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Google Drive

• Access to google drive
• Adding G Drive to Window Explorer
• Adding Google Drive to Nextgen
• Sharing with colleagues
• Granting Permissions
• Bookmark shared drives



Google Drive

• Before trying Google Drive, please consult with 
your CSFO and Technology Coordinator to see if 
this is right for your district



Adding G Drive



Adding G Drive



Adding G Drive to Nextgen



Adding G Drive to Nextgen



Adding G Drive to Nextgen



Bookmarking Drives



Sharing Drive



Granting Permissions



Saving Reports on Google Drive

• Principal report
• Detail Activity Reports
• Inventory Reports
• Budget Analysis Reports
• Monthly Close Reports



Monthly Close Files

• Folder for each fiscal year
• Folder for each month

• Trial Balance
• Monthly Financial Statements
• Principal Report
• LSA Export Report
• Verification Report
• Bank Reconciliation Report
• Missing check report



Monthly Close Files

• Purchase Order Master Report
• Trial Balance to test for negatives
• Bank Statement
• NSF Report
• Journal Entries



Other Files on Drive

• Tax Exempt Certificates
• Year End Instructions
• My School Bucks Instructions
• Registration Packets for approval
• Calendar Deadlines
• Accounting Manual
• LSA Chart of Accounts
• Blank Forms



Month End Tips

• Journal Entry report for Cash
• Compare CR entries to deposits on bank 

Statement
• Balance Transfers



JE report for Cash



CR compared to Bank Statement



Transfer Balancing



Transfer Balancing


