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Glossary: A charge is a transaction that increases the amount owed by a client.

Charges are transactions that increase the amount owed by a client. On invoices, you add individual charge line
items to record the products or services a client purchased. Because a client may purchase many products or
services at the same time, invoices can contain multiple charges.

On the Charges page of Accounts Receivable, you can track the amounts a client owes, reasons for the associated
charges, and payments and credits applied to the client’s account. To quickly open or add charge records, you can
add links on the Favorites menu, the Home page, or the navigation bar. For more information about favorites,
see the Program Basics chapter of the Program Basics Guide.

Charges are entered, edited, and deleted from the Charges page of Records.
Accessing Charge Records

Warning: For the latest documentation and information, visit our Web site at www.blackbaud.com.

Because records are such an important part of Accounts Receivable, we have placed all record types on the
Records page so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull
out a record, or file. When you open Records, you can directly access several record types, including charge
records. To access charges, click Records on the navigation bar, then click Charges. The Charges page appears.

#% The Financial Edge

File Edit Yiew Go Favortes Tool: Help

4 Back & Eorward I Community Services Inc. ™ + Accounts Receivable ™

Shorkcuts
Records « Charges
ﬂ Records
what do you want to do? Producks
and Billing
Irems
Add 3 Mew Charge
Clients
5 Charges I
W Open a Charge pE——
( Edit options for Charges I”VDLJ
Recurting
Invoices
Search for a Charge by charge ID Returns
Refunds
Iﬁ Deposits
Payments
Access a Recently used Charge
anfiguration Charge 1 for Dr. Mary Young
Charge 17 For Museumn of Matural Hiskary
Charge 16 For Mark Donald
rd harge 5 for City Youth Program
a Plug-Ins H
Monthly Reparts
weh Links LI
Welcome to Accounts Receivable Done

Tip: To save time when searching for a specific charge record, use Search for a Charge by charge ID.

Consider the Charges page the starting point for charge records. From this page, you can add a new charge or
open existing charge records.

To edit charge options, click Edit options for Charges.

To save time when searching for a specific charge record, you can use the Search for a Charge by charge ID field.
The Charges page also lists recently accessed charge records.
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Finding and Opening Charge Records

Note: For more information about using filters on the Open screen to search for records, see the Program
Basics Guide.

When you click Open a Charge on the Charges page, the Open screen for charges appears. The Open screen has a
number of filters you can use to narrow your search and quickly locate the charge you want to open. The search
process is not case-sensitive, so to locate a charge by the client name, you can enter Smith, smith, or SMITH and
get the same results. You can also use wildcard characters if you are not sure how a word is spelled — use a
guestion mark to replace a single character and an asterisk to replace a series of characters. For more
information about wildcards, see the Query chapter of the Query Guide.

To access the Open screen, select File, Open, or on the Charges page, click Open a Charge.

» Opening a charge record from the Charges page
1. On the navigation bar, click Records. The Records page appears.
2. Click Charges. The Charges page appears.
3. Click Open a Charge. The Open screen for charges appears.
Hopen @]

Fin: IEharge j Search uzing queny: |<Default> ﬁlgé

Options

= |Drzn M A4dd 2 Mew Charge

Find Charges that meet eria; | E:act match anly
Record type: lm Itermn/Product; I ﬂ
Clignt narne: | j Service pravider: | j
Transaction date: I EI Post skatus: I ﬂ
Due date: I EI Post date: I EI
Charge D: I ﬂ Last modified by: I ﬂ
Armount; I EI Last modified on: I any time ﬂ

l Hide Filters | Clear Filtersl Filters are not applied ,WI [Hpern | Cancel |

In the Find Charges that meet these criteria frame, enter criteria you are using to search for the charge.

5. After you enter search criteria, click Find Now. The program searches the database and displays all
charges meeting your criteria.
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6. Inthe grid, select the charge to open.

Mo ]
Find: ICharge ﬂ Search using queny: |<Default> ﬁlg
& Open 'h Add a Mew Charge Optiohs

Charge 1D | Clignk Mame | Charge Date | Arnounk I ItemJ’Productﬂ
1 Dr. Mary Young 12/z3f2002 $400,00 4z

2 Catholic Diocese 12/z3f2002 4z

Erian Fox 12{2312002 44

4

5 ity ¥outh Program 12{z2312002 $100.00 41

5] Community Foundation  12/23/2002 $200.00 4z vI
A I I 3

| Exact match anly
Record type: I j Item/Product: I ﬂ
Clignt name: | j Service provider: | j
Tramsaction date: | B Post status: | =l
Due date: | E| Postdate | =
Charge ID; | j Last modifisd by: | j
Amount; I EI Lazt modified an: I ary time j
| Hide Filters | Clegr Filtersl FPrevious Filtersl Filters are not applied Find Maw | Open I Cancel |

|16 recards found.

7. Click Open. The charge record appears.
8. To save the charge record and return to the Charges page, click Save and Close.

Adding Charge Records

Warning: You cannot add records such as charges until you define a default accounts receivable journal value
on the Posting Information page of Configuration.

On the charge Transactions tab, you enter basic information about the charge, such as associated product or
billing item, client data, and transaction and posting dates. You can add charges from the Charges page of
Records, the Open screen for charges, or by selecting File, New from a charge record. You can also add charges on
the Activity tab of a client record.

If you enter common values repeatedly for multiple charge records, you can create a default set with these values
to save time during data entry. The values are defaults only and you can still change any field on a record. From
the menu bar of the record, select Transaction, Load Defaults from to select an existing default set or create a
new default set for the record type. To manage default sets for all record types in the program, select Tools,
Organize/Create Defaults. For more information about default sets, see the Program Basics Guide.

Note: You can set business rules for charges in Configuration. For more information about business rules, see
the Program Basics Guide.

We recommend that, in Configuration, you specify duplicate search criteria and set the business rule to check for
duplicate charges automatically. For more information about business rules, see the Configuration Guide for
Accounts Receivable. To search for a duplicate record from an existing record, from the menu bar, select
Transaction, Duplicate Search.

» Adding a charge record

Note: You can edit or delete charges at any time. Just remember that deleted charges cannot be recovered!
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1. On the navigation bar, click Records. The Records page appears.
2. Click Charges. The Charges page appears.

@ The Financial Edge

Records

Products

Items
Clients
Charges
Credits
Invoices

Recurring
Invoices

Returns
Refunds
Deposits

Payments

RHRERERYE

!

and Billing

Ele Edit View Go Favoites Took Help
4 Back  # Erand J Community Services Inc. ™ « Accounts Receivable ™
Shorbcuts
Records « Charges
=
what do you want to do?
Add & New Charge
IE Open a Charge
= | Edit options for Charges
Search for a Charge by charge ID
[}
Access a Recently used Charge
nfigur ation Charge 1 for Dr, Mary Young
Charge 17 for Museum of Matural History
Charge 16 for Mark Donald
d Charge 5 For City Youth Program
aplug—lns n
Monthly Reparts
Web Links j
‘welcome to Accounts Receivable Done

Tip: If you enter common values repeatedly for multiple charges, you can create a default set with these

values to save time during data entry. On the menu bar, select Transaction, Load Defaults from.

3. Click Add a New Charge. The New Charge screen appeatrs.

B New Charge
File Edit “iew Transaction Favortes Tool: Help

[ E3

ESavaandCleev|u x‘l‘ 4 b N|'}@||[§' ?- |
Tranzaction |§L Dlstnbutlonl Pa_lgments.-"[lledltsl Attnbgtes.-"NotesI

|Chalge 1D
Ll i Client ID | Client Name | S5 / CFDA #

]
Tranzaction date: I

Paost status/date: INot yet posted j I

Due date: I

Categary: I j
Item: I b I lﬁl I
Quantity/price: Unit of Measure I Quantity I Unit Price Discount % Extended Amount

Edft Sales T || =l

Comment: I
Senice providern I j [rates of service from to
Print status: I j ™ Hide this transaction on printed statements

¥ Include transaction in finance charge calculations

|Press F7 for Client Search |Am0unt: $0.00 |Balanc:e: $0.00 |

A

Note: On the Options screen, you can hide the Client Name, Client ID, or SSN/CFDA # columns to prevent data
entry. You can also designate the default tab that appears when you add or open a charge record. To access
options, from the menu bar, select Tools, Options. For more information about charge options, see the

Program Basics Guide.
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4. In the Charge for grid, enter a client name, identification number, or Social Security or Catalog of Federal
Domestic Assistance number. You can enter data only in the left column. To move a column to the left,
drag the column heading to the left until a red insertion mark appears in front of the left column. When
you release your mouse button, the moved column appears on the left side of the grid.

In the Transaction date field, enter the effective date of the charge.

In the Due date field, enter the date payment is due.

In the Post status/date field, select the current post status of the charge. If you select “Not yet posted”,
enter a post date.

In the Category field, select a charge item category.

9. In the Item/description field, enter an item or use the binoculars to locate an item. When you enter an

item, the description appears automatically.
Note: To view the client record, from the menu bar, select Transaction, Go to Owner.
10. If you select a flat rate, finance charge, or sales tax item in the Item field, in the Amount field, enter an
amount. After you enter an amount, skip to step 17.
11. If you selected a product or per usage item in the Item field, in the Unit of Measure column of the
Quantity/price grid, select the units of measure for the item.
12. In the Quantity column, enter the number of items.
13. In the Unit Price field, enter the price of the item per unit of measure.
14. In the Discount % column, enter any discounts applied to the charge.
15. The Extended Amount column is for informational purposes and displays the multiple of the Quantity
and Unit Price columns.
Note: If your organization does not collect sales tax, you can disable all Sales tax fields on the General page of
Configuration.
16. If you marked Product is subject to sales tax on the product record, to view or edit the sales tax item,
click Edit Sales Tax.
17. In the Comment field, you can enter additional information about the charge.
18. In the Service Provider field, enter the person in your organization who assisted the client. To view the
entire list of service providers, press F7.
19. In the Dates of service from [ ] to [ ] fields, enter the date range during which service was provided.
20. In the Print Status field, select “Not Yet Printed”, “Printed”, “Do Not Print”, or “Reprint” as the print

status of the charge.

Warning: Using the Hide this transaction on printed statement checkbox can result in out-of-balance
statements. To prevent out-of-balance statements, the Supervisor can set a business rule in Configuration that
prohibits using this checkbox.

21.

22.

If you do not want to print this transaction on printed charges, mark Hide this transaction on printed
statements. The Supervisor can set a business rule in Configuration that prohibits using this checkbox.

To add this charge when calculating late fees, mark Include transaction in finance charge calculations.

Tip: At the bottom of each tab, in the Amount and Balance displays, you can quickly view the total charge
amount and remaining unapplied balance. To view a summary of the client’s account balance and available
credit, click the page icon beside Balance.

23.

Before you can save the charge record, you must enter a distribution on the GL Distribution tab. For more
information about charge distributions, see “Adding Charge Distributions” on page 7.
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Adding Charge Distributions

Charge distributions contain account distribution information such as credit and debit accounts, amounts to
distribute, and whether to classify distributions using projects, classes, or transaction codes. By pre-defining
distributions in Configuration, you can quickly and easily assign activity to accounts. Accounts Receivable
automatically verifies that all distributions balance when you save the charge, so you are assured the
distributions will post.

Because you cannot enter negative numbers into Accounts Receivable, you must use miscellaneous entries or
credits in lieu of negative cash amounts.

Every charge must have an associated credit account, either a default from the product record or an account you
enter manually. When you define credit accounts, Accounts Receivable automatically inserts default debit
accounts, either from the Accounts Receivable Summary information on the Default Accounts page of
Configuration, or from the Defaults tab of the client record. The Supervisor can establish security settings to hide
the debit account columns.

» Distributing a charge

Note: You can edit or delete distributions at any time. Just remember that deleted distributions cannot be
recovered!

1. Onan open charge record, select the GL Distribution tab.

B Mew Charge for Museum of Natural History H=] E3 I

File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 1 » N|'}§||I§'|?' |

Transaction GL Distribution | F‘ayments.-"DeditsI Attrihgtes.-"NntesI

IDistribution j Interfurnd: I j n/'{,. Entries " i %l
CR Account Mumber | CR Account Des... | Arnount | DR Account Mumber | DR Account Des... | Project 1D |
01-4300-02 Mizcellaneous Inc... $116.28 01-11953-00 Accounts Receiva... 1004 Hu

Distribution...  Load Distribution...  Distribute Evenly  Attributes...  Delete all... Femaining: $0.00

| |&maunt: $116.28 |Ealance: $116.28 1= P!

Glossary: A miscellaneous entry is a one-time adjustment you use in lieu of negative cash amounts.
In the field above the distribution grid, select “Distribution” or “Miscellaneous Entries”.

Note: When binoculars appear in an account field, you can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

2. If you entered a default credit account on the product record, it appears automatically in the CR Account
Number column. You can also click Load Distribution to use a default account distribution from
Configuration, or you can enter a distribution manually. When you enter a credit account number, the
description appears automatically in the CR Account Description column.
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If you select “Never” for the Allow non-bank transactions to use cash accounts business rule in Accounts
Payable Configuration, you cannot use cash accounts for any non-bank transactions in Accounts Payable,
Accounts Receivable, Cash Receipts, or Payroll because Cash Management settings are shared by these

programs. If you attempt to, a message appears telling you to choose a different account.

Tip: To use a default distribution from Configuration, click Load Distribution.

3.

Note:

To enter distributions by amount, click $. To enter distributions by percent, click %.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. To
distribute amounts or percents equally among the selected accounts, click Distribute Evenly.

The Supervisor can establish security options to hide the DR Account Number column. This feature is

useful if your organization always uses the default accounts receivable account.

5.

10.

11.
12.

13.
14.

If you defined a default accounts receivable account on the client record or a debit account on the
product record, it appears automatically in the DR Account Number column. Otherwise, enter debit
accounts for the distribution. When you enter a debit account number, the description appears
automatically in the DR Account Description column.

If you defined valid interfund entries in Configuration, when you enter debit and credit accounts from
different funds, Accounts Receivable automatically inserts a valid interfund entry in the Interfund field to
balance the accounts. If you have not created a balancing interfund entry for those accounts, you cannot
save the distribution. For more information about interfund entries and entry sets, see the Configuration
Guide for Accounts Receivable.

If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the row and click Distribution. For a debit account, select DR Distribution. For a credit account, select CR
Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the charge record GL Distribution tab.

To preview General Ledger debits and credits for the distribution, click DR/CR Entries.

To add attributes to the distribution, click Attributes. For more information about adding attributes to a
charge record, see “Adding Attributes and Notes” on page 15.

To delete all rows of the grid, click Delete All.
To save the charge and return to the Charges page, click Save and Close.

Managing Charge Payments and Applications

Using the Payments/Credits tab, you designate the clients who are responsible for charges, you apply payments
and credits to reduce the balance due, and you specify the amounts due from each client.
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Managing Payers

On the Payments/Credits tab, you can add payers that are responsible for the charges, find specific payers that
were previously added, and you can add payers to the charge record. To save time when entering applications,
you can establish default payers on the Payers tab of the client record, then use buttons on the Payments/Credits
tab to distribute the amount due to the primary default payer or to all default payers evenly. You can also add
specific information about the charge amount and how to apply it to each payer. To find, add, or view payers,
click the down arrow beside Find payer. A submenu appears so you can access payer records.

» Adding a payer

Warning: The charge amounts at the bottom of the Payments/Credits tab do not include sales tax.

1. From the Payments/Credits tab of an open charge record, click the down arrow beside Find Payer and
select Add Payer. The Open screen for clients appears.

|
Find: ICIient ﬂ Search using queny: |<Default> ngﬁ

— |Dpzn ﬁfi,.-z,.j.j a Mew |ndividual *i,i-.,.j.j a Mew Organization Optiohs

Find Clients that meet theze criteria: M| Exact match only

Record type: I j SSMACFDA #: I j
Client 1D I j City: I j
Client name: I j State: I ﬂ
Client type: I j Document #: I ﬂ
Status: I j Last modified by: I j
Service provider: | j Last modified on: |an_.,. time j
Hide Filters | Clegr Filtersl FPrevious Filtersl Filters are not applied Find Maw I Wgery | Cancel |

2. To add an existing client as a payer, in the Find Clients that meet these criteria frame, enter criteria you
are using to search for the client. To add a new client, click Add a New Individual or Add a New
Organization. For more information about searching for or adding client records, see the Clients chapter.
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3. After you find the client you want to add as a payer, click Open. The new payer appears in the payer grid.

9.
10.

B Charge 19 for Museum of Natural History | _ (O] ] I
File Edit “iew Tranzaction Favortes Tools Help

ESaveandEleev|u X‘N 4 "|-}§||

Traﬂsactinnl GL Distiibution  Payments/Credits |Attrihgtes.-"Nntes|

?- |

Add Payer... Add/Edit &pplications — Delete.. Remaining: $0.00

%]

Unpaid I
$0.00

Client D I Responzible For I

$116.28

Fiezponzible for Papment... I Relationship I

<Owner:
|<U

| |Museurn of Natural History it}

ndefined:

Wiew Transaction

Date Type Tranzaction 1D Clwner Deszcription Amount Applied I
01/10/2003  Credit 1 Muzeumn of Mat... Mesting Space $116.28
[ [&maunt: $116.28 |Balance: $0.00 1= 2l

To delete the payer from the client record, in the grid, select the payer and click Delete.
The Remaining display shows the undistributed amount of the charge remaining.

In the Responsible for Payment column of the payer grid, you can change the name of the payer or use
the binoculars to locate another payer.

The Client ID and Relationship columns are for informational purposes and display information from the
client record.

In the Responsible for column, enter the amount of the charge this client must pay. To enter distributions
by amount, click $. To enter distributions by percent, click %.

The Unpaid column is for informational purposes and displays the remaining unpaid balance.
To save your changes and close the charge record, click Save and Close.

» Finding a payer

Warning: If you apply payments or credits to a charge, Accounts Receivable automatically updates all
applicable sales tax transaction records.

1.

On the Payments/Credits tab of an open charge record, click Find payer. The Find screen appears.

I |
Field:

=

|F|5$ponsible for Pagment. ..

Find what: I

I.t’-'m_l,- part of field "l [T Match caze
Foalene: | Endtie | e |

In the Field field, select a search category, such as “Client ID” or “Relationship”.

M atch:

In the Find what field, enter specific field information you want to find. For example, if you entered
“Responsible for Payment” in the Field field, you could enter the first three letters of the client’s name to
find the payer.
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In the Match field, select the part of the field to search.
5. To find only records with identical upper and lower case letters, mark Match case.

6. When you have entered your search criteria, click Find First or Find Next. The Financial Edge highlights
the first or next record matching your criteria.

7. To close the Find screen and return to the charge record, click Close.
8. To save the charge record and return to the Charges page, click Save and Close.

» Viewing a payer
1. From the Payments/Credits tab of an open charge record, in the payer grid, select a payer.
2. Click the down arrow beside Find Payer and select View payer. The client record opens.
3. To save the client record and return to the charge record, click Save and Close.

Managing Applications

Note: If you mark the Automatically apply new payments or Automatically apply new credits business rule,
applications appear automatically on the Payments/Credits tab.

With the applications submenu, you can add and edit applications, apply payments and credits to the charge, and
unapply applications. To save time when entering applications, you can use the Automatically apply new
payments and Automatically apply new credits business rules in Configuration. With these business rules,
payments and credits for a client apply automatically so you do not have to enter them manually on the
Payments/Credits tab. Before you use these business rules, make sure you always want payments and credits
applied automatically.

Adding, Applying, and Unapplying Applications

To access the applications submenu, click the down arrow beside Add/Edit Applications. The applications
submenu appears. From the applications submenu, you can add, apply, and unapply applications.

» Adding an application

1. From the Payments/Credits tab of an open charge record, click Add/Edit Applications. The Apply
Payments/Credits to <Charge> screen appears.

&% Apply Payments/Credits to Charge 19 for Museum of Matural History

Charge awner/ID:  [Museum of Matural History 03 Charge: IDrug Awareness Video
Pay the balance due fram: <Al Payersy j Amount/Date: |$1‘|E_28 IUEM 842003
|Ba|an[:E due fiom <All Payers>: $116.28 Paid: $0.00 Unpaid: $116.28

Select Additional Payments or Credits. .. Apply Automatically Wiew Tranzaction ~ Find Trangaction Options

| Date I Type I o] | Description I Owaner I Distributed To | Available I Apply? I Applied
01/10/2005  Credit i Meeting Space Museum of Matural ... Museum of Natural ... $200.00 r

Save Applications Save and Close Cancel
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Warning: The charge amounts at the bottom of the Payments/Credits tab do not include sales tax.

2.

The Charge owner/ID, Charge, and Amount/Date fields are for informational purposes only, and display
information from the charge record.

In the Pay the Balance Due from field, select a payer to apply this payment or credit to, or select “All
Payers”.

The Balance due from <Client>, Paid, and Unpaid displays show the liable payers, outstanding balances,
and paid amounts.

To add more payments or credits, in the applications grid, click Select Additional Payments or Credits.
The Open screen for payments and credits appears, so you can find the payment or credit records.

In the Find field, select “Payment” or “Credit”.

In the Find <Payments or Credits> that meet these criteria frame, enter criteria you are using to search
for the payment or credit.

Click Find Now. The program searches the database and displays all payments or credits meeting the
search criteria.

Note: Before you can save a charge record, the Remaining display at the bottom of the record must show a
zero balance.

9.

10.

In the grid, select a payment or credit and click Open. The Open screen closes and the payment or credit
information appears in the applications grid of the Add/Edit Applications screen.

B Charge 19 for Museum of Matural History [_ (O] =] I

File Edit “iew Tranzaction Favortes Toole Help

ESaveandElosev|u ‘X||q 4 u|5§|||?v |

Transac:tionl GL Distribution ~ Payments/Credits |Attribgtes.-"Notes|

AddPayer..  Add/EditApplcations — Delete. Fiemaining: $0.00 [% |
Responzible for Payment... I Client 1D I Relationship I Responzible For I Unpaid I
| | Museum of Matural History 0g <Owner: $116.28 $0.00

| <Undefireds

Soely Pagmariz/Cradis Suiomatcaly  Unapply 21 Payments : Application History Wiew Tranzaction
Date Type Tranzaction 10 Owher Description Amnount Applied I
01./10/2003  Credit 1 tMuseurn aof Mat_ Meeting Space $116.28

[ |&xmaunt: $118.28 |Balance: $0.00 =] 2

You can use the down arrow beside Select Additional Payments or Credits to access a submenu where
you can make other changes to applications:

¢ To add all available payments or credits to the client’s charges, select Add All Payments/Credits That
Can Be Applied.

¢ To apply payments and credits other than those listed, click Select Additional Payments or Credits.
The Open screen for payments and credits appears so you can locate the other payment or credit
records.

¢ To apply the payments or credits to a different client’s balance due, click Select Other Client’s
Payments or Credits. The Open screen for clients appears so you can locate the other client.
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Note: You establish default payers and their distribution amounts or percentages on the Payers tab of the
client’s record.

¢ To apply the payment or credit to only the primary default payer, select Assign Unapplied Balance to
Charge Owner. Accounts Receivable automatically applies the payment or credit to the primary
default payer’s balance due.

¢ To unapply all payments and credits and remove them from the payer grid, select Unapply and Hide
All Payments/Credits.

11. To save the charge record and return to the Charges page, click Save and Close.

» Applying the unpaid amount to the primary default payer

You can use the submenu beside Add/Edit Applications to quickly distribute unpaid charges to the default
payer.

Note: Before you can save a charge record, the Remaining display at the bottom of the record must show a
zero balance.

1. From the Payments/Credits tab of an open charge record, click the down arrow beside Add/Edit
Applications and select Make <Primary Default Payer> Responsible for the Unpaid Amount.

2. All payers except the primary default payer disappear and the total amount due appears in the
Responsible for column.

3. To save the charge record and return to the Charges page, click Save and Close.

» Unapplying applications

1. On the Payments/Credits tab of an open charge record, click the down arrow beside Add/Edit
Applications and select Unapply All and Restore Default Payers.

2. All payers except the default payers disappear and the total amount due appears in the Responsible for
column.

Note: You establish default payers and their distribution amounts or percentages on the Payers tab of the
client’s record.
3. To unapply all applications and distribute the full amount due evenly to all payers, from the submenu,

select Unapply All and Distribute Evenly to Current Payers. The total amount due is distributed evenly to
all payers.

4. To save the charge record and return to the Charges page, click Save and Close.

Distributing Payment and Credit Applications

Understanding payment and credit applications in Accounts Receivable is important to your success using the
program. Because payment and credit applications are applied and distributed differently, you should
understand the differences in how payment and credit applications work when applied to charges.

Applying an Unposted Payment to a Charge

When you apply an unposted payment to a charge, the designated credit account on the payment is replaced
with the charge’s debit, or AR summary, account, and the application is recorded in the payment distribution. The
application distribution is classified as “Do not post”.

Payment Distribution

DR= Cash (payment DR account)
CR= Charge AR Summary (DR account)
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Payment Distribution

When out of balance by fund, the interfund entries are created on the payment
distribution and can be seen only from the payment record, not from the
application distribution.

When out of balance by class, project, or transaction code, and the fund
requires balancing, the class, project, and/or transaction code are copied from

the CR account (the charge’s AR summary) to the DR account designated on the
charge. No reclassification entries are created.

When out of balance by segment with a fund that requires balancing, the cash
account is rebuilt from the AR summary account designated on the charge. No
reclassification entries are created.

Notification is bypassed for any new accounts the system creates.

Applying an Unposted Credit to a Charge

When you apply an unposted credit to a charge, the designated CR account is replaced by the charge’s DR
account (AR summary) only if the CR account is in balance, out of balance by fund, or out of balance within fund

by class, project, or transaction code. The application is recorded in the credit’s distribution and classified as “Do
not post”.

Credit Distribution

DR= Revenue (original credit DR account)
CR= Charge AR Summary (DR account)
When out of balance by fund, the interfund entries are created on the payment

distribution and can be seen only from this record, not from the application
distribution.

When out of balance by class, project, or transaction code, and the fund
requires balancing, the fund characteristics are copied from the CR account (the

charge’s AR summary) to the DR account (credit’s revenue). No reclassification
entries are created.

When out of balance by segment and the fund requires balancing,
reclassification entries are created in an application distribution with a status of
“not yet posted”. The credit’s distribution is not modified.

Notification is bypassed for any new accounts the system creates.

Applying a Posted Payment or Credit to a Charge

When you apply a posted payment or credit to a charge, the payment or credit distribution remains as originally
defined and the application distribution has a status of “Not yet posted”. For all out-of-balance situations,

interfunds and reclassification entries are created on the application distribution and are seen only from the
application history.

Payment Application Distribution
DR= Payment AR Summary (CR account)

CR= Charge AR Summary (DR account)

Credit Application Distribution
DR= Credit AR Summary (CR account)

CR= Charge AR Summary (DR account)
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Adding Attributes and Notes

You can further define a charge record by adding information to the Attributes/Notes tab. An attribute is a
reporting tool you use to group information based on a common theme. With attributes defined, you can filter
information to your specification — a useful feature for sorting or filtering charges for reports. You can also
define the type of data stored for each charge. For example, if you have defined an attribute for revenue
categories, you can track charges by income.

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the charge

and you must select a description before saving.

With notes, you can easily maintain helpful pieces of information about the charge record. For example, you can

record special information about the charge, payer, or application information you may need later. The note text
box accepts 1000 characters.

For more information about attributes, including adding attribute types, see the Configuration Guide for Accounts
Receivable.

» Adding an attribute to a charge

Note: You can edit attributes at any time. You can delete attributes unless they are marked “Required” in
Configuration.

1. On an open charge record, select the Attributes/Notes tab.

B New Charge |- (O] x] I
File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 1 » N|'}§||I§'|?' |
Traﬂsactinnl GL Distrihutinnl Payments/Credits - Attributes/Motes |
R < 4| Categoriesy
Attribute Type I Dezciiption Shart Description I Date I Fequired I Comments
|| r
MNotes:
=
=
| |Am0unt: $0.00 |Balanc:e: $0.00 | |

Note: The Short Description column and the Required checkbox are for informational purposes only. You
designate required attributes on the Attributes page of Configuration.
2. In the Attribute type field, enter a specific attribute type or “All Categories”.
3. In the Attribute type column, enter an attribute. Attribute types are established in Configuration.
4. In the Description column, enter a description of the attribute.
5. In the Date column, enter a date.
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Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

6. In the Comments column, enter comments.
7. When you exit the Attributes/Notes tab, your changes are saved automatically.

» Adding a note to a charge

Note: You can edit or delete notes at any time. Just remember that deleted notes cannot be recovered!

1. On an open charge record, select the Attributes/Notes tab.
2. Inthe Notes field, enter additional information about the charge.
3. When you exit the Attributes/Notes tab, your changes are saved automatically.

Adding Charge Adjustments

Note: You can adjust only charges that have been posted. Unposted charges can be edited or deleted at any
time.

To change a saved charge record, you can use either an adjustment or a reversal. Adjustments are corrections
you make to a posted charge that reverse an incorrect general ledger distribution and then create another post
with the new distribution. The Adjustments tab appears only if the charge has adjustments. You can make a new
adjustment to a charge only if all existing adjustments are posted. After an adjustment is added to a charge
record, it cannot be deleted. To add a new adjustment to a posted charge, from the menu bar of the charge
record, select Transaction, New Adjustment.

Reversals are credits that offset charges, regardless of whether the charge record is posted. For more information
about reversals, see “Adding Reversing Credits” on page 18.

» Adding an adjustment to a charge record

Note: The Adjustments tab does not appear until you add an adjustment to the charge record.

1. On a posted charge record, on the toolbar, click New Adjustment. The New Adjustment screen appears.

&3 New Adjustment for Charge 1 M= B3

Adjustment | Mew Distribution | Previous Dislributionl

Entered by: Supervisol

Adjustment date: IW

Mew tranzaction amount |$4EIEIEIEI— Current transaction amount: — $400.00

Adjustment post status: Mot pet posted

Adiustment post date: IW sz Transaction Post Date

Reason: I

Motes: ;I

Cancel
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2. On the Adjustment tab, the Entered by field is for informational purposes only and displays your user
name.

3. In the Adjustment date field, enter the adjustment date.

In the New transaction amount field, enter the new amount. Depending on the type of charge, this field
may not be editable.

5. The Current transaction amount field is for informational purposes only and displays the charge amount
prior to the adjustment.

6. The Adjustment post status field is for informational purposes only and displays the current post status.

In the Adjustment post date field, enter a post date or click Use Transaction Post Date. The post date
must be in an open period.

In the Reason field, enter a reason for the adjustment, such as “Overcharge”.
In the Notes field, enter notes for the adjustment.
10. To enter a new credit distribution, select the New Distribution tab.

#% New Adjustment for Charge 1

Adjustment  New Distribution IErewous Dlslnbutlonl

Distribution j Interfund: |D1 j I 5 %
CR Account Mumber I CH &ccount Des... I Amount I DR Account Humber I DR Account Des... I Project ID |
1-4500-02 Miscellaneous Inc... $400.00 01-1193-00 Aocounts Recetva.. 1005 LiM Groc

Distribution...  Load Distibution...  Distribute Evenly  Attibutes...  Delete All. Femaining: $0.00

Cancel

| \ J

In the field above the Distribution grid, select “Distribution” or “Miscellaneous Entries”.

Note: When binoculars appear in an account field, you can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

11. If you entered a default credit account on the product record, it appears automatically in the CR Account
Number column. You can also click Load Distribution to use a default account distribution from
Configuration, or you can enter a distribution manually. When you enter a credit account number, the
description appears automatically in the CR Account Description column.

If you select “Never” for the Allow non-bank transactions to use cash accounts business rule in Accounts
Payable Configuration, you cannot use cash accounts for any non-bank transactions in Accounts Payable,
Accounts Receivable, Cash Receipts, or Payroll because Cash Management settings are shared by these
programs. If you attempt to, a message appears telling you to choose a different account.

Tip: To use a default distribution from Configuration, click Load Distribution.

12. To enter distributions by amount, click $. To enter distributions by percent, click %.

13. Enter the amount of the distribution in the Amount column or the percentage in the Percent column. To
distribute amounts or percents equally among the selected accounts, click Distribute Evenly.
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Note: If your organization always uses the default accounts receivable account, the Supervisor can establish
security options to hide the DR Account Number column.

14.

15.

16.
17.

18.

19.

20.
21.

22.
23.

If you defined a default accounts receivable account on the client record or a debit account on the
product record, it appears automatically in the DR Account Number column. Otherwise, enter debit
accounts for the distribution. When you enter a debit account number, the description appears
automatically in the DR Account Description column.

If you defined valid interfund entries in Configuration, when you enter debit and credit accounts from
different funds, Accounts Receivable automatically inserts a valid interfund entry in the Interfund field to
balance the accounts. If you have not created a balancing interfund entry for those accounts, you cannot
save the distribution. For more information about interfund entries and entry sets, see the Configuration
Guide for Accounts Receivable.

If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the distribution row and click Distribution. For a debit account, select DR Distribution. For a credit
account, select CR Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the charge record Distribution tab.

To preview General Ledger debits and credits for the distribution, click DR/CR Entries.

To add attributes to the distribution, click Attributes. For more information about adding attributes to a
charge record, see “Adding Attributes and Notes” on page 15.

To delete all rows of the grid, click Delete All.
To save the adjustment and return to the invoice record, click OK.

Adding Reversing Credits

To change a saved charge record, you can use either an adjustment or a reversal. Reversals are credits that offset
charges, regardless of whether the charge record is posted. To reverse an entire charge, from the menu bar of the
charge record, select Transaction, Reverse Entire Charge. To reverse part of a charge record, select Transaction,
Reverse Portion of Charge.

When you reverse a charge, Accounts Receivable creates a credit record containing default information,
including distributions, from the charge record. After you save the credit record, it is automatically applied to the
charge to reduce the client’s balance due.

Adjustments are corrections you make to a posted charge that reverse the incorrect general ledger distribution
and then create another post with the new distributions. For more information about adjustments, see “Adding
Charge Adjustments” on page 16.
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» Reversing an entire charge record

1. On acharge record, from the menu bar, select Transaction, Reverse Entire Charge. The Reverse Charge

as Credit screen appears.

i FRewerse Charge as C

~  The Financial Edge - Process Complete
o) Credit 4 reverses Charge 4.

LCloze

Wiew Credit

2. To view the new credit record, click View Credit.

3. To close the Reverse Charge as Credit screen and return to the charge record, click Close.

» Reversing a portion of a charge record

Note: The Adjustments tab does not appear until you add an adjustment to the charge record.

1. On a posted charge record, from the menu bar, select Transaction, Reverse Portion of Charge. The New

Credit for <Client> screen appears.

File Edit “iew Tranzaction Favortes Tools Help

ESaveandEleev|u X‘N 1 » N|'}§||I§'|?'

B Mew Credit for 5t. Andrew's Elementary School |- (O] x] I

Tranzaction |§L Distributionl Appled Ta... I Altribgtes.-’NotesI

|Credit ID

Credit for: Cliert Name | Cliert 1D SSM / CFDA #
St. Andrew's Elementary School ﬂl 002

Tranzaction date: IEIZ.-’EIE.-"ZEIEIS

Post status/date: INot yet posted j |D2.-"05.-"2DDS

Categary: [ Product =l

Product/Desciiption: IDD‘I - | IEndangered Species Video Cassette

Quantity/price: Unit of Measure [ Quanlity Unit Price | Extended Amount
Each $12.95
Edtgeles Ten| | =l
Caomment: I
Service provider: IKim j Drates of service from ko
Print status: INot ‘et Printed j I™ | Hide this transaction o printed statements

|F'ress F? for Client Search |Am0unt: $0.00 |Balance: $0.00

Y|

After you make your changes to the credit record, to return to the charge record, click Save and Close.

To apply the client’s credits to the charge record, on the Payments/Credits tab, click Apply
Payments/Credits Automatically. For more information about applying payments and credits, see

“Managing Charge Payments and Applications” on page 8.
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Adding Charges to a Group of Client Records

If you need to add the same charges to multiple client records, you can save time by adding the charges to a
group, rather than on each individual record. To add charges to a group of records, create a new charge record
and select Transaction, Add this charge to a group of clients. You will need to create a query to specify which
client records to add the charge.

» Adding charges to a group of client records

1.

Note:

On an open charge record, from the menu bar, select Transaction, Add this charge to a group of clients.
The Add Charges to a Group screen appears.

i Add Charges to a Group I

Add this charge to clients in thiz guens: I ﬂl

[¥ Skip the curment client if they are included in the query

[¥| Print contral report on: | 442k print1 \DOCEEK. ﬂ
¥ Preview clients before charges are added
¥ Create an output query of charges that were added

¥ Create an exception query of clients ta which charges could nat be added

| Add Charges How I LCancel

|F'less F7 for quen lookup |

In the Add this charge to clients in the query field, click the binoculars to find a client query or add a new
client query.

To prevent the current client from appearing in the report twice, mark Skip the current client if they are
included in the query.

To designate the printer on which to print a control report, mark Print control report on [ ]. In the printer
field, select a printer. If no printers appear in the printer field, you must add printers in Windows.

For information about setting up printers, see the Program Basics Guide.

To preview the list of clients before adding charges to the group of client records, mark Preview clients
before charges are added.

To view a list of all the charges that are successfully added, mark Create an output query of charges that
were added.

To view a list of clients to which charges were not added, mark Create an exception query of clients to
whom charges could not be added.

To add charges to the client records and return to the charge record, click Add Charges Now.
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Glossary: A client is an individual or organization that incurs charges for goods or services you provide,
including products, fees, charges, taxes, or other items.

Client records are the primary records in Accounts Receivable, and they serve as the foundation on which you
build other records such as charges, invoices, refunds, returns, payments, and credits. On the client record, you
can store information such as the client’s addresses, contacts, or credit limit, and you can track a history of
changes. Much of the information you add to client records appears as defaults on other record types. This
means the more detail you add to the client record, the less you will have to add to other records later. You can
create regular invoices, recurring invoices, charges, and credits directly from client records.

Accessing Client Records

Note: Visit our Web site at www.blackbaud.com for the latest documentation and information.

Because records are such an important part of Accounts Receivable, we have placed all record types in one area
so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record,
or file. When you open Records, you can directly access several record types, including client records. To access a
new client record, on the navigation bar, click Records, then Clients. The Clients page appears.
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Tip: To save time when searching for a specific client record, you can use Search for a Client by client name.

Consider the Clients page the starting point for client records. From this page, you can add a new client record or
open existing client records.

You can edit client record options by clicking the Edit options for Clients link. This link opens the Options screen
for records.

Note: You can set business rules for clients in Configuration. For more information about business rules, see
the Program Basics Guide.
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To save time when searching for a specific client record, you can use the Search for a Client by client name field.
The Clients page also lists recently accessed client records.

Finding and Opening Client Records

When you click Open a Client on the Clients page, the Open screen for clients appears. The Open screen has a
number of filters you can use to narrow your search and quickly locate the client you want to open. The search
process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can also use
wildcard characters if you are not sure how a word is spelled — use a question mark to replace a single character

and an asterisk to replace a series of characters. For more information about wildcards, see the Query chapter of
the Query Guide.

To access the Open screen, select File, Open, or on the Clients page, click Open a Client.

» Opening a client record from the Clients page
1. On the navigation bar, click Records. The Records page appears.
2. Click Clients. The Clients page appears.

3. On the Clients page of Records, click Open a Client. The Open screen for clients appears.

Elopen [
Find: ICIient j Search ugsing queny: |<Default> ﬂﬂlgé

— |0z ﬁfi,i-.,.j.j a Mew |ndividual %Fi.'u"-.n:lu:l a Mew Organization Optiong

Find Clients that meet these criteria: B Exact match anly
Record type: | j SSMACFDA | j
Clignt 1D: I ﬂ City: I j
Clignt narne: I j State: I j
Client tppe: I ﬂ Document #: I j
Status: I ﬂ Last modified by: I ﬂ
Service provider: I j Last modified on: Ian_.r. time j

. Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied Find Mo I W | Cancel |

Note: We recommend you search by only one or two of the most helpful criteria types because search results
must match all criteria you enter. Adding too many filter criteria can actually prevent you from finding a

record.
4. Inthe Find Clients that meet these criteria frame, enter the criteria you are using to search for the client.

5. After you enter search criteria, click Find Now. The program searches the database and displays all clients
meeting your criteria.
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6. Inthe grid, select the client to open.

Open ]|
Find: ICIient 7| Search using que: |<Default>

Clienk cakegory Client name I Client 1D I Ciky | Skake province | Clienk bype |
Crganizakion Eill's Plurnbing and Electric Company 0013 Charleston 5C Small Business Act
Individual Melson Rockerfellow o1l Charleston  SC Act
4] | i

Find Cli that meet th ! . Exact match anly

Record type: | j SSMACDFA | j
Clignt 1D: I ﬂ City: I j
Client name: I j State: I j
Client tppe: I ﬂ Document #: I j
Status: I ﬂ Last modified by: I ﬂ
Service provider: I j Last modified on: Ian_.r. tirne j
Hide Filters | Clear Filtersl Previous filtersl Filters are not applied Find Maow | ,WI Cancel |

Note: To clear the search criteria so you can change the scope of your search, click Clear Filters.

7. Click Open. The client record appears.

% First Baptist Church of Oakbrook H=] E3 I

File Edit “iew Client Favortes Toolz Help
ESaveandElosev| u||§ §| M 4 & M |E||

Statements | History of Changes I Becuring | Activity
Client 1 | Client 2 | Defaults | Addiesses I Attributes | HMotes | HMedia | Actions I Relationships I Payers

?- |

Client name: |First B aptist Church of Oakbrook

Clierit D: o012 County:  [United States =l
Status: IActive Address: | 7 0ld Trolley Road ;I
Client type: |F|e|igious Organization LI

L L Led

Service Provider. [Dave City: [ Summersile

CFD& #: | State: SC | South Carolina

ZIF: |29424

Induistry: I j Contact: | ITom Cruize
Termitany: IBIue ﬂ Position: IF'astol [~ Print?
User ID: I Cantact Type | Cantact Mumber |
PIM: I |
[ | y

8. To save the client record and return to the Clients page, click Save and Close.
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Managing Client Records

Adding a client record involves entering data into fields on a number of tabs. These tabs vary slightly depending
on whether the client is an individual or an organization, so you can accurately track client-specific information
such as gender, birth date, or industry type. To add a new individual client record, on the Client page, click Add a
new Individual Client. To add a new organization, click Add a new Organization.

After you add client records, you can change the client record type from individual to organization, and you can
merge client records if you encounter duplicates or if, for example, one organization acquires another. Merged
clients must be of the same type.

Adding Individual Client Records

Note: You can edit or delete client records at any time— just remember that deleted records cannot be
recovered!

When you add a new client, you are creating a new record in the database. On the Client 1 tab, you can store the
client’s biographical data, such as name, type, and address. On the Client 2 tab, you can manage information
about the client’s payment history. For example, you can record the client’s credit rating, credit limit, and
whether the record should be flagged so you can send a dunning letter if the client fails to pay. Using the
Statement code field, you can specify how often to mail statements.

If you enter common values repeatedly for multiple client records, you can create a default set with these values
to save time during data entry. The values are defaults only and you can still change any field on a record. From
the menu bar of the record, select Client, Load Defaults from to select an existing default set or create a new
default set for the record type. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.

Note: You can set a rule to automatically check for duplicate clients and specify duplicate client criteria in
business rules in Configuration. For more information about business rules, see the Configuration Guide for
Accounts Receivable.

To prevent entering the same client twice, we recommend that, in Configuration, you specify duplicate search
criteria and set the business rule to check for duplicate clients automatically. For more information about
business rules, see the Configuration Guide for Accounts Receivable. To search for a duplicate record from an
existing record, from the menu bar, select Client, Duplicate Search.

» Adding an individual’s Client 1 information
1. On the navigation bar, click Records. The Records page appears.
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2. Click Clients. The Clients page appears.
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Tip: If you enter common values repeatedly for multiple clients, you can create a default set with these values
to save time during data entry. On the menu bar, select Client, Load Defaults from.

3. Click Add a New Individual Client. The New Individual screen appears.

" New Individual | (O] ] |

File Edit “iew Client Favortes Toolz Help
ESaveandElosev|u|&ﬁ|H 4 b N|E|||§|?' |

Statements | History of Changes I Becuring | Activity
Client 1 | Client 2 | Defaults | Addiesses I Attributes | HMotes | HMedia | Actions I Relationships I Payers

Client Mame: | I

Client 10 | County:  [United States =l
Status: [pctive x| | Addess | =]
Clignt type: I j =
Service Provider. | =] Ciw f

Gender: I ﬂ S5M: I State: I vI

Birth date: | Age: | ZIP: I

Religion: I j Contact Type I Contact Murmber
Ethnicity: I j -

Lz D |

PIM: |
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4.

On the Client 1 tab, you can enter the client’s name in the Client name field, or to add more detailed
information, click Client Name. The Name screen appears.

e ||
Mame I

Title1:| vl Title 2:| vI

Firzt narme: IJ ohn

tiddle narme: I

Lazt name: ISmith

Suffin 1: I 'I Suffix 2:| vI

Full name:
[John Smith =]

W Synchronize full name and individual name fields

ak I Cancel |

Warning: To establish client user options, on the menu bar, select Tools, Options. For more information about
client options, see the Program Basics Guide.

5.

6.
7.
8

In the Title 1 and Title 2 fields, enter a title such as “Dr.” or “Ms.”.
In the First name, Middle name, and Last name fields, enter the client’s name.
In the Suffix 1 and Suffix 2 fields, enter a suffix such as “Jr.” or “lll”.

In the Full name field, enter the contact’s full name as you want it printed. If you mark Synchronize full
name and individual name fields, the data from the Title, Name, and Suffix fields appear automatically.

. To close the Name screen and return to the Client 1 tab, click OK.
10.

In the Client ID field, enter a unique identification number for the client. If you mark the Automatically
generate client IDs starting with business rule in Configuration, an identification number appears
automatically when you save the client record. If you mark the Prevent data entry to client ID field
business rule in Configuration, you cannot enter a client ID.

Warning: If you have security rights, you can enter custom entries in the Client Type field. To keep entries
uniform, you should limit which users have rights for adding and editing table entries. For more information
about tables, see the Configuration Guide for Accounts Receivable. For more information about setting security
rights, see the Administration Guide.

11.
12.
13.
14.
15.
16.

17.
18.

In the Status field, enter the client’s current status.

In the Client Type field, select a client type.

In the Service Provider field, enter the name of the person who assisted the client.
In the Gender field, enter the client’s gender.

In the SSN field, enter the client’s Social Security Number.

In the Birth date field, enter the client’s birth date. When you enter a birth date, an age appears
automatically in the Age display.

In the Religion field, enter the client’s religious preference.
In the Ethnicity field, you can enter the client’s ethnic origin.
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19.

20.

21.

Note:

If you have the optional module NetClassroom in Blackbaud’s Education Administration program, in the

User ID field, you can record the identification number used to access to the client’s records via the
Internet.

If you have the optional module NetClassroom in Education Administration, in the PIN field, you can
record the Personal Identification Number the client uses to access records via the Internet.

In the Country field, enter the client’s country.

You can enter basic address information on the Client 1 tab, or to add more detailed information, click

Address. You can also add detailed client addresses on the Addresses tab.

22.

23.

24,

You can enter address information on the Client tab, the Address screen, or the Addresses tab. For more
information about adding addresses, see “Adding Client Addresses and Contacts” on page 35.

In the contact grid, select a contact type in the Contact Type column and enter a number in the Contact
Number column.

To save the record and return to the Clients page, click Save and Close.

» Adding an individual’s Client 2 information

1.

Note:

On an open client record, select the Client 2 tab.

" New Individual [ [O] x] |

File Edt ¥iew Client Favortes Tools Help
ESaveandElose'|u|&ﬁ|H 44 b N|E||Q|?' |

Statements | Histary of Changes I Recuring | Activity
Clent1  Clent 2 I Defaults I Addresses I Attributes I HMotes I tedia I Actions I Felationships I Bayers

Billing Information

Statement code: | ﬂ
Credit rating: I j
I~ Credit Limit: |

[~ Assess finance charges on balances due from this clisnt

[~ Send dunning letters to this client
AddrezzeelS5 alutation -

Salutation 1: I j Formal: I j
Salutation 2: | j Infarmal: | j

|F'less F7 for table lookup |

In many fields, you can type additional values. Accounts Receivable asks if you want to add the new

entry to existing table entries.

2.

3.
4.
5

In the Statement Code field, enter a frequency for mailing statements to this client.
In the Credit rating field, enter the client’s credit rating.
To set a credit limit, mark Credit limit and enter the limit amount.

. To assess finance charges for late payments, mark Assess finance charges on balance due by this client.

For information about calculating finance and late charges, see “Managing Finance and Late Charges” on
page 72.
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Note: Send dunning letters to this client is a query filter you can use for creating reports or calculating finance
and late charges.

6. To send dunning letters to the client if payments are past due, mark Send dunning letters to this client.
You can then use Send dunning letters to this client as a query filter for reports or calculating finance and
late charges.

7. To save the record and return to the Clients page, click Save and Close.

Adding Organization Client Records

Note: You can edit or delete client records at any time— just remember that deleted records cannot be
recovered!

When you add a new client, you are creating a new record in the database. On the Client 1 tab, you can store the
client’s organizational data, such as the organization name, type, and address. On the Client 2 tab, you can
manage billing information that categorizes the client’s payment history. For example, you can record the client’s
credit rating, credit limit, and whether to flag the record so you can send dunning letters should the client fall
behind in payments. Using the Statement code field, you can note custom information about the client’s
statements, such as whether they should be billed weekly or monthly. To make data entry easier, you can set up
default field entries and use them when you add clients. To create default sets, from the shell menu bar, select
Tools, Organize/Create Defaults. For more information about creating default sets, see the Program Basics
chapter of the Program Basics Guide.

If you enter common values repeatedly for multiple client records, you can create a default set with these values
to save time during data entry. The values are defaults only and you can still change any field on a record. From
the menu bar of the record, select Client, Load Defaults from to select an existing default set or create a new
default set for the record type. For more information about default sets, see the Program Basics chapter in the
Program Basics Guide.

Note: You can set a rule to automatically check for duplicate clients and specify duplicate client criteria in
business rules in Configuration. For more information about business rules, see the Configuration Guide for
Accounts Receivable.

To prevent entering the same client twice, we recommend that, in Configuration, you specify duplicate search
criteria and set the business rule to check for duplicate clients automatically. For more information about
business rules, see the Configuration Guide for Accounts Receivable. To search for a duplicate record from an
existing record, from the menu bar, select Client, Duplicate Search.

» Adding an organization’s Client 1 information
1. On the navigation bar, click Records. The Records page appears.

Tip: If you enter common values repeatedly for multiple clients, you can create a default set with these values
to save time during data entry. On the menu bar, select Client, Load Defaults from. The values are only
defaults and you can still change any field on a record. For more information about using default sets, see the
Program Basics Guide.
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2. Click Clients. The Clients page appears.
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Warning: To establish client user options, select Tools, Options on the menu bar in Accounts Receivable. For
more information about client options, see the Program Basics Guide.

3. Click Add a New Organization. The New Organization screen appears.

{4 New Organization I =] B3 I

File Edt “iew Client Favortes Toolz Help
ESaveandElosev|u|&ﬁ|H 4 b N|E||Ig'|?' ‘

Statements | Histary of Changes I Recuring | Activity
Client 1 | Client 2 I Defaultz I Addreszes I Atftributes I Motes I Media I Actionz I Relationships I Payers
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[
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4. On the Client 1 tab, in the Client name field, enter the organization’s name. This field is required when
adding a new client record.
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Warning: If you have security rights, you can enter custom entries in the Client Type field. To keep entries
uniform, you should limit which users have rights for adding and editing table entries. For more information
about tables, see the Configuration Guide for Accounts Receivable. For more information about setting security

rights,

5.

L ® N o

see the Administration Guide.

In the Client ID field, enter a unique identification number for the organization. If you mark the
Automatically generate client ID’s starting with business rule in Configuration, an ID number appears
automatically when you save the client record. If you mark the Prevent data entry to client ID field
business rule in Configuration, you cannot enter a Client ID.

In the Status field, enter a status.

In the Client Type field, select a client type.

In the Service Provider field, you can enter the name of the person who assisted the client.
In the CFDA# field, enter the client’s Catalog of Federal Domestic Assistance number.

Glossary: The Catalog of Federal Domestic Assistance is a list of programs available through the federal
government that offer assistance to various groups including nonprofit organizations.

10.
11.
12.

13.

14.

Note:

In the Industry field, enter an industry type.
In the Territory field, enter the organization’s territory.

If you have the optional module NetClassroom in Blackbaud’s Education Administration program, in the
User ID field, you can record the identification number used to access to the client’s records via the
Internet.

If you have the optional module NetClassroom in Education Administration, in the PIN field, you can
record the Personal Identification Number the client uses to access records via the Internet.

In the Country field, enter the client’s country.

You can enter basic address information on the Client 1 tab, or to add more detailed information, you

can click Address to access the Address screen. You can also add detailed client addresses on the Addresses
tab of a client record.

15.

16.

17.

You can enter address information on the Client tab, the Address screen, or the Addresses tab. For more
information about adding addresses, see “Adding Client Addresses and Contacts” on page 35.

You can enter contact information on the Client 1 tab or the Contact screen. For more information about
adding contacts, see “Adding Client Addresses and Contacts” on page 35.

To save the record and return to the Clients page, click Save and Close.
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» Adding an organization’s Client 2 information
1. On an open client record, select the Client 2 tab.

"% Hew Organization [_ (3] x]
File Edt “iew Client Favortes Toolz Help
[ Save and Close - | [ M M) ? .

Statements ] Histary of Changes ] Recuring ] Activity ]

Client1  Client 2 | Defaultz ] Addreszes ] Atftributes ] Motes ] Media ] Actionz ] Relationships ] Payers ]

Billing Information

Statement cods: | ﬂ
Credit rating: | ﬂ
[ Credi Limit: |

[™ Aszess finance charges on balances due from this client

[~ Send dunning letters ta this client

Prezs F7 for table lookup

In the Statement Code field, enter a frequency for mailing statements to this client.
In the Credit rating field, enter the client’s credit rating.
To set a credit limit, mark Credit limit and enter the limit amount.

u A W N

To assess finance charges for late payments, mark Assess finance charges on balance due by this client.

Note: Send dunning letters to this client is a query filter you can use for creating reports or calculating finance
and late charges.

6. To send dunning letters to the client if payments are past due, mark Send dunning letters to this client.
You can then use Send dunning letters to this client as a query filter for reports or calculating finance and
late charges.

7. To save the record and return to the Clients page, click Save and Close.

Merging Client Records

You can merge two clients into a single record if, for example, you accidentally created a duplicate, or one
organization acquires another. Both clients must be of the same type, for example, individual clients. To merge
clients, from the menu bar, select Client, Merge Clients. You can also merge clients on the Administration page of
Administration. Before you merge client records, you should print a Client Profile Report you can use to manually
recreate the record if necessary. For more information about Client Profile Reports, see The Reports Guide for
Accounts Receivable.

» Merging client records

Warning: When you merge clients, the duplicate client record is permanently removed from the database.
Before you merge clients, you should print a Client Profile Report you can use to manually recreate the record
if necessary.
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1. Onan open client record, from the menu bar, select Client, Merge Clients. The Merge Clients screen
appears.

i Merge Clients E3 I

Merge information from this duphcate chent. ..

Duplicate chent; | ﬂl Clent 1D;
with information from this primary client._.
Frirary client; | [#| Client ID:
terge Mow | Cancel I

2. In the Duplicate client field, enter the client you want to eliminate, or use the binoculars to locate a
client.

3. Inthe Primary client field, enter the client you want to use as the destination record, or use the
binoculars to locate a client. Both clients must be of the same type, for example, individual clients.

4. To merge the clients and eliminate the duplicate client record, click Merge Now. The duplicate client’s
information is integrated into the primary client record, and the duplicate client record is permanently
removed from the database.

5. To close the Merge Clients screen and return to the client record, click No.

Changing Client Record Types

If you mistakenly create the wrong type of record, for example, you create an individual record instead of an
organization record, you can quickly change the record type. When you change a record type, any information
that is not required on the new type is discarded, so you should print a Client Profile Report you can use to
manually recreate the record if necessary. For more information about Client Profile Reports, see The Reports

Guide for Accounts Receivable.

» Changing a client record type

Warning: When you change a record type, any information that is not required on the new type is discarded.
Before you change client record types, you should print a Client Profile Report you can use to manually
recreate the record if necessary.

1. Onan open client record, from the menu bar, select Client, Change type to <Type>. A warning message
appears, asking if you are sure you want to change the record type.

2. To change the client record type, click Yes.
3. Accounts Receivable updates the record with the new fields and discards any unnecessary information.

Adding Client Default Information

The Defaults tab contains data entry and billing defaults you can use to speed the process of adding new
transactions for a client. When you add information on the Defaults tab and create a new transaction such as a
charge or invoice, the defaults appear automatically so you do not have to enter the information from scratch.
These defaults are only field entries, so you can change them on the transaction record.

» Adding default information on a client record

Note: Use the binoculars to search for an account number in the AR account field or a billing item in the Billing
item field.
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1. Onan open client record, select the Defaults tab.

% New Organization - 10] x| I
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Note: Defaults you add to the Defaults tab appear automatically on new records such as invoices and charges.

2. Inthe Category field, select the product or item type you want to set as the default for this client.

3. In the Billing item field, enter a specific default billing item or use the binoculars to search for a billing
item.

4. |n the AR account field, enter a default accounts receivable account number.

Note: Some fields on the client Defaults tab may not appear, depending on the business rules you set in
Configuration.
5. In the Interfund set field, enter a default interfund set.
6. To automatically apply new payments to this client’s account, mark Automatically apply new payments.
7. To automatically apply new credits to this client’s account, mark Automatically apply new credits.

Warning: If you charge sales taxes, you should add a default sales tax number to the client record or the
product or billing item record. The default sales tax number appears automatically on records such as invoices
and charges, saving you time. Also, some processes, such as adding transactions to a group, will not operate
without a default sales tax number.

8. In the Tax status field, select “Tax Exempt” or “Subject to Sales Tax”. If you select “Tax Exempt”, in the
Tax Exempt # field, enter the client’s federal tax exemption number. If you select “Subject to Sales Tax”,
in the Sales tax ID field, enter a sales tax identification number.

9. Inthe Terms field, enter payment terms for this client.
10. In the Freight on board field, enter the point at which the client assumes ownership of the order.
11. In the Ship via field, enter a shipment method.

12. If you offer this client a trade discount, in the Trade discount % field, enter the percentage of the
discount.

13. To save your defaults and return to the Clients page, click Save and Close.
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Adding Client Addresses and Contacts

Note: The primary address appears on the Client 1 tab.

When you create a client record, you should add contact and address information to either the Client 1 or
Addresses tab of the client record. To enter only basic address and contact information, use the Client 1 tab.
When you add an address on the Client 1 tab, it automatically becomes the primary, shipping, and billing address
for the record.

To enter more detail, click Address on the Client 1 tab or New Address on the Addresses tab to access the
Address for <Client> screen. On the Addresses tab, you can add and maintain multiple addresses for client
records. When you add an address on the Addresses tab, you can designate the address as primary or leave it as
an alternate or secondary address.

For organization clients, the Address for <Client> screen contains three tabs: General, Options, and Contact. On
Individual client records, the Contact tab does not appear.

» Adding basic address and contact information

Note: The Addresses screen for organizations contains a Contact tab, but the Addresses screen for individual
clients does not.

1. Onthe Client 1 tab of an open client record, in the Address, City, State, and ZIP fields, enter the client’s
address information and ZIP Code.

2. Inthe contact grid, select a contact type in the Contact Type column and enter a number in the Contact
Number column.

3. To save your changes and close client record, click Save and Close.

» Adding detailed address and contact information
1. Onanopen client record, select the Addresses tab.

Note: You can also access the Address for <Client> screen from the Client 1 tab. Click Address.

2. On the action bar, click Add New Address. The Address for <Client> screen appears.

% Address for New Client I

General I Options | Qontactl

Description; |

Country: IU nited States

[~
Address: ;I -
[~

Contact Type Contact Mumber

City: I
State: I 'I
ZIP: I

Addrezs az it will be printed: ;I [ Synchranize with individual address fields

[

Cop}léddressFrom...l Brevious | Ment | u] Cancel
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To enter a new address, on the General tab, in the Description field, enter a description of the address.
In the Country field, enter the client’s country.
In the Address, City, State, and ZIP fields, enter the client’s address information and ZIP Code.

In the contact grid, in the Contact Type column, select a contact method. In the Contact Number column,
enter a phone number or Web or email address.

The Link column indicates whether the information is linked to another record in the database. If you
copy and link the client’s address, you can select “Shared” or “Not Shared”. If the information is not
linked to another record, the column defaults to “Not Shared” and is for informational purposes only. For
more information about linking addresses and contact information, see “Copying and Linking Addresses”
on page 37.

In the Address as it will be printed field, enter the address as you want it printed on reports, invoices,
and mailings. If you mark Synchronize with individual address fields, data from the Country, Address,
City, State, and ZIP fields appear automatically in the Address as it will be printed field.

8. To view another address for this client, click Previous or Next.

10.
11.
12.
13.

14.
15.
16.
17.

Note:

On the Options tab, in the Address type field, enter an address type, such as “Home” or “Business”.
To designate the address as the primary address for the client, mark Primary address for Client.

To designate this address as the default mailing address for billing, mark Default bill to address.

To designate this address as the default shipping address, mark Default ship to address.

If you are adding address and contact information for an organization client, select the Contact tab. The
Address screen for individual clients does not contain a Contact tab.

% Address for New Client

Qenerall Optionz Qonlactl

Title'l:l vI Title 2:| vl

First mame: I

Middle name: I

Last namne: |

Sufise 1: I "I Suifis 2:| ’l

Paosition: I [ Print?

Full name:
| |

W Sunchionize full name and individual name fields

Copy Addresz From. .. | Frevious | Hest | Ok | Cancel |

| Frezs F7 for table lookup

In the Title 1 and Title 2 fields, enter a title of the contact, for example, “Mr.” or “Dr.”.
In the First name, Middle Name, and Last name fields, enter the contact’s name.
ll”Ill.

In the Suffix 1 and Suffix 2 fields, enter a suffix, for example, “Jr.” or

In the Position field, enter the contact’s job title or position within the organization. To include the
position on printed reports or correspondence, mark Print?.

Addresses can be edited or deleted at any time. Just remember that deleted addresses cannot be

recovered!
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18. In the Full name field, enter the contact’s full name as you want it printed. If you mark Synchronize full
name and individual name fields, the data from the Title, Name, and Suffix fields appear automatically.

19. To close the Address for <Client> screen and return to the client record, click OK. Address information
you entered appears on the Client 1 tab.

Copying and Linking Addresses

To help eliminate data entry errors, you can copy or copy and link an address to an client record from another
record. When you copy an address, you are merely pasting a separate copy of the address directly from a record
onto the client record. Changes to the address on one record are not made to the other record.

Note: When you edit an existing linked address, you can open only one record, make your changes, and the
program updates the addresses on the linked records.

When you copy and link an address, you are inserting a copy of the address that is still tied to the original address.
Changes you make to the address on either record are made automatically to the other record.

» Copying and linking an address
1. From an open client record, select the Addresses tab.
2. On the action bar, click New Address. The Address screen appears.

Address for Bnan Fox I

General Igptionsl

Description: |

Country: |United States j Contact Type Contack Mumber

Address: | =

Citye: I

State: I - l

ZIF: I

Addrezz az it will be printed: d ¥ Synchronize with individual address fields
Copy Addrezs Fram... | Previous | [HEwt | ak. | Cancel |

3. To copy the address from another client record, click Copy Address From.The Open screen appears.
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4. Locate the client to copy from and click Open. The Addresses for <Client> screen appears displaying the
address to copy.

Addresses for YMCA I
Select the addresses you want to copy to Brian Fox:
Copy? Source Type Inddress |City,|'State |Destinati0n Type I
2 Icd 56 Main St. Greenville, MD
[+ Lirk these addresses LCopy Mow | Cancel |

5. To link the addresses, mark Link these addresses.

Note: When you link addresses, information is shared. A contact type marked “Not Shared” in the Link?
column cannot be copied or linked.

6. Click Copy Now. You return to the Address for <Client> screen, and the copied address information
appears. The Link? column indicates contact types are linked.

Address for Bnan Fox I

I thionsl

Description: |<Elient address>

Country: |United States

[
Addiess:  [56 Main St = -
=

Contact Type Contack Mumber

Citye: IGleenville

State: D | Maryland

ZIF: IBBE?E

Address as it will be printed: (55 b ain St d ¥ Synchronize with individual address fields
Greenwille, MD BE575

-]

Linkedéddlesses...l Previous | Iit[=iie | ak. | Cancel |

7. To save the information and return to the Addresses tab, click OK. The copied address appears in the grid.

Unlinking Addresses

You may find it necessary to unlink addresses. When you stop sharing a linked address, you remove links between
the records. Changes you make to the address on either record are no longer made automatically to the other
record. Each address still has the potential to be shared.

To unlink only a contact type, select “Not Shared” in the Linked? column.

» Unlinking an address

1. From an open client record, select the Addresses tab.
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2. Select the address to unlink and click Open. The Address for screen appears.

Address for YMCA =

General I Optiong | Qontactl
Description: |<Elient address:
Country: |United States j Contact Type Contack Mumber
Address: 56 Main St =
Citye: IGleenville
State: [ | Maryland
ZIF: IBBE?S
Address as it will be printed: (55 b ain St d ¥ Synchronize with individual address fields
Greenwille, MD BE575
Erevious | Iit[=iie | ak. | Cancel |

3. Click Linked Addresses. The Address Links screen appears displaying the records the address is linked to.

Address Links I

This address is shared with:

MName I.C\ddress type |

|| Greenvile Chamber of Commerce

| |Department of Health and Human Services
| |Department of Social Services

|| Jabin williams

Stop Sharing This Address | Cloze |

Note: When you stop sharing an address, the link is broken between only the client and the records listed on
the Address Links screen. If the records listed have addresses linked to each other, those links are not broken.

4. Click Stop Sharing This Address. The client’s address is no longer linked to the others.
5. To return to the Address for screen, click Close. The address still appears but is no longer linked.
6. To save the new information and return to the Addresses tab, click OK.

Managing Actions, Attributes, Media, and Notes

You can further define a client record on other client record tabs. On the Actions tab, you can track various
communications between your organization and the client. On the Attributes tab, you can add more
characteristics to the client record. On the Media tab, you can store media objects for a client. On the Notes tab,
you can add notes specific to that client.
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Adding Client Actions

The Actions tab tracks the various communications between your organization and a client. Actions can include
meetings, mailings, phone calls, and email messages. If you have security rights established from the Set up
system security link of Administration, you can add, edit, and delete actions from this tab.

» Adding a new action to a client record

1. On an open client record, select the Actions tab.

) Individual | (O] ] |

File Edit “iew Client Favortes Toolz Help
ESaveandElosev| u||§ §| M 4 & M |E||

Clientll Clientgl Default§| Agldressesl Attribgtesl Hotesl Media Actions |aners| Histary of Changesl

?- |

<ol Action Types: = I<AIIAction Statuzr = I<AII Asgighees: |+ I

Eompleted?a’l Action date | Action ype I Status | Pricrity | D' escription I Azsigned to I

2. On the action bar, click New Action. The New Action screen appears.

(O NewActon fortndvidont B
File Edit Yiew Action Help
ESaveandClosev|u )(_|I1 4 » N|I§'|?' |
Action IAttlibgtesl
Client name: I ﬁl 10:
Sl s I j [~ autco-Remind A
Send reminder to: ISupeWisor j
Achion date: I Time:l
Set reminder far |1_ I[)ays vI beforehand
Status: I ﬂ
Pricrity: INormaI j [~ Completed on I
Aszzigned to: I j
Description: ;I
[~

3. To add this action to a different client, in the Client Name field, enter a client name or use the binoculars
to search for a client.

In the Action type field, enter the type of action taken for the record.
5. Inthe Action date field, enter the date on which the action is to be taken.

Note: To delete an action, highlight the action you want to delete and click Delete.
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In the Time field, enter the time at which the action is to be taken.
In the Status field, enter a status of the action.
In the Priority field, enter the priority of the action as “High”, “Normal”, or “Low”.

© N o

In the Assigned to field, you can assign the action.
10. In the Description field, you can add notes describing the action.

11. If you want to send a reminder of this action, mark the Auto-Remind checkbox. The action reminder will
appear on the home page.

12. In the Send reminder to field, you can select who to send a reminder to complete the task.

13. In the Set reminder for field, specify how much time before the action you want to send the reminder.
14. When the task is completed, mark the Completed on checkbox and the date fills in automatically.

15. To save your changes and close the client record, click Save and Close.

Adding Client Attributes

Note: Attribute types are defined in Configuration. For more information about defining attribute types, see
the Configuration Guide for Accounts Receivable.

Client attributes add an additional level of detail to client records. You can filter and sort using client attributes.
On the Attributes tab, you can record additional information about the client, which is helpful when filtering
information for reports. You can also define the type of data stored for each client. For example, you can use the
Attributes tab to relate a client to a particular invoice or credit memo.

» Adding an attribute to a client record

Warning: If you delete attributes, be careful not to select Edit, Delete from the menu bar. You could
inadvertently delete the client record instead of the attribute. You should select Edit, Delete Rows.

1. On an open client record, select the Attributes tab.

{4 New Organization I =] B3 I

File Edt ¥iew Client Favortes Tools Help
ESaveandElose'|u|&ﬁ|H 4 » N|E||Q|?' |
Statements | Histary of Chang | Recuring | Activity
Elientll Client 2 I Defaults I Addresses HMotes I tedia I Actions I Felationzhips I Payers
e G <Al Categories: - - U Do e
Attribute Type | Dezcription Short Description | Diate I Required | Commentz
K o
| 4
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In the Attribute Type column, select an attribute. Attribute types are established in Configuration.

In the Description column, select a description. If the attribute type you select uses short descriptions, in
the Short Description column, select a short description. Attribute descriptions are established in
Configuration.

4. In the Date column, enter the date you add the attribute.

Note: The Required column is for informational purposes only and a check mark appears if you must add the
attribute type. You designate required attributes on the Attributes page of Configuration.

5. The Required column is for informational purposes only and a chicanery appears if you must enter the
attribute type. You designate required attributes on the Attributes page of Configuration.

In the Comments column, you can enter free-form text or any additional information.
Click Save and Close. You return to the Clients page.

Adding and Exporting Client Media

Note: You can edit or delete media files at any time— just remember that deleted files cannot be recovered!

On the Media tab you can store media objects about a client. These objects can include newspaper clippings,
letters, pictures, and graphs. By storing these objects in your database, Accounts Receivable keeps this
information at your fingertips. The Media tab is a great way to include visual and sound objects on a client
record. You can also export media.

» Exporting media

1. From the Client media tab, open the media record.

"B Media for ADS Security Systems | x
Eile Edit View Media Help

[A Save and Close - | [=l 3¢ =, B M= ? -

Date: 1M8/2022 Author: |Supervisor =
Tupe: |BMP ﬂ Title: |

Deszcription: [Mew Lagd

Mew logo.bmp

Press F7 to zoom

2. Select Export on the toolbar, or the File menu. The Save As screen appears.
3. Select the File name and Directory.

4. Select Save. The media is exported.
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Adding existing media to a client record

1. FromthedlientMediatab, click New Media. The Open screen appears.

2. Selectthe media objectand dickopen. The New Media screen appears.

‘e Hew Media for Department of Social Services

File Edit Wiew Media Help
ESaveandCIosev|u )(|N 4 b N||?v ‘

Date: |D2£‘I 142004 Author: | j

Tupe: | ]| It |
Description: ;I
[~
ticrozoft Word
Dracurment

In the Date field, enter the date.

In the Type field, enter the type of media you are creating.

In the Description field, enter a description of the media object.
In the Title field, enter a title for the media object.

o v kAW
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7. In the Author field, enter your user name.

8. To close the New Media screen and return to the Media tab, click Save and
Close.
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Adding Client Notes

In Accounts Receivable, the Notes tab makes it easy to maintain helpful pieces of information you received, read,
or need to remember about a client. You can create notepads to record information about a bank account,

special information about the client, or contact information you may need later. Each notepad has a date, type,
description, title, and author.

» Adding a note to a client record

1. Onan open client record, select the Notes tab.

) Individual | (O] ] |
File Edit “iew Client Favortes Toolz Help

ESaveandElosev|u|@§|" 4 » N|E||

Clientll Clientgl Default§| Agldressesl Altribute:

?- |

Medial Actignsl anersl Histary of Changesl

R <Al Types: - I

Type [ I Description I Date I Author | Miotes

KN
Fririt this comment an statements far this client:
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2. Onthe Notes tab, click New Note. The New Note screen appears.

File Edit Motes Fomat Toolz Help

[ save andClose ~| [ > |[B @ | M 4 b ¥ | 2B Speling +| ? -

[MS Sans Ser s e ruls===

Date: Ii Title: |

Type: [ =] Author [Supervisor d|
Deseription. |

|F'less F3 for today's date, F7 for calendar

Note: To edit a note, highlight the note you want to edit and click Open on the action bar.

3. Inthe Type field, enter a note type. Types are created in Configuration.
4. In the Description field, enter a description for the note.
5. Inthe Title field, enter a title for the note.

Note: You can use the formatting options on the toolbar to format your note.

6. Inthe Author field, enter your user name.

7. In the text box, enter any notes you want associated with the client. You can use the formatting options
on the toolbar to format your note.

8. To return to the Notes tab, click Save and Close.

Adding Client Relationships

On the Relationships tab, you can add, edit, or view characteristics that link clients together. For example, you
can identify one client as the sister of another client, or one organization as the parent of a subsidiary.
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» Adding a new relationship to a client record
1. On an open client record, select the Relationships tab.

{f4 Department of Social Services =] E3 I

File Edt “iew Client Favortes Toolz Help
ESaveandElosev| u||ﬁ §| H 4 ¢ H |E||

Statements | Histary of Changes I Recuring | Activity
Elientll Client 2 I Defaults I Addresses I Attributes I Motes I Media I Actions  Felationships | Payers

?- |

These individuals or organizations are related to Department of Social Services:

'fi Add Relationship @& Open Relation's Record Fiemowe R elationship. ..

Marme I Relationship I Reciprocal Relationship I
| |Brian Fox Parent Child

Mates for Brian Fox:

| | 7

From the action bar, click Add Relationship. The Open screen for clients appears, so you can locate the
relation’s client record. For more information about using the Open screen to find a client record, see
“Finding and Opening Client Records” on page 23.

After you find the client record you want to add as a relation, click Open. The client’s name appears in the
Name column of the relationships grid.

In the Relationship column, select the relation’s relationship to the client. For example, “Parent”.

In the Reciprocal Relationship column, select the client’s relationship to the relation. For example,
“Child”.

6. You can add notes about the relation in the Notes for <Relation> field.
7. To open the relation’s client record, in the grid, select a relationship and click Open Relation’s Record.

9.
10.

To remove the relationship, click Remove Relationship. The relationship is deleted from the grid.
Removing a relationship does not delete the relation’s client record.

To change the order of the relationships, select a relationship and click the up or down arrow.
To save the client record and return to the Records page, click Save and Close.

Adding Client Payers and Billing Item
Exceptions

Glossary: A billing item exception is an alternate distribution that overrides default payer distributions when a
client incurs charges for certain billing items. With billing item exceptions, you can denote the payers
responsible for charges for particular billing items on the client’s record.
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In Accounts Receivable, any client can pay another client’s charges. On the Payers tab, you establish default
clients who are responsible for paying for the current client’s charges. You can add payers, open their client
records, or view payer information such as their relationship to the client, client identification number, and the
amount of the charges they are responsible for paying.

You can also add and view billing item exception information. A billing item exception is a billing item that is
charged to different clients or in different distributions than the defaults for that billing item.
» Adding a new payer
1. Onan open client record, select the Payers tab.

"% John Smith's Automotive M= E3
File Edit %iew Client Favortes Tools Help
ESaveandClosev|U|@§|H 4 » H|GD|| ? - |
Client 1 I Cliert 2 I Defaultz I Addreszes I Attributes I Motes | Media
Actionz Payers | Relationships | Hiztary of Changes

when charges are added to John Smith's Automotive, assign payment responzibility ta:

'fi Add Payer @ Open Paper's Record Remaove Payer Remaining: 0%
Payer Mame Fielationzhip Client 1D I Fesponzible for Paying | Pa
|_|John Smith's Automotive M A 0o? 100,001
| Organization MiA 3
KI 2

2. Click Add Payer. The Open screen for clients appears.

A~ |
Find: ICIient j Search using quens: |<Default> ﬂ'gﬁ

= |Dnzn *fi.-'l'-..:h:l a Mew |ndividual f:fi.-'l'-.u:lu:l a Mew Organization Optionz

Find Clients that meet these criteria: M Exact match only
Record type: | j SSN/CFDA | j
Clignt 10 | j City: | j
Clignt name: I j State: I j
Client type: I j Document #: I j
Statiz I j Last modified by: I j
Service provider: I j Last modified on: Iany tirne: j
Hide Filters | Clear Fillersl Frevious Filtersl Filters are not applied ,WI [HEer | Cancel |

3. After you find the client you want to add as a new payer, click Open. The client’s information appears in
the payer grid. For more information about using the Open screen to find a client record, see “Finding
and Opening Client Records” on page 23.

To open the payer’s record, click Open Payer’s Record.
To delete the payer from the client record, click Remove Payer.
The Remaining display shows the undistributed amount of the billing item remaining.
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7. Inthe Payer Name column of the payer grid, you can change the name of the payer or use the binoculars
to locate another payer.

8. The Relationship and Client ID columns are for informational purposes only and display information from
the client record.

9. In the Responsible for Paying column, enter the percentage of the charge for which this payer is
responsible.

10. The Relationship and Client ID columns are for informational purposes only and display information from
the Relationships tab and the payer’s client record.

11. To save the client record and return to the Clients page, click Save and Close.

» Adding a new billing item exception
1. Onan open client record, select the Payers tab.

E xceptions:
%@ Add Biling Item Exception ¢ Flzimoys ot rayzr DisEioiion
Froduct / . p ; Responsible for |
Type Eiling Iter 1D Payer Hame Relationship | Client 1D Py Fa
KN 2
| | /

2. To add a new exception, in the Exceptions grid, click Add Billing Item Exception. The Open screen for
billing items appears.

Elopen [
Find: [ Biling Item | Search using quen: [<Detaulty #]

= |Orsn Al Add a New Billing Ihem Dptions

Find Billing [tems that meet these criteria: | Exact match anly
Description: I ﬂ Categon: I j
Billing Item ID: I j Status: I j
Yalid fram: I EI Laszt modified by I j
Yalid through: I EI Last modified on: Ian-'" tirne: j
Hide Filters | Clear Filtersl Filters are not applied Find Nows I =iy | Cancel |

|F‘ress F7 to zoom

3. After you find the billing item you want to add as an exception, click Open. The billing item information
appears in the Exceptions grid. For more information about using the Open screen to find a billing item
record, see the Program Basics Guide for the Financial Edge.

4. To add a payer to the billing item exception, in the Payer Name field, select a payer. Information in the
Relationship, Client ID, and Responsible for Paying fields are for informational purposes only, and
display information from other areas of the client record.
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5. To save the client record and return to the Clients page, click Save and Close.
Managing Client Statements

Note: We can create custom checks, student bills, statements, invoices, purchase orders, tax forms, envelopes
and other computer forms are specifically designed for use with The Financial Edge. These forms are
pre-printed in color with your organization’s logo and contact information. Visit http://forms.blackbaud.com
or send an email message to forms@blackbaud.com for more information.

With Accounts Receivable statements, you can easily send either additional billing statements or statement
copies to other related clients or payers. You can also add notes and comments to statements. Fields and
columns available on the Statements tab vary depending on the entry you select in the Show field. For
information about creating bank statements, see the Banks Guide.

Table of Entries for the Show Field:

To view or edit... Select...

All recipients who receive statements for the Who receives statements
current client

All clients whose statements are sent to the current Whose statements are sent
client

All clients who receive copies of the current client’s Who receives copies of
billing statement statements

All clients whose statement copies are sent to the  Whose statements are sent
current client as copies

Sending Statements and Copies

On the Statements tab, you can specify related clients, called statement recipients, that should receive billing
statements or copies of billing statements for the current client’s charges. If, for example, a client receives
funding under the Workforce Investment Act, the client’s state Department of Labor may actually pay for
grant-related charges the client incurs. Using the statements tab, you can send statements to both the
Department of Labor and the client that incurred the debt. You can enter statement information directly in the
grid on the Statements tab, or you can use the Statement Assistant.

Sending Statements to Other Clients

In the grid on the Statements tab of client records, you can specify other clients that should also be billed for
charges incurred by the current client. The grid provides a quick-entry format so you can easily enter and view all
statement recipient information in one place.
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» Sending the current client’s statement to another client
1. On an open client record, select the Statements tab.

u"ﬁi Muzeum of Matural History I [=] E3 I

File Edt “iew Client Favortes Toolz Help
ESaveandElosev| u||ﬁ §| H 4 ¢ H |E||

Clientll Client 2 | Defaults | Addreszes I Attributes | Motes | Media | Actions I Relationships I Papers

?- |

Statements History of Changes I Recurring Achivity
Shaw: IWho receives statements j fior Muzeum of Matural Hiztany:
'fi Add Recipient €8 Open Recipient's Reco Remove Recipient. ..
Send Statements ta... Print Separate Contract |D Show
Statement
ﬁ Musgeurn of Matural History o All charges
I

Mates regarding statements sent to Muzeurn of Matural History:

| | 7

Note: To remove a statement recipient from the list, select the recipient and click Remove Recipient.

2. Inthe Show field, select Who receives statements.

3. To send a statement to a new statement recipient, click Add Recipient. The Open screen for clients
appears.

4. Select the statement recipient you want to send statements to and click Open. The Open screen for
clients closes and the statement recipient’s name appears in the Send statements to column of the grid.
For more information about locating client records from the Open screen, see “Finding and Opening
Client Records” on page 23.

5. To send the statement recipient a separate statement, mark Print Separate Statement. If this box is not
marked, the current client’s balance due is added to the statement recipient’s next billing statement.

6. If a contract exists between the current client and the statement recipient, in the Contract ID column,
enter a contract identification number.

7. Inthe Show column, select whether to show all charges, only the charges for the current client, only
charges for the statement recipient, or charges for both the current client and the statement recipient.

8. In the Notes regarding statements sent to <Client> field, you can enter specific information about each
statement recipient.

9. To view a statement recipient’s client record, in the grid select a statement recipient and click Open
Recipient’s Record.

10. To delete a statement recipient from the grid, select the statement recipient and click Remove Recipient.

11. To view a summary of a statement recipient’s statement settings, click Show Statement Assistant. For
more information about the Statement Assistant, see ““Sending Statements to Other Clients using the
Statement Assistant” on page 52”.

12. To save your statement changes and close the client record, click Save and Close.
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Sending Statements to Other Clients using the Statement Assistant

The Statement Assistant provides a text-based overview of a single statement recipient’s statement settings. To
send statements to other clients using the Statement Assistant, in the Show field, select “Who receives
statements”. Next, either click New Recipient to find a statement recipient, or enter the recipient’s name directly
in the Send Statements to column of the grid. Select the row with the new recipient and click Statement
Assistant. The Statement Assistant screen appears.

T4 Statement Assistant for Muzeum of Matural History I
File Edt “iew Statement Help
I 5ave and Close -| [ '}(| H 4 b M| ?- |

Whose activity shows on the statement? -

Activity far: |Museum of Matural Hiztaom

Who do you want to receive the statement?

Statement Recipient: IMuseum of Matural History - | HI

What charges do you want to show on the statement? -

% Al charges far Muzeumn of Matural Histaory

= Only charges assigned directly to Museumn of M atural Hiztary

Show charges: IEIn a separate staterment j

Cantract 1D: I

Moates: ;I
=

Whose activity shows on the statement? In the Activity for field, enter the client who incurred the initial
charges.

Who do you want to receive the statement? In the Statement Recipient field, enter the client who should
receive the statement.

What charges do you want to show on the statement? In this frame, mark whether to display all charges
on the statement, or only the charges assigned to selected statement recipients.

Show charges. In this field, select whether to display the charges on a separate statement or on the recipient’s
statement.

Contract ID. In this field, if a contract exists between the current client and the statement recipient, you can
enter the contract identification number.

Notes. In this field, enter descriptive information about the statement.
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Sending Copies to Other Clients

In the grid on the Statements tab of client records, you can specify other clients that should receive copies of
current client’s statements. The grid provides a quick-entry format so you can easily enter and view all statement
recipient information in one place.

» Sending a copy of the current client’s statement to another client
1. On an open client record, select the Statements tab.

u"ﬁi Muzeum of Matural History I [=] E3 I

File Edt “iew Client Favortes Toolz Help
ESaveandElosev| u||ﬁ §| H 4 ¢ H |E||

Clientll Client 2 | Defaults | Addreszes I Attributes | Motes | Media | Actions I Relationships I Papers
Statements History of Changes I Recurring Achivity

?- |

Shaw: IWho receives copies of statements j fior Muzeum of Matural Hiztany:

'fi Add Recipient @ Open Recipient's ard Remove Recipient. ..
wihen Sending Statements to... Send a Copy to... Show Amaount Diue
ﬁ Mugeurn of Matural History Conrnunity Foundation =
r

Mates regarding statement copies sent to Cormmunity Foundation:

Comment on statement copies sent to Community Foundation:

| | 7

LL|

Note: To remove a statement recipient from the list, select the recipient and click Remove Recipient.

2. Inthe Show field, select Who receives copies of statements.

3. Inthe grid, in the When sending statements to column, select the current client.

4. Inthe Send a copy to column, enter the statement recipient you want to receive statement copies.

5. To include the balance due on the statement copy, mark Show Amount Due.

6. In the Notes regarding statement copies sent to <Client> field, you can enter specific information about
each statement recipient.

7. Inthe Comment on statement copies sent to <Client> field, you can enter a comment.

8. To view a statement recipient’s client record, in the grid select a recipient and click Open Recipient’s
Record.

9. To delete a statement recipient from the grid, select the recipient and click Remove Recipient.

10. To view a summary of a recipient’s statement settings, select the recipient and click Show Statement
Assistant. For more information about the Statement Assistant, see “Sending Copies to Other Clients
using the Statement Assistant”.

11. To save your statement changes and close the client record, click Save and Close.
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Sending Copies to Other Clients using the Statement Assistant

The Statement Assistant provides a text-based overview of a single statement recipient’s statement settings. To
send statements to other clients using the Statement Assistant, in the Show field, select “Whose statements are
sent as copies”. Next, either click New Recipient to find statement recipient, or enter the recipient’s name
directly in the Send Statements to column of the grid. Select the row with the new statement recipient and click
Statement Assistant. The Statement Assistant screen appears.

% Statement Assistant for Museum of Natural History

File Edit “iew Statement Help
ESaveandElnsev|u 'X| H 4 » M| ?- |

Whose achivity do you want to show on the statement?

Activity for: IEDmmunit}l Foundatian e I ﬁl

Who receives the onginal statement?

Statement recipient; IEDmmunit_l,l Faoundation ﬂ

Who receives the copy of statement?

Copy recipignt: |Museum of M atural Hiztary

¥ Show the amount due on the copy received by Museum of Natural History

Comrment: |

Motes: ;I

Whose activity do you want to show on the statement? In the Activity for field, enter the client who
incurred the initial charges.

Who receives the original statement? In the Statement Recipient field, enter the client who should receive
the original statement.

Who receives the copy of the statement? In the Copy Recipient field, enter the statement recipient who
should receive a copy of the statement.

Show the amount due on the copy received by <Recipient>. Mark this checkbox to display the current
client’s total amount due when sending copies to this statement recipient.

Comment. In this field, you can enter comments about the statement recipient.

Notes. In this field, enter descriptive information about the statement.
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Receiving Statements and Copies

On the Statements tab, you can specify that the current client receive statements or copies of statements for
charges incurred by other related clients. If, for example, the current client has a contract to fund another client’s
job training program, you can send statements to both the client that incurred the debt and the client who is
responsible for paying. You can enter statement information directly in the grid on the Statements tab, or you can
use the Statement Assistant.

Receiving Statements from Other Clients

In the grid on the Statements tab of client records, you can specify whether the current client should receive
statements for charges incurred by other clients. The grid provides a quick-entry format so you can easily enter
and view all statement recipient information in one place.

» Sending another client’s statement to the current client

1.

Note:

On an open client record, select the Statements tab.

u"ﬁi Muzeum of Matural History I [=] E3 I

File Edt “iew Client Favortes Toolz Help
ESaveandElosev| u||ﬁ §| H 4 ¢ H |E||

Clientll Client 2 | Defaults | Addreszes I Attributes | Motes | Media | Actions I Relationships I Papers
Statements History of Changes I Recurring Achivity

?- |

Shaw: IWhose statements are sent j to Muzeum of Matural Histary:

'fi Add Statement € Open Recipie

Feceive Statements for... Print Separate Contract |D Show
Statemnant
I Musgeurn of Matural History | All charges
ﬁ Carnmunity Foundation | All charges
r

Mates regarding statements received from Cormunity Foundation:

To remove a statement recipient from the list, select the recipient and click Remove Recipient.

In the Show field, select Whose statements are sent.

To receive a statement from a new statement recipient, click Add Recipient. The Open screen for clients
appears.

Select the statement recipient whose statements you want to send to the current client and click Open.
The Open screen for clients closes and the statement recipient’s name appears in the Receive
Statements for column of the grid. For more information about locating client records from the Open
screen, see “Finding and Opening Client Records” on page 23.

To send the current client a separate statement, mark Print Separate Statement. If this box is not
marked, the statement recipient’s balance due is added to the current client’s next billing statement.

If a contract exists between the current client and the statement recipient, in the Contract ID column,
enter a contract identification number.
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7. Inthe Show column, select whether to show all charges, only the charges for the current client, only
charges for the statement recipient, or charges for both the current client and the statement recipient.

8. Inthe Notes regarding statements received from <Client> field, you can enter specific information about
each statement recipient.

9. To view a statement recipient’s client record, in the grid select a recipient and click Open Recipient’s
Record.
10. To delete a statement recipient from the grid, select the recipient and click Remove Recipient.
11. To view a summary of a statement recipient’s statement settings, click Show Statement Assistant. For

more information about the Statement Assistant, see ““Receiving Statements from Other Clients using
the Statement Assistant” on page 56”.

12. To save your statement changes and close the client record, click Save and Close.

Receiving Statements from Other Clients using the Statement Assistant

The Statement Assistant provides a text-based overview of a single statement recipient’s statement settings. To
receive statements from other clients using the Statement Assistant, in the Show field, select “Whose statements
are sent”. Next, either click New Recipient to find the other client, or enter the client’s name directly in the Send
Statements to column of the grid. Select the row with the new client and click Statement Assistant. The
Statement Assistant screen appears.

% Statement Assistant for Museum of Natural History
File Edit “iew Statement Help

I Save and Close ~ | i 3¢ P M| 7

Whosze achivity do you want to show on the statement?

Activity for: |

Who receives the statement?

Statement Fecipient; |

What charges do you want to show on the statement?

fs' Al charges for Muszeum of Matural Histom

" Only charges aszigned directly to Muzeum of Matural Hiztoryg

Show charges: |Eln a separate statement ﬂ
Contract D
Motes:

K E

Whose activity do you want to show on the statement? In the Activity for field, enter the client who
incurred the initial charges.
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Who receives the statement? In the Statement Recipient field, enter the statement recipient who should
receive the current client’s statements.

Show charges. In this field, select whether to display the charges on a separate statement or on the statement
recipient’s statement.

Contract ID. In this field, if a contract exists between the current client and the statement recipient, you can
enter the contract identification number.

Notes. In this field, enter descriptive information about the statement.

Receiving Copies from Other Clients

In the grid on the Statements tab of client records, you can specify whether the current client should receive
copies of statements for charges incurred by other clients. The grid provides a quick-entry format so you can
easily enter and view all statement recipient information in one place.

» Sending a copy of another client’s statement to the current client
1. Onanopen client record, select the Statements tab.

™ Museum of Natural History =10 ] I

File Edit “iew Client Favortes Toolz Help
ESaveandElosev| u||§ §| M 4 & M |E||

Elientll Client 2 I Defaults | Addresses I Attributes | HMotes | tedia | Actions I Felationzhips I Payers
Statements Histary af Changes I Recuring Achivity

?- |

Show: I\n\-"hose statements are sent as copies j to Muzeum of Matural History:

i Add Copy = |Duzn Feciniznt's

Recsive Copiss of Activity on the Original Statement is for... | Show Amount Due
Statements Sent to...
ﬁ Muzeum of Matural Historp buzeum of Matural Histary =
|| I
Matez regarding statement received far...
I =
=

Comment on statement copies received for...

| | 7

Note: To remove a statement recipient from the list, select the recipient and click Remove Recipient.

2. Inthe Show field, select Whose statements are sent as copies.

3. To receive a statement from a new statement recipient, click Add Recipient. The Open screen for clients
appears.

4. Select the statement recipient whose statement copies you want to send to the current client and click
Open. The Open screen for clients closes and the statement recipient’s name appears in the Receive
Copies of Statements Sent to column of the grid. For more information about locating client records
from the Open screen, see “Finding and Opening Client Records” on page 23.

5. In the Activity on the Original Statement is for field, select the statement recipient that incurred the
initial charges.

6. Toinclude the balance due on the statement copy, mark Show Amount Due.
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7. In the Notes regarding statement received for <Client> field, you can enter specific information about
each statement recipient.

In the Comment on statement copies received for <Client> field, you can enter a comment.

9. To view a statement recipient’s client record, in the grid select a statement recipient and click Open
Recipient’s Record.

10. To delete a statement recipient from the grid, select the recipient and click Remove Recipient.

11. To view a summary of a statement recipient’s statement settings, click Show Statement Assistant. For
more information about the Statement Assistant, see “Receiving Copies from Other Clients using the
Statement Assistant” on page 58.

12. To save your statement changes and close the client record, click Save and Close.

Receiving Copies from Other Clients using the Statement Assistant

The Statement Assistant provides a text-based overview of a single statement recipient’s statement settings. To
receive copies of statements from other clients using the Statement Assistant, in the Show field, select “Who
receives copies of statements”. Next, either click New Recipient to find the other client, or enter the client’s
name directly in the Send Statements to column of the grid. Select the row with the new client and click
Statement Assistant. The Statement Assistant screen appears.

% Statement Assistant for Museum of Natural History
File Edit “iew Statement Help

I Save and Close ~ | i 3¢ P M| 7

Whosze achivity shows on the statement?

Activity for: |

Who receives the oniginal statement?

Kl

Statement recipient: | Muzeurn of Matural Hiztony

Who do you want to receive the copy of the statement?

Copy recipignt: |Eummunit_l,l Foundation - | d

[v Show the amount due on the copy zent to Community Foundation

Comrment: |

Motes:

ST

Press F¥ to Zoom

Whose activity shows on the statement? In the Activity for field, enter the client who incurred the initial
charges.

Who receives the original statement? In the Statement Recipient field, enter the statement recipient who
should receive the original statement.
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Who do you want to receive the copy of the statement? In the Copy Recipient field, enter the statement

recipient who should receive the statement copy.
Comment. In this field, you can enter comments about the statement recipient.

Notes. In this field, enter descriptive information about the statement.

Defining EFT Bank Information

From the EFT Banks tab, you can establish the banking information necessary for clients to make electronic funds

transfers for payments. When you add a new bank you can define the account type, account number,
discretionary code, and contact address information.

The EFT Banks tab appears only if you have the optional module Electronic Funds Transfer.

» Setting up bank and account information for a payer
1. From an open client record, select the EFT Banks tab.

i} Brian Fox @

File Edit View Client Favorites Tools Help
[ASaveandClose- | [l ([l S| W « » M| | @2 = ?-

Defaults l Addresses ] Attributes l Hotes ] Media l Actions l Relationships l Pavers l ﬁtatementsl
Recuring ] Automatic Payments ] Histary of Changes ] Activity

Tal 85 iz k [E(Ete

Bank Mame 4 EFT Status MNotes Account Type

2. Click New EFT Bank. The New Bank screen appears.

New Bank for Brian Fox

X

File Edit View Account Help

{54 Save and Close ~ | (= M4 b M| 2
EFT status: | Bank name: |
Account bype: | Checking j Address:
[ International ACH transaction
R outing nurber: Contact; |

Account number: Contact position: |

1T

Dizcretionary code:

Motes: Contact info:

Contact Type Contact Mumber

10/26/2003
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Glossary: A prenote authorization file is an electronic test record sent to a bank to ensure correct transmission
of information, such as coding, amounts, and account numbers. Banks often require a prenote authorization
file before accepting electronic funds transfers.

3. Inthe EFT Status field, select “EFT”, “Pre-note”, or “Inactive”.
4. |n the Bank name field, enter the name of the client’s bank.

5. In the Account type field, select “Checking” or “Savings”.
6

Mark International ACH transaction if this transaction is going to, or coming from, an international
account. For international transactions, you will need the bank to provide you with the routing number
type, GO routing number, and the ISO country code.

7. In the Routing number type field, select the code that identifies the destination bank. This field is
required for all international transactions.

8. In the Routing number field, enter the routing number provided by the client’s bank.
In the Account number field, enter the account number assigned by the bank.

10. In the GO routing number field, enter the nine-digit routing number of the domestic financial institution
that will accept the international transaction. This field is required for all international transactions. Ask
your bank for the routing number to use for the GO routing number. GO refers to the US Gateway
Operator.

11. In the ISO country code field, enter two-character country code to identify the destination, or
origination, of the transaction. This field is required for all international transactions.

12. In the Discretionary code field, enter the discretionary code provided by the client’s bank.

13. To add bank address information, click Address. For more information about entering address
information, see the Banks Guide.

14. To add bank contact information, click Contact. For more information about entering contact
information, see the Banks Guide“Adding Address and Contact Information” on page 9.

15. In the Contact position field, enter the contact’s position.

16. In the Contact info grid, select a contact type in the Contact Type column and enter the contact number
in the Contact Number column.

17. Enter any additional notes or more detailed information in the Notes box.
18. Click Save and Close to return to the EFT Banks tab.

Adding Automatic Payments

On the Automatic Payments tab, you can define automatic payment plans for the client. You can define a fixed
plan in which the client pays fixed amounts according to a schedule or a variable plan in which the client pays the
entire balance due when the statement is generated. If you have the optional module Electronic Funds Transfer,
you can draft automatic payments from a specified bank account. For more information about defining EFT bank
information, see “Defining EFT Bank Information” on page 59.

You can generate fixed amount payments using the Generate Payments button on the automatic payment
record and using the Generate Fixed Amount Automatic Payments link on the Payments page of Records and on
the Administration page. For more information about generating fixed amount payments, see “Generating Fixed
Amount Automatic Payments” on page 155. Variable payments generate when you run statements. For more
information about running statements, see the Mail Guide“Statements” on page 123.
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» Creating automatic payment plans
1. From an open client record, select the Automatic Payments tab.

) Brian Fox M=

File Edit “iew Client Favortes Tools Help
dSaveandElosev|fﬂ|Q j| H o4k bkl |U| g|':|'

Client 1| Client 2 | Defauls | addresses | i
EFT Banks

2 |

I I Actions | Relationships I Payers I Statements

Recuring History of Changes | Activity

<Al -1

Plan Type I Schedule Status | Description /| Generated | Scheduled | Bank |

| | P

2. Click New Automatic Payment. The Automatic Payment Plan screen appears.

B Automatic Payment Plan for Brian Fox |_ O] =]

Descrptian: | Statuz: IActive j

Plan type: | Fixed vl

Dates: IF'a_l,lment can be created on any date j

Default amaunt: I

[ &llow EFT transactions to be created for thiz bank: I j

FPayment Schedule | Accounts Receivable Detail I GL Dishribution I AttributesM otes|

MNurnber of payments: IUnIimited vl I ﬂ Schedule. . | Status: Ungenerated

“iew all papments - I

Status | Date | Amount I Deposit Number Payment Murmber |

0K | Cancel |

| |Scheduled:D |Generated:ﬂ | >

3. Inthe Description field, enter a description for the payment plan.

4. In the Status field, select “Active”. You can later change the status to “Inactive” if you are no longer using
the payment plan. Inactive records do not appear in reports or queries.
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5.

In the Plan type field, select “Fixed” or “Variable”.
¢ Select “Fixed” to pay fixed amounts according to a schedule.
¢ Select “Variable” to pay the entire balance due when the statement is generated.

If you selected “Fixed” in the Plan type field, in the Dates field you can select “Payment can be created on
any date” or “Payment can only be created from”. If you select “Payment can only be created from”,
enter dates in the Start date and End date fields.

If you selected “Variable” in the Plan type field, the Dates field is set to “Payment can be created on any
date” automatically and cannot be changed.

If you selected “Fixed” in the Plan type field, in the Default amount field, enter the amount for the
payments. If you later change this amount, the amount in the payment schedule grid updates for all
scheduled payments.

If you selected “Variable” in the Plan type field, the Default amount field is disabled.

Note: If the default EFT transaction setting in Options is set to “Create EFT transactions”, the Allow EFT
transactions to be created for this bank [ ] options is marked by default.

8.

10.

11.

If you have the optional module Electronic Funds Transfer, you can mark Allow EFT transactions to be
created for this bank [ ] to include payment transactions created from this payment plan in the EFT file
creation process. Select the bank to draft payments from.

If you selected “Fixed” in the Plan type field, on the Payment Schedule tab, select “Unlimited” or “Fixed”
in the Number of payments field. If you select “Fixed”, select the number of payments in the field to the
right. Scheduled payments appear in the grid.

If you selected “Variable” in the Plan type field, all options on the Payment Schedule tab are disabled.
Click Schedule. The Payment Schedule Frequency screen appears.

Payment Schedule Frequency E I
Erequency: IMonthI_l,l 'l Date | Status I

03/01y2005  Scheduled
& Ewvery |1 monthz] on dayp |1_ —

™ Ewem I_ maonth(z] on the ISecond j IW’ednesdayj

Starting an: IDB£D1 £2005
Hest: IDS;"D1 F2005

Generate thiz payment once per month on the 1t of the
manth.

(]4 | Cancel |

In the Frequency field, select how often to issue payments. You can select “Annually”, “Monthly”,
“Semi-monthly”, or “Weekly. Extra options appear at the bottom of the screen.

¢ If you select “Annually”, in the On field, select the date to make the payment.
¢ If you select “Monthly”, mark Every [ ] month(s) on day [ ] or Every [ ] month(s) on the [ ].

If you mark Every [ ] month(s) on day [ ], select the frequency of monthly payments and the date to
pay them. For example, you can make payments every month on the 15th.

If you mark Every [ ] month(s) on the [ ], select the frequency of monthly payments and the day to pay
them. For example, you can make payments every month on the first Friday of the month.

¢ If you select “Semi-monthly”, in the Every [ ] month(s) on day [ ] and the [ ] field, select the frequency
of semi-monthly payments and the dates to pay them. For example, you can make payments every two
months on the first and 15th days of the month.
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12.
13.

14.

¢ If you select “Weekly”, in the Every [ ] week(s) on field, select the frequency of weekly payments and
mark the checkboxes for the days to make payments. For example, you can make payments every
week on Thursday.

In the Starting on field, enter the date for the first payment of the schedule.

The grid on the right displays details for the schedule as defined in the fields on the left. If you make
changes, click Update.

Click OK. You return to the Payment Schedule tab and any changes or additions you made to the
scheduled payment dates appear in the grid.

B Automatic Payment Plan for Brian Fox |_ O] =]
Description: bl otk |stallments Stabus: IActive j
Plan type: m
Dates: IF'a_l,lment can be created on any date j
Default amaunt: IWST
[ &llow EFT transactions to be created for thiz bank: IIsIand Bank j

FPayment Schedule | Accounts Receivable Detail I GL Dishribution I AttributesM otes|

MNurnber of payments: IFiHed vl I‘I ﬂ Schedule. . | Status: Ungenerated

& Onzn  Generate Payments... “iew all papments - I

Status | Date | Amount I Deposit Number Payment Murmber |
Scheduled 0012005

0K | Cancel |

| | Scheduled: 1 Generated: 0 >

15. Select the Accounts Receivable Detail tab.
16. On this tab you can view and add payee information. To add a payee, click Add Payee. The Open screen

for clients appears.
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17. After you find the client you want to add as a new payee, click Open. The client’s information appears in
the payee grid.

B Automatic Payment Plan for Brian Fox [_ (O] =]
Description; |Monthl}l Installments Status: IActive j
Plan type: m
Dates: IPa_l,lment can be created on any date j
Default amont: W
v Allow EFT tranzactions to be created for this bank: IIsIand Bark j
Payment Schedule  Accounts Receivable Deta | GL Digtribution I Attributes/M otesl

i oddPayee 85 Cnae ENEES sorel Distribute Evenly

Reduces the Balance OF, ., Client I Relationship

WEL =

(Owiniet) Brian Fox <Cne
Department of Social Services 10 <Undefined = 25.000

0K | Cancel |

| |Scheduled:D |Generated:ﬂ | y

18. In the Apply This Amount column, enter the percentage or dollar amount for which the client is
responsible for this payee.
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19. Select the GL Distribution tab.

B Automatic Payment Plan for Brian Fox (O] =]
Description: |Monthl_l,l Inztallments Stabus: IActive j
Plan type: m
Dates: IF'a_l,lment can be created on any date j
Default amaunt; IWST
v allow EFT transactions to be created for this bank: IIsIand Bank j
Payment Schedulel Accounts Receivable Detail Altributes/M otesl

IDistribution 'I Interfund:lm 'I |$ %

CR Account Mumber |CR Account Desc... I Amaunt I Project ID | Praject Description

Diiziribution...  Load Distibution...  Distibute Evenly

Ok | Cancel |

| |Scheduled:1 |Generated:0 | 4

20. Inthe field above the distribution grid, select “Distribution” or “Miscellaneous Entries”. You can use

miscellaneous entries as one-time adjustments in lieu of negative cash amounts.

Note: If you select “Never” for the Allow non-bank transactions to use cash accounts business rule in Accounts
Payable Configuration, you cannot use cash accounts for any non-bank transactions in Accounts Payable,
Accounts Receivable, Cash Receipts, Payroll, or Student Billing because Cash Management settings are shared
by these programs. If you attempt to, a message appears telling you to choose a different account.

21.

22.

23.

In the CR Account Number column, enter credit accounts for the distribution. When you enter a credit
account number, the description appears automatically.

Enter the percentage of the distribution in the Percent column. To distribute percents equally among the
selected accounts, click Distribute Evenly.

If you have the optional module Projects and Grants, you can enter additional project information in the
Project ID, Class, and transaction code columns.
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24. Select the Attributes/Notes tab. For more information about adding attributes and notes, see the
Program Basics Guide.

B Automatic Payment Plan for Brian Fox [_ (O] =]
Description; |Monthl}l Installments Status: IActive j
Plan type: m
Dates: IPa_l,lment can be created on any date j
Default amont: W
¥ Allow EFT tranzactions to be created for thiz bank: IIsIand Bark j
Papment Schedulel Accounts Receivable Detail I GL Distribution

LR < Al Categories» - Un  Diogn
Attribute Type | Description I Short Description Date | Required I Comments
| [
K1 2
Motes:
[~
0K | Cancel |
| |Scheduled:1 |Generated:ﬂ | 4

25. Click OK to save and close the payment plan and return to the Automatic Payments tab. The new
payment plan appears in the grid.

Managing Recurring Invoices

On the Recurring tab, you can view, add, edit, and delete recurring invoices. You may find it easier to create
recurring invoices on the Recurring tab than on the Recurring Invoices page of Records, because much of the
information is filled in automatically from the client record. For more information about recurring invoices, see
the Recurring Invoices chapter.
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» Adding a recurring invoice from a client record

1. Onan open client record, click New Recurring Invoice. The New Recurring Invoice screen appears.

B Mew Recurring Invoice M=l E3 I

File Edit “iew Tiansaction Fawvortes Tools Help
ESaveandElnsev|u X|& ﬁ||‘ 4 b N||Q|?' |

Recuring Invoice | Line [tems | Invoice ichedulel Altnbgtes'

‘ Recuning Invoice 1D:

Inwoice for Client Name | Cliert ID S5N / CFDA #
Muszeum of Matural History ﬂ 03
[~ On Hold
Temms: vl Terms discount %: I ¥ Subject to finance and late charges
Digcount expires: j & Duein I ﬁ days € Duson IFirsl 'l day ofICurrent 'l manth

Client PO Ship wia: I 'I
Ordered by: Freight on board: I 'l

Ordered an: Trade discount %: I
Sales tax: Vl Service piovider: I ﬂ
Bill to: [«Criert address> [are) Ship to: [<Client address> \re

PFiint on Statement I

Print ar invaice: |

|F’ress F7 tar Client Search |Un|imited |Generated: 1] |

A

2. Enter recurring invoice information on the recurring invoice record.

3. To save the recurring invoice record and return to the Recurring tab of the client record, click Save and
Close.

Viewing Client Activity

On the Activity tab of a client record, you can view, sort, and add charges, credits, invoices, payments, and
refunds associated with a client. You can create custom filters to determine what transactions appear in the
activity grid, and you can double-click a row in the grid to open the transaction record. On the Summary screen,
you can view, export, and print a client’s general activity, recent activity, aging summary, or lifetime statistics.
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» Viewing client activity on the Activity tab

1. On an open client record, select the Activity tab. The grid displays charges, credits, invoices, payments,
refunds, and returns associated with the client.

u"ﬁi Muzeum of Matural History I [=] E3 I

File Edt ¥iew Client Favortes Tools Help
ESaveandElosev|u||ﬁ§|H 4 » N|E|||?' |

Clientll Client 2 | Defaults | Addreszes I Attributes | Motes | Media | Actions | Relationships | Papers |

Statements I History of Changes I Fiecurring Achivity
s

Transaction date | Transaction type [acument hurmber I Billing item Description I AmnaLint
020712003 Charge 17 =0 Just Say Mo T-Shirk $9.69
01/24/2003 Refund z 9 Refund of Overpayment $4.50
014162003 Payment 7 ($47.00)
01§10/2003 Credit 1 42 IMeeting Space ($200.00)
KN o
[~ Summarize activity as of Beginning Balance: $0.00
[ Show credits/papmerts with their associated charges | Activity Total: ($232.81)

[ Show <Distibuted: transactions on multiple rows
Total Account Balance: [$232.81)

[ Show invoiceretumn line iterm detail

Tip: To open the transaction record, double-click a grid row.

2. To add a new transaction, click the down arrow beside New and select a transaction type. A new
<transaction> record opens.

IS[= B3

% Museum of Natural History
File Edit “iew Client Fawortes Tool: Help
ESaveandElose-|u|@ §|N 4 » N|U|

Clientll Client 2 | [refaults | Addreszes I Attbutes I Motesz I Media | Actionz | Relationships I Ea_l,lersl
Statements I Histary af Changes | Recuring Activity

?- |

Hew Charge Trangaction type | Daocurnent number | Billing itemI Description | Amount |
New Credit harge 17 50 Jusk Say Mo T-Shirt $9.69

Mew |nvoice efund b4 Q Refund of Overpayment  $4.50

Mew Papment avment: 7 ($47.00)

redit 1 4z Meeting Space ($200.00)%
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3. To view, print, or export a summary of the client’s activity, click Summary. The Summary for <Client>
screen appears. For more information about client summaries, see “Creating a client summary” on
page 70.

ummary for Muzeum of Matural History
Show summary for:

Payers: |<.&II paVErs>

Ll

Recipients: |<ﬁll clients>

General Summary ¢ it to ] t
Diizplay Il:alendar Yearsj ear 1: I j
Year 2: I vI
Ikem Count I Amount Counk Amount
Reqular Charges 1 $9.69 1 $9.69
FinancefLate Charges 0 $0.00 i $0.00
Sales Tax 0 $0.00 1] $0.00
1 ($200.00) 1 ($200.00)
Returns 0 $0.00 1] $0.00
Payments 1 ($47.00) 1 ($47.00)
Refunds 1 $4.50 1 $4.50
Balance 4 ($232.81) 4 ($232.81)

Cloze

4. On the client Activity tab, to filter records that appear in the activity grid, click Filter. The Activity Filters
screen appears. For more information about filtering client activity, see “Filtering client activity” on
page 71.

+ Activity Filters

Filter by Date .
Show trangactions from ta [ Summarize activity az of: I

Filter by Client-

Payers: I <Al payersy j
[

Recipients: |<AII recipients

Filter by Transaction Type and Status.

Tranzaction Types Chargesdlnvoices I Paprnents/Credits | Post Status
¥ Charges - W Unpaid W Unapplied W Mot yet posted
¥ Credits ¥ Partially paid ¥ Partially applisd ¥ Posted
W Irvoices b W Fully paid W Fully applied ™ Do not post
¥ Inwaice Line ltems
7 Panments LI

Filter by Billing Item:

Showi:[ <21l billng items> =]

Billing Items: Selected Biling [tems:

SN

Clear &l Filters u] Cancel
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5. To close the Activity Filters screen and return to the client Activity tab, click OK.

On the client Activity tab, to sort the activities in ascending or descending order, click a column heading
such as Transaction date or Amount.

To filter summarize transaction information by date, in the Summarize activity as of field, enter a date.

8. To display payments and credits and their associated charges, mark Show credits/payments with their

10.
11.

12.

associated charges.

. To display each line item of distributed transactions on a separate row, mark Show <Distributed>

transactions on multiple rows.
To display invoice and line item detail, mark Show invoice/return line item detail.

Beginning Balance, Activity Total, and Total Account Balance are for informational purposes only and
display the client’s beginning balance, the net total of all the client’s activity, and current account
balance.

To save your changes to the Activity tab and close the client record, click Save and Close.

» Creating a client summary

With the Summary button, you can create, print, and export custom summaries of a client’s activity.

1.
2.

On an open client record, select the Activity tab.
On the action bar, click Summary. The Summary for <Client> screen appears.

&% Summary for Museum of Natural History E I

Show summary for:

Payers: |<.&II paVErs>

Ll

Recipients: |<ﬁll clients>

General Summary 4 Export to Excel =5 Print Refresh
Dizplay Il:alendar Yearsj “ear 1: I j

Year 2: I vI

Ikem Count I Amount Counk Amount

Reqular Charges 1 $9.69 1 $9.69
FinancefLate Charges 0 $0.00 i $0.00
Sales Tax 0 $0.00 1] $0.00
Credits 1 {$200,00% 1 {$200,00%
Returns 0 $0.00 1] $0.00
Payments 1 ($47.00) 1 ($47.00)
Refunds 1 $4.50 1 $4.50
Balance 4 ($232.81) 4 ($232.81)

Cloze

In the Payers field, select the payers to include in the summary report.

In the Recipient field, select the clients to include in the summary report.

To select a summary type, click the down arrow beside General Summary. Available summary types are:
General Summary, Recent Activity, Aging Summary, and Lifetime Statistics.

If you select General Summary or Aging Summary, additional fields appear. In the General Summary
display fields, enter the years or dates to include in the summary.

6. To export the report to Microsoft Excel, click Export to Excel.

7. To print the report, click Print.

If you change the summary parameters, to refresh the report with the new requirements, click Refresh.
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9. To close the Summary for <Client> screen and return to the client Activity tab, click Close.

» Filtering client activity

Using the Filters button, you can specify characteristics a transaction must possess to appear in the activity
grid.

1. Onanopen client record, select the Activity tab.
2. On the action bar, click Filters. The Filters screen appears.

= Activity Filters

Filter by Date

Show trangactions from ta [ Summarize activity az of: I
Filter by Client-

Payers: I <)l paperss j

R ecipisnts: |<AII recipientsy j

Filter by Tranzaction Type and Status.

Tranzaction Types Charges/|nvoices I Payments/Credits | Pozt Status
¥ Charges = W Unpaid ¥ Unapplied W Mot vet posted
[V Credits W Partially paid W Partially applied ¥ Posted
W Irvoices e W Fully paid W Fully applied W Do not post
¥ Irevcice Line ltams
¥ Pauments LI

Filter by Billing Item:
Show: [ <41l biling items> =]

Billing Ibems: Selected Biling lbers:

HEIEE

Clear &1l Filkers oK Cancel

Note: By default, all items in the Filter by Transaction Type and Status frame are marked. If you do not want a
type or status displayed in the grid, unmark the checkbox.

3.

4.

To view only transactions from a specific time period, in the Show transactions from and to fields, enter
the beginning and ending dates of the period.

To view a summary of transactions as of a certain date, mark Summarize activity as of and enter the
date.

5. To filter transactions by payers, in the Payers field, enter a payer or select <All Payers>.

6. To filter transactions by statement recipients, in the Recipients field, enter a recipient or select <All

Recipients>.

In the Filter by Transaction Type and Status frame, mark the transaction types and statuses you want to
appear.

In the Show field, select “All billing items” or “Selected billing items”. If you select “Selected billing
items”, available billing items appear in the Billing Items box. To add a billing item as a filter, click the
right arrow to move it to the Selected Billing Items box. To move all filters to the Selected Billing Items
box, click the double right arrows.

. To remove all filters and return to the default settings, click Clear filters.
10.

To close the Activity Filters screen and return to the Activity tab, click OK.
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Viewing a History of Changes

The History of Changes tab displays an historic record of key changes made to the client record. If the client
name, ID, status, credit limit, credit rating, or client record type have changed, the change appears on the History
of Changes tab. The information provides an audit trail and is for informational purposes only. You cannot add or
edit data on the History of Changes tab.

Managing Finance and Late Charges

Using the Calculate Finance and Late Charges screen, you can automatically calculate finance and late charges for
selected clients. To calculate finance and late charges, on the Records page, from the menu bar, select Tools,
Calculate Finance and Late Charges. After you enter finance and late charge information, you can click
Pre-Generation Report to preview a report of the calculations, or to process the calculations, click Calculate
Now.

Calculating Finance and Late Charges

Warning: If you try to calculate finance charges for a period that has already been calculated, a warning
message appears when you click Calculate Now. To avoid overcharging, click Cancel to close the warning
message, then correct the calculation dates.

On the Finance/Late Charge tab of the Calculate Finance and Late Charges screen, you specify either the late
charge, or the finance charge method, you want to apply. You can also set the minimum balance for which to
assess finance or late charges, the minimum charge to add, and how many days past due you should wait before
applying charges. To access the Finance/Late Charge tab from the Records page, from the menu bar, select Tools,
Calculate Finance and Late Charges. The Calculate Finance and Late Charges screen opens to the Finance/Late
Charge tab.
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» Calculating late charges

A late charge is a single fee charged to a client’s account if they have a past due balance greater than the
minimum balance required for assessing finance charges.

1. To calculate late charges, on the Records page, from the menu bar, select Tools, Calculate Finance and

v b W N

10.
11.

12.
13.

Late Charges. The Calculate Finance and Late Charges screen appears.

#% Calculate Finance and Late Charges =1 B3 I

1: FinancerLate Charge | 2:Filters | 2 GL Distribution |

Calculate: |Late charges d

Late charge amount; l—
Calculate finance charges az of: I—
imimurm balance required for charge: I—
Daps past due ta be eligible for charge: l—

= | Reduce balanse by unapplied payments and credits

Late charge
Tranzaction date: I Due date: I
It /D escrption: I vlﬂl I

Pozt gtatz/date: INgtyet posted j I

Comment: I

[~ Preview results before creating tranzactions ™ Prirtt contral report

<oBEEk | Mexst -» I Cancel | Pre-GenerationHeportl Calculate Mow I

In the Calculate field, select Late charges. The late charge fields appear.
In the Late charge amount field, enter the amount of the late charge.
In the Calculate finance charges as of field, enter the date on which to calculate finance charges.

In the Minimum balance required for charge field, enter the smallest balance for which to assess late
charges.

In the Days past due to be eligible for charge field, enter the number of days a payment must be late to
incur late charges.

In the Transaction and Due date fields, enter the transaction date and the date the payment was due.
In the Item/Description field, select a finance charge item or click the binoculars to locate an item.

In the Post status/date fields, enter a post status and post date. If you select Do not post as the status,
the post date is not required. If you have the appropriate security rights, you can set default values for
the Post status/date fields in user options. The Do not post status may not be available if the business
rule excluding that status is marked.

In the Comment field, you can enter notes or special circumstances regarding this finance charge.

To preview the calculation results before creating transactions, mark Preview calculation results before
creating transactions.

To print a control report, mark Print control report.
To select which records to apply late charges to, see “Filtering Finance and Late Charges” on page 78.
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» Calculating finance charges using the transaction past due method

This method of calculating finance charges looks at the overdue balance for each transaction and calculates
finance charges based on the number of days each transaction is overdue.

1. To calculate finance charges using the transaction past due method, on the Records page, from the menu

10.
11.

12.
13.

14.

bar, select Tools, Calculate Finance and Late Charges. The Calculate Finance and Late Charges screen
appears.

#% Calculate Finance and Late Charges =l I

1: FinancesLate Charge | 2 Filtersl 3 GL Distributionl

Caleulate: |Finance charges using the transaction past due method j

Annual finance charge percentage: I— timimurn finance charge: I—
Calculate finance charges as aof: l—
Minimurm balance reguired for charge: I—
Daps past due to be eligible far charge: I—

™ Reduce balance by unapplied payments and credits

Finance charge -

Tranzaction date: I Due date: I
Itern/Description: I 'IHI I

Post status/date: INgtyet posted j I

Cornment: I

[~ Preview results before creating tranzactions ™ Prirtt contral report

<oBEEk | Mexst -» I Cancel | Pre-GenerationHeportl Calculate Mow I

In the Calculate field, select Finance charges using the transaction past due method. The transaction past
due fields appear.

In the Annual finance charge percentage field, enter the annual interest rate for the finance charge.

In the Minimum finance charge field, enter the smallest charge to apply to an overdue balance. When
the overdue balance is calculated, for all balances exceeding the minimum balance to charge, Accounts
Receivable applies either the minimum finance charge or the percentage rate, whichever is greater.

In the Calculate finance charges as of field, enter the ending date for which you want to calculate finance
charges.

In the Minimum balance required for charge field, enter the smallest balance for which to charge finance
charges.

In the Days past due to be eligible for charge field, enter the number of days a payment must be late to
incur finance charges.

. To reduce balance by unapplied payments and credits, mark Reduce balance by unapplied payments

and credits. This prevents calculating late fees for charges that have been paid.
In the Transaction and Due date fields, enter the transaction date and the date the payment was due.
In the Item/Description field, select a finance charge item or click the binoculars to locate an item.

In the Post status/date fields, enter a post status and post date. If you select Do not post as the status,
the post date is not required. If you have the appropriate security rights, you can set default values for
the Post status/date fields in user options. The Do not post status may not be available if the business
rule excluding that status is marked.

In the Comment field, you can enter notes or special circumstances regarding this finance charge.

To preview the calculation results before creating transactions, mark Preview calculation results before
creating transactions.

To print a control report, mark Print control report.
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15. To select which records to apply late charges to, see “Filtering Finance and Late Charges” on page 78.

» Calculating finance charges using the overall past due method

This method calculates finance charges for the entire past due balance.

1. To calculate finance charges using the overall past due method, on the Records page, from the menu bar,

10.
11.
12.

select Tools, Calculate Finance and Late Charges. The Calculate Finance and Late Charges screen
appears.

#% Calculate Finance and Late Charges =l I

1: FinancerLate Charge | 2 Filtersl 3 GL Distributionl

Calculate: |Finance charges using the averall past due method j

Annual finance charge percentage: I— tinimurm finance charge: I—
Calculate finance charges as aof: l— based on a period of: l_ m
Minimum balance required for charge: l— Monthly finance charge: <z xxxi

Dapz pazt due to be eligible for charge: I—

= Beduce balanee by urapplied payments snd credits

Finarce charge -

Tranzaction date: I Due date: I
Itern/D escription: I vlﬁl I

Post status/date: IND[ vet posted j I

Comment: I

[~ Preview results before creating transactions [ Print control repart

<= Hack | Mext -» I Cancel | Pre-GenerationFleportl Calculate Maw I

In the Calculate field, select Finance charges using the overall past due method. The overall past due
fields appear.

In the Annual finance charge percentage field, enter the annual interest rate for the finance charge.

In the Calculate finance charges as of [ ] based on a period of [ ] [ ] fields, enter the last date for which to
calculate finance charges, the calculation frequency, and the unit of measure. For example, to calculate
finance charges once a month through December 31, 2003, enter Calculate finance charges as of
12/31/03 based on a period of 1 month.

In the Minimum finance charge field, enter the smallest charge to apply to an overdue balance. When
the overdue balance is calculated, for all balances exceeding the minimum balance to charge, Accounts
Receivable applies either the minimum finance charge or the percentage rate, whichever is greater.

The Monthly finance charge display is for informational purposes only and shows the annual percentage
rate divided by 12 months.

In the Calculate finance charges as of field, enter the ending date for which you want to calculate finance
charges.

In the Minimum balance required for charge field, enter the smallest balance for which to charge finance
charges.

In the Days past due to be eligible for charge field, enter the number of days a payment must be late to
incur finance charges.

In the Transaction and Due date fields, enter the transaction date and the date the payment was due.
In the Item/Description field, select a finance charge item or click the binoculars to locate an item.

In the Post status/date fields, enter a post status and post date. If you select Do not post as the status,
the post date is not required. If you have the appropriate security rights, you can set default values for
the Post status/date fields in user options. The Do not post status may not be available if the business
rule excluding that status is marked.
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13.
14.

15.
16.

In the Comment field, you can enter notes or special circumstances regarding this finance charge.

To preview the calculation results before creating transactions, mark Preview calculation results before
creating transactions.

To print a control report, mark Print control report.
To select which records to apply late charges to, see “Filtering Finance and Late Charges” on page 78.

» Calculating finance charges using the loan balance method

This method calculates finance charges for transactions as of a specific date in the future. For example, if a
client purchases an expensive product or service from your organization, you may allow the client to make
partial payments. In return for financing the cost of the item, you can then charge interest in the form of
finance charges calculated through the date of the final payment.

1.

To calculate finance charges using the loan balance method, on the Records page, from the menu bar,
select Tools, Calculate Finance and Late Charges. The Calculate Finance and Late Charges screen
appears.

#% Calculate Finance and Late Charges =1 B3 I

1: FinancerLate Charge | 2:Filters | 2 GL Distribution |

Calculate: |Finance charges using the loan balance method ﬂ

Annual finance charge percentage: l— tinimum finance charge: l—
Calculate finance charges az of: I— bazed on a period of: l_ m
imimurm balance required for charge: I— Monthly finance charge: x. mmw

Daps past due ta be eligible for charge: l—

= | Reduce balanse by unapplied payments and credits

Finance charge -

Tranzaction date: I Due date: I
It /D escrption: I vlﬂl I

Pozt gtatz/date: INgtyet posted j I

Comment: I

[~ Preview results before creating tranzactions ™ Prirtt contral report

<oBEEk | Mexst -» I Cancel | Pre-GenerationHeportl Calculate Mow I

In the Calculate field, select Finance charges using the loan balance method. The overall past due fields
appear.

In the Annual finance charge percentage field, enter the annual interest rate for the finance charge.

In the Calculate finance charges as of [ ] based on a period of [ ] [ ] fields, enter the last date for which to
calculate finance charges, the calculation frequency, and the unit of measure. For example, to calculate
finance charges once a month through December 31, 2003, enter Calculate finance charges as of
12/31/03 based on a period of 1 month.

In the Minimum finance charge field, enter the smallest charge to apply to an overdue balance. When
the overdue balance is calculated, for all balances exceeding the minimum balance to charge, Accounts
Receivable applies either the minimum finance charge or the percentage rate, whichever is greater.

The Monthly finance charge display is for informational purposes only and shows the annual percentage
rate divided by 12 months.

In the Minimum balance required for charge field, enter the smallest balance for which to charge finance
charges.

In the Days past due to be eligible for charge field, enter the number of days a payment must be late to
incur finance charges.

In the Transaction and Due date fields, enter the transaction date and the date the payment was due.
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10.
11.

12.
13.

14.
15.

In the Item/Description field, select a finance charge item or click the binoculars to locate an item.

In the Post status/date fields, enter a post status and post date. If you select Do not post as the status,
the post date is not required. If you have the appropriate security rights, you can set default values for
the Post status/date fields in user options. The Do not post status may not be available if the business
rule excluding that status is marked.

In the Comments field, you can enter notes or special circumstances regarding this finance charge.

To preview the calculation results before creating transactions, mark Preview calculation results before
creating transactions.

To print a control report, mark Print control report.
To select which records to apply late charges to, see “Filtering Finance and Late Charges” on page 78.

Calculating finance charges using the overall past due and loan balance method

This method calculates finance charges on the overall balance, then the loan balance, and it adds the charges
together. Any unapplied payments and credits or advanced deposits are not calculated in the finance charge.

1.

To calculate finance charges using the overall past due and loan balance method, on the Records page,
from the menu bar, select Tools, Calculate Finance and Late Charges. The Calculate Finance and Late
Charges screen appears.

#% Calculate Finance and Late Charges =1 B3 I

1: FinancerLate Charge | 2:Filters | 2 GL Distribution |

Caloulate: |Finance charges uzsing the overall past due and loan balance method ﬂ

Annual finance charge percentage: l— tinimum finance charge: l—
Calculate finance charges az of: I— bazed on a period of: l_ m
imimurm balance required for charge: I— Monthly finance charge: x. mmw

Daps past due ta be eligible for charge: l—

= | Reduce balanse by unapplied payments and credits

Finance charge -

Tranzaction date: I Due date: I
It /D escrption: I vlﬂl I

Pozt gtatz/date: INgtyet posted j I

Comment: I

[~ Preview results before creating tranzactions ™ Prirtt contral report

<oBEEk | Mexst -» I Cancel | Pre-GenerationHeportl Calculate Mow I

In the Calculate field, select Finance charges using the overall past due and loan balance method. The
overall past due fields appear.

In the Annual finance charge percentage field, enter the annual interest rate for the finance charge.

In the Calculate finance charges as of [ ] based on a period of [ ] [ ] fields, enter the last date for which to
calculate finance charges, the calculation frequency, and the unit of measure. For example, to calculate
finance charges once a month through December 31, 2003, enter Calculate finance charges as of
12/31/03 based on a period of 1 month.

In the Minimum finance charge field, enter the smallest charge to apply to an overdue balance. When
the overdue balance is calculated, for all balances exceeding the minimum balance to charge, Accounts
Receivable applies either the minimum finance charge or the percentage rate, whichever is greater.

The Monthly finance charge display is for informational purposes only and shows the annual percentage
rate divided by 12 months.

In the Calculate finance charges as of field, enter the ending date for which you want to calculate finance
charges.
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10.
11.

12.
13.

14.
15.

In the Minimum balance required for charge field, enter the smallest balance for which to charge finance
charges.

In the Transaction and Due date fields, enter the transaction date and the date the payment was due.
In the Item/Description field, select a finance charge item or click the binoculars to locate an item.

In the Post status/date fields, enter a post status and post date. If you select Do not post as the status,
the post date is not required. If you have the appropriate security rights, you can set default values for
the Post status/date fields in user options. The Do not post status may not be available if the business
rule excluding that status is marked.

In the Comments field, you can enter notes or special circumstances regarding this finance charge.

To preview the calculation results before creating transactions, mark Preview calculation results before
creating transactions.

To print a control report, mark Print control report.
To select which records to apply late charges to, see “Filtering Finance and Late Charges” on page 78.

Filtering Finance and Late Charges

On the Filters tab, you select criteria that determine the records for which to calculate finance and late charges.

For more information about filtering in The Financial Edge, see the Program Basics Guide.
+ Calculate Finance and Late Charges
1: FinancedLate Charge  2: Filkers |3: GL Distributionl
@@ 0pen ) Clear All Filters
Filkers I Include I Selected Filkers
Clients all =il Clients =
Client Aktributes all <Al Client attribukes =
Products and Billing Items all =l Products and Billing [tems>
Product and Billing Ttem Attri... all <Al Product and Billing Ikem Atkributes =
Charges all <Al Charges=
Invoices all =il Irteoices =
Credits all <Al Credits =
Pavments all <Al Payments =
Returns all <all Returns>
Refunds all =il Fefunds =
Transaction Attribukes all <Al Transaction Attributes =
<- Back | Mest > | Cancel | Fre-Generation Report | Calculate Mow

Tip: You can also double-click a filter in the grid to open the selection screen.

Open. To open a selection screen to designate specific filters for the form, select a filter in the grid and click
Open on the action bar.

Clear All Filters. To reset each filter to include all, you can click Clear All Filters.

Glossa

ry: A filter is a requirement items must meet to be included in a form. For example, if you apply the

Clients filter, only transactions for the selected clients appear in the form.

Filters.

The Filters column lists all the filters for the form. You cannot edit this column.
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Include. By default, in the Include column, each filter is set to All. To open a selection screen to designate
specific filters for the form, choose Selected.

Selected Filters. Filters you specify on the selection screen appear in the Selected Filters column.Selected

Filters Screen

From the Filters tab, you can open a selection screen for a filter in several ways: by double-clicking the filter in the

grid, selecting the filter in the grid and clicking Open on the action bar, or choosing Selected in the Include
column for the filter.

Client Attributes I

Include:  OF Al Selects @ Range Previous Filker — Mest Filker

Action I Attribute Type I Yalue I

1]% |

Include. For each filter, you can select to include all or select specific filters. Depending on the filter, you may
also be able to filter by a range or query.

All. If you mark Include: All, you cannot designate specific filters.

Selected or Range. If you mark Include: Selected or Range, a grid appears in which you can specify filters. In a
field, you can click the binoculars to search for information.

Query. If you mark Include: Query, the Query name field appears for you to enter the name of the query by
which to filter the form. In the field, you can click the binoculars to search for the query name.

To create a new query, click the binoculars. Then click Add a New Query on the Open Query screen. For more
information about creating queries, see the Query Guide“Financial Edge Query” on page 1.

Previous Filter. To view or edit the previous filter without returning to the Filters tab, click Previous Filter.
Next Filter. To view or edit the next filter without returning to the Filters tab, click Next Filter.

Distributing Finance and Late Charges

Finance and late charge distributions contain account distribution information such as credit and debit accounts,
amounts to distribute, and whether to classify distributions using projects, classes, or transaction codes. By
pre-defining distributions in Configuration, you can quickly and easily assign activity to accounts. Accounts
Receivable automatically verifies that all distributions balance when you save the charge, so you are assured the
distributions will post.

Because you cannot enter negative numbers into Accounts Receivable, you must use miscellaneous entries or
credits in lieu of negative cash amounts.
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Every finance or late charge must have an associated credit account, either a default from the product record or
an account you enter manually. When you define credit accounts, Accounts Receivable automatically inserts
default debit accounts, either from the Accounts Receivable Summary information on the Default Accounts page
of Configuration, or from the Defaults tab of the client record. The Supervisor can establish security settings to
hide the debit account columns.

» Distributing a finance or late charge
1. On the Calculate Finance and Late Charges screen, select the GL Distribution tab.

##h Calculate Finance and Late Ch. (O} I
1: FinancesLate Ehalgel 2: Filter:

Interfund: |D1 'l
CR Account Mumber | CR Account Des. . Percent I DR Account Mumber | DR Account Des... Froje

iri...  Load Distribution...  Distribute Evenly 2 z:.. Delete Al

<-Back | [Est = I Cancel | Pre-GenerationFleportl Calculate Maw I

Note: When binoculars appear in an account field, you can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

2. If you defined valid interfund entries in Configuration, when you enter debit and credit accounts from
different funds, Accounts Receivable automatically inserts a valid interfund entry in the Interfund field to
balance the accounts. If you have not created a balancing interfund entry for those accounts, you cannot
save the distribution. For more information about interfund entries and entry sets, see the Configuration
Guide for Accounts Receivable.

Warning: If you select “Never” for the Allow non-bank transactions to use cash accounts business rule in
Accounts Payable Configuration, you cannot use cash accounts for any non-bank transactions in Accounts
Payable, Accounts Receivable, Cash Receipts, or Payroll because Cash Management settings are shared by
these programs. If you attempt to, a message appears telling you to choose a different account.

3. If you entered a default credit account on the finance charge record, it appears automatically in the CR
Account Number column. You can also click Load Distribution to use a default account distribution from
Configuration, or you can enter a distribution manually. When you enter a credit account number, the
description appears automatically in the CR Account Description column.

Tip: To use a default distribution from Configuration, click Load Distribution.

4. In the Percent column, enter the percentage to apply to that account number. To distribute percents
equally among the selected accounts, click Distribute Evenly.

Note: The Supervisor can establish security options to hide the DR Account Number column. This feature is
useful if your organization always uses the default accounts receivable account.
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10.
11.
12.
13.

If you defined a default accounts receivable account on the client record or a debit account on the
finance charge record, it appears automatically in the DR Account Number column. Otherwise, enter
debit accounts for the distribution. When you enter a debit account number, the description appears
automatically in the DR Account Description column.

If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the row and click Distribution. For a debit account, select DR Distribution. For a credit account, select CR
Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the charge record GL Distribution tab.

To preview General Ledger debits and credits for the distribution, click DR/CR Entries.
To add attributes to the distribution, click Attributes.

To delete all rows of the grid, click Delete All.

To save the charge and return to the Charges page, click Save and Close.
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Glossary: In Accounts Receivable, a credit is a transaction that decreases a client’s balance due.

You can use the Credits page of Accounts Receivable to record credits, such as discounts and rebates, that you
want to apply to a client’s future charges. To quickly open or add credit records, you can add links on the
Favorites menu, the Home page, or the navigation bar.For more information about favorites, see the Program
Basics chapter of the Program Basics Guide.

In Accounts Receivable, credits are entered, edited, and deleted from the Credits page of Records.
Accessing Credit Records

Warning: For the latest documentation and information, visit our Web site at www.blackbaud.com.

Because records are such an important part of Accounts Receivable, we have placed all record types in one area
so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record,
or file. When you open Records, you can directly access several record types, including credit records. To access

credits, click Records on the navigation bar, then click Credits. The Credits page appears.

i# The Financial Edge

File Edit View Go Favaortes Tools Help

4 Back & Eorywarcl ] Community Services Inc, © + Accounts Receivable ™

Shortcuts I 7
I Records  Credits
||i||i-l Home ;I Records
5 What do you want to do? Praducts
Wﬁ C= and Billing
Items
Iz Add & Mew Credit Clients
@ Charges
Open a Credit -
Credits I
E/ Edit options for Credits I”VDLJ
Recurring
Invvoices
Search for a Credit by credit ID RetLJ
& | Deposks
" o Payments
; FRamInisEration Access a Recently used Credit
anfiguration Credit 10 for Ashley Smith
Credit 1 For Museurn of Natural Hiskory
Return ling item 4 for Catholic Diocese
shboard Credit 5 for John ‘Wiliams
a Plug-Ins n
Monthly Reparts
Wieh Links j

welcome to Accounts Receivable |

Consider the Credits page the starting point for credit records. From this page, you can add a new credit record or
open existing credit records.

To edit credit record options, click Edit options for Credits.

To save time when searching for a specific credit record, use the Search for a Credit by credit ID field. The credits
page also lists recently accessed credit records.

Finding and Opening Credit Records

Tip: To save time when searching for a specific credit record, you can use Search for a Credit by credit ID.
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When you click Open a Credit on the Credits page, the Open screen for credits appears. The Open screen has a
number of filters you can use to narrow your search and quickly locate the credit you want to open. The search
process is not case-sensitive, so you can enter Smith, smith, or SMITH as the client name and get the same
results. You can also use wildcard characters if you are not sure how a word is spelled — use a question mark to
replace a single character and an asterisk to replace a series of characters. For more information about wildcards,
see the Query chapter of the Query Guide.

To access the Open screen, select File, Open, or on the Credits page, click Open a Credit.

» Opening a credit record from the Credits page
1. On the navigation bar, click Records. The Records page appears.
2. Click Credits. The Credits page appears.
3. Click Open a Credit. The Open screen for credits appears.

A~ |
Find: ICredit j Search using quens: |<Default> ﬂ'gﬁ

= |Dnzn A Add a Mew Credit Options

Find Credits that meet these criteria: W Exact match only
Record type: I j Item/Praduct: I j
Client name: I j Service provider: I j
Transaction date: I EI Post status: I j
Credit 1D: I j Pozt date: I EI
Amaount: I EI Last modified an: Iang,| time: j
Laszt modified by I j
. Hide Filters | Clear Fillersl Filters are not applied Find Now I [HEer | Cancel |

|F'ress F7 to zoom

Note: For more information about filtering criteria on an Open screen, see the Program Basics Guide.

4. In the Find Credits that meet these criteria frame, enter the criteria you are using to search for the
credit.

5. After you enter search criteria, click Find Now. The program searches the database and displays all
credits meeting your criteria.
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6. Inthe grid, select the credit to open.

Dpen =
Find: ICredit ﬂ Search using queny: |<Default> ngﬁ
& Open 'h Add a Mew Credit Optiohs
Credit ID Client Mame Credit Date Armaunt ItemnProduct =

Greenville Chamber o... 01/10§2003 $200,00 4z

Convention & Yisitor's, .. 01/10§2003 $25.00 50

Josh Lenwy 011042003 $5.00 43

John wilams 011042003 410,00 43

Sam McMillan 01/15/2003 410,00 44 |

»

Record type: I j Item/Product: I j
Client name: I j Service provider: I j
Transaction date: I EI Paost status: I j
Credit [D: I j Post date: I EI
Amount: I ﬂl Last modified by: I j
Last modified ar: I any time j

Hide Filters | Clegr Filtersl FPrevious Filtersl Filters are not applied Find Maw | Open I Cancel |

|9 recards found.

Note: You can click column headings on the Open screen to sort information in ascending or descending order.
You can also resize columns to fit the text.

7. Click Open. The credit record appears.

B Credit 1 for Museum of Natural History [_ (O] x| I

File Edit “iew Transaction Favortes Tool: Help
ESavaandCleev|u x‘ H 4 » "|'}§| = |
Tranzaction |§L Dlstnbutlonl Appled Ta... I Altnbgtes.-’NotesI

|Credit 1D 1

Credit for: Client Name Client 1D S5M / CFDA #

Muzeurn of Matural History 0z

Transaction date: ID‘I A0/2003

Post status/date: ot yet posted 7| [01/10/2003

Categorny: IF‘er Usage ltem j

Item/Description: |42 jﬁl IMeeting Space

Quantity/price: Unit of Measure | Guantity Unit Price I Extended Amaount I

Day 1.000 $200.00 $200.00

EdtgelesTen | | =

Comment: I

Service provider: I j Drates of service from to

Pririt status: INUl “r'et Printed j I™ | Hide this iransaction) on printed siatements

|Press F7 to zoom |Am0unt: $200.00 |Balance: $200.00 | |

A

8. To save the credit record and return to the Credits page, click Save and Close.
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Adding Credit Records

Warning: You cannot add records such as credits until you define a default accounts receivable journal value
on the Posting Information page of Configuration.

When you add a credit, you are creating a new record in the database. A credit record stores credit posting,
client, distribution, and attribute information, and notes about credits you give your clients.

If you enter common values repeatedly for multiple credit records, you can create a default set with these values
to save time during data entry. The values are defaults only and you can still change any field on a record. From
the menu bar of the record, select Transaction, Load Defaults from to select an existing default set or create a
new default set for the record type. For more information about default sets, see the Program Basics chapter in
the Program Basics Guide.

Note: Credits can be edited or deleted at any time. Just remember that deleted credits cannot be recovered!

We recommend that, in Configuration, you specify duplicate search criteria and set the business rule to check for
duplicate credits automatically. For more information about business rules, see the Configuration Guide for
Accounts Receivable. To search for a duplicate record from an existing record, from the menu bar, select
Transaction, Duplicate Search.

» Adding a credit

Note: You can also add credits on the Activity tab of a client record.

1. On the navigation bar, click Records. The Records page appears.
2. Click Credits. The Credits page appears.

# The Financial Edge

File Edit View Go Favoites Tool: Help

4 Back  # EoriwErd J Carmmunity Services Inc. ™ + Accounts Receivable ™

i Records+ Credits

Shartcuts

d Records
What do you want to do? Products
and Billing
Items
Ij Add a New Credit Clients
W Charges
Open a Credit =
Credits
?“’; Edit options for Credits MJ
Ll Recurring
Invoices
Search for a Credit by credit ID Returns
Refunds
ﬂ Deposits
Payments
Access a Recently used Credit
Credit 10 for Ashley Smith
Credit 1 for Museum of Matural Histary
Return line item 4 for Cathalic Diocese
< are Credit 5 for John Williams
"ap\ug-lns n
Monthly Reparts
Web Links j

‘Wwelcome to Accounts Receivable

Tip: If you enter common values repeatedly for multiple credits, you can create a default set with these values
to save time during data entry. On the menu bar, select Transaction, Load Defaults from.
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3.

Note:

Click Add a New Credit. The New Credit screen appears.
[Ehev Coditfortest ———— —— —— mEH|

File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 1 » N|'}§||I§'|?' |

Transaction |§L Distrihutinnl Applied Ta I Altrihgtes!NntasI

|Credit 1D
Creditfor: Client 1D [ Client Name 55N / CDF& 8
007 Test

Transaction date: IDS.-"D4.-"2DD2

Post status/date: [Not pet posted = ] [05/04/2002

Category: I j

Itern: I 'Iﬂl I

Quantity/price: Urit of Measure | Quantity Urit Price Extended Amount
Edit Sales Tax | | |

Comment: I

Service provider: I j Drates of service from to

Print status: I j I™ | Hide this ransaction) on printed statements

|Press F7 to zoom |Am0unt: $0.00 |Balanc:e: $0.00 |

A

On the Options screen, you can set General options to hide the Client Name, Client ID, or SSN/CFDA #

columns to prevent data entry. You can also designate the default tab that appears when you add or open a
credit record. To access options, from the menu bar, select Tools, Options. For more information about credit
options, see the Program Basics Guide.

4.

Note:

10.

11.
12.
13.

Note:

In the Credit for grid, enter a client name, identification number, or Social Security or Catalog of Federal
Domestic Assistance number. You can enter data only in the left column. To move a column to the left,
drag the column heading to the left until a red insertion mark appears in front of the left column. When
you release your mouse button, the moved column appears on the left side of the grid.

In the Transaction date field, enter the effective date of the credit.

In the Post status/date field, select the current post status of the credit. If you select “Not yet posted”,
enter a post date.

In the Category field, select a credit item category.

In the Item/Description or Product/Description field, enter an item or use the binoculars to locate an
item. When you enter an item, the description appears automatically.

In the Item field, you can use the binoculars to search for an item or you can enter a new one.

If you select a flat rate, finance charge, or sales tax item in the Item field, in the Amount field, enter an
amount. After you enter an amount, skip to step 15.

If you selected a product or per usage item in the Product or Item field, in the Unit of Measure column of
the Quantity/price grid, select the units of measure for the item.

In the Quantity column, enter the number of items.
In the Unit Price field, enter the price of the item per unit of measure.

The Extended Amount column is for informational purposes and displays the total of the Quantity and
Unit Price columns.

If your organization does not collect sales tax, you can disable all sales tax fields on the General Business

Rules page of Configuration. In the Sales tax field, select “Our organization does not collect sales tax”.
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14. If you marked Product is subject to sales tax on the product record, and Subject to sales tax on the client
record, click Edit Sales Tax to view or edit the sales tax item. You must mark both rules to apply sales tax
to charges or credits for a client.

15. In the Comment field, you can enter additional information about the credit.
16. In the Service Provider field, enter the person who assisted the client.
17. In the Dates of service from [ ] to [ ] fields, enter the date range during which service was provided.

Tip: At the bottom of each tab, in the Amount and Balance displays, you can quickly view the total credit
amount and remaining unapplied balance. To view a summary of the client’s account balance and available
credit, click the page icon beside Balance.

18. In the Print Status field, select “Not Yet Printed”, “Printed”, “Do Not Print”, or “Reprint” as the print
status of the credit.

19. If you do not want to print this transaction on printed statements, mark Hide this transaction on printed
statements.

20. Before you can save the credit record, you must enter a distribution on the GL Distribution tab. For more
information about credit distributions, see “Adding Credit Distributions” on page 89.

Adding Credit Distributions

Tip: To create a distribution from an existing distribution template, click Load Distribution.

Credit distributions contain account distribution information such as debit and credit accounts, amounts to
distribute, and whether to classify distributions using projects, classes, or transaction codes. By pre-defining
distributions in Configuration, you can quickly and easily assign activity to accounts. Accounts Receivable
automatically verifies that all distributions balance when you save the credit, so you are assured the distributions
will post.

Every credit must have an associated debit account, either a default from the product record or a manual entry in
the DR Account Number column. After you define debit accounts, if you defined default accounts on the client or
product records, Accounts Receivable automatically inserts them in the CR Account Number column. The
Supervisor can establish security settings to hide the credit account columns. This feature is useful if your
organization always uses the default accounts receivable account.

» Distributing a credit

Warning: You can edit or delete distributions at any time. Just remember that deleted distributions cannot be
recovered!
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1. On an open credit record, select the GL Distribution tab.

B Mew Credit for Test | _ (O] ] I
File Edit “iew Tranzaction Favortes Tools Help

ESaveandEleev|u X‘N 1 » N|'}§||I§'|?' |
Tranzaction |Agphed To I Altrihgtes.-’NntasI

istributi = nterfund: x L=t
IDlstnbutlon J Interfund: I J %. Entnes"?il

DR Account Mumber | DR Account Des... | Amnount | CR Account Mumber | CR Account Des... | Project D |

... Load Distribution...  Distribute Even

Femaining: $0.00

| |Am0unt: $0.00 |Balanc:e: $0.00 |

L

Glossary: A miscellaneous entry is a one-time adjustment you use in lieu of negative cash amounts.

2. Inthe field above the distribution grid, select “Distribution” or “Miscellaneous Entries”.

3. If you entered a default debit account on the product record, it appears automatically in the DR Account

Number column. You can also click Load Distribution to use a default account distribution from
Configuration, or you can enter a distribution manually. When you enter a debit account number, the
description appears automatically in the DR Account Description column.

Note: When binoculars appear in an account field, you can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

4. To enter distributions by amount, click $. To enter distributions by percent, click %.

5. Enter the amount of the distribution in the Amount column or the percentage in the Percent column. To
distribute amounts or percents equally among the selected accounts, click Distribute Evenly.

If you defined a default accounts receivable account in Configuration or on the client record, or if you
defined a debit account on the product record, it appears automatically in the CR Account Number
column. Otherwise, enter credit accounts for the distribution. When you enter a credit account number,
the description appears automatically in the CR Account Description column.

Note: The Supervisor can establish security options to hide the CR Account Number column. This feature is
useful if your organization always uses the default accounts receivable account.

7. If you enter debit and credit accounts from different funds, Accounts Receivable automatically inserts a
valid interfund entry in the Interfund field to balance the accounts. If you have not created a balancing
interfund entry for those accounts in Configuration, you cannot save the distribution. For more
information about interfund entries and entry sets, see the Configuration Guide for Accounts Receivable.

8.

If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically.

9. In the Class column, select a class for the distribution.
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10.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

Tip: At the bottom of each tab, in the Amount and Balance displays, you can quickly view the total credit
amount and remaining unapplied balance. To view a summary of the client’s account balance and available
credit, click the page icon beside Balance.

11.

12.
13.

14.
15.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the row and click Distribution. For a credit account, select CR Distribution. For a debit account, select DR
Distribution.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the credit record GL Distribution tab.

To preview General Ledger debits and credits for the distribution, click DR/CR Entries.

To add attributes to the distribution, click Attributes. For more information about adding attributes to a
credit record, see “Adding Credit Attributes and Notes” on page 99.

To delete all rows of the grid, click Delete All.
To save the credit and return to the Credits page, click Save and Close.

Managing Payees and Applications

Using the Applied To tab, you designate the clients that should receive the credit, you apply any unapplied
charges to reduce the credit amount, and you specify the credits due to each payee.

Managing Payees

On the Applied To tab, you can add payees that will receive the credit, find payees that were previously added,
and you can view the payee’s client record. You can also add specific information about the credit amount and

how to apply it to each payee. To find, add, or view payees, click the down arrow beside Find payee. The payee
submenu appears.
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» Adding a payee

1. From the Applied To tab of an open credit record, click the down arrow beside Find Payee and select Add
Payee. The Open screen for clients appears.

A~ |
Find: ICIient j Search using quens: |<Default> ﬂ'g

= |Dnzn *fi.-'l'-..:h:l a Mew |ndividual f:fi.-'l'-.u:lu:l a Mew Organization Optionz

Find Clients that meet th riteria: M Exact match only
Record type: | j SSN/CFDA | j
Clignt 10 | j City: | j
Clignt name: I j State: I j
Client type: I j Document #: I j
Statiz I j Last modified by: I j
Service provider: I j Last modified on: Iany tirne: j
Hide Filters | Clear Fillersl Frevious Filtersl Filters are not applied ,WI [HEer | Cancel |

2. To add an existing client as a payee, in the Find Clients that meet these criteria frame, enter criteria you
are using to search for the client. To add a new client, click Add a New Individual or Add a New
Organization. For more information about searching for or adding client records, see the Clients chapter.

Warning: If you are adding a co-payee, you should first add the client’s relationship to the other payees. You
add relationships on the Relationships tab of the client record.

3. After you find the client you want to add as a payee, click Open. The new payee appears in the payee

grid.
B Credit 1 for Museum of Natural History =] E3 I

File Edit “iew Tranzaction Favortes Toole Help

ESaveandElosev|u ‘X||q 4 u|5§|||?v |

Transac:tionl GL Digtribution  Applied Ta... |Altribgtes.-"Notes|

AddPayee..  Add/Edt Applications Jelete Femaining: $0.00 ﬂ %a
Feduces the Balance OF... I Cliert 10 I Fielationship I Apply This Amount I Auvailable ta Apply I
| | Museum of Matural History 03 <Owner: $200.00 $200.00

ndefned> I

: Commurity Foundation

Apply Available Balance Automatically i | Snplicztion:  Sonlicai 2! izt Tranzacion

Date Type Tranzaction 10 Description Amnount Applied

|&xmaunt: $200.00 |Balance: $200.00 1E] P
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4. To delete the payee from the client record, in the grid, select the payee and click Delete.
5. The Remaining display shows the undistributed amount of the credit remaining.

In the Reduces the Balance Of column of the payee grid, you can change the name of the payee or use
the binoculars to locate another payee.

Tip: At the bottom of each tab, in the Amount and Balance displays, you can quickly view the total credit
amount and remaining unapplied balance. To view a summary of the client’s account balance and available
credit, click the page icon beside Balance.

7. The Client ID and Relationship columns are for informational purposes only and display information from
the client record.

8. In the Apply this Amount column, enter the amount to credit to the client. To enter distributions by
amount, click $. To enter distributions by percent, click %.

9. The Available to Apply column is for informational purposes and displays the remaining uncredited
balance.

10. To save your changes and close the credit record, click Save and Close.

» Finding a payee in the payee grid
1. On the Applied To tab of an open credit record, click Find Payee. The Find screen appears.

|
Field: IHeduces the Balance OF... j
Find what: |

Match: I.t’-'my part of field 'l [T Match cass
Eerted st | | =7 el [ =5 I Cloze |

In the Field field, select a search category, such as “Client ID” or “Relationship”.

In the Find what field, enter specific field information you want to find. For example, if you enter
“Reduces the Balance Of” in the Field field, you could enter the first three letters of the client’s name to
locate the payee.

In the Match field, select the part of the field to search.
5. To find only records with identical upper and lower case letters, mark Match case.

6. When you have entered your search criteria, click Find First or Find Next. The Financial Edge highlights
the first or next record matching your criteria.

7. To close the Find screen and return to the credit record, click Close.
8. To save the credit record and return to the Credits page, click Save and Close.
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» Viewing a payee
1. From the Applied To tab of an open credit record, in the payee grid, select a payee.

B Credit 1 for Museum of Natural History [_ (O] x|
File Edit “iew Transaction Favortes Tool: Help

ESavaandCleev|u x“ﬁ§|“ 4 b N|'}§|||?' |

Transac:tionl GL Distribution  &ppled To... |Altribgtes.-’Notes|

Find Payee... |— Add/Edit Applications — Delete..
Feduces the Balance Of... I Client 1D I Relationship I Apply This Amount I Available to Apply I
| [Museum of Hatural Histary 0z <Owners> 80,000 [$40.00)

Date Type Tranzaction |0 Oaner Description Amount Applied I

01/24/2004  Refund 2 Muzeurn of Mat. .| Refund of Overpayment $4.50
04/09/2004  Refund [ Muzeurn of Mat. .| Refund of Overpayment $195.50
[ |&maunt: $200.00 |Balance: $0.00 =] 4

2. Click the down arrow beside Find Payee and select View payee. The client record opens.
3. To save the client record and return to the credit record, click Save and Close.

Managing Applications

On the Applied To tab, you can add and edit applications, use the credit to offset the owner’s balance, or apply
the credit to all payees. To save time when entering applications, you can establish default payers on the Payers
tab of the client record. When you create a new credit, the client’s payers automatically become the default
payees. You can then use buttons on the Applied To tab to quickly distribute the amount due to the primary
default payer or to all default payers evenly, or you can create a custom distribution. You can also use the
Automatically apply new payments and Automatically apply new credits business rules in Configuration. With
these business rules, payments and credits are applied automatically so you do not have to enter them manually
on the Applied To tab. Before you use these business rules, make sure you always want payments and credits
applied automatically.

Using the Apply Credit for <Client> screen, you can view and apply charges and other applications, and you can
open and edit the charge or client records. To access the Apply Credit for <Client> screen, click Add/Edit
Applications.

» Applying default applications

On the Applied To tab, you can quickly apply applications to the charge using default distributions. For
example, you can apply all available applications, distribute applications evenly among all payees, or apply an
unapplied amount to the owner’s balance. For a procedure about applying only specific applications to a
credit, see “Applying specific applications” on page 95.

1. On an open credit record, select the Applied To tab.

Note: If you select to automatically apply new payments or automatically apply new credits in Business Rules,
applications appear automatically on the Applied To tab.

2. To apply all available applications to the amount due, click Apply Available Balance Automatically. All
available applications appear in the applications grid.
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3. To apply all unapplied credits to the current payee’s balance due, click the down arrow beside Add/Edit
Applications and select Use Unapplied Amount to Reduce Owner’s Balance.

4. To unapply all applications and distribute the full credit evenly to all current payers, click the down arrow
beside Add/Edit Applications and select Unapply all and Distribute Evenly to Current Payers. The total
amount due is distributed evenly to all payers.

5. To add, edit, or view additional applications or their payers, click Add/Edit Applications. The Apply Credit
for <Client> screen appears. For more information about the Apply Credit for <Client> screen, see
“Applying specific applications”.

% Apply Credit 1 for Museum of Natural History

Credit owner D Muzeumn of Matural History 05 Credit |Meating Space

Apply the amount distributed to: | <Al Payees: j Amount/Date: |$2E|E|_E|E| IU‘I A0/2003

Available for <All Payees>: $200.00 Applied: $0.00 Available: $200.00

Select Additional Charges... Apply Autamatically Wiew Transaction  Eind Transaction Options
Date I Type I o] | Description I Owaner I Distributed To | Available I Apply? I Applied

| |01/z4/2003 Refund 2 Refund of Overpay. .. Museum of Matural ... Museumn of Natural ... $4.50 r

| |02/07(2003 | Charge 17 Jusk Say Mo T-Shirk  Museum of Matural ... Museum of Natural ... $9.69 -

|Account balance for Museumn of Matural History is [$232.81) Save Apphcationsl Save and Cloze | Cancel |

Warning: You cannot save credits until you assign a journal value on the Posting Information page of
Configuration.

6. After you add applications on the Apply Credit for <Client> screen, to save your changes and return to the
Applied To tab of the credit record, click Save and Close. All applied applications appear in the
applications grid.

» Applying specific applications

On the Apply Credit for <Client> screen, you can select specific applications to apply to a credit, and you can
open and edit related charge and client records. For a procedure about quickly applying default application
distributions, see “Applying default applications” on page 94

1. On an open credit record, select the Applied To tab.
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2. Click Add/Edit Applications. The Apply Credit for <Client> screen appears.

#% Apply Credit 1 for Museum of Matural History

Select Additional Charges...

A tamatically

Credit owner/1D: Muzeurn of Matural Histary IUB Credit: IMeatlng Space
Apply the amount distributed to: |41l Payeess j Amount/Date: ISZDD_DD |U1 A10/2003
Available for <All Payees:: $200.00 Applied: $0.00 Available: $200.00

Find Transaction Options

| Available I Apply? I Applied

|Ac:nunt halance for Muzseurn aof Matural History is ($232.81)

Date I Type I o] Description I Qwner I Distribubed To
| | 01j24/2003 Refund 2 Refund of Owerpay, .. Museum of Matural ... Museumn of Natural .., 44,50 -
|| 02j0772003  Charge 17 Just Say Mo T-Shirk  Museum of Natural ... Museum of Natural .., $3.69 -

Save Anphcatlonsl Save and Close |

Cancel |

3. The Credit owner/ID, Credit, and Amount/Date fields are for informational purposes only, and display
information from the credit record.

4. In the Apply the amount distributed to field, select a payee to apply this application to, or select “All

Payees”.

5. The Available for, Applied, and Available displays are for informational purposes and show the primary
payee, applied credit amounts, and available credits.

6. To add more charges to the client’s account, in the applications grid, click Select Additional Charges. The
Open screen for charges appears, so you can find the charge records.

Find: I Charge
;J [rizr

Mo g

j Search using queny: |<Default>

S

Options

Record type:

Clignt name:

Due date:

Charge ID:

|
|
Tramsaction date: |
|
|
Amount: I

] L &) (@] L] L

ItemProduct:

Service pravider:

Pzt status:

Pzt date:

Last maodified by:

Last modified an:

any time

Hide Filters | Clear Filtersl Frevioug Filtersl Filters are not applied Find Mow I

e |

Cancel |

|Press F7 to 20om

7. Inthe Find <Charges> that meet these criteria frame, enter criteria you are using to search for the

charges.

8. Click Find Now. The program searches the database and displays all charges meeting your criteria.
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Note: Before you can save a credit record, the Remaining display on the action bar must show a zero balance.

9.

In the grid, select a charge and click Open. The Open screen closes and the charge information appearsin
the applications grid of the Apply Credit for <Client> screen.

10. To make other changes to applications, you can use the down arrow beside Select Additional Charges.

Select Additional Charges. .
Select Other Client's Charges. ..

Azzign napplied Balance to Credit Owner
IIhapply and Hide &ll Charges

¢ To view all of the client’s unpaid charges, select Show All Unpaid Charges for This Payee.

¢ To apply the credit to charges other than those listed, click Select Additional Charges. The Open screen
for charges appears so you can locate the other charge records.

¢ To apply the credit to a different client’s balance due, select Select Other Client’s Charges. The Open
screen for clients appears so you can locate the other client.

Note: You establish default payers and their distribution amounts or percentages on the Payers tab of the
client’s record.

11.

12.
13.

14.

15.

16.

¢ To apply the credit to only the primary default payer, select Assign Unapplied Balance to Credit
Owner. Accounts Receivable automatically applies the credit to the primary default payer’s balance
due.

¢ To unapply all charges and remove them from the payer grid, select Unapply and Hide All Charges.

To automatically apply the credit to the first charge in the grid, click Apply Automatically. If the credit
amount exceeds the charge amount, the credit is deducted from subsequent charges from top to bottom
until the credit balance reaches zero.

To unapply all applications, click Unapply All.

To apply only specific applications, in the applications grid, in the Apply? column, mark the applications
you want to apply.

To view a charge record, in the grid, select a charge and click View Transaction.

To view the payer’s record, in the grid, select a payer. Then, click the down arrow beside View
Transaction and select View Payer.

To find a specific transaction in the grid, click Find Transaction. The Find screen appears. For more
information about the Find screen, see “Using the Find screen” on page 98.

To change credit options, click Options. For more information about options, see the Program Basics
Guide.

To save your changes and return to the Applied To tab, click Save and Close. The applications you applied
appear in the applications grid.
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» Using the Find screen

On the Applied To tab, you can use the Find screen to locate a payee. On the Apply Credit for <Client> screen,
you can use the Find screen to locate a transaction.

1. Onthe Applied To tab of an open credit record, right-click in the payee or transaction grid and select Find
Transaction. On the Apply Credit for <Client> screen, click Find Transaction. The Find screen appears.

||
Find what: |

Match: I.t’-'my part of field 'l [T Match cass
Eerted st | | =7 el [ =5 I Cloze |

In the Field field, select a search category, such as “Owner” or “Type”.

In the Find what field, enter specific field information you want to find. For example, if you enter
“Owner” in the Field field, you could enter the first three letters of the payee’s name to locate the payee.

In the Match field, select the part of the field to search.
5. To find only records with identical upper and lower case letters, mark Match case.

When you have entered your search criteria, click Find First or Find Next. The Financial Edge highlights
the first or next record matching your criteria.

7. To close the Find screen and return to the credit record, click Close.

» Opening payee and transaction records from a credit
1. Onthe Applied To tab of an open credit record, click Add/Edit Applications. The Apply Credit for <Client>
screen appears.

% Apply Credit 1 for Museum of Natural History

Credit owner D Muzeumn of Matural History 05 Credit |Meating Space

Apply the amount distributed to: | <Al Payees: j Amount/Date: |$2E|E|_E|E| IU‘I A0/2003

Available for <All Payees>: $200.00 Applied: $0.00 Available: $200.00

Select Additional Charges... Apply Autamatically Wiew Transaction  Eind Transaction Options
Date I Type I 1D | Description I Qwner I Distributed To | Avvailable I Apply? I Applied

| |01/z4/2003 Refund 2 Refund of Overpay. .. Museum of Matural ... Museumn of Natural ... $4.50 r

| |02/07(2003 | Charge 17 Jusk Say Mo T-Shirk  Museum of Matural ... Museum of Natural ... $9.69 -

|Account balance for Museumn of Matural History is [$232.81) Save Apphcationsl Save and Cloze | Cancel |

2. Toview a transaction record, in the applications grid, select a transaction.

Click View Transaction. The transaction record opens.

4. To close the transaction record and return to the Apply Credit for <Client> screen, in the upper right
corner of the transaction record, click X.

5. Toview a payee’s record, in the applications grid, select a transaction from the payee whose record you
want to view.

6. Click the down arrow beside View Transaction and select View Payer. The payer’s client record opens.
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7. To close the payer’s record and return to the Apply Credit for <Client> screen, click Save and Close.

Adding Credit Attributes and Notes

You can further define a credit record by adding information to the Attributes/Notes tab. An attribute is a
reporting tool you use to group information based on a common theme. With attributes defined, you can filter
information to your specification— a useful feature for sorting or filtering credits for reports. You can also define

the type of data stored for each credit. For example, if you have defined an attribute for expense categories, you
can track credits by expense.

With notes, you can easily maintain helpful pieces of information about the credit record. For example, you can

record special information about the credit, payee, or application information you may need later. The note text
box accepts free-form text.

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the credit
and you must select a description before saving.

For more information about attributes, including adding attribute types, see the Configuration Guide for Accounts
Receivable.

» Adding an attribute to a credit

Note: You can edit attributes at any time. You can delete attributes unless they are marked “Required” in
Configuration.

1. On an open credit record, select the Attributes/Notes tab.

B Mew Credit for Test | _ (O] ] I
File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 4 » N|'}§|||§'|?' |
Transac:tionl GL Distributionl Applied To...  Atibutes/Maotes |

VR < 4| Categories:

Attribute Type | Dezciiption Shart Dezcription | Date | Fequired | Comments

- DocAtributeT ype i

| -

MNotes:

[

|F'ress F? to zoom |Am0unt: $0.00 |Balanc:e: $0.00 | /4|

Note: The Short Description column and the Required checkbox are for informational purposes only. You
designate required attributes on the Attributes page of Configuration.

2. In the Attribute type field, enter a specific attribute type or “All Categories”.
3. In the Attribute type column, enter an attribute. Attribute types are established in Configuration.
4. In the Description column, enter a description of the attribute.
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5. In the Date column, enter a date.

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

6. In the Comments column, enter comments.
7. When you exit the Attributes/Notes tab, your changes are saved automatically.

» Adding a note to a credit
1. On an open credit record, select the Attributes/Notes tab.

Note: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!

2. Inthe Notes field, enter additional information about the credit.
3. When you exit the Attributes/Notes tab, your changes are saved automatically.

Managing Credit Adjustments and Refunds

Note: You can adjust only credits that have been posted. Credits that have not been posted can be edited or
deleted at any time.

To change a saved credit record, you can use either an adjustment or a refund. Adjustments are corrections you
make to a posted credit that reverse the incorrect post and then create another post with the new distributions.
The Adjustments tab appears only if the credit has adjustments. You can make a new adjustment to a credit only
if all existing adjustments are posted, and once an adjustment is added to a credit record and posted, it cannot be
deleted. To add a new adjustment to a posted credit, from the menu bar of the credit record, select Transaction,

New Adjustment.

For credits, a reversal is a refund that offsets line items a credit and results in the client receiving a check for the
refund, less applicable charges. To refund a credit, from the menu bar of the credit record, select Transaction,

Reverse this Credit as a Refund.

Adding Adjustments

The Adjustments tab appears only if the credit has adjustments. You can add a new adjustment to a credit only if
all existing adjustments are posted. To make a new adjustment to a posted credit, from the menu bar of the
credit record, select Transaction, New Adjustment.

» Adding an adjustment to a credit record

Note: The Adjustments tab does not appear until you add an adjustment to the credit record.
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1. On a posted credit record, from the menu bar, select Transaction, New Adjustment. The New
Adjustment screen appears.

#% New Adjustment for Credit [_ O] x] I

Adiustment | Hew Distribution I Previaus Distlibutionl

Entered by: Supervisor

Adjustment date: IW

Mew transaction amoint: |$1000— Current transaction amount: — $10.00

Adjustment post status: Mot pet posted

Adjustment post date: IW Uge Transaction Post D ate

Reason: I

Motes: ;I

Canicel

|F'ress F3 for today's date, F7 far calendar |

4

2. On the Adjustments tab, the Entered by field is for informational purposes only and displays your user
name.

3. In the Adjustment date field, enter the adjustment date.

In the New transaction amount field, enter the new amount. The Current transaction amount field is for
informational purposes only and displays the posted credit amount.

5. The Adjusted post status field is for informational purposes only and displays the current post status.

In the Adjustment post date field, enter a post date or click Use Transaction Post Date. The post date
must be in an open period.

In the Reason field, enter a reason for the adjustment, such as “Overpayment”.
In the Notes field, enter notes for the adjustment.
9. To view the previous distribution, select the Previous Distribution tab.
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10. To enter a new credit distribution, select the New Distribution tab.

11.

Note:

&5 New Adjustment for Credit 1

Adjustment HewD\StnbutlonI Previous Distibution I

Distribution j Interfund: |D1 j I B %
DR Account Number I DR Account Des... I Amnaunt I CR Account Mumber | CR Account Des... Project ID |
| |01-4300-02 Miscellaneous Inc... $4.50 01-1193-00 Accounts Receiva.. 1005 LiM Groc
01-4300-02 Miscellaneous Inc $195.50 01-11553-00 Accounts Receiva. | 9333 None

tiior,... Load Distibution...  Distribute Evenly =, Delete All. Remaining: $0.00

| \ J

In the field above the distribution grid, select “Distribution” or “Miscellaneous Entries”.

When binoculars appear in an account field, you can use the small binoculars to search for an account

segment or use the large binoculars to search for an account number.

12.

13.
14.

Note:
15.

16.

17.

18.
19.

In the DR Account Number column, the debit account from the client record appears automatically. You
can also click Load Distribution to use a default account distribution from Configuration, or you can enter
a distribution manually. When you enter a debit account number, the description appears automatically
in the DR Account Description column.

To enter distributions by amount, click $. To enter distributions by percent, click %.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. To
distribute amounts or percents equally among the selected accounts, click Distribute Evenly.

The Supervisor can establish security options to hide the CR Account Number column.

In the CR Account Number column, the credit account from the client record appears automatically.
Otherwise, enter credit accounts for the distribution. When you enter a credit account number, the
description appears automatically in the CR Account Description column.

If you enter debit and credit accounts from different funds, Accounts Receivable automatically inserts a
valid interfund entry in the Interfund field to balance the accounts. If you have not created a balancing
interfund entry for those accounts in Configuration, you cannot save the distribution. For more
information about interfund entries and entry sets, see the Configuration Guide for Accounts Receivable.

If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

Tip: At the bottom of each tab, in the Amount and Balance displays, you can quickly view the total credit
amount and remaining unapplied balance. To view a summary of the client’s account balance and available
credit, click the page icon beside Balance.
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20.

21.
22.

23.
24.

To enter different transaction distributions for the debit and credit accounts in a distribution row, select

the row and click Distribution. For a credit account, select CR Distribution. For a debit account, select DR
Distribution.

You can also use this screen to split transaction distributions among multiple projects, classes, or

transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the credit record GL Distribution tab.

To preview General Ledger debits and credits for the distribution, click DR/CR Entries.

To add attributes to the distribution, click Attributes. For more information about adding attributes to a
credit record, see “Adding Credit Attributes and Notes” on page 99.

To delete all rows of the grid, click Delete All.
To save the adjustment and return to the credit record, click OK.

Adding Refunds

When you reverse a credit, Accounts Receivable creates a refund record containing default information,

including distributions, from the credit record. After you save the refund record, you can apply it to the client’s
balance.

» Printing a refund check

Note:

You cannot print refund checks until you define an accounts payable cash account in Banks. For more

information about defining cash accounts, see the Banks Guide.

1.

2.

On a posted credit record, from the menu bar, select Transaction, Reverse this Credit as a Refund. The
New Refund screen appears.

B Mew Refund for Museum of Natural History =] E3 I

File Edit “iew Tranzaction Favortes Toole Help
ESaveandElosev|u 'X|I1 4 b H|5§||IQ'|?' |
Fiefund |§L Distribulionl F'a_lgments.-’[lreditsl Attribgles.-"NDtesI

|Herund ID

Refund for. Client Name Cliert 1D 55N / CFDA #

Muzeum of Natural History 15

Transaction date: |D2.-"1 972004

Post status/date: INDt pet posted j |D2.-"1 9/2004 [T Hidle this trarsaction onjpritted statements

Item/Description: I ~ 88| I
Amnount: |$1 0.00

Commerit: I

Create Refund Check

|F‘ress F3 for today's date, F7 for calendar |Amount: $10.00 |Balance: $10.00 | |

|

On the New Refund screen, enter information about the refund. For more information about adding new
refunds, see the Refunds chapter.
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3. After you enter refund information, to print a refund check, from the menu bar select Transactions,
Create Refund Check. The Create Refund Check screen appears.

% Create Refund Check

Check Infarmation

Batk account:

Pririt Check. ta: Museurn of M atural Histary j

Q. | Cancel |

4. In the Bank account field, select the account from which to print the check.
5. In the Print Check to field, select the payee.
6. Click OK. The Create Refund Check screen closes and the Add a One-Time Check screen appears.

&= Add a One-Time Check [ ]

File Edit “iew Papment Help

Record and Close = | Prink Later and Cloze v| Fririt Mo | vt | gl B 0 |
General | Distribution I Format I History of Changesl

Check Information -

Bark account: ISB % AR j IStudent Billing & &ccounts Receivable

Check dats: IW |Dne-Time check number || |1

Arnount: |$100— Check format: IEHKAF'US2LF'F'DD1 j
Drescription: IAccounts Feceivable Refund Check for Refund ID 9

Payee Information

Payee name: IMuseum of Matural History

Address | 5 Spring St Cantact: |
W ashington, MD B5435

Contact Type I Contact Mumber

Taw 1D rumber: I

Post statusédate:  [Motyetposted x| | Specific Date 7| [04/09/2004 r Clearedonl

Reversal status/date: INot vt posted j I

|F'ress F3 for taday's date, F7 far calendar | |N0t reconcilad

7. Onthe Add a One-Time Check screen, enter information about the check. For more information about
adding a one-time check, see the Banks Guide.

8. After you enter information about the check, to print the refund check, click Print Now. The Financial
Edge prints the check and the Payment Printing Status screen appears.

9. If the check printed successfully, click OK to close the Payment Printing Status screen and return to the
refund record.

If the check did not print successfully, unmark the Successful? checkbox and click OK. To re-print the
check click Print Now.

10. To close the refund record and return to the credit record, click Save and Close.

Adding Credits to a Group of Client Records

If you need to add the same credits to multiple client records, you can save time by adding the credits to a group,
rather than on each individual record. To add credits to a group of records, create a new credit record and select
Transaction, Add this credit to a group of clients. You will need to create a query to specify which client records
to add the credit.
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» Adding credits to a group of client records

1.

Note:

On an open credit record, from the menu bar, select Transaction, Add this credit to a group of clients.
The Add Credits to a Group screen appears.

i Add Credits to a Group

Add this credit to clisnts in this queny: I ﬁl

[¥ Skip the current client i they are included in the quemn

I™ Print cantral repart on: [ 2k print \DOCHPSES] j
¥ Preview clients before credits are added
W Create an output query of credits that were added

V¥ Create an exception query of clients to which credits could not be added

| Add Credits Naw I LCancel |

|F'ress F7 for queny lookup |

In the Add this credit to clients in this query field, click the binoculars to find a client query or add a new
client query.

To prevent the current client from appearing in the report twice, mark Skip the current client if they are
included in the query.

To designate the printer on which to print a control report, mark Print control report on [ ]. In the printer
field, select a printer. If no printers appear in the printer field, you must add printers in Windows.

For information about setting up printers, see the Program Basics Guide.

. To preview the list of clients before adding credits to the group of client records, mark Preview clients

before credits are added.

To view a list of all the credits that are successfully added, mark Create an output query of credits that
were added.

To view a list of clients to which credits were not added, mark Create an exception query of clients to
whom credits could not be added.

To add credits to the client records and return to the credit record, click Add Credits Now.
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Note: For the latest documentation and information, visit our Web site at www.blackbaud.com.

In Accounts Receivable, you use deposit records to record the amount of cash, checks, EFTs, or other payments
you receive and deposit into your bank account. After you create a deposit, you add payment receipts to the
deposit to specify how to apply the money you deposited. Think of it this way — when you write out a deposit
slip, it can consist of many line items, including cash, credit card receipts, or checks, but they all add up to a single
deposit amount. Similarly, in Accounts Receivable, you create a deposit record to specify how much you received
in payment, then you create payment records to explain which clients “own” the payments and whose charges
they should pay. Deposits made in Accounts Receivable can contain payments for either Accounts Receivable or
Cash Receipts charges. For information about creating and managing payments, see the Payments chapter.

You can create deposit records on the Deposits page of Records, or using the Create a new deposit link in Deposit
tasks for Banks. Before you can create deposits or payments, you must define cash account information for each
bank account you plan to use for Accounts Receivable transactions. For more information about defining cash
accounts, see the Banks Guide.

Accessing Deposit Records

Because records are such an important part of Accounts Receivable, we have placed all record types on the
Records page so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull
out a record, or file. When you open Records, you can directly access several record types, including deposit
records. To access a new deposit record, on the navigation bar, click Records, then click Deposits. The Deposits
page appears.

i# The Financial Edge

File Edit View Go Favaorites Tools Help

4 Back & Eorwars ] Community Services Inc, © + Accounts Receivable ™

I Records « Deposits

Shortcuts

;I Records
What do you want to do? Products
and Billing
_ Items
= Add 3 Mew Deposit p—
E Charges
Open a Deposit ;
Credits
'r; Edit options for Deposits Irwaices
= Recurring
Invoices
Search for a Deposit by deposit humber Returns
Refunds
Iﬁ Deposits I
Payments

ministration

Access a Recently used Deposit

nfiguration Deposit 1
Deposit 3
Deposit 2

Monthly Reparts
Web Links -]

‘welcome to Accounts Receivable

Tip: To save time when searching for a specific deposit record, you can use the Search for a Deposit by
deposit number field.

Consider the Deposits page the starting point for deposit records. On this page, you can add a new deposit record
or open an existing one. You can also edit deposit options by clicking Edit options for Deposits.
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The Deposits page also lists recently accessed deposit records and provides a quick find option. Procedures for
accessing records on the Records page are discussed thoroughly in the Program Basics Guide, but this chapter
gets you started by showing you how to add a new record and open an existing record on the Deposits page.

Finding and Opening Deposit Records

When you click Open a Deposit on the Deposits page, the Open screen for deposits appears. The Open screen has
a number of filters you can use to narrow your search and quickly locate the deposit you want to open. The
search process is not case-sensitive, so to find a bank account in the Bank field, you can enter Operating,
operating, or OPERATING and get the same results. You can also use wildcard characters if you are not sure how a
word is spelled — use a question mark to replace a single character and an asterisk to replace a series of
characters. For more information about wildcards, see the Query Guide.

To access the Open screen, select File, Open, or on the Deposits page, click Open a Deposit.

» Opening a deposit record from the Deposits page
1. On the navigation bar, click Records. The Records page appears.
2. Click Deposits. The Deposits page appears.

3. Click Open a Deposit. The Open screen for deposits appears.

Elopen [
Find: IDepgsi[ 7| Search using que: |<Default> #]

— |0z 'fi Add a Mew Deposit Optiong

M| Exact match anly
Deposit #: I j Deposit 1D: I j
Papment #: I ﬂ Deposit date: I EI
Description: | j Entry date: I EI
Status: I ﬂ Post date: I EI
Bank: | j Last modified by: | j
Sustemn: IAccounts Feceivable | Last modiied on: Ian_l,l tirne =]
Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied ,WI (=l | Cancel |

|F'ress F7 ta zoom

Note: For more information about filtering criteria on an Open screen, see “Filtering Criteria” in the Program
Basics Guide.

4. In the Find Deposits that meet these criteria frame, enter the criteria you are using to search for the
deposit.

5. After you enter search criteria, click Find Now. The program searches the database and displays all
deposits meeting your criteria.
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6. Inthe grid, select the deposit to open.

pen ]|
Find: IDepgsi[ 7| Search using que: |<Default> L
€0 0pen @ Add 2 Mew Deposi Optionz
Deposit number I Description I Deposit date I Entry date I Syskem

1 Patient Counseling 01/15/2004 01/15/2004 Accounts Receivable

2 Medicare Deposits For... 01/16/2004 01/16/2004 Accounts Receivable

3 Receivables/Receipts ... 01/16/2004 01/16/2004 Accaunts Receivable

4 Medicaid Depasits 01/16/2004 01/16/2004 Accounts Receivable

wables for Febru.., 03 4 o011 04 Accounts Receivable

3

Deposit #: I j Deposit 1D: I j
Papment #: I ﬂ Deposit date: I EI
Description: | j Entry date: I EI
Status: I ﬂ Post date: I EI
Bank: | j Last modified by: | j
Sustemn: IAccounts Feceivable | Last modiied on: Ian_l,l tirne =]

Hide Filters | Clear Filtersl Previous Filtersl Filters are applied Find Maow | ,WI Cancel |

|5 records found.

7. Click Open. The deposit record appears.

B Deposit 5 IS [=1 B3 I
File Edit “iew Deposit Favortes Tools Help

[ save and Close - | [ X| M 4 » N|

Depozit | Defagltsl Distrilgutionl Paymentsl

Accounts Receivable Deposit

Bank account: [5B & 4R [~ |8a] Deposit number: I—S
Deposit date: W Deposit [D: l—
Entry date: IW Puost status: IW
Status: Im Post date: IW
Description: |H eceivables for February 15-28

™ Depogit ticket prinked an l—

[ Deposit cleared on l— Mot Reconciled

Deposit Worksheet
Projected I Actual I Difference I
1 of Receipts 1 1
T atal Amount $1,500.00 $200.00 [$1,300.00)

A

8. To save the deposit record and return to the Deposits page, click Save and Close.

Adding Deposit Records

Note: In Banks, the Supervisor can prevent users from adding Accounts Receivable or Cash Receipts deposits.
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On the Deposit tab, you enter basic information about the deposit, such as the deposit method, source,
description, and posting dates. For faster data entry, you can set default values for deposit record fields. To add
default field values, on the menu bar, select Tools, Options. For more information about deposit options, see the
Options chapter of the Program Basics Guide.

Note: When you post a deposit, its individual payments, not the deposit record itself, post to the general
ledger.

Deposit distributions default from related payment records, so the Distribution tab on a new deposit record is
blank until you add payments.

For information about creating deposits in Banks, see the Deposits Tasks chapter of the Banks Guide.

» Adding a deposit on the Records page
1. On the navigation bar, click Records. The Records page appears.
2. Click Deposits. The Deposits page appears.

Tip: For faster data entry, you can set default values for deposit fields. To add default field values, on the menu
bar, select Tools, Options. For more information about deposit options, see the Program Basics Guide.

3. Click Add a New Deposit. The Add a New Deposit screen appears displaying the Deposit tab.
[WAddaNowbepost _— mEI|

File Edit “iew Deposit Favoites Tools Help
X w @ - |

Deposit | Defagltsl Distrilgutionl F'aymentsl

E Save and Close -

Accounts Receivable Deposit

Bank account: | =& Deposit humber: lm
Deposit date: W Deposit D: l—
Entry date: W Post status: IW
Status: lm Post date: l—
Description: I

™ Deposit ticket prinked on I
™ Deposit cleared an I Mot Peconciled

Deposit Worksheet

Projected I Actual I Difference I
# of Receipts 0 1]
T atal Armaount $0.00 $0.00

|F‘ress F7 for Bank Search |

4

In the Bank account field, select the bank account to which to add the deposit.

5. The Deposit number field is for informational purposes only. The program generates the deposit number
based on the next number in sequence for the selected bank account. The field displays
“<Auto-Generated>" until the deposit record is saved, then the deposit number appears in the field.

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

In the Deposit date field, enter the date the deposit is made to the bank account.
In the Deposit ID field, you can enter an alphanumeric identifier for the deposit.
In the Entry date field, enter the date the deposit is entered into the program.

In the Post status field, select a post status for the deposit. If you mark the business rule to disallow Do
Not Post as a post status, only Not Yet Posted appears. Information in the Post status field appears
automatically on payments you add to the deposit. For more information about business rules, see the
Configuration Guide for Accounts Receivable.

© 0 N
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Note: When you post a deposit, its individual payments, not the deposit record itself, post to the general
ledger.

10. In the Status field, select Open or Closed as the current status of the deposit. You cannot add new
payments to a closed deposit.

11. In Post date field, enter the date to post the deposit. Information in the Post date field appears
automatically on payments you add to the deposit.

12. In the Description field, you can enter a description or identifying information about the deposit.

13. If you have printed a report of this deposit, mark Deposit ticket printed on and enter the print date. For
more information about printing deposit tickets, see the Reports Guide for Accounts Receivable.

14. Once the deposit clears the bank account, mark Deposit cleared on and enter the date. If you have the
optional module Cash Management, the reconciliation status appears next to the date.

15. After you add payments to the deposit, you can use the Deposit Worksheet to compare the projected
number of receipts and the projected total deposit amount with what is actually contained in the deposit.

The grid displays the actual number of receipts contained in the deposit and calculates the difference
between the projected and actual amounts.

16. To save the deposit and return to the Records page, click Save and Close.

Adding Payment Defaults

On the Defaults tab of a deposit record, you can assign default field values that apply to all payments added to
that deposit. For example, you can assign a default payment date. When you create payments for that deposit,
the default payment date appears in the Payment date field of every payment record added to the deposit. You

can change the defaults at any time, and on the payment record, you can edit or delete the default field entries if
you do not want to use them.

You can also select the payment types that appear on the payment record. Unmark any payment types you do
not want to appear in the Payment method field.

» Creating payment defaults

1. On an open deposit record, select the Defaults tab.

B Add a New Deposit [_ (O] x| I
File Edit “iew Deposit Favoites Tools Help

[ save and Close ~ | [ X|N 4 & N||Ig'|?' |

Payment Defaults

Field Mame I Default Value I Papment Methods
Payment date ¥ Check I
Amount [V Cash
Comment ¥ COoD i
Source ¥ Credit Card LI

By default. include these miscellaneous companents in the payment:

callanzou: Paumznt L R
Iy L

| Payment Type Detailz Amount
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Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

2. In the Payment Defaults grid, in the Default value column, enter default values for the Payment date,
Amount, Description, and Category fields.

3. All payment methods in the Payment Methods box are marked by default. Unmark any that you do not
want to appear in the Payment method field.

4. When you exit the Defaults tab, your changes are saved automatically.

Viewing Distributions

Deposits cannot be posted, so deposit records do not contain unique distributions. Instead, when you select a
bank account on the deposit record, its cash account becomes the debit account for all payments attached to the
deposit. You add credit accounts, which do not appear on the deposit record, directly on the payment record.
When you create a payment and add credit accounts, Accounts Receivable debits the cash account from the
deposit’s bank account. In other words, the deposit provides the cash side of the distribution, and the payment
provides the revenue or receivables side.

On the Distribution tab of a deposit record, you can view the payment debit accounts and transaction
distributions, including projects, classes, and transaction codes. Projects and transaction codes are available only
with the optional module Projects and Grants. The Distribution tab of a new deposit record is blank until you add
a payment.

To view the debit account distribution, on an open deposit record, select the Distribution tab.

B Deposit 1 =1 3
File Edit ‘iew Depozsit Favontes Toolz Help
ESaveandCIosev|n X|H 1 » N| |?' ‘
erositl Defaults  Distibution |Pa_|grnents|
I $ %
DR &coount Mumber I DR &cocount Des... I Arnount | Project [D Project Description
01-1040-00 Student Biling/AR... $675.00

erly Altibutes.. [

Adding Payments to Deposits

Tip: You can add default field values for payments on the deposit record. For more information about adding
defaults, see “Adding Payment Defaults” on page 112.
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The Payments tab displays all payments contained in a deposit. If a balance remains undistributed, you can also
use the Payments tab to create new payments directly on the deposit record. When you click Add Payment, the
New Payment screen appears displaying the Payments tab. You enter information for the payment just as you
would if you were adding the record on the Payments page of Records. For more information about payments,

see the Payments chapter.

To speed data entry, on the deposit record, you can create default field values for payments. For more
information about adding defaults, see “Adding Payment Defaults” on page 112.

» Adding a payment from a deposit record

Warning: You can edit or delete unposted payments at any time.You can void posted payments. Just

remember, deleted or voided payments cannot be recovered!

1. Onan open deposit record, select the Payments tab.

File Edit “iew Deposit Favoites Tools Help

[ save and Close | [ X|N 4 » N||Ig'|?'

B Add a New Deposit H[=1 E3 I

erositl Defagltsl Distribution

@ Add Payment = |Onzn % Dalsiz

Date I Payment # I Client M ame

Dezcription

Amaunt
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2. Click Add Payment. The New Payment screen appears. For detailed procedures about adding payments,
see the Payments chapter.

B Mew Payment =] E3 I
File Edit “iew Payment Favortes Toolz Help
ESaveandElosev|u 'X|I1 4 » N| ,|ﬂ‘?_ﬂ'

FPayment |A§counts Feceivable Detail I GL Distribution I Attribgtes.-"NotesI

?- |

|Paymenl 1D Wy can't | void this payment? Deposit Number &
Payment for Client Name | Client 1D SSN/CFDAH | Reference #t

&
Fapment date: IW Post statuz/date: INot yet posted |03J03£2DD4
Tatal amount: l— Feceipt status: INDt et printed j
Source: I j Feceipt address: I - |
Comment: I

Bt method'l ,l A Mew eous Payment @@ 0pen 4 Daleiz Adjust Total

Payment Type I [Dretails Amount

| | Accounts Receivable | <Unapplied:

|F‘ress F7 for Client Search | | | él

3. After you enter payment information, to close the payment record and return to the deposit record, click
Save and Close.

Voiding Posted Deposits

Using the Void this Deposit option, you can void a posted deposit and all the payments contained in the deposit.
You cannot void a deposit that is marked cleared or closed, or if it is reconciled.

When you void a deposit, adjustments are created for each payment in the deposit, bringing each payment
amount (and the deposit total) to SO. For information about voiding payments, see the Payments chapter.

To void a deposit, open the deposit record and select Deposit, Void this Deposit on the menu bar.

» Voiding a posted deposit

1. On the menu bar of a posted deposit, select Deposit, Void this Deposit. A message appears asking if you
are sure you want to void the deposit.

2. To void the deposit, click Yes. Accounts Receivable voids the deposit and its payments.
3. To close the deposit record, on the menu bar, click File, Close.
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Note: For the latest documentation and information, visit our Web site at www.blackbaud.com.

The Accounts Receivable Invoices page is essential for maintaining information about client bills and tracking
outstanding accounts receivable. On an invoice record, you can easily view line items added to the invoice, apply
sales tax or discounts, and view applied payments and credits. If necessary, you can also create returns from the
Invoices page. To quickly access invoices, the Add a New Invoice, or Open an Invoice links from anywhere in
The Financial Edge, you can add them as links on the Favorites menu, the Home page, or the navigation bar. For
more information about favorites, see the Program Basics chapter of the Program Basics Guide.

Note: In Accounts Receivable, you manage recurring invoices on the Recurring Invoices page of Records. For
more information about recurring invoices, see the Recurring Invoices chapter.

In Accounts Receivable, you can create two types of invoices: regular and recurring. A regular invoice is a
payment request you send to for goods or services rendered, while a recurring invoice is a template you use to
create a regular invoice according to a schedule. Accounts Receivable invoices are not posted, instead, you post
the invoice’s line items. Recurring invoices are also never posted or included in any balance calculation. In
Accounts Receivable, recurring invoices are entered, edited, and deleted from the Recurring Invoices page of
Records.

Accessing Invoice Records

Note: We can create custom invoices, checks, student bills, statements, purchase orders, tax forms, envelopes
and other computer forms that are specifically designed for use with The Financial Edge. These forms are
pre-printed in color with your organization’s logo and contact information. For more information, visit:
http://forms.blackbaud.com or send an e-mail to: forms@blackbaud.com.

Because records are such an important part of Accounts Receivable, we have placed all record types on the
Records page so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull
out a record, or file. When you open Records, you can directly access several record types, including invoice
records. To access invoices, click Records on the navigation bar, then click Invoices. The Invoices page appears.

#% The Financial Edge
File Edit Yiew Go Favortes Tool: Help

4 Back & Eorward I Community Services Inc. ™ + Accounts Receivable ™

Shorkcuts r .
T Records * Invoices
| Hame
IF“T S ﬂ Records
- what do you want to do? Producks
and Billing
Irems
4dd 2 New Invaice
Clients
W Charges
Open an Invaoice -
Credits
" . . Invoi
Edit options for Invoices w’
Recurting
Invoices
Search for an Invoice by invoice ID RGeS
Refunds
& | Deposts
Payments
Access a Recently used Invoice
Invoice 15 For Ashley Smith
Invoice 20 For Department of Social Services
Invoice 19 for Department of Health and Human Services
Invoice 16 for Greenvile Chamber of Commerce
Invoice 11 For Springfield School Districk
Invoice 4 For Catholic Dincese
Invoice 5 for Josh Lewy
Monthly Reparts
weh Links LI

Welcome to Accounts Receivable
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Consider the Invoices page the starting point for invoice records. On this page, you can add a new invoice or open
existing invoice records. To edit invoice options, click Edit options for Invoices.

To save time when searching for a specific invoice record, you can use the Search for an Invoice by invoice ID
field. The Invoices page also lists recently accessed invoice records.

Finding and Opening Invoice Records

Note: For more information about using filters on the Open screen to search for records, see the Program
Basics Guide.

When you click Open an Invoice on the Invoices page, the Open screen for invoices appears. The Open screen has
a number of filters you can use to narrow your search and quickly locate the invoice you want to open. The search
process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can also use
wildcard characters if you are not sure how a word is spelled — use a question mark to replace a single character
and an asterisk to replace a series of characters. For more information about wildcards, see the Query chapter of
the Query Guide.

Note: You can also access the Open screen by selecting File, Open from Records.

To access the Open screen, select File, Open, or from the Invoices page, click Open an Invoice.

» Opening an invoice record from the Invoices page
1. On the navigation bar, click Records. The Records page appears.
2. Click Invoices. The Invoices page appears.
3. Click Open an Invoice. The Open screen for invoices appears.

A~ |
Find: I|n\.’0ice j Search using quens: |<Default> ﬂ'gﬁ

;Jr;lp":!rl _?i Add a Mew cE Optionz

Client narne: I j Generated from |D: I j
Clignt 1D: I j Client PO: I j
Irvoice 1D: I j Ordered by: I j
Irvenice amournt: I EI Ordered on: I EI
Invoice date: I EI Last modified by: I j
Print status: I j Last modified an: Iany tirne j
. Hide Filters | Clear Fillersl Filters are not applied ,WI [HEer | Cancel |

|F'ress F7 to zoom

Note: For more information about filtering criteria on the Open screen for invoices, see “Filtering Criteria” in
the Program Basics Guide.

4. In the Find Invoices that meet these criteria frame, enter criteria you are using to search for the invoice.
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5. After you enter search criteria, click Find Now. The program searches the database and displays all
invoices meeting your criteria.

6. Inthe grid, select the invoice to open.

A~ |
Find: I|n\.’0ice j Search using quens: |<Default> ﬂ'gﬁ

&8 Open 'fi Add a Hew Invoice Optionz

Invoice I0 Inwvnice Date Client Mame Invoice Amount E

10/01/2002 12:00:00 AM Georgetown Zoning and Planning Coundl § 12.00 $12.00

Client name: [Gea =] Genersted fiom D | =
Clent ID: | =] CientPi: | =
Inveice ID: | =] Oderedby: | =
Incice amount: | @]  Orderedon f =
Invoics dete: | T Lastmodfedby | =]
Print status: | j Last modified on: |an}. time j
* Hide Fiters | Clear Fiters | Fiters are appliod [ EndMow | Open | Cancel |

|F'ress F7 to zoom

7. Click Open. The invoice record appears.
8. To save the invoice record and return to the Invoices page, click Save and Close.

Adding Invoice Records

On the Invoice tab, you enter basic information about the invoice, such as the posting date and status, client
name, billing and shipping information, and any discounts or payment terms applied.

In Accounts Receivable, you can add payment terms to invoices. Accounts Receivable applies the terms discount
if, before the deadline, you enter a single payment for the full amount due, minus the discount percent. To enter
payments for the discount credit, you can either auto-apply invoices or payments. However, no credits are
created when you combine multiple payments to pay an invoice. If you delete or unapply the payment that
created the discount credit, Accounts Receivable also deletes the credit.

Note: Invoices can be edited or deleted at any time. Just remember that deleted invoices cannot be
recovered!

If you enter common values repeatedly for multiple invoice records, you can add default information on the
client record, or you can create a default set with these values to save time during data entry. Client default
information appears automatically on the invoice, but the values are defaults only so you can still change any
field on a record. To select an existing default set or create a new default set for the record type, from the menu
bar of the record, select Transaction, Load Defaults from. For more information about default sets, see the
Program Basics chapter in the Program Basics Guide.

Note: In Configuration, we recommend you specify duplicate criteria and select to automatically check for
duplicate invoices. For more information about business rules, see the Configuration Guide for Accounts
Receivable.
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We recommend that, in Configuration, you specify duplicate search criteria and set the business rule to check for
duplicate invoices automatically. For more information about business rules, see the Configuration Guide for
Accounts Receivable. To search for a duplicate record from an existing record, on the menu bar, select
Transaction, Duplicate Search.

» Adding an invoice record

Tip: You can use default sets to define common information for records, and you can also add default
information on the client record. For more information about using default sets, see the Program Basics Guide.
For more information about client defaults, see the Clients chapter.

1. On the navigation bar, click Records. The Records page appears.

2. Click Invoices. The Invoices page appears.

#% The Financial Edge

File Edit “iew Go Favortes Tools Help

4 Back & Eorarnd ] Community Services Inc, ™  Accounts Receivable ™

Shorteuts

Records * Invoices

;I Records
what do you want to do? e s
and Biling
Items
Add a New Invoice
Clients
@ Zharges
Open an Invoice
Credits
L’ Edlit options for Invoices M’
Recurring
Imvoices
Search for an Invoice by invoice ID Returns
Refunds
“ Deposits
Payments
y Access a Recently used Invoice
nfiguration Irvoice 18 for Ashley Smith
Invoice 20 for Deparkment of Sodial Services
Invoice 19 for Deparkment of Health and Human Services
) nard Invoice 16 For Greenville Chamber of Commerce
Invoice 11 For Springfield School District
L. Irwvoice 4 For Catholic Diocese
Plug-Ins n Invoice 5 For Josh Lewy
Manthly Reparts
Web Links -]

‘welcome to Accounts Receivable

Tip: At the bottom of each tab, in the Amount and Balance displays, you can quickly view the total invoice
amount and remaining balance. To view a summary of the client’s account balance and available credit, click
the page icon beside Balance.
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3.

Note:

Click Add a New Invoice. The New Invoice screen appears.

B New Invoice [_ (O] x|
File Edit “iew Tranzaction Favortes Tools Help
[ Save and Close - uX|N 4 » N|||Q'|?' |
Invaice | Line ltems | Payments/Credits | Attributes/Nates |
Invoice 1D: I—
Inwoice for: Client Name | Client ID | ssw/croas
|
Invaoice date: W Print status: IW [ OnHold
Termns: Iﬁ Terms discount % I— ¥ Subject to finance and late charges
Due date: W Dizcount expires: l—
Clent PO: [ shipvialda=m | =
Ordered by: l— Freight on board: lﬁ
Ordered on: W Trade discount %: l—
Sales tax: Iﬁ Service Provider I j
Bill te: | o] shipto: | ars]
Frint on statement; I
Frint on invoice: I
|Press F7 for Client Search |T0ta\: $0.00 |Balance: $0.00 | | i

If you mark the Automatically generate invoice IDs starting with business rule in Configuration, an

invoice ID number appears automatically in the Invoice ID field. You can remove this number if you are using
preprinted invoice forms.

4.
5.

Note:

8.
9.
10.
11.
12.

Note:

In the Invoice ID field, enter an invoice identification number.

In the Invoice for grid, enter a client name, identification number, or Social Security or Catalog of Federal
Domestic Assistance number. You can enter data only in the left column. To move a column to the left,
drag the column heading to the left until a red insertion mark appears in front of the left column. When
you release your mouse button, the moved column appears on the left side of the grid.

In the Invoice date field, enter the invoice date.

In the Print Status field, select the current print status of the invoice. To place the invoices on hold, mark
On hold.

If you delete a payment that creates a terms discount, the discount is also deleted.

To apply a discount for early payments, in the Terms field, enter the payment terms.

In the Due date field, enter the last date the payment must be received in order to qualify for a discount.
In the Terms Discount field, enter the percentage of the discount.

If the discount is subject to finance charges and late fees, mark Subject to finance and late charges.

In the Discount Expires field, enter the date payments must be received to qualify for a terms discount.

If you selected “Our organization does not collect sales tax” business rule in Configuration, the Sales tax

field is not active. For more information about sales tax items, see the Products and Billing Items chapter.

13.
14.
15.
16.
17.

In the Client PO field, enter the client’s purchase order number.

In the Ship via/date fields, select a delivery method and enter the shipping date.

In the Ordered by field, enter the name of the person who placed the order.

In the Freight on board field, enter the point at which the client assumes ownership of the order.
In the Ordered on field, enter the date the client placed the order.
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Note: If you created a custom term for “Service Provider” on the General Business Rules page of
Configuration, that field name replaces the Service Provider field name.

18.

19.
20.
21.

If you offer this client a trade discount, in the Trade discount % field, enter the percentage of the
discount.

In the Sales tax field, enter a sales tax item.
In the Service provider field, enter the name of the person who assisted the client.

In the Bill to field, enter the client’s billing address or click the magnifying glass to open the billing
address.

Warning: If you need to change a client’s billing or shipping address, add a new address on the client record
instead of editing the old address on the invoice record. If you make changes in the Bill to and Ship to fields,
they do not appear on the client record.

22.

23.
24,
25.

In the Ship to field, enter the client’s shipping address or click the magnifying glass to open the shipping
address.

In the Print on Statement field, enter comments you want to appear on the statement.
In the Print on Invoice field, enter a comments you want to appear on the invoice.
To save the invoice and return to the Invoices page, click Save and Close.

Managing Invoice Line Items and Comments

Note: In Configuration, you can set a business rule preventing users from adding invoices and invoice line
items if the client record is marked “Inactive” or “On hold”.

In Accounts Receivable, you cannot post an invoice, but you can post the invoice’s line items. In other words,
invoices are “containers” that hold line items. Invoice line items are individual charges added to a client’s record
SO you can maintain an accurate accounting of purchases and bill accordingly. The charge records you create
when you add an invoice line item can be posted later. For more information about charge records, see the
Charges chapter. The status bar at the bottom of the Line Items tab is for informational purposes, and displays
the invoice subtotal, sales tax, applied discounts, and total. You can also add comments about the line item on
the Line Items page.
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» Adding a line item

1. Onthe Line Items tab of an open invoice record, click New Line Item. The Edit Line Item for Invoice screen

appears.
B Edit Line Item for Recuriing Invoice 20 for Department of Social Services =] 3 I
File Edit “iew Transaction Favortes Tool: Help
ESavaandClee'|u x‘l‘ 4 » N|'}§|||g'|?' |
Line Item |§L Digtribution I Fayments/Credits I ﬂotesl
|Line Item ID: Invoice 20 Line item 2
Line item for: Client Name | Client 1D | S5M / CFDA #
Department of Social Services 10
Transaction date: IUQ,’Q?,’QUM Diue date: |U2J2BJ2UD4
Post status/date: — [Not yet posted 7| [02/27/2004
Category: I j
F'mduct.-"Desc:liption:l B I
Quantity/price: Uit of Measure | Guantity Unit Price Extended Amaunt
Edit Sales Tax | | =
Commet: I
Senvice prayvidern: I j Dates of service from ta
I™| fter, potential tems diseatnt of
¥ Include transaction in finance charge calculations
|F'ress F3 for today's date, F7 for calendar |Am0unt: $0.00 |Balance: $0.00 | | /4|

Tip: At the bottom of each tab, in the Amount and Balance displays, you can quickly view the total invoice
amount and remaining balance. To view a summary of the client’s account balance and available credit, click

the page icon beside Balance.

2. On the Edit Line Item for Invoice screen, enter information about the charge. For more information about

charges, see the Charges chapter.

3. After you enter the line item information, to close the Edit Line Item for Invoice screen and return to the

invoice record, click Save and Close.

4. To save the invoice record and return to the Invoices page, click Save and Close.



INVOICES 12

» Adding a comment

1. Onan open invoice record, select New Line Item, New Comment. The Edit Line Item for Invoice
Comment screen appears.

B Edit Line Item for Invoice 20 for Department of Social Services

or=|
File Edit “iew Transaction Favortes Tool: Help
ESavaandClee'|u x‘l‘ 4 » N|||g'|?' |
Qommentl
| Invoice: 20 Line item: 2

El
[2
|F'ress F7 ta zoom |Am0unt: $0.00 |Balance: $0.00 | | él

In the text box, enter additional information about the invoice.

. To close the Edit Line Item for Invoice Comment screen and return to the invoice record, click Save and

Close.
4,

To save the invoice record and return to the Invoices page, click Save and Close.

Managing Invoice Payments and Credits

On the Payments/Credits tab of an invoice record you can apply payments and credits to invoice line items to
reduce the balance due. You can also open and view the transaction records.
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» Applying invoice payments and credits

1. On an open invoice record, select the Payments/Credits tab. Payments and credits for this client appear
in the transactions grid.

B Invoice 20 for Department of Social Services M= 3 I
File Edit “iew Transaction Favortes Tool: Help
ESavaandClee'|u x‘ H 4 » "| 3 - |
Invaice I Line lterms  Payments/Credits | Altributes/Motes I
€% Open Tranzactio
Type | Transaction ID | Cwner Name Description Amount Applied
Payment 10 Departrment of Social 5... Credit Card Payment $466.12
| |Payment 14 Departrment of Social 5... Check #121 $1,251.00
| |Payment 1z City ¥outh Program Cash Payment
| Credit ] ashley smicth State and Local Option ...
| | Credit 10 ashley smicth Drug Awareness Video
[ [Total: $2557.44 |Balance: $8a0.32 =] Yl

2. To view transactions you can apply to the invoice, in the grid, select a transaction and click Open
Transaction. The payment or credit record appears. To close the payment or credit record and return to
the invoice record, on the menu bar, select File, Close.

3. To apply all of this client’s existing payments and credits to the invoice, click Auto Apply.
To unapply all applied payments and credits, click Unapply All.

5. To apply payments and credits to this invoice to reduce the amount due, select an application and click
Select Application. The Apply <Application> screen appears.

it Apply Papment 14 for Department of Social Services

Payment owner/|D: (Department of Social Services 10 Paymert: I

Lpply the amount distributed to: [FEAE Amount/D ate: |$1 L251.00 |U2/24J2UD4

Available for <All Payees>: $1.251.00 Applied: $1.251.00 Available: $0.00

5 Automnatically Yiew Transaction -~ Find Transaction Dptions
Date I Type | D | Description Owuner Distributed To I Awvailable I Apply? I Applied |

- 02f26/2003 Line Ttem 23 Drug Awareness Wi, Department of Soci... Department of Soci... $840.32 v $1,251.00

| | 122312002 |Charge 7 Drug Awareness Yi... Department of Soci... Department of Soci... $250,00 |l

| | 1212372002 Line Ikem 3 Drug Awareness Yi... Department of Soci... Department of Soci... $240,00 |l

| |1efesjzo0z | Charge 12 Alcohal 8 Drug Tre,.. | Sam McMillan Sam McMillan $40,00 r

| |01/06/2003 | Charge 14 Alcohal & Drug Tre... |Ted Samson Ted Samson $50.00 r

| |01/06/2003 Line Item 14 Alcohal & Drug Tre... |Ted Samson Ted Samson $50.00 r

| |01/16/2003 Line Item 12 Alcohol & Drug Tre... | 5am McMillan Sam McMillan $50.00 |

| |02f24j2003 Refund a Refund of Owerpay... Gty Youth Program  Ashley Smith $2.00 |

- 0zf24/2003 Refund i0 Refund of Overpay... Ashley Smith Ashley Smith $0.50 |

|Account balance for Department of Social Services is ($210.14) Save Applicalinnsl Save and Cloze | Cancel |

6. Inthe grid, mark the checkbox in the Apply? column. For more information about applying payments, see
the Payments chapter. For more information about applying credits, see the Credits chapter.

To close the application record and return to the invoice Payments/Credits tab, click Save and Close.
8. To save the invoice and return to the Invoices page, click Save and Close.
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Managing Invoice Attributes and Notes

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the invoice
and you must select a description before saving.

You can further define an invoice record by adding information to the Attributes/Notes tab. An attribute is a
reporting tool you use to group information based on a common theme. With attributes defined, you can filter
information to your specification — a useful feature for sorting or filtering invoices for reports. You can also
define the type of data stored for each invoice.

With notes, you can easily maintain helpful pieces of information about the invoice record. For example, you can
record special information about the invoice, payer, or delivery instructions.

For more information about attributes, including adding attribute types, see the Configuration Guide for Accounts
Receivable.

This section contains a procedure for applying invoice attributes.

» Adding an attribute to an invoice

Note: Attributes can be edited at any time or deleted if the attribute is not required.

1. On an open invoice record, select the Attributes/Notes tab.

B Invoice 20 for Department of Social Services | _ (O] ] I
File Edit “iew Tranzaction Favortes Tools Help
E]Saveandﬁlnsev|u X‘N 1 » N|||?' |
lnvoicel Line Itemsl Payments/Credits  Attributes/Motes |
VR < 4| Categories:
Attribute Type | Dezciiption Shart Dezcription | Date | Fequired | Comments
felsf No 2
| -
MNotes:
=
2
[ [Total: $2557.44 |Balance: $8a0.32 =] Yl

2. In the Attribute type field, enter a specific attribute type or “All Categories”.
3. In the Attribute type column, enter an attribute. Attribute types are established in Configuration.
4. In the Description column, enter a description of the attribute.

Note: The Short Description column and the Required checkbox are for informational purposes and are
edited only from the Attributes page of Configuration.

5. In the Date column, enter a date.
6. In the Comments column, enter comments.
7. When you exit the Attributes/Notes tab, your changes are saved automatically.
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» Adding a note to an invoice
1. On an open invoice record, select the Attributes/Notes tab.

2. Inthe Notes field, enter additional information about the invoice.

Note: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!

3. When you exit the Attributes/Notes tab, your changes are saved automatically.

Creating Returns

In Accounts Receivable, if you make an error when entering invoices, you can create a return record that reverses
all or part of the invoice. The return record then appears on the Payments/Credits tab. You cannot reverse
standalone invoices that do not contain line items. To reverse an entire invoice, from the menu bar, select
Transaction, Reverse Entire Invoice. To reverse part of an invoice, select Transaction, Reverse Portion of Invoice.

For more information about returns, see the Returns chapter.

» Reversing an entire invoice record
1. Onan open invoice record, on the menu bar, select Transaction, Reverse Entire Invoice. If no payments
and credit are applied to the invoice, a confirmation message appears. If payments and credits are
applied, the Reverse Invoice as Return screen appears, displaying payments and credits that will be

unapplied from the invoice.

i Heverse Invoice as Heturn

Return 7 reverses Invoice 20.

These payments andfor credits have been unapplied from Invoice 20.

e

Type I Transaction ID I Owiner Marne I Tokal Arounk I Unapplied Balance

| |Pavment 10 Departrent of ... $300,00 $466,12

| |Payment 14 Department of ... $1,251.00 $1,251.0C

KNI I
Cloze View Feturn

2. To view a payment or credit record, select the application and click Open. The payment or credit record
appears.

3. To view the new return record, click View Return.

4. To unapply the payments and credits and return to the invoice record, click Close.
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» Reversing a portion of an invoice record

1. On an open invoice record, on the menu bar, select Transaction, Reverse Portion of Invoice. A new
return record appears. For more information about return records, see the Returns chapter.

File Edit “iew Transaction Favortes Tool: Help

ESavaandClee'|u x‘l‘ 4 » N||Ig'|?'

B Mew Return for 4 M= 3 I

Return  Line |tems | AttributesdM otes I

€% Open

Description | Original Bty | Original 4.

Fieturn Gty | Return &,

Kl

Rieturn Subtotal: $0.00 $0.00

Post Statuz

i

$0.00

[ [Tatal: $0.00 |Balance: $0.00

Y|

2. On the Line Item tab, select the line items you want to change and click Open. The Edit Line Item for

3.

<Return> screen appears.

B Eon Lo lom forFetum 0 or Catboie Diocese =l
File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 4 » N|'}§|||§'|?' |
Line Item | &L Distribution | Applied To.. | Hotes|
|Line Item 1D: Line item 1
Line item for: Client Narme | Client D SN/ CFDAH
Catholic Diocese ﬁl 03
Transaction date: IW
Post status/date: INot yet posted j |D2.-"2?.-"2DD4
Category: IPer Uszage ltem j
Itemy/Description: |42 jﬂl IMeeting Space
Quantity/price: Urit of Measure I Quantity | Uit Price I Discount % Extended Amount
Day $200.00
Edtgeles Ten| | =l
Comment: IMeeting Space
Service provider: I j Dates of service from ko
|F'ress F? for Client Search |Am0unt: $0.00 |Balance: $0.00 | | él

original quantity.

In the Quantity field, enter the quantity of items returned. The new quantity must be fewer than the
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4. After you make your changes to the The Edit Line Item for <Return> screen, to return to the return
record, click Save and Close. The Line Items tab of the return record displays the amount of items
returned and the return amount.

B Mew Return for 4 M= 3 I

File Edit “iew Transaction Favortes Tool: Help
ESavaandClee'|u x‘l‘ 4 » N||Ig'|?' |

Return  Line |tems | AttributesdM otes I

nment €% Open ete Columnz -

Category

Ki| |
Rieturn Subtotal: $0.00 $0.00 $0.00
[ [Tatal: $0.00 |Balance: $0.00 =] A

5. To save the return record and return to the invoice record, click Save and Close.

Adding Invoices to a Group of Client Records

If you need to create the same invoice for multiple client records, you can save time by adding the charges to a
group rather than on each individual record. To add invoices to a group of records, create a new invoice record
and select Transaction, Add this Invoice to a Group of Clients. You will need to create a query to specify which
client records to add the invoice.

» Adding invoices to a group of client records

1. On an open invoice record, on the menu bar, select Transaction, Add this Invoice to a Group of Clients.
The Add Invoices to a Group screen appears.

% Add Invoices to a Group I

Add thiz invoice to clients in this guen: I ﬂl

[¥ Skip the current client if they are included in the quemn

The irvoice pou zelected has one or more ling itemg that hawve been posted. Mew invoices can not be
created vath pozted line tems. Pleaze select the post status that wou would ke to uze for the new ine tems.

Boststatus / date! [Notyetposted @] [02/27/2004 [

I Print control report or: I\'\2kprint'| WDOCHPSS] j

W Preview clients before invoices are added

W Create an output query of invaices that were added

¥ Create an exception queny of clisnts to which invoices could not be added

Add Invoices Mow I Cancel

Prezs F7 for querny lookup
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Note:

Note:

In the Add this invoice to clients in the query field, click the binoculars to find a client query or add a new
client query.

To prevent the current client from appearing in the report twice, mark Skip the current client if they are
included in the query.

If the invoice template does not contain posted line items, the Post status/date fields do not appear.
If the invoice you select as the template contains posted line items, in the Post status/date fields, select a
post status and date.

To designate the printer on which to print a control report, mark Print control report on [ ]. In the printer
field, select a printer. If no printers appear in the printer field, you must add printers in Windows.

For information about setting up printers, see the Program Basics Guide.
To preview a list of clients before adding invoices to the group of client records, mark Preview clients
before invoices are added.

To view a list of all the invoices that are successfully added, mark Create an output query of invoices that
were added.

To view a list of clients to which invoices were not added, mark Create an exception query of clients to
which invoices could not be added.

To add invoices to the client records and return to the invoice record, click Add Invoices Now.
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Note: For the latest documentation and information, visit our Web site at www.blackbaud.com.

In Accounts Receivable, a payment record is part of a bank account deposit and cannot stand alone. Think of it
this way — when you write out a deposit slip, it can consist of many payments, including cash, checks, or EFTs,
but they all add up to a single deposit amount. Similarly, in Accounts Receivable, you create a deposit record to
specify how much you received in payment, then you create payment records to explain which clients “own” the
payments and whose charges they should pay. You can link accounts receivable payments to deposits made in
either Accounts Receivable or Cash Receipts.

Because each payment is part of a deposit, to create a new payment you must first locate its deposit. To add a
new payment, on the Records page, click Payments. The Payments page appears. Click Add a New Payment. The
Open screen for deposits appears so you can find the deposit. You can also add payments directly on the deposit
record in Banks.

Managing Payment Records

Because records are such an important part of Accounts Receivable, we have placed all record types on the
Records page so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull
out a record, or file. When you open Records, you can directly access several record types, including payment
records. To access payment records, on the navigation bar, click Records, then Payments. The Payments page
appears.

ﬂThe Education Edge _ 8] x
File Edit “iew Go Favorites Tool Help
* Back % Forwand ]Community Services Inc. ™ + Accounts Receivable ™
% Records * Payments
;I Records
what do you want to do? Products
and Biling
T? adld 2 New Paviment '"‘i*?fﬂ‘ Generate Fixed Amaount Automatic M
Elt;_f? ¥ ) Payments Clients
@ Charges
Open a Payment -
Credits
r‘: Edit options for Payments M
L Recurring
Invoices
Search for a Payment by Payment ID Returns
Refunds
ﬁ Deposits
Payments I
Access a Recently used Payment
aF‘Iug-Ins
[

‘welcome to Accounts Feceivable

Tip: To save time when searching for a specific payment record, you can use the Search for a Payment by
payment number field.

Consider the Payments page the starting point for payment records. On this page, you can add a new payment
record or open an existing one.

To save time when searching for a specific payment record, you can use the Search for a Payment by payment
number field. The Payments page also lists recently accessed payment records. Procedures for accessing records
from the Records page are discussed thoroughly in the Program Basics Guide, but this chapter gets you started by
showing you how to add a new record and open an existing record from the Payments page.
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Finding and Opening Payment Records

When you click Open a Payment on the Payments page, the Open screen for payments appears. The Open screen
has a number of filters you can use to narrow your search and quickly locate the payment you want to open. The
search process is not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can
also use wildcard characters if you are not sure how a word is spelled — use a question mark to replace a single
character and an asterisk to replace a series of characters. For more information about wildcards, see the Query
chapter of the Query Guide.

To access the Open screen, select File, Open, or from the Payments page, click Open a Payment.

» Opening a payment record from the Payments page
1. On the navigation bar, click Records. The Records page appears.
2. Click Payments. The Payments page appears.
3. Click Open a Payment. The Open screen for payments appears.

|
Find: IF'a_l,lment ﬂ Search using queny: |<Default> ngﬁ

;Jgp-';:n 1‘ Add a New Payment Optiohs

Find Payments that meet these criteria: | Exact match anly
Deposit #: | j Payer Mame: | j
Payment #: | j Receipt Status: | j
Payment date: I EI Aol I ﬂl
Check/Reference #: I j Last modified by: I j
Check/Reference date: I EI Last modified on: Ian_.r. time j
System: IAccounls Fleceivable =l

Hide Filters | Clegr Filtersl FPrevious Filtersl Filters are not applied Find Maw I Wgery | Cancel |

|Press F7 to 20om

Note: For more information about filtering criteria on an Open screen, see “Filtering Criteria” in the Program
Basics Guide.

4. In the Find Payments that meet these criteria frame, enter criteria you are using to search for the
payment.

5. After you enter search criteria, click Find Now. The program searches the database and displays all
payments meeting your criteria.
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6. Inthe grid, select the payment to open.

Mo g

Find: IF'a_l,lment ﬂ Search using queny: |<Default> ngﬁ
& Open 'h Add a New Payment Optiohs
Payrment ID | Pavment date | Deposit nurnber CornrneEnt I Payment amou ﬂ

2 01/16/2003 1 $50.00

] 01/16/2003 1 $25.00

10 017162003 1 $500.00

1z 01/24/2003 1 $100.00

13 02/24/2003 1

$131.00
$76.00

| Exact match anly

Check/Reference date: I Last modified by:

Deposit #: | Clignt Mame: |
Payment #: | Clignt D |
Payment date: I Source: I
Check/Reference #: I Armnount: I

|

L 1@f el 13 L L
L Ll e L L

System: IAccounls Receivable Last modified an: Ian_'r' tine:

Hide Filters | Clear Filtersl Frevioug Filtersl Filters are applied Find Mow | Open I Cancel |

|15 recards found.

7. Click Open. The payment record appears.

B Payment 4 for Department of Social Services | _ (O] ] I

File Edit “iew Payment Favortes Tools Help
E]Saveandﬁlnsev|u X‘N 1 » N|J|,§.}|dﬁf|?‘ |

Payment | Accounts Receivable Detail | GL Distributionl Attribgtes.-"NotesI

|Paymenl ID 4 “wihy can't | woid this payment? Deposit Humber 2

Payment for Cliert Name | Client I SSN/CFDAR | Refersnce

Department of Social Services 10

Payment date: |u1;1sxzuu4 Fost status/date: |Posted |u1xauxzuu4
Total amount: |$?B.DD Receipt status: INotyetprinted j

Source: IMai\ j Feceipt address: I vI E‘\I
Comment: I
Payment methad: ICashiers Check 'l i " Payment @B 0Open 7 0
Check number |555? Payment Type I Details Arnount |
Accounts Receivable | <Fully applied: $76.00
Check date: |U1 /26/2004 S
|F'ress F3 for today's date, F7 for calendar | | | /Ll

8. To save the payment record and return to the Payments page, click Save and Close.

Adding Payment Records

Warning: You cannot add records such as payments until you define a default accounts receivable journal
value on the Posting Information page of Configuration.
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Before you can add information to a payment record, you must first find the deposit that contains the payment.
When you click Add a New Payment on the Payments page, the Open screen for deposits appears so you can
locate the original deposit. After you select a deposit and click Open, the New Payment screen appears. If you
selected a Cash Receipts deposit, the New Payment screen contains fewer fields.

With miscellaneous payments, you can split a payment between both Accounts Receivable and Cash Receipts
accounts for better revenue tracking and reconciliation. Miscellaneous payments are available only with the
optional module Cash Receipts. For more information about miscellaneous payments, see “Adding Miscellaneous
Payments” on page 142.

Note: You can set business rules for payments in Configuration. For more information about business rules,
see the Program Basics Guide.

We recommend that, in Configuration, you specify duplicate search criteria and set the business rule to check for
duplicate payments automatically. For more information about business rules, see the Configuration Guide for
Accounts Receivable. To search for a duplicate record from an existing record, from the menu bar, select
Payment, Duplicate Search.

» Adding a payment to an Accounts Receivable deposit

Note: You can edit or delete payments at any time. Just remember that deleted payments cannot be
recovered!

1. On the navigation bar, click Records. The Records page appears.
2. Click Payments. The Payments page appears.

' |
2]
X

ﬂThe Education Edge
File Edit Wew Go Favoites Tools Help

* Back # Fonvatd ]Communit\f Services Inc. ™ + Accounts Receivable ©

/## Records * Payments

;I Records
what do you want to do? Aroducts
and Eilling
FTh add a New Payment _-i’,zs“ Generate Fixed Amount Automatic Lo
B ¥ K& Payments Clients
@ Charges
COpen a Payment =
Credits
Edit options for Payrnents | Ivoices |
Recurring
Invaices
Search for a Payment by Payment 1D Returns
Refunds
I “ Deposits
Payments
Access a Recently used Payment
-]

Wwelcome to Accounts Receivable
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3. Click Add a New Payment. The Open screen for deposits appears, so you can find the deposit containing
the payment.

A~ |
Find: | Deposil 7| Search using query: |<Defauly |

= | Dz Options

W Exact match only
Deposit #: || j Deposit 1D: I j
Papment #: I j Deposzit date: I EI
Description: I j Entry date: I EI
Status: I Open j Post date: I @I
Bank: I j Lazt madified by: I j
Syztem: I j Lazt modified on: Ian-"' time j
. Hide Filters | Clear Fillersl Frevious Filtersl Filters are not applied Find Now I [HEer | Cancel |

|F'ress F7 to zoom

4. In the Find Deposits that meet these criteria frame, enter the criteria you are using to search for the
deposit.

5. After you enter your search criteria, click Find Now. The program searches the database and displays all
deposits meeting your criteria.

Note: If necessary, you can void payments. If the Void this Payment option is not enabled, click Why can’t |
void this payment? to view a list of reasons why the payment cannot be voided. For more information about
voiding payments, see “Voiding Payments” on page 153.
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In the grid, select the deposit containing the payment, and click Open. The Open screen for deposits
closes and the New Payment screen appears.

File Edit “iew Payment Favortes Toolz Help

ESaveandElosev|u 'X|I1 4 » H|

@& 2-

B Mew Payment =] E3 I

FPayment |A§counts Feceivable Detail I GL Distribution I Attribgtes.-"NotesI

| Payment 1D

“Why can't | void this papment?

Deposzit Humber 3

Fapment from: Client Mame

| Client D

SSN/CFDAH | Reference #t

Payment date: IDZ.-’25.-’2DD4

Post status/date: INot yet posted IDE.-"D?.-"2DD4

Tatal amount: I Feceipt status: INDtyetprinted j
Source: I j Feceipt address: I vI \\I
Comment: I

e method:l—;l yment @@ 0pen ¢ Dalsiz.  Adust Total

Payment Type I [Dretails Amount

| | Accounts Receivable | <Unapplied:

|

Tip: You can select a default print status in Options. For more information, see the Options chapter of the
Program Basics Guide.

7.

In the Payment from grid, enter a client name, identification number, or Social Security or Catalog of
Federal Domestic Assistance number. You can enter data only in the left column. To move a column to
the left, drag the column heading to the left until a red insertion mark appears in front of the left column.
When you release your mouse button, the moved column appears on the left side of the grid.

In the Payment date field, enter the effective date of the payment.

9. The Post status/date fields are for informational purposes and display the current post status and the

10.
11.
12.

status date.

In the Total amount field, enter the total amount of payment received.

In the Receipt status field, select the current print status of the receipt.

In the Source field, select a payment source category. For example, “Via Mail”.

Note: You must have the appropriate security rights to view, add, delete, edit, or output credit card numbers.
If you do not have rights, these numbers are masked. For more information, see the Security chapter of the
Administration Guide for The Financial Edge.

13.

In the Receipt Address field, select an address. After you select an address, to view or edit the address
information, click the magnifying glass. The Edit Address screen appears.

14. In the Comment field, you can enter additional information about the payment.

15.

In the Payment Method field, select the method the client used to make the payment. Depending on the
field entry you select, other payment fields appear.

In compliance with Payment Card Industry Data Security Standard (PCI DSS) requirements, the Card
number field allows only 4 digits. For information about PCI DSS, visit http://www.blackbaud.com/pci or
the PCl Security Standards Council website at www.pcisecuritystandards.org.
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Glossary: Miscellaneous payments are payment line items used to split a single payment (such as a check)
between accounts in Accounts Receivable or Student Billing and Cash Receipts. Miscellaneous payments
ensure accurate revenue accounting and easy reconciliation.

16. To add miscellaneous payments to split the payment between Accounts Receivable and Cash Receipts,
click New Miscellaneous Payment. For more information about miscellaneous payments, see “Adding
Miscellaneous Payments” on page 142. Miscellaneous payments are available only with the optional
module Cash Receipts.

17. Before you can save the payment record, you must enter a distribution on the GL Distribution tab. For
more information about payment distributions, see “Adding Payment Distributions” on page 143.

» Adding a payment to a Cash Receipts deposit

Note: You can edit or delete payments at any time. Just remember that deleted payments cannot be
recovered!

1. On the navigation bar, click Records. The Records page appears.
2. Click Payments. The Payments page appears.

X

ﬂThe Education Edge _[=2]
File Edit Wew Go Favoites Tools Help

* Back # Fonvatd ]Communit\f Services Inc. ™ + Accounts Receivable ©

/## Records * Payments

|F.j:.' Home:
G
7 ;I Records
what do you want to do? Praducts
and Eilling
- S —_— - Items
i S, Generate Fixed Amount Automatic
EF‘E‘?? Add a New Payment \'_ig ﬁsﬁ Poyments pe—
@ Charges
COpen a Payment =
Credits
Edit options for Payrnents I"“’DLJ
Recurring
Invoices
Search for a Payment by Payment 1D Returns
Refunds
I “ Deposits
Payments
Access a Recently used Payment
board
Plug-Ins
1 Help
-]

Wwelcome to Accounts Receivable
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3. Click Add a New Payment. The Open screen for deposits appears, so you can find the deposit containing

the payment.

A~ |
Find: | Deposil 7| Search using query: |<Defauly |

Optionz

Deposit #: || j Deposit 1D:
Papment #: I j Deposzit date:
Description: I j Entry date:
Status: I Open j Post date:

Bank: I j Lazt madified by:
Syztem: I j Lazt modified on:

any time:

Hide Filters | Clear Fillersl Frevious Filtersl Filters are not applied

EindNowI [HEer | Cancel |

|F'ress F7 to zoom

4. In the Find Deposits that meet these criteria frame, enter the criteria you are using to search for the
deposit.
5. After you enter your search criteria, click Find Now. The program searches the database and displays all
deposits meeting your criteria.
6. Inthe grid, select the deposit containing the payment, and click Open. The Open screen for deposits
closes and the New Payment screen appears.
B New Payment H=] E3 I
File Edit “iew Payment Favortes Toolz Help
E]Saveandﬁlosev|u X|N 4 b N|,‘l|g|1_°|'|?' |
Payrmert |§L Distributionl Attribgtesf’NotesI
|Payment 1D iy can't | void this papment? Deposit Humber 1
Payment fram: I
Payment date: |02.225.-/2004 Feceipt status: INUWE[ printed vl
Tatal amount: I Post status: INot yet posted
Category: | =l Post date: |02z25z2004
Description: I
Fapment method: I 'l Frint this address on receipts:
|Press F3 fior today's date, F7 for calendar | | | /J
7. In the Payment from field, enter identifying information about the payer.
8.

In the Payment date field, enter the effective date of the payment.
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Note: You must have the appropriate security rights to view, add, delete, edit, or output credit card numbers.
If you do not have rights, these numbers are masked. For more information, see the Security chapter of the
Administration Guide for The Financial Edge.
9. In the Total amount field, enter the total amount of payment received.
10. In the Category field, select a payment category.
11. In the Description field, enter a description of the payment.

12. In the Payment Method field, select the method the client used to make the payment. Depending on the
field entry you select, other payment fields appear.

Tip: You can select a default print status in Options. For more information, see the Options chapter of the
Program Basics Guide.

13. In the Receipt status field, select the current print status of the receipt.

14. The Post status and Post date fields are for informational purposes and display the current post status
and the status date.

15. In the Print this address on receipts field, enter an address.

16. Before you can save the payment record, you must enter a distribution on the GL Distribution tab. For
more information about payment distributions, see “Adding Payment Distributions” on page 143.

Adding Miscellaneous Payments

Glossary: Miscellaneous payments are payment line items used to split a single payment (such as a check)
between accounts in Accounts Receivable or Student Billing and Cash Receipts. Miscellaneous payments
ensure accurate revenue accounting and easy reconciliation.

Using the miscellaneous payments grid, you can add miscellaneous payment line items to the payment record.
Miscellaneous payments are payment line items used to split a payment between accounts in Cash Receipts, and
in this case, Accounts Receivable. Miscellaneous payments provide better revenue accounting and easier
reconciliation for payments containing cash payments. In the miscellaneous payments grid, you can add and view
miscellaneous payments and you can update the payment total to reflect changes you make in the grid.
Miscellaneous payments are available only with the optional module Cash Receipts.

» Adding a miscellaneous payment to a payment record

1. Onan open payment record, in the Miscellaneous Payments grid, click New Miscellaneous Payment. A
new miscellaneous payment appears in the grid.

'?i Mew Miscellaneous Payment &R Open

Fayment Tope I Detailz I Amount I
. Accountz Receivable | <Unapplied: $33.99

izcellaneous Papment

2. Select the Miscellaneous Payment row.
3. In the Details column, select a payment type category.
4. In the Amount column, enter the new payment amount.
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5. To add additional details, click Open. The New Payment screen appears.

Bocnpopmens  mGm|
File Edit “iew Payment Favortes Toolz Help
E]Saveandﬁlosev|u X|N 4 b N|||Q'|?' |
FPayment |§L Distributionl Attribgtesf’NotesI
|Pa_vment 1D Deposit Humber 3
Payment fram: I
Payment date: IW Receipt status: IW
Amnount: I— Post status: W
Categary: I d Past date: IW
Description: I
| | | P

In the Payment from field, enter the payer’s name.

7. The Payment date, Receipt status, Post status, and Post date fields are for informational purposes only,
and display information from the deposit record.

In the Amount field, enter the amount of the miscellaneous payment.
In the Category field, select a payment category.
10. In the Description field, enter a description.
11. To update the payment total with the new miscellaneous payment amounts, click Adjust Total.

12. Before you can save the payment record, you must enter a distribution on the GL Distribution tab. For
more information about payment distributions, see “Adding Payment Distributions”.

Adding Payment Distributions

Payment distributions contain account distribution information such as credit and debit accounts, amounts to
distribute, and whether to classify distributions using projects, classes, or transaction codes. By pre-defining
distributions in Configuration, you can quickly and easily assign activity to accounts. Accounts Receivable
automatically verifies that all distributions balance when you save the payment, so you are assured the
distributions will post.

Because you cannot enter negative numbers into Accounts Receivable, you must use miscellaneous entries or
credits in lieu of negative cash amounts.

Every payment must have an associated credit account, but you do not have to enter a debit account. Debit
account information defaults from the deposit record after you save the payment. The deposit displays the cash
side of the distribution, and the payment displays the revenue or receivables side.

» Distributing a payment

Warning: You can edit or delete distributions at any time. Just remember that deleted distributions cannot be
recovered!



144 CHAPTER

1.

On an open payment record, select the GL Distribution tab.

B Mew Charge for Museum of Natural History H=] E3 I

File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 1 » N|'}§||I§'|?' |

Transaction GL Distribution | F‘ayments.-"DeditsI Attrihgtes.-"NntesI

IDistribution j Interfurnd: I j n/'{,. Entries " i %l
CR Account Mumber | CR Account Des... | Arnount | DR Account Mumber | DR Account Des... | Project 1D |
01-4300-02 Mizcellaneous Inc... $116.28 01-11953-00 Accounts Receiva... 1004 Hu

Distribution...  Load Distribution...  Distribute Evenly  Attributes...  Delete all... Femaining: $0.00

| |&maunt: $116.28 |Ealance: $116.28 1= P!

Glossary: A miscellaneous entry is a one-time adjustment you use in lieu of using negative cash amounts.

2.

Note:

In the field above the distribution grid, select “Distribution” or “Miscellaneous Entries”. You can use
miscellaneous entries as one-time adjustments in lieu of negative cash amounts.

In the CR Account Number column, enter credit accounts for the distribution. When you enter a credit
account number, the description appears automatically.

When binoculars appear in an account field, you can use the small binoculars to search for an account

segment or use the large binoculars to search for an account number.

4.
5.

To enter distributions by amount, click $. To enter distributions by percent, click %.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. To
distribute amounts or percents equally among the selected accounts, click Distribute Evenly.

If you select “Never” for the Allow non-bank transactions to use cash accounts business rule in Accounts
Payable Configuration, you cannot use cash accounts for any non-bank transactions in Accounts Payable,
Accounts Receivable, Cash Receipts, or Payroll because Cash Management settings are shared by these
programs. If you attempt to, a message appears telling you to choose a different account.

If you enter a credit account from different fund than the deposit’s debit account, Accounts Receivable
automatically inserts a valid interfund entry in the Interfund field to balance the accounts. If you have not
created a balancing interfund entry for those accounts in Configuration, you cannot save the distribution.
For more information about interfund entries and entry sets, see the Configuration Guide for Accounts
Receivable.

Tip: To use a default distribution from Configuration, click Load Distribution.

7.

If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.
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Note: Transaction distributions must meet fund balancing requirements. If the distributions do not balance,
you must create a balancing interfund entry before you can save the distribution. For more information about
interfund entries, see the Configuration Guide for Accounts Receivable.

10. To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the row and click Distribution. For a debit account, select DR Distribution. For a credit account, select CR
Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the charge record GL Distribution tab.

11. To preview General Ledger debits and credits for the distribution, click DR/CR Entries.

12. To add attributes to the distribution, click Attributes. For more information about adding attributes to a
charge record, see “Adding Payment Attributes and Notes” on page 151.

13. To delete all rows of the grid, click Delete All.
14. To save the payment and return to the Records page, click Save and Close.

Managing Accounts Receivable Detall
Information

Warning: The payment amounts at the bottom of the Payments/Credits tab do not include sales tax.

On the Accounts Receivable Detail tab, you can add and edit payee information, and you can apply the payment
to charges and line items. You can also specify which payees’ balances to reduce, and you can view the amount
left after all charges are paid. With the Find Transaction button, you can quickly search through line items you
have paid with the payment.

Managing Payees

Payer information defaults automatically from the client record, but you can also add, edit, or remove payers on
the Accounts Receivable Detail tab. The Payee grid of the Accounts Receivable Detail tab displays payees that are
responsible for the charges, and it provides an easy place for you to add and view a payee’s client record. To find,
add, or view payees, click the down arrow beside Find payee.
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» Adding a payer

1. On the Accounts Receivable Detail tab of an open payment record, click the down arrow beside Find
Payee and select Add Payee. The Open screen for clients appears.

A~ |
Find: ICIient j Search using quens: |<Default> ﬂ'g

= |Dnzn *fi.-'l'-..:h:l a Mew |ndividual f:fi.-'l'-.u:lu:l a Mew Organization Optionz

Find Clients that meet th riteria: M Exact match only
Record type: | j SSN/CFDA | j
Clignt 10 | j City: | j
Clignt name: I j State: I j
Client type: I j Document #: I j
Statiz I j Last modified by: I j
Service provider: I j Last modified on: Iany tirne: j
Hide Filters | Clear Fillersl Frevious Filtersl Filters are not applied ,WI [HEer | Cancel |

2. To add an existing client as a payee, in the Find Clients that meet these criteria frame, enter criteria you
are using to search for the client. To add a new client, click Add a New Individual or Add a New
Organization. For more information about searching for or adding client records, see the Clients chapter.

3. After you find the client you want to add as a payee, click Open. The new payee appears in the payee

grid.
B Payment 13 for Ashley Smith H=] E3 I

File Edit “iew Payment Favortes Toolz Help

ESaveandElosev|u X|N 1 » N|J|.&J‘3’|?' |

Payment  Accounts Receivable Detail | BGL Distribution I Attribgtes.-"NotesI

AddPapes.. A pplications Jelete. Femaining: $0.00 E S
Reduces the Balance OF .. I Clignt 10 I Relationzhip I Apply This Amount I Available to Apply I
| |Ashley Smith 14 <Owner: $131.00 $111.00

| <Undefired>

Apply Available Balance Automatically  Femove Al Applications  Application Histary Wiew Transaction
Drate Type Transaction [0 Owner Drezcription Amount Applied I
12/23/2002  Line ltem 1 Azhley Smith Patient Counseling $20.00

| | | | Bl

4. To delete the payee from the client record, in the grid, select the payee and click Delete.
5. The Remaining display shows the undistributed amount of the payment remaining.
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6. In the Reduces the balance of column of the payee grid, you can change the name of the payee or use
the binoculars to locate another payee.

7. The Client ID and Relationship columns are for informational purposes and display information from the
client record.

8. In the Apply this amount column, enter the amount of the payment to apply to this client’s balance. To
enter distributions by amount, click the $ button. To enter distributions by percent, click %.

9. The Available to Apply column is for informational purposes and displays the remaining unapplied
amount.

10. To save your changes and close the payment record, click Save and Close.

» Finding a payee
1. On the Accounts Receivable Detail tab of an open payment record, click Find payee. The Find screen

appears.
I~ |
Field: Feduces the Balance OF...
Find what: |

Match: I.t’-'my part of field 'l [T Match cass
Eerted st | | =7 el [ =5 I Cloze |

In the Field field, select a search category, such as “Client ID” or “Relationship”.

. In the Find what field, enter specific field information you want to find. For example, if you entered
“Reduces the Balance of” in the Field field, you could enter the first three letters of the client’s name to

find the payee.
In the Match field, select the part of the field to search.
5. To find only records with identical upper and lower case letters, mark Match case.

6. When you have entered your search criteria, click Find First or Find Next. The Financial Edge highlights
the first or next record matching your criteria.

7. To close the Find screen and return to the payment record, click Close.

» Viewing a payee
1. On the Payments/Credits tab of an open payment record, in the payer grid, select a payer.
2. Click the down arrow beside Find Payer and select View payer. The client record opens.
3. To save the client record and return to the payment record, click Save and Close.

Managing Applications

On the Accounts Receivable Detail tab, you can add and edit charges and line items, and apply the payment to
charges or line items.

Using the Apply Payment for <Client> screen, you can view and apply charges and other applications, and you can
open and edit the charge or client records. To access the Apply Payment for <Client> screen, click Add/Edit
Applications.
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» Applying default applications

On the Accounts Receivable Detail tab, you can quickly apply charges and line items using default
distributions such as applying the available balance to all payees, distributing applications evenly among all
payees, and applying the unapplied amount to the owner’s balance. For a procedure about applying only
specific applications to a payment, see “Applying specific applications” on page 149.

1. Onan open payment record, select the Accounts Receivable Detail tab.

B New Payment for Department of Health and Human Services [_ (O] x| I
File Edit “iew Papment Favorites Toolz Help

ESavaandCleev|u x‘l‘ 4 b ﬂ|| J|ﬂ|1’|‘|?' |

Payment

GL Dlstnbutlonl Attnbgtes.-"NotesI

Delete...

Remaining: $0.00 ﬂ

Apply This Amaount I Available ta Apply I
$0.00

Feduces the Balance OFf... Client ID I R elationship

Department of Health and Human... 09 <Owner:>

Apply &vailable B alan omatically  Flamoy

aijor rlizion

Date Type Tranzaction 1D Clwner Deszcription Amount Applied

| | | | P

2. To apply all applications automatically, click Apply Available Balance Automatically. All available
applications appear in the applications grid.

3. To apply the payment to the current payee’s balance due, click the down arrow beside Add/Edit
Applications and select Use Unapplied Amount to Reduce Owner’s Balance.

To unapply all applications and distribute the full payment evenly to all current payees, click the down

arrow beside Add/Edit Applications and select Unapply all and Distribute Evenly to Current Payers. The
payment amount is distributed evenly to all payers.
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5. To add, edit, or view additional applications or their payers, click Add/Edit Applications. The Apply
Payment for <Client> screen appears. For more information about the Apply Payment for <Client>
screen, see “Applying specific applications”.

&% Apply Payment 17 for Department of Health and Human Services
Payment owner0: IDepaltment of Health and Human Services IUS Payment: I
Amourk/Date: [$33.93 [02/26/2004

Available for <All Payees>: $99.99 Applied: $0.00 Available: $99.99

Date | Type I pis] I Description I Oner Distributed To Available | Apply? Applied I
| |12/23/2002 | Charge 9 Patient Counseling  John Williams John wiilliams $17.00 r
| |12/23/2002 |Line Item i0 Patient Counseling  John Williams John williams $20.00 r
- 1zfz3/2002  Charge 4 Alcohal & Drug Tre... Brian Fox Birian Fox $50.00 [
| | 1212312002 Line Tkem 2 Alcohol & Drug Tre.,,  Brian Fox Brian Fox $50.00 [l
| | 122312002 | Charge 10 Patient Counseling  Department of Hea.., Department of Hea... $20.00 [l
| |12/30/2002 |Line Item 3 Patient Counseling  Department of Hea,,, Department of Hea, ., $20.00 r
‘Accouﬂt balance for Department of Health and Hurnan Services is ($4.790.77) Save App\icat\onsl Save and Cloze | Cancel |

6. After you add applications on the Apply Payment for <Client> screen, to save your changes and return to
the Accounts Receivable Detail tab of the payment record, click Save and Close. All applied applications
appear in the applications grid.

» Applying specific applications

On the Apply Payment for <Client> screen, you can select specific applications to apply to a payment. You can
also open and edit related charge and client records. For a procedure about using quickly applying default
application distributions, see “Applying default applications” on page 148

1. On an open payment record, select the Accounts Receivable Detail tab.

2. Click Add/Edit Applications. The Apply Payment for <Client> screen appears.

&% Apply Payment 17 for Department of Health and Human Services

Papment owner0: IDepaltment of Health and Human Services

IUS Payment:

Amount/Date: |$83.33

[02/26/2004

Applied: $0.00

Available: $39.99

Date | Type

| Available | Apply? | Applied I

‘Accouﬂt balance for Department of Health and Human Services is [($4,790.77)

o] Description I Owner Distributed To
| |12/23/2002 | Charge 9 Patient Counseling  John Williams John wiilliams $17.00 r
| |12/23/2002 |Line Item i0 Patient Counseling  John Williams John williams $20.00 r
- 1zfz3/2002  Charge 4 Alcohal & Drug Tre... Brian Fox Birian Fox $50.00 [
| | 1212312002 Line Tkem 2 Alcohol & Drug Tre.,,  Brian Fox Brian Fox $50.00 [l
| | 122312002 | Charge 10 Patient Counseling  Department of Hea.., Department of Hea... $20.00 [l
| |12/30/2002 |Line Item 3 Patient Counseling  Department of Hea,,, Department of Hea, ., $20.00 r

Save App\icat\onsl Save and Cloze |

Cancel |

3. The Payment owner/ID, Payment, and Amount/Date fields are for informational purposes only, and
display information from the payment record.

4. Inthe Apply the amount distributed to field, select a payee to apply this application to, or select “All

Payees”.
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8.

The Available for, Applied, and Available displays are for informational purposes and show the primary
payee, applied amounts, and the payment amount remaining.

To add more charges to the client’s account, in the applications grid, click Select Additional Charges. The
Open screen for charges appears, so you can find the charge records.

Mo g

Find: | Charge 2| Search using query: [<Defauit> -
Options

Find Charges that meet these ciiteria: | Exact match anly
Record type: I j Item/Product: I ﬂ
Clignt name: | j Service provider: | j
Trarsaction date: | B Post status: | =l
Due date: | E| Postdate | =
Charge ID; | j Last modifisd by: | j
Amount; I EI Lazt modified an: I ary time j
Hide Filters | Clegr Filtersl FPrevious Filtersl Filters are not applied ’W‘ Wgery | Cancel |

|Press F7 to 20om

In the Find <Charges> that meet these criteria frame, enter criteria you are using to search for the
charges.

Click Find Now. The program searches the database and displays all charges meeting your criteria.

Note: Before you can save a payment record, the Remaining display on the action bar must show a zero
balance.

9.

10.

In the grid, select a charge and click Open. The Open screen closes and the charge information appearsin
the applications grid of the Apply Payment for <Client> screen.

To make other changes to applications, you can use the down arrow beside Select Additional Charges.
¢ To view all of the client’s unpaid charges, select Show All Unpaid Charges for This Payee.

¢ To apply the payment to charges other than those listed, click Select Additional Charges. The Open
screen for charges appears so you can locate the other charge records.

¢ To apply the payment to a different client’s balance due, click Select Other Client’s Charges. The Open
screen for clients appears so you can locate the other client.

Note: You establish default payers and their distribution amounts or percentages on the Payers tab of the
client’s record.

11.

¢ To apply the payment to only the primary default payee, select Assign Unapplied Balance to Credit
Owner. Accounts Receivable automatically applies the payment to the primary default payee’s
balance due.

¢ To unapply all charges and remove them from the payee grid, select Unapply and Hide All Charges.

To automatically apply the payment to the first charge in the grid, click Apply Automatically. If the
payment amount exceeds the charge amount, the payment is applied to charges from top to bottom until

the payment balance reaches zero.
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12.
13.

14.

15.

To unapply all applications, click Unapply All.

To apply only specific applications, in the applications grid, in the Apply? column, mark the applications
you want to apply.

To view a charge record, in the grid, select a charge and click View Transaction.

To view the payee’s record, in the grid, select a payee. Then, click the down arrow beside View
Transaction and select View Payee.

To find a specific transaction in the grid, click Find Transaction. The Find screen appears. For more
information about the Find screen, see “Finding a payee” on page 147.

To save your changes and return to the Accounts Receivable Detail tab, click Save and Close. The
applications you applied appear in the applications grid.

» Opening payee and transaction records from a payment

1.

On the Accounts Receivable Detail tab of an open payment record, click Add/Edit Applications. The Apply
Payment for <Client> screen appears.

&% Apply Payment 17 for Department of Health and Human Services
Papment owner/10: |Department of Health and Human Services IUS Payment: I
Amourk/Date: [$33.93 [02/26/2004

Available for <All Payees>: $99.99 Applied: $0.00 Available: $99.99
) it futomatically tic

Date | Type I o] I Description I Owner Distributed To | Available | Apphy? | Applied I
| |12/23/2002 | Charge 9 Patient Counseling  John Williams John wiilliams $17.00 r
| |12/23/2002 |Line Item i0 Patient Counseling  John Williams John williams $20.00 r
- 1zfz3/2002  Charge 4 Alcohal & Drug Tre... Brian Fox Birian Fox $50.00 [
| | 1212312002 Line Tkem 2 Alcohol & Drug Tre.,,  Brian Fox Brian Fox $50.00 [l
| | 122312002 | Charge 10 Patient Counseling  Department of Hea.., Department of Hea... $20.00 [l
| |12/30/2002 |Line Item 3 Patient Counseling  Department of Hea,,, Department of Hea, ., $20.00 r
‘Accouﬂt balance for Department of Health and Hurnan Services is ($4.790.77) Save App\icat\onsl Save and Cloze | Cancel |

To view a transaction record, in the applications grid, select a transaction.
Click View Transaction. The transaction record opens.

To close the transaction record and return to the Apply Payment for <Client> screen, click Save and
Close.

To view a payee’s record, in the applications grid, select a transaction from the payee whose record you
want to view.

Click the down arrow beside View Transaction and select View Payer. The payee’s client record opens.
To close the payee’s record and return to the Apply Payment for <Client> screen, click Save and Close.

Adding Payment Attributes and Notes

Note: If you mark an attribute as “Required” in Configuration, the attribute automatically appears on the
payment and you must select a description before saving.
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You can further define a payment record by adding information to the Attributes/Notes tab. An attribute is a
reporting tool you use to group information based on a common theme. With attributes defined, you can filter
information to your specification— a useful feature for sorting or filtering payments for reports. You can also
define the type of data stored for each payment. For example, if you have defined an attribute for revenue

categories, you can track payments by income.

With notes, you can easily maintain helpful pieces of information about the payment record. For example, you
can record special information about the payment, payer, or application information you may need later.

For more information about attributes, including adding attribute types, see the Configuration Guide for Accounts

Receivable.

» Adding an attribute

Note: You can edit attributes at any time, and you can delete attributes that are not marked “Required” in

Configuration.

1. On an open payment record, select the Attributes/Notes tab.

File Edit “iew Payment Favortes Tools Help

ESaveandEleev|u X‘N 1 » N| |ﬂ|3:|l|"

B Payment 17 for Department of Health and Human Services | _ (O] ] I

0

F'a_lgmentl Accounts Receivable Detail | GL Distribution

VR < 4| Categories:

Attribute Type Dezciiption | Shart Dezcription | Date | Fequired | Comments

=

MNotes:

Note: The Short Description column and the Required checkbox are for informational purposes and are

edited only from the Attributes page of Configuration.

2. In the Attribute type field, enter a specific attribute type or “All Categories”.

In the Attribute type column, enter an attribute. Attribute types are established in Configuration.

3.
4. In the Description column, enter a description of the attribute.
5. In the Date column, enter a date.

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

6. In the Comments column, enter comments.

7. When you exit the Attributes/Notes tab, your changes are saved automatically.

» Adding a note
1. On an open payment record, select the Attributes/Notes tab.
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Note: You can edit or delete notes at any time. Just remember that deleted notes cannot be recovered!

2. Inthe Notes field, enter additional information about the payment.
3. When you exit the Attributes/Notes tab, your changes are saved automatically.

Changing Posted Payments

Note: You can adjust only payments that have been posted. Unposted payments can be edited or deleted at
any time.

Before you post a payment, you can make changes as needed directly on the payment record. After you post the
payment, however, you must void, reverse, or redistribute the payment to make changes.

If you want to completely invalidate an entire payment or reduce the payment amount, from the menu bar,
select Payment, Void this Payment. You can also click the Void this Payment button on the toolbar.

To reverse all or part of the payment and print a refund check, select Payment, Reverse this Payment as Refund.
You can use this function only if the client has no outstanding charges.

To modify the distribution of miscellaneous payment line items within a payment, select Payment, Redistribute
Payment Amounts.

Voiding Payments

Using the Void this Payment option, you can void a posted payment unless its deposit is marked as cleared or
closed, or if the deposit is reconciled. You cannot change a voided payment, therefore you should make any
changes or add notes or attributes before voiding the payment.

If you are unable to void a payment, click Why can’t | void this payment? on the Payment tab of a payment
record. A help file topic appears offering reasons why the payment cannot be voided, such as the deposit has
been reconciled or cleared, the payment is open in ready only mode, or the payment has not been posted. The
Why can’t | void this payment? link only appears on payment records that have not yet been voided.

When you void a payment, you have two options for adjusting the deposit amount. You can keep the current
deposit amount or reduce the deposit by the payment amount. Retaining the current deposit amount is useful
when you receive a payment that is later invalidated because the payment check is returned for insufficient
funds. When you click Void Payment Now, Accounts Receivable creates an adjustment, or reversal, for the
payment amount while maintaining the same deposit amount.

Reducing the deposit by the payment amount is helpful if you make an error and need to change the deposit
amount. When you click Void Payment Now, Accounts Receivable reverses the incorrect payment and creates a
new post with the correct deposit amount. After you void a payment, “Voided” appears on the status bar of the
Payment tab.

For information about voiding deposits, see the Deposits chapter.

» Voiding a posted payment

1. Onan open posted payment record, from the menu bar, select Payment, Void this Payment. If the
deposit associated with the payment is closed, a screen appears prompting you to change the deposit’s
status to open.

9 ) The deposit associated with this payment is closed,

-

Do you wank to change the deposit's status to open so the payment can be voided?

oK I Cancel
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2. Click OK. The deposit’s status is changed to open and the Void Payment screen appears.

& YWoid Papment

FPayment 11 in Depozit 2 will be marked az Yoided.

How do you want to address the voided payment amount in the deposit?

{+ Leave the total deposit amaount the zame and create an offsetting bank, adjustment for 375,00

" Reduce the total deposit amount by $75.00

Wioid Payment Maow LCancel

3. To void the payment and retain the same deposit amount, mark Leave the total deposit amount the
same and create an offsetting bank adjustment for <payment amount>. To void the payment and
subtract the payment amount from the deposit, mark Reduce the total deposit amount by <payment
amount>.

4. To save your changes and return to the voided payment record, click Void Payment Now.
5. To save the payment record and return to the Payments page, click Save and Close.

Redistributing Payments

Glossary: Miscellaneous payments are payment line items used to split a single payment (such as a check)
between accounts in Accounts Receivable or Student Billing and Cash Receipts. Miscellaneous payments
ensure accurate revenue accounting and easy reconciliation.

If the total amount of a posted payment is correct but its miscellaneous payments are distributed incorrectly, you
can redistribute them. When you redistribute a payment, you cannot change the total payment amount, and you
must enter a reason for the redistribution. After you enter the new distribution amounts and click Redistribute
Now, Accounts Receivable creates unposted adjustments for any payment items that changed. You can
redistribute payments only if they contain miscellaneous payments.

» Redistributing payments

1. On an open posted payment record, from the menu bar, select Payment, Redistribute Payment
Amounts. The Redistribute Payment screen appears.

% Redistribute Payment

Adjustments will be created for each companent that iz affected by the redistribution:

FPayment Type Details Current Amount Mew Amount
| 7| Accounts Recsivable <Unapplieds $50.00 $50.00
L Mizcellaneous Payment $25.00

Remaining: $0.00

Reazon for rediztribution;

Bedistribute Maw | LCancel

Presz F7 for calculator

2. The Payment Type, Detail, and Current Amount columns of the grid are for informational purposes and
display information from the payment record.
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3. Inthe New Amount column, enter the new distribution amounts. The new amounts must total the same

as the original payment total, and the balance in the Remaining display must equal zero before you can
save the new distribution.

In the Reason for redistribution field, enter an explanation for redistributing the payment.
5. To close the Redistribute Payment screen and return to the payment record, click Redistribute Now.

Creating Refunds from Payments

If a client has either a zero or credit balance, you can reverse all or part of a payment and print a refund check.
When you enter information and save the refund record, Accounts Receivable reverses the original posted
payment and creates another post with the new distributions.

To reverse a posted payment, from the menu bar of the payment record, select Payment, Reverse this Payment
as Refund.
» Reversing a payment record

1. On a posted payment record, from the menu bar, select Payment, Reverse this Payment as Refund. The
New Refund for <Client> screen appears. For more information about refund records, see the Refunds

chapter.
B New Refund for Department of Health and Human Services |- (O] x] I

File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 1 » N|'}§||I§'|?' |

Refund | GL Distribution I Papments/Credits I Attribgtesf’NolesI

|Rerund ID

Riefund for Client Name Client ID SSN /CFDA #

Department of Health and Human Services 14

Transaction date: |D2.-’28.-"2DD4

Post status/date: INot yet posted j |D2f’28.-"2004 I™ | Hide this ransaction on printed statements

Item/Description: I 'IHI I
Amount: |$1 .00

Commet: I

Ereate Hetind Check |

|F'ress F3 for today's date, F7 for calendar |Am0unt: $131.00 |Balance: $131.00 | |

Y|

2. Onthe New Refund screen, you can refund all or part of the payment as long as the client does not have
a balance due.

3. After you enter refund information, to close the refund record and return to the payment record, click
Save and Close.

4. To save the payment record and return to the Payments page, click Save and Close.

Generating Fixed Amount Automatic Payments

Fixed automatic payments are set up on a regular schedule for a pre-determined amount. By generating fixed
amount automatic payments, you create fixed amount payments for selected client records. For each client
selected in the payment run, Accounts Receivable automatically creates one deposit record for the process and a
payment record for each of the fixed amount scheduled payments.
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» Generating fixed amount automatic payments
1. On the Payments page, click Generate Fixed Amount Automatic Payments.

Generate Fixed Amount Automatic Payments
Fil= Help

o H
1: Filters | 2 Depositl o F'a_l,lmentl

2. |
-

¥ For fied schedules, include payments with these dates
Dates: IIncIude all dates j

¥ For unlimited schedules, include payments that meet this critera

IGenerate payments throvgh j ID?H 342005 EI
& Open 7 Clear &l Filters
Filters I Include I Selected Filkers
Drganizations/Individ,,. &l <l Qrganizations/Tndividuals =
Clients all <Al Clients=>
Client Attributes Al <Al Client Attributes =

[~ Create output query of payment recards

< Bachk | Mest » | Cancel | Preview | Generate

2. On the Filters tab of the Generate Fixed Amount Automatic Payments screen, select filters to use for this
automatic payment.

3. Mark the For fixed schedules, include payments with these dates checkbox to include payments for
fixed schedules with specified dates.

In the Dates field, select a date or a date range for the payments.

4. Mark the For unlimited schedules, include payments that meet this criteria checkbox to include
payments with unlimited schedules. In the field for unlimited schedules, select to “Generate payments
through” and enter a date or “Generate specific number of payments” and enter a number in the field.

5. Inthe Filters grid, filter by record types. For more information about filtering, see the Program Basics
Guide.

6. Mark the Create output query of payment records checkbox to create an output query of clients
included.
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7.

10.
11.
12.
13.
14.
15.
16.

17.

Select the Deposit tab.

Generate Fixed Amount Automatic Payments I
Fil=e  Help

S5
1: Filters

2. ‘
-

Deposzit Information

Dieposit date: IIJ?.-’13£2DE|5 EI Past statuz: INot vet posted 'I
Entry date; IIJ?'.-’13£2DE|5 EI Pozt date: IEI?'.:-'13£2DE|5 ZII
Status; I Open - I

Dregoription; |

Bank account: I vI GL cash account; I

Projected Deposit Totals -

Projected # of payments: I Projected tatal: I

< Back | MHewt » | Cancel | Prerview | ﬁeneratel

On the Deposit tab, enter deposit information. This information appears on the deposit record created as
a result of the automatic payment generation process.

In the Deposit date field, enter a transaction date for the deposit.

In the Entry date field, enter an entry date for the deposit.

In the Status field, select “Open” or “Closed.”

In the Description field, enter a description for the deposit.

In the Post status field, select “Not yet posted” or “Do not post”.

In the Post date field, enter a posting date for the deposit.

In the Bank account field, select an Accounts Receivable bank account.

The GL cash account field displays the cash account assigned to the selected Accounts Receivable bank
account.

In the Projected Deposit Totals frame, enter the Projected # of payments and Projected total. Use these
numbers as accuracy checks before posting.
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18. Select the Payment tab.

Fil=e  Help

b R|?-

Generate Fixed Amount Automatic Paymentsz

1 Filtersl 2 Depozit

Payment Information -

Piost shatus:

INot yet posted
IEIT-".-’1 32005

Post date:

Papment date: |Lise scheduled date x|

Source: I

I

Comment; |

< Back | THERt |

Canicel |

Prerview | ﬁeneratel

19. In the Payment date field, select “Use scheduled date” or “Use specific date” and enter the date.
20. The Post status and Post date fields display the post information for the payment.

21. In the Source field, select a payment source.

22. In the Comment field, enter a comment.

23. Click Preview to view payment records. The Payments to Generate screen appears listing the payments

that met the specified criteria.

24. In the Generate column, you can mark all the payments you want to generate.

I Payments to Generate

Payer

Payrnent Description

=1 E3

i1 \Find

Payment Date Payment Amounk Schedule Type

Paul Beisel
Lisa Beisel

Tonthly
Tonthly
Mrs. Claire Louise Willi, .. Monthly

Generate Mow I

07/13/2005
07/13/2005
07/13/2005

$100.00 Fixed
$250,00 Fixed
$300.00 Fixed

Cancel |

| Fayments found: 3

| FPayments to generate: 3 él

25. To generate directly from the preview screen, click Generate Now.
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Or, if you did not preview, click Generate on the Generate Fixed Amount Automatic Payments screen.
The automatic payments begin generating and a completion screen message appears when the process is
complete listing information about the payments generated.

26. Mark View Control Report to view a detailed report about the payments.

27. Click OK. The control report appears. When finished viewing, click X to return to the Generate Fixed
Amount Automatic Payments screen.

28. Select File, Close from the menu bar to return to the Payments page.
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Note: Visit our Web site at www.blackbaud.com for the latest documentation and information.

On the Products and Billing Items page of Accounts Receivable, you can create records of products and billing
items you provide your clients. You can also create sales tax and finance charge items to use on transactions.
Usually a supervisor configures the Product and Billing Item records to define the items and services your
organization offers. As your organization grows, you can continue adding items as needed. For maximum
security, the Supervisor can hide the Products and Billing Items page of Records from most users, and use the
Products and Billing Items page of Configuration.

Warning: For maximum security, you can hide the Products and Billing Items page of Records and manage
products and billing items from Configuration in Accounts Receivable.

Using Product and Billing Item records saves time when creating other Accounts Receivable records, including
charges and invoices, because you can quickly select a product or item you previously created, instead of entering
the information from scratch each time.

Creating product and item records not only saves time, it can also improve consistency and decrease errors in
your organization’s charges and invoices. Because you do not have to re-enter product or item characteristics
such as the item description, identification number, and quantity for items that are purchased on a regular basis,
you can be sure the data entries match. You simply select the product or item from previously created product
records that have been reviewed for accuracy.

Product and billing item records consist of a series of tabs designed to organize information into manageable
chunks so you can easily view only the data you need at a particular time. Although information is entered on
separate tabs, Accounts Receivable consolidates the information into a single record and uses data from all tabs
when processing transactions and reports for that record.

Glossary: A product is an object purchased by a person or organization. In Accounts Receivable, product
records maintain information about items you sell to your organization’s clients, such as self-help books, audio
tapes, or T-shirts. A billing item is a service, automatic item, charge, refund, tax, or other item you include on
records such as charges, credits, or refunds.

In Accounts Receivable, you can create several different types of product and billing item records.

Flat Rate Items. Flat Rate Items are helpful if you provide services that are always the same price and are not
offered in a quantity. For example, a returned check fee. For more information about flat rate items, see
“Adding Flat Rate Items” on page 165.

Products. Products are helpful if you sell items that may be purchased in quantity. For example, you may offer
self-help books, audio tapes, or T-shirts. With products you can also set up pricing schedules for seasonal
price changes or other scheduled price fluctuations. For more information about products, see “Adding
Products” on page 166.

Per Usage Items. Per usage items are helpful if you offer services that are billed incrementally. For example, a
per usage item could be an hourly rate for counseling services or meeting space. For more information about
per usage items, see “Adding Per Usage Items” on page 169.

Refund Items. If your organization offers refunds to your clients, you can set up refund items to make the
refund process more efficient. For more information about refund items, see “Adding Refund Items” on
page 171.

Finance Charge Items. If your organization assesses finance charges or late fees to overdue balances, you can
set up finance charge items. For more information about finance charge items, see “Adding Finance Charge
Items” on page 172.

Sales Tax Items. If your organization collects sales tax on behalf of government bodies for items or services
rendered, you can establish sales tax items. Once you establish sales tax items, you can associate them with
subsequent billing item records and transactions. For more information about sales tax items, see “Adding
Sales Tax Items” on page 173.
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You create product and billing item records on the Products and Billing Items page of Records. For increased
security, you can hide the Products and Billing Items page of Records, and create product and billing item records
in Configuration.

For more information about products and billing items, see the Configuration Guide for Accounts Receivable.

Accessing Product and Billing Item Records

For maximum security, you can hide the Products and Billing Items page in Records, and require users to access
products and billing items from Configuration. Only users with the proper security rights can access
Configuration. For more information about Configuration, see the Configuration Guide for Accounts
Receivable.To access a new product or billing item record from the Records page, on the navigation bar, click
Records, then Products and Billing Items. The Products and Billing Items page appears.

% The Financial Edge

File Edit View Go Favaorites Tools Help

4 Back & Forywarcl ] Community Services Inc, ™ + Accounts Receivable ™

Shortcuts fr HTR
T Records * Products and Billing Items
i = Hame
|Ff||-r = Mew Flat Rate Item ~ | Open |Qe|ete... |Ennt | Ezpart | Find | Filters... Records
v — - - - Products
Item type Item |0 Description alid from | W alid unti Status and Biling
" Product 50 Just Say Mo T-Shirt Items
Flat Fiate ltem BEP Big Brather Program Training Aclive Clients
Per Uzage [tem M5 M eeting Space Active Charges
Flat Fiate ltem FC Patient Counzeling Bclive Credits
Flat Rate ltem ADT Alcohal & Drug Treatment Aclive [ —
Flat Rate Item IFT Intervention Program Training Active FEamE
Refund tem RF Refund of Overpayment Active Invoices
Product Wideo Drug Awareness Video Active Returns
Finance Charge [tem 9 Finance Chaige [tem Active Refunds
Deposits
Payments
nfiguration

Monthly Reparts
Wieh Links

welcome to Accounts Receivable

Tip: To save time when searching for specific client records, use Find or Filter.

Consider the Products and Billing Items page the starting point for product and billing item records. On this page,
you can add new products and billing items, open existing items, and delete unused products or billing items.

To edit product and billing item options, from the menu bar, select Tools, Options. The Options screen for
products and billing items appears.

Finding and Opening Products and Billing Items

Tip: To add a new product record from the Open screen, from the action bar, click Add a New Product.

To help you find and open a product or billing item, you need to be familiar with the Products and Billing Items
page. Using Find, you can search products or items for field entries meeting criteria you define, and with Filter,
you can customize the Products and Billing Items page to sort records by a certain date range or by record type.
The sort feature provides a method for you to arrange records by field in ascending or descending order, so that
the records you want to see appear at the top of the page.
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» Finding and opening products and billing items from the Products and Billing Items page
1. On the navigation bar, click Records. The Records page appears.

The Financial Edge

Ele Edit View Go Favoites Took Help

(5]

b

4 Back & Fonverd J Community Services Inc. ™ « Accounts Receivable ™

Shartcuts

Records

billing items. Create new praducts or billing items.
b Clients
Search for an existing client, Enter, view and update
information for existing clients, Create new clients.
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Seatch for an existing charge. Enter, view and
update infarmation for existing charges. Create new
charges,
b Credits
Seatch for an existing credit. Enter, view and update
infarmation for existing credits. Create new credits.
b Invoices

Search for an existing invoice. Enter, view and
update information for existing invoices, Create new
invoices,

Monthly Reparts
Web Links
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deposits.
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update information For existing payments. Create
new payments,
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b Products and Billing Items b Recurring Invoices Praducts
Seatch for an existing biling item or product, Enter, Search For an existing recurring invoice, Enter, wiew and Billing
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Invoices
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Invoices

Returns
Refunds
Deposits

Payments

RHREHEFYE

‘welcome to Accounts Receivable

Note: To find only the product or billing item records you want, use the sort, Find, or Filter features.

2. Click Products and Billing Items. The Products and Billing Iltems page appears.
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3. Inthe grid, highlight the product or billing item you want to view, and click Open. The product or billing
item record opens.

. Product 50 - Just Say No T-Shirt I [=l B3 |

File Edit “iew Bilingltem Favortes Tool: Help

E]Saveandﬁlosev|u X|&§|N 4 » N|||?' |
Item 10 j Status: IActive 'l

Drescription: IJust Say Mo T-Shirt

Dates: IItem can be uzed on any date j

PBroduct | Fricing §chedule| GL Distributionl Attribgtesl ﬂotesl

Unit price decimals: |2_ﬂ ¥ | Ellawuser b edit unit price e atsactions
Quantity decimals: IS_iII

Unit of measure: I j

I Product iz subject to sales tax: I vl ¥ Product iz eligible for terms discaunt
I Product iz subject to finance and late charges ¥ Product iz eligible for rade discount
Service provider: j

Commert:

| | P

4. To save the record and return to the Products and Billing Items page, click Save and Close.

Adding Flat Rate Items

A flat rate item is a billing item for which you charge a specific amount, regardless of quantity or other factors. For
example, a $29.00 returned check fee. When you create a default flat rate item distribution on the GL
Distribution tab, it appears automatically on related charges, credits, and invoice line items.

The following procedure guides you through adding a flat rate item from the Products and Billing Items page of
Records. However, you can also add products and billing items on the fly when adding new charge and invoice
records. You can also add products and billing items in Configuration.

» Adding flat rate item information

Note: Flat rate items can be edited or deleted at any time. Just remember that deleted flat rate items cannot
be recovered!
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1. On the Records page, click New Flat Rate Item. The New Flat Rate Item screen appears.

. Mew Flat Rate Item IH[=] B3 I

File Edit “iew Bilingltem Favortes Tool: Help

ESaveandElosev|u X|B, ﬁ| H 4 » N||IQ'| ?- |

Item 1D I j Status: IActive 'l
Drescription: I
[rates: IItem can be uged on any date j

Item |§L Distributionl Attribgtesl ﬂotesl

Amaount: I W | Ellov wsen ta edit ameunt ar fratsactions
I~ ltem iz subject to sales tax: I vl I~ ltem iz eligible for terms discount

I~ ltem iz subject to finance and late charges

Service provider: j

Comment:

| | P

Tip: You can also create products and billing items “on the fly” when adding new charges, credits, or invoice
line items.

In the Item ID field, enter an identification number for the item.

In the Description field, enter a description of the item.

In the Dates field, select “Item can be used on any date” or “Item can only be used from” and enter the
dates during which the item can be used.

5. On the Item tab, in the Amount field, enter a price for the item. To permit users to edit the amount on
transactions, mark Allow user to edit amount on transactions.

6. If the flat rate item is subject to sales tax, mark Item is subject to sales tax. In the sales tax field, select a
sales tax billing item.

7. If clients can receive a terms discount for early payment of this item, mark Item is eligible for terms
discount.

8. If clients are assessed finance and late charges for this item, mark Item is subject to finance and late
charges.

9. In the Service Provider field, enter the name of the person who assisted the client.
10. In the Comment field, you can enter default comments for the item that will appear on statements.

11. To save the flat rate item record and return to the Records page, click Save and Close. To continue adding
information for this item, click the GL Distribution tab. For detailed procedures about entering
information on the GL Distribution tab, see “Managing Default Distributions” on page 174.

Adding Products

You create product records for items or services you routinely offer to clients. The benefit of using a product
record is that it is more efficient than entering the same product information repeatedly on charges and invoices.
Using product records also provides consistency in product information.
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After you add a product in Accounts Receivable, you can edit or delete the record, as long as the product is not in
use by one or more line items. When you create a default product distribution on the GL Distribution tab, it
appears automatically on related charges, credits, and invoice line items.

» Adding product information

Tip: You can load previously created default set information by selecting Product, Load Defaults from. For
more information, see the Program Basics chapter of the Getting Started Guide.

1.

On the Products and Billing Items page, click the down arrow beside New Flat Rate Item and select New
Product. The New Product screen appears.

. New Product H[=] 3 I

File Edit %iew Bilingltem Faworites Toolz Help

ESaveandElosev|u X|B, ﬁ| H 4 b )I|||Q'| ?- |

Item 10 I j Status: IActive 'l
Description: |
Dates: IItem can be uzed on any date j

PBroduct | Fricing §chedule| GL Distributionl Attribgtesl ﬂotesl

Unit price decimals: |2_ﬂ ¥ | Ellawuser b edit unit price e atsactions
Quantity decimals: IS_iII

Unit of measure: I j

I Product iz subject to sales tax: I vl I~ Product iz eligible for terms discount
[~ Praduct iz subject to finance and late charges [~ Product is eligible for rade discount
Service provider: j

Comment:

| | P

Tip: You can also create products and billing items “on the fly” when adding new charges, credits, or invoice

line items.

2. Inthe Item ID field, enter a unique identification number for the product.

3. In the Status field, select whether this product is currently active or inactive.

4. In the Description field, enter a description to help identify the product.

5. In the Dates field, specify dates the product is available. Select “Item can be used on any date” or “Item
can only be used from” and enter the dates during which the product can be used.

6. On the Product tab, in the Unit price decimals field, enter the number of decimal places you want to
allow when defining the product price.

7. If users should have the ability to adjust the unit price for this product on transactions, mark Allow user
to edit unit price on transactions. This checkbox is inactive until you enter a unit price

8. In the Quantity decimals field, enter the number of decimal places you want to allow when defining the

quantity of a product.

Tip: To quickly add units of measure, enter a new unit in the Unit of Measure field. Accounts Receivable asks
if you want to add the new field entry. To quickly edit existing field entries, click the Unit of Measure link. The
Unit of Measure table appears.
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10.

11.

12.

13.
14.

Note:

In the Unit of Measure field, select the unit of measure to use when measuring the product’s quantity.
You can add or edit units of measure on the Tables page of Configuration.

If the product is subject to sales tax, mark Product is subject to sales tax. In the sales tax field, select a
sales tax billing item.

If clients can receive a terms discount for early payment of this product, mark Product is eligible for
terms discount.

If clients are assessed finance and late charges for this item, mark Product is subject to finance and late
charges.

If clients can receive a trade discount for this product, mark Product is eligible for trade discount.
In the Service Provider field, enter the name of the person who assisted the client.

Once you save a product, you can designate that product as a favorite. Once designated as a favorite,

you can quickly access the record from the Home page. To make a product a favorite, access the Favorites
menu and select Add to Favorites.

15.
16.

In the Comment field, you can enter default comments for the product that will appear on statements.

To save the product record and return to the Records page, click Save and Close. To continue adding
information for this item, click the GL Distribution tab. For detailed procedures about entering
information on the GL Distribution tab, see “Managing Default Distributions” on page 174.

» Adding product pricing schedules

By adding pricing schedules, you can define the current unit price for each product, and any known price
changes and the dates they take effect. For example, if a price will increase on January 1, you can create a
pricing schedule that automatically changes the price after that date. You can define either a single price for
all quantities, or multiple schedules based on the amount of products or items purchased.

1. On an open product record, select the Pricing Schedules tab.

. New Product H[=] 3 I

File Edit “iew Bilingltem Favortes Tool: Help

ESaveandElosev|u X|B, ﬁ| H 4 b )I|||Q'| ?- |

Item 10 I j Status: IActive 'l
Drescription: I
Dates: IItem can be uzed on any date j

GL Distributionl Attribgtesl ﬂotesl

= |Opzn % Dzlsiz

Effective D ate I Description I Unit Price
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2. Click New Pricing Schedule. The Add a Pricing Schedule screen appears.

% Add a Prcing Schedule | %] I

Prices are effective az of: |D2.e'21 2004

Description: I

Pricing: IUse a zingle unit price for all quantities j

Unit Price

ok I Cancel |

3. In the Prices are effective as of field, enter the date the price is effective. You can enter future dates to
schedule upcoming price changes.

In the Description field, enter a description for this pricing schedule.
5. In the Pricing field, select “Use a single unit price for all quantities” or “Base unit price on quantity”.

If you select “Use a single unit price for all quantities”, in the grid, enter the new unit price. If you select
“Base unit price on quantity”, the Minimum Quantity, Maximum Quantity, and Unit Price columns
appear in the grid. Enter the maximum quantity eligible for the first price range. The minimum quantity
defaults to 0.00. In the Unit Price column, enter the per unit price for those quantities. Repeat for
additional quantity ranges.

6. To close the Add a Pricing Schedule screen and return to the product record, click OK.

7. To continue adding information for this product, select the GL Distributions tab.For detailed procedures
about entering information on the GL Distribution tab, see “Managing Default Distributions” on
page 174.

Adding Per Usage Items

Per usage items are helpful if you offer products or services that are billed incrementally. For example, a per
usage item could be an hourly rate for counseling services.

Glossary: A per usage item is a billing item for which you charge a client based on the number of times the item
is used.

After you add a per usage item in Accounts Receivable, you can edit or delete the record, as long as the per usage
item is not in use by one or more line items. When you create a default per usage item distribution on the GL
Distribution tab, it appears automatically on related charges, credits, and invoice line items.

» Adding a per usage item

Note: Per usage items can be edited or deleted at any time. Just remember that deleted per usage items
cannot be recovered!
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1.

v b W N

On the Products and Billing Items page, click the down arrow beside New Flat Rate Item and select New
Per Usage Item. The New Per Usage Item screen appears.

. Hew Per Usage Item [_ (O =] I

File Edit “iew Bilingltem Favortes Tool: Help

ESaveandElosev|u X|B, ﬁ| W4 )I|||Q'| Yo |

Item 10 I j Status: IActive 'l
Drescription: I
Dates: IItem can be uzed on any date j

Itemn |§L Distributionl Attribgtesl ﬂotesl

Unit price decimals: |2_ﬂ ¥ | Ellawuser b edit unit price e atsactions
Quantity decimals: IS_iII

Default values:

Unit of Measure I Quantity I Uit Price Extended Amount
0.000

I~ Item is subject to sales tax: I vl I Item is eligible for terms discount
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Commert:

| | P

In the Item ID field, enter a unique identification number for the item.
In the Status field, select whether this item is currently active or inactive.
In the Description field, enter a description to help identify the item.

In the Dates field, specify dates the item is available. Select “Item can be used on any date” or “ltem can
only be used from” and enter the dates during which the item can be used.

On the Item tab, in the Unit price decimals field, enter the number of decimal places you want to allow
when defining the item price.

If users should have the ability to adjust the unit price for this item on transactions, mark Allow user to
edit unit price on transactions.

In the Quantity decimals field, enter the number of decimal places you want to allow when defining the
guantity of an item.

Tip: To quickly add units of measure, enter a new unit in the Unit of Measure field. Accounts Receivable asks
if you want to add the new field entry. To quickly edit existing field entries, click the Unit of Measure link. The
Unit of Measure table appears.

9.

10.

11.

12.

13.
14.

In the Default values grid, in the Unit of Measure column, select the unit of measure to use when
measuring the product’s quantity. You can add or edit units of measure on the Tables page of
Configuration.

If the item is subject to sales tax, mark Item is subject to sales tax. In the sales tax field, select a sales tax
billing item.

If clients can receive a terms discount for early payment of this item, mark Item is eligible for terms
discount.

If clients are assessed finance and late charges for this item, mark Item is subject to finance and late
charges.

If clients can receive a trade discount for this item, mark Item is eligible for trade discount.
In the Service Provider field, enter the name of the person who assisted the client.
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Note: Once you save a product, you can designate that product as a favorite. Once designated as a favorite,
you can quickly access the record from the Home page. To make a product a favorite, access the Favorites

menu and select Add to Favorites.

15. In the Comment field, you can enter default comments for the item that will appear on statements.

16. To save the item record and return to the Records page, click Save and Close. To continue adding
information for this item, click the GL Distribution tab. For detailed procedures about entering
information on the GL Distribution tab, see “Managing Default Distributions” on page 174.

Adding Refund ltems

Glossary: A refund is a type of credit that is generally disbursed by printing a check payable to the client, or by

applying the refund to another active charge.

When you create a refund record, Accounts Receivable asks for an associated refund item. For example, if you
are refunding part of a client’s payment because they paid more than they owed, you could create a refund item
with the description “Refund of Overpayment”. On the refund record, you can define a default distribution and

specify whether to allow the user to create a refund check.

» Adding a refund item

1. On the Products and Billing Items page, click the down arrow beside New Flat Rate Item and select New

Refund Item. The New Refund Item screen appears.

% New Refund Item

File Edit “iew Bilingltem Favortes Tool: Help
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Item 10 I j Status: IActive 'l
Drescription: I
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Itemn |§L Distributionl Attribgtesl ﬂotesl

W Automatically create a One-Time Check to be paid through Accounts Payable

Fay from bank account: I vI ﬁl

Commert:

| A
2. Inthe Item ID field, enter a unique identification number for the item.
3. In the Status field, select whether this item is currently active or inactive.
4. In the Description field, enter a description to help identify the item.
5. In the Dates field, specify dates the item is available. Select “Item can be used on any date” or “Item can
only be used from” and enter the dates during which the item can be used.
6.

On the Item tab, to print a check to disburse the refund, mark Automatically create a one-time check to
be paid through Accounts Payable.
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In the Pay from bank account field, select an account from which to pay the refund.
In the Comment field, you can enter default comments for the item that will appear on statements.

9. To save the item record and return to the Records page, click Save and Close. To continue adding
information for this item, click the GL Distribution tab. For detailed procedures about entering
information on the GL Distribution tab, see “Managing Default Distributions” on page 174.

Adding Finance Charge Items

Glossary: A finance charge item is a billing item to charge clients for the costs of financing a debt.

If you charge clients fees for late payments or for the cost of financing a debt over a period of time, you can
create finance charge items to track the charges. For example, suppose a client purchases one year of training
from your organization but they are unable to pay the entire billing amount up front. With a finance charge items,
you can allow the client to make monthly payments, and you can add the finance charge to cover your extra
costs.

» Adding finance charges

Note: Finance charge items can be edited or deleted at any time. Just remember that deleted finance charge
items cannot be recovered!

1. On the Products and Billing Items page, click the down arrow beside New Flat Rate Item and select New
Finance Charge Item. The New Finance Charge Item screen appears.

. Mew Finance Charge Item M=l &3 I

File Edit %iew Bilingltem Faworites Toolz Help
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In the Item ID field, enter a unique identification number for the item.
In the Status field, select whether this item is currently active or inactive.
In the Description field, enter a description to help identify the item.

u b W N

In the Dates field, specify dates the item is available. Select “Item can be used on any date” or “Item can
only be used from” and enter the dates during which the item can be used.

6. On the Item tab, if you want the finance charge item to be subject to finance and late charges, mark Item
is subject to finance and late charges.
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In the Comment field, you can enter default comments for the item that will appear on statements.

To save the item record and return to the Records page, click Save and Close. To continue adding
information for this item, click the GL Distribution tab. For detailed procedures about entering
information on the GL Distribution tab, see “Managing Default Distributions” on page 174.

Adding Sales Tax ltems

Glossary: A sales tax item is a billing item charged to clients for purchasing certain taxable items designated by
state and/or local law.

If your organization must collect sales taxes on products you sell to others, you can create sales tax items and add
them to the product record. Then, when you create a charge for the product or item, the sales taxes are
calculated automatically and added to the charge.

» Adding a sales tax item

Note: Sales tax items can be edited or deleted at any time. Just remember that deleted sales tax items cannot
be recovered!

1. On the Products and Billing Items page, click the down arrow beside New Flat Rate Item and select New

v b W N

Sales Tax Item. The New Sales Tax Item screen appears.

*.Mew Sales Tax Item H[=] 3 I

File Edit “iew Bilingltem Favortes Tool: Help
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In the Item ID field, enter a unique identification number for the item.
In the Status field, select whether this item is currently active or inactive.
In the Description field, enter a description to help identify the item.

In the Dates field, specify dates the item is available. Select “Item can be used on any date” or “ltem can
only be used from” and enter the dates during which the item can be used.

On the Item tab, in the Sales Tax Entity column of the distribution grid, select the entity for which you
collect sales tax. For example, “Department of Revenue”.

In the Percent column, enter tax percentage rate.
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Note: When binoculars appear in an account field, you can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

8.

10.

11.
12.

13.

14.

15.

16.
17.

In the CR Account Number column, enter a default credit account number. When you enter a credit
account number, the description appears automatically in the CR Account Description column.

If you defined a default Accounts Receivable Summary Account in Configuration, it appears automatically
in the DR Account Number column. Otherwise, enter debit accounts for the distribution. When you enter
a debit account number, the description appears automatically in the DR Account Description column.

If you enter debit and credit accounts from different funds, Accounts Receivable automatically inserts a
valid interfund entry in the Interfund field to balance the accounts. If you have not created a balancing
interfund entry for those accounts in Configuration, you cannot save the distribution. For more
information about interfund entries and entry sets, see the Configuration Guide for Accounts Receivable.

If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically.

In the Class column, select a class for the distribution.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

If you defined multiple entities in the sale tax distribution grid, to add taxes for the first tax entity when
you calculate taxes for subsequent entities, mark When calculating taxes for [_] through the [_] entities,
include <first entity>. In the entity fields, select the first and last entities to include in the compound tax
calculation.

If you want the finance charge item to be subject to finance and late charges, mark Item is subject to
finance and late charges.

In the Comment field, you can enter default comments for the item that will appear on statements.

To save the item record and return to the Records page, click Save and Close. To continue adding
information for this item, click the Attributes tab. For detailed procedures about entering information on
the Attributes tab, see “Managing Attributes and Notes” on page 176.

Managing Default Distributions

When you add new products and billing items, you should also add account distribution information such as
credit and debit accounts, amounts to distribute, and whether to classify distributions using projects, classes, or
transaction codes. If you define distributions on the product or billing item record, you will not have to enter
those details every time you use the product or item. You can also pre-define default distributions in
Configuration, and then select from those field entries to quickly and easily create product and billing item
distributions. When you save the product or item, Accounts Receivable automatically verifies that all
distributions balance, so you are assured the distributions will post. On refund item, you cannot enter a debit
account because that information defaults from the charge record.

Because you cannot enter negative numbers into Accounts Receivable, you must use miscellaneous entries or
credits in lieu of negative cash amounts.

» Distributing products and billing items

Tip: To use a default distribution from Configuration, click Load Distribution.
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Distributing refund items is identical to distributing any other product or item, except that debit accounts are
not required. Debit account information defaults automatically from the original charge record, and it does
not appear on the refund item record.

1.

On an open item record, select the GL Distribution tab.

. Product 50 - Just Say No T-Shirt M=l &3 I

File Edit %iew Bilingltem Faworites Toolz Help
E]Saveandﬁlosev|u X||ﬁ §|N 4 b N||
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Description: |Just Say Ma T-Shirt

?- |

Dates: IItem can be uzed on any date j
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Interfund: ID‘I l
CR Account Number I CR Account Des... I Percent I DR Account Number | DR Account Des... Project 1D
| |01-4300-02 Miscellaneous Inc... 100.000 01-1193-00 Accounts Receiva... 1007

jorr...  Load Distibution...  Distribute Evenly 2, ... Delete all... Femaining: 0.000

Note: When binoculars appear in an account field, you can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

2.

In the CR Account Number column, if you enter a default credit account, it appears automatically in
charge, credit, and line item distributions. You can click Load Distribution to use a default account
distribution from Configuration, or you can enter a distribution manually. When you enter a credit
account number, the description appears automatically in the CR Account Description column.

If you select “Never” for the Allow non-bank transactions to use cash accounts business rule in Accounts
Payable Configuration, you cannot use cash accounts for any non-bank transactions in Accounts Payable,
Accounts Receivable, Cash Receipts, or Payroll because Cash Management settings are shared by these
programs. If you attempt to, a message appears telling you to choose a different account.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. To
distribute amounts or percents equally among the selected accounts, click Distribute Evenly.

Note: If you enter a default distribution on the product or billing item record, it appears automatically on
charges, credits, and line items.

4,

7.

If you defined a default accounts receivable summary account in Configuration, it appears automatically
in the DR Account Number column. Otherwise, enter debit accounts for the distribution. When you enter
a debit account number, the description appears automatically in the DR Account Description column.

If you enter debit and credit accounts from different funds, Accounts Receivable automatically inserts a
valid interfund entry in the Interfund field to balance the accounts. If you have not created a balancing
interfund entry for those accounts in Configuration, you cannot save the distribution. For more
information about interfund entries and entry sets, see the Configuration Guide for Accounts Receivable.

If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically.

In the Class column, select a class for the distribution.
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8. If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

9. To enter different transaction distributions for the debit and credit accounts in a distribution row, select
the row and click Distribution. For a debit account, select DR Distribution. For a credit account, select CR
Distribution. The Transaction Distribution screen appears.

You can also use this screen to split transaction distributions among multiple projects, classes, or
transaction codes for a single debit or credit account. When you have finished entering information, click
OK to return to the charge record GL Distribution tab.

Warning: Distributions can be edited or deleted at any time. Just remember that deleted distributions cannot
be recovered!
10. To preview General Ledger debits and credits for the distribution, click DR/CR Entries.

11. To add attributes to the distribution, click Attributes. For more information about adding attributes, see
“Managing Attributes and Notes” on page 176.

12. To delete all rows of the grid, click Delete All.

13. To save the item record and return to the Records page, click Save and Close. To continue adding
information for this item, click the Attributes and Notes tab. For detailed procedures about entering
information on the Attributes/Notes tab, see “Managing Attributes and Notes” on page 176.

Managing Attributes and Notes

You can further define product and billing item records by adding information to the Attribute and Notes tabs. On
the Attributes tab, you can add attributes for an additional level of detail and reporting capability. You can filter
and sort by item attributes. On the Notes tab, you can add information specific to that product or item record.

Adding Attributes

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the item
and you must select a description before saving.

An attribute is a reporting tool you use to group information based on a common theme. With attributes defined,
you can filter information to your specification— a useful feature for sorting or filtering items for reports. You can
also define the type of data stored for each item. For example, if you have defined an attribute for revenue
categories, you can track products and billing items by revenue.

For more information about attributes, including adding attribute types, see the Configuration Guide for Accounts
Receivable.

» Adding an attribute to a product or billing item

Note: Attributes can be edited at any time or deleted if the attribute is not required.
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1. Onan open item record, select the Attributes tab.
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In the Attribute type field, select a specific attribute type or “All Categories”.

In the Attribute type column, select an attribute. Attribute types are established in Configuration.
In the Description column, select a description of the attribute.

Note: The Short Description column and the Required checkbox are for informational purposes and are

edited only from the Attributes page of Configuration.

5. In the Date column, enter a date.

6. Inthe Comments column, enter additional information about the attribute.

7. To close the item record and return to the Products and Billing Items page, click Save and Close.

Adding Notes

The Notes tab of a product or billing item record is an open text field where you can enter additional information
about the product or item. You can maintain data such as a product’s catalog number, the delivery date, or other

important information.
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» Adding a note to a product or billing item
1. Onanopen item record, select the Notes tab.

% Product 40 - Drug Awareness Yideo
File Edit “iew Bilingltem Favortes Tool: Help
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2. Inthe text box, enter free-form text information about the item.

Note: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!

3. To close the item record and return to the Products and Billing Items page, click Save and Close.

Printing and Exporting Products and Billing
ltems

Before you can print or export products and billing items, you must create a parameter file specifying which
records to include. This process is designed to prevent you from accidentally printing or exporting the entire list
of records, but you can still print the entire list if you include all records in the parameter file. Regardless of
whether you use a parameter file for printing or exporting records, the process is the same. You can save the
parameter files you create and use them for future reports or exports, and you can use them to create queries.

Glossary: A parameter file is a set of parameters that determine the results of reports, export files, and
queries. You can save parameter files and reuse them in Reports, Mail, Global Change, Visual Chart Organizer,
and other areas of The Financial Edge.

When you click Print or Export on the Products and Billing Items page, the Select a Parameter File screen appears.
On this screen, you can select or create a parameter file to specify what records should appear in the results of
the printed report or export. After you create a parameter file, you can save it and reuse it to print or export
records later. For example, if you create a parameter file to export a list of products for your board of directors,
you can use that same parameter file to print a list of products to include on your Web site. You can also use
parameter files to create queries. For more information about product and billing item parameter files, see the
Product and Billing Iltem Reports chapter of the Reports Guide for Accounts Receivable. For more information
about exporting parameter files, see the Export Guide. For more information about queries, see the Query Guide.
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» Creating a parameter file for printing or exporting products and billing items

Tip: You can also create custom product and billing item reports in Reports.

1. On the Products and Billing Items page, click Print or Export. The Select a Parameter File screen appears,

displaying a list of existing parameter files.

Select a Parameter File

Select a parameter file ta use for this Praduct and Billing ltem List

Select

#] Cancel

7 4dd New

< 0pen

A8 Find...

didid

[~ Orly show my parameter files

2. To create a new parameter file, click Add New. The New Product and Billing Item List screen appears.

[]

New Product and Billing Item List
File Edit Yiew Favortes Tools Help
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Include products and billing items with these valid dates
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[~ Show pricing schedule for products

[~ Create an output query of product and biling items

Feport arientation: | Portrait =

| Hest > | Caticel |

Brirt | Previeﬂ| Lapout

On the General tab, in the Valid as of date field, you can select a date range limiting records to a specific
time frame. If you select <Specific date> or <Specific range>, in the date fields, select a date or date range
for products and billing items to include in the report or export.

To include inactive records in the results, mark Include inactive products and billing items.
To include the product pricing schedule in the printout, mark Show pricing schedule for products.

To create an output query you can use throughout The Financial Edge, mark Create an output query of
products and billing items.

In the Report orientation field, select Portrait or Landscape.

When you are finished entering information on the General tab, click Next or select the Filters tab. For
procedures for entering information on the filters tab, see “Filtering print or export parameter files”.
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» Filtering print or export parameter files
1. Onthe New Product and Billing Item List screen, select the Filters tab.

Mew Product and Billing Item List I

File Edit “iew Favortes Toolz Help

B2 R0 -2 |

1: General  2: Filters | = Folmatl

& Open ) Clear &l Filers
Filters I Include I Selected Filters I
Products and Eiling Items all <Al Products and Billing Ikems =
Units of Measure all <4l Units of Measure >
Product and Billing Irem Ak,.. (Al <all Praduct and Biling Item Attributes =
< Back | Mest » | Cancel | Print | Presvigw | Lapout |

2. To filter the products and billing items by item ID, in the filters grid, select the Products and Billing Items
row and click Open. The Products and Billing Items screen appears.

Products and Billing Items I
Include: @ All Selecte ® Range @ Query Fr= ilizr  Ment Filker
Product or Biling Item I Descripkion I
T |

3. Toinclude only selected records, mark Selected. In the grid, enter the ID number of products or billing
items to include, or click the binoculars to locate items. When you enter an ID number, its description
appears in the Description column. This column is for informational purposes and cannot be edited.

4. To include a range of records, mark Range. In the grid, in the From Product or Billing Item column, enter
the first product or billing item ID to include in the results. In the To Product or Billing Item column, enter
the last product or billing item ID to include in the results. When you enter an ID number, its description
appears automatically in the Description column.

5. To create a query of records to include in the results, mark Query. In the Query Name field, enter a query
name or click the binoculars to locate a query.

6. To close the Product and Billing Items screen and return to the filters tab, click OK.
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7. To filter products and billing items by units of measure, in the filters grid, select the Units of Measure row
and click Open. The Units of Measure screen appears.

Units of Measure E
Inchide: @ Al g ;] Brevious Filter  Mest Filter
Find: |
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Box
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8. Toinclude only records containing selected units of measure, mark Selected. To quickly locate a unit of
measure, in the Find field, enter a unit of measure. You can also select a unit of measure in the grid. After

you select a unit of measure, click the right arrow to move it to the Units of Measure grid, or click the
double right arrow to move all units of measure.

9. To save your changes and return to the Filters tab, click OK.

10. To filter the products and billing items by attributes, in the filters grid, select the Product and Billing Item
Attributes row and click Open. The Product and Billing Item Attributes screen appears.

Product and Billing Item Attributes E I
Inchude: Qb Al @ Selected @ Range Previous Filter  Flaut Filizr
Aickion I Aktribute Tvpe I Yalue I
Ok, I Cancel |

11. Toinclude only selected records, mark Selected. In the grid, in the Action column, select whether to
include or exclude records containing the attribute value. In the Attribute Type column, select an
attribute. In the Value column, enter the attribute value you want to filter.

12. Toinclude a range of records, mark Range. In the grid, in the Action column, select whether to include or
exclude records containing the attribute value. In the Attribute Type column, select an attribute to filter.

In the From Value column, enter the first attribute to include in the results. In the To Value column, enter
the last attribute to include in the results.

13. To save your changes and return to the Filters tab, click OK.
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14. When you are finished entering information on the Filters tab, click Next or select the Format tab. For
procedures for entering information on the format tab, see “Formatting print or export parameter files”.
» Formatting print or export parameter files
On the Format tab, you specify how the report looks.
1. Onthe New Product and Billing Item List screen, select the Format tab.

Mew Product and Billing Item List I
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2. To create custom report headings, in the box on the left, select Headings.
In the Heading Format frame, in the Title and Subtitle fields, enter the Report titles.

In the Align field, select a position for the titles. To include your organization’s name in the header, mark
Print organization name in header.

5. Toinclude the page number or report date in the heading, mark the checkboxes. In the Format fields,
select a format. In the Align fields, select an alignment for the page number or date.

To print the heading on every page of the report, mark Print report heading on each page.
To specify what information to print and a location, in the box on the left, select Criteria.
To print the criteria, mark Print these criteria on and select a location.

L N o

To exclude specific criteria, unmark the checkbox.

10. To sort the report information, in the box on the left, select Sort.

11. In the Sort by column of the grid, select your sort criteria.

12. In the Order by column, select an ascending or descending sort order.

13. To create a new page for each new sort criteria, mark Page break on each new <criteria>.
14. To create custom page footers, in the box on the left, select Page Footer.

15. In the Page Footer Text frame, in the Text field, enter the footer text you want to appear.
16. In the Align field, select a position for the footer.

17. To include the page number or report date in the footer, mark the checkboxes. In the Format fields,
select a format. In the Align fields, select an alignment for the page number or date.
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18.
19.
20.
21.
22.
23.
24.
25.

To create custom report footers, in the box on the left, select Report Footer.

In the Report Footer Text frame, in the Text field, enter the footer text you want to appear.
In the Align field, select a position for the footer.

To customize miscellaneous settings, in the box on the left, select Miscellaneous.

To create a custom color scheme, in the box on the left, select Color Scheme.

To print the list of records meeting your criteria, click Print.

To preview the list of records, click Preview.

To edit the print layout before printing, click Layout.

Copying Products and Billing Items

On the Products and Billing Items page, you can copy products and items and increase or decrease the amount by
a specific dollar value, or by a percent. You can select specific records you want to copy, or you can copy all
products and billing items. If you copy an item with pricing schedules, the last schedule is copied and changed if
necessary to reflect your new prices. To copy products and billing items, from the menu bar, select Tools, Copy
Products/Billing Items.

» Copying products and billing items

1.

On the Products and Billing Items page, on the menu bar, select Tools, Copy Products/Billing Items. The
Copy Products and Billing Items screen appears.
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¥ Per Uzsage ltem
[V Finance Chargs ltem
[+ Refund Item
v Praduct

Include praducts and billing items with these valid dates:

alid dates within: Include all dates 'l
[~ Change urit/per usage price of copied items by Iamount 'l
Ilncrease vl ariginal amount by m

™ | Ehange unit price e pricig schediles of pradists

< Back | Mest » | Cancel | Pre-copyrepoltl [Eapy Aav, |

In the Type frame, select the product or billing item types to copy.

In the Valid dates within field, select a date or date range for products and billing items to copy. If you
select <Specific range>, specify a start and end date. If the start date is blank, all activity prior to the end
date is included. If the end date is blank, all activity after the start date is included.

To change the unit or per usage price of the copied items, mark Change unit/per usage price of copied
items by [_], and select “Amount” to change the dollar value, or “Percent” to change the value by a
percentage.

Select to increase or decrease the amount or percentage, then enter the change value in the amount or
percent field.

To change the price on copied product pricing schedules, mark Change unit price on pricing schedules of
products.
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6.

Select the Items tab, or click Next to access the Items tab. Products and billing items that meet your
specifications appear in the grid.

i Copy Products and Billing Items M= E3 I
Ttem Tvpe I Old Skart I 0ld End I Tew Skark I Tew End I Old Amount | Tevs Amount I
< Back | = | Cancel | Pre-copy report Copy now

7. To copy all products and items, click Select All.

8. To deselect all items, click Deselect All.

9. To select only records after a certain date, in the Start date field, enter a start date and click Apply.

10.
11.
12.

13.
14.

To select only records before a certain date, in the End date field, enter an end date and click Apply.
To view a report of the records that will be copied, click Pre-copy report.

To copy the products or billing items, click Copy now. A message appears, telling you the process is
complete. The number of items that did not copy successfully appears in the Exceptions row of the grid.

To view a control report of the copied records, click View Control Report.
To close the message screen and return to the Products and Billing Items page, click Close.
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Note: For the latest documentation and information, visit our Web site at www.blackbaud.com.

Recurring invoices are templates from which you create regular invoices quickly and easily according to a
schedule. They are extremely handy for tracking recurring revenues such as monthly rental income, planned
giving donations, and grant reimbursement requests. They also provide basic information such as the client’s
name, invoice amount, and payment method, so you do not have to enter the entire invoice from scratch.
Recurring invoices, like Accounts Receivable invoices, are never posted or included in any balance calculation.
When it is time to generate invoices, Accounts Receivable reminds you with a pop-up reminder or message on
the Accounts Receivable Home page. To quickly access recurring invoice records, the Add a New Recurring
Invoice, Open a Recurring Invoice or Generate Recurring Invoices links from anywhere in The Financial Edge,
you can add them as links on the Favorites menu, the Home page, or the navigation bar. For more information
about favorites, see the Program Basics chapter of the Program Basics Guide.

While a recurring invoice is simply a template that creates invoices on a schedule you set up, a regular invoice is a
request for payment from a client for goods or services rendered. In Accounts Receivable, regular invoices are
entered, edited, and deleted from the Invoices page of Records. For more information about invoices, see the
Invoices chapter.

Accessing Recurring Invoice Records

Note: We can create custom invoices, checks, student bills, statements, purchase orders, tax forms, envelopes
and other computer forms that are specifically designed for use with The Financial Edge. These forms are
pre-printed in color with your organization’s logo and contact information. For more information, visit:
http://forms.blackbaud.com or send an e-mail to: forms@blackbaud.com.

Because records are such an important part of Accounts Receivable, we have placed all record types on the
Records page so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull
out a record, or file. When you open Records, you can directly access several record types, including recurring
invoice records. To access recurring invoices, click Records on the navigation bar, then click Recurring Invoices.
The Recurring Invoices page appears.

#% The Financial Edge

File Edit Yiew Go Favortes Tool: Help

4 Back & Eomward I Community Services Inc. ™ + Accounts Receivable ™

Shorteuks r : :
I Records »Recurring Invoices
|F||1—' Home d Records
- what do you want to do? Producks
ﬁ R 5 and Biling
. e = Tkems
|| Add & Mew Recurring Invoice q:) Generate Recurring Invoices
(@ Clients
b - P Charges
.I’E:“ Export W Open a Recurring Invoice Credits
o
Edit options for Recurring Invoices I”VDLJ
Recurting
Invoices
Search for a Recurring Invoice by recurring invoice ID Returns
Refunds
Iﬁ Deposits
Payments
Access a Recently used Recurring Invoice
a Plug-Ins H
Monthly Reparts
wieh Links LI

Welcome to Accounts Receivable
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Consider the Recurring Invoices page the starting point for recurring invoice records. On this page, you can add a
new recurring invoice record or open an existing recurring invoices. To edit recurring invoice options, click Edit
options for Recurring Invoices.

To save time when searching for a specific recurring invoice record, you can use the Search for a Recurring
Invoice by recurring invoice ID field. The Recurring Invoices page also lists recently accessed recurring invoices.

Finding and Opening Recurring Invoice Records

When you click Open a Recurring Invoice on the Recurring Invoices page, the Open screen for recurring invoices
appears. The Open screen has a number of filters you can use to narrow your search and quickly locate the
recurring invoice you want to open. The search process is not case-sensitive, so you can enter Smith, smith, or
SMITH and get the same results. You can also use wildcard characters if you are not sure how a word is spelled —
use a question mark to replace a single character and an asterisk to replace a series of characters.For more
information about wildcards, see the Query chapter of the Query Guide.

To access the Open screen, select File, Open, or from the Recurring Invoices page, click Open a Recurring Invoice.

» Opening a recurring invoice from the Recurring Invoices page
1. On the navigation bar, click Records. The Records page appears.
2. Click Recurring Invoices. The Recurring Invoices page appears.
3. Click Open a Recurring Invoice. The Open screen for recurring invoices appears.

Coeen ——————— _______®

Find: | R ecurting Invaice 7| Search using quen: [<Defaul> e

curing Invoice Options

Find Fiecurring [ neet ke wact match only
Client name: I j Client PO: I ﬂ
Client 1D: | j Ordered by: | j
Recurring invoice [D: I j Ordered an: I EI
Amaunt: I EI Laszt modified by: I j
Status: I j Last modified on: I any time ﬂ
l Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied ,WI [Hpern | Cancel |

|F‘ress F7 to zoom

4. In the Find Recurring Invoices that meet these criteria frame, enter criteria you are using to search for
the recurring invoice.

5. After you enter search criteria, click Find Now. The program searches the database and displays all
recurring invoices meeting your criteria.

6. Inthe grid, select the recurring invoice to open.
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7. Click Open. The recurring invoice record appears.

B Recurring Invoice 1 for Department of Health and Human Services H=] E3 I

File Edit “iew Tianzaction Fawortes Tools Help

ESaveandClUsev|u X||§. §|N 1 b H|

Recuring Invoice | Line Items I Irvoice §chedu|e| Altribgtesl

‘Hecuning Invoice ID- 1

Ivoice for Client Name Client ID S5N / CFDA #
Department of Health and Human Services 09
[~ OnHoid
Terms: vl Terms discount 3 I ¥ Subject to finance and late charges
Diigcourt expires: j * Dugin I ﬁ days  Dueon IFusl 'I day ofltunent 'I marith

Client PO: Ship wia: I - l
Ordered by: Freight on board: I 'I

Ordered on: Trade discount %: I
Sales tax: vl Service provider: I j
Bill to: [Clent address> e Ship tor [<Client address> e

Print on statement: |

Fiint on invoice: I

| |Scheduled: 12 |Generated: 0 | él

8. To save the recurring invoice record and return to the Recurring Invoices page, click Save and Close.

Adding Recurring Invoice Records

On the Recurring Invoice tab, you enter basic information about the recurring invoice, such as the posting date
and status, client name, and the recurring invoice amount. You can add recurring invoices from the Recurring
Invoices page of Records, the Open screen for recurring invoices, or by selecting File, New from a recurring
invoice record.

Note: In Accounts Receivable, regular invoices are managed on the Invoices page of Records. See the Invoices
chapter for detailed instructions.

If you enter common values repeatedly for multiple recurring invoices, you can add default information on the
client record, or you can create a default set with these values to save time during data entry. Client default
information appears automatically on the recurring invoice, but the values are defaults only so you can still
change any field on a record. To select an existing default set or create a new default set for the record type, from
the menu bar of the record, select Transaction, Load Defaults from. For more information about default sets, see
the Program Basics chapter in the Program Basics Guide.

» Adding a recurring invoice

1. On the navigation bar, click Records. The Records page appears.
2. Click Recurring Invoices. The Recurring Invoices page appears.

Tip: If you enter common values repeatedly for multiple recurring invoices, you can create a default set with
these values to save time during data entry. On the menu bar, select Transaction, Load Defaults from. The
values are only defaults and you can still change any field on a record. For more information about using
default sets, see the Program Basics Guide.
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3.

Click Add a New Recurring Invoice. The New Recurring Invoice screen appears.

B Mew Recurring Invoice =] E3 I

File Edit “iew Tianzaction Fawortes Tools Help
ESaveandClUsev|u X|& E|N 41 » N||Q|?' |

Recuring Invoice | Line Items I Irvoice §chedu|e| Altribgtesl

‘ Recuring Invoice 1D-

Irvoice for:

Client Mame | Client [T SSNM / CFDA #
]
[~ OnHold
Termz: 'l Terms discount &: I ¥ Subject to finance and late charges
Diigcourt expires: :II * Dugin I ﬁ days  Dueon IFusl 'I day ofltunent 'I marith

Client PO: Ship wia: I - l
Ordered by: Freight on board: I 'I

Ordered on: Trade discount %: I
Sales tax: vl Service provider: I j
Eil ta: I - Ez Ship ta: I - Ez

Print on statement: |

Fiint on invoice: I

|Fress F7 tor Client Search |Un||m|ted |Generated: 0 él

Note: In the Invoice for grid, you can edit only the leftmost column. To move a column to the left, drag the
column heading to the left until a red insertion mark appears in front of the left column. When you release
your mouse button, the moved column appears on the left.

4.

In the Invoice for grid, enter a client name, identification number, or Social Security or Catalog of Federal
Domestic Assistance number. You can enter data only in the left column. To move a column to the left,
drag the column heading to the left until a red insertion mark appears in front of the left column. When
you release your mouse button, the moved column appears on the left side of the grid.

If this recurring invoice is on hold, mark On Hold.

6. To apply a discount for early payments, in the Terms field, enter the payment terms.

In the Terms Discount field, enter the percentage of the discount.

Note: Invoices can be edited or deleted at any time. Just remember that deleted invoices cannot be

recovered!
8. If the discount is subject to finance charges and late fees, mark Subject to finance and late charges.
9. In the Discount Expires field, enter the number of days from the invoice date until the discount expires.
10. To set a number of days from the invoice date until payment is due, mark Due in [_] days and enter the
number of days until the payment is due. To set a specific due date, mark Due on [_] day of [_] month
and enter the date information.
11. In the Client PO field, enter the client’s purchase order number.
12. In the Ship via field, select a delivery method.
13. In the Ordered by field, enter the name of the person that placed the order.
14. In the Freight on board field, enter the point at which the client assumes ownership of the order.
15. In the Ordered on field, enter the date the client placed the order.

Note: If you marked the “Our organization does not collect sales tax” business rule in Configuration, the Sales
tax field is not active. For more information about sales tax items, see the Products and Billing Items chapter.
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16.

17.
18.
19.

20.

21.
22.
23.

If you offer this client a trade discount, in the Trade discount % field, enter the percentage of the
discount.

In the Sales tax field, enter a sales tax item.
In the Service provider field, enter the name of the person who assisted the client.

In the Bill to field, enter the client’s billing address or click the magnifying glass to open the billing
address.

In the Ship to field, enter the client’s shipping address or click the magnifying glass to open the shipping
address.

In the Print on Statement field, enter comments you want to appear on the statement.
In the Print on Invoice field, enter a comments you want to appear on the invoice.
To save the invoice and return to the Invoices page, click Save and Close.

Managing Recurring Invoice Line Items and
Comments

Note: In Configuration, you can set a business rule preventing users from adding recurring invoices and invoice
line items if the client record is marked “Inactive” or “On hold”.

In Accounts Receivable, you cannot post invoices or recurring invoices, but you can post invoice line items.
Invoice line items are individual charges added to a client’s record so you can maintain an accurate accounting of
purchases and bill accordingly. The charge records you create when you add an invoice line item can be posted
later. For more information about charge records, see the Charges chapter. The status bar at the bottom of the
Line Items tab is for informational purposes, and displays the invoice subtotal, sales tax, applied discounts, and
total. You can also add comments about the line item on the Line Items page.

» Adding a line item
1. Onan open recurring invoice record, click New Line Item. The Edit Line Item for Recurring Invoice screen

appears.
B Edit Line Item for Recurring Invoice 20 for Department of Social Services H=] E3 I
File Edit “iew Tranzaction Favortes Tools Help
E]Saveandﬁlnsev|u X‘N 4 » N|'}§||IQ'|?' |
Line ltem |§L Distibution I Payments/Credits I ﬂntasl
|Line Item 1D: Invoice 20 Line item 2
Line item for: Client Name | Client 1D | S5N / CFDA #
Departrment of Sacial Services 10
Tranzaction date: |02,.n'2?,.n'2004 Due date: ID2.-’2B.-"2DD4
Post status/date:  [Not yet posted 7| [02/27/2004
Category: I j
Prnduch"Descliption:l -8 I
Quantity/price: Unit of Measure | Quantity Unit Price Extended Amount
EdtSales Tax | | =
Comment: I
Senice providern I j [rates of service from to
™| ffer potertial tems dissount of
¥ Include transaction in finance charge calculations
|Press F3 for today's date, F7 for calendar |Am0unt: $0.00 |Balance: $0.00 | | )
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Tip: At the bottom of each tab, in the Amount and Balance displays, you can quickly view the total invoice

amount and remaining balance. To view a summary of the client’s account balance and available credit, click
the page icon beside Balance.

2.

4.

On the Edit Line Item for Recurring Invoice screen, enter information about the charge. For more
information about charges, see the Charges chapter.

After you enter the line item information, to close the Edit Line Item for Recurring Invoice screen and
return to the invoice record, click Save and Close.

To save the recurring invoice record and return to the Recurring Invoices page, click Save and Close.

» Adding a comment

1.

4.

On an open recurring invoice record, click the down arrow beside New Line Item and select New
Comment. The Edit Line Item for Invoice Comment screen appears.

B Edit Line Item for Invoice 20 for Department of Social Services M= 3 I
File Edit “iew Transaction Favortes Tool: Help
ESavaandClee'|u x‘l‘ 4 » N||Ig' ?- |
LComment |
| Invoice: 20 Line item: 2
[
|F'ress F7 ta zoom |Am0unt: $0.00 |Balance: $0.00 | | /il

In the comment field, enter additional information about the recurring invoice.

To close the Edit Line Item for Invoice Comment screen and return to the recurring invoice record, click
Save and Close.

To save the recurring invoice record and return to the Recurring Invoices page, click Save and Close.

Managing Invoice Schedules

Recurring invoices generate invoices based on a schedule you determine. It is a simple process — you designate
when and how often to generate invoices, and Accounts Receivable reminds you when it is time to generate
them. Recurring invoice business rules determine when and how the reminders appear.
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» Adding a scheduled invoice
1. On an open recurring invoice, select the Invoice Schedule tab.

B New Recurring Invoice M=l E3 I
File Edit “iew Transaction Fawortes Tools Help
[ S ave and Close - | [ X|B,ﬁ|l1 14 » N||Q|?' |
Recuring Invoige' Ling ltems  Invoice Schedule |Att|ibgtes|
Murnber of invoices: [Unlimited | = I ﬁ Schedule... | Status: Ungenerated
= |Opzn Generate Iny % Views All Invoices |
Status I Number I Date I Amount Invoice |D I
| |Unlimiled ‘Generated 1] | 2'

2. In the Number of Invoices field, select an unlimited or fixed amount of invoices to generate. If you select
“Fixed”, enter the number of invoices you want to generate.

3. Click Schedule. The Recurring Invoices Frequency screen appears.

% Recurrning Invoice Frequency

Frequency: I Monthly = I I Date I Status I

¥ Ewery |1_ manth{z) on day Iﬁ

™ Ewery I_ month(s] on the IFUurth j IThurSda_l,l j

Starting on: |D2.-’2?JZDD4
Wext: ID2;’2?;’2DE|4

nﬁqzﬂﬁzate this imvoice once per month o the 27th of the Lpdate |

Ok I Cancel |

Note: You cannot use the “Irregular” frequency if you selected to create an unlimited number of invoices.

” o ou

4. In the Frequency field, select “Annually”, “Monthly”, “Semi-monthly”, “Weekly”, or “Irregular” as the
frequency of the invoices. With the semi-monthly option, you can schedule two invoices per month. An
irregular invoice schedule generates invoices for any dates and amounts you enter in the payment grid.

5. If you select “Annually” in the Frequency field, enter the date on which to produce the recurring invoice.
If you select “Monthly” in the Frequency field, you can mark one of two options:

¢ Every [ ] month(s) on day [ ]. Enter the monthly schedule and the date for the invoice. For example,
you can schedule an invoice every two months on the 16th.

¢ Every [ ] month(s) on the [ ]. Enter the monthly schedule and the day of the month for the invoice. For
example, you can schedule an invoice every two months on last Friday of the month.
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If you select “Semi-monthly” in the Frequency field, enter the monthly schedule and the days or dates for
the invoices in the Every [ ] month(s) on the [ ] and the [ ] field. For example, you can schedule an invoice
every two months on the first and 15th days of the month.

If you select “Weekly” in the Frequency field, enter the weekly schedule and the day of the week for the
invoice in the Every [ ] week(s) on [ ] field. For example, you can schedule an invoice every two weeks on
Thursday.

If you select “Irregular” in the Frequency field, in the Date column of the grid, enter the invoice date or
dates. In the Amount column, enter the amounts of the invoices.

In the Starting on field, enter the date of the first invoice.

The Next field automatically displays the next scheduled invoice.

To update the grid after you make changes, click Update.

When you finish entering invoice schedule information, click OK to return to the Invoice Schedule tab.

L N o

10. To save the recurring invoice and return to the Recurring Invoices page, click Save and Close.

Managing Recurring Invoice Attributes and
Notes

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the
recurring invoice and you must select a description before saving.

You can further define a recurring invoice record by adding information to the Attributes/Notes tab. An attribute
is a reporting tool you use to group information based on a common theme. With attributes defined, you can
filter information to your specification— a useful feature for sorting or filtering invoices for reports. You can also
define the type of data stored for each invoice.

With notes, you can easily maintain helpful pieces of information about the recurring invoice record. For
example, you can record special information about the recurring invoice, payer, or delivery instructions. The note
text box accepts up to 1000 characters of free-form text.

For more information about attributes, including adding attribute types, see the Configuration Guide for Accounts
Receivable.

This section contains a procedure for applying recurring invoice attributes.

» Adding an attribute to a recurring invoice

Note: Attributes can be edited at any time or deleted if the attribute is not required.
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1. On an open recurring invoice record, select the Attributes/Notes tab.

B Hew Recuring Invoice [_ (O] ] I
File Edit “iew Tiansaction Fawoites Tools Help
ESavaandClose-ux|&ﬁ|N 4 b N||Q|?' |
Recuring Invoigel Line Items I Invaice Schedule -‘5
N < Al Categaries>
Attribute Type I D escription Shart Description Date I Required I Comments
|| r
Motes:
| |Unlimiled ‘Generated 0 | |

In the Attribute type column, enter an attribute. Attribute types are
In the Description column, enter a description of the attribute.

In the Date column, enter a date.

In the Comments column, enter comments.

No Uk wnN

» Adding a note to a recurring invoice

1. On an open recurring invoice record, select the Attributes/Notes tab.

In the Attribute type field, enter a specific attribute type or “All Categories”.

established in Configuration.

When you exit the Attributes/Notes tab, your changes are saved automatically.

2. Inthe Notes field, enter additional information about the recurring invoice.

3. When you exit the Attributes/Notes tab, your changes are saved automatically.

Generating Invoices

When it is time to generate a scheduled invoice, Accounts Receivable reminds you by displaying either a pop-up
message or the Generate Invoices screen on the Home page, depending on your business rules. You can also

generate invoices on your own schedule by opening the Generate Invoices screen from the Invoice Schedule tab
of a recurring invoice.

» Generating invoices from a recurring invoice record
1. Onan open recurring invoice record, select the Invoice Schedule tab.
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2.

10.

11.

Click Generate Invoices. The Generate Invoices screen appears.

Generate Invoices for Department of Health and Human Services
Inwoice total:  $20.00

Scheduled: 12

Generated: 0O

IGenerate invoices thraugh j |D2£2?£2DE|4
‘;{ Post status: INDt et pasted vI
Post date: Ilnvoice date "I

[ iew control repart before creating invoices
] I Cancel I

In the generate field, select “Generate invoices through”, “Generate specific number of invoices”, or
“Generate all invoices”. If you select “Generate invoices through”, enter the last invoice date to generate.
If you select “Generate specific number of invoices”, enter the number of invoices to generate. If you
select “Unlimited” in the Number of invoices field of the Invoice Schedule tab, you cannot select
“Generate all invoices”.

In the Post Status field, select a post status.

In the Post Date field, select “Invoice date”, “Due date”, or “Specific date”. If you select “Specific date”,
enter a post date.

To view a report before generating the invoices, mark View control report before creating invoices.

Click OK. If you marked View control report before creating invoices, the control report appears. Review
and close the control report.

The Generate Recurring Invoices screen appears, displaying all invoices meeting your criteria.

#% Generate Recurrning Invoices I
These invoices match the criteria you specified:
Murnber Recuring lrvoice 1D Clignt Drate Due I Arnount

1 1 Department of Health an... 1242372002 $20.00
- 2 1 Department of Health an... 0142342003 $20.00
- 3 1 Department of Health an... 02/23/2003 $20.00
- 4 1 Department of Health an... 0342342003 $20.00
- 5 1 Department of Health an... 0442372003 $20.00
- E 1 Department of Health an... 05/23/2003 $20.00
- 7 1 Department of Health an... 06/23/2003 $20.00
- 8 1 Department of Health an... 0742372003 $20.00
- 3 1 Department of Health an... 0g8/23/2003 $20.00
- 10 1 Department of Health an... 09/23/2003 $20.00
- 11 1 Department of Health an... 10423/2003 $20.00
- 12 1 Department of Health an... 1142372003 $20.00

Generate Nowl Cancel |

| Invoices faund: 12

To generate the invoices, click Generate Now.

If all invoices do not generate, a control report appears listing the reasons the invoices did not generate.
If all invoices successfully generate, you receive a confirmation message. To close the control report and
return to the Invoice Schedule tab, click OK.

To view a generated invoice from the Invoice Schedule tab, select the invoice and click Open.
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12. To close the invoice record and return to the Invoice Schedule tab of the recurring invoice record, click
Save and Close.
» Generating invoices from the Recurring Invoices page of Records
1. On the navigation bar, click Records.
2. Click Recurring Invoices. The Recurring Invoices page appears.
3. Click Generate Recurring Invoices. The Generate Recurring Invoices screen appears.

Generate Recurring Invoices E3 I

All records
Generate invoices due on ar before: |E|2,.’2F"£2DEI4
Post status: [ Not yet posted =]
Post date: IInvoice date ﬂ

[ “iew results before creating invoices

[~ “iew control report before creating invoices

ok | Cancel |

4. Click Generate for and select to create invoices for all recurring invoice records, selected records, or
selected records using a query. If you choose “Selected recurring invoices using query”, you must select a
query of records.

In the Generate invoices due on or before field, enter the last invoice date to include.
In the Post Status field, select a post status.

In the Post Date field, select “Invoice date”, “Due date”, or “Specific date”. If you select “Specific date”,
enter a post date.

8. To display all invoices meeting your criteria before creating invoices, mark View results before creating
invoices.

9. To view a report before generating the invoices, mark View control report before creating invoices.
10. To begin generating the invoices, click OK.

11. If you marked View control report before creating invoices, the control report appears.
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12. If you marked View results before creating invoices, the Generate Recurring Invoices screen appears,
listing all invoices matching your specified criteria.

: Generate Recurring Invoices
These invoices: match the criteria vou specified:
Generat...l Recuring Invaice IDI Client Tatal Irvaices I Tatal Amount
v 1 Department of Health and Hum... 3 $E0.00:
- v 3 Mrs. Martha Masters 2 $100.00
| F 2 Sam Mohillan 3 $150.00
| ¥ 5 TMCA 2 $800.00
Select Al | Dezelect Al | Find | Generate Mow | Cancel
| Recuring invoices found: 4 | Recurming invoices selected: 4 | Invnices to generate: 10

13. Toinclude invoices, mark the checkboxes in the Generate? column.
14. To generate the selected invoices, click Generate Now.

15. If all invoices do not generate, a control report appears listing reasons the invoices did not generate. If all
invoices successfully generate, you receive a confirmation message. To return to the Recurring Invoices
page, click OK.
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Glossary: A refund is a type of credit that is generally disbursed by printing a check payable to the client, or by
applying the refund to another active charge.

A refund is a type of credit that is generally disbursed by printing a check payable to the client, or by applying the
refund to another active charge. If, for example, a client ordered an item that is no longer available, you can
subtract any current charges and print a check to refund the remaining balance.

When you create a refund, you can create only one check for the full amount. The refund check can be payable to
only a single payee.

Note: You cannot print refund checks until you define an accounts payable cash account in Banks. For more
information about defining cash accounts, see the Banks Guide.

You can create refund records from the Refunds page of Records, or to save time, from client, payment, or credit
records.

Accessing Refund Records

Note: Visit our Web site at www.blackbaud.com for the latest documentation and information.

Because records are such an important part of Accounts Receivable, we have placed all record types on the
Records page so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull
out a record, or file. When you open Records, you can directly access several record types, including refund
records. To access a new refund record, from the navigation bar, click Records, then click Refunds. The Refunds
page appears.

% The Financial Edge
File Edt “iew Go Favortes Toolz Help
4 Back % Eorvvard J Community Services Inc, ™ + Accounts Receivable =
Shartcuts =
i@ Records*Refunds
||;i||1-' Home: LI T
e What do you want to do? Products
rﬁ Record: and Biling
. & Items
f ] Add a New Refund ;
Clignts
ﬁ Charges
Open a Refund :
Credits
E‘: Edit options for Refunds %
Recurring
Invoices
Search for a Refund by refund ID Returns
Refunds I
ﬂ Deposits
A dministr ati Payments
Adrninistration
HEEHEEEE Access a Recently used Refund
rifiguration Refund 4 for Department of Health and Human Services
Refund & for John Williams
Refund 11 For Ashley Smith
) shboard Refund 1 for Department of Social Services
el Plug-Ins n
Monthly Reparts
Wieb Links ;I
|W’elcome ta Accounts Heceivable | él

Tip: To save time when searching for a specific product, you can use the Search for a Product by product ID

field.
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Consider the Refunds page the starting point for refund records. On this page, you can add a new refund record
or open an existing one. You can also edit refund options by clicking Edit options for Refunds. This link accesses
the Options screen for records.

To save time when searching for a specific refund record, you can use the Search for a Refund by refund ID field.
The Refunds page also lists recently accessed refund records. Procedures for accessing records from the Records
page are discussed thoroughly in the Program Basics Guide, but this chapter gets you started by showing you how
to add a new record and open an existing record from the Refunds page.

Finding and Opening Refund Records

When you click Open a refund on the Refunds page, the Open screen for refunds appears. The Open screen has a
number of filters you can use to narrow your search and quickly locate the refund you want to open. The search
process is not case-sensitive, so to locate a refund by the client name, you can enter Smith, smith, or SMITH and
get the same results. You can also use wildcard characters if you are not sure how a word is spelled — use a
qguestion mark to replace a single character and an asterisk to replace a series of characters.

To access the Open screen, select File, Open, or on the Refunds page, click Open a Refund.

» Opening a refund record from the Refunds page
1. On the navigation bar, click Records. The Records page appears.
2. Click Payments. The Payments page appears.
3. Click Open a Refund. The Open screen for Refunds appears.

A~ |
Find: IHefund j Search using quens: |<Default> ﬂ'gﬁ

= |Dnzn A Add a New Refund Options

Find Fefunds that meet these criteria; M Include deleted records W Exact match anly
Record type: I j Item/Praduct: I j
Client name: I j Pozt status: I j
Tranzaction date: I EI Pozt date: I EI
Amount: I ﬂl Last modified by I j
Refund [Dr: I j Last modified an: Ian-"' time j
Check Status: I j
Hide Filters | Clear Fillersl Frevious Filtersl Filters are not applied Find Now I [HEer | Cancel |

|F'ress F3 for today's date, F7 for calendar

Note: We recommend that you search by only one or two of the most helpful criteria types because results
appearing in the grid must match all criteria you enter. Adding too many criteria in the filter fields can actually
prevent you from finding a record.

4. In the Find Refunds that meet these criteria frame, enter criteria you are using to search for the refund.

5. After you enter search criteria, click Find Now. The program searches the database and displays all
refunds meeting your search criteria.
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6. In the grid, select the refund to open.

=
Find: IHefund ﬂ Search using queny: |<Default> ngﬁ
&0 0pen 1§ Add a Mew Refund Optiohs
Clignk Mame | Refund Amaounk | Refund 1D | Refund Date I ItemJ’Productﬂ
Department of Social ... $10.00 01/24j2004 9
Museunn of Matural Hi,.. $4.50 01/24j2004 9
Department of Social ... $32.00 9

0124/2004
01 4

arkrment of Health... $7.00

Irs. Martha Masters 410,00

oo ENE L o

01242004 9
ashley Smith $9.99 02{07 (2004 9 M|
4] v

Find Refunds that meet these critenia: M Include deleted records Wl Exact match only
Record type: I j Item/Praduct: I j
Client name: | x| Poststatus | |
Tramsaction date: | [ Postdate: | =
Amaunt: | @I Last modified by: | j
Refund ID: | j Last modified an: Iany time j
Check Status: I j
Hide Filters | Clear Filtersl Frevioug Filtersl Filters are applied Find Mow | Open I Cancel |
| 14 recaords found,
7. Click Open. The refund record appears.
B Refund 4 for Department of Health and Human Services | _ (O] ] I
File Edit “iew Tranzaction Favortes Tools Help
E]Saveandﬁlnsev|u X‘N 1 b N|'}§|||?' |
Fiefund |ﬁL Distributionl Payments.-"[lreditsl Attribgtesf’NolesI
|Refund 1D 4
pendion Client Name Client ID SSN / CFDA #

Department of Health and Human Services 09

Transaction date: ID‘I /24,2004

Post status/date: INot et posted j ID‘I /2442004 I= | Hide this transactionon printed statements

Item/Description: IS vlﬁl IHefund of Overpayment
Amount: |$?.DD

Comment: I

Create Refund Check |

|Press F3 for today's date, F7 for calendar |Am0unt: $7.00 |Balance: $0.00 | | él

8. To save the refund record and return to the Refunds page, click Save and Close.

Adding Refund Records

A refund record consists of a series of tabs designed to break information into manageable chunks so you can
easily view only the data you need at a particular time. Although refund information is entered on separate tabs,
Accounts Receivable consolidates the information into a single record and uses data from all refund tabs when
processing refunds.
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If you enter common values repeatedly for multiple refund records, you can create a default set with these values
to save time during data entry. The values are defaults only and you can still change any field on a record. From
the menu bar of the record, select Transaction, Load Defaults from to select an existing default set or create a
new default set for the record type. To manage default sets for all record types in the program, select Tools,
Organize/Create Defaults. For more information about default sets, see the Program Basics Guide.

We recommend that, in Configuration, you specify duplicate search criteria and set the business rule to check for
duplicate refunds automatically. For more information about business rules, see the Configuration Guide for
Accounts Receivable. To search for a duplicate record from an existing record, from the menu bar, select
Transaction, Duplicate Search.

» Adding refund information from the Refunds page

Tip: If you enter common values repeatedly for multiple refunds, you can create a default set with these
values to save time during data entry. On the menu bar, select Transaction, Load Defaults from.

1. On the Records page, click Refunds. The Refunds page appears.
2. Click New Refund. The New Refund screen appears.

B Mew Refund |- (O] x] I

File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 1 » N|'}§||I§'|?' |

Refund | GL Distribution I Papments/Credits I Attribgtesf’NolesI

|Rerund ID

Riefund for Client Name | Client ID SSN /CFDA #

|

Transaction date: IDB.-’D?.-"2DD4

Post status/date: INot yet posted j ID33’D?.-"2004 I™ | Hide this ransaction on printed statements

Item/Description: I - | HI I
Amount: I

Commet: I

Create Refund Check |

|F'ress F? for Client Search |Am0unt: $0.00 |Balance: $0.00 | |

Y|

3. The Item ID field is for informational purposes and displays the default identification number for the
refund.

4. Inthe Refund for grid, enter a client name, identification number, or Social Security or Catalog of Federal
Domestic Assistance number. You can enter data only in the left column. To move a column to the left,
drag the column heading to the left until a red insertion mark appears in front of the left column. When
you release your mouse button, the moved column appears on the left side of the grid.

In the Transaction date field, enter the effective date of the refund.

In the Post status/date field, select the current post status of the refund. If you select “Not yet posted”,
enter a post date.

7. If you want to exclude this transaction from printed statements, mark Hide this transaction on printed
statements.

8. In the Item/Description field, select a refund item or use the binoculars to locate a refund item. When
you enter a refund item, the description appears automatically. Refund items are added on the Products
and Billing Items page. For more information about refund items, see the Products and Billing Items
chapter.

9. Inthe Amount field, enter the amount of the refund.

10. In the Comment field, you can enter additional information about the refund.
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11. To create a refund check, click Create Refund Check. The Create Refund Check screen appears. If you do
not have security rights to create a check in Accounts Receivable, this button is disabled. If a refund check
already exists, a View Check button appears. Click this button to view the One-Time Check page. For
more information about printing refund checks, see “Printing Refund Checks” on page 214.

12. To save the refund record and return to the Refunds page, click Save and Close. To continue adding
refund information, click the GL Distribution tab. For more information about adding distributions, see
“Adding Refund Distributions” on page 207.

» Adding refund information from a payment record

1. Onan open payment record, on the menu bar, select Payment, Reverse this Payment as a Refund. The
New Refund screen appears.

B Mew Refund |- (O] x] I

File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 1 » N|'}§||I§'|?' |

Refund | GL Distribution I Papments/Credits I Attribgtesf’NolesI

|Rerund ID

Riefund for Client Name | Client ID SSN /CFDA #

|

Transaction date: IDB.-’D?.-"2DD4

Post status/date: INot yet posted j ID33’D?.-"2004 I™ | Hide this ransaction on printed statements

Item/Description: I - | HI I
Amount: I

Commet: I

Create Refund Check |

|F'ress F? for Client Search |Am0unt: $0.00 |Balance: $0.00 | |

Y|

2. The Item ID field is for informational purposes and displays the default identification number for the
refund.

3. Inthe Refund for grid, enter a client name, identification number, or Social Security or Catalog of Federal
Domestic Assistance number. You can enter data only in the left column. To move a column to the left,
drag the column heading to the left until a red insertion mark appears in front of the left column. When
you release your mouse button, the moved column appears on the left side of the grid.

In the Transaction date field, enter the effective date of the refund.

5. In the Post status/date field, select the current post status of the refund. If you select “Not yet posted”,
enter a post date.

6. If you want to exclude this transaction from printed statements, mark Hide this transaction on printed
statements.

7. In the Item/Description field, select a refund item or use the binoculars to locate a refund item. When
you enter a refund item, the description appears automatically. Refund items are added on the Products

and Billing Items page. For more information about refund items, see the Products and Billing Items
chapter.

8. In the Amount field, enter the amount of the refund.
In the Comment field, you can enter additional information about the refund.

10. To create a refund check, click Create Refund Check. The Create Refund Check screen appears. If you do
not have security rights to create a check in Accounts Receivable, this button is disabled. If a refund check
already exists, a View Check button appears. Click this button to view the One-Time Check page. For
more information about printing refund checks, see “Printing Refund Checks” on page 214.
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11. To save the refund record and return to the Records page, click Save and Close. To continue adding

refund information, click the GL Distribution tab. For more information about adding distributions, see
“Adding Refund Distributions” on page 207.

» Adding refund information from a client record

1. Onan open client record, on the Activity tab, click the down arrow beside New Invoice and select New

10.

11.

Refund. The New refund screen appears.

B New Refund M=l E3 I

File Edit “iew Transaction Favortes Tool: Help
ESavaandCleev|u x‘l‘ 4 b "|'}§||Q|?' |

Refund |§L Distributionl Pa_lgments.-"[lreditsl Attribgtesf’NolesI

|Refund 1D

Refund for: Client Name | Client ID SSM / CFDA #

)

Tranzaction date: IDSHD?QDDd

Post status/date: INot yet posted j |D3.-"D?.-"ZDD4 = Glids et tramsantiomat pinted statements

Item/Description: I - | HI I
Amoint: I

Commet: I

Create Refund Check |

|F'ress F? for Client Search |Am0unt: $0.00 |Balance: $0.00 | |

Y|

The Item ID field is for informational purposes and displays the default identification number for the
refund.

In the Refund for grid, enter a client name, identification number, or Social Security or Catalog of Federal
Domestic Assistance number. You can enter data only in the left column. To move a column to the left,
drag the column heading to the left until a red insertion mark appears in front of the left column. When
you release your mouse button, the moved column appears on the left side of the grid.

In the Transaction date field, enter the effective date of the refund.

In the Post status/date field, select the current post status of the refund. If you select “Not yet posted”,
enter a post date.

If you want to exclude this transaction from printed statements, mark Hide this transaction on printed
statements.

In the Item/Description field, select a refund item or use the binoculars to locate a refund item. When
you enter a refund item, the description appears automatically. Refund items are added on the Products
and Billing Items page. For more information about refund items, see the Products and Billing Items
chapter.

In the Amount field, enter the amount of the refund.
In the Comment field, you can enter additional information about the refund.

To create a refund check, click Create Refund Check. The Create Refund Check screen appears. If you do
not have security rights to create a check in Accounts Receivable, this button is disabled. If a refund check
already exists, a View Check button appears. Click this button to view the One-Time Check page. For
more information about printing refund checks, see “Printing Refund Checks” on page 214.

To save the refund record and return to the Records page, click Save and Close. To continue adding
refund information, select the GL Distribution tab. For more information about adding distributions, see
“Adding Refund Distributions” on page 207.
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» Adding refund information from a credit record

Note: You cannot print refund checks until you define an accounts payable cash account in Banks. For more
information about defining cash accounts, see the Banks Guide.

1. On a posted credit record, from the menu bar, select Transaction, Reverse this Credit as a Refund. The
New Refund screen appears.

B New Refund for Museum of Natural History H=] E3 I

File Edit “iew Tranzaction Favortes Toole Help
ESaveandElosev|u X|N 4 b N|'}§||I§'|?' |

Fiefund |§L Distribulionl F'a_lgments.-’[lreditsl Attribgles.-"NDtesI

|Refund ID

Refund far: Client Name Client ID SSM / CFDA #

Muzeum of Natural History 15

Transaction date: IDZﬂ 972004

Past status/date: INDt yet posted j |D2x’1 9/2004 ™| Hidle this transaction an printed statements

Itern/ D escription: I vIHI I
Amourt: $10.00

Commerit: I

Create Refund Check

|Press F3 for today's date, F7 for calendar |Am0unt: $10.00 |Balance: $10.00 | | |

2. The Item ID field is for informational purposes and displays the default identification number for the
refund.

3. Inthe Refund for grid, enter a client name, identification number, or Social Security or Catalog of Federal
Domestic Assistance number. You can enter data only in the left column. To move a column to the left,
drag the column heading to the left until a red insertion mark appears in front of the left column. When
you release your mouse button, the moved column appears on the left side of the grid.

In the Transaction date field, enter the effective date of the refund.

5. In the Post status/date field, select the current post status of the refund. If you select “Not yet posted”,
enter a post date.

6. If you want to exclude this transaction from printed statements, mark Hide this transaction on printed
statements.

7. In the Item/Description field, select a refund item or use the binoculars to locate a refund item. When
you enter a refund item, the description appears automatically. Refund items are added on the Products
and Billing Items page. For more information about refund items, see the Products and Billing Items
chapter.

8. In the Amount field, enter the amount of the refund.
In the Comment field, you can enter additional information about the refund.

10. To create a refund check, click Create Refund Check. The Create Refund Check screen appears. If you do
not have security rights to create a check in Accounts Receivable, this button is disabled. If a refund check
already exists, a View Check button appears. Click this button to view the One-Time Check page. For
more information about printing refund checks, see “Printing Refund Checks” on page 214.

11. To save the refund record and return to the credit record, click Save and Close. To continue adding
refund information, select the GL Distribution tab. For more information about adding distributions, see
“Adding Refund Distributions” on page 207.
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Adding Refund Distributions

Refund distributions contain account distribution information such as credit and debit accounts, amounts to
distribute, and whether to classify distributions using projects, classes, or transaction codes. On refund records,
credit accounts appear by default from the refund item record, and debit accounts default from the accounts

receivable summary account from Configuration or the client record. You can change the default distributions if
necessary.

» Distributing a refund

Note: Default credit and debit accounts appear on refund records. The credit account defaults from the refund
item record, and the debit account defaults from the accounts receivable summary account from
Configuration or the client record.

1. On an open refund record, select the GL Distribution tab.

B Refund 15 for Department of Health and Human Services [_ (O] x| I

File Edit “iew Transaction Favortes Tool: Help
ESavaandCleev|u X‘N 4 » "|-}§|||?, |
Fiefund

Payments/Credits I Attribgtesf’NolesI

IDistribution j Interfund: I j B Entries " b %l
CR Account Mumber I CR Account Desc...l Amaount I DR &ccount Number | DR Account Des... I Praject ID I
01-2000-00 Accounts Payable $99.99 01-1199-00 Accounts Receiva..

Dijziriontion,..  Load Distribution...  Distribute Ever 8 Jelete Al Femaining: $0.00

| |&maunt: 3399 |Balance: $0.00 1= P!

Note: Use miscellaneous entries as one-time adjustments in lieu of using negative cash amounts.

2. Inthe field above the distribution grid, select “Distribution” or “Miscellaneous Entries”.

3. If you enter credit and debit accounts from different funds, Accounts Receivable automatically inserts a
valid interfund entry in the Interfund field to balance the accounts. If you have not created a balancing
interfund entry for those accounts in Configuration, you cannot save the distribution. For more
information about interfund entries and entry sets, see the Configuration Guide for Accounts Receivable.

Tip: To create a distribution from an existing distribution template, click Load Distribution.

4. To preview General Ledger debits and credits for the refund, click DR/CR Entries.
5. To enter distributions by amount, click $. To enter distributions by percent, click %.

Note: When binoculars appear in an account field, you can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

6. Inthe CR Account Number column, enter credit accounts for the distribution. When you enter a credit
account number, the description appears automatically in the CR Account Description column.
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If you select “Never” for the Allow non-bank transactions to use cash accounts business rule in Accounts
Payable Configuration, you cannot use cash accounts for any non-bank transactions in Accounts Payable,
Accounts Receivable, Cash Receipts, or Payroll because Cash Management settings are shared by these

programs. If you attempt to, a message appears telling you to choose a different account.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

8. The DR Account Number column displays default values, depending on default AR Summary Account
settings established in Configuration or the Defaults tab of the client record. When you enter a debit
account number, the description appears automatically in the DR Account Description column.

9. If you have the optional module Projects and Grants, enter a project identification number in the Project
ID column. When you enter a valid project identification number, the description appears automatically
in the Project Description column.

10. In the Class column, select a class for the distribution.

11. If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value
for each transaction code.

12. To enter different debit and credit transaction distributions, select a row by clicking the gray button to
the left of the line, then click Distribution. To enter a debit transaction distribution, select DR
Distribution. To enter a credit transaction distribution, select CR Distribution.

To use a default distribution from Configuration, click Load Distribution and select “From Table”.

Warning: Distributions can be edited or deleted at any time. Just remember that deleted distributions cannot
be recovered!

To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

To view attribute information, click Attributes.
To delete all rows of the grid, click Delete All.
13. To save the refund and return to the Refunds page, click Save and Close.

Managing Refund Payments and Credits

On the Payments/Credits tab, you can manage payers and their payments and credits. You can add payers who
should receive the refund, or delete payers who are not associated with the refund. Using the applications grid,
you can view the client’s payments and credits, and determine which should apply to the refund. With the Apply
Payments/Credits Automatically feature, you can maintain a current balance due without having to manually
apply payments and credits.

Managing Payers

On refund records, you can view the client’s default payers and define the amounts of the charge each payer
contributed. However, when you create a refund check, only a single payer can receive the refund. Payer
information defaults automatically from the client record, but you can also add, edit, or remove payers on the
Payments/Credits tab. To find, add, or view payers, click the down arrow beside the Find payer button. A
submenu appears so you can access payer records.
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» Adding a payer

1. On the Payments/Credits tab of an open Refund record, click the down arrow beside Find Payer and
select Add payer. The Open screen for clients appears.

A~ |
Find: ICIient j Search using quens: |<Default> ﬂ'gﬁ

= |Dnzn *fi.-'l'-..:h:l a Mew |ndividual f:fi.-'l'-.u:lu:l a Mew Organization Optionz

Find Clients that meet th riteria: M Exact match only
Record type: | j SSN/CFDA | j
Clignt 10 | j City: | j
Clignt name: I j State: I j
Client type: I j Document #: I j
Statiz I j Last modified by: I j
Service provider: I j Last modified on: Iany tirne: j
Hide Filters | Clear Fillersl Frevious Filtersl Filters are not applied ,WI [HEer | Cancel |

2. To add an existing client as a payer, in the Find Clients that meet these criteria frame, enter criteria you
are using to search for the client. To add a new client as a payer, click Add a New Individual or Add a New
Organization. For more information about searching for or adding client records, see the Clients chapter.

3. After you enter or locate the client you want to add as a payer, click Open. The new payer appears in the

payer grid.
B Refund 15 for Department of Health and Human Services |- (O] x] I

File Edit “iew Tranzaction Favortes Tools Help

ESaveandEleev|u X‘N 1 b N|'}§|

Flefundl GL Distibution  Payments/Credits |Attribgtesf’Noles|

Add Payer..  Add/Edit Applications Delete Fiemaining: $0.00
Refund Payments from... I Client 1D I Relationship I Fesponszible For I Unpaid I

| |Departmert of Heakh and Humar,.. 03 <Owner: $99.99 $0.00
‘Depa <Undefined:

Snnly Panz adit Autoratically  Unapply Al Payme redits  Application History
Date Type Tranzaction 1D Clwner Deszcription Amount Applied I
12/28/2003  Payment 17 Department of ... $99.99
[ |&mount: $39.99 |Balance: $0.00 =] Yl

» Finding a payer

Warning: If you apply payments or credits to a refund, Accounts Receivable automatically updates all
applicable sales tax transaction records.
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1. On the Payments/Credits tab of an open refund record, click Find payer. The Find screen appears.

I~ |

Field: IHefund Fayments from... j

Find what: IDepartment of 5

Match: I.t’-'my part of field 'l [T Match cass
Find First | Find Mext I Cloze |

In the Field field, select a search category, such as “Client ID” or “Relationship”.
In the Find what field, enter specific field information you want to find. For example, if you entered

“Refund Payments from” in the Field field, you could enter the first three letters of the client’s name to

narrow the search.
In the Match field, select the part of the field to search.
To find only records with identical upper and lower case letters, mark Match case.

6. When you have entered your search criteria, click Find First or Find Next. The Financial Edge highlights

the first or next record matching your criteria.

7. To close the Find screen and return to the refund record, click Close.
8. To save the refund record and return to the Refunds page, click Save and Close.

» Viewing a payer

BPwoNoe

. On the Payments/Credits tab of an open refund record, in the payer grid, select a payer.

Click the down arrow beside Find Payer. A submenu appears.
From the submenu, select View payer. The client record opens.
To save the client record and return to the refund record, click Save and Close.

Managing Applications

Warning: If you create a refund for an amount greater than the client’s applied payments and credits,
Accounts Receivable asks if you want to create a charge to offset the difference.

With the applications submenu, you can add and edit applications, apply payments and credits to the refund, and
unapply applications. To save time when entering applications, you can establish default payers on the Payers tab
of the client record, then use buttons on the Payments/Credits tab to quickly apply the applications to the client’s
account. To access the applications submenu, click the down arrow beside the Add/Edit Applications button. The
applications submenu appears.
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» Adding an application

1. On the Payments/Credits tab of an open refund record, click Add/Edit Applications. The Apply

10.

Payments/Credits to <Refund> screen appears.

#% Apply Payments/Credits to Refund 15 for Department of Health and Human Services H[=] B3 I
Refund owner/|D: IDepa[lment of Health and Human Services |09 Fiefund |Helund of Overpayment
Pay the balance due from; Amount/D ate: |$SB 99 |D3/D?fZDD4
Balance due from <All Payers>: $99.99 Paid: $99.99 Unpaid: $0.00
Apply Automstically K Transaction  Find Transaction Options

Date | Type I ID | Description Owner I Distributed To | Available I Apply? | Applied |
|| 02/28/2003  Payment 17 Depattment of Heal,.. Department of Heal.., 0,00 I°2 $99,99
- 01/10/2003 | Credit 4 Patient Counseling Josh Lewy Josh Lewy $5.00 |
|| 01f16/2003 Payment ] Check #56 EBrian Fox EBrian Fox 25,00 [
- 03/06/2003  Payment 18 Check #5623 Brian Fox Brian Fox $12.14 |
‘Accouml balance for Department of Health and Human Services is $40.00 Save Applicaliunsl Save and Close | Cancel |

The Refund owner/ID, Refund, and Amount/Date fields are for informational purposes only, and display
information from the refund record.

In the Pay the Balance Due from field, select a payer to apply this payment or credit to, or select “All
Payers”.

The Balance due from, Paid, and Unpaid displays show the liable payers, outstanding balances, and paid
amounts.

. To add more payments or credits, in the applications grid, click Select Additional Payments or Credits.

The Open screen for payments and credits appears.
In the Find field, select “Payment” or “Credit”.

In the Find <Payments or Credits> that meet these criteria frame, enter criteria you are using to search
for the payment or credit. Criteria can include the client name, record type, and transaction date.

Click Find Now. The program searches the database and displays all payments or credits meeting the
search criteria.

In the grid, select a payment or credit and click Open. The Open screen closes and the payment or credit
information appears in the applications grid.

You can use the down arrow beside Select Additional Payments or Credits to access a submenu where
you can make other changes to applications:

Add All Payments/Credits That Can Be Applied
Select Additional Payments or Credits...
Select Other Client's Payments or Creditz...

Azzign Unapplied Balance to Refund Owner

Unapply and Hide All Papments/Credits

¢ To display all payments and credits for the default payers, click Add All Payments/Credits That Can Be
Applied.

¢ To apply the payments and credits other than those listed, select Select Additional Payments or

Credits. The Open screen for payments and credits appears so you can locate the other payment and
credit records.

¢ To apply the refund to a different client’s payments and credits, select Select Other Client’s Payments
or Credits. The Open screen for clients appears so you can locate the other client.
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Note: You establish default payers and their distribution amounts or percentages on the Payers tab of the
client’s record.

¢ To apply the refund to only the primary default payer, select Assign Unapplied Balance to Refund
Owner. Accounts Receivable automatically applies an unapplied balance to the primary default payer.

¢ To unapply all payments and credits and remove them from the payer grid, select Unapply and Hide
All Payments and Credits.

11. To save the refund record and return to the Refunds page, click Save and Close.

» Applying the unpaid amount to the primary default payer

1. On the Payments/Credits tab of an open refund record, click the down arrow beside Add/Edit
Applications and select Make <Primary Default Payer> Responsible for the Unpaid Amount. All payers
except the primary default payer disappear and the total refund amount appears in the Responsible for
column.

2. To save the refund record and return to the Refunds page, click Save and Close.

» Unapplying applications

1. To unapply all applications and refund the full amount due to the default payer, on the Payments/Credits
tab of an open refund record, click the down arrow beside Add/Edit Applications and select Unapply all
and restore default payers. All payers except the default payers disappear and the total refund amount
appears in the Responsible for column.

Note: You establish default payers and their distribution amounts or percentages on the Payers tab of the
client’s record.

2. To unapply all applications and distribute the full amount due evenly to all payers, from the submenu,
select Unapply all and Distribute Evenly to All Current Payers. The total refund amount is distributed
evenly to all payers.

3. To save the refund record and return to the Refunds page, click Save and Close.

Adding Refund Attributes and Notes

You can further define a refund record by adding information to the Attributes/Notes tab. An attribute is a
reporting tool you use to group information based on a common theme. With attributes defined, you can filter
information to your specification— a useful feature for sorting or filtering refunds for reports. You can also define
the type of data stored for each refund. For example, if you have defined an attribute for revenue categories, you
can track refunds by income.

With notes, you can easily maintain helpful pieces of information about the refund record. For example, you can
record special information about the refund, payer, or application information you may need later.

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the refund
and you must select a description before saving.

For more information about attributes, including adding attribute types, see the Configuration Guide for Accounts
Receivable.

» Adding an attribute to a refund

Warning: Attributes can be edited at any time or deleted if the attribute is not required.
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1. On an open refund record, select the Attributes/Notes tab.

B Refund 15 for Department of Health and Human Services = E3 I
File Edit “iew Tranzaction Favortes Tools Help
ESaveandEleev|u X‘N 1 b N|'}§| |
Flefundl GL Distributionl Payments/Credits A
T PN <Al Categories:
Attribute Type I Dezciiption Shart Description Date I Fequired I Comments
| r
Notes:
=
[2
[ |mount: $39.93 |Balance: $0.00 IE] P!

Note: The Short Description column and the Required checkbox are for informational purposes and are
edited only from the Attributes page of Configuration.

2.

3.
4.
5

In the Attribute type field, enter a specific attribute type or “All Categories”.
In the Attribute type column, enter an attribute. Attribute types are established in Configuration.
In the Description column, enter a description of the attribute.

In the Date column, enter a date.

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

6.

In the Comments column, enter comments.

7. When you exit the Attributes/Notes tab, your changes are saved automatically.
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» Adding a note to a refund
1. On an open refund record, select the Attributes/Notes tab.

B Refund 15 for Department of Health and Human Services M= 3 I
File Edit “iew Transaction Favortes Tool: Help
ESavaandCleev|u X‘I{ 4 » N|'}§| |?- |
Adtribute Type I Description Short Description D ate I R equired I Comments
| -
MNotes:
|&maunt: $33.93 |Balance: $0.00 1= 2l

Warning: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!

2. Inthe Notes field, enter additional information about the refund.
3. When you exit the Attributes/Notes tab, your changes are saved automatically.

Printing Refund Checks

From a refund record, you can create a refund check to reimburse a client’s payment. You cannot print refund
checks until you define a cash account for Accounts Receivable in Banks. For more information about formatting
refund checks and defining cash accounts, see the Bank Basics chapter of the Banks Guide.

» Printing a refund check

Note: You cannot print a refund check if you do not have the proper security rights.

You must have security rights to print a refund check. If a check already exists for a refund, a View Check
button appears and you cannot print another refund check for that record.

1. From an open refund record, click Create Refund Check. The Create Refund Check screen appears.

% Create Refund Check

Check Infarmation

Batk account:

Pririt Check. ta: Museurn of M atural Histary j
Q. | Cancel |

2. In the Bank account field, select the account from which to print the check.
3. In the Print Check to field, select the payee.
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4. Click OK. The Create Refund Check screen closes and the Add a One-Time Check screen appears.

B8 Add a One-Time Check =]l

File Edit “iew Papment Help

Fecord and Cloge ~| Print Later and Close v| Frint Mo | vt | sl

?- |

General |Qistributi0n| Fgrmatl Hiztary of Ehangesl

Check Information .

Bank account: ISB AR j IStudent Biling & Accounts Receivable

Check date: IW IDne-Time check number ﬂ |3

Amount oo Check fomat: [ CHIAPUSZLPPOOT =l
[Drescription: IAccounts Receivable Refund Check for Refund ID 8

Payee Information -

Payee name: IMuseum of Matural History

Address | 55 Spring St Contact: |
' azhington, MD 55435

Contact Type I Contact Mumber

Tax 1D number: I

Post status/date: INot vt posted j ISpecific Date j ID-’U‘I‘IQDD-’l " Cleared onl

Reversal status/date: INgt et posted j I

|F'ress F3 for today's date, F7 for calendar | |Not reconciled

Bank information and today’s date automatically appear in the Bank account and Check date fields.

6. The check amount from the refund record appears automatically in the Amount field. This field entry

cannot be edited.

A default description appears in the Description fields. You can edit the default or enter a custom
description.

In the Check format field, select a check form.

9. The client’s name appears automatically in the Payee name field. You can edit the default or enter a

10.

11.
12.
13.
14.
15.
16.
17.

18.
19.

20.

different name.

The client’s address appears automatically in the Address field. To change the client’s address
information, click Address.

To include the payee’s tax ID number in the check record, enter that number in the Tax ID number field.
In the Contact field, enter a contact name.

In the contact grid, in the Contact Type column, select a contact type.

In the Contact Number column, enter a contact number.

In the Post status/date fields, select posting information for the check.

To designate the check cleared when you print it, mark Cleared on and enter the clear date in the field.

On the Distribution tab, default distribution information appears from the refund record. You can also
define a custom distribution. For more information about distributions, see the Configuration Guide for
Accounts Receivable.

To format the check for printing, select the Format tab. Formatting options appear in the grid.

To change formatting options for the check, click Payment Options on the action bar. The Payment
Options for Accounts Payable One-Time Checks screen appears so you can make changes to check and
address alignment, check stub information, electronic signatures, and notes. For more information about
payment options, see the Banks Guide.

Click OK. You return to the Format tab.



216 CHAPTER

21.

22.
23.

24,

25.

26.

To select printers, click Printer Options on the action bar. The Printer Options screen appears so you can
select a printer for the check.

Click OK. You return to the Format tab.
To print the refund check, click Print Now. This automatically records the check in the register.

¢ To save the check for later printing, click Print Later and Close. You return to the Banks page. The
check will not be recorded until you print it later.

¢ To save the check for later printing and create another refund check, click Print Later and New. The
saved check will not be recorded until you print it later.

¢ To save the check to print at another time, click Print Later.
To record the check in the register and close the check record, click Record and Close.
¢ To record the check and create another refund check, click Record and New.

¢ To record the check but not close the record, click Record. Once you record a check, you cannot print
it.

If you print the check now, the Payment Printing Status screen appears.

EH Create Payments E

Fil= Edit View Help

ERE |

Deszcription Amovnt

02A5/2002 Wz, Elizabeth Johnson  |Professional Service Accounts Payable

V¥ |01/28/2002 bdr. John Doe Legal Consulting $220.00 Accounts Papable

Review the printed check. If it prints successfully, leave the Successful? checkbox marked. You can also
mark the Clear All Payments checkbox to efficiently designate and clear the one-time check. The clearing
option is available only for successful checks. If successful, proceed to step 28. If not successful, proceed
to the next step.

Warning: If you void and purge checks, the next check number is NOT automatically set back to what it was
before the check run. The next check number will be the last check number attempted plus one. If you need to
adjust this number, you have that option before the next check run.

27.

If the check prints unsuccessfully or incorrectly, unmark the checkbox in the Successful? column. The void
and purge options at the bottom of the screen are enabled. You can either void and purge, void only, or
void and reprint (if the related business rule is marked) the erroneous check by selecting the
corresponding option.
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Date Payee Pagrnent Drescription

09/26/2003  Griffin Daniel $2.000.00

Cloze |

After voiding and/or purging a check, a screen appears notifying you that an unprinted copy of the check
has been created, which you can print or delete from the Banks page.

28. Click OK to return to the refund record.
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If a client purchases a product and returns it for a credit, you can create a return record. A return is an invoice
reversal containing credit line items which offset the charges for the returned items. Because returns reverse
previous purchases, they cannot be created independently, but must be added from an existing invoice record.
After you add a return, it becomes a standalone record you can view and edit just like any other record you
access on the Records page. Even after you create the return, it remains linked to the original invoice, so you can
access the invoice from the return record and vice-versa. Also, like an Accounts Receivable invoice, a return is not
posted. Instead, you post the return’s line items.

Note: Visit our Web site at www.blackbaud.com for the latest documentation and information.

The return record contains general information about the return, including the original invoice, the client name
and ID, line items, payments and credits, and attributes and notes. It also provides two date fields, so you can
specify the date the invoice was reversed and the actual date your organization received the returned items.

Accessing Return Records

Tip: You can also access existing returns on the Payments/Credits tab of an invoice record.

Because records are such an important part of Accounts Receivable, we have placed all record types on the
Records page so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull
out a record, or file. When you open Records, you can directly access several record types, including return
records. To access an existing return record, from the navigation bar, click Records, then click Returns. The
Returns page appears. To create a new return, on the menu bar of an open invoice record, select Transaction,
Reverse Entire Invoice, or Reverse Portion of Invoice.

% The Financial Edge
File Edit “iew Go Favortes Toolz Help
4 Back % Eorvard J Community Services Inc, ™ + Accounts Receivable =
Shartcuts I
Records + Returns
||;i||1-' Harne LI Records
What do you want to do? Products
and Billing
@ Items
Open a Refturn :
Clignts
| Edit options for Returns %
Search for a Return by return ID Recurring
Invoices
# Retuns |
tion Access a Recently used Return Deposits
onfiguration Return 1 for Departrment of Social Services m
ashboard
E Plug-Ins
Monthly Reports
Web Links ;I
|W’elcome to Accounts Receivable | él

Consider the Returns page the starting point for return records. On this page, you can open an existing return
record.

To change return options, click Edit options for Returns.
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Tip: You can save time when searching for a specific return by using the Search for a Return by return number
field.

To save time when searching for a specific return record, you can use the Search for a Return by return ID field.
The Returns page also lists recently accessed return records.

Finding and Opening Return Records

Note: For detailed information about the Open screen and each filter you can use, see the Program Basics
Guide.

When you click Open a Return on the Returns page, the Open screen for returns appears. The Open screen has a
number of filters you can use to narrow your search and quickly locate the return you want to open. The search
process is not case-sensitive, so to locate a return by the client’s name, you can enter Smith, smith, or SMITH and
get the same results. You can also use wildcard characters if you are not sure how a word is spelled — use a
guestion mark to replace a single character and an asterisk to replace a series of characters. For more
information about wildcards, see the Query chapter of the Query Guide.

To access the Open screen, select File, Open, or from the Returns page, click Open a Return.

» Opening a return from the Returns page of Records
1. On the navigation bar, click Records. The Records page appears.
2. Click Returns. The Returns page appears.
3. Click Open a Return. The Open screen for returns appears.

A~ |
Find: IHeturn j Search using quens: |<Default> ﬂ'gﬁ

= | Dz Options

Find Feturns that meet these criteria: M Include deleted records W Exact match anly
Client name: I ﬂ Client PO: I j
Return 1D: I ﬂ Returned by: I j
Feversed Invoice [D: I ﬂ Returned on: I EI
Return amaovnt: I ﬂl Last modified by I j
Return date: I EI Last modified an: Ian-"' time j
Print status: I ﬂ
Hide Filters | Clear Fillersl Frevious Filtersl Filters are not applied Find Now I [HEer | Cancel |

|F'ress F7 to zoom

Note: On the menu bar of a return record, you access tools and processes common to all records, as well as
those exclusive to returns, including adding line items and creating invoices. For information about the
common menus, see the Program Basics Guide.

4. In the Find Returns that meet these criteria frame, enter criteria you are using to search for the return.
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5. After you enter search criteria, click Find Now. The program searches the database and displays all
returns meeting your search criteria.

6. Inthe grid, select the return to open.

Open E I
Find: IHeturn = | Search using quen: |<Default> ]
Options
Return ID | Return Date | Clignk Mame: | Return Amount I Balance ;I
4 01/15/2004 Catholic Diocese $400.00 $0.00
5 01/15/2004 D, Mary Youn $200.00 $0.00
o1 4 ( armber ... 0 $0.00
0zfz7i2004 Department of Social ... $2,557 .44 $0.00
02/27f2004 Springfield School Dist, ., $200.00 $200,00
02/2712004 Catholic Diocese $400,00 $0,00

Find Returns that meet these criteria: de deleted re

Client name: Client PO:
Fietum 10: Fieturned by:

Retum amount: Last modified by

|
|
Returned on: I
|
|

L Ll |E] L L

Feversed Invoice [D: I

Ll 1B} ] L] L L

Return date: Last modified an: any time:
Print status:
Hide Filters | Clear Filters | Frevious Filters | Filters are applied Find Now | Open I Cancel |
| 12 records found.
7. Click Open. The return record appears.
B Return 6 for Greenville Chamber of Commerce [_ (O] x| I

File Edit “iew Transaction Favortes Tool: Help
ESavaandCleev|u x‘ H 4 » N|

Eeturn | Line Items I Attributes/Motes I

Retumn 1D: IB | Reversed from Invoice 16

e Client Name Client ID 55N / CFDA #
Greenville Chamber of Commerce il

Return date: 01/ 04

Print status: W

Item status: I j

Cliert: PO: |

Feturned by: I

Returned on: IW

Bill ta: |<Client addressr jg Service Provider j

Frint on statement: I

Frint an returr: I

|Press F3 for today's date, F7 for calendar |T0ta\: $125.00 |Balance: $0.00 | | él

8. To save the return record and return to the Returns page, click Save and Close.
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Adding Return Records

Because returns reverse invoices, you create new returns on invoice records. You cannot reverse standalone
invoices that do not contain line items. To reverse an entire invoice, from the menu bar, select Transaction,
Reverse Entire Invoice. To reverse part of an invoice, select Transaction, Reverse Portion of Invoice. For more
information about invoices, see the Invoices chapter.

» Returning an entire invoice record

If a client returns all line items on an invoice, you can create a return to reverse the entire invoice.

Note: By setting return user options, you can set return defaults, including field entries and the tab that opens

when you access a return record. For more information about options, see the Options chapter of the Program
Basics Guide.

1. On an open invoice record, on the menu bar, select Transaction, Reverse Entire Invoice. If no payments
and credit are applied to the invoice, a confirmation message appears. If payments and credits are
applied, the Reverse Invoice as Return screen appears, displaying payments and credits that will be
unapplied from the invoice.

i Rewerse Invoice as Return I
Return 7 reverses Invoice 20.
Thesze payments andfor credits have been unapplied from Invoice 20.
o T
Type I Transaction ID I Onvaner Marne I Total Armourk I Unapplied Balance
|__|Payment 10 Department of ... $500,00 $466,12
| |Payment 14 Departrment of ... $1,251.00 $1,251.0C
KN i
LCloze View Return

2. To view a payment or credit record, select the payment or credit and click Open. The payment or credit
record appears.

3. To view the new return record, click View Return.

To unapply the payments and credits and return to the invoice record, click Close.
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» Returning a portion of an invoice record
If a client returns only certain invoice line items, you can create a return for only that portion of the invoice.

1. On an open invoice record, on the menu bar, select Transaction, Reverse Portion of Invoice. A new
return record appears. For more information about return records, see the Returns chapter.

B Mew Return for 4 | _ (O] ] I

File Edit “iew Tranzaction Favortes Tools Help
E]Saveandﬁlnsev|u X‘ M 4 » M |||Q'

Beturn  Line |tems |Altrihgtes.-’Nntes|

?- |

@ New Comment &% Open Delete 11 Find Columns -

Category Item Mame Dezcription | Original Bty | Original &... | Return Gty | Retun A | Post Status

Kl 2l
Rietum Subtotal: $0.00 $0.00 $0.00
[ [Total: $0.00 |Balance: $0.00 1= 2l

2. Onthe Line Items tab, select the line items you want to change and click Open. The Edit Line Item for
<Return> screen appears.

B Edit Line Item for Return O for Catholic Diocese |- (O] x] I

File Edit “iew Tranzaction Favortes Tools Help

ESaveandEleev|u X‘N 4 b N|'}§||IQ'

Line Item | GL Distribution | Agplied To... | Nates|

2 |

|Line Item 1D: Line item 1

Line itern for: Cliert Name: | Client 1D SSM / CFDA #
Catholic Diocese ﬁl 03

Transaction date: |D2.-’2?.-"2DD4

Post status/date:  [Not yet posted 7| [02/27/2004

Category: IPer Uszage ltem j

Itern/Diezcription: |42 ~ | IMaeting Space

Duanitty/price: Urit of Measure I Quantity | Unit Price | Discount % Estended Amount
Day $200.00

Edit Sales Tay | | =l
Comment: IMeetlng Space
Service provider: I j Drates of service from to
|Press F7 for Client Search |Am0unt: $0.00 |Balance: $0.00 | |

A

3. Inthe Quantity or Amount field, enter the quantity of items returned. The new quantity must be equal to
or fewer than the original quantity.
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4. After you make your changes to the The Edit Line Item for <Return> screen, to return to the return
record, click Save and Close. The Line Items tab of the return record displays the amount of items

returned and the return amount.

File Edit “iew Transaction Favortes Tool: Help

ESavaandClee'|u x‘l‘ 4 b N||Ig'|?'

B Mew Return for 4 M= 3 I

Return  Line |tems | AttributesdM otes I

nment €% Open

Caluring -

Category

Ki| |
Rieturn Subtotal: $0.00 $0.00 $0.00
[ [Tatal: $0.00 |Balance: $0.00 =] A

5. To save the return record and return to the invoice record, click Save and Close.

Managing Line Item Information

On the Line Items tab of a return record, you can add line item comments, and you can find and open existing

invoice line items.
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» Adding return line item information

1. From an open return record, select the Line Items tab.

B Return 6 for Greenville Chamber of Commerce [_ (O] x| I
File Edit “iew Transaction Favortes Tool: Help

ESavaandClee'|u x‘l‘ 4 b N|

Return  Line |tems | AttributesdM otes I

-omment €% Open

Columns - - P

Fieturn Qb Fieturn Amount | Post Status

Ki| |
Rieturn Subtotal: $125.00 $0.00 $125.00
[ [Tata: $125.00 |Balance: $0.00 =] A

2. To add a new line item comment, on the action bar, click New Comment. The Edit Return Line Item for
Return for <Client> screen appears.

After you enter your comments, to save the line item comment and return to the return record, click
Save and Close.

3. Toview an existing line item, select a line item in the grid and click Open. The Edit Line Item for Return
screen appears.

[ EditLine lton for Rotum 6 for Greenvile Chambor of Conmerce M=),
File Edit “iew Transaction Favortes Tool: Help
P saveandCiose~ | |l % W 4 b w22 @) 2 - |
Line Item | GL Distribution | Applied To.. | Hotes|
|Line Item ID: 6 Return 6 Line item 1
Ll Client Name Clent 1D SSN / CFDA #
Greenville Chamber of Commerce 06
Tranzaction date: IW
Post status/date: — [Not yet posted | =] [01/15/2004
Category: I Product j
Froduct/Description: ISD jﬂl IJust Say Mo T-Shirt
Quantity/price: Unit of Measure I Quantity | Unit Price I Discount % Extended Amoint I
Box 1.000 $125.00 $125.00
EdtSalesTan| | =
Commet: I
Service pravider: I j Dates of service from ta
|F'ress F3 for today's date, F7 for calendar |Am0unt: $125.00 |Balance: $0.00 | | él

4. To find a line item, click Find. The Find screen appears. For more information about the Find screen, see
“Finding a line item” on page 228.

5. To close the Find screen and return to the return record, click Close.



RETURNS 22

6. To add a new line item comment, on the action bar, click New Comment. The Edit Return Line Item for

<Return> screen appears.

B Edit Line lom for Retun 6 for Groonvilo Chamberof Comnerce____________ISIEA]
File Edit “iew Transaction Favortes Tool: Help
ESavaandCleev|u x‘l‘ 4 b "|||g'|?' |
Qommentl
| Invoice: B Line item: 2
=
[
Press F7 to zoom |Am0unt: $0.00 |Balance: $0.00 | | |

Note: Not all fields listed in this section appear on all product or billing items. Also, some fields cannot be
edited if the return is already posted.

7.

10.
11.
12.
13.

14.

15.

To edit the product or billing item description, in the grid, click in the Description column and make your
changes.

In the Return Qty column, enter the number of items being returned.

To reverse sales tax charges, in the Sales Tax ID column, enter a sales tax identification number.

In the Post status field, select “Not yet posted” or “Do not post” as the current post status of the charge.
In the Post Date column, enter the line item posting date.

In the Service Provider field, enter the person who assisted the client.

Information in the Return Subtotal, Sales Tax, and Return Total columns of the grid at the bottom of the

page are for informational purposes and display the pre-tax amount, the amount of sales tax, and the
total amount included in the return.

The Total and Balance displays are for informational purposes and display the total charges less return
line items, and the client’s remaining balance due.

To close the Edit Return Line Item for <Return> screen and return to the return record, click Save and
Close.
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» Finding a line item
1. From Line Items tab of a return record, click Find. The Find screen appears.

Find |

Field: :atEII:Ir'rl

Find what; |

Match: I.t’-'m_l,l part of figld "l [ Match case
FrndFie | [ Endne] s |

Note: On the Records tab of the Options screen, you can set a user option that designates a default reversal
post date for returns. For more information, see the Options chapter of the Program Basics Guide.
2. In the Field field, select a search category, such as “Product/Item Name” or “Description”.

3. Inthe Find what field, enter specific field information you want to find. For example, if you entered
“Product/Item Name” in the Field field, you could enter the first three letters of the billing item name to

narrow the search.
In the Match field, select the part of the field to search.
5. To find only records with identical upper and lower case letters, mark Match case.

6. When you have entered your search criteria, click Find First or Find Next. The Financial Edge highlights
the first or next record matching your criteria.

7. To close the Find screen and return to the return record, click Close.
8. To save the return record and return to the Returns page, click Save and Close.

Adding Return Attributes and Notes

Warning: The return amounts at the bottom of the Payments/Credits tab do not include sales tax.

You can further define a return record by adding information to the Attributes/Notes tab. An attribute is a
reporting tool you use to group information based on a common theme. With attributes defined, you can filter
information to your specification— a useful feature for sorting or filtering returns for reports. You can also define
the type of data stored for each return. For example, if you have defined an attribute for return reasons, you can

track returns by the reason the items were returned.

With notes, you can easily maintain helpful pieces of information about the return record. For example, you can
record special information about the return, invoice, or client information you may need later.

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the return
and you must select a description before saving.

For more information about attributes, including adding attribute types, see the Configuration Guide for Accounts
Receivable.

» Adding an attribute

Note: Attributes can be edited at any time or deleted if the attribute is not required.
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1.

From an open return record, select the Attributes/Notes tab.

B Return 6 for Greenville Chamber of Commerce | _ (O] ] I
File Edit “iew Tranzaction Favortes Tools Help
E]Saveandﬁlnsev|u X‘N 1 » N|||?' |
Eetuml Line lters  Attributes/Maotes |
R < 4| Categoriesy
Attribute Type Dezciiption Shart Description Date Fequired Comments
MNotes:
=
=
|Press F7 to zoom |T0ta\: $125.00 |Balance: $0.00 | | |

Note: The Short Description column and the Required checkbox are for informational purposes and are
edited only from the Attributes page of Configuration.

2.

3.
4.
5

In the Attribute type field, enter a specific attribute type or “All Categories”.

In the Attribute type column, enter an attribute. Attribute types are established in Configuration.
In the Description column, enter a description of the attribute.

In the Date column, enter a date.

Tip: For faster data entry when entering dates, press F3 for today’s date or F7 for a calendar.

6.
7.

In the Comments column, enter comments.
When you exit the Attributes/Notes tab, your changes are saved automatically.
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» Adding a note

1. From an open return record, select the Attributes/Notes tab.

B Return 6 for Greenville Chamber of Commerce M= 3 I
File Edit “iew Transaction Favortes Tool: Help
ESavaandClee'|u x‘l‘ 4 b N| - |
Betuml Line lterns  Attributes/Mates |
R < 4| Categoriess - Ue Degar e
Altribute Type Desciiption Short Description D ate Fequired Comments
Notes:
I
[2
|F'ress F7 ta zoom |T0ta\: $125.00 |Balance: $0.00 | | /il

Note: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!
2. Inthe Notes field, enter additional information about the return.

3. When you exit the Attributes/Notes tab, your changes are saved automatically.
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