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• Local School Financial Responsibility
• Balance Internal Transfers
• Inventory Sheets
• Bank Reconciliation 
• Open Purchase Orders             
• Principals Report
• Ticket Reconciliation Reports
• Verification/Check and Balances

Topics To Be Discussed





Bookkeeper-Job Description 





Key Takeaways

•The month-end close process is a systematic way of maintaining financial records and 
involves reviewing and reconciling financial documents to prevent errors and get an 
overall picture of a schools financial health.

•While the month-end close process can take a lot of time, it’s important to optimize the 
process steadily to keep errors at bay while reducing the closeout time.

•To improve the month-end closing process, the bookkeeper should address common 
challenges like errors in manual records, and difficulty tracking the status of missing 
documentation.



What is the month-end close process?

The month-end close process is a crucial process that is done at the end of 
each month to ensure accurate and timely financial reporting. It involves 
several steps, including balancing internal transfers, completing inventory 
entries/sheets, reconciling bank statements, reconciling open purchase 
orders, reviewing transactions, analyzing adjusting entries, and preparing 
financial reports for the principal /central office.



Collectively there are steps by steps to the month-end close process. These 
steps give a general overview of how the school reviews and reconciles their 
books at the end of every month:

• Collect the financial information

• Verify and reconcile the data

• Assess fixed assets

• Make financial statements

• Conduct a final review

What are the steps in the accounting close 
process?



May 1, 2024
Time to begin EOM for April









Before Closing Out 

• Make Sure all posting has been 
completed for the month

• Journal Entries 

• Purchase Orders 

• Deposits 

• Offline Checks 

• Post Accrued Interest

• Chargeback Checks

• Any bank fees

• Run your General Ledger to make sure 
you do not have a negative ending 
balances in all line item account numbers



Post Interest for the Month listed on Bank Statement
Accrued Interest April 1 – April 30, 2024







• Accounts Payable

• Bank Statement Reconciliation

• Check Reconciliation

• Enter Bank Code

• Click on – Post Interest (Preset GL# must be set up)

• Enter Accrued Interest (Look at Bank Statement)

• Post Type is always – Credit

• Reference – Interest Credit 

• Comments – Accrued Interest 4/1 – 4/30/2024

• Click Post

• Then Save

• Print the Report For Journal Entry Log/Sheet



General Ledger Report
You do NOT want any negative line items

From the Main Menu
• General Ledger
• GL Reports
• General Ledger Reports

• Select By GL Component
• Accept Selection Criteria (do not 

enter anything here)
• Check Summary
• Uncheck Page Break on Primary Sort 

Component 
• Enter

You do NOT want any negative line 
items



General Ledger Report     Search:DRPT









Open PO Report

• Purchase Order

• PO Reports

• Open PO Report by CCTR

• Select by GL Components

• Accept Selection Criteria(you will not 
enter anything)

• Click on PO Number

• Date Criteria (month working on)

• Enter (Traffic Light)

• Look at the bottom line amount

















Change Cash: 
When change cash is needed for an event or activity at the 
school, the check must be charged (debited) to the Change 
Cash account, which is                                                                      
12-1-0115-000-CCTR-7101-0-0000-0000. 

The Principal must designate the individuals to whom the 
change cash checks can be written (the "payee"). Only the 
payee can go to the bank and cash the check. 

Change Cash checks should not be written to or endorsed by 
the bookkeeper. 

Do not use an expenditure account; this is only start up money. 
If you get a message “This is not an expense account. Do you 
want to re-enter?” Answer NO. This is not expenditure. This is 
simply “reclassifying” an asset from “cash” to “change cash.”





When change cash is re-deposited after the event in the 
Cash/Checking account, it should be receipted (credited) to the 
Change Cash account using the Journal Entry Program with a 
C/R journal code. 
12-1-0115-000-CCTR-7101-0-0000-0000.
(Attach a copy of the updated journal entry to the original 
check issued for change cash). 

This should eliminate the balance in the Change Cash account. 
A balance in a Change Cash account indicates cash that has not 
been returned to the checking account after an event. The 
change cash should be re-deposited as soon as possible to 
eliminate the occurrence of theft and the possibility of the 
money being deposited into the wrong account.









Balance Internal Transfers













Function 9230 = Function 9910 Object 920 



Function 9230 = Function 9910 Object 920 



Function 9230 : 

Transfers received from Central Office or 
another school within your district

Function 9910 Object 923:

Check from your school transferring out to 
the Central Office and another school within 
your district. 

Inventory Reports

Object 491 – 499

Object 540 - 589





External Transfer Must Balance at the Central Office
Expenditure 5-9910-923 = Revenue 4-9230



Equipment Purchases
Inventory Reports

• Object 491 – 499

• Object 540 – 589

• Complete Inventory Sheet



Check to Verify - Trail Balance  

• Function 341-Reserve for 
Encumbrances and Function 358-
Encumbrance Offset matches total 
for open PO’s

• Verify trail balances for Fund 12 
and Fund 32

• Reimbursements may cause a credit balance in a debit 
account

• Refund on prior year expenses

• Verify that all revenues (class 4) have a credit balance and all 
expenditures (class 5) have a debit balance





341 Reserve for Encumbrances = 358 Encumbrance Offset 









Review Revenue (class 4) and Expenditures 
(class 5) on the Trial Balance



Revenues (Class 4) have Credit Balances



Expenditure (Class 5) have Debit Balances







• Select your Bank Code

• Post Interest

• Clear checks 

• Add Other Reconcilable Items
• Add-Enter Information-Save



















Trial Balance
Make sure Public and Non-Public Balance

• General ledger

• GL Reports

• Trial Balance

• Select by GL Components

• Enter Correct Month Under Ending 
Fiscal Period

• Component Name-Select SFUND

• Tab to Beginning value-enter 7101

• Tab to Ending value-enter 7101

• Click Add Item

• Accept Selection Criteria

• Suppress Zero Lines-Should already be 
checked

• Click Enter (Traffic Light)

Run 2nd report

• Select by GL Components

• Component Name-Select SFUND

• Tab to Beginning value-enter 7501

• Tab to Ending value-enter 7501

• Click Add Item

• Accept Selection Criteria

• Click Enter (Traffic Light)









Sfund 7101            
Debits = Credits





Sfund 7501            
Debits = Credits





Your job is an essential component to the 
flow of your school and your district. 



Maintain a positive 
and cooperative 
attitude toward 
students, staff, 
parents, and other 
visitors while 
maintaining strict 
confidentiality.
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