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School Cash Accounting-Issue Checks/Disbursements

Instruction Guide

School Cash Accounting — Main Menu

The School Cash Accounting (SCA) is an easy-to-use web-based tool that automates the manual
accounting tasks that school office staff are required to perform each and every day.

) KEVgroup Main Menu o

School Cash

o Income Activities

Deposits/Receipts

Cash/Checks ¥TD Itemized

Non Sufficient Funds

@ Wy school Information

Category {Chart
Demographics
Program Maintenance

Suppler/vendor Maintenance

Respurce Centre

of Accounts)

e &=} | Profite Seftings | Log Out

C School 10 - School Generated Funds ~

© Expense Activities @ General Activities

Issue checks - Disbursements |
Change Funds - Cashbox [
Purchase Orders

Ledger Inguire
Journal Entries
Reconcdliation
Transfer Entries

@ ™y Reports @ my School Store

#2 Detailed Category Summary
#5 Overview Umbrelia Category
Summary

#10 Trial Balance

#11 Transaction Reports
Various

@ Reports @

School Cash Cataleg
School Cash Register
School Cash Online

® 20158 KEV Group

-""_? User Guide

XRe-r-x

Module Title:

Profile Settings:
School/Bank Account:
Income Activities:

Expense Activities:

General Activities:

My School Information:

My Reports:

My School Store:
Reports:

User Guide:
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Indicates the School Cash Accounting module

User can change password, includes language selection and Log Out
Indicates the school/bank account. User can toggle between accounts
Modules to process Cash Deposits, Issue Receipts, View Itemized Cash
& Checks to date and track Non-Sufficient funds (checks)

Modules to print checks, monitor cashboxes (optional), process
Purchase Orders (optional)

Modules to search for transactions posted to the ledger, process
Journal Entries (optional) and Transfers between categories, complete
monthly reconciliations

Monitor the Chart of Accounts, view bank account demographics,
entry to Program Maintenance and Supplier Maintenance, link to
Resource Center

Link to 4 favorite reports

Modules for School Cash Online

Drop-down listing School Cash Accounting Reports

Link to Accounting User Guides
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School Cash Accounting-Issue Checks/Disbursements

Instruction Guide

Issue Checks / Disbursements

From the School Cash Main Menu > Issue Checks / Disbursements

') KEVgroup | |ssue checks 1,158 | Protie Setmngs | Log Ow! o
School Cash

| Statis; LUnpasied

Branch & 525

@00 0O

Chack requasiod by

Check Informatan

Pay To Tha Crdaed OF

(o

AGNSES

City

R
Aflention

Q@ s s

Cabegory Hame

Q!mﬁgﬁ'@x

D D SECETETTI T S

Detail Viewr | | Lisd View

Search

Lt Updated; 8102019
ACCOUNE & 3523510 1 o o
Foromaiy wliallwlln

1
Chedk Humber

Date i

Amount

Previous chéck Humbes

ProwState PEiZip T ®

ganon

¢ 1 e&x ! |

Irvcsca B

EA Print chack

Dftarence: $0.00 o

GL Hame Mama

Account 7

Tolsl check Spiit $0.00

Cat. 8 | Armeoand GL Department

>
Tots! Cassonries: |

s ez |0

m O

FrR-TTIom

Information i:
Sequence Buttons:

Display Tabs:
Cheque Status:
Requested by:

Cheque Number:

Check Details:

Category Panel Options:
Balance Indicator:
Category Details:
Category Toolbar:
Delete/Void:
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Access to Tip Sheet

Forms > Add a New Form / Duplicate a Form

Print > Checks, Statements, Notice, Change Check Layout
Update Suppliers > View, edit suppliers/vendors

Add to Ledger > post check to the General Ledger

Return to Main Menu

Defaults to Detail View, View by a List, Search for a Check
Status > Unposted, Read Only

Enter the Staff Sponsor requesting the check, include ability to edit list
of previous entries

System automatically increases the check sequence
Information required to process a check

Add new categories and/or memos

Difference must equal $0.00 to be able to process a check
Indicates categories that will incur the expense

Add / Edit / Delete categories

Delete and/or Void current check displayed
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School Cash Accounting-Issue Checks/Disbursements Instruction Guide
Creating Checks
A. Adding New Check and Supplier

Step 1: Enter Check Request by:

SCh OD' CaSh School 10 - School Generated Funds w
T ST ST

Detail View || ListView = Search

Branch#: 03506 Account # 1077603 | 1 "
=23 |Checkrequested by: [ Peterson,Paul | Form 1/1 |i| A ||L|| tl I

Check Requested by: Peterson, Paul (staff sponsor) Last Name, First Name format is recommended

Click Ok if you would like to add this name to your school’s staff maintenance list.

—_ Cancel

Warning Message appears. Click OK to add name to the Staff Maintenance List.

Step 2: Change Check Number
If this is first time using Issue Checks / Disbursement the first check number MUST be entered. System
defaults to check number 1

Check Information 1 t—
Previous check Number Check Number
Pay To The Order Of: | | Date: ﬁl

Address:| | Amount: l:l
e ] erewsate [ eomm[ ] taxs [

00/100

Check Number: 637
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School Cash Accounting-Issue Checks/Disbursements Instruction Guide

Step 3: Enter Check Information
Based on the Supplier’s Invoice and/or the Check Requisition provided by the Staff Sponsor.

Fome ] Pt Upinloswpies ] AdToLos
Detall View | | List View | Search
Status: Unpnsféd" - ' Last Updated: 02/01/yyyy
Branch#: 03506 Account # 1077603 1 ¥
Check requested by: | Peterson, Paul | 7 Formiji || M|/ 4| F| M
Check Information 1 | 637 |
Previous check Mumber Check Number
Pay To The Order Of: |The Alamo | Date: | 09,01 vy |HZI|
—-—" Address:lSﬂD aAlamo Plaza | Amount: | 500.00 |
City'_l san Antonio Prov/State: PC/Zip: | 78205 Tax # I:l
Five Hundred 00/100
F{e:l.ﬂadmission to the park | Invoice #: | 12345 |
M:tention:| | Account # | |

Pay To The Order Of:  The Alamo
Warning Message: Add a Supplier to School’s Supplier List... Click OK to save the Supplier’s Name.

Click OK if you would like to add this supplier to your school's supplier list.

Cancel

Date: Defaults to today’s date
Address: 300 Alamo Plaza

City: San Antonio

State: X

Zip: 78205

Amount: 500.00

Re: Admission to the park
Invoice #: 12345

Note:

System automatically saves these entries

Both the “Re” and “Invoice #” will print on the check stub for the Supplier

Each school has their own Supplier/Vendor database

Attention field can be used to indicate a department or staff member the invoice is to be
directed to

e. Account # might be a Supplier’s account number, instead of invoice #

Qo oaQ
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School Cash Accounting-Issue Checks/Disbursements Instruction Guide

Step 4: Enter Category Information
Enter the category that will be paying for this expense.
Do not select “Add Category” to enter this information. Add Category button will navigate to the Chart
of Accounts to view or add an additional category.

Add - degory Total check Split: $500.00 Difference: 50.00

T
l Catepory Name Cat. # | Amount | GL Department Object Code Memo

—_—) | 500.00 v “ v
Environmental Chab
Field Trip #1
Fundraizing
Total Categories: 1
vi[x] dpm Dolt

Double-click in the blue row under the Category Name to enter the category information. Drop-down
of categories will be listed alphabetically.

Category Name: Field Trip #2

Category #: System automatically updates number based on the Category selected
Amount: System automatically records the amount based on the check information
Save: Select Enter key or Checkmark to save the category entry

Total check Split: 5500.00 Difference: 50.00

Total Categories: 1

onie

B. Adding New Check with Fuzzy Match

Step 1: Add a new form.
Select Forms button > Add Form

School Cash

Add Form W&
Duplicate Form [T, ;
etail View | ist View H Search |

A blank check form will appear
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School Cash Accounting-Issue Checks/Disbursements

Step 2: Enter Check Information

Instruction Guide

Check # is automatically increased to the next number (638)

School Cash

School 10 - School Generated Funds .

L Foms ] Pt ] e Soopbors ] k1o Loar
Detail View | | List View || Search
Status: Unposted - ) Last Updated: 09/01 yyyy
Branch#: 03506 Account # 1077603 638 b
—® | check requested by: Watson, Kelly .ﬁ Form 1/1 W4 bH
Check Information 637 638
Previous check Number Check Number
Pay To The Order Of: |5cho|ast§: | Date: l:l_‘i]
— Address‘.l | Amount: I:I
e R . T —
00/100
Attention'.l | Account # I:I
Total check Split: 50.00 Difference: 50.00
| Category Name Cat. # Amount GL Department Object Code Memo
P
Total Categories: 1
S Decte

Check Requested by:
Pay To The Order Of:

Watson, Kelly (Warning message to add to Staff Maintenance)
Scholastic. (select Enter key)

“Fuzzy Match” warning message will appear if there are 4 or more characters that match in the Pay to the Order

You are attempting to create a new supplier.

This is important for data integrity reasons.

If you meant one of the existing suppliers in the list below then please select it before continuing.

Scholastic Book Fairs
PO BOX 1169130 Atlanta GA

‘_—

Scholastic Inc.
PO BOX 3725 lefferson City MO

I RS «—

Select:

Select: Continue

July 2019 © KEV Group Inc.

Scholastic Book Fairs
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School Cash Accounting-Issue Checks/Disbursements

Instruction Guide

Address information automatically updated from the Supplier Maintenance

School Cash

Detail View Search

Status: Unposted

List View

Last Updated: 09/01/yyyy

School 10 - School Generated Funds v

=Foms i Updalo Swptes ] Ao Lodor

Pay To The Order Of: [Scholastic Book Fairs I Date:

Address:[PO BOX 1169130 |

Branch#: 03506 Account # 1077603 638 \d
Check requested by: 7 Form1/1 || M| €| >N
Check Information 637 638
Previous check Number Check Number

Amount: 732.45 —

[ os/ormvy |9

City:|Atlanta PC/Zip: 30368

Prov/State:

I Tax # | |

Seven Hundred and Thirty Two

45/100

—4 Re:lGrade 2 classes I Invoice #: +—
Attention:l I Account #: |:]
Total check Split: $0.00 Difference: $0.00
Category Name Cat. # Amount GL Department Object Code Memo
»
Total Categories: 1

2| 7]]5x Dot
Amount: 732.45
Re: Grade 2 classes
Invoice #: 789

Step 3: Enter Category Information

Total check Split: § 732.45

Add Category Add Memo

Difference: $0.00

Catepgory Name Cat. # | Amount | GL Department | Object Code | Memo
——— » | 732.45 | ~ v w
Eazketball - Boys
Eazketball - Girls Jr
Cheerleading
Total Categories: 1
Vx| —— Delete Void check

Double-click in the blue row under the Category Name to enter the category information. Drop-down

of categories will be listed alphabetically.
Category Name: Book Fair

Save:

July 2019 © KEV Group Inc. Private & Confidential

Select Enter key or Checkmark to save the category entry
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School Cash Accounting-Issue Checks/Disbursements Instruction Guide

C. Adding New Check with Split Category Entry and Low Balance Warning

Step 1: Add a new form.
Select Forms button > Add Form

School Cash Schoal 10 - School Generated Funds v
e

Add Form W&
Duplicate Form

I etail View || ist View H Search‘

A blank check form will appear

Step 2: Enter Check Information
Check # is automatically increased to the next number (639)

=Foms Pt —~] Updeo Suppbors ] __ Ao Lo
Detail View  List View = Search
Status: Unposted Last Updated: 09/01/yyyy
Branch#: 03506 Account # 1077603 639 b
=} | Checkrequested by: | Sutter, Jim | Form1/1 || M €|/ P M
Check Information 638 ( 639 |
Previous check Number Check Number
Pay To The Order Of: IPioneer Farms | Date: | 09/01/yyyy I\_Ol
—’ Address:|10621 Pioneer Frams Drive I Amount: | 1000.00 | ‘——
city:[Austin Prov/State: pc/zip:[ 78754 Taxs: [ ]
One Thousand 00/100
——3 Re:[Grade 4 &5 admission | Invoice # | 9876 | =
Attention:l I Account # I I
Add Category Total check Split: $1000.00 Difference: $0.00
Category Name Cat. # Amount GL Department Object Code Memo
4 | $1,000.00

Check requested by: Sutter, Jim (Warning message to add to Staff Maintenance)

Pay to the Order of: Pioneer Farms
Amount: 1000.00

Re: Grade 4 & 5 admission
Invoice #: 9876
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School Cash Accounting-Issue Checks/Disbursements Instruction Guide
Step 3: Enter Category Information

First Split Category
Total check Split: $ 1000.00 Difference: $0.00
!
Category Name ICat. # l Amount l GL Department Object Code I Memo
=P |P Field Trip #2 6020 700.00 v v v
Total Categories: 1
vix| = Deicte
Category Name: Field Trip #2
Category #: System automatically updates number based on the Category selected
Amount: 700.00
Save: Select Enter key or Checkmark to save the category entry
Total check Split: $ 1000.00 Difference: $300.00 *—
!
Category Name Cat. # Amount GL Department Object Code Memo
id Field Trip #2 6020 | $700.00

Total Categories: 1

20 — Dicc

Insert new row. Keyboard Shortcut: insert

Difference indicated as $300.00
Insert New Row to enter the second category split

Second Split Category
Total check Split: $ 1000.00 Difference: $300.00
Category Name . Amount GL Department
Field Trip #2
—p |pFieldTrip#1 6010 300.00 v v v
Total Categories: 1
Vx| 4= Dot
Category Name: Field Trip #1
Category #: System automatically updates number based on the Category selected
Amount: 300.00
Save: Select Enter key or Checkmark to save the category entry
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Low Balance Warning

Processing this Check will cause the Field Trip #1 category to be negative. The current category balance is $ 44.00
No unposted transactions found.

Are you sure you want to save your changes?

Difference $0.00
Total check Split: S 1000.00 Difference: 50.00 *——-

Category Name ; GL Department

Field Trip #2 : 20 | 5700.00
Field Trip #1 | so010

Total Categories: 2

=27 ](5x]

Printing Checks

Sch ool Cash School 10 - School Generated Funds v
Statement
| Checks
S Debit Notice
Detail View | | f 22001
Check Requisition
Change check Layout
Status: Unpostd Test Print Last Updated: 8/10/2019
Branch #: 525 Account #: 3523510 | 637 - The Alamo V|
Check requested by: Peterson, Paul |# Form:1/1 ‘ W | E ‘ » H M | ‘
- | 637
Check Information Previous check Number et Tiahar ‘
Pay To The Order OF The Alamo | Date: | =
Address |300 Alamo Plaza | Amount: |500.00 \
Cily. 5an Antonio Prov/State: | TX | ecizip: 78205 | Tax# | |
Five Hundred 00100
Re: |Admission to the park | invoice # [12345 '
Attention: | | Account #: Print check
Add Category Add Memo Total check Split: $500.00  Difference: $0.00
| Category Name ‘ Cat. # |Amount ‘ GL Department | GL Name \ Memo [
(3 Field Trip #2 6020 $500.00 [
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Check#Covered From: (537 | LG L0 Add To Ledger Print Category Qverflow

Covered To: (637 |

@S M« r W1 ] /1 |[MainReport v| ® [ ] [100% ~
8637
**Five Hundred™= 00 /100
8/10/2019 $***500.00
The Alamo
300 Alamo Plaza
San Antonio TX 78205
637
To: The Alamo $500.00
Re: Admission to the park InvE 12345
To: The Alamo - 300 Alamo Plaza, San Antonio TX 78205
Re: Admission to the park Inw# 12345 837
Check Amount: $500.00
Caegory# | Caegory Name L hame Gi Degiarment Tax Paki Aok Caeqony# | Caegory Name Ci Name &1 Degiariment Tax Pl Aenourk
BI0 Fleld Trip £2 00 50000 H ‘

Style of check: Laser Top. Top 2 sections will go to the Supplier, bottom section remains at the school.
Select the Printer Icon to print the checks
Select: Previous Screen to return to the Check Form.

Option to select Add to Ledger if all printing has been completed
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School Cash Accounting-Issue Checks/Disbursements Instruction Guide
Posting to General Ledger

J) KEVgroup |ssue checks i &= | Profile Settings | Log Out

SChDOI CaSh School 10 - School Generated Funds

\\

i Detail View “ List View || Search |

Once all the checks / reports have been printed, then add all forms to the ledger.
Select: Add to Ledger

Other Issue Checks Features

A. Invoice Tracking

This invoice number and supplier has already been processed, see check # 2476

B. Combining Checks

There are check(s) with the same supplier assigned. Select OK to combine this check with one of these, otherwise select cancel.

C. Duplicating Checks

O KEvgroup |ssue checks i ) &&= | Profile Settings | Log Out

SChOOl CﬂSh School 10 - School Generated Funds w

Add Form
Duplicate Form .
[T Tist View || Search |
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D. Voiding Checks

Detail View || ListView || search |

Status: Unposted Last Updated: 8/11/2019

Branch # 525 Account # 3523510 | 637 - The Alamo hd
Check requested by: Peterson, Paul | # Form:111 ‘|T| |_4_| III |_>|_|
Check Information L_ 63g

Previous check Mumber Check Mumber

Pay To The Order Of. [The Alamo

B
I Date: [08/10/2019 [}
Address: 300 Alamo Plaza | |

Amount: EW|

PC/Zip: (78205 | Tax# | |
Five Hundred 00100
Re: |Admission to the park Invoice #: [12345
Attention: | |Account#: |:| Print check
Add Category Add Memo Total check Split $500.00  Difference: $0.00

!Category Hame

GL Department GL Name
(3 Field Trip %2 [

| Memo

< \ >
Total gories: 1 |
—

E. Customized Check Layout

Q) KEvgroup Check Layout i) & | Profile Settings | Log Out

School Cash

Schoaol 10 - School Generated Funds

[ Show Exra check Recipient
[] Show check Reason
[]Long Date Format

[ cPa Date Style

® DOMMYYYY
Test Print O YYyYYMmMooD
Show check Currency Symbaol
Template Style: | Laser Top v | Ul include Category Name In Reason
Check Style Mame:| | aser 1-Part :I [ Left Align Ward Amount

| Laser Bottom

Laser Middle

385

Laser Top (CPA) wa Hundred 99/100
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F. KEV’s Supplies Store

https://supplies.schoolcash.com

QKEVGROUP

School Cash Simplified

START Shopping Cart Orders My Library My Profile

Search Products

— BOGO!

search Buy 250 checks, receipts, or deposit tickets....get 250 FREE!

Select products only  Offer valid until September 15, 2019
Home
Laser Checks . .
S Your Source for Official School Cash Supplies
Laser Receipts
Envelopes

Endorsernent Stamp
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School Cash Suite

Instruction Guide

References

The Basic Icons

hain Menu

{ij Log Out

Correct method to
close School Cash

Returns to the Main Menu

from any screen Screen

Menu Selector Indicates selected record

b

Indicates Total
Number of records
in the database

Command Selector

Pick List Arrow (Select from a Pre-

determined List) Indicates Visible

Records on current
page

“izible Records: 1 - 50

or ENTER to save current record or
changes

LK =1 Y

or ESC to cancel current changes )
Table Grid Toolbar

[.c INSERT to insert inth [Fga- [ to move to the first row in the
| 5 E or [ to insert a row in the M .
| current grid grid
TR s
i E’x or DELETE to delete the selected P to move to the previous page
o] row Lo
| {? or ENTER to edit the selected row | 4 | move to the previous row
i 0 Access Calendar window | M to.move to the last row in the
= grid
Move the insertion point to "" ; to th ‘
SHIFT/TAB the previous editable field 0 move o the next page
i 3 | to move to the next row
F11 Displays Internet Explorer in Full .~ Browser Back
Screen Mode
Delete the selected category Add a credit record to the
(% | + selected category

transfer/journal record )
transfer/journal record.
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Previous Screen

Access Previous

n Indicates menu
options

Change Paper Size

Sort Activated

1-Column Report
1-Caolumn Report (Fage Break By Categond
3-Column Report
Print Current Find

Causes selected report to generate

or CTRL/P Prints PDF
Reports

=
)
H_ R

Canadian English Version

Québécoise Frangaise
Version

% American English Version

Link to On-line Tip Sheets

|

Switch Funds
between CDN and
USD

Currency

0 *  Browser Forward

2
| x|

Browser Refresh

Delete the selected credit
record
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Notes
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