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Setup
· General Information
· Funds and Accounts

· Receipt Codes

· Department Codes

· Object Codes

· Vendors

· Purchase Order Information

Beginning Cash Balances (Not Beginning Unencumbered Cash Balances!!!)
· Enter Beginning Cash Balances Using the Setup Menu
Use the ending cash balances (not ending unencumbered cash balances) in your year-end financial statements for the prior year.
Create Invoices

· If this is the first month of the year:

· READ “Paying Bills in the First Month”

Important!  For the first month of the year, you need to be careful about the dates you put on the invoices to make sure the invoice is charged to the correct year, hence, the importance of reading “Paying Bills in the First Month.”

· READ “Year-End Encumbrances”

· Create invoices for bills that need to be paid.

Note:  If you already paid bills using another system, then enter those invoices into the computer as if you are going to print checks for them

Fund Summary Reports (Preliminary)
· Print a copy of both fund summary reports (BA/Reports/Fund Reports).  Print year-to-date reports for the month of January (and subsequent months).  The first report is the “cash basis” fund summary (Summary of Cash Receipts, Cash Disbursements and Unencumbered Cash).  The second report is the “budgetary basis” fund summary (Summary of Budgetary Status).

· In the “cash basis” report, the total for the column labeled Ending Cash should tie to the Composition of Cash total shown at the bottom of the report.

Note: The composition of cash shown on the “cash basis” report should tie to the more detailed composition of cash printed under the Banking menu.

· The ending unencumbered cash total on the “cash basis” report should equal the ending unencumbered cash total on the “budgetary status” report.

Create Checks
· Create checks for the invoices you entered previously.
Tip:  If you are going to print your checks using the new system I suggest you create checks by vendor.  The computer will automatically combine invoices going to the same vendor into a single check.

Tip:  If you are printing checks that actually were printed previously using your old system, try to create the checks to match what you printed previously.  For example, if you previously printed a check for each invoice, then create checks by invoice rather than by vendor.  If you previously combined invoices and wrote a single check to the vendor, then create checks by vendor. 
Print Checks
· Caution!!!  Before clicking on the “Print Checks” button (which locks in the check information), click on View Checks.  Make sure you are satisfied with the checks to be printed.
Tip:  If you printed the checks previously with your old system and are trying to get “caught up”, make sure the checks to be printed agree with the checks actually printed (as to amount only, check numbers do not have to match).
Cash Receipts
· Enter monthly cash receipts.  Use BA/Cash Receipts.
· Make cash receipts deposit.  Use BA/Cash Receipts Deposit.

Tip:  On the last working day of the month, be sure to create one last cash receipts deposit for any remaining cash receipts that have not been “deposited.”  You should also prepare a related bank deposit document, even if the receipts are not deposited until a later date.  Do Not leave any cash receipts “undeposited” at the end of the month.  That will complicate the monthly reconciliation process.  After you create the deposit record, do not record any more cash receipts for that month.
Composition of Cash (Beginning Balances)
Composition of cash refers to where the cash is located.  The following locations would be typical:  1) one or more checking accounts, 2) one or more savings accounts, 3) investments in CDs, 4) petty cash, and 5) money for change.  Accounting for the composition of cash is performed using selections on the Banking menu.
· Enter the beginning balances (i.e., book balances, not bank balances) for bank accounts, investments, and cash on hand.  These amounts should tie to the “Composition of Cash” in your year-end financial statements for the prior year.  Use the selections Banking/Beginning Bank Balances.
Monthly Bank Reconciliation for Checking and Savings Accounts

When you receive your monthly bank statement you should proceed to reconcile the statement to your computer records.

Important:  As you reconcile the computer records to the bank statement, be sure that you “account” for every item on the statement.  For example, most of the items on the bank statement will be deposits and checks.  You will “account” for these items by “clearing” them on the computer.  Other items on the statement, such as interest and fees for returned checks, will have to be accounted for in a different way.

Follow these steps to reconcile a bank account:

· Clear deposits (Banking/Outstanding Deposits).  Normally there will be no outstanding deposits at the end of the month.  However, there could be if you made a deposit on the last day of the month and the bank did not process it until the following business day.
· Deposit on bank statement is not in computer.  The most common example of this will be interest the bank has credited to your account, but which you have not yet entered into the computer.  Follow these steps to account for the interest on the bank statement:
Enter the interest as a cash receipt (BA/Cash Receipts).  Enter it just like any other receipt to be deposited into the bank.  For the receipt transaction date, use the date on the bank statement.
Create a cash receipt deposit for the interest (BA/Cash Receipts Deposit).  For the deposit date, use the date on the bank statement.
Clear the interest deposit (Banking/Outstanding Deposits).  

· Clear Paper Checks (Banking/Outstanding Paper Checks).

Note:  If there were checks written in your old system that are still outstanding, you will have to add that total amount to the outstanding checks shown in the bank reconciliation printed by the computer.
· Clear Electronic Checks (Banking/Outstanding Electronic Checks).

· Returned Check.  If the bank statement shows a debit for a returned check that you had previously deposited, you can account for it using the following steps:
Enter a “negative” cash receipt for the amount of the debit (BA/Cash Receipts).  Enter it just like any other receipt to be deposited into the bank, except that the amount is negative.  For the receipt transaction date, use the date on the bank statement.  Because most such returned checks are utility customer payments, you can simply credit the receipt to your largest utility fund (e.g., Water Fund) and the receipt code for customer payments (e.g., Charges for Services).

Create a cash receipt deposit for the “negative” cash receipt transaction (BA/Cash Receipts Deposit).  For the deposit date, use the date on the bank statement.

Clear the “negative” cash receipt deposit (Banking/Outstanding Deposits).  

· Look for other, non-routine, items on bank statement (i.e., items other than transactions discussed above).  Make sure all such items have been accounted for in the computer bank transaction records or the budgetary accounting records.  If you need assistance, don’t hesitate to contact technical support.
Investments (CDs)
· Update investment records.  If there is any investment activity during the month, various computer entries might be needed, depending on the type of transaction.  Following are three of the most common types of transactions and how to handle them:
Transaction 1 – Purchase of a CD using cash in a bank account.

· Select Banking/Investments and CDs
Click on Enter New Investment to enter the purchased CD.  The amount would be the purchase amount.  Any projected interest amount should not be included.
· Select Banking/Deposits and WithDrawals

Click on Enter a WithDrawal to enter the bank withdrawal transaction.
Transaction 2 – Redemption of a matured CD for cash.

· Select Banking/Investments and CDs

Click on Redeem an Investment to enter the redemption.

· Select Banking/Deposits and WithDrawals

Click on Enter a Deposit to enter the bank deposit.  The amount of the deposit would be only the principal amount of the investment.  Do not include the interest in this deposit amount because the interest will be deposited separately as a cash receipt!

· Select BA/Cash Receipts

Enter the interest earned on the redeemed CD as a cash receipt.  Enter it just like any other receipt to be deposited into the bank.  For the receipt transaction date, use the date on the bank statement.

· Select BA/Cash Receipts Deposit

Create a cash receipt deposit for the interest.  For the deposit date, use the date on the bank statement.

· Select Banking/Outstanding Deposits

Clear the interest deposit.

Transaction 3 – Renewal of a CD with the interest “reinvested” in the renewed CD.

· Select Banking/Investments and CDs

Click on Redeem an Investment to enter the redemption.

· Select Banking/Investments and CDs

Click on Enter New Investment to enter the “renewed” CD.  The amount would be the purchase amount.  The amount would be the full amount of the matured CD, including the interest earned.  Any projected interest amount on the new CD should not be included.

· Select BA/Cash Receipts

Enter the interest earned on the redeemed CD as a cash receipt.  Enter it just like any other receipt except you should “unclick” the check box labeled “Deposit Receipt into Bank Account”  For the receipt transaction date, use the date on the bank statement.

Note:  Leaving the “Deposit Receipt into Bank Account” box blank means you do not want to deposit the amount into any bank account.  Keep in mind that the interest was reinvested in the new CD, so it will not be deposited into any bank account.

Composition of Cash (Month-End Balances)

· Select Banking/Composition of Cash

Print the composition of cash.
Fund Summary Reports (Final)
· Print a final copy of both fund summary reports (BA/Reports/Fund Reports).  Print year-to-date reports for the month of January (and subsequent months).  The first report is the “cash basis” fund summary (Summary of Cash Receipts, Cash Disbursements and Unencumbered Cash).  The second report is the “budgetary basis” fund summary (Summary of Budgetary Status).

· In the “cash basis” report, the total for the column labeled Ending Cash should tie to the Composition of Cash total shown at the bottom of the report.

Note: The composition of cash shown on the “cash basis” report should tie to the more detailed composition of cash printed using the Banking menu.

· The ending unencumbered cash total on the “cash basis” report should equal the ending unencumbered cash total on the “budgetary status” report.

· The outstanding encumbrances and accounts payable total on the “cash basis” report should equal the sum of the totals on the following two reports:
Outstanding Purchase Orders (BA/Reports/Outstanding POs Report)

Unpaid Invoices (BA/Reports/Unpaid Invoices Report)

The sum of the totals on these two reports should always equal the total outstanding encumbrances and accounts payable on the “cash basis” monthly fund summary report.  If the totals are not in agreement, you can print the two reports By Fund and probably narrow the problem down to one or two funds.  However, at this point you should contact Technical Support for assistance.
Repeat for Subsequent Months
· Repeat these steps every month.  Of course, some of the steps apply only to the first month of the year.


