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l. TERMS Chart of Accounts - Account Strips made up of 4 or 5 account dimensions that

are in accordance with the REDBOOK, which is the Florida School District’s uniform chart of
accounts for budgeting and financial reporting. These account strips are in accordance with Rule
6A-1.001, Florida Administrative Code, and the requirements of Sections 237.01 and 237.02,
Florida Statutes.

A

Account Dimensions —

1 =Fund

2 = Balance Sheet Accounts (Assets, Liabilities and Fund Equity)
3 = Function (Expenditure)

4 = Object (can be either a Revenue or an Expenditure)

5 = Cost Center

6 = Project

Balance Sheet Accounts have 4 Dimensions in TERMS

1 =Fund 2 = Bal. Sheet Acct. 5= Cost Center 6 = Project
(i.e. 0100.1130.9521.1005)

Revenue Accounts have 4 Dimensions in TERMS

1 =Fund 4 = Object 5= Cost Center 6 = Project
(i.e. 0100.3440.0294.0086)

Expenditure Accounts have 5 Dimensions in TERMS

1 =Fund 3= Function 4 = Object 5= Cost Center 6 = Project
(i.e. 0420.5100.0120.0051.4178)

The F1 Key in TERMS

1. Provides information about any field
2. Identifies acceptable values
3. Indicates whether or not the field is prompt supported

The F4 Key in TERMS

1. If the field is prompt supported, this key will open a searchable list

2. Allows a quick search by typing the first few letters and entering

3. Can be used on an account number on almost any screen to identify
description

4. Will show definition of each dimension and available budget

The F11 Key in TERMS
1. Allows you to drill down from summary information in an account, to detail
information in an account.

The F3 Key in TERMS
1. Exit key. This function key will take you back to a menu page.
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F. A150 - Account Dimensions

If you are in TERMS and you are unsure of what a dimension is, you can go to the A150 Screen
to query the dimension.

= i Session A - [24 x 80]
File Edit view Communication Acty

A150 and
E [ 3 el |
= @B | @ | Enter, to get | &S| O @€
PrScm Copy | Paste Send V! Record | Stop Play Quit Clipbrd | Suppart| Index
to this screen.

Panel: A150. Account Dimensions

Dimension: [ Value: 4178 Enter the Dimension and
the Value here. Press

Enter to query.

Internal: Description Abbreviation
TITLE I-PART A BASIC 07/08 TITLE I BASIC

External: Description Value

Control: From To Encumber Expend Capl Exp Rev G-L Bal
07012007 08202008 06302008 08202008 Y ¥ ¥

Org Unit Responsible O0ffset Fund Due To

TEDESCO, CATHY

This field

indicates the Reimb% Ovrhd% 1099 Program Apv Amount Fnd Src DOE Table Form
responsible I - -

for approvals. Local: Pay Detail: _ Liab Fnd:
1=H1lp 3=Exit 4=Prpt 7=Bud 8=Fud 10=Del 12=Esc
Record displayed (update). Upd 06/18/2007 09:33:50 STRICKK

MA a 03/013
-_.5’ IConnected to remote server/host 10, 1.0. 201 using port 23 Vic-fs 1\FIN_SUPER on IP_10.1.0.233

Bistart| | (3 @ (0] * | |O]nbox -Microsott ... || 2] session A - [24 .. ] TERMS ACCOUNT. .. ||_>§]rv1icrosoﬂExcel | [ =] (O] *|C/EIEY:L M D In [0 +1pm

The date under Encumber is the last day purchase orders may be issued against the project.

The date under Expended is the date all expenditures must be liquidated and the final grant report
is due to the State.
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1. Vendor Information in TERMS
A. A206 — Vendor Number/Address. This panel will allow you to query for either a
vendor’s address or a vendor number.

_ By clicking F4 on
n[z‘“‘m] this line, you will get
il Edit View a drop down menu

EE S with a choice of
PrtScin

Lopy | Pasle vendor names.
Vendor:

Communication

ez
Quit

=)
Flay

&=
Fecord | Stop

dJ @ | @
Clipbrd | Support| Index

A206. Vendor

Description Abbreviation

Enter the 1% few
letters of the Vender
that you are
searching for, to
narrow your choices.

Alternate Payee Fingerprintsg

Address: Primary Eagment

Vendor Select: MARTI Status: A

MARTIN
MARTIN
MARTIN
MARTIN
MARTIN

Contact:

Federal:

Misc:

co
co
co
co
co

HEALT
HEALT
HEALT
HS IA
ITI Co

MARTIN
MARTIN
MARTIN
MARTIN
MARTIN

co
co
co
co
co

HEALTH DEPT
HEALTH DEPT
HEALTHY ST
HIGH SCHOOL
IT COMM FOUNDATION

COALITION

¥0000018970
V000DE31296
V0001000789
V0000001625
V0001000150

MARTIN CO INTER MARTIN CO INTERAGENCY COALITIO
MARTIN CO IRRIG MARTIN CO IRRIGATION
F3=Exit F5=Refresh F7=Bkwd F8=Fud

V0000004960
Y0000031264

1=Hlp 2=
Please t H

MA a MU A

'_.5’ Connected to remote server/host 10, 1.0.201 using port 23

14/055

We-fs1\FIN_SUPER on IP_10.1.0.238

Bistart| | (3 @ (O] * | [O]mbox-Micr... ||={] session A-... |]micosoftEx... | gJsovn - | ] TERMS ACC... | [ =] (O] =B 02 %Dl 1us3am

By clicking on F4 on the Vendor line, you are able to pull up a Vendor by Name. This will give
you the Vendor Number, the Vendor’s Address and other information about the VVendor.

Note: Sometimes vendors are set up different from what you would initially consider. Try
different variations. (For Example: V28678 Greg Larson Sports Inc. is not Larson, Greg; and
V72314 J R L Enterprises Inc.)
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Il. Vendor Information in TERMS (continued)
If you know the Vendor Number, simply enter the number in the line indicated. Press the enter
key, and the Vendor information will appear.

=i Session A - [24 x 80] =

File Edit View Communication Actions Window Help

B B S| 2% B = %% S 8 @@
PrtScin Copy | Paste Send | Recw Dizplay | Calar tap Record | Stop Play Quit Clipbrd | Suppart| Index

Panel: A206. Yendor
Vendor
Vendor: [0001000789

Description Abbreviation
MARTIN CO HEALTHY ST COALITION MARTIN CO HEALT
Alternate Payee Fingerprints Payment Address
_ if different than
Address: Primary Payment Primary Address
2026 SE OCEAN RD

STUART FL 34996 I
Contact: Name Phone (ac/no/ext)

- 00000000 772 463 2888 _
Federal: EIN/SSN Name 1099 Cntl F/S Frn

E 65-0359999 MARTIN COUNTY HEALTHY START CO _ . _
Misc: Fax (ac/no) AR St Aff Pri Schl Days-1-Pc\JDays-2-Pct

A _ Y _ : This indicates

i whether or not
1=|-||_p z=nte 3=Exit 4=Pr‘pt 7=Bwd 8=Fud g=Npg 10=Del 11 the Vendor is a
Record displayed (update). Upd 06/03/2003 15: 17pplelysty

-_.5’ IConnected to remote server/host 10, 1.0. 201 using port 23 Vic-fs 1\FIN_SUPER on IP_10.1.0.233

Bistart| | (3 @ O] * | |D]mbox-vicr... |[2] session A -... @50L'-:rr!!!-...| W) TERMS ACC... ||_xz]rv1icrosoft Exce|| [ =] (O] *|EdEC2 DI [ 2waem
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B. F201 — Vendor Payments. This panel allows you to query payments made to vendors.

Any of these lines

==l

= i Session A - [24 x 80]
File Edit view Communication Actions Window Help can be used to

B e & = S 8l & broaden or narrow
PriScm Copy | Paste Send | Recy Dizplay | Calar Map Play Qi Clipbrd | Suppart| Indg . yOUr quel’y.

Panel: F201. Inwvoice Query Year: 2008

ta |
Recard | Stop

P Vendor Invoice Inv Date PO TSLC Tran Nbr T Batch N
! VO0pOpO71936 F 07012007

T 05022008
Vendor Invoice Inv Date PO Amount Check N

Y0000071936 AUG 07 09142007 08000909 15854.95 000263116C
Y0000071836 DEC 2007 01252608 08000909 15854.95 000267427C
Y0000071936 FEB 08 03142008 08000909 14832.05 000268923C
Y0000071936 JAN 08 02152008 08000909 15854.95 000268122C
Y0000071836 JULY 2007 08172607 08000909 15854.95 000262281C
Y0000071936 MARCH 08 04182008 08000909 15854.95 000269880C
Y0000071936 NOV 2007 12142007 08000909 15343.50 000266300C
¥0000071936 OCTOBER 2007 11162007 08660908 15854.95 000265422C
¥0000071936 SEPTEMBER 2007 10262007 08000909 15343.50 000264599C

Total 140648.75

1=H1lp 3=Exit 4=Prpt 5=Refr 7=Bud 8=Fud 11=View 12=Esc
No additional records. Sys 05/02/2008 14:51:46 STRICKK

MA a MW 04/002

-_.5’ IConnected to remote server/host 10, 1.0. 201 using port 23 Vic-fs 1\FIN_SUPER on IP_10.1.0.233

Bistart| | (3 @ O] * | |D]mbox-vicr... |[2] session A -... @50L'-:rr!!!-...| W) TERMS ACC... ||_xz]rv1icrosoftExcel| [ =] (O] *|EYEC2 DI [ 254pm

TERMS HINT: If you put your cursor on a line in TERMS anywhere, and press F4, you
will either receive a message that states “Not Prompt Supported” or you
will get a dropdown list.

If you put your cursor on a line in TERMS anywhere, and press F1, you
will receive a list of acceptable values, as well as a description of what the
function of the line is.
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1. Requisitions in TERMS
A. In order to obtain a Purchase Order, you must first create a Requisition. The MCSD
Purchasing Department has rules and procedures for creating a requisition on their
department website at http://purchasing.sbmc.org/Procedures/Purchasing.  The
Purchasing Menu is the F800 Panel.
B. To check the Status of a Requisition Approval go to Panel F801.

i Session A - [24 x 80]

File Edit View Communication Actions Window Help

PitScmn |  Copy | Paste 4 Your Cost Map

Center

Approvals-
A-Aggregate, C-Cost Center F-Finance,

[ 3 >l |
e oo ||| A-Project, T-Object, P-Purchasing

F801. Requisition Que Year:

Ship Buyr PO 4 Requested

Date Ship Buyr PO Requested

00200 05022008 0031 08004659 488.35
00201 05022008 0031 08004660 250.00
00202 05022008 0031 564.49
00203 05052008 0031 382.00
00204 05062008 0031 3185.74
80001 07162007 0000 08000918 3150.00
80002 01312008 0031 08003701 3150.00

Status:

.. Posted, Unposted or
No P.0."s issued Type: Rolled into P.O.

for these B=Blanket
requisitions. N=Normal 366023.39
A=Asset
1=H1p 3=Exit 4=Prpt 5=Refi P Bud 8=Fwd 11=View 12=Esc
No additional records. Sys 05/06/2008 11:04:42 STRICKK

MA a 04/002

o |Connected to remote server/host 10.1.0.201 using port 23 Wc-fs 1\FIN_SUPER on IP_10.1.0.238

To see who has or has not approved your requisition, look under the approval columns. To find
the person, go to the A150 screen, and query under dimension that needs approval. (For example:
A requisition with an account strip 0420.5100.0510.0051.4178 needs approval from dimension 6,
project 4178).

Note: If a requisition is rejected, the approver should make a note of the reason for rejection.
Also the approver should mark an “N” in the print blank so that the remark does not print on the
corrected Purchase Order.
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C. The 3 types of Requisitions/Purchase Orders are:

N = Normal — Normal purchase order for one-time purchase or set amount purchase.
(This means it can be paid in partial payments.)

B = Blanket — Blanket purchase orders are used for vendors that frequent purchases are
made from or monthly payments are made to. Examples of these vendors are: Home
Depot, Office Depot, Toshiba, and Cintas.

A = Asset — Asset purchases are only made by Purchasing/Warehouse, Food Service, and
Transportation for Inventory Items.

D. The approvals that are needed for a requisition are dependent on the account strip. Each
dimension of the account strip has approval authority. (See Account Dimensions, page 3 for
more information on account strips.) The approvals that a requisition requires are as follows:

C = Cost Center or Principal/Department Director
F = Finance or Accounting Supervisor

A = Project Administrator

T = Object Approver (Various, depending on item)
P = Purchasing or Purchasing Director

Note: N= No approval needed; P= Approval Pending; A= Approved; R= Rejected
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IV.  Purchase Orders in TERMS
A. To check the status of Purchase Orders in TERMS by Vendor, use Panel F815.

i Session A - [24 x 80] =12 =
File Edit View Communication Actions Window Help

B B R H B h S S O @ €

FrtScm Copy | Paste Send | Recy Display | Colar Map Fecord | Stop Play Qi Clipbrd | Suppart| Index

Panel: F815. PO Query - Vendor

T=Type
S=Status
R=Received
I=Invoiced

Vendor PO
V0000040550

PO DERS Buyr Rgst Issued Current

"""""" 21 08003260 12172007 0060 2000.00
Reminder: F4 [Moksjolokeidsist 12172007 0e60 2000.00
and F1 can be 08003363 01092008 0060 2000.00
U_SGd on these 08003483 01222008 0060 2000.00
lines. 08003707 02062008 0060 1000.00
vuouuuuguoo0 08004270 03242008 0060 1000.00
Vooooo40550 08004360 04012008 0060 1000.00
Y0000040550 08004425 04092008 0060 2000.00
V0000040550 08004565 04232008 0060 1000.00
Vooooo40550 08004566 04232008 0060 2000.00
Y0000040550 08004585 04232008 0060 2000.00
V0000040550 08004591 04232008 0060 500,00

Total 42500, 00

1=H1p 3=Exit 4=Prpt 5=Refr 7=Bwd 8=Fwd >
No additional records. SEOLY]  If there is no dollar amount in this
column, the purchase order has had
a Final payment, has been fully
o |Connected to remote server/host 10.1.0.201 using port 23 expendedl or has been Closed.

distart| | (3 @ O | #]ERM.. ||Z] sessi... Jlnbox..‘| & School. .. | @MAR‘H...| CJODA... | L2 ol T e —

Note: By placing your cursor on any header and pressing F1, you can get an explanation of the
field.

10
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B. To check the status of Purchase Orders in TERMS by Account, use Panel F816. This
screen is useful to find purchase orders still open against a single account strip.

£l Session A - [24 x 80] -2 x|
File Edit View Communication Actions Window Help
E o [ 3 a L3 |
B B M| % = | || S| B @€
PrtScin Copy | Paste Send | Recw Dizplay | Calar tap Record | Stop Play Quit Clipbrd | Suppart| Index

Panel: F816. PO Query - Acct Year: 2008

P Fund.Func.0Objt.Cntr.Proj.Prog PO TS Amount N
@ 0100.5100.0510.0061.0001.

Fund.Func.0Objt.Cntr.Proj.Prog PO Current N

0100.5100.0510.0061.0001. 08000217
0100.5100.0510.0061.0001. 08000218
0100.5100.0510.0061.0001. 08000660
0100.5100.0510.0061.0001. 08001724
0100.5100.0510.0061.0001. 08002810
0100.5100.0510.0061.0001. 08003334
0100.5100.0510.0061.0001. 08003605 . 1703.88
0100.5100.0510.0061.0001. 08004063
0100.5100.0510.0061.0001. 08004599 181.00

If there is an amount in this 1884.88
column, the account has
1=H1p 3=Exit 4=Prpt 5=Refr encumbrances against it. 11=View 12=Esc
No additional records. . 26: 07 STRICKK

MA a 04/002

-_.5’ IConnected to remote server/host 10, 1.0. 201 using port 23 Vic-fs 1\FIN_SUPER on IP_10.1.0.233

Bisan| | (2 @ [0 > | @) mEru... |[20 sessi.. Jlnbox..‘|@School...|@rﬂ£\m‘[...| _;OLDA...|@SOL";L..| [ =] (O] *|CEIEY:L ™ D In @ 2:spm

C. To find out what accounts are attached to a specific Purchase Order, use F818 Panel -
PO Accounts.
1. This panel has information about the amount that is encumbered against an

account, as well as the amount that has actually been paid.

2. If the purchase order has been closed, the F818 Panel will have a “K” in the status
area.

11
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V. Sending Purchase Orders to Finance for Payment.
Once you receive an item in satisfactory condition, the District is obligated to make
payment.

A. Partial Payments — Even though a purchase order is not complete, it is important to
pay for items that have been received in satisfactory condition.

1. Write the order/invoice number(s) and dollar amount for each on the pink
copy of the P.O. (This gives a record of submissions.)

Make a copy of the pink P.O. Note: The P.O. must be legible.

Sign and date the white copy. Signature must be original.

Attach the packing slip(s)/invoices to the back of the white copy.

Send the signed white copy to Finance for payment processing.

arwN

Note: Most Invoices are mailed to Finance. If the invoice is sent to your site, please forward to
Finance.

Also Note:  Free items from Florida School Book Depository are not shipped free. These
orders are not complete until all free items have been received.

Original Signature and
legible P.O. number
required.

PURCHASE ORDER = 1BER
SCHOOL BCARD oF MARTIN cuumn SHOENCE AND BVOICES.
., [FOR PROMPT PAYMENT ALL INVOICES MUST ‘
! r| BE ADDRESSED TO THE FINANCE OFFICE:

500 EAST OCEAN BLVD. STUART, FL 34994-2572
© | PHONE (772) 219-1200 FAX (772) 219-1229 |

VENDOR

Note how each
partial pay request is
listed. The current
request is
highlighted.

| APPHOVED FOR PAYMENT

The Finance
Dept. Date
Stamps
everything, on
the day
received.

SHIPPING INFORMATION
ALL DELIVERIES MUST BE MADE BETWEEN 8:00 AM.- 3:30 F
SHPTO: . .
The Board is not sublect to state sales tax
N o s Ees ¥ T

12
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B. Payments of complete Purchase Orders -

1. All items/services have been received or completed to satisfaction.
a. The Purchase Order balance is zero.
Send in the Pink Copy with Original Signature and packing slip/invoice.
b. The Purchase Order is over the original encumbered amount.

i. If less than 10%, send in the Pink Copy with Original Signature and
packing slip/invoice.

ii. If more than 10%, the Principal or Department Director must approve
payment overage and provide a written explanation as to why the overage
is justified. Send this in with the Pink Copy with Original Signature and
packing slip/invoice.

2. All items were not received, and the Purchase Order needs to be closed, and the
funds unencumbered.
a. Send in the Pink Copy of the purchase order and write “Close” on it. Do not

sign this.

C. The Finance Department processes checks on Friday’s, unless Cost Centers are otherwise
notified.
1. All checks are either mailed or sent to Cost Centers for distribution.
2. Vendors are not allowed to pick up checks from the Finance Department.

13
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VI.  Budget Amendments

Each Cost Center is allowed to make budget amendments for their own Cost Center, within
certain parameters.

A The following rules apply:

1. Transfers can only be made between existing accounts in your cost center.
2. Funds cannot be transferred from one Fund to another Fund.
3. Funds cannot be transferred from one Project to another Project.

(Note: TERMS will compare cost center, fund and/or project numbers and will
“error” if the above requirements are not met.

(Example: You need to transfer budget from your discretionary travel account,

0100.5100.0330.xxxx.0001, to your discretionary supply account, 0100.5100.0510.xxxx.0001.
These accounts are in the same fund (0100), and the same project (0001).)

14
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B. Budget Amendment Procedure:
Budget Amendments are made in TERMS by Cost Centers on the F607 Panel.

i Session A - [24 x 80] =12 =
File Edit View Communication Actions Window Help
E W [ 3 a "l n
B B R H B h S S O @ €
PrtScin Copy | Paste Send | Recw Dizplay | Color tap Record | Stop Play Guit Clipbrd | Suppart| |ndex

Panel: FB07. Budget Amendment
Action: A Date: 05062008 Entry: ! Pg:

Dsc:
G/L:

Fund.Func.0Objt.Cntr.Proj. Amount F/T Balance

Transfer -

1=H1p 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fwd
Please type key element(s). Upd

MA a 03/038

o |Connected to remote server/host 10.1.0.201 using port 23 Wc-fs 1\FIN_SUPER on IP_10.1.0.238

Bistart| | (B @ O] > |#7... | #Hs. [O1. |@s | @M...| Q.. | &]5.. | @]L... |Q;]BI...| 2 E... | [ = (O] *|CFE L % %D el 4ot

1. Enter an “A” for ADD in the Action field.

2. The Date Format is: MMDDYYYY.

3. The “Entry” number should be 9XXXXY, where XXXX is your cost center number and
Y is 1 through 9 (1 being the 1% transfer, 2 being the 2™ transfer, etc.,).

4. On the “Page” field, enter 001. (Note: If you have more than 9 transfers in a single day,
you can change the number to 002, etc.)

5. Press “Enter”. Do not enter data below the blue line until you have completed this step.

6. The “Dsc” field is for a required description — your description should relate to the need
for the transfer.

7. The “transfer-to” account must exist in order to complete a transfer. To have an account

created, please e-mail the Accounting Supervisor in the Finance Department.

Also, for audit purposes, please keep a hard-copy record of transfers (either via print-
screen or via the existing budget transfer form) with the proper administrative signatures.
These should be kept at your site, filed in date/entry number order. (See Public Records
Manual GS1 page 12.)

15
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C. Cost Center Budget Amendment Form:

FY 2008
Cost Center
Budget Amendment
Panel __F607 Date Entry #
Page #
Description
G/L: 2510
Fund Function Object Center Project Amount FIT
Prepared by: Date:
Approved by: Date:
Entered by: Date:

16
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VIl.  TERMS INQUIRY
A. F501 — Budget Query - Expenditures and Revenues

1. Expenditures — A quick reference for available expenditure budget balance
is the F501 panel.
2. Object Codes per the Uniform State Chart of Accounts are as follows”

01xx-02xx = Salaries and Benefits

03xx-05xx = Operating Expenditures

06xx = Capital Expenditures

07xx-08xx = Other Non-Operating Expenditures
09xx = Transfers

= i Session A - [24 x 80]
File Edit View Communicaty

L = X for Enter Year to
3 | B Expenditures or g | B 2 S O @€ Query
PrScim Copy | Paste R for Revenues Fecord | Stop Flay Quit Clipbrd | Support| Index
Prd = What Period? F501. Budget Query - Acct
Acct: Fund.Func.0bjt.Cntr.Proj.Prog Enter any
.7500. __ .9530.0001. combination of
T Cimension to
query.
Fund.Func. Cntr.Proj.Prog Budgeted Available
0100.7500. .9530.0001. .00 .00
0100.7500. .9530.0001. .00 .00
0100.7500. .9530.0001. 14,253.47 .32
0100.7500. .9530.0001. 13,000.00 .96
0100.7500. .9530.0001. 2,000.00 .37
0100.7500. .9530.0001. .00 .00
0100.7500. .9530.0001. 3,500.00 .26
0100.7500. .9530.0001. 30,017.90 .82
0100.7500. .9530.0001. 13,086.32 .52
0100.7500. .9530.0001. 800.00 .90
0100.7500. .9530.0001. .00 .00
0100.7500. .9530.0001. 26.62 .00
xSUBTOTAL 76.694.31 11,896.15 15.51
+
1=H1p 3=Exit 4=Prpt 5=Refr 7=Bud 2 Cod 11=View 12=Esc
Page full. F?7/F8 to continue. This indicates that there is 37:57 STRICKK
more info. for the query
criteria. 04/002
2! [Connected to remote server/host 10,1.0.201 using port 23 Either page down or F7/F8 . N_SUPER on IP_10.1.0.238
Bistart| | (3 & (0] » | [Ofwbox-wicr.. |[f session A-.. &]souvrr .. | ] rerms & : i Ao RD LY 23pM
Note 1: By placing your cursor on an account strip and pressing the F4 key, you can see

the account strip description for each dimension.

Note 2: By placing your cursor on an account strip and pressing the F11 key, you can drill
down to the F503 Panel Budget Account Matrix. This panel gives you summary
budget, encumbered, expended, and balance information by period (or month).

Note 3: By placing your cursor on a dollar amount and pressing the F11 key, you can drill

down to the F505 Panel Budget Detail (Next Page). The F11 key will take you
back one step. The F3 key will take you back out.
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The F505 Budget — Detail Screen gives you detail transaction information about the account.

i Session A - [24 x 80] =12 =
File Edit View Communication Actions Window Help
E W [ 3 a "l n
B B R H B h S S O @ €
PrtScin Copy | Paste Send | Recw Dizplay | Color tap Record | Stop Play Guit Clipbrd | Suppart| |ndex

Panel: F505. Budget - Detail Year: 2008

L P From---Date----To LA Fund.Func.0Objt.Cntr.Proj.Prog Org Unit
b 02012008 02292008 _ 0100.7500.0330.9530.0001.

Date Entry Pg .0bjt. Proj.Prog

02012008 815053 001 .0330. 0oo1.
.0330. 0001,

002 .0330. 0001.

003 .0330. 0oo1.

02202008 300032 001 .0330. 0001.

The “+” sign
indicates that there is
more information.
Page down until this
becomes a total.

B= Budget Transaction
N= Encumbrance
X=Expenditure

+
1=H1p 3=Exit 4=Prpt 5=Refr 7=Bwd 8=Fwd 11=View 12=Esc
Limit met. F7?/F8 to continue. Sys 05/09/2008 15:46:59 STRICKK

MA a 04/002

o |Connected to remote server/host 10.1.0.201 using port 23 Wc-fs 1\FIN_SUPER on IP_10.1.0.238

el | £ 8 o »| s oo G500 | ] TERM... |l§JHEAD..‘ |I%]Grants‘..| A FGFO... | [ = o] * B2 %D ia M xarm

Entry Numbers are 6 digits long and have significant meanings. If the number starts with:

30 — P-Card Payment — (Look in RESOLVE for Detail Info.)
36 — Deposit — (Deposits made from Finance)

4X — Warehouse Order

6X — Payroll Entry

81 — Cash Disbursement/VVoided Check

8X — Finance Journal Entries

9X — Budget Amendment

Note: By placing your cursor on an entry number in the F505 Panel, and pressing the F11 key,
this will take you to the F612 Panel Journal Entry.
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The F612 Panel Journal Entry allows you to see description information about a transaction.

£l Session A - [24 x 80] -2 x|
File Edit View Communication Actions Window Help

Bl By |3 | % | HE| = B S| O,
PrScm Copy | Paste Send | Recy Dizplay | Color Map Record | Stop Play Quit Clipbrd Cash

Disbursement

Panel: F612. Journal Entrg

Action: C Date: 02012008 Entry: 815053 Pg: 001 Type: CD
Check Date

ATCH CASH DISBURSEMENTS
SO i S A

02012008 300 0o 00026?5?8 GENR

02012008 100.00 2/28/08 ALETTO V000014653 FL GOYT FINANCE

01242008 300.00 [eBfeleREEIs 953000007 VOO0O0D14653 FL GOVT FINANCE
10

.-GL-.Func.0bjt.Cntr.Proj.Prog Debit Credit Offset 99

.2720.7500.0330.8530.0001.

.1530. 7500.0330.9530. 0001,

1=H1p 2=Nte 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bwd 8=Fuwd 11=View 12=Esc
Highlighted element(s) in error. Upd 02/01/2008 09:13:01 HIGGINM

MA a 03/010

-_.5’ IConnected to remote server/host 10, 1.0. 201 using port 23 Vic-fs 1\FIN_SUPER on IP_10.1.0.233

el | £ 8 o > | ol oo s | W] TERM.... ||§|JHEAD..‘ ||§]Grants‘..| . FGFO... | [ =] (O] *|EE O D Ig [ +13pm

Terms creates a journal entry like the one above for every transaction entered into the system.
(Example: Payments for Purchase Orders, Payments by Bill Forms, Petty Cash
Reimbursements, Budget Amendments, Cash Receipts, Journal Entries, Etc.)
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2. Revenues — A quick reference for revenue receipts is the F501 Panel — Budget Query.
a. All revenue object codes begin with the number 3. (Example: 3xxx)

==l

= i Session A - [24 x 80]
File Egie—= - actions  Window Help

R=Revenues | iy AR
PrtScin [T =hd | Fecw Dizplay | Calar tap Record | Stop Play Quit Clipbrd | Suppart| Index

F501. Budget Query - Acct

Prd Acct: Fund.Objt.Cntr.Proj
11 0110. . .2218
Summ:

Fund.Objt.Cntr.Proj Budgeted Actual %Rem

0110.3293. .2218 .00 .00
0110.3288. .2218 27,554.30 18,694.62 32.15

This is the
amount
received to
date.

TOTAL 27,554.30 18,694.62 32.15

1=H1lp 3=Exit 4=Prpt 5=Refr 7=Bud 8=Fud 11=View 12=Esc
No additional records. Sys 05/09/2008 16:29: 14 STRICKK

MA a 10/002

-_.5’ IConnected to remote server/host 10, 1.0. 201 using port 23 Vic-fs 1\FIN_SUPER on IP_10.1.0.233

el | £ 8 o > | ol oo s | W] TERM.... ||§|JHEAD..‘ |I%]Grants‘..| . FGFO... | [ =] O] *|EECl0 ) D In [ +2:mpm

Note: Revenue for Federal Grants (Fund 42x) is drawn down on a weekly basis by Finance,
based on expenditures. At the end of each month, revenue is accrued to match expenditures.

Other grant (Fund 110) revenues are usually received in advance, or upon request. Any unused

grant revenues, at the end of the grant period, are returned to the granting agency as mandated by
grant award.
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B. F601 Panel — G/L Query — Account —This panel provides information on Balance Sheet
Accounts.

=i Session A - [24 x 80] =1&x]

File Edit View Communication Actions Window Help Fiscal Year

Bl B D2 % B E = % % &S| 0@ @ of Inquiry
PrtScin Copy | Paste Send | Recw Dizplay | Color tap Record | Stop Play Guit Clipbrd | Suppart| |ndex

Fe601. G/L Query - Acct

. L . You can toggle with the F9 Key to
zzd Acct: Fund.lfgl.Cntr.PrOJ change from “Beg Bal/End Bal”

= e COlumins to “Debit/Credit” columns.
Summ; . .

.-GL-.Cntr.Proj Beg Bal End Bal

.1151. .6100 359,309.60 259,874.19
1151, .6110 1,797.58 6,588.66
1151, .6120 93,446.21 93,383.79
.1151. .6130 15,061.29 22,789.90
1151, .6145 12,098.64 17,158.17
1151, .61486 74,094,93 111,660.96
.1151. .B300 30,162.50 30,162.50
1151, .6400 22,765.95 20,937.45
1151, .6600 404,579.85 375,9498.22

TOTAL 1,013,316.55 938,454 .84

1=H1p 3=Exit 4=Prpt 5=Refr 7=Bwd 8=Fwd 9=Npg 11=View 12=Esc
No additional records. Sys 05/09/2008 16:38:43 STRICKK

MA a 04/004

o |Connected to remote server/host 10.1.0.201 using port 23 Wc-fs 1\FIN_SUPER on IP_10.1.0.238

el | £ 8 o »| s oo G500 | ] TERM... |l§JHEAD..‘ |I%]Grants‘..| A FGFO... | [ = o] *|EECL % %D ia M «3:mem

Note 1: G/L or Balance Sheet Account numbers are coded as follows:
Ixxx = Assets
21xx — 24xx = Liabilities
27XX = Fund Equity
Note 2: G/L Accounts can be drilled down for detail information, in the same manner as

Expenditure and Revenue accounts on the F501 panel.
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VIIl. Reports in TERMS
A. The F510 panel allows you to set up and print a report on revenues or
expenditures in TERMS.

£l Session A - [24 x 80] -2 x|
File Edit View Communication Actions Window Help
E o [ 3 a L3 |
B B M| % = | || S| B @€
PrtScin Copy | Paste Send | Recw Dizplay | Calar tap Record | Stop Play Quit Clipbrd | Suppart| Index

Panel: A number is F510. Print Summary

assigned to each
Request: saved report.

These are the acct

dimeNnsions for the |
EXPENDITURE STATUS REPORT report. Destination

TITLE I - PROJECT 4178 FINANCEOD ,

Controls: /E Sequence F-Prd-T Sr
6534 g 12 D

Summ: Fund.Func.ONt.Cntr.Proj.Prog

The 2 means | want the report to total CNMXNX

far the 2" dimensinn in Seatience

Select: A Lin Fund.Func.0bjt.Cntr.Proj.Prog This is the time period
XXXX , XXXX . XXXX  XXXX , XXXXK . XXXX that will be represented
001 . . . .4178. on the report.
This indicates summary
rather than detail info.
. requested.
T_hr']s WS 3=Exit 4=Prpt 5=Refr 6=Nrcd 7=Bu$ W, 11=Run 12=Esc
ec't_cer:aﬁ;dgr' STRICKK/FB156 completed normally on 05/12/08 at 10:05:15..

D=delete. 03/011

-_.5’ IConnected to remote server/host 10, 1.0. 201 using port 23 Wc-fs 1\FIN_SUPER on IP_10.1.0.238

Fistart| | (I @ O] | |O|mbox-vicr...||Z{ session A... [3]MicrosoftE. .. |-ﬂ|_]TERI’v1S»‘-\CC.‘.| ] TRAVEL CH... | (o] ¢] (O] *|dEHES(O):0 WD Rels, @ 10:06am

Report Setup Procedure:
1. Assign a request number (Any number 001-999). Enter.

2. Give the report a name, on the Title lines. (This is free form, and can be anything.)

3. Either assign a printer destination, or leave blank. (If you leave this blank, you can view
the report before printing.)

4. Controls should be set up according to your reporting needs. (See above.)

5. For each filter item that you select, you probably will be restricted to your Cost Center,

depending on how the Security Setup is for your TERMS User login.

6. After completing all of the information, Enter. This saves your report request card. The
bottom of the screen will read REQUEST SUBMITTED.

7. To run the report, press the F11 key. The bottom of the screen will read REQUEST

SUBMITTED.
Note 1: Once a report is saved, the report can be used again, by requesting the assigned
number of the report.
Note 2: All Indirect Cost charges are charged to Cost Center 9530.
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B. The F511 Panel in TERMS, allows you to print detail information on an account strip in
TERMS.
=i Session A - [24 x 80] =l =]

File Edit View Communication Actions Window Help

B B S| 2% B = %% S 8 @@
PrtScin Copy | Paste Send | Recw Dizplay | Calar tap Record | Stop Play Quit Clipbrd | Suppart| Index

Panel: F511. Print Detail

Request: @gg
This could be blank. 1|
excluded budget
amendments (No 9Xxxxx

EXPENDITURE LEDGER DETAIL JE’S) Destination
FINANCEQ

Controls: /E Sequence Fr--JE Nbr-To Sr

CFPH TI
01 BYB 11 13456 030000 899999 D

Select: Lin Ty SL Fr---JE Date---To Fund.Func.0Objt.Cntr.Proj.Prog

XX xxX mmddccyy mmddcoyy XXXX. XXXX . XXXX., XXXX . XXXX. XXXX
02 07012007 05122008 0420.5100.0510.0051.4378.

Enter the date
range that info.
is needed.

1=H1lp 3=Exit 4=Prpt 5=Refr B6=Nrcd 7=Bwd 8=Fud 10=Del 11=Run 12=Esc
Record updated. Next? Use 05/12/2008 11:10:57 STRICKK

MA a 03/011

-_.5’ IConnected to remote server/host 10, 1.0. 201 using port 23 Vic-fs 1\FIN_SUPER on IP_10.1.0.233

Bistart| | (3 @ (0] * | |O]nbox -Microsott ... || 2] session A - [24 .. ] TERMS ACCOUNT. .. |n§|_]RE50L'-:-TERrv|s @) | [ =] O] *|EEC2 %@ Wi U 11:11am

Note 1: This report is set up in the same manner as the summary report on the F510.

Note 2: For each line, you can use the F1 or F4 key to determine what information is
needed.

Note 3: This report is slow to generate. The more accounts requested, the longer it will
take.
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BILL FORMS/CHECK REQUISITIONS

Bill Forms/Check Requisitions should be used when you are paying for items that are
exempt from purchase order requirements, and the vendor does not accept a P-card.

Allowable items for payment by Bill Form/Check Requisition:

1.

2.
3.
4

oo

o

B oo~

0.

Miscellaneous materials and supplies under $100 which must be prepaid.
Purchases less than $100.
Reimbursement of Monthly Mileage to Employees (Must attach Form #58).
Request payment by Finance with monies from Internal Funds (In order to track 1099
info. as required by the IRS.)
Officials, Scorekeepers, etc.
Speakers, Consultants
1. School Funds, PTA Funds, Club Funds
2. If over $100 — use Internal P.O.
If employee - do not use a bill form. Use Form #358.
Note: A check from the School Internal Fund, for the amount of the Bill
Form/Check Requisition must accompany the payment request. (The amounts
cancel each other out.)
Notary Public Applications
Routine overhead and reoccurring utility costs such as: garbage collection, natural gas,
electricity, water and phone.
Applications for permits.
Title Searches/Fees.
Filing Fees.
Items where payment is covered in approved contract.

Attach Proper backup Documentation:

1.

2.
3.
4.

Original Invoice

W-9 Form for all Vendors who are not currently set up in TERMS
Form 58 for all Mileage Reimbursements

Any other documentation that backs up the purpose of the purchase

Proper Authorization is required.

1.

2.

The Principal or Director of the Cost Center must approve all Bill Forms/Check
Requisitions.
The Signature of the Person requesting the payment is required.

The Finance Department cannot process a Bill Form/Check Requisition without a complete
Account number.

1.
2.
3.

The Account number must be a valid number in TERMS.

There must be adequate budget in the Account number.

If there is a project number attached to the Account number other than discretionary, the
project approver must sign, and proper backup to make the purchase must be attached,
for example — SAC minutes.
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PETTY CASH

Establishing Petty Cash Funds

1.

2.

A Request Form—Petty Cash must be completed and signed. The form must then be
sent to the Finance Department. (See the next page for an example of the form.)

The Finance Department prepares an Agenda Item for approval of the Petty Cash. This
Agenda Item will be prepared for the next School Board meeting.

(Note: School Board meetings are held once a month. Agenda Item Requests are due to
the Superintendent’s office 2 weeks prior to the meeting date.)

Once approved, the Finance Department prepares a check payable to the Cost Center
Administrator (not the Cost Center).

Petty Cash Rules (per School Board Policy 6620)

1.

oW

Petty Cash accounts are for purchases which cannot, or should not, be made by purchase
order, such as payment for postage and purchases of supplies for immediate use. (Use
Petty Cash only if the vendor does not accept P-cards.)

Petty Cash purchases should be used for purchases less than $50 in total. Individual petty
cash purchases may not exceed $50. (Purchases of groceries for Home Economics
classes are exempt from the $50 limit on individual petty cash purchases.

No more than $200 petty cash shall be provided for any activity.

Cash purchases are not tax exempt.

The custodian/Administrator of each petty cash account shall be held personally
responsible for any/all unreasonable loss of petty cash funds.

Upon the change of Administrator, all petty cash funds must be returned, audited and re-
issued to the new Administrator.

Upon determination that a petty cash fund is no longer needed, monies are to be returned
to Finance.

Reimbursement of Petty Cash

1.

2.

A reimbursement from Finance should be requested when Petty Cash funds have been
depleted by 75 to 80%.

A Receipt of Petty Cash, Form 52 should be attached to each receipt. This is a 3-part
form. The is for your records, the pink copy is for the person receiving the
cash, and the white copy goes to Finance. (See next page for example of Form 52.)

Each completed Form 52 should be attached to a Bill Form. All Bill Forms for petty cash
are made payable to the Administrator. Each account strip used, should be summarized
on the Bill Form.

All Petty Cash accounts are closed at the end of the fiscal year. Return receipts, Form 52,
Bill Form and any remaining funds to Finance by the date specified in the year end
memo.

To request Petty Cash for the new fiscal year, send in a Bill Form requesting funds. If
changes have been made to Administration, the Board will need to approve prior to
issuance of funds.
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Request Form - Petty Cash

District School Board of Martin County, Florida

L REQUEST — PETTY CASH

Please accept this request for District Petty Cash for:

Cost Center Name Cost Center Number

The requested amount of this fund shall be
(not to exceed $200.00)

Per Board Policy

Petty cash advances for necessary operating expenditures may be made to the Superintendent
and the Principals and other administrative supervisors as authorized by Section 6A-1.057 of
State Board of Education regulations and School Board Policy 6620.

Petty cash funds may be replenished upon submission of a written request by the custodian, with
the approved-for and itemized receipts showing the account classification for each expenditure.
However, no single receipt shall exceed $50.00.

The individual custodian for the petty cash fund shall at all times have in his’her custody cash or
paid bills, or a combination thereof, totaling the amount of the petty cash funds. The funds shall
be maintained apart from any other funds, in a secured location. Under no conditions shall these
funds be used as a loan or advancement to any organization or person including the cashing of a
personal check. The individual lians are responsible for the safekeeping of petty cash
funds. In the event of unreasonable loss, the custodian is responsible to re-pay such lost

funds.

By itiating this request and accepting petty cash funds, the undersigned
Administrator/Custodian acknowledges and agrees to responsibility for the safekeeping of
such funds in accordance with the above policy

Administrator/Custodian Administrator/Custodian Signature
(Print Name)

(Print Name) Authorized Signer’s Signature (Form 52)

Date: ) |E— —
Board Approval Date

Receipt of Petty Cash Form 52

AEV. 0358
(attach res r YNartin County School District
invoice 1o this form} RECEIPT OF PETTY CASH
Date No. Amount$__
For

Charge to Account No. ____

Sppioved by received by.

"EQUAL OPPORTUNITY AGENCY"
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TRAVEL REIMBURSEMENTS

All travel reimbursements are made according to School Board Policy 6550 and Florida Statutes
112.061. Mileage is based upon the rate approved by the IRS. (This usually changes January 1%
of each year.)

Documentation Required for Reimbursement —
1. Completed and Approved Form 11 Reimbursement Voucher for Temporary Duty
Expenses
2. Approved Form 10 Request for Leave
a. Approval is required by the Superintendent’s designee for travel outside of a 75
mile radius.
b. Travel out of State, requires Board approval.
Agenda and/or Registration Form
4, All receipts related to the business expenses for the approved travel
a. Hotel receipt — even if paid by the District (P.O. or P-Card) or you shared a room
with another employee.
b. Toll Receipts
C. Rental Car or Airplane Tickets Receipts
d. Gas receipts, if you are using a District Vehicle
e. No Meal Receipts are required.

w

Information that must be included on the Form 11 —

1. Name and Cost Center

2. Destination and Purpose of the Trip

3. Departure Time and Return Time (reimbursement amount depends on this information)
4 Mileage Information —

Who was the Driver?

Did you use a District Vehicle?

Vicinity Mileage? Total Mileage to and from?
5. Did you stay at a Hotel or with Family/Friends?

1. Hotel — attach receipt

2. Family/Friends — reimbursement will based on a per diem rate. (No meal
reimbursement can be included when claiming per diem)
6. Indicate which meals should be reimbursed. (Note: If the conference/workshop provides

a meal, this will not be reimbursed.)

7. Account strip with adequate budget
9. Traveler’s signature of accuracy
8. Administrator’s signature of approval

Note: All meals that are claimed on day travel are reimbursed through Payroll. All meals that
are claimed on overnight travel and other charges are reimbursed through Accounts
Payable.
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Prepaid Travel Expenditures —

Registration fees and hotel fees may be pre-paid with approved Form 10. These
expenditures may be prepaid via purchase order or P-Card.

1. The information needed to create a requisition or attach to a P-card transaction in
RESOLVE is as follows:
a. The name(s) of the person or persons attending
b. The dates of travel
C. The purpose and location of travel
2. Payment requests of either a Purchase Order or assigning an account strip to
RESOLVE for registrations must include:
a. The completed registration form for each person attending the
conference/workshop.
b. If the registration form does not state the cost of the conference, a copy of
the brochure that states the cost of the program.
C. A copy of the approved Form 10 for each person attending the conference.

Payment requests of either a Purchase Order or assigning an account strip to RESOLVE
for registrations must include:
a. P.O. — A document that states the cost of the room, and a confirmation
number.
P-Card — Actual hotel receipt
b. A copy of the approved Form 10 for each person
C. P.O. - A note of when the check is needed and to whom the check
should be ponied. Please remember that Finance has a weekly deadline for check
requests and allow sufficient time for processing.
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PURCHASE OF ASSETS FROM INTERNAL ACCOUNTS

If you are using internal account funds to purchase an asset over $1,000 you need to use the
following procedure:

1. Send a check for the amount of the purchase to the Finance Department.

2. You will receive a receipt for this amount and the Finance Department will create an

expense account for you. (0100.5100.064x.ctr.2005) Project 2005 is the project for

internal asset purchases.

You should then process a purchase order against this District account strip.

4, The Property Control Manager will receive the yellow copy of the purchase order and
this will alert her to tag the asset.

w

By following this procedure all assets will be tagged and all expenses for the tagged assets will
be recorded in TERMS so we can reconcile at year end.

29




Martin County School District
TERMS Accounting Handbook

THE END.
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