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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:    
 

 

 

IN THE BROWSER (ENTER): 
epesaccounting.epes.org 
FILL IN:  
DISTRICT ID:  8816 
CUSTOMER ID:  EPES ISSUED CUSTOMER ID  
USER NAME: BK 
PASSWORD: PERSON SPECIFIC  
(IF YOU NEED ASSISTANCE WITH YOUR PASSWORD 
PLEASE CONTACT ACTIVITY FUND SUPPORT  
* YOU MAY ALSO NEED TO ENTER A SECURITY 
NUMBER IF PROMPTED TO DO SO  
CLICK: LOGIN 
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ALBUQUERQUE 
PUBLIC SCHOOLS 
ACTIVITY FUND 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

GO TO:  EPES.ORG 
 
CLICK:  SUPPORT 

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) 
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IF DIRECTED TO ONLINE SUPPORT: 

 

 

 

 

 

 

 

 

 

FILL IN:  
- SCHOOL NAME 
- CUSTOMER ID# 
- “YOUR” EMAIL ADDRESS 
- ENTER YOUR ISSUE/QUESTION IN  
  THE BOX OR WHATEVER THEY  
  ADVISE YOU TO ENTER FOR HELP 
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VIEWING PRIOR YEARS:   
*** IF 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)  

 

 
 

 

CLICK: UTILITIES 
 
CLICK: VIEW PRIOR YEAR 
 

CLICK:  SELECT A YEAR 
             CHOOSE YEAR TO REVIEW 
CLICK: CHANGE YEAR NOW 
*** NOTE: PRIOR YEARS ARE VIEW ONLY 
        YOU CAN RUN REPORTS HOWEVER     
        NO CHANGES CAN BE MADE *** 

ONCE YEAR HAS BEEN 
CHANGED HEADER WILL 
DISPLAY AS SHOWN 
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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 

 

 

 

 

 

 

 

CLICK:  UTILITIES 
 
CLICK:  RESET TO CURRENT YEAR 

ONCE YEAR HAS BEEN 
CHANGED HEADER WILL 
DISPLAY AS SHOWN WITH 
CURRENT SCHOOL YEAR  
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MANAGING
ACCOUNTS 
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CREATING/ADDING A NEW ACTIVITY FUND ACCOUNT:  
  
 

1. CLICK: ACCOUNTING 
2. CLICK: ACCOUNTING 
3. CLICK: ACCOUNTS 
4. SELECT:  ACTIVITY ACCOUNT  
5. CLICK: ADD  
6. TAB TO: ACCOUNT/CLUB # 
7. TAB TO: ACCOUNT/CLUB NAME 
8. ENTER: NAME OF SPONSOR 
9. 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 

 

 

 
 

 

 

CLICK: ACCOUNTING 
CLICK: ACCOUNTING 
CLICK: ACCOUNTS 
SELECT: ACTIVITY ACCOUNTS  
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CLICK: ADD 

ENTER: ACCOUNT NUMBER  
TAB TO: ACCOUNT NAME 
TAB TO: ADVISOR/SPONSOR 
*** 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 
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CREATING/ADDING A NEW GL ACCOUNT:  
***NOTE: GL ACCOUNTS REQUIRE PRIOR APPROVAL FROM ACTIVITY FUNDS SUPPORT BEFORE OPENING. 
                   GL ACCOUNTS WILL ALWAYS START WITH THE NUMBER 9XX.   
 
 

1.  CLICK: ACCOUNTING 
2.  CLICK: ACCOUNTING 
3.  CLICK: ACCOUNTS 
4.  SELECT:  GENERAL LEDGER  
5.  CLICK: ADD  
6.  TAB TO: GL ACCOUNT # 
7.  TAB TO: ACCOUNT NAME 
8.  DO NOT ADD A BEGINNING BALANCE, IT MUST STAY AT ZERO 
9.  CLICK: SAVE, IF DONE  (OR) SAVE-ADD ANOTHER, IF APPLICABLE 
10.  CLICK: CLOSE WHEN DONE 

 
 

 
 

CLICK: ACCOUNTING 
CLICK: ACCOUNTING 
CLICK: ACCOUNTS 
SELECT: GENERAL LEDGER 
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CLICK: ADD 

 

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

1. CLICK: ACCOUNTING 
2. CLICK: ACCOUNTING 
3. CLICK: ACCOUNTS 
4. CLICK: ACTIVITY ACCOUNTS 
5. CLICK: LIST  
6. CLICK: FUND ACCOUNT TO EDIT 
7. CLICK:  EDIT  
8. 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  

 
 

  
 

 
 

CLICK: ACCOUNTING  
CLICK: ACCOUNTING  
CLICK: ACCOUNTS 
CLICK: ACTIVITY ACCOUNTS 

 

CLICK: LIST 
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CLICK: EDIT 
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 

SELECT: FUND ACCOUNT TO EDIT 
YOU CAN SELECT TWO WAYS: 
     ENTER: ACCOUNT NUMBER  
     CLICK: SEARCH & CLICK ON ACCOUNT  
(OR) 
     SCROLLING TO THE ACCOUNT NUMBER  
     CLICKING ONCE ON THE ACCOUNT LINE  
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DELETING ACCOUNTS:   
NOTE: ACCOUNT MUST BE AT A ZERO BALANCE WITH NO PENDING TRANSACTIONS IN ORDER TO DELETE 

1. CLICK: ACCOUNTING 
2. CLICK: ACCOUNTING 
3. CLICK: ACCOUNTS 
4. CLICK: ACTIVITY ACCOUNTS 
5. CLICK: LIST  
6. CLICK: FUND ACCOUNT TO BE DELETED/CLOSED  
7. CLICK: DELETE 
      PROMPT: ARE YOU SURE YOU WANT TO DELETE THIS RECORD? 
8. CLICK: OK 
9. CLICK: SAVE AND CLOSE WHEN DONE           

 

 
 

 
 

CLICK: ACCOUNTING  
CLICK: ACCOUNTING  
CLICK: ACCOUNTS 
CLICK: ACTIVITY ACCOUNTS 

 

CLICK: LIST 



21 
 

 

 
 
 
 

 
 
 
 
 
 
 
 

CLICK: DELETE 
*** YOU WILL BE PROMPTED TO VERIFY IF   
YOU WANT TO DELETE THIS ACCOUNT *** 
CLICK: OK 
* ACCOUNT HAS NOW BEEN DELETED * 
CLICK: CLOSE TO EXIT  

ENTER: ACCOUNT NUMBER IN SEARCH BOX 
CLICK: SEARCH  
(OR)  
SCROLL: TO LOCATE ACCOUNT NUMBER  
CLICK: ON ACCOUNT NUMBER TO DELETE  
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VENDORS 
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CREATING/ADDING A NEW VENDOR: 
 
 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  VENDORS 
4. CLICK:  ADD 
5. ENTER: VENDOR CODE – TYPE AS MUCH OF THE VENDOR NAME AS POSSIBLE  
6. TAB TO: VENDOR NAME, ADDRESS, PHONE NUMBER & ANY OTHER PERTINENT 

INFORMATION 
7. CLICK:  SAVE  (OR) SAVE-ADD ANOTHER, IF APPLICABLE 
8. CLICK:  CLOSE, WHEN DONE 

 
 
 

 
 
 
 
 
 
 
 
 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  VENDORS 



24 
 

 

 
 
 
 

 
 
 
 
 

CLICK:  ADD 

ENTER:  VENDOR CODE 
              THIS WILL BE THE FIRST 9 CHARACTERS OF THE 
              VENDOR NAME OR LAST NAME, FIRST NAME IF  
              THE VENDOR IS AN INDIVIDUAL 
ENTER:  ENTIRE VENDOR NAME 
ENTER:  ADDRESS, PHONE NUMBER AND ANY OTHER  
               PERTINET INFORMATION NEEDED 
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.)             
 

1. CLICK: ACCOUNTING 
2. CLICK: ACCOUNTING 
3. CLICK: VENDORS 
4. CLICK: LIST 
5. CLICK:  VENDOR TO BE EDITED 
6. CLICK:  EDIT 
7. EDIT: INFORMATION TO BE CHANGED 
8. CLICK: SAVE AND CLOSE, WHEN DONE 

 
 

 
 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  VENDORS 

 

CLICK: LIST 
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ENTER:  VENDOR CODE IN SEARCH BOX 
CLICK:   SEARCH 
(OR) 
SCROLL TO THE VENDOR TO EDIT 
CLICK: VENDOR ONE TIME TO SELECT 

CLICK:  EDIT 
EDIT:  INFORMATION THAT NEEDS TO BE CHANGED 
CLICK:  SAVE AND CLOSE, WHEN DONE 
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DELETING A VENDOR:  
*** CAN ONLY BE DONE IF THERE ARE NO PENDING TRANSACTIONS FOR THE VENDOR *** 
 

1. CLICK: ACCOUNTING 
2. CLICK: ACCOUNTING 
3. CLICK: VENDORS 
4. CLICK: LIST 
5. CLICK:  VENDOR TO BE DELETED 
6. 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 

 
 
 
 
 

 
 
 
 
 
 
 
 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  VENDORS 
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CLICK: LIST 

ENTER:  VENDOR CODE IN SEARCH BOX 
CLICK:   SEARCH 
(OR) 
SCROLL TO THE VENDOR TO EDIT 
CLICK: VENDOR ONE TIME TO SELECT 
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CLICK:  DELETE 

CLICK:  OK 

CLICK:  YES 

VENDOR HAS NOW BEEN DELETED 
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RECEIPTS  
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ENTERING/ADDING PREPRINTED EPES RECEIPTS  
 

1. CLICK:   ACCOUNTING 
2. CLICK:   ACCOUNTING 
3. CLICK:   RECEIPTS 
4. CLICK:   ADD    
5. VERIFY THE RECEIPT # YOU ARE ADDING IS CORRECT (CHANGE IF NECESSARY).   
6. VERIFY/CHANGE DATE AS NEEDED  
7. GL ACCOUNT SHOULD BE 992 FOR CHECKING 

     *** CHANGE ONLY WHEN ENTERING FUNDS TO DIFFERENT CASH SOURCE 
8. 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  

9.  CLICK ON: ADD LINE ITEM 
10.  ENTER: ACCOUNT NUMBER OR USE DROP DOWN 
11.  TAB TO:  SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN 
12.  TAB TO:  AMOUNT, ENTER AMOUNT OF FUNDS BEING RECEIPTED   
13.  TAB TO:  NOTES, ENTER BRIEF DESCRIPTION (MAXIMUM 50 CHARACTERS) 
14.  IF YOU HAVE MULTIPLE DEPOSITS FROM THE SAME VENDOR  

 CONTINUE ADDING LINES TO THE SAME RECEIPT (MAX 5 LINES PER RECEIPT) 
15.   VERIFY THE TOTAL AMOUNT OF RECEIPT IS CORRECT 
16.   CLICK: SAVE & PRINT RECEIPT 

 
 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  RECEIPTS 
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VERIFY:  RECEIPT NUMBER IS CORRECT 
VERIFY:  DATE, CHANGE IF NEEDED 
**GL ACCOUNT SHOULD BE 992 FOR CHECKING 
     ONLY CHANGE IF ENTERING FUNDS TO DIFFERENT CASH SOURCE 
TAB TO:  RCVD FROM, ENTER FIRST LETTERS OF VENDOR NAME 
SELECT:  VENDOR NAME FROM LIST OF POSSIBLE VENDORS 
*** IF VENDOR DOES NOT EXIST ADD THEM (REF PG 23 & 24) 
 
 

 

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

TAB TO:  VENDOR NAME; ENTER FULL NAME 
***  ADD AS MUCH INFORMATION AS  
         POSSIBLE IF YOU HAVE IT. 
CLICK:  SAVE 
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CLICK:  ACCOUNT, ENTER ACCOUNT NUMBER OR USE THE DROP DOWN LIST  
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 
 

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

 

CLICK:  SAVE, ON THE LINE ITEM 
CLICK:  SAVE, AT THE TOP 
        CONTINUE ADDING  
        OR CLOSE WHEN DONE    

CLICK:  ADD LINE ITEM 
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PRINTING RECEIPTS: 
 

1. WHEN RECEIPT HAS BEEN ENTERED COMPLETELY  
2. CLICK:  SAVE, ON THE LINE 
3. CLICK:  SAVE, AT THE TOP  
4. CLICK:  PRINT THIS RECEIPT   
5. CLICK:  SAVE ADD ANOTHER OR CLOSE TO EXIT  

 
 
 
 

 
 

 

 

 

 

CLICK:  SAVE, ON THE LINE 
CLICK:  SAVE, AT THE TOP 
CLICK:  PRINT THIS RECEIPT 
CLICK:  SAVE ADD ANOTHER (OR) 
             CLOSE TO EXIT  
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REPRINTING RECEIPTS: 
 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  PRINT PREV. RECEIPTS 
4. LOCATE RECEIPT TO REPRINT:  USE SEARCH WINDOW OR SCROLL TO LOCATE 
5. CLICK: PRINT 
6. PROMPT:  ARE YOU SURE YOU WANT TO REPRINT THIS RECEIPT?  
7. CLICK:  OK 

 

 

 
 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  PRINT PREV RECEIPTS 

LOCATE RECEIPT TO REPRINT:  USING THE SEARCH WINDOW 
                                             OR SCROLL TO RECEIPT TO REPRINT 
CLICK: PRINT 
PROMPT: ARE YOU SURE YOU WANT TO REPRINT THIS RECEIPT? 
CLICK:  OK 
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EDITING RECEIPTS:  
1. CLICK:   ACCOUNTING 
2. CLICK:   ACCOUNTING 
3. CLICK:   RECEIPTS 
4. CLICK:   LIST 
5. LOCATE RECEIPT: EITHER USING THE SEARCH WINDOW 

                                OR SCROLL TO AND CLICK ON THE RECEIPT TO EDIT   
6. CLICK:  EDIT AT THE TOP 
7. CLICK:  EDIT ON THE LINE ITEM (THE GREEN PENCIL) 
8. ENTER:  INFORMATION TO BE CHANGED 
9. CLICK: SAVE ON THE LINE ITEM 
10. CLICK: SAVE AT THE TOP 
11. CLOSE WHEN DONE 

 
 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  RECEIPTS 
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CLICK: LIST 

LOCATE RECEIPT: EITHER USING THE SEARCH WINDOW 
                                OR SCROLL THROUGH PAGES TO FIND IT 
CLICK: RECEIPT NUMBER TO EDIT  

 

CLICK:  EDIT AT THE TOP 
CLICK: EDIT ON THE LINE (GREEN PENCIL) 
            EDIT INFORMATION AS NEEDED  
CLICK:  SAVE ON THE LINE  
CLICK:  SAVE AT THE TOP 
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ACTIVITY 
FUND 

PURCHASE 
ORDERS 

(aka:  A.F.P.O)  
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ENTERING PURCHASE ORDERS: 

EXACT AMOUNT OF THE PURCHASE IDENTIFIED BY QUOTE, ETC: 

1. CLICK: ACCOUNTING 
2. CLICK: PURCHASE ORDERS 
3. CLICK: PO ADD EDIT RECEIVE 
4. CLICK: ADD  

*** 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 45 
   NOTE: USE AS MUCH DETAIL AS POSSIBLE WHEN ADDING THE NEW VENDOR 

6. CLICK:  APPROPRIATE VENDOR 
7. CLICK:  ADD LINE ITEM 
8. CLICK:  ACCOUNT NUMBER; ENTER NUMBER OR USE DROP DOWN 
9. 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 

** IF 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  
 

 

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

CLICK:  ADD 
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IF VENDOR IS NOT IN SYSTEM: 

 

 

 

 

 

 

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

 

TAB TO:  VENDOR NAME; ENTER FULL NAME 
***  ADD AS MUCH INFORMATION AS  
         POSSIBLE IF YOU HAVE IT. 
CLICK:  SAVE 
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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  
** IF 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  
 

CLICK:  ADD LINE ITEM 

CLICK:  SAVE ON THE LINE & SAVE AT THE TOP 
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 
      ** BE SURE TO LOG PO IN THE PO LOG ** 
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“NOT TO EXCEED” AFPO IN EPES IF THE EXACT AMOUNT OF THE PURCHASE IS UNKNOWN: 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO ADD EDIT RECEIVE 
4. CLICK:  ADD  

*** 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 

6. CLICK:  CORRECT VENDOR  
7. CLICK:  ADD LINE ITEM 
8. CLICK:  ACCOUNT NUMBER; ENTER NUMBER OR USE DROP DOWN 
9. 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 

** IF 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 

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

15.  LOG:  PO IN THE PO LOG FOR TRACKING.  

 
 

 

 

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

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

 

TAB TO:  VENDOR NAME; ENTER FULL NAME 
***  ADD AS MUCH INFORMATION AS  
         POSSIBLE IF YOU HAVE IT. 
CLICK:  SAVE 
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CLICK:  SAVE ON THE LINE & SAVE AT THE TOP 
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 
      ** BE SURE TO LOG PO IN THE PO LOG ** 

 

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  
** IF 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  
 

CLICK:  ADD LINE ITEM 
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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   

2. CLICK:  ACCOUNTING  
3. CLICK:  PURCHASE ORDER 
4. CLICK:  PO ADD, EDIT, RECEIVE 
5. CLICK:  LIST, ENTER PO # IN SEARCH WINDOW OR SCROLL TO PO 
6. CLICK:  PO NUMBER TO EDIT 
7. CLICK:  RECEIVE ALL 
8. CLICK:  CONTINUE 
9. 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 (3RD BOX AT BOTTOM LEFT OF SCREEN) 
16. CLICK:  POST ONLY 

* 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                              Date: 9/28/2016 

Account    Account #        Description     PO# 

WOODS         406                    SUPPLIES FOR CLASS               XXX-2283 

 

Pay to: LOWES   Amount: NTE $1,000.00 

 

 
_____________________________________________________________________________________________ 

 

 

                                                   Date: 9/28/2016 

 

 
Pay to the order of: 
 LOWES 
 
NTE: $1,000.00 
 

 
_____________________________________________________________________________________________ 

 

Check #:23167               NAME OF SCHOOL                              Date: 9/28/2016 

Account    Account #        Description     PO# 

WOODS         406                    SUPPLIES FOR CLASS               XXX-2283 

 

Pay to: LOWES   Amount: NTE $1,000.00 

 

X  
________________________________________ 
PRINCIPAL SIGNATURE 

NOTE:  THIS IS ONLY A SAMPLE  

PRINTED CHECKS WILL VARY DEPENDENT ON  
THE SCHOOLS CHECK STOCK 
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CLICK:  ACCOUNTING 
CLICK:  PURCHASE ORDERS 
CLICK:  PO ADD, EDIT, RECEIVE 

 

CLICK:  LIST 

LOCATE PO: EITHER USING THE SEARCH WINDOW 
                                OR SCROLL TO FIND IT 
CLICK: PO NUMBER TO EDIT  
***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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CLICK: RECEIVE ALL 

CLICK:  CONTINUE 

CLICK: POST RCV’D 
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CLICK: REPORTS 
CLICK:  ACCOUNTING 
CLICK: PRINT CHECKS 

TAB TO:  NEXT CHECK; ENTER THE NUMBER 
OF THE DEMAND CHECK BEING USED 
VERIFY:  DATE OF THE CHECK MATCHES 
“DATE TO PRINT ON CHECK” 
CLICK:  POST CHECKS WITHOUT PRINTING 
(3RD BOX AT BOTTOM LEFT OF SCREEN) 
CLICK:  POST ONLY 
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ENTERING A BLANKET PURCHASE ORDER: 
 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO ADD EDIT RECEIVE 
4. CLICK:  ADD  
5. 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 

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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CLICK:  ADD 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  PO ADD, EDIT, RECEIVE  
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IF VENDOR IS NOT IN SYSTEM: 

 

 

 

 

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  
 

TAB TO:  VENDOR NAME; ENTER FULL NAME 
***  ADD MUCH INFORMATION AS  
         POSSIBLE IF YOU HAVE IT. 
CLICK:  SAVE 
 

 

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

CLICK:  ADD LINE ITEM 

CLICK:  SAVE ON THE LINE & SAVE AT THE TOP 
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 
      ** BE SURE TO LOG PO IN THE PO LOG ** 
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ACTIVITY FUND PAYMENTS FOR SERVICES: 

A. ADD/EDIT APS APPROVED VENDOR INFORMATION: 
1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK: VENDORS 
4. CLICK: ADD (IF NEW TO EPES) 

            EDIT (FOR EXISTING VENDORS) 
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 62 
   VENDOR NAME; ENTER ACTUAL VENDOR NAME & APS VENDOR NUMBER(V#XXXXX) 
   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 

6. CLICK:  SAVE & CLOSE 

 
B. ENTERING PAYMENT FOR SERVICES PO: 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO ADD, EDIT, RECEIVE 
4. CLICK:  ADD 

*** REF, PO #, GL ACCT (992) AND DATE WILL AUTOMATICALLY POPULATE *** 
*** DO NOT CHANGE *** 

5. TAB TO: VENDOR CODE: ENTER NAME OF VENDOR. 
         -     LIST OF VENDORS WILL APPEAR 
         -     IF NOT A CURRENT VENDOR, PROMPT WILL APPEAR TO ADD (REF: 19-20) 

6. CLICK:  CORRECT VENDOR  
7. CLICK:  ADD LINE ITEM 
8. CLICK:  ACCOUNT NUMBER; ENTER NUMBER OR USE DROP DOWN 
9. 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 

** IF MORE SPACE IS NEEDED ENTER INFORMATION IN NOTES SECTION ** 
12. 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 
13. CLICK:  SAVE ON THE LINE, SAVE AT THE TOP  
14. CLICK:  PRINT PO 

             -  GIVE TO ADMIN FOR SIGNATURE 
             -  MAKE A COPY OF PO FOR SPONSOR OR VENDOR 
             -  PUT ORIGINAL PO IN PENDING PO FILE 

15. LOG:  PO IN THE PO LOG FOR TRACKING 
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CLICK:  ACCOUNTING 
CLICK: PURCHASE ORDERS 
CLICK:  PO (ADD, EDIT, RECEIVE) 

CLICK:  ADD 

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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VENDOR CODE: ENTER AS MUCH OF THE NAME AS 
POSSIBLE WITH NO SPACES 
VENDOR NAME: ENTER ACTUAL VENDOR NAME & 
APS VENDOR NUMBER, V#XXXXXX 
ADDRESS: APS BOARD OF EDUCATION 
ADDRESS LN 2: VENDOR’S PHYSICAL ADDRESS AND 
AS MUCH INFORMATION AS POSSIBLE 
CLICK: SAVE  

IF VENDOR DOES NOT EXIST YOU WILL NEED TO ADD THEM  
CLICK:  YES 
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CLICK: SAVE ON THE LINE ITEM 
CLICK: SAVE AT THE TOP 
CLICK:  PRINT PO 

CLICK: ADD LINE ITEM  

CLICK: ACCT NUMBER BOX AND CHOOSE/ENTER ACCT NUMBER TO USE 
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN 
TAB TO: QTY ORD; ALWAYS ENTER 1 AS THE QUANTITY 
TAB TO: DESCRIPTION; ENTER DESCRIPTION OF WHAT IS BEING PURCHASED 
*** MAKE SURE IF REIMBURSING IT IS STATED IN THE DESCRIPTION *** 
TAB TO: PRICE PER UNIT, ENTER AMOUNT OF PURCHASE OR NTE AMOUNT 
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RECEIVING AND POSTING INVOICES/RECEIPTS: 
     FULL ORDER INVOICES: 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO ADD, EDIT, RECEIVE 
4. CLICK:  LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED 

             -  USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE 
5. CLICK:  EDIT; AT THE TOP  

             EDIT; ON THE LINE (GREEN PENCIL ICON) 
6. CLICK:  INVOICE BOX; ENTER VENDOR INVOICE NUMBER  
7. TAB TO:  PRICE PER UNIT; EDIT AMOUNT AS NEEDED 
8. CLICK:  SAVE ON THE LINE & SAVE AT THE TOP 
9. CLICK:  RECEIVE ALL 
10. ENTER:  CORRECT DATE IF DIFFERENT  
11. CLICK:  CONTINUE 
12. CLICK:  POST RECV’D 

 

 

 
 

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

CLICK: EDIT; AT THE TOP 
CLICK:  EDIT; ON THE LINE (GREEN PENCIL ICON) 
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CLICK:  INVOICE NUMBER; ENTER VENDOR INVOICE NUMBER  
TAB TO:  PRICE PER UNIT; EDIT AS NEEDED 
CLICK:  SAVE ON THE LINE, SAVE AT THE TOP 

CLICK:  RECEIVE ALL 
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VERIFY: DATE RECEIVED 
CLICK:  CONTINUE 
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RECEIVING PARTIAL ORDER INVOICES: 
 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO ADD, EDIT, RECEIVE 
4. CLICK:  LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED 

             -  USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE 
5. CLICK:  EDIT; AT THE TOP  
6. CLICK:  ADD LINE ITEM 
7. ENTER:  ACCOUNT NUMBER 
8. TAB TO: INVOICE NUMBER; ENTER VENDOR INVOICE NUMBER 
9. TAB TO:  QUANTITY ORDERED; ENTER 1 (ALWAYS) 
10. TAB TO:  PRICE PER UNIT; ENTER AMOUNT OF THE PARTIAL INVOICE 
11. CLICK:  SAVE; ON THE LINE 
12. CLICK:  EDIT; ON FIRST LINE ITEM (GREEN PENCIL ICON) 
13. TAB TO: PRICE PER UNIT; EDIT AMOUNT TO REMAINING BALANCE OF ORDER 
14. CLICK:  SAVE ON THE LINE & SAVE AT THE TOP 
15. CLICK:  RECEIVE BUTTON ON THE PARTIAL INVOICE LINE 
16. ENTER:  CORRECT DATE IF DIFFERENT 
17. ENTER:  QUANTITY RECEIVED, “1”  
18. CLICK:  SAVE 
19. CLICK:  POST RECV’D 
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CLICK:  ACCOUNTING 
CLICK: PURCHASE ORDERS 
CLICK:  PO (ADD, EDIT, RECEIVE 

CLICK: LIST 

SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER 
CLICK: ON PO TO BE EDITED/RECEIVED/POSTED 
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CLICK:  EDIT 
CLICK:  ADD LINE ITEM 

CLICK:  ACCOUNT NUMBER; ENTER ACCOUNT NUMBER  
             (OR) SCROLL TO ACCOUNT NUMBER  
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  

CLICK:  EDIT (GREEN PENCIL) ON THE 1ST LINE 
TAB TO:  PRICE PER UNIT; LOWER THE ORIGINAL AMOUNT  
OF THE PURCHASE ORDER TO REFLECT ONLY THE REMAINING 
BALANCE OF THE PURCHASE ORDER  
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CLICK:  RECEIVE; ON THE 
PARTIAL ORDER LINE (ONLY) 

CLICK:  SAVE ON THE LINE 
CLICK:  SAVE AT THE TOP 
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ENTER:  DATE “PARTIAL ORDER” WAS RECEIVED 
ENTER:  QTY RECEIVED; AS “1” (ONLY)  
CLICK:  SAVE 

CLICK:  POST RECV’D 
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RECEIVING FOR BLANKET PURCHASE ORDERS: 
***  FOLLOW THIS PROCEEDURE EACH TIME YOU GET AN INVOICE. 

1. CLICK:  ACCOUNTING   
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO ADD, EDIT, RECEIVE 
4. CLICK:  LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED 

             -  USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE 
5. CLICK:  EDIT; AT THE TOP  
6. CLICK:  ADD LINE ITEM 
7. ENTER:  ACCOUNT NUMBER 
8. TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN 
9. TAB TO: INVOICE NUMBER; ENTER VENDOR INVOICE NUMBER 
10. TAB TO:  QUANTITY ORDERED; ENTER 1 (ALWAYS) 
11.  TAB TO:  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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CLICK:  ACCOUNTING 
CLICK: PURCHASE ORDERS 
CLICK:  PO (ADD, EDIT, RECEIVE) 

 

CLICK: LIST 

SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER 
CLICK: ON PO TO BE EDITED/RECEIVED/POSTED 
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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  

 

CLICK:  EDIT 
CLICK:  ADD LINE ITEM 
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CLICK:  EDIT (GREEN PENCIL) ON THE 1ST LINE 
TAB TO:  PRICE PER UNIT; LOWER THE ORIGINAL AMOUNT  
OF THE PURCHASE ORDER TO REFLECT ONLY THE REMAINING 
BALANCE OF THE PURCHASE ORDER  

 

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

 

BEFORE RECEIVING ENSURE THE TOTAL ORDERED AMOUNT 
IS STILL EQUAL TO THE ORIGINAL AMOUNT OF THE PO  
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ENTER:  DATE “PARTIAL ORDER” WAS RECEIVED 
ENTER:  QTY RECEIVED; AS “1” (ONLY)  
CLICK:  SAVE 

 

CLICK:  POST RECV’D 
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EDITING AND RECEIVING OF PAYMENT FOR SERVICES: 

EDIT PO ONCE VENDOR INVOICE IS RECEIVED: 
 
           1.  CLICK:  ACCOUNTING 
           2.  CLICK:  PURCHASE ORDERS 
           3.  CLICK:  PO (ADD, EDIT, RECEIVE) 
           4.  CLICK:  LIST; SELECT PURCHASE ORDER TO BE EDITED/RECEIVED/POSTED 
                              -  USING EITHER THE SEARCH BOX OR SCROLL TO PO BY PAGE 
           5.  CLICK:  EDIT; AT THE TOP  
  6.  CLICK:  EDIT ON THE LINE (GREEN PENCIL) 
           7.  CLICK:  INVOICE NUMBER, ENTER VENDOR INVOICE NUMBER 
           8.  TAB TO:  PRICE PER UNIT; EDIT TO MATCH THE ITEMIZED VENDOR INVOICE  
           9.  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 

 

 

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

 

mailto:ACTIVITYFUNDS.DOCS@APS.EDU
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CLICK: LIST 

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) 

 

 

 

CLICK: EDIT 

CLICK: THE GREEN PENCIL  

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 

*  NOTE:  
            ONCE YOU HAVE COMPLETED ALL THESE 
            STEPS SEND A COPY OF THE PO AND INVOICE 
            TO THE FINANCE DEPARTMENT AT:     
 
                   ACTIVITYFUNDS.DOCS@APS.EDU  
 

mailto:ACTIVITYFUNDS.DOCS@APS.EDU
mailto:ACTIVITYFUNDS.DOCS@APS.EDU
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RECEIVING OF APSBOE PAYMENT FOR SERVICES:  
*** AFTER INVOICE FROM GENERAL LEDGER IS RECEIVED *** 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO (ADD,EDIT, RECEIVE)  
4. CLICK:  LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER 
5. CLICK:  ON PO TO BE RECEIVED 
6. CLICK:  RECEIVE ALL 
7. CLICK:  CONTINUE 
8. CLICK:  POST RECV’D 

 
 
 

 

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

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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CLICK: CONTINUE 

CLICK: POST RECV’D 

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

*** WHEN SPONSOR RETURNS RECEIPTS FOR DEMAND CHECKS *** 
 
EDITING PO TO THE VENDOR RECEIPT:  (STEP 1) 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO (ADD, EDIT, RECEIVE)  
4. CLICK:  LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER 
5. CLICK:  ON PO TO BE EDITED 
6. CLICK:  EDIT AT THE TOP 
7. CLICK:  EDIT ON THE LINE (GREEN PENCIL) 
8. TAB TO:  PRICE PER UNIT; EDIT AMOUNT TO MATCH THE VENDOR RECEIPT 
9. CLICK:  SAVE ON THE LINE 
10. CLICK:  SAVE AT THE TOP 

 
 

 

 
 

 

 

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

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

 

CLICK:  EDIT; AT THE TOP 
CLICK:  EDIT; ON THE LINE (GREEN PENCIL) 
CLICK:  PRICE PER UNIT; EDIT AMOUNT TO MATCH  
             THE CORRECT TOTAL ON THE VENDOR RECEIPT 
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ONCE AMOUNT HAS BEEN ADJUSTED TO THE CORRECT AMOUNT  
CLICK:  SAVE; ON THE LINE  
CLICK:  SAVE; AT THE TOP 
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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 *** 
 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  CHECKS PAID 
4. CLICK:  LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER 
5. CLICK:  ON THE CHECK TO BE EDITED 
6. CLICK:  ON AMOUNT; ADJUST THE AMOUNT TO MATCH THE VENDOR RECEIPT 
7. CLICK:  SAVE; AT THE TOP 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  CHECK PAID 

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

 

CLICK:  EDIT 
CLICK:  ON THE AMOUNT 
EDIT:  AMOUNT TO MATCH  
THE VENDOR RECEIPT 

CLICK:  SAVE; AFTER THE AMOUNT IS 
CHANGED TO MATCH THE RECEIPT 
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DISBURSMENT 

 OF  
FUNDS 
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DISBURSMENT OF FUNDS: 
 

-     PAYMENTS FOR PURCHASES REQUIRING A PURCHASE ORDER 

A. TANGIBLE ITEMS, TRAVEL, CAMPS, ETC… 
1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO (ADD, EDIT, RECEIVE) 
4. CLICK:  LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER 
5. CLICK:  PO TO BE PAID 
6. CLICK:  RECEIVE ALL (ONLY AFTER INVOICE AND AMOUNT HAVE BEEN  

             VERIFIED AND ARE CORRECT) 
7. CLICK:  CONTINUE 
8. CLICK:  POST RECV’D 
9. CLICK:  REPORTS 
10. CLICK:  ACCOUNTING 
11. CLICK:  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 

 

 

 

 

 

 

 

 

 

 

 



89 
 

PRINTED CHECKS: 

 

 

 

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

CLICK:  LIST 

SEARCH BY PO NUMBER  
(OR) SCROLL TO PO NUMBER 
CLICK: PO TO BE PAID 
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CLICK: RECEIVE ALL 

CLICK: CONTINUE 
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CLICK: POST RECV’D 

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 THE CHECK  
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CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  PRINT CHECKS 

TAB TO:  NEXT CHECK #; VERIFY THE NUMBER  
                 AND/OR CHANGE THE NUMBER AS NEEDED 
TAB TO:  DATE TO PRINT ON CHECK; VERIFY THE  
                 DATE IS CORRECT 
CLICK:  COMBINE CHECKS WITH SAME VENDOR 
             FOR MULTIPLE PAYMENTS TO THE SAME VENDOR 
CLICK:  PRINT & POST 
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HANDWRITTEN CHECKS: 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO (ADD, EDIT, RECEIVE) 
4. CLICK:  LIST; SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER 
5. CLICK:  PO TO BE PAID 
6. CLICK:  RECEIVE ALL (ONLY AFTER INVOICE AND AMOUNT ARE CORRECT) 
7. CLICK:  CONTINUE 
8. CLICK:  POST RECV’D 
9. CLICK:  REPORTS 
10. CLICK:  ACCOUNTING 
11. CLICK:  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:  POST CHECKS WITHOUT PRINTING 
16. CLICK:  POST ONLY  
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CLICK:  ACCOUNTING 
CLICK:  PURCHASE ORDERS 
CLICK:  PO (ADD, EDIT, RECEIVE) 

CLICK:  LIST 

SEARCH BY PO NUMBER  
(OR) SCROLL TO PO NUMBER 
CLICK: ON PO TO BE PAID 
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CLICK:  RECEIVE ALL  

CLICK:  CONTINUE 
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CLICK:  POST RECV’D 

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 THE CHECK 
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CLICK: REPORTS 
CLICK:  ACCOUNTING 
CLICK:  PRINT CHECKS 

TAB TO:  NEXT CHECK #; VERIFY THE NUMBER  
                 AND/OR CHANGE THE NUMBER AS NEEDED 
TAB TO:  DATE TO PRINT ON CHECK; VERIFY THE  
                 DATE IS CORRECT 
CLICK:  COMBINE CHECKS WITH SAME VENDOR 
             FOR MULTIPLE PAYMENTS TO THE SAME VENDOR 
CLICK:  POST CHECKS WITHOUT PRINTING 
CLICK:  POST ONLY 
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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 
3. CLICK:  PO (ADD, EDIT, RECEIVE) 
4. CLICK: LIST, SEARCH BY PO NUMBER (OR) SCROLL TO PO NUMBER 
5. CLICK: ON PO TO BE EDITED 
6. CLICK:  RECEIVE ALL 
7. CLICK: CONTINUE 
8. CLICK:  POST RECV’D 

                  STEP 2: 

9.  CLICK:  ACCOUNTING  
10.  CLICK:  ACCOUNTING 
11.  CLICK:  ACCOUNTS PAYABLE 
12.  CLICK:  LIST 
13.  CLICK: ON LINE TO BE EDITED 
14.  CLICK:  EDIT; AT THE TOP 
15.  CLICK:  EDIT; ON THE BOTTOM (GREEN PENCIL)   
16.  CLICK: VENDOR ID 
17.  ENTER: APSBOE; CHOOSE APS BOARD OF EDUCATION 
18.  CLICK: SAVE; AT THE TOP 

                STEP 3: 

19.  CLICK: REPORTS 
20.  CLICK: ACCOUNTING 
21.  CLICK: PRINT CHECKS 
22.  VERIFY:  CHECK NUMBER & DATE TO PRINT ON CHECK; *** FOR PRINTED CHECKS*** 
23.  CLICK:  COMBINE LIKE VENDORS (2ND BOX IN BOTTOM LEFT CORNER) 
24.  CLICK:  PRINT & POST; *** FOR HANDWRITTEN CHECKS *** 
25.  CLICK:  COMBINE LIKE VENDORS (2ND BOX ON BOTTOM LEFT) 
26.  CLICK:  POST WITHOUT PRINTING (3RD BOX BOTTOM LEFT) 
27.  CLICK: POST ONLY 
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ENTERING PO: 
CLICK: ACCOUNTING 
CLICK: PURCHASE ORDERS 
CLICK: PO (ADD, EDIT, RECEIVE) 

CLICK:  LIST  

SEARCH BY PO NUMBER  
(OR) SCROLL TO PO NUMBER 
CLICK: ON PO TO BE PAID 
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CLICK: RECEIVE ALL 

CLICK: CONTINUE 

CLICK: POST RECV’D 
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CLICK: ACCOUNTING 
CLICK: ACCOUNTING 
CLICK: ACCOUNTS PAYABLE 

CLICK:  LIST  

CLICK:  CHECK TO BE PAID 
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CLICK: EDIT 
CLICK: VENDOR ID 
ENTER: APSBOE; CHOOSE APS BOARD OF EDUCATION 
CLICK: SAVE; AT THE TOP 

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



103 
 

 

 

 

 

 

 
 
 
 

CLICK: REPORTS 
CLICK: ACCOUNTING 
CLICK: PRINT CHECKS 

FOR PRINTED CHECKS: 
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 
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- PAYMENTS OF FUNDS NOT REQUIRING A PURCHASE ORDER  
  POSTED THROUGH ACCOUNTS PAYABLE 
 

A. CASH ADVANCES  
 
STEP 1: 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  ACCOUNTS PAYABLE 
4. CLICK:  ADD 
5. 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  

6. CLICK:  ADD LINE ITEM 
7. CLICK:  SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED 
8. TAB TO:  SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN 
9. TAB TO:  AMOUNT; ENTER THE AMOUNT OF THE CASH ADVANCE 
10. TAB TO:  NOTES;  ENTER PURPOSE FOR USE OF CASH ADVANCE 
11. CLICK:  SAVE ON THE LINE; SAVE AT THE TOP 

 

                  STEP 2:                              

12. CLICK: REPORTS 
13. CLICK: ACCOUNTING 
14. CLICK: PRINT CHECKS 
15. VERIFY: CHECK NUMBER & DATE TO PRINT ON CHECK;*** FOR PRINTED CHECKS*** 
16. CLICK:  COMBINE LIKE VENDORS (2ND BOX IN BOTTOME LEFT CORNER) 
17. CLICK:  PRINT & POST;*** FOR HANDWRITTEN CHECKS *** 
18. CLICK:  COMBINE LIKE VENDORS (2ND BOX ON BOTTOM LEFT) 
19. CLICK:  POST WITHOUT PRINTING (3RD BOX BOTTOM LEFT) 
20. CLICK: POST ONLY              
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STEP 1:

 

 

 

 

 

CLICK: ACCOUNTING 
CLICK: ACCOUNTING 
CLICK: ACCOUNTS PAYABLE 

 

CLICK:  ADD 
 

TAB TO:  VENDOR ID 
ENTER:   VENDOR CODE; SELECT FROM LIST AS NEEDED 
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IF VENDOR DOES NOT EXIST YOU WILL NEED TO ADD THEM  
CLICK:  YES 

 

TAB TO:  VENDOR NAME; ENTER FULL NAME 
***  ADD AS MUCH INFORMATION AS  
         POSSIBLE IF YOU HAVE IT. 
CLICK:  SAVE 
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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 AMOUNT OF CASH ADVANCE 
TAB TO:  NOTES; ENTER PURPOSE FOR USE OF CASH ADVANCE 

 

CLICK:  SAVE ON THE LINE 
CLICK:  SAVE AT THE TOP 
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STEP 2: 

 

 

 

 
 
 
 

 
 
 
 

 

 

CLICK: REPORTS 
CLICK: ACCOUNTING 
 CLICK: PRINT CHECKS 

 

FOR PRINTED CHECKS: 
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 
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   B.  PAYMENT TO CERTAIN APS ENTITIES (IE… ATHLETICS, GL FOR TEXTBOOKS, ETC.) 

  STEP 1: 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  ACCOUNTS PAYABLE 
4. CLICK:  ADD 
5. TAB TO:  VENDOR ID 
6. ENTER:   VENDOR CODE; SELECT FROM LIST AS NEEDED 
7. CLICK:  ADD LINE ITEM 
8. CLICK:  SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED 
9. TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN  
10. TAB TO:  AMOUNT; ENTER THE AMOUNT  
11. TAB TO:  NOTES;  ENTER PURPOSE FOR CHECK 
12. CLICK:  SAVE ON THE LINE; SAVE AT THE TOP 

 

               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 (2ND BOX IN BOTTOME LEFT CORNER) 
18.  CLICK:  PRINT & POST; *** FOR HANDWRITTEN CHECKS *** 
19.  CLICK:  COMBINE LIKE VENDORS (2ND BOX ON BOTTOM LEFT) 
20.  CLICK:  POST WITHOUT PRINTING (3RD BOX BOTTOM LEFT) 
21.  CLICK: POST ONLY              
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STEP 1: 

 

 

 

 

CLICK: ACCOUNTING 
CLICK: ACCOUNTING 
CLICK: ACCOUNTS PAYABLE 

CLICK:  ADD 

TAB TO:  VENDOR ID 
ENTER:   VENDOR CODE; SELECT FROM LIST AS NEEDED 
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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 AMOUNT  
TAB TO:  NOTES; ENTER PURPOSE OF CHECK 

 

CLICK:  SAVE ON THE LINE 
CLICK:  SAVE AT THE TOP 
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STEP 2: 

 

 

 

 

 
 
 
 

CLICK: REPORTS 
CLICK: ACCOUNTING 
 CLICK: PRINT CHECKS 

 

FOR PRINTED CHECKS: 
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 
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C.  PAYMENT TO REPLENISH PETTY CASH/ CHANGE FUNDS 

STEP 1: 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  ACCOUNTS PAYABLE 
4. CLICK:  ADD 
5. TAB TO: VENDOR ID  
6. ENTER:  VENDOR CODE; SELECT FROM LIST AS NEEDED 

               (THIS WILL BE THE INDIVIDUAL THAT WILL BE CASHING THE CHECK) 
7. 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. TAB TO:  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 

 

               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 (2ND BOX IN BOTTOME LEFT CORNER) 
19.  CLICK:  PRINT & POST; *** FOR HANDWRITTEN CHECKS *** 
20.  CLICK:  COMBINE LIKE VENDORS (2ND BOX ON BOTTOM LEFT) 
21.  CLICK:  POST WITHOUT PRINTING (3RD BOX BOTTOM LEFT) 
22.  CLICK: POST ONLY              
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STEP 1: 

 

 

 

 

CLICK: ACCOUNTING 
CLICK: ACCOUNTING 
CLICK: ACCOUNTS 

CLICK:  ADD 

TAB TO:  VENDOR ID 
ENTER:   VENDOR CODE; SELECT FROM LIST AS NEEDED 
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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 
CLICK:  SAVE AT THE TOP 
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STEP 2: 

 

 

 

 

 
 

 

CLICK: REPORTS 
CLICK: ACCOUNTING 
 CLICK: PRINT CHECKS 

 

FOR PRINTED CHECKS: 
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 
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D.  PAYMENT FOR REFUND TO STUDENT (OR) PARENT 

STEP 1: 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  ACCOUNTS PAYABLE 
4. CLICK:  ADD 
5. TAB TO:  VENDOR ID  
6. ENTER:   VENDOR CODE; SELECT FROM LIST AS NEEDED  

               (INDIVIDUAL THAT IS BEING REFUNDED – ADD, NEW VENDOR IF NEEDED) 
7. CLICK:  ADD LINE ITEM 
8. CLICK:  SELECT ACTIVITY ACCOUNT; ENTER ACCOUNT NUMBER TO BE USED 
9. TAB TO:  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 

 

             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 (2ND BOX IN BOTTOME LEFT CORNER) 
18.  CLICK:  PRINT & POST;*** FOR HANDWRITTEN CHECKS *** 
19.  CLICK:  COMBINE LIKE VENDORS (2ND BOX ON BOTTOM LEFT) 
20.  CLICK:  POST WITHOUT PRINTING (3RD BOX BOTTOM LEFT) 
21.  CLICK: POST ONLY              
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STEP 1: 

 

 

 

 

CLICK: ACCOUNTING 
CLICK: ACCOUNTING 
CLICK: ACCOUNTS 

CLICK:  ADD 

TAB TO:  VENDOR ID 
ENTER:   VENDOR CODE; SELECT FROM LIST AS NEEDED 
**INDIVIDUAL THAT IS BEING REFUNDED – ADD; NEW VENDOR IF NEEDED)** 
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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 

CLICK:  SAVE ON THE LINE 
CLICK:  SAVE AT THE TOP 
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STEP 2: 

 

 

 

 

 

 

 

CLICK: REPORTS 
CLICK: ACCOUNTING 
 CLICK: PRINT CHECKS 

 

FOR PRINTED CHECKS: 
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 
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MONTH  
END 

BALANCING 
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POSTING OF BANK DIVIDENDS & FEES: (aka: credits/debits)  

A.  DIVIDENDS – INTEREST EARNED ON CHECKING, SAVINGS & CD’S, etc. 
1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  RECEIPTS 
4. CLICK:  ADD 
5. TAB TO:  RECEIPT NUMBER; ENTER # START WITH “1” FOR EACH MONTH 
6. TAB TO:  DATE; ENTER LAST DATE OF STATEMENT CYCLE 
7. TAB TO:  GL ACCOUNT; SELECT APPROPRIATE GL ACCOUNT 
8. TAB TO:  RCVD FROM; ENTER VENDOR 
9. CLICK:  ADD LINE ITEM 
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 

 

 

 

 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  RECEIPTS 
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CLICK:  ADD 

CLICK: RECEIPT #; ENTER RECEIPT # “1”  
TAB TO:  DATE; ENTER LAST DATE OF THE STATEMENT CYCLE 
TAB TO: GL ACCOUNT; SELECT APPROPRIATE GL ACCOUNT 
TAB TO: RCVD FROM; ENTER NAME OF VENDOR (IE… BANK) 
CLICK:  ADD LINE ITEM 

CLICK:  ACCT; SELECT APPROPRIATE ACCOUNT  
TAB TO:  SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN 
TAB TO:  AMOUNT; ENTER AMOUNT OF DEPOSIT 
TAB TO:  NOTES; ENTER DESCRIPTION OF DEPOSIT 
CLICK: SAVE ON THE LINE AND SAVE AT THE TOP 
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B. SERVICE CHARGES, FEES 
1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  CHECKS PAID 
4. CLICK:  ADD 
5. CLICK:   NUMBER; ENTER # START WITH “1” FOR EACH MONTH 
6. TAB TO:  DATE; ENTER LAST DATE OF STATEMENT CYCLE  
7. TAB TO:  VENDOR ID; ENTER VENDOR (IE… BANK) 
8. CLICK:  ADD LINE ITEM 
9. 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 

 
 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  RECEIPTS 
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CLICK:  ADD 

CLICK:  RECEIPT 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 
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CLICK:  ACCT; SELECT PROPER ACCOUNT 
TAB TO: SUB ACCOUNT; ENTER SUB ACCOUNT NUMBER OR USE DROP DOWN 
 TAB TO:  AMOUNT; ENTER AMOUNT OF FEE 
 TAB TO:  NOTES; ENTER DESCRIPTION OF FEE 

 

CLICK:  SAVE ON THE LINE 
             SAVE AT THE TOP 
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C. NSF CHECKS  
1. CLICK:  ACCOUNTING  
2. CLICK:  ACCOUNTING 
3. CLICK:  CHECKS PAID 
4. CLICK:  ADD 
5. CLICK:  RECEIPT NUMBER; ENTER # START WITH “1” FOR EACH MONTH 
6. TAB TO:  DATE; ENTER LAST DATE OF STATEMENT CYCLE 7 
7. TAB TO:  VENDOR ID; ENTER VENDOR (IE… BANK) 
8. CLICK:  ADD LINE ITEM 
9. 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 

 
 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  RECEIPTS 
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CLICK:  ADD 

CLICK:  CHECK NUMBER; START WITH # 1, IF THERE ARE NO FEES  
              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) 
 

 

CLICK:  ADD LINE ITEM 
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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 
 
 

 

CLICK:  SAVE ON THE LINE 
             SAVE AT THE TOP 
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CANCELLING CHECKS:  

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  CANCEL CHECKS 
4. ENTER:  CANCELLATION DATE; LAST DATE OF STATEMENT CYCLE 
5. CLICK:  OK 
6. 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 

* IF AMOUNTS DO NOT MATCH CLOSE AND MAKE THE NECESSECARY CORRECTIONS AND REPEAT STEPS 1-7 * 

 

 

 
 
 

 

 

 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  CANCEL CHECKS 
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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 
CLICK:  OK 
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VOIDING OF STALE DATED CHECKS: 

1. CLICK: ACCOUNTING 
2. CLICK: ACCOUNTING 
3. CLICK: CHECKS PAID 
4. CLICK: LIST; ENTER NUMBER IN SEARCH FIELD (OR)  

                      SCROLL TO FIND & CLICK ONCE ON CHECK TO OPEN 
5. CLICK: VOID THIS CHECK; BOTTOM LEFT OF SCREEN 
6. ENTER; STALE DATED CHECK IN VOID REASON FIELD 
7. TAB TO:  DATE; ENTER CURRENT DATE 
8. CLICK:  CONTINUE; VOIDED CHECK WILL OFFSET TO ORIGINAL CHECK 

 

 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  CHECKS PAID  

CLICK:  LIST 



133 
 

 
 

 

 

 

 

 
 

 

 

SEARCH BY CHECK NUMBER  
(OR) SCROLL TO CHECK NUMBER 
CLICK: ON CHECK TO BE EDITED 

 

CLICK: VOID THIS CHECK; BOTTOM LEFT OF SCREEN 
ENTER; STALE DATED CHECK IN VOID REASON FIELD 
TAB TO:  DATE; ENTER CURRENT DATE 
CLICK:  CONTINUE;  
NOTE:  YOU CAN VERIFY IN CHECKS PAID THAT THE VOIDED 
             CHECK OFFSET TO ORIGINAL CHECK 
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BANK RECONCILIATION REPORT: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  BANK RECONCILIATION 
4. ENTER: STATEMENT DATE RANGE; 1ST & LAST DATES OF STATEMENT CYCLE 
5. TAB TO: ENTER; ENDING BALANCE FROM BANK STATEMENT 
6. 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  

 

 
 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  BANK RECONCILIATION 
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CLICK: STATEMENT DATE RANGE; FROM 
            ENTER 1ST DATE OF THE STATEMENT CYCLE 
TAB TO: TO; ENTER THE LAST DATE OF THE STATEMENT CYCLE 
TAB TO: ENDING BALANCE FROM BANK STATEMENT  
                ENTER ENDING BALANCE 
TAB TO: TOTAL DEPOSITS NOT ON BANK STATEMENT 
                ENTER ANY DEPOSITS IN TRANSIT 
 
       

CLICK: PREVIEW OR PRINT TO GET THE RECONCILIATION REPORT. 
 

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  
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WHAT THE BANK SHOWS 
THAT THE SCHOOL HAS IN 
THE ACCOUNT. 

WHAT EPES SHOWS THAT 
THE SCHOOL HAS IN THE 
ACCOUNT. 

 

SAMPLE REPORT 
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SAMPLE REPORT 
 

WHAT THE BANK SHOWS 
THAT THE SCHOOL HAS IN 
THE ACCOUNT. 

WHAT EPES SHOWS THAT 
THE SCHOOL HAS IN THE 
ACCOUNT. 
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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.  
 
 

 

  

 

 

 

CLICK:  REPORTS 
CLICK: ACCOUNTING 
CLICK:  OUTSTANDING CHECKS 
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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.  

 

SAMPLE REPORT 

 

ENTER: LAST DATE OF STATEMENT CYCLE  
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GASB VERIFICATION FOR REPORTING: (EXPENDITURES) 

1. CLICK: REPORTS 
2. CLICK: GASB 
3. CLICK: EXPENDITURES 
4. ENTER: DATE RANGE (FROM – TO) 

STARTING DATE TO ENDING DATE OF STATEMENT CYCLE 
5. CLICK: EXPORT TO EXCEL 
6. CLICK: EXCEL RPT_GASB….xlsx 
7. CLICK: OPEN 
8. REVIEW: COLUMN “E” FOR Sub Accounts 

*** IF 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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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 TO OPEN 

IF SUB ACCOUNT READS:  
0000; OR IS INCORRECT PER THE MATRIX 
YOU WILL NEED TO EDIT BOTH CHECK 
AND THE PURCHASE ORDER  

THIS COLUMN IS THE LIST OF CORESPONDING CHECK NUMBERS. 
THE PO NUMBER WILL BE LOCATED ON THE CHECKS PAID IN EPES 

PLEASE NOTE: SCHOOLPAY ITEMS REFLECT *0000* DO NOT CHANGE THIS FOR THESE ITEMS 
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CHECK EDITING: 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  CHECKS PAID 

CLICK:  LIST 

ENTER:  CHECK NUMBER IN SEARCH FIELD 
CLICK:  SEARCH 
CLICK: CHECK TO BE EDITED 
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PURCHASE ORDER EDITING: 

 

 

CLICK:  EDIT 
CLICK:  SUB ACCOUNT DROP DOWN;  
             SELECT APPROPRIATE SUB ACCOUNT FOR THE EXPENDITURE 
CLICK: SAVE; ON THE LINE  
CLICK:  SAVE; AT THE TOP 

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

CLICK:  LIST 
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ENTER:  PURCHASE ORDER NUMBER IN SEARCH FIELD 
CLICK: SEARCH 
CLICK:  PURCHASE ORDER TO BE EDITED 
 

CLICK:  EDIT 
CLICK: ON GREEN PENCIL 

CLICK:  SUB ACCOUNT 
SELECT: APPROPRIATE SUB ACCOUNT NUMBER 
CLICK: SAVE; ON THE LINE 
CLICK:  SAVE; AT THE TOP 



145 
 

GASB VERIFICATION FOR REPORTING: (RECEIPTS) 

1. CLICK: REPORTS 
2. CLICK: GASB 
3. CLICK: RECEIPTS 
4. ENTER: DATE RANGE (FROM – TO) 

STARTING DATE TO ENDING DATE OF STATEMENT CYCLE 
5. CLICK: EXPORT TO EXCEL 
6. CLICK: EXCEL RPT_GASB….xlsx 
7. CLICK: OPEN 
8. REVIEW: COLUMN “E” FOR Sub Accounts 

*** IF 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 
l) 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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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 TO OPEN 

THIS COLUMN IS THE LIST OF CORESPONDING CHECK NUMBERS. 
THE PO NUMBER WILL BE LOCATED ON THE CHECKS PAID IN EPES 

IF SUB ACCOUNT READS:  
0000; OR IS INCORRECT PER THE MATRIX 
YOU WILL NEED TO EDIT RECEIPT 

PLEASE NOTE: SCHOOLPAY ITEMS REFLECT *0000* DO NOT CHANGE THIS FOR THESE ITEMS 
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RECEIPT EDITING: 

 

 

CLICK: ACCOUNTING  
CLICK: ACCOUNTING 
CLICK: RECEIPTS 

CLICK: DROP DOWN IN SEARCH WINDOW 
CLICK:  RECEIPT #  
ENTER:  RECEIPT NUMBER IN “FOR” WINDOW 
CLICK:  SEARCH 
CLICK:  RECEIPT NUMBER TO BE EDITED 

CLICK:  LIST 
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CLICK:  EDIT 
CLICK: THE GREEN PENCIL 

CLICK:  SUB ACCOUNT 
CLICK:  ON APPROPRIATE SUB ACCOUNT FOR RECEIPT 
CLICK:  SAVE; ON THE LINE 
CLICK:  SAVE; AT THE TOP 
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ACTIVITY LEDGER REPORT: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  ACTIVITY LEDGER 
4. ENTER: PERIOD BEGIN (1ST 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 
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ENTER: PERIOD BEGIN (1ST 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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• BEGINNING BALANCE + RECEIPTS – DISBURSMENTS +/- TRANSFERS = ENDING BALANCE 
 

• YTD PAYABLES: ANY BILLS THAT HAVE BEEN RECEIVED & POSTED BUT NOT PAID YET. 
 

• ACTIVITY ACCTS GRAND TOTAL:  COMBINATION OF ALL SCHOOL ACCOUNTS. 
 

• GENERAL LEDGER GRAND TOTAL:  COMBINATION OF ALL  BANKING ACCOUNTS AND PETTY CASH 

 

SAMPLE REPORT 
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VERIFY:  PERIOD BEGIN IS THE START OF STATEMENT CYCLE       
               AND PERIOD END IS LAST DATE OF STATEMENT CYCLE 
CLICK:  CLOSE MONTH BUTTON 

“ARE YOU SURE YOU WANT TO CLOSE (MONTH)?” 
CLICK:  OK; ONLY IF THE MONTH IS CORRECT 

 

Be sure to initial and verify that you 
closed the month.  
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SEQUENTIAL LIST OF CHECKS:  

 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  SEQUENTIAL LIST 
4. CLICK:  LIST OF CHECKS 
5. CLICK:  BY CHECK NUMBER 
6. CLICK:  DATE IN FIELDS SECTION 
7. CLICK:  MONTH IS; IN OPERATER SECTION 
8. CLICK:  COMPARE TO BOX; ENTER MONTH (BY NUMBER 1-12) 
9. CLICK:  ADD CONDITION 
10. CLICK:  YEAR IS; IN OPERATOR SECTION 
11. CLICK:  COMPARE TO BOX; ENTER YEAR (IE… 2017, 2018, ETC) 
12. CLICK:  ADD CONDITION 
13. CLICK:  PRINT 
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CLICK:  DATE; IN FIELDS SECTION 
CLICK:  MONTH IS; IN OPERATER SECTION 
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 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  SEQUENTIAL LIST 
CLICK:  LIST OF CHECKS 
CLICK:  BY CHECK NUMBER 
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SAMPLE REPORT 
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SEQUENTIAL LIST OF RECEIPTS:  

14. CLICK:  REPORTS 
15. CLICK:  ACCOUNTING 
16. CLICK:  SEQUENTIAL LIST 
17. CLICK:  LIST OF RECEIPTS 
18. CLICK:  BY RECEIPT NUMBER 
19. CLICK:  DATE IN FIELDS SECTION 
20. CLICK:  MONTH IS; IN OPERATER SECTION 
21. CLICK:  COMPARE TO BOX; ENTER MONTH (BY NUMBER 1-12) 
22. CLICK:  ADD CONDITION 
23. CLICK:  YEAR IS; IN OPERATOR SECTION 
24. CLICK:  COMPARE TO BOX; ENTER YEAR (IE… 2017, 2018, ETC) 
25. CLICK:  ADD CONDITION 
26. CLICK:  PRINT 

 

 

SEQUENTIAL LIST OF RECEIPTS: 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  SEQUENTIAL LIST 
CLICK:  LIST OF CHECKS 
CLICK:  BY CHECK NUMBER 
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SAMPLE REPORT 
 

CLICK:  DATE; IN FIELDS SECTION 
CLICK:  MONTH IS; IN OPERATER SECTION 
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 

 



158 
 

SEQUENTIAL LIST OF ACTIVITY TRANSFERS: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  SEQUENTIAL LIST 
4. CLICK:  LIST OF ACTIVITY TRANSFERS 
5. ENTER: PERIOD BEGIN (1ST DATE OF STATEMENT CYCLE) 

              PERIOD END (LAST DATE OD STATEMENT CYCLE) 
6. CLICK: PRINT; IF THERE ARE NO TRASFERS IT WILL SHOW “NO DATA”  

 

 

 

 

 

 

 

 

 

 

 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  SEQUENTIAL LIST 
CLICK:  LIST OF ACTIVITY TRANSFERS 
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SAMPLE REPORT 

ENTER: PERIOD BEGIN (1ST DATE OF STATEMENT CYCLE) 
              PERIOD END (LAST DATE OF STATEMENT CYCLE) 
CLICK: PRINT; IF THERE ARE NO TRASFERS  
                         IT WILL SHOW “NO DATA”  
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TRANSFERS 
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ACTIVITY FUND TRANSFER ENTRY:   
 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK: TRANSFERS & DEPOSITS 
4. CLICK: TRANSFER ACTIVITY  
5. CLICK:  ADD; TRANSFER # SHOULD PRE-POPULATE 
6. TAB TO:  TRANSFER DATE; ENTER EFFECTIVE DATE OF THE TRANSFER  
7. TAB TO:  FROM ACTIVITY ACCT; ENTER ACCT TO TRANSFER FROM 
8. TAB TO:  TO ACTIVITY ACCT; ENTER ACCT TO TRANSFER TO  
9. 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 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  TRANSFERS & DEPOSITS 
CLICK:  TRANSFER ACTIVITY 
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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  
TAB TO:  TRANSFER AMT; ENTER AMOUNT OF FUNDS BEING TRANSFERRED 
TAB TO:  TRANSFER NOTE; ENTER BRIEF DESCRIPTION/PURPOSE FOR TRANSFER 
CLICK: SAVE; SAVE AT THE TOP 

 



163 
 

GL TRANSFER ENTRY:   
1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK: TRANSFERS & DEPOSITS 
4. CLICK: TRANSFER GL  
5. CLICK:  ADD; TRANSFER # SHOULD PRE-POPULATE 
6. TAB TO:  TRANSFER DATE; ENTER EFFECTIVE DATE OF THE TRANSFER  
7. TAB TO:  FROM GL ACCT; ENTER ACCT TO TRANSFER FROM 
8. TAB TO:  TO GL ACCT; ENTER ACCT TO TRANSFER TO  
9. 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 

 
 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  TRANSFERS & DEPOSITS 
CLICK:  TRANSFER GL 
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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 
TAB TO:  TO GL ACCT; ENTER ACCT TO TRANSFER TO  
TAB TO:  TRANSFER AMT; ENTER AMOUNT OF FUNDS BEING TRANSFERRED 
TAB TO:  TRANSFER NOTE; ENTER BRIEF DESCRIPTION/PURPOSE FOR TRANSFER 
CLICK: SAVE; SAVE AT THE TOP 
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VOIDING 
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VOIDING RECEIPTS:   

 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK: RECEIPTS 
4. CLICK: LIST  
5. LOCATE RECEIPT: EITHER USING THE SEARCH WINDOW 

                                OR SCROLL THROUGH PAGES TO FIND IT 
6. CLICK:  RECEIPT NUMBER  
7. CLICK:  VOID THIS RECEIPT 
8. ENTER:  REASON FOR VOID 
9. ENTER:  ENTER DATE RECEIPT WAS VOIDED 
10. CLICK:  CONTINUE 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK: RECEIPTS 
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LOCATE RECEIPT: EITHER USING THE SEARCH WINDOW 
                                OR SCROLL THROUGH PAGES TO FIND IT 
CLICK:  RECEIPT NUMBER 

CLICK: LIST 

CLICK:  VOID THIS RECEIPT 
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GO BACK TO LIST:  IN ORDER TO VERIFY THE RECEIPT WAS VOIDED CORRECTLY 

ENTER:  REASON FOR VOIDING THE RECEIPT 
ENTER:  DATE RECEIPT WAS VOIDED 
CLICK: CONTINUE  
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VOIDING CHECKS:   

 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK: CHECKS PAID 
4. CLICK: LIST  
5. LOCATE CHECK:  EITHER USING THE SEARCH WINDOW 

                              OR SCROLL THROUGH PAGES TO FIND IT 
6. CLICK:  CHECK NUMBER TO BE VOIDED  
7. CLICK:  VOID THIS THIS CHECK 
8. ENTER:  REASON FOR VOID 
9. ENTER:  ENTER DATE CHECK WAS VOIDED 
10. CLICK:  CONTINUE 

 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  CHECKS PAID 
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CLICK:  LIST 

SELECT:  CHECK TO EDIT; THIS CAN BE DONE TWO WAYS: 
ENTER: CHECK NUMBER  
CLICK: SEARCH & CLICK ON ACCOUNT  
             (OR) SCROLLING TO THE CHECK NUMBER  
CLICK:  ONCE ON THE CHECK NUMBER 
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CLICK:  VOID THIS CHECK 

CLICK:  VOID REASON; ENTER DESCRIPTION 
TAB TO:  VOID DATE; ENTER DATE OF VOID 
CLICK:  CONTINUE 
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VOIDING PURCHASE ORDERS:   
 

1. CLICK:  ACCOUNTING 
2. CLICK:  PURCHASE ORDERS 
3. CLICK:  PO (ADD, EDIT, RECEIVE) 
4. CLICK: LIST  
5. LOCATE PURCHASE ORDER:  EITHER USING THE SEARCH WINDOW 

                                                   OR SCROLL THROUGH PAGES TO FIND IT 
6. CLICK:  PURCHASE ORDER NUMBER TO VOIDED  
7. CLICK:  EDIT; AT THE TOP 
8. CLICK:  EDIT ON THE LINE (GREEN PENCIL)                
9. 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 

  

 

 

 

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

SELECTING PO TO EDIT CAN BE DONE TWO WAYS: 
ENTER: PO NUMBER  
CLICK: SEARCH & CLICK ON PO  
             (OR) SCROLLING TO THE PO NUMBER  
CLICK:  ONCE ON THE PO NUMBER 

CLICK:  EDIT 
CLICK:  EDIT ON THE LINE (GREEN PENCIL)  
TAB TO:  PRCIE PER UNIT; CHANGE AMOUNT TO ZERO 
CLICK:  NOTES; ADD “VOID PO” 
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*** PURCHASE ORDER IS NOW VOIDED*** 

 

 

 

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

CLICK:  RECEIVE ALL ITEMS 
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VOIDING ACTIVITY TRANSFERS:   
 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK: TRANSFERS & DEPOSITS 
4. CLICK: TRANSFER ACTIVITY  
5. 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. TAB TO:  DATE; ENTER EFFECTIVE DATE OF THE VOID   
8. CLICK: CONTINUE; TRANSFER WILL BE VOIDED 

            CANCEL VOID; TO STOP THE VOID IN PROCESS 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  TRANSFERS & DEPOSITS 
CLICK:  TRANSFER ACTIVITY 
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CLICK:  LIST 

CLICK:  TRANSFER TO BE VOIDED (OR) USE SEARCH WINDOW TO LOCATE THE CORRECT TRANSFER;                     
             & CLICK ON THE TRANSFER TO BE VOIDED 

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   
CLICK: CONTINUE; TRANSFER WILL BE VOIDED 
            CANCEL VOID; TO STOP THE VOID IN PROCESS 
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VOIDING GL TRANSFERS:   
 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK: TRANSFERS & DEPOSITS 
4. CLICK: GL ACTIVITY  
5. 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. TAB TO:  DATE; ENTER EFFECTIVE DATE OF THE VOID   
8. CLICK: CONTINUE; TRANSFER WILL BE VOIDED 

            CANCEL VOID; TO STOP THE VOID IN PROCESS 

 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  TRANSFERS & DEPOSITS 
CLICK:  TRANSFER GL 
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CLICK:  LIST 

CLICK:  TRANSER TO BE VOIDED (OR) USE SEARCH WINDOW TO LOCATE THE CORRECT TRANSFER;                     
             & CLICK ON THE TRANSFER TO BE VOIDED 

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   
CLICK: CONTINUE; TRANSFER WILL BE VOIDED 
            CANCEL VOID; TO STOP THE VOID IN PROCESS 
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CHANGE 
FUNDS 
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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: 

2. CLICK:  ACCOUNTING 
3. CLICK:  ACCOUNTING 
4. CLICK: RECEIPTS 
5. CLICK: ADD; ENTER RECEIPT # 1 
6. TAB TO: GL ACCOUNT; SELECT CORRECT GL ACCOUNT NUMBER FOR CHANGE FUND 
7. TAB TO:  RCVD FROM; ENTER (BANK) 
8. CLICK:  ADD LINE ITEM 
9. 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 

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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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. TAB TO:  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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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 ***  

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  TRANSFERS & DEPOSITS 
4. CLICK:  TRANSFER GL 
5. CLICK:  ADD; TRANSFER NUMBER AND DATE WILL PREPOPULATE 
6. TAB TO:  FROM GL ACCT; SELECT ACCOUNT NUMBER TO BE CLOSED  
7. TAB TO:  TO GL ACCT; SELECT 992 - CHECKING  
8. TAB TO:  TRANSFER AMT; ENTER AMOUNT OF CHANGE FUND 
9. TAB TO:  TRANSFER NOTE; ENTER DESCRIPTION; CLOSING OF CHANGE FUND 
10. CLICK:  SAVE; AT THE TOP 
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PETTY  
CASH 
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OPENING A PETTY CASH FUND:   
NOTE:  ALL PETTY CASH FUNDS MUST HAVE PRIOR APPROVAL FROM 
THE ACTIVITY FUNDS SUPPORT OFFICE SUPERVISOR. 
   

1. CREATE A GL ACCOUNT FOR THE PETTY CASH FUND (REF: PAGES 16-17)   
2. CLICK:  ACCOUNTING 
3. CLICK:  ACCOUNTING 
4. CLICK: RECEIPTS 
5. CLICK: ADD; ENTER RECEIPT # 1 
6. TAB TO: GL ACCOUNT; SELECT CORRECT GL ACCOUNT NUMBER  

                FOR PETTY CASH FUND 
7. TAB TO:  RCVD FROM; ENTER (SPONSOR OR BANK???) 
8. CLICK:  ADD LINE ITEM 
9. 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 

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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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      

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING  
3. CLICK:  ACCOUNTS PAYABLE 
4. CLICK:  ADD 
5. TAB TO:  VENDOR ID; ENTER VENDOR ID CODE & SELECT VENDOR 

THIS IS USUALLY THE BOOKKEEPER  
6. CLICK:  ADD LINE ITEM 
7. CLICK:  ACCT;  SELECT ACTIVITY FUND ACCOUNT BEING USED FOR PETTY CASH FUND   
8. TAB TO:  AMOUNT; ENTER; AUTHORIZED AMOUNT OF PETTY CASH FUND 
9. TAB TO:  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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REPLENISHING THE PETTY CASH FUND: 
**YOU WILL POST CHECK FOR THE REPLENISHMENT OF PETTY CASH FUND AS FOLLOWS** 

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING  
3. CLICK:  ACCOUNTS PAYABLE 
4. CLICK:  ADD 
5. TAB TO:  VENDOR ID; ENTER VENDOR ID CODE & SELECT VENDOR  
6. CLICK:  ADD LINE ITEM 
7. CLICK:  ACCT; SELECT ACTIVITY FUND ACCOUNT BEING CHARGED FOR PETTY CASH    
8. TAB TO:  AMOUNT; ENTER; AUTHORIZED AMOUNT OF PETTY CASH VOUCHER 
9. TAB TO:  NOTES; ENTER; DESCRIPTION OF VOUCHER PURCHASE  
10. CLICK:  SAVE ON LINE ITEM 
11. CLICK: SAVE AT THE TOP 

*** REPEAT FOR EACH INDIVIDUAL VOUCHER *** 

POSTING OF CHECK:  REFER TO STEP 2 ON PAGE 113 & SCREEN SHOTS ON PAGE 116 
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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 ***  

1. CLICK:  ACCOUNTING 
2. CLICK:  ACCOUNTING 
3. CLICK:  TRANSFERS & DEPOSITS 
4. CLICK:  TRANSFER GL 
5. CLICK:  ADD; TRANSFER NUMBER AND DATE WILL PREPOPULATE 
6. TAB TO:  FROM GL ACCT; SELECT ACCOUNT NUMBER TO BE CLOSED  
7. TAB TO:  TO GL ACCT; SELECT 992 - CHECKING  
8. TAB TO:  TRANSFER AMT; ENTER AMOUNT OF PETTY CASH FUND 
9. TAB TO:  TRANSFER NOTE; ENTER DESCRIPTION; CLOSING OF PETTY CASH FUND 
10. CLICK:  SAVE; AT THE TOP 
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YEAREND 
ROLLOVER 
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SEQUENTIAL LIST OF VENDORS WITH NO TRANSACTIONS:   
STEP 1: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  SEQUENTIAL LIST  
4. CLICK:  VENDORS WITH NO TRANSACTIONS 
5. CLICK:  PREVIEW; THIS WILL POPULATE THE LIST OF ALL VENDORS  

                                THAT HAVE HAD NO ACTIVITY FOR THE PAST 12 MONTHS 
6. PRINT REPORT AS YOU WILL NEED IT FOR STEP 2. 
7. CONTINUE ROLLOVER PROCESS ON PAGE 198. 
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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;  (1ST 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 

                         
 
 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  ACTIVITY LEDGER 
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ENTER: PERIOD BEGIN (1ST 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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• BEGINNING BALANCE + RECEIPTS – DISBURSMENTS +/- TRANSFERS = ENDING BALANCE 
 

• YTD PAYABLES: ANY BILLS THAT HAVE BEEN RECEIVED & POSTED BUT NOT PAID YET. 
 

• ACTIVITY ACCTS GRAND TOTAL:  COMBINATION OF ALL SCHOOL ACCOUNTS. 
 

• GENERAL LEDGER GRAND TOTAL:  COMBINATION OF ALL  BANKING ACCOUNTS AND PETTY CASH 

 

SAMPLE REPORT 
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YEAREND ROLLOVER: 
1. CLICK:  UTILITIES 
2. CLICK:  YEAREND CLOSING 
3. VERIFY:  BEGIN & END FISCAL DATES;  

               BEGIN FISCAL;  (1ST DATE OF THE YEAR; 07/01/XXXX) 
               END FISCAL; (LAST DATE OF THE YEAR; 06/30/XXXX) 

4. VERIFY:  PAYABLES; ARE MARKED: 
- COPY OPEN PAYABLES TO THE NEW YEAR (RESET DATE TO NEW FISCAL) 

5. VERIFY:  PURCHASE ORDERS; ARE MARKED: 
- COPY OPEN PO’S TO THE NEW YEAR (RESET DATE TO NEW FISCAL) 

6. VERIFY: BUDGET; YOU WILL CHANGE THIS TO BE MARKED: 
- RETAIN THE BUDGET AMOUNTS IN NEW YEAR 

7. CLICK:  CLOSE THIS YEAR 
8. VERIFY:  PROMPT; “ARE YOU SURE YOU WANT TO CLOSE THIS YEAR?” 
9. CLICK:  OK 
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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.  
1. CLICK: ACCOUNTING 
2. CLICK: ACCOUNTING 
3. CLICK: VENDORS 
4. CLICK: LIST;  ENTER:  VENDOR CODE IN SEARCH BOX 

                      CLICK: SEARCH  (OR) SCROLL TO THE VENDOR TO BE DELETED 
5. CLICK:  VENDOR TO BE DELETED; ONE TIME 
6. 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 

 
 
 
 
 

 
 
 
 
 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  VENDORS 
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CLICK: LIST 

ENTER:  VENDOR CODE IN SEARCH BOX 
CLICK:   SEARCH 
(OR) 
SCROLL TO THE VENDOR TO EDIT 
CLICK: VENDOR ONE TIME TO SELECT 
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CLICK:  DELETE 

CLICK:  OK 

CLICK:  YES 

VENDOR HAS NOW BEEN DELETED 
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REPORTS  
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ACTIVITY LEDGER REPORT: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  ACTIVITY LEDGER 
4. ENTER: PERIOD BEGIN (1ST 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 

                         
 
 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  ACTIVITY LEDGER 



217 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ENTER: PERIOD BEGIN (1ST 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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• BEGINNING BALANCE + RECEIPTS – DISBURSMENTS +/- TRANSFERS = ENDING BALANCE 
 

• YTD PAYABLES: ANY BILLS THAT HAVE BEEN RECEIVED & POSTED BUT NOT PAID YET. 
 

• ACTIVITY ACCTS GRAND TOTAL:  COMBINATION OF ALL SCHOOL ACCOUNTS. 
 

• GENERAL LEDGER GRAND TOTAL:  COMBINATION OF ALL  BANKING ACCOUNTS AND PETTY CASH 

 

SAMPLE REPORT 
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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 

 

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.  

 
 

 

  

 

 

 

CLICK:  REPORTS 
CLICK: ACCOUNTING 
CLICK:  OUTSTANDING CHECKS 
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SAMPLE REPORT 

 

ENTER: LAST DATE OF STATEMENT CYCLE  
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RECONCILIATION REPORT: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  RECONCILIATION 
4. 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 GENERATE 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. 

 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  RECONCILIATION
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ENTER ACCOUNT RANGE: 
FROM:  ACCOUNT NUMBER         
TO:  ACCOUNT NUMBER 
DATE RANGE: 
FROM:  XX/XX/XXXX 
TO: XX/XX/XXXX 

CLICK:  
-   PREVIEW: TO VIEW ON SCREEN 
-   PRINT:  TO GENERATE A HARD COPY 
-   EXPORT:  TO GENERATE A SPREADSHEET 
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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. 

SAMPLE REPORT 
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BANK RECONCILIATION REPORT: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  BANK RECONCILIATION 
4. ENTER: STATEMENT DATE RANGE; 1ST & LAST DATES OF STATEMENT CYCLE 
5. TAB TO: ENTER; ENDING BALANCE FROM BANK STATEMENT 
6. 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  

 

 
 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  BANK RECONCILIATION 
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CLICK: STATEMENT DATE RANGE; FROM 
            ENTER 1ST DATE OF THE STATEMENT CYCLE 
TAB TO: TO; ENTER THE LAST DATE OF THE STATEMENT CYCLE 
TAB TO: ENDING BALANCE FROM BANK STATEMENT  
                ENTER ENDING BALANCE 
TAB TO: TOTAL DEPOSITS NOT ON BANK STATEMENT 
                ENTER ANY DEPOSITS IN TRANSIT 
 
       

CLICK: PREVIEW OR PRINT TO GET THE RECONCILIATION REPORT. 
 

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  
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WHAT THE BANK SHOWS 
THAT THE SCHOOL HAS IN 
THE ACCOUNT. 

WHAT EPES SHOWS THAT 
THE SCHOOL HAS IN THE 
ACCOUNT. 

 

SAMPLE REPORT 
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SAMPLE REPORT 
 

WHAT THE BANK SHOWS 
THAT THE SCHOOL HAS IN 
THE ACCOUNT. 

WHAT EPES SHOWS THAT 
THE SCHOOL HAS IN THE 
ACCOUNT. 

 



228 
 

PRINT CHECKS: 

 
1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  PRINT CHECKS 
4. TAB TO:  NEXT CHECK; VERIFY THE CHECK NUMBER CHANGE IF NEEDED 
5. TAB TO:  DATE TO PRINT ON CHECKS; THIS SHOULD BE THE CURRENT DATE 
6. CLICK:  COMBINE CHECKS FOR SAME VENDOR 

             *** IF YOU HAVE MULTILPE PAYMENTS TO THE SAME VENDOR 
7. CLICK:  PRINT & POST 

 

 

 

 

 

 

 

 

 

 

CLICK: REPORTS 
CLICK:  ACCOUNTING 
CLICK:  PRINT CHECKS 
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TAB TO:  NEXT CHECK #; VERIFY THE NUMBER  
                 AND/OR CHANGE THE NUMBER AS NEEDED 
TAB TO:  DATE TO PRINT ON CHECK; VERIFY THE  
                 DATE IS CORRECT 
CLICK:  COMBINE CHECKS WITH SAME VENDOR 
             FOR MULTIPLE PAYMENTS TO THE SAME VENDOR 
CLICK:  PRINT & POST 
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PRINTING PREVIOUS RECEIPTS: 
 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  PRINT PREV. RECEIPTS 
4. LOCATE RECEIPT TO REPRINT:  USE SEARCH WINDOW OR SCROLL TO LOCATE 
5. CLICK: PRINT 
6. PROMPT:  ARE YOU SURE YOU WANT TO REPRINT THIS RECEIPT?  
7. CLICK:  OK 

 

 

 
 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  PRINT PREV RECEIPTS 

LOCATE RECEIPT TO REPRINT:  USING THE SEARCH WINDOW 
                                             OR SCROLL TO RECEIPT TO REPRINT 
CLICK: PRINT 
PROMPT: ARE YOU SURE YOU WANT TO REPRINT THIS RECEIPT? 
CLICK:  OK 
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SEQUENTIAL LIST OF CHECKS:  

 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  SEQUENTIAL LIST 
4. CLICK:  LIST OF CHECKS 
5. CLICK:  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 

6. CLICK:  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 

7. CLICK: MONTH; IN OPERATER SECTION (STANDARD REPORT) 
- OPTIONS WILL VARY DEPENDING BASED ON REPORT BEING RUN 

8. CLICK:  COMPARE TO BOX; ENTER MONTH (BY# 1-12)(STANDARD REPORT) 
9. CLICK:  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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CLICK:  DATE; IN FIELDS SECTION 
CLICK:  MONTH IS; IN OPERATER SECTION 
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 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  SEQUENTIAL LIST 
CLICK:  LIST OF CHECKS 
CLICK:  BY CHECK NUMBER 
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SAMPLE REPORT 
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SEQUENTIAL LIST OF RECEIPTS:  

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  SEQUENTIAL LIST 
4. CLICK:  LIST OF RECEIPTS 
5. CLICK:  BY RECEIPT NUMBER (STANDARD REPORT) 

            OTHER OPTIONS FOR THIS REPORT INCLUDE: 
- BY ACCOUNT AND RECEIPT NUMBER 
- BY NOTE FIELD 
- BY VENDOR  
- BY INDIVIDUAL 

6. CLICK:  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 

7. CLICK: MONTH; IN OPERATER SECTION (STANDARD REPORT) 
- OPTIONS WILL VARY DEPENDING BASED ON REPORT BEING RUN 

8. CLICK:  COMPARE TO BOX; ENTER MONTH (BY# 1-12)(STANDARD REPORT) 
9. CLICK:  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: 

 
 

 

 

 

 

 

 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  SEQUENTIAL LIST 
CLICK:  LIST OF CHECKS 
CLICK:  BY CHECK NUMBER 

 

CLICK:  DATE; IN FIELDS SECTION 
CLICK:  MONTH IS; IN OPERATER SECTION 
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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SAMPLE REPORT 
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SEQUENTIAL LIST OF VENDORS WITH NO TRANSACTIONS: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  SEQUENTIAL LIST 
4. CLICK:  VENDORS WITH NO TRANSACTIONS 
5. CLICK:  PREVIEW;  THIS WILL GENERATE A LIST OF ALL VENDORS NOT USED  

              WITHIN THE CURRENT FISCAL YEAR. 

 

 

 

 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  SEQUENTIAL LIST 
CLICK:  VENDORS WITH NO TRANSACTIONS 
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CLICK:  PREVIEW; TO GENERATE LIST 

CLICK: ON THE PRINTER TO 
GENERATE HARD COPY LIST 
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SEQUENTIAL LIST OF ACTIVITY TRANSFERS: 

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  SEQUENTIAL LIST 
4. CLICK:  LIST OF ACTIVITY TRANSFERS 
5. ENTER: PERIOD BEGIN (1ST DATE OF STATEMENT CYCLE) 

              PERIOD END (LAST DATE OF STATEMENT CYCLE) 
6. CLICK: PRINT; IF THERE ARE NO TRANSFERS IT WILL SHOW “NO DATA”  

 

 

 

 

 

 

 

 

 

 

 

 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  SEQUENTIAL LIST 
CLICK:  LIST OF ACTIVITY TRANSFERS 
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SAMPLE REPORT 

ENTER: PERIOD BEGIN (1ST DATE OF STATEMENT CYCLE) 
              PERIOD END (LAST DATE OF STATEMENT CYCLE) 
CLICK: PRINT; IF THERE ARE NO TRASFERS  
                         IT WILL SHOW “NO DATA”  
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DEPOSIT VOUCHERS:  

1. CLICK:  REPORTS 
2. CLICK:  ACCOUNTING 
3. CLICK:  DEPOSIT VOUCHER 
4. CLICK:  LIST OF ACTIVITY TRANSFERS 
5. 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.  

 

 
 
 

CLICK:  REPORTS 
CLICK:  ACCOUNTING 
CLICK:  DEPOSIT VOUCHER 
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ENTER: FROM WHAT DATE:  XX/XX/XXXX                    
              TO WHAT DATE: XX/XX/XXXX 
 
THIS IS THE DATE THE DEPOSIT WAS PROCESSED   

CLICK: PREVIEW; TO VIEW DATA  
            PRINT; TO GENERATE A HARD COPY 
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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….xlsx 
15. CLICK: OPEN 
16. REVIEW: COLUMN “E” FOR Sub Accounts 

*** IF 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: 
l) 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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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 TO OPEN 

IF SUB ACCOUNT READS:  
0000; OR IS INCORRECT PER THE MATRIX 
YOU WILL NEED TO EDIT BOTH CHECK 
AND THE PURCHASE ORDER  

THIS COLUMN IS THE LIST OF CORESPONDING CHECK NUMBERS. 
THE PO NUMBER WILL BE LOCATED ON THE CHECKS PAID IN EPES 

PLEASE NOTE: SCHOOLPAY ITEMS REFLECT *0000* DO NOT CHANGE THIS FOR THESE ITEMS 



245 
 

CHECK EDITING: 

 

 

 

CLICK:  ACCOUNTING 
CLICK:  ACCOUNTING 
CLICK:  CHECKS PAID 

CLICK:  LIST 

ENTER:  CHECK NUMBER IN SEARCH FIELD 
CLICK:  SEARCH 
CLICK: CHECK TO BE EDITED 
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PURCHASE ORDER EDITING: 

 

 

CLICK:  EDIT 
CLICK:  SUB ACCOUNT DROP DOWN;  
             SELECT APPROPRIATE SUB ACCOUNT FOR THE EXPENDITURE 
CLICK: SAVE; ON THE LINE  
CLICK:  SAVE; AT THE TOP 

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

CLICK:  LIST 
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ENTER:  PURCHASE ORDER NUMBER IN SEARCH FIELD 
CLICK: SEARCH 
CLICK:  PURCHASE ORDER TO BE EDITED 
 

CLICK:  EDIT 
CLICK: ON GREEN PENCIL 

CLICK:  SUB ACCOUNT 
SELECT: APPROPRIATE SUB ACCOUNT NUMBER 
CLICK: SAVE; ON THE LINE 
CLICK:  SAVE; AT THE TOP 
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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….xlsx 
15. CLICK: OPEN 
16. REVIEW: COLUMN “E” FOR Sub Accounts 

*** IF 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 
l) 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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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 TO OPEN 

THIS COLUMN IS THE LIST OF CORESPONDING CHECK NUMBERS. 
THE PO NUMBER WILL BE LOCATED ON THE CHECKS PAID IN EPES 

IF SUB ACCOUNT READS:  
0000; OR IS INCORRECT PER THE MATRIX 
YOU WILL NEED TO EDIT RECEIPT 

PLEASE NOTE: SCHOOLPAY ITEMS REFLECT *0000* DO NOT CHANGE THIS FOR THESE ITEMS 
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RECEIPT EDITING: 

 

 

CLICK: ACCOUNTING  
CLICK: ACCOUNTING 
CLICK: RECEIPTS 

CLICK: DROP DOWN IN SEARCH WINDOW 
CLICK:  RECEIPT #  
ENTER:  RECEIPT NUMBER IN “FOR” WINDOW 
CLICK:  SEARCH 
CLICK:  RECEIPT NUMBER TO BE EDITED 

CLICK:  LIST 
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CLICK:  EDIT 
CLICK: THE GREEN PENCIL 

CLICK:  SUB ACCOUNT 
CLICK:  ON APPROPRIATE SUB ACCOUNT FOR RECEIPT 
CLICK:  SAVE; ON THE LINE 
CLICK:  SAVE; AT THE TOP 
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