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INTRODUCTION

Wel come to School Accounting for W ndows.

Basi ¢ Accounting Program Modul e

Thi s program nodul e hel ps adm nistrators maintain a nore effective
control of their funds in a school or district. It is used for
Activity Accounting and basic Fund Accounti ng.

The program allows for a 6 digit account code and 4 digit sub-account
code. You'll always know what your current bal ances are for any
Account or GL Account code.

You'll print a wide variety of reports to the screen or printer.

You'll use the nobuse or keyboard to operate the program Pull down
Menus and W ndows make the programextrenely easy and quick to use.
You don't have to be a CPA to operate the program Double entry
accounting is done automatically for you.

Help is just a keystroke away! Press [F1] or click on Help with the
nouse at any time... from anywhere in the program

Security is built into the programto protect your data from unwanted
users. It's sinple to use, yet very effective.

Addi tional Program Modul es

There are two additional program nodul es you may purchase and use with
the School Accounting Program for W ndows. These prograns can work

t oget her and save you a lot of time... or you can install and use them
separately. The choice is yours.

1) Extended Codes (Expense and Revenue)

This program nodule is used to increase the expense and revenue codi ng
capabilities associated with each transaction for increased tracking
and analysis. It allows the school to define up to ten different

cat egori es of expense codes (up to 100 additional digits) and ten
categories of revenue codes (up to 100 additional digits) for a total
of 200 additional digits of codes. You don't have to use all 200
digits. Only use the digits you'll need.

The program automatically configures itself once the school enters
their additional account codes. The automatic default option

i ncreases the speed and ease of use when the school has a code that
consistently needs to be entered. For exanple: if you have an FY Code
that's the same for each transaction, the default option wll
automatically enter this for you.
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This program al so i ncludes an Extended Report option. These reports
give you a detailed journal printout of your expenses, receipts, and
payabl es by extended codes. The report sorts all your data by extended
code. A subtotal is given for all ten groups of extended codes every
ti me codes change.

2) Purchase Orders

This program nodule is used to enter, print, and keep track of all
purchase orders issued by the school. You can receipt an entire
purchase order or line itemby clicking one button with your nouse. In
addition, you can enter partial receipts for a purchase order |ine
item and make changes as needed. Once all itens are received, you can
automatically post the purchase order to accounts payable, if you're
usi ng the basic accounting nodul e.

The School Accounting program can be as sinple or conplex as your
needs require. It is nmodular in design. Use one programor all
prograns. You can add these additional prograns as the need arises in
t he school .

The conpl ete program prints over 35 standard reports to help you keep
track of all your school accounting needs.

| . Basic Accounting Program

Thi s manual explains the specific details about the Basic Accounting
program Think of it like a recipe. It contains all the details or
what you want to do.

The Basi c Accounting manual contains:

Chapt er | nf ormati on
1 Quick Start, Installing the
program and Overvi ew.

2 File Menu, Information to Add to
t he program

3 Qut put Menu, Basic Accounting
Reports you can print to the
screen or printer.

4 Uilities Menu, Special prograns
to sinplify your accounting work.

5 Regi stering your Software or
Updati ng your support contract.
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6 Questions & Answers, Answers the
nost commonly asked questi ons.

1. EPES Software Reference Manual

Thi s manual expl ains how to:
Sel ect Menu Options.
Use the keyboard or npuse.
Make Backups of your data.
Add, Edit, and Delete information... and nmuch nore.

The EPES Ref erence manual contai ns:

Chapt er | nf ormati on
1 File Menu, How to sel ect program
options, Close Files, select
Printers, and Exit the program

2 Edit Menu, How to Edit entries.

3 Commands Menu, How to use the
Tool Bar Menu to add, edit, and
view i nfornmati on; how to use
keyboard or nouse to nove around
in the program

4 Qut put Menu, How to print reports
to the screen or printer.

5 W ndow Menu, How to npve a w ndow
on the screen, change it's size,
and sel ect other wi ndows on the
screen.

6 Utilities Menu, Programs which
perform special functions |ike
backi ng up your data, recreating
damaged i ndexes, etc.

7 Hel p Menu, How to get hel p using
t he program

8 Adm ni strator Menu, How to add
users to the program and assign
their rights to add, edit, delete
or view information.
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Thi nk of

the reference manual as an oven. You can use the oven every

time you bake. Once you're famliar with how the oven works, you know
how to use it for all your recipes.

We have one mmjor objective in m nd:

Once you know how to use one EPES program for W ndows, you'll know how
to use all of them

How i s the Manual Witten?

The following information will help you understand how the manual is
written.
Synbol Meani ng

[ ]

I nformati on encl osed in brackets neans to press a key. For
exanple, [A] nmeans press the letter A

Informati on encl osed in braces neans to select a command on
the screen. For exanple, < Add > neans select the Add
conmand.

I nformation enclosed in single quotes neans to select a Menu
option. For exanple, 'Accounts' neans sel ect the Accounts
option fromthe Menu.

I nformati on encl osed in double quotes refers to a nessage on
the screen or a section in your manual.

I nformation followed by a colon refers to information you
are to type into the program For exanple, Password: neans
type in the password.
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CHAPTER 1

QUICK START

This chapter is an overview of the Basic Accounting program You'l
| earn how to install the program and get started.

Installing the EPES Accounting Program

Pl ace the School Accounting CD in your CD Romdrive, select Run. Enter
t he follow ng:

E: Setup (or whatever drive is assigned to your CD Rom Drive)
To install the program follow the instructions displayed on the
screen. \When the program has been successfully installed, the final
nmessage you'll see will be "Installation is conplete”. Put the
original program CD in a safe storage pl ace.

Installing Additional EPES Accounting Prograns

The EPES Accounting program actually includes the Purchase Order and
t he Extended Code progranms. You can preview either of these prograns
in “Denp” node at any tine by going to the “Switch Prograni option and

sel ecting the programyou want to preview. |If you decide to purchase
ei ther of these nodules you will only receive a “Registration”
di skette which will change these prograns froma “Denp” to a fully

functional program Chapter 5 of this manual provides detailed
I nstructions.
Each nmodul e purchased will be a ‘Denp’ until registered.

First Time You Run the Program
After first installing the program the programis running in ‘DEMO
node. |In Denp node you can test every option in the program

Regi stering the Program

To gain unrestricted access to the program you nust register it. To
regi ster a program do the follow ng:

1) Purchased from our Sales Ofice:

If you ordered the program from our office the registration
information is on the CD Rom Put the CD Romin your CD Rom Drive.

Under the Utilities Section select

‘Regi stration/ Support’, select

‘ Regi ster Prograni.

If you are registering froman ol der version on Diskette, the defaults
are correctly set. To register fromthe CD Romyou will need to check
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the box marked “Other Drive Path” and enter your CD Romdrive in the
box.

Once the appropriate options are entered select ‘'OK .

2) Registering a Deno program downl oaded from our Web Site.

I f you downl oaded the denp program and want to purchase it contact our
sales office :1-800-424-7512 or emmil us at:

sal es@pessoftware.com \When paynment or Purchase Order is received
you will be sent a registration file for the program Put that file
on a floppy diskette and follow the sanme instructions in step 1 above.

Log In Screen

Enter the follow ng information:
I D: BK (press enter)

Password: PASSWORD <Enter >

This is the I D and Password for the Bookkeeper. There is al so another

login ID included which is assigned to the System Adm nistrator. |If
you do not have a System Adm ni strator you can contact our Support
Group to obtain this login ID which will give you unlimted access to

any of the file security prograns.

You can change the password, under the 'Change Password' option of the
Uilities Menu.

Daily Start Up

To start the program select the School Accounting icon within the
EPES Software Group of your W ndows Program Manager.

Enter your ID: BK and
Passwor d: PASSWORD

(The Password can be changed at any time under the “Utilities
Section”.)
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CHAPTER 2

File Menu

This chapter explains how to set up your Basic Accounting Program and
begi n addi ng informati on under the File Menu.

Setting Up the Basic Accounting Program

Use the follow ng steps to set up your program

STEP 1 - Get to the Master Menu

Sel ect the School Accounting icon fromyour Wndows Program Manager to
start the program

Enter the follow ng information:

ID: BK (press enter)
(or the I D that has been set up for you.)

Passwor d: PASSWORD
(or the password you have set up for you.)

The Master Menu will appear at the top of the screen

STEP 2 - Enter your Program Preferences

Sel ect ' Program Preferences' under the Uilities Menu. Conplete the
information on the screen as expl ai ned under the heading "Program
Preferences” in Chapter 4 of this manual.

STEP 3 - Assign Activity (Fund) Accounts

Your Activity Accounts tell you who can spend or receive noney. These
m ght include: Football, Band, Student Council, General Fund, Candy
Store, and Interest |ncone.

Not e: For basic Fund Accounting, use the Activity Accounts as a Fund
Code. It's recomended that you do not m x activity and fund
accounting in the same program I|f you want to use the program for
both activity and fund accounting, install the programtw ce, in
separate subdirectories. One for activity accounting and the other for
fund accounting. For exanpl e:

C.\ACTW for activity accounting

C.\FUNDW f or fund accounti ng
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Take time NOWto organi ze your
groupi ng your
the foll ow ng exanpl es:

Group 1 (Accounts 100-199)

100
For

General Fund

al

110
For

Vendi ng Machi ne

vendi ng Machi ne Sal es.

120
For

School
school

Suppl i es
suppl i es sal es,

Group 2 (Accounts 200-299)

200
For

At hletics
gener al

Gener al
al

210
For

B/ Basket bal |
boys basket bal | .

220
For

G Basket bal |
girls basketball.

G oup 3
M ght

(Accounts 300-399)
be for student cl ubs,

G oup 4
M ght

(Accounts 400-499)
be for band or

G oup 5
M ght

(Accounts 500-599)
be for trips or

Group 6 (Accounts 600-899)

800 M sc. I ncone/ Expenses

travel .

accounts.

accounts according to the activity or

funds not tied to a specific activity or

expenses,

athletic funds.

810 Interest earned on investnents

Leave sone bl ank account
to add nore accounts to your

Use the chart on the next
begi nni ng bal ance,
chart.

nunbers between your
group later.

page to assign the account
and advi sor.

You can

The best way to do this is by
use. Pl ease review

cl ub.

etc.

| i ke student council.

band rel ated activities.

groups. This allows you

nunber,
make additi onal

nanme,
copi es of the

Activity/ Fund Accounts

Act #/ Fund| Nane

| Beg. Bal ance | Act. Advi sor

2 - 2
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File Menu

STEP 4 -

Your

Gener al

Assi gn General Ledger Accounts
Ledger Accounts tel

We' ve provided five General

consi st ent

in providing support to you.
have a very good reason to do so.

Account # Account Nane

990
991
992
993
994

Conpl ete the follow ng chart.

Petty Cash

Cash On Hand
Checki ng Account
Savi ngs Account
| nvest nent s

where the noney is |ocated.
Ledger Accounts below so we can be
Don't change them unl ess you
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General Ledger Accounts.

Acct# Name Begi nni ng Bal ance
990 Petty Cash

991 Cash On Hand

992 Checki ng

993 Savi ngs

994 | nvest nent s

STEP 5 - Add Your Activity Accounts
Sel ect ' Accounts' under the File Menu. Then, select 'Activity
Accounts' .

Sel ect < Add >.

Account :
Enter a uni que account nunmber for this activity (or fund) and press
[ Tab] . For exanple: 100.

Account Narme:
Enter a conplete description of the Account and press [Tab]. For
exanpl e: General Fund

Advi sor:

Enter the name of the activity advisor, if any, for this account and
press [ Tab].

For exanple: John W son

Beg. Bal ance:
Enter the begi nning bal ance for this account and press [ Tab].
For exanple: 2475.12

Sel ect < Save and keep adding > to continue addi ng your Accounts.

When you've finished, click ‘“Close’ to return to the Master Menu.

Not e: The cash bal ance will change as you enter receipts and

di sbursenents. The payabl e bal ance will change as you add to accounts
payabl e. The Encunbered bal ance will change as you enter Purchase

Or ders.

STEP 6 - Add General Ledger Accounts




Chapter 2: File Menu

Not e: General Ledger Accounts 990-994 are automatically created when
you install the program To change these accounts, sel ect
< Edit > instead of < Add >.

Be sure you enter the correct begi nning bal ance for you checking
account and other General Ledger accounts.

Sel ect ' Accounts' under the File Menu. Then, select 'General Ledger
Account s'.

Sel ect < Add >.

GL Account:
Enter a uni que account number for this General Ledger Account and
press [ Tab]. For exanple: 996.

Account Name:

Enter a conplete description of the General Ledger Account and press
[ Tab] .

For exanple: NSF Checks

Beg. Bal ance:
Enter the begi nning bal ance for this account and press [ Tab].
For exanmple: O

Note: Click on the Check box with the mobuse [ ] to mark a Gener al
Ledger Account as a checking account: [X] Checki ng Account

Sel ect < Save > or < Save & keep adding >.

When you've finished, ‘click Close’ to return to the Master Menu.

STEP 7 - Record Sub-Accounts

Use sub-accounts only if you need a nore detailed break down of your
transacti ons or budget.

A single sub-account will be used by all accounts. For exanple: 510
could be Uniforns for football, basketball, band, etc.

Sel ect ' Accounts' under the File Menu. Then, select 'Sub Accounts'.

Sel ect < Add >.

install the program

Not e: Sub- Account O (No Sub-Account) is automatically created when you

Sub Acct:
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Enter a uni que nunmber for the sub-account. For exanple: 510.

Sub Nane:
Enter a description of the sub-account. For exanple: Uniforns.

Sel ect < Save > or < Save and Keep Addi ng >.

When you've finished, click ‘Close’ to return to the Master Menu.

Note: If you' re using the Extended Code nodul e, add Expense and
Revenue Codes in the same manner, as needed.

STEP 8 - ADDI NG VENDORS
Use this option to record information about your vendors.

Sel ect 'Vendors' under the File Menu.
Sel ect < Add >.

Note: Record the first vendor as blank, so itenms with no vendors can
be entered. Optionally, you can wite checks to persons you do not
want to set up as Vendors by using the blank Vendor Code and putting
their name on the Note |line when entering Accounts Payabl es.

Vendor Code:
Enter a short abbreviation (vendor code) to describe the vendor. For
exanpl e: WALM

Vendor Nane:
Enter the full nanme of the vendor. For exanple: Wal mart.

Attention:
Enter the name of the person at the conpany whose attention you want.

Addr ess:
Enter the address of the vendor. For exanple: 2105 Beach Street.

P. O. Box:
Enter the P.O Box of the vendor. For exanple: P.O Box 749

City:
Enter the name of the city where the vendor resides. For exanple:
Magnol i a.

St at e:
Enter the two digit abbreviation for the state where the vendor
resi des. For exanple: AR
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Zi pcode:
Enter the vendor's zipcode. For exanple: 71753.

Tel ephone:
Enter the vendor's tel ephone nunber, area code first. For exanple:
501-234-1234.

Fax:
Enter the vendor's fax nunmber, area code first. For exanple: 501-234-
1230.

Tax 1d No:
Enter the vendor's Tax | D nunber or social security nunber. For
exanpl e: 71-1234567.

Bi d Categ:

Optional. Use this itemto identify the kinds of itens the vendor

supplies. To do this:

1. Devel op some uni que bid codes. Use one digit (letter or nunber)
codes. For exanple: A= Audiovisual

C= Conput er Equi pnment
E= El ectroni ¢ Equi pnent

2. Determne the itens this vendor supplies.

3. Enter the codes for the itenms this vendor supplies. For exanple: CE
woul d nean conputers and el ectroni c equi pment.

Meno:
Use this field to enter information about this vendor that will help
you in the future.

Use the Tool Bar Menu at the top of the screen.

Save and keep addi ng, Save, Cancel (Tool Bar Menu)

Sel ect < Save and keep adding > to save this vendor and add anot her
one.

Sel ect < Save > to save this vendor.

Sel ect < Cancel > to undo what you've added.

When you' ve finished addi ng vendors, select < Close > to return to the
Mast er Menu.

CHECK YOUR BALANCES AT TH S PO NT:
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You have now entered all your Master Record data. Verify your
bal ances and add any outstandi ng checks and/ or deposits prior to
cont i nui ng.

Qut st andi ng Checks
I f you have any outstanding checks, enter them under 'Checks Paid' of
the File Menu.

Use the same account nunber you used when these checks were witten.
The date of these outstandi ng checks nust be prior to the begi nning of
your fiscal year. When you try to enter these outstandi ng checks, you
wi Il get the nessage:

|V%1rni ng! _/_/__ is out of the current Fiscal Year

This is OK. Enter all your outstanding checks. When you've finished,
click “Close’ to return to the Master Menu.

Finally, select 'Current Bal ances' under the Utilities Menu to nmake
sure all balances are current.

Qut st andi ng Deposits
Normal |y, you don't have an outstandi ng deposit. However, if you do
sel ect 'Receipts' under the File Menu.

You'l | be pronpted to "Sel ect an Account". You should sel ect your
checki ng account.

Add a receipt for the total of your outstanding deposit. This is
necessary for your to be able to reconcile your bank statenent. Use a
date PRIOR to the beginning of your fiscal year.

Once all outstanding entries are entered,
sel ect 'Current Bal ances' under the Utilities Menu.

Print Ledger Report
Sel ect 'Ledger Report' under the Qutput Menu.

Press [Tab] for Report Title.
Enter the beginning date of your report. For exanple: 07/01/96
Enter the ending date of your report. For exanple: 07/31/96

Select < OK > to print the report to the screen. Check the begi nning
bal ances on the report.

Note: The total anmount of nobney under the begi nning bal ance nust be
the sane for both your Activity Accounts and your General Ledger

2 - 8
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Accounts. Otherw se, you're out of bal ance before you even get
started.

Remenber, the Activity Accounts tells you who can spend the noney.
For exanple: band, football, basketball, etc.

The CGeneral Ledger Accounts tell you where the noney is. For
exanmpl e: checki ng account, cash on hand, petty cash, etc.

To make any corrections to your beginning bal ances, return to the
Mast er Menu.

Sel ect 'Accounts' under the File Menu.
Sel ect either 'Activity Accounts' or 'G L. Accounts'.

Get the account in question on the screen and edit it. Make any
corrections in your beginning bal ances.

STEP 9 - Extended Code Program Mdul e

Sone states require additional expense or revenue codes. If you're
usi ng the Extended Code program nodul e, see the "Extended Code
Preference” section in Chapter 4 of this manual for details on setting
up your extended codes.

ADDI NG | NFORMATI ON

Use the following steps to add information using the File Menu of your
progr ant

STEP 1 - Addi ng Receipts
Sel ect ' Recei pts' under the File Menu.
Press [Tab] to select "Cash on Hand".

Not e: Each recei pt posted will be entered into your General Ledger
Account called "Cash on Hand". At the end of the day, when you nake
your bank deposit, select 'Transfers & Deposits' under the File Menu
then *Record Bank Deposit’ to automatically post your receipts to your
checking account. This will greatly sinplify your bank reconciliation

at the end of the nonth and provide a detailed audit trail.
(See Chapter 6, Questions and Answers)

Sel ect < Add >.
Recpt No: Press enter or enter new nunber.

Dat e:
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Press [Tab] to accept the current date or, enter the correct date and
press [ Tab].

Vendor code (Received From:
Enter the vendor's code and press [Tab] or press [F5] to select froma
popup vendor list. For example: WALM

Add new line item
Press [Enter] to add a detail (stub) line to this receipt.

Account: Enter # or [F5] to select from popup.

Sub- Acct :
Press [ Tab] for no sub-account or enter the Sub-Account code. Press
[F5] to select froma popup list of sub-accounts.

Revenue Codes:

Note: These fields will be skipped unless you re using the Extended
Code program nodul e and have nmarked them for use. See the Extended
Code Preference option in Chapter 4.

Enter any revenue code(s). If you don't know the revenue codes, press
[F5] to select froma popup |ist.

Not e:

(Optional) Enter a brief description for this item For exanple: Car
Wash

Amount :
Enter the anount received. For exanple: 39.50

Add another line item Save, Cancel: (Receipt Detail)

Sel ect < Add another line item> to add another line item Five is the
l[imt for receipt itens.

Select < Save line item & exit> to save your line items).

Sel ect < Cancel line item > to undo what you've added and exit.
Note: If you' ve added nore than one receipt line item you'll be asked
whet her to cancel the last itementered or all line itens.

When you return to the receipt screen, use the Tool Bar Menu at the
top of the screen.

Save and keep addi ng, Save, Cancel: (Tool Bar Menu)

Sel ect < Save and keep adding > to save this recei pt and add anot her
receipt.

2 - 10
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Sel ect < Save > to save the current receipt.
Sel ect < Cancel > to undo what you've added and exit.

When you' ve finished adding receipts, select < Close > to return to
the Master Menu.

Print Recei pt

If you marked the "Print Receipts while adding” box in the Program
Preferences screen, the receipt will print when you select < Save and
keep adding > or < Save > fromthe Tool Bar Menu at the top of the
screen. O herwise, click on the < Print Receipt > button with the

nouse to print a copy of the receipt currently displayed on the
screen.

Recei pt Browse Det ai
Click on this button to view the detailed line item (stub) information
of your receipts.

This option is very hel pful in | ooking up information contained in
your receipt detail. For exanple: if you wanted to find the receipt
where you'd paid $37.75 in activity account 100: Select < Browse
Detail >, then use the Find option (from

the Tool Bar) to look up an "Amount"” equal to 37.75. Browse through
the Find wi ndow.

When you've found the item press [Esc] to exit and return to the
Recei pt Screen.

The entire receipt information you selected will be displayed on the
screen.

Note: See Chapter 3 of the EPES Reference manual detail ed information
on the Find option.

STEP 2 - ADDI NG DI SBURSEMENTS
Use this option to record di sbursenents so the program can print your
checks. Sel ect 'Accounts Payable' under the File Menu. Sel ect Add.

Dat e:
Press [Tab] to select the current date or type in the correct date and
press [ Tab].

Vendor code (PAY TO):
Enter the vendor's code and press [ Tab].
For exanple: WALM

Add new line item

2 - 11
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Press [Enter] to add a detail (stub) line to this payable.

Account :
Enter the Activity Account or press [F5] to select froma popup |ist
of accounts. For exanple: 100 (for General Fund)

Sub Acct:
Enter the Sub-Account code. Press [Tab] for no sub-account.

Expense Codes:

Note: These fields will be skipped unless you are using the Extended
Code program nodul e and have marked them for use. See Chapter 4
"Ext ended Code Preferences"” for details.

Enter any expense codes. If you don't know t he expense code, press
[F5] to select froma popup |ist.

Not e:

(Optional) Enter a brief description for this payable. For exanple:
Car Wash

Pur chase:

Press [Tab] or type in a purchase order nunber.
I nvoi ce:

Press [Tab] or type in an invoice nunber.
Amount :

Enter the anmount for this payable line item
Tax Anmount :

Press [Tab] unless this iteminvolves a taxable item Then, enter the
ampunt of sales tax for this item

Not e: The tax amount is included in the anount for this line item

[ ] Mark for 1099:
Click with the nouse to mark this di sbursenent for 1099 reporting.

Add another line item Save line item & Exit, Cancel Line item
(Detail)

Sel ect < Add another line item > to add another line item Fourteen
line items is the |imt for payables.

Select < Save line item & exit > to save your line items).

Sel ect < Cancel line item > to undo what you've added and exit.
Note: If you' ve added nore than one payable line item you'll be asked
whet her to cancel the last itementered or all line itens.

2 - 12
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When you return to the payable screen, use the Tool Bar Menu at the
top of the screen.

Save and Keep addi ng, Save, Cancel: (Tool Bar Menu)
Sel ect < Save and keep adding > to save this payable and add anot her
payabl e.

Sel ect < Save > to save the current payable.
Sel ect < Cancel > to undo what you've added and exit.

When you' ve finished addi ng payabl es, select < Close > return to the
Mast er Menu.

Multiple Items Paid to Same Vendor

If you want multiple entries to be paid to the sane vendor, instead of
addi ng a new account payable entry, get the account payable entry on
the screen for the vendor you want to pay. Click on the <Add anot her
line item> button at the bottom of the screen just above the nessage
"(Payable Detail)'. Add the new item here. Then, when the check is
printed, it will appear on the sane check. You can add up to 14 itens
on one check.

Payabl e Browse Det ai l
Click on this button to view the detailed line item (stub) information
for your payabl es.

This option is very hel pful in | ooking up information contained in
your payable detail. For exanple: let's suppose you wanted to find the
payabl e where you'd paid $37.75 in activity account 100.

Sel ect < Browse Detail >, then use the Find option (fromthe Tool Bar)
to ook up an "Anmount" equal to 37.75. Browse through the find w ndow.
When the line itemyou' re | ooking for is on the screen, press [Esc] to
exit and return to the Payable Screen. This payable will be displayed

on the screen.

Note: See Chapter 3 of the EPES Reference manual for detailed
information on the Find option.

STEP 3 - Addi ng Di sbursenents Manual |y
Use the ‘Checks Paid option to record disbursenents wi thout printing
checks. Sel ect 'Checks Paid" under the File Menu. Select < Add >.

Check No:
Enter the nunmber of the check.
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Dat e:
Enter the date of the check and press [Tab].

Vendor code (PAY TO):
Enter the vendor's code and press [ Tab].
For exanple: WALM

Add New Line Item
Press [Enter] to add a detail (stub) line to this check.

Enter the Activity Account or press [F5] to select froma popup |ist
of accounts. For exanmple: 100 (for General Fund).

Sub Acct:
Enter the Sub-Account code. Press [Tab] for no sub-account.

Expense Codes:

Note: These fields will be skipped unless you're using the Extended
Code program nodul e and have nmarked them for use under Extended Code
Preference option. See Chapter 3 for details.

Not e:
(Optional) Enter a brief description for this check. For exanple: Car
Wash

Pur chase:
Press [Tab] or type in a purchase order nunber.

I nvoi ce:
Press [Tab] or type in an invoice number.

Anount :
Enter the ampbunt for this |line item check.

Tax Anmpunt:
Press [Tab] unless this iteminvolves a taxable item Then, enter the
anmpunt of sales tax for this item

Not e: The tax amount is included in the anmount for this line item

[ ] Mark for 1099
Click with the nmouse to mark this disbursenment for 1099 reporting.

Add another line item Save line item & exit, Cancel line item
(Detail)

Sel ect < Add another line item > to add another line item Fourteen is
the maximum line itens.

Select < Save line item & exit > to save your line itenm(s).
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Sel ect < Cancel line item > to undo what you've added and exit.

VWhen you return to the check screen, use the Tool Bar Menu at the top
of the screen.

Save and keep addi ng, Save, Cancel: (Tool Bar Menu)
Sel ect < Save and keep adding > to save this check and add anot her
check.

Sel ect < Save > to save your current check
Sel ect < Cancel > to undo what you've added and exit.

Checks Browse Detail:
Click on this button to view the detailed line item (stub) information
of your checks.

This option is very helpful in |ooking up information contained in
your check detail. For exanple: let's suppose you wanted to find the
check where you'd paid $37.75 in activity account 100.

Sel ect < Browse Detail >, then use the Find option (fromthe Tool Bar)
to |l ook up an "Anount" equal to 37.75. Browse through the Find wi ndow.
When the line itemyou' re | ooking for is on the screen, press [Esc] to
exit and return to the Check Screen. This check will be displayed on

t he screen.

Not e: See Chapter 3 of the EPES Reference manual for detail ed
i nformation on the Find option.

ADDI NG TRANSFERS & DEPQOSI TS:

Use this option to:

(1) record your bank deposit at the end of the day,

(2) transfer funds between different Activity Accounts, and
(3) transfer funds between different General Ledger Accounts.
Select 'Transfers & Deposits' under the File Menu.

STEP 4 - RECORD BANK DEPOSI T
Sel ect 'Record Bank Deposit' under Transfers & Deposits. This option
automatically transfers noney into your checking account.
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As nmoney is received daily, it normally is received into the "Cash on
Hand" General Ledger Account. Then, at the end of the day, the nobney
I's deposited into the school checking account.

If you follow the suggesti on above and receive your noney into Cash on
Hand each day, it wll greatly sinplify your bank reconciliation at
the end of the nonth!

See Chapter 6 Questions & Answers.

Deposit Dat e:
Enter the date of the deposit.

Deposit Money From

This option tells the conputer where the noney is currently | ocated.
Generally, this account will be 991 (Cash on Hand).

The default General Ledger Account to receive the noney is 992
(Checki ng Account). If you have nultiple Checking Accounts you wl |l
be pronpted to sel ect which Checking account is to receive the noney.

Deposit Anmpunt:

The amount of noney presently in the account you selected will appear.
To transfer all this noney to your checking account press [Tab]. If
you want to | eave sone of your noney in cash on hand, enter the anount
of your deposit.

Descri ption:

Enter a brief description for this transaction. For exanple: Daily
Deposi t.

Note: This option posts an entry into your GL Transfer File.

Click on < OK > to record the bank deposit.

STEP 5 - ADDI NG GENERAL LEDGER TRANSFER

Sel ect ' General Ledger Transfer' under Transfers & Deposits. This
option transfers noney from one General Ledger Account to another. |t
al so allows you to view General Ledger transfers.

This allows you to change the place where your noney is |ocated. For
exanpl e: you want to transfer noney from your checking account to your
savi ngs account.

Sel ect < Add>.

Dat e:
Press [ Tab] to accept today's date or type in the correct date of the
transfer.

From Acct:
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Enter the General Ledger Account nunber where the noney is currently
| ocated or press [F5] to select froma popup |ist of accounts. For
exanmpl e: 992 Checki ng.

To Acct:

Enter the General Ledger Account nunber where the noney is being
transferred to, or press [F5] to select froma popup |list of accounts.
For exanple: 993 Savings.

Anmount :

Enter the amount of noney to be transferred. For exanple: 2500.
Docunent :

Optional, enter a reference nunmber for this transfer.
Not e:

Enter a brief description of this transfer. For exanple: To - CD
#1012.

Use the Tool Bar Menu at the top of the screen.

Save and keep addi ng, Save, Cancel (Tool Bar Menu)
Sel ect < Save and keep adding > to save this G L. Transfer and add
anot her one.

Sel ect < Save > to save this G L. Transfer.
Sel ect < Cancel > to undo what you've added.
VWhen you've finished, select < Close > to return to the Master Menu.

STEP 6 - ADDI NG ACTI VI TY ACCOUNT TRANSFERS

Select 'Activity Account Transfer' under Transfers & Deposits. This
option transfers noney fromone activity fund account to another. It
also allows you to view activity account transfers.

This lets you change who can spend the noney. For exanple: you want to
transfer noney from your general Athletic account to your Football
account .

Sel ect < Add >.

Dat e:
Press [Tab] to accept today's date or type in the correct date of the
transfer.

From Account:

Enter the Activity Account number where the noney is currently |ocated
or press [F5] to select froma popup list of accounts. For exanple:
100 General.

Sub- Account :
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Press [ Tab] to select no sub-account or type in the sub-account for
t hi s noney.

From Expense Codes:

Note: These fields will be skipped unless you' re using the Extended
Code program nodul e and have marked them for use. See Chapter 4
"Ext ended Code Preference" for details.

Enter any From Expense code. |If you don't know the extended code,
press [F5] to select froma popup |ist.

To Account:

Enter the Activity Account nunber where the noney is being transferred
to or press [F5] to select froma popup list of accounts. For exanple:
20 Athletics.

Sub- Account :
Press [Tab] to select no sub-account or type in the sub-account for
this noney.

To Expense Codes:

Note: These fields will be skipped unless you' re using the Extended
Code program nodul e and marked them for use. See Chapter 4 "Extended
Code Preference" for details.

Enter any To Expense code. If you don't know the extended code, press
[F5] to select froma popup |ist.

Anmount :
Enter the amount of noney to be transferred. For exanple: 100.

Docunent #:
Optional, enter a reference nunber for this transfer.

Not e:
Enter a brief description of this transfer. For exanple: Transfer to
Foot bal | .

Use the Tool Bar Menu at the top of the screen.

Save and keep addi ng, Save, Cancel (Tool Bar Menu)

Sel ect < Save and keep adding > to save this Activity Transfer and add
anot her one.

Sel ect < Save > to save this Activity Transfer.

Sel ect < Cancel > to undo what you've added.
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VWhen you' ve finished adding transfers, select < Close > to return to
the Master Menu.

STEP 7 - RECORD A BUDGET (Optional)
Use this option to record a budget for each account.

Sel ect 'Budget' under the File Menu.
Sel ect < Add >.

Account :
Enter the Activity Account number or press [F5] to select froma popup
l'ist of accounts.

Sub- account :
Press [Tab] if the Activity Account has no sub-account.

Enter the sub-account nunmber or press [F5] to select froma popup
list.

Budget :
Enter the budget amount for this Activity Account.

Use the Tool Bar Menu at the top of the screen.

Save and keep addi ng, Save, Cancel (Tool Bar Menu)

Sel ect < Save and keep adding > to save this budget entry and add
anot her one.

Sel ect < Save > to save this budget entry.

Sel ect < Cancel > to undo what you've added.

When you've finished, select < Close > to return to the Master Menu.
STEP 8 - ADDI NG VENDORS

Use this option to record information about your vendors. Initial
Vendor information should be added i mmedi ately after setting up

Account s.

Sel ect ' Vendors' under the File Menu.
Sel ect < Add >.

Note: Record the first vendor as blank, so items with no vendors can
be entered. Optionally, you can wite checks to persons you do not
want to set up as Vendors by using the blank Vendor Code and putting
their name on the Note |line when entering Accounts Payabl es.
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Vendor Code:
Enter a short abbreviation (vendor code) to describe the vendor. For
exanpl e: WALM

Vendor Nane:
Enter the full nanme of the vendor. For exanple: Wal mart.

Attention:
Enter the name of the person at the conpany whose attention you want.

Addr ess:
Enter the address of the vendor. For exanple: 2105 Beach Street.

P. O. Box:
Enter the P.O Box of the vendor. For exanple: P.O Box 749

City:
Enter the name of the city where the vendor resides. For exanple:
Magnol i a.

St at e:
Enter the two digit abbreviation for the state where the vendor
resi des. For exanple: AR

Zi pcode:
Enter the vendor's zipcode. For exanple: 71753.

Tel ephone:
Enter the vendor's tel ephone nunber, area code first. For exanple:
501- 234-1234.

Fax:
Enter the vendor's fax nunber, area code first. For exanple: 501-234-
1230.

Tax | d No:
Enter the vendor's Tax |ID nunber or social security nunber. For
exanpl e: 71-1234567.

Bi d Categ:
Optional. Use this itemto identify the kinds of itens the vendor
supplies. To do this:

1. Devel op sonme uni que bid codes. Use one digit (letter or nunber)
codes. For exanple: A= Audiovisual
C= Conput er Equi pnment
E= El ectroni ¢ Equi pnent

2. Determine the items this vendor supplies.
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3. Enter the codes for the itenms this vendor supplies. For exanple: CE
woul d mean conputers and el ectronic equi pnent.

Meno:

Use this field to enter information about this vendor that will help
you in the future.

Use the Tool Bar Menu at the top of the screen.

Save and keep addi ng, Save, Cancel (Tool Bar Menu)
Sel ect < Save and keep adding > to save this vendor and add anot her
one.

Sel ect < Save > to save this vendor.

Sel ect < Cancel > to undo what you've added.

VWhen you' ve finished addi ng vendors, select < Close > to return to the
Mast er Menu.

STEP 9 - CANCEL CHECKS

Use this option to cancel checks at the end of the nonth.

Sel ect ' Cancel Checks' under the File Menu.

Dat e Cancel | ed:
Enter the cancellation date to use.

The itenms to be canceled are in the window to the left of the screen
To cancel an entry:

Use the Up and Down arrow keys to highlight the entry and press
[Enter].

or

Double click on the entry with the nouse.

Notice the double arrows >> appears in the left hand colum. This

shows the item has been cancel ed. Repeat the sane options above to
unmark the entry.

Note: Notice the total changes as you mark each entry to cancel.
(See Chapter 6, Questions and Answers)

Press [Tab] and [Tab] or click on [OK] with the npuse when done.

Correcting a Cancel ed Check Date
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If you accidentally cancel a check by m stake, do the following to
correct it:

Sel ect ' Checks' under File Menu.
Get the check on the screen that should not have been cancel ed.

Hol d down the Al't key and press the letter U[At+U . This wll
automatically erase the cancell ation date for you.

Step 10 - Counti es:

Use this option to enter County Id’ s if required by your state for tax
reporting by county.

Sel ect ‘Counties’ under the file menu, click *Add .

County Id: Enter the correct County Id.

County Name: Enter the County nane.

Save and keep addi ng, Save, Cancel <tool bar nenu.

Sel ect <Save and keep adding> to save this county and add anot her.
Sel ect <Save> to save this county and quit addi ng.

Sel ect <Cancel > to undo what you ve added (last entry only)

When you’ ve finished addi ng Counties, select <Close> to

return to the Master Menu.

Step 11 - Journal Adjustnents:

Use this option to record Journal Voucher type entries,

i e. NSF Checks, Interest Earned, Bank Charges, etc..

Sel ect ‘Journal Adjustnments’ under the File Menu.

Sel ect <Add>

Adj. No: Enter your Adjustnment nunmber. The systemw || auto-
matically increment this nunber for each subsequent entry.
Date: Systemw |l default to current date. You may change if
necessary.

Account: Enter the Activity Account to be used.

GL Account: Enter the proper G L. Account nunber.

Sub Account: Enter the sub account if applicable

Amount: Enter the transaction anount (Do not use negative ants.)

Type Adjustnent: Enter either I (Inconme) or E (Expenditure).
Note: Type “E” will automatically decrease Account Bal ances.
Type “1I” will automatically increase Account Bal ances.

Note: Use this field to record additional information.

AUTH By: Enter initials or nanme of person authorizing this entry.

After all information is entered select:

‘Save and keep adding’ (To add anot her record), ‘Save’ (To save
current record) or ‘Cancel’ (To cancel record just added).

Then * Cl ose’.
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CHAPTER 3

OUTPUT
(Reports)

This chapter explains the Standard Reports to print to the screen or

printer.

Note: This option is Not

hi ghlighted if you are viewing information on

the screen. (That neans you can't use it.) Quit what you' re doing and
return to the Master Menu

The standard reports are:

Ledger Report
Reconcil i ati on Report
Qut st andi ng Checks
Bank Reconciliation
Vendor Listing
Chart of Accounts
Sequential Listing
1099 Information
Sub- Account Reports
Print Checks

Trial Bal ance

Jour nal Adjustnents
Speci al Financi al s
Deposit Voucher

Sel ect Qutput fromthe Master Menu.

Ledger Report

This report prints the totals for each account. It lists the begi nning
bal ances, ending bal ances, total receipts, disbursenents, and

transfers.

Sel ect 'Ledger Report' under the Qutput Menu.
Answer the foll ow ng questions:

From Dat e:
Enter the beginning date

To Dat e:

Enter the ending date for

From Account:
Press [Tab] if 1 is the

for this report. For exanple: 07/01/2000

this report. For exanple: 07/31/ 2000

owest account to include on this report or
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enter the | owest account to include on this report.

To Account:

Press [Tab] if 999999 is the highest account to include on this report
or enter

t he hi ghest account to include on this report.

Fi nanci al Report
Year to Date + Current Month
Budget Ledger

—~ —~ ~
.
~— —

Sel ect the type | edger report to print
The Financial Report is the Standard Ledger Report.

The Year to Date report prints the total receipts, disbursenments, and
transfers for the current nonth and the year to date totals for each
account .

The Budget Ledger report prints the total receipts, disbursenents, and
transfers for the current nmonth and the year to date totals for each
account and sub-account. It also includes the total budget and anmount
spent for each account and sub-account.

Summarize on which digit of the Account #:
Use this option to print a summary report for groups of accounts.

Let's |l ook at an exanple. Renenber all accounts, are 6 digits. Suppose
you grouped your accounts |ike:

100 - General Fund
110 - Vendi ng Machi ne

200 - Athletics
210 - Basket bal
220 - Football, etc.

The account nunbers will print in the foll owi ng order:
000100
000110
000200
000210
000220

Digit # => 123456

If you entered the nunber 4 (fourth digit nmoving fromleft to right)
as the digit to sunmarize on, you would get subtotals for your 100
accounts, 200 accounts, etc. (The programw ||l give you a subtotal
when the digit you sel ected changes.)
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(-) Print to Screen
() Print to Printer

Sel ect where you want your report to print.

Click on < OK >.

Reconci li ati on Report

This report prints the begi nning bal ance for the date of the report.
It then lists each receipt, disbursenment, and transfer in separate
col umms.

Print this report as required. It is an itemby-item account-by-
account, audit trail.

Sel ect 'Reconciliation Report' under the Qutput Menu.

Answer the foll ow ng questions:

From Dat e:
Enter the beginning date for this report. For exanple: 07/01/2000

To Date:
Enter the ending date for this report. For exanple: 07/31/2000

From Account:
Press [Tab] if 1 is the |Iowest account to include on this report or
enter the | owest account to include on this report.

To Account:
Press [Tab] if 999999 is the highest account to include on this report
or enter the highest account to include on this report.

[ ] Separate page for each account.

Press [P] to print a separate page for each account. The advisor's
name will appear at the bottom of each account. It may take a | ot of
paper to print this report.

By default, this report will print one account after another. There
will be no advisor's nanme on the report.

(-) Print to Screen
() Print to Printer

Sel ect where you want your report to print.
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Click on < OK >.

Cut st andi ng Checks

This report prints a list of all outstanding checks for your sel ected
checki ng account.

Sel ect ' Qutstandi ng Checks' under the Qutput Menu.
Answer the foll ow ng questions:
Print Qutstanding checks as of _ [/ [/

Al'l checks, not cancelled on or priar_Fa_this date, will print.

(-) Print to Screen
() Print to Printer

Sel ect where you want your report to print.

Click on < OK >.

Bank Reconciliation

This report prints a bank reconciliation for your checking account.

Sel ect 'Bank Reconciliation' under the Qutput Menu.

Answer the foll ow ng questions:

Begi nni ng St at enent Dat e:

Enter the beginning date of your bank statenment. For exanpl e:
07/ 01/ 2000

Endi ng St at enment Dat e:

Enter the ending statenent date for your bank statenent. For exanple:
07/ 31/ 2000

Endi ng Bal ance from Bank Statemnent:
Enter this balance fromyour bank statenment.

Total Deposits not on Bank Statenent:

Enter the ampbunt of deposits made that do not appear on the bank
statenment, if any.
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(-) Print to Screen
() Print to Printer

Sel ect where you want your report to print.

Click on < OK >.

Vendor Listing

This reports prints a |list of vendors. It uses the Report Query
formt.

Sel ect 'Vendor Listing under the Qutput Menu.

Select < PreView > to view the report on your screen.
Select < Print >to print this report to your printer.

See the EPES Reference manual, Chapter 4, to learn howto limt the
information printed and save your work for |ater use.

Chart of Accounts

This report prints a list of Activity Accounts, General Ledger
Accounts, or Sub-Accounts.

Sel ect 'Chart of Accounts' under the Qutput Menu.

Sel ect your report listing: Accounts, GL Accounts, or Sub-Accounts
Codes.

Sel ect PreView to print to the screen.

Select Print to print to your printer.

See the EPES Reference manual, Chapter 4, to learn howto |limt the
information printed and save your work for |ater use.

Sequential Lists

This report prints sequential |ists for Checks, Receipts, Transfers,
or Accounts Payabl e.

Sel ect ' Sequential Lists' under the Output Menu.

Sel ect your report: Checks, Receipts, Activity Transfers, General
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Ledger Transfers, Accounts Payabl e, Tax Amounts by County or All
Transacti ons.

Al'l reports use the Report Query format. See the EPES Reference
manual , Chapter 4, to learn howto limt the information printed and
save your work for |ater use.

Select PreView to print the report to the screen

Select Print to print the report to your printer.

Sel ect Done to return to the Master Menu

1099 I nformati on

This report prints 1099 tax information. The information for the first
six mont hs of the year (assum ng your fiscal year begins on July 1) is
taken fromthe sub directory PREVYEAR This directory contains the
previous year's information. The |ast six nonths of the year is taken
fromyour current directory.

Select '1099 Information' under the Output Menu.

Answer the foll ow ng questions:

(-) 1099 Report (prints on plain paper)
( ) 1099 Fornms (prints on 1099 M sc. Form
( ) 1099 Export File

Sel ect the report you want.

Note: 1099 Export File prints information to a disk file. This file
may be sent to a central office for processing.

A pronpt to the right of the Export File will appear. Enter the disk
drive and path name for the 1099 disk file. For exanple:

A: TAX_1099. TXT

Be sure you have a formatted di skette ready in the drive you specify.
(See Chapter 6, Questions and answers)

Answer the follow ng questions, as pronpted. The questions you're
asked will depend on the report you request.

Enpl oyer Nanme, Address...
Enter the school's address. For exanpl e:
Magnol i a School District
1000 School Drive
Magnolia, AR 71753
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Empl oyer's Federal ldentification #:
Enter the schools federal identification nunber. For exanple: 71-
1234567

M ni mrum Dol | ar Anount :
Enter the m ni nrum anmount of noney required for a vendor to receive a
1099 report form For exanple, 600.

Note: If you' re using the Export File option to send your 1099
information to a central office, |eave the m ni num anpbunt as zero.
This allows the central office to accurmulate totals for vendors who
wor ked at nore than one site.

(-) Print to Screen
() Print to Printer

Sel ect where you want your report to print.
Click on < OK >.

Sub- Account Reports

This report prints check, receipt, JV and Transfer information by sub-
account. It uses the Report Query format. See the EPES Reference
manual , Chapter 4, to learn howto |imt the information printed and
save your work for |ater use.

Sel ect ' Sub- Account' under the Qutput Menu.

Sel ect your report:

Sel ect PreView to print the report to the screen
Select Print to print the report to your printer.

Sel ect Done to return to the Master Menu.

Pri nt Checks

This option uses the information posted in Accounts Payable to print
the checks on your conputer.

Note: Contact TBF, Inc. @877-325-0189 for questions about checks or
receipts.

Sel ect 'Print Checks' under the CQutput Menu.
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More than One Checki ng Account:
If you have nore than one checking account, you'll be pronpted to
sel ect the checking account to print checks from

Hol di ng Accounts Payabl es from Paynment

The check witer prints all checks marked [X] in the Accounts Payabl e
file. If you do not want an Accounts Payable entry to be paid, do the
foll ow ng:

Sel ect ' Accounts Payable' under the File Menu.
Get the Payable entry on the screen that you do not want to pay.

Hol d down the Al't key and press the letter M[AIt+M. This wll
unmark the [ ] Pay this box. Press [AlIt+M again to mark this item
for paynent.

(-) Print Checks with Payabl e Dates Through:

Press [Tab] to print checks with payable dates through the current
date or type in the last date to consider for entries posted in the
Accounts Payable file.

Next Check#:
Press [Tab] if this is the next check number to use. If not, enter the
correct check nunber.

Date to Print on Checks:
Press [Tab] to accept today's date or type in the date to be printed
on the checks.

[ ] Print check Numbers on check

Press [N (or press the spacebar while this is highlighted) to tell
the programto print the check number on your check.

Press [Tab] if your checks are pre-nunbered.

[ ] Conbine Checks to sanme Vendor
Sel ect this option to conbine all checks to sane Vendors

[ ] Post Checks without printing:
This option will post checks from A/P to Checks Paid. Checks wll be
removed from Payabl e.

[ ] Use Note line for Payee (Bl ank Vendors)
If you have used Bl ank Vendor Codes in Payables, this option wll
print the information on the Note Line as the Payee.

PreVi ew Checks:
Click on this option to see the checks on the screen before printing
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t hem

Print Checks:
Press [P] or click on this option to print checks to your printer.

The programwi |l ask you if the first check printed correctly. This
will give you an opportunity to verify printer alignnment.
When t he checks have finished printing, the programw || ask you:

Did the Checks print correctly?
< Yes > < No >

Click with the nouse to select your option. The programw || then post
t he checks printed from accounts payable to checks. All account
bal ances wi ||l be updat ed.

If you had a problem printing, select

< No > Al information will remain in accounts payable and no
changes will occur in balances. You'll have to select the Print Check
option again to print the checks.

Note: If you use pre-nunbered checks and had problens printing, enter
any bad or voided checks manually in 'Checks Paid" under the File
Menu. Enter the amount of the check as zero.

Use the same date for cancellation as you used for the check. This
will provide an audit trail.

Cancel :
Press [C] or click on this option to cancel all check witing and
return to the Master Menu.

Trial Bal ance:
This option prints a Trial Balance Report displaying all Debits and
Credits entered for each Account.

Jour nal Adj ustnments:

This option prints a listing of all Journal Adjusting entries. Select
either Activity or G L. Adjustnents.

Report incl udes:

Dat e, Account, Sub Acct., Adjustnent nunmber, Auth. By, Incone or
Expense

and Armount .

A total line is printed for both Incone and Expense entries.

Speci al Financial Report:

This report conbines the information fromthe Bank Reconciliation
Report and the Summary Ledger Report. Each Account is shown with al
transactions for a specific time period; plus, the Bank Reconciliation
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information is included. Typically, this report is used for special
neeti ngs such as School Board neeti ngs.

Deposit Voucher:

This report is provided as docunentation for the daily deposits. A
listing of all receipts within a specific tinme period is produced.
This report should be used a supporting docunentation for the deposit

slip.
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Chapter 4

UtilitiesMenu
This chapter explains the Uilities Menu prograns that are unique to
the Basic Accounting Program AlIl other Utility Menu prograns are
explained in detail in Chapter 6 of the EPES Reference Manual .

Select the Utilities Menu

CURRENT BALANCES TO DI SK

Use this option to correct your bal ances when you've had a conputer
probl em or power failure.

Sel ect 'Current Bal ances' under the Utilities Menu.
Sel ect < OK > and the programw || automatically re-conmpute your
account bal ances.

PROGRAM PREFERENCES

Use this screen to enter sonme basic programinformation.

Sel ect ' Program Preferences' under the Uilities Menu.

Begi nni ng Fi scal Year:

Type in the beginning date for your fiscal year. For exanple,
07/ 01/ 2000.

Endi ng Fi scal Year:
Type in the ending date for your fiscal year. For exanple, 06/30/2001.

[ X] Print Footer on Ledger Report
Wth this option marked [X], the nessage on the next five lines wl|l
appear at the bottom of your | edger report.

Press [Tab] to unmark this box if you don't want the nessage to appear
on your | edger report.

You may change or nmodify the nmessage as needed. It will print on the
report in exactly the same way it appears in this box.

For mat :
Enter a 1 or a 2:
1 = Laser Checks/ Receipts
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2 = Dot Matrix Checks/ Receipts

Use this option to tell your program what type of printer you're

usi ng.

If you have a Dot Matrix printer, checks and receipts will use a
car bonl ess copy.

If you have a Laser printer, copies of the check/receipt and stubs

wi | |

be printed on each page.

Enabl e Monthly Cl ose:
Mark this box [X] if you want to use the Monthly Cl ose Option.
(see page 4-5).

Pri nt

Recei pts whil e Addi ng:

Mark this box [X] if you want to print receipts while adding.

Printer Port:
Normal |y your printer uses printer port LPT1. Select LPT2 or LPT3 if
you're using a different printer port.

CHANGE PASSWORD:

Use this option to change your password. You will be asked to enter

your

current password then to enter your new password twi ce. Be sure

to remenber your new password

BACKUP/ RESTORE:

This option will make a backup copy of all your existing data. This
option should be run at |least 3 tines per week. Optionally; you have
the option to send a copy of your backup data across the network by
checking the “Hard Drive” option and specifing the |ocation you want
t he data sent.

EXTENDED CODE PREFERENCES

Not e:

This option is only available if you purchased the Extended Code

program nodul e.

Sone states require additional expense or revenue codes over and above
an account code and sub account code. For exanple, the state m ght
requi re sone of the foll ow ng codes:

1) FY Code

2) Fund Code

3) Function

4) bj ect

5) Program Code
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6) Subject Code
7) Job Code
8) Site Number

Use the Extended Code nodule to define these additional codes. The
follow ng informati on explains how to set them up and use them

Sel ect ' Extended Code Preferences' under the Utilities Menu.

You can use up to ten categories of expense codes and ten categories
of revenue codes. Think through your coding needs very carefully. Each
category of codes may use up to 10 digits. Therefore, you may use nore
t han one code per category in sone cases.

First, determ ne the codes you'll need and their |ogical sequence.
Think of five |evels of codes. Put those that do not change or change
|l ess frequently first. For exanple: FY, ProgramtSite, Source+Project,
Subj ect, and Functi on+CObj ect.

Second, determ ne which codes will be constant (the sanme for each
transaction) and which codes will change. For exanple:
an FY Code will only change once each year

a Program Site, Source, and Project, code may rarely change.

a Subject, Function and Object Code may change frequently, etc.
Third, if you have nore than ten codes, decide which codes may
| ogi cally be conbi ned together. For exanple:

FY Code may be extended code 1. It only changes once each year and
it's the first code required in your |ogical sequence.

Program and Site may be extended code 2 because they do not change and
they are next in |logical sequence.

Source and Project may be extended code 3 because they are constant.
Subj ect, may be extended code 4 because it occasionally changes.

Functi on and Object may be extended code 5 because they change
frequently.

Once you' ve determ ned your expense and revenue codes and their
| ogi cal sequence, use the Extended Code Preference screen to enter
your codes. This screen consists of four colums.

The top portion of the screen is for expense codes. These codes are
used for accounts payabl e and checks.

The bottom portion of the screen is for revenue codes. These codes are

used for receipts.

Columm 1: Mark the box to use the code

If you want to use this extended code group, click on this box with

your nouse. |If the box is marked "[ X] Use Expl", you can change
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the information in the remaining three colums. If the box is not
mar ked, you cannot.
Columm 2: Enter a nane to use on the screen
Enter the name you want to appear on your screen for this extended
code group. For exanple: FY Code
Columm 3: Enter the nunmber of digits 1-10
Enter the number of digits, 1-10, to use for this extended category.
For exanple: FY Code would be 1 digit.
Columm 4: Enter the default code to use
If this code is constant or does not change very often, enter the code
to use as a default when adding. The programw || automatically type
in this code for you when addi ng.

If there is no consistent code to use, press [Tab].

Note: The number of digits you enter as a default must be equal to the
nunber of digits defined in colum 3. For exanmple, if you entered 3
digits under colum 3, you nust enter a 3 digit code.

Once you're satisfied with the Extended Codes you've entered, select
<Update Entire Progran> at the bottom of the screen. This will update
your entire programw th the codes you' ve defined.

CAUTION: |If you' ve already entered transactions with extended codes
and change the nunber of digits defined in colum 3 above to a smaller
nunber, you will | oose part of the coding information for all entries
previously entered! Be sure you have a backup of your data first!!!

EXTENDED REPORTS

The Extended Reports option is avail able when you use the Extended
Code program nodule. It comes with approximtely 13 reports already
set up for expenses, revenues, and Payables codes. Wth this program
you can:

Print Journal Reports for Expenses, Receipts, and Payables. This
report prints information in order by extended code groups. \Wen
the codes for any group change, subtotals are printed for each
ext ended code group.

Note: If you' ve set up your extended code groups in a |logical,
sequential order with those codes which do not change, or change
very little, first and those codes that frequently change | ast,
this report will give you a detailed summary of exactly where
you' ve spent or received noney for each extended code group.
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This option also prints a list of all extended expense and revenue
codes.

Regi strati on/ Support (See Chapter 5)

END OF YEAR

Use this option when you're ready to cl ose one year and begin a new
year. Be sure you've nade current backups.

This option will:

1) Copy all current data files to the PREVYEAR sub directory.

Note: This program maintains two years of data. Be sure you
mai ntain current backups of all your data and | abel them
appropriately.

2) Post ending bal ances for the current year as new begi nning
bal ances.

Sel ect ' End of Year' under the Utilities Menu.

Begfi scal :

Enter the beginning date for your next fiscal year. For exanple,
07/ 01/ 2001.

Endfi scal :

Enter the ending date for your next fiscal year. For exanple,
06/ 30/ 2002.

Select < OK > to end your current year and begin the next year.

Sel ect < Cancel > to exit w thout making any changes.

Enabl e Monthly d ose:

If you choose to use the Monthly Close Option you will be asked each
time you print a General Ledger Report if you want to “Cl ose Month”
Y/'N. |If you respond “Y” all data files associated with this nonth
will be closed and further access to “Add”, “Edit” or “Delete” will be

deni ed. You should be sure that all Accounts bal ance, Checking
Account is bal anced and any changes you need to nmake to this nonth has
been conpl eted before responding “Yes” to this question. Once you
have chosen to close a nonth it can only be re-opened with the

assi stance from your System Adm nistrator or your Technical Support
Group.

Renenber: Once a nonth is closed you cannot make any entry or change
any entry with that nonths date on it, including Cancel Checks.
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Chapter 5

Registration/Support Menu

Thi s chapter explains the Registration/ Support option. Use this nenu
to:

1) Register your programafter installation
2) Update the support date of your program

Regi stering the Program
To gain unrestricted access to the program you nust register it. To
regi ster a program do the foll ow ng:

1.) Purchased fromour Sales O fice:

Under the Uilities Section select:

‘Regi stration/ Support’, select

‘ Regi ster Prograni.

If you ordered the program from our office the registration
information is on the CD Rom Put the CD Romin your CD drive. To
register fromthe CD Romyou will need to check the box marked *“ O her
Drive Path” and enter your CD Rom drive designation in the box.

Once the appropriate options are entered select ‘' OK' .

2) Registering a Deno program downl oaded from our Web Site:

I f you downl oaded the deno from our web site and subsequently
purchased it you will be sent a registration file for the program

Put that file on a floppy diskette and follow the sanme instructions in
step 1 above.

3) Resetting your Support Date:
If you have renewed your support contract and need to change the
support expiration date you will do the foll ow ng:

Under the Utilities Section sel ect
‘Regi stration/ Support’, select
“Updat e Support’

You will receive a code fromthe support group that you will enter on
the data line. Once you have entered this code, select ‘OK. This
will increase your support contract expiration date by 1 year.

Swi tch Program Modul e

When you have nore than one program nodul e regi stered, use this option
to quickly and easily switch fromone programto another. You may

al so use the F11/F12 keys.

Select ‘Switch Program Modul e’ Under

“Switch’ - Select the program nodule to switch to and then sel ect
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Chapter 6

Questions & Answers

This chapter answers comonly asked questi ons.

How do | delete an Activity Account?

Wait until the end of your fiscal year, if possible.

If you can't wait, determ ne which account will be deleted and what
account(s) will receive any receipts or checks fromthe account you're
del eti ng.

Print a sequential list of all receipts and checks for the account

you're going to delete. Use the beginning date of your fiscal year to
t oday' s dat e.

This will give you the check or receipt nunmber for each transaction
containing an itemfor the account you're going to delete.

Use the Find option (while viewi ng checks or receipts) and search on
Check or Recei pt nunber to get each transaction on the screen. Update
t he account nunber in each line entry (on the screen) to the new
account nunber to replace the account you're del eting.

Next, select 'Accounts' under the File Menu. Then select 'Activity
Accounts'. Use the Find option to get the account you want to del ete
on the screen.

The Cash Bal ance and Payabl e Bal ance nust be zero.

If the balance isn't zero, select "Current Bal ances" under the
Uilities Menu.

Agai n, get the account you're going to delete on the screen. If the
cash bal ance is not zero, you still have a check or receipt recorded
with the account nunmber. You cannot delete Accounts that are active
(contains any transaction).

If the payable balance isn't zero, you have an accounts payable entry
with the account nunber you're going to delete. Change it. If you have
an encunbered anmount, you have a purchase order recorded. Change it.

Once the bal ance is zero, and the Account contains no transactions,
press [Delete] to delete the account shown on the screen.

1
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What if ny begi nni ng bal ances don't print on ny report?

If they don't print, go back to Chapter 2 and record themwth the
account nane.

What if ny reports won't print correctly?

Revi ew your W ndows documentati on and nake sure you've sel ected the
correct printer. In your 'Program Preference' screen you marked 1 for
Laser printer or 2 for Dot Matrix printer.

My printer won't work?

There coul d be several reasons. Check these:

1) Is the printer power cable plugged into an electrical outlet?

2) |Is your printer power switch in the ON position. Check to nake sure
your printer is ON-LINE

3) Is the printer cable connected to the printer and the conputer? If
the cable is | oose, the printer won't print.

4) If you printer worked earlier, but won't print now, the printer
buffer could be full or have some wong codes entered. Turn the
printer OFF. Wait three seconds and then turn it back ON. Try printing
t he report again.

5) Make sure the correct printer driver is installed.

How do | change ny Password?

See Chapter 6 (Utilities) of the EPES Reference manual to |l earn how to
change your password. When you received the program the password was
" PASSVWORD' .

VWhat if an account bal ance isn't correct?

Sel ect the "Current Bal ances" option under the Utilities Menu to
correct it. If it's still wong, check your check, receipt, and
transfer entries.

What if my conputer prints an error nessage?

The programis attenpting to tell you what problemit encountered. For
example, it may tell you your printer isn't ready. To correct it, turn
on your printer.

If an error does occur and you have an option to 'Log the error and
continue', select this option. The error can be viewed under 'Error
Log Table' of the Adm nistrators Menu.

2



Chapter 6

If | use the 1099 Export File option to wite ny 1099 information to a
di skette, what does the file on the diskette contain?

The file is an ASCII delimted file, separated by conmas, and contains
the follow ng information:

1) Vendor Name

2) Vendor Address

3) Vendor City

4) Vendor State

5) Vendor Zi pcode

6) Vendor Tax | D nunber

7) Total armount of noney paid to the vendor.

Can | have nultiple Checking Accounts?

Yes. By default, account 992 is the checking account. You nmay add
addi ti onal (General Ledger) checking accounts. Be sure you mark the
Checki ng Account box [X] for each checking account. (Hi ghlight the

Checki ng Account box and press [Tab] or click on it with the nouse.)

When your ask to print checks, reconcile your bank statement or print
various reports, the programw ||l ask you which checking account to
use.

Why sel ect the General Ledger Account "Cash on Hand" when entering

Recei pts?

Two Reasons:

1) When you receive noney each day, technically, it is cash on hand
until you deposit it in the bank

2) At the end of the day, select the 'Record Bank Deposit' option

under Transfer & Deposits of the File Menu. This will ask you how
much noney there is to transfer to your checking account from Cash
On Hand.

When the noney is transferred, one deposit entry is recorded in

Recei pts. This nmakes reconciling your bank statenent at the end of the
nont h nuch easier. Instead of having many deposit entries for each
day, you'll have only one entry.

When woul d you sel ect a General Ledger account other than "Cash on
Hand", when entering receipts?

VWhen you are recording interest received on an account or an
out st andi ng deposit bal ance (when beginning the program, you'd select
t he general | edger account to post the interest to.

What did | do wong if ny bank statenment doesn't reconcile to zero?
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Check the follow ng:
1) Did you enter a wong cancellation date on a check?

2) Has any entry been updated froma prior nonth, after the bank
statenment was reconcil ed?

3) Did you record a transaction manually and forget to put it in the
conmput er?

4) Did you accidentally put in a duplicate transaction?

5) Did you void a check or receipt manually and forget to put it in
t he conputer?

6) Did you enter an outstandi ng check or deposit and forget to sel ect
the Current Bal ance option under the Utilities Menu?

Adj usting Entry

If you' ve checked everything and you're still out of bal ance, you'l
have to enter an adjusting entry before you can reconcil e your bank
st at enent .

If the balance for your statenment is positive, you'll have to
manual |y enter an adjusting check entry.

For exanple, if you had a statenment bal ance of $1.53, you'd enter a
check for $1.53. (Add a vendor named Adjusting Entry.) You'll have to
deci de which account nunber to use in making this adjusting entry.

If the balance for your statenent is negative, you'll have to enter
an adjusting receipt entry.

For exanple, if you had a statenent bal ance of $-1.21, you'd enter a
recei pt for $1.21. (Add a vendor naned Adjusting Entry.) You'll have
to decide which account nunber to use in making this adjusting entry.

How do | Void a Check?

To void a check that has been witten in the current nonth:
Sel ect ' Checks Paid" under the File Menu.

Use the Find option. Search on Check # to get the check on the screen
to void.

Edit each line itementry on the screen and enter 0 (zero) as the
anmount of the check. Under the Menp field, type VOD (and enter the
amount of the check). The total amount of the check should be zero
when done. Record a cancellation date on the check entry.
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Reversing Entry

If voiding a check froma previous year or nonth, add a duplicate of
the original entry except the ampunt will be negative and the date
will be the date of the Bank Statenent being bal anced. Cancel both

the original and the new reversal entry using the Bank Statenent date.

How do | handl e NSF (Bad) Checks?

An NSF check is a check returned by the bank for non-sufficient funds.

There are two ways to handl e these checks without altering any
previ ous reports.

Suppose the original receipt entry was:

Activity Account: 000102

General Ledger Account: 000992 (Checki ng)
Recei ved From John Doe

Recei pt #: 1234

Amount : 15. 00

Met hod 1

When the check is returned, record a reversing entry. It will be
identical to the original entry, except the amount will be for
negative -15.00 and the date will be the Bank Statenment date.

When the check is re-deposited or cashed, record another receipt for
t he original anpount.

Met hod 2
This method provides a way to keep track of the total of all NSF
checks.

First, select 'Accounts' under the File Menu. Then sel ect ' Gener al
Ledger Accounts'.

Add anot her General Ledger Account.
For exanpl e:

General Ledger Account #: 996
Account Name: NSF CHECKS

Begi nni ng Bal ance: O

Sel ect 'Transfers & Deposits' under the File Menu. Sel ect 'General
Ledger Transfer'.

Add an entry:

Dat e:
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Press [Tab] to select today's date or enter the correct date.
From Acct:
Enter your checking account number. In our exanple, it's 992.
To Acct:
Enter your NSF General Ledger Account. In our exanple, it's 996.
Anmount :
In our exanple, it's 15.00.
Docunent :
(Optional) Enter a reference nunber for this transfer
Not e:
Enter a brief description. For exanple: John Doe, NSF Check
When the Check is cashed or re-deposited, enter the follow ng
i nformation:
Sel ect 'Transfers & Deposits' under the File Menu. Sel ect 'General
Ledger Transfer'.
Add an entry:
Dat e:
Press [Tab] to select today's date or enter the correct date.
From Acct:
Enter your NSF account nunmber. In our exanple, it's 996.
To Acct:
Enter your checking account nunmber . In our exanple, it's 992.
Anmount :
In our exanple, it's 15.00.
Docunent :
(Optional) Enter a reference nunmber for this transfer.
Not e:
Enter a brief description. For exanple: John Doe
To wite off a bad check:
Sel ect 'Recei pts' under the File Menu.
When pronpted "Select an Account”, select 996. Qur exanple assunes you

have set up a GL Account 996 for NSF Checks.
Click “Add’ to Add a new entry.

Recei pt #:
Enter the receipt nunber. In our exanple, it's 1234.

6



Chapter 6

Dat e:

Enter the correct date for this receipt.
Vendor code (Received From:
Enter who the check was received from In our exanple, it's John Doe.

On the detail line, enter:

Account :

Enter the Account Nunmber. In our exanple, it's 102.
Sub Acct:

Enter the Sub-Account nunber. In our exanple, its 0. (Press [Tab].)
Not e:

Enter a brief description. For exanple:

John Doe, NSF written off.

Anmount :

Enter the reversing anount. In our exanple, it's -15.00.

My recei pt won't print?

Check your Program Preferences. You probably have not told the program
to print receipts.

To do this, select 'Program Preferences' under the Uilities Menu.

In the bottomleft of the screen, you should see [X] Print Receipts.
If the box is not marked [X] click on it with the nouse or use the Tab
key to highlight it and press [Tab].

If the box is marked, check your printer and printer cables to nmake
sure the printer is ON-LINE and properly connect ed.

Note: You can also use the <Print Receipt> Button on the screen.

My Checks or Receipts aren't printing correctly?

Check your Program Preferences. You may have sel ected the incorrect
printer.

To do this:
Sel ect ' Program Preferences' under the Uilities Menu.

Under 'Format' check which printer is selected. Enter a 1 for a |aser
printer or 2 for a dot matrix printer.

Check to make sure you have the proper printer driver installed.

| just can’t get everything to bal ance:
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These procedures have been witten to provide suggestions to assist
you in locating “out of balance” problens with the data entered in the
EPES SOFTWARE. W receive several copies of School data daily. Most
bal anci ng problens are — voided entries, incorrect dates, amunts and
cancel dates. We have found that by follow ng these steps, npbst out
of bal ance conditions can be | ocated and corrected:

1. Check Fiscal Year dates (UTILITIES SECTION — Program Preferences)
and
Bank Reconciliation dates. Be sure they are correct.

2. Run “Current Balances to Di sk” under the UTILITIES SECTI ON.

3. Ending Bal ance from Bank Statenent nust be correctly entered.

4. Qut standi ng Deposit — Deposit nmade, not reflecting on Bank
St at enent .

5. Run “List of OQutstanding Checks” (thru date nust be sanme as ending
Bank Statenent). If this amount is not the same as the Bank

Reconci l i ati on:
A. Search for the dollar anmount difference between cash bal ances
on lines 4 and 8.
a. Check date, amount, vendor code and name, cancel date and
account number
b. Check for duplicate entries.
c. Check Journal Adjustnents.
6. Run a “Sequential List of checks and receipts” and conpare wth
Bank Reconciliation checks
and receipts.
7. Run a “Ceneral Ledger” for the nonth (using sane dates as Bank
Statenment). Your total
receipts and transfers to checking account nust be sanme anount
unl ess your school carries an ending balance in the Cash on Hand

account .
8. Go to “Checks Paid” and | ook for zero anounts. You cannot zero
out a check froma previous nonth or year. You nust use reversal

entries to void a previous period check.
9. Go to “Receipts” and |ook for zero anounts. Sanme rule applies as

checks.
10. Go to “Transfer and Deposits”, look for a date prior to fiscal
year date.

11. Go to “GL Transfer”, your deposits for that nonth should match the
bank statenent anount.

12. Run a “Sequential list of Checks — By Check #”
On the query box click on “Cancelled” then click on “is equal to”
and in the conpare box put in the date you cancelled the checks,
(exanple 10/31/2001). The total amount of these checks should
equal the anount of checks that has cleared the bank for that
nonth with the exception of any NSF or Bank Fees that appears on
t he Bank Statenent.

If you are unable to find your “out of bal ance” problemw th the above
procedures, you nmay mmil a copy of your backup data to our support
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staff to assist. There will be a $37.50 per hour charge for finding
bal anci ng probl ens. If we discover that the software created the
problem there will be no charge. If you mail your data you nust

provi de enough information to assist us in |ocating the problem
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| ntroduction to Purchase Order Modul e

INTRODUCTION

Purchase Order Program Nodul e

This program nodule is used to enter, print, and keep track of all
purchase orders issued by the school. You can receipt an entire

purchase order or line itemby clicking one button with your nouse. In
addition, you can enter partial receipts for a purchase order I|ine
item and make changes as needed. Once all itens are received, you can

automatically post the purchase order to accounts payable, if your
usi ng the basic accounting nodul e .

You'll print a wide variety of reports to the screen or printer.

You'll use the nobuse or keyboard to operate the program Pull down
Menus and W ndows make the programextrenely easy and quick to use.
You don't have to be a CPA to operate the program Double entry
accounting is done automatically for you.

Help is just a keystroke away! Press [F1] or click on Help with the
nouse at any time... from anywhere in the program

Security is built into the programto protect your data from unwanted
users.
It's sinply to use, yet very effective.

| . Purchase Order Program

Thi s manual explains the specific details about the Purchase Order
program Think of it like a receipe. It contains all the details or
what you want to do.

The Purchase Order manual cont ai ns:

Chapt er | nf or mati on
1 Quick Start, Installing the
program and Overvi ew.

2 File Menu, Information to Add to
t he program

3 Qut put Menu, Purchase Order
Reports you can print to the
screen or printer.
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| ntroduction to Purchase Order Modul e

4 Uilities Menu, Special prograns
to sinplify your accounting work.
I'l. EPES Software Reference Manual
Thi s manual expl ains how to:
. Sel ect Menu Options.

Use the keyboard or npuse.

Make Backups of your data.

Add, Edit, and Delete information... and nuch nore.

The EPES Reference manual cont ai ns:

Chapt er | nf ormati on
1 File Menu, How to sel ect program
options, Close Files, select
Printers, and Exit the program

2 Edit Menu, How to Edit entries.

3 Commands Menu, How to use the
Tool Bar Menu to add, edit, and
view information; how to use
keyboard or nouse to nove around
in the program

4 Qut put Menu, How to print reports
to the screen or printer.

5 W ndow Menu, How to nove a w ndow
on the screen, change it's size,
and sel ect other wi ndows on the
screen.

6 Uilities Menu, Prograns which
perform special functions |ike
backi ng up your data, recreating
damaged i ndexes, etc.

7 Hel p Menu, How to get hel p using
t he program

8 Adm ni strator Menu, How to add
users to the program and assign
their rights to add, edit, delete
or view information.



Chapter 8
| ntroduction to Purchase Order Modul e

Thi nk of

the reference manual as an oven. You can use the oven every

time you bake. Once you're famliar with how the oven works, you know
how to use it for all your recipes.

We have one mmjor objective in mnd:

Once you know how to use one EPES program for W ndows, you'll know how
to use all of them

How i s the Manual Witten?

The following information will help you understand how the manual is
written.
Synbol Meani ng

[ ]

I nformati on encl osed in brackets neans to press a key. For
exampl e, [A] neans press the letter A

Informati on encl osed in braces neans to select a command on
the screen. For exanple, < Add > neans select the Add
conmand.

I nformati on encl osed in single quotes neans to select a Menu
option. For exanple, 'Accounts' neans sel ect the Accounts
option fromthe Menu.

I nformation encl osed in double quotes refers to a nessage on
the screen or a section in your manual .

I nformation followed by a colon refers to information you
are to type into the program For exanple, Password: neans
type in the password.



Purchase Order Quick Start

QUICK START

This chapter is an overview of the Purchase Order program You'll
learn how to install/Register the program and get started.

Installing the EPES Purchase Order Program

If you have already installed the Accounting Program you can proceed
directly to the “First Tine you Run the Prograni option below. The
Purchase Order Module is included with the Accounting Software

Pl ace the School Accounting CD in your CD Romdrive, select Run. Enter
the follow ng:

E: Setup (or whatever drive is assigned to your CD Rom Drive)
To install the program follow the instructions displayed on the
screen. \When the program has been successfully installed, the final
nmessage you'll see will be "Installation is conplete”. Put the
original program CD in a safe storage pl ace.

Installing Additional EPES Accounting Prograns

The EPES Accounting programincludes the Purchase Order and the
Ext ended Code programs. You can preview either of these progranms in
“Denp” node at any time by going to the “Switch Prograni option and

sel ecting the programyou want to preview. |f you decide to purchase
either of these nodules you will only receive a “Registration”
di skette which will change these programs froma “Denp” to a fully

functional program Chapter 5 of this manual provides detailed
i nstructions.
Each nmodul e purchased will be a ‘Denp’ until registered.

First Time You Run the Program
After first installing the program the programis running in ‘ DEMO
node. | n Denp node you can test every option in the program

Regi stering the Program

To gain unrestricted access to the program you nust register it. To
regi ster a program do the follow ng:

1) Purchased fromour Sales O fice:

If you ordered the program from our office the registration
information is on the CD Rom Put the CD Romin your CD Rom Drive.

Under the Utilities Section select
‘Regi stration/ Support’, select
‘Regi ster Progran .



Purchase Order Quick Start
If you are registering froman ol der version on Diskette, the defaults

are set to register the Accounting Program you will need to check the
box marked “Purchase Order” then select {OK}. To register fromthe CD
Rom you will need to check the box marked “Other Drive Path” and enter

your CD Rom drive path in the box.

Once the appropriate options are entered select ‘OK' .

2) Registering a Deno program downl oaded from our Web Site.

If you downl oaded the deno program and want to purchase it contact our
sales office :1-800-424-7512 or emmil us at:

sal es@pessoftware.com \When paynent or Purchase Order is received
you will be sent a registration file for the program Put that file
on a floppy diskette and follow the same instructions in step 1 above.
Log I n Screen

Enter the follow ng information:

I D: BK (press enter)

Password: PASSWORD <Ent er >

This is the 1D and Password for the Bookkeeper. There is al so another

login ID included which is assigned to the System Adm nistrator. |If
you do not have a System Adm ni strator you can contact our Support
Group to obtain this login ID which will give you unlimted access to

any of the file security prograns.

You can change the password, under the 'Change Password' option of the
Uilities Menu.

Daily Start Up

To start the program select the Purchase Order icon within the EPES
Sof tware Group of your W ndows Program Manager.

Enter your ID: BK and
Passwor d: PASSWORD

(The Password can be changed at any time under the “Utilities
Section”.)



Purchase Orders

FileMenu

This chapter explains how to set up your Purchase Order Program and
begi n adding i nformati on under the File Menu.

Setting Up the Purchase Order Program

STEP 1 - Get to the Master Menu

Sel ect the Purchase Orders icon fromyour Wndows Program Manager to
start the program

Enter the follow ng information:

| D: BK
(or the I D that has been set up for you.)

Passwor d: PASSWORD
(or the password you have set up for you.)

The Master Menu will appear at the top of the screen:

STEP 2 - Enter your Program Preferences
Sel ect ' Purchase Order Preferences' under the Utilities Menu. Conplete
your desired options then select [OK].

STEP 3 - Assign Accounts

If you have not already set up your Activity, G L. and Sub Accounts
fromthe Accounting programsee Step 3, pg 2.1

ADDI NG | NFORMATI ON:

Use the following steps to add information using the File Menu of your
program

ADDI NG VENDORS
If you have not already setup your Vendors using the Accounting
Program see STEP 8 — ADDI NG VENDORS (pg 2.6)

Addi ng Ship To
Use this option to record the informati on on where your purchase
orders are to be shi pped.

Sel ect ' Purchase Order' under the File Menu.

Select 'Ship To' under 'Purchase Order'.
6



Purchase Orders

Sel ect < Add >.

Shi pt ocode:
Enter a unique ship to code to describe this school. For exanple: CES

Shi pnane:
Enter the school's nane. For exanple: Central Elenentary.

Shi pat t n:
Enter the name of the person to ship this purchase order to. For
exampl e: John Q Princi pal

Shi padd:
Enter school's address. For exanple: 121 E. North

Shi ppobox:
Enter a P.O. box if applicable. For example: P.O Box 433

Shi pcity:
Enter the school's city. For exanple: Magnolia

Shi pst at e:
Enter the school's two digit state abbreviation. For exanple: AR

Shi pzi p:
Enter the school's zipcode. For exanple: CENT

Tel ephone:

Enter the school's tel ephone nunber, area code first. For exanple:
501-234-1234

Use the Tool Bar Menu at the top of the screen.

Save and keep addi ng, Save, Cancel (Tool Bar Menu) (Tool Bar
Menu)

Sel ect < Save and keep adding > to save this ship to record and add
anot her one.

Select < Save > to save this ship to record.

Sel ect < Cancel > to undo what you've added and exit.

Addi ng Purchase Orders
Use this option to record your purchase orders.

Sel ect ' Purchase Order' under the File Menu.

Sel ect ' Purchase Orders Add/ Edit' under 'Purchase Order'.
7



Purchase Orders

Sel ect < Add >.

PO Nunber :
Press [Enter] to accept the current P.O. Nunber or type in the new
P. O. nunber.

Dat e Ordered:
Press [Enter] to accept today's date ore type in the correct date for
this purchase order.

Vendor code:
Enter the vendor code or press [F5] to select froma popup |ist.

Shi pt o:
Enter the ship to code or press [F5] to select froma popup |ist.

Add new line item
Press [Enter] to add a P.O. detail line to this Purchase Order.

Account :
Enter the Activity Account or press [F5] to select froma popup |ist
of accounts. For exanple: 100 (for General Fund)

Sub- Acct :
Press [Enter] for no sub-account or enter the Sub-Account code. Press
[F5] to select froma popup |ist of sub-accounts.

Expense Codes:

Note: These fields will be skipped unless you re using the Extended
Code program nodul e and have marked them for use. See the Extended
Code Preference option in Chapter 4.

Enter any expense code(s). If you don't know the expense codes, press
[F5] to select froma popup |ist.

Qy Order:
Enter the quantity ordered for this line item

Unit Desc:
Enter the unit description. For exanple: each, boxes, or dozen.

Unit Price:
Enter the unit price for this line item

Descri pti on:
Enter a brief description for this line item

Tax Anmount:
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Press [Enter] unless this iteminvolves a taxable item Then, enter
t he amobunt of sales tax for this item

Not e: The tax anpunt is included in the ambunt for this [ine item

[ ] Mark for 1099:
Click with the nmouse to mark this disbursement for 1099 reporting.

Save |line itemand exit, Add another line item Cancel line item
(P.O. Detail)

Select < Save line item & exit > to save this line itemand return to
mast er PO Scr een

Sel ect < Add another line item> to save your line item and add

anot her.

Sel ect < Cancel line item > to undo what you've added and exit.

Note: |If you' ve added nore than one line item you' |l be asked whet her
to cancel the last itementered or all line itens.

When you return to the purchase order screen, use the Tool Bar Menu at
the top of the screen.

Save & keep adding, Save, Close or Cancel fromthe nmain tool bar.

Sel ect < Save & keep adding > to save this Purchase Order and add
anot her

Sel ect < Save > to save this Purchase Order.
Select < Close > to exit the PO Screen.
Sel ect < Cancel > to cancel this Purchase Order and exit.

< Print Purchase Order >
Sel ect this option to print your purchase order to your printer.

Recei ve Purchase Orders
Use this option when your receive your purchase orders.

Sel ect ' Purchase Order' under the File Menu.
Sel ect ' Purchase Orders Received' under 'Purchase Order'.

< Receive entire Purchase Order >




Purchase Orders

Use this option to receive the entire purchase order or the renmaining
itenms on this purchase order

Press [R] or Click on < Receive entire Purchase Order >

Date P.O. Received:
Press [Enter] to accept today's date or type in the correct date these
purchase order itens were received.

< Receive Partial P.O or change PO line item>
Use this option to:
1) receive an entire line of a Purchase Order,

2) receive a partial line of a Purchase O der

3) make changes in what you received,

Press [P] or Click on < Receive Partial P.O or change POline item >
Use the Tool Bar options to get the line item of the purchase order on

the screen that you want to receive.

< Receive Line Item >
Use this option to receive an entire line of a purchase order.

Press [L] or
Click on < Receive Line Item >
Date P. O Received:

Press [Enter] to accept today's date or type in the correct date this
purchase order line item was received.

Qy Rec:
Enter the quantity received for this line item

Dat e Rec:
Enter the date this line itemquantity was received.

Sel ect < Save > to record your receipt information.

Select < Save & Exit > to add another received quantity and received
date for this line item

Sel ect < Cancel > to quit w thout saving your information.

< Change Line item > Not avail abl e under this option.

Qy Rec:
Update the quantity received for this line item

10
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Dat e Rec:
Update the date this line itemquantity was received.

Sel ect < Save > to record your changes to this receipt item
Sel ect < Cancel > to quit w thout saving your information.

< Erase > Not avail able under this option

OUTPUT
(Reports)

This chapter explains the Standard Reports to print to the screen or
printer.

Note: This Menu is Not highlighted if you are viewing informtion on
the screen. Quit what you're doing and return to the Master Menu.

The standard reports are:

Vendor Listing
Chart of Accounts
P. O. Reports

Ot her reports listed refer to Activity Accounting only

Sel ect Qutput fromthe Master Menu, and a window sinmilar to the
followng will appear:

Vendor Listing

This report prints a list of vendors.

Sel ect 'Vendor Listing' under the Qutput Menu. A Report Query box wll
appear:

Sel ect < PreView > to view the report on your screen.
Select < Print >to print this report to your printer.

See the EPES Reference manual, Chapter 4, to learn howto |limt the
information printed and save your work for |ater use.

11
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Chart of Accounts

This report prints a list of Activity Accounts, General Ledger
Accounts, or Sub-Accounts.

Sel ect 'Chart of Accounts' under the Qutput Menu.

Sel ect your report listing: Accounts, GL Accounts, Sub-Accounts,
Accounts Only, or GL Accounts only. The Accounts only reports do not
di spl ay bal ances.

Select PreView to print to the screen.
Select Print to print to your printer.

See the EPES Reference manual, Chapter 4, to learn howto |limt the
information printed and save your work for |ater use.

P. 0. Reports

Use this option to select which purchase order report to print.
Select 'P.O Reports' under the Qutput Menu.

Sel ect your report:

Open Purchase Orders
This report prints a list of all purchase orders / partial purchase
orders not yet received.

Pur chase Orders Recei ved
This report prints a list of all purchase orders / partial purchase
orders received.

Ship To Information
This prints a |list of schools where purchase orders are shipped to.

Purchase Order Budget Report

This prints a budget report for your purchase orders. It shows the
Total Purchase order anmounts, Total anmount still opened, the budgeted
anount, and percentage used.

PO Deficit Bal ance Report
This report prints a listing of all Accounts with a deficit bal ance
created by the PO Entri es.

Fi nancial with Encunbered
This reports prints all Accounts with the current encunbered anounts.

12
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Open PO By Account
Provides a listing of all Open PO s by Account.

Open PO By Sub Account
Provides a listing of all open PO s by Sub Account.

Al'l reports use the Report Query format. See the EPES Reference
manual , Chapter 4, to learn howto |limt the information printed and
save your work for |ater use.

Select PreView to print the report to the screen

Select Print to print the report to your printer.

Sel ect Done to return to the Master Menu.

13



UtilitiesMenu

This chapter explains the Utilities Menu prograns that are unique to

t he Purchase Order Program AlIl other Utility Menu progranms are
explained in detail in the Accounting Manual and Chapter 6 of the EPES
Ref er ence Manual

Select the “Utilities” Menu

Purchase Order Preferences
Use this screen to enter sone basic purchase order information

Sel ect ' Purchase Order Preferences' under the Utilities Menu.

[v'] Print PO Nunber on Purchase Orders:
Check this box if you want the programto print purchase order
numbers. Unmark the box if your purchase orders are pre-nunbered.

Purchase Order Terns:

You have five line itenms for purchase order terns. This information
will printed at the top of each purchase order as it appears on the
screen.

Current PO Update

Use this option when you have a conputer problemor power failure. It
reconputes all Purchase Order quantities received and open anpunts.
Then, it reconstructs your data files.

Post PO s to Accounts Payabl e
If you' re using the basic accounting program nodul e, use this option
to post purchase orders received to accounts payabl e.

Note: This option will not post partial purchase orders received to
accounts payabl e.
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Chapter 5
Switch Option
This chapter explains the Switch Menu. Use this nenu to:
1) Switch between program nodul es of the School Accounting program

Sel ect the Switch Option

Swi tch Program Modul e

When you have nore than one program nodule installed, use this option
to quickly and easily switch fromone Accounting program nodule to
anot her.

Sel ect 'Switch Program Modul e under the Switch Opti on.

Sel ect the program nodule to switch to and then select < OK >,

Note: This option will also allow you to switch to progranms not yet
purchased to preview those nodules in “Denmp” node only.
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