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1. Click Search.

2. Enter the appropriate Cash
Code.
3. Click Accept.
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Activity Transactions - Munis [TRAINING DATABASE Jun 22 2016]

M Delete Teut file m Nord MNotes Audit Disbursement Mass Activate
. Globa - PDF — EEmaiI L Motify Maplink~ | Receipt Cash Out .
Cuplicate Preview m Schedule Alerts Mass Release
Actions Quiput Office Tools Menu

Cash Code 472 SAFC

... 472 SAF CASH

Type

Tran Number

Location

| Activity Vendor Receipt Deposit Amount Status



Entering Disbursements



1. Click Disbursement.

- Activity Tranzactions - Munis [TRAINING DATABASE Jun 22 2016]
" HoMe
o Q =] Browse Delete Text file Nord Notes Audit Mass Activate
Accept Cancel | Search & Query Builder Add Update S Print = Exce Email A Notify Maplin Receipt Cash Qut Retu
Duplicate Preview Ea Schedule Alerts Mass Release
Confirm Search Actions Dutput Office Tools Menu
Transaction
Cash Code 472 TAFC ... 472 TAF CASH
Type | Tran Humberl Location | Activity | ‘u‘endurl Receipq Deposit | Amounq Status
Receipt 56014 472 COUNS CLUBE 47203813 051316 10.00 1 - Created
“Receipt 56017 472 COUNS CLUE 47203814 051616 30.00 1 - Created
Receipt 55018 472 COUNS CLUE 47203815 051916 20.00 1 - Created
Receipt 56019 472 COUNS CLUE 47203816 05/20M16 20.00 1 - Created
Receipt 55021 472 COUNS CLUB 47203817  05/23146 23.00 1 - Created
Receipt 56022 472 COUNS CLUB 47203818 05/25146 10.00 1 - Created
Receipt 55023 472 COUNS CLUB 47203819 05/26M146 10.00 1 - Created



1. Enter the appropriate location code. 7.
2. Enter the amount of the disbursement.

3. Enter the check number. 8.
4. Enter the check date.

5. Enter invoice number if applicable. 0.
6.

Enter appropriate vendor number.

Select the Activity for which the disbursement
applies.

Press Tab, the system will automatically fill the
Action, Description, Amount, and Status fields.
Click Accept.

o R +FX @grEE

Notes Audit Release o
Motify Maplin Activate

N Global | 1= :
Accept pearch e Add  Update Print Exce Attach Return
Duplicate | Preview Schedule £
Confirm Search Actions Output Office Tools Menu
56362 Vendor 10147 ... ess 1..
472 Tar 470 TaAr Ao Checks O EerT O Printts
472 ..., JOHMF. KENNEDY HIGH SCHOOL
Name GOODLAND, INC.
10.00 DEA NATIONAL OFFICE SUPPLY
12345 a 1_ 5 Address F.O. BOX 3767
10/18/2016 =
28929
nvoice date 10M18/2016 || City/State/Zip HAGATMNA Gu 96932
Country
Activity | Activity Description Action Description AI‘I’I{]Uﬂt| A Status | 7—8
ADMIN GEN ADMIN GENERAL FUNDS 4T2ADMIN 472 ADMIN GENERAL 10.00 1 - Created




1. The entered disbursement will be available for
view in Activity Transactions.

._;E. Activity Tranzactionz - Munis [TRAINING DATABASE Jun 22 2016]
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Accept Cancel | Search puery Builder Add  Update e Print Exce B3 emai Attach Notify Maplir Receipt Cash Qut
Cuplicate Preview E Schedule Alerts Mass Release

Confirm Search Actions Output Office Tools Menu
Transaction
Cash Code 472 TAFC ...| 472 TAF CASH
Type | Tran HumberI Location | Activity | ".FendurI Receipq Deposit | Amnunq Status
Receipt 6014 472 COUNS CLUBE 47203313 051316 10.00 1 - Created
Receipt H6017 472 COUNS CLUB 47203314 05M16/16 30.00 1 - Created
Receipt H6018 472 COUNS CLUBE 47203315 05M19M16 20,00 1 - Created
Receipt 6019 472 COUNS CLUBE 47203316 0572016 2000 1 - Created
Receipt 6021 472 COUNS CLUBE 47203317 05/2316 23.00 1-Created
Receipt 56022 472 COUNS CLUB 47203318 05725146 10.00 1 - Created
Receipt 6023 472 COUNS CLUBE 47203319 05/26/16 10.00 1 - Created

Disbursement 56362 472 ADMIN GEN 10147 10.00 1 - Created




Entering Receipts



1. Click Receipt.

- Activity Tranzactions - Munis [TRAINING DATABASE Jun 22 2016]
" Home
o Q = Browse Delete Text file ord otes & Mass Activate
Accept Cancel | Search @ Query Builde Ad : Globa PDF Frce Email . t a Receipt Cash Qut Raty
C ate Previe Ea Schedule Ale Mass Release
Confirm Search Actions Dutput Office Tools Menu
Transaction
Cash Code 472 TAFC ... 472 TAF CASH
Type | Tran Humberl Location | Activity ‘u‘endurl Receipq Deposit | Amounq Status
Receipt 56014 472 COUNS CLUB 47203813 051316 10.00 1 - Created
“Receipt 56017 472 COUNS CLUB 47203814 051616 30.00 1 - Created
Receipt 56018 472 COUNS CLUE 47203815 051916 20.00 1 - Created
Receipt 56019 472 COUNS CLUBE 47203816 05/20M16 20.00 1 - Created
Receipt 56021 472 COUNS CLUB 47203817 05/2316 23.00 1 - Created
Receipt 56022 472 COUNS CLUB 47203818 05/25M16 10.00 1 - Created
Receipt 56023 472 COUNS CLUB 47203819 05/26M16 10.00 1 - Created
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Enter the appropriate location code.
Enter the amount of the receipt.
Enter the date of deposit.

Fill the paid by field.

Select the appropriate Payment Method
from the drop menu.

AR

Enter the amount of the receipt.
Enter the Check number/Date if applicable.

7. In the Notes section, provide a brief
description of how the receipt was derived. Ex:

Bake Sale 9/30/2016.

Q5] Q. . O
it Que = D Ermna n

Accept Tancel Search (88 Query Builder | 5y Upda B = E Return

Canfirm Search Action Output Office Tools

Transaction ]

Cash code 472 TAFC 472 TAF CASH

Location 472 JOHN F. KENNEDY HIGH ScHooL | 1

Amount 1000/ | 2

Deposit 10182016 3

Feceipt 822364

Paid by Joe Cruz 4
Payment Me... | Check Humbed Check Date | A.I'I‘Iﬂl.lﬂt| Notes

5)

Check
Other

10.00 7
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HOME
Q Browse I Delete B Text file Nio IL“ = A Reverse o
3 | Query Builde Globa PN PDF Erma = Moty Maplin Print Receipt
Accept beerer | Search ’:] ) Add  Update Print . e Attach : rint RECEIp Return
C rate ] Preview Schedule Alerts
Confirm Search Actions Output Office Tools Menu
Details
Transaction h6365
Cash code 472 TAFC 472 TAF CASH
Location 472 JOHN F. KEEMMNEDY HIGH SCHOOL
Amount 10.00
Deposit 101872016
Feceipt 82236545
Paid by Joe Cruz
Payment Me... Check Nu mberI Check Date Amuumj Motes |
Cash 10.00 Bake sale 93072015
1. Select the appropriate Activity.
Press Tab, the system will automatically fill the
Activity Description, Action, Description, Amount,
and Status fields.
3. Click Accept.
Activity | Activity Description Action | Description | Amount Status
ADMIN GEN ADMIN GENERAL FUNDS 472A0MINR 472 ADMIN GENERAL REVENUE 10.00 1 - Created




Entering Cash Transfers

NOTE: Cash can only be transferred between activities with the
SAME bank account. For example: SAF to SAF.



1. Open the Cash Transfers screen.
2. Click Add.
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X Delete Text Nord lL“ Motes Audit
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Accept Cancel | Search

From To
Location
Activity
Cash Code

Comments

Joumnal Information

Year
Period
Journal




-.:__ 1. Enter the amount that is going
to be transferred.
Enter the effective date of the

(=)
Jo
&= (iiif
+
b3
¥
N

Accent CEmeETT Search Que © | Add Update o Print o transfer.
| )  FE Duplicate Previe 3. Enter the location code,
activity, and cash code FROM
Amount 55 00 [Created which the money is being
Effective Date oasots [ | 172 transferred
4. Enter the location code,
From To activity, and cash code TO
Location 304 . 304 = | 3.4 which the money is being
Activity ADMIN GEN GDOE FUND transferred
Cash Code 304 TAFC .. 304TAFC 5. Provide an explanation of the
Commente tran-sfer in the comments
section

Insert explanation of transfer here 5

6. Click Accept

Joumal Information

Year
Period

Journal




Entering Reversals

NOTE: Only receipts can be reversed BEFORE cash out.



1. Open the Activity Transactions screen.
Double click the receipt you want to reverse.

- Activity Tranzactions - Munis [TRAINING DATABASE Jun 22 2016]
" Home
o Q =] Browse Delete Text file | 37 Nord Motes Audit Disbursement Mass Activate
Accept Cancel | Search & Query Builder Add  Update e Print K POF Exce [8 mail Attach Notify Maplink~ ' Receipt Cash Qut
Cuplicate Preview E Schedule Alerts Mass Release
Confirm Search Actions Output Office Tools Menu
Transaction
Cash Code 472 TAFC ... 472 TAF CASH
Type | Tran HumberI Location | Activity | ".FendurI Receipq Deposit | Amnunq Status
Receipt 55014 472 COUNS CLUE 47203813 051316 10.00 1 - Created
Receipt 56017 472 COUNS CLUE 47203814 051616 30.00 1 - Created
Receipt 5018 472 COUNS CLUE 47203815 051916 20.00 1 - Created
Receipt 56019 472 COUNS CLUE 47203816 052016 20.00 1 - Created
Receipt 56021 472 COUNS CLUE 47203817 0%/23M16 23.00 1 - Created
Receipt 56022 472 COUNS CLUE 47203818 052516 10.00 1 - Created
Receipt 56023 472 COUNS CLUE 47203819 05/26M16 10.00 1 - Created
Disbursement BG362 472 ADMIN GEN 10147 10.00 1 - Created
Receipt 56363 472 ADMIN GEN 02236543 10132016 10.00 1 - Created
Receipt Reversal 5g364 472 ADMIN GEN 82236544 10182016 10.00 1 - Created
Receipt 5§365 472 ADMIN GEN 82236545 10/M18/2016 10.00 1 - Created

Disbursement 56366 472 ADMIN GEN 10147 10.00 1 - Created



1. Click Reverse.

-~ Activity Tranzactions - Munis [TRAINING DATABASE Jun

" HoME
Q Browse + Delete I Text file Nord lﬂl Motes Audit Reverse| 1
Accept Cancel  Search (8 Query Builder Add  Update s Print EPDF Exce e Att‘.;ch Notify Maplin Print Receipt
Cuplicate | Preview Schedule flerts
Confirm Search Actions Output Office Tools Menu

Details
Transaction 56014
Cash code 472 TAFC 472 TAF CASH
Location 472 .| JOHM F. KENMEDY HIGH SCHOOL
Amount 10.00
Deposit 051316
Receipt 47203813
Paid by CHELSEA UHL - COUNSELING

Muni
2. The following message will appear. o

3. Click Yes.
4. Click Return.

A Are you sure you want to reverse this receipt?

Yes No




1. The receipt reversal will not be in the Activity
Transaction screen and will be available for

cash out.
- Activity Tranzactions - Munis [TRAINING DATABASE Jun 22 2016]
" Home
o Q =] Browse Delete Text file | 37 Nord Motes Audit Disbursement Mass Activate
Accept Cancel Search & Query Builder Add  Update S Print Ead POF Exce B3 il Attach Notify Maplin Receipt Cash Out
Duplicate Preview m Schedule Alerts Mass Release
Confirm Search Actions Output Office Tools Menu
Transaction
Cash Code 472 TAFC ... 472 TAF CASH
Type | Tran HumberI Location | Activity | ".FendurI Receipq Deposit | Amnunq Status
Receipt 56014 472 COUNS CLUB 47203813 051316 10.00 1 - Created
Receipt G017 472 COUNS CLUE 47203814 051616 30.00 1 - Created
Receipt 5018 472 COUNS CLUB 47203815 051916 20.00 1 - Created
Receipt h6019 472 COUNS CLUE 47203816 052016 20.00 1 - Created
Receipt 56021 472 COUNS CLUB 47203817 0%/23M16 23.00 1 - Created
Receipt 56022 472 COUNS CLUE 47203818 052516 10.00 1 - Created
Receipt 56023 472 COUNS CLUB 47203819 05/26M16 10.00 1 - Created
Disbursement BG362 472 ADMIN GEN 10147 10.00 1 - Created
Receipt 5§363 472 ADMIN GEN 82236543 101182016 10.00 1 - Created
Receipt Reversal 5G3i64 472 ADMIN GEN 802236544 10182016 10.00 1 - Created
Receipt 5§365 472 ADMIN GEN 82236545 10182016 10.00 1 - Created
Disbursement 56366 472 ADMIN GEN 10147 10.00 1 - Created

Receipt Reversal 56367 472 COUNS CLUB 42236543 051316 10.00 1 - Created




Deleting Disbursements

NOTE: Disbursements can be deleted BEFORE cash out.



1. Open the Activity Transactions screen.
2. Double click the disbursement you would like
to delete.

. Activity Transactions - Munis [TRAINING DATABASE Jun 22 2016]

" Home I ' o

o Q =] Browse Delete Text file | 5 Nerd Motes Audit Disbursement Mass Activate
Accept Cancel | Search @ Query Builder Add Update S Print & - Exce E Emal Attach Notify Maplin Receipt Cash Out Returm
Duplicate Preview E Schedule Alerts Mass Release

Confirm Search Actions Output Office Tools Menu
Transaction
Cash Code 472 TAFC ... 472 TAF CASH
Type | Tran Number Location | Activity | Vendor Receipt| Deposit | Amount| Status
Receipt Bo014 472 COUNS CLUB 47203813 05M1318 10.00 1 - Created
Receipt Bo017 472 COUNS CLUB 47203814 05M6M186 30.00 1 - Created
Receipt bo018 472 COUNS CLUB 47203815 05M1918 2000 1- Created
Receipt Bo019 472 COUNS CLUB 47203816 0572016 20.00 1- Created
Receipt 56021 472 COUNS CLUB 47203817 052318 23.00 1-Created
Receipt 56022 472 COUNS CLUB 47203818 0572516 10.00 1 - Created
Receipt 56023 472 COUNS CLUB 47203819 05/26/18 10.00 1 - Created
Disbursement 56362 472 ADMIN GEN 10147 10.00 1 - Created
Receipt 56363 472 ADMIN GEN 82236543 10M8/2016 10.00 1 - Created
Receipt Reversal hG364 472 ADMIN GEM 82236544 10M18/2016 10.00 1 - Created
Receipt BH36s 472 ADMIN GEN 82236545 10/M18/2016 10.00 1 - Created
Disburzement 56366 472 ADMIN GEN 10147 10.00 1 - Created

Receipt Reversal 56367 472 COUNS CLUB 82236548 05M3M16 10.00 1 - Created



Click Delete.
A message will appear asking if you are sure

you want to delete the disbursement.
3. Click Yes.

=

.-:. Activity Transactions - Munis [TRAIMING DATABASE Jun 22 2016] = Dist
.':-' *  HOME
Q Browse + 2 K Delete 1 B Text file Nord Lﬂ| Motes Audit Release o
Aot Co Search &) Query Builder ad Updste Sloba — 8 ror — r Notify Maplink-  Activate SH
Duplicats 7] Preview Schedule Alerts
Confirm Search Actions Output Office Tools Menu
Details
Transaction 56362 Vendor 1014
Cash code 472 TAFC 472 TAF CASH Checks OFEFT |
Location 472 JOHM F. KENNEDY HIGH SCHOGOL
Mame GOODLAR
Amount 10.00 DBA MATIONAL
Check number 12345 Address PO BOX

2 Confirm Delete (©)

A Are you sure you want to delete this record from the database?

Yes, Delete No




Entering Cash Adjustments



1. Open the Cash Adjustments screen.
2. Click Add.

Browse I 2 x Delete Text file | [, Nord ll,“ Motes Audit
TEE pdd opee e Print ) Exce ER email Attach o e Return
Cuplicate Previe E Schedule o Alerts=
Confirm Search Actions Output Office Tools
Adjustment

Transaction

0
&) (i)
T

Accept Cancel | Search

Amount Status |
Effective Date 154

Location
Activity
Cash Code
Action

Comments

Joumal Information

Year
Period
Journal
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hccent CEReET | Search Add  Undate Jlobz Srnt F . Enter the amount of the
Duplicate Pre adjustment.

Confirm Search Actions Output 2. Enter the effective date of the
adjustment.
Transaction 31621 3. Enter or select your location
Amount 3.00 reated code.
Effective Date 04/05/2016 ] 1-2 4. Enter or select the activity for

the adjustment.

Location 304 5. Enter or select the appropriate
Activity ADMINGEN  |... cash account.
Cash Code 304 TAFC 2-6 6. Enter or select the appropriate
Action 304 ADMIN Action (revenue or expense).

7. Provide an explanation for the
adjustment in the comments
section.

8. C(lick Accept.

Comments

Bank sermvice charge 7

Joumal Information

Year 2016
Period T
Journal 13




Voiding Transactions

NOTE: Transactions, both receipts and disbursements, can only
be voided AFTER they have been cashed out.



1.
2.

Open the Void Transactions screen.
Click Define.

s, unis [TEST DATABASE Mar 29 2016
.'3-' ®  HOME
Q Browse Delete %Te:d file Nord Motes Audit Define OCess
Accept Cancel | Search & Query Builder Add  Update Sons Print HPDF Exce e Attach Mapiin foumal et Re
Duplicate ] Preview Schedule Alerts elec
Confirm Search Actions Output Office Tools Menu
Define criteria
Cash Code GL Effective Date 04/05/2016 E
Location ‘Year/Period 2016/ 7
Reference VOID
Type All
Check o 999990099
Receipt o 9909909409
Selected | Type Number | Activity Post Date Check Vendor | Receipt | Amount



1. Enter or select the cash code of the void.
2. Enter or select your school’s location
code.
3. Select the type of transaction to void
(Disbursement, Receipt, or All).
4. Click Accept.
.-:. /oid Transzactions unis [TEST DATABASE Mar 29 2016]
.'3-' " HOME
o 4 is e elee _: e No (= .
Accept Search B Que oA e : X . e i et
Confirm Search Action D_Itp-t- Office - Toecls
Define criteria
Cash Code 472 SAFC ...] 472 SAF cAsH GL Effective Date 04/05/2016 [
Location 472 |...| JOHNE.KENNEDY HIGH SCHOOL 1-2 Year/Period 2016 / | T
Reference VOID
Type lal 3
Check to 009999909
Receipt to 999999999
Selected | Type Number | Activity Post Date Check Vendor | Receipt | Amount



1. Click Select.
-~ Void Transactions - Munis [TEST DATABASE dMar 29 2016
" HoME
o Q Browse Delete B Text file Nord Notes Audit Define Process
Accept Cancel  Search B Query e Ad ate lebs Print B ror Exce e Attach Notify Maplin Journal Data Re
C ate ] Preview Schedule Alerts Select
Confirm Search Actions Qutput Office Tools 2N
Define criteria
Cash Code 472 SAFC 472 SAF CASH GL Effective Date
Location 472 JOHN F. KENNEDY HIGH SCHOOL ‘Year/Period
Reference
Type |All
Check to 999999999
Receipt to 999999999
Selected | Type Numhed Activity Post Date Checlq Vendod Receipq Amnunq
Disbursement 50327 Ci0 2017 030212016 3819 99093 250.00
Disbursement 50335 CLOSE-UP 03/02/2016 3823 99098 500.00
Disbursement 50337 Ci0 2018 03/02/2016 3826 09003 875.00




1. Individually select transactions to void by clicking the
box next to the transaction or

Click Select All to select all transactions to void.

3. Click Accept.

N

.-:. Void Transactions - Munis [TEST DATABASE Mar 29 2016
.':-' *  HOME
Erowse Delete Text file | [, [“E] Word MNotes Audit Select All
o 3 Q ) Query Builder ~lobs I For .:,_= _— i Unselect all| =
Accept—ancel | Search — & 7 | Add  Update Print _ Exce o Attach o o Rt
Confirm Search Actions Output Office Toels Menu
Define criteria
Cash Code 472 SAFC ... 472 SAF CASH GL Effective Dz
Location 472 ... JOHN F. KENNEDY HIGH SCHOOL Year/Period
Reference
Type All
Check 0 to 999999999
Receipt 0 to 999999900
Selected | Type Numhed Activity Post Date Checlq Vendorl Receipq Amnunq
Disburzement 50327 CIo 2017 03/02/2016 3819 99993 250.00
Disbursement 50335 CLOSE-UP 03/02/2016 3823 99093 500.00
Disbursement 50337 CID 2018 03/02/2016 3826 99093 875.00
Disbursement 50340 NHS 03/02/2016 3827 99033 839.50
Disbursement 50341 AFRJROTC 03/02/2016 3328 30236 250.00
Disbursement 50342 AFJROTC 03/02/2016 3829 11309 2400.00
v 1 Disbursement 50343 Cfo 2017 03/02/2016 3830 99093 81.27




1. Click Process.

- Void Transactions - Munis [TEST DATABASE har 29 2

" Home
o q Browse Celete %Tert file Nord Motes Audit Define Process
B Query Builder Sloba B ror — Ema MNotify Maplin Journal Data

h]

Accept Cancel  Search — 7 Add  Update - Print Attac
Duplicate ] Preview Schedule Alerts Select
Confirm Search Actions Output Office Tools Menu
Define criteria
Cash Code 472 SAFC ... 472 5AF CASH GL Effecti
Location 472 ver| JOHN F. KENMEDY HIGH SCHOOL Year/Peri
Referenc
Type All
Check 0 to 9999999499
Receipt 0 to 999993999
Selected | Type Numherl Activity Post Date -::neclq "u'endorl Ret:eipl:l Amount
Dishursement 50327 Cfo 2017 03/02/2016 3818 99993 250.00
Disbursement 50335 CLOSE-UP 03/02/2016 3823 99093 500.00
Disbursement 50337 Cro201s 03/02/2016 3828 90003 875.00
Disbursement 50340 MHS 03/02/2016 3827 990933 839.50
Disbursement 50341 AFJROTC 03/02/2016 3828 30256 250.00
Disbursement 50342 AFJROTC 03/02/2016 3829 11309 2400.00
¥ Dishurzement 50343 Cfo 2017 03/02/2016 3830 99003 81.27




1. An output screen will appear. 1. The following message will appear.
2. Select Save under Output Type. 2. Click Yes.
3. Click OK.

Output type Munis

() Munis printer . . . ]
OEETs : Savein Munis spool directory You have chosen to void 1 disbursement(s).
:. 2 File name savdtran0013 Q Continue?

—_ | [

\_ Display Save as type  [Plain text ()

Comment. Saves to a file refrievable from the Saved Reports program.
You may accept the default or enter your own file name.

Report title
STUDENT ACTIVITY VOID TRANSACTIONS

Output options
Landscape Copies 147

O Presentation

® Standard Enable hyperlinks if prasent

OK |[I Cancel




Monthly Student Activity Reports
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Click Search.

. Enter the appropriate cash code.

3. Select the date range for which you would like to
report.

4. Click Accept.

=

- Tarh Balamecor hdy e T ATRJTR = TIATAR
[} =" a | =’ = - r Ly - i} i}
- waall Ddlgl TUES LIRS | RGNS LA A
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HOME

o 4 Q 1 W"SE_ :_Eitf B Text file (B word _ Audit

ery Builde Globa - F'DF lotify Maplin .
Accept ke Search Add  Update Print Excel Attach Return
Cuplicate ] Preview Schedule o.ﬂ'ulerts"
Confinm Search Actions Qutput Office Tools

Transactions

Cash Code 472 TAFC E

Start Date  08/01/2016 [T End Date 10719/2016 [T 3

Cash Account Totals
Beginning Balance Receipts Disbursements Voids/Reversals Transfers Ending Balance

23,495.62 10.00 200 200 00 23,50

Location | Activity | Description | Beginning Balanr.e|

472 ADMIN GEM JOHN F. KENMEDY HIGH SCHOOL ADMIN GENERAL FUNDS 0,202.93

472 AP EXAM JOHN F. KENNEDY HIGH SCHOOL AP EXAMITEST 387799

472 ART FEE JOHN F. KENNEDY HIGH SCHOOL ART LABE FEES 97 .43

472 ART-A-THOM JOHN F. KENMEDY HIGH SCHOOL ART-A-THOMN 451.47

472 ATH CLUE JOHN F. KENNEDY HIGH SCHOOL ATHLETICS CLUB/DEFT. 34595

472 BUSLAE 1 JOHN F. KENNEDY HIGH SCHOOL BUSINESS LAB FEE 1 192.09



Click PDF.

. Enter the appropriate cash code.

3. Select the date range for which you would like to
report.

4. Click Accept.

N

. Cach Balances - Munis [T

" Lome

° q i=| Browse Delete B IEM-”E [+E] Word Motes Audit
& Query Builder Globa FS POF Ema MNotify Maplin
Accept Cancel Search = Add Update Print - I Attach : Return
Cuplicate ] Preview Schedule oallerts"
Confirm Search Actions Qutput Orffice Tools
Transactions

Cash Code 472 TAFC
Start Date  08/01/2016 [T End Date 1011972016 [

Options. [ x]

5. Select Summary.

6. Click OK. Ehuuse an ution

7. The PDF report will be ready to open/save on your :
desktop.

8. Attach this report to your bank reconciliation.




Student Activity
Cashing Out




Cashing Out Receipts



e H__u https://munisdefault.gdoe.net/GasADTrain/wa/r/mugwc/saacttm 2O - G_l @ Home

1. Click Search.

2. Enter the appropriate Cash
Code.
3. Click Accept.

H__-; Activity Transactions - Mun... %

ks a Tabs a abouttabs a Web Slice Gallery - @ Home - Team Site ¢} Condo, TH Apt for Rent - ..,

HOME

Q

Search

WsE
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Search

Activity Transactions - Munis [TRAINING DATABASE Jun 22 2016]

M Delete Teut file m Nord MNotes Audit Disbursement Mass Activate
. Globa - PDF — EEmaiI L Motify Maplink~ | Receipt Cash Out .
Cuplicate Preview m Schedule Alerts Mass Release
Actions Quiput Office Tools Menu

Cash Code 472 SAFC

... 472 SAF CASH

Type

Tran Number

Location

| Activity Vendor Receipt Deposit Amount Status



1. Alist of all pending
transactions will appear.
2. Click Cash Out.

T —
- - P -
ee H:I https://munisdefault.gdoe.net/GasADTrain/wa/r/mugwe/saacttrn O « C_-l w Home I.H_;l Activity Transactions - Mun... *
) a Tabs a abouttabs a Web Slice Gallery = m Home - Team 5Site g4 Condo, TH Apt for Rent - ...
_-:. Activity Transactions - Munis [TRAINING DATABASE Jun 22 2016]
" Home
o Q i=| Browse M Delete Text file Nord Motes Audit Disbursement _ldgss Aciiate
Accept Cancel | Search [f&] Query Builder Add  Undate Globa Print i POF - EEH‘IE” Attach Motify JVaplink= | Receipt Cash Out
Cuplicate Preview Ea Schedule Alerts Mass Release
Confirm Search Actions Output Office Tools Menu
Transaction
Cash Code 472 TAFC ... 472 TAF CASH
Type | Tran NumberI Location | Activity | ‘uFendurI Receipq Deposit | Amounl:l Status
Receipt 56011 472 COUNS CLUE 47203812 051216 10.00 1 - Created
Receipt 56014 472 COUNS CLUE 47203813 051316 10.00 1 - Created
Receipt 56017 472 COUNS CLUB 47203814 051618 30.00 1 - Created
Receipt 56018 472 COUNS CLUB 47203815 051916 20.00 1 - Created
Receipt 56019 472 COUNS CLUB 47203816 0520186 20.00 1 - Created
Receipt 56021 472 COUNS CLUB 47203817 05/2316 23.00 1 - Created
Receipt 56022 472 COUNS CLUB 47203818 05/25M18 10.00 1 - Created

Receipt 56023 472 COUNS CLUE 47203819 05/26M6 10.00 1 - Created



1. Enter the appropriate Location
code.

2. Enter GL Effective Date.

3. Year/Period will be filled by
system.

4. Click Accept.

.-:. Activity Transactions - Muniz [TRAINING DATA
.'3-' *  HOME
o 4P Browse Delete Text file | [ Vord Motes Audit ‘
) &) Query Builder Globa POF Emia Motify Maplin
Accept Tancel search [:1 ' Add  Update Print = Exce Attach ' Re
Confirm “earch Actions Output Office Tools
Cash Out Details
Cash Code 472 TAFC - 472 TAF CASH
Location 472 ...] JOHN F. KENNEDY HIGH SCcHooL | 1
GL Effective Date 09/30/2016 2
Year/Period 2006 7 | 12
Checks O EFT ® Printed 3
First check number 0|+
Selected Type | Number | Activity Vendor Receipt Deposit Amount
|



1. Individually select transactions to
cash out by clicking the check box
next to each transaction or

2. Click Select All from the menu to
select all transactions to cash out.

3. Click Accept.

™ A T _ . b PO A TR TR 17— ™ AT A

.'E::"- oM ACTIVITY ansacrions LIS | 1AL U

o ' Q Browse Delete Text file Morc te Audit 3
Accept u.§u.l Search (5] Query Builder Add  Update S Print Ead PLF Exce e Atta : ) Unselect Al Retum
Confirm Learch Actions Output Office Tools hMenu

Cash Out Details

Cash Code 472 TAFC - 472 TAF CASH

Location 472 JOHN F. KENNEDY HIGH SCHOOL

GL Effective Date 09/30/2016 A

Year/Period 2016 /12

Checks O EFT ® Printed

First check number 0+«

Select | Type Numherl Activity Uendod Heceipq Deposit .Amuunq Status
Receipt 56011 COUNS CLUB 47203812 051216 10.00 1 - Created
Receipt 56014 COUNS CLUB 47203813 05/13M16 10.00 1 - Created
Receipt 56017 COUNS CLUB 47203814 05/16/M86 30,00 1- Created
Receipt 56012 COUNS CLUB 47202815 051916 20.00) 1- Created
Receipt 56019 COUNS CLUB 47203816 0520186 20,00/ 1- Created
Receipt 56021 COUNS CLUB 47203817 05/23M6 2300 1- Created
Receipt 56022 COUNS CLUB 47203818 05/25/M186 10.00 1 - Created
Receipt 56023 COUNS CLUB 47203819 05/26/M186 10.00 1 - Created



1. The transaction (s) you selected
will appear.

2. If the transactions are correct,
click Process.

4 Activity Transactions - Munis [TRAINING DATABASE Jun 22 20
.'!-' *  HOME
Q Browse Delete B Text file - Nord Motes Audit Redefine o
&) Query Builder Globa A s Ema Moty Maplin Select
Accept Cancel Search — © Add  Update Print . Exice Attach : i Return
Duplicate ] Preview Schedule Alerts Process
Confirm Search Actions Output Office Tools henu
Cash Out Details
Cash Code 472 TAFC - 472 TAF CASH
Location 472 ...| JOHN F. KENNEDY HIGH SCHOOL
GL Effective Date 093072016 =
Year/Period 26 /12
Checks OEFT @ Printed
First check number 0|+
Type | Humhed Activity \.-'endod Receipt| Deposit Amounq Status

Receipt 56011 COUNS CLUB 47203312 051216 10.00 1 - Created




1. An output screen will appear.
2. Select Save under Output type.
3. Click OK.

Savein |r'.-1unis spool directory
File name gaacttrn0l02
Save as type | Plain text (_td)

Comment: Saves to a file retrievable from the Saved Reports program.
You may accept the default or enter your own file name.

Forms options

® Submit To Tyler Forms Job |

© Email Sample Data To Current User Archive Tyler Forms output to content manager
) Transfer Sample Data To Workstation

Email Tyler Forms output to me

Printto |
Report title
ACTIVITY TRANSACTIONS - Cash Qut
Quiput style Cutput options
O Presentation Enable hyperlinks if present Copies = 1 A | ¥

® standard

3 0K || Cancel




Cashing Out Disbursements



1. Open Activity Transactions.
If disbursements awaiting cash
out have a status of “Created”,
they will need to be approved
before they can be cashed out.
3. Click Mass Release.

- 3 J J
L) ALV al laal Ulls - LEL] IR AL LY LAl ADASE JUNT 2o 210

" HomE

° Q =] Browse Delete Text file | [, Nord Notes Audit Disbursement Mass Activate
B Cyrer Brilder Zlaha DME . ; M otiF Manlin i |

Accept Cancel  Search [ Query Builde Add  Update S Print Ead "L Exce (e Attach - o Receipt ¢ Re

Cuplicate Previe E Schedule Alerts Mass Release | 3
Confirm Search Actions Output Office Tools B 1L

Transaction

Cash Code 473 TAFC ... 473 TAF CASH

Type | Tran MumberI Location | Activity | 'U‘endurI Receipq Deposit | Amnunq Status

Disbursement 45347 473 ADMIN GEN 999958 113.88 1 - Created 2




1. Enter the appropriate location

code.
2. Click Accept.

. Activity Transactions - Munis [TRAINING DATABASE |

" HoME
o o ' rowse : M Delete B Text file Word Notes L Audit o
» (& Query Builder = Glo =F 8o Emai Notify Maplink

[ =)
m

O LA _ C ol . AL
Add  Update Print Exce \ttach ' Return
- | -y

Cuplicates 1 Preview Schedule iy

Output Office Tools

g

Accept Tancel Search

Confirm Search Actions

Cash Code 473 TAFC - 473 TAF CASH

Location 473 || | 1
| Mumber | Activity Vendor Amount Status

Selected | Type
(]
[]



1. Individually select disbursements to
approve by clicking the check box
next to each transaction or

2. Click Select All from the menu to
select all disbursements to approve.

3. Click Accept.

~, Activity Transactions - Munis [TRAINING DATABASE Jun 22 2016]
.':-' *  HOME
Browse M Celete Text file Nord MNotes Audit Select All
Q2) Q - 0 >
k| Query Builder ’ Globa k FDF . Ema Motify Maplink=  Unselect All
Accept Cancel Search — & - Add  Update Print Exce Attach ) eeiee Retum
Confirm Search Actions Dutput Office Tools Menu
Cash Code 473 TAFC - 473 TAF CASH
Location 473 .| SIMON A. SANCHEZ HIGH SCHOOL
Selecteq | Type Humherl Activity vendnd Amnunt| Status

|:| 2 Disbursement 45847 ADMIN GEN 90993 113.88 1 - Created




If the selected disbursements are
incorrect, click Redefine to select
the correct disbursements.

If the disbursements are correct, click
Process.

tions - Munis [TRAIMNING DATABASE Jun 22 201

Redefine o
Select

- e _ L ~
Accept Cancel | Search ] Cuery Bullde Ad ate T 1 - - Atta "
Cuplicate | Previe Schedule Process 2
Canfirm Search Actions Output Office Tools Menu
Cash Code 473 TAFC - 473 TAF CASH
Location 473 . SIMOM A. SANCHEZ HIGH SCHOOL
Type Humhed Activity Hendod Amountl Status
Disbursement 45847 ADMIN GEN 99995 11388 1 - Created




1. The following message will appear.
Click Yes.

Click Return.

3. The status of the disbursement(s)
should now be “Approved”.

N

Munis

Waming!
Mo Workflow Business Rule approval conditions were met.
Mo pending actions were created for transaction 45847 .

Continuing with 'Release’ will 'Approve’ the transaction.

No

e Activity Tranzactionz - Muniz [TRAINING DATABASE Jun 22 2016]
" HoMe
o Q =| Browse M Delete Text file [“B] Worc ate Audit Disbursement  Mass Activate
Accept Cancel | Search (i) Query Builder e U Globa Brint B8 roF Erce Email - Motify Japlink-  Receipt Cach Cut i
Duplicate Preview m Schedule Alerts Mass Release

Confirm Search Actions Output Office Tools Menu
Transaction
Cash Code 473 TAFC ...| 473 TAF CASH
Type | Tran Number Location | Activity | Vendor Receipt Deposit | Amount] Status
Disbursement 45847 473 ADMIN GEM 03993 113.88) 4 - Approved 3




1. Click Cash Out.

s Activity Tranzactions - Munis [TRAINING DATABASE Jun 22 2016]
¥ Home

o Q Delete Text file [wE] Word Motes Audit Disbursement Mass Activate
der Globa Ex FOF

cep Lance AOC Jdate FInt CECe ATTach ne

Preview m Schedule Alerts Mass Release B

= (i)
)

1

S

1

Confirm Search
Transaction
Cash Code 473 TAFC ... 4T3 TAF CASH

Actions Output Office Tools Menu

Type | Tran NumberI Location | Activity | ".Fendan Receipt| Deposit |
Disbursement 45847 473

Amnunl:l Status
ADMIN GEN 09098

113,88 4 - Approved




1. Enter the appropriate Location
code.

2. Enter GL Effective Date.

3. Year/Period will be filled by

system.
4. Click Accept.
.-:. Activity Transactions - Munis [TRAIMIMNG DATABASE Jun 22 2016]
.':-" HOME
o — ' Q DWsE Delete Text file | ¥ Nord Notes Budit Select All o
Accept 4 el Search B aue - = _ Print Ead POF Fxce Attach Notit Mapli Hnssiect Al Return
Confirm Search Action ) ::‘utr:.-.tT ) -:I“'-:-e o Toaols h Menu

Cash Code 473 TAFC - 473 TAF CASH

Location 473 ...| SIMON A. SANCHEZ HIGH SCHOOL| 1

GL Effective Date 10/19/2016 ||

Year/Period 2007 1 1 2

Checks OFFT ® Prinm

First check number 0« 3

Selected Type | Numhed Activity vendnd Receipq Deposit Amuumj Status
Disbursement 45247 ADMIN GEM 90993 113.82 4 - Approved



1. Individually select disbursements to
cash out by clicking the check box
next to each transaction or

2. Click Select All from the menu to
select all transactions to cash out.

3. Click Accept.

.':. Activity Transactions - Munis [TRAIMING DATABASE Jun 22 201¢
-
.':-' HOME

° 3 Q -.-:e_ _e:-: Text file :{ :' C’ - — Select All 2|

(=]

Accept Cancel Search (8] Query Builde Add Update S Print e POF Exce e Attach o o Unselect Al Retumn
Confirm Search Actions Output Office Tools Menu

Cash Out Details

Cash Code 473 TAFC - 473 TAF CASH

Location 473 e SIMON A SAMCHEZ HIGH SCHOOL

GL Effective Date 10/19/2016 |

Year/Period 2007 [ 1

Checks O EFT ® Printed

First check number 0«

Selected | Type | Humhed Activity Ven dDI‘I Heceipli Deposit Amou nli Status

1 Dishursement 45347 ADMIN GEN 99993 113.28 4 - Approved




1. If the selected disbursements are
incorrect, click Redefine to select
the correct disbursements.
2. Ifthe disbursements are correct, click
Process.
.-:. Activity Transactions - Munis [TRA G DATABASE Jun 22 20
.'!-' *  HOME
Q Browse Delete B Text file - Nord Notes Audit Redefine o
& Query Builde Globa F'DF Erna MNetify Maplin Select
Accept Cancel | Search — 7 Adc ate Print Cvce Attach :
C “ate ] Preview Schedule Alerts 2
Canfirm Search Actions Output Office Tools henu

Cash Out Details
Cash Code 473 TAFC - 473 TAF CASH
Location 473 el SIMON A SANCHEZ HIGH SCHOOL
GL Effective Date 101972016 E:!
Year/Period 2007 [ 1
Checks OEFT @ Printed
First check number 0+
Type Humherl Activity 'u'endorl Receipt| Deposit Amount| Status
Disbursement 45847 ADMIN GEN 909993 113.88 4 - Approved




1. An output screen will appear.
2. Select Save under Output type.
3. Click OK.

Savein |r'.-1unis spool directory
File name gaacttrn0l02
Save as type | Plain text (_td)

Comment: Saves to a file retrievable from the Saved Reports program.
You may accept the default or enter your own file name.

Forms options

® Submit To Tyler Forms Job |

© Email Sample Data To Current User Archive Tyler Forms output to content manager
) Transfer Sample Data To Workstation

Email Tyler Forms output to me

Printto |
Report title
ACTIVITY TRANSACTIONS - Cash Qut
Quiput style Cutput options
O Presentation Enable hyperlinks if present Copies = 1 A | ¥

® standard

3 0K || Cancel




1. After cashing out, these
transactions will be available to
view in Cash Balances.

" Home '
o Q = Browse Delete E B Text file [8 word Notes Audit
i 'ﬁ:_.i" Builder Globa - F'DF Ema Motif Maplin ~
Accept Cancel Search — Add Updats Print Excel Attach ' Re
Duplicate ] Preview Schedule 0 Alerts=
Confirm Search Actions Output Office Taols

Cash Code 473 TAFC

Start Date  09/01/2016 [T End Date 10M9/2016 [

Cash Account Totals

Beginning Balance Receipts Disbursements Voids/Reversals Transfers Ending Balance
40 412 92 00 -311.88 00 00 40,10
Location | Activity | Description | Beginning Balance
473 ADMIM GEN SIMOM A. SANCHEZ HIGH SCHOOL ADMIN GENERAL FUMDS 2,371.92
" Lome
Q = Browse Delete B Text file (8 word Motes Audit Clear o
~ (&) Query Builder Globa - PDF Ema Notify Maplin Vodify Clear
fccept Cancel  Search Add Update Print Excel Attach Return
Duplicate ] Preview Schedule Alerts
Confirm Search Actions Output Office Tools Menu
Transactions
Location 473
Activity ADMIN GEN
Cash Code 473 TAFC
Start Date  09/01/2016 [F] End Date 10/19/2016 [T
Cash Account Totals
Eeginning Balance Receipis Dizbursements Voids/Reverzals Transfers Ending Balance Unclearet
2,371.82 .00 -311.88 .00 .00 2,060.04
Type | Action | Transaction Date | Amuuntl Cleared Date | Check.l'Receipt.f...| Vendor Name/Reversal Comment | Voided
Disbursement 473 ADMN 10/18/2016 -198.00 996 GUAM HOME CENTER

IDiSbursemenT 473 ADMN 10/19/2016 -113.88 I 1012 BENSON




Cashing Out Transfers/Adjustments



% HoME

© 0o

o]

Accept Cancel |ogarch [&] Query Builder Add  Update _‘ SHE Print H_ DF
S 1. Open the Cash ~uplicate e
e etes Transfers/Adjustments
Amount screen.
Effective Date 2. Click the Search button.
3. From the drop down

From menu, select “Created”.
Location 4. Click Accept.
Activity 5. Find the created
Cash Code transfer you would like

to cash out.

Comments

Joumal Information

Year
Feriod
Journal




1. Click Cash Out.

s Cash Transfers - Munis [TEST DATABASE Mar 29 2
.':l-' *  HOME
Q =] Browse I x Delete Text file | [, Mord Id| Motes Audit Cash Out
Accept Cancel | Search (8] Query Builder Add  Update e Print =T Exce [2 email Attach o apir Return
Cuplicate Preview E Schedule 'o' Alerts=
Confirm Search Actions Output Office Tools Menu
Transfer
Amount 65.00 Status |Created
Effective Date 04/05/2016 |
From To
Location 304 304
Activity ADMIN GEN GDOE FUND
Cash Code 304 TAFC 304 TAFC
Comments

Insert explanation of transfer here

Joumnal Information

Year
Period
Journal




1. An output screen will appear.
2. Select Save under Output type.
3. Click OK.

{_) Munis printer

Save in |I".-1ur|is spool directory

File name gacshxfr0013
Save as type  |Plain text (.txt)

Comment: Saves to a file retrievable from the Saved Reports program.
You may accept the default or enter your own file name.

Report title
Student Activity Cash Transfer

Qutput style Cutput options
) Presentation Landscape Copies 1|4 ¥

'®) Standard Enable hyperlinks if present

OK || Cancel




1. The following messages will
appear for Cash Transfers and
Cash Adjustment cash outs.

2. Click OK.

Munis @) Munis

Q Cash Transfer Successful. Q Cash Adjustment Posted

OK OK




