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Installation

New Installation - Single User - Installed on local hard drive “C:”
A new installation of MySchoolAccounting consists of 3 components:

1- Installation of MySchoolAccounting.

2- Installation of Pervasive SQL version 9.1

3- Configuration of System and development of Chart of accounts.

Step #1: Installation of MySchoolAccounting

http://www.tessoftware.com/downloads.html

—— qless instructed differently by
TES Software Inc. el TES support you should always

Software Tools For Managing Schools install the latest version of
MySchoolAccounting

TES Downloads

MySchoolAccounting

MySchoolAccounting 2.63 09.05.20

Remote Receipt Client 09.05.06 4 Make sure ALL computers are
TES-CardSwipe Application Instructions © OUTof TES.
TES-CardSwipe Application Make sure ALL credit card

" batches are closed.

Be sure to update ALL
ySchoolPayroll " computers thP:t use TES.

MSP 6.3 Release

MEDEMI DA Mlindata Minkd

File Download - Security Warning @

Do you want to run or save this file?

Normally you should select Ruh

. | Mame: SetupAW2639056090520.EXE to inSta” the SoftWare.

Type: Application, 50.0MB
From: www.tessoftware.com

If you are running Vista with
UAC installed you will need to
SAVE the file to the desktop and
then “Run as Administrator”

[ Run ] [ Save ] [ Cancel ]

potentially ham your computer. f you do not trust the source, do not

I,@J While files from the Intemet can be useful, this file type can
.
\ run or save this software. What's the rsk?

[

>

Internet Explorer - Security Wamning

_/

Do you want to run this software?

. I Name: TES-Accounting

_ Always answer Run
Publisher: TES-Software, Inc

E] More options Run

K

E While files from the Internet can be useful, this file type can potentially harm
L your computer. Only run software from publishers you trust. What's the risk?




Icome to the MySchoolAccounting
B_9056.09.05.20 Setup Wizard.

izard will install MySchoolAccounting 2.63.9056.09.05.20
hur computer.

rongly recommended that you exit all Windows programs
e running this Setup program.

Cancel to quit Setup and then close any programs you have
0. Click Next to continue with the Setup program.

RNING: This program is protected by copyright law and
ational treaties.

Enter the location for the \

PROGRAM PATH of
MySchoolAccounting

Select Destination Folder
Destination Folder
Click Next to instal to this folder, or click Change to install into a diferent folder.

The PROGRAM PATH is the physical
location of the programs. The
data files will be in sub folders for

each year.

Please enter the location where you would like to install the program. You may type a new
folder name or click the Change button to find a new location.

Install MySchool Accounting to
citeshactw

Example:

This example will result in the following installation.
PROGRAM PATH = C:\TES\ACTW

BASE PATH = C:\TES\ACTW

DATA PATH = C:\TES\ACTW\08-09

QUICK BACKUP PATH = C:\TES\ACT\08-09\ARC

It is important that the technician understand the meaning and use of these 4 paths. They are used
throughout the manual




Step #2: Installation of Pervasive SQL version 9.1

http://www.tessoftware.com/downloads.html

Other Downloa

Epson TM-220 Printer Driver

Pervasive SQL Workgroup 9.1
Pervasive SQL - Service Utility - VISTA ONLY

Pervasive.5QL 9 SP1 Workgroup for Windows (9.1)

PERASIE

PSQL .9

Expe lenceths Pows: MEmbecded

<gack [ mext> ][ cancel |

License Agreement
Please read and accept the software license agreement.

Pervasive Software Inc. Pervasive.SQL 9 SP1 (9.1) -
Workgroup Edition License RAgreement D

TMPORTANT: DO NOT INSTALL THE ENCLOSED SOFTWARE UNTIL

¥YOU HAVE READ THIS LICENSE AGREEMENT ("AGREEMENT"). BY
INSTALLING THE SOFTWARE, OR AUTHORIZING ANY CTHER FERSON
TC DO 50, YOU, AND SUCH CTHER PERSCN, IF APPLICAEBLE,
ACCEPT THE TERMS AND CONDITICNS COF THIS LICENSE

AGREEMENT . IF YOU DO NOT AGREE TC THE TERMS OF THIS
LICENSE AGREEMFENT, RETURN THE ENTIRE PACKAGE WITHIN TEN 7

@ I accept the terms in the license agreement
(7)1 do not accept the terms in the license agreement

Pervasive.SQL 9 SP1 Workgroup for Windows (9.1) E

Usually you will select \
complete. It will install

the database engine to
C:\PVSW|BIN

InstaliShield
< Back ]l Next > I [ Cancel ]
]ﬂ Pervasive.SQL 9 SP1 Workgroup for Windows (9.1) . M
Setup Type

Choose the setup type that best suits your needs.

Please select a setup type.
| ) complete
| All program features will be installed.
i (Requires the most disk space.)
i
| @ Custom
| Choose which program features you want installed and where they
will be installed. Recommended for advanced users. ‘§
|
i
i
Instalishield

<Back | mNext> | [ concel |

— = _/

\/Ifyou select CUSTOM you\

can install the database
engine to any location you

choose.

_/




[ﬂ Pervasive.SQL 9 SP1 Workgroup for Windows (9.1)

Custom Setup
Select the program features you want to install.

Click on an icon in the list below to change how a feature is installed.
Feature Description

= Pervasive.5QL Workgroup .
=5~ | Utiitics Pervasive.50L relational and
i transactional engines and
(=1 - | Pervasive Control Center components required for basic
operation.

This feature reguires 40MB on
i your hard drive, Ithas 2of 2
subfeatures selected. The
subfeatures reguire 59MB on
i your hard drive.

| Install to: >
|| c:pvswy

| mstatishieid

i [ Hep | [ space  |[ <Back |[ Next> | [ canel |

[@ Pervasive.SQL 9 SP1 Workgroup for Windows (9.1) M

Ready to Install the Program =
The wizard is ready to begin installation.

Click Back if you want to review or change any of your installation settings.
Click Cancel to exit the wizard.

Click Install to begin the installation. This may take a litte time ...

InstallShield

<Back || mnstal | [  Cancel |

]ﬂ Pervasive.SQL 9 SP1 Workgroup for Windows (9.1)

Installing Pervasive.SQL 9 SP1 Workgroup for Windows (9.1) = =
The program features you selected are being installed.

Please wait while the InstallShield Wizard installs Pervasive.5QL 9 5P1
Workgroup for Windows (9. 1). This may take several minutes.

Status:
Copying new files
— r

You will only see this
screen if you select
CUSTOM.

Be patient with this step.
Depending on your
computer this step can
take from a few minutes
to an hour or more

Installshield

< Back Next > Cancel

-




Pervasive System Analyzer s {

The transactional engine is about to be tested to verify it is working property.

Test Transactional Engine
1

You MUST run the transactional test.
If it fails then MySchoolAccounting
will not function.

" | do not want to run the transactional tests
& | want to run the transactional tests:

Please select the samples directory on the server where your database engine is
installed.

!| =

Please select the tests you would like to perform on the transactional engine

[V Create Data File (write access required)
[¥ Read Data File

¥ Update Data {write access required)
¥ Insert Data (wiite access required)

<Back Next > Cacel | Heb |
Pervasive System Analyzer M
Transactional Engine Test Results
|s your Transactional Engine opersting comectly? ?

' The transactional engine test completed successfully. ¥ Initilize

Transactional access to Pervasive.SGL Win32 Engine version
19.10is functioning comectly. v Create Data File

v Read Data
v Update Data
¥ Insert Data

¥ Oean lUp

———————————

< Back Next > Cancel | Hep | |

Pervasive System Anal

Relational Engine Test Results
Is your Relstional Engine aperating coectly? Sometimes the RELATIONAL

test will fail. THIS IS OK.

The relational engine test completed successfully. Initialize

Relational access to Pervasive SQL version 9.10is

functioning comectly. Create Table
Read Data
Update Data

Insert Data

Clean Up




Installation - Network

Option #1: Programs and Data are both on the server.

Pro: Easy to Install
Only one place to update

Con: Programs load slowly
Large effect of network

Option #2: Programs are on the Client, Data on the server.

Pro: Programs load quickly
Minimal effect on network

Con: More time to Install
Each client must be updated

Installing Pervasive SQL 9.1 to Novell Netware

Pervasive SQL (Netware Server) Installation Notes
Login to Netware — Full rights to server required for installation

Install Pervasive SQL Server
Installation on SYS volume strongly recommended

Use Pervasive System Analyzer to Remove Pervasive SQL from Server

Install Pervasive SQL Server
Installation on SYS volume Strongly recommended

Modify Host file on Workstation add Server IP and Server Name
\Windows\System32\Drivers\etc\Hosts

Use Pervasive System Analyzer to remove prior version of Pervasive SQL from Workstation

Install Pervasive SQL Windows Client on Workstation

Step #1: Pre-Planning:

The installation requires:
1. Administrative access to BOTH Netware Server and the Workstation that will be used for the installation.
2. The Server must be rebooted (usually twice) during the installation) so it should be planned after school hours when the
server may be down for an hour or so.



3.  You must know the IP address of the server. If the server has multiple network card, use the one set the subnet that
services the subnet of the secretaries computers.

Step #2: (optional) Remove old Pervasive Installation from the server

At the workstation - Run Program Pervasive System Analyzer

N @ Microsoft ActiveSync
N L"s] Outlook Express

N . Pervasive System Analyzer

Pervasive System Analyzer @

Welcome to the Pervasive System Analyzer
: Wizard

This wizard performs system level tests to help ensure that
Pervasive SQL can install and run properly. You can use itto
detect previous Pervasive Sofware product versions to reduce
potential conflicts or to restore archived Pervasive files. You can
also use itto delete Pervasive SQL products from your system

To continue, click Next

Next > Cancel Help |

Pervasive System Analyzer ﬁ

System Analyzer Options
Selectthe action you wantto perform and specify the name and location ofthe log file. ?

Action

" Analyze system or Archive components

Select Delete components or archives

" Restore archives

@ Delete p or archives
" Viewloaded Pervasive modules L
" Testactive installation
I nsacio
cd
Log File:

[cAProgram Files\Common Files\Pervasive Software Shared\PSA\PSALog it )

[¥ Appendto the log file

<Back Next > Cancel ] Help J

Pervasive System Analyzer

Delete Target
Select either the local machine or an existing mapped drive to 3 NetWare volume from which ?

youwantio delete Pervasive components.

" Local Machine

@ Mapped dive to NotWare volums ’/Pick the Netware Server
]g System on 'Tesnetware\Sys' (F) ﬂ ]

<Back Next > Cancel Help




Defigﬁﬂl youwould like 1o delete \
Delete Pervasive SQL components.

[¥ Delete saL .
Permanently deletes all Biiieve and Pervasive.SQL (YO u MUST check his on E)
'odbc’ folders on the specified NetWare volume. Deletes 'pvsw'.
folder and all its contents.

/& Some NetWare system modules may not load correctly ifthe Brieve or Pervasive SQL
yE ¥

components are deleted. To comect this. you must either reinstall Brieve or
Pervasive SQL after you have deleted these components.

| suggest you also Delete Pervasive
archives, but some Sys Administrators
want them kept so that is a local choice.

¥ Delete Pervasive archives

Permanently deletes all archives created by PSA

For a complete analysis of the system, click Cancel, restart PSA and select Analyze System
option.

After this is run you must Reboot the /

<Back I Next> I Cancel Help

Step #3: Installation:

Login as admin
Insert CD in Workstation (NOT Server)

B Pervasive PSQL v9 =JoEd

[ Launch FEQL 4 Serverfor MNetWare Install ] ggchLlfgu;::‘ver
[ Launch PSOL v Client for Windows Install J for Netware

[ View the Release MNotes J lnSta”

[ Open the What's Mew in PEOL v4 Guide }

[ Open the Getting Started Guide }

[ Explare the CD ]

AARNING: This: program is profeced by copyright law and
ernational treaties.

PERMSVE

PsSaL .9

Taswrmrce it Fowes of Inbwcied




{3 Pervasive.5QL 9 SP1 Server for NetWare (9.1) - InstaliShield Wizard ]
License Agrecment
Flease read the following boense agreement carefully.

Pervasive Software Inc. Pervasive.SQL 9 Pl (59.1) Server |+
Edition Liocense Agrocment

Accept the license agreement
and click NEXT

IMPORTANT: DO NOT INSTALL THE ENCLOSED SOFTWARE UNTIL
(YOU HAVE READ THIS PERVASIVE.SQL LICENSE AGREEMENT
("AGREEMENT"). BY INSTALLING THE SOFTWARE, CR
AUTHORLIZING ANY OTHER PERSON TO DO 50, YOU, AND SUCH
OTHER PERSCN, IF APPLICABRLE, ACCEPT THE TERMS AND
[CONDITIONS OF THIS AGREEMENT. IF YOU

THE TERMS OF THIS AGREEMENT, e
WITHIN TEN DAYS OF

) IRTTepE thee terms in the license agresment

11 do not accept the terms in the license agreement

| mrTer— p—rr— (E————
,ﬂ Parvaszive 50L 9 5P1 Server for HetWare (9.1) - InzstallShisld Wizard ‘
-
Apply & license 1o your product.
. / Enter or cut and paste your
Enter the license number and dlick Next. | ice n Se key
License:
I N~—
< Back || Mt = ] | Lancel |

The installation defaults to
F:\system\ MAKE SURE
THIS IS THE SYS VOLUMN

ﬂ Pervaszive.S0L 9 5P1 Server for NetWare (9.1) - InstallShisld Wizard

Retware System Folder
Click Next 1o mstall to this folder, or dick Change to install 1o a déferent folder.

In=dall Pervasive. SQL 9 SP1 Server for Bl

| FAASYSTEM) \

Select the mapped drive and directory for the shared Netware system files.
The recommended ar default lncation for shared system files s SYS:SYSTEM on the NetWare
server.

The F:\PVSW is where the \
pervasive software and the LOG

files are kept. The secretary
should have access to this folder

so TES support can access these

log files during support sessions.

,ﬁ Pervasive.SQL 9 5P1 Server for NetWare (9.1) - InstallShield Wizard

y for

Click Mext to install to this folder, or dick Change to install to a different foldar.

Install Pervasne.SOL 9 SP1 Server for

f‘—! FAPVSWA

|ttt Att— |
Solect the mapped drive and directory for Porvasve Windows-based companents. ‘\ /




ﬂ‘ E

Setup Type
Chaose the setup type that best sults your needs.

ve SQL 9 5P Server for

Flease select @ setup type,

=) Comphete
ﬂ All program features will be instafled, (Requires the mast

Always choose the complete
installation.

([ Custom

;. Choase which program features you want installed snd where they vwll
ﬂ be instalied, Recommended for advanced users,

Please reboot the file server and then\
=T R Wit el L enter MGRSTART at the file server
console.

You must down and restart the NelWare server to
Eive.50L NetWare Server installation. Run MGRSTART after
o load the relational datahase sevice.

Check to make sure the installation has
added MGRSTART to the end of the

AUTOEXEC.NCF file.

Step #4: Test the Installation

At the workstation - Run Program Pervasive System Analyzer

@ Microsoft ActiveSync
N Iﬁl Outlook Express

. Pervasive System Analyzer

Pervasive System Analyzer ﬁ

Welcome to the Pervasive System Analyzer
: Wizard

This wizard performs system level tests to help ensure that
Pervasive SQL can install and run properly. You can use itto
detect previous Pervasive Sofware product versions to reduce
potential conflicts or to restore archived Pervasive files. You can
also use itto delete Pervasive SQL products from your system

To continue, click Next

<Bask | Next > I Cancel Help




Pervasive System Analyzer

System Analyzer Options
Selectthe action you wantto perform and specify the name and location of the log file

Action:
" Analyze system or Archive companents
" Restore archives
" Delete components or archives
¢ View loaded Pervasive modules
® Testactive installation
[¥ Testnetwork

[¥ Testtransactional engine
[¥ Testrelational engine

Log File

]C.\F’rogram Files\Common Files\Pervasive Software Shared\PSA\PSALog.ixt
¥ Append to the log file

<Back

Next >

Cancel I

Pervasive System Analyzer

Test Network Communication

machine to test network communication

Target machine

[192.168.1.200]

Specify a machine name or IP address where Pervasive.SQL engine is running as the target

el

Test Network Communications

=
(Example: myservername or 192.221.253.2)

target machine specified

<Back

Next >

Cancel

@ This test requires the Pervasive.SQL relational and ransactional engines running on the

Advanced Settings

Help

Enter IP address of the Server

Pervasive System Analyzer

Test Network Communication
Is your network communicating camectly?

available protocols.
Cause

Failed to connectto 192.168.1.200 via TCP/IP protacal due to Winsock errar 10061 { No
connection could be made because the target machine actively refused it.)
Troubleshooting suggestions:

1. Werify that Pervasive S0L engine is running on the target machine. Instructions to start
Pervasive SCL engine follow. Iftarget machine has

m Pervasive.50L Server Engine for NetWare: type meraTazT atthe Nefware

<Back

Next>

Cancel |

The netwark comrmunication testto 192.168.1.200 did not complete successfully via any of the

v

=]

Print|

Help

If this FAILS this installation did not work
and you need to UNINSTALL PERVASIVE
FROM THE SERVER AND REINSTALL IT
FROM SCRATCH.

This is often required to get rid of OLD
pervasive components that ship with
Novell but are incompatible with the new
versions of pervasive.

Step #5: Add the Server IP Address to the HOST file on each Workstation.

Use Notepad to open the HOSTS file found on the workstation.

Location on XP

C:\WINDOWS\System32\drivers\etc\hosts



) hosts - Notepad

Fle Edt Format View Help

# Copyright (c) 1993-1999 Microsoft Corp.

#

# This is a sample HOSTS file used by Microsoft TCP/IP for Windows.

#

# This file contains the mappings of IP addresses to host names. Each
# entry should be kept on an individual line. The IP address should

# be placed in the first column followed by the corresponding host name.
# The IP address and the host name should be separated by at least one
# space.

#

# Additionally, comments (such as these) may be inserted on individual
# lines or following the machine name denoted by a '#' symbol.

#

# For example:

#

# 102.54.94.97 rhino.acme.com # source server

# 38.25.63.10 X.acme.com # x clien

127001 localhost

192.168.1.103 HPOO1708CF2615

192.168.1.254 TesNetware

Step #6: Install the Pervasive client on the workstation

Enter the IP Address at least one
space and the name of the server
then save the HOSTS file.

USE NOTEPAD
DO NOT USE WORDPAD OR WORD

THEY WILL FOUL UP THIS FILE
BEYOD ALL RECOGNITION.

\_ /

Note: This step is option if you are currently using workgroup engines. They will serve as clients when the data is moved to the

server.
However we strongly recommend that you install and use the Pervasive Client.



Installing Pervasive SQL 9.1 on Windows Server

Note: The installation must be done at the SERVER CONSOLE.

workstation.

Step #1: Install the server:

-0

Launch PSAL +3 Server for Windows kegtall

Launch PSEL 3 Client for Windows Install \I\

Wiew the Release Motes

Open the What's New in PSOL v3 Guide

Open the Getting Started Guide:

Explore the CD

License Agreement
Please read the following license agreement carefully.

Pervasive Software Inc. Pervasive.SQL 9 S5P1 (9.1) Server il
Edition License Agreement

IMPCRTANT: DO NOT INSTALL THE ENCLOSE
REARD TIHIS PERVRSIVE.SQL L E AGREEMENT
I"). BY INSTALLING THE 5 WARE, OF
ING ANY OTHER PERSCN TC DO 50, ¥YOU, RND SUCH
PERSCN, IF RFPP LBLE, ACCEPT THE TERMS LND
TICHS OF THIS M NT. IF YOU DO NOT RGREE TO
THE TERMS OF THIS AGR 1T, RETURN THE ENIIRE PACEAGE LI

fTTUTI TEM nnve AR NTMoURST TAnD 7 DNTETTR

% I accept the terms in the license agreement

£~ I do not accept the terms in the license agreement

3

\G& server installation must be doh

Pervasive will not allow the installation to be made from a remote

at the SERVER CONSOLE. The
operator must have full
administrative rights

(@

IMPORTANT Note

The windows server must have a user SYSTEM
installed. Although we never login to this
user, it is used internally by Pervasive SQL and
must be present. SYSTEM must have FULL
RIGHEST to the X:\PVSW folder

Instalshield

< Back I MNext > I Cancel |

i-‘\!# Pervasive.SQL 9 SP1 Server for Windows (9.1) - InstallShield Wiza

Product License
Apply a license to your product.

Enter your license number and dick Mext.

License:
| 33PGULHNDRLHCYHNCESGQASF]

The license key is found on the Iih
provided.

Any of the install DISKS may be
used.

Invalid License, Please try again, or dlick Next to
install a trial version of the product.

Installshisld
< Back et > Cancel

_/
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{i# Pervasive.5QL 9 SP1 Server for Windows (9.1) - InstallShield |

Setup Type =
Choose the setup type that best suits your needs,

FPlease select a setup type.

* Complete
@ All program features will be installed. {Requires the most disk
ace) If you want to install to a
 custom different drive than C: then use
the CUSTOM.

Choose which program features you want installed and where th
will be installed. Recommended for advanced users.

Instalshield

< Back I Mext > I Cancel

NOTES:

The install will create a folder \PVSW. All secretaries and | need read/ write access to this folder. Without it we do not have
access to the server logs for troubleshooting. Remember that the user SYSTEM must have full rights to the \PVSW folder.

Step #2: Uninstall old client or workgroup engine on the workstation

Uninstall the existing client or workgroup engine for each workstation.
1- Stop the workgroup Engine:
a. Start Menu >> Pervasive >> Engines >> Stop Workgroup Engine
2- Remove the Workgroup Engine:
a. Windows Uninstall
b. Start Menu >> Pervasive System Analyzer

|P.rvu?v05\rmm Analyzer Ei

System Anabrzer Ophions
Salact tha sction you want to parorm and spacify the nama and location of te o file

Acion \
e Use Delete components or archives

" Bestora archives
= Deiete companents o archives < to delete all old fragments and
T Wiew loated Peivasive modules . .
" Test actve instaliation Reglstry Entries.
cal

[
F

Log Elke:

Program FiesiComman FikasiPer Siftware ! SAFSALogbd |
o hppand to the log ik /




Step #3: Install client at each workstation.
Install the client at EACH workstation. DO NOT install the client on the server.

-i5ix]

Follow instructions on disk

—

Launch PSOL v3 Server for Windows Install

View the Release Notes

Open the 'what's New in PSAL 3 Guide

Open the Getting Started Guide:

Launch PSOL 3 Client for ‘Windows Install +

Ex=plore the CD

Step #4: Add the Server IP Address to the HOST file on each Workstation.
Use Notepad to open the HOSTS file found on the workstation.
Location on XP

C:\WINDOWS\System32\drivers\etc\hosts

") hosts - Notepad
Fle Edt Format View Help

# Copyright (c) 1993-1999 Microsoft Corp.

#

# This is a sample HOSTS file used by Microsoft TCP/IP for windows.

#

# This file contains the mappings of IP addresses to host names. Each

# entry should be kept on an individual line. The IP address should Enter the IP Address at least one
# be placed in the first column followed by the corresponding host name.

# The IP address and the host name should be separated by at least one space and the name of the server
ﬁ Space. then save the HOSTS file.

# Additionally, comments (such as these) may be inserted on individual

# lines or following the machine name denoted by a '"#' symbol.

# USE NOTEPAD

# For example:

#

# 102.54.94.97 rhino.acme.com # source server DO NOT USE WORDPAD OR WORD
# 38.25.63.10 X.acme.com # x clien THEY WILL FOUL UP THIS FILE

127.0.0.1 localhost BEYOD ALL RECOGNITION.

192.168.1.103 HPOO1708CF2615
192.168.1.254 TesNetware

o /
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Step #5: Set the Base Data Path to the server.
Install TES-Windows on c:\tes\actw

http://www.tessoftware.com/support downloads.htm

Start TES

Modify TES to use UNC path for data.

™

7

5
% TES-Accounting for Windows l | [E] ﬂ |
g W e |
Base Path: | 1110.10.10.1\tes\actw|
Year f .
i i _ _ Enter the base data path in the form
1199-00 1 04-05 109-10 11415 \\h hsd Ol\t \ t
) 00-01 ) 05-08 ©10-11 1516 cnsac es\actw
© 01-02 ©) 08-07 @11-12 1617 Or
©)02-03 @o708 (1213 17-18 \\10.10.10.1\tes\actw
() 03-04 () 08-09 1314 o ' )
(This is assuming the share on the server is tes.
1@ Process Local School Accounts | Process District Accounts
!
Select the tasks to be performed before the system starts.
[ Backup Data Files [ Backup To District
[ Restore a Prior Backup ["1Backup To TES
["] Reindex Data Files Edit Base Path
NOTICE:
1- When you install an update be sure you update ALL workstations.
2- Sales Tax Processing is now available in both regular and remote receipts.
3- MyDistrictSummary is now available.

20



Moving Current Installation to a New Computer

Single User system on local Drive:

Step #1: Copy old Installation to thumb drive
Copy entire C:\TES folder from OLD Computer to either a network drive or a thumb drive

DO NOTBURN TO A CD. If you do it will set all files and programs to read only and will cause problems when you restore
the data.

If you are using the command prompt the command is: (Assuming E: is thumb drive)

XCOPY C:\TES\*.* E:\TES\ /s/c/d

Step #2: Copy installation from thumb drive to New Computer
Copy the entire C:\TES folder from THUMB DRIVE to new Computer.

If you are using the command prompt the command is: (Assuming E: is thumb drive)

XCOPY E:\TES\*.* C:\TES\ /s/c/d

Step #3: Download and install Pervasive SQL 9.1 workgroup
Use instructions for new installation

Step #4: Download and install MySchoolAccounting Update
This will create a desktop icon.

21



Network Installation - Data on Network - Programs on Local System

Step #1: Write down BASE PATH on OLD Computer

Start MySchoolAccounting on OLD computer

Record the Base Path
EXACTLY as it appears

-ﬁ‘ TES-Accounting for Windows

S N

ear

) 99-00
© 00-m
© 01-02
© 02-03
) 03-04

Base Path:

W10.23.0.5 TES\ACTW —
© 0405 - 09-10 © 1415 ©) DEMO
©) 05-06 ) 10-11 © 15-16
) 08-07 0 11-12 © 16-17
) 07-08 @ 12413 1718
@) 03-09 1 13-14

Step #2: Copy old Installation to thumb drive
Copy entire C:\TES folder from OLD Computer to either a network drive or a thumb drive

DO NOT BURN TO A CD.

the data.

If you are using the command prompt the command is: (Assuming E: is thumb drive)

XCOPY C:\TES\*.* E:\TES\ /s/c/d

Step #3: Copy installation from thumb drive to New Computer
Copy the entire C:\TES folder from THUMB DRIVE to new Computer.

If you are using the command prompt the command is: (Assuming E: is thumb drive)

XCOPY E:\TES\*.* C:\TES\ /s/c/d

Step #4: Download and install Pervasive SQL 9.1 CLIENT

Use instructions for new installation

Step #5: Download and install MySchoolAccounting Update
This will create a desktop icon.

Step #6: Start NEW computer and enter BASE PATH

If you do it will set all files and programs to read only and will cause problems when you restore

22



Network Installation - Data and Programs on Network Drive

Step #1: Write down BASE PATH on OLD Computer

Start MySchoolAccounting on OLD computer

-& TES-Accounting for Windows

Base Path: | 110.23.0.5{TESIACTW / I
fear

) 99-00 @ 04-05 ©) 09-10 © 1415 ©) DEMO

©) 00-01 ©) 05-06 @ 10-11 @ 15-16

® 01-02 ©) 08-07 ® 1112 © 1817

©) 0203 ) 07-08 1213 1718

©) 03-04 @ 08-09 1314

Step #2: Download and install Pervasive SQL 9.1 CLIENT
Use instructions for new installation

Step#3: Create desktop icons for MySchoolAccounting

a.
b.

Click on My Computer

Navigate to base path and create desktop icon

/\

Record the Base Path
EXACTLY as it appears

@@'|l v Computer » C-320 (C:) » tes » ACTW »

- [4 ] [se

2- click on Send To

3- click on Desktop

| Compressed (zipped) Folder

B Deskiop (create shortcut)

/| Documents

< Fax Recipient

_| Mail Recipient

T N

Wy Organize ~ s + W Open @& Burn
Favoriie:links Mame Date modified Type Size
| 00-01
(Empty) | 01-02
L0203
| 03-04
). 04-05
I 05-06
Folders |k 0607
L co ~ | ik 0700
| del | 08 Open
. | 09-1 ¥ Run as administrator
/ Garmin | 10-
| HelpMant | 11-1 @ Scan with ESET NOD32 Antivirus
| HF Server A 12- Advanced options ]
13+
| HWT J 4 o ,
| Hyper File ) 5
| inetpub |= : ‘_me‘: UltraEdit
| Intel | Pin to Start Menu
I log ,
b kav | REP Add to Quick Launch
| MSO0Cach | Tes Restore previous versj
jec— web
% My projec :.. 080 Send To »
B vy sites sl
acci cut
I My Web ¢
” y : ¥ Acc o
W pcinst B actl, b
& Perilogs A Create Shortcut
/. Program | ﬁﬁg Delete
\ ProgramC ﬁ v e 1_
| Pvsw &ad:
| pvswarch sz : Properties
. tes actw.IND
b ACTW

RICHT Click on actw.exe

Step #4: Set the “Start In” value in the icon

a.

Right click on the icon
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b. Click on Properties

Open
PKZIP
Run as administrator

Scan with ESET NOD32 Antivirus
Advanced options

PKZIP

UltraEdit

Pin to Start Menu

Add to Quick Launch

Scan with ESET NOD32 Antivirus
Open With...

Share...

UltraEdit
Restore previous versions

Send To
Cut
Copy

Create Shortcut
Delete

Rename

Properties

c. Set the Start in to the Base Path
gacm.exe - Shortcut (2) Properties

Click Properties

|  Detais |

Previous Versions

| Shortout

—
-

actw exe - Shortcut (2)

| Compatibiliy

Target type:

Target:

Application

Target location: ACTW

Ci\tes\ACTW LIRS

ol

Start in:

CiMeshACTW

/

Shortcut key:  Mone

Step 5: Repeat step #3 and #4 for WebTQ.exe

Step #6: Start NEW computer and enter BASE PATH

Set the Start In to be the same as\

the PATH in the TARGET.

If Target says
C:\TES\ACTW\actw.exe

Then start in must be
C:\TES\ACTW
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Printer Configuration:

Basic Concepts

File =» Manager =» Define Printer Trays

£l TES Printer Setup - ACTW EM@QW
mPORTANT: The entire purp&

This program allows the operator to configure the trays . .
to be used by TES-Activity for Reports, Checks, of this program is to set these
Purchase Orders, and Receipts

printer codes which are sent to
the printer before the document
is printed.

Click on Button Below to set Tray Current Codes

The CODE is stored.

Select Report Tray I 261

The screen which displays when
you click on a Select button is NOT

STORED.

Select Check Tray

Select Purchase Order Tray

Select Receipt Tray

Select Bin for Checks... l &J

r Prirter

Name: IHF‘ LaserJet 4200 PCL & LI Properties... |

Status:  Toner low; 0 documents waiting

Type: HP LaserJet 4200 PCL 5

Where:  192.168.0.68

Comment: I™ Prit to file

— Print range Copies

@ Al Number of copies: |1 3:

" Pages from:l to:l
-3 PIE ¥ Collate
" Selection 1 1

ok | Cancel |




-

% HP Officejet 7400 series Wireless Document Properties

[ Advanced | Printing Shorteuts | Paper/Qualty | Effects [ Finishing | Color |

Print Task Guick Sets

Type new Guick Set name here

Paper Options
Size is: 8.5 x 11 inches

Letter -

[~ Borderess Prirting
[ Bordedess Auto Fit

Source is:
-
Type is:
Automatic -

Print Quality

Fast Normal

Black render dpi
Colorinput dpi

Color output

600

600

‘Automatic

| Real Life Digital Photography

Hp 4000/4100/4200/4300

Instructions on website

Documentation

TES Download Instructions
HP 4000/4150 Printer Configuration

HP 4200/4300 Printer Configuration
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Installation of TM 220 Epson Receipt Printer
Download the latest Epson Printer driver

Click on the driver program

g EPSOM Adwvanced Printer Driver for TM Series - InstallShield Wizard 5'

License Agreement

Please read the following license agreement carefulky.

SOFTWARE LICENSE AGREEMEMNT - |

IMPORTAMNT - PLEASE READ CAREFULLY! The EPSONMN software you are about to
download wil be licensed to you, the licensee, on the condition that you agree with
SEIKO EPSON CORPORATION ("EPSON™) to the terms and conditions set forth in this
legal agreement. PLEASE READ THIS AGREEMENT CAREFULLY. YOU WILL BE
BOUMND BY THE TERMS OF THIS AGREEMENT IF YOU INSTALL, DOWMNLOAD, COPY,
OR OTHERWISE USE THE SOFTWARE. If you do not agree to the terms contained in
this agreement, please do not install or download the software. Please record the date
of download in order to activate the limited ninety (90) day warranty (see below).

If wvou agree to these terms and conditions, EPSOM grants to you a nonexclusive
license to use the folowing software (the "Software™): -~ |

@ T accept the terms in the license agreement

¢ I do not accept the terms in the license agreement

= Back I MNext > I Cancel

Instalshield

Y EPSON Adwvanced Printer Driver for TM Series - InstallShield Wizard 5'

Location to Save Files

Where would wou like to save your files?

Please enter the folder where you want these files saved. If the folder does not
exist, it wil be created for you. To continue, click Next.

Save files in folder:
C:\Program Fies\..\EPSOMN Adwvanced Printer Driver\Seu..)_TM|

Change... I

Installshield

< Back I MNext = I Cancel

Select OS5 x|

- SelectInstall 0S5

7 WindowsNT4.0 7 Windows2000 ® WindowsXP

—SelectInstall Language

I = & Us =1

< Back I MNext > I Cancel
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Select EPSON TM-U220 \

Select Module x| DO NOT select USB at the top
of this list.

Select Install Module

CJEPSON TM-L90Peeler Label -
[JEPSON TM-PE0 Receipt

JEPSON TM-T&8lll Receipt

[JEPSON TM-T90 Receipt \ /
[JEPSON TM-U210 Receipt

WEPSON TM-U220 Receipt e

C(Ver. 2XX compatible APD) EPSON TM-H3000(R) Receipt ﬁick here to change to

(
CI(Ver. 2XX compatible APD) EPS0ON TM-H3000(R) Reduce3b usB
[(Ver. 2XX compatible APD) EPSON TM-H3000(R) Slip

| /\

M far %Y rarmmatikla ADTY EFDSOR TA-HEDDNI

Baraint

COPY Printer Port Setting=&tc.... ‘

Printer Port Setting, e.t.c. x|
. . TES receipts expects the
Frinter Setting . .
[ SetDefault Printer prlnter name Is
Name: [FPSCNPOS EPSONPOS
‘\
Frinter Port Setting
Transmission Rety(seconds): [ 0
Port Type :
(" Parallel . .
 Serial o =] Make sure the printer is
& Us3 . plugged in and turned on
BEFORE you select USB.
" TCP/IP | N N B y
—
E—T

% System Definition
In MySchoolAccountiing:

Data Connectiions taster File Definit File & Manager = System Definitions = Document Options

General |AccuuntDefinitiDns Docu

Set the receipt form to EPSONPOS

Receipt: Form:

EPSONPOS m




Backup/Restore

Backup Options:

Backup T

() Ouick Backup to Data Drive
FTF Backup To District

(_JFTF Backup to TES

Backupto C
(0) Copy to DEMO

Backup Path [En

Backup Filename

|HAPPYDALE—DE—DH—BDDD—DE\DEDB—] 957 zip

Restore Options:

Restore will be made to \

Base Path \ 08-09

) -
'@ TES-Accounting for Windows
—

Base Path: | C\TESWACTW
Year

(19900 1 04-05
(100-01

©01-02

©02-03

(©)03-04

(©)DEMO

C:\TES\ACTW\08-09

_

1@ Pracess Lacal School Accounts || Pracess District Accounts

A RESTORE WILL OVERRIDE ALL DAh
FOR THE YEAR SELECTED ABOVE.

Select the tasks to be performed before the system starts.
|| Backup Data Files | |Backu
[/]Restore a Prior Backup
|| Reindex Data Files

T TDackup To 1ES

["|Edit Base Path

BE SURE THAT IS WHAT YOU WANT
TO DO.

A new dispursement system is available:

Debit Card Processing now allows you to enter expenditures posted on a

school debit card. It will process just like a check and appear on the bank
reconcilliation screen.

_

Partial Restore:



Start-Up Options

-
@ TES-Accounting for Windows | [—a

Base Path: | ClIESIACTIY |

Year
(7)99-00 (104-05 (109-10 (11415 (") DEMO
()00-01 ()05-06 @101 (©)15-16
©)01-02 () 06-07 ©11412 ©) 1617
(7)02-03 (10708 @©1213 11718
(7)03-04 (@) 08-09 1314
1@ Process Local School Accounts | Process District Accounts

Select the tasks to be performed before the system starts.

Backup Data Files Backup To District
Restore a Prior Backup Backup To TES
Reindex Data Files Edit Base Path

A new disp y is availabl

Debit Card Processing now allows you to enter expenditures posted on a
school debit card. It will process just like a check and appear on the bank
reconcilliation screen.

Backup Data files

Restore a Prior Backup

Reindex Data Files

Backup to District

Backup to TES

Edit Base Path



Components of State Account numbers

Account Codes: Account components

State Account Code: (Example is Actual Alabama Account Code) NOTE: Each State uses a different combination of

these components.

Fund:

Notes

Similar to Company in Multi-Company corporation.

Each fund is a complete, self-balancing set of books.

Fund

A fund is a fiscal and accounting entity with a self-balancing set of accounts recording financial
resources, related liabilities, fund equity, and changes caused the receipt and expenditure of
funds

Account Type

1=Asset, 2=Liability, 3=Equity and Fund Balance, 4=Income, 5=Expenditure

Function Referred to as account.
Object The detail of the services or commodities purchased
Cost Center A school code assigned by the state department of education
(School)

Fund Source

A fund Source is a fiscal and accounting entity with a self-balancing set of accounts recording
financial resources, related liabilities, fund equity, and changes caused the receipt and
expenditure of funds

Year Year the funds were budgeted
Program Plan of activities
Special Use School or district defined
Activity To tie local school accounting to district books

12-5-1100-600-0390-7101-9\-2400-00 0-0026—— | Activitv Number

Year Special Use Code

Fund Source

School

Object

Function (Account)

Account Type

Fund

The Break1, Break2, are used to store the account components for use by the report writer.
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Utah Chart of Accounts - Definitions

Program Definitions

20xx General School
2001 Administrative
2005 Book Store
2010 Career Center
2015 Counseling
2020 Custodial
2025 District Allocation
2060 Graduation
2070 Media Lab
2075 Office
2080 Scholarships
2083 Snackbar Program
2085 Swimming Pools
2090 Testing
2095 Vending

21xx General Student Body
2110 Assemblies
2120 StudentBody

22xx Instructional Classes
2205 ACT
221x Advanced

2220 Aeronautics
2225 Alternative School
224x Arts

2300 Athletics Boys/mixed

2212 Advanced Placement

2214 Concurrent Enrollment
2216 Gifted and Talented

2218 International Baccalaureate

2240 fine Arts

2250 Music

2285 Photography
2290 Speech and Drama

2305 Athletic Tournaments
2310 Athletic Administration
2315 Baseball

2320 Basketball

2325 Cheer Leading

2330 Cross Country

2335 Drill Team

2340 Football

2345 Golf

2350 Intramurals

2355 Soccer

2360 Softball

2365 Swimming

2370 Tennis

2375 Track

2380 Volleyball
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24xx Athletics Girls

25xx Career and Technical Education

2600 Citizenship

2630 Community of Caring
2540 Community Ed

2650 Drivers Education
2700 Health

2750 History

2850 Journalism

2900 Language Arts

3000 Mathematics
3020 Peer Counseling

2383 Water Polo
2385 Wrestling

2405 Athletic Tournaments
2410 Athletic Administration
2415 Baseball

2420 Basketball

2425 Cheer Leading

2430 Cross Country

2435 Drill Team

2440 Football

2445 Golf

2450 Intramurals

2455 Soccer

2460 Softball

2465 Swimming

2470 Tennis

2475 Track

2480 Volleyball

2483 Water Polo

2485 Wrestling

2510 Agriculture

2515 Business

2530 Family and Consumer Science
2540 Health Occupations

2545 Industrial Arts

2550 Information Tech/Data Processing
2555 Law Enforcement

2560 Placement

2565 School to Careers

2570 Technical Education

2575 Technology Life Careers

2580 Trade, Technical and Industrial
2590 Work Based Learning

2860 School Newspaper
2870 Yearbook
2880 Publications

2910 Debate
2920 English
2930 Foreign Language
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3030 Physical Education

3040 Reading

3045 ROTC

3047 Self Contained

3050 Science

3100 Social Studies
3110 Anthropology
3120 Humanities
3140 Psychology

3150 Special Education
3160 Resource

3200 Summer School

3260 Student Body Class

3280 Student Council Class

33xx Other instructional Programs

3300 Grade level Funds
3300 Grade K
3301 Grade 01
3302 Grade 02
3303 Grade 03
3304 Grade 04
3305 Grade 05
3306 Grade 06
3307 Grade 07
3308 Grade 08
3309 Grade 09
3310 Grade 10
3311 Grade 11
3312 Grade 12
3313 Leftover Grade Funds

3320 Curricular and Related Clubs

3560 Special Olympics

3570 Student Government
3580 Student body Officers
3590 Student Council

3595 Tutoring

36xx Student Activity Funds

3605 Alumni Funds

3610 Faculty Funds

3615 Memorial Funds

3620 Non-Curricular clubs

3685 PTA/PTSO

3688 Other Organizations

3690 Welfare Funds



Object Codes- Misc:
Asset Objects

8111 Cash in Bank

8113 Petty Cash

8120 Investment

8138 Expenses to be reimbursed

Liability Objects

9510 Owed to Districts
9512 Owed to Other Organizations
9515 Sales Tax owed to State

Income Objects

1300 Tuition

1400 Transportation Fees

1500 Interest Earnings

1710 Admissions / Gate Receipts

1720 Bookstore Sales

1730 Student Org Members Dues

1740 Fees/Fines Nonrefundable (Not Participation)
1741 Participation

1745 Fees/Fines-Refundable

1750 Vending Machine Sales & Commissions
1751 Snack bar Sales

1790 Fundraiser Proceeds

1900 Other General Sales

1910 Field and Other Rental

1920 Donations

2200 Local Direct Grants

Interfund Transfers Objects

5200 Transfer In from District
5210 Transfer Out to District

InterActivity Transfers Objects

5220 Transfer In from Other Activity
5221 Transfer Out from Other Activity
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Object Codes - Expenditure

0340 Services/Consultants

0341 Officials/Judges/Referees

0440 Repairs/Maintenance

0450 Rentals/Royalties

0505 Travel Student In-State & Field Trips
0530 Telephone

0535 Postage

0550 Printing Services

0580 Staff Travel — Out of State

0585 Staff Workshops Conferences

0590 Bank and Collection Fees

0594 Admission and Registration Charges
0610 School Supplies

0613 Office Supplies

0617 Clothing/Outfits Non inventories
0630 Food

0641 Textbooks

0644 Library & Periodicals

0673 Technology Supplies (Software, Cables, etc)
0680 Maintenance Supplies

0730 Equipment

0739 Uniforms (Band/Football/etc-inventoried)
0810 Membership Dues

0890 Goodwill Gifts (Donations Out)
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Example Relation between Account, Activity, Category

Account Activity Category
Officials Football Athletics

Supplies Football Athletics

Textbooks Mr. Thomas Science

Files and Keys: Introduction

File BglFi ActFi MstFi
Description | Budget General Ledger File Activity Reference File Master File — Data on
Chart of Accounts Vendors, Students, Teachers,
YTD Totals Activity Title Others
Referenced in all Transaction Category
Files
Key BglFiKey Primary Key MF_ldKey Auto
Link to all transaction files incremented SYSID
Key AccountKey MstFiKey
Browse by State Account code
Report by State Account code
Key ActivityKey ActfiKey NameKey
Link to Activity File Link to BglFi Browse/Report Master by

Browse/Report by Activity

Name of Student or Vendor

Key ActivityNoKey
Browse/Report by Activity No

TypeKey

Browse Report by Type
V=Vendor

S=Student

T=Teacher

O=0Other

Key Category Key CategoryKey
Browse/Report by Category

Key Description Key
Browse/Report by Account
Description

37




File DocHd Docltm GITrn
Description | Each Transaction generates a Each line (account) on the Two (2) GITrn records are
Doc Header. document generates a Docltm generated for each Docltm.
Record One for the Debit
Account One for the Credit
Amount
Comment
Key Doc_ldKey Doc_ldKey Doc_ldKey
Auto Incremented (sysid) An Item number is added to Primary Key
the Doc_lId
Key DocHdKey
Sort by Transaction Type
Allows Reports by Check
Register, etc
Key MF_IdKey MF_ldKey
Link to master file
Key NameKey
Sort by Name, Type, Document
Browse and Report
transactions by Vendor or
Student Name
Key TranNameKey TranTypeKey TranTypeKey
Browse and Report Checks, etc | Browse and View by
by Vendor, Student Name transaction
Key BgINumberKey BgINumberKey

Link to BGLFI

Link to BGLFI
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Files used in MySchoolAccounting

Actfi Activity Master File

Table Name : ActFi

Driver Options :

Owner Name :

Driver : Btrieve Prefix :

String constant or variable name for path : !FileName:ActFi

Rows Allocated To Table
ActFiKey

Id
ActivityKey

Activity
CategoryKey

Category

Activity

Column Name

Id

Activity
Category
ActivityNo
BegBalance
IncBudget
ExpBudget
Ytd:Inc

Ytd:Exp
Ytd:Trn
Ytd:Enc

Ytd:AP

Ytd:AR

Ytd:Bgt
Balance
IncBgtBalance
ExpBgtBalance
CloseToGenFundBalance
TeacherActivity

Row Properties
Unique Exclude Nulls Primary Key Auto Increment

LONG @n-14

STRING @s15
Exclude Nulls

STRING @s15

STRING @s15

Type Bytes Picture Validity Checks
LONG ( 4 . )@n14
STRING ( 15 . )@si5
STRING ( 15 . )@si5
STRING ( 10 . )@sl0

PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
BYTE (1 . )@ni

BYTE (1 . )@ni

ACT
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BglDefBGL Definition File

Table Name : BglDef Driver : Btrieve Prefix : BglDef
Driver Options :
Owner Name :
String constant or variable name for path : !FileName:BglDef
Rows Allocated To Table Row Properties
IdKey Unique Exclude Nulls Primary Key Auto Increment
Id LONG @n-14
TypeKey Exclude Nulls
Type STRING @s10
Number STRING @s8
Column Name Type Bytes Picture Validity Checks
Id LONG ( 4 . )@ni4
Type STRING ( 10 . )@si10 Must be in list :FUND|FUNCTION|OBJECT|PR
Number STRING ( 8 . )@ss8
Description STRING ( 50 . )@s50
InvalidType [10] STRING ( 10 . )@s10 Must be in list :FUND|FUNCTION|OBJECT|PR
InvalidOperator [10] STRING ( 1 . )@sl Must be in list :=|<<|>
InvalidNumber [10] STRING ( 8 . )@s8
BglFi Budget General Ledger File - Chart of Accounts
Table Name : BglFi Driver : Btrieve Prefix : BGL
String constant or variable name for path : !FileName:Bgflfi
Rows Allocated To Table Row Properties
BglFiKey Unique Exclude Nulls Primary Key Auto Increment
Bgl_Id LONG @n_9
ActivityKey Exclude Nulls
Activity STRING @s15
TeacherDescription STRING @s50
CategoryKey Exclude Nulls
Category STRING @s15
Activity STRING @s15
TeacherDescription STRING @s50
DescriptionKey Exclude Nulls
Description STRING @s40
Activity STRING @s15
FundKey Unique Exclude Nulls
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Fund
Account
ActivityNo
TeacherNo
AccountKey
Account
ActivityNo
TeacherNo
ActivityNoKey
ActivityNo
Type
Description
TypeKey
Type
Fund
Account
ActivityNo
NumberNameKey
NumberName
PostingAccountKey

PostingAccount
Fund

NameKey
Name
TypeNameKey
Type
Name
TeacherKey
Teacher
Description

Column Name

Bgl_Id
Fund
Account
ActivityNo
TeacherNo
Category
Activity
Teacher
Description
Type
BalType
TaxFlag
BegBalance

STRING
STRING
STRING
STRING

STRING
STRING
STRING

STRING
STRING
STRING

STRING
STRING
STRING
STRING
STRING

STRING
STRING

STRING

STRING
STRING

STRING
STRING

Type Bytes

LONG ( 4
STRING ( 8
STRING ( 50
STRING ( 8
STRING ( 4
STRING ( 15
STRING ( 15
STRING ( 10
STRING ( 40
STRING ( 1
STRING ( 1
STRING ( 1

PDECIML 10 .

@s8

@s50

@s8

@s4
Exclude Nulls
@s50

@s8

@s4
Exclude Nulls
@s8

@s1

@s40
Exclude Nulls
@s1

@s8

@s50

@s8
Exclude Nulls
@s80

Exclude Nulls

@s10
@s8

Exclude Nulls
@s56
Exclude Nulls
@s1

@s56
Exclude Nulls
@s10
@s40

) @n_9
) @s8
) @s50
) @s8
) @s4
) @s15
) @s15
) @s10
) @s40
) @s1
) @s1
) @s1
2 )@n-14.2

Picture

Validity Checks

Can not be zero or blank

Can not be zero or blank

Must be in list :Asset|Liability|Equity|
Must be in list :Debit|Credit
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BegBudget
AdjBudget
Debits
Credits
Balance
EncBalance
BgtBalance
NumberName
Breakl
Break2
Break3
Break4
Break5
Break6
Break7
Break8
Break9

Break10
Bgt:BegBalance

Bgt:Approved
Bgt:Current
Bgt:NextProjected
Bgt:NextBudget
Bgt:Prior1Actual
Bgt:Prior1Budget
Bgt:Prior2Actual
Bgt:Prior2Budget
Per:Inc [13]
Per:Exp [13]
Per:Trn [13]
Per:Enc [13]
Per:AP [13]
Per:AR [13]
Per:Bgt [13]
Ytd:Inc

Ytd:Exp

Ytd:Trn

Ytd:Enc

Ytd:AP

Ytd:AR

Ytd:Bgt

Ptd:Inc

Ptd:Exp

Ptd:Trn

Ptd:Enc

PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (

STRING (
PDECIML

PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML
PDECIML

10 .
10 .
10
10

10

10 .
10 .

80
10
10
10
10
10
10
10
10
10

10
10

10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10
10

2 )@n-l4.2
2 )@n-14.2
2 )@n-l4.2
2 )@n-14.2
.2 ) @n-14.2
2 )@n-l4.2
2 )@n-l4.2

) @s80

) @s10

) @s10

) @s10

) @s10

) @s10

) @s10

) @s10

) @s10

) @s10

. ) @s10
.2 )@n-14.2

.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
.2 )@n14.2
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Ptd:AP

Ptd:AR

Ptd:Bgt
Ptd:Balance
Ptd:EncBalance
Ptd:BgtBalance
EndOfRecord
PostingAccount
Name
FormattedAccount

TeacherDescription
BegTotal

BegEnc

BegAp

Amountl

Amount2

Amount3

Amount4

Amount5
AllowRemoteFines

BrHd

Table Name : BrHd

Driver Options :

Owner Name :

PDECIML 10 .
PDECIML 10 .
PDECIML 10
PDECIML 10
PDECIML 10
PDECIML 10
STRING ( 5
STRING ( 10
STRING ( 56
STRING ( 66
STRING ( 50
PDECIML 10
PDECIML 10 .
PDECIML 10 .
PDECIML 10 .
PDECIML 10 .
PDECIML 10 .
PDECIML 10 .
PDECIML 10 .
BYTE ( 1

Bank Recon Header File

2 )@n-14.2
2 )@n-14.2
.2 )@n-14.2
. 2 )@n-14.2
.2 )@n-14.2
.2 )@n-14.2
) @s5

) @s10

) @s56

) @s66

. ) @s50
.2 Y@n-14.2

2 )@n-14.2
2 )@n-14.2
2 )@n-14.2
2 )@n-14.2
2 )@n-14.2
2 )@n-14.2
2 )@n-14.2
) @n3

Must be in list : JAPJARJAROFFSET|BANKCH

Must be true or false

Driver : Btrieve Prefix : BRH

String constant or variable name for path : !Filename:BrHd

Rows Allocated To Table

IdKey
Id

PeriodKey
Period

Column Name

Id

Period
BankBegBalance
BankDb

BankCr
BankEndBalance
BankDbCleared
BankCrCleared
BookBegBalance
BookEndBalance

Row Properties

Unique Exclude Nulls Primary Key Auto Increment
LONG ©@n-14
Exclude Nulls
BYTE @n3
Type Bytes Picture Validity Checks
LONG ( 4 ) @n-14
BYTE (1 ) @n3
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
PDECIML 10 . 2 )@n-14.2
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OutstandingChk

OutstandingDep PDECIML 10 . 2 )@n-14.2
OutstandingOther PDECIML 10 . 2 )@n-142
DatePosted DATE ( 4 . )@di17
OriginalChk PDECIML 10 . 2 )@n-142
OriginalDep PDECIML 10 . 2 )@n-14.2
OriginalOther PDECIML 10 . 2 )@n-142
ClearedChk PDECIML 10 . 2 )@n-142
ClearedDep PDECIML 10 . 2 )@n-14.2
ClearedOther PDECIML 10 . 2 )@n-142
Other PDECIML 10 . 2 )@n-142
BrOut Bank Recon - Outstanding items from Prior Year
Table Name : BrOut Btrieve Prefix :
Driver Options :
Owner Name :
String constant or variable name for path : IFileName:BrOut
Rows Allocated To Table Row Properties
IdKey Unique Exclude Nulls Primary Key Auto Increment
Id LONG @n-14
DocumentKey Unique Exclude Nulls
TranType STRING @s4
Document LONG @N_10B

Column Name

Id
TranType
Document
Date
Name
Comment
DbCr
Amount
FiscalYear
Cleared
Reconciled

PDECIML 10 . 2 ) @n-14.2

Type Bytes Picture

LONG ( 4 ) @n-14
STRING ( 4 ) @s4
LONG ( 4 . )@N_10B
DATE ( 4 ) @d17
STRING ( 30 . )@s30
STRING ( 30 . )@s30
STRING ( 1 . )@sl
PDECIML 10 . 2 )@n-14.2
STRING ( 5 ) @s5
BYTE ( 1 . )@n2
BYTE (1 ) @n2

Validity Checks

Must be in list :CHK|DEP|GJINSF|NSP|OTH

Must be in list :D|C

BRO
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DocCtrl Document Control File - Maintains Next Document Number

Table Name : DocCtrl Driver : Btrieve Prefix :

Driver Options :

Owner Name :

String constant or variable name for path : !FileName:DocCtrl

Rows Allocated To Table Row Properties
DocCtrIKey Unique Exclude Nulls Primary Key Auto Increment
Id LONG @n-14
TranTypeKey Exclude Nulls
TranType STRING @s3
NameKey Exclude Nulls
DocumentName STRING @s20
Column Name Type Bytes Picture Validity Checks
Id LONG ( 4 . )@nl4
TranType STRING ( 3 . )@s3
DocumentName STRING ( 20 . )@s20
NextNumber LONG ( 4 . )@ni3
DbCr STRING ( . ) @s1
PostType STRING ( 2 . )@s2
Contra STRING ( 40 . )@s40
ContraActivity STRING ( 10 . )@sl0
ActivityNo STRING ( 10 . )@sl0
MainAccount STRING ( 40 . )@s40
MainActivity STRING ( 10 . )@sl0
S:DbCr STRING ( 1 . )@sl
S:PostType STRING ( 2 . )@s2
S:Contra STRING ( 40 . )@s40
S:ContraActivity STRING ( 10 . )@s10
S:ActivityNo STRING ( 10 . )@sl10
S:MainAccount STRING ( 40 . )@s40
S:MainActivity STRING ( 10 . )@sl0
Count LONG ( 4 . )@ni3
Total PDECIML 11 ., 2 )@n-15.2

DC
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DocHd Document Header File

Table Name : DocHd Driver : Btrieve Prefix :

Driver Options :

Owner Name :

String constant or variable name for path : !Filename:DocHd

Rows Allocated To Table Row Properties
Doc_ldKey Unique Exclude Nulls Primary Key Auto Increment
Doc_lId LONG @n13
DocHdKey Exclude Nulls
TranType STRING @s4
Document LONG @N_10B
MF_ldKey Exclude Nulls
MF_Id LONG @n_9
TranType STRING @s4
Document LONG @N_10B
NameKey Exclude Nulls
Name STRING @s30
ApVendorlnvoice STRING @s40
TranType STRING @s4
Document LONG @N_10B
TranNameKey Exclude Nulls
TranType STRING @s4
Name STRING @s30
Document LONG @N_10B
Dpt_Code_Key Exclude Nulls
Dept STRING @s5
Tch_Code_Key Exclude Nulls
Teacher STRING @s10
RefKey Exclude Nulls
RefDoc_Id LONG @n13
RefAPKey Exclude Nulls
RefApDoc_Id LONG @n-14
RefARKey Exclude Nulls
RefArDoc_Id LONG @n-14
RefChkKey Exclude Nulls
RefChkDoc_Id LONG @n-14
RefDepKey Exclude Nulls
RefDepDoc_Id LONG @n-14
RefPoKey Exclude Nulls
RefPoDoc _|Id LONG @n-14

DOC
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DocHd

Column Name

Doc_Id
TranType
Document
Date
Comment
Teacher
Dept
Amount

PostType
DniDate
TimesPrinted
Period
Cleared
Reconciled
Paid

MF_Id

Code

Name
RefDocument
RefDoc_Id
RefApDoc_Id
RefArDoc_Id
RefChkDoc_Id
RefDepDoc_Id
RefPoDoc_Id

RefAPDocument
RefARDocument
RefChkDocument
RefDepDocument
RefPoDocument

ApCount
ApDate
ApAmount
ApPayType
ApHoldFlag

ApVendorinvoice

Balance
Tnd:AmtCash
Tnd:AmtCheck
Tnd:AmtCard

Document Header File (Continued)

Type

LONG
STRING (
LONG
DATE  (
STRING (
STRING (
STRING (
PDECIML

STRING (
DATE

BYTE
BYTE
BYTE
BYTE
BYTE
LONG
STRING
STRING
LONG
LONG
LONG
LONG
LONG
LONG
LONG
LONG
LONG
LONG
LONG
LONG
LONG
DATE
PDECIML
STRING (
BYTE (
STRING (
PDECIML
PDECIML
PDECIML
PDECIML

e N T T N T T N T T T N T T T T T T T T T N )

Bytes  Picture Validity Checks

4
4
4
4

B L T - T e i e S e L Y

=
~

20

N N NN

) @n13

) @s4

) @N_10B
) @d17

) @s30

) @s10

) @s5

.2 )@n14.2

) @s2 Must be in list :Transfer|Income|Expense
) @d17
) @n3

) @n2

) @n2

) @n2

) @n2

) @n_9
) @s10
) @s30
) @N13
) @n13
) @n-14
) @n-14
) @n-14
) @n-14
) @n-14
) @n-14
) @n-14
) @n-14
) @n-14
) @n-14
) @n13
) @d17

.2 )@n10.2

) @s1 Must be in list :Full|Partial
) @n3 Must be true or false
) @s40

.2 )@n-10.2
.2 )@n10.2
.2 )@n10.2
.2 )@n10.2
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DocHd

Column Name

Tnd:CardType
Tnd:CardNumber
Tnd:CheckNumber
Tnd:Change
FlagDeposited
FlagPaid
FlagWwH
Dummy
DateModified
ModifiedBy
PostAsRefund
Stringl

String2

Bytel

Byte2

Byte3

Byte4

Byte5

Longl

Long2

Long3

Long4
Decimall
Decimal2

Document Header File (Continued)

Type

STRING (
STRING (
STRING (
PDECIML
BYTE (
BYTE (
BYTE (
STRING (
DATE  (
STRING (
BYTE (
STRING (
STRING (
BYTE
BYTE
BYTE
BYTE
BYTE
LONG
LONG
LONG
LONG
PDECIML
PDECIML

e e e R N e N N

Bytel] Picture

1
20
10

7

A N PP P

=

0

20

N
o

A D DN DN R B R R

10
10

Validity Checks

) @s1
) @s20
) @s10

Must be in list :American Express|Discov

.2 )@n10.2

) @n3
) @n3
) @n3
) @s2
) @d17
) @s10
) @n3
) @s20
) @s20
) @n3
) @n3
) @n3
) @n3
) @n3
) @n-14
) @n-14
) @n-14
) @n-14

Must be true or false

Must be true or false

.2 )@n14.2
.2 )@n14.2
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Docltm Document Item File

Table Name : Docltm Driver : Btrieve Prefix :
Rows Allocated To Table Row Properties
DocltmKey Unique Exclude Nulls Primary Key Auto Increment
Id LONG @n-14
RefDoc_ldKey Exclude Nulls
RefDoc_Id LONG @n-14
Doc_ldKey Exclude Nulls
Doc_Id LONG @n13
Item SHORT @n_4
TranTypeKey Exclude Nulls
TranType STRING @s4
Document LONG @N_10B
Item SHORT @n_4
BgINumberKey Exclude Nulls
BGL_Id LONG @n_9
TranType STRING @s4
Document LONG @N_10B
Period SHORT  @n2
MF_ldKey Exclude Nulls
MF_Id LONG @n_9
TranType STRING @s4
Document LONG @N_10B
Item SHORT @n_4
Date DATE @d17
PeriodKey Exclude Nulls
Period SHORT  @n2
TranType STRING @s4
Document LONG @N_10B
Item SHORT @n_4
RefApltm_IdKey Exclude Nulls
RefApltm_Id LONG @n-14
RefAritm_ldKey Exclude Nulls
RefArltm_lId LONG @n-14
RefChkitm_ldKey Exclude Nulls
RefChkltm_Id LONG @n-14
RefDepltm_ldKey Exclude Nulls
RefDepltm_Id LONG @n-14
RefPoltm_ldKey Exclude Nulls

RefPoltm_lId LONG @n-14



Docltm

Column Name

Id

Doc_Id
BGL Id
MF_Id
TranType
Document
Item
PostType
Contra
Date
Amount
Balance
Comment
Teacher
Dept

DbCr
S:Amount
S:PostType
ToVoidFlag
Void
VoidDate
Period
Voided
Deposited
Cleared
Reconciled
Paid
Changed
ApEnc
ApEXxp

ApVendorlnvoice

RefDoc_lId

RefDocument

Refltem
RefApltm_lId

RefApDocument

RefApltem
RefArltm_Id

RefArDocument

RefArltem

Type

LONG  (
LONG  (
LONG
LONG
STRING (
LONG  (
SHORT (
STRING (
BYTE (
DATE  (
PDECIML
PDECIML
STRING (
STRING (
STRING (
STRING (
PDECIML
STRING (
BYTE (
STRING (
DATE
SHORT
BYTE
BYTE
BYTE
BYTE
BYTE
BYTE
PDECIML
PDECIML
STRING (
LONG  (
LONG  (
SHORT (
LONG  (
LONG
(
(
(
(

(
(
(
(
(
(
(
(

SHORT
LONG

LONG
SHORT

Bytes

TN R T N N N T NN

Document Item File (continued)

Picture

) @n-14
) @n13

) @n_9

) @n_9

) @s4

) @N_10B
) @n_4

) @s2

) @n1

) @d17

) @n-14.2
) @n-14.2
) @s30

) @s10

) @s5

) @s1

) @n-14.2
) @s2

) @N1B
) @s1

) @d17

) @n2

) @n2

) @n2

) @n2

) @n2

) @n2

) @n3

) @n-14.2
) @n-14.2
) @s40

) @n-14
) @n-17
) @n-7

) @n-14
) @n-14

) @n-7
) @n-14

) @n-14
) @n-7

Validity Checks

Must be in list :Income|Expenditure|Tran

Must be true or false

Must be true or false
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RefChkltm_Id
RefChkDocument
RefChkltem
RefDepltm_Id
RefDepDocument
RefDepltem
RefPoltm_Id
RefPoDocument
RefPoltem
Dummy
Decimall
Decimal2
Decimal3
Stringl

String2
RefDropAdd_Id
Long2

Long3

Long4
Dnloaded
DnloadedVoid
Whinvoice
RefundFlag
Byte5

Long Description

LONG
LONG
SHORT
LONG
LONG
SHORT
LONG
LONG
SHORT

(
(
(
(
(
(
(
(
(

STRING (
PDECIML
PDECIML
PDECIML
STRING (
STRING (

LONG
LONG
LONG
LONG
BYTE
BYTE
BYTE

BYTE
BYTE

(

e e e e e e e T

P N A BN DM DM DN DM D

10

10

10
20

N
o

R N = T = = T Y N G

) @n-14
) @n-14
) @n-7
) @n-14
) @n-14
) @n-7
) @n-14
) @n-14
) @n-7
) @s1

.2 )@n14.2
.2 )@n14.2
.2 )@n14.2

) @s20
) @s20
) @n-14
) @n-14
) @n-14
) @n-14
) @n3
) @n3
) @n3
) @n3
) @n3

Must be true or false
Must be in list :None|Refund|Dropped|Add
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GITrn General Ledger Transaction File

Table Name : GITrn Driver : Btrieve Prefix :

Driver Options :

Owner Name :

String constant or variable name for path : !Filename:GITrn

Rows Allocated To Table Row Properties
GITrnKey Unique Exclude Nulls Primary Key Auto Increment
Id LONG @n-14
Doc_IdKey Exclude Nulls
Doc_Id LONG @n13
ltem SHORT @n_4
Void STRING @s1
PostType STRING @s2
DbCr STRING @s1
SecondaryFlag BYTE @n3
TranTypeKey Exclude Nulls
TranType STRING @s4
Document LONG @N_10B
ltem SHORT @n_4
Void STRING @s1
DbCr STRING @s1
SecondaryFlag BYTE @n3
Bgl_ldKey Exclude Nulls
Bgl_Id LONG @n_9
Period BYTE @n2
TranType STRING @s4
Document LONG @N_10B
PeriodKey Exclude Nulls
Period BYTE @n2
TranType STRING @s4
Document LONG @N_10B
ltem SHORT @n_4
DbCr STRING @s1

GL
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GITrn General Ledger Transaction File(continued)

Column Name Type Bytel] Picture Validity Checks
Id LONG ( 4 ) @n-14
Doc_lId LONG ( 4 ) @n13
Document LONG ( 4 ) @N_10B
Iltem SHORT ( 2 ) @n_4
Void STRING ( 1 ) @s1
PostType STRING ( 2 ) @s2 Must be in list :INJEX|TR|AR|AP|
ContraFlag BYTE ( 1 ) @n1
DbCr STRING ( 1 ) @s1 Must be in list :Debit|Credit
SecondaryFlag BYTE ( 1 ) @n3
VoidFlag BYTE ( 1 ) @n2
TranType STRING ( 4 ) @s4
Period BYTE ( 1 ) @n2
Date DATE ( 4 ) @d17
MF_Id LONG ( 4 ) @n13
Fund STRING ( 4 ) @s4
Bgl_Id LONG ( 4 ) @n_9
Amount PDECIML 10 . 2 )@n-14.2
Reconciled BYTE ( 1 ) @n3
MstFi Master File of Students, Vendors, Teachers, Other
Table Name : MstFi Driver : Btrieve Prefix : MF

Driver Options :

Owner Name :

String constant or variable name for path : !Filename:MstFi

Rows Allocated To Table

MF_ldKey Unique
MF_Id

CodeKey Unique
Code

NameKey
Name

TypeKey
Type
Name

LONG

STRING

STRING

STRING
STRING

Row Properties
Exclude Nulls Primary Key Auto Increment
@n_9
Exclude Nulls

@s10

Exclude Nulls

@s40

Exclude Nulls

@s1

@s40
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MstFi Master File of Students, Vendors, Teachers, Other (Continued)

Column Name

MF_Id

Code

Type

Name

Last

First

Middle

Addressl
Address2

City

State

Zip

Flags

SSN

Phone

Fax

S:Grade
S:HomeRoomNumber
S:HomeRoomTeacher
S:DateOpened
S:DateClosed
S:DepositBalance

Type

LONG (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
STRING (
BYTE (
SHORT (
STRING (
DATE (
DATE (
PDECIML

S:LongRangeDepositCarryover PDECIML
S:LongRangeDepositBalance PDECIML

S:BeginningArBalance
S:ArBalance

T:HomeroomNumber
T:Parking
V:1099Flag
V:Federalld
V:TermsNet
V:DiscountNet
V:DiscountPercent
Inactive
WaiverApproved
Categories

PDECIML
PDECIML

SHORT (
STRING (
BYTE (
STRING (
BYTE (
BYTE (
PDECIML
BYTE (
BYTE (
STRING (

Bytes Picture

4 ) @n_9

10 ) @s10

1 ) @s1

40 ) @s40

18 ) @s18

12 ) @s12

1 ) @s1

25 ) @s25

25 ) @s25

25 ) @s25

2 ) @s2

10 ) @s10

5 ) @s5

12 ) @s12

20 ) @s20

20 ) @s20

1 ) @n2

2 ) @n5_

25 ) @s25

4 ) @D2B

4 ) @D2B
7 .2 )@n102
7 .2 )@n102
7 .2 )@n102
7 .2 )@n102
7 .2 )@n102

2 ) @n5_

10 ) @s10

1 ) @n1l

15 ) @s15

1 ) @n2

1 ) @n3
5 .3)@n73

1 ) @n3

1 ) @n3

30 ) @s30

Validity Checks

Must be in list :Student|Teacher|Vendor|

Must be true or false

Must be true or false

Must be true or false

Must be true or false

54



OrdHd

Table Name : OrdHd

Driver Options :

Owner Name :

Order Header File

Driver : Btrieve

String constant or variable name for path : !Filename:OrdHd

Rows Allocated To Table

OrdHdKey
Id
DocldKey
Doc_Id
TranTypeKey
TranType
Document
MF_ldKey
MF_Id
TranType
Document
CodeKey
Code
TranType
Document

Column Name

Id

Doc_Id
Instructions
TranType
Document
Code
MF_Id
Comment

Row Properties

Unique Exclude Nulls Primary Key Auto Increment
LONG @n-14
Exclude Nulls
LONG @n-14
Exclude Nulls
STRING @s4
LONG @N_10B
Exclude Nulls
LONG @n 9
STRING @s4
LONG @N_10B
Exclude Nulls
STRING @s10
STRING @s4
LONG @N_10B
Type Bytes Picture Validity Checks
LONG ( 4 ) @n-14
LONG ( 4 ) @n-14
STRING ( 255 ) @s255
STRING ( 4 ) @s4
LONG ( 4 ) @N_10B
STRING ( 10 ) @s10 Must be in Table :MstFi
LONG ( 4 y@n_9
STRING ( 30 ) @s30

Prefix :

ORD
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OrdDet

Table Name : OrdDet
Driver Options :

Owner Name :

Order Detail File

String constant or variable name for path : !Filename:OrdDet

Rows Allocated To Table

OrdDetKey
Id
DocldKey
Doc_Id
ltem
OrdDetTranTypeKey
TranType
Document
ltem

Column Name

Id

Doc_Id
TranType
Document
ltem
Catalog
Quantity
Package
Description
Price
Total

Unique Exclude Nulls
LONG @n-14
Exclude Nulls
LONG @n13
LONG @n4
Exclude Nulls
STRING @s4
LONG @nl10
LONG @n4
Type BytesPicture
LONG ( 4 ) @n-14
LONG ( 4 ) @n13
STRING ( 4 ) @s4
LONG ( 4 ) @n10
LONG ( 4 ) @n4
STRING ( 25 . )@s25
PDECIML 6 .2 )@n82
STRING ( 10 . )@s10
STRING ( 50 . )@s50
PDECIML 8 .2 )@ni02
PDECIML 8 .2 )@nl02

Driver :

Btrieve Prefix : OD

Row Properties

Primary Key Auto Increment

Validity Checks

Must be in list :Each|Box|Case|Dozen|Rea
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RFine

Table Name : RFine
Driver Options :

Owner Name :

Remote Fine File

Driver :

String constant or variable name for path : !FileName:RFine

Rows Allocated To Table

IdKey
Id
BGL_IdKey
BGL_Id
StdName
StdMF_IldKey
StdMF_Id
TeacherKey
TchCode
Period
StdName
StudentKey
StdName
Activity

Column Name

Id
TchMF_Id
TchCode
Period
BGL_Id
BgIName
Activity
StdMF_Id
StdCode
StdName
Amount
Comment
Posted
Void
VoidPosted

Row Properties

Unique Exclude Nulls
LONG @n-14
Exclude Nulls
LONG @n 9
STRING @s40
Exclude Nulls
LONG @n 9
Exclude Nulls
STRING @s10
STRING @s5
STRING @s40
Exclude Nulls
STRING @s40
STRING @s15
Type Bytes Picture
LONG ( 4 ) @n-14
LONG ( 4 y@n_9
STRING ( 10 ) @s10
STRING ( 5 ) @s5
LONG ( 4 y@n 9
STRING ( 56 ) @s56
STRING ( 15 ) @s15
LONG ( 4 y@n_9
STRING ( 10 ) @s10
STRING ( 40 . )@s40
DECIMAL 10 . 2 )@n-14.2
STRING ( 30 ) @s30
BYTE ( 1 ) @n3
BYTE ( 1 ) @n3
BYTE ( 1 ) @n3

TOPSPEED Prefix : RF

Auto Increment

Validity Checks

Can not be zero or blank

Must be true or false
Must be true or false

Must be true or false
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RrBgl Remote BGL File
Table Name : RrBgl Driver : TOPSPEED Prefix : RRB
Driver Options :

Owner Name :

String constant or variable name for path : !FileName:RrBgl

Rows Allocated To Table Row Properties
Bgl_IdKey Unique Exclude Nulls Primary Key
BGL Id LONG @n_9
NameKey Exclude Nulls
Name STRING @s56
DescriptionKey Exclude Nulls
Description STRING @s40
V8FormattedKey Exclude Nulls
V8FormattedAccount STRING @s30
V8BglKey Exclude Nulls
V8fund DECIMAL @n_4
V8Account DECIMAL @n_24
Column Name Type Bytes Picture Validity Checks
BGL_Id LONG ( 4 . )e@n»o
Name STRING ( 56 . ) @s56
Fund STRING ( 8 . ) @s8 Can not be zero or blank
Comment STRING ( 30 . )@s30
V8FormattedAccount STRING ( 30 . )@s30
vafund DECIMAL 4 . )@n4
V8Account DECIMAL 24 . )@n_24
Activity STRING ( 15 . )@si5
Description STRING ( 40 . )@s40
Type STRING ( 1 . ) @s1 Must be in list :Asset|Liability|Equity|
FormattedAccount STRING ( 66 . ) @s66
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RrCtrl Remote Doc Control File

Table Name : RrCitrl Driver : TOPSPEED Prefix :

Driver Options :

Owner Name :

String constant or variable name for path : !FileName:RrCitrl

Rows Allocated To Table Row Properties
DocCtrIKey Unique Exclude Nulls Primary Key Auto Increment
Id LONG @n-14
TranTypeKey Exclude Nulls
TranType STRING @s3
NameKey Exclude Nulls
DocumentName STRING @s20
Column Name Type Bytes Picture Validity Checks
Id LONG ( 4 . )@nl4
TranType STRING ( 3 . )@s3
DocumentName STRING ( 20 . )@s20
NextNumber LONG ( 4 . )@ni3
DbCr STRING ( . ) @s1
PostType STRING ( 2 . )@s2
Contra STRING ( 40 . )@s40
ContraActivity STRING ( 10 . )@sl0
ActivityNo STRING ( 10 . )@sl0
MainAccount STRING ( 40 . )@s40
MainActivity STRING ( 10 . )@sl0
S:DbCr STRING ( 1 . )@sl
S:PostType STRING ( 2 . )@s2
S:Contra STRING ( 40 . )@s40
S:ContraActivity STRING ( 10 . )@s10
S:ActivityNo STRING ( 10 . )@sl10
S:MainAccount STRING ( 40 . )@s40
S:MainActivity STRING ( 10 . )@sl0
Count LONG ( 4 . )@ni3
Total DECIMAL 10 . 2 )@n-14.2

RrDc
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RrDef Remote Receipts Definition File

Table Name : RrDef

Driver Options :

Owner Name :

String constant or variable name for path : IFileName:RrDef

Rows Allocated To Table

CommentKey

Comment STRING

Teacher STRING
IdKey Unique

Id LONG
Bgl_IdKey

Bgl_Id LONG
PrintOrderKey

PrintOrder LONG

Category STRING

Comment STRING
CategoryKey

Category STRING

MinimumGrade BYTE

Comment STRING
BgINumberNameKey

BgINumberName STRING

Column Name

Id

PrintOrder
Category
MinimumGrade
Comment
Teacher

Price

Bgl_Id
BgINumberName
RequiredFlag
RequiredGradeOperator
RequiredGrade
AllowCharge
AllowWaiver
WkComment
WkTeacher
WkAmMount

Type Bytes

S

LONG
LONG ( 4
STRING ( 25
BYTE ( 1
STRING ( 30
STRING ( 10

DECIMAL 10 .

LONG ( 4
STRING ( 50
STRING (
STRING (
BYTE (
BYTE (
BYTE (
STRING ( 30
STRING ( 10

DECIMAL 7 .2)@n102

Driver : TOPSPEED Prefix : RRD

Row Properties

Exclude Nulls
@s30
@s10
Exclude Nulls
@N10
Exclude Nulls
@n_9
Exclude Nulls
@n4b
@s25
@s30
Exclude Nulls
@s25
@n3
@s30

Exclude Nulls
@s50

) @N10
) @n4b
) @s25
) @n3

) @s30
) @s10

2 )@n14.2

) @n_9
) @s50
) @s1
) @s2
) @n3
) @n1
) @n3
) @s30
) @s10

Picture

Primary Key Auto Increment

Validity Checks

Must be in list :Required|Optional

Must be in list :=[>|<<|<<>|

Must be true or false

Must be true or false
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RrDef Remote Receipts Definition File (continued)

Column Name Type Byte Picture Validity Checks
WkCharged DECIMAL 7 .2 )@n-10.2
WkPay BYTE ( 1 ) @n1 Must be true or false
WkCharge BYTE ( 1 ) @n1 Must be true or false
WkWaive BYTE ( 1 ) @n1 Must be true or false
WKAction STRING ( 1 . )@sl
Stringl STRING ( 20 . )@s20
String2 STRING ( 20 . )@s20
String3 STRING ( 20 . )@s20
Longl LONG ( 4 . )@n14
Long2 LONG ( 4 . )@n14
Long3 LONG ( 4 ) @n-14

RrMst Remote Master File
Table Name : RrMst Driver : TOPSPEED Prefix :

Driver Options :

Owner Name :

String constant or variable name for path : !FileName:RrMst

Rows Allocated To Table Row Properties
MF_IdKey Exclude Nulls
MF_Id LONG @n_9
NameKey Exclude Nulls
Name STRING @s40
GradeKey Exclude Nulls
Grade BYTE @n2
Name STRING @s40
CodeKey Exclude Nulls
Code STRING @s10
Column Name Type Bytes Picture Validity Checks
MF_Id LONG ( 4 . )e@nyo
Name STRING ( 40 . )@s40
Code STRING ( 10 . )@slo
WaiverApproved BYTE (1 . )en Must be true or false
Inactive BYTE (1 . )en Must be true or false
Grade BYTE ( 1 . )@n2
HomeroomTeacher STRING ( 25 . )@s25
S:ArBalance DECIMAL 7 .2 )@n102

RRM
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Field / File Table

@l a 8 = = 5% C
g o O —| O g = & <
— & 3 § c| | | ©| f
5 % 8 8 = %8 %
Field Name Description / Use @ o Q) Q] O] € 2| «| <
Account State Defined Account Code X
Description Title of the Account X
Activity The Title of the Activity X X
ActivityNo The portion of the Account that defines the activity X X
Address1 Line #1 of the Address X
Address2 Line #2 of the Address
Amount The Amount of the Transaction X[ X|X X | X
AmtOriginal The Original Amount of the Transaction (Not currently Used X
AmtPosted The Amount that has been Posted (Not currently Used) X
ApEnc The amount of an AP Transactions that is posted to X
Encumbrance
ApExp The amount of an AP Transaction that is posted to Expenditures X
Balance PO = The amount of Encumbrance remaining on the item X
AR =The amount yet to be paid on an Invoice X
In BGL File = The current balance of the account X
BalType D=Debit Balance, C=Credit Balance X
BGL Link to the BglFile — Identifies the Account X | X X | X X | X
BgtBalance Budget Balance X
Break# See notes on BGL File X
Budget Original Budget (Income and Expense Accounts Only) X
BudgetAd;j YTD adjustments to the Budget X
Catalog Catalog Number (Order Detail)
Category A group of activities X X
CHK_Date Date of check used to pay invoice X
CHK_Document Check Number used to pay invoice X
CHK_Period Posting period of check used to pay invoice X
City City X
Cleared Period this item was cleared (Part of Recon) X | X
Code AR or Vendor Code X|X|X X|X|X
Comment Description of the transaction X | X X | X
Contra Offsetting account Links to BGL :BGL X X X
Used on all transactions except General Journal Entries *
Credits Total Credits posted to the account X
Date Transaction Date X|X]|X X | X
DbCr The posting to the primary BGL account X
Debits Total Debits posted to the account X
Deposited Period Deposited X
Dept Department Code (We will want to generate a dept master file X | X X | X
Description Description of the account OR Item ordered X
Doc_lId Sysid for Document File (See notes on DocHd — Docltm — GITrn X| X[ X
Document Printable Document Number X|X|X X | X
EncBalance Balance of the outstanding Encumbrance charged to the account X
Encumbered Encumbrance this Period X
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Field Name Description / Use o @ Al A B < 2| < <
Extension Telephone Extension
Flags Misc T/F flags for future use X
Fname First Name X
FormattedAccoun | Account in form of Fund-Account-Activity X
t
Fund A section of the account number that defines a self balancing set X
of books, Similar to a company in a multi-company corporation.
HoldFlag When True — Hold the invoice X
Homeroom The homeroom of a student X
Income The total income for this period X
Instructions
Inv_Id SysID X
Invoice A third level of the document number — Used for AP and AR X | X|X X
ltem Transactions X | X X
Document : The document (sysid for DocHd) X X
Item : Auto-Incremented to allow multiple accounts on a
single document
Invoice : Auto-Incremented to allow multiple invoices split
across
Inv Type I=Invoice, C=Credit Memo, P=Payment
Lhame Last Name X
MF_Id Sysid link to MstFi X | X|X X | X
Mname Middle Name X
Name Vendor, Student or Other Name X X | X
NumberName A combination of Fund Account, Activity, and BGL Description
Period Posting Period X| X | X X
Phone
PO_Doc_lId Link to the Sysid of the original PO X
PO_Document Original PO Number X
PO_Invoice Auto Incremented X
PO_lItem Original PO Item
PO_Void The original PO has been voided V=Void
Posted True if the item is posted
Post Type Posting Type X| X | X
IN =Income
EX = Expenditure
EN = Encumbrance
AR = Accounts Receivable
TR = Transfer
Expenditure Accounts may not have IN type
Income Accounts may not have EX type
Price Price of an item in the Order File
Quantity Number ordered
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Field Name Description / Use o @ Al A B < 2| < <
Reconciled True if item has been reconciled X | X
RefDocument Reference Document — Example a check refernces the original X
PO it pays
RefTranType Transaction Type of Reference X
SSN Social Security Number or Federal ID X
State State Code X
StatementPeriod Period for Bank Reciliation
TaxFlag The tax code applied to purchases from this account
Teacher The teacher reference to this transaction X | X X | X
Terms The Net terms of Payment 10=Net 10 X
Total Used as Total
Transfer Total Transfers this period X
TranType CHK = Check Item X|X|X X[ X]|X
REC =Receipt Item
PO =POltem
REQ = Requisition Item
GJ = General Journal Item
APl =AP Invoice
APC = AP Credit Memo
APP = AP Payment
ARl = AR Invoice
ARC = AP Credit Memo
ARP = AP Payment
WAV = Waiver
NSF = Non Sufficient Fund Checks prior to 06/01/08
NSF1 = Non Sufficient Fund Checks
DEP = Deposit
Type IT:Type: X
AP:Type I=Invoice, C=Credit Memo X
BGL:Type A=Asset, L=Liability, S=Equity, I=Income, E=Expend
MF:Type S=Student, T=Teacher, V=Vendor, O=Other X
PH:Type Phone Type
CT:Type Contact Type
Vendorlnvoice The vendor Invoice Number X X | X
Void V=This item is voided X | X
VoidDate Date Voided X X | X
Voided Period Voided X X | X
Zip Zip Code X
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Posting Notes:

Posting Definition Table

TR

IN

EX

AP

EN

AR

Receipt
REC

C — Acct
D — Cash

Check
CHK

C - Cash
D - Acct

PO
PO

C-Enc
D — Acct

AP Inv
AP

C-AP
D - Acct

C —Acct
D -Enc

AP Cr
APC

C — Acct
D-AP

AP Chk
CHK

C - Cash
D - Acct

D-AP
C —Acct

AR Inv
AR

D-AR
C — AR Offset

AR Cr Memo
ARI

C-AR
D — AR Offset

AR Receipt
REC

D — Cash
C — Acct

C-AR
D — AR Offset

NSF Check
GJ

C —Cash
D — NSF

NOTE: Bold is secondary posting
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BGL File | FPostFi
MNarme | Formatted Account Account
= 110 05

| Acﬂ\r\tyr‘{ Tch

0 0-0005 2000 i
30 SYETEM Accounts-payahle 30-2000-002-000-0005 2000-002-000
10 “EYSTEM Accounts Receivable 10-1030-001-000-0008 1030-001-000
30 1150-001-000
AROFFSET |10 “EYETEM Ar Offset 10-3350-003-000-0005 3350-003-000
AROFFSET |30 3350-003-000
BAMKCHG |10 ADM Misc Expense ADM EXP 10-4100-333-000-0065 4100-333-000
BANKCHG 30
BANKINT 10 ADM Interest ADM REY 10-4100-020-002-0065 4100-020-002
BAMKINT | 30
CASH 1 ASSET Cash In Bank 10-1000-001-000-0001 1000-001-000
CASH 30 ASSET Cash In Bank-district 30-1000-001-000-0001 1000-001-000
CASHADJ |10 GEMN PAY Over/shart 10-2041-002-000-0025 2041-002-000
CASHAD. 30
DEROSIT 10 “EYSTEM Receipts To Deposit 10-1008-001-000-0008 1005-001-000
DEFOSIT |30 ~EYSTEM Receipts To Depasit 30-1005-001-000-0005 1005-001-000
EMC 1 “EYSTEM Encumbrance Reserve 10-3310-003-000-0005 3310-003-000
ENC 30 “EYSTEM Encumbrance Reserve 30-3310-003-000-0008 3310-003-000
FHNDBAL 10 ADM Fund Balance ADM REY 10-3000-003-000-0065 3000-003-000
FNDBAL 30 3000-003-000
FNDBALCHG |10
FNDBALCHG | 30
LRDEF 1
LRDEF 30
NSF 10 ASSET Nsf Activity 10-1025-001-000-0001 1025-001-000 o001
MNEF 30 1145-001-000 oo
SALESTAX |10
SALESTAX |30
STODER 1 DEFOSIT Deposit Refund 10-2008-002-000-0220 2005-002-000 bzen
STODER 30 035
TRIN 10
TRIN 30
TROUT 10
TROUT 30
WH 1 0os
WH 30 DIST REIME 30 Accrued District Expense 30-0000.0777 195030 002-0690 0000.0777.14950.30.002 0E30
<« | P o




Transaction Types: Identifies the type of document processed:

e CHK Check
e REC Receipt
o GJ General Journal Entry
e PO Purchase Order
o AP Accounts Payable Invoice
e APC Accounts Payable Credit Memo
e APP Accounts Payable Payment
e PEN Payroll Encumbrance (Future Versions)
e ARl Accounts Receivable Invoice (Expenditure Amount)
e ARE Accounts Receivable Invoice (Encumbrance Amount)
e ARC Accounts Receivable Credit Memo
e ARP Accounts Receivable Payment
Posting Type: The classification of the posting.
e BG Budget Adjustment
e IN Income
e EX Expenditure
e TR Transfer
e EN Encumbrance
e AR Accounts Receivable
o AP Accounts Payable
DbCr: Identifying if the transaction is a Debit or Credit
e D Debit
e C Credit
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Posting Detail Table

. DocHd Docltm GITrn .
Transaction Type Tran Post Tran Post | DbCr [ Tran Post DbCr Contra Transaction
Type Type Type Type Type Type
Check CHK EX CHK EX D CHK EX D C — CASH IN BANK
Check (Refund) CHK IN CHK IN D CHK IN D C — CASH IN BANK
Receipt REC IN REC IN C REC IN C D — UNDEPOSITED CASH
Receipt (Refund) REC EX REC EX C REC EX C D — UNDEPOSITED CASH
Deposit DEP IN DEP IN C DEP IN C C — UNDEPOSITED CASH
D — CASH IN BANK
General Journal GJ TR GJ TR D/IC GJ TR C C — Credit Account
(Post Type is user choice) IN IN IN D — Debit Account
EX EX EX
Purchase Order PO EN PO EN D PO EN D C — RESERVE FOR ENCUMBRANCE
AP Invoice (Amount of Encumbrance) APE EN APE EN C APE EN C D — RESERVE FOR ENCUMBRANCE
AP Invoice (Amount of Invoice) API AP API AP D API AP D C — ACCOUNTS PAYABLE
AP Credit Memo APC AP APC AP C APC AP C D — ACCOUNTS PAYABLE
Pay Accounts Payable APP AP APP AP C APP AP C D - ACCOUNTS PAYABLE
(Both APP and CHK are generated) CHK EX CHK EX D CHK EX D C-CASH IN BANK
AR Invoice ARI AR ARI AR C ARI AR C D - ACCOUNTS RECEIVABLE
C — DUE TO ACCOUNTS RECEIVABLE
AR Credit Memo ARC AR ARC AR D ARC AR D C — ACCOUNTS RECEIVABLE
D — DUE TO ACCOUNTS RECEIVABLE
AR Payment ARP AR ARP AR D ARP AR D C — ACCOUNTS RECEIVABLE
(Both ARP and REC are generated) D — DUE TO ACCOUNTS RECEIVABLE
REC IN REC IN C REC IN C D — UNDEPOSITED CASH
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Business Rules

Checks
Check Options
Hand Written Check Computer Produced AP Single Check AP Batch Checks
Check
The operator enters the | The operator enters The operator: The Operator:
data from a Check the Check data and the 1. EntersaPO 1. Enters several checks
written or typed on a system prints a Check. 2. Enters an Invoice 2. Enters several
check blank. No Check 3. Computer prints a invoices
is produced by the check 3. Run Prepare AP
system. 4. Print a Batch of
Checks
New Check:
File Action
On Screen All fields are available
DocHd File Action: Insert
Doc_ld is created as unique auto-incremented key
TranType = ‘CHK’
Document = Auto-numbered from DocCtrINumb File
DOC:Amount = Total of all IT:Amount Records computed automatically
All data is entered by operator
Docltm File Action: Insert
One Record is created for each line on the Check
Item = Queue Record number
GITrn File Action: Insert
Two Records are created for each Docltm Record (one Debit and one Credit) Entry
BglFi File Action: Update
A posting entry is made for each GITrn
File Action: Update
Totaling: (example Period 1)
BGL:P1_Expenditure = BGL:P1_Expenditure + GL:Amount
Note: If DOC:PostType = ‘IN’
BGL:P1_Income = BGL:P1_Income — GL:Amount
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Change Check - Before it is printed or cleared

File Action
Limits Changes are only allowed when the current posting period is equal to the original posting period
of the document.
On Screen All fields are available
DocHd File Action: Update

Allow Update of all fields
DOC:Amount = Total of all IT:Amount Records

Docltm File Action: Update of Existing Lines
Allow Edit of all fields

File Action: Insert
Allow additional ltems
Treat new items as NEW

GITrn File Action: Update on existing lines
File Action: Insert for new lines.

BglFi Two Step process:
1. Reverse the original amounts
2. Repost the new amounts and accounts

Change Check - After it is printed but Before it is cleared.

Void and Replace
File Action
Limits Do not allow VOIDS if period is less and original posting period.
DocHd File Action: Update
Edit Fields
e DOC:Teacher
e DOC:Dept
DOC:Comment
Docltm Void Do not allow Void Period less than original period.
e  File Action:Update
e |T:Voided = Period
IT:Void = “V”
Replace:
File Action: Insert
e One Record is created for each line on the Check
e Item = Queue Record number
GITrn Void:
File Action: Insert
e Two Records are created for each Docltm Voided (one Debit and one Credit) Entry
Replace:
e File Action: Insert
Two Records are created for each Docltm Voided (one Debit and one Credit) Entry
BglFi Void:
e File Action: Update
e A posting entry is made for each GITrn
e  File Action: Update
e Totaling: (example Period 1)
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e BGL:P1_Expenditure = BGL:P1_Expenditure - GL:Amount
Note: If DOC:PostType = ‘IN’
BGL:P1_Income = BGL:P1_Income + GL:Amount

Replace:

File Action: Update
A posting entry is made for each GITrn
File Action: Update
Totaling: (example Period 1)
BGL:P1_Expenditure = BGL:P1_Expenditure + GL:Amount
Note: If DOC:PostType = ‘IN’

BGL:P1_Income = BGL:P1_Income — GL:Amount

Change Check - After itis printed and after it is cleared.

File Action
Limits Do not allow VOIDS if period is less and original posting period.
The total on the original Check must equal the total on the changed Check.
DocHd File Action: Update
Edit Fields
e DOC:Teacher
e DOC:Dept

DOC:Comment

Docltm Void Do not allow Void Period less than original period.
e  File Action:Update
e IT:Voided = Period

IT:Void = “V”

Replace:
File Action: Insert
e One Record is created for each line on the Check
Iltem = Queue Record number

GITrn Void:
File Action: Insert
e Two Records are created for each Docltm Voided (one Debit and one Credit) Entry

Replace:
e File Action: Insert
Two Records are created for each Docltm Voided (one Debit and one Credit) Entry

BglFi Void:
e File Action: Update
e A posting entry is made for each GITrn
e  File Action: Update
e Totaling: (example Period 1)
e BGL:P1_Expenditure = BGL:P1_Expenditure - GL:Amount
e Note: If DOC:PostType = ‘IN’

BGL:P1_Income = BGL:P1_Income + GL:Amount

Replace:

File Action: Update
A posting entry is made for each GITrn
File Action: Update
Totaling: (example Period 1)
BGL:P1_Expenditure = BGL:P1_Expenditure + GL:Amount
Note: If DOC:PostType = ‘IN’

BGL:P1_Income = BGL:P1_Income — GL:Amount
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Receipts

New Receipt:

Hand Written Receipt

Computer Produced Receipt

The operator enters the data from a receipt written in a | The operator enters the receipt data and the system

receipt book. No receipt is produced by the system.

prints a receipt.

File Action
On Screen All fields are available
DocHd File Action: Insert
Doc_ld is created as unique auto-incremented key
TranType = ‘REC’
Document = Auto-numbered from DocCtrINumb File
DOC:Amount = Total of all IT:Amount records computed automatically
All data is entered by operator
Docltm File Action: Insert
One record is created for each line on the receipt
Iltem = Queue record number
GITrn File Action: Insert
Two records are created for each Docltm Record (one Debit and one Credit) Entry
BglFi File Action: Update

A posting entry is made for each GITrn
File Action: Update
Totaling: (example Period 1)
BGL:P1_Income = BGL:P1_Income + GL:Amount
Note: If DOC:PostType = ‘EX’
BGL:P1_Expenditure = BGL:P1_Expenditure — GL:Amount

Change Receipt - Before it is printed or deposited.

File Action
Limits Changes are only allowed when the current posting period is equal to the original posting period
of the document.
On Screen All fields are available
DocHd File Action: Update
Allow Update of all fields
DOC:Amount = Total of all IT:Amount records
Docltm File Action: Update of Existing Lines
Allow Edit of all fields
File Action: Insert
Allow additional Items
Treat new items as NEW
GITrn File Action: Update on existing lines
File Action: Insert for new lines.
BglFi Two Step process:

3. Reverse the original amounts
4. Repost the new amounts and accounts
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Change Receipt - After it is printed but Before it is deposited.
Void and Replace

File Action
Limits Do not allow VOIDS if period is less and original posting period.
DocHd File Action: Update
Edit Fields

e DOC:Teacher
DOC:Dept
DOC:Comment

Docltm Void Do not allow Void Period less than original period.
e  File Action:Update

IT:Voided = Period

IT:Void = “V”

Replace:
e  File Action: Insert
One record is created for each line on the receipt
Iltem = Queue record number

GITrn Void:
e  File Action: Insert
Two records are created for each Docltm Voided (one Debit and one Credit) Entry

Replace:
File Action: Insert
Two records are created for each Docltm Voided (one Debit and one Credit) Entry

BglFi Void:
e File Action: Update
e A posting entry is made for each GITrn
e  File Action: Update
e Totaling: (example Period 1)
e BGL:P1 _Income = BGL:P1_Income - GL:Amount
e Note: If DOC:PostType = ‘EX’

BGL:P1_Expenditure = BGL:P1_Expenditure + GL:Amount

Replace:

File Action: Update
A posting entry is made for each GITrn
File Action: Update
Totaling: (example Period 1)
BGL:P1_Income = BGL:P1_Income + GL:Amount
Note: If DOC:PostType = ‘EX’

BGL:P1_Expenditure = BGL:P1_Expenditure — GL:Amount
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Change Receipt - After it is printed and after it is deposited.
Void and Replace

File Action
Limits Do not allow VOIDS if period is less and original posting period.
The total on the original receipt must equal the total on the changed receipt.
DocHd File Action: Update
Edit Fields

e DOC:Teacher
DOC:Dept
DOC:Comment

Docltm Void Do not allow Void Period less than original period.
e  File Action:Update

IT:Voided = Period

IT:Void = “V”

Replace:
e  File Action: Insert
One record is created for each line on the receipt
Iltem = Queue record number

GITrn Void:
e  File Action: Insert
Two records are created for each Docltm Voided (one Debit and one Credit) Entry

Replace:
File Action: Insert
Two records are created for each Docltm Voided (one Debit and one Credit) Entry

BglFi Void:
e File Action: Update
e A posting entry is made for each GITrn
e  File Action: Update
e Totaling: (example Period 1)
e BGL:P1 _Income = BGL:P1_Income - GL:Amount
e Note: If DOC:PostType = ‘EX’

BGL:P1_Expenditure = BGL:P1_Expenditure + GL:Amount

Replace:

File Action: Update
A posting entry is made for each GITrn
File Action: Update
Totaling: (example Period 1)
BGL:P1_Income = BGL:P1_Income + GL:Amount
Note: If DOC:PostType = ‘EX’

BGL:P1_Expenditure = BGL:P1_Expenditure — GL:Amount
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Dealer’s Menu (Screens)

Password Required
| Enter Dealer's Menu Password

Password:

.

Cancel |

Main Menu

% Dealer's Menu 07-08 HAPPYDALE HIGH SCHOOL Version 08.06.01

File Browse-Files Mass-Change Al-Dnld-Tools Doc-Trees Fix-Data Delete-Data Reports Bank Recon PayWire Edit Window Help

Warning — The programs on the dealer's menu make direct changes to the data without generating an audit trail. This
menu should be used only by Technical Services or TES-Support.

File Menu - Define System

é Dealer's Menu 07-08 H

Browse-Files Mass-C

Define System
Print Setup...

Exit

Browse-Files Menu

£ Dealer's Menu 07-08 HAPPYDALE

File Browse—FiIes] Mass-Change A

Edit Document
Browse DocHd File
Browse Docltm File
Browse GITrn File
Browse BrOut File
Browse BrHd
Browse Brltm
Browse MstFi
Browse NsfFi
BrowseBglFi
Brwose AlBgl
Browse SysFi
Browse UsrFi
Browse UsrAct
Browse UsrBgl
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Mass-Change Menu
IMass—Change] Al-Dnld-Tools Doc-T
Add Account to Activities

Change Location (SLC)
ChangeAccountSegment

AL-Dnld-Tools Menu
AI—DnId—TooIs] Doc-Trees Fix-Da

Browse Disk File
Edit District Download

Doc-Trees Menu
IDoc—Trees] Fix-Data Di
4 DocHd Tree

Fix Data Menu

Fix-Dat:
Lo Create Demo

lirect chal Fix PCI End of Year (Alpine)
 Technic  ggit NSF File

Fix NSF

Relink PO-AP-CHK

Fix PO Balance

Fix GJ from V& errar (02/04/04)

Fix Period Error from Void-Replace
Change BGL Id = 0

Fix Hoover End of Year

Fix ActivityNo

TES Fix Receipts
Change Rec Acct based on Comment

Software To
Fix Hoover - Import Sti - Change MF:Code
Relink DocHd by Name
Fix Alpine Fee Sheet
Fix Duplicate Students
4{ Fix Moab Records
] Fix Moab Receipt MF_Id
L Fix Hoover Accounts 05-06
1 Fix Alpine PCI Credit Posting
1900 Cr Fix Period Based on Date
) Fix Create NoSanpete Chart of Accounts
Fix Import Lehi Jr Budget
FixClearBudget
FixOremHs Relink ARC to AR
Test Duplicate AR Lehi HS
Test Duplicate Document No
Fix PCI Data - VHS Central
Fix AR dates - Highland High
Fix Merge two Database AF-Jr

Fix Move to New Period
Fix SLC delete LLR Transactions

Delete Data Menu

IDeIete—Data] Reports Bank Recon

Delete Bad Deposit
Delete Range of Documents
Clear Balances from Bgl File

76



Reports Menu

Bank Recon PayWire Edit

Deposits Vrs Receipt

Prior Year Encumbrance
Audit AL Download
Consolidated Al Download
Test Al Download

Bank Recon Menu

(Bank Recon | Paywire Edit

J Clear Recon Data

PayWire Menu
Edit Window Help

Force Batch Close

1 Dealer's Menu 07-08 HAPPYDALE HIGH SCHOOL Version 08.06.01
File Browse-fFiles Mass-Change Al-Dnld-Tools Doc-Trees Fix-Data Delete-Data Reports Bank Recon PayWire Fdit Window Help

Warning — The programs on the dealer's menu make direct changes to the data without generating an audit trail. This
menu should be used only by Technical Services or TES-Support.

72ereong
27224 | 72772000

3037 FOBERTS CRAFT
w473 SUNRISE ENVRONMENT
2058 THE HOME DEFOT

470 DIAMOND HASERALLE | GLEAVES,
6932 FACULTY & STAFF OHLY 'WEBS. DO

2934| MISC. ITEMS
3404 WIFES
ZHVE | SUPPUES

Amounl | Balance [ Account

Comment Teache

Fnod
v

960 9,60 | 10-5615-610-000-0770 CHEER Supplies CHEER

=D

MISC. ITEMS ROMME™

| @ tewOteck | @ chenge | @ pewe |

¥ cwe | 2 vep |
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Example - Edit Document

Name!

City:
Type

Address |
r
I

General |Tendered|

CHK

F Ict 2032 Docld:

|PIONEER PARTY & COPY

|

;I Code:

Document: |

Comment:

27225 Date |7/27/ZDD?

[~ Flag Deposited

[~ Refund

[MISC. ITEMS

AP |Referencel

Post Type: m

Dnl Date:
Times Printed!

=

Amount| bgl | Account Number-Name
Balance| dfc | Comment

3 Amount

Ap VWendor Invoice

Tch

E
Dept|¥| R
D

Post  [FE] Cancel

Enc| Docld
Exp| Ap ltm Id
Tax| Arltm ld

Cleared. 1
Reconciled:  [p
Reference . || RefDocD: [ 0
gz*;m o [=1|| RetapDocie: [ comere
Fo ltm Id RefArDocld: 0
Ref Chk Docld: 0
Ref Dep Docld: i

RefPao Docld! 6001797

Balance 0.00
Ref AP Doc 8.000,016
Ref AR Doc

,—
Ref Chk Dac

D
0
RefDepDoc [ 0
RefPaDoc | 73571587
Tnd : Card Type' -

= = = = = Post| Cleared = AP Modified | Ref Dep Docld | Ref Ap Docld o
Type[+] Docld| Name Tch Arnount Per | Recon | MFId | Invoice Pay Ty RefDoc_ld | RefPoDocld | Ref Chk Docld
Doc Date | Comment Dept Balance |Dep| ‘WH: | Code Amount| Hold | Card Type| RefPoDoc | Ref ChkDoc
PO 8001767 | WOODWIND BRASS ROMN 259.98 15 6328 | 9266071 F
3671661 | 6/12/07 | BEHRINGER EUROI 268.98 0
PO 8001768 | HAPFYDALE 5D BERGH  15,000.00 15 1
3671666 | 6/12/07 | FIREVYORKS STAND 0
FO 8001789 | HAPFYDALE SD BRAITI 569 25 15 2852
3571578 | E6/14/07 | PRACTICAL MATH F| L1}
PO 8001790 | PEACHTREE WEBE, 479.00 15 6332 | F1073830001 F
3571579 B/14/07 | FACULTY & STAFF 42930 i} @
PO 8001791 | USWELDING ROBER 500.00 15 2861
3571584 | 6/14/07 | MISC. ITEMS 0
PO 8001792 | COSTCO WAREHOU ROWYL 100.00 15 3119 | NO INYOIC] F
3571585 | 6/14/07 | BASEBALLBANQUE 96.79 0
RN -

@ Insent | i) Qhangel & Delete |

v/ Close 7 Help y
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Example: Edit Docltm

‘%Bmwse the Docltm File = IEI
Sy el D Tran Type [ Display All Types
Ied Id's | Tran Type| Account Date Contr{ _Period Ref Docld Ref Ap it ld Ref Ar ltm Id | Ref Rec ltm Id ~
Docld | BGL | Document | Marne Armount Post|P|%|D| RetPoltmid Fief Ap Doc Feef Ar Doc| Yendor Invoice
MF ltern Comment S:Amount SFT|C|R|P RetPoDoc| RefChklimid] RefDep ltmId
Balance D/C |Ch| Whl Ret Po ltem Ref Chk Doc Ret Dep Doc:
001,931 | 1263 CHE 10-6600-610-000-0865 TV AWIDEO 5 FieIn? 1 | 8001910 0
001,880 2676 27228 | THE HOME DEPOT 2065 | EX 50014909 G000004 MO INWOICE MUMBER
1|SUPPLIES 20.65| AP 73580028
2065 D 1
001,932 1794 CHIK 30-8100.0007.0600.10.735-0935 TEX] B 1 | aoo1anm 1]
001,891 | 4529 27229 | UTAH RESTAURANT ASSOCIATI 107300 EX 8001807 a000010 297722
1| STUDENT TEXTBOOK LEVEL1 1.07300| AP 73571626
1o7ino| D 1
001,933 | 1050 CHK 10-4540-502-000-0745 SOCCER GIR| 127107 1 | 8001300 1]
001,892 | 4831 27230 | UTAH TRAILWAYS 9216 Ex 8001899 8000002 11409
1| FUEL SUR-CHARGE 9216 AP 73580025
9216 D 1
001,934 1118 CHE 10-5615-610-000-0770 CHEER Supp FieRio? 1 | 8001916 i]
001883 1011 27231 | WALMART 19084 Ex fo01ge2 f000016 MO INWDICE MUMBER:
1| MISC. ITEMS 190.84| AP 735715495
19084 D 1
001,935 2480 CHK 10-5615-700-000-0770 CHEER Equi 2127107 1 | a001912 1]
001,894 6928 27232 WOODDWIND BRASSWIND 25898 | EX 8001814 8000011 9266071
1 BEHRINGER EUROLIVE 51530 PA 259498 AP 73571561
259493 D ‘ | 1
a7 e[mm] ] | -
@ Insert | @ Change | [ Delste ‘
v Close | 7 Help ‘
Example: Browse GITrn File
% Browse the GITrn File \E\@
Sart by Transaction | Search: [ |
Tran Db| 5 |_Period [P=
Id[+] Docld | Type| V| Document | Iterm | Cr Per [Rec| BGL Number Name Amount | Post Date MF I |
67 4001802 | PO 73571605 11D 1 0] 10-5195-610-000-1040 5T. COUNCIL Supplie 10000 EM 7l jz2007 2876
1] G001802 | FO 73571605 11 C 1 0 10-3310-003-000-0005 ~SYSTEM Encumbral 10000 EM 7i01 /2007 2476
64 4001803 | FO 73571606 11D 1 0] 10-5795-610-000-1040 5T. COUNCIL Supplie 50,00 EM 7i01 /2007 1M
70 4001803 | PO 73571606 11 C 1 0110-3310-003-000-0005 ~EY'STEM Encumbral 5000 EM 7i01/2007 1M
?1 8001804 | PO 73571607 11D 1 0| 10-5195-606-000-1040 5T. COUNCIL Uniform 1724400 EN Zj01fz2007 6949
72 4001804 | FO 73871607 11 C 1 0110-3310-003-000-0005 ~5Y'STEM Encumbral 1.72440| EN 7i01 /2007 6949
73 4001805 | FO 73571609 11D 1 0]10-6100-610-001-1090 GREENHOUSE Supp 18290 EM 7i01 /2007 2865
74 4001805 | FO 73571609 11 C 1 0110-3310-003-000-0005 ~EYSTEM Encumbral 18290 EM 7l jz2007 2865
7h 4001806 | FO 73871610 11D 1 0| 30-6700.0007.0600.10.735-0835 TEXTEOOKS 69291 EM 7i01 /2007 1015
7h 4001806 | FO 73571610 11 C 1 0 30-3310-003-000-0005 ~SY'STEM Encumbral 69291 EM 7i01 /2007 1015
7 4001807 | PO 73571611 11D 1 0]10-5195-610-001-1040 5T. COUNCIL Back T 17500 EM 7l jz2007 NN —
il a001807 | FO 73571611 1 C 1 0 10-3310-003-000-0005 ~5YSTEM Encumbral 17500 EM 710172007 41311 =
74 G001823 | DERP g0o000 11D 1 0|10-1000-001-000-0001 ASSET Cash In Bank 16500 1IN Fle3fenn? 1]
a0 4001823 | DEP 8000001 11 C 1 0|10-1000-001-000-0001 ASSET Cash In Bank 18500 IN 7l2ajzn07? 1]
81 8001824 | REC 8000001 11 C 1 0 10-4520-045-000-0710 CROSS COUNTRY S 18500 IN Fh7eno? 9015
gz G001824 | REC g0o000 11D 1 0|10-1000-001-000-0001 ASSET Cash In Bank 16500 1IN 772007 49015
a3 g001825 | DEP 8000002 11D 1 010-1000-007-000-0001 ASSET Cash In Bank 50000 IM 7l2afenn? 1]
g4 4001825 | DEP 8000002 1| C 1 0|10-1000-001-000-0001 ASSET Cash In Bank 5000 IM 7l23/2007 0
3001626 il 02 1 D 1 0 10 05 T : t 5000 | g
a6 4001626 | REC g0oooo2 11 C 1 0]10-1030-007-000-0005 ~3YSTEM Accounts R 50,00 AR Flezjzno? 8537
a7 8001826 | REC 8000002 11 C 1 0 10-4570-040-000-07 30 VOLLEYBALL Uniform 50000 IM Fleziznn? 8537
eti] g0018e6 | REC goooooz 11D 1 0|10-1000-007-000-0001 ASSET Cash In Bank 50000 IM fleztznnt? gh37
g4 G001827 | REC 8000003 11 C 1 0]10-5605-015-002-0265 BAND Misc. Marching 15000 1IN 7lea/z007 Fiixs
oz v[mn] < | -
Insert | Change Delete |
Close | Help |
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Browse BrHd File
4k Browse the BrHd File (=[S

BRH PariodKey |

Idd Bank Beg Balance Bank Db Cleared Book Beg Balance | Outstanding Chk Cleared Chk  |Date Posted| &
Period Bank Db Bank Cr Cleared Book End Balance | Outstanding Dep Cleared Dep
Bank Cr QOutstanding Other| Cleared Other
Bank End Balance
1 352,669.02 177.850.91 0.00 125,411,458 176,614.40 i
1 0.00 75,023.90 67258262 9,886.60 73.149.79
0.00 -165.00 637.60
708,276.50
2 708.276.50 202.783.349 0.00 225187 202.535.59 I
2 0.00 6279512 £51.550.26 25,949.20 62,3521
0.00 -169.00 16761
B48.285.23
< | 2|

2l Insert ‘ | Qhangel M Delete ‘

+ Close | 7 Help ‘

Tree View - DocHd File

4% UltraTree With Primary Table: DocHd ) [m] ﬂ
Display
" Ap (& Ar (" Check (" Deposit (" Gen Joumnal " MNSF " MSP 7 MEW " FO (" Receipt

Per| Voic]  Amount| S:Amount| Balance ﬂ
[+ 3 AR 5000090 11/18/04 | PATTERZON, MOMNICA L CLASS FEE 5.00
[+ AR 5000091 11/18/04 | PETERSON, LEANNE MARIE CLASS FEE 5.00
[*F o AR 5000092 11/18/04 | JACKSON, ARIANA S CLASS FEE 25.00
[ o AR 5000093 11/18/04 | THOMPKING, KATHRYM E CLASS FEE 25.00

[ @ AR 5000094 11/18/04 | PAGE, COURTNEY NICHOLE BAL OF CLASS FEE 10.00 J
o AR 5000094-1 11418404 BalL OF CLASS FEE 2 10.00
[ o AR 5000095 11/18/04 | BLALOCK, ASHLEY E CLASE FEE 25.00
[+ AR 5000095 11/18/04 | BROWN, KEMOMNIA CLASS FEE 25.00
[+ o AR 5000097 11/18/04 | PAULS. KAYTE ALLYSON CLASS FEE 25.00
[ AR 5000098 11/18/04 | USHER, THOMAS S CLASS FEE 25.00
[+ o AR 5000099 11/18/04 | GLASS, LINDSEY RACHEL CLASS FEE 25.00
[+ = AR 5000100 11/18/04 | HOLLINGER, KATHERINE FLYMNN CLASS FEE 25.00
[+ AR 5000101 11/18/04 WEAVER, CLAIR E CLASS FEE 25.00
[+ o AR 5000102 11/18/04 | DAVIS, DESI MARK CLASS FEE 50.00
[+ AR 5000103 11/18/04 | CLARK, JUSTIN ALEXANDER CLASS FEE 50.00
[*F o AR 5000104 11/18/04 | BEASLEY. BLAIR ELLEN CLASS FEE 25.00
[ o AR 5000105 11/18/04 | OLIVE, JESSICAD CLASS FEE 25.00
[+ AR 5000108 11/18/04 | POLK. MOLLY E CLASS FEE 25.00

[+ o AR 5000107 11/18/04 | WINTERHALTER. ANDREW M CLASS FEE 25.00 ﬂ

Explode All Collapse All Insert Help | Close |




TES - Simple Peer to Peer Networking

Introduction:

Min Requirements (Master)

Min Requirements (Slave)

Step #1: Configure Master

TES-Accounting for Windows is designed as a complete multi-user system which allows multiple
secretaries to enter, edit and view data
simultaneously. TES supports both server based
and peer to peer installations. We recommend
Peer to Peer for up to 3 user systems, as there is no
additional cost for server database licenses.

Windows XP (Preferred)

Windows 2000

Windows Vista

Pentium IV (turn off hyper-threading)
512 MB Ram (1024 is much better)

Windows XP

Windows 2000

Windows Vista

Pentium Il (turn off hyper-threading)
256 MB Ram

#1. Load Pervasive SQL
#2. Load TES-Windows
#3. Make sure File and Print Sharing is Enabled
Control Panel =» Network Connections =» Connection =» Properties

Jed e

“File and Print
Sharing must be
added to

Master”

[ rosaiss ]

n your computer

1

no connectivity

K Cancel

#4. Share the C:\TES folder as TESS (The $ hides the folder from search paths)
Right click on the C:\TES folder and select SHARING and SECURITY

tas Properties %30 TES Windows
e sure File and Pent Sharing is Enabled

Ganaral Shating | Web Shating | Customize —
. Local sharing and secursy I T ‘,J,' ]
} only, ~
Click Hereto || s roms s ot
> | oo
To make thes folder and its sublolders prvate so that only -
c hoose 1 yoea harve Acous, subect the following check bax. E3TConfig
. ; Sitemp
simple s
Network shaing and security e
Sh ari ng A8 2 secuky massurn. Wincws has hastied e B T
= ;h_nh;"{" ey 42000961 M ~dedd-sesd-]
B e B BelSouthiv.re~
oroelup oy
e
TASYNSTALLLOG
85 8:0uca00n one Comection.o
Yot cov
] bplrss0.log
B e himl
= WFCACHE. 1
1 BSYS
LGShnst.Log
MOOCLLOG
s iog
soclog
[ Cancal ] &) pin.cov
= Pt
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Enable File Sharing

A If you enable sharing on this computer without using the Network

. Setup Wizard, the computer could be vulnerable fo attacks from the
Internet We strongly recommend that you run the Network Setup
Wizard to protectyour computer.

(" Use the wizard to enable file sharing (Recommended

configure.

@ Justenable file sharing

0K Cancel ‘

General Sharing ]Web Sharmg] Customize

Local sharing and security

To share this folder with other users ofthis computer only,
drag itto the Sh ents folder.

To make this folder and its subfolders private so that only
you have access, selectthe following check box.

~

[¥ Share this folder on the network <

Share name:  [tes$

Netwaork sharing and security bOXES, and
o) To share this folder with both network users and other users
454 ofthis computer, selectthe first check box below and type a make sure
share name. share name

Simple file sharing is less
secure but much easier to

tes Properties ﬂﬂ

Check both

is tesS

[v Allow network users to change my files

Leam more about sharing

i) Windows Firewall will be configured to allow this folder to be shared
e network.

ewall sellings

OK Cancel Apply

#5: Set Master to FIXED IP Address. This is not required but greatly simplifies the network
connection between the master and the slave.
Example fixed ip 10.222.10.123

#1. Load Pervasive SQL
#2. Load TES-Accounting for Windows install to C:\TES\Actw)
#3. Start TES-Accounting and Set Base Path in TES to point to Master.

Step #3: Configure Slave

If you use a fixed IP

£& TES-Accounting for Windows 8 =1
o address the base path
" 93-00 02-03 " 05-06 0809  DEMO will be in this format.
" 00-01  03-04 ® 06-07 0910
0102 " 04-05 " 07-08

Without the fixed IP
you will use the name
of the Master
computer in the place
of the IP address.
There will be
additional issues to
insure reliable
connections.

Base Path| 110.222.10.123\tes$\actw|

(& Process Local School Accounts " Process District Accounts

Select the tasks to be performed before the system starts.

I Backup Data Files
I~ Restore a Prior Backup

[ Backup To District
[” Backup To TES

... NOTICE ...

New Feature Available. The [Pause] button now prints the data
onmost screens.  Please try it and let us know how this new
feature works for you.




Securing Peer to Peer Networks

Introduction

Peer-to-peer networking can increase productivity by making it easy to share information and resources on your network.

However, the ability of computer users to control access to their computers can leave them vulnerable to information theft,
loss, or inadvertent sharing of files. Therefore, in addition to enforcing a company computing policy you should make sure
you and your employees understand the basics of Windows peer-to-peer networking and security.

With the threat of malicious code—such as worms, viruses, Trojan horses, and spyware—and hackers, it is critical to take
immediate action to lock down desktop and portable computers. This document explains how to implement security
measures for a small or medium-sized business environment where peer-to-peer networking is used. These
recommendations help ensure that your computers running Microsoft® Windows® XP Professional with Service Pack 2
(SP2) are more secure, while ensuring that users can continue to be efficient and productive on their computers.

Objective of This Document

After you familiarize yourself with the information in this document, you should be able to increase the security of a peer-
to-peer workgroup.

Before You Begin

As with any security recommendations, this guidance strives to find the right balance between enhanced security and
usability. The recommendations provided in this document will work successfully for Windows XP Professional SP2
deployments in a wide variety of environments. However, before implementing these recommendations you should note
that this document does not address the wide variety of needs and configurations that may be required in a large
organization. In addition, the guidance may not fully address the specific security needs of some organizations.

Meeting the Service Pack Requirement

The recommendations in this document apply only to computers running Windows XP Professional with SP2 that are
members of a workgroup, not a domain. If SP2 is not installed on a particular computer or if you do not know whether it is
installed, you can go to the Microsoft Update page on the Microsoft Web site at http://windowsupdate.microsoft.com, and
have your computer scanned for available updates. If SP2 shows up as an available update, install it before starting the
procedures in this document.

Note Installing SP2 requires a computer restart.

Administrative Requirements

You must be logged on as an administrator or a member of the Administrators group to complete the following
procedures. If your computer is connected to a network, network policy settings might also prevent you from completing
these procedures.

Securing the File System

A file system determines the way that directories and files are organized on a computer. There are ways to protect your
file system from unauthorized access, alteration or deletion. This section provides step-by-step instructions for completing
the following tasks, which will help you secure the file system:

e Converting file systems to NTFS

e Using antivirus software

e Using Windows Defender (Beta 2)

e Protecting file shares

e Securing shared folders

e Disabling unnecessary services

e Disabling or deleting unnecessary accounts
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Converting Your File Systems to NTFS
During the Windows XP setup process, computers can be configured to use either the FAT32 or NTFS file system.

FAT32 is an older technology that previous versions of Windows use. The NTFS file system is faster and more secure
than FAT32 and many other, older file systems. For optimal performance of the operating system, use NTFS to protect all
of the file system patrtitions on your computer. Use the following two procedures to first verify the type of file system on
your computer, and then, if needed, convert the file system to NTFS.

Important You should consider the following limitations before you convert a FAT partition to NTFS:

e The conversion is a one-way process. After you convert a partition to NTFS, you cannot convert the partition back to
FAT. To restore the partition as a FAT patrtition, the partition would have to be reformatted as FAT, which erases all
data from the partition. Data would then have to be restored from backup.

e Removing Windows XP to revert to Windows 98 or to Windows Millennium Edition (Me) is not an option after you
convert any drive on the computer to NTFS.

e Convert.exe requires that a certain amount of free space be present on the drive to convert the file system. For
additional information about the amount of free space that is required for a conversion, see the Microsoft Knowledge
Base article
Free Space Required to Convert FAT to NTFES at http://support.microsoft.com/kb/156560.

To check the file system type on your computer
1. Click Start, and then click My Computer.
2. Right-click the drive letter you want to check, and then click Properties.

3. The file system type should be NTFS as shown in the following screen shot. If it is not, you can use the Convert.exe
utility to convert from FAT16 or FAT32 to NTFS.

Local Disk (C:} Properties @@

General | Took | Hadwate  Shating Secuwly | Ouctz

Type: Laeal Dizk
File speter - MTFS

B Usod space 34,291 .23 232 bptes 3.8 6B
W Free space EFLE755 4B bytes 5 35GH
Capachye 39,999,587 712 bytes 2GR

Diive C [ Disk Chanp

7] Comprass dive to save disk space

[+] o Inciesdng Service to ndes this disk for fast fie seaiching

l ak. ] : Cencel J | Appk _!

Repeat this procedure for all partitions located on hard disks on the computer. Even if the file system was configured as
FAT32 when the operating system was installed, you can easily convert it to NTFS to provide additional security.

To convert the file system to NTFS, take note of the name of the disk, otherwise known as the volume label (Drive C in
the preceding figure). Then complete the following procedure, which will convert your file system to NTFS. Converting
your file system to NTFS provides your computer with a higher level of security.

To convert the file system to NTFS
1. Click Start, Run, type cmd, and then click OK.

2. Atthe command prompt, type the following, where <drive_letter> is the drive you want to convert, and then press
ENTER:

convert <drive_letter>: /fs:ntfs
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3. You will be prompted to enter the current volume label for the drive. Enter the volume label that was identified earlier,
and then press ENTER.

4. When the conversion is complete, type exit and then press ENTER to close the command prompt.

Note If you are attempting to convert the drive where the operating system is installed, you may be prompted to schedule the
conversion to occur the next time the computer is restarted. If this occurs, type y and then press ENTER to restart the
computer.

Using Antivirus Software

Computer viruses are programs that are loaded on to your computer without your knowledge or approval. Viruses and
other forms of malicious software have been around for years. Today's viruses can replicate themselves and use the
Internet and e-mail applications to spread across the world in less than an hour.

An antivirus software program will help protect your computer against many known viruses, worms, Trojan horses, and
other malicious code. Antivirus software continually scans your computer for viruses and helps detect and remove them.
Installing antivirus software only solves part of the problem—keeping the antivirus signature files up-to-date is critical to
maintaining a secure desktop or portable computer.

Many new computers come with antivirus software already installed. However, antivirus software requires a subscription
to stay up-to-date. If you don't have a current subscription for these updates, your computer is likely to be vulnerable to
new threats.

User education regarding safe e-mail practices is another critical step in preventing virus attacks. Users should not open
e-mail messages or take action on e-mail attachments unless they are expecting the file. Ensure that all e-mail
attachments are scanned with antivirus software before they are executed.

Microsoft offers Windows Live OneCare, an automatically self-updating PC care service that runs quietly in the
background. It helps provide persistent protection against viruses, hackers, and other threats, and helps keep your PC
tuned up and your important documents backed up. For more details, see Windows Live OneCare at
www.windowsonecare.com/.

For more information about software vendors that provide antivirus software that is compatible with Windows XP, see the
List of antivirus software vendors page on the Microsoft Web site at http://support.microsoft.com/kb/49500.

Using Microsoft Defender

Windows Defender (Beta?2) is a security technology that helps protect Windows users from spyware and other potentially
unwanted software. Known spyware on your PC can be detected and removed, which helps reduce negative effects
caused by spyware, including slow PC performance, annoying pop-up ads, unwanted changes to Internet settings, and
unauthorized use of your private information. Continuous protection improves Internet browsing safety by guarding more
than 50 ways spyware can enter your PC. Participants in the worldwide SpyNet™ community play a key role in
determining which suspicious programs are classified as spyware. Microsoft researchers quickly develop methods to
counteract these threats, and updates are automatically downloaded to your PC so you stay up-to-date.

You can download Windows Defender from www.microsoft.com/athome/security/spyware/software/default. mspx. The
current version is a Beta 2 version. The file name is WindowsDefender.msi and is about 5.5MB in size. (The file name and
size may change after the full release.)

Protecting File Shares

Windows XP Professional file shares are a way of sharing files on a local hard drive with users on other Windows—based
systems. An entire directory or folder can be given a share name and permissions to that file share can be assigned to
users or groups of users. These file shares function the same whether a workstation is a member of a domain or a
workgroup. In both configurations a share can be created to allow other users from other workstations to access a
directory on a local hard drive. A Windows XP Professional workstation user can assign permission to these shares to
local accounts and groups in both configurations, but can only assign access to Active Directory® directory service
accounts and groups if the workstation is a member of Active Directory.

By default, shares are created with Everyone having full control. These permissions must be modified to allow only those
who need access to the share. In addition, user accounts and groups of user accounts can be limited to what they can do
on a file share. They can be limited to read-only access or they can be assigned permissions to create, change, and even
delete files.

File sharing is intended for use on a home or business network behind a firewall, such as Windows Firewall (provided with
Windows XP SP2). If you are connected to the Internet, and are not operating behind a firewall, remember that any file
shares you create might be accessible to any user on the Internet.
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Securing Shared Folders

Windows peer-to-peer networking allows you to share the contents of your file system with other computers on your
network. The following procedure assumes that you have already shared one or more folders in your file system. By
changing some of the default file system settings, you can restrict unauthorized access to your shares.

e Every user that requires access to the share from their computer also needs a user account on the workstation with
the share. This requirement is a limitation of a peer-to-peer workgroup network configuration. It is wise to keep the
number of computers that have shared directories to a minimum. If you have shares on all workstations, you have to
have user accounts on all workstations, which can quickly become a complex configuration to support.

e You can set permissions only on drives that are formatted to use the NTFS file system.

¢ In the following steps you will remove the Everyone special group that provides anonymous access. Then you will
assign each local user account Read or Change permissions to the shared folder.
e Read gives a user account enough permissions to list the files, open the files, and copy the files from the share to

another location.

e Change gives a user account the ability to list, add, modify, and delete files.
You have to select both Change and Read to assign Change permissions. Limit the number of users to whom you
assign Change permissions. It is not advisable to assign other user accounts Full Control to the share. Full Control
gives users the same permissions as Change, but also the ability to take ownership of files/directories and change
permissions.

To secure a shared folder

1. Right-click a folder that has been previously shared, and then select Sharing and Security.

2. Onthe Sharing tab, click Permissions. A screen similar to the following will display.

3. Select the Everyone group, and then click Remove.

4. Click Add to select which users can access the folder.

5. Inthe Select Users, or Groups dialog box, click Object Types.

6. Clear the Built-in security principals and Groups check boxes, and then click OK.

7. Click Advanced.

8. Click Find Now.

9. Click to highlight the users you want to be allowed to access the folder. After the users are selected, click OK.
10. Now each user in the permissions list needs to be given the correct type of access. Double-click a user, and then

clear the Allow check box next to Full Control. Then choose whether you want the user to have Change and Read
or just Read access.

11. Click OK.
12. Click OK again to close the Folder Permissions dialog box.
Note If the check boxes on the Permissions dialog box are not available, the permissions are inherited from the parent folder.

Disabling Unnecessary Services

By disabling unnecessary services you can reduce the chances of a known or unknown vulnerability being exploited. Use
Add or Remove Programs in Control Panel to disable services.

For a list of services and their settings, see the Default settings for services page on the Microsoft Windows XP

Professional Documentation Web site at www.microsoft.com/resources/documentation/windows/xp/all/proddocs/
en-us/sys_srv_default_settings.mspx?mfr=true.

Disabling or Deleting Unnecessary User Accounts

Disable or delete any user accounts that you do not require. By disabling or deleting unnecessary accounts you can
reduce the chances of unauthorized access to your computer.

To disable an account

1. Click Start, and then click Control Panel.

2. Double-click User Accounts.

3. Click the Advanced tab and then click the Advanced button.
4. Click the Users branch.
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5. Double-click a user account to display the properties dialog box.
6. Selectthe Account is disabled checkbox.

Note A disabled account will still exist, but the user is not permitted to log on. It appears in the Users details pane, but the icon
has an X in it.

To delete an account
1. Perform steps 1 through 4 in the previous procedure.
2. Instead of double-clicking the account, right-click it and select Delete.

o Before you delete user accounts, disable them first. After you are certain that disabling the account has not
caused a problem, you can safely delete it.

e A deleted user account cannot be restored.
e The built-in Administrator and Guest accounts cannot be deleted.
[ )

Securing User Accounts

By using passwords and configuring account lockout, you can reduce the chances of unauthorized access to your
computer.

Using Passwords

It is important that all user accounts on every workstation have a password. Leaving passwords blank allows people to
access computers as if they were someone else.

¢ Do not use the Guest account on workstations. It should be disabled.
e Every user should have their own user account. User accounts and passwords should not be shared.

Two concepts are commonly confused with regard to passwords. A user account can become locked out, which is
typically caused by trying to log on with an incorrect password too many times. The account just needs to be unlocked—
the password does need to be reset unless the user has forgotten what the password was. A good example, and probably
the most common, is when someone gets locked out because they had the CAPS LOCK key on when they were typing
their password.

A password reset provides the user account with a new password, usually a temporary password. The temporary
password can then be provided to the user so they can log on. It is best to set such passwords to expire the first time they
are used, in case the user forgets to change it after logging on. Forcing the user to log on and immediately create a new
password ensures that only the user knows their password.

To unlock alocked user account

Click Start, and then click Control Panel.

Double-click User Accounts.

Click the Advanced tab and then click the Advanced button.
Click the Users branch.

Find the affected user account and double-click it.

Clear the Account is locked out checkbox and then click OK.

ok whPE

To set or reset a password for an existing user account
1. Perform steps 1 through 5 from the previous procedure.
2. Place a checkmark in the User must change password at next logon option. Then click OK.

3. Right-click the account in question and click Set Password. You will be prompted with a warning message. Make
note of the possible impact before proceeding.

4. |If you clicked the Proceed button, enter the temporary password in both password fields.
5. Click OK and communicate the temporary password to the user.

Windows Firewall

Windows Firewall is a host-based firewall solution that is included as part of Windows XP Professional SP2 and is highly
configurable. It is enabled by default and helps protect against network attacks. Windows Live OneCare also monitors
Windows Firewall, giving you a single console to check the overall security status of your PC.
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Windows Firewall is not intended to replace the functionality of a network firewall. Windows Firewall enables Windows
networking ports so that peer-to-peer workgroups can communicate and share resources. A network firewall needs to be
in place to protect the network while Windows Firewall protects each workstation for which it is installed and enabled. A
number of manufacturers have affordable network firewalls designed for small to medium-sized networks.

To verify that Windows Firewall has not been disabled

1. Click Start, and then click Control Panel.

2. Double-click the Windows Firewall icon.

3. Ensure that On (recommended) is selected.

4.

Updating Security Patches

A good way to keep up-to-date on security patches is to subscribe to Microsoft Security bulletins which are sent via e-
mail. You can sign up to receive the security bulletins on the Microsoft Security Web site at

www.microsoft.com/security/default.mspx. In addition to staying informed through bulletins, there are a number of
technologies that can help automate security patching.

Automatic Update

The Automatic Update feature in Windows XP can automatically detect and download the latest security patches from
Microsoft. It can be configured to automatically download fixes in the background and then prompt the user to install them
after the download is complete.

To configure your computer for automatic updates
1. Click Start, and then click Control Panel.
2. Double-click the Automatic Updates icon.

3. Configure all your Windows XP workstations to Automatic. Note that you can configure how often and what time of
day these updates will occur.

4. Click OK.

Note Microsoft also issues security bulletins through its Security Notification Service. These bulletins are issued for any Microsoft
product that is found to have a security issue.

Related Information
For more information about securing Windows XP, see the following:

e The Windows XP Security Guide, which is available for viewing and download on the Microsoft TechNet Web site at
www.microsoft.com/technet/security/prodtech/windowsxp/secwinxp/default.mspx.

For more information about related topics on securing Windows XP, see the following:

e The Threats and Countermeasures guide, which is available for viewing and download on the Microsoft TechNet Web
site at www.microsoft.com/technet/security/topics/serversecurity/tcg/tcgch00.mspx.
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File Import Formats

Student Fee Import
Remote Receipts Module (Alpine Format
Remote >> Remote Files >> Library Fines

File Type ASCII TEXT, Fixed Length
Record Delimiter (CR,LF)
Field Delimiter None
FIELDS: POSITION NOTES
Student ID Position 1-8 Up to 8 characters
Formatted BGL Account Position 9-28 Same format at your Balance sheet
Must Include FUND
Amount Position 30-34 Implied Decimal Point
001000 =10.00
Required Flag Position 35 R = Required
Library Fine Import
Remote Fines Module
Remote >> Remote Files >> Library Fines
File Type CSV (Comma Separated Values)
Record Delimiter (CR,LF)
Field Delimiter Comma
FIELDS: NOTES:
1 Student ID Up to 10 characters
2 Amount of Fine Example 4.00

Student Import Text File (Stardard TES Format)
File >> Manager >> Import/Export Menu >> Import Students >> Import TES style Text

File Type ASCII TEXT, Fixed Length
Record Delimiter (CR,LF)
Field Delimiter None
FIELDS: POSITION NOTES
Student ID 1-10 Up to 8 characters
Name 11-35 Name Formatted in LAST, FIRST
Grade 36-37 Two digits
01=Grade 1
Address1 38-62
Address2 63-87
City 88-112
State 113-114
Zip 115-123 5 digit zip in form ##H##H#
9 digit zip in form #iH#H##H##H
Phone 124-133 10 digits in form aaatttti
Homeroom 134-144
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Student Import Students from Power School

File >> Manager >> Import/Export Menu >> Import Students >> Import from Power School

File Type CSV (Comma Separated Values)
Record Delimiter (CR,LF)
Field Delimiter Comma

FIELDS:

Student ID
Last Name
First Name
Grade
Address1
Address2
City

State

Zip

Phone

OCoOo~NOOTULLE WNER

=
o

Student Import Text File Utah SIS

NOTES:
Up to 10 characters

Two Digits 01-12

TWO letters

Include punctuation

File >> Manager >> Import/Export Menu >> Import Students >> Import from Utah SIS

File Type ASCII TEXT, Fixed Length
Record Delimiter (CR,LF)
Field Delimiter None

FIELDS:
Student ID
Last Name
First Name
Middle Initial
Filler
Grade
Filler
Phone
Address1
Address2
City
State
Filler
Zip

POSITION NOTES

1-10 Up to 10 characters
11-26

27-42

43-43

44-60 Unread by TES
61-62 2 digits in form ##
63-125 Unread by TES
126-134 10 digits in form aaaftt#it
135-167

168-199

200-223

224-225

226-227 Unread by TES
228-236

90



Student Import Students from Utah SIS (CSV Export)
File >> Manager >> Import/Export Menu >> Import Students >> Import Utah SIS (CSV Export)

File Type CSV (Comma Separated Values)

Record Delimiter (CR,LF)

Field Delimiter Comma

FIELDS: NOTES:

1 Student ID Up to 10 characters If the ID is longer than 10
characters the RIGHT most characters are used

2 Last Name

3 First Name

4 Not Used

5 Not Used

6 Not Used

7 Grade Two Digits

8 Not Used

9 Not Used

10 Not Used

11 Not Used

12 Homeroom

13 Phone

14 Address1

15 Address2

16 City

17 State

18 Zip

Student Import Students from SC Sasi
File >> Manager >> Import/Export Menu >> Import Students >> Import from SC Sasi

File Type CSV (Comma Separated Values)

Record Delimiter (CR,LF)

Field Delimiter Comma

FIELDS: NOTES:

1 Student ID Up to 10 characters If the ID is longer than 10
charact
ers the
RIGHT
most
charact
ers are
used

2 Last Name

3 First Name

4 Middle Name

5 Grade

6 Address1

7 City

8 State

9 Zip

10 Phone
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Student Import Students from STI Parent Link
File >> Manager >> Import/Export Menu >> Import Students >> Import from STI Parent Link

File Type CSV (Comma Separated Values)

Record Delimiter (CR,LF)

Field Delimiter Comma

FIELDS: NOTES:

1 Student ID Up to 10 characters
2 Name

3 Phone

4 Grade

5 Homeroom



Setup -- MySchoolFees

Notes:
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Setup - Teacher Web Query

Notes:
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Setup - Remote Fines

Notes:

95



