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AGENDA

¢ Internal Controls in QuickBooks

- —

e Why internal controls are so important in the system.

e Establishing and verifying users and their roles in the system.
e Controlling transactions in closed periods.

e Use of the “Audit Trail” report.

e Use of the “Voided & Deleted Transactions” report.

e Scheduling reports for distribution.
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AGENDA

* Important Features in QuickBooks:
e GASB Statement 84
e Setting up the QuickBooks file.

- —

e Setting up accounts and subaccounts.

e Recording a transfer via a journal entry.

e Recording year end accrual entries.

e Monthly bank reconciliations.

e Preparation of the “Summary of Activity.”

e Sending an “Accountant’s Copy” of file to auditor.



Maintaining Effective Internal Controls in
QuickBooks
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Why are internal controls in the
computer software SO importantee

* Can help reduce the risk of fraud.
* Make it easier to train and manage staff.

* Help the office run efficiently by having solid processes and control

activities in place.

* Make the audit process a whole lot easier!



* Control activities are the policies and
procedures that ensure management directives
are carried out.

* They involve two elements:
* A policy describing what should be done
 The procedure to implement the policy

* While you already have internal controls
established for the activity funds (as to how
invoices are to be processed, approved, paid or
how deposits are received, deposited or
recorded) now is the time to make sure that the
controls in the computer system are sound to
further eliminate the risk of fraudulent
activities.




—

e
System Conftrols

All policies and procedures should be in writing. Without documentation, it
is difficult to train employees on how transactions should be initiated,
approved, and recorded. This written documentation will serve as a valuable
reference tool for new hires and existing employees.

This not only includes how transactions are processed starting with source
documentation through issuing a check, but also to make sure that the
QuickBooks system is properly set up and maintained.



Did You Know.....

QuickBooks has several internal
control features built into its system
which includes:

+  Keeping track of who does what
in your accounting system.

+  Setting limits on making
changes to prior periods.

*  Reports that allow you to
monitor what is actually being
done in the system.
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Establishing Users in the System

For electronic data security, it is VERY important that access to the QuickBooks
file is restricted using usernames and passwords.

In order to keep track of who does what in the accounting system, be sure to:

* Assign each user a unique and private, username and password known only to him or
her.

® Set up separate accounts for “principal,” “administrative assistant,” and “business

administrator.”
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Users In the System

Remember each user should be set up in the computer system with their own username and
password.

Passwords should NOT be shared with anyone.

The system “Administrator” user should be assigned to make changes in the system and should
only be used for this purpose. Transactions should NEVER be entered using the
“Administrator” user and NEVER should the “Administrator” password be shared with
anyone.

At least on an annual basis the “Users” list in the system should be reviewed to verify the
“Users” are correct and that all former employees have been removed. Note: “Users” should
be immediately removed from the system upon termination.



e
Add a User

Users and Roles 1, GO tO the Company menu, then
User List | Rolo Lis Users and select Users and

Roles
Admin* (logged on) m

Eat. 2. Enter the “Admin” Password,
then select OK.

3. From the User List tab, select
Roles Assigned NEW.

Business Administrator

4. Enter a Username and a
Password.

*These users and roles have unrestricted access to view all transactions,
including payroll info. Find out more. 5

. From Available Roles, select the
e user role then select Add.




User List = Role List

Remove a User

1. GO tO the Company Admin* (logged on) m
menu, then Users. o

Susie Sunshine =1
Tiffany Banks™ Duplicate...

2. Select the User that i~

needs to be removed.

. Roles Assigned

3. Clle OII DElEte tO Administrative Assistant*

remove the User.
4. Clle OII Close. ﬂgﬁéiéspegrgﬁn;gl_es have unrestri::’[F?ﬁdagﬁffnsoﬁg_viewalltransactions,

View Permissions Close
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Establish New Roles

You can create new roles from scratch or use the pre-established roles in
QuickBooks.

If using the pre-established roles in the system, make sure that the role
assigned best matches what their role and use of the system will be.

If creating a role from scratch, it can be tailored specifically to what the user’s
role in the system will be.



Create a New Role

1. Go to the Company menu and select
Users. Then select Users and Roles.

BoleName  Business Administrator

e T 9% 2. Select the Role List tab and select New.

i Pl i —— 3. Give the role a name and description. (i.e.,

— p— Bt el Principal, Administrative Assistant,

f::i”"“” o o Business Administrator).

;;.”.i'.,.;,';..,;”' 4. In the Area and Activities section, select

an area of your accounts. Review each
L area and select None, Full, or Partial to set
o

the role’s permissions.

5. Once you set permissions for each area,
select OK to save.
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Review Users and Permissions

Permissions Access by Users

1. Go to the Company menu and

Areas and Activities Mary B. Mary Susie
Poppins* Little* Sunshine* 1 Th 1
= select Users. Then select Users
Accounting Tools None Full None
Asset Registers None Full Full
Edit Closed Transactions None Full None an d R O 1 e S .
Equity Registers None Full Full
General Journal None Full VP
Liability Registers None Full Full '[ ]’ o
Manage Fixed Assets None None None 2 o Sele Ct Ser Llst tab . Then
Working Trial Balance None Full None
Banking Mixed Mixed Mixed 1 ° ° °
Bank Feeds None None None ‘ ; Pe S S O S
Bank Registers Full Mixed None Se e Ct 1 ew rml 1 n °
Citizens Bank Full View None
NH Bank Full Full None 1 h
District Accounts Full Full None
Instrumental Band Account Full Full None 3 M Se e Ct t e Users you Want to
Library Full Full None . .
Music Department Full Full None
Principal’s Account Full Full None reV].eW and then Select Dlsplay.
Teacher's Lounge Full Full None
Student Accounts Full Full None
Climbing Wall Full Full None
Cross Country Team Full Full None
Grade 1 Field Trips Full Full None
Grade 5 Field Trips Full Full None
Interest Income Full Full None
Janet Doeman Memorial Award Acc|Full Full None
Kindergarten Field Trips Full Full None
School Store Full Full None
Student Activity - General Fund Full Full None —
Checks VP Full None :
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Review Roles and Permissions

Permissions Access by Roles
1. Go to the Company menu and
Areas and Activities Administrative |Business Principal®
Assistant” Administrator®
= select Users. Then select Users
Accounting Tools Full MNone MNone
Asset Registers Full Full MNone
Edit Closed Transactions Full MNone MNene an d RO 1 e S N
Equity Registers Full Full Mone
General Journal Full VP Mane
Liability Registers Full Full None ®
2. Select the Role List tab. Then
Working Trial Balance Full MNone MNone
Banking Mixed Mixed Mixed [ ] [} [}
Bank Feeds None MNone Nene Select \/ e Pe SS O S
Bank Registers Mixed Mone Full 1 w rml 1 n °
Citizens Bank View Mone Full
NH Bank Full Mone Full 3 S
District Accounts Ful None Full ele Ct the Oles O ‘/\7 t to
Instrumental Band Account Full MNone Full ¢ r u an
Library Full Mone Full . °
Music Department Full Mone Full e e d the Sele Ct D S la
Principal's Account Full None Full r V]' W an n 1 y °
Teacher's Lounge Full MNone Full
Student Accounts Full Mone Full
Climbing Wall Full MNone Full
Cross Country Team Full Mone Full
Grade 1 Field Trips Full Mone Full
Grade 5 Field Trips Full MNone Full
Interest Income Full Mone Full
Janet Doeman Memerial Award Ace |Full None Full
Kindergarten Field Trips Full MNone Full
School Store Full Mone Full
Student Activity - General Fund Full None Full
Checks Full Mone VP —




Modification Needed

Edit Role x

I — | | If upon review you find that a role
Description This role is designed for the school administrator responsible for maintaining needs tO be modified:

and processing the student activity funds including paying bills, preparing
checks, making and posting deposits, reconciling the monthly bank statement. ..

1. Go to the Company menu and

Area and Activities
AREAACCESS LEVEL

R g | Meneasoons select Users. Then select Users

@ Asset Registers 7 None
@ Edit Closed Transactions ~ Ful d

@ Equity Registers - R 1

@ General Journal ) Partial an 0 es °
@ Liability Registers

O Manage Fixed Assets View
@ Working Trial Balance

o 2. Select the Role List tab. Then
v Ikigser . select Edit Role.

© Credit Card Charges

O Credit Card Registers Print o e o
8 Do e 3. Make the necessary modifications.
O Reconcile R _
Q rionsfer Funds Sierent lvels of aceen
g EE:EEI;SW" v g‘hi?snii;\?ittigesj“rea will impact all 4 . Sele Ct O K .

**These areas give users unrestricted access to view all
transactions, including payroll infa.

Tell me mare about Areas and Activities. [ oK Cancel
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Conftrolling Transactions in Closed Periods

Implementing etffective internal controls over year-end closing in QuickBooks has always
been a concern of users.

By setting controls on the year end closing-process you can:

« Prevent new transactions from being posted in closed periods;

« Prevent existing transactions in closed periods from being changed or deleted; and
« Maintain the integrity of your data.

Implementing such control is easy and effective.



__—

Establishing Controls in Closed Periods

To establish:

Preferences x

1 5 B2 A : A My Preferences Company Preferences ﬁ
1. First make sure that you are in
Bills ACCOUNTS Cancel
”Single User MOde” . g zalendar Use account numbers «| Require accounts Holg
hecking
p PP = Desktop View CLASS Default
. L] )
2 . Cl]-Ck On Company 1n the % Znancel g ¥ Use class tracking for transactions e
enera .
« Prompt to assign classes
taSk bar at the tOp Of the Screen. : Integrated A\pplications « Assign classes to - General
ltems & Inventory
- ) Payroll and
U d 7 M P f 77 f 11 & Jobs & Estimates ¥ Automatically assign general journal entry number Employees
3 . n eI' y I'e erences O OW @ Multiple Currencies ¥ Warn when posting a transaction to Retained Earnings
=) Payments c  Hide opening balance fields in Names and ltems
the prompts as nOted at the B Payroll & Employees ¥ Wann if transactions are 90  day(s)inthe past
© i
right. " EZZZZE:Gmphs ¥ Wamn if transactions are 30  day(s)inthe future
m Sales & Customers CLOSING DATE
g Date through which books are closed: (not set)
C{g Sales Tax
P search Set Date/Password
E Send Forms
% Senvice Connection
Spelling -
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Establishing Conftrols in Closed Periods

Next be sure and set up the correct
closing period date )June 30" of the
fiscal year you are in).

Be sure and establish a password for
the closing date that should not be
shared with anyone. If you must
right this down keep it in a safe and
secure location and do not label it as
such.

Set Closing Date and Password

To keep your financial data secure, QuickBooks recommends assigning all other users their own
username and password, in Company = Set Up Users.

DATE
QuickBooks will display a warning, or require a password, when saving a transaction dated on
or befare the closing date. More details...

Exclude estimates, sales orders and purchase orders from closing date restrictions

Closing Date 06/30/2020 1}

PASSWORD

QuickBooks strongly recommends setting a password to protect transactions dated on or
befare the closing date.

Closing Date Passward sssssee Show

Confirm Password

To see changes made on or before the closing date, view the Closing Date Exception Reportin
Reports = Accountant & Taxes.

| OK ‘ Cancel
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Closing Date Exception Report

* Once a year has been closed the “Closing Date Exception Report” can be
printed and reviewed for any changes.

* This report should be reviewed after the year-end close to ensure that no
changes have been made and if changes have been made you can identify
them and find out why they have been made.

* A copy of this report should be printed and kept in a binder or folder with
other year-end information.



__——

Closing Date Exception Report

Granite Elementary School TO print thiS rep Ort.

Closing Date Exception Report
Books Closed As of June 30, 2020
Num : EnterediLast Modified : Last modified by State Date Name Memo Account Split Debit Credit
1.

Closing Date History
Closing date set to 06/30/2020 on 04/24/2021 16:55:59 by Admin

Select Reports on top task bar.

Transactions entered or medified by Admin

2. Select Accountant & Taxes.

Account Op._.  Opening Assigned. . NH Bank 0.00
04/23/2021 16:02:21 Admin Prior 06/30/2019 Account Op...  NH Bank Opening Ass_. 742434 ° Y
Account Op...  Opening Assigned... NH Bank 742434
3. Select Closing Date Exception
Deposit
04/26/2021 10:03:00 Admin Latest 06/30/2019 Account Op. NH Bank:Student QOpening Ass... 729.68
Account Op... Opening Assigned. .. NH Bank:Stu__ 729.68 Rep Ort
L]
Deposit
04/26/2021 10:03:42 Admin Latest 06/30/2019 Account Op...  NH Bank:Student ... Opening Ass_. 515
Account Op...  Opening Assigned...  NH Bank:Stu... 5.15 Cl . k C [ ] R d
4. 1ck on Customize Report an
04/26/2021 10:04:10 Admin Latest 06/30/2019 Account Op...  NH BankDistrict A...  Opening Ass... 5.05
Account Op._.  Opening Assigned. . NH Bank:Dis__. 505 d
enter dates.
Deposit
04/26/2021 10:04:28 Admin Latest 06/30/2019 Account Op...  NH Bank:Student ... Opening Ass_. 17.18
Account Op...  Opening Assigned... NH Bank:Stu... 17.18
.
5. Click on OK
04/26/2021 10:04:48 Admin Latest 06/30/2019 Account Op...  NH BankDistrict A...  Opening Ass... 2.241.95 ° °

Account Op._.  Opening Assigned. . NH Bank:Dis__. 224195
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Audit Trall Report — Purpose

* The Audit Trail Report tracks every change made to a transaction in
QuickBooks.

e It is very important that each user be assigned a separate User ID. This
allows tracking of who made specific changes and accountability for
every transaction entered or modified.

* In current versions of QuickBooks, the Audit Trail Report is
automatically turned on but in older versions this feature has to be
turned on manually.

* This report should be reviewed periodically to make sure that nothing
unusual is occurring.
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Audit Trail Report

Customize Report Comment on Report

Memorize Print v E-mail v Excel v  Hide Header Refresh

Date Entered/Last Modified Custom

~ From 07/01/2019 B To p4/29/2021

Show Filters

1:23 PM
0412921

Transactions entgred or modified by Admin

Bill Test01
b Test01  04/26/2021 095523

Test01  04/26/2021 09:55:15

Bill Pmt -Check

04/26/2021 09-58-09

04/26/2021 09:55:50

Deposit
04/23/2021 153614

04/23/2021 14:10:37

Num Emere;?/asn Modified : Last modified by ; State Date Name Memo Account
Deleted
Prior 04/26/2021  Test Accounts Payable
Test Equipment Instruction:Climbin...
Deleted
Prior 04/26/2021  Test NH Bank
Test Accounts Payable
Latest  07/01/2019 Account Op... ~ Citizens Bank
Account Op...  Opening Assigne...
Prior 07/01/2019 Account Op...  Citizens Bank
Account Op... Opening Balance

Deposit
04/26/2021 10-07-08

04/23/2021 16:02:21

04/23/2021 15:33:05

Admin

Admin

Admin

Admin

Admin

Admin

Admin

Admin

Admin

Granite Elementary School

Audit Trail
Entered/Last Modified July 1, 2019 through April 29, 2021

Latest 06/30/2019 Account Op. NH Bank

Account Op...  Opening Assigned...
Prior 06/30/2019 Account Op... NH Bank

Account Op...  Opening Assigne...
Prior 06/30/2019 Account Op. NH Bank

Account Op...  Opening Balance ...

Split

Instruction:C_

Accounts Pa...

Accounts Pa_

NH Bank

Opening As...

Citizens Bank

Opening Bala...

Citizens Bank

Opening Ass
NH Bank

Opening As...

NH Bank

Opening Bala
NH Bank

Debit

0.00

1.00

1.00

0.00
0.00

7.596.89

0.00
0.00

7,424.34

7,592 89

Credit

1.00

7.696.89

742434

7.692.89

2
G
=

How to print this report:

On top task bar select Reports.
Select Accountant & Taxes.
Select Audit Trail.

Enter date range of period you
want to review.



Audit Trall Cont.

Deposit
04/26/2021 10:05:49

Deposit
04/26/2021 10:06:13

General Journal 1

1 04/30/2021 07:47:52

1 04/29/2021 18:22:26

1 04/29/2021 18:02:23

Tansacionsantered o
Check 1674
1674 04/29/2021 16:18:19

Admin

Admin

Admin

Admin

Admin

Admin

Num  ;Entered/Last Modified ; Last modified by : State

Latest

Latest

Latest

Latest

: Date

06/30/2019

06/30/2019

06/30/2020

06/30/2020

06/30/2020

09/23/2019

Granite Elementary School

Audit Trail

Kim Possible
Kim Possible

H Memo
Account Op...

Account Op...
Account Op...

Account Op...
Account Op...

To reclassif ..
To reclassif...
To reclassif...
To reclassif...

To reclassif...
To reclassif...
To reclassi...
To reclassi...

To reclassif...
To reclassif...

Entered/Last Modified July 1, 2019 through April 29, 2021
H Name

H Account

H

Opening Assigned...

NH Bank:Student ...
Opening Assigned...

NH Bank:Student ...
Opening Assigned. ..

NH Bank Student .
NH Bank Student ..
Student Activity ...
Other Local Reve...

NH Bank:Student ...
NH Bank:Student ...
NH Bank:Studen...
NH Bank:Studen...

NH Bank:Student ...
NH Bank:Student ...

NH Bank:District A....
School Administ...

: split

NH Bank.Dis...

Opening Ass...
NH Bank:Stu....

Opening Ass...
NH Bank:Stu...

-SPLIT-

NH Bank:Stu...
NH Bank:Stu...
NH Bank:Stu...

-SPLIT-

NH Bank:Stu...
NH Bank:Stu...
NH Bank:Stu...

NH Bank:Stu...
NH Bank:Stu...

School Adm...
NH Bank:Dis...

Debit

910.14

331239

0.59

0.59

0.59

0.59

0.59

272.14

Credit
88.80

910.14

331239

0.59

0.59

0.59

0.59

0.59

272.14
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Voided/Deleted Transaction Report

* The Voided/Deleted Transactions Report is a good report to run if you
are having trouble reconciling the bank account as all voided and/or
deleted transactions are recorded here.

* While the same information is also reported on the Audit Trail Report,
this report is specific to only the voided and/or deleted transactions.
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Voided/Deleted Transactions Report

To run a Voided/Deleted Transaction Detail
Report: Granite Elementary School

1.
2.

Voided/Deleted Transactions Detail
Entered/Last Modified July 2019 through April 2021

. Num Action Entered/Last Modified Date Name Memo Accoun t Split Debit
At top of task bar click on Reports. SRS
Bill Test01
* Testdl  Deleted Transaction  04/26/2021 09.58:23 0.00

Now click on Accountant & Taxes. I T ——

Next click on Voided/Deleted
Transaction Detail. Added Transaction  04/26/202109.65:50  04/26/2021 1:: ,Ir“f:;k_, — :m:.s Pa =

Check 1676

Enter in the date range for the report at =~ = oo s e —
the top then CliCk the RefreSh button. 1676 Voided Transaction 04/29/2021 15:43.59 1071172019 f’[:;es VOID: :"\-iklz“::l;\i.:l.‘-:‘nmn :JFFZI:'A;J Eg

1676 MAdded Transaction 0472872021 15:14:22 101172019 Staples NH Bank Student Ask My Acc

Finally click on the Print button.

Credit

1.00

128 56
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Scheduling Reports

Reports can be set up to be printed and emailed to individuals in the School
District. Doing this builds a layer of internal control in the system, in that
reports of accountability can be reviewed on a regular basis and are
automatically printed and emailed from the system.

By scheduling these report(s), they are automatically sent, and you no longer
have to remember to send them.

There should be a discussion with the Principal and Business Administrator as
to the types of reports and frequency of reports that will be sent.
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Memorized Reports

Before a report can be scheduled, it must first be recorded as a memorized
report.

To memorize a report:

1. Open the report to be memorized and at the top of the report, select
Memorize.

2. Click on Save in Memorized Report Group and then using the drop- down
menu select the desired group (i.e. Accountant).

3. Click on Ok.
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Schedule Reports

SELECT REPORTS

Memorized Reports

Report Group: ccountant
REPORT

Voided/Deleted Transactions Detail

&

Profit & Loss

Journal Entries Entered/Modified Today

0 oo

General Ledger

[

Closing Date Exception Report

O

Balance Sheet

Audit Trail

&

Adjusting Journal Entries

0o

Adjusted Trial Balance

Cancel Help

Schedule Setup

-

DATE RANGE

All

This Month-to-date

All

This Month-to-date

Custom

This Fiscal Year-to-date

All

This Month-to-date

This Month-to-date

Selected Reports (3)
@ AccountantVoided/Deleted Transact. . X
@ Accountant-Audit Trail X

@ Accountant:Closing Date Exception.. X

I

Once all of the required reports have been set
up as “memorized,” they can next be set up as
“scheduled reports.” To set them up:

1. On the top task bar open Reports and
then Schedule Reports.

2. Next select Schedule Setup.

3. Select the Report Group from where to
select the reports and select the required
reports.

4.  Select Next.
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Set Schedule

Now the frequency of the reports to
be printed/sent needs to be scheduled:

Schedule Setup

(2)

SET SCHEDULE

8 s o 1. Give the reports a name in the
Schedule name |Internal Audit Reports llSchedule Name,, line.

* Frequency Quarterly -

* Start date |4/30/2021 @

s 2. Set the frequency of the reports
[¥7] Notify me 4 hours before sending this email USing the drop_down menu.

‘We'll email these reports 30th of every quarter at 12:00 pm, starting on 04/30/2021
Next email will be sent after 23 hours 0 minutes.

B SR 3. Set the time when the reports will
be printed/emailed.

® Close other company files.

. mem 4 Select “Notify me before sending
this email.”
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Schedule Setup

Schedule Setup

COMPOSE EMAIL

*To |Mary Poppins; Susie Sunshine; Mary Little

You can also email reports to yourself. Use a semicolon to separate multiple email addresses

Subject |Report(s) from Granite Elementary School
Attachment(s) @ Voided/Deleted Transactions Detail @ Audit Trail @ Closing Date Exception Report

* Attachment(s) password ssssssss | |(ssssssss ﬂ

Body |Good Afternoon,

Sincerely,
Granite Elementary School

Please review the attached report(s). Feel free to contact us If you have any questions or require an

y other

Schedule

—

Finally, you need to set up the
recipient(s) of the emailed reports, as
well as a password for them to open
the reports. While not required, you
may include a standard memo for the
body of the email.

Once this screen is complete select
Schedule and your reports are now
on a schedule cycle.
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IMPORTANT FEATURES IN QUICKBOOKS
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GASB No. 84 Has Changed Things - Slightly

GASB Statement No. 84 now requires that student activity funds be reported in two different
classifications:

1.

Student Activity Accounts — which are student accounts whereby the students are
fundraising to support their club/account. These accounts are now being reported as
special revenue funds in the district’s financial statements with revenues and expenditures
now reported.

District Activity Accounts — which are funded through School District appropriations,
donations or other sources. These accounts will now be blended into the general fund
financial statements for reporting purposes with revenues and expenditures also being
reported.
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GASB Statement No. 84 Change

For ease of reporting and to make the auditor’s job easier it is recommended
that the bank account for the activity funds be broken down by activity and by
type (district or student).

This separation of the account types will make preparing the monthly and
annual “Summary of Activity” easier to prepare.
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District vs. Student Accounts

In order to separate the district vs. student accounts in the chart of accounts
each account type (district vs. student) need to be set up as a subaccount of the
applicable bank account and then each individual activity account needs to be
set up as a subaccount of either the district or student account.

Let’s take a look!



Subaccount of Bank Account

faszs AccountType  Bank -

Account Name [ District Accounts

¥ Subaccount of NH Bank v
OPTIONAL
Description  Account's that are to be reported in the General Fund of the District
as they are funded from appropriations or are not "true” activity
accounts.
Bank Acct. No.
Routing Number
Tax-Line Mapping  <Not tax related> *  How dol choose the right tax line?
Enter Opening Balance... Should | enter an opening balance?

Remind me to order checks when | reach check number

Order checks | can print from QuickBooks Learn more

Account is inactive Set Up Bank Feeds... Save & Close Cancel



Subaccount of the District Account

fe=ss AccountType  Bank

Account Name Instrumental Band Account

« Subaccount of NH Bank:District Accounts -

OPTIONAL

Description  Account used to rent district instruments for band class.

Bank Acct. No.

Routing Number

Tax-Line Mapping <Unassigned= *  How do | choose the right tax line?

Change Opening Balance... You can change the opening balance in the
account register.

Remind me to order checks when | reach check number

Order checks | can print from QuickBooks Learn more

Account is inactive Set Up Bank Feeds... Save & Close Cancel



Breakdown of Accounts
T —— T —

=District Accounts Bank 1,002.86
sInstrumental Band Account Bank 505
=Library Bank 1,201.76
sMusic Department Bank 76.25
=Principal's Account Bank 116.20
s leacher's Lounge Bank 103.60

=5tudent Accounts Bank 4 688.53
»Climbing Wall Bank 400.00
=Cross Country Team Bank 5.15
»Grade 1 Field Trips Bank 400
=Grade 5 Field Trips Bank 114.30
sInterest Income Bank 0.00
=Janet Doeman Memorial Award Acc Bank 7968
sKindergarten Field Trips Bank 1718
+5School Store Bank 50.14
»Student Activity - General Fund Bank 401808




Adjusting Journal Entries
The What, Why and How
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What is an Adjusting Journal Entry¢

An adjusting journal entry is an entry in the fund’s general ledger that occurs
either at year-end to record any unrecognized income or expenditures for the
period or is made to correct posting entries/mistakes previously made and
identitied for correction.
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Journal Entries

* Journal entries are always dated and should include a description of the
transaction.

* Journal entries must have supporting documentation retained on file to
support why the entry was made.

* Journal entries must be reviewed and approved by the Principal.

* Once approved and posted, journal entries must be retained and filed with
the supporting documentation for future reference.



How 10 Post
a Journal
Entry

1. Enter Company. .
2. Select Make Journal Entries.

is to be

Enter Date entry i

- posted, but let the system
assign the Entry Number.

4. Make sure that the Adju§ting
. Entry is clicked On and is
correct.

Now you can post the entry
- by selecting Save and Close.

Fina

Qo
&5

Save  Dejgrg
S

Dare 06/3{)}2023

ACCOUNT

NH Bank:StudenrAccounts:
NH Bank:StudentA::counts:
NH Bank:StudenrAccounrs:

NH Bank:StudenrAccountsr

Inter

Interest
Student _
Student _

@ Create 3 Copy y m
QMemorize Reverse | ppng Altach Hide Send
File List GUEs
,
ENTRY o 1  ADJUsTING ENTRY
EBIT CREDIT MEMO
059

NAME

ClAss
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Year-End Adjusting Journal
Entries
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Accounts Payables and Receivables

An accounts payable is money owed to a vendor for services or goods ordered
and received prior to year end, but payment is not made until the new year.

An accounts receivable is money owed to the student activity fund for goods or
services provided to a student, other individual, or group as of year end, but
they have not made payment to the student activity until the new year.
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Check For Year End Accruals

In July and August each year you want to make sure that all cash receipts and
disbursements related to the prior year have been properly recorded.

To do this, review all of the cash receipts that have been received and cash
disbursements that have been paid to determine if any of them belong in the

prior year. If so, you will need to post journal entries for them which will be
demonstrated next.

Be sure to provide the supporting documentation for these occurrences
(accounts receivable and accounts payable) to your auditors.
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Year-End Accounts Payable Example

Prior to school letting out for the year on June 17, 2020, the first-grade class took
a field trip to the local petting zoo. The petting zoo told the Principal that they
would send the school a bill for the trip once an exact head count was obtained.

In early July, the invoice was finally received from the petting zoo for $325.75.
The invoice was dated July 6, 2020. Since the trip took place prior to school year
end, this invoice should be reported and expended as of June 30, 2020.
Therefore, a journal entry will need to be recorded for this accounts payable.
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Year-End Accounts Payable

Main Reports

& P ﬁ E 8’3 Create a Copy @ g @ 6 =
N Reverse  Print

Find ew Save Delete §bMemorize Aftach Hide Send
o File List GJEs

DATE 06/30/2020 [ ] ENTRY MO 2 | ADJUSTING ENTRY

ACCOUNT DEBIT ‘ CREDIT MEMO N._. i BI (

Instruction:Grade 1 Field Trips 32573 To record the accounts payable at year end for field trp to the ... Student Accounts

Other Payables - 32575 |To record the accounts payable at year end for field trip tothep. .| = IStudent Accounts

| Expenditure Account
P
Liability Account

Totals 32575 32575

To record an adjusting journal entry:
1. In task bar at the top enter Company.
2. Select Make Journal Entries.

3. Enter Date entry is to be posted, but let
the system assign the Entry Number.

4. Make sure that the Adjusting Entry is
clicked On and is correct.

5. Now you can post the entry by
selecting Save and Close.
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Year-End Accounts Recelvable Example

For the first-grade field trip to the petting zoo in June, 25 families had not yet
paid for the trip which totaled $475.00, and they still owed the money to the
school as of June 30, 2020. The Principal contacted the families and told them
that the money was due to the school by July 15, 2020.

On July 13, 14 and 15, 2020 the payments were received from the parents and
deposited into the student activity account on July 15, 2020. Since the trip
occurred prior to June 30, 2020 and the money was due on the date of the field

trip an accounts receivable needs to be recorded as of June 30, 2020 for the
$475.00.
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Year-End Accounts Recelvable

Make General Journal Entries (Editing Transaction...)

Main Reports

DATE 06/30/2020 ™ ENTRY NO. 3

& P ’ E g@ Create a Copy # g @
Find New Save Delete Qmemorize Reverse Print Attach
v File

(=] =
Hide Send
List GJEs

#| ADJUSTING ENTRY

ACCOUNT DE CRE MEMO N B CLASS
Other Receivables 475... To record receivable for money owed... Student Accounts
Other Local Reve... = Student Accounts -

Totals 475...  475.0

List of Selected General Journal Entries:

DATE ENTRY NO ACCOUNT

Revenue Account

MEMO

»  Asset Acc

Save & Close |

Save & New

DERIT/CREDIT(+-)

ount

l Revert

To record an adjusting journal entry:

1.
2.

In task bar at the top enter Company.
Select Make Journal Entries.

Enter Date entry is to be posted, but let the
system assign the Entry Number.

Make sure that the Adjusting Entry is
clicked On and is correct.

Now you can post the entry by selecting
Save and Close.
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Journal Entries Are Done So What Is Nexte

Now that you are in the start of the next fiscal year and have paid the accounts
payable and have received and deposited the accounts receivable you can go
ahead and reverse the accounts payable and accounts receivable adjusting
journal entries made at year end. Just make sure that the payment made, and
cash receipt received were posted into the accounts used in the journal entry
made at year-end.

Once the adjusting journal entries have been made to reverse the prior year
payable and receivable the accounts payable and accounts receivable accounts
on the balance sheet should now have a ZERO balance.



Balance Sh

eet at June 30" with Accruals

Granite Elementary School

Balance Sheet
As of June 30, 2020

5 Jun 30, 20
| TASSETS.
¥ Current Assets
¥ Checking/Savings
~ NH Bank
¥ District Accounts 1,502.86
» Student Accounts » 4,688.53 4
Total NH Bank 6,191.39
Total Checking/Savings 6,191.39
Total Current Assets 6,191.39
¥ Other Assets
Other Receivables 475.00
Total Other Assets 475.00
TOTAL ASSETS 6,666.39
¥ Liabilities
¥ Current Liabilities
¥ Other Current Liabilities
Other Payables 325.75
Total Other Current Liabilities 325.75
Total Current Liabilities 32575
Total Liabilities 325.75
¥ Equity
Opening Assigned Balance Equity 7.424.34
Net Income -1,083.70
Total Equity 6,340.64
TOTAL LIABILITIES & EQUITY 6,666.39




Balance Sheet atf July 315t —
ccruals Reversed

Granite Elementary School

Balance Sheet
As of July 31, 2020

H Jul 31, 20
~ NH Bank
¥ District Accounts
I Band A 5.05
Library 1.201.76
Music Department 76.25
Principal’s Account 116.20
Teacher's Lounge 103.60
Total District Accounts 1,502.86
¥ Student Accounts
Climbing Wall 400.00
Cross Country Team 515
Grade 1 Field Trips 153.25
Grade 5 Field Trips 114.30
Interest Income » 0594
Janet Doeman Memorial Award ... 79.68
Kindergarten Field Trips 17.18
School Store 50.14
Student Activity - General Fund 4,017.49
Total Student Accounts 4,837.78
Total NH Bank 6,340.64
Total Checking/Savings 6,340.64
Total Current Assets 6,340.64
6,340.64
Assigned Fund Balance -1,083.70
Opening Assigned Bal Equity 742434
Total Equity 6.340.64
TOTAL LIABILITIES & EQUITY 6,340.64
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Bank Reconciliations
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Bank Reconciliation Tips & Tricks

1. Locate discrepancies.

T i.  Click the Locate Discrepancies button
to display the Locate Discrepancies

Select an account to reconcile, and then enter the ending balance from your account statement.

Account MNH Bank v °
Statement Date 06/30/2020 M Wlnd OW.
Beginning Balance 7.424.34 What if my beginning balance doesn't match my statement?

Ending Balance

ii. From there, click the Discrepancy
Report button to display the report.

Enter any service charge or interest earned

Service Charge Date Account Class
0.00 06/30/2020 = - - . . . .
erestEaned - Date pccon Class iii. This identifies any edited or deleted
0.00 ] - - )
Locate Discrepancies Undo Last Reconciliation @ Cancel Help transactlons that may a.ffect your

Yl

/ reconciliation.




I
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Bank Reconciliation Tips & Tricks

2.

Confirm your beginning balance. Your beginning balance should always
tie to your bank statement, but if it doesn’t, click the Undo Last
Reconciliation button until you reach a point where the beginning balance
matches your bank statement. You will then have to redo the
reconciliations to bring your books current and resolve the discrepancy.

Do not forget interest and fees.

Double check your ending balance. A transposition or other error here can
make it appear that you have missed a transaction.
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Bank Reconciliation Tips & Tricks

PUT IN A RECONCILE Screen

5. Look for transpositions. Sometimes you
will mark all transactions as cleared but
still have a difference. In this case, divide
the difference by 9 — if it divides out
evenly, then there is a good chance that
you transposed a number. For example, a
$54 difference divided by 9 returns 6
which could mean that a transaction was
entered incorrectly. You can right click on
the amount in the reconciliation screen,
then click on Edit Transaction to fix the
error.
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Bank Reconciliation Tips & Tricks

6. Pick aside. Reconcile your deposits and other credits first, and then
confirm that the total items you marked cleared ties to the amount shown
on the Reconcile window. Then reconcile the checks and payments. This
will save you time.

7. Clear the decks. If you get mixed up in a reconciliation, click the Unmark
All button and start over.

8. Clear voided transactions. Always clear transactions with a zero balance as
these will not affect your reconciliation but will clutter up the Reconcile

Window.
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Bank Reconciliation Tips & Tricks

10.

Walk away and come back later. If you just cannot seem to get the
unreconciled difference down to zero, the best thing to do is click the Leave
button, and then resume the reconciliation the next day. A fresh set of eyes
can do wonders!

Reconcile more frequently. If you have access to your bank accounts
online, you can reconcile your bank statement as often as you wish.
Consider reconciling accounts with heavy volume weekly or at least twice a
month.



= File Edit View Lists Favorites Accountant Company Customers Vendors Employees Banking

Search Company or Help -~ IGRENREN | ook for account name or number
My Shortcuts m

@ e
g Accountant + NH Bank
Find
+District Acc ]
| Home Refresh Account List
«Instrum
‘1" My Company «Library Hew
. Edit Account
e *WUSICE  Delete Account
i = elete Accoun
- Income Tracker +Principi
sTeache Make Account Inactive
} Bill Tracker Customize Columns...
+StudentAc il
Calendar +Climbir  Write Checks
“Croesl Make Deposits
snapshots Enter Credit Card Charges
napshot +Grade | g
Transfer Funds
«Grade !

Make General Journal Entries...
«Interes! 'madandia
Vendors +JanetC Use Reqgister

Customers

+Kinderg Working Trial Balance
+Schopl  Altach

+Studen  QuickReport NH Bank
+ OtherAssets

Employees

[ Bank Feeds




Begin Reconciliation

Select an account to recancile, and then enter the ending balance from your account statement.
Account 'NH Bank v last reconciled on 05/31/2020.

06/30/2020
7 637.45

Staterment Date
Beginning Balance What if my beginning balance doesnt match my statement?

Ending Balance 6,490.82

Enter any service charge or interest earned.

Senvice Charge Date Account Class
0.00 | 06302022 B ) -
Interest Earned Date Account Class
0.00 | (R = ' - |

Locate Discrepancies Undo Last Reconciliation | Continue | Cancel

Help




For period: 08/20/2020 [ Hide ransactions after the statements end date
Deposits and Other Credits

Checks and Payments

Ea: - H PAYEE i AM Es e * Il H T
01/30i12020 Kim Possible 256.43) ¥ |06/3012020 Deposit DEP 0.05
01/30i2020 1686 Kim Possible 43.00

+ |oanaiz020 1690 Minnie Mouseman 236.68

¥ |06/052020 1691 Kinder Tees 910.00
Highlight Marked Mark All Unmark All GoTo Columns to Display...

Beginning Balance 7,637.45 Modify Senice Charge 0.00

Items you have marked cleared — Interest Earned 0.00

1 Deposits and Other Credils 0.05 Ending Balance 6,490.82
Cleared Balance 6,450.82

2 Checks and Payments 1,146.68
Difference 0.00



Select Reconciliation Report

Congratulations! Your account is balanced. All marked items
have been cleared in the account register.

Selectthe type of reconciliation report you'd like to see.

1 Summary

To view this report at a later time, select the Report menu,
display Banking and then Previous Reconciliation.

| Display | Print... Close




Granite Elementary School

Reconciliation Summary
NH Bank, Period Ending 06/30/2020

Jun 20, 20
Beginning Balance 7,637.45
Cleared Transactions .
Checks and Payments - 3 items -1,147.27
Deposits and Credits - 2 items 0.64
Total Cleared Transactions -1,146.63
Cleared Balance 6,490.82
Uncleared Transactions
Checks and Payments - 2 items -299.43
Total Uncleared Transactions -299.43
Register Balance as of 06/30/2020 6,191.39

Ending Balance 6,191.39



Granite Elementary School

Reconciliation Detail
NH Bank, Period Ending 06/30/2020

Type Date Num MName Cir Amount Balance

Beginning Balance 7.637.45
Cleared Transactions
Checks and Payments - 3 items

Check 03M8/2020 1680 Minnie Mousaman X -236.68 -236.68
Check 06/05/2020 1681 Kinder Tees X -810.00 -1, 146.68
General Journal 06/30/2020 1 X -0.58 -1.147.27
Total Checks and Payments -1,147.27 -1147.27
Deposits and Credits - 2 items
Deposit 06/30/2020 X 0.05 0.05
General Journal 06/30/2020 1 X 0.59 0.64
Total Deposits and Credits 0.64 0.64
Total Cleared Transactions -1,146.63 -1,146.63
Cleared Balance -1,146.63 6,490.82
Uncleared Transactions
Checks and Payments - 2 items
Check 01/30/2020 Kim Possible -256.43 -256.43
Check 01/30/2020 1686 Kim Possible -43.00 -2908.43
Total Checks and Payments -289.43 -298.43
Total Uncleared Transactions -299.43 -299.43
Register Balance as of 06/30/2020 -1,446.06 6,191.39

Ending Balance -1,446.06 6,191.38




NH BANK

PO Box 123
Anytown, NH 00000-0123

Granite Elementary School
12502 Main Street

Granite, NH 03000

Commercial Checking

Commercial Account Statement

Beginning June 01, 2020
Through June 30, 2020

Checking Account Number 1000200001
Previous Balance 7,637.45
Deposits/Credits 0.05
Checks/Debits 1,146.68
Statement Balance 6,490.82
T ion Detail
Previous Balance 7,637.45
Checks
1690 236.68
1691 910.00
1,146.68
Deposits
Interest 0.05
0.05

Current Balance

6,490.82



Why and How Often Do We Need To
Prepare This¢

*  The Summary of Activity needs to be
prepared to ensure that each individual
district and student account is reporting
the correct daily, monthly and year-end
balance. This way the various groups
know what they have to spend.

* In order to verify what is being reported
in all of the district and student accounts
is in agreement with the monthly and
year-end bank account balance.

«  For reporting purposes so that the
accounts can be properly reported in the
School District’s annual financial
statements.

 Ideally, the Summary of Activity should
be prepared and reconciled on a monthly
basis, but at a minimum annually.




Summary of Activity

Preparation and Reconciliation
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What Do | Do To Prepare Thise

1. Make sure that all of the months/year end activity (cash receipts/cash
disbursements) have been posted to the computer system.

2. Once the bank statement has been received the monthly bank account
reconciliation should be prepared so that the ending cash balance is
determined.

3. Atyear end, review cash receipts and cash disbursements in July and
August for any potential accounts receivables and accounts payables. If any
are identified, adjusting journal entries need to be posted.

4. Print an “Account Quick Report” to help you complete the Summary of
Activity.
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How to Print the Account Quick Report

Granite Elementary School

Account QuickReport - Summary of Activity
As of June 30, 2020

Type Date Debit Credit Balance
NH Bank 7.424.34

2t 1. At the top task bar select
Instrumental Band Account 5.05

» Total Instrumental Band Account 5054
Company then Chart of
Deposit 07/03/2019 2498 2,266.93
Check 09/23/2019 27214 1.994.79
Check 10/11/2019 649.35 1,345 44 Accounts .
Check 10/24/2019 565.12 780.32
Deposit 11/14/2019 3,129.26 3.909.58
Deposit 11/18/2019 57.00 3.966.58 1 o k
Check 01/06/2020 2,465.39 1,501.19 2. Se eCt Qulc Report.
Check 01/30/2020 256.43 1.244.76
Check 01/30/2020 43.00 1.201.76
Total Library 3.211.24 4,251.43 1,201.76 .
3. Next you want to click on
Deposit 12M10/2019 281.00 395.00
Check 12/10/2019 318.75 76.25 o .
Total Music Department 281.00 31875 76.25 Customlze Report ln upper left
Principal's Account 88.80
Deposit 02/19/2020 27.40 116.20
corner of report and enter a Date
Teacher's Lounge 0.00
Deposit 09/13/2019 24400 24400
Range to run the report for.
Deposit 11/08/2019 217.00 218.10
Check 11/20/2019 188.85 29.25
Deposit 02/19/2020 310.00 339.25
Check 02/19/2020 235.65 103.60 =
Total Teacher's Lounge 771.00 667.40 103.60

Total District Accounts 4.290.64 5,237.58 1.502.36



How to Print the Account Quick Report

Modify Report: Account QuickReport - Summary of Activity

_ _ 1. After the date range has been selected
Display Filters Header/Footer Fonts & Numbers .
——— make sure that the Accrual Basis of the
Dates ~  The date range you specify in the From and To fields

report is selected.

From 07/01/2019 @ To 06/30/2020 =

REPORTBASIS

2. Now you want to customize the columns
| that you want to have printed in the

— R report so in the Columns box review

. cany S Asendogerer choices and either click on them to add or
< [oredt to delete the options.

Amourt '
-4 Balance

@ Accrual ( Cash This setting determines how this report calculates income and expenses.

COLUMNS

Advanced...
Put a check mark next to each column that

Y youwanto appearnth rpor Revert 3. You can also select Memorize Report on

Bl - et top task bar that it can be easily pulled
up again.




Account Quick Report

Granite Elementary School
Account QuickReport - Summary of Activity
As of June 30, 2020
t Type : Dae Debit Credit H Balance §
District Accounts
- T
Total Instrumental Band Account
Library
Deposit 07/03/2019 24.98
Check 09/23/2019 272.14
Check 10/11/2019 649.35
Check 10/24/2019 565.12
Deposit 11/14/2019 312926
Deposit 11/18/2019 57.00
Check 01/06/2020 2,465.39
Check 01/30/2020 256.43
Check 01/30/2020 43.00
Total Library 3.211.24 4,251.43
Music Department
Deposit 12/10/2019 281.00
Check 12/10/2019 318.75
Total Music Department 281.00 318.75
Principal's Account
Deposit 02/19/2020 27.40
Total Principal's Account 27.40 0.00
Teacher's Lounge
Deposit 09/13/2019 244.00
Check 09/13/2019 242.90
Deposit 11/08/2019 217.00
Check 11/20/2019 188.85
Deposit 02/19/2020 310.00
Check 02/19/2020 235.65
Total Teacher's Lounge 771.00 667.40
Total District Accounts 4,290.64 5,237.58
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Prepare the Summary of Activity

Once the Account Quick Report has been printed you can either use it to
complete a Summary of Activity that you have already saved in an Excel file
OR you could Export the Account Quick Report by selecting Excel on the top
task bar, then selecting Create a New Worksheet (initially) or Update an
Existing Worksheet (thereafter).

After this has been done you can simply:
1. Add a header to the workpaper.

2. Insert a “Beginning Balance” column and then enter the beginning balances
for each account. Make sure these balances agree with the prior year
ending balances.
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Prepare the Summary of Activity
(continued)

3. Now you can Hide all the activity for each account only leaving the “Total
Account Name” line.

As noted on the next slide you will see a completed Summary of Activity
prepared entirely by moditfying the “Account Quick Report” and took less than
10 minutes to prepare.

By preparing the report in this manner you are eliminating any potential errors
that could be caused by data input or formula errors.



Granite School
Summary of Activity
For the period July 1, 2019 to June 30, 2020
Beginning | | Ending
Balance Debit Credit Balance
NH Bank [ | [ | . 4234
District Accounts [ 2,449.80
Total Instrumental Band Account _ 5.05 0.00 0.00 5.05
Total Library C 2a1195 ana Tazs1e3 120078
Total Music Department L 1400 28100 31875 7625
Total Principal's Account | sss0 2140 000 11620
Total Teacher's Lounge [ | 0.00 771.00 667 40 103 .60
Total District Accounts 244980 429064 523758 150286
Student Accounts 4,974.54
Total Climbing Wall | | 000 | 400.00 000  400.00
Total Cross Country Team | | 515 0.00 000 515
Total Grade 1 Field Trips ] 000 " ermoo " emaoo 400
Total Grade 5 Field Trips | _ 122150 110720 11430
Total Interest Income 0.00 059 0.00 059
Total Janet Doeman Memorial Award Acc 72968 000 65000 7968
Total Kindergarten Field Trips | | 17.18 0.00 000 1718
Total School Store s e "m0 50.14
Total Student Activty - General Fund 331239 85294 14784 401749
| Total Student Accounts | 497454 402813 43414 468853
Total NH Bank 7443 BMETT 956172 619139
TotaL | | T3] (831817 (99172 61519
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Summary of Activity Accruals

If at year-end you have recorded any accounts receivables or accounts payables
they will need to be added to the Summary of Activity.

To do so you can go into the Excel spreadsheet for the Summary of Activity and
add the amounts to the applicable activity accounts for accounts receivable (add
as a debit) and/or accounts payable (add as a credit). Then to reconcile the
Summary back to the year end Balance Sheet (see Slide 77) you will need to
make sure that the Summary of Activity total matches the Total Equity amount
on the Balance Sheet report as seen on the next slide.



Verify Balance Sheet to Summary of Activity For
Accrual Balances

Granite Elementary School

Balance Sheet
As of June 30, 2020

Granite |
Summary of Activity

lementary School
(Including Accrued AR and AP)

For the period Ju

ly 1, 2019 to June 30, 2020

Jun 30, 20
TASSETS Beginning Ending
7 Current Assets Balance Debit Credit Balance
¥ Checking/Savings
~ NH Bank NH Bank 7.424.34
b District Accounts 1,502 86 District Accounts 2,443.80
» Student Accounts » 4,688.53 4 Total Instrumental Band Account 5.05 0.00 0.00 5.05
r
Total NH Bank 6,191.39 Total Library 2,241.95 3,211.24 4,251.43 1,201.76
Total Checking/Savings 6,191.39 Total Music Department 114.00 281.00 318.75 76.25
Total Current Assets 6,191.39 o
Total Principal's Account 858.80 27.40 0.00 116.20
¥ Other Assets
Other Receivables 47500 Total Teacher's Lounge 0.00 771.00 667.40 103.60
4
Total Other Assets 475.00 Total District Accounts 2,449.80 4,290.64 523758 1,602 86
TOTAL ASSETS 6,666.39 Student Accounts 4,974.54
~ILEGIILUTIES & Z2ny Total Climbing Wall 0.00 400.00 0.00 400.00
¥ Liabilities
e Total Cross Country Team 515 0.00 0.00 515
¥ Current Liabilities i ) r
~ Other Current Liabilities Total Grade 1 Field Trips 0.00 1,352.00 1,198.75 153.25
Other Payables 325 75 Total Grade 5 Field Trips 0.00 1,221.50 1.107.20 114.30
Total Other Current Liabilities 32575 Total Interest Income 0.00 0.59 0.00 0.59
Total Current Liabilities 32575 Total Janet Doeman Memorial Award Acc 729.68 0.00 650.00 79.68
Total Liabilities 32515 Total Kindergarten Field Trips 17.18 0.00 0.00 17.18
¥ Equity r
Opening Assigned Balance Equity 7.424.34 Total School Store 910.14 676.10 1.536.10 50.14
Net Income 1.083.70 Total Student Activity - General Fund 3.312.39 852 94 147 84 4,017 49
Total Equity 6,340 6% Total Student Accounts 4.,974.54 4.503.13 4.639.89 4.837.78
TOTAL LIABILITIES & EQUITY 6,666.39 TOTAL 144850 8793 98— p 6,340.64
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Auditor’'s Copy of QuickBooks File
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Auditor’'s Copy

- —

By providing an “Auditor’s (Accountant’s) Copy” of the QuickBooks file it
allows the auditor to initially work remotely on your file without having direct
access to your QuickBooks file.

By providing this it will also cut down the audit time on-site at the school
district and will cut down on the phone calls and emails from the auditor.

This should be sent as soon as the account is reconciled for the year.



—
Auditor’'s Copy

To create the Auditor’s (Accountant’s) Copy of the file the following needs to be performed:
1. On the top task bar select File then Switch to Single User Mode.

- —

2. Again, select File then Send Company File.
3. Select Accountant’s Copy then Client Activities.
-

Now select Send to Accountant and select a dividing date, which would be the year end
date of June 30t,

o1

Next enter the email address of the auditor the report is being sent to.

6. Set a Password to encrypt the file for security purposes but be sure to let the auditor know
about the password.

7. Finally, the auditor will receive an email with the file attached.






—
Disclaimer
The information contained in this presentation is

meant for educational and instructional purposes
only.

- —

The presenter and Plodzik & Sanderson, P.A.
disclaim any and all liability from the use of this
document.



—

Sheryl Pratt, CPA
Director

Plodzik & Sanderson, P.A.
Spratt@plodzik.com
603-225-6996



mailto:Spratt@plodzik.com




UserList Role List

Roles

Accountant® A
Accounts Payable l
Accounts Receivable

Admin®

Adrministrative Assistant”

Banking

Edit...

Delate

Description Users Assigned

This role is designed for your
bookkeeping or accounhng staff,
Access to areas/activities such
as Journal Entries, Chart of
Accounts, Setting Closing Date

"These roles give users unresincied access to view all
fransactions, including payrollinfo.  Find out more

How do | modify a Roke?

Close

View Permissions

Duplicate...

Henw Hole

Role Mame  Business Administrator

How do | st up a new role?

Description | The Business Administrator will be allowed viewing abikty the sytem and its
[functions as well as the ability to print reponts needed for review purposes |

ROLE ACCESS
Area and Actaties
AREAACCESS LEVEL

# @ Accounting

B Banking

# O Centers © None

# O Company™ © Ful

# O Customers & Receivables

# O Employees & Payrol = Partial

@O File ..

& O Lists o Yiew

# O Reports™

# O Time Tracking Create

& Vendors & Payables 7 Modify
B Delela
& Pring

These areas give users unrestncied access to view all
transactions, including payroll info.

Tell me more about Areas and Actviies

Cancel




Permissions Access by Users

Areas and Activities Mary B. Mary Susie
Poppins* Little* Sunshine®
Accounting None Mixed Mixed
Accounting Tools MNone Full None
Asset Registers None Full Full
Edit Closed Transactions MNone Full None
Equity Registers None Full Full
General Journal None Full VP
Liability Registers Mone Full Full
Manage Fixed Assets None None None
Working Trial Balance None Full None
Banking Mixed Mixed Mixed
Bank Feeds None None None
Bank Registers Full Mixed None
Citizens Bank Full View None
NH Bank Full Full None
District Accounts Full Full None
Instrumental Band Account Full Full None
Library Full Full None
Music Department Full Full None
Principal’s Account Full Full None
Teacher's Lounge Full Full None
Student Accounts Full Full None
Climbing Wall Full Full None
Cross Country Team Full Full MNone
Grade 1 Field Trips Full Full None
Grade 5 Field Trips Full Full None
Interest Income Full Full None
Janet Doeman Memorial Award Acc |Full Full None
Kindergarten Field Trips Full Full None
School Store Full Full None
Student Activity - General Fund Full Full None
Checks VP Full

MNone




Permissions Access by Roles

Areas and Activities Administrative Business Principal®
Assistant” Administrator*

Accounting Mixed Mixed None
Accounting Tools Full None None
Asset Registers Full Full None
Edit Closed Transactions Full None None
Equity Registers Full Full None
General Journal Full VP None
Liability Registers Full Full None
Manage Fixed Assets MNone None None
Working Trial Balance Full None None
Banking Mixed Mixed Mixed
Bank Feeds MNone None None

Bank Registers Mixed None Full

Citizens Bank View Mone Full

NH Bank Full None Full

District Accounts Full Mone Full

Instrumental Band Account Full None Full

Library Full None Full

Music Department Full None Full

Principal's Account Full None Full

Teacher's Lounge Full None Full

Student Accounts Full None Full

Climbing Wall Full None Full

Cross Country Team Full None Full

Grade 1 Field Trips Full None Full

Grade 5 Field Trips Full Hone Full

Interest Income Full MNone Full

Janet Doeman Memorial Award Acc|Full Mone Full

Kindergarten Field Trips Full None Full

School Store Full MNone Full

Student Activity - General Fund Full None Full

Checks Full None VP
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Num ; Entered/Last Modified ; Last modified by ;

Closing Date History

State

Granite Elementary School

Closing Date Exception Report
Books Closed As of June 30, 2020

Date

Closing date set to 06/30/2020 on 04/242021 16:55:59 by Admin

Transactions entered or modified by Admin

Deposit
04/26/2021 10:07:08

0442352021 16:02:21

Deposit
047262021 10:03:00

Deposit
042602021 10:03:42

Deposit
0472672021 10:04: 10

Deposit
0472672021 10:04:28

Deposit
D4/26/2021 10:04:48

Admin

Admin

Admmin

Admin

Admin

Admin

Admin

Latest

Latest

Latest

Latest

Latest

Latest

e/ 32013

06/30V2019

0eIV2013

032019

DB3V2019

06/30 2013

eI 2019

Memo

Aceount Op

Account Op...

Account Op...

Account Op

Account Op

Account Op...

Account Op

Account Op...

Account Op._.

Account Op

Account Op...
Account Op...

Account Op

Account Op...

Account

MNH Bank

Chpaning Assigned..

MH Bank
Opening Assigned

MH Bank: Student

Crpening Assigned...

MH Bank: Student
Cpening Assigned

MH Bank:Distnct A

Opening Assigned

MHH Bank: Student
Orpaning Assigned.

MH Bank: District A

Opaning Assigned. .

Split

Opening Ass
HH Bank

Crpaming Ass...

MH Bank

Opening Ass

MH Bank:Stu...

Opening Ass

MNH Bank:Stu...

COpeaning Ass._ .

MH Bank:Dis

Opaning Ass

HH Bank: Stu..

Opening Ass

MH Bank:Dis...

Debit

.00
0.00

TA424.34

729 68

515

505

1T 18

2.241.95

Credit

T424 34

729.68

5.15

5.05

17.18

224195



Customize Report Comment on Report Share Template Memaorize Print * E-majl * Excel ¥  Hide Header Refresh
Date Entered/Last Modified  Gustom ~ From 07/012019 M To D412072021 |
Shiow Filters
1:Z3PM Granite Elementary School
s Audit Trail
Entered/Last Modified July 1, 2019 through April 29, 2021
Hum ; Ente ost Modified ; Last modified by ;. State ;| Date Name i Memo Account i Splin Dalbit Crodit
Transacthons or modified by Admin
Bill Testi
b Testld 02652021 08:56-23 Adiman Delated 0.0
Testl1 042670021 09:55:15 Audtran Prioe 0472672021  Test Accourts Payabls Instruction:C 1.00
Test Equipment Instruction Climbin Accounis Pa 100
Bill Prot Check
D4r262027 (95809 Audmin Dwieted .00
Qr2B2027 (95550 Audmin Prioe 262021 Test i Bank Accounts Pa 1.00
Tiast Ascourts Payabls HH Bank 1.00
Depaosit
(232027 15:36-14 Adman Latest 07012015 Account Op...  Citizens Bank Opening As... N
Account Op Opening Assigne...  Citizens Bank 0.0
0423202 14:10:37 Admin Prioe 07012019 Account Op Citizens Bank Opening Bala 7595 83
Accourt Op Operuryy Balance Citizens Bank T.596.89
Deposit
262021 10:07-048 Admin Latest O/ 302015 Accourd Op...  HH Bank Oipening Ass .0
Accourd Op Cipaning Assigned HH Bank Lo
Q23021 16:02:21 Ardmin Prioe 0EE02019 Account Op HE Bank Cpening As... TdM.M
Account Op Opening Assigne...  HNH Sank F 42434
Q4233027 153305 Audimin Prrioe DEZ02019 Agcound Op HH Bank Opening Bala 759289
Accourd Op...  Opening Balance HH Bank T.592.89



Granite Elementary School

Audit Trail
Entered/Last Modified July 1, 2019 through April 29, 2021
Num : Entered/Last Modified : Last modified by : State Date : Name : Memo ; Account ; Split : Debit : Credit
Account Op...  Opening Assigned... NH Bank:Dis. 88.80
Deposit
04/26/2021 10:05:49 Admin Latest 06/30/2019 Account Op...  NH Bank:Student ...  Opening Ass.. 910.14
Account Op...  Opening Assigned... NH Bank:Stu... 910.14
Deposit
04/26/2021 10:06:13 Admin Latest 06/30/2019 Account Op... NH Bank:Student ...  Opening Ass... 3.312.39
Account Op...  Opening Assigned... NH Bank:Stu... 3,312.39
General Journal 1
1 04/30/2021 07-47:52 Admin Latest 06/30/2020 To reclassif ..  NH Bank:Student ..  -SPLIT- 0.59
To reclassif...  NH Bank:Student ... NH Bank:Stu... 0.59
To reclassif...  Student Activity ... NH Bank:Stu. .. 0.59
To reclassif...  Other Local Reve... NH Bank:Stu... 0.59
| 04/29/2021 18:22:26 Admin Prior 06/30/2020 To reclassif...  NH Bank:Student ... -SPLIT- 0.59
To reclassif . NH Bank:Student ...  NH Bank:Stu._. 0.59
To reclassi... NH Bank:Studen...  NH Bank:Stu... 0.59
To reclassi... NH Bank:Studen...  NH Bank:5Stu... 0.59
1 04/29/2021 18:02:23 Admin Prior 06/30/2020 To reclassif .. NH Bank:Student ... MNH Bank:Stu... 0.59
To reclassif .. NH Bank:Student ... NH Bank:Stu. .. 0.59
Transactions entered or modified by Jenn
Check 1674
1674 04/29/2021 16:18:19 Admin Latest 09/23/2019 Kim Possible NH Bank:District A... School Adm... 27214
Kim Possible School Administ... NH Bank:Dis. .. 27214



Hum

Action

- Entered/Last Modified

Transactions entered or modified by Admin

Bill Testl1
+ Tastll1  Deleted Transacton
Testd1  Added Transaction
Bill Pt -Check
Daleted Transacion
Added Transacton
Check 1676
1676 Changed Transact
1676 Vioided Transaction
16TE Added Transaction

0412672021 09:58:23

0472672021 09:55:15

0426/2021 09:58:08

042672021 09:55:50

0472972021 174534

0472972021 15:43:59

042872021 15:14:22

D

042672021

04262021

10M 172019

101172019

10/M11/2019

Granite Elementary School

Voided/Deleted Transactions Detail
Entered/Last Modified July 2019 through April 2021

Test
Test

Test
Test

Staples

Staples

Staples
Staples

Staples
Staples

Hamia ;

E quipment

WOID:

Meamo

Account

Accounts Payable

Instruction: Climbin

NH Bank
Accounts Payable

MNH Bank:Student

instruction:Stude...

MNH Bank Student ...

Ask My Accountant

MH Bank Student ...

Ask My Accountant

split

Instructon: C

Accounts Pa.,

Accounts Fa..

MNH Bank

Instruction:5...
MNH Bank Stu,

Ask My Acc .

NH Bank:Stu

Ask My Acc..

MH Bank: Stu. ..

Debit

0.00

1.00

0.00

1.00

0.00

0.00

0.00

0.00

128.56

Credit

1.00

1.00

128.56



Main Reporis

& P ‘ H 2@’ Bcr&aleat:nm e g a e g

Find New Save Delete €D vemorize Reverse  Print Aftach Hide
File List GJEs
pare  06/30/2020 W evtyno. |1 ¥ ADJUSTING ENTRY

ACCOUNT DEBIT | CREDIT MEMO NAME : BL. :CLASS
NH Bank Student Accounts Interest .. 0.59 To reclassify monthly interest income misposted to wrong account Student Accounts
NH Bank: Student Accounts:Student. .. 0.59 To reclassify monthly interest income misposted to wrong account Student Accounts
NH Bank Student Accounts: Student... 059 To reclassify monthly interest income mispcsted to wrong account Student Accounts
- iStudent Accounts

INH Bank Student Accounts inter. ~ 059 To reclassify monthly interest income misposted to wrong account e
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Granite Elementary School

Balance Sheet
As of June 30, 2020

YASSETS
¥ Current Assets
¥ Checking/Savings
¥ NH Bank
b District Accounts
b Student Accounts
Total NH Bank
Total Checking/Savings
Total Current Assets
¥ Other Assets
Other Receivables
Total Other Assets
TOTAL ASSETS
T LIABILITIES & EQUITY
¥ Liabilities

¥ Current Liabilities

¥ Other Current Liabilities

Other Payables

Total Other Current Liabilities

Total Current Liabilities
Total Liabilities
¥ Equity

Opening Assigned Balance Equity

Net Income

Total Equity

TOTAL LIABILITIES & EQUITY

Jun 30, 20

1,502.86
4,688.53 4
6,191.39
6,191.39
6.191.39

325.75
325.75
325.75
325.75




Granite Elementary School

Balance Sheet
As of July 31, 2020

¥ NH Bank
¥ District Accounts
Instrumental Band Account
Library
Music Department
Principal’'s Account
Teacher's Lounge
Total District Accounts
¥ Student Accounts
Climbing Wall
Cross Country Team
Grade 1 Field Trips
Grade 5 Field Trips
Interest Income »
Janet Doeman Memorial Award ...
Kindergarten Field Trips
School Store
Student Activity - General Fund
Total Student Accounts
Total NH Bank
Total Checking/Savings
Total Current Assets
TOTAL ASSETS
T LIABILITIES & EQUITY
¥ Equity
Assigned Fund Balance
Opening Assigned Balance Equity
Total Equity
TOTAL LIABILITIES & EQUITY

Jul 31, 20

5.05
1.201.76
76.25
116.20
103.60
1,502 86

-1,083.70
742434
6,340.64

_§
4




Granite Elementary School
Account QuickReport - Summary of Activity

As of June 30, 2020
; Type : Date : Debit ; Credit ; Balance
NH Bank 7,424.34
District Accounts 2,449.80
Instrumental Band Account 5.05
Total Instrumental Band Account 5054
Library 2,241.95
Deposit 07/03/2019 2498 2,266.93
Check 09/23/2019 27214 1,994.79
Check 10/11/2019 649.35 1,345.44
Check 10/24/2019 565.12 780.32
Deposit 11/14/2019 3.129.26 3,909.58
Deposit 11/18/2019 57.00 3,966.58
Check 01/06/2020 2.465.39 1,501.19
Check 01/30/2020 256.43 1,244.76
Check 01/30/2020 43.00 1,201.76
Total Library 3.211.24 425143 1,201.76
Music Department 114.00
Deposit 12110/2019 281.00 395.00
Check 12M10/2019 31875 76.25
Total Music Department 281.00 318.75 76.25
Principal's Account 88.80
Deposit 02/19/2020 27.40 116.20
Total Principal's Account 27.40 0.00 116.20
Teacher's Lounge 0.00
Deposit 09/13/2019 244.00 244.00
Check 09/13/2019 242 .90 1.10
Deposit 11/08/2019 217.00 218.10
Check 1/20/2019 188.85 29.25
Deposit 02/19/2020 310.00 339.25
Check 02/19/2020 235.65 103.60
Total Teacher's Lounge 771.00 66740 103.60

Total District Accounts 4.290.64 5,237.58 1,502.86



Granite Elementary School

Summary of Activity
For the period July 1, 2019 to June 30, 2020

Beginning Ending

| ~_Balance Debit Credit Balance

NH Bank 742434
District Accounts 2.449.80
Total Instrumental Band Account 5.05 0.00 0.00 5.05
Total Library 224195 r3.211 24 '4_25‘1 43 1.201.76
Total Music Department _ 114.00 281.00 318.75 76.25
Total Pnncipal's Account _ g8 8o 27 40 0.00 116.20
Total Teacher's Lounge _ 0.00 171.00 667 40 103.60
Total Distnict Accounts [ 2,449 80 4,290 64 5.237.58 1,502 86
Student Accounts 4,974.54
Total Climbing Wall 0.00 400.00 0.00 400.00
Total Cross Country Team 515 0.00 0.00 515
Total Grade 1 Field Trips 000 | 87700 & 87300 4.00
Total Grade 5 Field Tnps _ 0.00 ] 1,221.50 1,107.20 114.30
Total Interest Income 0.00 059 0.00 059
Total Janet Doeman Memonal Award Acc 729.68 0.00 650.00 79.68
Total Kindergarten Field Trips 17.18 0.00 0.00 17.18
Total School Store 91014 | 67610 ' 1536.10 50.14
Total Student Activity - General Fund 331239 852 94 147 84 4,017.49
Total Student Accounts 4 974 54 4,028.13 431414 4,688.53
Total NH Bank 742434 8,318.77 9551.72 6,191.39

TOTAL 7,424.34 8,318.77 9.551.72 6,191.39
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