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System Overview

The School Account Management (SAM) system is a budget management tool that

can be used for a variety of purposes such as:

e Recording allocations and expenses for the budget accounts you want to track.

Creating Request for Payments.

Creating Storehouse orders.
Producing reports on a variety of budget information.

The system is composed of 5 databases as explained below:

[,
Primary database used for entry of all transactions.
I

R eqizter

-
A catalog of items available from the Storehouse.
rgl

Catalog

[
-:,‘,m Contains Storehouse order records.
rtl

GrpQrdrs

=

'r:r-'!‘; Contains vendor information entered by the user.

D ztvendr

-,m" Contains Request For Payment records.
gl

HeqFrFPay

Recording Petty Cash transactions and printing petty cash checks.
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System Configuration

SAM has the capability to track allocations and expenses simply by budget account
code, or in a more complex manner by department, teacher, grade level or any other
specific grouping. The system starts out as a “blank slate”, so you can choose the
configuration that best meets your needs.

Simple Configuration

FIELD SUGGESTIONS FOR WHAT TO ENTER

Account Name e Any types of allocations or expenses you can’t track by
budget code. (Your monthly FMS Reports will show
budgeted dollars and expenditures by budget code.)

Example #1: Printing & duplicating jobs done by Graphic

Services may be charged to various budget codes. An

Account Name of “Graphic Services” would allow you to

track expenditures for all Graphic Services requests.

Example #2: Gifts given to a school/program may be

charged to multiple budget codes. To track the expenditure

of gift funds create an Account Name for each one.

Group Leave blank.

Category “Storehouse” (required for Storehouse orders).

Complex Configuration

FIELD SUGGESTIONS FOR WHAT TO ENTER

Account Name e Grade level (if money is allocated by grade level).

e Program (such as Athletics, Science, Math, English, etc.).

e Individual names (if money is allocated to individuals for
purchasing classroom or other types of supplies).

e Budget Administrator’s name, if tracking budgets for
multiple programs.

Group e Program name, if tracking budgets for multiple
programs.

e Any other specific grouping not already set up as an
Account Name.

Category “Storehouse” (required for Storehouse orders)
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Redistributing Funds Within a School/Program

The district allocates funds by budget code. If your school/program redistributes
funds to individuals, departments, grade levels, or any other method, you can track
the allocation and expense records at that detailed level. Follow the examples below
for entry of allocation and expense records to ensure your account balances are
correct and detailed reports can be produced.

Example

In this example, Monroe school has a total of $6,000 budgeted for classroom supplies.
Each teacher will be allocated $500 to purchase supplies for their classroom. Enter
the allocation records as follows:

1. The initial allocation record is the total amount for that budget code.

,,,,, Record Date Org ¥ School /Pragram MHame
10801072003 P ..A828  tiMonroe School
Bocourt Marne Group
iGeneral Fund i | Reconciledto:
; : 3 i| FM5 activity Repart i
Lategory : | Pefty Cash Record FL#H} Wity Repo
LS - Eank S‘tatemer‘t :D
I ce/Receipt Irnzi cefReceipt Individual General Rl Quwer
____________ Murnber Date Wlos, Mloe, 4o, Total dloc.
.................................... P+ $6,000.00 i+ 1=[ $6,000.00 |
Description (shows on reportz) ibeginning balance for 2003-04 ]
WEund, .0 Program  Finance, | Object JLonrse  Budoet number
Eo01 i-f A28 -1 203 -1 000 - iF430 - 0000 [01-628-203-000-6430-0000 |

2. The individual allocation records are entered with the Account Name as the
teacher’s name, $500 as an Individual Allocation, and zeroes for the budget

code.
Record Date Org & School fPrograrn Mame
828 iidMonroe School
Becount Marme Group
iTeacher#1 Reconciled ta:
Cateqory i
Imuai cefRecei pt ImuaicelRecei pt Individuzl General Roll Over
............ Hurnber Diate Ao, Aloe, Aloe, Total Aloc.
.................................... $500.00 i+ -+ = §500.00 |
Description [shows on reports) iallocation for classroom supplies for 2003-04
Liund o Ora Frogram  Finange, . Objedt JLourse  Budoet number
Eonn i AR - 000 i-: 000 f- 0000 i-: 0000 [00-528-000-000-0000-0000
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3. When the teachers spend the money, record the expense with the teacher’s
name as the Account Name and enter the actual budget code.

ecord Date : Org & : School/Prograrm Marme
528  “:Monroe School
Becourt Marne Group
‘Teacher 1 i | Reconciled to:
: ; FHS betivity fudit |
Category: i Petty Cash Record
ik ‘ ! I_I Bank Statermert [ J;
storehouse ... P [ werdor )
Order #i idmerican Office Products
Description [shows on reports) Es=t.Cost Inuwoiced Cost Final Cost
flarge wall maps i g1ss00 ¢ | 15600 |
Fund Ora... FProgram  Finanes Object . JLourse  Budoet number
01 &= 528 i-: 203 :-: 000 :-:G430 - 0000 £{01-528-203-000-6430-0000 |
Fetty Cash Inuwaices/Recei pt
o BERB o Ren EOR L PefbwCash#., [ Baid Date. | InwoicedReceict®.o ., o Dabso
P 123458 i 7734 FEANN03

4. You can track both the allocation and expenditures using the “Current Balance
by Budget Number” report (shown below).

Current Balance by Budget Number

Total Allocations - Total Expenses = Balance Record
01-528-203-000-6430-0000 $6,000.00 $297.00 $5,703.00
Account Hame: Total Allocations - Total Expenses = Balance Record
General Fund $6,000.00 $6,000.00

- e Allocations ——— Experses
Date Wendor Category  Description Roll aver General Individual  Estimated  Inwoiced
06003 | | | Beginning Balance For 2003-04 | | sso00.00|
Account Hame: Total Allocations - Total Expenses = Balance Record
Teacher #1 $0.00 $156.00 -$156.00

- o Allocations —— Expenses
Date Wendor Category  Description Roll aver Gereral Individual  Estimated  Inwoiced
D603 | American Office Froducts | | Large wiall Waps | | | | | g156.00]
Account Hame: Total Allocations - Total Expenses H Balance Record
Teacher #2 $0.00 $77.00 -$F7.00

- e Allocations —— Expenses
Date WMendor Category  Description Roll over General Individual  Estimated  Inwoiced
06003 | Lakewsod Fublishing | | Encyclopedias | | | | | geroo]
Account Mame: Total Allocations - Total Expenses H Balance Record
Teacher #3 $0.00 $64.00 -$64.00

- o Allocations —— Expenses
Date Wendor Category  Description Roll over General Individual  Estimated  Inwoiced
0603 | Office Depot | | Flipehart £nd Easel | | | | | sma00]
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5. You can also track individual teacher expenditures by using the “Current
Balance by Account Name” report (shown below).

Current Balance by Account Name

Account Name: Total Allocations - Total Expenses = Balance Record
Teacher #1 $500.00 $156.00 $344.00
P e Allocations —— Expenses
Date Wendaor Lategory  Description Roll ower General Individual  Estimated  Invoiced
oeon: | | | Alocation For Classroom Supplies For | | | F500.00 |
0610003 | American Office Products | [ Large wall Map= [ [ [ [ [ #1s6.00]
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Navigating the System

These are the common buttons used to navigate the SAM System:

Starts the process of entering a new allocation or expense
transaction.

Copies information from an existing record to a new record. The
new record can then be modified as needed.

Brings up a “find” screen that is used for searching for a record or

group of records.

Finds ALL records in the system.

Displays a list of records based on the criteria the user entered
in the Find screen.

2 W [ e

Rev. April 2005 Page 9 Saint Paul Public Schools



SAM (School Account Management) System User Manual

Navigating the System (continued)

E Displays a menu of all available reports.

Displays a screen for entry of system default information.

Geltwwys

Displays the Petty Cash screen where check information is verified
Petty before printing. The petty cash check number must be entered
Sl before clicking on this button.

Request For Payment! Prompts you to view a list of existing RFPs or
enter a new RFP.

— This button shows you the number of the record you
1 are viewing within the group of records you have
selected, and allows you to display other records by

clicking on the arrows.
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Entering Transactions in the Register

Allocations

At the beginning of each fiscal year, an allocation record needs to be created for each
budget account that will be tracked.

Creating an Allocation Record
1. On the Entry screen click on the New Record button.

2. A dialog box asks which type of record you want to create. Click on the
Allocation button.

FileM aker Pro

wehhich type of résagd do pou wizh to create?

Cancel Allocation

Rev. April 2005 Page 11 Saint Paul Public Schools
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3. The Allocation screen displays. Complete the fields as shown in the example
below.

Note: There are three different ways to allocate money:

e Individual Allocation — money allocated directly to an individual, such as a
Teacher.

e General Allocation — money allocated to a budget code.

e Roll Over Allocation — money allocated to a budget code that is left over from
the previous fiscal year. This field is primarily used for Intraschool budgets.
Intraschool allocation records are always entered under budget code
19-XXX-000-000-5099-0000 (XXX would be your organization number).

Org # School fProgram Mame
528 iMonroe School

Becourt Marne Group
Account Marme 31 HGroUp Mame 31 i | Reconciled to:
: ; ; | FMS Activity Report
Category iCategony Mame #1 i Petty Cash Record PC#: IHhrase
CPPPR. ; Eanl-; Statement ‘.D
Irwoi cefReceipt Irwoi celRecei pt Irdi wi dusal General Raoll Ower
HNurmnber Date Mo, Mo, Aloc, Total Mlac.

i+ $A 00000 i+ =] 500000 |

Dezcription [shows on reports ] ibeginning balance for fizcal we ar 2003-04

Comrmerts (does not show on reports] 4

| Berowl# |
: el E S

Note: When entering the object code, always select the number from the drop-down
list. Typing the number in the field will not enter it in the system correctly.

4. When finished entering information, click the New Record button to enter
another allocation record.

St. Paul Public Schools Page 12 Rev. April 2005
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Expenses

There are five types of expense records. The following sections describe how to enter
each type of record.

General Expenses

General expense records are typically used to record expenses for internal district
services such as Graphic Services, Food Service, or Transportation. Those expenses
are automatically charged to your budget in FMS, so you don’t need to pay those
departments with a check or RFP. The estimated cost of a Purchase Requisition also
should be entered as a general expense.

Creating a General Expense Record
1. On the Entry screen click on the New Record button.

2. A dialog box asks which type of record you want to create. Click on the Expense
button.

FileM aker Pro |

Which type af recard do vau wizh o create?

Cancel Allozation
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3. The Expense screen displays. Complete the fields as shown in the example
below.

Note: An expense can be entered two different ways:

e Estimated Cost — Use this field if you want to record the expense before
the actual cost is known. This is typically used for Purchase Requisitions
and Storehouse orders. You could also use this field to estimate for the
entire year the cost of copier and fax machine rentals, or other “fixed”
expenses that occur each month. When you know the actual cost, you will
need to edit this record and add the actual cost to the Invoiced Cost field.

e Invoiced Cost — Use this field if you know the actual cost, such as petty
cash checks, Graphic Services, Food Service and Transportation expenses.

Record Date Org # School iPrograrm Mame
05/30/2003 [ 528 |[monroe Schoal |
Bocount Nare Group
|Account Name #2 |[Group Name #2 Reconciled to:
FMS Detivity Audit
Category [Category Mame #2 Fetty Cash Record
4 }fl Hony | ¥ Bank Staternent E

Storehouse {_Mendor ]
Drder#:l mphic Senices |

Dezcription [shows onreports] E=t.Cost Inwaiced Cost Final Cost
[posters for Fall Carnival | | | s7500 || g7500 |
Fund Or Frograrn  Finance Object Course Budget nurnber

19 528 |- [ o0 |- [ ooo |- [6405 Fund raising]-[ 0000 | [18-528-000-000-6405-0000 |

Petty Cash Imzi cefReceipt

Fm“ﬂrwﬂfmﬂrm?z‘“ﬁﬁ“mﬁ — —

Corrmerts (does not show on reports))

Request For Payment!

(SIS Lo

Note: When entering the object code, always select the number from the drop-down
list. Typing the number in the field will not enter it in the system correctly.

4. When finished entering information, click the New Record button to enter
another expense record.
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Request for Payment (RFP)

A Request for Payment (RFP) form is required when an invoice meets the criteria to
be paid through the district’s Business Office.

Entering an RFP

1. Go to any Expense Entry screen and click on the Request for Payment
button.

Request For Paymment!

2. A dialog box offers you the option to view a list or create a new RFP. Click
on the New button.

FileM aker Pro

Mew RFP or view a list?

Cancel
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3. The Request for Payment screen displays. The RFP Date and RFP# are
automatically filled in by the system.

Mew RFP | “ew List | Find an RFP | Prirt RFP | Retum to Register | RFF Date: Ijﬁ,l'3|:|,|'|:|3| RFF#
06103

CALL COLLEEN SHIELDS AT 777-5555 WHEM CHECK 15
READY. COLLEEN WILL FICK IT UP.

Click here to add a
Yendor

051503 COLLEEMN SHIELDS

American Office Products
address ling 1
address line 2
address ling 3
city st 99994

Need By Date: When the payment is needed.

Special Payment Instructions: Enter information the Business Office needs to
know to process this request appropriately.

Date Goods/Services Received: Date the goods/services were received by your
school or department.

Received By: The person who can confirm the goods/services were received.

Vendor: Select the vendor from the drop down box. The Address field will
automatically fill in. If this is a new vendor, click the Click here to add a Vendor
button and add the vendor.

4. Click on the Add a Line button to display fields for entering budget and
invoice information.

Fund¥ Org# Prog# Find  0Obj#  Crz# Arnritdd Inwvaicel ||
PS“ P01 F AZ8 & 203 5 000:6401E 0000 $1,200.00: A87 A5
ne ° || L -
[ 528 | [Monroe School | Irwaice Date: :0501/2003!
- Group: i Category:i
Duplicate E % i : :
Selected Vendor: (American Office Products i becourt Mare:  SAccount Name #3
Description: {calendars for staff for fiscal year 2003-04 -

Fund/Org/Prog/Fin/Obj/Crs: The budget code to be charged for this line item.
Amnt$$: Amount to be charged to this budget code.

Invoice#: Invoice number. If no invoice number, enter the order number,
confirmation number or any reference number listed on the vendor’s invoice.

Invoice Date: Date of the vendor’s invoice. If there is no date, enter the date of
service, order date, or current date.

Group, Category, Account Name: Select the appropriate names from the drop
down boxes.

Vendor: The vendor is automatically filled in by the system.
Description: This field is optional. It will not print on the RFP form.
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RFP Description: A description of the purchase may be entered as well as any
information regarding a problem with the goods or receipt of the invoice.

RFP calendars for staff for fiscal year 2003-04 .

Description

= Payment Dvermide Final F nt Amount
| verityRFP Total$$ |  Total$s: $1,200.00 HW-”” [ 5120000 |

5. If the RFP has only one line item, finish the record by clicking the Verify
RFP Total$$ button. The system will calculate and display the total of the
RFP in the Total$$ and Final Payment Amount fields.

If multiple invoices are being paid on one RFP, or one invoice is being charged to
multiple budget codes, you can duplicate a line item and modify the information, or
add a blank line and fill it in. To simply add another blank line, click on the Add a

Line button.

To duplicate a line item:
1. Click the orange Select by Clicking Here button
That area of the screen will turn black.
jhen click the Duplicate Selected button.

Add 3
Line
|

Ouplicate
Selected dar: ourt Harn

Progh Fin® Obj#

2. Another line item will display with all fields duplicated except for the
Amnt$$ amount and Account Name.

Fund#  Org¥ Prc\g#" Fin# Obj# y Crsi . Draritdd . Inuoicel .
~dda | 508 303 F 000 F6401 7 0000 & ETES ¢ [[select by
Line |—| 5""'"""""""""""""' B Clicking

528 | [Monroe Schaool | Inwoice Date: 05/01420031 Hare
Dunlicat Group:; | Category:
uplicate ; ;
Selected Vendor: (American Office Products i fecourt Mare: Unknown

Description: icalendars for staff for fiscal vear 2003-04
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3. After entering all line items, click on the Verify RFP Total$$ button. The
Total$$ field and Final Payment Amount field are automatically calculated
by the system. They should match the total amount the vendor is being paid.
If the total dollar amount is incorrect, verify each line item and make
corrections to the Amnt$$ fields as necessary.

4. Click on the Print RFP button at the top of your screen. The Print dialog

box will display. Select the appropriate settings (the RFP sent to the Business
Office must be blue paper) and click OK.

Find an RFP
While on the RFP Entry screen, if you need to find a specific RFP follow these steps.

1. Click on the Find an RFP button. A screen displays as shown below.

Find an RFP

Continue -

2. Enter your search criteria in any of the fields and then click on the Continue
button. A list of RFP records matching your search criteria will display.
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Request for Payment List

While on the RFP Entry screen, the View List button can be used to view all the RFP
records in the database (see example below) To return to the RFP entry screen, click
the View Entry button.

“Aew Entry .
Request for Payment List
RFP
RFF& RFP Date: Vendor Descriphion
52800221 | 0530003 | American Ofice |calendars for staff for fiscal year 2003-04 . |
52800231 | 0a3003]IKON | copier rental fees for April and May, 2003 |
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Storehouse Orders

Creating a Storehouse Order accomplishes two functions:
e Records the expense in the budget register.
e Creates a hard copy order form that can be faxed to the Storehouse.

Depending on how you want to manage the ordering process, you can create separate
Storehouse orders for each individual, or combine orders for several individuals under
one order number. In either case, only one budget code can be entered for the entire
Storehouse order.

Creating a Storehouse Order

1. On the Entry screen click on the New Record button.

2. A dialog box asks which type of record you want to create. Click on the Expense
button or press Enter on your keyboard.

FileM aker Pro Ed |

whhich type of recard do pou wizh to create?

Cancel Allozation
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3. The Expense screen displays. Fill in the fields as shown below:

Renord Date Org & _Schn:n:I."Pngram Marne
 08/30/2003 ..328  Monroe School
. Pecount Nare _Gn:uup ) -
Account Mame #3 LiGroup Name #3 { | Reconciled to:
H : FMS Betivity fodi
Category:Storehouse i Petty Cash Record
e ¥ I_I Eank Statement i i
Storehiouse g ; I:;:l-_l'%ndgr )
Order #i....0... tarahoiee
Description [=hows onreports) E=t.Cost Invoiced Cost Final Cost
Fund Org... Frogram  Finanes Object . Jourse  Budget number
01 &% A28 i1 203 (-1 000 f-iR401 - 0000 £ [01-528-203-000-6401-0000 |
Petty Cash Inuaice/Receipt
’_E.E'Eﬂ_‘ s BERd GBDE L Relty Cashd,  Bald Rate.  InweicelReceipt#.. o Patel

Account Name and Group: Select names from the drop-down boxes.
Category: You MUST enter “Storehouse”.

Storehouse Order #: A drop-down box will display listing your USED storehouse
order numbers. Add 1 to the last number used (at the bottom of the list) and type the
new number in the field

Vendor: Select “Storehouse”. —

Budget Codes: enter the budget code the order will be charged to. Remember, only
one budget code can be entered for the entire order.

5. Click on the Switch to Storehouse button at the bottom of your screen.

Switch to Storehouse!
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7. The Storehouse entry screen displays. The information entered on the Expense
screen carries over to this screen. In the bottom section , enter specific item
numbers and quantities as shown in the example below. To enter items, choose
from the list that appears when you click into the Item# field.

kemd Uk Description Dy FPice  kem Todl
......... 01-0031 | Set  [Aphabet Cards Wl - Manuscr

w3 | snon[s

- sence Summary Daily - Ho ad of 25 .
01-0010 Adhesive - Preszure Sensitive Liquid hiagne” ]
09-0250 Admit Slip - HS2F Pad of 100

42-0090 Acohol Lamp Bumer 4 oz hg List? Total nf“;eﬂ

Mo Arhabet Cards WAl o Corciva

...................................

NOTE: If an Item# is entered that does not exist in the Catalog, a message displays

in the Descriptio@.

‘ tern# Description \ Gty Price ttern Total ‘
i

01-3345 Please re-enter the itermn #

Linit Deeccriphion
52t |Aphabet Cards Wiall - MBnuscn

| Each [Bread Size Loaf Pan - Pyrex

[ _Ezch_[parometer Tube 2652
| Long List?) Total of He [ sza40z |

sz

6. When finished entering all items in this order, click on the Total of Items? button
to view the estimated total for this order. The total amount will also automatically
fill in the Est. Cost field.

3 If you combine orders for several different people, you may print the
= individual's portion at the time it is entered as either a confirmation for
Prirt . .. . . . .
This Individual's the individual or as a distribution slip to be used once the order has
Worksheet arrived from the Storehouse.

To browse the entire Catalog, click on the Catalog button.

=
Print To print the entire Storehouse order, click on the Print Storehouse#

Starahnnzad

4 button.
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Adjusting Storehouse Order Dollar Amounts

Prices in the Catalog are updated only periodically, so they may not be accurate at the
time you create the order. The Storehouse also adds an “overhead charge” when the
order is processed. When you receive the Storehouse pick slip with your order, edit
the original storehouse record and type the sub-total amount that shows on the
Storehouse pick slip in the Invoiced Cost field.
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Vendor Information

Vendor information can be carried over from year to year by importing records into

the new vendor database. The easiest way to add new vendor information is to enter
it as you record the expense transactions.

New vendors can be added three ways:

e While entering an Expense record in the Register.
e While entering a Request For Payment record.
e Adding it directly to the Vendor database.

Adding a Vendor While Entering an Expense Record

1. On the Expense screen, click the/e\ﬁndor button.

Storehouse ‘Wernid }/
e

Description [shows onreports) Est.Cost Imwoiced Cost Fimal Cost

2. A dialog box displays asking if you want to add a vendor. Click the Yes button.

FileM aker Pro

Do you wizh ta Add a Yendar?

3. The Vendor entry screen displays (see next page).
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4. Complete the fields on the Vendor entry screen as shown below.

Pay To Hame Lakewood Publishing
Pay To Addresz 1000 Mormandale Boulevard
Suite #400
Aftn: Accounts Receivahle

Fay To City  ihinneapolis ]
Fay To State MM ! Fip Code (55395
Vendor Phome (51 2-EES-1274

Wender Email  wesey |akewood.cam

DoOME

[ List ] Delete Vendar

5. When finished, click the Done button. You will be returned to the Expense
screen.

Adding a Vendor While Entering an RFP

1. Inthe middle of the Request For Payment screen, click on the Click here to add
a Vendor button.

Click here to add a
Vendor

2. The Vendor entry screen displays (as shown in the previous example). Enter the
vendor information and click the Done button to return to the RFP screen.
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Adding a Vendor Directly to the Vendor Database

1. Double click on the DstVendr database to open it.

@
Datendr

2. A dialog box displays requiring you to enter a password. Enter the password and
click the OK button.

File "D st¥endr. FP3" Ed

EEISSWD[I:' I xxxxxxxx

\ 4
| ] 4 I Cancel |

3. The Vendor Entry screen displays. Fill in the fields, and when finished click the
Done button. The screen will minimize. If you are entering more than one
vendor, maximize the screen, click the New Vendor button, and continue entry.

4. Close the DstVendr database when finished.
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Editing Vendor Information

Once vendor information has been entered in the system, it can be changed at any
time. To edit vendor information:

1. Double click on the DstVendr database to open it.

@

Datendr

2. Enter your password and click the OK button.

[) il 2 =

xxxxxxxx

Password |

k. Cancel

3. The vendor entry screen displays. Click on the Ljst button.

Type in the information below to add a
vendor.

Pay To Marme /

Pay To Bddress /

Pay To City /
Pay To State { Zip Code | /
‘endor Phone /

Vemdor Email /
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4. A list of vendors displays in alphabetical order. Use the scroll bar to find the
vendor you want to edit, then click on the vendor name.

PAY TD NAWE

Click on the vendor to view
their address information.

Abhott Paint & Carpet Company

E51/698-5518

Action Plastic Sales, Inc.
Addison Wesley Longman
Adrover, Mellie

AIMS Education Foundation
Armarican Goidance Service

G12786-4144
800r52-2259

888-733-2467
ANMIR2R-28R0

The vendor entry screen displays with the selected vendor’s information.

Pay To Hame Lakewood Publishing

Pay To Addresz 1000 Mormandale Boulevard
Suite #400

Attn: Accounts Receivahle
Fay To City Minneapalis

Fay To State  :fil Zip Code el

Werndar Fhome (51 2-GES-1274

Wender Email  wesey |akewood.cam

Click onh the DONE button to return to

previous screen.

DoOME

[ Mew Vendor ] [ List ]

[ Deletew]

Edit the information in any of the fields, and when finished click the-Done button.
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Reconciliation

Regular comparisons should be done between your SAM data and the monthly FMS
Activity Report. The data on the FMS system is the “official” financial record of the
district. However, errors can occur in processing and the only way to catch them is to
reconcile the two sets of data.

Record Check-off

Both the entry screens and View List screen have fields for Record Check-off. This
feature allows you to mark the record as having been matched against a bank
statement or FMS Activity Report.

Entry screen check-off boxes

Reconciled ta:
FMS fetivity mudit
Eank Staternent E

View List screen check-off boxes

;
hﬁw
i)

Floc. Bpenses

Aocowe Goap ™ vendor " General Indivichel Rol Estimated  Inwoices

4th grade-hM History | General Storehouse Flda a8 (| ] ‘
Sth grade- Owxford Pool | Monroe Oxford Pool $79.00 | 4932PC [ ]
#th grade- Oford Pool; |Monroe F13% .00 i| S000824 ] (]

Ath grade- Owford Pool | honroe Comfort Bus 715 | 18602 =] O
Adrover, Mellie General Adrover, Mellie 0023 | 4389PC ] G

AT 8T Account honroe $1.000.00 L] [m]

AT & T Aocournt hanroe Masco Fort F70.23 | 4916PC ] G

AT & T Account hianroe Al Bducation J92.29 | 4920PC Ol Ed I
AT 8T Accourt Morroe Mazeo Fort 606 [4osrc \[ O/ ] &/

C

Changes to the dollar amount, budget code, check number or check date on a
reconciled record will trigger a warning message (see below). You have the choice to
leave the record as is, or go ahead and make the change.

FileM aker Pro I

Are pou sure you want to change this
reconciled record? | no, click "Revert Field".
If yes, click "Yes"

Bevert Field
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Viewing Records

View List

The View List provides an easy method for viewing all records or groups of records
in the Register. Column headings that are asterisked(*) may be clicked on to sort the
list.

Fnpz || FAD Click on any line to view that record. —
Click onany % to sort 3 column. Records withoot Report
Ent Screen infor mation will appear listed at the top of 2 column.
Hlac, Expenses EecrICH
Date *  fecourt ™ Group Vendor ¥ Genersl Indi vidual Eoll Over Edtimated nwoices  Ref Mum™  FMS* Bank®

040103 | Ascount Hame §1 Group ABCOEFGHIJE F1,234.56 1111PC | |
02803 | Account Mame #1 Group American $5 555,00 [ 11000191 P ﬁ:
042903 | Bccount Mame #1 Storehouse F358.00 (] (]
05503 | Account Hame #1 Group Amercan Hoootai Py | (O (]
0530003 | Account Hame #1 Group $5,000.00 (] (]
040503 | Account Mame #2 Group Office Depot F1.123.00 | 957654P0 ] C
D42803 | Account Mame #2 Group 1KON F655.00 | GRESGRO ] C
0442203 | fecount Name #2 $torehouse Fr58.00 O O
05630003 | Accourt Mame #2 Group Graphic $75.00 ] C
0411403 | Account Hame #3 Group hlary Beth F3,3%3.00 | 1100020 P | |80 C
042803 | Account Hame #3 Group F10,000.00 1PC C O
042803 | Aecount Mame #3 Group $99.000.00 C O
MR | frercrd Marme 87 Frram Miéfine Marct arEn o | A nnne e | o ]

e, The FIND? button takes you to a find screen where you can search

for a specific record or groups of records.
:lLrll_:J The FIND ALL! button brings all Register records into the View List,
in date order.
- The Quick Report button prints the current group of records as
Report shown, and allows you to add a title to the report.

St. Paul Public Schools Page 30

Rev. April 2005



SAM (School Account Management) System User Manual

Using the “Find” Screen

It is better to enter as little information as possible to make sure that a request is not
overly complicated. Using just the beginning part of a word often eliminates the
possibility of misspelling that word. If a match isn’t found, a message indicating that
"No Records were found" will be displayed.

After the search criteria are entered, click on the Continue button. You are returned
to the Entry screen if only one record matches the criteria, and to the View List if
there are multiple records.

Enter searchireport criteria in any single box or multiple
boxes below. Press the Enter key or click on the Continue
button when you are done.

Record Type Record Date Year (ex:2003) Month

_n.[:[:uurrt Hame _ Group Category

Expense Info:

Storehiouse Mendor
Orderd |
Description Est.Cost Invoiced Cost Firal Cost Fetty Cash?
Allocation Info: General Roll Ower
I JJE/Rcpt. & Inu JJEfRcpt, Date Individual Mloc. Ao, Ao, Total Mloc.
Fund . ..0ra.  Frog.. Finance | Object Bourse | Budget number
RFF# Requisition# FO# Petty Cash# Invoice & Inuoice Date

I Check Off: Bank Staternert @

| .
Cancel Continue Find ALL

FMS Activity sudit i ;
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Advanced Finds

Find With More Than One Criterion

This type of “find” is typically used to produce petty cash reports where one or more
checks are outside the range of check numbers. Follow this example to include a
check that is outside a range of check numbers.

1. While in the find screen, enter the first search criterion. (Example: Petty Cash #
2201...2254)

2. Go to the Mode menu and choose New Request.

3. Enter the second search criterion. (Example: Petty Cash # 2175)

4. Click the Continue button at the bottom of the screen.

The result would be a petty cash report that includes check 2175 and checks 2201-
2254,

Find With More Than One Criterion Using Omit

This type of “find” is typically used to produce petty cash reports where one or more
checks need to be excluded from the range of check numbers. This type of “find” can
also be used to omit petty cash checks that were charged to last year’s budget from
standard reports. Follow this example to exclude a check within a range of check
numbers.

1. While in the find screen, enter the first search criterion. (Example: Petty Cash #
2201...2254)

2. Go to the Mode menu and choose New Request.

3. Enter the second search criterion which you want omitted. (Example: Petty Cash
# 2250)

4. Click on the status area control button between the Zoom Out button and the word
“Find” at the bottom of the screen. This gives you access to the status area.

| 100] o] o] 5| Find -]
|

o

Click the Omit check box in the status area.
Click the Continue button at the bottom of the screen.

S

The result would be a petty cash report that includes checks 2201-2249 and 2251-
2254,
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Creating a Report

Click on any button to preview
or print that report.

Expenses for
an Account

Expenses far
a manth

Expenszes for
3 iFroup

Allocations for

Allocations for a

Group Allocations

an Account manth by manth
Starehouse Current Balance Current Balance
Tatal by Account Hame by Object Code

Current Balance

Fetty Cazh

Reconcile

by GFroup Budget Summary an Account
Fetty Cash Petty Cash Pethy Cash
List Budget Detail Outstanding

(Go to Entry

Reports

1. On the Expense or Allocation entry screen click on the Reports button.

2. The Reports Menu displays. Double-click on the report you want to generate.

3. The Find screen displays. Enter the appropriate information for the report you are
generating, then click on the Continue button.

NOTE: To get accurate expense reports, remember to exclude outstanding petty cash
checks that were charged to last year’s budget.
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Enter a title for your report. Your school name and other specific information is
especially helpful if the report will be distributed to others. When finished, click

the Continue button.

e

Type the name of your report (your school/program
name and the data that was selected) and click the
Continue button.

Report Name Example:
Ames Petty Cash List - Checks 2301-2385

Monroe- Expenses for September 2003

| Continue |

| Cancel I \ersion 1.0

5. Adialog box displays giving you the option to Preview or Print the report.

Note: Always Preview the report to make sure it includes the data you expected
and it’s in the proper format (portrait or landscape).

FileM aker Pro

Frint or Prewvigw?

Preview |

6. Inthe Preview mode you can change the format from Portrait to Landscape by
going to File > Page Setup. If you don’t want to print the report, click the
Cancel button to return to the Reports screen. If you want to print the report,
click the Continue button, then the OK button. After printing is complete you

will be returned to the Reports menu.

St. Paul Public Schools Page 34 Rev. April 2005



SAM (School Account Management) System User Manual

Excluding Records from a Report

Select the report you want to produce, and enter the criteria on the FIND screen.
Go to the Mode menu and choose New Request.

Enter the criteria for the records you want to exclude.

Click on the status area control button between the Zoom Out button and the word
“Find” at the bottom of the screen. This gives you access to the status area.

APwnhE

100] ool Find | <]

Click the Omit check box in the status area.
6. Click the Continue button at the bottom of the screen.

o
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Expenses for an Account

On the FIND screen, select Record Type = Expense and make a selection from the
Account Name pop up list. If you want all Account Names to appear, leave that field

blank.

Expenses for an Account

Account Name
Arccount Marme #1

Racord Inwoice Inoi ce Petty Cash
Date Wendar Srnount B Mum Hurmber Faid Date Dezcription
067403 | Amedcan Office Products Fh54.00 new keyvboard trays for computer lab
061703 | Lakewood Publishing F5.565.00 new textbooks for Math and Science
06703 | WEHMDOR HELLO F1,000.00 GETES 05052003 | 2 day warkshop an teambuilding for site
06A703 | hbry Smith F77.00 | S2E400351 7T reimbursement for fund m@ising supplies
Expenses For: Account Mame #1 - $3.286.00 |
| TOTAL EXPENSES - $8.286.00 |

Expenses for a Month

On the FIND screen, select Record Type = Expense and make a selection from the
Month pop up list.

Expenses for a Month

Expenses for a Group
Not working correctly.

Drecerber
Expenses Dizte
Date Ordered from Cateqory Description Estirnated Irvioiced Inwioi ced Date Faid
1201000 Storehouze Storehouse 024
120100 Storehouse Storehouse F10.29
1204100 Postmaster Postage 300 - 33 cent stamps 900 12042000
A 2MEM0 Mazco Fort Akinson | Wonmoe Lighit Pk Tabletop stand F103.43 | 112272000 120702000
Espenses
TOTAL EXPENSES FOR: December = $303.56
TOTAL EXPENSES TO DATE: = $303.56 |

St. Paul Public Schools
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Allocations for an Account

On the FIND screen, select Record Type = Allocation and make a selection from the
Account Name pop up list.

Allocations for an Account

Account Name

Band
e Allocations ——

Diate Category  Description Rall over General Individuzl Cornrnerts
1041100 Deposit Jo6i (1) | P rom Do Py
10418500 Depaosit Jaz.00 |om ey
110600 Depaosit Faa.00
111500 | Monros music e
111500 bonroe music
111700 Deposit F2a.00
111700 Deposit F50.00
1120000 Transfer Transfer $20 for Jakhy=e Dupay; $40 for
ALLOCATIONS For: Band = §395.00 |

TOTAL Allocation = $395.00 |

Allocations for a Month

On the FIND screen, select Record Type = Allocation and make a selection from the
Month pop up list.

Allocations for a Month

Alocation
ALLOCATION TOTAL FOR: Cctober = $263,235 37
e Allocations ——
Date Category  Description Rall awver General Individual Cormerts
10530000 Field Trip ¥ adults, 79 children@ 3
1030400 Fiald Trip 10/21/00
10/09/00 Alocation F1.000.00 R
10,0900 hdanroe Lazcaux Revisited WHS, At e e —
1000900 hdanroe Ams magazine, two books Lrrm ron
1010400 hdanroe Lazcaux Rewvisited WHE, At b
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Group Allocations by Month

On the FIND screen, make a selection from the Group pop up list. You don’t need to
select a Month. All months that have allocation records will print

Group Allocations by Month

General Fund Monthly Allocations

Alocation
ALLOCATION TOTAL FOR: Mowember = $16,703.00
e Allocations ——

Date Category  Description Rall ower General Individual Cormrments
1122400 Alocation F2.029.00

11/28/00 Alocation F14.674.00 -§0,000 .00 | 2 o= pupd, sl
11/28/00 Alocation F2.000.00

1128400 HAlocation F5,000.00

1102800 HAlocation 2.,000.00

| ALLOCATION TOTAL TO DATE: S $16,703.00

Storehouse Total
Not working correctly.

Current Balance by Account Name
On the FIND screen, make a selection from the Account Name field.

Current Balance by Account Name

Ordered by: Total Allocations - Total Expenses = Balance Record
Band $395.00 $101.30 $293.70
i Expenses

Date Mendar Category  Description Rell Taer ngec:;'rgps Trdvidual  Estimated  Invoiced
1071100 Diepsit $26.00
1071300 Dizpicisit $32.00
110600 Digposit £28.00
111700 Digposit $29.00
111700 Dieposit §50.00
111500 Groth hiusic hdonros bobusic: Fi0.34
1171500 Groth husic honroe Muszic F20.96
11/30/00 World's Finest Chacolate, (Transfer Transter £20 For Jalwse Dupay; $40 For 50.00

Total Allocations

Monroe Community Current Totals:

- Total Expenses = Balance Record

$395.00 $101.30

$293.70
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Current Balance by Object Code
On the FIND screen, make a selection from the Object field.

Current Balance by Object Code
Object Code Total Allocations - Total EXPEHSES = Balance Record
6395 Field trip $0.00 $1,933.50 -$1,933.50
- e Allocations —— Expenses
Date Wendor Category  Description Roll ower General Individual  Estimated  Inwoiced
09/0200 Ordway huzic Theatre Field Trip 303 tickets @E Fo09.00] X
10M 6200 Fischer's Croix Famm Field Trip 56 admissions (@ $3.50 each 10417400 F19z2.50
10/20,00 Oxford Pool Field Trip 10034100 Fr0.00
10730000 hiH Hiztorical Society Figld Trip T aduttz, 79 childreni@ $2 F253.00
10730200 Schneider, Marjorie Field Trip Fischer's Croix Farm Reimburse for $21.00
11/15:00 hinnesota History Center | Field Trip 21 - dth graders to MM History Certer F2d43.00
11720000 Enott's Camp Snoopy Field Trip 21 students (@F1 F231.00
Current Object Totals:
Total Allocations - Total EKPEHSES = Balance Record
$0.00 $1,933.50 -$1,933.50

Transaction Report

On the FIND screen, make a selection from one field. The report will list any records
that match that criteria.

Transaction Report
Allocation
Allocations —— Espenses
Date Boocount Category  “endor General Individual Roll Over  Estimated Invoices PV Num
DEAT3 | Account Name 81 | | | $555.00 | | | | | Iz
06703 | Unknoun | | | $t.0o00.00] | | | | 1P ||E‘
Allocation = $1,555.00
Expense
e Allocations —— Espenses
Date Boocount Category  “endor General Individual Roll Over  Estimated Invoices PV Num
06702 | Account Name #1 American F654.00 | 44654P0 ||:|
DEATOZ | Accourt Mame #1 Lakemaod F6,555.00 | FIVTTRO ||:|
DGATAOZ | Account Mame #1 Category Leaming $1.000.00 ) 1111PC |E
0GATOE | Account Mame #1 hiary Smith F77.00 | 523400351 P ||:|
DEATOZ | Account Mame 82 Category IKON F555.00 | 528400361 P |E
DEATIOE | Unknown F222.00 | 522400351 P ||:|
OGAZDE | Account Mame 83 Office Depot FO7.00 | 2222PC ||:|
0GB | Aecount Mame 82 tary Smith F43.00 | 3333PC ||:|
DESZ0M3 | Accourt Name #2 Storehouse | Storehouse Fa3E.00 ||:|
Expense = $0.00 $10,009.00
Balance: -$8.454.00
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Current Balance by Budget Number
On the FIND screen, type the budget number. If you want to see all budget numbers

leave the fields blank.

Current Balance by Budget Number

Total Allocations

- Total Expenses

= Balance Record

Callahan, Carol $400.00

Category Summary Report

$400.00

On the FIND screen, make a selection from the Category field.

01-528-203-000-6430-0000 $52,773.48 $21,680.69 $31,092.79
Ordered n: Total Allocations Total Expenses = Balance Record
Adrover, Hellie $0.00 $110.23 -$110.23

L Allocations Expenses
Date Wendor Lategory  Description Roll ower General l_‘_‘ll_ﬂ‘aiuidual Estimated  Inwoiced
092800 | Adrower, Nellie | Instructional | supplies | $110.33
Ordered n: Total Allocations Total Expenses = Balance Record
Broneak, Joe $1,091.29 $8.40 $1,082.89

. Allocations Expenzes
Date Wendor, Lategory  Description ol cwer Gereral l_‘_‘ll_ﬂ‘aiuidual Estimated  Irwoiced
00/01/00 Alocation $791.29
00/1300 Alocation $300 00
1001100 Storehouss Storehouss .40
Ordered n: Total Allocations Total Expenses = Balance Record

Field Trip Admissions

Category Summary Report

Total= $1,933.50

Becourt Name Arnourit
4th grade-Fart Snelling F258.00
th grade-hiM History Center F243.00
fith grade- Oxford Pool Fra.oo
HOWY Intra=school F231.00
Kindergarten- Apple Orchard F213.50
hanroe Intraschool FE09.00

Grand Total: $1.933.50
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Group Balance
On the FIND screen, make a selection from the Group field.

Group Balance

ELL Alocations ———_ Expenses

Date Wendor Cateqory  Description Rall ower Gereral Individual Estirnzted Inwoiced
1128400 Alocation F603.00

1142800 Cejudo, Mshel Bilingual 11420-3 hours; 11/21-2.5 hours, £195.50
1172300 Hazzan, haryan Sharif Bilingual 1 hour worked 11/22/00 F17.00
11528200 #ong, Kang Bao Bilingual 4 hours ¥ $17 2500
112800 Hoang, et Duoc Bilingual 1 hour ¥ 17 F17.00
11425400 Jang, hai “ang Bilingual 3 hours X 17 .00
11528200 Horbu, . Bilingual 1 hour interpretation at conferences $17.00

Monroe Community Current Totals:

Total Allocations - Total Expenses = Balance Record
$603.00 $382.50 $220.50

Reconcile an Account
On the FIND screen, make a selection from the Account field.

Reconcile an Account
e Allocstions —— Expenses

Date Wendar Cateqory  Description Roll aver General Individual  Estimated  Imwoiced
10:431/00 Alocation $20,420.00 []
1142200 Alocation Fidd .00 i
1120000 hdetrocall Instructional | Pager Service + 50 Lozt Pager And F156 46
1142200 Alocation FBAT1.00

1142200 Alocation §2.000.00

Expenditure
Balance Record Total Non Cleared Guideline Balance
$46,242.54 -$16,414.54 $29,828.00
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Petty Cash List

On the FIND screen, click twice in the Petty Cash# field and type the range of check
numbers (example: 1111...3333).

Record

Petty Cash List

Date Chechk Mo. ‘Wandor Description Arnourt
Q67503 1111 Leaming Intemational 2 day workshop on teambuilding for site council F1,000.00
061807 2222 Office Depot flipchart eazel and paper .00
061803 i Wy Smith reimbursement for art supplies 4200

Grand Total: $1.110.00

Petty Cash Budget Summary

On the FIND screen, click twice in the Petty Cash# field and type the range of check
numbers (example: 1111...3333). You don’t need to enter a report title. The system
automatically shows the check range and your school/program name (from the

Settings screen).

Petty Cash Budget Number Summary

Monroe School

Check Mumbers Brrorit Furnd Org  Program Finance Object Course
1111 ... 3333 g67.00 [ 01 |[ 528 ][ 203 |[ ooo |[s401 ][ 0000
1111 ... 3333 £1.000.00 | o1 || 555 |[ oo0 ]| 654 |[6185][0o0n]
1111 .. 3333 §43.00 | 19 |[ 528 |[ 203 ][ ooo |[s40s][oo00]

Grand Total:

$1.110.00
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Petty Cash Budget Detail

On the FIND screen, click twice in the Petty Cash# field and type the range of check
numbers (example: 1111...3333).

Petty Cash Budget Detail

01-528-203-000-6401-0000  Total= $67.00

Date Check No. Wendor Description Brnourt
6805 ey Office Dapat | flipchart easel and paper | g7.00]

01-555-000-654-6185-0000  Total= $1,000.00

Date Check No. Wendor Description Broount
061703 111 Leaming Intematicnal | 2 day workshop on teambuilding for site council | $1,000.00]

15-528-203-000-5405-0000  Total= $43.00

Date Check HNo. Wendor Description Braorit
061803 3233 |mary Smith | reimbursement for art suppliss | $3.00]
Grand Total: $1.110.00

Petty Cash Outstanding

No selections need to be made. The report automatically identifies outstanding petty
cash records by the empty “Bank” check box.

Qutstanding Petty Cash Items

Record General Imoice Check Off

Dzte Secourt Narne Group Wendor Nlocation Cost Ref Nurn EMS*  Bank*
061703 | Account Name #1 Group A Leaming F1.,000.00 [ 1111PC |5} |
061803 | Account Mame #2 Office Depot .00 2222PC (] |
061803 | Account Mame 82 hiary Smith F43.00 | 333IPC ] |

Totals
Hlocations F0.00 Expenditures F1.110.00
Balance -§1,110.00
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Exporting Records
Any information in the Register may be exported to be used in word processing
documents, spreadsheets, mail merges or other databases. To export records perform
the following steps.
1. Open the Register file.
2. Perform a find to locate the records you wish to export.
HIMPORTANT!
A specific group of records must be found or ALL of the records in the system
will be exported.

3. From the File Menu choose Import/Export, and then Export Records.

4. Name your export file and save it to a location on your hard drive or desktop.

Cave i Ia Encel j ﬁl

File namme: IS.-’-‘-.M Ewpart Save I
Save as lype: ITah-Separated Text = TAB] j Cancel |
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Choose the fields that you wish to export. The left side lists the fields available for
export. Select a field then click the >Move> button to add it to the right side.

5.

Specify Field Order for Export

I Current File ["Reagister Copy''] ;I

4
J

Credit General Summany
Credit Ind Summary
Credit [ndiv

Credit Tatal
CreditCheck,
CreditCheckButtan
CreditiGrade
CurrentRelatedRFPz
DebitCheck,
DebitCheckButtan

{ Diescription

Ewpenditure Guideline Balance
FinalCozt

Finance Mumber

Fund Murnber

||

i

Character Set; Windows [BMNSI1] ;I

& Don't format output
£ Format output uzing current |layout

F

ield Order

]|

Clear All

» Move =

e All

Summarize by. . |

$ Acoount Mame
$# Categomy
$ FinalCost

Expart

[

]

Cancel |

When all fields have been selected, click the Export button.

After the export file is created you will be able to use any application capable of

reading a text file. Microsoft Excel is probably the most common application
used to work with exported files. Open the application first, then open the text

file.
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Petty Cash

You can use SAM to record your petty cash expenditures, create reports for
reimbursement requests, and balance your records to the bank statement. You have
the option of using pre-printed check forms or a manual checkbook.

Ordering Petty Cash Check Forms

In order to use the petty cash check-printing feature, you will need to order checks
from Deluxe Business Forms and Supplies at 1-800-328-0304. The checks you need
to order are Form 080931 and the window envelopes that are compatible are 091500.
The checks are one to a page with two check stubs. The stub at the top is sent to the
vendor with the check, and the school keeps the lower stub. Do not include the lower
stub with your backup documentation when you reimburse the account. It’s meant to
be kept on file in your building.

Starting Petty Cash at the Beginning of the Year

Assuming that your petty cash account was reimbursed at the end of the previous
school year and that you reconciled your bank statements for June and July, you will
enter a beginning balance for your petty cash bank account and any outstanding
checks that have not cleared your bank account.

Entering a Beginning Petty Cash Balance

1. On the Entry screen click on the New Record button.

2. A dialog box asks which type of record you want to create. Click on the
Allocation button.

FileM aker Pro

Which type af redsid do vau wizh o create?

Cancel Allozation
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3. The Allocation screen displays. Complete the fields as shown in the example
below:

e Account Name - Petty Cash.

e PC#-1. (When you click on the next field the Petty Cash Record field will
automatically fill in the word “Yes”.)

e General Allocation - Enter the ending balance from the bank statement.

e Description — (Optional-see example).

e Budget Code — Leave as zeroes.

Org & School fProgrann Mame
528  fiMonroe School

Becount Marme Group

EF'Eﬁ'y' Cash i | Reconcilad to: )

! ; 3 ;| FMS Detivity Report |

Category | ! Petty Cash Record| “fes | PCHI 1 ¢ Pty Repa ;

E L Bark Staternert |

Imuai cefRecei pt ImuaicelRecei pt Individual General Roll Over

____________ Hurmber Date Mo, Ao, Hloe, Total Aloc.

.................................... -+ §10,000.00;+ 1 ={ §10,000.00 |

Description [shows on reportz] ibeginning balance as of July 2003 bank statement

Course  Budget number

-1 0000 :|00-628-000-000-0000-0000 |

Cornrmerts (does not show on report=]

4. You are done entering this record. This is one of the few records you will ever
create in SAM without a budget code.
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Entering Outstanding Petty Cash Checks

There are two types of outstanding checks:
v Checks that have already been reimbursed and were charged to last year’s
budget.
v" Checks that have not been reimbursed and will be charged to the new fiscal
year’s budget.

Follow the steps below for the type of outstanding checks you need to enter.
Checks Already Reimbursed and Charged to Last Year’s Budget
1. On the Entry screen click on the New Record button.

2. A dialog box asks which type of record you want to create. Click on the Expense
button.

FileM aker Pro Ed |

whhich type of recard do pou wizh to create?

Cancel Allozation

St. Paul Public Schools Page 48 Rev. April 2005



SAM (School Account Management) System User Manual

3. The Expense screen displays. Complete the fields as shown in the example
below:

Account Name — “Outstanding Check XXX-XX".

Vendor — Select the vendor who was the payee on the check.

Invoiced Cost - Amount of the check.

Petty Cash# - Check number.

Petty Cash Paid Date -Check date.

Record Date Org & School /Prograrm Mame

L 0B/032003! /28 fiMonroe School
................................ T e .
‘DOutstanding Check 2002-03 i || ezl

Categary! {  Petty Cash Record| YesS USSR

Storehouse .

(vendor )

Description [shows onreporks) Est.Cost Imuaiced Cost Fimal Cost
ii g1se00 i [ §15B.00 |
Fund Org Frogram  Finance Object Course  Budoet number
00 i-i 528 i 000 :-% 000 &- 0000 - 0000 : |00-528-000-000-0000-0000 |
Petty Cash Inwaice/Receipt
o R, o BEQ U RRE L PeMtuCazhd.,  Faid Defe. o InwoicsiReceint# . o Date
D234 RS 775849 PAM503

4. You are done entering this record. A budget code is not necessary because this
check was already reimbursed and charged to last year’s budget, so it should not
be included in any reports.

Check Not Reimbursed and Charged to New Fiscal Year’s Budget

This type of outstanding check can be entered using the standard procedure on the
next page.
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Entering Petty Cash Checks

1. On the Entry screen click on the New Record button.
2. A dialog box asks which type of record you want to create. Click on the Expense
button or press the Enter key on your keyboard.

FileM aker Pro |

whhich type of record do you wizh to create?

Cancel Allozation

3. The Expense screen displays. Complete the fields as shown in the example

below:

e Account Name, Group, Category — Make selections from the pop-up lists or
enter new values.

e Vendor - The payee. If the payee is not listed as a vendor, click on the
Vendor button and enter it in the Vendor database.

e Description - Description of the expense.

e Invoiced Cost - Amount of the check.

e Budget Number - The appropriate budget code for the expense.

e Petty Cash# - Check number.

e Petty Cash Paid Date - Check date.

esord Date Org # Sehool fProgram Mame
 0B/03r2003 :..528 F Monroe School
Becourt Marne Group
Account Mame #3 FGroup Marne #3 Rifﬂ”g”ﬂ?‘?'ttid -
i ity
CategoryiCategory Mame #3 i Petty Cash Record | Yes Eorie Statemant |:|
Storehouse ... ¢ endor )
Oreer #::.. ‘Colleen Shields
Description [=hows onreports) Est.Cost Inwoiced Cost Finzl Cost
ireimbursement for art supplies purchased at Target & i seso00 (| gE5.00 |
Fund Org Frogram  Finance Object Courze  Budoet number
01 i-1528 -1 203 -0 000 i-iB430 0000 [01-528-203-000-6430-0000 |
Petty Cazh Imnzi cefRecei pt
o BER B, BB, LLEOEL L FeftvCashi., [ PaidDele,  InwicedReceint ..., o Date
fi 1&85 P ORM03E 514503 fiAaMAI0a

If a check is being charged to multiple budget codes, duplicate the original record,
make the necessary modifications, and enter an extension on the check number (for
example, the second record for check 1555 would be 1555.1, the third would be
1555.2, etc.).
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Printing Petty Cash Checks

1. After entering the petty cash check record on the Expense screen, click on the
Petty Cash button at the bottom of the screen

Request For Payment!

2. The Petty Cash Check screen displays. Enter information as shown in the
example below.

You have the option to make the check payable to the Vendor or Account
Name. The default is Vendor. To select Account Name, click on the box
and a drop-down list displays where you can select Account Name.

v
5
&

/

v

If check is
Vendor or Account o;[Check? payable to the
vendor Account
_Account: - — Name, enter
Account Hame efneral Funag -
Aocors Al the address
here.
Yendor:
Wendor Mame |(|inko's Print Shop
“endor Address 1111 Main Street
St Paul MN 55102
Information I:lztetlior:;heck \ Verify the
Hame |Kinko's Print Shop . . .
Check Address | 1111 Main Street Informatlon In
St Paul MN 55102 this box
before
Petty Cash Date Paid: Check Amount C|I.Ck|ng the
[ozes2o01 | [ %1750 | | & print button.

3. When ready to print the check, click the Print Petty Cash Check button.
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4. A dialog box displays reminding you to load the check forms in the printer.
When ready to print, click the OK button.

FileM aker Pro

M ake Sure your check has been loaded inta the

Entering Bank Charges from your Bank Statement

If you are charged a bank service charge, enter an expense record with the following
information:

Account Name - “Petty Cash”.

Description - description of the bank service charge.

Invoiced Cost - amount of the service charge.

Budget Code - the budget code this expense is charged to.

Petty Cash # - the number of the last petty cash check listed on that bank statement.
Insert a decimal point and “1” at the end of the check number to make it unique.
(Example: 2457.1) This charge will be included when you prepare your next
reimbursement.

Petty Cash Paid Date - date of bank service charge.
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Verifying the Petty Cash Account Balance

Verify your petty cash balance each day before you start processing checks so that
you know how much money is in your account.

1. Click on the Find button at the bottom of the screen.

2. Click in the Petty Cash? field and select YES from the drop-down list.

Enter search/report criteria in any single box or multiple
boxes below. Press the Enter key or click on the Continue

button wh ou are done.

Record Type Record Date \?ﬁsqr (ex:2003) Month
Account Hame Group Category
EXPEHSE Info:;

Storehouse endor
Order® : ]
Dezcription Est.Cost Inwoiced Cost Final Cost ctty Cash?
Allocation Info: General Rall Ower
Inw LJE/Rcpt. Inu LJE/Rcpt. Date Individual Mloc. Hloc, Mo, Total Aloc,
SFund o Org Prog. Finanee | Object Course. Budget nurnber
RFF# Requisitiony FO# Petty Cashf Inuoice Imwioi e Date

| Check off:  Bark statemert [[O]  FMS fctivity fudit

Cancel ~__ Continue Find ALL

3. Click the Continue button at the bottom of the screen.
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4. The View List screen displays all Petty Cash transactions that have been entered
in the Register.

Iotroe Comnunity School Accounts 7
FIND? ::_'I'_ID ; ; ; i
Click on any line to view that record.
Clidcon any  # to sorit a column. Records without Duick
Ent Screen information will appear listed at the top of a column. et
Flioc. Bpenses
Date *  fecounm ™ Goup* werdor * General Individual Roll Over Estinated Iwoices Py bum *
11428/00 | Office General KON Office F167 .50 | S02FRC
11429/00 | Monroe Irtraschoal honroe Dikartine, $42.74 | 5028PC
1142900 | Wermer, Delmar General Wiemer, Delmar 5145 | 5029PC
1142000 | Office General Blertson, Faith 2104 | 5020PC
11428400 | HOW Intraschool Hidh' UPs F37 40 [ SOZ1PC
11430000 | Office General IEON Office F54.00 | S02FPC
11430000 | HOWY Intraschool How UPsS P16 65 | SOT1PC
11430/00 | HOW Intraschool Howy UPg F11.51 [ S01PC
11430/00 | Petty Cash Petty Cazh 2,619,285 3PC
11430000 | hdadsan-Brown, hdanros hiad=an- Brown, F19.04 | S032PC
1143000 Dooley, Ein General Dacley, Ein P46 56 | S033PC
11430/00 | Doaoley, Ein General Tranz-hi=zissip Fa. 77 | GO34PC
11030000 | Staff Developmert General hiadson- Brown, F10.00 | 503ZPC
11430000 | Food hdonroe hiadson- Brouwn, 2414 | 503ZPC
1240400 Postage General Postmaster 8900 | 5035PC
120600 | AT & T Account honroe Maszco Fort F103 .43 | S036PC
030601 | Petty Cash 100PC
Total Shown
Flocatins F26,4128.36 Bxpendiues Fi2.088.11
Balance $3.430.25

5. Scroll down to the bottom of the list to see the balance of your account.
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Reimbursing Your Petty Cash Account

Reimburse your petty cash account when you have spent approximately 50% of your

balance. The steps included in this process are:

1. Reconcile all bank statements.

2. Determine the range of checks that you want to have reimbursed.

3. Print the following reports:

e Petty Cash List
e Petty Cash Budget Summary
e Petty Cash Budget Detail

4. Create a Request for Payment and have it signed by the Principal/Budget
Administrator.

5. Make copies of the backup documentation, most recent bank statement,
reports and RFP before they are sent to the Business Office. Keep the
photocopies for yourself, and the send the originals to the Business Office.

6. Assemble the paperwork in the following order:

e Signed Request for Payment (on blue paper).

“Petty Cash Budget Summary” report.

“Petty Cash List” report.

“Petty Cash Budget Detail” report.

Petty Cash backup (original invoices and receipts).

% Each invoice/receipt should have the check number written on it.

+«» Small slips should be taped to an 8 %2” x 11” piece of paper. Try
and fit as many slips on one page as you can. Don’t tape slips to
both sides of the paper.

% Include adding machine tapes if there are multiple receipts for one
check, or only part of the items on the receipt were reimbursed.
This helps the Business Office determine how you arrived at the
check amount and saves time re-adding the items.

e Copy of Current Reconciled Bank Statement (the back of the statement
should be filled in to show that you reconciled the account).
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Creating the Request for Payment to Reimburse Petty Cash

1. On the Entry screen click on the New Record button.

2. A dialog box asks which type of record you want to create. Click on the Expense
button.

FileM aker Pro Ed |

Wwhich type of record do vou wizh to create?

Cancel Allozation

1. On the bottom right corner of the Entry screen, click on the Request for Payment
button

Request For Payiment! I

2. A dialog box offers you the option to view a list or create a new RFP. Click on
the New button.

FileMaker Pro

Mew RFP or view a list?

Cancel
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3. The Request for Payment screen displays. Fill in the fields as shown in the
example below.

Need By Date — The date you want the money deposited in your account.
Received by — The person to contact if the Business Office has questions
while processing the reimbursement request.

Vendor - Your school/program petty cash account. If you have not already
created your petty cash account as a “vendor”, click the Click here to add a
Vendor button. Enter the vendor record as shown below with your own
checking account number.

RFP Description — Indicate the check range on this reimbursement request.
Payment Override - the total of the reimbursement request.

Hew RFF i Find an RFP || Prirt RFP Retum to Register  06/03/03 52800261
I:IE.I'1 003 :

Click here to add a
Yendor

Add a
Line
DOuplicate
Selected

Account#123456735

See attached reports for budget codes. ]
Cheds 1111-1555.

Verify RFP Total$$ _ | $5 F31 00 56 F21.00

4. Click the Print RFP button.

5. Click the OK button.
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Receipt of Petty Cash Reimbursement

After you receive confirmation from the Business Office that the reimbursement
amount has been wired to your checking account, enter the amount into the Register.

1. Click on the New Record button at the bottom of the Entry screen.
2. Click on the Allocation button when asked, “Which type of record do you wish to
create?”
3. Fill in the fields as shown in the example below:
Account Name — “Petty Cash”
PC# - The next number in the series of petty cash allocation records.
General Alloc. — amount wired to the bank.
Description — range of check numbers reimbursed.

..... Record Date Org # School fProgram Name
06072003 . 528 iMonroe School
Aocount Marne Group
Petty Cash i | Reconciledta:
; : ; || FMs pctivity Report L
Categary ; | FPetty Cash Record| Yes | PCHi 2 | 1Ty HEpart S
............... ; Bank Staternert IE'
I cefRecei pt Inuoi cef/Recei pt Irdi vi dual General Raoll Ower
Murnber Date AMloc, Mo, o, Total Mloe.

el BEE21.00 i+ = $5,621.00 |
Description [shows on reports] ireimbursement of chedes 1111-16558 ]
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Reconciling to Bank Statement

When you receive your monthly bank statement, follow these steps to reconcile your
petty cash records in SAM to the statement.

1. Inthe View List mode, do a FIND to bring up a list of all your petty cash records
(see “Verifying Balance of Petty Cash Account” section for detailed instructions).

2. For every deposit or check that has cleared on the bank statement, click in the
Bank check off box on the far right of the View List screen. If there are bank
service charges, enter them in the register and mark them as cleared (see the
“Entering Bank Charges from your Bank Statement” section).

3. When everything has been checked off, scroll to the bottom of the list and write
down the balance of your petty cash account.

4. Print a Petty Cash Outstanding report (see “Reports” for detailed instructions).

5. Turn the bank statement over and fill in the fields as shown below:

$ The ending balance
CLOSING BALANCE on this statement.
Amount from other side

ADD: _

Deposits made since ending _ If account was

date on statement reimbursed after the
statement ending date,

SUBTOTAL enter amount here.

Checks not listed on this or
prior statements

NO. AMOUNT
$ Enter the total amount
from the “Petty Cash
Outstanding™ report.
TOTAL CHECKS $ )
NOT LISTED == This amount should
$ match the balance on
BALANCE SAM.
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Out of Balance Troubleshooting

If you are unable to reconcile, ask yourself these questions:

e Did you forget to enter expense records for bank fees, such as overdraft fees or
stop payments?

e Are there items on the Petty Cash Outstanding report that should have been
marked as cleared?

o Are there voided checks that have a dollar amount other than $0.0?

e Did you forget to enter an allocation record for a reimbursement?

e Isthere an allocation record for the initial balance of the checking account at the
beginning of the fiscal year?

Voiding Petty Cash Checks

Voiding a Check Immediately
If you made an error while printing a petty cash check or manually writing a check,
follow these steps:

1. Select New Record, click the Expense button, and enter the fields as follows:
Account Name — “Voided Check”.
Description — “Void”, and the reason for the void.
Invoiced Cost — “0”.
Petty Cash # - check number.
Petty Cash Paid Date — the date you voided the check.

Voiding a Check That Has Not Been Reimbursed

The most common reason a check that has been sent to a vendor or given to a staff
member is voided is because it’s been lost. If all efforts to find the check have failed
and it’s been determined that the check should be voided, and the check has not been
included in a reimbursement request, follow these steps:

1. Do a FIND for the check number to be voided.

2. Click on the record to display the entry screen.

3. On the entry screen, go to the Comments field first and enter the check amount so
you have a record of it in case the check is found later and returned to you or
cashed.

4. Then change the remaining fields as follows:

Account Name - “Voided Check”.
Description — “Void”, and the reason for the void.
Invoiced Cost - “0”.

St. Paul Public Schools Page 60 Rev. April 2005



SAM (School Account Management) System User Manual

Voiding a Check That Has Been Reimbursed In the Current Fiscal
Year

If a check that has already been reimbursed needs to be voided, follow these steps:

1. Do a FIND for the check number to be voided.

2. Click on the record to display the entry screen. In the COMMENTS field record
the Invoiced Cost amount.

3. Click the Duplicate Record button.
4. On the duplicate record, change the fields as follows:

Account Name - “Voided Check”.

Invoiced Cost - enter a minus sign and the dollar amount that you recorded in the
COMMENTS field.

Description — “Void” and the reason for the void.

Petty Cash# - enter a period and a “1” after the check number.

5. Make a hard copy of this record by choosing Print from the File menu. Keep this
hard copy with the rest of your pending petty cash backup until the next time you
reimburse.

6. When you prepare your next reimbursement request, include the voided check on
the reports by following the “Advanced Finds” instructions in the SAM User
Manual.

Voiding a Check That Was Reimbursed In the Previous Fiscal Year

1. Create a new expense record, and enter the fields as follows:

Account Name - “Voided Check”.

Invoiced Cost - enter a minus sign and the check amount.

Description — “Void” and the reason for the void.

Budget Number — enter the budget code the check was originally charged to.
Petty Cash# - enter the check number that is being voided.

Petty Cash Paid Date — enter the date the check was written.

2. Make a hard copy of this record by choosing Print from the File menu. Keep this
hard copy with the rest of your pending petty cash backup until the next time you
reimburse.

3. When you prepare your next reimbursement request, include the voided check on
the reports by following the “Advanced Finds” instructions in the SAM User
Manual.

Rev. April 2005 Page 61 Saint Paul Public Schools



SAM (School Account Management) System User Manual

St. Paul Public Schools Page 62 Rev. April 2005



	System Overview
	System Configuration
	Simple Configuration
	Complex Configuration
	Redistributing Funds Within a School/Program


	Navigating the System
	Entering Transactions in the Register
	Allocations
	Creating an Allocation Record

	Expenses
	General Expenses
	Creating a General Expense Record

	Request for Payment (RFP)
	Entering an RFP
	Find an RFP
	Request for Payment List

	Storehouse Orders
	Creating a Storehouse Order
	Adjusting Storehouse Order Dollar Amounts



	Vendor Information
	Adding a Vendor While Entering an Expense Record
	Adding a Vendor While Entering an RFP
	Adding a Vendor Directly to the Vendor Database
	Editing Vendor Information

	Reconciliation
	Entry screen check-off boxes

	Viewing Records
	View List

	Using the “Find” Screen
	Advanced Finds
	Find With More Than One Criterion
	Find With More Than One Criterion Using Omit

	Reports
	Creating a Report
	Excluding Records from a Report
	Expenses for an Account
	Expenses for a Month
	Expenses for a Group
	Allocations for an Account
	Allocations for a Month
	Group Allocations by Month
	Storehouse Total
	Current Balance by Account Name
	Current Balance by Object Code
	Transaction Report
	Current Balance by Budget Number
	Category Summary Report
	Group Balance
	Reconcile an Account
	Petty Cash List
	Petty Cash Budget Summary
	Petty Cash Budget Detail
	Petty Cash Outstanding


	Exporting Records
	Petty Cash
	Ordering Petty Cash Check Forms
	Starting Petty Cash at the Beginning of the Year
	Entering a Beginning Petty Cash Balance
	Entering Outstanding Petty Cash Checks
	 Entering Petty Cash Checks
	Printing Petty Cash Checks
	Entering Bank Charges from your Bank Statement
	Verifying the Petty Cash Account Balance
	Reimbursing Your Petty Cash Account
	Creating the Request for Payment to Reimburse Petty Cash
	Receipt of Petty Cash Reimbursement

	Reconciling to Bank Statement
	CLOSING BALANCE
	SUBTOTAL
	BALANCE
	Out of Balance Troubleshooting

	Voiding Petty Cash Checks


