUAL TO THE ORIGINAL AMOUNT OF THE PO
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Total Received - Not Posted: |$0.00

$1,000.00[ Encur e .
PO Receipt
fice Per Unit|Discoud Date Received: DHD3QD1? ] T ENTER: DATE “PARTIAL ORDER” WAS RECEIVED
1525.00 [0.00% Oty Received: < £25.00 ENTER: QTY RECE'VED, AS “1” (ONLY)
CLICK: SAVE
,475.00  [0.00% — GOU/T

ppAEMEae wme e e aa s s ey aaiws

Accountingw Reportsw  Utilitiesw Systemw Helpw» Exit

Purchase Orders

|FIRST | PREV | WEXT | LaST | ADD | EOIT | DEL | ST | GANGEL | SAVE | CLOSE | SAVE-ADDANGTHER  Receive All ltems - Print PO)

Ref:[T1- | PO #:[46 | &/L Account: [992 - Checking| Date Ordered: [07/06/2017
Vendor ID: Vendor Name: |PEPSI CLICK: POST RECV’D

Ship To Code: [APS TESTING ENVIRONMENT | -

Total Ordered: |$15,000.00 Total Open: |$13,500.00 Total Posted: ($0.00 Total Received - Not Posted: |$1,500.00
Add Line Item] Working Bal: $0.00f Encumbered Bal: £1,500.00

Acct. Number | Sub Acct Number| Invoice Number |Gty Ord. |Rec | Qty Open Description Price Per Unit |Discount Percent| Unit Desc. | Tax Amount | Total Amount
145 0 g,

DECA No SubAccount 1 J 1 DRINKS FOR SNACK BAR|513,500.00 |0.00% EA. £0.00 £13,500.00
145 0 g,

DECA Mo SubAccount AUGUST 17 1 J 0 DRINKS FOR AUG £1,500.00 0.00% EA. £0.00 $1,500.00

[ Motes |

(Maximum of 250 characters)
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EDITING AND RECEIVING OF PAYMENT FOR SERVICES:
EDIT PO ONCE VENDOR INVOICE IS RECEIVED:

CLICK: ACCOUNTING
CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVE)
CLICK: LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED
- USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE
CLICK: EDIT; AT THE TOP
CLICK: EDIT ON THE LINE (GREEN PENCIL)
CLICK: INVOICE NUMBER, ENTER VENDOR INVOICE NUMBER
TAB TO: PRICE PER UNIT; EDIT TO MATCH THE ITEMIZED VENDOR INVOICE
. CLICK: SAVE, ON THE LINE

10. CLICK: SAVE, AT THE TOP

- ONCE COMPLETE SEND A COPY OF THE PO AND INVOICE TO THE FINANCE DEPARTMENT
AT: ACTIVITYFUNDS.DOCS@APS.EDU

- PUT THE ORIGINAL PO & INVOICE IN PENDING FILE FOR PAYMENT FOR SERVICES WITH
THE DATE THAT IT WAS SENT WRITTEN ON IT

- AN INVOICE WILL BE SENT TO THE SCHOOL FROM GENERAL LEDGER IN 4-6 WEEKS TO
REIMBURSE APS/BOE FOR THE PENDING INVOICES

e

© 0N o v

i [ Suggested Sites = &7 Web Slice Gallery = &7 APSintranet . Breaking Mews & Top Sto... & Google [ Lawson [J] MSN g Welcome to Albuquerque... £ Sign in to your account WinOcular Portal -

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL &
Year: 2016 / 2017

-

5 SOHWO re Change Schools

.éig:ht © 2014: CAP Group, Inc
E——— CLICK: ACCOUNTING —
: . CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVE)

activity accounting
& Wel—

purchase orders
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mailto:ACTIVITYFUNDS.DOCS@APS.EDU

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

epessoftware Crte s

Copyright © 2014: CAP Group, Inc.

Accounting= Reports+  Utilities» System» Help»  Exit

CLICK: LIST

Purchase Orders

(FIRST PREV NexT LAST ADD EDIT DEL - SAVE | CLOSE | SAvE-ADDANOTHER - Receive Al ltems) Post Recvd) Print PO)

Ref:[T1- | po#:[42 | G/L Account: [992 - Checking| Date Ordered: [07/03/2017
Vendor ID: Vendor Mame: |PS INK |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: =—=—=

Total Ordered: |$695.00 Total Open: |$695.00 Total Posted: ($0.00 Total Received - Not Posted: [$0.00

District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1

AN Year: 2016/ 2017
£, epessoftware Coanie oo
Copyright @ 2014: CAP Group, Inc.

Accounting= Reports»  Utilities~ Systemw- Help» Exit

PO List Search |PO Number v | for | | Search| Close)
f
/ Click on the field header to sort by that field
- Ref: Date Received J VendorCode VendorName
- iy o] CLICK: LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED
| — - USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE

CLICK: ON PO TO BE EDITED/RECEIVED/POSTED
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EDITING ONCE SERVICE IS COMPLETE & INVOICE IS RECEIVED: - (PULL UP THE PURCHASE ORDER TO BE EDITED)

District: ALBUQUERQUE PUEBLIC SCHOOLS

School: ALBUQUERQUE TRAINING SCHOOL 6
Frw Year: 2016/ 2017
7 =< SPes sO are Change Schools

Copyright © 2014: CAP Group, Inc.

Purchase Orders

FIRST PREV | WEAT - LAST _ADD

LIST  CANGEL  SAVE | GLOSE  SAVE - ADD ANGTHER

Recsive All ltems) Post Recvd) Print PO)

Ref: =—u— PO #: G/L Account: [802 - Checking| Date Ord=res:
wendor ID: [HERRERAB wender Name: [HERRERA BUS COMPANY VZ40464

Ship To Code: [SAME ] Date Received: ——— CLICK: EDIT

Total Ordered: [$250.00 Total Open: |$250.00 Total Posted: |£0.00 Total Received - Not Posted: [$0.00
Add Line Item)

Working Bal: $0.00

[acct. Mumber [sub Acer [rrvoice [@ty Ord. [Rec[aty Open|[Description [price Per Unit|Discount Percent|Unit Desc. [Tax Amount|Total Amount[1099]
100 o
|ADMINISTRATION o SubAccount | |1 |_] |1 |F,-"T zoo 5,-"16,.-‘17|$250.00 0.00% |EA. |$0.00 |$250.oo

[ MNotes

(Maximum of 250 characters)

District: ALBUQUERQUE PUBLIC SCHOOLS

School: ALBUQUERQUE TRAINING SCHOOL 6

ﬁ_w Year: 2016/ 2017

A o e et

b epeSSO Gre Change Schools

Copyright ©@ 2014: CAP Group, Inc.

Purchase QOrders

Changes will not be saved until you click save.
FIRST | PREV |- NEXT | LAST - ADD | EDIT | DEL - Li&T |

GANCEL SAVE | GLOSE | SAVE - ADDANOTHER Receive All ltems) Post Recvd) Print PO)

Ref: | | po #:[1000 | G/L Account: | 992 - Checking

Date Ordered: [06/06/2017 | &
vendor ID: [HERRERAB Vendor Name: [HERRERA BUS COMPANY V#40464 | ()

Ship To Code:

1 - SAME |SAME |Date Received:

Total Ordered: |$250.00 Total Open: |$250.00 Total Posted: |£0.00 Total Received - Mot Posted: |$0.00

Add Line IIBm' Working Bal: ——————— Encumbered Bal: —————
Options Acct. Number Sub Acct Invoice Qty Ord. |Rec|Qty Open|Description Price Per Unit|Discount Percent [Unit Desc. [Tax Amount|Total Amount|1099

- 100 0 o
L] &WTION No SubAccount 1 _J 1 F/T ZOO 5/16/17($250.00 0.00% EA. $0.00 $250.00
[ Motes |
(Harimum oF 250 characters) »| CLICK: THE GREEN PENCIL
Changes will not be saved until you click save.
Purchase Orders

FIRST - PREV - WEAT - LAST -~ ADD - EDIT - DEL - LIST - GANI

SAVE | cLose | SAVE -ADDANOTHER Receive Al ltems) Post Recvd) Print PO)

Ref: PO #:|1000 G/L Account: {992 - Checking

Date Ordered: [06/06/2017 |2
ender ID: HERRERAB

Vendor Name: HERRERA BUS COMPANY V#40464 J

Ship To Code: | 1 - SAME fSAME Date Received: |06/06/2017

Total Ordered: Total Open: ($0.00 Total Posted: [$0.00 Teotal Received - Mot Posted:

Add Line Item Working Bal: — Encumbered Bal: ———

Options Acct. Number Sub Adct Number Invoice Number |Qty Ord. Qty Open|Description Price Per Unit Discount Percent |Unit Desc, |Tax Amount|Total Amount | 1099/
) @wnmmsm;\non 0 - No SubAc...  ||54321 e o FIT ZOO 511617 $215.25 0.00% EA. $0.00 $215.25
»
| T
<

EDIT: INVOICE NUMBER TO REFLECT VENDOR INVOICE
EDIT: PRICE PER UNIT TO MATCH ITEMIZED INVOICE
CLICK: SAVE; AT BOTTOM AND TOP
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*ONCE COMPLETE SCAN A COPY OF THE PO AND INVOICE TO THE FINANCE DEPARTMENT

AT: ACTIVITYFUNDS.DOCS@APS.EDU
- PUT ORIGINAL PO & INVOICE IN PENDING FILE FOR PAYMENT FOR SERVICES WITH DATE WRITTEN ON IT
- YOU WILL RECEIVE AN INVOICE FROM GENERAL LEDGER IN APPROX 4-6 WEEKS TO

REIMBURSE APS/BOE FOR PENDING INVOICES

District: ALBUQUERQUE PUBLIC SCHOOLS

o School: ALBUQUERQUE TRAINING SCHOOL 6

L Year: 2016/ 2017

|ﬁepes SO‘H’WG re Change Schools

Copyright © 2014: CAP Group, Inc.

Reports ties

Purchase Orders

FIRST PREV NEXT LAST ADD EDIT DEL LIST CANGEL ~SAVE CLOSE  SAVE-ADDANCTHER  Receive All IlemsJ PoisecvdJ PrianOJ

Refi ————= PO #: |1000 G/L Account: |992 - Checking| Date Ordered: [06/06/2017

Vendor ID: |HERRERAB Wendor Mame: |HERRERA BUS COMPANY V#40464 ‘

Ship To Code: ‘SAME ‘ Date Received: ————

Total Ordered: [$215.25 Total Open: ($215.25 Total Posted: |$0.00 Total Received - Not Posted: |$0.00

Add Line Item Working Bal: %0.00| Encumbered Bal: £215.25
Acct. Number Sub Acct Invoice Qty Ord. |Rec|Qty Open|Description Price Per Unit|Discount Percent|Unit Desc.|Tax Amount|Total Amount| 1099
100 0
ADMINISTRATION|No SubAccount 54321 1 _] 1 F/T ZOO 5/16/17|$215.25 0.00% EA. +0.00 $215.25

| Notes

(Maximum of 250 characters) * N OTE .

ONCE YOU HAVE COMPLETED ALL THESE
STEPS SEND A COPY OF THE PO AND INVOICE

TO THE FINANCE DEPARTMENT AT:

ACTIVITYFUNDS.DOCS@APS.EDU
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RECEIVING OF APSBOE PAYMENT FOR SERVICES:

*** AFTER INVOICE FROM GENERAL LEDGER IS RECEIVED ***

O N LA WNR

CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:

ACCOUNTING

PURCHASE ORDERS

PO (ADD,EDIT, RECEIVE)

LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER
ON PO TO BE RECEIVED

RECEIVE ALL

CONTINUE

POST RECV'D

7 [ suggested Sites +

27 web Slice Gallery v £ APSintranet % Breaking Mews & Top Sto... & Google [ Lawson M mMsN g Welcome to Albuquerque... &7 Sign in to your account WinOcular Portal -

Py

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL &

v Year: 2016/ 2017
. epes software Change schodis
Copyright © 2014: CAP Group, Inc.
;;;; =
i

Accounts » CLICK: ACCOUNTING
N — CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVE)

activity accounting
& Wel—

purchase orders
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016/ 2017

s software e !

Copyright © 2014: CAP Group, Inc.

Accounting= Reports+ Utilities» System+ Help» Exit

PO List Search |PO Number ¥ | for | | Search| Close|

f
/

| 4

on the field header to sort by that field

PO Number Ref: b4 CLICK: LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED

41 o7

2 = - USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE
| CLICK: ON PO TO BE EDITED/RECEIVED/POSTED

District: ALBUQUERQUE PUBLIC SCHOCLS
School: ALBUQUERQUE TRAINING SCHOOL 6
Year: 2016 f 2017

‘ﬁhems soﬁwc re Change Schools

Copyright @ 2014: CAP Group, Inc.

o

Accountingw= Reportsw- Utilities« Systemw Helpw Exit

Purchase Orders

MM%WW%WW — Post Recvd] Print POl

vendor ID: wendor Name: [HERRERA BUS COMPANY V#4046 |
Ship To Code: |SAME | Date Received: ———— M
Total Ordered: |$215.25 Total Open: |$215.25 Total Posted: |$0.00 Total Received - Not PoSTEOT [S0.00
Add Line liem Working Bal: %0.00 Encumbered Bal: $215.25
Acct. Number Sub Acct i Qty Ord. |Rec|Qty Open|Description Price Per Unit|Discount Percent |Unit Desc. | Tax Total 1099
100 {
ADMINISTRATION|No SubAccount 54321 1 J 1 F/T ZOO 5/16/17($215.25 0.00% EA. $0.00 $215.25

[ Notes ]

{Maximum of 250 characters)
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CLICK: CONTINUE

Purchase Orders

Ref: ——— PO #: G/L Account: |992 - Checking| Date Ordered:
Vendor ID: [HERRERAB | Vendor Name: [HERRERA BUS COMPANY V40464 |

Ship To Code: |SAIIE | Date Received:

CLICK: POST RECV'D
Total Ordered: Total Open: Total Posted: @Tﬁal Received - Not Posted:

$215.25 (]

*%* SEE PAGE 101 FOR CHECK PROCESSING PROCEDURES ***
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RECEIVING AND POSTING OF RECEIPTS FOR NOT TO EXCEED PQO’S:

*** WHEN SPONSOR RETURNS RECEIPTS FOR DEMAND CHECKS ***

EDITING PO TO THE VENDOR RECEIPT: (STEP 1)

O oooNOUAEWNPRE

-

CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:

ﬁ,‘epes software

Copyright @ 2014: CAP Group, Inc.

ACCOUNTING
PURCHASE ORDERS
PO (ADD, EDIT, RECEIVE)

LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER

ON PO TO BE EDITED
EDIT AT THE TOP

EDIT ON THE LINE (GREEN PENCIL)

TAB TO: PRICE PER UNIT; EDIT AMOUNT TO MATCH THE VENDOR RECEIPT
. CLICK:
10.CLICK:

SAVE ON THE LINE
SAVE AT THE TOP

LISTFRICT: ALBUUYUERUUE PUBLLL SULHUULS

Year:

Purchase Orders

Change Schools

School: ALBUQUERQUE TRAINING SCHOOL 1

Accounts 3
PO (Add, Edit, Receive)
Vendors

Ship To

82

CLICK: ACCOUNTING
CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVE)

—

activity accounting

&

purchase orders

Wel-



Accounting- Reports-  Utilities» Systemw- Help»  Exit

CLICK: LIST

Purchase Orders

—WW Recei
Ref: PO #: |49 | G/L Account: |9'92 - Ehecking| Cate Ordered:

Vendor ID: |COSTCO | vendor Name: |CcOSCTO |

Ship To Code: |APS TESTING ENVIRONMENT | Date Received: m=—————=x

LUPFIIYNL W £ULT. LAE UTUup, L.

Accountingw Reportsw Utilities» Systemw Helpw Exit

PO List Search |PO Number v | for | | Sean:hj Close|

Click on the field header to sort by that field

— Ref: Date Received
41 T1- 07/03/2017 SEARCH BY PO NUMBER
42 T- 07/032017 71312017
(OR) SCROLL TO PO NUMBER
43 T1- 07032017 132017
e = 07052047 #eti—»| CLICK: ON PO TO BE EDITED
45 T1- O7/05/2017 PPLY
45 T1- 07/06/2017 762017 PEPSI PEPSI
47 - 07/06/2017 7612017 PEPSI PEPSI
45 ) T1- O7i06/2017 762017 DIONS DIONS PIZZA

Changes will not be saved until you click save.
Purchase Orders

~FIRST- | PREV.NEXT- | LAST . ADD | EBIT.|, DEL | LiST| CANGEL | SAVE | cLOSE | SAVE -ADDANOTHER | Receive Al ltems) Post Recvd) Print PO)

Ref: PO #: G/L Actouqt: | 992 - Checking | Date Ordered: )
Vendor ID: Wendor Name: |COSCTO | J

Ship To Code: | 1 - APS TESTING ENVIRONME... | |aps TESTING® CLICK: EDIT; AT THE TOP

I CLICK: EDIT; ON THE LINE (GREEN PENCIL)

Total Ordered: |$400.00 Taotal Open: |$400.00 ———{Total

CLICK: PRICE PER UNIT; EDIT AMOUNT TO MATCH
Add Line ftem) THE CORRECT TOTAL ON THE VENDOR RECEIPT
Dptio: ’ﬁ Number Sub Acct Number | Invoice Number | Qty Ord. |Qty Open |Description Price Per Unit | Discount Percent | Unit Desc. | Tax Amount
B Ia é%aDENT COUNCILgO cubAccount 1 1 BECORATIONSFORPREM $400.00 0.00% EA. £0.00
[ Notes |

(Maximum of 250 characters)
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Purchase Orders

- FIRST =~ PREV ~ NEs

Changes will not be savad until you click save.

Ref: | T1- RO #: |49

Vendor ID: |CO$TCO

Ship To Code: |

Ec—ss+—eaNeH | SAVE | cLosE | SAVE - ADDANOTHER Receive All ltems) Post Recvd) Print PO)

G/L Account: | 992 - Checking

=iy

AR

Total Ordered: /1$D.Dl]

Optio|

Add Une}émj

| Date Ordered: [07/07/2017 |8
ONCE AMOUNT HAS BEEN ADJUSTED TO THE CORRECT AMOUNT

CLICK: SAVE; ON THE LINE I
CLICK: SAVE; AT THE TOP

sted: [$0.00

Acct. Number

Working Bal: ———— Encumbere}%ﬂ:

Sub Acct Number

Invoice Number |Qty Ord.

@ | 125 - STUDENT CouN... [

Qty Open |Description

Wprioe Per Unit | Discount Percent

| 0-No subac.. |

|

|
DECORATIONS FOR PR)[3397 56|
|

(=]
‘ |

| 0.00%]

Notes

(Maximum of 250 characters)
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EDITING CHECKS PAID TO MATCH VENDOR RECEIPT: (STEP 2)
*** PLEASE NOTE: IF THE DEMAND CHECK AND RECEIPT HAVE CROSSED MONTHS
THE CHECK ITSELF WILL NOT BE CHANGED. AN ADJUSTING ENTRY WILL NEED
TO BE MADE TO OFFSET THE DIFFERENCE.
*¥* PLEASE CONTACT YOUR TRAINER FOR ASSISTANCE ***

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: CHECKS PAID

CLICK: LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER

CLICK: ON THE CHECK TO BE EDITED

CLICK: ON AMOUNT; ADJUST THE AMOUNT TO MATCH THE VENDOR RECEIPT
CLICK: SAVE; AT THE TOP

Nk wbheE

Accounting+ Reports«  Utilities» Systemw Help» Exit

Accounting Accounts

Purchase Orders Vendors

s CLICK: ACCOUNTING
Checks Paid CLICK: ACCOUNTING
Receipts CLICK: CHECK PAID
Transfers & Deposits 3

Journal Adjustments
Cancel Checks
Budget

Counties

activity accol

Accounting= Reports« Utilities«= Systemw- Help» Exit
CLICK: LIST

Checks Paid
Check #: 1567 | Date: [07/07/2017 | GL Acct: | 992 - Checking Closed
Vendor ID: |DIONS Vendor Mame: |DIONS PIZZA | _J Date Cancelled:
Payee: DIONS PIZZA | Date Voided
Total Amount:
A S TAtrnl Aeanoeds [ @9 TAn nnl
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Accounting- Reports»  Utilities» Systemw

Helpw  Exit
Checks Search: |Check# v | for | | with Status Search) Close)
L Click on the field header to sort by that field

T . R SEARCH BY CHECK NUMBER Th

1564 COSTCO COSCTO (OR) SCROLL TO CH ECK NUMBER 07/072017

1565 < WALMART  |'WALMART ~ 071072017

1566 PEPSI PEPSI CLICK: ON PO TO BE EDITED 071072017

1567 DICNS DICNS PIZZA 07/07/2017

Checks Paid

T ————

) CLICK: EDIT
Check #: [1564 | Date: [07/07/2017 | GL Acct: | 992 - Checking CLICK: ON THE AMOUNT
Vendor ID: Vendor Name: [COSCTO | J EDIT: AMOUNT TO MATCH ]E|
Payee: |COSCTO |

THE VENDOR RECEIPT

Add Line ltem Save) Total Amount: £400.00

Acct. Sub Acct. Amount ’ |'I'ax Amt. ‘Working Balance |P.CI.# Invoice |Notes 1099
Deleig) | 125 - STUDENT COUN... | | 0- Mo subac.. | $400.00//50.00 | E400.00)49 | | DECORATIONS FOR PR () I
Void this Check

Checks Paid

Check #: [1564

| Date: [07/07/2017 | T2 6L Acct: | 992 - chizking ] Closed [__Ng

Vendor ID: __COSTCO Vendor Name: [COSCTO
P [COSCTO | | 8 CLICK: SAVE; AFTER THE AMOUNT IS
ayee:

CHANGED TO MATCH THE RECEIPT

Add Line ltem/Save) Total Amount: £307.86

Acct. Sub Acct. Amount *|'I'ax Amt. ‘Working Balance |P.CI.# Invoice |Notes 1099
DEIE®) | 125 - STUDENT COUN... | | 0-no subac.. | $397.86]50.00 | (Ga0786)49 | |[cECORATIONS FORPR| (1 |
Void this Check
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DISBURSMENT
OF
FUNDS




DISBURSMENT OF FUNDS:

- PAYMENTS FOR PURCHASES REQUIRING A PURCHASE ORDER

A. TANGIBLE ITEMS, TRAVEL, CAMPS, ETC...

1.

7.
8.

9

oA wWwN

CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:

CLICK:
CLICK:
. CLICK:
10.CLICK:
11.CLICK:

ACCOUNTING

PURCHASE ORDERS

PO (ADD, EDIT, RECEIVE)

LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER
PO TO BE PAID

RECEIVE ALL (ONLY AFTER INVOICE AND AMOUNT HAVE BEEN
VERIFIED AND ARE CORRECT)

CONTINUE

POST RECV’'D

REPORTS

ACCOUNTING

PRINT CHECKS

12.TAB TO: NEXT CHECK; VERIFY THE CHECK NUMBER CHANGE IF NEEDED
13.TAB TO: DATE TO PRINT ON CHECKS; THIS SHOULD BE THE CURRENT DATE
14.CLICK: COMBINE CHECKS FOR SAME VENDOR

*** IF YOU HAVE MULTILPE PAYMENTS TO THE SAME VENDOR

15.CLICK: PRINT & POST
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PRINTED CHECKS:

LAISLIICL ALBUGUERUE FUBLIL SUHUULS
ia- School: ALBUQUERQUE TRAINING SCHOOL 1

* Year: 2016 f 2017
A, epessoftware Chane Scho's

Copyright © 2014: CAP Group, Inc.

Accounting-  Reports» Utilities» System- Help» Exit CLICK: ACCOUNTING

CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVED)

Accounting

Purchase Orders Accounts

PO (Add, Edit, Receive)

Vendors
Ship To
Lnange SCcnoois
L a bul Iwul U LNnange >Ccnools

Copyright © 2014: CAP Group, Inc.

Accounting- Reporis«- Utilities« Systemw- Help» Exit

CLICK: LIST

Purchase Orders

_FIRST PREV  MEXT SAVE | CLOSE | SAVE-ADDANGTHER- Receive All ltems)
Ref: PO #:[49 | G/L Account: [992 - Checking| Date Ordered: [07/07/2017

vendor ID: |COSTCO | vendor Name: [coscTO |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: m————ou—m

|_—'—'...;. . . r——_——_—_C 1 . . _ | 11— . . - - . | EE—— 1 . . _
Copyright © 2014: CAP Group, Inc.

Accounting~ Reports» Utilities»~ System~ Helpw Exit

PO List Search |PO Number ¥ | for | | Search| Close)

Click on the field header to sort by that field

T

— Ref: Date Received VendorCode VendorName

41 D?{D3#I201? RonSDODTS BSh SPODT

@ i . 7297 | SEARCH BY PO NUMBER

43 T1- 07032017 {32017

44 Ti- 07/05/2017 71512017 (OR) SCROLL TO PO NUMBER

45 T1- 07/05/2017 E SUPPLY
45 T1- 07/06/2017 762017 CLICK' PO TO BE PAID

47 T1- 07/06/2017 762017 FEFST FEFST

45 T1- 07062017 762017 DICNS DIONS PIZZA

449 T1- 077217 CCSTCO CCSCTC

89



IR AT IR
Copyright © 2014: CAP Group, Inc.

Accounting» Reports» Utilities» System» Helps Exit

Purchase Orders

Ref: |T1— | PO #: |45 | G/L Account: Date Ordered:

Vendor ID: [SANDIAOFF | Vendor Name: [SANDIA OFFICE SUPPLY |

CLICK: RECEIVE ALL

Ship To Code: |APS TESTING ENVIRONMENT | Date Received: ===

Total Ordered: Total Open: Total Posted: Total Received - Not Posted:
- Working Bal: Encumbered Bal:

1 CLASSROOM SUPPLIES|$500.00 0.00% EA. $0.00 $500.00

CLICK: CONTINUE

Date Received

X
orroaorr |5 GG Gt
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WA T
Copyright © 2014: CAP Group, Inc.

Accountingw= Reports» Utilitiesw System~ Help» Exit

Purchase Orders

EDIT  DEL  UST  GANGEL  SAVE | CLOSE  SAVE-ADDANGTHER  Receive All llems) PostReevd) Print PO)

Ref:[Ti- | po #:[45 | G/L Account: [992 - Checking| Date Ordered: [07/05/2017
Vendor ID: |SANDIAOFF Yendor Name: |SANDLA OFFICE SUPPLY |

Ship To Code: [APS TESTING ENVIRONMENT | pate Recei{ CLICK: POST RECV’'D

Total Ordered: |$500.00 Total Open: |$0.00 Total Posted: |$0.00 Total Received - Mot Posted: |$500.00
Add Line Iteml Working Bal: $0.00{ Encumbered Bal: $500.00

Acct. Number| Sub Acct Number|Invoice Number | Qty Ord. |Rec |Qty Open Description Price Per Unit | Discount Percent| Unit Desc. | Tax Amount|Total Amount
180 0 a
ART No SubAccount 1 J 0 CLASSROOM SUPPLIES |5$300.00 0.00%: EA. 20.00 £500.00
[ Notes |
(Maximum of 250 characters)

AS YOU ARE RECEIVING & POSTING YOU WILL
NOTICE THAT THE DOLLAR AMOUNT OF THE

PURCHASE WILL MOVE FROM: T ——————

TOTAL OPEN — TOTAL RECEIVED (NOT POSTED) TO
TOTAL RECEIVED (NOT POSTED) - TOTAL POSTED | _
ONCE COMPLETE THE AMOUNT IS REFLECTED [N [5 SA-ausmmsinen: e Al Fectiecd) prnt PO)

THE TOTAL POSTED YOU ARE READY TO
ate Ordered: _
POST THE CHECK \

:

Ship To Code: |APS TESTING ENVIRONMENT chived: 07/10/2017

Total Orderad: |$500.00 Total Open: |$0.00 Total Posted: |$500.00 Total Received - Mot Posted: ($0.00
Add Line Item] Working Bal: (£500.00)| Encumbered Bal: $0.00

Acct. Number|Sub Acct Number| Invoice Number |Qty Ord. Rec|Qty Open |Description Price Per Unit | Discount Percent|Unit Desc. | Tax Amount | Total Amount|10

100 0 N
ART No SubAccount 1 J 0 CLASSROOM SUPPLIES|$500.00 0.00% EA. $0.00 $500.00
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-

=y Chance Schols
3, epessoftware

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports- Utilities» Systemw Help» Exit

Accounting Activity Ledger

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: PRINT CHECKS

Purchase Orders

-

Outstanding Checks

Reconciliation
Bank Reconciliation

Print Checks

Print Prev. Receipts

1092 Information »

Special Reports >

Journal Adjustments >

Chart of Accounts »

Sequential List » s -
activity accounting

Sub Account Reports >

Deposit Voucher & WEb-

Vendor List

Extended Codes v purchase orders

TP Nl IS L T Al N
Copyright © 2014: CAP Group, Inc.

Accounting~ Reports» Utilities«» System~ Help» Exit

Print Checks

Esmioe) (IR Clo=)

NOTE: Please use the "Close” button when leaving this screen

This option prints all Payables marked: [X] Pay This

Print Checks with Payable Dates Through: 07/10/2017 |58l
Checking Acct: | | 992 - Checking v

Next Check #: TAB TO: NEXT CHECK #; VERIFY THE NUMBER

, AND/OR CHANGE THE NUMBER AS NEEDED
Date to Print on Checks: |
TAB TO: DATE TO PRINT ON CHECK; VERIFY THE
U print check Numbers on checks DATE IS CORRECT
~ Combine Checks for Same Vendor< —» CLICK: COMBINE CHECKS WITH SAME VENDOR
|| Post Checks WITHOUT Printing

FOR MULTIPLE PAYMENTS TO THE SAME VENDOR

CLICK: PRINT & POST

\ 4
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HANDWRITTEN CHECKS:

©w N A WN R

CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
. CLICK:
10.CLICK:
11.CLICK:

ACCOUNTING

PURCHASE ORDERS

PO (ADD, EDIT, RECEIVE)

LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER
PO TO BE PAID

RECEIVE ALL (ONLY AFTER INVOICE AND AMOUNT ARE CORRECT)
CONTINUE

POST RECV’'D

REPORTS

ACCOUNTING

PRINT CHECKS

12.TAB TO: NEXT CHECK; VERIFY THE CHECK NUMBER CHANGE IF NEEDED
13.TAB TO: DATE TO PRINT ON CHECKS; THIS SHOULD BE THE CURRENT DATE

14.CLICK:

15.CLICK:
16.CLICK:

COMBINE CHECKS FOR SAME VENDOR

*** IF YOU HAVE MULTILPE PAYMENTS TO THE SAME VENDOR
POST CHECKS WITHOUT PRINTING

POST ONLY

93



LFISLMICL ALBUQUERYUE PUBLLIL DURUULD
- School: ALBUQUERQUE TRAINING SCHOOL 1

= Year: 2016 f 2017
tﬁ‘ems SOHWG e Change Schools

Copyright © 2014: CAP Group, Inc.

Exit

Utilitiesw

Helpw

Accounting-  Reports - System -

Accounting

Purchase Orders

Recounts "l | CLICK: ACCOUNTING
e CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVE)

Vendors

Ship To

. nange scnoos
1%6’”5 S2UlIvywadlil e LNange SCcnoois
Copyright © 2014: CAP Group, Inc.

Accounting- Reports- Utilities~ System- Help» Exit

CLICK: LIST

Purchase Orders

SAVE | CLOSE | SAVE-ADDANGTHER - Receive All ItemsJ
Ref: PO #:[49 | G/L Account: [992 - Checking| Date Ordered: [07/07/2017

Vendor ID: |COSTCO | vendor Name: [COSCTO |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: m————ou—m

|_.._. P 11— . . _ | 1— . .- . . [ -C -
S—

"
Copyright @ 2014: CAP Group, Inc.

Accounting-~ Reports» Utilities» System~ Helpw» Exit

PO List Search |PO Number v | for | | Sean:hJ Close|

f
/
y

Click on the field header to sort by that field

Ref:
41 07/0312017 SEARCH BY PO NUMBER
42 T o7, 71312017
- = 01 | (OR) SCROLL TO PO NUMBER
44 Ti- 07/05/2017 71512017 CLICK: ON PO TO BE PAID
45 - 07/05/2017 E SUPPLY
46 T 07/06/2017 7162017
47 T 07/08/2017 7I6/2017 PEPSI PEPSI
48 - 07/06/2017 71612017 DIONS DIONS PIZZA
49 T1- 07/07/2017 COSTCO coscTe
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NI VY WAL W
Copyright @ 2014: CAP Group, Inc.

Accountingw Reports«  Utilities» Systemw« Help» Exit

Purchase Orders

CFIRST PREV NEXT LAST ADD EDIT O LST GANGEL GSAVE CLOSE SAve-ADDANCTIER  Receive Alltems) Post Recvd) Print PO)
Ref: |T1— | PO #: |45 | G/L Account: Date Ordered:

Vendor ID: |SANDIAOFF Vendor Name: |SAHDIA OFFICE SUPR|

CLICK: RECEIVE ALL
Ship To Code: |APS TESTING ENVIRONMENT | e

Total Ordered: Total Open: Total Posted: Total Received - Not Posted:
- Working Bal: Encumbersd Bal:

1 CLASSROOM SUPPLIES|$300.00 0.00% EA. 50,00 £500.00

CLICK: CONTINUE

Date Received

07/10/2017 ) -6
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W W M = T Y Y R e

Copyright @ 2014: CAP Group, Inc.

Accounting »

Purchase

Reports =

Orders

Utilities» Systemw

Ref: [T1-

| PO #:[as

Vendor ID: |SANDIACFF Vendor Name: |SANDIA OFFICE SUPPLY

Helpw

Exit

EDIT  GEL . LIST m—wmﬂm Receive All Itemsl
| G/L Account: 992 Checkmg Date Ordered: 0?105,12[)17

Ship To Code: |APS TESTING ENVIRONMENT

Date

CLICK: POST RECV'D

ntl

Total Ordered: 500 00 Total Open: mn:tal Posted: m Total Received - Mot Posted: $50[] []0

Add Line Iteml

Working Bal: $0.00{ Encumbered Bal: $500.00

Acct. Number| Sub Acct Number|Invoice Number | Qty Ord. |Rec|Qty Open Description Price Per Unit | Discount Percent Unit Desc. | Tax Amount| Total Amount
190 0 -
ART No SubAccount 1 J 0 CLASSROOM SUPPLIES|(5300.00 0.00% EA. 50.00 £500.00

Notes

(Maximum of 250 characters)

AS YOU ARE RECEIVING & POSTING YOU WILL
NOTICE THAT THE DOLLAR AMOUNT OF THE
PURCHASE WILL MOVE FROM:

TOTAL OPEN — TOTAL RECEIVED (NOT POSTED) TO

TOTAL RECEIVED (NOT POSTED) - TOTAL POSTED
ONCE COMPLETE THE AMOUNT IS REFLECTED IN
THE TOTAL POSTED YOU ARE READY TO

POST TH

E CHECK

'\

\

—

[E_-SAVE-ADDANGTHER- Receive All llems) Post Recvd) Print PO)

te Ordered: |07/05/2017

te Received: |07/10/2017

Total Ordered: |$500.00 Total Open: |£0.00 Total Posted:

$500.00 Total Received - Mot Posted: |$0.00

Add Line Iteml

Working Bal: ($500.00)| Encumbered Bal: %$0.00

Acct. Number|Sub Acct Number|Invoice Number |Qty Ord. |Rec|Qty Open |Description Price Per Unit | Discount Percent|Unit Desc. | Tax Amount | Total Amount|10
180 0 -
ART Mo SubAccount J 0 CLASSROOM SUPPLIES|$500.00 0.00% EA. £0.00 $500.00
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A . epessoftware

Copyright @ 2014: CAP Group, Inc.

Year:
Change Schools

Accounting= Reports+  Utilities» System

Accounting Activity Ledger

2016 [ 2017

Purchase Orders

-

Outstanding Checks

Reconciliation

Bank Reconciliation
Print Checks

Print Prev. Receipts
1092 Information
Special Reports
Journal Adjustments
Chart of Accounts
Sequential List

Sub Account Reports
Deposit Voucher
Vendor List

Extended Codes

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: PRINT CHECKS

activity accounting
& Wel-

v purchase orders

ot
Copyright © 2014: CAP Group, Inc.

Accountingw= Reports« Utilitiesw» Systemw Helpw Exit

Print Checks

Beaving) QNN Clocs)

Print Checks with Payable Dates Through: ]
Checking Acct:

Mext Check #:
Date to Print on Checks: E

I Print check Numbers on checks
) combine Checks for Same vendor
¥ post Checks WITHOUT Printing

WoF WS YT WAL W =

NOTE: Please use the "Close” button when leaving this screen

This option prints all Payables marked: [X] Pay This

TAB TO: NEXT CHECK #; VERIFY THE NUMBER
AND/OR CHANGE THE NUMBER AS NEEDED
DATE TO PRINT ON CHECK; VERIFY THE

DATE IS CORRECT

TAB TO:

} [ CLICK: COMBINE CHECKS WITH SAME VENDOR
FOR MULTIPLE PAYMENTS TO THE SAME VENDOR
L CLICK: POST CHECKS WITHOUT PRINTING

CLICK: POST ONLY

\ 4
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- PAYMENTS FOR PURCHASES REQUIRING A PURCHASE ORDER

B. PAYMENTS FOR SERVICES TO APS/BOE

STEP 1:

1.

CLICK: ACCOUNTING

2. CLICK: PURCHASE ORDERS

® N U A W

STEP 2:

10.
11.
12.
13.
14.
15.
16.
17.
18.

STEP 3:

19.
20.
21.
22.
23.
24,
25.
26.
27.

CLICK: PO (ADD, EDIT, RECEIVE)

CLICK: LIST, SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER
CLICK: ON PO TO BE EDITED

CLICK: RECEIVE ALL

CLICK: CONTINUE

. CLICK: POST RECV'D

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: ACCOUNTS PAYABLE

CLICK: LIST

CLICK: ON LINE TO BE EDITED

CLICK: EDIT; AT THE TOP

CLICK: EDIT; ON THE BOTTOM (GREEN PENCIL)
CLICK: VENDOR ID

ENTER: APSBOE; CHOOSE APS BOARD OF EDUCATION
CLICK: SAVE; AT THE TOP

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: PRINT CHECKS

VERIFY: CHECK NUMBER & DATE TO PRINT ON CHECK; *** FOR PRINTED CHECKS***
CLICK: COMBINE LIKE VENDORS (2NP BOX IN BOTTOM LEFT CORNER)

CLICK: PRINT & POST; *** FOR HANDWRITTEN CHECKS ***

CLICK: COMBINE LIKE VENDORS (2N° BOX ON BOTTOM LEFT)

CLICK: POST WITHOUT PRINTING (3f° BOX BOTTOM LEFT)

CLICK: POST ONLY
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File Edit Vie Favorites Tools Help

i M suggested Sites v &) Web Slice Gallery v & APSintranet #& Breaking News & Top Sto... & Google [ Lawson [ mMsn Welcome to Albuquerque... £ | Sign in to your account ) WinOcular Portal -

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 6
Year: 2016 f 2017

aﬁ,‘ems SOF"WG re Change Schools

Copyright © 2014: CAP Group, Inc.

P

uUtilitiesw Exit

Accountingw-  Reportsw Systemw Helpw

Accounting

ENTERING PO:

CLICK: ACCOUNTING

CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVE)

Purchase Orders Accounts

PO (Add, Edit, Receive)

Vendors

Ship To

activity accounting
& Wel—

purchase orders

Accountingw~ Reports+ Utilitiess«» Systemw Help» Exit

Purchase Orders

_FIRST PREV WexT «LAST ADD EDIT DEL (LIST| CANCEL ~SAVE  CLOSE SAVE-ADDANGTHER Receive Al ltems) Post Recvd) Print PO)

Ref:[T1- | PO #:]49 | G/L Account: [982 - Checkind /2017
CLICK: LIST

Vendor ID: [COSTCO Vendor Name: |COSCTO

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: s

Total Ordered: |$397.86 Total Open: |$397.86 Total Posted: ($0.00 Total Received - Not Posted: |$0.00
Add Line Iteml Waorking Bal: ($397.86) Encumbered Bal: £39

Accounting- Reports+ Utilities» Systemw Help- Exit

PO List Search |PO Number | for | | Search) Close)
A
v Click on the field header to sort by that field
. SEARCH BY PO NUMBER
- Ref: Date Received
41 0710312017 (OR) SCROLL TO PO NUMBER
42 T1- 07i03/2017
43 T1- 07/03/2017 732017 CLlCK: ON PO TO BE PAlD
44 T1- 07052017 7152017
45 T1- 07/05/2017 702017 SANDIACFF SANDIA OFFICE SUPPLY
45 T1- D7/06/2017 762017 FPEPSI PEPSI
47 T1- 07/06/2017 762017 FEFSI FEFSI
45 T1- 07i06/2017 762017 DICNS DIONS PILZZA
49 T1- 07072017 CCSTCO CCSCTC
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District: ALEUQUERQUE PUBLIC SCHOOLS
O - Y

School: ALBUQUERQUE TRAINING SCHOOL &

Z . epesSoﬁware Year: 2016/ 2017

Change Schools
Copyright © 2014: CAP Group, Inc.

Accounting- Reports- Utilitiesw System -

Help- Exit

Purchase Orders

EESIRE) EAniRE)
Ref: ——— PO #: G/L Account: Date Ordered:
vendor ID: [HERRERAB | vendor Name: | A BUS COMPANY V#40464 ]
Ship To Code: |SAME | Date Received:
CLICK: RECEIVE ALL
Total Ordered: Total Open: Tutal Posted: Total Received - WOT POStEd: [S0.00°
2 e iz

Working Bal: Encumbered Bal:

Motes ]
(Maximum of 250 characters)

>

<

CLICK: CONTINUE

06/06/2017

Purchase Orders

Ref: =——= PO #: G/L Account: [992 - Checking| Date Ordered: [06/06/2017

Vendor ID: |HERRERAB Vendor Name: |HERRERA BUS COMPANY V#40464 |

Ship To Code: [SAME | Date Received: [06/06/2017

CLICK: POST RECV’'D

Total Ordered: [$215.25 Total Open: [§0.00 | Total Posted: [$215.25 Total Received - Not Posted:

Working Bal: Encumbered Bal:

Motes



Instrc: ALBUQUERQUE PUBLLC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL &
Year: 2016 f 2017

tﬁms SO'FI'WG re Chanage Schools

Copyright @ 2014: CAP Group, Inc.

Accounting-- Utilities -

Reports-w System -

Accounting Accounts

Purchase Orders Vendors CLICK ACCOUNTING
O Erpelils CLICK: ACCOUNTING
Checks Pald CLICK: ACCOUNTS PAYABLE
Receipts
Transfers & Deposits >

Journal Adjustments
Cancel Checks

Budget

Counties

activity a

Accounting= Reports«  Utilities« Systemw Helpw= Exit

Accounts Payable CLICK: LIST

G/L Account: [992 - Checking | c/a:|($4,528.79) Date: [09/18/2017 | pay This:
Vendor ID: |APSBOE Vendor Name: |APS |

Payee: |AP5 |

Add Line Iteml Working Bal: ($225.00)| Total Amount: [$225.00

Acct. Sub Acct. Amount P.O.# Invoice Motes Tax Amt. 1099
115 0 —
. . ()]
FIELD TRIP Mo SubAccount SRR BUS FORFT $0.00 -
Accounting~  Reportsw  Utilities» System»  Helps  Exit
Accounts Payable Search |Dale '\ for | | Search Chsel

‘ Click on the field header to sort by that field

|
CLICK: CHECK TO BE PAID |

Payee Check Total
09132017 802 DIONS PIZZA 550.00
DaHa/2017 802 JANE DOE $25.00
09132017 992 APS $225.00
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Changes will not be saved until you click
Accounts Payable

FIRST ~ PREV ~ MEAT - LAST  ADD  EDIT  DEL - LiBT  CANGEL SAVE |4LO.LMAEDIHEB

G/L Account: | 992 - Checking ClA: Date: |09/18/2017 | Pay This: ¢
Vendor ID: |APS ’ Vendor Name: JANE DOE CLICK: EDIT
= ~— ——» CLICK: VENDOR ID

ENTER: APSBOE; CHOOSE APS BOARD OF EDUCATION
CLICK: SAVE; AT THE TOP <

VendorCode VendName

APSATHLET
H|APSBOE ARPS
[ 1=
q [mt. 10090
125 (i}
n a STUDENT COUNCIL No SubAccount il ACCOMPANIST $0.00

ONCE ALL PAYMENTS FOR SERVICES HAVE BEEN CHANGED TO REFLECT APSBOE AS THE VENDOR, PROCEED TO PRINT CHECKS
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P e e e e =

Year: 2016 f 2017

tﬁ»epes SOF'I'WG e Change Schools

Copyright © 2014: CAP Group, Inc.

Accounting- Reporis-  Utilities«= System- Help» Exit

Accounting Activity Ledger CLICK: REPORTS
Purchase Orders Cutstanding Checks CLICK ACCOUNTING
Reconciliation CLICK: PRINT CHECKS
Bank Reconciliation
Print Checks
Print Prev. Receipts
1099 Information 3
Special Reports >
Journal Adjustments »
Chart of Accounts 3
Sequential List > actiUity CiC
Sub Account Reports »
Deposit Voucher &
Vendor List
Extended Codes 3 pur:hclse e
District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 6
i — e g
Copyﬁghte@egifgmpr . FOR PRINTED CHECKS:
Accounting~  Repe ies e elp VERIFY CHECK NUMBER & DATE ARE CORRECT
IF NOT ENTER CORRECT INFORMATION
Print Checks { CLICK: COMBINE CHECKS FOR SAME VENDOR
Proview) P& Posl) CLICK: PRINT & POST

NOTE: Please use the "Close"” button when leaving this screen

This option prints all Payables marked: [X] Pay This

Print Checks with Payable Dates Through: 06/06/2017 il

FOR HAND WRITTEN CHECKS:

Checking Acc VERIFY CHECK NUMBER & DATE ARE CORRECT
Next Check #: j { IF NOT ENTER CORRECT INFORMATION

Date to Prnt on Checks: | |__06/06/2017] { CLICK: COMBINE CHECKS FOR SAME VENDOR

[ erint check Numbers on checks 4///’ CLlCK POST CHECK WlTHOUT PR'NT'NG
[Jcombine Checks for Same Vendor

[T Post Checks WITHOUT Printing CLICK: POST ONLY
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- PAYMENTS OF FUNDS NOT REQUIRING A PURCHASE ORDER
POSTED THROUGH ACCOUNTS PAYABLE

A. CASH ADVANCES

STEP 1:

1.

vk wN

©®No

10.

11.

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS PAYABLE
CLICK: ADD
TAB TO: VENDOR ID; ENTER NAME OF VENDOR OR FIRST FEW LETTERS
- A LIST OF POSSIBLE VENDORS WILL APPEAR, CHOOSE CORRECT NAME & CLICK
- IF VENDOR DOES NOT EXIST ADD THEM; REFERENCE PAGE 107

NOTE: USE AS MUCH DETAIL AS POSSIBLE WHEN ADDING THE NEW VENDOR
CLICK: ADD LINE ITEM
CLICK: SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: AMOUNT; ENTER THE AMOUNT OF THE CASH ADVANCE
TAB TO: NOTES; ENTER PURPOSE FOR USE OF CASH ADVANCE
CLICK: SAVE ON THE LINE; SAVE AT THE TOP

STEP 2:

12.
13.
14.
15.
16.
17.
18.
19.
20.

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: PRINT CHECKS

VERIFY: CHECK NUMBER & DATE TO PRINT ON CHECK;*** FOR PRINTED CHECKS***
CLICK: COMBINE LIKE VENDORS (2NP BOX IN BOTTOME LEFT CORNER)

CLICK: PRINT & POST;*** FOR HANDWRITTEN CHECKS ***

CLICK: COMBINE LIKE VENDORS (2P BOX ON BOTTOM LEFT)

CLICK: POST WITHOUT PRINTING (3%° BOX BOTTOM LEFT)

CLICK: POST ONLY
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District: ALBUQUERQUE PUBLIC SCHOOLS
o School: ALBUQUERQUE TRAINING SCHOCL 1
Year: 2017 / 2018

s : ems Soﬁwc re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting -

Reports-  Utilities~ System

Accounting Accounts

Purchase Orders Vendors

Accounts Payable CLICK' ACCOU NTING
Checks paid CLICK: ACCOUNTING
je:& . CLICK: ACCOUNTS PAYABLE

Journal Adjustments

Cancel Checks

Budget
Counties
- - -
activity accounting
District: ALBUQUERQUE PUBLIC SCHOOLS
. o School: ALBUQUERQUE TRAINING SCHOOL 1

Year: 2017 f 2018
;. epessoftware .

Copyright @ 2014: CAP Group, Inc.

Accounting - Reports - Utilities.w System -

CLICK: ADD
Accounts Payable M

| FIRST | PREV | WEAT - LAST |ADD | EDIT | DEL  LIST | CANGEL | SAVE | GLOSE | SAVE-ADD ANGTHER

G/L Account: [902 - Checking |  cra:[(32.492.05)

| Date: [07/10/2017 | pay This: #
Vendor ID: |SANDIAOFF Vendor Name: |SANDIA OFFICE SUPPLY |

Payee: |5ANDIA OFFICE SUPPLY

Add Line Ileml working Bal: ($500.00) Total Amount: |[$500.00
Acct. Sub Acct. Amount |P.O.# Invaice Notes Tax Amt. (1099
ART N [$500.00]

ART Mo SubAccount £500.00| |45 CLASSROOM SUPPLIES 50.00 (]
District: ALBUQUERQUE PUBLIC SCHOOLS
. e School: ALBUQUERQUE TRAIMING SCHOOL 1

Year: 2017 J 2018
£, epessoftware P

Copyright @ 2014: CAP Group, Inc.

Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking | cia: [($2,499.05) | Date: [o7r2z12017 |E Pay This: (¥
wendor ID: :l “ vendor Name: |[PETER PAN
i —»| TAB TO: VENDOR ID
——— — > ENTER: VENDOR CODE; SELECT FROM LIST AS NEEDED
APSBOE APS
H eLanx MISC WVENDORS
BSMNSPORTS BSMN SPORTS PHEOMIX AZ
| 'cosTtco coscTo
DIONS DICNS PIZZA
DCE JANE DCE
PAN PETER PAN
PEFSI PEFSI
PSINK PS INK 12755 COMAMNCHE RD NE ALBUQUERQUE | MM
SANDIACFE SANDIA OFFICE SUPPLY
Page |11 21 Next Last [1v]
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Accounts Payable

Changes will not be saved until you click save.

| SAVE -ADD ANOTHER
G/L Account: | 992 - Checking | A [B221379) | Date: 09222017 [T pay This: @
Vendor 10: Vendor Name: MISCVENDOR | 1 \[ENDOR DOES NOT EXIST YOU WILL NEED TO ADD THEM

CLICK: YES
Vendor Not Found /

Would you like this vendor?

junt:

(?@
i

SANE - ADD ANGTHER  Print This Receipt] Woid this Receipt

New Vendor

Bl
Vendor Code WAGNER| |*

Vendor Name

| |
- Address | |
Address line 2 | |
City | o TAB TO: VENDOR NAME; ENTER FULL NAME
. Pr—— | **% ADD AS MUCH INFORMATION AS
ZipCode | - POSSIBLE IF YOU HAVE IT.
| phone - rxlC ) J | @ CLICK: SAVE

Tax ID |

School Vend # |

f— Attention | /l/
|
|

County ID | Sel/eumption

Bid Category
MEMO |

r g

- Eancell
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Accounts Payable

CldTYES W TUL U 3d¥SU UL YU LILR Sadve,

G/L Account: | 92 - Checking

O

$4,254.05

| ate: (06192020 [ payhis:

Vendor ID: /Veg

CLICK: ADD LINE ITEM

Payee: | PETER PAN

fie]

CLICK: SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED
f TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: AMOUNT; ENTER AMOUNT OF CASH ADVANCE

TAB TO: NOTES; ENTER PURPOSE FOR USE OF CASH ADVANCE +———

T |
¥ ;
Options  |Acct. — |5ub Acct. Amount p.0.# Invoice Notes «——— |TaxAmt |1099
W Q| 110-stuventacv.. | | 561180~ SUPPLEES I [[CASHADV FORHC SUPPLIES] ](5000 |1
Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking

[ | ca: [(32,499.05)

| Date: 072212017 |

Pay This: ¥

vengor® CLICK: SAVE ON THE LINE [
CLICK: SAVE AT THE TOP
Payee: |IV:I
‘Aﬂljne Iteml Waorking Bal: Total Amount:
Options Acct. Sub Acct. Amount P.O.# Invoice |Notes Tax Amt. [1009
@9 | 155 easeear | | 0-NosubAc.. | $500.00] | |FOOD AND GAS FOR CAMPINTA|30.00 | |
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1

Year:
Change Schools

2017 / 2018

ﬁepes software

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports- Utilities~ Systemw

Accounting Activity Ledger

Purchase Orders Outstanding Checks

Reconciliation

Bank Reconciliation
Print Checks

Print Prev. Receipts
1099 Information
Special Reports
Journal Adjustments
Chart of Accounts

Sequential List

¥y v v v w ¥

Sub Account Reports
Deposit Voucher

Vendor List

Extended Codes 3

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: PRINT CHECKS

activity accounting
& Wel—

purchase orders

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL &
Year: 2016/ 2017

-

Change Schools

ﬁnepes software
Copyright © 2014: CAP Group, Inc.

Reports es el el

FOR PRINTED CHECKS:
VERIFY CHECK NUMBER & DATE ARE CORRECT

Print Checks

F'reviewl Print & Postl Close

NOTE: Please use the "Close" butten when leaving this screen

This option prints all Payables marked: [X] Pay This
06/06/2017 g

Print Checks with Payable Dates Through:

Checking Acct:

—

IF NOT ENTER CORRECT INFORMATION
CLICK: COMBINE CHECKS FOR SAME VENDOR
CLICK: PRINT & POST

Mext Check #:

Date to Print on Check;

06/06/2017 | =

[Jerint check Numbers on checks

[Jcombine Checks for Same Vvendor
[Jpost Checks WITHOUT Printing *\_} {

FOR HAND WRITTEN CHECKS:

VERIFY CHECK NUMBER & DATE ARE CORRECT
IF NOT ENTER CORRECT INFORMATION

CLICK: COMBINE CHECKS FOR SAME VENDOR
CLICK: POST CHECK WITHOUT PRINTING
CLICK: POST ONLY
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B. PAYMENT TO CERTAIN APS ENTITIES (IE... ATHLETICS, GL FOR TEXTBOOKS, ETC.)
STEP 1:

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS PAYABLE
CLICK: ADD
TAB TO: VENDOR ID
ENTER: VENDOR CODE; SELECT FROM LIST AS NEEDED
CLICK: ADD LINE ITEM
CLICK: SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
. TABTO: AMOUNT; ENTER THE AMOUNT
. TABTO: NOTES; ENTER PURPOSE FOR CHECK
. CLICK: SAVE ON THE LINE; SAVE AT THE TOP

LN R WNE

[ S Y
N - O

STEP 2:

13. CLICK: REPORTS

14. CLICK: ACCOUNTING

15. CLICK: PRINT CHECKS

16. VERIFY: CHECK NUMBER & DATE TO PRINT ON CHECK;*** FOR PRINTED CHECKS***
17. CLICK: COMBINE LIKE VENDORS (2N° BOX IN BOTTOME LEFT CORNER)

18. CLICK: PRINT & POST; *** FOR HANDWRITTEN CHECKS ***

19. CLICK: COMBINE LIKE VENDORS (2N° BOX ON BOTTOM LEFT)

20. CLICK: POST WITHOUT PRINTING (3R° BOX BOTTOM LEFT)

21. CLICK: POST ONLY
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District: ALBUQUERQUE PUBELIC SCHOOLS
.- School: ALBUQUERQUE TRAINING SCHOOL 1
S Year: 2017 /2018

aﬁ‘ems SOF"WG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports-  Utilities~

Systemw Helpw

Accounting

Accounts

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS PAYABLE

Purchase Orders Vendors

Accounts Payable
Checks Paid

Receipts

Transfers & Deposits ¥
Journal Adjustments

Cancel Checks

Budget

Counties

activity accounting
& Wel—

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2017 f 2018

nﬁ»ems soﬁwc re Change Scheols

Copyright © 2014: CAP Group, Inc.

Accounting~ Reports- Utiliies» System -

CLICK: ADD

Accounts Payable
FIRST | PREV | NExT  LAST (ADD | EOIT | DEL | LIST | CANCEL | SAVE | CLOSE | SA&WE-ADD ANGTHER -

G/L Account: [992 - Checking | cra: [(32.492.05)

| Date: [07/10/2017] pay This: ¥
Vendor ID: |SANDIAOQFF Vendor Name: |SANDIA OFFICE SUPPLY |

Payee: [SANDIA OFFICE SUPPLY |

Add Line Ileml working Bal: ($500.00) Total Amount: |$500.00
Acct. Sub Acct. Amount P.O.# Invoice Notes Tax Amt. 1099
190 (4]

ART Mo SubAccount £500.00| (45 CLASSROOM SUPPLIES $0.00 [S0]

Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking /]/H‘ TAB TO: VENDOR ID
Vendor o: Vendor Name: [MISCVEND ENTER: VENDOR CODE; SELECT FROM LIST AS NEEDED

| s (%]

VendName CADDRESS CCITY CSTATE CTAXIDNO
APSATHLET APS ATHLETICS
1 APSBCE APS

P —
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L TTI IV A T W MR ] W R T

Accounts Payable

3425405 | Date: [06192020 | pay This:

G/L Account: | 992 - Checking On

Vendor ID: |APSBOARDO Vendar Name: |APS ROARD QF FNUCATION A

CLICK: ADD LINE ITEM
Payee: APSBOARD OF EDUCZ) CLICK: SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED
Da

TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN

x TAB TO: AMOUNT; ENTER AMOUNT
[AddLin ) 1| TAB TO: NOTES; ENTER PURPOSE OF CHECK 9
- .
Options M:I:IK ——» |Sub Acct. \Aﬁmounl P.0O.# Invoice \ Notes Tax Amt. 1099
B Q| 18- easeaan | | a7010-rees-acrvime.. | seoo0) || (OCTOBER GATERECEPTS  [S000 |

Changes will not be saved until you click save.
Accounts Payable

- FIRST + FREV -~ NEXT - LAST - ADD - EDM - DEL ¢ m
G/L Account: | 992 - Checking [ oA Date: (07212017 |2 pay This: @
Vendq; Ics ‘ J
CLICK: SAVE ON THE LINE
Paveelll CLICK: SAVE AT THE TOP
Add|Line Iteml Working Bal: Total Amount:
Optionsl Acct. Sub Acct. Amount P.O.# Invoice Notes |'I'ax Amt. (1099
] | 185 - BASEBALL | | 0-nosubac.. || $367.00 | Il OCTOBER|GATE RECEIPTS 5000 |1 |o
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District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1

ﬁ,ﬁp& software

Copyright @ 2014: CAP Group, Inc.

Year:

Accounting- Reports- Utilities» Systemw Helpw Exit

Activity Ledger

Accounting

Purchase Orders Outstanding Checks

Reconciliation
Bank Reconciliation
Print Checks

Print Prev. Receipts
1099 Information
Special Reports
Journal Adjustments
Chart of Accounts
Sequential List

Sub Account Reports
Deposit Voucher
Vendor List

Extended Codes

2017 / 2018
Change Schools

¥y v v v w ¥

L] -5
- -

'ﬁ“epes software

Copyright © 2014: CAP Group, Inc.

Accountingw Reportsw Utilitiesw» Systemw Helpw

Exit

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: PRINT CHECKS

activity accounting
& Wel—

purchase orders

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1

Year:
Change Schools

Print Checks

SEE) G Co=)

NOTE: Please use the "Close” button when leaving this screefi

This option prints all Payables marked: [X] P4y Thi

Print Checks with Payable Dates Through:

Checking Acct: || | 992 -

Next Check #:

Date to Print on Checkzs:

1 Print check Mumbers on checks
! Combine Checks for Same Vendor
I/ Post Checks WITHOUT Printing

hecking ¥

1565
07212017

{

2017 f 2018

FOR PRINTED CHECKS:

VERIFY CHECK NUMBER & DATE ARE CORRECT
IF NOT ENTER CORRECT INFORMATION

CLICK: COMBINE CHECKS FOR SAME VENDOR
CLICK: PRINT & POST

o

FOR HAND WRITTEN CHECKS:

VERIFY CHECK NUMBER & DATE ARE CORRECT
IF NOT ENTER CORRECT INFORMATION

CLICK: COMBINE CHECKS FOR SAME VENDOR
CLICK: POST CHECK WITHOUT PRINTING
CLICK: POST ONLY
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C. PAYMENT TO REPLENISH PETTY CASH/ CHANGE FUNDS
STEP 1:

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS PAYABLE
CLICK: ADD
TAB TO: VENDOR ID
ENTER: VENDOR CODE; SELECT FROM LIST AS NEEDED
(THIS WILL BE THE INDIVIDUAL THAT WILL BE CASHING THE CHECK)
. CLICK: ADD LINE ITEM
8. CLICK: SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED
(REPEAT FOR EACH ACCOUNT THAT THE FUNDS WILL BE DRAWN OUT FROM)
9. TABTO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
10. TAB TO: AMOUNT; ENTER THE AMOUNT OF THE CASH ADVANCE
11. TAB TO: NOTES; ENTER PURPOSE FOR USE OF CASH ADVANCE
12. CLICK: SAVE ON THE LINE; FOR EACH
13. CLICK: SAVE AT THE TOP; ONCE ALL LINES HAVE BEEN ENTERED

ok wnN R

STEP 2:

14. CLICK: REPORTS

15. CLICK: ACCOUNTING

16. CLICK: PRINT CHECKS

17. VERIFY: CHECK NUMBER & DATE TO PRINT ON CHECK; *** FOR PRINTED CHECKS***
18. CLICK: COMBINE LIKE VENDORS (2N° BOX IN BOTTOME LEFT CORNER)

19. CLICK: PRINT & POST; *** FOR HANDWRITTEN CHECKS ***

20. CLICK: COMBINE LIKE VENDORS (2N° BOX ON BOTTOM LEFT)

21. CLICK: POST WITHOUT PRINTING (3R° BOX BOTTOM LEFT)

22. CLICK: POST ONLY
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District: ALEUQUERQUE PUBLIC SCHOOLS
. - School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2017 / 2018

‘ﬁh‘ems SOF"WG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting - Utilities+

Reports System -

Help-

Accounting Accounts

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS

Purchase Orders Vendors

Accounts Payable
Checks Paid

Receipts

Transfers & Deposits ¥
Journal Adjustments
Cancel Checks

Budget

Counties

activity accounting
& Wel—

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2017 f 2018

nﬁ»ems soﬁwc re Change Scheols

Copyright © 2014: CAP Group, Inc.

Accounting~ Reports- Utiliies» System - CLICK ADD
Accounts Payable
—m—lwﬂ—

G/L Account: [992 - Checking | cra: [(32.492.05) | Date: [07/10/2017] Ppay This: «
Vendor ID: [SANDIAOFF Vendor Name: |SANDIA OFFICE SUPPLY |

Payee: [SANDIA OFFICE SUPPLY |

Add Line Ileml working Bal: Total Amount:

Acct. Sub Acct. Amount P.O.# Invoice Notes Tax Amt. 1099
120 [
ART No SubACCoURt 45 CLASSROOM SUPPLIES £0.00 (]

Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking TAB TO: VENDOR ID
odor 1 FOTAET Vardor Name: SCY ENTER: VENDOR CODE; SELECT FROM LIST AS NEEDED
| 2o (%]
VendName CADDRESS CCITY  CSTATE CTAXIDNO
APSATHLET APS ATHLETICS junt:
H|aPsBOE APS
{ \ ]

114



Accounts Payable

Vendor ID:

Payee: JANE DOE

G/L Account: | 992 - Checking

| a: [sa25405 | pate: [06192020 [T ooy Thic:

/

CLICK: ADD LINE ITEM

CLICK: SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: AMOUNT; ENTER THE AMOUNT OF THE CASH ADVANCE

TAB TO: NOTES; ENTER PURPOSE FOR USE OF CASH ADVANCE

\ W@ HIHL&L. SIUTUT
b | N\
PV
hl

7

Options  |Acct.

Sub Acct. Amount P.O.# Invoice < Notes

Tax Amt.

1099

@ @ | 185- BasesaL

| 561160 - FOOD | $300.00] | I [SNACKS FOR AWAY GAME] |

150.00

] o

Accounts Payable

- FIRGT + PREV - NEAT = LAST = ADD  EDI -~ GEL « LSBT

Changes will not be saved until you click save.

| SAVE - ADD ANOTHER

G/L Account: | 992 - Checking

| C/fa: |($2,999.05) pate: |07/21/2017 | T Pay This: ¥

¥ CLICK: SAVE ON THE LINEJ = |
Payee | CLICK: SAVE AT THE TOP
ﬂ Line Iteml Working Bal: Total Amount:
Optiong Acct. Sub Acct. Amount P.O.# Invoice Notes Tax Amt. 1099
B © | 1s5- Basesal | | 0-Nosubac.. || $367.00 | I OCTOBER[GATE RECEIFTS  ||5000 | () |
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District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1

ﬁ,ﬁp& software

Copyright @ 2014: CAP Group, Inc.

Year: 2017 / 2018
Change Schools

Accounting- Reports- Utilities» Systemw Helpw Exit

Accounting

Activity Ledger

Purchase Orders Outstanding Checks

Reconciliation
Bank Reconciliation
Print Checks

Print Prev. Receipts
1099 Information
Special Reports
Journal Adjustments
Chart of Accounts

Sequential List

¥y v v v w ¥

Sub Account Reports
Deposit Voucher

Vendor List

Extended Codes 3

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: PRINT CHECKS

activity accounting
& Wel—

purchase orders

District: ALBUQUERQUE PUBLIC SCHOOLS
o School: ALBUQUERQUE TRAINING SCHOOL 1

L] -5
- -

'ﬁ“epes software

Copyright © 2014: CAP Group, Inc.

Year:
Change Schools

Accountingw Reportsw Utilitiesw» Systemw Helpw Exit

2017 f 2018

Print Checks

SEE) G Co=)

NOTE: Please use the "Close” button when leaving this screen

Print Checks with Payable Dates Through:
Checking Acct:
Next Check #:

Date to Print on Checks;

1 Print check Mumbers on checks
! Combine Checks for Same Vendor
I/ Post Checks WITHOUT Printing

116

FOR PRINTED CHECKS: i
VERIFY CHECK NUMBER & DATE ARE CORRECT
IF NOT ENTER CORRECT INFORMATION

CLICK: COMBINE CHECKS FOR SAME VENDOR
CLICK: PRINT & POST

FOR HAND WRITTEN CHECKS:

VERIFY CHECK NUMBER & DATE ARE CORRECT
IF NOT ENTER CORRECT INFORMATION

CLICK: COMBINE CHECKS FOR SAME VENDOR
CLICK: POST CHECK WITHOUT PRINTING
CLICK: POST ONLY




D. PAYMENT FOR REFUND TO STUDENT (OR) PARENT
STEP 1:

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS PAYABLE
CLICK: ADD
TAB TO: VENDOR ID
ENTER: VENDOR CODE; SELECT FROM LIST AS NEEDED
(INDIVIDUAL THAT IS BEING REFUNDED — ADD, NEW VENDOR IF NEEDED)
CLICK: ADD LINE ITEM
CLICK: SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED
9. TABTO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
10. TAB TO: AMOUNT; ENTER THE AMOUNT OF THE REFUND
11. TAB TO: NOTES; ENTER PURPOSE FOR THE REFUND
12. CLICK: SAVE ON THE LINE; SAVE AT THE TOP

ok wnN R

0o~

STEP 2:

13. CLICK: REPORTS

14. CLICK: ACCOUNTING

15. CLICK: PRINT CHECKS

16. VERIFY: CHECK NUMBER & DATE TO PRINT ON CHECK;*** FOR PRINTED CHECKS***
17. CLICK: COMBINE LIKE VENDORS (2N° BOX IN BOTTOME LEFT CORNER)

18. CLICK: PRINT & POST;*** FOR HANDWRITTEN CHECKS ***

19. CLICK: COMBINE LIKE VENDORS (2N° BOX ON BOTTOM LEFT)

20. CLICK: POST WITHOUT PRINTING (3R° BOX BOTTOM LEFT)

21. CLICK: POST ONLY
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District: ALEUQUERQUE PUBLIC SCHOOLS
o School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2017 / 2018

‘ﬁh‘ems SOF"WG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports-  Utilities~

Systemw Helpw

Accounting

Accounts

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: ACCOUNTS

Purchase Orders Vendors

Accounts Payable
Checks Paid

Receipts

Transfers & Deposits ¥
Journal Adjustments
Cancel Checks

Budget

Counties

activity accounting
& Wel—

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2017 f 2018

nﬁ»ems soﬁwc re Change Scheols

Copyright © 2014: CAP Group, Inc.

Accounting~ Reports- Utiliies» System -

Accounts Payable
—m—lwﬂ—

G/L Account: [992 - Checking | cra: [(32.492.05) | Date: [07/10/2017] Ppay This: «
Vendor ID: [SANDIAOFF Vendor Name: |SANDIA OFFICE SUPPLY |

Payee: [SANDIA OFFICE SUPPLY |

Add Line Ileml working Bal: Total Amount:

Acct. Sub Acct. Amount P.O.# Invoice Notes Tax Amt. 1099
100 0
ART No SubACCoURt 45 CLASSROOM SUPPLIES £0.00 (]

Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking TAB TO VENDOR ID

S _W ENTER: VENDOR CODE; SELECT FROM LIST AS NEEDED

e **INDIVIDUAL THAT IS BEING REFUNDED — ADD; NEW VENDOR IF NEEDED)**
VendName CADDRESS CCITY  CSTATE CTAXIDNO
APSATHLET APS ATHLETICS junt:
H|aPsBOE APS
{ \ ]
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LIIdNyEs WL IIUL DE SdVEU UTUl yUuu LICE Save.

Accounts Payable

§425405 | Date: [06192020 | pay This:

G/L Account: | 992 - Checking o Om

]lilrerldor ID: -_GARCIA L A A1 | WInC S ADSIA |H
CLICK: ADD LINE ITEM

CLICK: SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
TAB TO: AMOUNT; ENTER THE AMOUNT OF REFUND
TAB TO: NOTES; ENTER PURPOSE FOR REFUND

~ AN |

Options | Acct. L——p |Sub Acct. i Amount P.0.# Invoice

B Q| 0-swojcior | | aoto-reEsacrvim.. | 8000 || |[STUDENT WITHDREW, ANN GAR[5000 |

A jiotes Tax Amt. 1009

Changes will not be saved until you click save.

Accounts Payable

G/L Account: | 992 - Checking | 7Y Date: 072112017 | & pay This: @

P CLICK: SAVE ON THE LINE ics [ ]

Venddr
CLICK: SAVE AT THE TOP
Payee [
_AE Line Iheml Waorking Bal: Total Amount:
Options| Acct. Sub Acct. Amount P.O.# Invoice Notes |Tax Amt. 1099
@ ® | 185 - Basesan | | 0-nosubac.. || 3367.00) | I |OCTOBER|GATE REGEIPTS  [§000 [ o
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District: ALBUQUERQUE PUBLIC SCHOOLS

Year: 2017 / 2018
Change Schools

ﬁ,ﬁp& software

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports- Utilities» Systemw Helpw Exit

Accounting Activity Ledger

School: ALBUQUERQUE TRAINING SCHOOL 1

CLICK: REPORTS

Purchase Orders Outstanding Checks
Reconciliation CLlCK: ACCOUNT'NG
Bank Reconciliation CLICK: PRINT CHECKS
Print Checks
Print Prev. Receipts
1099 Information 3
Special Reports [3
Journal Adjustments 3
Chart of Accounts 3
Sequential List [3 - - -
o Acceunt Reporte i activity accountlngy
Deposit Voucher Eb_
Vendor List &
Extended Codes v purchase orders
District: ALBUQUERQUE PUBLIC SCHOOLS
. .‘L.n School: ALBUQUERQUE TRAINING SCHOOL 1
- - Year: 2017 f 2018
aﬁ“ems SO‘H’WO re Change Schools
Copyright © 2014: CAP Group, Inc.
Accountingw Reportsw Utilities» Systemw Help» Exit
FOR PRINTED CHECKS: I
e VERIFY CHECK NUMBER & DATE ARE CORRECT

SEE) G Co=)

NOTE: Please use the "Close” button when leaving this screen

Print Checks with Payable Dates Through:
Checking Acct: || | 992 -

Next Check #:

IF NOT ENTER CORRECT INFORMATION
CLICK: COMBINE CHECKS FOR SAME VENDOR
CLICK: PRINT & POST

Date to Print on Checls:

1 Print check Mumbers on checks
! Combine Checks for Same Vendo,
I/ Post Checks WITHOUT Printing

FOR HAND WRITTEN CHECKS:

VERIFY CHECK NUMBER & DATE ARE CORRECT
IF NOT ENTER CORRECT INFORMATION

CLICK: COMBINE CHECKS FOR SAME VENDOR
CLICK: POST CHECK WITHOUT PRINTING
CLICK: POST ONLY
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POSTING OF BANK DIVIDENDS & FEES: (aka: credits/debits)

A. DIVIDENDS — INTEREST EARNED ON CHECKING, SAVINGS & CD’S, etc.

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: RECEIPTS
CLICK: ADD

O ONOULRWNR

. CLICK: ADD LINE ITEM

TAB TO: RECEIPT NUMBER; ENTER # START WITH “1” FOR EACH MONTH
TAB TO: DATE; ENTER LAST DATE OF STATEMENT CYCLE
TAB TO: GL ACCOUNT; SELECT APPROPRIATE GL ACCOUNT
TAB TO: RCVD FROM; ENTER VENDOR

10. CLICK: ACCT; SELECT PROPER ACCOUNT TO DEPOSIT INTO
11.TAB TO: SUB ACCOUNT; SELECT “INVESTMENT INCOME”

12. TAB TO: AMOUNT; ENTER AMOUNT OF FUNDS BEING DEPOSITED
13. TAB TO: NOTES; ENTER DESCRIPTION OF FUNDS BEING DEPOSITED

14. CLICK: SAVE ON THE LINE; SAVE AT THE TOP

Copyngnht @@ 2014: CAP Group, Inc.

Accounting Accounts

Purchase Orders Vendors

Accounts Payable
Checks Paid
Receipts

Transfers & Deposits
Journal Adjustments
Cancel Checks
Budget

Counties
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Accounting~ Reports+ Utilities«= System+ Help» Exit

CLICK: ADD

Receipts
FIRST | PREV- |- NEXT--LAsT-/JABBI EOIT, |-GEL | LIST | GANGEL |- SAVE | GLOSE |-SAVE-ADDANOTHER- Print This Receipt) Void this Receipt)

Receipt #: [1023 Date: [09/14/2017 GL Account: [992 - Checking|  Printed: Posted From: ==
Revd From: Vendor Name: [MIRANDA CANDY SHOP | Closed: Void Date: =———

Individual: [MIRANDA CANDY SHOP |

Receipt Total: |$50.00

Add Line Iteml

Acct. Sub Acct. Amount Tax Amt. Notes Pay Type
110 0
STUDENT ACTIVITIES No SubAccount [#50.00 [s0.00 [candy sates [cash
LIdNYES W UL e 5dVEd Wi yud LIILE Sdve.
Receipts
FIRST A =PREV-- = NEXT - LAST- - ADD— - EDIT |~ BEL = ST savE | close | SAVE - ADD ANOTHER [Print This Receipt] [Vnid this Receipt]

Receipt #: Date: [06/19/2020 |2 GL Account: | 9992 - BK OF THE WEST #16... Printed: Posted Fron
bal
Revd From: | BLANK Vendor !@me: | MISC VENDOR / |Q Closed: Void Date:
Individual: CLICK: RECEIPT #; ENTER RECEIPT # “1”
TAB TO: DATE; ENTER LAST DATE OF THE STATEMENT CYCLE
TAB TO: GL ACCOUNT; SELECT APPROPRIATE GL ACCOUNT

%j TAB TO: RCVD FROM; ENTER NAME OF VENDOR (IE... BANK) $0.00

CLICK: ADD LINE ITEM

There are no line items yet, Click "Add Line Item'.

LIIAHYTD W TIWL BT 3aVEU WU FUL UL 20VE.

Receipts

FIRGT - PREV  NEAT + LAST - ADD  EOIT + DEL © LST %E% SAVE ‘ CLig

RECEiDt & Date: FAcMAOAAN [Tl 1 Accounte o == LT Delabad, |81 Dactod T

CLICK: ACCT; SELECT APPROPRIATE ACCOUNT
RovdFrom: [BANKOFTHE_ | vendilpp g iy 13 ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
Indvidual: BANKOF THEWEST /| TAB TO: AMOUNT; ENTER AMOUNT OF DEPOSIT

TAB TO: NOTES; ENTER DESCRIPTION OF DEPOSIT

/% CLICK: SAVE ON THE LINE AND SAVE AT T:IE TOP «——
: ) X

T
\

/ \

'ﬁ ‘ Sub Acct. * GASB Code  |Amount ‘ Tax Amt. Notes\
[50.00 | MONTHLY INTEREST EARNED | C - Cash =

Pay Type

Oplioﬁ/
@ @ | s30520 - INTEREST 415000 - INVESTMENT IN... 0-N. || 13724
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B. SERVICE CHARGES, FEES
1. CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: CHECKS PAID
CLICK: ADD
CLICK: NUMBER; ENTER # START WITH “1” FOR EACH MONTH
TAB TO: DATE; ENTER LAST DATE OF STATEMENT CYCLE
TAB TO: VENDOR ID; ENTER VENDOR (IE... BANK)
CLICK: ADD LINE ITEM
. CLICK: ACCT; SELECT PROPER ACCOUNT
10. TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
11. TAB TO: AMOUNT; ENTER AMOUNT OF FEE
12. TAB TO: NOTES; ENTER DESCRIPTION OF FEE
13. CLICK: SAVE ON THE LINE; SAVE AT THE TOP

©oNOUAEWN

Accounting Accounts

Vendors

Purchase Orders

b

Accounts Payable

Checks Paid CLICK: ACCOUNTING
Receipts CLICK: ACCOUNTING
CLICK: RECEIPTS

Transfers & Deposits »

Journal Adjustments
Cancel Checks

Budget

Counties
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Accounting- Reports- Utilities» System- Help» Exit

Checks Paid

MMW CLICK: ADD

Check #: [1572 | Date: [09/14/2017 |[H GL Acct: | 992 - Checking cl
Vendor ID: [FRIEDCHIC Vendor Name: |FRIED CHICKEN | _J Date Cance
Payee: [FRIED CHICKEN | Date V

Total Amc

AddlneliEmSaye) Total Amount: 5250.00

Acct. Sub Acct. Amount Tax Amit. Working Balance |
I;
BEEE | 100 - ADMINISTRATION 0 - No Subac.. $250.00($0.00 [52.066.02)
“oid this Check
Checks Paid

Check #: [1 o | Date: [08/3172017 | GL Acct: | 992 - Checking | Closed [Ny

Vendor ID: NUS Vendor Name: |MISC VENDSRS | J Date Cancelled: |:|EI

|_“ m Date Voided —
Total Amount:

VendorCode VendNa DDRESS ITY CSTATE CTAXIDNO

NUSENDA NUSENDA

CLICK: RECEIPT NUMBER; ENTER # START WITH “1” FOR EACH MONTH
Y

'Tmm—.—tm—ywmﬁrm _ TAB TO: DATE; ENTER LAST DATE OF STATEMENT CYCLE TAB TO:
™~ VENDOR ID; ENTER VENDOR (IE... BANK)

Checks Paid

Check #: |1 | Date: 08/31/2017 | 2] GL Acct: 992 - Checking v Clos
vendor ID: [NUSENDA Vendor Name: [NUSENDA | |

Payee: [NUSENDA |

Date Cancelle

Date Voir

/P CLICK: ADD LINE ITEM Total Amoul
Add Line llemSave) Total Amount:

‘There are no line items yet. Click 'Add Line Item'.
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Checks Paid

check s [ ﬂ| CLICK: ACCT; SELECT PROPER ACCOUNT

Vendor //d TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
pevee: (NUSENDE TAB TO: AMOUNT; ENTER AMOUNT OF FEE

TAB TO: NOTES; ENTER DESCRIPTION OF FEE
Total Amount: []

— —
¥ ol a

Acct. Sub Acct. Amount Tax Amt. Working Balance |P.0.# | Invoicd™ |Notes 1000
Delete) | Select Activity Account | | 0 - No SubAccount | $0.00([$0.00 Il $0.00| | | | O

Accounting~ Reports+ Utilities» System+ Help» Exit
Checks Paid

- FIRST | PREV. NEXT | LAST | ADD | EDIT | DEL | LISF-—cacePh  SAVE ||CLOSE | SAVE-ADDANGTHER -

Check #: |1

| Date: [08/p112017 | (LGt acct | 000 chackinn
Vendor ID: Vendor Name: Em CLICK SAVE ON THE LINE

Closed NQ

.
Payee: [NUSENDA i > SAVE AT THE TOP
k Total Amount: $10.0Q
AT GaD Y otal Amount:
Acct. Sub Acct. Amount |Tax Amt. Working Balance P.0O.# Invoice |Notes 1099
@B | 100 - ADMINISTRATION 0 - No SubAc.. $10.00[[$0.00 |[32.076.02)] I |[MONTHLY SERVICE CH
Void this Check
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C. NSF CHECKS
1. CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: CHECKS PAID
CLICK: ADD
CLICK: RECEIPT NUMBER; ENTER # START WITH “1” FOR EACH MONTH
TAB TO: DATE; ENTER LAST DATE OF STATEMENT CYCLE 7
TAB TO: VENDOR ID; ENTER VENDOR (IE... BANK)
CLICK: ADD LINE ITEM
. CLICK: ACCT; SELECT PROPER ACCOUNT
10. TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN
11. TAB TO: AMOUNT; ENTER AMOUNT OF FEE
12. TAB TO: NOTES; ENTER DESCRIPTION OF FEE
13. CLICK: SAVE ON THE LINE; SAVE AT THE TOP

©ENOUAEWN

Accounting Accounts

Vendors

Purchase Orders

b

Accounts Payable

Checks Paid CLICK: ACCOUNTING
Receipts CLICK: ACCOUNTING
CLICK: RECEIPTS

Transfers & Deposits »

Journal Adjustments
Cancel Checks

Budget

Counties
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Accounting- Reports- Utilities» System -

Checks Paid

M—nﬁ—uﬁ#ﬁmﬁ‘ CLICK: ADD

Check #: [1572

Vendor ID: [FRIEDCHIC

Help-

| pate: [p9/14/2017 | 6L Acct:

Exit

992 - Checking

Vendor Mame: |FRIED CHICKEN

Cl

Payee: [FRIED CHICKEN

.

Date Cance

Date W
Total Amc
AddNREliEm Sae) Total Amount:
Acct. Sub Acct. Amount Ta=x Amt. Working Balance |
.
BEEE | 100 - ADMINISTRATION 0 - No SubAc.. $250.00($0.00 II ($2,066.02]
“oid this Check

Checks Paid

Check #: [1 - |-Datg, [08/31/2017 | T8 GL Acct: | 992 - Checking | Closed [ Ng
Vendor ID: NUS Vendo[ Name: |MISCVENDORS | J Date Cancelled: |:|EI
|_“ Date Voided —

Total Amount:
VendorCode CA 55 CCITY CSTATE CTAXIDNO
NUSENDA NUSENDA CLICK: CHECK NUMBER; START WITH # 1, IF THERE ARE NO FEES
[

Bre are no Ne [ems yet. Lo e

IF THERE ARE FEES FOLLOW WITH THE NEXT NUMBER 2, ETC
\:" TAB TO: DATE; ENTER LAST DATE OF STATEMENT CYCLE TAB TO:

' VENDOR ID; ENTER VENDOR (IE... BANK)

Checks Paid

Check #: |1 | Date: 08/31/2017 | 2] GL Acct: 992 - Checking v Clos
Vendor ID: NUSENDA Vendor Mame: |NUSENDA | J Date Cancelle
Payee: |NUSENDA | Date Voir
//P CLICK: ADD LINE ITEM Total Amou

Add Line llemSave) Total Amount:

‘There are no line items yet. Click 'Add Line Item'.
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Checks Paid

FIRGT « PREV - NEXT . LAST = ADD .« EDMT

Check #: |2 | 1

Vendor ID: |NUSENDA Vendor

payee: [NUSENDA

CLICK: ACCT; SELECT PROPER ACCOUNT

TAB TO: AMOUNT; ENTER AMOUNT OF NFS CHECK
TAB TO: NOTES; ENTER DESCRIPTION FOR CHECK
CLICK: ADD LINE ITEM

CLICK: ACCT; SELECT PROPER ACCOUNT

TAB TO SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN

TAB TO: AMOUNT; ENTER AMOUNT OF NSF FEE
TAB TO: NOTES; ENTER DESCRIPTION, NSF FEE

). 4 -
x ¢ v
Add Line ltem)Gave) Total Amoprf: [ §50.00) / \
Acct. Sub Acct. v Amount‘ Tax Amt. Working Balance P.0.# Invoic‘e- MNotes

Delete) | 140 - BAND/CHOIR 417010 - FEES-ACTIVITL.. || $50.00][$0.00 I 51,000.00] I |[NSF ck: JANEDOE |

Delete) | 140 - BAND/CHOIR 417010 - FEES-ACTIVITL.. || §15.00[50.00 I £1,000.00]| Il |[NSF CKFEF] ]
Checks Paid
FIRST = PREV ~ NEXT . LAST ~ ADD  EDIT  DEL  L&T _WLOBE | SAVE - ADD ANOTHER
Check #: |2 Date: [08/3f1/2017 | Closed [ Ng
Vendor ID: NUSENDA Vendor Name: [NUSEND, 4 CLICK: SAVE ON THE LINE Date Cancelled: ]

> SAVE AT THE TOP

Payee: [NUSENDA Date Voided ——
k Total Amount:
4
Add Line ltemSave) Total Amount:
Acct. Sub Acct. Amount Tax Amt. Working Balance P.O.# Invoice |Notes 1099
Delete) | 140 - BAND/CHOIR 0 - No SubAc... $50.00|($0.00 [ $1,000.00] NSF CHECK. JANE DOE
Delete) | 140 - BAND/CHOIR 0 - No SubAc... $15.00(/$0.00 [ $1,000.00] NSF CHECK FEE
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CANCELLING CHECKS:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: CANCEL CHECKS

ENTER: CANCELLATION DATE; LAST DATE OF STATEMENT CYCLE

CLICK: OK

CLICK: CANCEL; FOR EACH CHECK THAT HAS CLEARED THE BANK
VERIFY THE AMOUNTS AGAINST THE BANK STATEMENT
AFTER ALL OF THE CHECKS CLEARED ARE MARKED CANCELLED

VERIFY TOTAL CANCELLED AGAINST TOTAL ON STATEMENT
7. CLICK: OK

S UhWNRE

* IF AMOUNTS DO NOT MATCH CLOSE AND MAKE THE NECESSECARY CORRECTIONS AND REPEAT STEPS 1-7 *

Accounting - R

Accounting Accounts »

Purchase Orders Wendors

Accounts Payable

Checks Paid

Receipts CLICK: ACCOUNTING
Transfers & Deposits 3 CLICK' ACCOUNTING
Journal Adjustments CLICK: CANCEL CHECKS

Cancel Checks

Budget

Counties

activity accounting
& Wel—

purchase orders
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Accounting»= Reporis- Utilities+= System- Help» Exit

Cancel Checks

The date entered here is typically a Month End Date.
Checking Acct: | 992 - Checking 7 |

Enter Cancellation date: [12/31/2016 |
—_

== | ENTER: CANCELLATION DATE
LAST DATE OF STATEMENT CYCLE
> CLICK: OK
b - A - >
Cancel Checks
The date entered here is typically a Month End Date.
Checking Acct: | 992 - Checking *
Enter Cancellation date: [12/31/2016 |2
OK| Close
Checks List
Cancellation Date:
Cancel Check # Ck Date Amount
o 1] 07/31/2016 £10.00
—|| 1551 08/24/2016 £500.00
(] 1552] 08/24/2016 £176.00
=] 1553 08/24/2016 £95.00
(] 1561 11/30/2016 £497.23
(] 1562 11/30/2016 £500.00
Total Cancelled: <
> - Close)

|

CLIvCK: CANCEL; FOR EACH CHECK THAT HAS CLEARED THE BANK
VERIFY THE AMOUNTS AGAINST THE BANK STATEMENT
AFTER ALL OF THE CHECKS CLEARED ARE MARKED CANCELLED
VERIFY TOTAL CANCELLED AGAINST TOTAL ON STATEMENT S

CLICK: OK

\4
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VOIDING OF STALE DATED CHECKS:

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: CHECKS PAID
CLICK: LIST; ENTER NUMBER IN SEARCH FIELD (OR)
SCROLL TO FIND & CLICK ONCE ON CHECK TO OPEN
CLICK: VOID THIS CHECK; BOTTOM LEFT OF SCREEN
ENTER; STALE DATED CHECK IN VOID REASON FIELD
TAB TO: DATE; ENTER CURRENT DATE
CLICK: CONTINUE; VOIDED CHECK WILL OFFSET TO ORIGINAL CHECK

PWNR

5.
6.
7.
8.

e perEeas e maea 3 e s sy msiue

Accounting= Reports»  Utilities~ System» Help»  Exit

Accounts L3

Vendors

Purchase Orders

-

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: CHECKS PAID

Accounts Payable

Checks Paid

Receipts

Transfers & Deposits 3
Journal Adjustments

Cancel Checks

Budget

Counties

Accounting- Reports- Utilities» Systemw Helpw» Exit

CLICK: LIST
Checks Paid
FIRST PREV NEXT LAST ADD EDIT DEL |[LIST | CANGEL « SAVE | CLOSE  GAVE-ADD ANGTHER

Check #: (107 Date: [09/19/2016 | T GL Acct: | 992 - Checking Closed [ Ng|
Vendor ID: [YOUNG Vendor Name: |STEVE YOUNG J Date Cancelled: =
Payee: |STEVE YOUNG Date Voided

Total Amount: $25.00

Add Line liem Saug) Total Amount:

Acct. Sub Acct. Amount Tax Amt. ‘Working Balance P.0.# Invoice |Motes 1099
BEBE) | 155 - BASEBRALL D - No SubAc $25.00//50.00 £975.00] REFUND FOR FEES
Void this Check|
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Accounting~ Reports«  Utilities» Systemw Help» Exit

Checks Search: |Check# '| for | | with Status Sean:h] Ck)se]
\ Click on the field header to sort by that field
\
— Vendor Payee * Amount Ck Date {
1) NUSENDA  NUSENDA $10.00 0&/31/2017 ¢
107 YOUNG STEVE YOU SEARCH BY CHECK NUMBER §25.00 09/19/2016 ¢
1564 COsTCO COscTO (OR) SCROLL TO CH ECK N U M BER $397.86 0772017 ¢
1565 WALMART  |WALMAR: $250.00 07/07/2017 E
1585 CLICK: ON CHECK TO BE EDITED 5125119 091472017 ‘
1566 SANDIA OF $500.00 09/14/2017 ¢
1566 FEFSI $1,500.00 07/07/2017 {
1567 - DICNS DICNS PIZZA $3.700.00 07/07/2017 3
1867 FAN PETER PAN $500.00 09/14/2017 ¢
1568 APSATHLET APS ATHLETICS $367.00 097142017 3
1569 WALMART  |\WALMART 554.33 09/14/2017 t
1570 APSBOE APS $200.00 09/14/2017 ¢
1571 COSTCC COSCTO $397 .86 09/14/2017 {
1572_/ FRIEDCHIC |FRIED CHICKEN $250.00 097142017 3
|
Accounting~ Reports» Utilities~ System« Help» Exit
Checks Paid
GFIRST, | PREV,  MEXT,| LAST, | ,ADD,| EDIT,|DEL|,LIST,| GANGEL . SAVE | CLOSE | SAVE-ADD ANOTHER
Check #: [107 | Date: [09/19/2016 | GL Acet: | 992 - Checking Closed [ Ng
Vendor ID: Vendor Name: |STEVE YOUNG [ Date Cancelled: e
Payee: [STEVE YOUNG | /v CLICK: VOID THIS CHECK; BOTTOM LEFT OF SCREEN
w» ENTER; STALE DATED CHECK IN VOID REASON FIELD
Add RS IER) S50 Total Amount: | 52570 /y TAB TO: DATE; ENTER CURRENT DATE
OEE®) | 105 - E.-ﬁ;r%( -~ | | NOTE: YOU CAN VERIFY IN CHECKS PAID THAT THE VOIDED
‘ %a:.un fur}oid‘lﬁg This_Chieck (Optional) CH ECK OFFSET TO ORlGlNAL CH ECK
Void Reason: |STACE DATEDEHECK
Void Date: ATusmgmﬁ |
-AC/ancel\ﬁbid]
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BANK RECONCILIATION REPORT:

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: BANK RECONCILIATION
ENTER: STATEMENT DATE RANGE; 15" & LAST DATES OF STATEMENT CYCLE
TAB TO: ENTER; ENDING BALANCE FROM BANK STATEMENT
TAB TO: ENTER; TOTAL DEPOSITS NOT ON BANK STATEMENT
(IE... DEPOSITS IN TRANSIT)

7. CLICK: PREVIEW OR PRINT TO GET THE RECONCILIATION REPORT.
NOTE: IF YOU ARE OUT OF BALANCE A BOX WILL APPEAR AT THE TOP OF THE SCREEN
CLICK: OK TO POPULATE THE REPORT TO SEE WHERE YOUR OUTAGE IS & HOW FAR YOU ARE OFF

S UhWNRE

Accounting Activity Ledger

Purchase Orders Outstanding Checks

Reconciliation
Bank Reconciliation CL'CK. REPORTS

rin Checks CLICK: ACCOUNTING

CLICK: BANK RECONCILIATION

Print Prev. Receipts

1099 Information

Special Reports
Journal Adjustments

Chart of Accounts

ctivity accounting
& Wel—

Vendor List purchase orders
Extended Codes L4

Sequential List

¥ T v ¥ ¥ ¥

Sub Account Reports

Deposit Voucher
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CLICK: STATEMENT DATE RANGE; FROM
ENTER 15T DATE OF THE STATEMENT CYCLE
Bank Reconciliation TAB TO: TO; ENTER THE LAST DATE OF THE STATEMENT CYCLE <«—
TAB TO: ENDING BALANCE FROM BANK STATEMENT
ENTER ENDING BALANCE
Preview| Print| Close) TAB TO: TOTAL DEPOSITS NOT ON BANK STATEMENT
ENTER ANY DEPOSITS IN TRANSIT

v

Bank Account 1992 - Checking ¥ |

Statement Date Range —»From: []11’[]11’2[]1? E To. 11’311’2[]1? D<
Ending Balance from Bank Statemien {m

Total Deposits not on Bank Statement: 0.00

Accounting~ Reporis«» Utilities«= Systemw« Help» Exit

Bank Reconciliation
CLICK: PREVIEW OR PRINT TO GET THE RECONCILIATION REPORT.

Preview| Print] Close|
Bank Account 992 - Checking
Statement Date Range From: [09/012017 | 7o: 09302017 |[E

Ending Balance from Bank Statement: $34,125.24
Total Deposits not on Bank Statement: 0.00

i

NOTE: IF YOU ARE OUT OF BALANCE THIS BOX WILL APPEAR AT THE TOP OF THE SCREEN
CLICK: OK TO POPULATE THE REPORT TO SEE WHERE YOUR OUTAGE IS & HOW FAR YOU ARE OFF
b S

Distr ) o
scho €pesaccounting.epes.on
Year
Warning, OUT OF BALANCE
Chan

oK
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ALBUQUERQUE TRAINING SCHOOL 1

January 24, 2017 Page 1 of 1
Bank Reconciliation Report
Checking Account
Date From 1172017
992
Date to 01/31/2017
Ending Balance on Staterment Dated : 01/31/2017 £5,042.00
WHAT THE BANK SHOWS QOutstanding Deposits (Bank Deposits) -> + $0.00
THAT THE SCHOOL HAS IN Less Outstanding Checks: $1,778.23
THE ACCOUNT.
Cash Balance as of : 01/31/2017 33 263.TT e
Cash Balance for Checking as of 1/1/2017 531,408.41
WHAT EPES SHOWS THAT Add: Total Deposits (Bank Deposits): $0.00
THE SCHOOL HAS IN THE Less: Total Checks and Withd | £0.00
e5%. Tolal Checks an rawals: .
ACCOUNT.
Computer Cash Balance as of : 01312017 £31 40841 wer
Summary of Asset Accounts
Glacct  Account Name Beqin Bal Recpt/W Disbi Transfer End Bal.
Qa0 Petty Cash $0.00 50.00 $0.00 $0.00 $0.00
991 Cash on Hand §5,505.36 $323.00 $0.00 $0.00 $5,828.36
992 Checking £31,408.41 50.00 $0.00 $0.00 £31,408.41 ==
993 Savings $0.00 50.00 $0.00 $0.00 $0.00
ao4 Investments 20.00 £0.00 %0.00 20.00 £0.00
Grand Total $36,913.77 $323.00 $0.00 $0.00 $37,236.77

I have reviewed the above ledger report and attached reports for the

current month. | find them accurate and complete to the best of my

knowledge.
Bookkeeper: Date:
Principal: Date:

*** Entries Must Match
OUT OF BALANCE

/
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| have reviewed the above ledger report and attached reports for the
current month. | find them accurate and complete to the best of my

knowledge.
Bookkeeper: Date: /|
Principal: Date:__ 1 f

*** Entries Must Match

137

January 24, 2017 ALBUQUERQUE TRAINING SCHOOL 1 Page 1 of 1
Bank Reconciliation Report
Checking Account
Date From 112017
992
Date to 01/31/2017
Ending Balance on Statement Dated : 01/31/2017 $33,186.64
WHAT THE BANK SHOWS QOutstanding Deposits (Bank Deposits) -> + $0.00
THAT THE SCHOOL HAS IN Less Qutstanding Checks: §1,778.23
THE ACCOUNT.
Cash Balance as of : 01/312017 $31,408.41 we
Cash Balance for Checking as of 1/1/2017 £31.408.41
WHAT EPES SHOWS THAT _ _ 20,00
THE SCHOOL HAS IN THE Add: Total Deposits (Bank Deposits): I
ACCOUNT Less: Total Checks and Withdrawals: $0.00
Computer Cash Balance as of . 01/31/2017 231 408,41 ue
Summary of Asset Accounts
GlaAcct  Account Name Beqgin Bal Recpt/JWV Disbf v Transfer End Bal.
290 Petty Cash 50.00 50.00 30.00 $0.00 50.00
991 Cash on Hand 85,505.36 $323.00 $0.00 $0.00 $5,828.36
gz Checking §31.408.41 50.00 $0.00 £0.00 $31,408.41 »=»
Q93 Savings £0.00 £0.00 £0.00 £0.00 £0.00
Qo4 Investments 50.00 £0.00 %0.00 20.00 £0.00
Grand Total $36,913.77 $323.00 $0.00 $0.00 $37,236.7T

SAMPLE REPORT




LIST OF OUTSTANDING CHECKS:

1. CLICK: REPORTS

2. CLICK: ACCOUNTING

3. CLICK: OUTSTANDING CHECKS

4. CLICK IN: THRU WHAT DATE

5. ENTER: LAST DATE OF STATEMENT CYCLE
6. CLICK: PRINT

PLEASE REMEMBER THAT YOU NEED TO CHECK FOR ANY STALE DATED CHECKS ON THIS REPORT.
IF YOU HAVE STALE DATED CHECKS THEY MUST BE VOIDED SO THAT THEY ARE OFF THE BOOKS
AND THE ENCUMBERED FUNDS CAN BE RELEASED BACK TO THE ACCOUNT.

Accounting - Reportsw Utilities- System - Help~ Exit

Accounting Activity Ledger

Purchase Orders

hd

Outstanding Checks

Reconciliation

Bank Reconciliation CLICK: REPORTS

Print Checks CLICK: ACCOUNTING

Frine Frev. Recelpts CLICK: OUTSTANDING CHECKS
1099 Information

Special Reports
Journal Adjustments

Chart of Accounts

ictivity accounting
& Wel—

vendor List purchase orders
Extended Codes 3

Sequential List

¥ ¥ ¥ ¥ ¥ ¥

Sub Account Reports

Deposit Voucher
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Accounting-- Reports-- Utilities System - Help- Exit

Outstanding Check Report

Prewe-w] _- Export to Excel J Clnsej

/ ENTER: LAST DATE OF STATEMENT CYCLE

Report Title: | |

Thru what Date: || [12/31/2016 L=

Checking Acct: || | 992 - Checking ¥ |

January 24, 2017 Page 1 of 1
ALBUQUERQUE TRAINING SCHOMOL 1

List of Qutstanding Checks
Thru - 12/31/2016

Check  Check Date Amount Payee GL Acet. GL Acet. Name

1 07312016 $10.00 NSF 992 Checking
1551  OB/24/2016 £500.00 APS/BOE 952 Checking
1552 OB24/2018 £176.00 GOLDEN PRIDE a42 Checking
1553 08/24/2016 £95.00 JAN DOE 992 Checking
1561 113072016 $497.23 LOWE'S HOME IMPROVEMENT a9z Checking
1562 11/30/2016 £300.00 MICHAEL PHELPS 992 Checking

Total Outstanding Checks 51,778.23

SAMPLE REPORT

PLEASE REMEMBER THAT YOU NEED TO CHECK FOR ANY STALE DATED CHECKS ON THIS REPORT.

IF YOU HAVE STALE DATED CHECKS THEY MUST BE VOIDED SO THAT THEY ARE OFF THE BOOKS
AND THE ENCUMBERED FUNDS CAN BE RELEASED BACK TO THE ACCOUNT.
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GASB VERIFICATION FOR REPORTING: (EXPENDITURES)

2WNR

® N o Wu

CLICK: REPORTS

CLICK: GASB

CLICK: EXPENDITURES

ENTER: DATE RANGE (FROM -TO)

STARTING DATE TO ENDING DATE OF STATEMENT CYCLE
CLICK: EXPORT TO EXCEL

CLICK: EXCEL RPT_GASB....xlIsx

CLICK: OPEN

REVIEW: COLUMN “E” FOR Sub Accounts

*** |F SUB ACCOUNT READS: 0000; OR IS INCORRECT PER THE MATRIX YOU
WILL NEED TO EDIT BOTH THE PURCHASE ORDER AND THE CHECK AS
FOLLOWS:

CHECK EDITING:
a) CLICK: ACCOUNTING
b) CLICK: ACCOUNTING
c) CLICK: CHECKS PAID
d) CLICK: LIST
e) ENTER: CHECK NUMBER IN SEARCH FIELD; CLICK SEARCH
f) CLICK: CHECK TO BE EDITED
g) CLICK: EDIT
h) CLICK: SUB ACCOUNT DROP DOWN
i) CLICK: ON APPRORIATE SUB ACCOUNT FOR THE EXPENDITURE
j) CLICK: SAVE; ON THE LINE & SAVE; AT THE TOP
PURCHASE ORDER EDITING:

a) CLICK: ACCOUNTING
b) CLICK: PURCHASE ORDERS
c) CLICK: PO; ADD, EDIT, RECEIVE
d) CLICK: LIST
e) ENTER: PURCHASE ORDER NUMBER IN SEARCH FIELD; CLICK
SEARCH
f) CLICK: PURCHASE ORDER TO BE EDITED
g) CLICK: EDIT
h) CLICK: GREEN PENCIL
i) CLICK: SUB ACCOUNT DROP DOWN
j) CLICK: ON APPRORIATE SUB ACCOUNT FOR THE EXPENDITURE
k) CLICK: SAVE; ON THE LINE & SAVE; AT THE TOP
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Accounting -

Utilities»

Reports - Systemw Helpw Exit

Accounting

Purchase Orders

Expenditures

Receipts

CLICK: REPORTS
CLICK: GASB
CLICK: EXPENDITURES

activity accounting

&

purchase orders

Wel—

Accounting -— Reports — Utilities -— Sy sternm -— Help — Exit
SASEB - List of EXpenditureas
|
Date Range (From - Tol [srrzo=20 | =l [5r2ar/z0=20 | E51
ENTER: DATE RANGE (FROM —-TO)
STARTING DATE TO ENDING DATE OF STATEMENT CYCLE
CLICK: EXPORT TO EXCEL
CLICK: EXCEL RPT TO OPEN
RPT_GASE_ YearEn...dsx .

Formulas Data Rewview

RPT_GASE_YearEnd_Expenditures_Excel (69) - Excel

View Acrobat

Q Tell me what you want to do...

L a) Cut

[ G copy - Ao % A 4| THIS COLUMN IS THE LIST OF CORESPONDING CHECK NUMBERS.
P S romatpamer BT U0 0 9o A | THE pO NUMBER WILL BE LOCATED ON THE CHECKS PAID IN EPES |

Clipboard [F] Font &
G10 - Je 561180 \
A | B | c | D | E | F G a H 1 | J |
1 |EXP1 EXP2 EXP3 EXP4 Object Act Group Sub Account | Doc# Amount Activity Acct#
| 2 | 0000 317010 561160 5438 5483.75 590102
3 D00 317010 559150 5439 548519 590367
a| IF SUB ACCOUNT READS: 000217010 561160 5439 §1104.87 590194
5 UEU 417010 > 419200 5439 $192.03 590449
6 | 0000; OR IS INCORRECT PER THE MATRIX [oo17010 0000 5440 $485.44 590353
77 Doo 17020 5591580 5440 $3757.68 890137
8 | YOU W"-L NEED TO EDIT BOTH CHECK oo 17020 559150 5440 5165000 590167
g | 000 417010 559150 5440 5176279 590177
10 AND THE PURCHASE ORDER 000317020 561180| 5441 $5163.62 550312
11 0000 417020 561180. 5441 522994 590130
127 0000 317020 561180 2441 $146.98 590130
137 0ooo 561180 2441 $99.96 590309
14| 0000317010 559150 5442 5110.24 590102
15 | 0000317010 559150 5442 52578 5590102
15_ 0000317010 559150 5442 54612 590102
17_ 0000417010 559150 5442 51410540 590367
13_ 0000317010 559150 5442 $6950.00 590449
197 0000 317010 561160 5443 $233.83 590109
20 0000317010 533300 5443 5118.20 590109
21: 0000317010 561160 5444 $251.08 590102
22 g0
23] PLEASE NOTE: SCHOOLPAY ITEMS REFLECT *0000* DO NOT CHANGE THIS FOR THESE ITEMS |,

Expenditure (]
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CHECK EDITING:

Accounting

Exit

Reports~ Utilities» Systemw Help»

Accounting Accounts

Purchase Orders Vendors

Accounts Pavatie CLICK: ACCOUNTING

— CLICK: ACCOUNTING

Receipts CLICK: CHECKS PAID

Transfers & Deposits 4

Journal Adjustments actiuity accounting

Cancel Checks

Budget &

Counties

Wel-

purchase orders

Accountingw= Reporis- Utilitiess»= Systemw Help»  Exit

Checks Paid CLICK: LIST

_GLOSE | SAVE - ADDANGTHER-

Check #: 5466 Date: |06/17/2020 |[F] GL Acct: 992 - CHECKING ACCOUNT

Vendor ID: | ACCU Vendor Name: |ACCUSTRIPE, INC. |O I

Payee: ACCUSTRIPE. INC. #10041

Accountingw Reporis« Utiliies« System» Helpw» Exit

Checks Search: |Check # V| for | | with Status _ @_
Click on the field header to sort by that figld
Y
ENTER: CHECK NUMBER IN SEARCH FIELD Last
Check # Vendor Payee CLICK: SEARCH < Amount
5429 SMITHS SMITH'S FOOD & DRUG CENT CLICK: CHECK TO BE EDITED 5116.06
5430 SMITHS SMITH'S FOOD & DRU NTE §55.24
5432 DIONS DION'S CORP E OFFICE $130.70
5434 STAFLESAD |STAFL DVANTAGE 530090
5435 REK TRUCK EQUIPMENT CO $2.400.00
5436 HURRICANES RESTAURANT $624.00
5437 WORKING BETTER TOGETHER LLC $1,185.00
5433 DION'S CORPORATE OFFICE F433.75
5439 } APS BOARD OF EDUCATION $1,782.09
5440 APSBO APS BOARD OF EDUCATION $7.655.91
5441 CAROLINA | CAROLINA BIOLOGICAL SUFPLY COMPANY 564050
5442 APSBO APS BOARD OF EDUCATION $21,237.54
5443 REANACH RANDI BAMACH $352.03
5444 DIONS DION'S CORFORATE OFFICE $251.05
5445 ALLSP ALL SPORTS TROPHIES $240.40
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Checks Paid

Check #: 5459 | Date:]' CLICK: EDIT |

vendor ID: vendbr name| CLICK: SUB ACCOUNT DROP DOWN; |
SELECT APPROPRIATE SUB ACCOUNT FOR THE EXPENDITURE
CLICK: SAVE; ON THE LINE <

CLICK: SAVE; AT THE TOP |
X
Total Amount: [ $98.?§

Acct. Sub Acct. GASE Code Amount Tax Am

888 | 590204 - FooD SERVICEH 561180 - SUPPLIES Il 0-none | $98.77[ $0.00

Payee: |SMITH'S FOOD & DRUG CENTE
/

PURCHASE ORDER EDITING:

Accountingw

Reports«  Utilitiesw» Systemw Helpw Exit

Accounting

Accounts » CLICK: ACCOUNTING
PO (Add, Edit, Receive) CLICK: PURCHASE ORDERS
Vendors CLICK: PO (ADD, EDIT, RECEIVE)

Purchase Orders

Ship To

activity accounting
Wel-

Accounting- Reports+  Utilities+ Systemw- Help»  Exit

CLICK: LIST
Purchase Orders /

(FIRST | PREV | NEXT . LAGT  ADD EDIT DEL (MIST| GANGEL - SAVE  CLOSE  SAVE-ADDANGTHER (Receive All llems) (Post Recy:

Ref: PO #: G/L Account: [992 - CHECKING ACCOUNT]| Date Ordered: [05/15/2020
Vendor ID: [DIONS Vendor Name: |DIGN’S CORPORATE OFFICE |

Ship To Code: |Alhuquerque High School | Date Received: [05/15/2020

Total Ordered: |$251.05 Total Open: [$0.00 Total Posted: |$251.05 Total Received - Not Posted:
Add Ling Item Working Bal: £6,666.45| Encumbersd Ba
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Accounting- Reporis- Utilities» Systemw Helpw Exit
PO List Search [PQ Number | for | |g (Close)

t 4

v v

ENTER: PURCHASE ORDER NUMBER IN SEARCH FIELD

PO Number Ref: Date Received Vendd .
590-016 BFC 08/05/2019 3102020 NMHS! CLlCK' SEARCH
590-017 BPO 081052019 CLICK: PURCHASE ORDER TO BE EDITED
5890-018 BFC 08/05/2019 SAMS
590-019 BFO 080572019 12762019 SHAMFCOODS SHAMROCK FOODS CO.
580-020 EBFC 08/05/2019 2122020 SHAMFCODS SHAMROCK FOODS CO.
580-021 BFO 08052019 3112020 SMITHS SMITH'S FOOD & DRUG CENTE
580-022 EFC 08/05/2019 G6/16/2020 SMITHS SMITH'S FOOD & DRUG CENTE
590-023 BPCO 082052019 G/1/2020 HERRE HERRERA SCHOOL BUSES #40464
500-024 EFO 08/22/2019 21142020 HERFF HERFF-JOMNES #11163
590-025 BPCO 09/09/2019 HERFF HERFF-JONES #11163
590-026 BFO 10/03/2019 31172020 FEFSI PEPSI-COLA
5890-027 BPO 10/03/2019 4/29/2020 PAPAJOHMS WORKING BETTER TOGETHER LLC
580-028 EFC 10/09/2019 3102020 SILVALANE SILVA LANES
580-029 BPCO 011572020 3102020 NOBEL MNOBEL SYSCO

Purchase Orders

FIRST | PREV- - NEXT-| - LAST .- DD (eE Bkl -DEL |- LiST-| caNGEL | save | ciose

Changes will not be saved until you click save.

| SAVE - ADD ANOTHER [F-'.eceive All Items] [F’ost Recvd] [Pn'nl PO]

Ref: [BPO | PO #:[590-018 997>
Vendor ID: | SAMS Vendor Name: |SAM'S CLUB

Albuaiaue Hig

| G/L Account:

Ship To Code:

Ordered: [08/05/2019 |
CLICK: EDIT e

CLICK: ON GREEN PENCIL

eceived: ————

1 - Albuquerque High School

B

Total Ordered: |$15,000.00 Total COper:[%15,000.00 Total Posted: |$0.00 Total Received - Not Posted: |$0.00

Add Line ltem

Working Bal: £2,403.67| Encumbered Bal: $0.00

Opliol}s Acct. Number Sub Acct Number| GASB Code

Invoice Number

Qty Ord. |Rec|Qty Open Price Per Unit

Description

590610
SCHOOL BASED ENTER

561180
SUPPLIES

- B X

1 1 Food & Supplies need sy19/20($15,000.00

Purchase Orders

Changes will not be saved until yvou click save.

B | SAVE | cLose | SAVE -ADDANOTHER |Receive A liems) Post Recyd) (Print PO)

FIRST - PREV.| - NEXT-|-LAST. ADD-|-EDIT-| - DEL.|- ST/ CAN

Ref:[BPO | PO #:[590-018 | G/ Acqounty {507 - CHED
Vendor ID: | SAMS Vendor Name: |SAN 'S CLUUB

Ship To Code: | 1 - Albuguerque High School

-I

CLICK: SUB ACCOUNT

SELECT: APPROPRIATE SUB ACCOUNT NUMBER
CLICK: SAVE; ON THE LINE

CLICK: SAVE; AT THE TOP

Total Ordered: [£0.00 TotalM ] Total Posted: |$0.00 Total Received - Not Posted: |$0.00

Add Line Item

Working Bal: =——"= Encumbered Bal: =————=

Options Acct. Number

Sub Acct Number

GASE Code

=]

Invoice Number |Qty Ord. Qty Open

«
@ e 590610 - SCHOOL BASED ENTER ——p

[ 261180 - SUPPLIES

=1

0 - NONE |
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GASB VERIFICATION FOR REPORTING: (RECEIPTS)

1. CLICK: REPORTS

CLICK: GASB

CLICK: RECEIPTS

ENTER: DATE RANGE (FROM -TO)

STARTING DATE TO ENDING DATE OF STATEMENT CYCLE
CLICK: EXPORT TO EXCEL

CLICK: EXCEL RPT_GASB....xlIsx

CLICK: OPEN

REVIEW: COLUMN “E” FOR Sub Accounts
*** |F SUB ACCOUNT READS: 0000; OR IS INCORRECT PER THE MATRIX YOU WILL
NEED TO EDIT THE RECEIPT AS FOLLOWS:

B WN

® N oW

RECEIPT EDITING:
a) CLICK: ACCOUNTING
b) CLICK: ACCOUNTING
c) CLICK: RECEIPTS
d) CLICK: LIST
e) CLICK: DROP DOWN IN SEARCH WINDOW
f) CLICK: RECEIPT #
g) ENTER: RECEIPT NUMBER IN FOR WINDOW
h) CLICK SEARCH
i) CLICK: RECEIPT # TO BE EDITED
j) CLICK: EDIT
k) CLICK: GREEN PENCIL
) CLICK: SUB ACCOUNT DROP DOWN
m) CLICK: ON APPRORIATE SUB ACCOUNT FOR THE RECEIPT
n) CLICK: SAVE; ON THE LINE & SAVE; AT THE TOP
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Accounting» Reports+  Utilities» Systemw

Help» Exit

Accounting

Purchase Orders

CLICK: REPORTS
Expenditures CLICK: GASB
Receipts CLICK: RECEIPTS

activity accounting
&

purchase orders

Accounting - Reports - Utilities - System Help - Exit

GASEB - List of Receipts

Date Range {(From - To) [5r1/2020 |El[s31/2020 0 |

ENTER: DATE RANGE (FROM —TO)
STARTING DATE TO ENDING DATE OF STATEMENT CYCLE

»| CLICK: EXPORT TO EXCEL
CLICK: EXCEL RPT TO OPEN

Wel-

4
THIS COLUMN IS THE LIST OF CORESPONDING CHECK NUMBERS.
RET GASE VearEro.odsx -~ THE PO NUMBER WILL BE LOCATED ON THE CHECKS PAID IN EPES

A | B | c | D | E , F G \ H , I , ] ,

1 |RevCodel  |RevCode2  |RevCode3  |RevCode4  |Object Act Group |Sub Account |Doc# |Amount |Activity Acct# |
2 0000 415000 7101 N 51293 430605
3| 0000 417020 9167 5242 25 430116
a | 0000 417020 9163 5825.00 430110
5 | 0000 417020 9169 5130.00 430107
6 ur:g/’_/} 0000 9170 $865.00 430110
[417029 o171 $2050.00 430147
IF SUB ACCOUNT READS: 00 17020 9172 $600.00 430118
0000; OR IS INCORRECT PER THE MATRIX oo 417020 73 $415.00 430107
00 417020 9174 550.00 430146
YOU WILL NEED TO EDIT RECEIPT 00 417020 9175 $45.00 430147
- G ———————— » 561180 9176 $1500.00 430335
13| 0000 417020 9177 $1320.00 430110
14| 0000 417020 9173 $990.00 430116
15| 0000 417020 9179 578.00 430375
16| 0000 417020 9130 5168.00 430107
17| 0000 417020 9181 5825.00 430110
18| 0000 417010 9182 578.00 430375
19| 0000 417020 9183 $1320.00 430110
20| 0000 417020 9184 $1050.00 430116
21 0000 417010 \g185 ) 513.00 430375
= 30110
= PLEASE NOTE: SCHOOLPAY ITEMS REFLECT *0000* DO NOT CHANGE THIS FOR THESE ITEMS  |g375

| RPT GASB YearEnd Receipts Excel | (@ .
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RECEIPT EDITING:

Utilities»  Systemw  Help»

Exit

Accounting~  Reports~

Accounting Accounts

Purchase Orders Vendors

CLICK: ACCOUNTING
CLICK: ACCOUNTING

Accounts Payable

Checks Paid
_ CLICK: RECEIPTS
Receipts
Transfers & Deposits 4
Journal Adjustments actiUity accou“ting

Cancel Checks

Budget &

Counties

Wel-

purchase orders

Accountingw~ Reports« Utilities« Systemw Helpw Exit

Receipts

|FIRST.| PREV. | NEXT . LAST | ADD | Eoir | oes |[JiSHl ewes——smeomee 7 CLICK: LIST This Receipt) (Void this Receipi)

Receipt #: Date: [05/31/2020 GL Account: [292 - Checking Printed: Posted From: —=
Rcvd From: |WELLS Wendor Name: |WELLS FARGO | Closed: Void Date: —————

Individual: [WELLS FARGO |

Add Line ltem Receipt Total: |$10.

Acct. Sub Acct. GASE Code Amount Tax Amt. Motes
430605 415000 . .
Interest INVESTMENT INCOME Bl $10.31 |[s0.00 |[interest

13

Receipt List Search |[Receipt # ~| for [5170] ] -
W

Date Receipt # Individua

e — R OXANNE JAS CLICK: DROP DOWN IN SEARCH WINDOW
1210512019 9153 MELISSA JAFCKS CLICK: RECEIPT #

12/06/2019 9154 ERICAPHOTIADAS

121062019 roxannesazcks | ENTER: RECEIPT NUMBER IN “FOR” WINDOW
12/06/2019 9156 MELISSA JAECKS

12/09/2019 9156 DONMNA SCHMIDT CLICK. SEARCH

oL e e eexs | CLICK: RECEIPT NUMBER TO BE EDITED

12(112019 9159 DONMNA SCHMID i

121172019 9160 MELISSA J. 5146.00 992
12112019 9161 LAURA $2,980.00 992
12/18/2019 9162 DOMNA SCHMIDT 580.00 992
12162019 9163 OXANNE JAECKS $10.00 992
12/M17/2019 9164 DONNA SCHMIDT 5990.00 992
12/2002019 9165 MELISSA JAECKS $10.00 Q92
12/20i2019 9166 ERICAPHOTIADAS 5495 00 992
01/07/2020 9167 ERICAPHOTIADAS 524225 Q92
01/07/2020 9168 DONNA SCHMIDT 5825.00 992
01/08/2020 9169 GLENNA OMLOR $130.00 Q92
01/08/2020 9170 DONNA SCHMIDT 5865.00 992
01/08/2020 9171 STACY POKORSKI §2.050.00 992
01/10/2020 9172 GREG BERGER 5600.00 992
0171002020 9173 GLENNA OMLOR 5415.00 992
01/10/2020 9174 LIZ OLSEN 550.00 992
017102020 9175 STACY POKORSKI $45.00 992

147



Changes will not be saved until vou click :

Receipts

FIRST | PREV . NEXT . LAST - ADD |<EDITul DEL . LST  CANGEL SAVE | CLose | SAVE-ADDANGTHER |Print This Receipt] [Void this Receip

Receipt #: |9170 Date: [05/31/2020 |[E Account: | 991 - Cash on Hand | Pprinted: Posted From:

Revd From: [SCHMIDTD Vendor Name: [ DONNA SCHMIDT T —= Void Date: e=——x=
CLICK: EDIT
Individual: [DONNA SCHMIDT | CLICK: THE GREEN PENCIL
Add Line ltem Receipt Total: $6{].ODT
Optioni/,&act./ Sub Acct. Amount Tax Amt. Motes
&2 4 |130 0
YEARBOOK No SubAccount |$GD'UG “*0'00 ”YEARBOOK SiE2

Changes will not be saved until you click save

Receipts

FIRST | PREV. . NEXT | LAST . ADD | EDIT . DEL . LiST | CANCEL | SAVE l@=psc | SAVE -ADDANOTHER (Print This Receipt) [Void this Receipi)

Receipt #: Date: E| GL Accountﬁ CLICK: SUB ACCOUNT
| CLICK: ON APPROPRIATE SUB ACCOUNT FOR RECEIPT

Recvd From: Vendor Name: |DONNA SCHMIDT ¥ CLICK: SAVE; ON THE LINE
Individual: [DONNA SCHMIDT Lp| CLICK: SAVE; AT THE TOP

Add Line ltem Receipt Total: [$0.00

Opﬁor}s 'ﬁé Sub Acct. ’ Amount Tax Amt. Motes Pay

@ @ | 130 - vearBook | | 417010 - FEES-ACTIVITL.. | 560.00| [$0.00 |[YEARBOOK SALES | e
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ACTIVITY LEDGER REPORT:

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: ACTIVITY LEDGER

ENTER: PERIOD BEGIN (1°" DATE OF STATEMENT CYCLE)
PERIOD END (LAST DATE OF STATEMENT CYCLE)

5. CLICK: PREVIEW, VERIFY THAT ALL ACCOUNTS HAVE A POSITIVE BALANCE
IF ANY ACCOUNTS ARE IN THE NEGATIVE THEY MUST BE BROUGHT TO A ZERO BALANCE
VIA ACTIVITY TRANSFER BEFORE YOU CAN PROCEED WITH THE MONTH END BALANCING.

6. CLICK: PRINT; IF ALL ACCOUNTS ARE IN GOOD STANDING

7. CLICK: CLOSE MONTH BUTTON, VERIFY THE MONTH YOU’RE CLOSING
“ARE YOU SURE YOU WANT TO CLOSE (MONTH)?”

8. CLICK: OK

PWNR

Accountingw= Reports-  Utllitiesw Systemw

Accounting Activity Ledger

Purchase Orders Outstanding Checks

Reconciliation
Bank Reconciliation
Print Checks

Print Prev. Receipts

1092 Information 3
Special Reports 3
Journal Adjustments 3
Chart of Accounts 3

Cmmimm Fial Dime
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Accounting= Reports+  Utilities= Systemw Help»  Exit

Activity Accounts - Ledger Reports

Preview| Print| Export To Excel| Close|

Report Title | |
Period Begin  |01/01/2017 E| Clase Month
Period End  [01/31/2017 |
From Account | 1 v |Fiscal Begin  |7/1/2016
To Account | 999999 v |Fiscal End  |6/30/2017
Report Options
'® Financial Report Summarize on Digit (Only 1-6)
' Year to Date and Current Month Account Group Totals ]
) Budget Expense Ledger Exclude Zero Balances O
" Principal Monthly Ledger Sort By Acct Name O

) Budget Receipt Ledger
' Principal's Monthly Report - Florida

ENTER: PERIOD BEGIN (1°" DATE OF STATEMENT CYCLE)
PERIOD END (LAST DATE OF STATEMENT CYCLE)
CLICK: PREVIEW, VERIFY THAT ALL ACCOUNTS HAVE A POSITIVE BALANCE
IF ANY ACCOUNTS ARE IN THE NEGATIVE THEY MUST BE BROUGHT TO A ZERO BALANCE
VIA ACTIVITY TRANSFER BEFORE YOU CAN PROCEED WITH THE MONTH END BALANCING.
CLICK: PRINT; IF ALL ACCOUNTS ARE IN GOOD STANDING
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January 24, 2017

SAMPLE REPORT

Page | of |
ALBUQUERQUE TRAINING SCHOOL 1
General Ledger Report
From Date: 112017 Financial Repert From Acct: 1
To Date: 01/31/2017 To Acct: 999999
Activity Accounts
Acct Account Name Beg. Bal. Recpt / IV Dish / JV Transfers End. Bal. YTD Payables Work Bal
100 General $14,097.04 $323.00 $0.00 $0.00 $14,420.04 $0.00 $14.420.04
101 Pepsi $125.00 £0.00 £0.00 $0.00 $125.00 $0.00 $125.00
200  Band $500.00 £0.00 $0.00 $0.00 $500.00 $0.00 $500.00
210 Orchestra £2,405.00 £0.00 £0.00 $0.00 $2,405.00 $0.00 £2.405.00
220 Chair 250.00 £0.00 $0.00 $0.00 $250.00 $0.00 $250.00
230 Drama 54.262.64 £0.00 $0.00 $0.00 $4,262.64 $0.00 54.262.64
250 AGENDAS $1,018.59 £0.00 $0.00 $0.00 $1,018.59 $0.00 $1.018.59
300 Library $93.10 £0.00 £0.00 $0.00 £93.10 $0.00 §93.10
310 Yearbook $700.00 £0.00 £0.00 $0.00 $700.00 $0.00 $700.00
il SNACK MONEY $82.50 £0.00 £0.00 $0.00 $82.50 $0.00 $£82.50
400 Athletics-General £600.90 $0.00 £0.00 $0.00 $600.90 £0.00 $600.90
401 Foothall $1,500.00 £0.00 $0.00 $0.00 $1,500.00 $0.00 $1,500.00
420  Track & Field £4,300.00 $0.00 $0.00 $0.00 $4,300.00 $0.00 £4.300.00
430  Soccer $£3,200.00 £0.00 £0.00 $0.00 $3,200.00 $0.00 $3,200.00
500  LestDamaged Texthooks $560.00 £0.00 £0.00 $0.00 $560.00 $0.00 $560.00
600 Snack Bar $3,219.00 £0.00 $0.00 $0.00 $3,219.00 $0.00 $3.219.00
Activity Accounts Grand Total £36,913.77 §323.00 50.00 50.00 $37,236.77 $0.00 §37.236.77
GL Accounts
GL Acct Begin Bal Recpt / JV Dish / JV Transfers End Bal YTD Payables Work Bal
990 Perty Cash £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 50.00
991 Cash on Hand $5,505.36 £323.00 £0.00 $0.00 $5.828.36 $0.00 $5,828 .36
992 Checking $31,408.41 £0.00 $0.00 $0.00 $31.40841 $0.00 $£31.408 41
993 Savings £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 $0.00
994 Invesiments £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 $0.00
General Ledger Grand Total $36,913.77 $323.00 50.00 50.00 $37,236.77 $0.00 $37,236.77
o BEGINNING BALANCE + RECEIPTS — DISBURSMENTS +/- TRANSFERS = ENDING BALANCE
e YTD PAYABLES: ANY BILLS THAT HAVE BEEN RECEIVED & POSTED BUT NOT PAID YET.
e ACTIVITY ACCTS GRAND TOTAL: COMBINATION OF ALL SCHOOL ACCOUNTS.
e GENERAL LEDGER GRAND TOTAL: COMBINATION OF ALL BANKING ACCOUNTS AND PETTY CASH
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Accounting~ Reports+ Utilities» System» Helpw

Activity Accounts - Ledger Reports

Preview) Print| Export To Excel| Close)

Exit

Report Title |

Period Begin  |08/01/2017 |78
pericd End  |08/31/2017 |

»
From Account |1 v | Fiscal Begin™ [

To Account | 999999 v | Fiscal End

Report Options

'® Financial Report

{Ciose Month litg
- { VERIFY: PERIOD BEGIN IS THE START OF STATEMENT CYCLE

| AND PERIOD END IS LAST DATE OF STATEMENT CYCLE
CLICK: CLOSE MONTH BUTTON

6/30/20158

Summarize on Digit (Only 1-6)

“ARE YOU SURE YOU WANT TO CLOSE (MONTH)?”

iIF
epesaccounting.epes.org says.

NU  Are you sure you want to close August?

CLAICK: OK; ONLY IF THE MONTH IS CORRECT
x

oK Cancel

| have reviewed the above ledger report and attached reports for the

Be sure to initial and verify that you

current month. | find them accurate and complete to the best of my closed the month.
knowledge. Month Closed (Bookkeeper Initials)

Bookkeeper: Date:__/ __J/

Principal: Date: /[
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SEQUENTIAL LIST OF CHECKS:

R NDULAREWNERE

CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
. CLICK:
10.CLICK:
11.CLICK:
12.CLICK:
13.CLICK:

REPORTS

ACCOUNTING

SEQUENTIAL LIST

LIST OF CHECKS

BY CHECK NUMBER

DATE IN FIELDS SECTION

MONTH IS; IN OPERATER SECTION

COMPARE TO BOX; ENTER MONTH (BY NUMBER 1-12)
ADD CONDITION

YEARIS; IN OPERATOR SECTION

COMPARE TO BOX; ENTER YEAR (IE... 2017, 2018, ETC)
ADD CONDITION

PRINT
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Accounting- Reports-  Utilitiesw

Accounting

Bank Recd Purchase Orders

System

Help- Exit
Activity Ledger

»| Qutstanding Checks

Previe) Fon) Close)

Bank Account
Statement Date Range
Ending Balance from Bank Statement:

Total Deposits not on Bank Statement:

Reconciliation
Bank Reconciliation

Print Checks

992 - Ch

From: |§
$33.186

$0.00

Print Prev. Receipts
1099 Information
Special Reports
Journal Adjustments
Chart of Accounts

Sequential List

CLICK: REPORTS

CLICK: ACCOUNTING
CLICK: SEQUENTIAL LIST
CLICK: LIST OF CHECKS
CLICK: BY CHECK NUMBER

Sub Account Reports
Deposit Voucher

vendor List

Extended Codes

»

»

List of Checks - Brief |

List of Checks By Account and Check Num

List of Receipts By Check Mum

-

All Transactions by Vendor

»| Vendors with no Transactions

List of Accounts Payable

List of Activity Transfers

By Check with PO
By MNote Field

By Vendor

List of GL Transfers

Tax Amounts by County

Tax Amounts by Account

Utilities Exit

Accounting

Reportsv Systemw Helpw

List of Checks by Check #

Preview | Print] Export to Excel| Close |
Report Title | |
Report Saved Name | |
Fields Operators Compare to
Activity Account » ||Before -~ |2[]1.5 |
After
Check  Add Conditien |
“endor Code Month is
Date Canceled Day is R J
GL Acet Equal to
F.O. Mumber Between
Invoice No. OR Clear All J
Amount
Tax Amount Save Rpt J
Tax 1099 - -
Report Conditions || Saved Reports
Month(Date)=12 CLICK: DATE; IN FIELDS SECTION
AND CLICK: MONTH IS; IN OPERATER SECTION
Year(Date}=2016 CLICK: COMPARE TO BOX; ENTER MONTH (BY NUMBER 1-12)
CLICK: ADD CONDITION
CLICK: YEAR'IS; IN OPERATOR SECTION
CLICK: COMPARE TO BOX; ENTER YEAR (IE... 2017, 2018, ETC)
CLICK: ADD CONDITION
CLICK: PRINT
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Date Payee GL Aect Diate Cancelled
Check Mo Mabe Accomni Name Acteunt Purchase Imvaice ™o, 109 A — Tax Amt
1171 1222016 VD 997
Staff Appreciation DONATIONS 300 Mo §0L00 0,00
Total for Check # 1171 S0 0,00
1173 1222016 GREAT AMERICAN OPPORTUNI  gap 12312006
NTE $3300,00 PRINCIFAL 100 183 Mo §3,564.20 0,00
COOKIE DOLUGH
FUNDRAISER.
Total for Check # 1173 §3,564.20 0,00
1174 1122016 WAL-MART STORES 997 12312006
NTE $400,00 ltems PRINCIPAL 100 194 Moo £396.19 000
for Staff
Apprecmbion
Total for Check # 1174 £308.19 0,00
1175 IHIER0l6 APS BOARD OF EDUCATION a7
NTES1 0000 KINDERGARTEN 170 I&8 Mo 05 (0 000
KINDER
FIELDTRIP 1N
Total for Check # 1173 505,060 0,00
1176 IHIER0l6 APS BOARD OF EDUCATION a7
NTE $300,00 Ist FIRST GRADE 180 L] Mo %] 50,00 000
grade Fieldirip in
school.
Total for Check # 1176 £150.00 0,00
1177 1152016 SILVA SCREEN PLUS 997 12312006
NTE $400.00 FRE- 280 193 Mo S208.50 0,00
TeShats
Total for Check & 1177 S298.90 50,00
Total of all Checles Selected: S4.506.29 5000

“Note: This report does not include the Journal Adjusimenis

SAMPLE REPORT
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SEQUENTIAL LIST OF RECEIPTS:

14.CLICK:
15.CLICK:

REPORTS
ACCOUNTING

16.CLICK:
17.CLICK:
18.CLICK:
19.CLICK:
20.CLICK:
21.CLICK:
22.CLICK:
23.CLICK:
24.CLICK:
25.CLICK:
26.CLICK:

SEQUENTIAL LIST

LIST OF RECEIPTS

BY RECEIPT NUMBER

DATE IN FIELDS SECTION

MONTH IS; IN OPERATER SECTION

COMPARE TO BOX; ENTER MONTH (BY NUMBER 1-12)
ADD CONDITION

YEARS; IN OPERATOR SECTION

COMPARE TO BOX; ENTER YEAR (IE... 2017, 2018, ETC)
ADD CONDITION

PRINT

SEQUENTIAL LIST OF RECEIPTS:

Accounting-= Reports-  Utilities+~ System

Accounting

Activity Ledger

Purchase Orders Qutstanding Checks C|_|CK REPORTS
ETANEEETT CLICK: ACCOUNTING
Bank Reconciliation CLICK: SEQUENTIAL LIST
Print Checks CLICK: LIST OF CHECKS
print Prev. Receipts CLICK: BY CHECK NUMBER
1099 Information

Special Reports
Journal Adjustments
Chart of Accounts
Sequential List

Sub Account Reports
Deposit Voucher
Vendor List

Extended Codes

-

ne SN
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List of Checks - Brief

List of Checks

All Transactions by Vendor
Vendors with no Transactions
List of Accounts Payable

List of Activity Transfers

List of GL Transfers

Tax Amounts by County

Tax Amounts by Account

ting
 Welr—

By Receipt #

By Account and Receipt #
By Mote Field

By Tax Amounts

By Vendor

By Individual




Accounting- Reportsw- Utilities- Systemw- Helpw Exit

List of Receipts by Receipt

Preview | — Export To Excel| Close ]
Report Title | |
Report Saved Name | |
Fields Operators Compare to
Account - || Before - |2L'l15 |
Date After
oL Ascount ey ___Add Condition |
Recpt No Month is
“endor Code Day is
Total Amount Equal to Sio J
MNote Between
Payment Type OR Clear All )
Individual
CLICK: DATE; IN FIELDS SECTION

[ Report Conditions | Sawved Reports

CLICK: MONTH IS; IN OPERATER SECTION
CLICK: COMPARE TO BOX; ENTER MONTH (BY NUMBER 1-12)

Month({Date)=12
AND
Year(Date)=2016

CLICK: ADD CONDITION

CLICK: YEAR IS; IN OPERATOR SECTION

CLICK: COMPARE TO BOX; ENTER YEAR (IE... 2017, 2018, ETC)
CLICK: ADD CONDITION

CLICK: PRINT

- | ‘

January 25, 20017

Sequential List of Receipts (by Receipt) Page 1 of 1
Sequential List of Receipts

{ii-hhii.hhnﬁtiplnﬂailiitii..hii}

Receipt No. Date Pay Received From
Note Tyvpe*  Payee Account Name Amount GL Acet.
1773924 12092016 LISA GRUSY
Pay back sales taxes C LISA GRUSY 300 DONATIONS $20.51 952
Total for Receipt Number: 1773924 520.51
1773925 12092016 PARENTS
Girandparent Fundraiser Donation i FARENTS 10y PRIMCIPAL $50.00 992
Total for Receipt Number: 1773925 550.00
1773926 12092016 TEACHERS
T-Shirts money C TEACHERS 280 PRE-K $69.00 952
Total for Receipt Number: 1773926 S69.00
1773927 12092016 TEACHERS
Book Fair money [ TEACHERS 120 LIBRARY 4698 o092
Total for Receipt Number: 1773927 546.98
1773928 12/09/2016 TEACHERS
Laost Book Gabriel Maestas C TEACHERS 150 LOST BOOKS 9,52 Qo2
Total for Receipt Number: 17730928 59.52
Report Grand Total: 5196.01
Totals By Payvment Tvpe:
Cash= $196.01
Check= $0.00
Electronic Trans= %0.00
Money Order= %0.00
Credit Card= $0.00
Other= 50.00 SAMPLE REPORT
Total= $196.01
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SEQUENTIAL LIST OF ACTIVITY TRANSFERS:

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: SEQUENTIAL LIST
CLICK: LIST OF ACTIVITY TRANSFERS
ENTER: PERIOD BEGIN (1°" DATE OF STATEMENT CYCLE)
PERIOD END (LAST DATE OD STATEMENT CYCLE)
6. CLICK: PRINT; IF THERE ARE NO TRASFERS IT WILL SHOW “NO DATA”

iR WNR

Accounting-~ Reports—  Utilities~ System~ Help+» Exit

Accounting ¥ Activity Ledger

Purchase Orders ¥| Outstanding Checks

Reconciliation
Bank Reconciliation
Print Checks

Print Prev. Receipts
1099 Information
Special Reports

Journal Adjustments

hd bl r ¥

Chart of Accounts ne ey

-
List of Checks - Brief tl ng
List of Checks 2 WQI’—

Deposit Voucher List of Receipts 3

Sub Account Reports

hd

Vendor List All Transactions by Vendor

Extended Codes Wendors with ne Transactions

had

List of Accounts Payable
List of Activity Transfers

List of GL Transfers

CLlCK REPORTS Tax Amounts by County
CLICK ACCOUNTING Tax Amounts by Account
CLICK: SEQUENTIAL LIST

CLICK: LIST OF ACTIVITY TRANSFERS
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Accounting= Reports«  Utilities» System- Help- Exit

List of Activity Transfers
Preview)

Report Title

Export To Excel| Close|

Date Range (From

o1/01/2017 |
o1/312017 |8

1 | -|999999 |

Date Range (TO)

Account Range (From -

ENTER: PERIOD BEGIN (15T DATE OF STATEMENT CYCLE)
PERIOD END (LAST DATE OF STATEMENT CYCLE)
CLICK: PRINT; IF THERE ARE NO TRASFERS
IT WILL SHOW “NO DATA”

Sequential List of Activity Transfer
From Date: 12/1/2016 9 R From Acct: 1
To Date: 12/31/2016 To Acct: 999999
Document Transfers Date Account From Sub-Acet Account TO Sub-Acet Amount Note
55 55 120772016 107 ATHLETIC ADMIN (1] &lo0 SCHOOL BASED ENTER U] S11E65  To cover the coack's
meeting food
56 56 12082016 172 PARKING PEEMITS 1] 102 ADMINISTRATION a $53544  To Cover Misc. Custodial
Supplies
57 57 121272016 610 SCHOOL BASED EM1 L1} 102 ADMINISTRATION 0 $1.B36.82  45% of profits from SBE
for Oct. & Nowv.
58 58 121272016 610 SCHOOL BASED EM1 L1} 367 DECA i} $2.245.01  55% of profits from SBE
for Ot & Nowv.
59 59 121472016 6l4 DECA ENTERPRISE [1] 367 DECA 0 $8.000.00  To help cover charges
6l al 11672016 167 ORCHESTRA (1] 102 ADMINISTRATION U] $270.00  To pay back for charges

covered in 2015-2016

Total: 513,005.92

SAMPLE REPORT
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ACTIVITY FUND TRANSFER ENTRY:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: TRANSFERS & DEPOSITS

CLICK: TRANSFER ACTIVITY

CLICK: ADD; TRANSFER # SHOULD PRE-POPULATE

TAB TO: TRANSFER DATE; ENTER EFFECTIVE DATE OF THE TRANSFER

TAB TO: FROM ACTIVITY ACCT; ENTER ACCT TO TRANSFER FROM

TAB TO: TO ACTIVITY ACCT; ENTER ACCT TO TRANSFER TO

. TABTO: TRANSFER AMT; ENTER AMOUNT OF FUNDS BEING TRANSFERRED
10.TAB TO: TRANSFER NOTE; ENTER BRIEF DESCRIPTION/PURPOSE FOR TRANSFER
11.CLICK: SAVE; SAVE AT THE TOP

W o N A WNR

Accounting ¥ Accounts 3

Purchase Orders ¥ WVendors

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: TRANSFERS & DEPOSITS
CLICK: TRANSFER ACTIVITY

Accounts Payable
Checks Paid

Receipts

2. Depo Deposits

Journal Adjustments Transfer Activity

Cancel Checks Transfer GL

Budget

Counties

activity accounting
& Wel-

purchase orders
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Accounting-= Reports« Utfilities» Systemw Help» Exit

Activity Transfer

Transfer #

From Activity Acct

Cash Balance

Working Balance

From Sub Acct

Transfer Amt
Document £

Transfer Note

510 - CC TEREST
$24.03
$24.03

0 - No SubAccount

R

CLICK: ADD
—m—lw
Transfer Date 1212012017 |
To Activity Acct 100 - ADMINISTRATION
Cash Balance ($2,584.02)
Working Balance ($2,584.02)
To Sub Acct 0 - Mo SubAccount

Entry Closed [ N
Date Voided L ]

Void this Activity Transfer|

Accountingw~ Reportsw Utilities» System~ Hel

TAB TO:
TAB TO:
TAB TO:
TAB TO:
TAB TO:
CLICK: SAVE; SAVE AT THE TOP

*xA%** TRANSFER # SHOULD PRE-POPULATE *****
TRANSFER DATE; ENTER EFFECTIVE DATE OF THE TRANSFER
FROM ACTIVITY ACCT; ENTER ACCT TO TRANSFER FROM
TO ACTIVITY ACCT; ENTER ACCT TO TRANSFER TO
TRANSFER AMT; ENTER AMOUNT OF FUNDS BEING TRANSFERRED
TRANSFER NOTE; ENTER BRIEF DESCRIPTION/PURPOSE FOR TRANSFER

Activity Transfer

Transfer £

From Activity Acct

Cash Balance

Working Balance

From Sub Acct

Transfer Amt
Document 2

Transfer Note

I

| 510 - CD INTEREST

$24.03
$24.03

| 0 - Mo SubAccount

$10.00

i

Transfer Date 122002017 |

To Activity Acct | 100 - ADMINISTRATION |
Cash Balance (%$2,584.02)

Working Balance ($2,584.02)

To Sub Acct | 0- No SubAccount

Entry Closed [ Ng
Date Voided ]

|BRIEF DESCRIPTION/PURPOSE
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GL TRANSFER ENTRY:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: TRANSFERS & DEPOSITS

CLICK: TRANSFER GL

CLICK: ADD; TRANSFER # SHOULD PRE-POPULATE

TAB TO: TRANSFER DATE; ENTER EFFECTIVE DATE OF THE TRANSFER

TAB TO: FROM GL ACCT; ENTER ACCT TO TRANSFER FROM

TABTO: TO GL ACCT; ENTER ACCT TO TRANSFER TO

. TAB TO: TRANSFER AMT; ENTER AMOUNT OF FUNDS BEING TRANSFERRED
10.TAB TO: TRANSFER NOTE; ENTER BRIEF DESCRIPTION/PURPOSE FOR TRANSFER
11.CLICK: SAVE; SAVE AT THE TOP

W oo N A WNR

Accountingw  Repo

Accounting »| Accounts 3

Purchase Orders ¥ Vendars CLICK: ACCOUNTING
Accounts Payable CLICK: ACCOUNTING
Checks Paid CLICK: TRANSFERS & DEPOSITS

CLICK: TRANSFER GL

Receipts

R, Depo Deposits
Journal Adjustments Transfer Activity

Cancel Checks Transfer GL

Budget

Counties

activity accounting
& Vv
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Accounting~ Reports» Utilities» System- Help» Exit

GL Transfers

/ CLICK: ADD

~FIRST | PREV--NEXT - LAST {JRBOMEDIT | DEL | LST | GANGEL - SAVE | CLOSE | SAVE - ADD ANGTHER.

Transfer £

From GL Acct

Cash Balancs

Transfer Amt

Document #

Transfer Note

Accounting~ Reports«

GL Transfers

[991 - Cash on Hand v

$0.00

Transfer Date 127202017 |8

To GL Acct [992 - Checking ¥

Cash Balance ($10,804.48)

Entry Closed [ ng
Date Voided L 1

"

Utilities+ Syslem- Help-

TAB TO:
TAB TO:
TAB TO:
TAB TO:
TAB TO:
CLICK: SAVE; SAVE AT THE TOP

*xxA%R* TRANSFER # SHOULD PRE-POPULATE *****
TRANSFER DATE; ENTER EFFECTIVE DATE OF THE TRANSFER
FROM GL ACCT; ENTER ACCT TO TRANSFER FROM
TO GL ACCT; ENTER ACCT TO TRANSFER TO
TRANSFER AMT; ENTER AMOUNT OF FUNDS BEING TRANSFERRED
TRANSFER NOTE; ENTER BRIEF DESCRIPTION/PURPOSE FOR TRANSFER

FIRST | PREV. | NEXT | LAST | ADD. | EDIT | DEL |- LiST-| CANCEL | savE | cLoSE | SAVE - ADDANOTHER |

Transfer #

From GL Acct

Cash Balancs

Transfer Amt

Document #

Transfer Note

| 994 - Investments v

$24.0

524.03

b

Transfer Date 1212012017 |3

To GL Acct | 992 - Checking v

Cash Balance ($10,804.48)

Entry Closed [no
Date Voided 1

IBRIEF DESCRIPTION/PURPOSE]|

164




VOIDING



VOIDING RECEIPTS:

CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: RECEIPTS
CLICK: LIST

vk wnNh e

LOCATE RECEIPT: EITHER USING THE SEARCH WINDOW

OR SCROLL THROUGH PAGES TO FIND IT

© 0N o

10.CLICK: CONTINUE

rF .
-

ﬁepes software

Copyright @ 2014: CAP Group, Inc.

CLICK: RECEIPT NUMBER

CLICK: VOID THIS RECEIPT

ENTER: REASON FOR VOID

. ENTER: ENTER DATE RECEIPT WAS VOIDED

District: ALBUQUERQUE PUBLIC SCHOOLS
School: CIBOLA HIGH SCHOOL

Year:

2016 / 2017
Change Schools

CLICK: ACCOUNTING

Accounts

Purchase Crders »| Vendors

Accounts Payable
Checks Paid

Receipts

Transfers & Deposits
Journal Adjustments
Cancel Checks

Budget

Counties

3

CLICK: ACCOUNTING
CLICK: RECEIPTS
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-

< Tedr: LULD f UL/
£, epes software e sl
Copyright @ 2014: CAP Group, Inc.

Accounting- Reports« Utilities« System- Helps» Exit

Receipts
: d is Recel ] is Recel
e e ST 2 T T e ——

Receipt #: [110 |  Date: [05/31/2017 |  GL Account: [992 - CHS-Checking| Printed: [No Posted From: —=
Revd From: [NUSENDACR|  Vendor Name: [NUSENDA CREDIT UNION | Closed: Void Date: [05/31/2017

Individual: [NUSENDA CREDIT UNION |

Add Line Iteml Receipt Total: |($8

Acct. Sub Acct. Amount Tax Amt. MNotes Pay Type

301 0 ] [

Activities Mo Sub-Account |[$80'00) ||$t].l]t] I u;Cash |
301 0 ] [

Activities Mo Sub-Account |($5'00) ||$t].l]t] If | Cash |

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1

LOCATE RECEIPT: EITHER USING THE SEARCH WINDOW
OR SCROLL THROUGH PAGES TO FIND IT
Accounting» Reporis» CLICK' RECEIPT NUMBER

Receipt List Search |Receipt#  v| for | ' Search) Close]

Click on the field header to sort by that field

3
Date Receipt # Individual Amount GL Acct #
06/23/2017 1021 JANE DOE $2.500.00 992
|
District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINIMG SCHOOL 1
b =5 Year: 2016 /2017
O E epes SOI tware
Copyright © 2014: CAP Group, Inc. CLICK: VOID THIS RECEIPT

Accounting-- Reports-w- Utilities - Systaemn -

Receipts
Receipt =: [1021 Date: [06/23/2017 GL Account: [292 - Checking Printed: Posted From: ——
Rocvd From: Wendor Mame: |JANE DOE | Closed: wWoid Date: ———————
Individual: [JANE DOE |
Add Line Itarnl Receipt Total: |$2,500.00
Acct. Sub Acct. Amount Tax Amt. Notes
105 o]
LIBRARY Mo Subfccount [52.500.00 ][s0.00 |[sRaNT MonEY
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SAME | CLOSE  SAVE - ADDANGTHER - Print This Receipt| “Woid this Receipt

unt: Printed — b= R R
ENTER: REASON FOR VOIDING THE RECEIPT

ENTER: DATE RECEIPT WAS VOIDED +——
—® CLICK: CONTINUE

Receipt Total: [$50.00

SHOP | losed]

Void Receipt

runt Tax Amt. Mgtes

1.a0 ||SD.{|0 ||Cand‘, sales

Reason for Voiding This Receipt (Optional)

a > [re32017 |
» VOID DUPLICATE ENTRY |D;;g'_d nes 23{201&

Continue| Cancel Void)

District: ALBUQUERQUE PUBLIC SCHOOLS
- School: ALBUQUERQUE TRAINING SCHOOL 1

e Year: 2016 /2017
' : ems SOH'WO re Change Schools
Copyright @ 2014: CAP Group, Inc.

Accountingw Reporisw  Utilitiesw» Systemw Helpw Exit

Receipt List Search | Date v | for | | 'Search) Close)

Click on the field header to sort by that field
Date Receipt # Individual Amount GL Acct #
06/23/2017 1021 JANE DOE $2,500.00 g4z
06232017 1021 JANE DOE ($2,500.00) 9492

GO BACK TO LIST: IN ORDER TO VERIFY THE RECEIPT WAS VOIDED CORRECTLY
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VOIDING CHECKS:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: CHECKS PAID

CLICK: LIST

LOCATE CHECK: EITHER USING THE SEARCH WINDOW
OR SCROLL THROUGH PAGES TO FIND IT

CLICK: CHECK NUMBER TO BE VOIDED

CLICK: VOID THIS THIS CHECK

ENTER: REASON FOR VOID

. ENTER: ENTER DATE CHECK WAS VOIDED

10.CLICK: CONTINUE

vk wnNh e

© 0N o

Accounting- Reports-  Utilities» System- Help» Exit
Accounting Accounts 3
Vendors

T —— CLICK: ACCOUNTING
CLICK: ACCOUNTING

CLICK: CHECKS PAID

Purchase Orders

Checks Paid

Receipts

Transfers & Deposits 3
Journal Adjustments
Cancel Checks

Budget

Counties actiUity dccounting
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Accounting- Reports« Utilities»~ Systemw- Helpw» Exit

Checks Paid CLICK: LIST

Check #: [1572 | Date: [09/1472017 |EE GL Acct: | 992 - Checking Closed [ Ng

Vendor ID: [FRIEDCHIC Vendor Name: |FRIED CHICKEN @ Date Cancelled: | |
Payee: [FRIED CHICKEN | Date Voided

Total Amount: £250.00

AddlifElien|Saie) Total Amount:

Acct. Sub Acct. Amount |'I'ax Amt. Working Balance |P.CI.# Invoice |Notes
@888 | 100 - ADMINISTRATION 0 - No SubAc.. | $250.00][50.00 [TGz0202)15¢ || [[tunch for staff
Void this Check)

Accounting+ Reports«  Utilities» System~ Help» Exit

Checks Search: |Check# v | for | | with Status Search| Close)

Click on the field header to sort by that field

Check # Vendor Payee

[ NUSENDA  NUSENDA SELECT: CHECK TO EDIT; THIS CAN BE DONE TWO WAYS:
107 YOUNG STEVE YOUNG

o YOUNG  |STEVE YOUNG 4l ENTER: CHECK NUMBER

5t CoSTEO  c0sCTO - CLICK: SEARCH & CLICK ON ACCOUNT

1665 WALMART  |WALMART I~

565 — APSEOE—APS L (OR) SCROLLING TO THE CHECK NUMBER
1566 SANDIACFF | SANDIA OFFICE SUPPLY

P cersl cersi CLICK: ONCE ON THE CHECK NUMBER

1567 DICNS DIONS PIZZA

1567 _J PAN PETER PAN $500.00 09/14/72017 992
1568 APSATHLET |APS ATHLETICS 5367.00 09/14/2017 992
1569 WALMART  |WALMART 564.83 09142017 992
1570 APSBOE APS $200.00 09¢14/2017 992
1571 COSTCO COSCTO $397.86 09/14/2017 992
1672 FRIEDCHIC | FRIED CHICKEN §250.00 09/14/2017 992
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Accounting» Reports» Utilities~ System~ Help» Exit

Checks Paid

Check #: [1569

| Date: [09/1412017 | GL Acct: | 992 - Chacking Closed [ N

Vendor ID: [WALMART Vendor Name: |WALMART

Payee: |WALMART |

| . Date Cancelled: l:l E

Date Voided

Total Amount:

_- Total Amount:
/‘

L CLICK: VOID THIS CHECK

Acct. Sub Acct. Amount |Tax Amt. Working Balance |P.D‘# Invoice |Notes 10
0- No SubAc.. || $64.83/[$0.00 [TG2om02) 152 | [snacks for inservice day

Accounting~ Reports- Utilities» System~ Help» Exit

Checks Paid

Check #: [1569

| Date: [0914/2017 | 6L Acct:

Vendor ID: WALMART Vendor Mame: |WALMART

Payee: [WALMART |

992 - Checking Closed [ Mg
| . Date Cancelled: I:I ]
Date Voided

Total Amount:

MBI S Tots! Amount

Acct. Sub Acct. Amount |Tax Amt. Working Balance |P.D‘# Invoice |Notes 1099
@E8®) | 100 - ADMINISTRATION 0 - No SubAc.. | $64.83|||$U.U[] [ Gz.02z6.02) 152 || ||5nacks for inservice day

Reason for Voiding This Check (Optional)

Void Reason: |CHECK NOT USED

Void Date:  [p9/14/2017 |7

CLICK: VOID REASON; ENTER DESCRIPTION
TAB TO: VOID DATE; ENTER DATE OF VOID
CLICK: CONTINUE
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VOIDING PURCHASE ORDERS:

CLICK: ACCOUNTING
CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVE)
CLICK: LIST
LOCATE PURCHASE ORDER: EITHER USING THE SEARCH WINDOW
OR SCROLL THROUGH PAGES TO FIND IT
CLICK: PURCHASE ORDER NUMBER TO VOIDED
CLICK: EDIT; AT THE TOP
CLICK: EDIT ON THE LINE (GREEN PENCIL)
. CLICK: PRICE PER UNIT; CHANGE AMOUNT TO ZERO
10.CLICK: NOTES SECTION; ADD VOID PO
11.CLICK: SAVE; ON THE LINE
SAVE AT THE TOP
12.CLICK: RECEIVE ALL ITEMS, PURCHASE ORDER IS NOW VOIDED

vk wn R

© ®o N o

Accountingw,  Repa

Accounting

Accounts 3
PO (Add, Edit, Receive) CLICK: ACCOUNTING

vendors CLICK: PURCHASE ORDERS
CLICK: PO (ADD, EDIT, RECEIVE)

Purchase Orders

Ship To

activity accounting

F W

172



Accountingw Reporisv  Utilitiesw Systemw Helpw Exit

Purchase Orders

CLICK: LIST

—WE—!MM—ABMWHEH— Receive All IlemsJ Post Rel:vdJ Print POJ

Ref:[Tl- | PO #:[154 | G/L Account: [992 - Checking] Date Ordered: [09/14/2017
Vendor ID: |FRIEDCHIC Vendor Name: |FRIED CHICKEN

Ship To Code: [APS TESTING ENVIRONMENT |

Date Received: |09/14/2017

Total Ordered: |$250.00 Total Open: |$0.00 Total Posted: [$250.00 Total Received - Not Posted: |$0.00

Add Line Iteml

Working Bal: ($2,026.02)| Encumbered Bal: $0.00

Acct. Number Sub Acct Number|Invoice Number | Qty Ord. |[Rec| Qty Open |Description Price Per Unit| Discount Percent Unit Desc. |Tax Total 1099
100 0
ADMINISTRATION Mo SubAccount 1 J 0 lunch for staff $250.00 0.00% EA. 50.00 $250.00
110 0
STUDENT ACTIVITIES Mo SubAccount 0 J 0 SMNACK BAR PRODUCT 17.185Y|50.00 0.00% EA. 50.00 =0.00

[ Notes |

(Maximum of 250 characters)
Accounting~ Reports~  Utilities» System» Help»  Exit '?!
PO List Search PO Number | for | ‘ Search| Close
e — S | SELECTING PO TO EDIT CAN BE DONE TWO WAYS:
41 T1- 07/03/2017 BSNSPORTS .
42 T1- 07/03/2017 71312017 PSINK E NTE R' PO N U M BE R
43 T1- 07/03/2017 71312017 BSNSPORTS
44 T1- 07/05/2017 7512017 WALMART CLICK' SEARCH & CLICK ON PO
45 T1- 07/05/2017 71102017 SANDIACFF o
B < o > (OR) SCROLLING TO THE PO NUMBER
47 T1- 07/06/2017 71612017 PEPSI
48 T1- 07/06/2017 71612017 DICNS DICNS PIZZA CLICK' ONCE ON THE PO NUMBER
49 T1- 07/07/2017 91472017 COSTCO COSCTO
151 250- 08/15/2017 WALMART WALMART 1 a2 TE0.00
152 T1- 08/15/2017 8M152017 WALMART WALMART 1 92 §0.00
153 T1- 081512017 BM152017 HERRERAB HERRERA BUS COMPANY V&40464 1 992 $0.00
154 T1- 09/14/2017 91472017 FRIEDCHIC FRIED CHICKEN 1 992 $0.00
[
Changes will not be saved until you click save.

Purchase Orders
FIRST | PREV- NEXT | LAST . ADD- LEDIT-| DEL . LiST-| GANCEL | BAVE |, cLoSE | SAVE-ADDANOTHER| Receive Al liems) Post Recvd) Print PO)
Ref:[250- | PO #:(151 | CLICK: EDIT
Vendor 10 vendor ey CLICK: EDIT ON THE LINE (GREEN PENCIL)
Ship To Code: -

ipTo Code: | 1 - aps TESTING ko) TAB TO: PRCIE PER UNIT; CHANGE AMOUNT TO ZERO

. . o ”

Total Ordered: [$80.00 |Tota|% CLICK: NOTES; ADD “VOID PO ]

Add Line Itemj/ Waorking Bal: Encumbered Bal:
W Acct. Numb Sub Acct Number|Invoice Number | Qty Ord. Rec|Qty Open Description Price Per Unit|Discount Percent Unit Desc. Tax Total 1099

o 100 0

. ADMIHISTRATION|NG SubAccount 1 _] 1 SNACKS FOR INSERVICE DAY|$80.00 0.00% EA. £0.00 $80.00

I Notes |

K (7 of 250 charactars)
voID Pol
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Changes will not be saved until you click save.
Purchase Orders

—DEL-| | SAVE - ADDANOTHER | Receive All liems) Post Recvd) Print PO)
Ref: PO #: G/L Account: | 992 - Checking \ | Date Ordered: El

\

Vendor ID: WALMART Vendor Name: WALMART ) 18
Ship To Code: = G ENVIBONMENT i e
pToCode: | 1-A% | |CK: SAVE ON THE LINE i | Date Received

CLICK: SAVE AT THE TOP ¢ |
rl Posted: Total Received - Mot Posted:

Working Bal: =——= Encumbered Bal: =———=

Dpliog Acct. Number Sub Acct Number Invoice Number |Qty Ord. |Qty Open | Description Price Per Unit Discount Percent

| | SNACKS FOR INSERVIC[30.00 | | 0.00%] |

B © | i00-apmmvisTRATION | | O - No Subac.

[ Notes |

(Maximum of 250 characters)

|v01|:- PO |

Accountingw Reportsw Utilities» Systemw Helpw Exit

Purchase Orders

Ref:[250- | PO #:[151 | &/L Account: [922 - Checking] Date Ordered: [08/15/2017 \
Vendor ID: [WALMART Vendor Name: [WALMART |

Ship To Code: [APS TESTING ENVIRONMENT | Date Received: =—=—

CLICK: RECEIVE ALL ITEMS

Total Ordered: ($0.00 Total Open: |$0.00 Total Posted: |$0.00 Total Received - Mot Posted: [$0.00

Add Line Iteml Working Bal: ————= Encumbered Bal: —————=
Acct. Number Sub Acct Number| Invoice Number |Qty Ord. | Rec|Qty Open | Description Price Per Unit|Discount Percent|Unit Desc.|'l'ax AmnuntlTnlnI
100 0 .
ADMINISTRATION|No SubAccount 1 J 1 SMACKS FOR INSERVICE DAY|50.00 0.00% EA. ‘$0.00 |$0.00

[ Notes |

(Mzximum of 250 characters)

VoID PO

*¥* PURCHASE ORDER IS NOW VOIDED***

174



VOIDING ACTIVITY TRANSFERS:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: TRANSFERS & DEPOSITS

CLICK: TRANSFER ACTIVITY

CLICK: LIST; CLICK ON THE TRANSER TO BE VOIDED (OR)
USE SEARCH WINDOW TO LOCATE THE CORRECT TRANSFER & CLICK IT

6. TAB TO: REASON FOR VOIDING THIS ACTIVITY TRANSFER

ENTER; REASON FOR VOIDING TRANSFER

7. TABTO: DATE; ENTER EFFECTIVE DATE OF THE VOID

8. CLICK: CONTINUE; TRANSFER WILL BE VOIDED

CANCEL VOID; TO STOP THE VOID IN PROCESS

vk wn R

Accounting ¥ Accounts 3

Purchase Orders »| Vendors CLICK: ACCOUNTING
Accounts Payable CLICK: ACCOUNTING
Checks Paid CLICK: TRANSFERS & DEPOSITS
Receipts CLICK: TRANSFER ACTIVITY
R Depo Deposits
Journal Adjustments Transfer Activity

Cancel Checks Transfer GL

Budget

Counties

activity accounting
& Wel-

purchase orders
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Helpw» Exit

Activity Transfer /

CFIRST PREV  NEAT LAST ADD EDIT DEL | MST | CANCEL SAVE | CLOSE  SAVE-ADD ANGTHER

Accounting~ Reports« Utilitiess» Systemw

CLICK: LIST

Transfer # Transfer Date 1212012017 |

From Activity Acct 510 - CD INTEREST To Activity Acct 100 - ADMINISTRATIOM
Cash Balance $14.0 Cash Balance ($2,574.02)

Working Balance $14.0 Working Balance ($2,574.02)

Transfer Activity List Search | Transfer # v | for | | Search| Close)
Click on the field header to scy%y that field

Transfer # From Activity Acct From Sub Acct To Activity Acct To Sub./hcd A it Date Document ID Closed

1 510 0 100 0 £0.00 12/20/2017 MNo

1 510 0 100 Q/ 0.00 12/20/2017 MNo

2 510 0 100 0 £10.00 12/20/2017 MNo

4

CLICK: TRANSFER TO BE VOIDED (OR) USE SEARCH WINDOW TO LOCATE THE CORRECT TRANSFER;
& CLICK ON THE TRANSFER TO BE VOIDED

Accounting= Reports+ Utilities» System~ Help» Exit

CLICK: VOID THIS ACTIVITY TRANSFER

TAB TO: REASON FOR VOIDING THIS ACTIVITY TRANSFER
ENTER; REASON FOR VOIDING TRANSFER

» TAB TO: DATE; ENTER EFFECTIVE DATE OF THE VOID

Activity Transfer

Transfer #

CLICK: CONTINUE; TRANSFER WILL BE VOIDED
From Activity Acct  \olihEele CANCEL VOID; TO STOP THE VOID IN PROCESS
Cash Balance Cash Balance
working Balance Working Balance
From Sub Acct To Sub Acct 0 - No SubAccount
Transfer Amt Entry Closed [nd

Date Voided ]

Document =

Transfer Note

|

|
,/l |
¥ Reasny/fur Voiding This ActiviicIransfer (Optional)

vob | void Date— [1212012017 |E
Continue| Cancel Void)
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VOIDING GL TRANSFERS:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: TRANSFERS & DEPOSITS

CLICK: GL ACTIVITY

CLICK: LIST; CLICK ON THE TRANSER TO BE VOIDED (OR)
USE SEARCH WINDOW TO LOCATE THE CORRECT TRANSFER

6. TAB TO: REASON FOR VOIDING THIS ACTIVITY TRANSFER
ENTER; REASON FOR VOIDING TRANSFER

7. TABTO: DATE; ENTER EFFECTIVE DATE OF THE VOID

8. CLICK: CONTINUE; TRANSFER WILL BE VOIDED

CANCEL VOID; TO STOP THE VOID IN PROCESS

vk wnN e

Accauntiﬂv Reportsw Utilitiesw Systemw Helpw Exit

Accounting »| Accounts »
Purchase Orders | vendors CLICK: ACCOUNTING
bl lh Sl CLICK: ACCOUNTING
Checks Paid CLICK: TRANSFERS & DEPOSITS
Receipts CLICK: TRANSFER GL
R, Depo Deposits
Journal Adjustments Transfer Activity
Cancel Checks Transfer GL
Budget
Counties

activity accountin
&
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Accounting- Reports-  Utilities« Systemw- Helpw

CLICK: LIST
GL Transfers /

~FIRST | PREV- - NEXT-|-LAsT - ADD | EDiT | oEr STl canceL | save|

Transfer Date 122012017 |

From GL Acct [994 - Investments v To GL Acct [992 - Checking v
Cash Balance Cash Balance (£10,780.45)

Transfer Amt $24.03 Entry Closed [me
Document = Datevoides [T

Transfer Note [BRIEF DESCRIPTION/PURPOSE |

H

Void this GL Transfer|

Accounting~ Reports» Utiliies» Systemw Helpw» Exit

GL Transfer List Search |Transfer# v for | | Search) Close)

Click on the field header to sort by that field

Transfer # From GL Acct To GL ﬁu{ Amount Date
1 004 992 $24.03 1202002017

[N ¥

CLICK: TRANSER TO BE VOIDED (OR) USE SEARCH WINDOW TO LOCATE THE CORRECT TRANSFER;
& CLICK ON THE TRANSFER TO BE VOIDED

Help-  Exit

Utilities- System -

Accounting- Reports-

CLICK: VOID THIS GL TRANSFER

>'TAB TO: REASON FOR VOIDING THIS GL TRANSFER
ENTER; REASON FOR VOIDING TRANSFER

TAB TO: DATE; ENTER EFFECTIVE DATE OF THE VOID

GL Transfers

Transfer = CLICK: CONTINUE; TRANSFER WILL BE VOIDED
rom C 994 - Investmen

From StAest | s = CANCEL VOID; TO STOP THE VOID IN PROCESS
Cash Balance [ $0.00

Transfer Amt | S24.03| Entry Closed [ nol

Document £ | | Date Voided I:I

Transfer Note BRIEF DESCRIPTION/PURPOSE |

Reason for Voiding This Transfer (Optional)

Vo wis 6L Transter] | V9P 4 | (O =
' | Continue| Cancel Void
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FUNDS




OPENING A CHANGE FUND:
NOTE: ALL CHANGE FUNDS MUST HAVE PRIOR APPROVAL FROM THE
ACTIVITY FUNDS SUPPORT OFFICE SUPERVISOR.

1. CREATE A GL ACCOUNT FOR THE CHANGE FUND (REF: PAGES 16-17) w/ ZERO balance
Then receipt funds to new GL:

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: RECEIPTS

CLICK: ADD; ENTER RECEIPT # 1

TAB TO: GL ACCOUNT; SELECT CORRECT GL ACCOUNT NUMBER FOR CHANGE FUND
TAB TO: RCVD FROM; ENTER (BANK)

CLICK: ADD LINE ITEM

. TAB TO: ACCT; ENTER APPROPRIATE FUND ACCOUNT
10. TAB TO: AMOUNT; ENTER AMOUNT OF CHANGE FUND
11.TAB TO: NOTES; ENTER DESCRIPTION

12.CLICK: SAVE; ON THE LINE & AT THE TOP

© 0NV AW

CREATE A CHECK FOR CHANGE FUNDS FROM THE SPECIFIED ACTIVITY FUND ACCOUNT

13.CLICK: ACCOUNTING

14.CLICK: ACCOUNTING

15.CLICK: ACCOUNTS PAYABLE

16.CLICK: ADD

17.TAB TO: VENDOR ID; ENTER VENDOR ID CODE & SELECT VENDOR(SPONSOR)
18.CLICK: ADD LINE ITEM

19.CLICK: ACCT; SELECT ACTIVITY FUND ACCOUNT BEING USED FOR CHANGE FUND
20.TAB TO: AMOUNT; ENTER; AUTHORIZED AMOUNT OF CHANGE FUND
21.TAB TO: NOTES; ENTER; CREATION OF A NEW CHANGE FUND

22.CLICK: SAVE ON LINE ITEM

23.CLICK: SAVE AT THE TOP

24.GIVE: CHECK TO SPONSOR TO CASH AT BANK

POSTING OF CHECK: REFER TO STEP 2 ON PAGE 113 & SCREEN SHOTS ON PAGE 116
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Accounting+ Reports- Utilities» System« Help» Exit

Accounting Accounts

Purchase Orders Vendors

Accounts Payable

Checks Paid

Receipts

Transfers & Deposits 3
Journal Adjustments

Cancel Checks

Budget

Counties

activitv ¢

. Changes will not be saved until you click save.
Receipts

FIRST |- PREV-|-NEXT |- LAST \ADD.|- EDIT-\ DEL |- LisT-| GANGEL | save | cLose | SAVE -ADDANOTHER | Print This Receipt) Void this Receipt)

Receipt #: I:I Date: E' GL Account: | 995 - CHANGE F... | Printed: Posted From: l:l
Rcvd From: Vendor Name: |MISCVENDOR | J Closed: Void Date: —————
| o

VendorCode VendName CADDRESS caImy CSTATE CTAXIDNO
S —

|NUSENDA NUSENDA ftal:
|

. |
’;‘here are no line items yet. Click "Add Line Item’'.

) Changes will not be saved until vou click save.
Receipts

FIRST | PREV-\-NEXT |- LAST - ADD-|-EDIT-|-DEL |- LisT | CANCEL | SAVE | cLOSE | SAVE-ADDANOTHER| Print This Receq:g] Void this Receipg]

Receipt #: pate: (01152018 |7 GL Account: | 995 - CHANGE F.. | Printed: Posted From: | |
Revd From: Vendor Name: |NUSENDA |J Closed: Void Date: =——==

Individual: [NUSENDA |

- Receipt Total: [$1,000.00

Options Acct. Sub Acct. Amount |Tax Amt. Notes
T

Pay Type
B @ | 130 - vearBOOK | | 0-nNosubac.. | $200.00] |$0.00 |[cHANGE FUND |

| ¢ - cash il
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Accounting~ Reports«  Utilities» Systemw Help» Exit
Accounting Accounts

Purchase Orders Vendors

Accounts Payable

Checks Paid

Receipts

Transfers & Deposits »
Journal Adjustments

Cancel Checks

Budget

Counties

activity acc

Accounting» Reports-»  Utilities» Systemw» Help» Exit

Accounts Payable

G/L Account: | Select an Option | an pate: | | payThis: [
Vendor ID: I:I Vendor Mame: | | '

Payee: | |

_ Working Bal: —=——= Total Amount:

There are no line items yet. Click 'Add Line Item'.
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Changes will not be saved until you click sav
Accounts Payable

G/L Account: | 992 - Checking | C/A: Date: [01/152018 |TE  pay This: @

Vendor ID: [CHAY Vendor Name: [JEANETTE CHAVEZ I ]

|4 3

VendorCode VendName CADDRESS CCITY  CSTATE CTAXIDNO

|cHavEZ JEANETTE CHAVEZ jurt:
I | —
‘Options Acct. Sub Acct. Amount P.O.# Invoice MNotes Tax Amt. | 1099

0 -
©a No SubAccount [£0.00] s0.00 |
Changes will not be saved until you click save.

Accounts Payable

G/L Account: | 992 - Checking | c/a: [(310,780.45) | Date: 01152018 |E  pay This: @
Vendor ID: CHAVEZ vendor Name: [JEANETTE CHAVEZ | |

Payee: [JEANETTE CHAVEZ |

_] Working Bal: £200.00| Total Amount: [$200.00

Options Acct. Suly Acct. Amount P.O.# Invoice Notes

|TaxAmnt. 1099
@ @ | 130 - vearBOOK | | 0-nNosubac.. | s200.00 | I |

[=]

CREATION OF NEW CHANGE FUI[s0.00 | [
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INCREASING A CHANGE FUND:
NOTE: ALL CHANGE FUNDS MUST HAVE PRIOR APPROVAL FROM THE
ACTIVITY FUNDS SUPPORT OFFICE SUPERVISOR.

1. CLICK: ACCOUNTING

2. CLICK: ACCOUNTING

3. CLICK: ACCOUNTS PAYABLE

4. CLICK: ADD

5. TABTO: VENDOR ID; ENTER VENDOR ID CODE & SELECT VENDOR(SPONSOR)
6. CLICK: ADD LINE ITEM

7. CLICK: SELECT ACTIVITY FUND ACCOUNT BEING USED FOR CHANGE FUND
8. TAB TO: AMOUNT; ENTER; AUTHORIZED AMOUNT OF CHANGE FUND

9. TAB TO: NOTES; ENTER DESCRIPTION FOR INCREASE OF CHANGE FUND
10.CLICK: SAVE; ON THE LINE

11.CLICK: SAVE; AT THE TOP

12.GIVE: CHECK TO SPONSOR TO CASH AT BANK

CREATE A CHECK FOR CHANGE FUNDS FROM THE SPECIFIED ACTIVITY FUND ACCOUNT

13.CLICK: ACCOUNTING

14.CLICK: ACCOUNTING

15.CLICK: RECEIPTS

16.CLICK: ADD; ENTER RECEIPT #1

17.TAB TO: GL ACCOUNT; SELECT CORRECT GL ACCOUNT NUMBER FOR CHANGE FUND
18.TAB TO: RECD FROM; ENTER SPONSOR

19.CLICK: ADD LINE ITEM

20.TAB TO: ACCT; ENTER APPROPRIATE FUND ACCOUNT

21.TAB TO: AMOUNT; ENTER AMOUNT OF THE INCREASE OF CHANGE FUND
22.NOTES; ENTER DESCRIPTIOIN FOR INCREASE OF CHANGE FUND

23.CLICK: SAVE ON LINE ITEM

24 .CLICK: SAVE AT THE TOP

POSTING OF CHECK: REFER TO STEP 2 ON PAGE 113 & SCREEN SHOTS ON PAGE 116
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Accounting+ Reports- Utilities» System« Help» Exit

Accounting Accounts

Purchase Orders Vendors

Accounts Payable

Checks Paid

Receipts

Transfers & Deposits 3
Journal Adjustments

Cancel Checks

Budget

Counties

activitv ¢

. Changes will not be saved until you click save.
Receipts

FIRST |- PREV-|-NEXT |- LAST \ADD.|- EDIT-\ DEL |- LisT-| GANGEL | save | cLose | SAVE -ADDANOTHER | Print This Receipt) Void this Receipt)

Receipt #: I:I Date: E' GL Account: | 995 - CHANGE F... | Printed: Posted From: l:l
Rcvd From: Vendor Name: |MISCVENDOR | J Closed: Void Date: —————
| o

VendorCode VendName CADDRESS caImy CSTATE CTAXIDNO
S —

|NUSENDA NUSENDA ftal:
|

. |
’;‘here are no line items yet. Click "Add Line Item’'.

) Changes will not be saved until vou click save.
Receipts

FIRST | PREV-\-NEXT |- LAST - ADD-|-EDIT-|-DEL |- LisT | CANCEL | SAVE | cLOSE | SAVE-ADDANOTHER| Print This Receq:g] Void this Receipg]

Receipt #: pate: (01152018 |7 GL Account: | 995 - CHANGE F.. | Printed: Posted From: | |
Revd From: Vendor Name: |NUSENDA |J Closed: Void Date: =——==

Individual: [NUSENDA |

- Receipt Total: [$1,000.00

Options Acct. Sub Acct. Amount |Tax Amt. Notes
T

Pay Type
B @ | 130 - vearBOOK | | 0-nNosubac.. | $200.00] |$0.00 |[cHANGE FUND |

| ¢ - cash il
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Accounting~ Reports«  Utilities» Systemw Help» Exit
Accounting Accounts

Purchase Orders Vendors

Accounts Payable

Checks Paid

Receipts

Transfers & Deposits »
Journal Adjustments

Cancel Checks

Budget

Counties

activity acc

Accounting» Reports-»  Utilities» Systemw» Help» Exit

Accounts Payable

G/L Account: | Select an Option | an pate: | | payThis: [
Vendor ID: I:I Vendor Mame: | | '

Payee: | |

_ Working Bal: —=——= Total Amount:

There are no line items yet. Click 'Add Line Item'.
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Changes will not be saved until you click sav
Accounts Payable

G/L Account: | 992 - Checking | o Date: (01152018 | & pay This: @

Vendor ID: Vendor Name: [JEANETTE CHAVEZ I |
|4 (X ]

JEANETTE CHAVEZ unt:

VendorCode VendName CADDRESS CCITY CSTATE CTAXIDNO
|cHavEZ
11 ]
Options Acct. Sub Acct. Amount |P.0O.# Invoice MNotes Tax Amt. (1099
0 —
Ba p Mo SubAccount I s0.00 |[J

Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking | c/a: [($10,780.45) | Date: (017152018 | pay This: @

Vendor ID: |CHAVEZ Vendor Name: [JEANETTE CHAVEZ | |

Payee: |JEANETTE CHAVEZ |

_] Working Bal: $200.00] Total Amount: [$200.00

Options Acct. Sub Acct. Amount P.O.# Invoice Notes |Tax Amt. |[1099
B @ | 130 - vEarRBOOK | | 0-nosubac.. | $200.00 | I |CREATION OF NEW CHANGE FUI[$0.00 |1~

[=]
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CLOSING A CHANGE FUND:

NOTE: YOU MUST NOTIFY THE ACTIVITY FUNDS SUPPORT OFFICE
SUPERVISOR, WHEN YOU ARE CLOSING OUT A CHANGE FUND.

*** DEPOSIT CHANGE FUND INTO CHECKING ACCOUNT WITHOUT RECEIPTING IT.
THE FUNDS ALREADY ACCOUNTED FOR IN THE EPES SYSTEM ***

W oo N R WNRR

10.CLICK:

CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
TAB TO: FROM GL ACCT; SELECT ACCOUNT NUMBER TO BE CLOSED

TAB TO: TO GL ACCT; SELECT 992 - CHECKING

TAB TO: TRANSFER AMT; ENTER AMOUNT OF CHANGE FUND

. TAB TO: TRANSFER NOTE; ENTER DESCRIPTION; CLOSING OF CHANGE FUND

ACCOUNTING

ACCOUNTING

TRANSFERS & DEPOSITS

TRANSFER GL

ADD; TRANSFER NUMBER AND DATE WILL PREPOPULATE

SAVE; AT THE TOP

Accountingw= Reports»  Utilities» System- Help» Exit

Accounting

Purchase Orders

H Accounts 3

¥ Vendors

Accounts Payable
Checks Paid

Receipts

R Depo Deposits
Journal Adjustments Transfer Activity

Cancel Checks Transfer GL

Budget

Counties

activity ac
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GL Transfers

Transfer # Transfer Date 1272012017 |
From GL Acct [994 - Investments v To GL Acct [992 - Checking
Cash Balance Cash Balance ($10,780.45)
Transfer Amt $24.03 Entry Clesed [N
Transfer Note [BRIEF DESCRIPTION/PURPOSE |

GL Transfers

Transfer # Transfer Date 01152018 |

From GL Acct | 995 - CHANGE FUND v To GL Acct | 992 - Checking

Cash Balance Cash Balance

Transfer Amt $200.00 Entry Closed [ nd

Date Voided 1

Transfer Note

|CLOSING OF CHANGE FUND
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PETTY




OPENING A PETTY CASH FUND:
NOTE: ALL PETTY CASH FUNDS MUST HAVE PRIOR APPROVAL FROM
THE ACTIVITY FUNDS SUPPORT OFFICE SUPERVISOR.

CREATE A GL ACCOUNT FOR THE PETTY CASH FUND (REF: PAGES 16-17)

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: RECEIPTS

CLICK: ADD; ENTER RECEIPT # 1

TAB TO: GL ACCOUNT; SELECT CORRECT GL ACCOUNT NUMBER
FOR PETTY CASH FUND

7. TABTO: RCVD FROM; ENTER (SPONSOR OR BANK???)

8. CLICK: ADD LINE ITEM

9. TABTO: ACCT; ENTER APPROPRIATE FUND ACCOUNT

10. TAB TO: AMOUNT; ENTER AMOUNT OF CHANGE FUND

11.TAB TO: NOTES; ENTER DESCRIPTION

12.CLICK: SAVE; ON THE LINE & AT THE TOP

o Uk wNE

CREATE A CHECK FOR PETTY CASH FUNDS FROM THE SPECIFIED ACTIVITY FUND ACCOUNT

13.CLICK: ACCOUNTING

14.CLICK: ACCOUNTING

15.CLICK: ACCOUNTS PAYABLE

16.CLICK: ADD

17.TAB TO: VENDOR ID; ENTER VENDOR ID CODE & SELECT VENDOR
18.CLICK: ADD LINE ITEM

19.CLICK: ACCT; SELECT ACTIVITY FUND ACCOUNT BEING USED FOR PETTY CASH FUND
20.TAB TO: AMOUNT; ENTER; AUTHORIZED AMOUNT OF PETTY CASH FUND
21.TAB TO: NOTES; ENTER; CREATION OF A NEW PETTY CASHFUND
22.CLICK: SAVE ON LINE ITEM

23.CLICK: SAVE AT THE TOP

POSTING OF CHECK: REFER TO STEP 2 ON PAGE 113 & SCREEN SHOTS ON PAGE 116
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Accounting- Reporis- Utilities«

System= Help» Exit

Accounting Accounts

Purchase Orders Vendors

Accounts Payable
Checks Paid
Receipts
Transfers & Deposits 3
Journal Adjustments
Cancel Checks
Budget

Counties

activity «

) Changes will not be saved until you click save.
Receipts

FIRST |- PREV- - NEXT |- LAST - ADD-|-EDIT-\-GEL-|-LsT | cANGEL | save | cLose | SAVE -ADDANGTHER| Print This Receipt) Void this Receipt)

Receipt #: [1 | Date: [01/15/2018 | E GL Account: | 995 - CHANGE F... | Printed: Posted From: | |

Rcvd From: Vendor Name: |MISCVENDOR | J Closed: Void Date: —=————
B X

VendorCode VendName CADDRESS CCITY CSTATE CTAXIDNO

|NUSENDA NUSENDA fal:

|

. |
’;‘here are no line items yet. Click 'Add Line Item'.

) Changes will not be saved until you click save.
Receipts

FIRST |- PREV-|NEXT | LAST .- ADD- | EDIT |- DEL |- LIST | GANGEL | SAVE | cLose | SAVE-ADDANOTHER| Print This Receipt) Void this Receipt)

Receipt #: Date: E| GL Account: | 995 - CHANGE F... | Printed: Posted From: l:l
Rewd From: Vendor Name: |NUSENDA | J Closed: Void Date: =——

Individual: [NUSENDA |

- Receipt Total: [£1,000.00
Options Acct. Sub Acct. Amount |Tax Amt. Notes Pay Type
& © | 130 - veaRBOOK | [ 0-nosubac.. | $200.00] ($0.00 |cHANGE FUND | c-cash ] I
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Reports+  Utilities+

Accounting - System~ Help» Exit

Accounting Accounts

Purchase Orders Vendors

Accounts Payable

Checks Paid

Receipts

Transfers & Deposits »
Journal Adjustments

Cancel Checks

Budget

Counties

activity acc

Accounting» Reports-» Utilities» Systemw« Help» Exit

Accounts Payable

G/L Account: | Select an Option | on pate: | | payThis: [
Vendor ID: I:l Vendor Mame: | | .

Payee: | |

- Working Bal: —= Total Amount:

There are no line items yet. Click ‘Add Line Item’.
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Changes will not be saved until you click sav
Accounts Payable

G/L Account: | 992 - Checking | o Date: (01152018 | & pay This: @

Vendor ID: Vendor Name: [JEANETTE CHAVEZ I |
|4 (X ]

JEANETTE CHAVEZ unt:

VendorCode VendName CADDRESS CCITY CSTATE CTAXIDNO
|cHavEZ
11 ]
Options Acct. Sub Acct. Amount |P.0O.# Invoice MNotes Tax Amt. (1099
0 —
Ba p Mo SubAccount I s0.00 |[J

Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking | c/a: [($10,780.45) | Date: (017152018 | pay This: @

Vendor ID: |CHAVEZ Vendor Name: [JEANETTE CHAVEZ | |

Payee: |JEANETTE CHAVEZ |

_] Working Bal: $200.00] Total Amount: [$200.00

Options Acct. Sub Acct. Amount P.O.# Invoice Notes |Tax Amt. |[1099
B @ | 130 - vEarRBOOK | | 0-nosubac.. | $200.00 | I |CREATION OF NEW CHANGE FUI[$0.00 |1~

[=]
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INCREASING A PETTY CASH FUND:

NOTE: ALL PETTY CASH FUNDS MUST HAVE PRIOR APPROVAL FROM
THE ACTIVITY FUNDS SUPPORT OFFICE SUPERVISOR.

CREATE A CHECK FOR PETTY CASH FUNDS FROM THE SPECIFIED ACTIVITY FUND ACCOUNT

© ®o N o

vk wn R

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: ACCOUNTS PAYABLE

CLICK: ADD

TAB TO: VENDOR ID; ENTER VENDOR ID CODE & SELECT VENDOR

THIS IS USUALLY THE BOOKKEEPER

CLICK: ADD LINE ITEM

CLICK: ACCT; SELECT ACTIVITY FUND ACCOUNT BEING USED FOR PETTY CASH FUND
TAB TO: AMOUNT; ENTER; AUTHORIZED AMOUNT OF PETTY CASH FUND

. TABTO: NOTES; ENTER; INCREASE OF PETTY CASH FUND

10.CLICK: SAVE ON LINE ITEM
11.CLICK: SAVE AT THE TOP
12.TAKE CHECK TO THE BANK TO CASH

POSTING OF CHECK: REFER TO STEP 2 ON PAGE 113 & SCREEN SHOTS ON PAGE 116

13.CLICK: ACCOUNTING

14.CLICK: ACCOUNTING

15.CLICK: RECEIPTS

16.CLICK: ADD; ENTER RECEIPT # 1

17.TAB TO: GL ACCOUNT; SELECT CORRECT GL ACCOUNT NUMBER

FOR PETTY CASH FUND

18.TAB TO: RCVD FROM; ENTER (SPONSOR OR BANK???)

19.CLICK: ADD LINE ITEM

20.TAB TO: ACCT; ENTER APPROPRIATE FUND ACCOUNT

21. TAB TO: AMOUNT; ENTER AMOUNT OF THE INCREASE TO THE PETTY CASH FUND
22.TAB TO: NOTES; ENTER DESCRIPTION FOR INCREASE OF PETTY CASH FUND
23.CLICK: SAVE; ON THE LINE & AT THE TOP
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Accounting -

Reports» Utilities» System« Help» Exit

Accounting Accounts

Purchase Orders Vendors

Accounts Payable
Checks Paid
Receipts
Transfers & Deposits 3
Journal Adjustments
Cancel Checks
Budget

Counties

activitv ¢

i Changes will not be saved until you click save.
Receipts

FIRST |- PREV- | NEXT |-LAST .ADD-|-EDIT-\DEL|-LisT | cANGEL | save | cLose | SAVE -ADDANOTHER| Print This Receipt) Void this Receipt)

Receipt#: [1_ |  Date: [01/152018 |[F 6L Account: | 995 - CHANGE F.. | Printed: Posted From: | |

Reovd From: Vendor Name: |MISCVENDOR | J Closed: Void Date: —=————
oo
VendorCode VendName CADDRESS CCITY CSTATE CTAXIDNO
— al:
EUSENDA MNUSENDA
1 |

’;‘here are no line items yet. Click "Add Line Item’'.

. Changes will not be saved until you click save.
Receipts

FIRST | PREV-\-NEXT |- LAST - ADD-|EDIT-|-DEL - LisT| GANCEL | SAVE | cLosE | SAVE-ADDANOTHER| Print This Receq:g] Void this Receipg]

Receipt #: Date: E| GL Account: | 995 - CHANGE F... | Printed: Posted From: l:l
Revd From: Vendor Name: |NUSENDA | J Closed: Void Date: =—=—=—

Individual: [NUSENDA |

- Receipt Total: [$1,000.00

Options Acct. Sub Acct. Amount |Tax Amt. Notes Pay Type

[C-Cash | |

@ @ | 130- yearBOOK | | o-nosubac.. | s20000) [50.00 |CHANGE FUND |
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Accounting~ Reports«  Utilities» Systemw Help» Exit

Accounting Accounts

Purchase Orders Vendors

Accounts Payable

Checks Paid

Receipts

Transfers & Deposits 3
Journal Adjustments

Cancel Checks

Budget

Counties

activity acc

Accounting~ Reports« Utilities» System« Help» Exit

Accounts Payable

G/L Account: | Select an Option | on pate: | | payThis: [
Vendor ID: I:l Vendor Name: | | .

Payee: | |

- Working Bal: —= Total Amount:

There are no line items yet. Click ‘Add Line Item’.
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Changes will not be saved until you click sav
Accounts Payable

G/L Account: | 992 - Checking | o Date: (01152018 | & pay This: @

Vendor ID: Vendor Name: [JEANETTE CHAVEZ I |
|4 (X ]

JEANETTE CHAVEZ unt:

VendorCode VendName CADDRESS CCITY CSTATE CTAXIDNO
|cHavEZ
11 ]
Options Acct. Sub Acct. Amount |P.0O.# Invoice MNotes Tax Amt. (1099
0 —
Ba p Mo SubAccount I s0.00 |[J

Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking | c/a: [($10,780.45) | Date: (017152018 | pay This: @

Vendor ID: |CHAVEZ Vendor Name: [JEANETTE CHAVEZ | |

Payee: |JEANETTE CHAVEZ |

_] Working Bal: $200.00] Total Amount: [$200.00

Options Acct. Sub Acct. Amount P.O.# Invoice Notes |Tax Amt. |[1099
B @ | 130 - vEarRBOOK | | 0-nosubac.. | $200.00 | I |CREATION OF NEW CHANGE FUI[$0.00 |1~

[=]
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REPLENISHING THE PETTY CASH FUND:
**YOU WILL POST CHECK FOR THE REPLENISHMENT OF PETTY CASH FUND AS FOLLOWS**

CLICK: ACCOUNTING

CLICK: ACCOUNTING

CLICK: ACCOUNTS PAYABLE

CLICK: ADD

TAB TO: VENDOR ID; ENTER VENDOR ID CODE & SELECT VENDOR

CLICK: ADD LINE ITEM

CLICK: ACCT; SELECT ACTIVITY FUND ACCOUNT BEING CHARGED FOR PETTY CASH
TAB TO: AMOUNT; ENTER; AUTHORIZED AMOUNT OF PETTY CASH VOUCHER
. TABTO: NOTES; ENTER; DESCRIPTION OF VOUCHER PURCHASE

10.CLICK: SAVE ON LINE ITEM

11.CLICK: SAVE AT THE TOP

© o NOU A WN R

*** REPEAT FOR EACH INDIVIDUAL VOUCHER ***

POSTING OF CHECK: REFER TO STEP 2 ON PAGE 113 & SCREEN SHOTS ON PAGE 116

Exit

Accounting Utilities« Systemw Helpw

Reports -

Accounting Accounts 3

Vendors

Purchase Orders

-

Accounts Payable

Checks Paid

Receipts

Transfers & Deposits b
Journal Adjustments

Cancel Checks

Budget

Counties
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Accounting- Reports+  Utilities+ System- Help» Exit

Accounts Payable

G/L Account: [992 - Checking | c/a:|(310,980.45) | Date: [01/15/2018] pay This:

Vendor ID: |CHAVEZ Vendor Name: [JEANETTE CHAVEZ |

Payee: [JEANETTE CHAVEZ |

Add Line Item' Working Bal: —=————————= Total Amount: |$200.00

Acct. Sub Acct. Amount P.O.# Invaoice Notes Tax Amt. 1099
130 0 —
YEARBOOK Mo SubAccount $200.00 CREATION OF NEW CHANGE FUMND|$0.00 (]

Changes will not be saved until you click sz

Accounts Payable

G/L Account: | 992 - Checking | C/A: Date: ] Pay This: ¥
Vendor ID: Vendor Name: |MISCVENDOR | J
|4 3
VendorCode VendName CADDRESS CCITY CSTATE CTAXIDNO
CHAVEZ JEANETTE CHAVEZ unt:
| |

There are no line items yet. Click "Add Line Item’.

1

Changes will not be saved until you click save.
Accounts Payable

G/L Account: | 992 - Checking | o Date: (01152018 |8 pay This: @
Vendor ID: [CHAVEZ Vendor Name: |JEANETTE CHAVEZ I |

Payee: [JEANETTE CHAVEZ |

Add Line ftem working Bal: $1,000.00| Total Amount: [$11.00

Options Acct. Sub Acct. Amount P.O.# Invoice |Notes Tax Amt. |1099

@ @ | 140 - BanD/CHOIR | | 0-nNosubac.. | sto0] | I |REEDS FOR INSTRUMENTS 5000 | ()
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CLOSING A PETTY CASH FUND:

NOTE: YOU MUST NOTIFY THE ACTIVITY FUNDS SUPPORT OFFICE
SUPERVISOR, WHEN YOU ARE CLOSING OUT A PETTY CASH FUND.

*** DEPOSIT PETTY CASH FUND INTO CHECKING ACCOUNT WITHOUT RECEIPTING IT.
THESE FUNDS ARE ALREADY ACCOUNTED FOR IN THE EPES SYSTEM ***

O 00NV AEWNR

10.CLICK:

CLICK:
CLICK:
CLICK:
CLICK:
CLICK:
TAB TO: FROM GL ACCT; SELECT ACCOUNT NUMBER TO BE CLOSED

TAB TO: TO GL ACCT; SELECT 992 - CHECKING

TAB TO: TRANSFER AMT; ENTER AMOUNT OF PETTY CASH FUND

. TABTO: TRANSFER NOTE; ENTER DESCRIPTION; CLOSING OF PETTY CASH FUND

ACCOUNTING

ACCOUNTING

TRANSFERS & DEPOSITS

TRANSFER GL

ADD; TRANSFER NUMBER AND DATE WILL PREPOPULATE

SAVE; AT THE TOP

Accounting« Reports«  Utilities« Systemw- Helpw  Exit

Accounting

Purchase Orders

+| Accounts 3

¥ Vendors

Accounts Payable
Checks Paid

Receipts

R, Depo Deposits
Journal Adjustments Transfer Activity

Cancel Checks Transfer GL

Budget

Counties

activityv ac
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GL Transfers

Transfer # Transfer Date 1272012017 |
From GL Acct [994 - Investments v To GL Acct [992 - Checking
Cash Balance Cash Balance ($10,780.45)
Transfer Amt $24.03 Entry Clesed [N
Transfer Note [BRIEF DESCRIPTION/PURPOSE |

GL Transfers

Transfer # Transfer Date 01152018 |

From GL Acct | 995 - CHANGE FUND v To GL Acct | 992 - Checking

Cash Balance Cash Balance

Transfer Amt $200.00 Entry Closed [ nd

Date Voided 1

Transfer Note

|CLOSING OF CHANGE FUND
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SEQUENTIAL LIST OF VENDORS WITH NO TRANSACTIONS:

STEP 1:

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: SEQUENTIAL LIST
CLICK: VENDORS WITH NO TRANSACTIONS
CLICK: PREVIEW; THIS WILL POPULATE THE LIST OF ALL VENDORS
THAT HAVE HAD NO ACTIVITY FOR THE PAST 12 MONTHS
PRINT REPORT AS YOU WILL NEED IT FOR STEP 2.
7. CONTINUE ROLLOVER PROCESS ON PAGE 198.

vk wnN e

o

Accounting= Reports«  Utilities« Systemw Help» Exit

Accounting | Activity Ledger

Purchase Orders | Qutstanding Checks

Reconciliation
Bank Reconciliation
Print Checks

Print Prav. Receipts

1092 Information 3
Special Reports 3
Journal Adjustments 3
Chart of Accounts 3

i
Sub Account Reports
Deposit Voucher
Vender List

Extended Codes

-

-
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List of Checks - Brief

List of Checks

List of Receipts

All Transactions by Vendor
Vendors with no Transactions
List of Accounts Payable

List of Activity Transfers

List of GL Transfers

Tax Amounts by County

Tax Amounts by Account

vity accc

&

surchase orc




Accountingw Reports+  Utilities« System- Helpw  Exit

List of Vendors with No Transactions

Report Title | |

Report Saved Name | |

Fields Operators Compare to
“Vendor Code » ||Equal to -
endar Name Greater Than

Lass than

Begins with

Contain

Ends with

oR

ALBUCUERQUE TRAINING SCHOM. 1

Diecember 21, 2017 Sequential List of Vesdors with Mo Transactions Fage laf |
Vemlorl ode YendMams

BLANK MISC VENDORS

DOE TANE DOE

STUDENT STUDENT
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YEAREND ACTIVITY LEDGER REPORT:

ACTIVITY LEDGER REPORT:

1. CLICK: REPORTS

2. CLICK: ACCOUNTING

3. CLICK: ACTIVITY LEDGER

4. ENTER: PERIOD BEGIN; (1°" DATE OF THE YEAR; 07/01/XXXX)
PERIOD END (LAST DATE OF THE YEAR; 06/30/XXXX)

5. CLICK: PREVIEW, VERIFY THAT ALL ACCOUNTS HAVE A POSITIVE BALANCE
IF ANY ACCOUNTS ARE IN THE NEGATIVE THEY MUST BE BROUGHT TO A ZERO BALANCE
VIA ACTIVITY TRANSFER BEFORE YOU PROCEED WITH THE YEAREND ROLLOVER.

6. CLICK: PRINT; IF ALL ACCOUNTS ARE IN GOOD STANDING

Accountingw~ Reports+ Utilities» System

Accounting Activity Ledger

Purchase Orders Outstanding Checks

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: ACTIVITY LEDGER

Reconciliation

Bank Reconciliation

Print Checks

Print Prev. Receipts

1092 Information »
Special Reports »
Journal Adjustments »
Chart of Accounts »

Cmmimm Fial Dime
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Accounting= Reports+  Utilities= Systemw Help»  Exit

Activity Accounts - Ledger Reports

Preview| Print| Export To Excel| Close|

Report Title | |
Period Begin  |01/01/2017 E| Clase Month
Period End  [01/31/2017 |
From Account | 1 v |Fiscal Begin  |7/1/2016
To Account | 999999 v |Fiscal End  |6/30/2017
Report Options
'® Financial Report Summarize on Digit (Only 1-6)
' Year to Date and Current Month Account Group Totals O
'/ Budget Expense Ledger Exclude Zero Balances ]
" Principal Monthly Ledger Sort By Acct Name 0

) Budget Receipt Ledger
' Principal's Monthly Report - Florida

ENTER: PERIOD BEGIN (1°" DATE OF THE SCHOOL YEAR; 07/01/XXXX)
PERIOD END (LAST DATE OF THE SCHOOL YEAR; 06/30/XXXX)

CLICK: PREVIEW, VERIFY THAT ALL ACCOUNTS HAVE A POSITIVE BALANCE
IF ANY ACCOUNTS ARE IN THE NEGATIVE THEY MUST BE BROUGHT TO A ZERO BALANCE
VIA ACTIVITY TRANSFER BEFORE YOU CAN PROCEED WITH THE YEAR-END ROLLOVER.
(Ref Pages 167-168)

CLICK: PRINT; ONCE ALL ACCOUNTS ARE IN GOOD STANDING
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January 24, 2017

SAMPLE REPORT

Page | of |
ALBUQUERQUE TRAINING SCHOOL 1
General Ledger Report
From Date: 112017 Financial Repert From Acct: 1
To Date: 01/31/2017 To Acct: 999999
Activity Accounts
Acct Account Name Beg. Bal. Recpt / JV Disb / JV Transfers End. Bal. YTD Payables  Work Bal
100 General $14,097.04 $323.00 $0.00 $0.00 £14,420.04 $0.00 $14.420.04
101 Pepsi £125.00 £0.00 £0.00 $0.00 $125.00 $0.00 $125.00
200  Band $500.00 £0.00 $0.00 $0.00 $500.00 $0.00 $500.00
210 Orchestra £2,405.00 £0.00 £0.00 $0.00 $2,405.00 $0.00 £2.405.00
220 Chair 250.00 £0.00 $0.00 $0.00 $250.00 $0.00 $250.00
230 Drama $4,262.64 £0.00 $0.00 $0.00 $4,262.64 $0.00 54.262.64
250 AGENDAS $1,018.59 £0.00 $0.00 $0.00 $1,018.59 $0.00 £1.018.59
300 Library $93.10 £0.00 £0.00 $0.00 £93.10 $0.00 £93.10
310 Yearbook £700.00 £0.00 £0.00 $0.00 $700.00 $0.00 $700.00
il SNACK MONEY $82.50 £0.00 £0.00 $0.00 £82.50 $0.00 £82.50
400 Athletics-General £600.90 $0.00 £0.00 $0.00 $600.90 £0.00 $600.90
401 Foothall $1,500.00 £0.00 $0.00 $0.00 $1,500.00 $0.00 $1,500.00
420  Track & Field £4,300.00 $0.00 $0.00 $0.00 $4,300.00 $0.00 £4.300.00
430  Soccer £3,200.00 £0.00 £0.00 $0.00 $3,200.00 $0.00 £3,200.00
500  LestDamaged Texthooks £560.00 £0.00 £0.00 $0.00 $560.00 $0.00 $560.00
600 Snack Bar £3,219.00 £0.00 $0.00 $0.00 $3,219.00 $0.00 $3.219.00
Activity Accounts Grand Total £36,913.77 £323.00 S0.00 $0.00 $37,236.77 $0.00 £37,236.77
GL Accounts
GL Acct Begin Bal Recpt / JV Dish / JV Transfers End Bal YTD Payables Work Bal
990 Perty Cash £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 £0.00
991 Cash on Hand $5,505.36 $323.00 $0.00 $0.00 $5.828.36 £0.00 £5,828.36
992 Checking $31,408.41 £0.00 $0.00 $0.00 £31.408.41 £0.00 $£31.408 41
993 Savings £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 £0.00
994 Invesiments £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 £0.00
General Ledger Grand Total $36,913.77 $323.00 50.00 50.00 $37,236.77 $0.00 $37,236.77
o BEGINNING BALANCE + RECEIPTS — DISBURSMENTS +/- TRANSFERS = ENDING BALANCE
e YTD PAYABLES: ANY BILLS THAT HAVE BEEN RECEIVED & POSTED BUT NOT PAID YET.
e ACTIVITY ACCTS GRAND TOTAL: COMBINATION OF ALL SCHOOL ACCOUNTS.
e GENERAL LEDGER GRAND TOTAL: COMBINATION OF ALL BANKING ACCOUNTS AND PETTY CASH
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YEAREND ROLLOVER:

Accounting -

CLICK: UTILITIES
CLICK: YEAREND CLOSING
VERIFY: BEGIN & END FISCAL DATES;
BEGIN FISCAL; (1°T DATE OF THE YEAR; 07/01/XXXX)
END FISCAL; (LAST DATE OF THE YEAR; 06/30/XXXX)
VERIFY: PAYABLES; ARE MARKED:
- COPY OPEN PAYABLES TO THE NEW YEAR (RESET DATE TO NEW FISCAL)
VERIFY: PURCHASE ORDERS; ARE MARKED:
- COPY OPEN PO’S TO THE NEW YEAR (RESET DATE TO NEW FISCAL)
VERIFY: BUDGET; YOU WILL CHANGE THIS TO BE MARKED:
- RETAIN THE BUDGET AMOUNTS IN NEW YEAR
CLICK: CLOSE THIS YEAR
VERIFY: PROMPT; “ARE YOU SURE YOU WANT TO CLOSE THIS YEAR?”
CLICK: OK

Reportsw Utilitics» Systemw- Help»  Exit

Preferences

Year End Closing
View Prior Year
Data Conversion
Change User
Export

Import

Update Cash Balances
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Accountingw Reportsw Utilitiesw Systemw Helpw Exit
Year End Closing
Only use this option once a year, after completing the steps below.

This screen will setup your data for the new year as well as calculate the new beginning balances.

Before executing this function, please be sure you have printed and balanced all reports for this year

Begin Fiscal 7/1/2017
End Fiscal 6/30/2018
payables ® Copy open Payables to the new year (reset date to new fiscal)

O Do NOT copy the open payables to the new year

® Copy open POs to the new year (reset date to new fiscal
Purchase Orders ) Py op Y ( )
' Do NOT copy the open POs to the new year

Budget xQeset Budget Amounts to zero
tain the budget amounts in new vear

Close Screen] s This Year)

1 Apps ; EPES Software ¥, 0365 Mail Migratior @ King, Cassandra - 1 o Welcome to SchoolP

District: ALBUQUERQUE PUBLIC SC

School: ALBUQUERQUE TRAINING  Are you sure you want to close the year?
Year: 2017/ 2018

eWSSO‘H'WGre Change Schools “ ‘ ﬂ ‘

Copyright @ 2014: CAP Group, Inc.

Accountingy Reportsv  Utilitiesw» Systemw Helpy  Exit

Year End Closing

epesaccounting.epes.org says:

Only use this option once a year, after completing the steps below.
This screen will setup your data for the new year as well as calculate the new beginning balances.
Before executing this function, please be sure you have printed and balanced all reports for this year

Begin Fiscal 7/1/2017
End Fiscal 6/30/2018
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Accounting- Reporis- Utilities« Systemw» Help» Exit
Year End Closing
Only use this option once a year, after completing the steps below.

This screen will setup your data for the new year as well as calculate the new beginning balances.

Before executing this function, please be sure you have printed and balanced all reports for this year

Begin Fiscal 7/1/2018
End Fiscal 6/30/2019

'® Copy open Payables to the new year (reset date to new fiscal
payables py op ¥ year | )

"' Do NOT copy the open payables to the new year

'® Copy open POs to the new year (reset date to new fiscal
Purchase Orders Py op v ( )

"' Do MOT copy the open POs to the new year

[ 11
Budget * Resst Budget Amounts to zero

' Retain the budget amounts in new year

‘ This Year has been backed-up and closed successfully! J<

Close S{:reenj Close This ‘I’earj

ONCE COMPLETED THE DATES WILL REFLECT:
BEGIN FISCAL: 7/1/XXXX
END FISCAL:  6/30/XXXX

THIS YEAR HAS BEEN BACKED-UP AND CLOSED SUCCESSFULLY!
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SEQUENTIAL LIST OF VENDORS WITH NO TRANSACTIONS:

STEP 2: USING THE SEQUENTIAL LIST OF VENDORS WITH NO TRANSACTIONS
REPORT PROCEED WITH THE FOLLOWING STEPS:

*** NOTE: DO NOT DELETE THE “BLANK” VENDOR CODE, IT IS A PLACE HOLDER.
CLICK: ACCOUNTING
CLICK: ACCOUNTING
CLICK: VENDORS
CLICK: LIST; ENTER: VENDOR CODE IN SEARCH BOX
CLICK: SEARCH (OR) SCROLL TO THE VENDOR TO BE DELETED

CLICK: VENDOR TO BE DELETED; ONE TIME
CLICK: DELETE
7. PROMPT: ARE YOU SURE YOU WANT TO DELETE THIS RECORD?

CLICK: OK
8. PROMPT: CONFIRMATION REQUIRED

ARE YOU CERTAIN YOU WISH TO DELETE THIS RECORD?

CLICK: YES

HwnN e

o »

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2016 /f 2017

Change Schools

Accounts

»| Vendors

Accounts Payable CLICK: ACCOUNTING
Checks Paid CLICK: ACCOUNTING
Receipts

~ CLICK: VENDORS

Transfers & Deposits

Journal Adjustments

Cancel Checks

Budget

Counties

activity accounting
& Wel

purchase orders
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1

Year:

2016 / 2017

epessoftware

Copyright @ 2014: CAP Group, Inc.

Accountings Reportsw  Utilitiesw  System» Helpv  Exit

Change Schools

Vendors

Vendor Code

Vendor Name

p

H, epessoftware

Copyright © 2014: CAP Group, Inc.

Change Schools

Accountingy  Reportse  Utilitiesv  Systemw  Helpy  Exit

BLANK . CLICK: LIST
MISC VENDORS *
Year: 2016/ 201/

Vendors Search |Vend0r Code ¥ \ for | < ‘ w) @
Click on the field header to sort by that field

page| 1112 ENTER: VENDOR CODE IN SEARCH BOX
Vendor Code Vendor Name Address CELS St
2000NM 2000 NMASC AND CENTRAL 8217 CONNECTICUT NE (O R)
006N 2005 NI PRESS WOMEN SCROLL TO THE VENDOR TO EDIT
2006NHSU NMISU DEPT, OF JOURNALISH BOX20 CLICK: VENDOR ONE TIME TO SELECT
2CATS 2 CATS PRODUCTION 20'WEST 22ND STREET T T oo
15 CLASSOF 2112
IDGRAFX IDCARFX 6600 MENAUL NE ALBUQUERGLE NM 87110
J4THARMY 44TH ARMY NATIONAL GUARD 600 WYOMING NE ALBUQUERGUE I B2
4IMPRINT 4IMPRINT, INC. P 0.BOX 1641 WMILWAUKEE W 532011641
AWALL AWALL LIGHTING 3165 W SUNSETRD. SUITE 100 LAS VEGAS NV BE118 (702) 263-3858
50STARDST 5 §TAR STUDENTS 42095 ZEVO DRIVE, STE. 4 TEMECULA CA 52590 951-808-3875
SSTARFUND ENTERTAINMENT 6553 SOLUTION CENTER CHICAGO L 60677
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Districk: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 5
Year: 2016/ 2017

S SO'H'WQ re Chanae Schools

Copyright @ 2014: CAP Group, Inc.

Accounting- Reports- Utilities« System- Help« Euxit

Vendors

Vendor Code APSBOE * :

CLICK: DELETE

Wendor Name lAF’S BOARD OF EDUCATION

Address

|
|
|
City |
State

|
Address line 2 |
|
I

_ x l
District: epesaccounting.epes.org says.

ﬁzl;::::ll: Are you sure you want to delete this record? CLICK: OK

Chanoe S

| 0K | | Cancel |

CLICK: YES

Confirmation Required

/
e ¥

Are yvou certain yvou wish to delete this record? - Hul

VENDOR HAS NOW BEEN DELETED
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ACTIVITY LEDGER REPORT:

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: ACTIVITY LEDGER

ENTER: PERIOD BEGIN (1°" DATE OF STATEMENT CYCLE)
PERIOD END (LAST DATE OF STATEMENT CYCLE)

5. CLICK: PREVIEW, VERIFY THAT ALL ACCOUNTS HAVE A POSITIVE BALANCE
IF ANY ACCOUNTS ARE IN THE NEGATIVE THEY MUST BE BROUGHT TO A ZERO BALANCE
VIA ACTIVITY TRANSFER BEFORE YOU CAN PROCEED WITH THE MONTH END BALANCING.

6. CLICK: PRINT; IF ALL ACCOUNTS ARE IN GOOD STANDING

PWNR

Accounting~ Reports+ Utilities» System« Help» Exit

Accounting Activity Ledger

Purchase Orders Outstanding Checks

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: ACTIVITY LEDGER

Reconciliation

Bank Reconciliation

Print Checks

Print Prev. Receipts

1092 Information »
Special Reports 3
Journal Adjustments 3
Chart of Accounts »

Cmmimm Fial Dime
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Accounting= Reports+  Utilities= Systemw Help»  Exit

Activity Accounts - Ledger Reports

Preview| Print| Export To Excel| Close|

Report Title | |
Period Begin  |01/01/2017 E| Clase Month
Period End  [01/31/2017 |
From Account | 1 v |Fiscal Begin  |7/1/2016
To Account | 999999 v |Fiscal End  |6/30/2017
Report Options
'® Financial Report Summarize on Digit (Only 1-6)
' Year to Date and Current Month Account Group Totals O
'/ Budget Expense Ledger Exclude Zero Balances ]
" Principal Monthly Ledger Sort By Acct Name 0

) Budget Receipt Ledger
' Principal's Monthly Report - Florida

ENTER: PERIOD BEGIN (1°" DATE OF STATEMENT CYCLE)
PERIOD END (LAST DATE OF STATEMENT CYCLE)
CLICK: PREVIEW, VERIFY THAT ALL ACCOUNTS HAVE A POSITIVE BALANCE
IF ANY ACCOUNTS ARE IN THE NEGATIVE THEY MUST BE BROUGHT TO A ZERO BALANCE
VIA ACTIVITY TRANSFER BEFORE YOU CAN PROCEED WITH THE MONTH END BALANCING.
CLICK: PRINT; WHEN ALL ACCOUNTS ARE IN GOOD STANDING
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January 24, 2017

SAMPLE REPORT

Page | of |
ALBUQUERQUE TRAINING SCHOOL 1
General Ledger Report
From Date: 112017 Financial Repert From Acct: 1
To Date: 01/31/2017 To Acct: 999999
Activity Accounts
Acct Account Name Beg. Bal. Recpt / JV Disb / JV Transfers End. Bal. YTD Payables  Work Bal
100 General $14,097.04 $323.00 $0.00 $0.00 £14,420.04 $0.00 $14.420.04
101 Pepsi £125.00 £0.00 £0.00 $0.00 $125.00 $0.00 $125.00
200  Band $500.00 £0.00 $0.00 $0.00 $500.00 $0.00 $500.00
210 Orchestra £2,405.00 £0.00 £0.00 $0.00 $2,405.00 $0.00 £2.405.00
220 Chair 250.00 £0.00 $0.00 $0.00 $250.00 $0.00 $250.00
230 Drama $4,262.64 £0.00 $0.00 $0.00 $4,262.64 $0.00 54.262.64
250 AGENDAS $1,018.59 £0.00 $0.00 $0.00 $1,018.59 $0.00 £1.018.59
300 Library $93.10 £0.00 £0.00 $0.00 £93.10 $0.00 £93.10
310 Yearbook £700.00 £0.00 £0.00 $0.00 $700.00 $0.00 $700.00
il SNACK MONEY $82.50 £0.00 £0.00 $0.00 £82.50 $0.00 £82.50
400 Athletics-General £600.90 $0.00 £0.00 $0.00 $600.90 £0.00 $600.90
401 Foothall $1,500.00 £0.00 $0.00 $0.00 $1,500.00 $0.00 $1,500.00
420  Track & Field £4,300.00 $0.00 $0.00 $0.00 $4,300.00 $0.00 £4.300.00
430  Soccer £3,200.00 £0.00 £0.00 $0.00 $3,200.00 $0.00 £3,200.00
500  LestDamaged Texthooks £560.00 £0.00 £0.00 $0.00 $560.00 $0.00 $560.00
600 Snack Bar £3,219.00 £0.00 $0.00 $0.00 $3,219.00 $0.00 $3.219.00
Activity Accounts Grand Total £36,913.77 £323.00 S0.00 $0.00 $37,236.77 $0.00 £37,236.77
GL Accounts
GL Acct Begin Bal Recpt / JV Dish / JV Transfers End Bal YTD Payables Work Bal
990 Perty Cash £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 £0.00
991 Cash on Hand $5,505.36 $323.00 $0.00 $0.00 $5.828.36 £0.00 £5,828.36
992 Checking $31,408.41 £0.00 $0.00 $0.00 £31.408.41 £0.00 $£31.408 41
993 Savings £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 £0.00
994 Invesiments £0.00 £0.00 £0.00 $0.00 $0.00 $0.00 £0.00
General Ledger Grand Total $36,913.77 $323.00 50.00 50.00 $37,236.77 $0.00 $37,236.77
o BEGINNING BALANCE + RECEIPTS — DISBURSMENTS +/- TRANSFERS = ENDING BALANCE
e YTD PAYABLES: ANY BILLS THAT HAVE BEEN RECEIVED & POSTED BUT NOT PAID YET.
e ACTIVITY ACCTS GRAND TOTAL: COMBINATION OF ALL SCHOOL ACCOUNTS.
e GENERAL LEDGER GRAND TOTAL: COMBINATION OF ALL BANKING ACCOUNTS AND PETTY CASH
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OUTSTANDING CHECKS:

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: OUTSTANDING CHECKS

CLICK IN: THRU WHAT DATE

ENTER: LAST DATE OF STATEMENT CYCLE
CLICK: PRINT

S UhWNRE

NOTE: REMEMBER THAT YOU NEED TO CHECK FOR ANY STALE DATED CHECKS (OVER 1 YR).
IF YOU HAVE STALE DATED CHECKS THEY MUST BE VOIDED SO THE ENCUMBERED FUNDS
WILL BE RELEASED BACK TO THE ACCOUNT.

Accounting - Reports- Utilities- Systemw Help~ Exit

Accounting Activity Ledger

Purchase Orders

o

COutstanding Checks

Reconciliation

Bank Reconciliation CLICK: REPORTS

(o Elizee CLICK: ACCOUNTING

Frint Frev. Receipts CLICK: OUTSTANDING CHECKS
1099 Information

Special Reports
Journal Adjustments

Chart of Accounts

ictivity accounting
& Wel—

Vendor List purchase orders
Extended Codes >

Sequential List

¥ ¥ ¥ ¥ ¥ =

Sub Account Reports

Deposit Voucher
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Accounting-- Reports-- Utilities System - Help- Exit

Outstanding Check Report

Preview) Print] Export to Excel | Close)

ENTER: LAST DATE OF STATEMENT CYCLE

Report Title: | |

Thru what Date: || [12/31/2016 L=
Checking Acct: 992 - Checking ¥

January 24, 2017 Page 1 of 1
ALBUQUERQUE TRAINING SCHOWOL 1

List of Qutstanding Checks
Thru - 12/31/2016

Check  Check Date Amount Payee GL Acet. GL Acct. Name

1 073142016 £10.00 NSF o2 Checking
1551 0B/24/2016 S500.00 APS/BOE o902 Checking
1552 08/24/2016 S176.00 GOLDEN PRIDE o2 Checking
1553 0B/24/2016 £95.00 JAN DOE o2 Checking
1561 113062016 549723 LOWE'S HOME IMPROVEMENT o2 Checking
1562 1173042016 £3500.00 MICHAEL PHELPS o2 Checking

Total Outstanding Checks 51,778.23

SAMPLE REPORT
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RECONCILIATION REPORT:

CLICK: REPORTS
CLICK: ACCOUNTI

PWNR

NG

CLICK: RECONCILIATION
ENTER: ENTER ACCOUNT RANGE:

FROM: ACCOUNT NUMBER
TO: ACCOUNT NUMBER
DATE RANGE:

FROM: XX/XX/XXXX

TO: XX/XX/XXXX

5. CLICK:

- PREVIEW: TO VIEW ON SCREEN

- PRINT: TO GEN

ERATE A HARD COPY

- EXPORT: TO GENERATE A SPREADSHEET

NOTE:

REMEMBER WHEN USING THIS REPORT THAT THE CURRENTLY ENCUMBERED (PO)
AMOUNT MUST BE DEDUCTED FROM THE WORKING BALANCE TO GET THE ACTUAL

BALANCE IN THE ACCOUNT.

-
m-

ﬁepes software

Copyright © 2014: CAP Group, Inc.

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2017 / 2018

Change Schools

Accounting

Purchase Orders

Reconciliation

Print Checks

Vendor List

Activity Ledger

Outstanding Checks

Bank Recenciliation

Print Prev. Receipts CLICK: RECONCILIATION

1099 Information

Special Reports

3
3
Journal Adjustments 3
Chart of Accounts 3
Sequential List 3

3

Sub Account Reports

Deposit Voucher & Web'

CLICK: REPORTS
CLICK: ACCOUNTING

activity accounting

Extended Codes 3 pur:huse orders
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2017/ 2018

s S'OHWG re Change Schools

Copyright © 2014: CAP Group, Inc. ENTER ACCOUNT RANGE:
Accountingy  Reportsy Utiitiesy Systemy Helpy Exit [Z:{o]VE.Nolo/ol0] Yy N[V ]:1H
TO: ACCOUNT NUMBER

Reconciliation Report DATE RANGE:
FROM: XX/XX/XXXX
Preview) Print] Export to Excel| Close| TO:  XX/XX/XXXX
Report Title: | |
From To
Account Range: [ v | | 999999 M

Date Range: oeloir201s | 063012018 |

Report Options

! Separate page for each account/advisor

| Exclude Accounts with No Balance or Activity for Period

! Sort by Advisor

District: ALBUQUERQUE PUBLIC SCHOOLS
School: ALBUQUERQUE TRAINING SCHOOL 1
Year: 2017/ 2018

s SOHWG re Change Schools

Copyright © 2014: CAP Group, Inc.

Accounting= Reporis+ Utilities»= System+ Help» Exit

CLICK:
- PREVIEW: TO VIEW ON SCREEN

- PRINT: TO GENERATE A HARD COPY

- EXPORT: TO GENERATE A SPREADSHEET

Reconciliation Report

Preview) Print) Export to Excel| Close]

Report Title: | |
From

To

Account Range: [1 v | | 999939 v

Date Range: os/01/2018 | 06/30/2018 | [T

Report Options

|| Separate page for 2ach account/advisor

| BExclude Accounts with No Balance or Activity for Period

| Sort by Advisor
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SAMPLE REPORT

ALBUQUERQUE TRAINING SCHOOL 1

From Date: 11172018 Reconciliation Activity Account Report From Acct: 130
To Date: 0G/E02018 Toacct: 130
Date Payee Source Invaoice Py Do Ref RecpdV Drishy/ IV Transfer Balance (MTset Acct
Note
Activity Acet: 130 - YEARBOOK Beginning Balance: $0.00
Advisor:
1/15/18 NUSENDA 2 £200.00 $0.00 $0.00 £200.00 995
CHANGE FUND
31218 DEBRA CUNNINGTON 3 S100.00 $0.00 $0.00 £300.00 991
Yearbook Sales
314018 JEANETTE CHAVEZ 1581 $0.00 £200.00 $0.00 £100.00 992

CREATION OF NEW CHANGE FUND

Totals S300.00 S200.00 S0.00 S100.00
Accounts Payahle SO0

Working Balance S100.00
Currently Encumbered (PO) .00

REMEMBER WHEN USING THIS REPORT THAT THE CURRENTLY ENCUMBERED (PO) AMOUNT MUST BE
DEDUCTED FROM THE WORKING BALANCE TO GET THE ACTUAL BALANCE IN THE ACCOUNT.
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BANK RECONCILIATION REPORT:

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: BANK RECONCILIATION
ENTER: STATEMENT DATE RANGE; 15" & LAST DATES OF STATEMENT CYCLE
TAB TO: ENTER; ENDING BALANCE FROM BANK STATEMENT
TAB TO: ENTER; TOTAL DEPOSITS NOT ON BANK STATEMENT
(IE... DEPOSITS IN TRANSIT)

7. CLICK: PREVIEW OR PRINT TO GET THE RECONCILIATION REPORT.
NOTE: IF YOU ARE OUT OF BALANCE A BOX WILL APPEAR AT THE TOP OF THE SCREEN
CLICK: OK TO POPULATE THE REPORT TO SEE WHERE YOUR OUTAGE IS & HOW FAR YOU ARE OFF

S UhWNRE

Accounting Activity Ledger

Purchase Orders Outstanding Checks

Reconciliation
Bank Reconciliation CL'CK. REPORTS

rin Checks CLICK: ACCOUNTING

CLICK: BANK RECONCILIATION

Print Prev. Receipts

1099 Information

Special Reports
Journal Adjustments

Chart of Accounts

ctivity accounting
& Wel—

Vendor List purchase orders
Extended Codes L4

Sequential List

¥ T v ¥ ¥ ¥

Sub Account Reports

Deposit Voucher
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CLICK: STATEMENT DATE RANGE; FROM
ENTER 15T DATE OF THE STATEMENT CYCLE
Bank Reconciliation TAB TO: TO; ENTER THE LAST DATE OF THE STATEMENT CYCLE <«—
TAB TO: ENDING BALANCE FROM BANK STATEMENT
ENTER ENDING BALANCE
Preview| Print| Close) TAB TO: TOTAL DEPOSITS NOT ON BANK STATEMENT
ENTER ANY DEPOSITS IN TRANSIT

v

Bank Account 1992 - Checking ¥ |

Statement Date Range —»From: []11’[]11’2[]1? E To. 11’311’2[]1? D<
Ending Balance from Bank Statemien {m

Total Deposits not on Bank Statement: 0.00

Accounting~ Reporis«» Utilities«= Systemw« Help» Exit

Bank Reconciliation
CLICK: PREVIEW OR PRINT TO GET THE RECONCILIATION REPORT.

Preview| Print] Close|
Bank Account 992 - Checking
Statement Date Range From: [09/012017 | 7o: 09302017 |[E

Ending Balance from Bank Statement: $34,125.24
Total Deposits not on Bank Statement: 0.00

i

NOTE: IF YOU ARE OUT OF BALANCE THIS BOX WILL APPEAR AT THE TOP OF THE SCREEN
CLICK: OK TO POPULATE THE REPORT TO SEE WHERE YOUR OUTAGE IS & HOW FAR YOU ARE OFF
b S

Distr ) o
scho €pesaccounting.epes.on
Year
Warning, OUT OF BALANCE
Chan

oK
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ALBUQUERQUE TRAINING SCHOOL 1

January 24, 2017 Page 1 of 1
Bank Reconciliation Report
Checking Account
Date From 1172017
992
Date to 01/31/2017
Ending Balance on Staterment Dated : 01/31/2017 £5,042.00
WHAT THE BANK SHOWS QOutstanding Deposits (Bank Deposits) -> + $0.00
THAT THE SCHOOL HAS IN Less Outstanding Checks: $1,778.23
THE ACCOUNT.
Cash Balance as of : 01/31/2017 33 263.TT e
Cash Balance for Checking as of 1/1/2017 531,408.41
WHAT EPES SHOWS THAT Add: Total Deposits (Bank Deposits): $0.00
THE SCHOOL HAS IN THE Less: Total Checks and Withd | £0.00
e5%. Tolal Checks an rawals: .
ACCOUNT.
Computer Cash Balance as of : 01312017 £31 40841 wer
Summary of Asset Accounts
Glacct  Account Name Beqin Bal Recpt/W Disbi Transfer End Bal.
Qa0 Petty Cash $0.00 50.00 $0.00 $0.00 $0.00
991 Cash on Hand §5,505.36 $323.00 $0.00 $0.00 $5,828.36
992 Checking £31,408.41 50.00 $0.00 $0.00 £31,408.41 ==
993 Savings $0.00 50.00 $0.00 $0.00 $0.00
ao4 Investments 20.00 £0.00 %0.00 20.00 £0.00
Grand Total $36,913.77 $323.00 $0.00 $0.00 $37,236.77

I have reviewed the above ledger report and attached reports for the

current month. | find them accurate and complete to the best of my

knowledge.
Bookkeeper: Date:
Principal: Date:

*** Entries Must Match
OUT OF BALANCE

/

226

SAMPLE REPORT




| have reviewed the above ledger report and attached reports for the
current month. | find them accurate and complete to the best of my

knowledge.
Bookkeeper: Date: /|
Principal: Date:__ 1 f

*** Entries Must Match
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January 24, 2017 ALBUQUERQUE TRAINING SCHOOL 1 Page 1 of 1
Bank Reconciliation Report
Checking Account
Date From 112017
992
Date to 01/31/2017
Ending Balance on Statement Dated : 01/31/2017 $33,186.64
WHAT THE BANK SHOWS QOutstanding Deposits (Bank Deposits) -> + $0.00
THAT THE SCHOOL HAS IN Less Qutstanding Checks: §1,778.23
THE ACCOUNT.
Cash Balance as of : 01/312017 $31,408.41 we
Cash Balance for Checking as of 1/1/2017 £31.408.41
WHAT EPES SHOWS THAT _ _ 20,00
THE SCHOOL HAS IN THE Add: Total Deposits (Bank Deposits): I
ACCOUNT Less: Total Checks and Withdrawals: $0.00
Computer Cash Balance as of . 01/31/2017 231 408,41 ue
Summary of Asset Accounts
GlaAcct  Account Name Beqgin Bal Recpt/JWV Disbf v Transfer End Bal.
290 Petty Cash 50.00 50.00 30.00 $0.00 50.00
991 Cash on Hand 85,505.36 $323.00 $0.00 $0.00 $5,828.36
gz Checking §31.408.41 50.00 $0.00 £0.00 $31,408.41 »=»
Q93 Savings £0.00 £0.00 £0.00 £0.00 £0.00
Qo4 Investments 50.00 £0.00 %0.00 20.00 £0.00
Grand Total $36,913.77 $323.00 $0.00 $0.00 $37,236.7T

SAMPLE REPORT




PRINT CHECKS:

S UhWNRE

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: PRINT CHECKS
TAB TO: NEXT CHECK; VERIFY THE CHECK NUMBER CHANGE IF NEEDED
TAB TO: DATE TO PRINT ON CHECKS; THIS SHOULD BE THE CURRENT DATE
CLICK: COMBINE CHECKS FOR SAME VENDOR

*%* IF YOU HAVE MULTILPE PAYMENTS TO THE SAME VENDOR
7. CLICK: PRINT & POST

#), epessoftware

Copyright © 2014: CAP Group, Inc.

Accountingw~ Reports«  Utilities« System«
Accounting

Purchase Orders

Year:

2016 / 2017

Change Schools

Activity Ledger
Outstanding Checks
Reconciliation

Bank Recenciliation
Print Checks

Print Prev. Receipts
1099 Information
Special Reports
Journal Adjustments
Chart of Accounts
Sequential List

Sub Account Reports
Deposit Vouchar
Vendor List

Extended Codes

228

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: PRINT CHECKS

activity accounting
& Wel-

purchase orders



vrlvu (AN R AV IR
Copyright @ 2014: CAP Group, Inc.

Accounting» Reportsw  Utiliies» Systemw Helps  Exit

Print Checks

o) PP s

NOTE: Please use the "Close” button when lsaving this screen

This option prints all Payables marked: [X] Pay This

Print Checks with Payable Dates Through: 071102017 E
Checking Acct: | |992 - Checking ¥

Next Check #: 1565

TAB TO: NEXT CHECK #; VERIFY THE NUMBER

Date to Print on Checks: | 0710/2017| ) AND/OR CHANGE THE NUMBER AS NEEDED
TAB TO: DATE TO PRINT ON CHECK; VERIFY THE
L Print check Numbers on checks DATE IS CORRECT
Ul Combine Checks for Same Vendor €— p| CLICK: COMBINE CHECKS WITH SAME VENDOR
|| Post Checks WITHOUT Frinting FOR MULTIPLE PAYMENTS TO THE SAME VENDOR

CLICK: PRINT & POST

v
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PRINTING PREVIOUS RECEIPTS:

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: PRINT PREV. RECEIPTS

LOCATE RECEIPT TO REPRINT: USE SEARCH WINDOW OR SCROLL TO LOCATE
CLICK: PRINT

PROMPT: ARE YOU SURE YOU WANT TO REPRINT THIS RECEIPT?

CLICK: OK

N ok whNRE

Year: 2016 f 2017

R, _epes software Sfanae schoals

Copyright @ 2014: CAP Group, Inc.

Accounting-  Reportsw—  Utilities~ System~ Help~  Exit

Activity Ledger

Accounting

Purchase Orders Outstanding Checks

Reconciliation

Bank Reconciliation

Print Checks

Print Prev. Receipts CLICK: REPORTS
1099 mrermatien CLICK: ACCOUNTING
CLICK: PRINT PREV RECEIPTS

Special Reports

Journal Adjustments

Chart of Accounts

Sequential List

LA . .

activity accounting

Sub Account Reports

-l

Deposit Voucher &
wendor List

Extended Codes » purchase orders

< (= & Secure https://epesaccounting.epes.org/Reports_ArchiveReceipts.aspx?state=default
P P g.ep d P F F

.

District: ALBUQUERQUE PUBLIC S¢{ x
M- School: | epesaccounting.epes.org says:
=

- Year: 2016 / 2017 A » i TrEE -—
- ems so Gre Change Schools ‘ re you sure you want to prin is receipt? ‘

Copyright © 2014: CAP Group, Inc.

Print Previous Receipts
Search | Rec elptT for | —| Search' Closel
| ==
— — LOCATE RECEIPT TO REPRINT: USING THE SEARCH WINDOW
(S q223 05/26/2017 3oHN vuaN OR SCROLL TO RECEIPT TO REPRINT
Print 4922 05/26/2017 EU'R'I'E‘I:&GE)’\’ CLlCK: PRlNT
_Pn_nt) 4921 05/25/2017 |LAURIE LACEY
Bring) [1920  [05/25/2017 |veTTE campos PROMPT: ARE YOU SURE YOU WANT TO REPRINT THIS RECEIPT?
Pnnt] (4919 05/25/2017 |YVETTE CAMPOS CLICK: OK :
m) 4918 05/24/2017 |BANK OF THE WEST £40.00
mj 4917 05/23/2017 |LAURIE LACEY $19.95
Pn_nt) 4916 05/23/2017 |KEITH JENESKI £60.00
Print 4915 05/23/2017 |YVETTE CAMPOS $145.00
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SEQUENTIAL LIST OF CHECKS:

iR WNR

6. CLICK:

7. CLICK:

8. CLICK:
9. CLICK:

CLICK:
CLICK:
CLICK:
CLICK:
CLICK:

REPORTS
ACCOUNTING
SEQUENTIAL LIST
LIST OF CHECKS
BY CHECK NUMBER (STANDARD REPORT)
OTHER OPTIONS FOR THIS REPORT INCLUDE:
BY ACCOUNT AND CHECK NUMBER
BY CHECK WITH PO
BY NOTE FIELD
BY VENDOR
DATE; IN FIELDS SECTION (STANDARD REPORT)
OTHER OPTIONS FOR THIS REPORT INCLUDE:
ACTIVITY ACCOUNT
CHECK
VENDOR CODE
DATE CANCELLED
GL ACCT
PO NUMBER
INVOICE NO
AMOUNT
MONTH; IN OPERATER SECTION (STANDARD REPORT)
OPTIONS WILL VARY DEPENDING BASED ON REPORT BEING RUN
COMPARE TO BOX; ENTER MONTH (BY# 1-12)(STANDARD REPORT)
ADD CONDITION

10. CLICK: YEAR; IN OPERATOR SECTION (STANDARD REPORT)
11. CLICK: COMPARE TO BOX; ENTER YEAR (IE... 2017, 2018, ETC)
12. CLICK: ADD CONDITION

13. CLICK: PRINT
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Accounting- Reports-  Utilitiesw

Accounting

Bank Recd Purchase Orders

System

Help- Exit

Activity Ledger

»| Qutstanding Checks

Previe) Fon) Close)

Bank Account
Statement Date Range
Ending Balance from Bank Statement:

Total Deposits not on Bank Statement:

Reconciliation
Bank Reconciliation

Print Checks

992 - Ch

From: |§
$33.186

$0.00

Print Prev. Receipts
1099 Information
Special Reports
Journal Adjustments
Chart of Accounts

Sequential List

CLICK: REPORTS

CLICK: ACCOUNTING
CLICK: SEQUENTIAL LIST
CLICK: LIST OF CHECKS
CLICK: BY CHECK NUMBER

Sub Account Reports
Deposit Voucher

vendor List

Extended Codes

»

»

List of Checks - Brief |

List of Checks By Account and Check Num

List of Receipts By Check Mum

-

All Transactions by Vendor

»| Vendors with no Transactions

List of Accounts Payable

List of Activity Transfers

By Check with PO
By MNote Field

By Vendor

List of GL Transfers

Tax Amounts by County

Tax Amounts by Account

Utilities Exit

Accounting

Reportsv Systemw Helpw

List of Checks by Check #

Preview | Print] Export to Excel| Close |
Report Title | |
Report Saved Name | |
Fields Operators Compare to
Activity Account » ||Before -~ |2[]1.5 |
After
Check  Add Conditien |
“endor Code Month is
Date Canceled Day is R J
GL Acet Equal to
F.O. Mumber Between
Invoice No. OR Clear All J
Amount
Tax Amount Save Rpt J
Tax 1099 - -
Report Conditions || Saved Reports
Month(Date)=12 CLICK: DATE; IN FIELDS SECTION
AND CLICK: MONTH IS; IN OPERATER SECTION
Year(Date}=2016 CLICK: COMPARE TO BOX; ENTER MONTH (BY NUMBER 1-12)
CLICK: ADD CONDITION
CLICK: YEAR'IS; IN OPERATOR SECTION
CLICK: COMPARE TO BOX; ENTER YEAR (IE... 2017, 2018, ETC)
CLICK: ADD CONDITION
CLICK: PRINT

232



Date Payee GL Aect Diate Cancelled
Check Mo Mabe Accomni Name Acteunt Purchase Imvaice ™o, 109 A — Tax Amt
1171 1222016 VD 997
Staff Appreciation DONATIONS 300 Mo §0L00 0,00
Total for Check # 1171 S0 0,00
1173 1222016 GREAT AMERICAN OPPORTUNI  gap 12312006
NTE $3300,00 PRINCIFAL 100 183 Mo §3,564.20 0,00
COOKIE DOLUGH
FUNDRAISER.
Total for Check # 1173 §3,564.20 0,00
1174 1122016 WAL-MART STORES 997 12312006
NTE $400,00 ltems PRINCIPAL 100 194 Moo £396.19 000
for Staff
Apprecmbion
Total for Check # 1174 £308.19 0,00
1175 IHIER0l6 APS BOARD OF EDUCATION a7
NTES1 0000 KINDERGARTEN 170 I&8 Mo 05 (0 000
KINDER
FIELDTRIP 1N
Total for Check # 1173 505,060 0,00
1176 IHIER0l6 APS BOARD OF EDUCATION a7
NTE $300,00 Ist FIRST GRADE 180 L] Mo %] 50,00 000
grade Fieldirip in
school.
Total for Check # 1176 £150.00 0,00
1177 1152016 SILVA SCREEN PLUS 997 12312006
NTE $400.00 FRE- 280 193 Mo S208.50 0,00
TeShats
Total for Check & 1177 S298.90 50,00
Total of all Checles Selected: S4.506.29 5000

“Note: This report does not include the Journal Adjusimenis

SAMPLE REPORT
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SEQUENTIAL LIST OF RECEIPTS:

CLICK
CLICK
CLICK
CLICK
CLICK

iR WNR

6. CLICK

7. CLICK
8. CLICK
9. CLICK

: REPORTS
: ACCOUNTING
: SEQUENTIAL LIST
: LIST OF RECEIPTS
: BY RECEIPT NUMBER (STANDARD REPORT)
OTHER OPTIONS FOR THIS REPORT INCLUDE:
BY ACCOUNT AND RECEIPT NUMBER
BY NOTE FIELD
BY VENDOR
BY INDIVIDUAL
: DATE; IN FIELDS SECTION (STANDARD REPORT)
OTHER OPTIONS FOR THIS REPORT INCLUDE:
ACCOUNT
GL ACCOUNT
RECPT NO
VENDOR CODE
TOTAL AMOUNT
NOTE
PAYMENT TYPE
INDIVIDUAL
: MONTH; IN OPERATER SECTION (STANDARD REPORT)
OPTIONS WILL VARY DEPENDING BASED ON REPORT BEING RUN
: COMPARE TO BOX; ENTER MONTH (BY# 1-12)(STANDARD REPORT)
: ADD CONDITION

10. CLICK: YEAR; IN OPERATOR SECTION (STANDARD REPORT)
11. CLICK: COMPARE TO BOX; ENTER YEAR (IE... 2017, 2018, ETC)
12. CLICK: ADD CONDITION

13. CLICK: PRINT
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SEQUENTIAL LIST OF RECEIPTS:

Utilitiesw

Accounting~ Reports- System -

Accounting

Purchase Orders

Help- Exit

Activity Ledger

»| Outstanding Checks

Accounting - Reports - Utilities -

List of Receipts by Receipt

_ Preview ) [ Prnt ) Export To Excel)

System -

Reconciliation

Bank Reconciliation
Print Checks

Print Prev. Receipts
1099 Information
Special Reports
Journal Adjustments
Chart of Accounts
Seguential List

Sub Account Reports
Deposit Voucher

Vendor List

Extended Codes

CLICK:
CLICK:
CLICK:
CLICK:
g CLICK:

REPORTS
ACCOUNTING
SEQUENTIAL LIST
LIST OF CHECKS

BY CHECK NUMBER

- =

| List of Checks - Brief
| List of Checks
of Receip

All Transactions by WVendor

-

Vendors with no Transactions

Help-

List of Accounts Payable
List of Activity Transfers
List of GL Transfers

Tax Amounts by County

Tax Amounts by Account

ting
8 Weil—

By Receipt =

By Account and Receipt #
By Mote Field

By Tax Amounts

By Vendor

By Individual

Exit

Report Title |

Report Saved Mame |

Fields

Operators

Compare to

Account

GL Account
Recpt No
“Wendor Code
Total Amount
Mote

Payment Type
Individual

- |[2018 |
s
Remowve
Clear All ]
Sawve Rpt J

[ Report Conditions Sawved Reports

Month{Date)=12
AMND
Year(Date)=2016

CLICK:
CLICK:
CLICK:
CLICK:

CLICK:

CLICK:
CLICK:
CLICK:

DATE; IN FIELDS SECTION
MONTH IS; IN OPERATER SECTION

COMPARE TO BOX; ENTER MONTH (BY NUMBER 1-12)

ADD CONDITION
YEAR IS; IN OPERATOR SECTION

COMPARE TO BOX; ENTER YEAR (IE... 2017, 2018, ETC)

ADD CONDITION
PRINT
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January 25, 20017

SAMPLE REPORT

Sequential List of Receipts (by Receipt)

Receipt No. Date Pay Received From
Note Tyvpe*  Payee
1773924 12092016 LISA GRUSY
Pay back sabes taxes [ LISA GRUSY
1773925 12092016 PARENTS
Grrandparent Fundraiser Donation [ FPARENTS
1773926 12092016 TEACHERS
T-Ehirns momey P TEACHERS
1773927 120972016 TEACHERS
Book Fair money P TEACHERS
1773928 120972016 TEACHERS
Lost Book Gabriel Maesias C TEACHERS
Totals By Payvment Tvpe:
Cash= $196.01
Check= $0.00
Electronic Trans= %0.00
Money Order= $0.00
Credit Card= $0.00
Other= $0.00
Total= $196.01

Sequential List of Receipts

Page 1 of 1

{ii-uuii-uunﬂtiptnﬂau--uti--uii}

Account Name Amount GL Acel.

300 DONATIONS $20.51 992

Total for Receipt Mumber: 1773924 520.51
100 PRINCIPAL $50.00 992

Total for Receipt Number: 1773925 S50.00
280D PRE-K $69.00 952

Total for Receipt Number: 1773926 S69.00
120 LIBRARY $46.98 992

Total for Receipt Number: 1773927 546.98
150 LOST BOOKS $0.52 992

Total for Receipt Number: 1773928 59.52

Report Grand Total: 5196.01
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SEQUENTIAL LIST OF VENDORS WITH NO TRANSACTIONS:

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: SEQUENTIAL LIST

CLICK: VENDORS WITH NO TRANSACTIONS

CLICK: PREVIEW; THIS WILL GENERATE A LIST OF ALL VENDORS NOT USED
WITHIN THE CURRENT FISCAL YEAR.

iR WNR

District: ALBUQUERQUE PUBLIC SCHOOLS
o School: VALLEY HIGH SCHOOL
g Year: 2017 /2018

aﬁems SOHWG re Change Schools

Copyright @ 2014: CAP Group, Inc.

Accountingw Reporisw  Utilities» Systemw Help» Exit

Accounting | Activity Ledger

Purchase Orders +| Outstanding Checks

Reconciliation

Bank Reconciliation CLICK: REPORTS

Print Checks CLICK: ACCOUNTING

Print Prev. Receipts CLICK: SEQUENT'AL LIST

1099 Information v CLICK: VENDORS WITH NO TRANSACTIONS
Special Reports >

Journal Adjustments >

Chart of Accounts 3

equentia List of Checks - Brief

activity accounti

Sub Account Reports List of Checks

-

Deposit Voucher List of Receipts » &
Vendor List All Transactions by Vendor

Extended Codes

-

Vendors with no Transactions pur:hﬂse orders

List of Accounts Payable
List of Activity Transfers
List of GL Transfers

Tax Amounts by County

Tax Amounts by Account
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District: ALBUQUERQUE PUBLIC SCHOOLS
School: VALLEY HIGH SCHOOL
Year: 2017 / 2018

s SOHWO re Change Schools

Copyright © 2014: CAP Group, Inc.

Accounti

Reports-  Utilities«~ Systemw Help» Exit

CLICK: PREVIEW; TO GENERATE LIST

List of Vendors with No Transactions

Report Title

Report Saved Mame

Fields Operators Compare to
Vendor Code -~ Equalto -
Vendor Mame Greater Than
Less than Add Condition |
Begins with
Contain
Ends with ﬂj
OR
Claar All |
Save Rpt I

Epes Accounting - Report

VALLEY HIGH SCOHOM.
June 39, W18 Sequential List of Vesdors with No Transactions Page 1 ol 11
Vemdort ode Nend™ame
BSTAR 3 STAR SPORTS
Al A-1 TROPHY CENTER
ABA AAA TROPHIES & SPORTS CLICK: ON THE PRINTER TO
ABADACADE ACADEMY SPORTS, INC
ABCLITTLE ALBUGUERGUE GENERATE HARD COPY LIST
ABDREBELS ALBUQUERGLUE
ABOTHEATR ALBUQUERGLUE THEATRE GUILD
ACT ACT
ACTPL ACT PLAN
ADDS ADDS CORPORATION
ADORARMA ADORAMA CAMERA, INC
ADWANCEDE ADVANCED ED-NRA
ADANCEDF ADNWVANCEDR FITHNESS BEUIF
AERD AERCSPACE INTHISTRIES ASSOCTATION
AFFORDABL AFFORDABRLE SCREEN PRINTING
AHAHS ATRISOO HERITAGE ACADEMY
AFKASADS ARASAS ALL ABDIT TROFHIE
ALA ALANM GIRLS STATE
ALAMEDS ALAMEDA GREENHOLSE
ALAMEDASC ALAMEDA SOCCER CLUR
ALAMOGHS ALAMOGORD0 HIGH SCHOH.
ALBACADERM ALBUCLUERDUE ACADERNY
ALBERT ALBERT SANCHEZ BLUS 0
ALBERTSON ALBERTSONS COMMUNITY PARTNERS =5
ALBFLORES ALBUQUERGUE FLORISTS
ALBHA ALBUG. HARDWOD LU MEBER CO
ALBRITTON RACHEL ALBRITTOHN
ALBTORTIL ALBUQUERGLE TORTILLA OO
ALBLGRILL ALBUCGUERGQUE GRILL
ALLAR ALL ABOUT TROPHIES & MORE +
ALLAM ALL AMERDCAN FURND RAISING
ALLAMERIC ALL AMERICAN FLAGS AND BANMERS, LLC
ALTERATIO ALTERATIONS BY KATHY
AMAZINGOP AbAZING PRODUCTIONS —_—
AMAZINGIU AMAZING JUMPS
AMERICAMN AMERICAN FUBLISHING
AMERICANC AMERICAN CANCER SOCIETY
AMSTERDAM AMMETERDUANM
AN AMMY WILLLAMS -
A& R CYE O S S ARIDGE DRI Sl AR
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SEQUENTIAL LIST OF ACTIVITY TRANSFERS:

CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: SEQUENTIAL LIST
CLICK: LIST OF ACTIVITY TRANSFERS
ENTER: PERIOD BEGIN (1°" DATE OF STATEMENT CYCLE)
PERIOD END (LAST DATE OF STATEMENT CYCLE)
6. CLICK: PRINT; IF THERE ARE NO TRANSFERS IT WILL SHOW “NO DATA”

iR WNR

Accounting-~ Reports—  Utilities~ System~ Help+» Exit

Accounting ¥ Activity Ledger

Purchase Orders ¥| Outstanding Checks

Reconciliation
Bank Reconciliation
Print Checks

Print Prev. Receipts
1099 Information
Special Reports

Journal Adjustments

hd bl r ¥

Chart of Accounts ne ey

-
List of Checks - Brief tl ng
List of Checks 2 WQI’—

Deposit Voucher List of Receipts 3

Sub Account Reports

hd

Vendor List All Transactions by Vendor

Extended Codes Wendors with ne Transactions

had

List of Accounts Payable
List of Activity Transfers

List of GL Transfers

CLlCK REPORTS Tax Amounts by County
CLICK ACCOUNTING Tax Amounts by Account
CLICK: SEQUENTIAL LIST

CLICK: LIST OF ACTIVITY TRANSFERS
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Accounting= Reports«  Utilities» System- Help- Exit

List of Activity Transfers
Preview)

Report Title

Export To Excel| Close|

Date Range (From

o1/01/2017 |
o1/312017 |8

1 | -|999999 |

Date Range (TO)

Account Range (From -

ENTER: PERIOD BEGIN (15T DATE OF STATEMENT CYCLE)
PERIOD END (LAST DATE OF STATEMENT CYCLE)
CLICK: PRINT; IF THERE ARE NO TRASFERS
IT WILL SHOW “NO DATA”

Sequential List of Activity Transfer
From Date: 12/1/2016 9 R From Acct: 1
To Date: 12/31/2016 To Acct: 999999
Document Transfers Date Account From Sub-Acet Account TO Sub-Acet Amount Note
55 55 120772016 107 ATHLETIC ADMIN (1] &lo0 SCHOOL BASED ENTER U] S11E65  To cover the coack's
meeting food
56 56 12082016 172 PARKING PEEMITS 1] 102 ADMINISTRATION a $53544  To Cover Misc. Custodial
Supplies
57 57 121272016 610 SCHOOL BASED EM1 L1} 102 ADMINISTRATION 0 $1.B36.82  45% of profits from SBE
for Oct. & Nowv.
58 58 121272016 610 SCHOOL BASED EM1 L1} 367 DECA i} $2.245.01  55% of profits from SBE
for Ot & Nowv.
59 59 121472016 6l4 DECA ENTERPRISE [1] 367 DECA 0 $8.000.00  To help cover charges
6l al 11672016 167 ORCHESTRA (1] 102 ADMINISTRATION U] $270.00  To pay back for charges

covered in 2015-2016

Total: 513,005.92

SAMPLE REPORT
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DEPOSIT VOUCHERS:

iR WNR

CLICK: REPORTS

CLICK: ACCOUNTING

CLICK: DEPOSIT VOUCHER

CLICK: LIST OF ACTIVITY TRANSFERS

ENTER: FROM WHAT DATE: XX/XX/XXXX
TO WHAT DATE: XX/XX/XXXX

6. CLICK: PREVIEW; TO VIEW DATA

PRINT; TO GENERATE A HARD COPY

THIS REPORT CAN BE USED TO VERIFY THAT THE DEPOSITS FOR ANY GIVEN DATE, TO
ENSURE THAT THEY ARE ACCURATE WHEN MATCHING TO THE BANK DEPOSIT.

Accountingw» Reports-  Utilitiesw Systemw
Accounting

Purchase Orders

Help» Exit

Activity Ledger
Outstanding Checks
Reconciliation

Bank Reconciliation
Print Checks

Print Prev. Receipts
1099 Information
Special Reports
Journal Adjustments
Chart of Accounts
Sequential List

Sub Account Reports
Deposit Voucher
Wendor List

Extended Codes
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CLICK: REPORTS
CLICK: ACCOUNTING
CLICK: DEPOSIT VOUCHER

activity accour
&

purchase orders



Accounting- Reports«- Utilities» Systemw- Help»  Exit

Deposit Voucher Report

P Closs
From what Date:  [05/15/2018 | T8 ENTER: FROM WHAT DATE: XX/XX/XXXX
— «— .
To what Date: 05/15/2018 | = VO DR DRGSO
THIS IS THE DATE THE DEPOSIT WAS PROCESSED

Accounting- Reports- Utilities»= System- Help» Exit

Deposit Voucher Report

1_::hﬁ’e/’ CLICK: PREVIEW; TO VIEW DATA
EiEHEW) B Closo)

PRINT; TO GENERATE A HARD COPY
From what Date:  |05/15/2018 | 8]
To what Date: 05152018 | [E
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GASB VERIFICATION FOR REPORTING: (EXPENDITURES)

9. CLICK: REPORTS
10.CLICK: GASB
11.CLICK: EXPENDITURES
12.ENTER: DATE RANGE (FROM -TO)
STARTING DATE TO ENDING DATE OF STATEMENT CYCLE
13.CLICK: EXPORT TO EXCEL
14.CLICK: EXCEL RPT_GASB....xIsx
15.CLICK: OPEN

16.REVIEW: COLUMN “E” FOR Sub Accounts
*** |F SUB ACCOUNT READS: 0000; OR IS INCORRECT PER THE MATRIX YOU
WILL NEED TO EDIT BOTH THE PURCHASE ORDER AND THE CHECK AS
FOLLOWS:

CHECK EDITING:
a) CLICK: ACCOUNTING
b) CLICK: ACCOUNTING
c) CLICK: CHECKS PAID
d) CLICK: LIST
e) ENTER: CHECK NUMBER IN SEARCH FIELD; CLICK SEARCH
f) CLICK: CHECK TO BE EDITED
g) CLICK: EDIT
h) CLICK: SUB ACCOUNT DROP DOWN
i) CLICK: ON APPRORIATE SUB ACCOUNT FOR THE EXPENDITURE
j) CLICK: SAVE; ON THE LINE & SAVE; AT THE TOP

PURCHASE ORDER EDITING:
) CLICK: ACCOUNTING
m) CLICK: PURCHASE ORDERS
n) CLICK: PO; ADD, EDIT, RECEIVE
o) CLICK: LIST
p) ENTER: PURCHASE ORDER NUMBER IN SEARCH FIELD; CLICK

SEARCH
q) CLICK: PURCHASE ORDER TO BE EDITED
r) CLICK: EDIT
s) CLICK: GREEN PENCIL
t) CLICK: SUB ACCOUNT DROP DOWN
u) CLICK: ON APPRORIATE SUB ACCOUNT FOR THE EXPENDITURE
v) CLICK: SAVE; ON THE LINE & SAVE; AT THE TOP
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Accounting -

Utilities»

Reports - Systemw Helpw Exit

Accounting

Purchase Orders

Expenditures

Receipts

CLICK: REPORTS
CLICK: GASB
CLICK: EXPENDITURES

activity accounting

&

purchase orders

Wel—

Accounting -— Reports — Utilities -— Sy sternm -— Help — Exit
SASEB - List of EXpenditureas
|
Date Range (From - Tol [srrzo=20 | =l [5r2ar/z0=20 | E51
ENTER: DATE RANGE (FROM —TO)
STARTING DATE TO ENDING DATE OF STATEMENT CYCLE
CLICK: EXPORT TO EXCEL
CLICK: EXCEL RPT TO OPEN
RPT_GASE_ YearEn...dsx .

Formulas Data Rewview

RPT_GASE_YearEnd_Expenditures_Excel (69) - Excel

View Acrobat

Q Tell me what you want to do...

L a) Cut

[ G copy - Ao % © A 47| THIS COLUMN IS THE LIST OF CORESPONDING CHECK NUMBERS.
P S romatpamer BT U0 0 9o A | THE pO NUMBER WILL BE LOCATED ON THE CHECKS PAID IN EPES |

Clipboard [F] Font &
G10 - Je 561180 \
A | B | c | D | E | F G a H 1 | J |
1 |EXP1 EXP2 EXP3 EXP4 Object Act Group Sub Account | Doc# Amount Activity Acct#
| 2 | 0000 317010 561160 5438 5483.75 590102
3 D00 317010 559150 5439 548519 590367
a| IF SUB ACCOUNT READS: 000217010 561160 5439 §1104.87 590194
5 UEU 417010 > 419200 5439 $192.03 590449
6 | 0000; OR IS INCORRECT PER THE MATRIX [oo17010 0000 5440 $485.44 590353
77 Doo 17020 5591580 5440 $3757.68 890137
8 | YOU W"-L NEED TO EDIT BOTH CHECK oo 17020 559150 5440 5165000 590167
g | 000 417010 559150 5440 5176279 590177
10 AND THE PURCHASE ORDER 000317020 561180| 5441 $5163.62 550312
11 0000 417020 561180. 5441 522994 590130
127 0000 317020 561180 2441 $146.98 590130
137 0ooo 561180 2441 $99.96 590309
14| 0000317010 559150 5442 5110.24 590102
15 | 0000317010 559150 5442 52578 5590102
15_ 0000317010 559150 5442 54612 590102
17_ 0000417010 559150 5442 51410540 590367
13_ 0000317010 559150 5442 $6950.00 590449
197 0000 317010 561160 5443 $233.83 590109
20 0000317010 533300 5443 5118.20 590109
21: 0000317010 561160 5444 $251.08 590102
22 g0
23] PLEASE NOTE: SCHOOLPAY ITEMS REFLECT *0000* DO NOT CHANGE THIS FOR THESE ITEMS |,

Expenditure (]
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CHECK EDITING:

Accounting

Exit

Reports~ Utilities» Systemw Help»

Accounting Accounts

Purchase Orders Vendors

Accounts Pavatie CLICK: ACCOUNTING

— CLICK: ACCOUNTING

Receipts CLICK: CHECKS PAID

Transfers & Deposits 4

Journal Adjustments actiuity accounting

Cancel Checks

Budget &

Counties

Wel-

purchase orders

Accountingw= Reporis- Utilitiess»= Systemw Help»  Exit

Checks Paid CLICK: LIST

_GLOSE | SAVE - ADDANGTHER-

Check #: 5466 Date: |06/17/2020 |[F] GL Acct: 992 - CHECKING ACCOUNT

Vendor ID: | ACCU Vendor Name: |ACCUSTRIPE, INC. |O I

Payee: ACCUSTRIPE. INC. #10041

Accountingw Reporis« Utiliies« System» Helpw» Exit

Checks Search: |Check # V| for | | with Status _ @_
Click on the field header to sort by that figld
Y
ENTER: CHECK NUMBER IN SEARCH FIELD Last
Check # Vendor Payee CLICK: SEARCH < Amount
5429 SMITHS SMITH'S FOOD & DRUG CENT CLICK: CHECK TO BE EDITED 5116.06
5430 SMITHS SMITH'S FOOD & DRU NTE §55.24
5432 DIONS DION'S CORP E OFFICE $130.70
5434 STAFLESAD |STAFL DVANTAGE 530090
5435 REK TRUCK EQUIPMENT CO $2.400.00
5436 HURRICANES RESTAURANT $624.00
5437 WORKING BETTER TOGETHER LLC $1,185.00
5433 DION'S CORPORATE OFFICE F433.75
5439 } APS BOARD OF EDUCATION $1,782.09
5440 APSBO APS BOARD OF EDUCATION $7.655.91
5441 CAROLINA | CAROLINA BIOLOGICAL SUFPLY COMPANY 564050
5442 APSBO APS BOARD OF EDUCATION $21,237.54
5443 REANACH RANDI BAMACH $352.03
5444 DIONS DION'S CORFORATE OFFICE $251.05
5445 ALLSP ALL SPORTS TROPHIES $240.40
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Checks Paid

Check #: 5459 | Date:]' CLICK: EDIT |

vendor ID: vendbr name| CLICK: SUB ACCOUNT DROP DOWN; |
SELECT APPROPRIATE SUB ACCOUNT FOR THE EXPENDITURE
CLICK: SAVE; ON THE LINE <

CLICK: SAVE; AT THE TOP |
X
Total Amount: [ $98.?§

Acct. Sub Acct. GASE Code Amount Tax Am

888 | 590204 - FooD SERVICEH 561180 - SUPPLIES Il 0-none | $98.77[ $0.00

Payee: |SMITH'S FOOD & DRUG CENTE
/

PURCHASE ORDER EDITING:

Accountingw

Reports«  Utilitiesw» Systemw Helpw Exit

Accounting

Accounts » CLICK: ACCOUNTING
PO (Add, Edit, Receive) CLICK: PURCHASE ORDERS
Vendors CLICK: PO (ADD, EDIT, RECEIVE)

Purchase Orders

Ship To

activity accounting
Wel-

Accounting- Reports+  Utilities+ Systemw- Help»  Exit

CLICK: LIST
Purchase Orders /

(FIRST | PREV | NEXT . LAGT  ADD EDIT DEL (MIST| GANGEL - SAVE  CLOSE  SAVE-ADDANGTHER (Receive All llems) (Post Recy:

Ref: PO #: G/L Account: [992 - CHECKING ACCOUNT]| Date Ordered: [05/15/2020
Vendor ID: [DIONS Vendor Name: |DIGN’S CORPORATE OFFICE |

Ship To Code: |Alhuquerque High School | Date Received: [05/15/2020

Total Ordered: |$251.05 Total Open: [$0.00 Total Posted: |$251.05 Total Received - Not Posted:
Add Ling Item Working Bal: £6,666.45| Encumbersd Ba
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Accounting- Reporis- Utilities» Systemw Helpw Exit
PO List Search [PQ Number | for | |g (Close)

t 4

v v

ENTER: PURCHASE ORDER NUMBER IN SEARCH FIELD

PO Number Ref: Date Received Vendd .
590-016 BFC 08/05/2019 3102020 NMHS! CLlCK' SEARCH
590-017 BPO 081052019 CLICK: PURCHASE ORDER TO BE EDITED
5890-018 BFC 08/05/2019 SAMS
590-019 BFO 080572019 12762019 SHAMFCOODS SHAMROCK FOODS CO.
580-020 EBFC 08/05/2019 2122020 SHAMFCODS SHAMROCK FOODS CO.
580-021 BFO 08052019 3112020 SMITHS SMITH'S FOOD & DRUG CENTE
580-022 EFC 08/05/2019 G6/16/2020 SMITHS SMITH'S FOOD & DRUG CENTE
590-023 BPCO 082052019 G/1/2020 HERRE HERRERA SCHOOL BUSES #40464
500-024 EFO 08/22/2019 21142020 HERFF HERFF-JOMNES #11163
590-025 BPCO 09/09/2019 HERFF HERFF-JONES #11163
590-026 BFO 10/03/2019 31172020 FEFSI PEPSI-COLA
5890-027 BPO 10/03/2019 4/29/2020 PAPAJOHMS WORKING BETTER TOGETHER LLC
580-028 EFC 10/09/2019 3102020 SILVALANE SILVA LANES
580-029 BPCO 011572020 3102020 NOBEL MNOBEL SYSCO

Purchase Orders

FIRST | PREV- - NEXT-| - LAST .- DD (eE Bkl -DEL |- LiST-| caNGEL | save | ciose

Changes will not be saved until you click save.

| SAVE - ADD ANOTHER [F-'.eceive All Items] [F’ost Recvd] [Pn'nl PO]

Ref: [BPO | PO #:[590-018 997>
Vendor ID: | SAMS Vendor Name: |SAM'S CLUB

Albuaiaue Hig

| G/L Account:

Ship To Code:

Ordered: [08/05/2019 |
CLICK: EDIT e

CLICK: ON GREEN PENCIL

eceived: ————

1 - Albuquerque High School

B

Total Ordered: |$15,000.00 Total COper:[%15,000.00 Total Posted: |$0.00 Total Received - Not Posted: |$0.00

Add Line ltem

Working Bal: £2,403.67| Encumbered Bal: $0.00

Opliol}s Acct. Number Sub Acct Number| GASB Code

Invoice Number

Qty Ord. |Rec|Qty Open Price Per Unit

Description

590610
SCHOOL BASED ENTER

561180
SUPPLIES

- B X

1 1 Food & Supplies need sy19/20($15,000.00

Purchase Orders

Changes will not be saved until yvou click save.

B | SAVE | cLose | SAVE -ADDANOTHER |Receive A liems) Post Recyd) (Print PO)

FIRST - PREV.| - NEXT-|-LAST. ADD-|-EDIT-| - DEL.|- ST/ CAN

Ref:[BPO | PO #:[590-018 | G/ Acqounty {507 - CHED
Vendor ID: | SAMS Vendor Name: |SAN 'S CLUUB

Ship To Code: | 1 - Albuguerque High School

-I

CLICK: SUB ACCOUNT

SELECT: APPROPRIATE SUB ACCOUNT NUMBER
CLICK: SAVE; ON THE LINE

CLICK: SAVE; AT THE TOP

Total Ordered: [£0.00 TotalM ] Total Posted: |$0.00 Total Received - Not Posted: |$0.00

Add Line Item

Working Bal: =——"= Encumbered Bal: =————=

Options Acct. Number

Sub Acct Number

GASE Code

=]

Invoice Number |Qty Ord. Qty Open

«
@ e 590610 - SCHOOL BASED ENTER ——p

[ 261180 - SUPPLIES

=1

0 - NONE |
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GASB VERIFICATION FOR REPORTING: (RECEIPTS)

9. CLICK: REPORTS
10.CLICK: GASB
11.CLICK: RECEIPTS
12.ENTER: DATE RANGE (FROM -TO)
STARTING DATE TO ENDING DATE OF STATEMENT CYCLE
13.CLICK: EXPORT TO EXCEL
14.CLICK: EXCEL RPT_GASB....xIsx
15.CLICK: OPEN

16.REVIEW: COLUMN “E” FOR Sub Accounts
*** |F SUB ACCOUNT READS: 0000; OR IS INCORRECT PER THE MATRIX YOU WILL
NEED TO EDIT THE RECEIPT AS FOLLOWS:

RECEIPT EDITING:
a) CLICK: ACCOUNTING
b) CLICK: ACCOUNTING
c) CLICK: RECEIPTS
d) CLICK: LIST
e) CLICK: DROP DOWN IN SEARCH WINDOW
f) CLICK: RECEIPT #
g) ENTER: RECEIPT NUMBER IN FOR WINDOW
h) CLICK SEARCH
i) CLICK: RECEIPT # TO BE EDITED
j) CLICK: EDIT
k) CLICK: GREEN PENCIL
) CLICK: SUB ACCOUNT DROP DOWN
m) CLICK: ON APPRORIATE SUB ACCOUNT FOR THE RECEIPT
n) CLICK: SAVE; ON THE LINE & SAVE; AT THE TOP
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Accounting» Reports+  Utilities» Systemw

Help» Exit

Accounting

Purchase Orders

CLICK: REPORTS
Expenditures CLICK: GASB
Receipts CLICK: RECEIPTS

activity accounting
&

purchase orders

Accounting - Reports - Utilities - System Help - Exit

GASEB - List of Receipts

Date Range {(From - To) [5r1/2020 |El[s31/2020 0 |

ENTER: DATE RANGE (FROM —TO)
STARTING DATE TO ENDING DATE OF STATEMENT CYCLE

»| CLICK: EXPORT TO EXCEL
CLICK: EXCEL RPT TO OPEN

Wel-

4
THIS COLUMN IS THE LIST OF CORESPONDING CHECK NUMBERS.
RET GASE VearEro.odsx -~ THE PO NUMBER WILL BE LOCATED ON THE CHECKS PAID IN EPES

A | B | c | D | E , F G \ H , I , ] ,

1 |RevCodel  |RevCode2  |RevCode3  |RevCode4  |Object Act Group |Sub Account |Doc# |Amount |Activity Acct# |
2 0000 415000 7101 N 51293 430605
3| 0000 417020 9167 5242 25 430116
a | 0000 417020 9163 5825.00 430110
5 | 0000 417020 9169 5130.00 430107
6 ur:g/’_/} 0000 9170 $865.00 430110
[417029 o171 $2050.00 430147
IF SUB ACCOUNT READS: 00 17020 9172 $600.00 430118
0000; OR IS INCORRECT PER THE MATRIX oo 417020 73 $415.00 430107
00 417020 9174 550.00 430146
YOU WILL NEED TO EDIT RECEIPT 00 417020 9175 $45.00 430147
- G ———————— » 561180 9176 $1500.00 430335
13| 0000 417020 9177 $1320.00 430110
14| 0000 417020 9173 $990.00 430116
15| 0000 417020 9179 578.00 430375
16| 0000 417020 9130 5168.00 430107
17| 0000 417020 9181 5825.00 430110
18| 0000 417010 9182 578.00 430375
19| 0000 417020 9183 $1320.00 430110
20| 0000 417020 9184 $1050.00 430116
21 0000 417010 \g185 ) 513.00 430375
= 30110
= PLEASE NOTE: SCHOOLPAY ITEMS REFLECT *0000* DO NOT CHANGE THIS FOR THESE ITEMS  |g375

| RPT GASB YearEnd Receipts Excel | (@ .
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RECEIPT EDITING:

Utilities»  Systemw  Help»

Exit

Accounting~  Reports~

Accounting Accounts

Purchase Orders Vendors

CLICK: ACCOUNTING
CLICK: ACCOUNTING

Accounts Payable

Checks Paid
_ CLICK: RECEIPTS
Receipts
Transfers & Deposits 4
Journal Adjustments actiUity accou“ting

Cancel Checks

Budget &

Counties

Wel-

purchase orders

Accountingw~ Reports« Utilities« Systemw Helpw Exit

Receipts

|FIRST.| PREV. | NEXT . LAST | ADD | Eoir | oes |[JiSHl ewes——smeomee 7 CLICK: LIST This Receipt) (Void this Receipi)

Receipt #: Date: [05/31/2020 GL Account: [292 - Checking Printed: Posted From: —=
Rcvd From: |WELLS Wendor Name: |WELLS FARGO | Closed: Void Date: —————

Individual: [WELLS FARGO |

Add Line ltem Receipt Total: |$10.

Acct. Sub Acct. GASE Code Amount Tax Amt. Motes
430605 415000 . .
Interest INVESTMENT INCOME Bl $10.31 |[s0.00 |[interest

13

Receipt List Search |[Receipt # ~| for [5170] ] -
W

Date Receipt # Individua

e — R OXANNE JAS CLICK: DROP DOWN IN SEARCH WINDOW
1210512019 9153 MELISSA JAFCKS CLICK: RECEIPT #

12/06/2019 9154 ERICAPHOTIADAS

121062019 roxannesazcks | ENTER: RECEIPT NUMBER IN “FOR” WINDOW
12/06/2019 9156 MELISSA JAECKS

12/09/2019 9156 DONMNA SCHMIDT CLICK. SEARCH

oL e e eexs | CLICK: RECEIPT NUMBER TO BE EDITED

12(112019 9159 DONMNA SCHMID i

121172019 9160 MELISSA J. 5146.00 992
12112019 9161 LAURA $2,980.00 992
12/18/2019 9162 DOMNA SCHMIDT 580.00 992
12162019 9163 OXANNE JAECKS $10.00 992
12/M17/2019 9164 DONNA SCHMIDT 5990.00 992
12/2002019 9165 MELISSA JAECKS $10.00 Q92
12/20i2019 9166 ERICAPHOTIADAS 5495 00 992
01/07/2020 9167 ERICAPHOTIADAS 524225 Q92
01/07/2020 9168 DONNA SCHMIDT 5825.00 992
01/08/2020 9169 GLENNA OMLOR $130.00 Q92
01/08/2020 9170 DONNA SCHMIDT 5865.00 992
01/08/2020 9171 STACY POKORSKI §2.050.00 992
01/10/2020 9172 GREG BERGER 5600.00 992
0171002020 9173 GLENNA OMLOR 5415.00 992
01/10/2020 9174 LIZ OLSEN 550.00 992
017102020 9175 STACY POKORSKI $45.00 992
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Changes will not be saved until vou click :

Receipts

FIRST | PREV . NEXT . LAST - ADD |<EDITul DEL . LST  CANGEL SAVE | CLose | SAVE-ADDANGTHER |Print This Receipt] [Void this Receip

Receipt #: |9170 Date: [05/31/2020 |[E Account: | 991 - Cash on Hand | Pprinted: Posted From:

Revd From: [SCHMIDTD Vendor Name: [ DONNA SCHMIDT T —= Void Date: e=——x=
CLICK: EDIT
Individual: [DONNA SCHMIDT | CLICK: THE GREEN PENCIL
Add Line ltem Receipt Total: $6{].ODT
Optioni/,&act./ Sub Acct. Amount Tax Amt. Motes
&2 4 |130 0
YEARBOOK No SubAccount |$GD'UG “*0'00 ”YEARBOOK SiE2

Changes will not be saved until you click save

Receipts

FIRST | PREV. . NEXT | LAST . ADD | EDIT . DEL . LiST | CANCEL | SAVE l@=psc | SAVE -ADDANOTHER (Print This Receipt) [Void this Receipi)

Receipt #: Date: E| GL Accountﬁ CLICK: SUB ACCOUNT
| CLICK: ON APPROPRIATE SUB ACCOUNT FOR RECEIPT

Recvd From: Vendor Name: |DONNA SCHMIDT ¥ CLICK: SAVE; ON THE LINE
Individual: [DONNA SCHMIDT Lp| CLICK: SAVE; AT THE TOP

Add Line ltem Receipt Total: [$0.00

Opﬁor}s 'ﬁé Sub Acct. ’ Amount Tax Amt. Motes Pay

@ @ | 130 - vearBook | | 417010 - FEES-ACTIVITL.. | 560.00| [$0.00 |[YEARBOOK SALES | e
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