Los Angeles Unified School District
Student Body Finance Section 

                                                                   CYMA 

STUDENT BODY COMPUTER ACCOUNTING PROCEDURES

ACCOUNT PAYABLE
ACTIVE MODULE: ACCOUNTS PAYABLE
Accounts Payable - For Vendors and Independent Contractors

To create an Invoice: (Do not combine invoices. Invoice must be entered individually) Tab to get to the next field.
1. Select Enter Invoices 
2. Vendor ID: enter the number then tab or click on magnifying glass to search and select.
3. Invoice No: enter the invoice number (if no invoice number then use date) 
4.  Invoice Total: enter total amount for invoices to be paid. 
5. Use same date for Invoice date and Posting date. 
6. Inv. Desc: Input the invoice description.

7. Hit F7, and program will fill in due date, pay date, A/P account. Do not change A/P account.
8. Description auto fill from top but you can click on last word to add on
9.  Expense Account. Enter account or click on magnifying glass to search and select.
10. Amount: enter amount

11. Enter Post to save, or Quick Pay to issue one check.

i. If Quick pay is selected: Message will appear “If you continue, the following steps will be performed. This invoice will be selected for payment. This invoice will be posted. A check will printed to pay this invoice.  Do you want to continue?” Yes
ii.  The message may appear if your invoice date is not in the same AP period “The invoice date xx/xx/xxxx is not within the dates for the current AP period (xx/xx/xxx-xx/xx/xxxx) is this OK?” Yes

iii. This message may appear if your posting date is not within the current AP period “The Posting date xx/xx/xxxx is not within the dates for the current AP period (xx/xx/xxxx-xx/xx/xxxx). Is this OK?” Yes.
iv. You’re now at Print AP Checks.  The system will auto fill the check number which is the next number it will assign the check to and check date which is today.  Please make sure it’s correct and Setup Printer is at your local printer.
v. Then click on Print Checks.
ACCOUNT PAYABLE
vi. This message will appear “Bank BOA used EFT processing but the Print checks options is selected. Are you sure you want to continue?” Yes.
vii. This message may appear “The Check date is outside the Current Period (xx/x/xxx-xx/xx/xxxx).  Is this OK? Yes.
viii. “# Checks have been printed and/or posted to Accounts Payable” click OK.
12. If Post to Save is selected:
i. The message may appear if your invoice date is not in the same AP period “The invoice date xx/xx/xxxx is not within the dates for the current AP period (xx/xx/xxx-xx/xx/xxx) is this OK?” Yes

ii. This message may appear if your posting date is not within the current AP period “The Posting date xx/xx/xxxx is not within the dates for the current AP period (xx/xx/xxxx-xx/xx/xxxx) is this OK?” Yes.
iii. Go to Process;Select Invoices, Hit Find Now and the system display all invoices you entered by Vendor ID/Name/Invoices Number. Click on the left cell next to vendor ID, the invoice you want to print a check for and the row will turn blue and an oval will appear on the left side and hit Print Checks.

iv. This message appear: “A proof list has not been printed. Continue and Print checks anyway?” Yes.
v. This message will appear “Bank BOA used EFT processing but the Print Check s option is selected.  Are you sure you want to continue?” Yes

vi. This message may appear “The Check date is outside the Current Period (xx/x/xxxx to xx/xx/xxx) is this OK? Yes. 

vii. “#AP Checks have been printed and/or posted to Accounts   Payable.” OK.
ACCOUNT PAYABLE
To create a One Time Invoice: (One time invoices are payments to student only for    refunds, reimbursements and scholarships.) REF, REI1, SCH1assigned in numeric order
At the Top Menu Bar, Enter One Time Invoice.

1. Select New, click on magnifying glass to find the last REF#, REI# and SCH# used and assign the next number to the invoice #  (A numeric log must be kept for all payees.) If the same invoice number had been used the following message appear. “The invoice you have selected has already been posted to GL or paid (partially or full). Its amounts and accounts may not be changed.  However, you may change some of the special fields on the invoice.”
2. Invoice Total: enter amount

3. Invoice date and Posting date: use same date.
4. Vendor: enter payee name

5. Address: enter info if you have them.
6. Inv. Desc:enter the detail description
7. F7 to get to the grid and description will auto fill from top.

8. enter or select Expense Acct number

9. Amount: enter amount

10.If Quick pay is selected,Message will appear “If you continue, the following                          steps will perform. This invoice will be selected for payment. This invoice will be posted. A check will printed to pay this invoice.  Do you want to continue?” Yes

i. The message may appear if your invoice date is not in the same AP period “The invoice date xx/xx/xxxx is not within the dates for the current AP period (xx/xx/xxx-xx/xx/xxx) is this OK?” Yes

ii. This message may appear if your posting date is not within the current AP period “The Posting date xx/xx/xxxx is not within the dates for the current AP period (xx/xx/xxxx-xx/xx/xxxx) is this OK?” Yes

iii. You’re at Print AP Checks.  The system will auto fill the check number which is the next number it will assign the check to and check date which is today.  Please make sure it’s correct and setup Printer is at your local printer.
iv. Then click on Print Checks.
This message will appear “Bank BOA used EFT processing but the Print Checks option is selected. Are you sure you want to continue? Yes.
ACCOUNT PAYABLE
v. This message may appear “The Check date is outside the Current Period (xx/x/xxx-xx/xx/xxxx) Is this OK?” Yes
vi. “AP Checks have been printed and/or posted to Account Payable” OK.
If Post to save is selected:
i. The message may appear if your invoice date is not in the same AP period “The invoice date xx/xx/xxxx is not within the dates for the current AP period (xx/xx/xxxx –xx/xx/xxxx) is this OK? Yes.
ii. This message may appear if your posting date is not within the current AP period “The posting date xx/xx/xxx is not with the dates for the current AP period (xx/xx/xxxx-xx/xx/xxxx). Is this OK? Yes.

iii. Go to Process; Select Invoices, Hit Find Now and the system display all invoices you entered by Vendor ID/Name/Invoices Number. Click on the left cell next to vendor ID, the invoice you want to print a check for and the row will turn blue and an oval will appear on the left side and hit Print Checks.

iv. The message appears “A proof list has not been printed. Continue and Print checks anyway?” Yes.

v. The message will appear” Bank BOA used EFT processing but the Print Checks option is selected. Are you sure you want to continue?” Yes.

vi. This message may appear “The Check date is outside the Current Period (xx/x/xxxx-xx/xx/xxxx) is this OK? Yes.

vii. “#AP Checks have been printed and/or posted to Accounts Payable” OK.
To VOID check(s) with zero amounts: 

1. Select Enter Manual Checks
2. Select New.  

3. For Bank ID: enter BOA

4. Click on VOID box; it will fill in zero amount
5. Check Number: auto filled and verify and enter the number you want to void
6. Desc: enter the reason why.
7. Must select Vendor ID-V99999  (create V99999 for VOID) 
8. Post. Message appears “If you continue, this manual check will be saved, automatically posted to AP and voided. You will not be able to edit the check once it has been saved.  Do you want to continue?” Yes.
ACCOUNT PAYABLE
To VOID check(s): 
1. Select Enter VOID Checks
2. For Bank ID: enter BOA 
3. Enter Range from: ____ to ______ (enter the checks you want to void and system will display the invoices paid by these check will be reopened when they are voided. 
4. Hit Tab and Enter VOID date: _____ (must be on or after the date the check was issued).
5. Click on box Remove Original Invoices Always delete the invoice if you don’t intend to replace the check.
6. Reason: Type in a short explanation for the void.

7. Hit Select All and the rows below will turn blue.

8. Hit Post
9. “Do you really want to void this check(s)?” Yes

10. “The Posting date is not within the dates for the current AP period. Is this OK? ” Yes 

11.  The selected check(s) have been voided and any fully paid, associated invoices have been deleted.  Hit OK

12. Go to Process and post check to GL. “Do you wish to continue with the posting process?”  Hit Yes. “AP check posting completed successfully.” Hit OK. “Batches were posted successfully.” Hit OK. 
To replace checks: 

1. Go to Process Reprint Check
2. Make sure check format is at Laser Check(Line Detail w/Accounts)
3. Setup Printer: Make sure it’s on your default printer.
4. Enter Starting Check Number ___and Ending Check Number____. (It’s the check you want to void and reprint on a new number)
5. Click Assign New Check Number
6. The system assigns the next Check Number.  Verify Check Number and Check Date on upper left hand corner and make sure new check is in printer.
7. Click on Reprint Checks when you are ready.
8. “Bank BOA uses EFT processing but the Print Checks options is selected. Are you sure you want to continue?” Yes

9. “The check dates is outside the current period. Is this OK” Yes
10. “#AP Checks have been printed and posted to Accounts Payable. The original check number has been voided. OK
ACCOUNT PAYABLE
  To Modify a Vendor or Contractor:
1. Under Maintain menu, select Vendor , 
2. On Vendor ID, click on magnifying glass to select a vendor.

3. Select Edit to modify and Save after you finish. 
    To add a Vendor or a Contractor:
   1.  Maintain>Vendors

   2. Click New
   3.  Enter V and the next number for vendor
         (Click on magnifying glass to search the last vendor number)
   4.  Enter C and next number for contractor    

      (Click on magnify glass to search for the last Contractor number)
i. Vendor ID: Enter the V#### or C#####

ii. Company Name: type in the name.

iii. Sort Name: same as Company Name

iv. Alternate Name: leave blank; if filled then payment will be issued to alternate name. 

v. Type: select by click on magnifying glass for Vendor or Contractor
vi. Address: type in info.
vii. Phone: enter number

viii. For Vendor, unclick 1099 box.

                 For Contractor: Must click 1099 box. 

ix. Save.

What is a Vendor? 

Companies we purchase goods from and staffs that we reimbursed to
Who is a Contractor? 

Independent contractors are usually officials for sports, disc jockeys for dances because they are providing services and not goods. They are professionals and you do not supervise them.

  To delete or modify an Invoice posted to A/P:
          1. Go to Enter Invoices

          2. Enter Vendor ID and select the Invoice Number by click on magnifying glass.

          3. Click on Edit.
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          4.  This message will appear “Invoice # for vendor has already posted to A/P”  However because it has not yet been paid or posted to GL, it CAN be unposted. If you unposted it, you can edit it fully and even delete it. If there is a job on the invoice, reversing transactions will be created. If you choose not to unposted, you may only update text fields and some flags but not amounts or dates. If the invoice you are unposting originally updated If Quantities reversing IC receipt Transactions will not be created. The reductions in quantities should be entered in the inventory module.

                        “Do you want to Unpost this invoice before editing?”   
          5. Click Yes
          6. Hit Delete to delete the invoice.
7 (If you just want to modify it, then correct the errors on the invoice and hit Post to Post it to A/P.)                                               

After all checks are issues and completed,
1. Go to Process to Post checks to GL, 
2. Make sure the Post check period is within the range and Hit Post.
3. System will display the proof listing-Post checks to GL in Details. Hit X to close

4. “Do you wish to continue with posting process?” Yes
5. “AP Check posting completed successfully.”

6. “# Checks were posted.” Click OK.

7. # Batches were posted successfully. OK
To void outstanding contractor payment:

1. If within the same calendar year. Follow the steps to VOID check on page 5.
2. If after the calendar year, do a journal entry to Debit checking and Credit Prior Year Income. 
3. If still confused, contact our coordinator.
PAYROLL
 ACTIVE MODULE: PAYROLL: Required to select the frequency to close: Weekly,       Biweekly, Semi-Monthly, Monthly; only the ones that apply to your employees.
Payroll - For employees of student body.
To Enter Payroll:
1. Select Enter Payroll, On Employee ID click on magnifying glass 

2. Payroll Frequency, Start Date; End Date is filled and blacked out, if you are not on the correct pay period. Please close current pay period and move to the period you want to cut the check for.
3. Input Earning Type; enter  hours, system auto populated  Rate and select the expense and Save
4. Go to Process Calculate Payroll; Employee ID- selects Equal To, must enter Employee ID # on Value 1. Click Find Now.
5. Click Select All or click on the left grid twice, row will be highlighted.

6. Click Calculate; Override to edit Tax Withholdings or view breakdown.

7. Click on Print Proof,  (view accuracy)  PR proof listing (details) report click X to close, PR Proof listing Summary report, click X to close; PR Proof listing (Summary by Employees) report, click X to close.
8. Click Print Check, Must verify check number and check date and select LAUSD Laser Check stub-stub
9. Print.
10.  System will display printed & post payroll checks. 
            To Modify an Employee Profile: 
1. Go to Maintain> Employee>, Employee ID click on magnifying glass to select an employee.                                       

                         2. Select Edit to modify and Save when finished. 

                        (If you have an open payroll, you must delete the open payroll before you can      modify the employee info.)
PAYROLL
 To set up a New Employee:
a. Maintain 
b. Employee 
c. Click New
d. Enter employee: E#####
e. Enter employee info,  hourly rate ,SS#
f. Fed & State Tax: must enter filing status and exemption
g. Add tax feature SDI
h. W2 Box: select 14-label
i. Code/Label: type in SDI Tax
             To Add an Employee: 
1. Click on a magnifying glass to select an existing employee
2. Click on Copy;  display from an old employee to Copy ID: Name; to
Must Enter new employee ID and Name; click on box all Employee values; click OK (Must modify info on the new employee as the existing employee info is copy over)
3. By selecting Copy instead of New, all tax features will be included (SDI rate, & ETT rate) and wage base limit are copy over. 
4. Make sure you  Enter Last Name,  First, Hourly rate, Hire date, Start date
        SS#, Address. (If you don’t it will have existing employee info on it)  
5. On Tab salary/Pay History delete the row of earning description by click on row and delete button on keyboard.
6. Save.
  To VOID check(s) with zero amounts: 
1. Select Enter Manual Checks
2. Select the employee number and pay period will be populated 
3. Check number is auto populated and verify if it’s correct and void check date is automatically default to today.  Modify if needed.
4. Click on VOID box and click on Post
PAYROLL

 “If you continue, this; manual check will be saved, automatically posted to PR and voided. You will not be able to edit the check once it has been saved.  Do you want to continue?”  Do you want to continue? Yes.

5. Go to Process and post check to GL
To VOID check(s): 
1. Select Enter VOID Checks
2. Bank ID: Enter BOA
3. Range from:____  to ______ (enter the check you want to void)

4. Enter VOID date:_____ (must be = or after the date the check was issue)

5. Enter Reason:
6. Check box. Restore check entries to current period.  If you want to reissue check then you must check the box.  If no, leave it uncheck.

7. Hit Select All and the rows below will turn blue.

8. Hit Void.
  To Replace checks: 
1. Go to Process Check
2.  Enter Starting Check Number that you want to void _____and Ending Check Number that you want to void_______.
3.  Click Assign New Check Number.
4. Do Not click VOID date to original check date if your checks are in                     different quarter.
5.  The system will VOID other original check(s) and reassigns the next
     Check Number. Verify Check Number and Check Date.
6.  Click on Print Checks.
Process: Post Checks to GL.
Process: Close Current Payroll Period.
Make sure you close all payroll frequencies if you have employees at different periods.
Never VOID an outstanding payroll checks until you contact your coordinator.
ACCOUNTS RECEIVABLE
ACTIVE MODULE: ACCOUNTS RECEIVABLE
Accounts Receivable - For all collections to the school student store.
To enter a Master Receipt:

1. Select Enter invoices

2. Click on New
3. Invoice #: enter MR####
4. Date & Posting Date: use date on MR.
5. On Customer: Enter M for Master Receipt, then press Tab

6. Click F7
7. Enter Product ID=Sales Account. Hit enter or tab to move to the next row.
8. Quantity=1 and Unit Price=total sales for each account. If student store account, the tax box will automatic check mark. The tax portion will be separated to the tax amount field. 
To make a single or 1st Deposit: You are at the bottom portion of Enter Invoice.  
1. Tab to Payment:

2. Type: Cash,  Date: equal to MR’s date, Ref: Cash ( ex: MR####)
3. Amount: Deposit total, (must equal MR total if you only have 1 deposit)

4. Click Save, This message will appear if “The Invoice date is not in the current AR period. It this OK”. Yes. 

5. This message may appear “The posting date is not in the current AR period. Is this OK?” Yes
6.
Process: Post to A/R, invoices, select the beginning month and ending month, post.   Hit X to close, “Do you wish to continue with the posting process?” Yes. Hit X to close. The posting of invoices to AR has completed successfully.  # Invoices were posted # payments (recorded on the invoice) were posted. OK.
ACCOUNTS RECEIVABLE
To make a Multiple or 2nd Deposit: Required: Invoice Posted to A/R
1. Go to Enter Payment
2. New 

3. Bank ID: BOA

4. Date:=MR’s date

5. Deposit total: =equal to each individual deposit total. 

6. Ref: enter MR#

7. Hit F7 

8. Type: Cash
9.  Reference: MR#’s
10.  Customer ID: enter M

11.  Payor Name: Hit enter and Master Receipt will appear.

12.  Amount: enter one deposit total and hit F6, you’re now at Enter Customer Payment Screen and you need to find the invoice no (which is the MR####)
13.  Look for (ex: MR####) and use your mouse, left click the invoice row twice and it will turn blue. The column amount Paid will have the deposit amount and the Remaining will have a balance or zero balance.
14.  Hit Save.

15.  You’re back at Enter Payment, Adjustments, and Transfer screen, and there is a blue row, Undistributed will   show a Zero amount.

16.  Hit Post.

17. “Do you really want to post this deposit to AR?” Yes

18. “This deposit has posted successfully. Do you want to print a deposit slip and payment register?” Click cancel.

19. Close

20.  Repeat step 1 to 20 for the 3rd and 4th dep
ACCOUNTS RECEIVABLE
Process; Post to G/L>Payment,

1. Click Find Now. Click Select All and Post, click X to close. “The proof listing has printed. Do you wish to continue and post # payments to GL?” Yes, click OK. # Batches were posted successfully. OK.

To VOID an Invoice:

1. Hit on magnifying glass to look for an invoice you want to void.
2. Pull up the invoice

3. Click on Copy, Popup question-“Do you want to update the prices with the most current prices?” No

4. For Type: Select Credit Manual, Popup question- “You have changed the status of this Invoices from Invoice to Credit” Do you want to reverse the signs on the quantities” Yes.

5. For Invoice: use same MR number and end it with V.

6. For Date: use same date as the original.

7. Hit F7, and all accounts of the grid will show as negative.

8. Payment section should be blacked out.


9. Hit Save.
10. Go to process>select Post to AR Invoices, select Post.

11. “Do you wish to continue with the posting process? Select Yes.

12. Screen show Invoice Register (Detail) hit X to close.

13. The posting of Invoices to AR has completed successful, #invoices were posted 

a. #payments were posted. Click OK.

         14. Continue to them to put in a negative payment in the next step.
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To VOID a Deposit (do negative payment):
1. Go to Enter Payments:

2. Select New
3. For Date: use same as the original deposit

4. For Deposit: enter a negative amount

5. Hit F7
6. For Reference: use the same invoice number with the letter “V” at the end
7. For Customer ID: enter “M” and the Master Receipt will pop up.
8. For Payee:  hit enter and the Master Receipt will pop up.
9. For Amount: put in the negative amount.
10. Hit F6

11. Find the invoice, double click on it, then hit Save.
12. You’re back to the original screen, hit Posted. “Do you really want to post this deposit to AR?” Yes. You’re at creating a report screen, hit cancel & close.
13. Go to process, post to GL.
To correct Deposit date error: 

1. You must VOID an invoice by doing step 1-13 above.
2. Then VOID a Deposit (negative payment) by doing step 1-12 above.
3. You must re-enter the MR and end it with the letter C and redo the deposit.

GENERAL LEDGER
To enter Journal Entry: Go to GL module

4. Select Enter, Journal Entries
5. Click on  New

6. On Desc: enter detail explanation of journal entry. 
7. Ref: type is your journal entry number beginning with JE fiscal year first and entry number last. Example: 2019-2020 format should be: JEYY## (JE1901), (JE1802), and so forth.

8.  Hit F7 to go to the grid.
9. Date should be same as period, default from above.
10. Select DR account #.
11. Document enter same info as Ref:
12. Enter DR amount.
13. Description should default from above.
14. Tab to the second row. 
15.  Select CR account number
16.  Enter CR amount.
17.  Hit Post.
BANK RECONCILIATION

  ACTIVE MODULE: Bank Reconciliation
13. Retrieving data from CYMA into Bank Reconciliation Module (Make sure all transactions in all module are posted to GL)
1. Select Enter, select Retrieve Data.
2. Select Specific Bank.

3. Bank Control ID: Click on magnifying glass to select a bank or enter BOA. 

4. Under Type of Transaction to retrieve click all boxes for GL Journal Entries, AR Deposits, Payroll Checks, and AP Vendor Checks.

5. Select Retrieve then Yes (If items have not been posted to the GL in any of the modules, there will be a message saying items need to be posted. Go back to post all items and then Retrieve Data again.) Click Ok, Close.

II. Performing the Bank Reconciliation

1. Select Enter, select Mark Cleared Transactions, will default to “General” tab. 

2. Bank Control ID: Click on magnifying glass to select a bank or enter BOA 
3. Select Edit.
4. Enter Statement Ending Date (use last day of month.)

5. Enter Statement Ending Balance from Bank Statement.

6. Enter Reconciliation As of date (last day of the month.)

A. “Deposits and Credits” tab
1. On the grid, click on items that have “cleared” (listed on the Bank Statement.)  Items will be highlighted. 

2. Click Save.
B. Checks and Charges” tab
1. On the grid, click on items that have “cleared” (listed on the Bank Statement.)  Items will be highlighted. 

2. Click Save.

C. Enter items listed on the Bank Statement which are not in CYMA by:

1. Doing a journal entry in the GL. (i.e. EFT transactions, interest, etc.)

2. Posting MR/Deposits in the Accounts Receivable module.

3. Posting Vendor checks in the Accounts Payable module
4. Posting Payroll checks in the Payroll module
BANK RECONCILIATION

D. Retrieve these entries into the Bank Reconciliation module by performing the steps in Section I.
Note:  If entry date is after the reconciliation date, make sure to uncheck the “show only transaction” box on “General tab” so you can see the up to date transactions.

E. “Clear” these items by performing Steps A and B in Section II.

F. Difference box should now be “0”.

G. If difference is not “0” then, review the total Checks and Charges on the bank statement to see if it agrees with CYMA Checks and Charges cleared and do the same for Deposits and Credits.  If totals are still different, contact your CFM.

III. Required Reports

1. Bank Reconciliation Summary (signed by FM and Principal.)

2. Adjustment report (discussed with CFM as needed.) 

3. Outstanding Checks.

4. Outstanding Deposits.

5. GL Reports, Ledger, Detailed Ledger ,DL by Period –Cash only (account  

6. #101001) Verify that Cash in GL agrees with Bank Reconciliation Summary’s Ending Book Balance.  Any difference between Cash in GL and the Bank Reconciliation Summary’s Ending Book Balance must be explained on the reports.

Reports 2 – 5 must be attached to the Bank Reconciliation Summary for review by the Principal.

IV. Completing the Bank Reconciliation process

1. After Required Reports section is completed.  
2. Process-End of Process Update.
3. Bank Reconciliation module is now ready for subsequent month’s reconciliation process. 
MONTH-END PROCEDURE
      Each Module should be closed individually: 
Accounts Receivable Module
1. Process: Invoice post to A/R 

    Click Post.

2 Processes: Post to GL- Payment, Select All, Find now and Post

     A/R Daily Transaction Report by Account

        Active Module: A/R
3. Report Menu: Double click entry report,

       Daily Transaction Report (current invoices)

       Click on Primary Value 1, By Account
       Invoice Date: Between Value 1, Value 2

        Run, view and Print
Invoice Register Report
4. Entry Report, go to Invoice Register, relation column change to Between:  Enter   invoice date in Value1 & Value. Click Run and Printer icon to print.
5. Process: Period End Processes, Print Tax Report, Click on left grid next to CA   to Highlight row; change Report Options from Detail to Summary and Click Print.
      6. Process: Period End Close; Click Process twice to bypass the report and the  

          Period will move forward to the next month.
MONTH-END PROCEDURE
B.  Accounts Payable Module
      Active Module: Accounts Payable
1. Process: Post Invoice to A/P, Click Post
2. Process: Post check to G/L, Click Post
3. Report, Entry Reports, Invoice, Invoice Register, and Posting Date: Between, enter date on Value1 and Value 2; Run and Print.

4. Report- Entry reports, Payment, Check Register; enter check date: between;    beginning and ending date, run and Print.

5. Process: Period End Close, Click Process.
C.  Payroll Module
      Active Module: Payroll:  Print report first before you close each pay period.

1. Process, Post check to G/L, Post
2. Report, select Current Period Report, double click on Current Payroll Journal, run and print.
3. Double click on Current Check Register, run and print.
4. Double click on Current Tax Summary, run and print.
5. Go to Process to Close Period; hit Process
D.  General Ledger Module
     Active Module: General Ledger
1. Process: Post Journal Entries to G/L; select all, Post ( all A/R, A/P, Payroll should be posted)
2. Report: Worksheets: Trial Balance Worksheet (Period  & YTD), run and print
3. General Ledger: Report; Ledger, Detail Ledger, Detail by Period, Account: select all account, run and print
4. Report: Financial Statement; Detail, Income Statement, Detail, Income              Statement Detail (YTD), run and print

5. Report: Balance Sheets, Detail; Balance Sheet Detail, run and print
MONTH-END PROCEDURE
6. Go to Process to Close period end close, hit Process except for March, June, Sept and Dec. –COGS journal entry must be entered first. NEVER DO PERIOD-END CLOSE ON GL FOR JUNE.
QUARTER END PROCEDURE
    Federal 941 Payroll Tax Payment either by Check or EFT
Charge to these accounts only:

DR

CR
 A/C 203001 A/P FED WITHHELD

$ xxxxx
 A/C 203002   A/P FICA WITHHELD
$ xxxxx
 A/C 203006   A/P MED WITHHELD
$ xxxxx
             A/C 101001   CHECKING




$ xxxxx
             All A/P Withholding for the Federal should be Zeroed out for the quarter
         EDD-State payroll taxes either by Check or EFT

          Charge to these accounts only:

DR

CR
A/C 203003
A/P STATE WITHHELD
$ xxxxx
A/C 203005
A/P EMPLOYER COST
$ xxxxx
A/C 203004
A/P SDI   WITHHELD
$ xxxxx
A/C 101001
CHECKING




 $ xxxx
             All A/P Withheld for the state should be Zeroed out for the quarter.

When paying your quarterly payroll taxes, DO NOT CHARGE TO EMPLOYER PAYROLL TAX EXPENSE ANYMORE.  DO THE ABOVE INSTEAD.
A. Payroll: Active Module: Payroll
1. Process: Print 941 form
2. Report: Journal and Ledger Reports, Payroll Tax Summary; on enter check date; change to Between , enter whole quarter (4/1/XX-6/30/XX); beginning date  in value1 and ending date in value 2, run and print.
3. Report: Journal & Ledger Report, Payroll Journal (Summary)

Employee: ID: All

Check Date: Between: 1/1/XX- 3/31/XX (use the dates for the quarter you’re on)
QUARTER END PROCEDURE

4/1/XX-6/30/XX
7/1/XX- 9/30/XX
10/1/XX-12/31/XX
Run, Print
You will get 3 reports: 
   I.   PR Journal Summary

   II.   PR Journal (Summary-Grand Totals Page)

III. Company’s portion totals

Report; Quarterly Report; Quarterly Earnings Report
      Payroll year=current year

     Quarter equal=select the quarter you‘re on (1 for March, 2 for June, 3 for Sept, 4 for Dec)

     Run and Print
For Payroll Dec Qtr. only - Do Calendar Yearend Procedures (page 28 & 29) first before you proceed to close the quarter.         
4. Process: Quarter End Close, hit Process and Current payroll quarter will be set forward
For Sales Tax: CDTFA
General Ledger: Report: Ledger, Detail Ledger, Detail by Date Range, enter beginning date and ending date, change account to between, enter 465101 in value 1 and 475908 in value 2, Run and print. Use the report total CR minus total DR and excluding yearbook to get the total Gross sales. This is the gross sales reported on line 1 of Form-401EZ. Next step, print 475101-475908 use the report total CR minus total DR balance excluding yearbook and total goes to line 5-Nontaxable sales of Food Products
QUARTER END PROCEDURE
Sales Tax Payment: Either by check or EFT

Charge to these account:

Debit

Credit
A/C 205000      A/P Sales Tax
$ xxxx

A/C 101001      CHECKING 



$ xxxx

When paying your quarterly sales tax, DO NOT CHARGE TO SALES TAX EXPENSE ANYMORE.  DO THE ABOVE INSTEAD.
Sample: Student Store: COGS computation
 September Resale Items: Student Store

 
131-501
Beginning Inventory- Student Store (YTD T/B)

32,733.17


141-501
Add: Purchases -Student Store (YTD T/B)

11,056.05



Available for Sale-Student Store


43,789.22




Minus: End.Invty Physical Count- Student Store

(33,636.83)



Invty Sold- Student Store



10,152.39


Entries





Debit

Credit

568-50
 COGS- Student Store


10,152.39



151-501
Inventory Sold- Student Store



10,152.39

December Resale Items: Student Store


131-501
 Beginning Inventory-Student Store (YTD T/B)

32,733.17


141-501
Add: Purchases Student Store (TYD T/B)

16,829.30

151-501
Invty Sold-Student Store (YTD T/B)


(10,152.39)



Available for Sale- Student Store


39,410.08




Minus: End.Invty Phyiscal Count-Student Store

(32,803.69)



 Inventory Sold-Student Store



6,606.39


 Entries





Debit

Credit


568-501
COGS-Student Store


6,606.39

151-501 Inventory Sold-Student Store



6,606.39
QUARTER-END PROCEDURE
March Resale Items: Student Store


131-501
Beginning Inventory Student Store (YTD T/B)

32,733.17


141-501
Purchases Student Store (YTD T/B


16,829.30

151-501
Invty Sold-Student Store (YTD T/B)


(16,758.78)



Available for Sale- Student Store   


32,803.69



Minus: End. Invty Physical Count-Student Store

(31,803.69)



Inventory Sold-Student Store



1,000.00

Entries





Debit

Credit

568-501
COGS-Student Store


1,000.00

151-501
Inventory Sold-Student Store



1,000.00


   
June Resale Items: Student Store


131-501
Beginning Invty-Student Store (YTD T/B)

32,733.17

141-501
Purchases-Student Store (YTD T/B


24,074.89


151-501
Invty Sold-Student store (YTD T/B)


(17,758.78)



Available for Sale-Student Store


39,049.28



End.Invty Physical Count-Student Store


(25,181.15)



Invty Sold-Student Store



13,868.13
                      Entries




Debit

Credit
 568-501
COGS-Student Store

13,868.13
 151-501
Inventory Sold-Student Store


13,868.13
STOP HERE!!!

 DO NOT DO GRAYED OUT ENTRIES BELOW
__________________________________________________________________________
                                          CFM will do the Closing Entries.

Opening Entries




Debit

Credit


151-501
Invty Sold-Student Store
31,626.91



131-501
Beginning Invty-Student Store
25,181.15


131-501
Beginning Invty-Student Store


32,733.17


141-501
Purchase-Student Store



24,074.89
QUARTER-END PROCEDURE 

General Ledger: Print the following reports for your file
1. Balance Sheet Detail-From GL module.

2. Trial Balance Period & YTD – From GL module, Report, Worksheet.

3. Consolidated Profit & Loss Statement –From GL module, Income Statement, Subtype Period YTD, on Activity; select All.
i. Year & Period change to Between 

ii.  In value 1; enter Beginning date of qtr.

iii.  In value 2; enter the last date of the qtr.

4. Ending Inventory - (Detailed inventory reports of all resale items.)  

5. COGS Computation(excel sheet)
6. Profit & Loss Statement by Department – From GL module, Reports, Financial Statement, Income Statement Subtype Period YTD
a. Income Statement Subtype Period YTD
i. Year & Period change to Between 

ii.  In value 1; enter Beginning date of qtr.

iii.  In value 2; enter the last date of the qtr.

On Department line change it to Between: enter Beginning and Ending Department Code for each department.
List of department code:

Athletics:

101-106 (HS only)
Com/Rent/S Commiss:
201-205
Entertainment:
301-303

Publications:


403-409
Resales items:
502-507

Other Activities:

601-603
Misc. Inc. Expense:
701-705
QUARTER-END PROCEDURE
Profit & Loss by Activity–From GL module, Reports, Financial Statement, Income Statement Subtype Period YTD,  Year & Period  Income Statement Subtype Period YTD
iv. Year & Period change to Between

v. In value 1; enter beginning date of qtr.

vi. In value 2; enter the last date of the qtr.

   On Activity line change it to Equal to; enter the Activity Code in value 1

  List of activity code:

Snack:

171

After school snack:

211
Juice:

521

After school beverage:
212
Electrolytes:
522

Snack Machine:

931
Water:
523

Beverage Machine:

932
Other Healthy drink:
524 
Faculty Machine:
933
Student Store:
500
Concession:


172
PE Clothes:
591
 

8. Journal Entry Report-(June quarter only) From GL module, Report, Entry Listing, by Batch; in relation box change to equal; Value 1 box finds General Journal and select. click printer, run & close to print.

CALENDAR YEAREND PROCEDURE
Payroll Module: 

For Dec:  Report; Quarterly Report; Quarterly Earnings Report
       Click on Printer and Setup Printer: default printer.
       Payroll year=current year
       Quarter= 1  

       Repeat it to print all 2, 3, 4 quarters

      (Q1, 2, 3, 4 total must equal to your W3)

  Report; Journal & Ledger Report; Payroll Journal (Summary)

      Click on Printer and Setup Printer: default printer.
      Employee ID: All
      Check Date: All
     (On PR Journal (Summary) the total of Hourly and Other Pay must equal to W3 box 1)

                                              Print W3 &2 instructions
  Process; Yearend; Print W2 and 1099s & ACA Forms; Print and file W2s & 1099s
1. On Proof Listing Destination: click on Printer
2. Output: select Custom Form and click on down arrow and select Laser W2 (Plain Paper 4 Up)
3. Click on Preview forms and W3 information will pop open. Kind of Payer: 941
4. Kind of Employer: State/Local Non-501c

5. Enter FM contact info and email address and click continue

6. You’re screening the W2 form.
CALENDAR YEAR-END PROCEDURE
7. Click on Printer icon and print 2 copies ( 1 copy to be given to employees by 
 1/31/xx and 1 copy in your file).
8. Select down arrow to select Laser W2 and W3 (Plain Paper Copy A)
9. Click on Preview Forms, click on Continue 

10. You’re screening the W3 & W2 and click on printer icon if you’re ready to print and select 2 copies. (Mail one set to SSA due by 1/31/xx and keeps one copy in your file).
       Verify: 941 qtr. 1,2,3,4 box 2, 5a, 5c totals must equal to your W3 box 1, 3, 5. If not,              find out why and do not mail W3 to SSA office.

Process Quarter End Close (page 21&22).
Verify PR Journal (Summary) the total of Hourly and Other Pay must equal to W3 box 1. If not, find out why?

 Process; Yearend Close

1. Hit Process (all prerequisites must be met )       
Account Payable Module: Print 1099 instructions- Must order or purchase 1096 and 1099 Misc. forms.
  Process; Calculate and Print 1099s

      Year=Current Year

      Type: 1099Misc
      Don’t print if amount is less than $600.00

      1099 Form: 1099 Misc. Laser, select Calculate.
Calculate complete, Found 1099 info for venders, click OK.
Click on Preview 1099 and hit X to close and put 1099 forms in printer and hit print (3 copies) 
1096 must have preprinted form in printer to print on CYMA. 
 Mail 1096 & 1099 to IRS not later than 1/31/xx and Mail 1099 to contractor due 1/31/xx and keep 1 copy in your file. 
FISCAL YEAREND PROCEDURES
FISCAL YEAREND REPORTS TO BE PRINTED AND FILED AT SCHOOL SITE 

 CYMA REPORTS:
A:  A/P Module:
1. Report; Entry Report; Payment; Check Register;
2. Check date, in Relation box, change from all to between

In Value1 box enter: 7/1/20xx
 In Value 2 box enter: 6/30/20xx
3. Run, then print.
A:  Payroll Module:

1. Report; Entry Report; Journal & Ledger Report; check register (current & history)
2. Check date, in Relation box, change from all to between  

In value 1 box enter: 7/1/20xx

In value 2 box enter: 6/30/20xx

3. Run, then print.
B  General Ledger Module:

1. Report; Ledger; Detail Ledgers; Detail Ledgers by Period 
2. In Value 1 box enter:1
In Value 2 box: enter 12
3. Run, then print. 
Year-end Schedules:

Prepare Year-end Schedules for submission to Student Body Finance Section
QUARTERLY REPORT DUE TO CFM

.
A. September, December and March quarter: Assemble in the following order

1. Balance Sheet Detail


2. Trial Balance period & YTD


3. Consolidated Profit & Loss Statement

            4. Profit & Loss by Department


5. Profit & Loss by Activity


6. Ending Inventory (Detailed inventory reports of all resale items)

7. COGS Computation-email soft copy to CFM


8. ASB Bank Reconciliations (3 months)


9. Imprest Fund and Bank Reconciliations (3 months)
10. IRS (941 return and proof of payment), EDD (form DE9, DE9C and proof of payment) CDTFA (Sales & Use Tax return and proof of payment)
B. June quarter: Assemble in the following order

1. Balance Sheet Detail


2. Trial Balance period & YTD


3. Consolidated Profit & Loss Statement

            4. Profit & Loss by Department


5. Profit & Loss by Activity


6. Journal Entry Report (entire fiscal year)
 
7. Ending Inventory (Detailed inventory reports of all resale items)

8. COGS Computation-email soft copy to CFM


9. ASB Bank Reconciliations (3 months)


10. Imprest Fund and Bank Reconciliations (3 months)

11. IRS (941 return and proof of payment), EDD (form DE9, DE9C and proof of                       payment) CDTFA (Sales & Use Tax return and proof of payment)

12. Year-end Schedules
 CYMA 12/2/20
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