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Adding NEW Accounts 

Click on School Based Activity Accounting and Chart of Accounts 

 

Click on ANY Q (eQuity) account. 

Click on ADD ACCOUNT (far right) 

 

Click the radio button next to REVENUE ACCOUNT and click NEXT 
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On the next screen: 

1. Make sure the FUNCTION is 0000 and NOT 1110 

2. Tab past SOURCE leaving it at 0000 (this is not used in SBAA Revenue Accounts) 

3. Tab to the PROJECT field.  Delete 00000 that will default and pick or enter the project you 

need. 

4. Tab to SUB PROJECT if needed  

5. Tab past PROGRAM leaving it at 00000 (we do not use it in SBAA) 

6. Click on SAVE 

 

Once you have created a Revenue account the eQuity account is generated – you should not be 

adding them.   

Find the eQuity account that was just generated & highlight it. 

Click on Add Account 

Change radio button to EXPENSE and click on Next 

TAB 

Enter object code (5100, 3900, etc) 

SAVE 

You need to follow the exact same steps for creating an Expense account for every object needed 

within that project/subproject 
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EVERY PROJECT WILL HAVE A  REVENUE ACCOUNT WITHOUT AN OBJECT AND AN 

EXPENSE ACCOUNT WITH ONE OR MORE OBJECTS. 

DO NOT CREATE THE EQUITY ACCOUNT – IT WILL GENERATE WITHOUT AN OBJECT!!!!! 

 


