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Agenda-Finance Part 2 of 2
Finance Part 2 of 2  

• Petty Cash & Postage & Travel

• Internal Accounts

• Important Business Plus System Reports
and Tips for Pulling Reports

Content in Finance Part 1 of 2

• Account Structure

• P-Cards

• Duty Leave Forms
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Petty Cash

Important Notes:
• Individual receipts should be less than $50.

• Voucher receipts must be noted with, include, coding

• Reimbursement at mid-year is allowable if balance gets low.

• If you do not use the petty cash, you may return it.

• Expenditures that are not allowed:

• Cards

• Food, drinks, candy

• Gift cards

• If you have a receipt for an internal accounts purchase, please send a check 
from your internal accounts at the time of reconciliation.
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Petty Cash Year End Reporting

• Open vs. Closed location
▪ Open: 

▪ High schools, centers, year round schools are open.

▪ Complete the “Open” column of the reconciliation report, 
and do not send your cash.

▪ Closed:

▪ Elementary and Middle schools are closed.

▪ Complete the “Closed” column on the reconciliation report,
and send in the balance of your cash.

▪ Departments:

▪ Open:   If you are a 12 month location, follow the “Open” steps above.

▪ Closed: If you are less than a twelve month location, fill in the “Closed” 
column.
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POSTAGE

Process

1. Enter a purchase request.

2. Request Purchasing to send the purchase order to you once it has 
been printed.

3. Receive on the purchase order.

4. Notify Linda Porter in Accounts Payable via email that the 
purchase order has been completed and received. 
• Linda then generates a payment.

5. Linda will send the check to you with instructions to return the 
receipt once the postage is received.
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Travel 

• Out of County Travel forms:   Contact Linda Porter in Accounts Payable

• In County Travel forms:           Contact Susie Glover in Finance

• IMPORTANT:
▪ Reimbursement is issued for ONLY ONE TRAVEL FORM PER TRIP. 

▪ Be sure all your expenditures are recorded on the one form before it is 
submitted for reimbursement.

• Four key questions to answer on the form:
▪ Registration – Prepaid   Yes or No

▪ Lodging – Prepaid   Yes or No

▪ Airfare – Prepaid  Yes or No

▪ Finally – If there is an agenda, attach a copy of it to the reimbursement 
form.
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INTERNAL ACCOUNTS
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Internal Accounts

• Withdrawals: Two signatures are required for all withdrawals from the bank 
(checks).

• Disbursements for Invoices: A check requisition form with support documentation 
is required before any disbursements for invoices may be made. 

Verify it includes:

▪ Signature of the Principal

▪ Due date for payment of invoices are met

▪ Support document is attached and reconciles to the amount requested

• Sales Tax: Payment of sales tax on school purchases is prohibited, except for items 
for resale.

• $ Collected:  An official receipt must be issued for all monies collected. 

Receipts must contain:

▪ Name

▪ Date
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Internal Accounts

$ Collected

• An official receipt must be issued for all monies collected. 
Receipts must contain:
▪ Name
▪ Date

• Collected money should be deposited as soon as possible, 
but must be deposited within five working days after collected.

• Complete Report of Monies Collected form; this serves as supporting documentation and official receipt
▪ The report must include:

▪ Signature of Principal or bookkeeper certifying funds were received for deposit
▪ Description of the funds source (description of activity)
▪ Attach support documents or paperwork for the description of activity must be attached. 

▪ Examples include:
▪ Receipts
▪ Class list
▪ Ticket
▪ Admission form

• Refer to the Manual of Internal Accounting for more details.
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IMPORTANT BUSINESS PLUS
SYSTEM REPORTS

AND TIPS FOR PULLING REPORTS
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SYSTEM REPORTS

3 Business Plus Reports important and used most often for Finance by 
bookkeepers:

1. 1226 – POST Report by PO#

2. 1261 – Budget to Actuals with Encumbrances

3. 1233 – Open PO Report

These reports are found

in Business Plus on:

• ‘All’ tab

• ‘PR/PO’ tab
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SYSTEM REPORTS

1226 – POST Report by PO#
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The system will prompt you to 
enter a PO #, then select ‘Submit’

Review items received, 
open hold activity and 
workflow history.

• This report provides status of a 
PO (purchase order) with data that
is up-to-date as of the report is
generated.



SYSTEM REPORTS

1261 – Budget to Actual
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The report will provide Budget Amounts, YTD Actual, Encumbrances, 
and the current balances.

• This report pulls for your specific 
location automatically and
is up-to-date as of the time the 
report is generated.

This prompt will 
appear, select 

‘Submit’



SYSTEM REPORTS

1233 – Open PO Report
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• Blue items can be selected to view 
additional details. 

• At the start of the year, view this 
report at monthly (at minimum) to 
monitor the balances and 
outstanding items on your 
purchase orders. 

• Near year end, pull the report and 
monitor weekly.

• Email Linda Porter with changes on 
open purchase orders, such as 
when a purchase order is to be 
closed.

This prompt will 
appear, select 

‘Submit’



SYSTEM REPORTS

Tips for Pulling Reports – General Standards for Selection Criteria
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Finance Part 2 of 2 
content includes:
Finance Part 2 of 2  

• Petty Cash & Postage & Travel

• Internal Accounts

• Important System Reports

Content in Finance Part 1 of 2

• Account Structure

• P-Cards

• Duty Leave Forms
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Do you have a backup?
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Contact Information
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Linda Porter
X 2012

Accounts Payable:  P-Cards, 
Postage, Out-of-County Travel

Lori Jones
X 2015

Finance:  P-Cards

Elizabeth Lewis
X 2014

Finance:  Federal Grants

Susie Glover
X 2023

Finance:  In-County Travel
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Finance Training

Thank You for All You Do
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