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MySchoolAccountinBurchase anépplications

Purchase and Process
1 The TES Softwaknd User License Agreement and phechase oder is sent bythe school
district or businessentity administrator to TES Softward@he TES Softwatdcense,
Maintenance andSupportplan purchase detailare specifiedn the contract/ader.

9 Forthe on-site credit card processingApplicationand/or the anline Fee Collection
(MySchoolFees.com) Applicatioantactadmin@tessoftware.nebr 888756-5333 x1 to discuss
which type of processing (Traditional or Cash Discount) is right for you.

Download Credit Caférocessing Applicationstassoftware.zendeskom in the

Formssection oremail admin@tessoftwaneet.

1 The applicant will receive a confirmation of receipt of the application(s) from TES Software
within two business day®llowingthe applicationsubmssion If they do not, they should
contact TES to inquirgbouttheir status.

1 These applications doohneed tobe completedif a contracted client does not desire to process
credit card payments.

1 Theeare a variety obptionsfor card processing tough TES Softwe.

MySchoolAccountinipstallation& Setup

Download Installation Software atvw.tessoftware.conbownloads page
1 Download and Install Pervasive VKgroup Database Engine (PvcdWorkgrouplbing the
Installation Wizard found on the Downloads page in the Database Engines section.
1 Download and Install MySchoolAccounting or MySchoolRecaipke top of the page.
0 Choose NEW Instation within the instllation wizardhe first time.

TIP You may need to run the program as the administrator:
After install, rightclick on the ICONPropertiessAdvancedRun as Administrator
Double click orthe desktopicon to open the program.

Set Up Terminal Services Remote Access (Optional)

Aterminal serveris a server or network device that enables connections to multiple client systems to
connect to a LAN (local area network) without using a modem or a n&timtgrface.Terminal Services

is part of the Windows se&er operating system. For assistance setting up a Terminal Service, contact TES
Support Hardware and Network Support at 8886-5333 x10 osupport@tessoftware.net

9 If your school/district decides to userfiginal Services, you will download the
MySchoolAccounting or MySchoolReceipts software onto the server rather than the
0221 1SSLISNNRE O02YLJzi SNI aeaidSyo

¢ 9{ { 2 Tdchnican®afualINKor Technology Staff Reference
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Getting Started (Software System Setup)

Define Systemeftings
File>Manager>System Definition

System Definition
GeneralTah School Name, Cost Center (School Numlaed Backup Path should be entered
(minimum). Other contact informatiors added

Document Options

Receipt FormAttributes are selected in fis left sectionof the Document @tions pageThe Receipt
Form andPrinter is defined in the Define Workstation by each user.

Check FormCheck printing options such as alignmarg donein this middle sectionThere is no
formula forthe check printing alignment. We suggest you use paper in the check printing tray whil
experimenting with the locationf the check number, amount, words, etc. whishprintedon the
check so it prints properly for your checks and windowed envelopmessage mabe includedon the
OKSO]l adzOK la @¢l & G2 GKS 2NRSNJ 27

PO FormThe PO fan isdefinedin this right section of the Document Options. A message Ineay
includedon the Purchase OrderSome options are available such as previewing the PO bigforiats.

Enter/Entry OptionsThis is primarily used to enter the Sales Tax, NSFoF&&€H Fee Account (when
applicable).

Data Connectiond ¢ KA & Aad 6KSNB | RAAGNROGQA {v[ RIFIGFO6FA&S
connectionare entered TESSoftware acquires this connection information to connecti KS RA & G NA O Q
student recad system (such as NexGen, PowerSchool, etc.) from the district technology department.

The MSF database connection information comes from TES@BbINE Q& a & { oK&tera CSSa { dzL
a0K22ftQa 2yt AyS OF NR LINE OSAaAy prodessindf canpargnd the/ KI & 0 .
connection is created

Credit Card ProcessofES Softwatrie currently partneredvith Paywirelnc. (aka Payscout) and TSYS or
Commercial Ban&f California (CBCdbr credit card processing. Some longtime clients are stillgusin
Elavon (Merchant Services) or Payments GateWwhg.PayCharge Ingenico Variables are entered by TES
Software staff Credit card readers will not function without thiformation. These variables are
school/locationspecific.

District ConnectionsThesea SG Ay 3a I NB dzaSR (2 RSTAY Sisttict 8 OK22f Qa
backup FTP server URitc.

Print Setup
File>Print Setup

The print setup is used to stite default printerwhen not selected elsewherd@his menu option is
generally not used>exept when trying to address a printeglated problem.
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Define Workstation
File>Define Workstation

Settings set fo6 I O K mizated(),Printer trays and receip form aredone in the Define

Workstation The Define Workstation was changed in 201Baaised with all users tdictate where

documents are sent tbe printed These options are no longer assigned in the system definitions as they

had been previously.

TKS 5SFAYS 22NjJaidldAz2y YSydz YIe 0S dhachmicdior Odza 2 YA
Choosing a font size larger than-fi@int may cause contents in reports to not be viewable within

specified columnsThe workstation may be named whatever thger chooses. Thej Export Patis

only defined when data is exported to an extal system such as NexGen, Alio, or Innovak. The lookup
odziti2zy wX®8e aK2dzZ R 6S dzaSR (2 lFaairady (GKAa LI KO

Single User or Primary Computer Rererto-PeerSystems

Separate printers malge assignedo various documents such as Reports, Checks, Purchase Guaders
ReceiptsThisallows one dedicated printer to be assigned to print checks, for example.

Data Palh and Ini Path should appear as shown:
Data Path: ¢tes\act\PAYCHARGEBATA
Ini Path: dites\actwAPAYCHARGRI

Peer / Remote Computer

The Data Path will Idodifferently on the remote computer than the path shown above (from the
Primary Computer). Theda Path may look something likefinanceltes\actwAPAYCHARGBATAThe
remote Data Path qints to the Base Path on the Primary Computer followedilbdY CHARERATA.
(TES Support assistith this setup. School technical stg#nerallywork with TES Support. Call 8886-
5333 x10 for Hardware and Network assistance.)

FromFILEselection on Min Menu)chooseMANAGER> SYSTEM DEFINITION

1 GENERALEnter School Information and CdSénter (School Number)

1 GENERAICreate or Edit a Backup Path, select Startup Tasks (Startup Do Backup)

1 DOCUMENT OPTIOMSsignCheck and PBorms, select attributes faeceipts, forms,
alignment for checks, etc.

1 EDIT/ENTRY OPTI®N&®t up Reimbursement A&, Sales Tax, Nsf Fee Amquanid Ach Fee

Amt

DATA CONNECTIOESter Database Connection Information

MASTER FILE DEFINITION/PURCHASE CesefeSJser Defined Taddjrchase Card Remit

DISTRICT CONNECTHIONSSign District Connections

CREDIT CARD PRCBCEEASSIgn Credit Card Processor

NSF OPTIONS&:lect to exclude NSF information on all processes except the Student Control

Centerfor confidentiality purposes

1 CREDITARD PROCESS@Rt up Credit Card/Ingenico Processing credentials

=A =4 =4 =8 =4

Don'tforget to SAVE when done with the System Definitions after any changebbanenaddo a
page.
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file://///finance1/tes/actw/PAYCHARGE/DATA

TIP:From FILE>SMANAGER>POSTIEENITIONS>DEFINE NEXT DOCUMENT NUM&HRS
Docunent Numbers (Checks, Purchase Orders, Receipts, etc.) if you don'edbagse the default
settings.

(See more detail under Define System Settingjsove)

Define Securitysers
File>Manager>Security>Browse Users

1 Select INSERT (or Edit for existing E)ser
9 Enter User Id, Password, User Name, Comment or Title
9 Assign User Right

If applicable, Assign specific activity and accounts
Select INSERT, Select ACTIVITY

E'LYLJENJ]I-)/['] beida 2KSy: 58FAYAY3d | aSNBQ { SOdNRG2

1 You must assign at least one user with Mandgjights or you cannot get back to this screen.

9 You can turn security off by just deleting all the entries in this file.

1 You can have multiple entries for a role. For instance, you can have more than one person
assigned as a secretary.

User Type Permission

Manager Access to all program functisimcluding assigning users and
passwordsFull access to Teacher Web Query.

Secretary Access to all program functions EXCEPT assigning users and
passwords

Receipts_POs Access to all program functionisett will dlow the entry of receipts
and Accounts Receivable transactippkisPurchase Orders

Receipts Access to all program functions that will allow the entry of recei
and Accounts Receivable transactions

POs Access to all program functions that will al@ntry of Purchase
Orders and Invoices. Does Niidludethe ability to process
checks.

Bank Recon Access to only reconcile the monthly bank statement with the
software

Library Fines Access to specified Aeity and Accountsgenerallyused by the
librarian

View Only Viewonly access to transaction journals, queries, and reports

Full Web Receipts Acces to receipt all available fees.

Web Query Only Access to view specified accounts assigned by the Mar(elgeck

boxavailable to allow All Activitieand Accounts tbe viewed
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Teacher Web Receipts Access to receipt any Activity oc@unts assigned by the

Manager.
Web Query All Activities and | Access to view all activities and accouassigned by the Manage
Accounts (checkWeb Query Only and theox to allow All Activities and

Accounts tdoe viewed

User ID: 1-10 Characters. Uséd is NOT case Sensitive.

User Name: 0-30 Characters. Reference Only.

User Comment: 0-30 Characters. Reference Only.

User Password: 0-30 Charactrs. UsefPassword iNOT caseensitive

User Rights: Select from one of these User Rights levels (Manager, Secretary,
ReceiptHelper, PO Helpet-ull Web Receipts, &eher Web Receipt¥iew
Only)

The definitions of Activity and Account combinations ased by the system to allow teachers/sponsors
to access their account balances and other information through the Teacher WebQuery, WebReceipts,
or Teacher Web Receipts.

Users defined as a Manager, Secretary, or one who creates Receipts, Receipt_P@gcBankr
Library Fines have the same security permission to view Activity/Accounts via the Teacher Web Query
programas are assigned in the columns below the User Righlection.

TESSecurity is an integrated featutkat addsan additionalayer ofuser and password security to the
security provided by Windows, Networking, and physical security. AdditionalhGddt@ty allows for
multiple tiers of user permission.

Create Chart of Accounts
File>Chart of Accounts

1 Enter/Edit Accounts or Quick Entecddunts- Add, Delete, or Change an account
1 Enter/Edit Activities; Add, Delete, or Change an Activity
1 Browse Activitieg Sorted by Activities, then accounts within the activity
1 CopyDelete Rename Activities
o Insert, Clange or Delete an account WITHIN #wdivity (right side)
o Copy arAccount within an activity to create a new account
0 Shows balance of an activity and summary of transactions in each account of the
activity, along with the Budget amount.
0 Copy,Delete,or Rename anActivity (left side)
A Copy a Activity to make a new activity. The Activity number roayassigned
uponcreation or the default may be accepted.
o Flip Inactive Flag may be used by highlighting an activity and clicking the bUiiewill
make theActivity unusable for receipts andurnal entries, etc. (Activities and Accounts
may notbe deletedafter they havebeen usedn a fiscal year's books. This includes a
journal entry to move funds at the beginning of a year.)
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Assign Public and NétublicCash in Bank accounts (AR, AP, Biakges, etc.)

File>Manager>Posting Definitions>Browse Posting Definitions
Thismenu itemONLYapplies toALABAMA schoals

Thisutility allows accounts tie assignedior Accounts Receivable, Accounts Payable, Bank Charges,
Bank Interest, the Cash in Barand accounts such as Cash Over/Short, etc.) These accounts are
generallysetup initially to allow the system to encumber accounts to balance the system. This system
allows for both Public and NeRublic accounts.

Add (IMPORT) Students
File>Manager>Imprt/Export Menu

1 Selecimport Students

1 Select the Student Record System for your disttiet, PowerSchool, STI iNow, Skyward, etc.)

1 Select the appropriate format fgrour district. (Check with your supervistechnical staff or
TES Supporit you areunsure which one you use.)

9 Students will not successfully Import unless the correct Data Connection SQL information has
been previously entered into the System DefinitéezData Connections page
[File>Manager>System Definitions]

NOTEThere are other waystget to the Import Student menu (via the Generate Student Fee Sheet, for
example.)Theyare placedor convenienceof use.

Add Student/Teachers/Vendors/Other/DepartméVanually)
File>Master Files

Teachersre added to the Master Files Manually as disd below.

New Studentsnay be added manually in the same waisis particularly helpful during registration
when a student is paying a fee but not yet in the (StBdent Information Systenyet. When they are in
the Student Record System, their infmation (spelling ofthe name address, and other information) is
adjustedand/or filled in. A student ID is required.

1 See thedmport/Export Menusection above for directions on Importing Students automatically.

Quick Edivendors, Students, Teachers
Select a line and Insert, Change or Dekefile (You may alstouble clickon a file to change it)
Select Type, S, T, V, O, P [Student, Teacher, Vendor, Btivendor (Purchase Card Vendor)]
1 You may also select Studefigacher, Vendor, Other éiciVendor at the top. Whemised, it will
populate the Type (T) automatically.
Check thd box for an Inactive Studenty for a Waiverapproved student, or 1099 for 1099 vendor
reports to be generated at the end of the calendaaye

17
Copyright© 2021 TESsoftware, Inc.



Enter/Edit Vendors, Students, Teachers

Same as Quick Edit Vendors, Students, Teachers but with a slightly different view. Thdile iSype
sort radio buttonor 1099 box option on this screen.

This option includes the Send To feature to expor fde, email, printer, etc.

Enter/Edit Deprtments
Enter Code and Department Name

Creating Fees and Fee Sheets

There are training materials and vid&ainingon this and other topics at
https://tessoftware.zendesk.com(Sign in using your wogknail and scroll down to the Training section

to view or download materials. Use the Forgot Password utility if necessary. There are some patrticularly
good visuakcreen shotshere on creating fee sheets.)

Geneic Fees Defined
Generic Fees are optionalde whichare not associated A 1 K | a0 dzZRSy i Qa &AOKSRdz S 3
fees may be purchased by any student and are never required.

Not all schools use a Generic Fee Sheet. The same Generic Fees rhaycestedn the Optional Fees
Fee Sheet.

Defning Generic Fees
Receipts>Define Generic Fee Sh@dbt associated with a specific student or grade level; not required)
Create a generic group calledFull" The _ (underscore) will push the group to the tafp/our generic
fee group lists.
1 Select Insert under the FEE GROUP header to create the generic group name. Enter.
Fill your Generic group with all the generic fees for your school/entity.

1 Select +Insertw the right section of the screen amiduble clickin the Description field to start
enteringthename2 ¥ G KS FSS3 axdi@uo thedexifielk SSNJ { KA NIi
Type the Teacher/Sponsor, if applicable, Tab
Click in the box if the item is taxable, Tab
Type the amount of the Item, Tab
Select the search buih w Xir6the next box to open the chart of account scremmd highlight
the account (e, Cheer Fundraising) for the fund to credihd press the Tab key.

1 Repeat for all nostudent specific fees ddred, using income accounts

=A =4 =4 =4

NOTE: Variation OccasiolhaUsed

[Some schools chooge only use the Generic Fee SheStudent Schedulbased Fee Sheetse not

usedin these circumstances. A long list of fees (possibly course or required fees) orddareeBroups
islistedfor bookkeepers or staff to ch@e from to receipt from the student/payee.

MySchoolAccounting and MySchoolReceipts can do much more for the school secretary, but it is the
school/district's choice to use the software in this way if they choose.]
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Create @neric Fee Sheet Groups

1 Selecthsert under FEE GROUP and name the new giaugdheer).

1 Select another group such as _Full, displaying all the generigdeesish to copy

9 Click only the boxes by the fee(s) you want in the new Group

1 Select Copy Tagd Items and enter the name ofdlgroup you wish them tbe copied

1 Click OK
(The purpose of these groups is to easily locate fees students might wish to pay, especiagjybusy
times such as registration.)
NOTEXYou may have to cliakf the new gro or close the Generic Fee Sheeteen to show the fees
copied to the new group.

Generic Fee Sheets can be used anytime without attaching to a student. You may include the same fees
in the Optional Student Fee Sheet, bua ke changes/ou will need b remember to change it in both
places.

Warning! NEVER put required fees in the Generic Fee SheetN@S&Eabove regarding variations
occasionally usedg

Delete Generic Fees

Receipts>Define Generic Fee Sheet

Select Fee Group you wish to edit.

Highlight the fee you want to delete (theght-handside shows fees within a group)
Click orDeleteand Close

Create/Generate StudesBpecific Fees

Receipts>Define/Generate Student Fee Sheets

First ImportStudents from Student Record System>Import Students (If you have not already)
Select theStudent Record System for your School/District and process the Import.

Next, use the Generate Compressed BGL and Student File.
NOTEThis internal process makes aenus and the Student File accessible. It only needs to be run once
initially each year.

Define Required Courses
Receipts>Define/Generate Student Fee Sheet>Define Required Courses

Click on the Insert button at the bottom right side of the screen.

Insert Course Name>Click to atk (if appropriate)>enter iRrice>enterin CourseNumber.

Tab arer tothe next section to "Account Name" a pojp screen will appear with thAccount
Numbers. Type the name of the account, and choose the appropriataiatto charge, andlick on
the SELECT button.

TIP Be sure and verify thi your Registrar that the course numbers are correct, and make any
necessary changde Course sections
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Define Other Required Items
Receipts>Define/Generate Student Fee Sheet>Define Other Required Items

Click on the Insert button at the bottomight side of the screen.

Enter the Start Grade and End Grade to specify the grade who is required to pay for this fee.

Enter the DescriptiorRrice, whether iis taxed and which account the funds wile credited.

These fees are required but not assded with a course. Rather, they are assigned by grade level. If it is
for just one grade, enter the same graiiethe Start and Bd field.

Theywill all show an R in the Required column.

Other Optional Registration Items
Receipts>Define/Generate Studelfee Sheet>Define Optional Registration Items

Click on the Insert button at the bottom right side of this screen.

Enter the Start Grade and Enda@e to specify the grade who may pay for this fee.

Example:{ G F NI MM 9YRI wMH 5 $SrniyonKradie staryahd ehd\yfadeSvdlidde 9 R
the same.)

Insert Description>Click in box to add tax, if appropriate>enter amount of item

Tab over to the next section and a new pop window will appear wh the account numbers. Start

typing the name of th account, and highlight the appropriate account to credit, and click on the SELECT
button. (You may alsdouble clickon the account to select.)

Connect Fees to Students
Receipts>Define/Generate Student Fee Sheet>Generate Student Fee Sheet

After you havdmported Students from your Student Record System, have run

Generate Compressed BGL and Student File,

Defined Required Courses, Other Required Items, and Optional Raégisttams (3 fee sheets)

You will Generate the Student Fee Sheet to put all theesttiinformation (grade, course fees, optional
fees) together to create a studesspecific fee sheet just for the student/parent to pay.

When generating the student fee shie you may choose the Student Record System at the top, if you
have not done so praously. You also have options (boxes) to select at the bottom. Process Import
when ready.

During busy times, such as registration, you may want to do Import Studentseaedage fee sheets
daily or even twice a day.

Daily Processes

Test System Balance
Hle>End of Day>Test System Balance
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the problem as soon as possible, ais idifficult to remember later what happened on the day of the
error. Warnings arsimply warnings and not critical. For assistance, call TES Support.

TIR You can check the View Multiple Days box at the top left of the Test System Balances scregn to hel
you locate when the system went out of balance to aid in locating the error.

Accaints Receivable

Receipt Payments

Student Receipting
There are two options for receipting student fees-site. The more popular option is via the Fee Sheet.

Receipts>Student Control Center

Student Receipting Fee Sheet OPTION #1

Fee Sheet Receipt

1 Fram the Student Control Center, begin typing a student's name or select it from the Master File

drop-down menu. Either double click on the file name or highlight and click Select.
0 You can check the Student Only box to show only student names/files.

Clickon the Fee Sheet button (located on the left)

The next screen will pull up their registration fees as well as other optional registration items.

On the right side of thecreen you may see some generic fee groups which may have been

created/predefined byyour school.

o If there are no generic fee groups created, you will only see STUDENT, AR, and COURSES
boxes along the right side of the fee sheet, and some boxes without names.

o If you ONLY have generic fees, the STUDENT, AR, and COURSES boxes wii¢itaot popu
fees for a student. These fees come from the 3 StudRaded fee sheets.

1 The Student and AR boxes are checked by defdiliey can ban-checkedto remove the
student's required registration and other optional registration fees.

1 Generic Fee Groumse listed showingdifferent fee groups/categories that the Secretary has
pre-defined such as (exampldydotball" If you check the Football category box, for example,
you will see all the defined fees that habeen includedn that groupthat maybe pad.

1 The person creating the receipt may check the P box to pay, C to creAfR@anV forWaive

0 Required Fees and AR® selectedas the default. You may use the Clear All button to
unselect them if you choose.

1 Partial Payments on a fee may be redd clicking the P box ardbuble-clickingin the Amount
field for that fee and entering an amount.

1 Once the fees to pay haveeen selectedthe amount is entered into the Cash or Check field.

o If an amounts enteredinto the ChecKield, another field wilbpen to enter the check
number.Thisis helpful when trying to find information.

0 Cash is the default tendelf it's a Cash payment, you may simgigkPost after
checking boxes for fees, when ready.

= =4 =
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1 Postto process the payment and a receipt will paatording to your receigorm/printer
settings.

NOTEIf all Required Feeare not paid the remaining required fees will automatically transition iaio
AR (Accounts Receivalgenoney owed to the school) in the Student Control Center (The student's
account).

NOTEXYou may also click Fee Sheet and then type in a student name INSTEAD of going through the
Student Control Center. It will take you to thense place. The advantage is that you get a quick view of
what the student has paid first. [ReceipteeFSheet]

Student ReceiptingNew Receipt OPTION #2

New Receipt
1 From the Student Control Center, begin typing a student's name or select it from theMale
drop-down menu. Either double click on the file name or highlight and click Select.
1 Click he Receipt button on the left.
1 Enter the Comment, Teacher (optional), and select the box below the Teacher field if the receipt
is a refund of a prior expeliture.
Enter in theAmountand Tab.
A popup screen appears with account numbershoose the accaut you want the funds to go
into (double click or Select) This mag donefor multiple amounts and accounts. Enter a
Comment (optional, but helpful.)
T Whendone, enter the amount tenderedn the castor check field. If a check amouistentered
a field wll open to enter the check number.
1 Postto process the payment and a receipt will print according to your refweiptprinter
settings.

= =

NOTEThe same thing maye donevia the Receipt Register. GmReceipts>Enter/Edit Receipts>New
Receipt.

NOTEWhenreceiptingan ARowed the school, yoshould usghe AR Receipbutton from within the
Student Control or the Fee SheB NOTuse the Receipt Register + New Receipt fiamct

Credit CardProcessingdinsite)
[Your school must first apply and be approtedise Credit &d Readers which integrate with TES
Software.]

Directionsfor the pre-programmedPaywirelngenico IPP320 Card Reader.

9 Create receipts using the same process, but instead of entering Cash or Check click the Credit
Card button.

1 From your computer screen, select Credit or Debit (according to which type of card the
cardholder reports.)
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1 Wait for the card reader (Ingenico) say Swipe or Insert the cardt that time, you must swipe
(no chip) or Inserti{asa chip) into the card reader. Follotthe prompts on the card reader to
approve the amount, entePIN(if applicable) etc.

1 Whenthe greenApproved box shows on the computgcreen, click it to print the receipt.

91 Ifthered Abort box presents itself, you may click Credit or Debit on the sodteereen to try
again. You do not need to exit the receipt to run the card again.

NOTEFormanual transactions, you must always ceecCredit (even if a debit caislbeing usefl Press
the F1 key on the card reader to be promptedmanually enter carshumbers and other information
Follow the prompts.

TIP:If your card reader says "Lane Closed" try to Initialize the Reader [Re&iptitCard
Ingenico>Initialize Reader (button is top left of screen)]. You may also try unplugging, wait 10 seconds
andplugit in again.Thiscan help after a power surge or other oddity.

OtherReceiptingand Refunds
(Receipts from a Company, Teactwrany other patron other than students)

Receipts>Enter/Edit Receipt Register

9 Click the +New Receipt button at the bottarhthe screen.

1 Type the name of the Company, Teacher, or Patron. If the name does not populate, use the
lookup button for the Master ife List. You can add a file by using the Insert button. Be sure to
choose a Type (Vendor, Other, etc.), Tab. Add a Gormmab.

Clickni KS 62E 4a¢KA& NBOSALIWN A& | NBTFdzyR 2F | LINA 2
Enter the amount and press Tab.

A popup screen appears with account numbershoose the account you want the funds to go

to (double click or Select) This maggdonefor multiple amounts and accounts. Enter a

Comment (optional, but helpful.)

1 When done enter the amount tenderad the Gashor Check field. If a check amouig entered

a field will open to enter the check number. If paying by Credit Card, click Caed in the

Receipt Tendered section and follow the directions explained previously in this document.

9 Postto process thpayment and a receipt will print according to your recdgrim/printer
settings.

= =4 =

The Student Control Center may also be used teifg a Teacher, Vendor, or Other by using the
Receipt button.

The Receipt Register
You may view or edit a receipt via thedeipt Register.

View the Receipt Register
There are two ways to view tHeeceiptRegister.
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View Receipt RegisteOPTION{1
Recepts>Enter/Edit Receipt Register

A listing of receipts will populate with receipt document number, date the recegs creag¢d, amount,
the nameof the payee comment, teacher, code (usually the student Id) credit card type, and which
period a receiptvasdeposited

The default order is by DocumeNumber, but by clicking the column header (Amount, Naret,.), you
can easily change the sort order. The lookup field may be uskkap any information in the
highlighted field.

For example, | could loakp a student name by clicking the Name column heaufef type the name
into the lookup field. The names saiphabeticallywhen | click on thi&lameheader. The Amount
column sors numerically byamountwhenclicked etc. You may exit the Register anderger to have it
default toits usual view.

Start ard End fields malpe usedfor date ranges. There is quite a variety of choices in the Select Dates
screen. Simply click the Select Dates button to see your choices.

Receipt Detail:

The receipt name, datenaount, etc. Is shown on the summary line and the B&lount(s) and
amount(s) are showin the detail(bottom portion) when a receipt is highlighted/selected.

The Period columns represent which period the receipt was posted (R)aaed (V)in if appliable.

View Receipt RegistelOPTION2
Reports>Registers>Receipt

Enter EITHER Start and End Document Number PLUS Period and Date OR

Period Start and End OR

Period Start or End and Date Start and End and run all receipts for the dates OR

You may father specify by Name Start arkdnish.

Print Selected.

There is also an option to Export to Excel. Check the Export to Excel box and name the Excel file.
0 Print Preview is the default. You may Select All Pages and PHi8alect No Pages and

check one pge at a time to Print.

=A =4 =4 =8 -8 =9

Report Review:

1 Use the Select All Pages (top left) and Print (bottom right) to print all pages.

1 UseXSelect No Pages and use ttteeck boxtop left) to select one page to print. Use the <>
buttons to navigate to the page you wiso select to view/print. Prin(bottom right) when
ready.

Reprint a Receipt
Receipts>Enter/Edit Receipt Register

Locate the receipt you wish to reprint by using the lookup/sort system explained below.
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Highlight the receipt and click the Print Recédyptton at the bottom of the page

A listing of receipts will populate with receipt document number, date the recegst creategdamount,
the nameof the payee comment, teacher, code (usually the student Id) credit card type, and which
period a receiptvas deposited

The default order is by DocumeNumber, but by clicking the column header (Amount, Naret,.), you
can easily change the sort order. The lookigd may be used tok up any information in the
highlighted field.

For example, | could loakp a student name by clicking the Name column header and type the name
into the lookup field. The names would also salghabeticallywhen I click on the heter. The Amount
column would sort numerically lgmountwhenclicked etc. You may exit the Resand reenter to
have it default tats usual view.

Start and End fields mdoe usedfor date ranges. There is quite a variety of choices in the SeleesDat
screen. Simply click the Select Dates button to see your choices.

Edit a Receipt
Receipts>hter/Edit Receipt Register

Locate the receipt you wish to edit by using the lookup/sort system explained previously to sort by
Document, Name, Amount, etc.

To Change Account(s) or Amount(s):

1 Highlight the receipt and click the Change button at the bottdrthe page to use the Void and
Replace function to change which account the fundsogd’ou may void one or all lines, by
choosing Void This Line or VoillilAnes. Use the Replace button to insert the correct amount(s)
or account(s) and Post.

NOTEXYouare required to give a Reason for the Change. Please type a short explanation that will be
meaningful later. If there are multiple lines in the detail portiof the receipt, you may want to select
the box at the top right to add the same comment to eade IThisis simply for your convenience.

To Change Name, Comment or Teacher:
(Thisis usually usewhen a wrong studenis receiptedaccidentally.)

9 Highlidht the receipt and click the Edit Receipt Header button to change a Name, Comment, or
Teacher. Typa orlook up the correct Name, Commerdnd/or Teacher. Add a Reason for the
Change and Post Changes.

A receipt will not automaticallprint; however, youmay print a copy of the revised receipt from the
Receipt Register as described in the previous srcti

NOTEIf the receipt has alreadyeen includedn adeposit inMySchoolAccounting, you will not be able
to change the amount. You MAY change the Account or Student liders madefor.
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Void a Credit Card Receipt/Transaction
Receipts>Credit Carbhgenico

(If Paywire is not the credit card processor for your s¢hgaur menu will only say Credit Card, and
prompts will be slightly different.)

1 From the PaywirédngenicoEMV screen click the Vaoitton (left)

Highlight the transaction tbe voided

Select Post Void (button at top)

Wait for Approval (Both the originahd void transaction will display in the transaction log)
The associateReceipt will automaticallipe voidedwhen the credit card transactiois voided If
you void the receipt first, itdes NOT void the cc transaction.

=A =4 =4 =9

NOTE: Voiding a Credit Card transaction mist performedBEFORE the batehclosed
Clck to View Video HERE

Start thevideo and use the navigation bar at the bottom of the screen to advance to 9:51 for Voiding a
credit card transaction.

Refund a Credit Card Receipt/Transaction
Receipts>Credit Carbhgenico

1 From the PaywirédngenicoEMVscreen click the Refund buttoreft)

9 Highlight the transaction tbe refunded

1 Select Refund Credit Card button on the right

1 The associatedeceipt will NOTbe voided The money will alreadye headedo your bank in a
prior settled batch. A journal entrip cashis created The receipt rast remain to show the
funds for the original transaction.

NOTERefunding a Credit Card transaction can only be performed AFTER thésbeltided

TIP:We suggest refunds be done in a separate batch when possible. Metrasifor a settled batch
which nclude a refund can be confusing when reconciling with your monthly bank statement. Cutting a
refund check leaves a much cleaner audit trail.

Click to View Video HERE

Start the Video and use the navigatibar at the bottom to advance to 12:3®r Refunding a credit card
transaction.

View a Student Payment Recdithe Student Control Cesr)
Receipts>Student Control Center

The Student Control Center is a handy way to easily view what a student hdempaidentire fiscal
periodin one handy location. It also displays refunds mexa student

1 Enter a nameén the Name fieldbr clickon the down arrow to searclin the Master File.
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The Student Only box may be selected to limit the choices to only students.

Within the Student Control CenteReceipts will be in gree®\Rs (amount owed) amounts will

be highlightedn red under the Balance tomn.

1 Unpaid required items will not show up as an AR until they have been converted from an unpaid
item to an AR by the school staff. There is a utility in the AR Manager Menu to do this after
students have mostly finished chging classes and registratids over.

=a =4

TIP. While in the name field, you camrowdown on your keyboard to run through student names.

+ASg || {GdzZRSyiGQa ')Y02dzyia wSOSAQIofSa o! w
Receipts>Fee Sheand choose a student or

Receipts>Student Contrdenterand choose a student, then usiee Fee Sheet button.

wSIljdZANBR CSSa gAff &Kz g -Ref@olunmiSthedee BliseRand ilSt 2 6 (1 K S
displayedn a turquoise blue color.

If all required feesre not paidn full, the balance wilbbe transformedinto ARs owed to the sclob

ARs will be highlighted red under the Balance column of the Student Control Center, and in the Class
Change screen for a student.

Accounts Receivablesill be discusseth a later section.

DepositFunds

Cash/Che& Deposit
After receipts havéeen cdlected, they are available for deposit.

There are two ways to get to the Deposit Registeliake a DepositBoth will get you to the same
place.

File>End of Day>Deposit
Receipts>Make Deposit

You may first want toaise thePrint Iltems to Deposi{button) to be sure you reconcile before creating
your deposit. This optional report will show all receipts to deposit, including credit card receipts.

1 Click on theCash/Check Depositutton and view the Cash/Check receipthiah have not yet
been depositedA @sh total and Check totalre locatedat the bottom of their respective
columns. An Actual Deposit field/total will be display&tisshould match the amount of Cash
and Checks you have to take to the bank.

0 Thisshouldbe doneeach day The goal is to rdjgate what isactuallyhappening. If you
take, i.e., $22.00to the bank, that is what your deposit in the software should Deisis
very important when you reconcile at the end of the month.
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1 The default is for all boxd%] for receipts tobe selectedor deposit. You may uncheck a
box/receipt if it does not belong ta deposit (For example, you already have your deposit ready
for the bank and receipt a late payment. You could uncheck it and save it for tomorrow.)

1 Use thePrint Deposit(button) when youhave verified that your totals agree with your
cash/cheks. If they do not, you may exit and rist yet.

1 Post Depositvhen ready(the window will close.)

1 Your newly created deposit will now show in the Deposit Register: total on left, receipt detail on
the right.

NOTEYou may print your deposit report anytime (Reports>Registers>Deposits)

NOTE If the month/posting period changes the weekendand you desire a deposit to be in the
recently ended/previous period, you can make receipts or deposits Tin@.date posted on the
documents will be the last day of the month unless you manually remember to select a date when
creating it.(i.e., Creatng Receipts/Deposit for P1 in P2.)

ForExampleL 1 Qa a2y Rl & YR GKS FTANRG @e&iNgfloyi dwelkerd 2 T
event whichwere droppedn a lock bag for my retrieval and count. | keep the TES software in the prior
posting period ad create the receipts and deposit for the actual date they were receivedmains an
outstanding deposit intte software until itis reconciledl change the posting period to receipt others in
the current period.

Credit Card Deposit
After receipts hag been collecte¢they are available for deposit.

There are two ways to get to the Deposit Registelike a Deosit Both will get you to the same
place.

File>End of Day>Deposit
Receipts>Make Deposit

You may first want to use therint Iltems to Depod (button) to be sure you reconcile before creating
your deposit. This optional report will show all receipisdeposit, including Cash/Check receipts.

9 Click on theCredit Card Deposhutton and view theCredit Cardeceipts which have not yet
beenmadeinto a depositMC/Visa, Discover, Am Ex totals will show under their respective
columns. ATotal Receipsto Depositwill be displayed. Thimtal should match the amount of
Credit Card Receipts you have for the day.

1 Thisshouldbe doneeach dayUnlike MySchoolFees.com deposits, isigenerally donat the
end of each dayThisis very important when you recoite at the end of the month.

1 The default is for all boxd%] for receipts tobe selectedor deposit. You may uncheck a
box/receipt ifit does not belong t@ deposit (Unlike a Cash/Check deposit, you canmot
selecta credit card transaction in the bet when closing a batch.)
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Use thePrint Deposit(button) when you have verified that your totals agree with yoegeipts
If they do nd, you may exit and ndPost yet.

Post Deposiwvhen ready (the window will close.)

Thesystem will take you to thBPaywre Ingenico EM\{unless you use a different processor)
screen where you will use thelose Batchbutton to settle/close your card swipgatch. These
totals should match your credit card deposit you just made. Iframa Refundransaction,a
Net Batch tdal would be displayed.

0 We strongly recommend you issue checks for refunds, or issue credit card refunds in a
separate batch. Netettled batches on bank statements can be confusing come bank
reconciliation time.

If your MySchoolAccounting or MySchoolRpteEoftware does not automatically take you to
the Paywire Ingenico screen to close your batch, gedoeipts>Credit Card Ingemwiand click

the Current Batchbutton to view and then close your batch using tBmse Batclbutton.

Your newly created depdswill now show in the Deposit Register: total on left, receipt detail on
the right.

Click to vew a Credit Card Ingenico Traigiideo HERE

Start the Video and use the navigation line at the bottom to advance to 14:35.

Close Credit CatdgenicoBatch
After Posting a Credit Card Deposit as explained in the previous section

1

Thesystem will take you to thBaywire IngenicdEMVscreen where you will use thelose
Batchbutton to settle/close your card swipe batchhese totals should matgfour credit card
deposit you just made. If you ran a Refund transaction, a Net Batchwotdt be displayed.

o0 We strongly recommend yossue checks for refunds, or issue credit card refunds in a
separate batch. Net settled batches on batitements can be confusing come bank
reconciliation time.

0 Some clients not using Paywire TSYS for their credit card processing will have a slightly
different screen, but the steps are very much the same.

If your MySchoolAccounting or MySchoolReceiptsvamie does not automatically take you to
the Paywire Ingenico screen to close your batch, gedoeipts>Credit Card Ingeniemd click
the Current Batchbutton to view and then close yolNet Batch using theClose Batchoutton.

View Closed Batch fromy8choolFees Online Payments
This applies only to schools who have applied and process online payments with MySchoolFees.com.

TES Software/MySchoolFedafSwill provide you with a login and passwduadview your school's
settled batches. Most of our cli¢s are processing with Paywire/TSYS. These batches show which
receipts were "settled itbatches" and sent to the bank as a total deposit. School staduld always
match their TES deposits to this batch for more accurate and effierhof-month processing. They
are usually "BATCHED" daily.
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TIRP. Since Batches are closed automatically around midnight, print the batch report and make your
MySchoolFees Deposit the NEXT day in your MySchoolAccounting software.

You may access this orditocation via the Credit Card Ingenico menwbing the Paywire Online

button or go tohttps://dbtranz.paywre.com Enter the User Name and Password yare provided

and click Login. SeleReports>TransactioReports> Transaction Details Report By LocatiBntera

Min Date and Max Date, click Merchamtsselect theaccountbatch you wish taviewand click ®&. Look
for youraccounti.e., Pretend High SchogIMOTO. MOTO is online batches (Retail is card swipe.) The
numbers beside your School Name your MID (Merchant ID number).

NOTEKeep in mind that the credit card transaction in the batch has the pgarard holders name,

while thereceipt has the student's name. They are not always the same. Also, a parent/card holder may
pay for more than one student with oreheckout in MySchoolFee§ hisresults in separate receipts for

the student payments, ith one credit card transaction. Yanay be required to add separate student
receipts to equal one parent/payee payment.

Import MyScbolFees Online Payments into MySchoolAccounting
MySchoolFees>ImporReceiptsfrom-MySchoolFees

After viewing your settled liah from the previouf4-hour periodas described in the previous section:
1 Click orMySchoolFeesat the top of your MySchoolAccounting home screen.
9 Click onmport-Receiptsfrom-MySchoolFees
1 SelectPrint Pending MySchoolFegs print the MySchoolFees Béditceport (optional).

E ¢« Watch thisVideoon how to view your online settled batch and make a corresponding deposit

Create MySchoolFees Online Payment Deposits
MySchoolFees>ImporReceiptsfrom-MySchoolFees

1 ClickPost MySchoolFees to TESview the receipts to import/post in your MSF Deposit
1 The system will tell you how many receipts are available to deposit yum online account.
91 ClickOKto see the receipts ready for import into the MSA system. You may need to unselect
some receiptd¢o match the settled batch you just viewed and printiedm Paywire.
0 Any receipts which were unchecked will not show as depdAitgorted until included
in another deposit.
1 When readyPost DepositThe MSF Deposit will now show in the Deposit Register.

TIP: Alwaysnatch your receipts to be deposited to tieNB RA i O NR ed BdBhOeparta 2 N &
After a weekend, or dgsaway, you may need to make multiple MSF deposits to match the settled
batches which occurred while away from the offié@ne credit card bah = one deposit in MSA
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View the Deposit Register
Recepts>Make Deposibr

File>End of Day>Deposit

The deposit summary will be on the left and deposit detail (receipts which make up a deposit) on the
right. The deposit summary is listed by Deposit Number, Date of the deposit, Receipttotatal,
depositAmount, the Receipt Range (type: CASH, M/V sEMSF and rec numbers for the deposit.)

TIP. You may print the deposit register lggingto Receipts>Deposit Register>Print Deposit Register

Void/Edit a Deposit

There are times when you may needvoid a deposit. For example, if you discover that @egt which

is part of a deposit has the wrong amount, you will first need to void the deposit it is part of, edit the
receipt amount, and then create the deposit again.

T

=A =4 =4 =4

Go to the Deposit Register in one of tivays listed above and highlight the depositywish to
Void or Edit.
SelectVoid this Deposit(button near left bottom of screen)
{ St Se&l G2 O2 Wak A yi &S tddoIrdEne Void.
Giveareason for the VOID, then preSave.
The depositsi \oidvedA, and the repeipt/s are released and @eable for edit.A
0 ¢KS RSLIRaAld gAft akKz2g¢g a a5SL2aAiild x2ARE
You may novedit (if applicable) ande-create the deposit, if appropriate.

Waive or Credit Fees

Waivea Fee
NOTE: Waivegligible is a qualified student status. You should follow district guidetmdstermine
whether a student is eligible for fees be waived

Receipts>Student Control Center

Locate the student records you need\idaivein the usual manner as describeckegiously.

1
1

)l

Enter a name in the Name field or click on the down arrow to search.

Use either theEee Sheebr the Waive AR buttorfirom within the Student Control Center for the
student.

If using the Fee Sheet, select the W box on the line for the fee yowaiving Post the receipt
when you are finished. For your convenience, there is a Waive All, Waive Req. (regnided)
Waive AR buttons. Be sure this is what you want to dotedPosting

A waived fee receipt will not print (ktself), but the Student Gntrol Center detail mape

printed by using the Print button on the left.

If a paymenis madeand a fees waived a receipt will print and show a Waiver payment.

NOTEIf a gudent qualifies for waivers, they mdoe markedas Waiver Approved in the MastFiles
WCAfSH al atiSNI CAfSase o0& OKSOlAy3 I ASswifl putazed 2y
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at the school.

TIP: Waived paymentsire displayedn Blue ih the Student Control Center
TIR Individual comments may be entered by double clicking in the comment fieldemliae.

Waiver Menu
AR>AR Reports>Waiver Report

TheWaiver Reportwill display according todcount £es waived. Thesport will list fees waived
according to gradecomnent, and willdisplayan Account TotaMWaiver.

Credit a Fee
Receipts>Student Contrdenter

Locate the student in the manner described previously by entering the name in the Name field or by
clickingon the down arrow to search the Master Files.

1 Use theAR Credit Memo button on the left to credit one or all fees owed by a student.
1 When the Credit Memo Comment field has been filled in, the same comment is entered for all
fields when the Credit All buttois used.
o Individual comments may be entered by ddelslicking in the comment field for each
fee owed. There may be times when varying comments are appropriate.
o0 When Credit All is used, all balances and Credit column amounts should populate.
1 If Credit Al is NOT used, the staff person may doutllek to add a Credit amount to one field or
a single Credit Memo Comment to one fee or partial payment.
1 Select Post Credit Memos when done. A receipt will not print; however, the Student Control
Center statementmaybe printedfor the student. The AR balae will reflect this credit in the
student control record.

AR Invoice
Receipts>Student Control Center
¢tKSNBE IINB (AYSa 6KSy @2dz YIed ySSR ié,AanewygtidéNI I FSS
from another school has an unpaid fee. You decide wwhiscellaneous fees this mighe usedor.
1 Use theAR Invoice button (left) to create an AR for a student thatot includedn the fee
sheets.
f ¢KS aGdzRSy (i Qa ispopiaied fonfHe invoiReRBGISac@mment (Tab to
navigate), amount, acunt (double click or highlight and Select) the funds wilirgo. You may
add more than one line/item.

1 Post when complete. An AR Invoice will pant but will show in the Student Control Center as
an AR owed
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Create JourndEntry

Manual Journal Entry
Journal Entries>General Journal

1

1

= =

Use the +New Entry (button) to creadeGJGeneral Journal) entry to account for an Income,
Expense or Transfer.
The default Post Type is Transfer, but thipdis only used to move funds framne account to
another. Most districts use only Transfierand Transfe©Out BGL accounts create a Transfer
journal entry.
0 As ageneral rule, you will not create a Transfer journal entry and use a Cash/Checking
accour.
o If you are not sure of the PostriType you are creating, ask your supervisor or call TES
Support. If it is money coming in, itgenerallyincome; iffundsare moving out,
Expense.
Enter a Comment (Tab to navigate). Enter a Student (optipifiapplicable).
Use the Insert button (orlick in a field) to enter the amount of debit or credit and the account
you wish to use.
The system will help you. Foxample, when you enter adbit amount and tab, a message
populates at the bottom of the journal entrwindow thatsaysi.e., @A Debit wll INCREASE the
asset account balandethese statementsnay help you to decide if you are using Debit or
Credit properly.
You may have multiple lines, but your total Debits must equal your @tadlits or it will nat
allow you to Post. Post when corep.
Your new Journal Entry will ndve listedin the General Journal register with the summary
above and the detail below (in turquoise.)

NOTE Credits and Debits must equal the same amount before posting a jourrgl ent

NOTEAnNy journal entry using the Cash in Bank or the Checking Account will show up in your bank
reconciliation for the period it was posted (threreafterif not cleared/reconciled.)

NOTE Never fix an Accounts Payable (AP) or a Reserve for Encumbvah@journal entry. Journal
entries cannot fix a running balance.

Journal Entry via the Bank Reconciliation
File>End of Month>Bank Reconciliation

It is handy to create journal entries via the bank reconciliatimdow, so they show up in the correct
postingperiod, especially when you are working on reconciling with your bank statement.

1
)l
)l
T

Click on the Reconcile Bank (button)

GENERAL JOURNAL (button) and choose + New Entry (button)

Follow the directions described in the previous section.

This journal etry will affect the period of the bank reconciliation you are working in and
thereafter.

33

Copyright© 2021 TESsoftware, Inc.



Automatic Journal Entries
File>End of Month>Bank ReconciliatisReconcile Bank (button)

The Bank Reconciliation window has some handy buttons: Bank Interest (CnedRpak Charges
(Debit). These buttons make it very easy to enter credit card processing charges, bank interest or other
charges which cabe easily explainedith a simple comrant.

9 Click on one of these buttons, Enter an amount and Comment, Post. Mak€gpouments
meaningful: May Interest, June MSF charges, July CC Processing Charges, etc.

TIP. This journal entry will affect the period of the bank reconciliation tuedeatfter.

TIP. A journal entry can also be used to record bank recon errors witeaamimgful comment included
(i.e., deposit 17000&orrection)

Reverse Journal Eies

Journal Entries>General Journad

File>End of Month>Bank ReconciliatisReconcile Bankb(tton)>Gen Journal button
For your convenience, there is a Reverse Entry loutto

NOTEPLEASE use this thoughtfully and carefully. Casual use of this button can cause a mess.

1 Highlight the Journal Entry you wish to reverse.

1 SelectReverse Entrjputton.

f  The system will ask you if you are sugs f SY@dii 21 O 2 y (NbéfodziceR NJ &

1 The new entry will show a comment of Reverse GJ [original GJ document ID by (user name)].

1 The Reverse Button does not allow you to make a specialized comment.

9 You can add better comments in Manual Reverse Journal Entries. Your auditors mdny ask

entry was madeand you may not remember.

TPLT @2dz YIS I YSaaz R2yQdG tSI@S AG F2NJ I NFrAye
later.

View Journal Entry Register
Journal Entries>General Journal

Print Journal Entry Register
Journal EntriesPrint General Journal Register

Reports>Registers>General Journal

Enter EITHER Start and End Document Number PLUS &wtiGadte or

Period Start and Enor

Period Start or End and Date Start and End and run all receipts for theatates
You may further specify by Name Start and Finish.

Print Selected.

= =4 =4 =4 =9
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1 There is also an option to Export to Excel. Check the Export to Exaaidioame the Excel file.
0 Print Preview is the default. You may Select All Pages and Pir@alect No Pages and
check one page at a time to Print.

Accounts Payable

Checks

Create Individual Check
Disbursements>Enter/Edit Check Register

1 Select thetNew Checloutton

Enter theNameof PayeqPay To Name)r select from thearrow down Master File list

The Document number shown is the check number to be printed

Enter theCommentdesired andreacher

/I tA0]1 GKS 02E 4G¢KNBJODORBH| B8 LINEE dgyR 2F | LI
EnterAmount, tab to slectthe AccountNumberName (Comment and teacher will populate

from the headingComment aboveEnter Comment, if different from heading

9 Load check into printeretectPOSTor the check to print

= =4 =4 =4 =4

Preview Checks to Print
Disbursements>Preview Check Run

1 You may select @nheck Categorto pay byVendors Only, Students Only, Teachers Only, Other
Only, or All.The default isAll.

f TheAccounts PayableRLI2Z NIi gAft LINAYydG FfLKFIoSGAOItEtT& o

Tcé Name
Report Preview:
A
&, Zoom In & Zoom Out Layout " Select All Pages 2 Select No Pages

1 Use the Select All Pages (top left) and Print (bottom right) to print all pages.

I UseXSelect No Pages and use the check box (top left) to select one page tdJserthe <>
buttons to navigate to the page you wish to select to view/pritint (bottom right) when
ready.

Print Held Invoices
Disbursements®Print Held Invoices

9 Clik to generate a preview report of the invoices tlae heldfor payment.
1 The default iAll.

Print Check Run
Disbursements>Prin€heck Run

1 Select Options desire®endor Only, Student Only, Teacher Only, Other OoihAll.
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1 The default iAll.
1 Make sure theStarting Checkiumber listed on screen is the same as the first available paper
Check.
M1 SelectOK
 CheckssAff LINAY(OH FfLKFOSGAOIT & o6& GKS blYS 2N (K

View the Check Register
Disbursementsi&nter/Edit Check Register

Reports>Registers>Chec{@utstandingOnly)

EnterEITHER Start and End Document Number PLUS Period ara Date
Period Start and Enar

Period Start or End and Date Startd End and run all receipts for the datas
Furtherspecify by Name Start and Finish.

SelectSummary Onlyf no detail is needed

SelectPrint Previewto view the check register

SeleciExport to Exceto make available in an Excel worksheet

SelectPrint Slectedto continue orCancelo cancelprocess

Create and Invoice Purchase Orders

Create a Purchase order
Disbursements>Purchase Orders/Invoices

1 Select+New PO
f 9y USNI bl YSI [/ 2YY SisBurchas lis hidstN State6n85dH ppplicable

NOTE:The Document Number will not populatmtil the PQOis postedsince others can post POs to the
same system.

1 Enter PO Information: Quantity, Package, Catalog, Description, Price ViarttseeOrderedab.

1 When complete, seledhe Account Informationtab and

1 The total of thetems Orderedwill populate in theAmount field.

1 Tab and select the Account andr@ment(if different than what you already entered.)

1 BothAccount Informationandltems Orderedallow for Inserting multiple lines. Use thesert
button to insert an additional lie. Be sure your totals balance.

1 Postwhen complete.

1 Thedocument/PO Number wippopulate and the PO and detail witke listedin the Purchase

Order Register.

Print a Purchase Order
Disbursements>Purchase Orders/Invoices
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HigHight the Rurchase Order you ish to print
SelectPrint PO

View the PO Register
Disbursements>Purchase Orders/Invoiceis

Reports>Registers>Purchase Orders (Open POs Only)

9 Enter either Start and End DocumentmberandPeriod and Date OR

i Period Start and EhOR

1 Period Start or Endnd Date Start and End and run all receipts for the dates OR

91 Furtherspecify by Name Start and Finish.

1 Print Selectedvhen ready (Print Preview is the default)

Report Preview:
A
& Zoom In & Zoom Out Layout " Select All Pages M Select No Pages

1 Use the Select All Pages (top left) and Print (bottayht) to print all pags.

1 UseXSelect No Pages and use the check box (top left) to select one page to print. Use the <>
buttons to navigate to the page you wish to select to view/print. Print (bottom right) when
ready.

1 You may also Save as PDF or Email.

Print a Purchase Order
Disbursements>Purchase Orders/Invoices

1

Highlight Purchase Order you wish to pramd slect Print PObutton.

Invoice a Purchase Ord@iake Payment)
Disbursements>Purchase Ordgmvoicesor

=A =4 =4 =8 =4

=a =4

Selectthe PurchaseéOrderyou want toinvoice

Click orthe Invoice this PQyutton.

Click orFullor Partial Paymentirom the Payment Type drop down menu.

Type inthe Invoice Amount Vendorinvoice Number andDate.

To print the check immediately: S f S ORRay thikirfvoicé nowbox. (Whernyou check the
box, theCheck Numbefield will appear.

Verify the check number is your next available chedarint.

Load check ithe printer, if appropriate verify the amount and seled®ost.

TIR. The invoice will remain in Accounts PaydBleeview Chck Run) if not printedght then.
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AccountsPayablelnvoice(No Purchasérder Used)
DisbursementsAP Invoice; No PO

i Click thetNew Invoicebutton and enter a NameComment, Teacher

TIP:When entering the Namesimply start typing theaameand the closst name will autefill from the
Master FilesYou may also click the down arréavchoose a Vendor name or add a Vendor by using the
Insert button inside the Master File screen.

1 You may change thate (if different fromcurrent/defaultdate populated.

Enter the Invoice Amount Vendor InvoiceNumber, and Date on Invoice

Selectinsert Itemand enter the Amount.

Tab over tcAccountNumberNameand lectthe Account(double click on the account or
highlight and use Select).

Commentand Teacherauto-populate from the headerif informationwasentered

Enter additional item lines, if appropriat®y using thdnsert Itembutton.

If you wish to wait to pay this invoiceheck theHold Invoicebox near the bottom.
Postwhen complete.

=A =4 =4

=A =4 =4 =4

TIP: Thelnvoicethen appears in Accounts Payable Registféer posted

Edit Accounts Payable Invoice
DisbursementsAP Invoice; No PO

1 Highlight the AP Invoice you wish to editd click theedit AP Headebutton.
f Enterany applicablehanges tdt\ame Comment, Teacher, drthe Invoice number. f ASarhe &
Teacher For All Line Items" and give a Reason forlihade. SeledPost Changes.

NOTEYou cannot change the Name on a document associated with a check. If an Invoice has already
been paid you should nomake changes.

TIP:Click theShow Open Invoice Onlyox to see only unpaid invoices.

1 Use theChangebutton on an Accounts Payable Invoice to change an account or hold payment.
SelectVoid This Itento void a disbursement account lirieem.

Useltem Insertto add a diférent account line item.

SelectDeleteto delete an account line item.

ClickHold Invoiceto take the invoice out of the Accounts Payable sequantd you are ready

to release it for payment.

1 Postor Cancel

= =4 =4 =9

Purchase Card Use and Invoicing
Puchase Card Purchase Card Invoice

Enter a New Brchase:
1 dick on+New Invoiceand begin entering the appropriate information.
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1 Afterallinformation hasbeen entered click thePostbutton and this Purchase Card Invoice will
be markedas held(default)until you release it for payment.

Void a Purchase Card Invoice:

1 Locate the invize you wish to void and highlight it.
1 Uncheck theHold Invoicebox forthat invoicethen click on theChangebutton. Usethe Void
This Itembutton and Post

Clear Hold (PurchasCard) Invoice Status:
1 Locate the invoice you wish to pay and highlight it.
9 ClickChangeor double click on it to open.
1 You must uncheck the Hold Invoiceboxto release that invoice for payment and Post (or the

Change will not save.)
1 You should release all invoices you wish to pay at this time in the same manner.

Edit a Purchase Card Invoice:
1 Locate the invoice you wish to pay and highlight it.
1 Click theChange Purchase Card Headhertton to change the PCI Vendor Name, Comment, or
Teacher as necessa®ydd aReason for the ChangendPost Chages

Pay a Purchase Card Invoice:
PurchaseCard*review PC Checks

1 Click orPreview PC Checls view the invoices you have released for payment.
PurchaseCard>Fint PC Checks

9 ClickPrint PC Checks print your Rirchase Card Chefor the invoices you have released for
payment.

T ! aONBSy gAff RAALIX I & | YSaal 3hSopéntveniioni LINE I NI Y
invoices. Please run the AP report program to view the invoices before printing. If there are
invoices that you doat want to pay, use th&dit InvoicdJN2 ANJ ¥ (2 YIN] GKSY | 2
system displays the Posting Date and Starting Check number.

1 ClickOKwhen ready oiCancelo stop the process.

| After the PC Checks halieen printed thesystemwi f | &1 @&fzhdzxchéckshpimt | £ f 2
correctly?Yes,will save them to your check regist&to will not.

TIP:If a portion of the checks printed correctly, only you can decide which will be less work: remaking
the good or undoing the incorrect checks#ved (Yes respon3éheck before answeringesor No.

NOTEYou may need to change your Next Check Number if this happens.
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Print Purchase Card Register:
PurchaseCard>Fint PC Register

1 Check the appropriate boxes for items you wish to be included keidRrint (button) to
generate the Purchase Card Payable Report.

Report Preview:

1 Use the Select All Pages (top left) and Print (bottom right) to print all pages.

I UseXSelect No Pages and use the check box (top left) to select one page to print. WYse the
buttons tonavigate to the page you wish to select to view/print. Print (bottom right) when

ready.
1 You may also Save as PDEuail.

Correct and Replace a Purchase Card Check
PurchaseCard>xorrect and Replace a Purchase Card Check

A screen will opemwhichexplains when and how to repair the problem.

A

THE PROBLEM:
Occasionally there is a problern with a Purchase Card Check. A problem is discovered AFTER the check is printed. There is a

simple solution if you wil follow the appropriate steps.

THE SOLUTIOMN:

1. Make sure you are in the Posting Period of the ORIGIMAL Check.

2. DO NOT CHANGE the purchase card invoices. They have been marked as PAID and should not be changed.

3. VOID the original CHECK.

4, Use the process below to copy the voided check to a NEW check number in you check register.

5. Open the NEW check using "Disbursments == Enter/Edit Check Register”. Use the VOID and REPLACE process to correct

the NEW check.
6. Print the corrected check and mail it to the processor.

Original Check: I:l
New Check: 60659

Process Copy u oK U Cancel ' Help

Warehouse Purchas¢go be removed September2017)
This menu was created for a specific district angoi& obsolete.
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Backup Data
File>End of Day> Backup Ddtdesor

File>Manager>Backup Data

It is wige anda good practice tdvack upyour data daily. TES suggests backing up to a USB/flash drive.

Your district may have specific policy which dictates where you backup your data. Backing up to your
O2YLJzi SNDR& / RNAGS Aa vy 2 ter cradhforflbad soSlg riate yourdaid 4 S NJ 2 dzi |
irretrievable Running a backup to an external location is wise.

TIP:It is also very prudent to run a backup anytime you are about to do something critical or if during
high volume times such as during registratidiakirg the time to backup can save you a lot of time if
something should go wrong.

Standard Backup
This backup will go to the backup path you have assigned. This may be your flash drive (letter) or district
server, etc.

Quick Backup to Data Disk
Thiscreates a backup in your\@s\actwkfiscal year/ARC (archive folder). This is often handy when your
usual backup is on the server and you need easy access to the backup.

Backup to TEETP)

hy 200l arz2ya oKSy @2dz ySSR ¢aedpy of ydzlrthdaksli fhda KSt LIZ (K
solution. This is especially helpful whgou need help with your Bank Reconciliation or when your Test

System is Out of Balance.

Backup To District (FTP)
This backup is designed to help you backup your data to your diasticey have requested/directed.

Monthly Processes
Changing Posting Periods

Change Posting Period
File>End of Month>Change Posting Period

Each new month when the school secretary or bookkeeper comes to work, the systehspidlya

warning messagthat the posting period needs toe changedd / 2 YLJdzG SNJ 51 4GS Aa y20 A\
t 2 a0 Ay IThisiSdedie Z2n8ndadly so a user may enter data in the previous period if necessary

before switching it.

If there are undeposited receipts in a period when théng changedthe system will send a message
asking if you want to deposit the receipts before changing the period. Do not ignore this request. You
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may change the posting period and come back to deposit the funds, but not depositing them has
consequenceand oughtnot be forgotten., 2 dz A K2dz2 R f A1 Sf & RSLIRaAG GKSY &

Bank Reconciliation
File>End of MonthBank Reconciliation

Each month the system should be reconciled to the bank statement for the school or district office, etc.
The beginnindpalance will only need tbe enteredfor the first period each fiscal year. The ending bank
balance shouldbe enteredand all items on the bank statement should be cleared;reated and

cleared to replicate the statement activities.

Bank Charges & Banltdrest

There areBank ChargeandBank Interestbuttons forautomaticjournal entry creation. When
reconciling your system with the bank statement, simply clickituek chages or interesbutton to
create a journal entry to replicate an iteam the statement.

A comment maye enteredfor the entry. Use a comment which iseaningfulsuch as July intest or
Aug credit card fees, for example

NSF ChecksMark a Check Paymeas NSF
TheNSFChecksutton at the bottom of the bank reconciliation screemybe used 6 enter NSF (non
sufficient fundschecks and applicablthargego the studentwhen a checks returnedfrom the bank.

1 Click thetNSHutton.

1 You may search yeipt (best option) or manually enter the NSF®wdent

I To searctby Receipt numer: Click on the Lookup Receipt button and locate the receipt by
document ID, Date, Name, Check, Amount, etc.

o Click on the column header to sort alphabetically.

o ClickSelect

0 By using the Lookup Receipt button to create an NSF the Amounts, Accounts, Check
Number, and other informatioris auto-filled for you.

1 Postwhen complete.
1 TheNSHs then listedn the NSF Checksgister, and a journal entrys automatically createth
your bank reconciliation window at the bottom of your list of items (below checks)

o lye FSSa e2dz2NJ a0K22f OKIFINHSAa F2NJ b{C OKSO] a
Center record. These fees will not show in the Bank Recon Menu. Since the NSF check
shows on your bank statement, you should clear the box for the period you are
reconciling.

9 To create with the Student Nam&tart typing the Student name in ti&udentfield or use the
arrow down button to locate the student in the Master File. C8eltect.

o0 Enterthe Nsf Check NumbeName on Checkand begin entering aAmount, Acount,
Comment etc. until the items paid with the check halveen entered

0 Any applicable NSF fees will populate in the body of the NSF receipt.

0 ClickPostwhen complete.
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NOTEA manual NSF receipt is necessary when (for example) a group receipt is ittadautiple
checks for a field trip, et@and one of them is returned for nesufficientfunds.

TIP:If your bank runs checks through a second time when there aresufficient funds, wait to mark
the check as NSF in the software until you feel it vaitiaiear.

More Bank RecailiationScenarios

1 Transactions in Future Periq@here are times when yomay have a transaction clear the
bank/show on the bank statement in a future bank recon period. (This can happen when a bank
statement shows through the'Sof the month, for example.) For this type of situation, you may
want to create a journal entry aneverse it when clearing the original entry during the next
LISNA2RQ& o0ly|l NBO2YOAfAlIGAZ2Y®

{1 Clearing Checks from Prior Fiscal ¥Sametimes, you have chies which are from a prior
fiscal year which you would like to clear out of your system. Simply fotieioriginal check to
see why it wa written (i.e. which account was written). Create a journal entry via the bank
recon screen to reverse the accosraredited and debited. For example, if the original check
credited the checking and debited wood ghqgour journal entry would debit checking and
credit wood shop. The Type of journal entry shouldBx@enseAfter the GJ is created, the
original check ad the new GJ can both be cleared (to balance each other). The next period to
reconcile will no longeshow the staledated check.

0 Sometimesan old check will be honordaly the bank and cashed after you cleared it.
Simply reverse the GJ you created aniérence the check number/date. Clear the GJ as
you would a normal check. The advantage to creatijgpenal entry manually is you
can add the comment detail you would desire.

Bank Reconciliation Tools
At the top of the bank reconciliation screen i @ols menu.

Amount Search You may enter the amount you are off in your bank recon and Tab. Thianassist
in searching for leads on what may be causing your bank recon to be out of balance. Record any
document items to researcRlosewvhen done.

TestRecon Datg This tool is often helpful in searching for leads on what may be causing your bank

recon to be out of balance. An item with no BGL Account number or a check voided after the posting

date, for example. Sometimes, nothing will populate. Theaawill sltow Test Complete near the

02002Y 6KSY R2yS® wSO2NR lyeé NBOSALIDK. 2NJ !t LYy@2A0
Other Bank RecailiationSolutionStrategies

Double check your beginning bank balance (carried over from the previous period é&xcef).

Double check your ending bank balance (entered and compare it to your bank statement).

Compare your total Checks and Othetids to your bank statements total. Sometimes you are required

to add two totals.
Compare your totaDeposits andOther Oredits with the totals listed on your bank statement.
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All the items you selected in the bank reconciliation is totaled between your beginning and ending
balances. See them beside the red arrows below. If one of these totals is off, it may help yoy identif
where a poblem may be: a receipt/credit or check/debit.

Check to see if you have any undeposited receipts in the period you are reconciling.
Doyour credit card deposits match? Check your settled batches from your credit card processor to
compare transations withyour deposits in MSA_MSR.
Do aStandard backupand run aFull Data Recovery

NOTEIf you have made any journal entrigsthe bank recon periadhey will add to your credit and

debhit totals.

4 Bank Recon

Reconciliation Period: 11
Bank Statement
Bank Beginning: ’W
Checks + Other Debits: *236,156.4?
Deposits + Other Credits: J227,734.17

Bank Balance: 1,066,897.42

TES-Activity (Computer)
Computer Balance:  1,038,365.34

+  Qutstanding Chk: 38,681.67
= Qutstanding Dep: 10,753.59
= Qutstanding Other: -604.00
Reconciled Bak 1,066,897.42

@Pﬂst Recon ‘

(= e =]

Tran |Document

_|
o
L

Type | Number

Amount Date Mame ~

DEP

17634

11,828.00( 7/25/17|CASH 1703791-1703837

X

lz DEP 17658 8,371.50 72717 | CASH 1704241-1704480

IZ‘ DEP 17664 3,352.00 73117 | CASH 1704513-1704710

|Z| DEP 17665 3,818.00 73117 | CASH 1704711-1704712

IZ DEP 17666 10,599.00 7/31/17| CASH 1704713-1704522

|Z DEP 17667 4,700.00 7/31/17|CASH 1704721-1704524

lz DEP 17669 3,931.00 73117 | CASH 1704880-17048581

|Z| DEP 17670 3,458.00 73117 | CASH 1704882-1704883

IZ‘ DEP 17671 3,453.00 7/31/17| CASH 1704884-1704885

IZ‘ DEP 17672 3,291.00 7/31/17| CASH 1704886-1704887

IZ‘ DEP 17679 500.58 7(31/17|MSF-CC 1705287-1705288

|Z| DEP 17680 442.66 73117 |MSF-CC 1705289-17052593

|Z| DEP 17681 31,460.15 73117 |MSF-ACH 17052958-1705439

IZ‘ DEP 17683 350,00 7/31/17|CASH 1705117-1705117

IZ‘ DEP 17634 782.80 73117 | MSF-CC 1705442-1705445

|Z| DEP 17685 8,030.00 7/31/17 | MSF-ACH 1705446- 1705486

|Z| DEP 17686 454.23 7/31/17|MSF-CC 1705488-1705485

X 7/31/17 MSF-ACH 1705490-1705493

a2 e [m]m] 4] v
Clear All | UnClear Al | Prev Cleared |Eext Cleared | gclose K?)Help |

Bank Interest Bank Charges || Receipts || Deposits || Checks || Gen Journal MSF Checks

NOTEIf you void a check or receipt in a later posting period than it was made, the edit will not be

reflected until the edit period is reconciled. For example, if | am working in period 11 but voided a check

in period 12, the check will dtghow in ny peiiod 11 bank recon window until peridt2.

CKIiQa oKeé AlG Aa
with this issue.

60Sai

i2 YI1S O2NNBOGA2YaA

Make Changes via the Bank Recon Screen

Important TIP:When making changes duas Editig Deposits or Receipts, Creating Journal Entries, etc.
to reconcile your bookwith your bank statement, go to your Receipts, Deposits, Checks, or the General
Journal via the Bank Recon screen. This will mark the changes in the same perioel woukéengin.

DAL

That way they will surely show in the records you are working. [It is much easier than changing the
posting period and changing it back to make a correction in the correct posting period.]

Copyright© 2021 TESsoftware, Inc.
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Query Information
There is a more robust Query selaftom the home screen.

Query>

Cluery ltern Amount
Cuery Document Total
Cuery ltemn - Cents Only
Cluery Account Balance
Query - Who Paid
Cuery Account

Cluery Student

Cuery Vendor

Cluery Teacher

Cuery Other

View PO's

You may need to query in a variety of ways before you find the source of your error.

ClickHERHEor some bank recon adbe fram our Help Center.

Exporting to External Accounting Sysi@mySchoolReceipts Only)
File>End of Month>Export Changes to External System

Some MySchoolReceipts software users export their receivable account changes to an external
accounting system. Theschools export their deposits but also should export at the end of each month
to reflect any changes/edits to receipts.

This routineexports the transactions that were not part of a deposit. This includes Void and Replace
(edits) General Journal entrie@ass Change, etc. This routine should be run after all the deposits have
been processed.

Make Deposits, Export all Deposits as usual Fila>End of Month>Export Changes to External System
Procesqbutton) to reflect changes to receipts, deposits, aodjournal entries to the external system.

Like exporting deposit$senerate Journal Entry (Step #1), Export Journal Entry (Step #2), Export to File
and Save Export is Complet®K

Open your external accounting systemltoport the exported file and féect all changes made to
receipts, deposits, journal entries.

ClickHERHo view a tutorial with screenshots on Exporting Data to ateial Accounting System.

Printing Reports
These reports are listed in detail under tReriodic ProcessefReportssection.

Clickthis LINKto viewdetailed instuction:
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1 Registers
I Financial Statements
1 Administration Reports
M Lists

Teacher Web Query

An alternative to printing reports for Teachers.

This system was created over a decade ago to eliminate the need for the financial secretary or
bookkeeper to print repor to teachers, coaches or administrators. Instead, other sichoo

staff canaccess the information they need per the permission settings assigned to each by the financial
manager at the school.

G¢SHOKSNI 2S00 vdzSNE$¢ HiNBagagerhiethooF allcivihgridalth&'s, spghBorsS | & &
coaches and administrators @&ss to information on the internal web in the school. The process uses a
aYrttsz aS0Odz2NBE ¢SS0 aSNWAOS GKFdG Nizya 2y GKS aSONBG
the accounting dibase. Teachers, sponsors, coaches and administrators cdahaiseeb browser

(i.e. Internet Explorer, Chrome, or Firefox) to query their account balances and access other helpful

budget information from their classroom laptops. Parameters of what neyibéwed by a specific staff

member are determined by the MyBaolAccounting defined Manager in the Security settings of the

program.

¢tKS GSIOKSNE OFyy2id I 00Saa 20KSNJ RF{l 2y GKS &SONJ
ClickHERHo view information regarding Teacher Web Query and download the 8 page setup and user
document.

MyDistrictSummary

MyDistrictSummary allows districts to automatically summarize data from all tbleaads into a
consolidated dta set. The benefits of such asggm are:consolidation, rollups, and totaling which are
handled by the software system saving many clerical hours.

There is a 1099 Reporting System and a State and District Financial Repygsterg.

MyDistrictSummary 1099

The use of a consolidated distrdatabase for school payments to 1099 vendors greatly simplifies the
1099 processing. Schools transmit their 1099 data via the district network and then district personnel
process theconsolidated information.

State and District Financial Reporting

Theschool transmits a summary of their financial data to the MyDistrictSummary server. The data is
consolidated and made available in a variety of formats for reporting to the Districe &tak Federal
authorities.
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Periodic Processes

Updating Software

Perbdically schools should update their software to the newest versidly@choolAccounitn(pr
MySchoolReceipjdy visiting the TES Software websité#ps://tessoftware.com/downloadgpage.All
TES clies have access to the password required.

Simply click on th®ownloadlink to download the latest version anadin an update All computers at

the school must exit thélySchoolAccountingr MySchoolReceipigrogramwhile the primary

computer is begin updad. The software must be closed for the update to install on the computer. Any
peer/remote (receipt secretarygomputers should also be updatéi applicable) All computers at a

school must be using the same version to operate propéfiter the update,i KS LINR Y I NB  O2 Y LJdzi
software must be opened first, followed by the peer/remote computer(s).

We suggest cheking the website every month to he to date on the newest improvements. An email
will be sent outo clientsfor critical updates to the softwea.

Pre-Registration

What is PreRegistratio?

Pre-Registration is an exciting addition to the tools availdbléhe secretary using either
MySchoolAccounting (MSA) or MySchoolReceipts (MSR) to take payments BEFORE the end of the fiscal
year and have thaspayments show in the student control sheet and other docuraenthe NEXT

fiscal year.

When would this systn be used? Here are a few examples:
T ¢KS SyR 2F (GKS FAaO0lt &SINI R2SayQid YIGOK (KS
begins m October 1. This system will allow payments accepted in July, Aug, and Sept to reflect
in the Next fiscayear, so the secretary is viewing the transactions for the school year.
1 Students need to pay for Uniforms, Cheer Outfits, Participation Fees athayitem for the
next school yeain the current year
1 An Elementary school can collect fees for the neRbstyear during their April Parent nights
YR GK2a$8 LIevySyda sAatt NBFEtSOG Ay GKS ySEG @
1 Use your imagination! This feature caneawou time and effort.

(s}

(s}

ClickHERHo accesghe PreRegistration Process documentatiomits entirety.

Howto Usethe PreRegistration System
File> Manager> System DefinitiorPre-Registration

The Pre-Registration System allows you to take payments in the current school year and have those
payments show on the fee sheet and class change in the next fiscal year.

The data is automatically carried forward into the new fiscal year during the end of year processing.

Current Registration Year: 18-19 Current Registration YY:

Use Pre-Registration Next Registration Year: 18-19 Next Registration YY:

| Start Next Year Registration in Period:

Copy to next year
O All Transactions after the Start Next Year Registration

@ Flagged as Next Year Only Example: Algebra-19
O Required Only

 Copy None



https://tessoftware.com/downloads/
https://tessoftware.zendesk.com/knowledge/articles/360003099431/en-us?brand_id=2285086&return_to=%2Fhc%2Fen-us%2Farticles%2F360003099431

UsePre-Registration: Check this item (box) if you plan to use the-pegistration system.

Start Next Year PreReg in PeriodEnter the period to start preegstration.

Generate PreRegistration Fee Sheets:

Receipts> Define/Generate Student Fee Sheet> &ate Student Fee Sheet

w
(s}
Q)¢

,2dz Oty OK22a$S (2 3ISYSNIGS 2yte GKS ¥
whichto generate by checkintpe appropriate fee sheet.

Select Items to Generate
Generate Course Fees: Generate Other Required Fees: Generate Optional Fees:

ez2dz gAakK

NOTEThere is no partial month setting. Once the PreReg Periat &gl fees are generated, the fee

sheets used to generate for next year will populate. Wait to set this if you plan to begimoith, for

example. If the fe sheet does not populate what you intended, you can make changes and generate
yourfeesheetsdgA y ® hyfté (GKS ftlFad 2yS 3ISYySNIXrGSR 6Aff 0S5

forget to copy to the fees to the web.

Copy tonext year:

28§ NBO2YYEYyRIABRII & bSE SLNI hyfeé ra (K

5

Options:

S o0Sad

9 All transactions afterStartof Next Year Registration: This will copy all STUDENT transactions

in period 1012 (in aur example) to the next yealhiswill include Spring payments for
yearbooks etc It works but may create some clutter.

1 Flagged adlext Year Only: This will copy ONLY those STUDENT transactions in peridtitt0

the new year thatre flaggedwith the -19 Suffix.

1 Required Only:This will copy ONLY those STUDENT transactions anl d€¥1.2 to the new

year that are flagged with thel9 Suffix AND are required fees.
1 Copy None:Betterto just turn off preregistration

Registration

To prepare for Registration ariis$ high volume of receipting, Fee Sheets should be revised to reflect f
changes, course numbers, etc. The process to cledghauptudents in the system should be run, and a

refresher on orsite registration recommendations from TES is also helpful.

To watch the TEGreating Fee Sheets_Preparing for Registratiegbinar clck HERE.

To watch theTESViyWeb_Remote Receipts_Preparing for Registratimabinar clickHERE
Arena/onsite registration recommendations:

1 Install your Remote Receipts®2days before registratiofor more)
1 Setup and test at least 24 hours befaosgistration
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https://tessoftware.zendesk.com/hc/en-us/articles/208702046-Creating-Fee-Sheets-Preparing-For-Registration
https://tessoftware.zendesk.com/hc/en-us/articles/115002894863-MyWebReceipts-Remote-Receipts-Preparing-for-Registration-2017

Have the line wait at least 5 feet from the fee station

Use laptops if possible (batteries will help if a power cord gets unplugged)

Tape down cords

Credit card stations MUST have internet (Paywire Ingenico)

Configure an extra laptop in easnestops working during registration

Test everything: run a receipt, run a credit card transaction/receipt, print a receipt
Have a practice ssion with volunteers

The finance secretary should be free to assist at any station when needed

= =A =4 =4 =8 -4 -8 -9

Remote Registtinn Fee Collectior RemoteReceipts
MyWebReceiptwas retired in 2019.

Paywire Ingenico IPP320 Remote Card Reader Use at Registration

With the Paywire Ingenico card reademd Remote ReceiptéLL credit card transactions at ALL
stations AND the primargomputer are mingled into one credit card batch to be settled at the end of
the day. This is a different process than has been the lsefae July 2017(Beforethe Ingenico use,
laptops had to be haravired for credit card processing and batches werdlsdtfrom the remote
station.)

REQUIREMENTWindows 7 or 10 must be used. The laptops must have all current Microsoft
patches/updates. The primary secretary must have administrative rights on the laptop. The laptop must
have an internet connection. To@ishe Ingenico card reader the card reader software must be

installed. The setup wizards ftire stations are located dtttps://tessoftware.comon the Downloads

page.

Remote Receipts
Remote>Remote Receipts

Remote Reeiptsis a process of using laptops as receipting stations by creating an installation
USB/flash/thumb drive and installing it on individual laptopach laptop workstation must be defined.
Watch thevideoor download theslidesfor step-by-step diections. At the end of the shift the receipts

are exported from the station onto a flash drive via an Excel spreadsheet and imported into the primary
computer for deposit. It is recommended that each station/shift be reconciled before import into the
primary conputer.

If the Paywire/TSYS Ingenico card reademused ALL credit card transactions at ALL stations AND the
primary computer are mingled into one credit card batch to be settled at the end of the day. This is a
different process than has been thesegprior to July 2017. (Prior to the Ingenico use, laptops had to be
hard-wired for credit card processing and batches were settled from the remote station.)

Create/Revise Student Fee Sheets
The same directions apply as noted previously inGledting Stated (System SetupCreatng Fees and
Fee Sheetsection A video recording and slides may be viewed from [thisK

You will have lesrew items to create, but may need to make changes to fee amounts, course numbers
(as necessary), and perhaps remove some fees.
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NOTEXYou willNOT however,remove accounts at this time (unless they have NOT yet been used in a
transaction this fiscal yeg Cleaning up your books is addressethe End of Fiscal YealPeriodic
Processes section.

Decide What's Right for Your School Situation:

If you're a new school, talk to our staff to see which is best for you. If your school has no required fees or
only public fees, you may decide use the Generic Fee Sheet with generic-gutups If you are a

secondary school with lots of course and required fees, you will likely best benefit from using a Student
specific Fee Sheet.

Generic Fees

Receipts>Define éneric Fee Sheet

Insert, Edi{Change), or Delete fees in the generic fee sheet according to the directions above in the
System Setup section. Add, edit or delete generic feeggohps.

ForExample A group maye madewith only optional fees for Band thi optional fees for that

category. That way if a student wants to purchase optional fees for Band, you can click on the Band box
in the Fee Sheet and easily find all the optional fees associated with that class, sport, etc. that a student
would like to pg. You decide what groups k&your job easier.

NOTEWhether you use Generic Fees Only or a Studeecific Fee Sheet, you will want to Import
Students from your student information system (SiSjrder toreceipt them.Receipts require a Master
Fileto receipt a Student, Vendofeacher or Other. Yduave the ability to enter a Master File manually,
however, Importing provides the most accurate information (and is much more efficient.) At this time,
only Student records mdye imported

REMEMBERJse he Tab key to navigate throhdields. When you're done creating your faeshe fee
sheet, simply close the Fee window. Your feesheilbavedn the sheet.

Follow the Steps Described Previously in the Setup Portion of this document to:
1. Import Studentdrom your student record sysm

Student SchedulBased/Graddased Fee Sheets (Steps &re for Student Fee Sheets Only)
2. Run-Generate Compressed BGL and Student File
3. Create or Edit Define Required Cours¢Bee Sheet)
4. Create or Edit Other Requiredtéms (Fee Sheet)
5. Create or Edit Optional Registration Item@ee Sheet)
6. Runc Generate Student Fee Sheet

NOTE Be sure and verify with your Registrar that the course numbers are correct, and make any
necessary changeto the courseexction in your Required Courses Fee Sheet

7. Print Parent Fee Sheef®ptional) The Parent Fee Sheet is a great way to inform the student and
parent of their student ID number and what fees (Required and Optional Items) are due.
a. This sheetay also includa message from the school on how to pay fees. It may
exclude optional fees, if you desire, print the school header, and other available options.

50
Copyright© 2021 TESsoftware, Inc.



b. This letter is configured tbe placedn a windowed envelope for mailing. It displays: To
the Parent of (studnt name), address, student ID, Grade, and fees owed.

Define Required Courses
Receipts>Define/Generate Student Fee Sheet>Define Required Courses

Click on the Insert button at the bottom right side of the screen

Insert Course Name>Clickadd tax (ifappropriate)>enter in price>enter in course number

Tab over to next section to "Account Name" a fugpscreen will appear with the account numbers.
Type the name of the account, and choose the appropriate account to charge, and clickSEUBEET
button.

TIP. Be sure and verify with your Registrar that the course numbers are correct, and make any
necessary changde Course sections

Define Other Required Items
Receipts>Define/Generate Student Fee Sheet>Define OtregguRed ltems

Click on the Insert button at the bottom right side of the screen.

Enter the Start Grade and End Grade to specify the grade who is required to pay for this fee.

Enter the Description, Price, whether the fisdaxed and which account the fuds willbe creditedto.

These fees are required but not associated with a course. Rather, they are assigned by grade level. If itis
for just one grade, enter the same graihehe Start and End field.

They will all show an "R" in the Required column.

Other OptionaRegistration Items:
Receipts>Define/Generate Student Fee Sheet>Define Optional Registration Items

Click on the Insert button at the bottom right side of this screen.

Enter the Start Grade and End Grade to specify the grade who may pay fieethis

Exampe: { G F NI X MM 9YRYX MH 5SaONALIIAZ2YS 5NARAJGSNDRA 9R
the same.)

Insert Description>Click in box to add tax, if appropriate>enter amount of item

Tab over to the next section and a new pop windowwill appearwith the account numbers. Start

typing the name of the account, and highlight the appropriate account to credit, and click on the SELECT
button. (You may also double click on the account to select.)

Connect Fees to Students
Receipts>Define/Geerate Student Fee Sheet>Generate Student Fee Sheet

After you have Imported Students fropour Student Record Systenun
Generate Compressed BGL and Student File,
Defined Required Courses, Other Required Items, and Optional Registtation(3 fee shds)
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You will Generate the Student Fee Sheet to put all the student information (grade, course fees, optional
fees) together to create a studesspecific fee sheet just for the student/parent to pay.

When generating the student fee shegu may choose th8tudent Record System at the top, if you
have not done so previously. You also have options (boxes) to select at the bottom. Process Import
when ready.

During busy times, such as registration, you may want to do Import Students anchtgefes sheets
daily or even twice a day.

Parent Fee Sheet

Receipts>Define/Generate Student Fee Sheet/Print Parent Fee Sheet

Select the options that apply to your school and desires.

Click the "PRINT SELECTED" button at the bottom

This sheet may also inda a message frorthe school on how to pay fees. It may exclude optional fees,
if you desire, print the school header, and other available options.

This letter is configured tbe placedn a windowed envelope for mailing. It displays: To the Parent of
(student name), addrss, student ID, Grade, and fees owed.

TIP Once the Required fees halleen associatedith the student's schedule, a Parent Letter can be
created to mail home to the parents notifying them of their school fe&isident ID, etc.

Student Deposit/Holdingc&ounts

Explanation

How to setup

How and Where to use

Class Change
AR>AR Class Change

After registration when the students have mostly stopped switching their schedules, the Class Change
module is used to move the funds a studemistpaid from a droppeda&ss to be applied to another class
fee, lunch payment, etc. This system is used for Schelladed and/or Required fees.

1 A Student Import must be done for the most current schedule information to be reflected in the
MSAsystem.

9 Scan the Student Control QGenfor isolated, unpaid fees.

1 Begin entering a student name in the field or use the arrow down button to find the student in
the master file by highlighting and clicking Select.

9 If aclass fee has been paid and the €ldsopped, the fee will be shown yellow. If a required
fee has not been paid (a class was added) it will show as purple. Unpaid AR Items will show red
and other paid items will show as blue.
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@dass Change [;
Code: [13457 e Clnpaid Required ltems

Comment  |DropfAdd Classes

Drop/Add |Add alLine | [ Credit Memo ] Waiver | from Fee Sheet
Tm Course/Comment Course-Ref FF Account |Ba|ance P Pogli
Price e Chg
SCD__|13Int Dance 1910- 21 | DANCE CLASS Fees | | | L
13 Language Ars 10 21 | ENGLISH Fees 1
3M es BAND Misc Rev 2 i
s e o e 2500 I Unpaid AR ltems
13 Distri equi TEXTBOOK DIST. TEXTBOOK FEE | - - -
13 Drivers Education DRIVERS ED DRIVERS ED n L |
‘13 Handbook Sales Tax i 21 | SALES TAX SALES TAX PAYABLE . W
13 Yearbook Sales Tax 21 | SALES TAX SALES TAX PAYABLE u) | ) i
13 Band Percussion 1850- 21 | BAND FEES 5000 O] Paid ltems )
13 Chemistry 3%20- 21| SCIENCE FEES sl ) |
13 Dance Co 21 | DAMNCE COMPANY UNIFORMS REV 20000 -’
Dance Company 1915- DAMNCE CLASS FEES 3000 OO | A A A )
13 Dci BAND CAMPS|TRIPS 25000 | . Y
[ 13 Handbook Required 21 | HANDBOOK FEES 4600 ] Paid Items but u
REC |13 Health Education li 7150- 21 |HEALTHFEES 1500 "=
DiopN|RECI|13 Honees Lanimgs P10 4105- 21 | ENGLISH FEES 0001 Classes were ]
Drop |REC |13 Yearbook |21 YEARBOOK MISC. REVENUE - YEARBC 47050 Dropped
Add Class Change Required 21 | CLASS CHANGE Misc Revenue 30000
Add Student Reserve Required 21 | STUDENT RESERVE Student Refund 000|001 |
Add 113 3d Design 11130~ |21 |ART 3d Design Fees | 3000 ; N
Add 113 Accounting | |8500- |21 | COMPUTER/BUSINE Accounting Fees | 30.00 L] | 1
Add 13 Accounting li 8503- 21 | COMPUTER/BUSINE Accounting Fees 3000 i -
Add 13 Adv Comm Photography 1163- 21 | PHOTOGRAPHY Fees | 3000(0] List of COUIFSES and |
Add [13 Adv Int Design [8454- |21 [INTERIOR DESIGN Fees sy, other Required Fees
Add 13 Adv Photofvr Bk 11265~ 21 |PHOTOGRAPHY Fees 3000/00 | ] J
14/ aq| «| 2| »[m|m] <[ -
|| Show Courses And Requireds: | Show Fee Sheet:

9 Click in the? column for Dropped (yellow) and Added (pwepfeesPost Thefees paid for
dropped classes will be applied towards fees due for added class fees. An automatic journal

SYiNE Aa YIRS IyR NBTf{SOGSR Ay (GKS atdzRSyiQa

1 If only added classes are shown, box checked will creata charge/AR item.

1 If only a droppedlass is shown and tHebox is checked, the system will create a Refund
amount to be placed in the AP checlkrwr apply the funds to any accounts receivables (Ars)
due.

9 If your student records are not up to date byiu know a student has dropped a s$ayou may
select a paid (blue) item to move funds.

1 To move only partial fund (student moves nyielar and you intend to refund a partial fee) click
the Pbox and double click in the Amt column to enter the amount to emov

1 When Ars are due you may choogeselect which AR you would like fund to be moved. For
example, a student dropped a class and would like the money applied to Biology instead of an
Activity Fee. Since the Ars are listed alphabetically, you may cli¢k ¢btumn for the AR fees
before Bidogy to be skipped. A rd#€| will show on the line for the fee to be exempted
temporarily. It will remain an AR but the funds will be applied to the Biology in this example.

9 Class Change ==
Code: (307830 |[Aaron, Keyon ¥ 11
; ; . 3§
Drop/Add Add s Line Credit Memo Waiver Comment: |Drop,l’Add Classes | (&ost
Balance Posting Summary
Tm Course/Comment Course-Ref FF Account P P AmMt Credt I out  Refund Chg C
10.00 ] 10.00
Cl
ART Adm Alloca
AP BIOLOGY Ap Biology Supply Fee
ADMIN Fines 30
Activity Fee g ADMIN ACTIVITY FEES A 10.00 10.00
| Activity Fee Renuirad [ ADMTN & ctivity Fees
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NOTE: Th&otal Creditsand Possible Refundat the bottom of the Class Changaaen help to monitor

GKS aidzRSyiaQa F002dzyii® LF | NBTdzy RlagshaRge gyStem@A | |
the student could show a Possible Refund, when a refund may have already been paid. Thepeokke

aK2dz R f 221 [Introl deri€eB beforé agsuBiyigia®tader®i®as money due, solely from this

field.

NOTE for ALABAMA Schools ONDHNly generate student fees BEFORE OctolserCnce you have
moved to the new fiscal year you should NEVERenerate student fees.)

Export Changet® External Accounting Systdfor MySchoolReceipts ONLY)
File>End of Month>Export Changes to External System

This routineexports the transactions that were not part of a deposit. This includes Void and Replace
(edits) General Journal entries, Class @®aretc. This routine should be run after all the deposits have
been processed.

Make Deposits, Export all Deposits as usual Fila>End of Month>Export Changes to External System
Procesgbutton) to reflect changeso receipts, deposits, and/or journahgries to the external system.

Like exporting deposits: Generate Journal Entry (Step #1), Export Journal Entry (Step #2), Export to File,
and SaveExport is Complete, OK.

Openyour external accounting system to Irag the exported file.

Moving Unpaid Fes to Accounts Receivables
A.R.>Import Unpaid Items

After registration when students have finished switching schedules and you have finished using your
/tlLaa /KFEyaS aeadSy (2 Y20S TFdzyRa (G2 GKSANI | LILINE LI
into your accounts receivableshis is usually ruabout a month after school starts.

Always make a backup from your TES System before any critical action is done (such as this) and follow
the steps:

Instructions

1- Regenerate Student Fees from Schedule Data
2- Print Import List
3- Edit Import List

ACH Payment Processing

4- Process Import
Instructions:

This process will move the unpaichedule-based fees to Accounts Receivables. If yaurent using
schedulebased fees, you cannot use this process.

54
Copyright© 2021 TESsoftware, Inc.



Step 1: Update the Schedulesxecute the process to generate your schedule based fee sheets. This
will update all unpaid fee sheets.

1 Selectthe Student Information System your district useky{@ard SQL, Power School SQL, etc.)
and choose the appropriate boxes on the bottom left. Most schools will use the default settings.
1 Process Importo import/update the student schedules.

Step 2: Printhe Import List; This list will show the fedat will be imported.
1 Review the list of unpaid fees to find fetmt need to be edited such as studentho are no
longer at your school, qualified for fee waivers, etc. After you have identifiesklie¢ may need
to be removed and made notes, go tae&pt3.

Step 3: Edit the Import List.You can delete any questionable fees so it will not import.

9 Scroll through the Student list by using the Code (student ID) or Name. The default is by Name
alphabetically, bt the Code or Gr (grade) header may be clictesort numerically. The
a0dzZRSyiQa raaz20AFriSR ¥SSa INB tAa0SR 2y GKS N&

as deemed appropriate. The VCR butt M4 12 1 (P M helow the Student section may

also be used tmavigate the system to search for a stude@itickOKwhen finished.

Step 4: Process the ImpayiThis process will import the fees as AR items.

1 This routine will import the unpaid fees into Accounts Receivable. This will import a large
amount of data sdoe sure you know what you are doing beforauyoin this procedure.

1 Make a backuplt is vital that you make a backgp you can restore the system if the import
has problemsReview the outstanding fee list to make sure the fees you wish to import are
listed.

1 PresdGoto process the import. After th process is complete, all the unpaid required items will

~

AK26 & 1 002dzyia wSOSADlotSa Ay GKS aeads8y FyR

AR Statementare now available to print and send to students/parentsodtave not paidhe required
fees.AR>AR Repts> AR Statements

Teacher Web Receipts
MyWeb>MyWebReceipts

Teacher Web Receipts is Web Receisisd by teachers or anyone else the finance secretary assigns

The teacher is assigned only the Activity or Aeds you wish them to have the ability to receipt. The

finance secretary uses the Security User setting to assign the teacher a user name, paastvtadel

of receipting ability. The teacher uses theimputer to accept and receipt payments which dnen
AYLRZNISR FNRY GKSANI LINRYIFNEB O2YLlzi SNI aSNIBBAOS Ayidz
with the receipts they have created. This is just like registration collestations butcan be @ne from

the classroomChromédooks may be used faWebReceipts (unlike Remote Receipts) since they are

simply a wekbased program.

ThisLINKwill take you to the MyWebReceipts instructions.
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Collecting Remote Fines
Remote>Remote Fines

Remote Fines is an easy way for a Lribraor any school staff to collect fines from students.
Go toRemote> Remote Fine$etup and run the steps: 1, 2, 3fibm the Setup menu.

Step #1 is used to build the Remote Student File used for remote fines.
Step #2 copies the chart of accounttoithe remote fines program.
Step #3 is used to set up the users/teachers who will have access to the remote fine program.

Step #4 installs the remote fines program into a shared folder on the server.

Setup Step #INetwork Technician
9 Create a foldeon aserver thd is accessible to all teachers and the finance secretary.
1 Grantread, write, filescan, create and execute righo all teachers and the finance secretary.
f Add a mapping (net use) to this folder to @IS | O &teBtija3cipt. (We can use aNC path but
a mapped drive is easier to troubleshoot.)
91 Provide both thedrive mapping and the full UNC path to the finarszcretary.

Setup Step #2: Finance Secretary Select Accounts
File>Chart of Accounts>Quidinter Accounts

Check theRemFines(Remote fhes)o 2 E 0S8t 26 GKS /1 GS32NE KSIFRSNJ F2NJ
included in the Remote Fines system.

Setup Step #3: Finae Secretary Creates Remotedant File
Remote>Remote Fines>Setup>Create RR Student File

This routine reads the student Master Faed creates the files used by Remote Fingjsdate Master
RrMstupdates the remote file in your data folder. You can then later copy files to the Remote Fines
folder. TheUpdate Remote Fine RrMstelection is used to directly update the student file ie th
Remote Fines folder. This can be used while teachers areiegtiénes.

ClickStartafter your selection is made.

Setup Step #4: Finance Secretary Creates Remote Account
Remote>Remote Fines>Setup>Create RR BGL File

Library Fines

Remote>Remote Fined.ibary-Fines

Setup is the same as for other Remote Firkisn steps 1, 2, 3, 4. Library Fines is an easy way for a
Librarian or any school staff to collect fines from students.
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Reports

Your district will dictate which reports they would like you to run eawnth. This section explains how
to run the reports yu may need/desire.

From the home screen go ®eports>

Registers
Reports>Regigrs

Registers availabl€heck, Receipt, Deposit, General Journal, Purchase Order, ExgradExport
Detail.

Other optionsare Check Outstanding Only, Debit Card, Revenue SamynOpen AP Invoicesnd Open
t h Qa .Sunfniad Onlffor Checks and Receipfrint Preview(default) and arExport to Excel
options may be selected.

You may print by Document, Period, Date, and Stu@&art and End.

Financial Statements
Reports>Financial Statements

Balance Sheets
Balance Sheets are useful for many purposes. They are helpful when wanting to view the current status
of all accounts and activities. Year to Date (YTD) is generally used.

This report is often used by auditors @@njunction with the Income and Expenditure Reports.
LG A& LI NUGAOdzZ F NI &8 KSf LIJFdA 6KSy @e2dz2N) Aa0K22f Qa aeéa

It is helpful after a year is closédl locate End of Year balaes to compare to beginning balanadsa
new fiscal year.

MTDis sometimes usetb see how much has changeddrperiod, howevethe Voidand Replace
function to edit receipts and checks can give the Month &delddd looking detail

9 Select the Period (zrent posting period is the defaulgnd choose to sort by Activity, Account,
Category bYDbCr(Debit/Credit) MTD or YTD. Ymayalso choose Cash Only (No Encumbrance)
for End of Month or End of Year.

9 Print Preview is the default. Use the Report Previimting options to print.
A

=
{l Zoom In Q Zoom Qut Layout " Select All Pages o sSelect No Pages
wm Select Printer '] save as PDF i Email wam Print v | |y Close

1 TheOne Location boi the lower left side of the Financial Balance Sheet Control window is
used for states which use a Location instead of a cost center (such as Montana) to differentiate
and combine their school data. Thecation is defined in the System
Definitions, Account Definitions page.
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Trial Balance

Auditorsoften want to see the fial BalanceReport The Trial Balancéhewsin Debit and Credit form

with the final page demonstrating the Debit and Credit totalsi¢htshould be the same to balance.)

This reportis aneountingtock y 24 | Yl yF3SYSyid G22f o0adzOK a (KS

IncomaExpenditure Reports

These reports are often used by auditors to look at the accounting syistéstrue fund-accounting
mode. Thelncome and Expenditures are shown bgummaryand then by individual Functions. The last
page shows totals fdncome, Expenditure, Transfer, Encumbrance, and the Budget Balance.

NOTEThe Balance Sheet and Income and Expenditure fepre needed to have a full éincial
dzy RSNEGFYRAY3 2y | &a0K22ftQa FAYFIYOAlLf KSIHfGK®

Audit Reports
Reports>Audit Reports

A variety of reports created for auditors to review detail in a variety of ways/views.

Audit GL Transactions

Audit Cash

Audit Accounts Payable

AuditChecks

Audit Receipts

Audit Rec and Teacher PO ...

Audit Account Sections (Function, Obj, etc) Eﬁ:
Audit Void Transactions DEP
Audit Mame / Comment Change EEC
Audit Operator AP
Audit Export to External System ilfl"l.".ﬁl".-'

Audit Void Tansactions, for example, is helpful to see voided transactions by Type: (shown above)

¢tKS +2AR ¢NIyalOilAz2zy wSLR2NI aK2ga R20dzySyiaQ ONBI
Address and the reason entered fortichange.

Administration Reporté ¢ S OKSNRA 2NJ t NAYOA L} f Qa0
Reports>Administration Reports

{LR2yaz2NRa wSL}2NIas tanApsrovedBed Regortate Geficktstieditad toweplJ2 NI
managers get the information they neeflhese are not financiakports.
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Sponsor's Report Control

Period w
Report Period Range Report Type Sort By
®) Year to Date [ Account ® Name / Tran Type / Documnent Number
O Month Activity O TranType / Document Number
[ Activity/ Account (O Date / Tran Type / Document Number

[ Account-Export O TranType / Name { Document

Start
ACADEMIC DECATH ~

End

Activity: ~SYSTEM ~

[ print Teachers Activities Only (Sponsor's Report)
Print Preview

Print Selected Cancel

Principal's Control

Year To Date Through Period E ~

Report Period
@) Year To Date (O Month To Date

[] one Line Per Activity
[ sumrrary only [J1gnore $0.00
(] Page At Activity Break

Start End
Activity: | ACADEMIC DECATH ~ | ~SYSTEM e
S — —
Print Preview
Print Selected Cancel
Audit Control
Start End
Account: w ~
Period: 2 [~ 2|~
Date: [g/01/2017 [~ [8/31/2017
GL Transations
By Item
[] By Name
[ By Activity
O By Amount
Print Preview
Print Selected Cancel
¢ S| OR&HOIR a
WSLIZNIUaheSI OKSNRa wSLJ22 NI a

(LB YERYENEAaWSKB NI B2ZYyaz2NDRa wSLR2NI Ay
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Teacher'sActivity Reportg Very similar to thdPrincipals Activity Reportwith a few variationsTeacher
Start andEnd instead of Activity Furtartt YR 9y R® ¢KSNB A& Ff&az2 y2 ahysS
{dooG2GFt ' QGAGAGE 2LI0A2Y 062E0 F2NJ GKS ¢S OKSNR4&

[ AaG4 62K2 tFARIZ 2K2 5ARYyQdl tl&vo
Reports>Lists

Lists (Accounts, Students, Vendors, etc)
Lists withTotals and Transactions
List - Who Paid - Who Didn't Pay

Lists (Accounts, Students, Vendors, et
A helpful way o print lists of Students, Teachers, etc. by grade, name, etc. A variety of options are
available including Export to Excel.

List Master Control

Start End

Name: w Zuljevic, Logan ~

Lists -
Account Sort Options
[] Account Account Activity Description [J Remote Fines Only
Sort Student Options Vendor Options
Student ) )
@ Alphabetize Print Grades 1099 Only
L] Teacher O By Grade First Grade: E
L vendor O By Code Last Grade: |13/
[ other

[] Accounts with Export Totals:

Print Preview O Export To Excel

Print Selected Cancel

Lids with Totals and Transactions
There are a variety of uses for this list, for example a list of InaStivéents, Waiver Agpved, orEarly
Graduation.
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List Master with Totals Control

Start Name: ~ | End Name: | 7yfievic, Logan ~
Student Options :
Sort Category To Print
Student ®) Alphabetize Print Grades (OF
[ Teacher (O By Grade St o |58 :
[ vendor O By Code End @r: |12~ luftiple NSF no ck
[ other ocus

[ only Print Men-Zero onnevile Collectic

O
@]
(O arly Graduation
@]
[ print Transaction Details O

lail Returned

Vendor Options

10939 Only

print Preview [ ] Export To Excel

Print Selected Cancel

ListWhoPaid2 K2 S5ARYy Qi t I &

This report can come in very hantb see who has paid for Yearbook, for example. You may sort by
Student Name, Grade/ Student Name, or Homeroom/Student Name. You may\&#led®aid or Who
Didy Qi t I &

NOTEKeepinmindthatt KA&4 A& y20G GASR (G2 | aOK®P&dokdd a2 AT &2
Algebra text (for example) anyone (including those not in Algebra) would populate.

Query Reports
Reports>Query Reports

Query Stident Control Report

This report will print a batch of Student Statements which shows all financial transactionghi#zom

{GdzRSy G /2y (iNRt [/ SYy(iSNW ¢KSaS YlI& 6S LINAYGSR AYRA.
to use the Test button or PrifPreview before clicking Print Report (one page per student). You may

select AR Balance Only.

Labels
Reports>Labels

This is simply an easy way to print your Student, Teacher, Vendor or Others from the Master File onto
Avery 5160 (30 per page) mailing l&elhe Report Preview displays to print one or all pages. A Start
Name, End Name range may be used but it not neargss
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Generating Report

This routine uses AVERY 5160 labels.

Type
O'student
O Teacher
O Vendor

() Other

Start Name: | |

End Name: | |

% Completed

Go Cancel

Monthly Reports
Reports>Monthly Reports

There is a wide range of options of Reports to print from this Monthly Reports Control: Bank
Reconciliation Reports, Financial Statements, Registers, and Management Reports. Experiment with the
reports to find the ones that fulfill your needs. Your didtritay have a list of reports for you to run each
month. This is an easy way to print therhfabm one location.

NOTE: For your convenience, this Monthly Reports Control also opens when you post your monthly bank
reconciliation.
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Maonthly Reports Control

Period: ~ Copies: [ preview oK Cancel
Bank Recon Reports Registers

Recon Report
[ Nsf Check List (Open Only)
[ Nsf Check List (Full List)
] Ap Open Ttems Report

Financial Statements

(1 Balanice Sheet MTD
[ Balnce Sheet YTD
] Trial Balance

[l Expenditure Report

[ check Register

] Receipt Register

[] Deposit Register

[ ] Open Po Register

] General Journal Register

Management Reports

(] principals Report Summary
[ Principals Report Detail

[l Sponsors Report By Activity
] Sponsors Report By Account

] Income Report
(] Alabama Monthly Report

ManagerReports
Reports>Manager Reports

Posting Definitions
A convenient way to print a report of your Posting Digfims by Fund Type, Account Number and
Description.

1099 Reports
Reports>1099 Reports

NOTEFor vendors to be included in this report they must meet all theeteriain former fiscal and
OdzNNBy G FA&OFfT @SFNBRQ 02214

1. Must be marked as Vendor in the Mastéile
2. Must be marked as a 1099 Vendor (box) in the Master File
3. Must have a SSN (Fed ID) in the form (listed in the Master File SSN column)

Corrections must benade in the current year.
Stepg 1 Prepare 1099s
Stepg 2 Print 1099 / Create Disk

TIP:m n o oy also YBe created vi&ile>End of Calendar Year> End of Calendar Year
(1099syPrint/Export 1099 Report
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(@]
No
[N

NOTESince The Calendar Year is spread between tsmaFYears@SyY R2NJ Ydzad 6S Ay
books with matching federal ID numbers andrikead as a 1099 vendor ftie entire calendar year
totals for a vendor to report.

Recon Reports
Reports>Recon Reports

Recon Reports may be printed by Period.

Recon Reports Control

Period: | g3 | Copies: ] Preview

[1 outstanding Iterms Work Report:
[1 cleared ftems Work Report
Posted Recon Report
Posted Recon Open Item Report:
[ posted Recon Open Item Report to Excel:

[ msf Check List

O Open Ap Items Report

AR Reports
1o0olAccounting 10.01.17.08.28 P
rnal-Entries Purchase-Card ﬁ

AR Control

AR Class Change

AR Fine Sheet

AR Library Fine Sheet

AR Manager Menu

AR Reports »

Impeort Unpaid ltems r

ACH Payrent Processing
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A.R.>AR Control

This will simply take you to the Student Control Center. The &tudentrol Center is a orgtop

location fora student accounts receivabler an entire fiscal year. Unpaid fees will not show here until
they have been changed into an AR amount.

As you can see with the example below, Aaron, Keyon has a receipt froi 4AA@&ich was voided,
some Ars which total 67.00 and a receipt for 20.008¢25/17.

A student Control Center

Name:| Aaron, Keyon |[#/1d]307830  |[11]
[ students Only [ Transaction Type Date Comment Account Amount Balance Teacher Course Index
Fee Sheat S REC 1700043 -1 7/05/17 | Ptsa 2nd Parent Membership | PTSA Ptsa
AR 1700016 -1 8/21/17 | TEST ART Adm Allocation
Receipt AR 1700017 -1 8/21/17 | TEST AP BIOLOGY Ap Biology Supply Fee
= REC 1700054 -1 8/25/17 | Activity Fee ADMIN Activity Fees Required Q117
e AR 1700054 -2 8/25/17 | Activity Fee ADMIN Activity Fees Required Q117
= AR 1700054 -3 8/25/17 | Textbook Rental Fee GEN Textbook Fees Required Q2
e AR 1700054 -4 8/25/17 | Biology GEM SCIENCE Biology Fee 3520- c215
HECEIELENT AR 1700054 -5 8/25/17 | Chemistry GEN SCIENCE Chemistry Fee 3620- cis0
Waive AR
AR Receipt
Checks:
Receipts:
20.00
Ar Balance:
67.00
= print
[ preview:
Help
Close
Expand Al
Colapse Al

A.R.>AR Fine Sheet

The AR Fine Sheet can be used to add fines for student for a variety of reasons. The Account is selected
for the receivable, Comment is entered, @ther is selected. The Insert key is used to key in an

Amount, tab to poplate the comment, tab to select the student from the Master File (add more if
necessary) then Post. The AR will now show in the Student Control Center as an AR for that student.

A.R>Library Fine Sheet

Essentially the same as the AR Fine Sheet exceptaian would be assigned specific account(s) for

the fees which he/she could use to charge fees to students. The login and account(s) are assigned in the
Security User SettingBile>Manager>Security>Browse Usetsbrarian would bselected,and the
usernameand password would be assigned, in addition to the appropriate Activity or Account(s).

See full instruction on assigning security in the section for Setup/Installation.

Usingthe AR Class Change System
A.R.>AR Class Change
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AR Manager Menu
AR>ARM Yy I 3SNNR& aSydz

¢KS ! w al y lcahtainsRéMassShamgedo-StudentFileoptions, theStudent-Utilities, and
the EditTransactiongnenu.

MassChangego-StudentFile

Deletelnactive Students This routine will delete ALL students who do not have a transaction in the
current fiscal year AND who have an AR balance of 0.00.

9 Enter the Start Grade and End Grade or select (box) Ignore Grade Level, then dieleteenll
Studentswho have NO Tansactionsbutton.

NOTEThis routine is used in th&step process to clean up student recordlsis often followed by a
fresh import of student records. Deleting all students except those who owe money (Ars), then
importing active/currentstudents in aschool.

Increment Grades This program will increment the grades of all students in the Master File. It
will also delete any student who exceeds the maximum grade and has no balance due.
1 Enter the Maximum Grade and click trerement Gradd_evelsbutton.

Copy HR Number to HR Teaoh&his program will copy the data in the HR (homeroom)
Number field to the HR Teacher field. This will allow HR Numbers to be used to generate End of
Year Chekout statements. Be sure you have a backup befargwo this process.

9 Click theRun Procesbutton

Clear Student TagsThis routine reads all students in the master file @edrsthe marked tags
for Waiver approved and/or Inactive stat(iEhis is tlke same routine located in tiend of Fiscal
Year Utities.)

1 CheckWaiverand/or Inactiveand clickStartto clear the student tags.

Deleted Old AR Items

 Enteradateinthefield St SGS | wQa&and didk BdRestbufich 2AMddnth/day/year
must ke entered.

1 Evaluate, Tag androcesgbutton) old ARtems you wish to Delete.

w»

History of Deleted tems+ A S¢ (G KS aeadisSyQa KAaG2NER 27F R

StudentUtilities
Merge Two Studentg Like the Merge Two Vendors, but for students who have two master file records
entered by acdent.

CKAA NRdAziAyS gAatt O2YoAyS Ittt GKS GNIyalOlAzy
GD22Ré¢ {GdzRSy G TFTAf Sd ¢ KBmthe Mastet Fildsi dzRSy i gAf f 0o

U ¢
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1 ClickMerge TwoStudent from within the AR Manager Menu>Studerittilitie s.

1 Use the down arrow menu or begin typing the name of the student in the Name field on the Bad
Student (left) side. Choose one of the Master Files for the studéth the least correct
information.

1 Begin typing or use the down arrow to choose the Masiée for the student you are merging
with the better/more complete information.

1 ClickProcesChangeo combine the information.

EditTransactions
Edit Comment; This utility may be used to edit an AR Comment.

9 Highlight a transaction and click ti&hangebutton. Tab to navigate through fields. Key in the
new Comment and tab to another fiel@losewhen ready. Your change will be saved.

Clear Required Flag fronriBr Year AR ItemsThis routine will clear the required course and index
information from oldAR items, and set the course number field to Prior Year. This will keep old items
from preventing the generation of required fees in the current year.

1 EnertheRl (S 68 dzaAy3 (K Elead NeRIPI® tasmmifidedgte. o X 6 (i 2
 OKtoprocess. AS&aal 3S gAtf LILzZ I GS at NBOSaGKioy 3 / 2 YL
continue.

End of Year Processes
Print1099s6 / | f SYRF NJ ., S NR& 9Y R0
File>End of Calendar Year> End of Calendar YE89syPrint/Export 1099 Report

NOTEFor vendors to be included in this report they must meet all three critaritormer fiscal and
OdzZNNBy G FTA&aOlf &SIENBQ 0221 a

1. Must be marked as Vendor in the Master File
2. Must be marked as a 1099 Vendor (box) in the Master File
3. Must have a SSN (Fed ID) ie form (listed in the Master File SSN column)

Corrections must be made the current year.

Stepg 1 Prepare 1099s

Step¢ 2 Print 1099 / Create Disk

TPMnppQa YI & | fReports51699 Ragdsts. 1 SR DA |

NOTESince The Calendar Year is spread betwgept CA A OFf | SI NAZ | @Sy R2NJ Ydz
books with matchig federal ID numbers and marked as a 1099 vendor for the entire calendar year
totals for a vendor to report.
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End of School Year Student Checkout
File>End of School Year (Cheakt)

% 17-18 Demo School Check Out Processes

File Edit heck-Out Processing Window F

Print Reports NO Stuc
Write Off Deposit Credits (Gift to School)

Post Deposit Credits to Open AR Charges
Prepare Refund Checks
Print Refund Checks

This system was originally created for a school district who uses dtddeosits. The system
automatically calculates what/if a student should get a refund from their deposit after any fees/fines
have been deducted. This system is also very usefsicfumols who do not have a student deposit, as
well. See webinar trainingm this topic for helpful hints on how to use this utility and how and when to
setup a Student Deposit Liability account.

End of Fiscal Year Processes
File>End of Fiscal Year

Utilities

% End Of Vear Routines 17-18 Demo School Version 8.1.7.

Run in OLD YEAR - BEFORE STEP 1 k Merge two Vendors

Run in MEW YEAR - AFTER STEP 3 » Delete Unused Vendaors, Teachers, Others

ThelUtilities to MergeTwoVendors and Deleted Unused Vendor, Teacher, Others (shbave are
used before the New Ye®rocessing Stepis run.

Merge Two Vendors
File>End of Fiscal Year>Utilities>Run in Old Year Before Step 1>Merge Two Vendors

This utlity is used to mergeendors fom the Master File when yooavea vendor listed twice.

CKASE NRAzZiAYS 6Aff O2YoAyS Ittt GKS GNIyalOidAzy
i

2
aD22Ré¢ +SYR2NJ FAESd ¢KS d. | RérFie.SyR2NJ g At S

T« Q¢

1 ClickMerge Two Vadorsfrom within the End of Year Routines screen.

9 Use the down arrow menu or begin typing the name of the vendor in the Name field on the Bad
Vendor (left) side. Choose one of the Master Files for the vendor with the leasttorre
information.

1 Begin typimg or use the down arrow to choose the Master File for the vendor you are merging
with the better/more complete information.

9 ClickProcess Merge
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NOTEThere are times when you may have two vendors with the same name such @seaygstore
chain. The addrsses will vary. This may be accurate and should both be kept in the Master File.

Delete Unused Vendors, Teachers, Others
File>End of Fiscal Year>Utilities>Run in Old Year Before Stepléte Unused Vendors, Teachers,
Others

This utility is used to cleawut vendors, teachers or other master files that have not been used in 2 or
more years.

9 ClickDelete Unused Vendors, Teachers, Otheaslist will display of those not used for two
years or more.

1 You may sort/view by Type or Adlelection at top obcreen)

9 Selection options to Tag, Untag, Tag All, or Untag All are available at the bottom left.

1 You may highlight and click Tag to select a file. Olt&te Tagged Itemwhen ready.

The Utilities to Clear Student Ta@sd twodistrict-specific utilites) are run after the New Year
Processing Step 3.

Clear Student Tags
File>End of Fiscal Year>Utilitideen in NewY earAfter Step 3>Clear Student Tags

Student Tags are used for Waiver approved and Inactive studeimtse these are @lifications which
are determined each year, they are often cleared and reassigned each year. This routine reads all
student files and clears the marked tags. Be sure you have a backup before running this routine.

1 ClickClear Student Tagsom the After Sep 3 utility optionsCheck Waiver and/or Inactive
boxes.
1 ClickStart.

How to Navigate the System

Double click on the MySchoolAccounting itcoropen a set of books. Theystem will default to the
current fiscal year. Click OK to confirm the year you wigbpen. Tle set of bookshown belowwill
opentothe20-212 S NRa o6221a oKSYy L OftAO]l hyo
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The home screen consists of menus along the top of the screen. Each noesgribed in this
document. Click a menu to view a list and flyout options to seNavigation through fields within a
window are done by using thEabkey.Doubleclicking within a field will also allow a document to be
opened from a register or allovhanges in a field of a documenithere are some exceptions. Most
windows contain &in the top right corner, or &ancebr Closebutton/option to exit a window. Most
documents will requird?ostor Saveafter creation or an edit has been done.

Support¢ TES Help
For assistance, contact TES Support atB885333, emaikupport@tessoftware.neor create a
support ticket at tessoftware.zendesk.com.

Searchal® Help Document

You may search by topic or keyword via this docum@fitk the View tab in Microsoft Word and check

the Navigation Panma K2 ¢ (GKS (G2LIA O KSFRAy3ad ¢&LIS Ay | G2LRAC
G. 1yl wSO2y OAt helsysters wilkhighlighRall tReyfodafidwdhthedopic you entered is

found in the document.
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