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In Banks you can maintain information about your bank accounts. On the navigation bar, click Banks and you
enter the central location for creating and printing checks, bank drafts, and EFTs. You can make payments and
deposits, record manual checks, use the bank register, and reconcile bank accounts. Here you can edit, number,
void, and purge checks, and post adjustments to General Ledger.

Our documentation shows you how to select, locate, and use the right resources for a particular task. In this
guide, for example, are explanations for adding bank account records, accessing and working with bank accounts
and payments, and performing other banking activities.

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

We recommend you read the documentation thoroughly. Information presented here provides you with a
working knowledge of Banks. Hands-on experience is the best way to learn, so we encourage you to try these
scenarios with your sample database.

Accessing Banks

Note: Until you select a bank account, minimal tasks appear on the Banks page. You must select an account to
see bank tasks. To use Cash Management tasks, you must have the optional module Cash Management and
have defined cash accounts for it.

We have placed all bank tasks in one area so you can quickly access them. To open the Banks page, click Banks on
the navigation bar. From the Banks page, you can directly access banking tasks, bank account records, bank
registers, payments, and deposits.

EThe Financial Edge HEER

File Edit View Go Favaorites Toole Help

4 Back # Fonwand ICommunit\; Services Inc, ™ + Student Billing ~

Banks

Shorkcuts

IFI'I‘ bre HewBank Open Delete...
Select a bank account: ISEI 2 AR vlﬁl
Student Billing & Accounts Receivable
Account number 6200422 Routing code 123456760
Account status Open Minimumn balance $0.00
Account type Checking Current balance M

Ending balance M
General tasks Administrative tasks
» Open register b Post adjustments to General Ledger
P Edit account details b Create a prenote authorization file
b Edit account user options b Edit electronic signatures
b Select another account
b Create & new acoount
Cash Management tasks Deposit tasks
b Create a new adjustrnent b Creatz a new deposit
P} Reconcile this account b Print deposit tickets
5 p— P Clear fransactions electronically P Create an EFT file

. b Wiew recanciliation history

=l Help H

Blackbaud Systems |

‘welcome to Student Biling |

Think of the Banks page as the starting point for bank account records. From this page, you can create a new bank
account record or open existing ones, view bank registers, reconcile accounts, and make payments and deposits.
At the top of the Banks page you can use the Select a bank account field to quickly locate the bank account
record you want to open.
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Warning: When planning security for Banks, make sure that no security group or user has rights to create
payments or one-time checks, void transactions, and purge voided transactions. With rights to all of these, a
user could print, purge, and void a check before it is posted, leaving no audit trail.

The Banks page organizes bank tasks into categories: General tasks, Payment tasks, Administrative tasks, Cash
Management tasks, and Deposit tasks. Tasks that appear on the Banks page depend on the program you are in
and the programs set up for the selected bank account. Cash Management tasks appears only if you have the
optional module Cash Management and have defined cash accounts for it.

General Tasks

Use General tasks to access bank account records and registers. You can edit existing bank records and create
new records. General tasks are documented in the General Tasks chapter, beginning on page 51.

¢ Click Open register to access the Bank Register screen for the selected bank. For more information about
working in the bank register, see “Opening the Register” on page 53.

¢ Click Edit account details to access the record for the selected bank account. For more information about
editing a bank account record, see “Editing Account Details” on page 59.

¢ Click Edit account user options to access the Options screen so you can edit options for bank accounts. For
more information about options, see the Options chapter of the Program Basics Guide.

¢ Click Select another account to access the Open screen so you can open a bank account record. For more
information about using the Open screen, see the Basics chapter of the Program Basics Guide.

¢ Click New bank account to add a new bank account record. For more information about creating a new record,
see “Creating New Bank Account Records” on page 65.

¢ Click New credit card account to add a new credit card account record. For more information about creating a
new record, see “Financial Edge Credit Card Management” on page 65.

Payment Tasks

Use Payment tasks to print checks and EFT notices, record bank drafts, create and edit one-time checks, and
create manual checks. Payment tasks are documented in the Payment Tasks chapter, beginning on page 81.

¢ Click Print checks and record bank drafts to access the Create Payments screen so you can create and make
payments in one payment run. For more information about creating payments, see “Printing Checks and
Recording Bank Drafts” on page 83. You can print checks and record bank drafts only in Accounts Payable and
Student Billing.

¢ Glossary: A one-time check is a direct disbursement to an individual or company not maintained as a vendor
in the database. A manual check is a handwritten check you prepare now and record the information later in
the database. You do not print the check itself from the program.

¢ Click Create a new one-time check to access the Add a One-Time Check screen so you can create payments for
people or companies you will not make payments to again. For more information about one-time checks, see
“Creating New One-Time Checks” on page 93. You can create one-time checks only in Accounts Payable and
Student Billing.

¢ Click Create a manual Accounts Payable check to access the Record Manual Check screen so you can record
the information from a payment you have already made. For more information about manual checks, see
“Creating Manual Accounts Payable Checks” on page 97. You can create manual Accounts Payable checks only in
Accounts Payable and Student Billing.
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Administrative Tasks

Use Administrative tasks to post adjustments, create prenote authorization files, void and purge transactions,
renumber payments, and edit electronic signatures. Administrative tasks are documented in the Administrative
Tasks chapter, beginning on page 67.

Glossary: Posting is the process of transferring transaction amounts from a journal to general ledger accounts
and updating account balances. Posting commits transactions to the account record. For more information
about posting, see the Administration Guide for The Financial Edge.

¢ Click Post adjustments to General Ledger to access the Post to General Ledger screen so you can select journal
information, filter records, and set up printing options for a general ledger adjustment. For more information
about posting adjustments, see “Posting Adjustments to General Ledger” on page 68. You can post adjustments
only in Accounts Payable, Student Billing, and Cash Receipts.

¢ Click Create a prenote authorization file to access the Create Prenote Authorization File screen so you can
define a file format and create logon cards. For more information about creating a prenote authorization file,
see “Creating Prenote Authorization Files” on page 71. You can create prenote authorization files only in
Accounts Payable, and Student Billing.

¢ Click Void selected payments to access the Void Selected Payments screen so you can select the payment type
and range of payments to void. For more information about voiding payments, see “Voiding Selected Payments”
on page 74.
Glossary: EFT stands for electronic funds transfer, a general banking system in which transactions, such as
deposits and bill payments, are made through computer databases and electronic files. Money does not
physically change hands; it transfers electronically from one account into another account. You can use the
optional module EFT to send and receive electronic transfers.

¢ Click Void unused checks to access the Void Unused Payments screen so you can void the unused checks, EFT
notices, and bank drafts. For more information about voiding unused checks, see “Voiding Unused Checks” on
page 75.

¢ Click Purge voided transactions to access the Purge Voided Payments screen so you can permanently remove
selected payments from the database. For more information about purging voided transactions, see “Purging
Voided Transactions” on page 76.

¢ Click Renumber payments to access the Renumber Payments screen so you can assign a new range of numbers
to payments. For more information about renumbering payments, see “Renumbering Payments” on page 77.

¢ Click Edit electronic signatures to access the Electronic Signatures screen so you can create, edit, or delete
electronic signatures. For more information about electronic signatures, see “Editing Electronic Signatures” on
page 77.

Cash Management Tasks

Use Cash Management tasks to create adjustments, reconcile cash accounts, clear transactions electronically,
and view reconciliation history of your bank accounts. Cash Management tasks are documented in the Cash
Management Tasks chapter, beginning on page 105.
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Tip: We recommend you establish adjustment categories before creating adjustments. For more information
about creating adjustment categories, see “Adding Adjustment Categories” on page 46.

¢ Click Create a new adjustment to access the New Adjustment screen so you can create a new payment
adjustment transaction. For more information about creating payment adjustments, see “Creating New
Adjustments” on page 106.

¢ Click Reconcile this account to access the Bank Account Reconciliation screen so you can reconcile the bank
register and cash accounts with the statement from the bank. For more information about reconciling accounts,
see “Reconciling Bank Accounts” on page 108.

Note: You can clear transactions electronically only if your bank provides a file in *.qgif format. To find out
whether your bank provides statements in *.qif format, contact a representative from your financial
institution.

¢ Click Clear transactions electronically to access the Clear Transactions Electronically screen so you can import a
Quicken Interchange Format (*.qif) file from your bank. For more information about clearing transactions
electronically, see “Clearing Transactions Electronically” on page 113.

¢ Click View reconciliation history to access the Reconciliation History screen so you can review information
about previous reconciliations in a bank account. For more information about viewing reconciliation history,
see “Viewing Reconciliation History” on page 114.

Deposit Tasks

Use Deposit tasks to record the amount of cash, checks, (EFTs), or other payments you receive and deposit into
your bank account. Deposit tasks are documented in the Deposit Tasks chapter, beginning on page 115.

¢ Click Create a new deposit to access the Add a New Deposit screen so you can record the amount of cash,
checks, EFTs, or other payments you receive and deposit into your bank account. For more information about
creating deposit records, see “Creating New Deposits” on page 116. You can create deposits only in Accounts
Receivable, Student Billing, and Cash Receipts.

¢ Click Print deposit tickets to access the Select a Parameter file screen so you can to print payment details and
bank information for a deposit. For more information about printing deposit tickets, see “Printing Deposit
Tickets” on page 119. You can print deposit tickets only in Accounts Receivable, Student Billing, and Cash
Receipts.

¢ Click Create Electronic Funds Transfer file to access the Create Electronic Funds Transfer File screen so you can
create and process a file for multiple deposits at one time. For more information about creating EFT files, see
“Creating EFT Files” on page 121. You can create EFT files only in Student Billing.

Setting Up a New Bank Account Record

When you add a new bank in Banks, you are creating a new bank account record. Like other records in the
program, information for a bank account record is organized on tabs. This record stores account, payment,
deposit, and adjustment information for a particular bank account. Using information from the bank account
record, you can easily get a clear and accurate picture of a bank account without having to gather data from
several programs or sources.

When you create a bank account record you add basic bank data, such as address and contact information, to the
Bank tab of the record. You designate which programs can use the bank account and assign default cash accounts
for those programs. Once you create, save, and close a record, you can make changes or add new information by
editing the record.

Setting up a new bank account record consists of a few basic steps:
¢ Adding account, address, and contact information on the Bank tab
¢ Formatting payment information on the Payments tab



6 CHAPTER

¢ Defining deposit types on the Deposits tab
¢ Adding adjustment categories on the Adjustment Categories tab

Adding Basic Bank Account Information

The heart of the bank account record is the Bank tab. It stores general bank account information, such as the
bank account description, ID, account number, routing code, and bank name. On this tab, you can store the
account type and status, the interfund set used by this account, and the accounting programs using the account.

Glossary: A contact is the name of the primary person with whom you conduct business. From an open bank
account record, you can enter contact information on the Bank tab.

You can add contact information such as phone numbers and addresses for your bank representatives. For more
information about adding contact information, see “Adding Address and Contact Information” on page 8.

Before you can use a bank account, you must specify default cash account information. When you set up cash
accounts, you specify whether cash is recorded in a single fund or in multiple funds and enter the default account
number for each. For more information, see “Defining Cash Accounts” on page 11.

If you have a bank account you no longer use, you can delete the record. However, we recommend you close the
account instead to indicate the bank account record is no longer current or valid.
» Creating a bank account record

1. From General tasks on the Banks page, click Create a new account. The New Bank Account record opens
to the Bank tab.

2 New Bank Account ==
File Edit “iew BankAccount Favorites Tool: Help
dSaveandClosevlL‘z‘ | I _,-| 4 @ D||B| ’ | il 8 |
Bank IEa_\JmentsI Deposits I Adjustment Categories I Hotesl Histary of Changesl
Account description: I Bank name: I
Account |D: | Address: |
Account type: I Checking j
Account status: IDpen j Contact name: ||
Acecount number: I Contact position: I I | Frint?
Fiouting code: I Conkact Tvpe | Contact Murnber |

Minimum balance: |$D.EID e

Interfurd et I j
System | Account Setup | Track Cash In Default Cash Account
Accounts Pavable Does not use this bank account
Accounts Receivable  Does not use this bank account
Cash Receipts Does not use this bank account
Cash Managemeant Does nok use this bank accaunt
Student Eiling Dioes not use this bank account
Payroll Does not use this bank account

In the Account description field, enter the name of the bank account.

In the Account ID field, enter a unique identification for the bank account. This ID must be unique
because it is used to identify each bank account and cannot be used for more than one account. Be
accurate when you enter the ID because the way you enter it is how it appears on reports and mailings.

” o«

4. In the Account type field, select “Checking”, “Savings”, or “Other”.
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In the Account status field, select “Open” or “Closed”. If an account is closed, you can still edit
information in the bank account record and use the account to print checks. However, a closed bank
account does not appear on invoice records in Accounts Payable.

In the Account number field, enter the account number assigned by the bank.

In the Routing code field, enter the routing number, up to eight digits, provided by the bank. The
program calculates the ninth digit, and that number appears when you tab out of the Routing code field.

Warning: Be sure to enter the account number and routing code correctly. An error can cause serious
problems with EFTs.

8.

10.

11.

12.

13.

14.

15.

In the Minimum balance field, enter the minimum amount the bank requires for you to avoid service
charges. If there is no minimum balance requirement, you can leave this field blank.

In the Interfund set field, select the interfund set used to make balancing entries between funds in
General Ledger. Interfund sets are created in Configuration.

In the Bank name field, enter the name of the bank.

To add address information for this account, click Address or enter the information in the field. For more
information about adding addresses, see “Adding address information to a bank account record” on
page 8.

To add a contact name for this account, click Contact name or enter the name in the field. For more
information about adding contacts, see “Adding a contact to a bank account record” on page 10.

To add the contact’s position at the bank, enter the information in the Contact position field. To print the
position on mailings, mark Print?

If you did not enter the contact through Address, enter it in the contact grid. In the Contact Type and
Contact Number columns, select a contact type and enter the number.

To define the cash accounts that will use this bank account, make selections for each accounting program
in the grid at the bottom of the screen. For more information about setting up cash accounts, see
“Defining cash accounts” on page 12.

2 New Bank Account [12]1=]
File Edit “iew Bank Account Fawvortes Toole Help
dSaveandClosev|H | | _,.| M 4 @ DI|E| < | o P - |
Bank |Ea_l,lments| erositsl Adiuztrnent Eategoriesl ﬂotesl Histary of Ehangesl
Aceount description: IBa_-,lbank Checking Account Bark name: IBaybank
Ageount [D: [BYEK-CHK Address: |
Account type: I Checking ﬂ
Account status: IDpen =l Contact hame: ||
Account number; |123458? Contact position: I I Frint?
Fouting code: |123458?BD Contact Type | Contact Murmnber |

Minimum balance: |$‘I 00,00 [

Irterfnd et IU‘] j
Sistem | Account Setup | Track Cash In Default Cash Account
Accounts Pavable Does not use this bank account
Accounts Receivable  Does not use this bank account
Cash Receipts Dioes not use this bank account
Cash Management Does not use this bank account
Student Eiling Dioes not use this bank account
Payroll Does not use this bank account

16. On the action bar, click Save and Close. You return to the Banks page.
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17. In the Select a bank account field, select the new bank. Information and tasks for the new bank account
appear.

R The Financial Edge

JH[=] ES
File Edit W¥ew Go Favoites Tooks Help

% Back # Forward J Community Services Inc. = = Student Billing ™

Shartcuts

|Et{|1-' Home:

-

g Export
o
'QF‘.& ks
El‘-"lai\

Banks

Mew Bank Open Delete...

Select a bank account: IEAYBK—CHK

|

Baybank Checking Account

|»

Account number 1234567 Routing code 123456780

Account status Open Minirmurmn balance $1,000.00

Account type Checking Current balance MNFA
Ending balance MNP

General tasks

Administrative tasks

-~ b Cpen register P Post adjustments to General Ledger
i?‘;"ﬁ-iﬂh'- P Edit account details P Create a prenote authorization file
b Edit account user options b void selected payrments
b Select another account » void unused checks
b Create 3 new account P Purge voided transactions
P Renurnber payments
P Edit electronic signatures
Payment tasks ©Cash Management tasks
Plug-Ins P Print checks and record bank drafts P Create a new adjustment
- P Create a new one-time check P Reconcile this account
b Create 3 manual Accounts Payable check P Clear transactions electronically
=Tl Help -] P Edit urwritten one-time checks P View reconciliation history
Blackbaud Systems | LI

‘Welcome ta Student Biling |

Adding Address and Contact Information

Glossary: A contact is the name of the primary person with whom you conduct business.

When you create a bank account record, to make bank information more thorough and complete, we

recommend you add contact and address information to the record. You can store all this information on the
Address and Contact name buttons of the bank account record.

» Adding address information to a bank account record

1. On the Bank tab of a new bank account record, click Address. The New Address screen opens to the
General tab.

Mew Address I

generall
Catntry: IUnited States j Contact Type I Contact Mumber |
Address: ;I |
LI
Ciby: I
State: Iﬁ
2P [

Address az it will be printed: ;l ¥ Synchronize with individual address fields

[

QK | Cancel |

2. “United States” appears automatically in the Country field. to change this, select another country.
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Note: The ZIP Code can be either a five-digit ZIP Code or ZIP + 4 code.
3. Inthe Address, City, State and ZIP fields, enter the bank’s address, city, state and ZIP Code.

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

5. Inthe Address as it will be printed box, verify the address is formatted the way you want it to appear on
reports and mailings.

6. To link the address you just entered with the Address box on the Bank tab of the bank account record,
leave Synchronize with individual address fields marked.

If you make edits to the address in the Address as it will be printed box and leave Synchronize with
individual address fields marked, changes default back to the individual address fields.To edit the address
in the box without affecting the individual address fields, unmark Synchronize with individual address
fields.

7. Click OK to return to the Bank tab. The address appears in the Address field.

File Edit ‘“iew Bank Account Favortes Toolz: Help
dSaveandCIosevL‘z‘ | i _,.| [, B ll|ﬂ| . | )

Bark |Ea}lments| erositsl Adjustment Categoriesl ﬂotesl History of Changesl

.- |

Account description; IBa_-,lbank Checking Account Bark name: IBaybank

Account [D: IBYBK-EHK Address: | 1234 Main Street

Charleston. SC 23434

Account tpe: I Checking j
e el IDpen ﬂ Contact name: “
Account number: |123458? Cantact position: | I | Print?
Routing code: |123455?ED Cantack Type | Conkack Number I
Minimum balance: |$‘I 000,00 | [Business (843) 555-1234
Interfund zet: Im j 5=
Sistem | Account Setup | Track Cash In | Default Cash Account
Accounts Payable Does nok use this bank accaunt
Accounts Receivable  Does not use this bank account
Cash Receipts Does not use this bank account
Cash Management Dioes not use this bank account
Skudent Eiling Does not use this bank account
Payroll Dioes not use this bank account

8. To save the bank record and return to the Banks page, click Save and Close.
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» Adding a contact to a bank account record

1.

o vk wNnN

On the Bank tab of a new account record, click Contact name. The Name screen appears.

N~ |

Hame I

Title 1: I vl Title 2:| vl
First name: I

Middle name:l

Last name: |

Suffix 1: I 'l Suffis 2:| 'I

Full nanmne:

¥ Synchronize full name and individual name fields

0K I Cancel |

In the Title 1 and Title 2 fields, select titles for the contact, for example, “Ms.” or “Dr.”.

In the First name, Middle name and Last name fields, enter the contact’s first name.

In the Suffix 1 and Suffix 2 fields, select formal suffixes such as “CPA” or “Ph.D.”

In the Full name field, select the contact’s full name as it should appear on correspondence.

To link the contact name you just entered with the Contact name box of the bank account record, leave
Synchronize full name and individual name fields marked.

If you make edits to the address in the Address as it will be printed box and leave Synchronize with
individual address fields marked, changes default back to the individual address fields. To edit the
address in the box without affecting the individual address field, unmark Synchronize with individual
address fields.

Click OK. You return to the Bank tab. The contact’s name appears in the Contact name field.

In the Contact position field, enter the position this person holds at the bank, for example, “Account
Representative”.
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9. To print the contact’s position on labels, envelopes, or other correspondence, mark Print?.

& New Bank Account 2=
File Edit ‘“iew Bank Account Favortes Toolz: Help
dSaveandCIosev|.ﬂ | ] _,| W o4 » .||B| . | =l |
Bank. |Ea}lments| erositsl Adiuztment Categoriesl ﬂotesl History of Changesl
Account description: IBa_l,lbank Checking Account Bark name: IBaybank
Aceount ID: |BVBK-CHE Addiess  |[1234 Main Steet
- Charleston. SC 23434
Account tpe: I Checking j
Account status: IDI:'E"1 j Contact name: ||Mr. Thomas Jackson, Jr.
Account number: |123458? Contact position: IAccount Representative ¥ Print?
Routing code: |123455?ED Cantack Type | Conkack Number I
Minimum balance:  [$1.000.00 | |Business (843) 555-1234
Interfund zet: Im ﬂ 5
Siystem | Account Setup | Track Cash In | Diefault Cash Accounk
Accounts Payable Define cash accountis) One Fund 01-1300-00
Accounts Receivable Define cash account(s) ne Fund 01-1300-00
Cash Receipts Define cash accountis) One Fund 01-1300-00
ash Management: Define cash account(s) Multiple Funds 01-1300-00
Studenit Biling Define cash account(s) One Fund 01-1300-00
Payroll Define cash accountis) One Fund 01-1300-00 & I,ﬂl

10. To save the bank record and return to the Banks page, click Save and Close.
Defining Cash Accounts

Warning: You cannot use a bank account in any of the programs until you define cash accounts.

Before you can use a bank account, you must define default cash account information for the bank account.
When you define cash accounts, you assign an asset account number for each program that can use that bank
account. The account code of the default account number is used to build all other cash accounts. All other
segment values can vary based on other factors. You can assign cash accounts for Accounts Payable, Accounts
Receivable, Cash Receipts, the optional module Cash Management, and Student Billing.

Warning: We strongly recommend that you assign each cash account code to only one bank account.

To make bank reconciliation easier, we strongly recommend that you assign the same account code to all
accounting programs that use the bank account. We strongly recommend that you assign each account code to
only one bank account. For example, if you use 01-1300-00 as the default cash account in one bank account, we
recommend that you do not use account code 1300 for the default cash account for any other bank account.

Note: If you have the optional module Cash Management and want to track those transactions by fund, we
recommend you track cash in multiple funds.

When you set up a cash account, you specify that cash is recorded in a single fund or in multiple funds. If you
track cash in a single fund, cash is always recorded in the fund you select as the default cash account. If you
require the fund to balance by segments, a cash account is created for each segment. For example, if fund 02 has
segments 01, 02, and 03, cash accounts are created for all three segments. Balancing interfund entries are
created for the cash account when distributions for associated transactions are in other funds.

If you track cash in multiple funds, cash account entries are determined by the funds in the distributions of the
associated transactions. When you track cash in multiple funds, the program does not create balancing interfund
entries for the cash account because they are not necessary. If you have the optional module Cash Management
and want to track those transactions by fund, we recommend you track cash in multiple funds.
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Warning: To change a default cash account, we strongly recommend that you create a journal entry to move
the cash from the old account to the new account.

Changing default cash accounts could cause problems when you reconcile the bank account to General Ledger.
To change a default cash account, we strongly recommend that you create a journal entry to move the cash from
the old account to the new account. Make sure the business rule Allow journal entries to cash accounts without
adjusting the bank register is marked in Configuration in General Ledger before posting. For more information
about posting, see the Administration chapter of the Administration Guide for The Financial Edge.

You can change whether a cash account tracks cash in one or multiple funds. If you do, any transactions created
after the change use the new setting; however, this does not impact any existing transactions. You can make
manual journal entries to distribute cash account balances in the ledger.

» Defining cash accounts

1. From an open bank account record, select the Bank tab.

Warning: You must use one cash account code for each bank account. That is, if the cash account for Baybank
is 01-1300, then no other bank can use account code 1300 for its cash account.

2. Inthe grid at the bottom of the screen, select “Define cash account(s)” in the Account Setup column for
each program to define cash accounts for.

3. Inthe Track Cash In column, select whether the cash account will use one fund or multiple funds.

If you track cash in a single fund, cash is always recorded in the fund you select as the default cash
account. If you track cash in multiple funds, cash account entries are determined by the funds in the
distributions of the associated transactions. If you have the optional module Cash Management and want
to track those transactions by fund, we recommend you track cash in multiple funds.

Warning: To make bank reconciliation easier, we strongly recommend that you assign the same cash account

code to all programs that will use the bank account and that you assign each cash account code to only one
bank account.

4. In the Default Cash Account column, select the General Ledger cash account number. A cash account
must be an existing account, regardless of whether it is tracked in one fund or multiple funds.

'ﬁ Bank Account - Baybank Checking Account
File Edit iew Bank Account Favortes Toolz Help
uSaveandEIDSEvHX|,_.g}, j|N 4 b '||U|ﬂ|':1' ?- |
Bank |Ea}lments| erositsl Adjustment Categoriesl ﬂotesl Histary of Changesl
Azcount description: IBaybank Checking Account Bank name: IBaybank
Aocount 1D |BAYBK-CHK &ddress: | 12234 Main Street
Charleston, SC 23434
Account tpe: IEhecking j
Accourt status: IDPEN j Conkact name: ||Mr. Thomas Jackson, Jr.
Account number:  [1234567 Contact position: |Account Representative % Piint?
Routing code: |1 23456780 Contact Twpe I Contact Nurmnber |
Minimum balance: |$1 000,00 | |Business (B43) 555-1234
Interfund zet: IU‘] j .
System | Account Setup | Track Cash In | Default Cash Account
Accounts Payable Define cash accounk(s) 0ne Fund 01-1300-00
Accounts Receivable Define cash accaunk(s) Ona Fund 01-1300-00
Cash Receipts Define cash account{s) ©ne Fund 01-1300-00
Cash Management Define cash accounk(s) Mulkiple Funds 01-1300-00
Student Biling Define cash accounk(s) One Fund 01-1300-00
Payroll Define cash account{s) ©ne Fund 01-1300-00
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5. To close the record and return to the Banks page, click Save and Close.

Formatting Payment Information

On the Payments tab, you set up payment information for the bank account record you have open. On this tab,
you select the types of payment transactions you can use for the bank account and how each payment type
should be numbered. For more information about setting up payment information, see “Setting Up Payment
Transaction Types” on page 13.

Using Edit Payment Options, you can define formats for checks and EFT routing and logon cards. For more
information about using Edit Payment Options, see “Defining Default Payment Options” on page 17.

Glossary: MICR stands for magnetic ink character recognition and is used to describe the special numbers and
symbols seen at the bottom of checks, and the technology and processes used to produce and analyze these
characters.

If you print checks on blank paper, click MICR Line to customize MICR (magnetic ink character recognition)
selections. For more information about MICR, see “Formatting MICR Lines” on page 15.

In the By default, print transactions to this printer field, select the printer to use automatically when making
payment transactions from the open bank account record. In the Default form field for checks and EFT payments,
you can select the preprinted or blank form to use by default for that type of payment.

Setting Up Payment Transaction Types
On the Payments tab, you select for the bank account the types of payment transactions you can use in each

program. Each program can use different transaction types:

¢ Accounts Payable — In Accounts Payable, you can create computer checks, manual checks, one-time
checks, and bank drafts.

e Cash Management — In Cash Management, you can create adjustments.
¢ Accounts Receivable — In Accounts Receivable, you can create refund checks.
e Student Billing — |n Student Billing, you can create one-time checks and manual checks.

On this tab, you can set numbering for payment transactions by selecting the number to begin the series of
transactions. You can use a shared numbering series for payment transactions. For example, you can specify that
refund checks in Accounts Receivable and Student Billing share the numbering series starting with 1001.
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» Setting up payment transaction types

1.

From an open bank account record, select the Payments tab.

'ﬁ Bank Account - Student Billing & Accounts Receivable
File Edit “iew Bank Account Favortes Tool: Help

BXad e nva=

Bank Payments | Depozits I Adustment Categaries I Motes I History of Changesl

|} Save and Cloge » ?-

Mexk Mumber Maxirnurn Arnounk

Nurbering

£ W |Start with 1

Accounts Payable [T =tark with 1 $999,999,399, 99
Accounts Payvable  Manual Check [T Start with 1 $999,999,999,99
Accounts Payable One-Time Check, ¥ stark with 1 $999,399,333,99
Accounts Payable  Bank Draft [T skark with 1 $999,999,999,99
Cash Management  Adjustment V¥ start with 1 $999,399,399,99
Accounts Receivable Refund Check ¥ Samerange as Accounts Payvable One-Time ... $999,999,099,99
Payrol Computer Check [T start with $999,999,399,99
Student Eiling Refund Check ¥ Same range as Accounts Payvable One-Time ... $999,999,099,99
Payrol Electronic Funds Transfer [T Start with $999,009,999,99
Payrol Manual Check, [T stark with $999,399,333,99
Default form: j I

Edit Payment Options I

Warning: If you unmark the checkbox in the Allow? column and there are invoices with a balance, you get a
message warning you that you cannot pay these invoices from this bank account.

2.

In the Allow? column, mark the checkbox for each transaction type to use for each program. For example,
to specify that one-time checks in Accounts Payable can be made in this bank account, in the Accounts
Payable row with “One-Time Check” in the Transaction Type column, mark the checkbox in the Allow?
column.

In the Numbering column:

¢ To specify the number to begin numbering, select “Start with” and enter the first number of the
transaction in the Next Number column. For example, to number the first computer check in Accounts
Payable 1001, enter “1001” in the Next Number column.

¢ To use the same range as another transaction type, select “Same range as” in the Numbering column
and select the transaction type with the range you want this transaction type included in. For example,
to include one-time checks in Accounts Receivable and Student Billing in the same numbering range,
select “Accounts Payable One-Time Checksum the Next Number column.
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4. In the Maximum Amount column, enter the maximum dollar amount allowed for that type of
transaction.

2 Bank Account - Student Billing & Accounts Receivable
File Edit Wiew BankAccount Favortes Tool: Help

L'JSaveandCIosev|H )(|}_{;j|u L I .l|w|ﬂ|ﬁl

2- |

Bank Payments IerositsI Adjustment Eategoliesl ﬂotesl History of Changesl

2 to thiz printer: i
System | Transaction Type | nllow?l Nurnbering | Mext Mumber IMaximum Amounk
Accounts Pavable  Computer Check. Start with 1400 $999,999,999,99
Accounts Payable  Electronic Funds Transfer Stark with 1 $999,993,993,99

Accounts Payable Manual Check, Same range as  Accounks Payable Computer ... | $999,999,939,99

Accounts Payable One-Time Check Same range as Accounks Pavable Computer ... | $999,999,333,99

Accounts Payable  Bank Draft Same range as Accounks Pavable Electronic ... | $999,999,990,99

RRJARAOAIR[AXRA

Cash Management  Adjustrent Stark with 1 $999,993,993,99
Accounts Receivable Refund Check Same range as  Accounks Pavable One-Time ... | $999,999,333,99
Payroll Computer Check Start with 1500 $999,999,999,99
Student Billing Refund Check Same range as Accounks Pavable One-Time ... | $999,999,990,99
Payrall Electranic Funds Transfer Skark with 1 $999,993,993,99
Payroll Manual Check Same range as  Pawroll Computer Check $999,999,999,99

5. To close the record and return to the Banks page, click Save and Close.

To continue formatting payment information click MICR Line or Edit Payment Options. For more
information about defining the MICR line, see “Formatting MICR Lines” on page 15. For more information
about editing default payments, see “Defining Default Payment Options” on page 17.

Formatting MICR Lines

Glossary: MICR stands for magnetic ink character recognition and is used to describe the special numbers and
symbols seen at the bottom of checks, and the technology and processes used to produce and analyze these
characters.

If you have the optional module Forms, you can set parameters for printing blank paper checks for a bank
account. On the Custom MICR Line screen, you enter information to create the MICR line your bank requires to
identify the blank paper check and successfully transfer funds. You must work with your bank and follow the rules
set forth by the American Bankers Association to ensure you format the line correctly. The MICR line and ABA
number you format on this screen is used only for the bank account in which you are working.
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» Formatting the MICR line for blank paper checks

1.

2.

From an open bank account record, select the Payments tab.

2 Bank Account - Student Billing & Accounts Receivable

File Edit “iew BankAccount Favortes Tool: Help
L'JSaveandClosev|H ){| i j| H o4 bk M |D| ﬂ|l’f

Bank Payments Igepositsl Adjustment Eategoriesl ﬂotesl History of Changesl

By default, print trans nz to this printer: =
System | Transaction Type |P.Ilow?| Murmbering | Mexk Mumber IMaximum Amounk

Accounts Pavable  Computer Check Skark with 1400 $999,909,000,09
Skart with 1 $999,999,999,99
Same range as  Accounks Pavable Computer ... | $999,999,333,99

2- |

Accounks Payable  Electronic Funds Transfer
Accounts Payable Manual Check
Accounts Payable  ©ne-Time Check Same range as Accounts Pavable Computer ... | $999,999,999,99

Accounts Payable  Bank Draft Same range as Accounts Payable Electronic ... | $999,999,999,99

RUC U i i M ER B i R S

Cash Management  Adjustment Start with 1 $999,999,999,99
Accounts Receivable Refund Check Same range as Accounks Pavable One-Time ... | $999,999,933,99
Payroll Computer Check Skark with 1500 $999,909,000,09
Studenit Billing Refund Check Same range as Accounts Payable One-Time ... | $999,999,999,99
Payroll Electronic Funds Transfer Start with 1 $999,999,999,99
Payroll Manual Check Same range as  Payroll Computer Check $999,999,999,99

Click MICR Line. The Custom MICR Line screen appears.

Custom MICR Line |
=] b aximum check number length is IB 'l
[¥ Flouting field
¥ OnUs field Field{Character I Position I Value I
On-Us symbol 44 "
Check number 45 b23iL5RE
On-Us symbol 51 "
65 | 64| 63|62 [ 61 |60 ] 59 58] 57 [ 56 [ 55 [ 54 53 [ 52 [ 51 [ 50 [ 49 [ 48 [ 47 [ 46 [ 45 [ 44|
A L
Frint E xample
Auxiliary Routing on-Ls
" L23L 56", L23L5E PAO B 200L 2 2
|

Select Auxiliary On-Us field on the left. The grid on the right displays the default characters for the MICR
Auxiliary code.

In the Maximum check number length field, select the number of characters for the check number field.
You can select to use from one to nine characters.

In the Field/Character column, select the characters to appear in the auxiliary segment of the MICR line.
You can select “Blank”, “Check number”, “On-Us symbol”, “<Dash symbol>”", or “User-defined”.

In the Position column, select the position of the character. The Value column displays the character
selected. The Value column is non-editable for all field/character options except “User-defined”, for
which you can enter any numeric characters. The Print Example display at the bottom shows you what
the MICR line looks like according to the selections in the grid.

Select Routing field on the left. The grid on the right displays the default characters for the Routing code.
In the Field/Character column, select the characters to appear in the routing code segment of the MICR

” u ” u ”ou

line. You can select “<Blank>", “<Check number>", “<Transit symbol>”, “<Dash symbol>", or
“User-defined”.

In the Position column, select the position of the character. The Value column displays the character
selected. The Value column is non-editable for all field/character options except “User-defined”, for
which you can enter any numeric characters. The Print Example display at the bottom shows you what
the MICR line looks like according to the selections in the grid.
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10. Select On-Us field on the left. The grid on the right displays the default characters for the MICR on-us field

code.

11. Inthe Field/Character column, select the characters to appear in the on-us segment of the MICR line. You
can select “<Blank>", “Account number”, “On-Us symbol”, “<Dash symbol>”, or “User-defined”.

12. Inthe Position column, select the position of the character. The Value column displays the character
selected. The Value column is non-editable for all field/character options except “User-defined”, for
which you can enter any numeric characters. The Print Example display at the bottom shows you what
the MICR line looks like according to the selections in the grid.

13. To save the MICR line formatting selections and return to the Payments tab, click OK.

Defining Default Payment Options

On the Payments tab, to define default payment options, select a payment type in the grid and click Edit Payment

Options. Selections on the Default Payment Options screen vary, depending on the payment type you select. You
can define payment options for:

e Computer checks in Accounts Payable
¢ One-time checks in Accounts Payable and Student Billing

Default Payment Options for Accounts Payable Computer Checks

Computer checks are checks printed from the program using blank or preprinted checks.

Note: Check Format appears only if you select a blank check form in the Default form field.

Check Format. If you select a blank paper check format as the default form, you can make formatting selections
with Check Format.

= ]|
Check Format Check Format
Check Alignment
Address Alignment Trangit ABA number: I
Check Stub Information
Electronic Signature 1 Add
Electronic Signature 2
Meszages
Motes ™ Include I j on the Icheck only j
Organization Mame
Logos-
I™ Include check stub laga fram file: IEheck stub logo vl
™ Include check loga for the IDrganization 'l fram file:
Actual size: 0.75" » 0.50"
Cancel |

In the Transit ABA number field, enter the number supplied by the bank. To include an address on the check,
in the Address frame, mark Include and select the address to use. You can select to print the address on the
check only, check stub only, or check and stub.

Make selections to print the organization or bank logo on the check or check stub in the Logos frame. To print
the logo of your organization on the check stub, mark Include check stub logo from file. Click the ellipsis to
locate the file where your logo is saved in *.bmp, *.gif, or *.jpg format.
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Note: There is room on the check to print either your organization logo or the bank logo, but not both.

To print the logo for your organization or bank, mark Include check logo for the [ ] from file and select

Organization or Bank. Click the ellipsis to locate the file where your logo is saved in *.bmp, *.gif, or *.jpg
format.

In the field above the display, select Check logo or Check stub logo to see a sample of the logo to appear on
checks.

Check Alignment. To define the alignment of checks on forms, select Check Alignment on the left of the
Default Payment Options screen.

Check Alignment

I Wertical alignment: IDefauIt alignment j I IInches j
Check Stub Information
Electronic Signature 1 Herizontal alignment: | Default alignment - I Inches -
Electronic Signature 2 I J I J
Meszages

ates Mote: Maximum vertical adjustments

Print Format Up:  0.25inches or B.35 millimeters
Organization Mame

Dowr: 1.00 inches or 25.40 milimeters
M aximum horizontal adjustments

Left:  0.25 inches or B.35 millimeters

Right: 1.00 inches or 25.40 millimeters

In the Vertical alignment field, select Default alignment, Move printed information up, or Move printed
information down.

If you select Move printed information up or Move printed information down, you can select the distance to

move the information. For example, if you select Move printed information up in the Vertical alignment field,
enter .02, and select Inches, the information prints .02 inch higher on the check.

In the Horizontal alignment field, select Default alighment, Move printed information left, or Move printed
information right.

If you select Move printed information left or Move printed information right, you can select the distance to
move the information. For example, if you select Move printed information left in the Horizontal alignment
field, enter .02, and select Inches, the information prints .02 inch toward the left on the check.

Address Alignment. To define the alignment of addresses on forms, select Address Alignment on the left of
the Default Payment Options screen.

Address Alignment

Wertical alignment: I Drefault alignment j I I Inches j

Electranic Signature 1 Horizontal alignment: | Default alignment - I Inches -
Electronic Signature 2 I a J I J
Meszages

Motes

Frint Forrmat
Organization Mame

Mote: Maximum vertical adjustments
Up:  1.00inches or 25.40 millimeters
Dowr: 1.00 inches or 25.40 milimeters
M aximum horizontal adjustments
Left:  1.00 inches or 25.40 milimeters
Right: 1.00 inches or 25.40 millimeters

In the Vertical alighment and Horizontal alignment fields, select Default alignment, Move printed
information up, or Move printed information down.

If you select Move printed information up or Move printed information down, you can select the distance to

move the address. For example, if you select Move printed information up in the Vertical alignment field and
enter 2, the address prints .02 inch higher on the check.
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Check Stub Information. To select information to print on check stubs, select Check Stub Information on the
left of the Default Payment Options screen.

(W Poyment Qudioas for Aoe_its Payable Comput> Theok K
Check Format Check Stub Information

Check Alignment

ddress Alighment Frint this infarmation on the check stub:

Chi tub Infarmation
Elechionic Signature 1 [~ Vendor 1D Select Al |
[ Contact

Electronic Signature 2

Meszages Deselect All |
Motes

Frint Forrmat
Organization Mame

Frint jrvoices on the check stub in thiz order:

Sork By Crder By
Inwvoice Date Ascending

I Show the application of each credit mema

¥ Show the Discount colurn

Cancel |

Glossary: A contact is the name of the primary person with whom you conduct business. From an open bank
account record, you can enter contact information on the Bank tab.

In the Print this information on the check stub box, mark any or all of the checkboxes: Vendor ID, Tax ID
Number, Contact, Fax, Phone, or Email.

In the Print invoices on the check stub in this order grid, select how to itemize invoices on the check stub. For
example, to list invoices by invoice number with the lowest number first, in the Sort By column select Invoice
Number. In the Order By column, select Ascending.

Note: To sort even further, you can sort by Invoice Date and Invoice Amount.

To print credit memo applications on the check stub, mark Show the application of each credit memo.
To show the discount amount as recorded on the vendor record, leave Show the Discount column marked.

Glossary: An electronic signature is a scanned bitmap image used on checks and purchase orders.

Electronic Signature 1. To print an electronic signature on computer checks, select Electronic Signature 1 on
the left of the Default Payment Options screen. If you require two signatures on checks, use Electronic
Signature 1 to print as the top signature.

Check Format
ggzck Aggl_nment

ress Alignment P = -
Check Infarmation INever print signature J Edit Signatures |

Electronic Signature 2 Signature I Prewview I
Messages gdm ﬁ"t
Notes John Doe
Frint Forrmat
Organization Mame — Jj .
. Fron Dotz
Jean Daisy

Note: You can print electronic signatures on checks only if you have the security rights. For more information
about security rights, see the Administration Guide for The Financial Edge.
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In the field, select a rule for printing signatures.

If you select Never print signature, checks require manual signatures.

If you select Offer optional signature, mark the checkbox in the Choices? column for each signature to
make available.

If you select Always print this signature, select the signature to print.

If you select Print signature based on amount, enter the amount range in the From and To columns and
select the signature to use for the range.

Note: Electronic signatures are available only for computer checks and one-time checks.

To edit electronic signatures, click Edit Signatures. For more information about editing signatures, see “Editing
Electronic Signatures” on page 77.

Electronic Signature 2. To print a second electronic signature on checks, select Electronic Signature 2 on the
left of the Default Payment Options screen. If you require two signatures, use Electronic Signature 2 to print
as the bottom signature.

|
Check Format
ggzck Aggl_nment
ress Alignment b - Edit Signatures |
Check Stub Information INEVE[ prnt signature J == -1
2 Signature I Preview I
John Doe J
Frint Forrmat
Organization Mame = RZ‘ Jj .
B R L
Jean Daisy B4

In the field, select a rule for printing signatures.

If you select Never print signature, checks require manual signatures.

If you select Offer optional signature, mark the checkbox in the Choices? column for each signature to
make available.

If you select Always print this signature, select the signature to print.

If you select Print signature based on amount, enter the amount range in the From and To columns and
select the signature to use for the range.

To edit electronic signatures, click Edit Signatures. For more information about editing signatures, see “Editing
Electronic Signatures” on page 77.

Note: You can print messages only if you use a blank paper check format.
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Messages. To print a message on blank paper checks, select Messages on the left of the Default Payment
Options screen.

s =
Check Foml

Check Alignment
Address Alignment ‘when using blank paper checks, you can print one or bwo meszages on each check:

Check Stub Information
Electronic Signature 1 M ge 1.

IEIectronic Siinature 2 |

Motes
Frint Forrmat
Organization Mame

E les of M
Thiz check requires two signatures for amounts over $1,000.00

Thiz check is void after 90 days
This check is in .5, dollars

In the Message 1 and Message 2 fields, enter the text to print. The Examples of Messages display provides
sample messages.

Notes. To print a note on computer checks, select Notes on the left of the Default Payment Options screen.

.=
Eheck Famat

Check Alignment
Address Alignment

[ Print Mote on Check
Check Stub Information

Electronic Signature 1  Print the: INote frarn Yendar j
Electronic Signature 2  Frink thi )
Messages ink this note:

Frint Forrmat
Organization Mame

Mark Print Note on Check and select or enter the note to print.

Glossary: A class is a subcategory that defines how funds are designated for use. You can categorize class as

unrestricted, restricted, or temporarily restricted for FAS 117 reporting. You define classes in Configuration in
General Ledger.

¢ If you mark Print the, you can select to print the Check description, Note from Vendor, Account number and
description, Project ID and description, Existing Endowments, Spendable/Non-Spendable, or Class.

¢ If you mark Print this note, you can enter your own note.

If you select a single-stub check format, you can mark Print Note on Check Stub and select or enter a note to
print on the stub.

Print Format. To select a printing format, select Print Format on the left of the Default Payment Options screen.

I Default Papment Options for Accounts Papable Computer Check I

Check Format

Check Alignment
Address Alignment
Check Stub Information
Electronic Signature 1
Electronic Signature 2

Print Format

FErrint format: ITotaI Per Check Printing j

A maximum of 11 tranzactions will print on the check stub and the check will be
printed for that amount. If a vendor has more than 11 transactions to pay, additional

Meszages

checks will be created bazed on the number of tranzactions remaining.
M otes

Organization Mame

Select a format in the Print format field.

¢ Select Total Per Check Printing to print each check for the amount of the transactions that can fit on the
check stub. Additional checks are created based on the number of transactions fitting on a check stub.
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Note: Totals of items not fitting on the check stub appear in the category All Others on the check stub.

¢ Select Additional Document Check Printing to print one check for the total amount and print all transaction
details on a separate sheet regardless of the number of transactions on the check stub. Mark Print the
transaction detail sheets or Export the transaction detail sheets to print or export transaction details. To

print the distribution for the payment, mark Show distribution for these characteristics and mark the
checkboxes for the information to appear with the transactions.

Select Combination Check Printing to print one check for the total amount and print any transactions not

fitting on the check stub on a separate sheet of paper. Mark Print the transaction detail sheets or Export
the transaction detail sheets to print or export transaction details.

Note: You can print the organization name only if you use a blank paper check format.

Organization Name. To print your organization’s name on a blank paper check, select Organization Name on
the left of the Default Payment Options screen.

Check Farmat Organization Name
Check Alignment

Address Alignment

[~ Show organization narme
Check Stub Information

Organization name: I

Organization Mame

Mark Show Organization Name and enter the name in the Organization name field.

Default Payment Options for Accounts Payable Electronic Funds Transfers

EFTs are transactions made through computer databases and electronic files. Money does not physically change
hands; it transfers electronically from one account into another account. If you have the optional module EFT,
which adds fields and options to areas of Accounts Payable, you can send and receive electronic transfers.

Check Alignment. To define the alignment of checks on forms, select Check Alignment on the left of the
Default Payment Options screen.

Check Farmat Check Alignment
Check Alighment

Address Alignment

Wertical alignment: IDefauIt alignment j I IInches j
Check Stub Information
Electronic Signature 1 Horizontal alignment: | O efault alignment - I Ihches -
Electronic Signature 2 I J J I J
Meszages
oles Mote: Maximum vertical adjustments
Frint Forrmat

o Up:  0.25 inches or B.35 millimeters
Drganization Name Dowr: 1.00 inches or 25.40 milimeters
M aximum horizontal adjustments
Left:  0.25 inches or B.35 millimeters
Right: 1.00 inches or 25.40 millimeters

In the Vertical alignment field, select Default alignment, Move printed information up, or Move printed
information down.

If you select Move printed information up or Move printed information down, you can select the distance to

move the information. For example, if you select Move printed information up in the Vertical alignment field,
enter .02, and select Inches, the information prints .02 inch higher on the check.

In the Horizontal alignment field, select Default alighment, Move printed information left, or Move printed
information right.
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If you select Move printed information left or Move printed information right, you can select the distance to
move the information. For example, if you select Move printed information left in the Horizontal alighment
field, enter .02, and select Inches, the information prints .02 inch toward the left on the check.

Address Alignment. To define the alignment of addresses on forms, select Address Alignment on the left of
the Default Payment Options screen.

Address Alignment
rent

nment Wertical alignment: IDefauIt alignment j I IInches j
Check Stub Information

Electronic Signature 1 Horizontal alignment: | Default alignment - I Inches -
Electronic Signature 2 I J J I J
Meszages

thes Mote: Maximum vertical adjustments

Print Format Up:  1.00inches or 25.40 millmeters

Organization Mame

Dowr: 1.00 inches or 25.40 milimeters
M aximum horizontal adjustments

Left:  1.00 inches or 25.40 milimeters

Right: 1.00 inches or 25.40 millimeters

In the Vertical alignment and Horizontal alignment fields, select Default alignment, Move printed
information up, or Move printed information down.

If you select Move printed information up or Move printed information down, you can select the distance to

move the address. For example, if you select Move printed information up in the Vertical alignment field and
enter 2, the address prints .02 inch higher on the form.

Check Stub Information. To select information to print on check stubs, select Check Stub Information on the
left of the Default Payment Options screen.

e~
Check Alignment Check Stub Information
Ad Alighment
Chy tub Infarmation Frint this infarmation on the check stub:
Hessages T vendar ID Select Al |
ates =
Print Format [™ Contact
EFT General Deselect All |
EFT Logon Cards

Frint jrvoices on the check stub in thiz order:

Sork By Crder By

Ascending

Invaice Date

I Show the application of each credit mema

¥ Show the Discount colurn

Cancel |

In the Print this information on the check stub box, mark any or all of the checkboxes: Vendor ID, Tax ID
Number, Contact, Fax, Phone, or E-mail.

In the Print invoices on the check stub in this order grid, select how to itemize invoices on the check stub. For

example, to list invoices by invoice number with the lowest number first, in the Sort By column select Invoice
Number. In the Order By column, select Ascending.

Note: To sort even further, you can sort by Invoice Date and Invoice Amount.

To print credit memo applications on the check stub, mark Show the application of each credit memo.

To show the discount amount as recorded in the vendor record, leave Show the Discount column marked.
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Note: You can print messages only if you use a blank paper format.

Messages. To print a message on blank paper checks, select Messages on the left of the Default Payment
Options screen.

=g
Check Fomt
Check Alignment

Address Alignment ‘when using blank paper checks, you can print one or bwo meszages on each check:

Check Stub Information

Electronic Signature 1 M ge 1.

IEIectronic Siinature 2 |

Motes

Prirt Format M 2.

Organization Mame

E les of M

Thiz check requires two signatures for amounts over $1,000.00
Thiz check is void after 90 days
This check is in .5, dollars

In the Message 1 and Message 2 fields, enter the text to print. The Examples of Messages display provides
sample messages.

Notes. To print a note on checks and check stubs, select Notes on the left of the Default Payment Options screen.

I, ~ |
Check Fomet
Check Alig_nment
Address Alignment [~ Erint Note on Check
Check Stub Information
Electronic Signature 1  Print the: INote frarn Yendar j
Electronic Signature 2 £ Print thi )

[ p— Frint this note:

Frint Forrmat
Organization Mame

Glossary: A class is a subcategory that defines how funds are designated for use. You can categorize class as

unrestricted, restricted, or temporarily restricted for FAS 117 reporting. You define classes in Configuration in
General Ledger.

¢ If you mark Print the, you can select to print the Check description, Note from Vendor, Account number and
description, Project ID and description, Existing Endowments, Spendable/Non-Spendable, or Class.

¢ If you mark Print this note, you can enter your own note. If you select a single-stub EFT notice format, you
can mark Print Note on Check Stub and select or enter a note to print on the stub.

Print Format. To select a printing format, select Print Format on the left of the Default Payment Options screen.
Mark Print Note on Check and select or enter the note to print.

[ Detoul Payment Dotions fo Accounts Payable Computer Check ]
Check Alignment

Address Alignment FErrint format: ITotaI Per Check Printing j

Check Stub Information

Electronic Signature 1 A maximum of 11 ransactions will print on the check stub and the check will be

Electronic Signature 2 printed for that amount. If a vendor has more than 11 transactions to pay, additional

Meszages checks will be created bazed on the number of transactions remaining.

M otes

Organization Mame

¢ Select Total Per Check Printing to print each check for the amount of the transactions that can fit on the
check stub. Additional checks are created based on the number of transactions fitting on a check stub.
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Note: Totals of items not fitting on the check stub appear in the category All Others on the check stub.

¢ Select Additional Document Check Printing to print one check for the total amount and print all transaction
details on a separate sheet regardless of the number of transactions on the check stub. Mark Print the
transaction detail sheets or Export the transaction detail sheets to print or export transaction details. To
print the distribution for the payment, mark Show distribution for these characteristics and mark the
checkboxes for the information to appear with the transactions.

¢ Select Combination Check Printing to print one check for the total amount and print any transactions not
fitting on the check stub on a separate sheet of paper. Mark Print the transaction detail sheets or Export
the transaction detail sheets to print or export transaction details.

EFT General. To make formatting selections for EFTs, select EFT General on the left of the Default Payment
Options screen.

|
Check Alignment EFT General

Address Alignment

Check Stub Information Dutput file name: I ;I
Meszages

Motes Company D prefix: 5

Prirt Format - I J

Cornpany [0 number: |8?83?49-1
EFT Logon Cards

Imnmediate: origit: ITransit.-"F!outing rurnber j

Irm. origin name; IDrganization name j

™ Include vendar bank information on EFT natice
File Format .

Header record reference: I ™ Create debit transaction

™ Include cariage returm/line feed

Entry description: I

™ Identify vendor using [vendar Tax ID -
I~ Eommat file for this Federal Reserve Bank: I
Federal Reserve Bank routing code: I

Cancel |

In the Output file name field, enter the path and file name of the EFT file to create or click the ellipses to
search for a file.

Your organization’s Federal ID number, as defined in Configuration, automatically appears in the Federal ID
number field. In the Immediate Origin field, select Transit/Routing number, EIN, or Other as the number for
Accounts Payable to use when creating the EFT file. If you select Other, enter the number to use. In the Imm.
origin name field, select Organization name or Other. If you select Other, enter the name to use.

To print the deposit label, bank name, transit number, and bank account number on the EFT notice, mark
Include vendor bank information on EFT notice.

In the File Format frame, enter a reference, up to eight characters, in the Header record reference field. To
automatically create a debit transaction in the EFT file during the payment run, mark Create debit
transaction. If you mark Include carriage return/line feed, the program appends a carriage return/line feed
to indicate end of line in the EFT file.

In the Miscellaneous frame, you enter a code in the Entry description field. This code can be up to 10
characters long and is transmitted to the bank with the EFT file. In the Company ID prefix field, select EIN,
DUNS, User assigned, User defined as the identification prefix for your organization. You can leave this field
blank. The program adds the prefix to the beginning of the ID when you generate an EFT file. If you select User
defined, you must enter a number in the field on the right. In the Company ID number field, enter a unique
identification number, a maximum of nine characters, for your organization.

To include vendor information in the individual identification number field of the output file, mark Identify
vendor using and select Vendor Tax ID or Vendor ID.
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If you transmit EFT files directly to the Federal Reserve, you can mark Format file for this Federal Reserve

Bank and enter the name of the bank in the field. Enter the routing code for the bank in the Federal Reserve
Bank routing code field.

Note: To find out if your bank requires logon cards, contact a representative at the financial institution.

EFT Logon Cards. To add logon cards for an EFT file, select EFT Logon Cards on the left of the Default Payment
Options screen.

Check Alignment EFT Logon Cards

Address Alignment

Check Stub Infarmation *f'ou can add up to five logon cards. our bank can give you details about the logon card(z] it
Meszages requires.

Motes

Print Format Mumber I Length I Conkral Skring I
IEFT General

Inzert | Qelete...l

You can have a maximum of five logon cards. Click Insert to add a logon card to the grid. Enter the maximum
length of the logon card in the Length column. Enter a description in the Control String column. To allow an
unlimited number of characters in the control string, leave the Length column blank. To delete a logon card, select
a row in the grid and click Delete. Default Payment Options for Accounts Payable One-Time Checks

One-time checks are check payments for people or companies you will not make payments to again, for example,

graduation speakers or refunds to students. One-time checks help you limit the number of vendor records saved
in your database.

Note: Check Format appears only if you select a blank check form in the Default form field on the Payments
tab.

Check Format. If you select a blank paper check format as the default form, you can make formatting selections
with Check Format.

Check Format

Check Format

Check Alignment

Address Alignment Trangit ABA number: I
Check Stub Information
Electronic Signature 1 Add
Electronic Signature 2
Meszages
Motes ™ Include I j on the Icheck only j
Organization Mame
Logos-
I™ Include check stub laga fram file: Check stublogn | ™
™ Include check loga for the IDrganization 'l fram file:

Actual size: 0.75" » 0.50"

Cancel |
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In the Transit ABA number field, enter the number supplied by the bank. To include an address on the check,
in the Address frame, mark Include and select the address to use. You can select to print the address on the
check only, check stub only, or check and stub.

Make selections to print the organization or bank logo on the check or check stub in the Logos frame. To print
the logo of your organization on the check stub, mark Include check stub logo from file. Click the ellipsis to
locate the file where your logo is saved in *.bmp, *.gif, or *.jpg format.

Note: There is room on the check to print either your organization logo or the bank logo, but not both.

To print the logo for your organization or bank, mark Include check logo for the [ ] from file and select

Organization or Bank. Click the ellipsis to locate the file where your logo is saved in *.bmp, *.gif, or *.jpg
format.

In the field above the display, select Check logo or Check stub logo to see a sample of the logo to appear on
checks.

Check Alignment. To define the alignment of checks on forms, select Check Alignment on the left of the

Default Payment Options screen.

I, ~ |
Check Farmat Check Alignment

Check Alighment

Address Alignment Yertical alignment: IDefauIt alignment j I IInches j

Check Stub Information

Electronic Signature 1 Herizontal alignment: | Default alignment - I Inches -

Electronic Signature 2 I J I J

Meszages

Motes Mote: Maximum vertical adjustments

Prirt Farmat Up:  0.25 inches or B.35 millimeters

Dowr: 1.00 inches or 25.40 milimeters
M aximum horizontal adjustments

Left:  0.25 inches or B.35 millimeters

Right: 1.00 inches or 25.40 millimeters

Organization Mame

In the Vertical alighment field, select Default alignment, Move printed information up, or Move printed
information down.

If you select Move printed information up or Move printed information down, you can select the distance to
move the information. For example, if you select Move printed information up in the Vertical alignment field,
enter .02, and select Inches, the information prints .02 inch higher on the check.

In the Horizontal alignment field, select Default alignment, Move printed information left, or Move printed
information right.

If you select Move printed information left or Move printed information right, you can select the distance to
move the information. For example, if you select Move printed information left in the Horizontal alighment
field, enter .02, and select Inches, the information prints .02 inch toward the left on the check.

Address Alignment. To define the alignment of addresses on forms, select Address Alignment on the left of

the Default Payment Options screen.

Address Alignment
griment Wertical alignment: IDefauIt alignment j I IInches j
Information
Electronic Signature 1 Herizontal alignment: | Default alignment - I Inches -
Electronic Signature 2 I J I J
Meszages
ates Mote: Maximum vertical adjustments

Print Format Up:  1.00inches or 25.40 milimeters

Drganization Name Dowr: 1.00 inches or 25.40 milimeters

M aximum horizontal adjustments
Left:  1.00 inches or 25.40 milimeters
Right: 1.00 inches or 25.40 millimeters

In the Vertical alignment and Horizontal alignment fields, select Default alignment, Move printed
information up, or Move printed information down.
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If you select Move printed information up or Move printed information down, you can select the distance to
move the address. For example, if you select Move printed information up in the Vertical alignment field and
enter 2, the address prints .02 inch higher on the check.

Check Stub Information. To select information to print on check stubs, select Check Stub Information on the
left of the Default Payment Options screen.

I ~ |
Check Format Check Stub Information

Check Alignment

Addrezs Alignment Frint this infarmation on the check stub:

Chec ) Information
Electronic Signature 1 I Contact Select All |

Electronic Signature 2

Meszages Deselect All |
Motes

Organization Mame

¥ Show the Discount colurn

In the Print this information on the check stub box, mark any or all of the checkboxes: Tax ID Number,
Contact, Fax, Phone, or Email. If you are using a blank paper check, you can include only contact information.

To show the discount amount as recorded in the vendor record, leave Show the Discount column marked.

Glossary: An electronic signature is a scanned bitmap image used on checks and purchase orders.

Electronic Signature 1. To print an electronic signature on one-time checks, select Electronic Signature 1 on
the left of the Default Payment Options screen. If you require two signatures on checks, use Electronic
Signature 1 to print as the top signature.

Check Format
Check Alignment

Address Alignment — = P
Check Stub Irformation INever print signature J Edit Signatures |

onic Signature 1 - -
Electronic Signature 2 Signature I Prewview I
Messages gdm ﬁ"t
Notes John Doe
Frint Forrmat
Organization Mame — Jj .
Jean Daisy

Note: You can print electronic signatures on checks only if you have the security rights. For more information
about security rights, see the Administration Guide for The Financial Edge.

In the field, select a rule for printing signatures.
¢ If you select Never print signature, checks require manual signatures.

¢ If you select Offer optional signature, mark the checkbox in the Choices? column for each signature to
make available.

¢ If you select Always print this signature, select the signature to print.
¢ If you select Print signature based on amount, enter the amount range in the From and To columns and
select the signature to use for the range.

Note: Electronic signatures are available only for computer checks and one-time checks.

To edit electronic signatures, click Edit Signatures. For more information about editing signatures, see “Editing
Electronic Signatures” on page 77.
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Electronic Signature 2. To print a second electronic signature on checks, select Electronic Signature 2 on the
left of the Default Payment Options screen. If you require two signatures, use Electronic Signature 2 to print
as the bottom signature.

Check Format

Check Alignment
Address Alignment
Check Stub Information
Electronic Signature 1

Motes
Frint Forrmat
Organization Mame

I Mewver print signature

Edit Signatures |

Signature I

Preview I

John Doe

Jean Daisy

S D

Joan Dty

In the field, select a rule for printing signatures.

¢ If you select Never print signature, checks require manual signatures.

¢ If you select Offer optional signature, mark the checkbox in the Choices? column for each signature to
make available.

¢ If you select Always print this signature, select the signature to print.

¢ If you select Print signature based on amount, enter the amount range in the From and To columns and
select the signature to use for the range.

To edit electronic signatures, click Edit Signatures. For more information about editing signatures, see “Editing
Electronic Signatures” on page 77.In the field, select a rule for printing signatures:

Note: You can print messages only if you use a blank paper check format.

Messages. To print a message on blank paper checks, select Messages on the left of the Default Payment

Options screen.

s =
Check Foml

Check Alignment
Address Alignment ‘when using blank paper checks, you can print one or bwo meszages on each check:

Check Stub Information

Electronic Signature 1 M ge 1.
IEIectronic Siinature 2 |

Motes

Frint Forrmat W 2.

Organization Mame

E les of M
Thiz check requires two signatures for amounts over $1,000.00

Thiz check is void after 90 days
This check is in .5, dollars

In the Message 1 and Message 2 fields, enter the text to print. The Examples of Messages display provides

sample messages.
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Notes. To print a note on one-time checks, select Notes on the left of the Default Payment Options screen.

= ]|
Check Alignment

Address Alignment [~ Erint Note on Check

Check Stub Information

Electronic Signature 1  Print the: INote frarn Yendar j
Electronic Signature 2  Frink thi )

Messages Tink this note:

Frint Forrmat

Organization Mame

Mark Print Note on Check and select or enter the note to print.

Glossary: A class is a subcategory that defines how funds are designated for use. You can categorize class as

unrestricted, restricted, or temporarily restricted for FAS 117 reporting. You define classes in Configuration in
General Ledger.

¢ If you mark Print the, you can select to print the Check description, Note from Vendor, Account number and
description, Project ID and description, Existing Endowments, Spendable/Non-Spendable, or Class.
¢ If you mark Print this note, you can enter your own note.

If you select a single-stub check format, you can mark Print Note on Check Stub and select or enter a note to
print on the stub.

Organization Name. To print your organization’s name on a blank paper check, select Organization Name on
the left of the Default Payment Options screen.

Check Farmat Organization Name
Check Alignment
Address Alignment [~ Show organization narme

Check Stub Information

Organization name: I

Organization Mame

Note: You can print the organization name only if you use a blank paper check format.

Mark Show Organization Name and enter the name in the Organization name field.
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Formatting Deposit Information

On the Deposits tab of a bank account record, you can set up deposit information for the bank account. On this
tab, you select the programs that will create deposits and define deposit options. For more information about
deposit types, see “Selecting Deposit Types” on page 43.

Note: You create deposits in Deposit tasks. For more information about creating deposits in Banks, see
“Creating New Deposits” on page 116.

Using the Edit Deposit Options button, you can format EFT routing and logon cards for deposits. For more
information about using Edit Deposit Options, see “Defining Default Deposit Options” on page 44.

Selecting Deposit Types

On the Deposits tab of a bank account record, you select the programs that can create deposits for the bank
account: Accounts Receivable, Cash Receipts, and Student Billing. Only the programs you have appear in the grid
on the Deposits tab.

» Selecting deposit types on the Deposits tab

Note: 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 “Defining Cash Accounts” on page 11.
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1. From an open bank account record in Accounts Receivable, Cash Receipts, or Student Billing, select the
Deposits tab.

’y".‘{ Bank Account - Student Billing & Accounts Receivable
File Edit “iew BankAccount Favoites Tool: Help

dSaveandElosev|.ﬂ X|‘_ﬂ.é|" i b ﬂ|U|£|ﬁ|?' |

Banl;l Payments Deposits IAd'ustment Eategoriesl Hotesl Hiztory of Ehangesl

Deposit Types

Sistem | Transaction Type | Allowe |
Accounts Receivable Deposit ¥
Student Billing
Cash Receipts Deposit |~

Student Billing Electronic Funds Transfer options:

Edit Deposit Options |

2. Inthe Allow? column, all the checkboxes are marked automatically to indicate that Accounts Receivable,
Cash Receipts, and Student Billing can create deposits. To prevent deposits from being created in any
program, unmark the checkbox in the Allow? column.

If you select Student Billing or Accounts Receivable in the grid, you can edit deposit options for EFTs. For
more information about default deposit options, see “Defining Default Deposit Options” on page 44.

3. To close the record and return to the Banks page, click Save and Close.

Defining Default Deposit Options

You can define default deposit options for EFTs in Accounts Receivable and Student Billing on the Deposits tab.
When you select the Accounts Receivable or Student Billing row in the grid, Edit Deposit Options becomes active
so you can access the Default Deposit Options screen.

Electronic funds transfers (EFTs) are transactions made through computer databases and electronic files. Money
does not physically change hands; it transfers electronically from one account into another account. If you have

the optional module EFT, which adds fields and options to areas of Accounts Receivable and Student Billing, you
can send and receive electronic transfers. For more information about creating EFTs, see “Creating EFT Files” on
page 121.
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EFT General. To make formatting selections for EFTs, select EFT General on the left of the Default Deposit
Options screen.

[ Dot Deposit Optons for Student Bling Electonic Funds Transier ]
LOutput file name: I ;I
Company [0 prefis: I j
Company [D number: I
Immediate origin: ITransit.-"F!outing rumber j
Irm. origin name; IDrganization name j
File Format .

Header record reference: I V' Create credit ransaction

™ Include cariage returm/line feed

Entry description: I

I Identify record using I vl
I~ Eommat file for this Federal Reserve Bank: I
Federal Reserve Bank routing code: I

Cancel |

In the Output file name field, enter the path and file name of the EFT file to create or click the ellipses to
search for a file.

Note: If your bank requires a 10-digit number, the program uses the company ID prefix as the first of the 10
digits and the company ID number as the remaining nine.

In the Company ID prefix field, select EIN, DUNS, User assigned, User defined as the identification prefix for
your organization. You can leave this field blank. The program adds the prefix to the beginning of the ID when
you generate an EFT file. If you select User defined, you must enter a number in the field on the right. In the
Company ID number field, enter a unique identification number, a maximum of nine characters, for your
organization.

In the Immediate Origin field, select Transit/Routing number, EIN, or Other as the number for Accounts
Receivable or Student Billing to use when creating the EFT file. If you select Other, enter the number to use.
In the Immediate Origin field, select Transit/Routing number, EIN, or Other as the number for Accounts
Receivable or Student Billing to use when creating the EFT file. If you select Other, enter the number to use.
In the Imm. orig. name field, select Organization name or Other. If you select Other, enter the name to use.

In the File Format frame, enter a reference, up to eight characters, in the Header record reference field. To
automatically create a credit transaction in the EFT file during the deposit run, mark Create credit
transaction. If you mark Include carriage return/line feed, the program appends a carriage return/line feed
to indicate the end of the line in the EFT file.

In the Miscellaneous frame, you can enter a code in the Entry description field. This code can be up to 10
characters long and is transmitted to the bank with the EFT file. In the Company ID prefix field, select EIN,
DUNS, User assigned, or User defined as the identification prefix for your organization. You can leave this field
blank. The program adds the prefix to the beginning of the ID when you generate an EFT file. If you select User
defined, you must enter a number in the field on the right.

Note: If you select Record ID, this is the Student ID on student records, Individual ID on individual records, and
Organization ID on organization records.

To include record information in the identification number field of the EFT file, mark Identify record/client
using and select Record ID/Client ID or SSN/CFDA#.
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If you transmit EFT files directly to the Federal Reserve, you can mark Format file for this Federal Reserve
Bank and enter the name of the bank in the field. Enter the routing code for the bank in the Federal Reserve
Bank routing code field.

Note: To find out if your bank requires logon cards, contact a representative at the financial institution.

EFT Logon Cards. To add logon cards for an EFT file, select EFT Logon Cards on the left of the Default Deposit
Options screen.

H Default Deposit Options for Student Billing Electronic Funds Transfer

|EFT General EFT Logon Cards

'ou can add up to five logon cardz. Your bank can give you detailz about the logon card(z] it
Tequires.

Number | Lenigth I Conkral String |

Inzert Delete...

Cancel |

You can have a maximum of five logon cards. Click Insert to add a logon card to the grid. Enter the maximum
length of the logon card in the Length column. Enter a description in the Control String column. To allow an

unlimited number of characters in the control string, leave the Length column blank. To delete a logon card,

select a row in the grid and click Delete.

Adding Adjustment Categories

Glossary: An adjustment category is a type of adjustment, such as a minimum balance fee or monthly service
charge, that adds detail in the register.

Adjustment transactions are used to record bank account transactions such as interest earned, service charges,
balance adjustments, and transfers between bank accounts. If you have the optional module Cash Management,
you can create adjustment categories on the Adjustment Categories tab for adjustment transactions you create
regularly, such as interest earned, service charges, balance adjustments, and transfers between bank accounts.

Using adjustment categories reduces data entry time, ensures accuracy, and speeds reconciliation. For example,
if you have a monthly bank service fee for checking, you can create an adjustment category for this fee that
includes all the necessary information for the transaction, such as the payment amount, the reference for the
register and statements, and the payment distribution accounts. Each month when you need to record the bank
service fee, you can create an adjustment transaction, select the adjustment category created for this transaction
type and all the information for this payment is entered automatically. For more information about creating,
deleting, and reversing adjustment transactions, see “Creating New Adjustments” on page 106.

Warning: Be careful not to click Delete on the toolbar. You may inadvertently delete the bank account record.
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The Adjustment Categories tab displays all saved adjustment categories. You can open a saved category to make
changes, delete an adjustment category, or copy an existing category to create a new one based on its settings.

» Adding an adjustment category

Warning: If you do not have rights established in Security to add new adjustment categories, you cannot add a
category.

1.

2.

Note:

From an open bank account record, select the Adjustment Categories tab.

File Edit “iew Bank Account Favortes Tool: Help
L'_}Saveandclosevla )(l.,_,{;jl“ 4 bk '||°|9|g|':)'|?v |

Banl;l anmentsl Deposits  Adjustment Categories |Hotes| Histary of Changesl

A New Category T8 Comp Coagory 85 Onar Dalais -

Categary I Type | Arnounk | Transfer Account |

Click New Category on the action bar. The New Adjustment Category screen appears.

11 New Adjustment for Operating Account M= E3 I

File Edit Wiew Adustment Toolz Help
| Save and Elosev| = | ')| ?- |

Adjuzgtment | GL Distribution I

Categony: lﬁ Notes: :I
D ate: l—

Amourt: l—

Reference: I

Post status:lﬁ I Cleared on I—

Post date: l—

| | Mot reconciled

In the Category field, enter a name for the adjustment category.
In the Date field, enter the date to use as the default when creating an adjustment of this type. You can

uan an

select “<Today>", “<Current Period Start>", “<Current Period End>", or “<Blank>".

Enter the amount of the adjustment in the Amount field or leave it blank so you can define the amount
when you create the adjustment.

In the Type field, select “Deposit”, “Payment”, or “Transfer Out”. The “Deposit” and “Payment”
transaction types do not necessarily have to be deposits or payments. The terms simply mean a “Deposit”
increases the account balance while a “Payment” decreases the account balance. For example, a service
fee would be a payment, while a credit to the account would be a deposit.

If you select “Transfer Out”, the Transfer to field appears. In this field, select the bank account to transfer
the amount to.

In the Reference field, enter a journal reference. This is the text that will appear in the check register.

For transfer-type adjustments, the text entered here appears in the bank registers for both bank accounts
used in the transfer. We recommend that you choose this description carefully so it will be meaningful in
both accounts. For example, “Transfer from BAYBANK-SAV to SCSL-CHK”".

You can set a business rule in Configuration to exclude “Do not post” as a post status for adjustments.

In the Post status field, select “Not yet posted” or “Do not post”.
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9. In the Post date field, select the default post date for adjustments of this type. Select “<Adjustment
Date>" for the post date to equal the date selected in the Date field, or select “<Today>" for the post date
to equal the date the adjustment is created.

Warning: When creating adjustment distributions, we recommend using the cash account as the debit account
for deposit type adjustments and the cash account as the credit account on payment and transfer type
adjustments. Using a different account will cause the bank register and General Ledger cash account to be out
of balance.

10. Select the Distribution tab. To create a distribution for the adjustment, designate debit and credit
accounts for the adjustment, the amounts to distribute to the accounts, and select a class for the
distribution on the Distribution tab. If you have the optional module Projects and Grants, you can classify
the adjustment using transaction codes. For more information about distributions, see the Configuration
Guide for General Ledger.

11. To save the adjustment category and return to the Adjustment Categories tab, click Save and Close.

Creating New Credit Card Account Records

You can add a new credit card record from Banks, when you select New credit card account from the main Banks
page. You can also add a credit card record directly from a vendor record on the Credit Cards tab.

When you create a credit card account record, you add basic information, such as the account, bank name, credit
card type, and credit limit. You also link to the vendor who will make the payment and set up the GL liability
account.

» Creating a credit card account record

1. From General tasks on the Banks page, click New credit card account. The New Credit Card Account
record opens to the Account tab.

@ MNew Credit Card Account =B &
File Edit View Credit Card Account Faverites Tools Help
[} save and Close -| (= H 4« » H Y NIk 2=
Account |QreditCards ] Motes ] History ofChanges]
Account | Elankname:|
Account 1D |
Credit card tvne: | j
Account last 4: |
Account status: |Open j
Credit limit |
Yendor narne: | @ Io:
GL lishility [F7=775757
05/12/2016

2. Enter the Account, Account ID, and Bank name fields.
3. Select the credit card type.
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Enter the last four digits of the credit card.

Enter the Account status. Your choices include “Open” and “Closed.”
Specify the credit limt for the credit card.

Enter the vendor name.

Enter the GL liability account. When you assign a liability account to a credit card, you must decide if you
want a liability account for each credit card, or if you want one account for all credit cards.

9. Select the Credit Cards tab. From here, you can add additional cards and the card holders.

© N vk

@ Mew Credit Card Account Elﬂlg
File Edit View Credit Card Account Favorites Tools Help
BSaveandCIosev|Q | ] _%'i| M 4 b N|D| . | ')|?'

Account

Cardholder Last 4 Account ID Active?

! | @O |

05/12/2016

10. Enter each cardholder and the last four digits of the credit card they use.
11. If the card is currently in use, mark Active.
12. Select Save and close.
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You can access bank account records and registers from the Banks page. You can edit bank and payment options
and create new bank accounts. Links to these tasks appear under General tasks on the Banks page. These links
take you directly to where you need to be to perform a general banking task.

e Open register
¢ Edit account details

Edit account user options

Select another account

Create a new account

EThe Financial Edge HEER

File Edit View Go Favaorites Toole Help

4 Back # Fonwand ICommunit\; Services Inc, ™ + Student Billing ~

Banks

HewBank Open Delete...

Shorkcuts

Select a bank account: ISEI & AR vIHI

Student Billing & Accounts Receivable

Account number 6200422 Routing code 123456760

Account status Open Minimumn balance $0.00

Account type Checking Current balance M
Ending balance M

General tasks Administrative tasks

» Open register b Post adjustments to General Ledger

P Edit account details b Create a prenote authorization file

b Edit account user options b Edit electronic signatures

b Select another account
b Create & new acoount

Cash Management tasks Deposit tasks
b Create a new adjustrnent b Creatz a new deposit
P} Reconcile this account b Print deposit tickets
' _ P Clear fransactions electronically b Create an EFT file
Plug-Ins R . X
b Wiew recanciliation history

Help ﬂ

Blackbaud Systems |

‘welcome to Student Biling
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Opening the Register

Because the bank register is an integral part of banking activities, a large amount of information is maintained on
the Bank Register screen. You open a bank account register from the Banks page. Click Open register from
General tasks, and the register for the selected bank account appears. The Bank Register screen displays a grid
you can use to quickly locate information about every transaction in a bank account. On this screen, you can
filter, sort, and void transactions and view transaction details.

Bank Reaqister for 5B & AR - First Union Bank
File Edit iew Register Tool: Help

T NewAdiustment| 9] é| 2| ? - |

|
Dake # | Type/ | Source / | Mumber/ | Payes Skakus Paryment | Deposik | Balance H

07/28/2000|Deposit | Student Biling| 1 Student Billing Deposit 1 Qutstan, ., $166,650,00 $166,650,00
09/28/2000|Deposit | Student Biling| 2 Student Billing Deposit 2 Qutstan, .. $15,270.00 $181,920.00
10fz8/2000|Deposit  |Student Eiling| 3 Skudent Biling Depasit 3 Cutstan, .. $16,280.00 $198,200,00
03/31/2001 |Deposit | Student Biling| 4 Student Billing Deposit 4 Qutstan, .. 43,750.00 $201,950.00
03/31/2001 Deposit  |Student Biling|5 Skudent Biling Depasit 5 Cutstan, .. $39,787.00| $241,737.00
04/30/2001 |Deposit | Student Biling|& Student Billing Deposit & Qutstan. .. 44,700,000 $246,437.00
07/25/2001 |Deposit | Student Biling|7 Studernt Billing Deposit 7 Qutstan, .. 142,375,000 $388,812.00
123172001 |Deposit | Student Eiling| S Student Billing Deposit & Qutstan, . 415,130,529 $403,942,59
02/20/2002|Deposit | Accounts R, |1 Accounts Receivable Deposit 1 |Qutstan, .. 500,00 $404,442,59
02/21/2002|Deposit  |Cash Recsi... |1 Miscellaneous Cash Receipts ... [Outstan. .. 475000 $405,192.59
01/16/2003 Deposit | Accounts R... |2 Accounts Receivable Deposit 2 |Qutstan, .. 435300 $405,545,59
01/16/2003|Deposit  |Accounts R |3 Accounts Receivable Deposit 3 |Dutstan, .. $155.00 #$405,730.59
01/16/2003 Deposit | Accounts R... (4 Accounts Receivable Deposit 4 |Qutstan, .. 450,00 $405,780.59
01/16/2003 Depaosit | Accounts R, |5 Accounts Receivable Deposit 5 |Qutskan, ., $200.00 $405,980.59
04042005 Deposit | Student Biling| 9 Skudent Biling Depasit 2 Cutstan, .. 250,00 $406,230,59

07 005 | Deposit

Studert Biline B -M@

4
Tranzaction total: $406,530.59

Bank Register Screen

There are several buttons, fields, and menus on the bank register screen you can use to quickly locate
information about every transaction in a bank account.

Transaction Filters. Use this field to filter the transactions displayed in the register.
¢ Select “Show all transactions” to display all transactions.

¢ Select “Only show specified transactions” to access the Transaction Filters screen. On this screen filter the
transactions appearing in the register.

¢ Select “Only show outstanding transactions” to remove all cleared, reconciled, and voided transactions from
the grid.

¢ Select “Only show voided transactions” to show only voided transactions.

Voided payments appear in the register only if they meet all three of these conditions: 1) they are posted 2)
the payment date is before the statement end date 3) the reverse date (not the void date) is after the
statement end date.
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Filters. Click Filters to access to the Transaction Filters screen where you can filter the transactions appearing in
the register.

Trangaction Filters for Student Billing & Accounts Receivable

General I From = |
Spstem —

Tranzaction Type Show deposits with these dates

Transaction Status Show payments with these dates

Post Status

Show deposits with these amounts

Show payments with these amounts

I Save these fiters az the default for thiz account

BReset Filkers to Show Al Transactions | Cancel |

Sort. Click Sort to access the Sort the Transaction Register screen where you can sort the order transactions
appear in the register.

Sort the Transaction Register I
Sork by | Order I

|_|Date Ascending

| |Tvpe Deposits then Payments

| |5ource Ascending

| |humber Ascending

Usze Onginal Default Sort Order | Cancel |

Open. Select a transaction and click Open. The record for the selected transaction appears so you can view or
edit transaction details.

E= Deposit 10 M= &3

File Edit “iew Deposit Favortes Tools Help
uSaveandﬂlnsev|H X|N 1 b Dl|ﬂ|2}l|?' |

Deposit | Defag\tsl Distril_)utionl F'a_lgmenlsl

Student Billing Deposit

Bank account: [SE & AR (@l Depositrumper [ 10
Deposit date: IW Depasit I0: I—
Entry date: IW Post status: IW
Statuz m Post date: IW
Diescription: |?;21 #2005 Deposit

™ Deposit ticket printed on l—

™ Deposit cleared on Ii Mot Reconciled

I EFTfecreatedon [

Deposzit Worksheet
Projected I Actual I Difference I
# of Receipts 2 1 -1
Total Amount $500,00 $300,00 ($200,00)




I.ﬁ«n_l,| part of field 'l

Find
Field  [Date |
Find what: |

tatch:

[~ Match case

Find Fist | FindNew |

Cloze |
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Find. Click Find to access the Find screen where you can locate a particular transaction in the grid.

Warning: Voided payments appear in the register only if they meet all three of these conditions: (1) They are

posted; (2) The payment date is before the statement end date; and (3) the reverse date, not the void date, is
after the statement end date.

Void. Select a transaction and click Void to void the transaction. The Void screen appears. Only cleared and
outstanding transactions can be voided or voided and purged. For more information about rules for voiding
and purging payments, see “Voiding Selected Payments” on page 74 and “Purging Voided Transactions” on
page 76.

= Void Computer Check 1008 for Office Supplies Inc. M= E I
Payment Inf:
Computer Check number: |1DDB Cleared on: INnt cleared
Payment date: ID'I A31/2002 Fost status: IF'Dsted
Woid date: |Today =l |05x09x2005 Post date: |m 43142002
Fieversal post date: ITDda-"' j |05.-"DB.-"2DDS
1
If you void this payment, the following invoice(s) will be completely unpaid. Select any invoices you want to delete.
Delste? I Invoice Number | Date I Description Post Status I Post Date | Reversal Skatus Reverse C
- 01/15/2002 Posted 01/15/2002 Mot et posted Today
r 01/21/2002  Staplers Posted 01/21/2002 Mot vet posted Today
01/30/2002  Paper Clips Posted 01f30/2002 Mot vet posted Today
‘ i
Appobok
[
Woid | Word and Eurge | Cancel |

New Adjustment. Click New Adjustment to access the New Adjustment screen where you can create a new
bank adjustment. For more information about creating new adjustments, see “Creating New Adjustments” on
page 106.

11 New Adjustment for Operating Account
File Edit View Adjustment Tools

d Save and Close v| H

Help
| ..a| -

IS[E

Adiustment |§L Distributionl

Categony: Iﬁ
Date: l—
Amnount: l—

Feference: I

Notes:

Post status: I vl
Post date: I

I Cleared on I

Mot reconciled
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Summary. Click Summary to see a summary of transaction information at the bottom of the screen.

Help

01/13/2005

Computer Check

Accounts Payahle

1079 David Case

File Edit “iew Register Tools

] Mew Adiustmenl| = | = ?- |
Date \‘| Type ! | Source  / Nurnber # Payee | Status | Payment | =

01/13/2006  Computer Check Accounts Payable 1077 AlphatGraphics Cutskanding $4,410.00

Computer Check & Southern Utilities COutskanding E
01/13/2005  Computer Check Accounts Payable 1075 AlphaGraphics Cutskanding $4,410.00
0171312005 Computer Check Accounts Payable 1076 Southern Ukilities CQutstanding $4,900.,00

Outstanding

$15,957.12| ¥
4 I I 3
HSource - mdransaction Tatals: -
H

Display IREl

Source Payments Payment Totals

‘ Deposits ‘ Deposit Tatals

General Ledger

Allocation Management

Accounts Payable 74 ($465,237.69)

Accounts Receivable
Student Eiling
Raiser's Edge &

$7,575.00

=]

Ending balance: $5,880,144.63

Payral

Current balance: $6,889,454.63 Transaction total: $3,880,144.63

View Menu
From the View menu, you can select how information appears in the bank register.

Toolbar
Statuz Bar
Z  Summary
]

Columns. ..

Toolbar. Select Toolbar to hide or view the toolbar.
Status Bar. Select Status Bar to hide or view the status bar.
Summary. Select Summary to view a summary of transaction information at the bottom of the screen.

Columns. Columns in the register grid default to the Date, Type, Source, Number, Payee, Status, Payment,
Deposit, Balance, and Date Cleared columns. Select Columns from the View menu to access the Columns
screen. On this screen you can select the columns to see when you open the register.

Columns

]|

Use these fields to indicate which columng should display in the selected grid.

Columns:

Display these columns:

@4 Find... |
Feset to System Defaults |

3 Date *
Fost Date Type —l
[ ate Reconciled Source :I
D ate Deleted Murber
D ate Added Papee
Added By > | Status
Date Changed Payment
Last Changed By < | Deposit
D ate VWoided Balance

D ate Cleared

Cancel |
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Register Menu

From the Register menu, you can select processes specific to the bank register.

For information about menus throughout the program, see the Program Basics Guide.

G0 to Anather Bank Register

Go ko Bank Account

Go to Deposit

Change statuz to L4
Set Default Clear Date

Go to Another Bank Register. When you select Register, Go to Another Bank Register, you access the Open
screen so you can select the register for another bank account in Accounts Payable.

Go to Bank Account. When you select Register, Go to Bank Account, you access the record for the selected
bank account. You can view or edit information in the bank account record.

Go to <Transaction Type>. When you select Register, Go to <Transaction Type>, the record for the
transaction selected in the Type column opens. You can view or edit information in the record. For example, if
you select a computer check in the register and select Register, Go to Computer Check, the record for that
check opens.

Note: You must have security rights to void transactions. If you do not, Void is disabled. For more information
about security rights, see the Administration Guide for The Financial Edge.

Void. When you select Register, Void, you access the Void screen for the selected transaction. You can only void
or void and purge the payment record. For more information about rules for voiding and purging payments,
see “Voiding Selected Payments” on page 74 and “Purging Voided Transactions” on page 76.

Change status to. When you select Register, Change status to, a submenu appears so you can select Cleared
or Outstanding for the selected check.

Set Default Clear Date. When you select Register, Set Default Clear Date, you access the Clear Transactions
screen so you can enter a date to use as the default for cleared transactions in the register.

Right-Click Menu

If you select a transaction in the grid and right-click, a menu appears with options specific to that transaction
type. For example, if you right-click on a one-time check transaction, this menu appears.

| Goto Depasit

LChange status to 4
Set Default Clear D ate

Sort...

BRefresh reqgister

FEind...

Legend...

Export Register List Grid...

Ewpart Register Ligt Grid to Excel...
Frint Register List Grid

Gl (] 5 77 3 G

LColurnnz...
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Go to <Transaction Type>. Select Go to <Transaction Type> to open the selected transaction. You can view or
edit information in the record.

Change status to. Select Change status to to access a submenu where you can select Cleared or Outstanding
for the selected transaction.

Set Default Clear Date. Select Set Default Clear Date to access the Clear Transactions screen so you can enter
a date to use as the default for cleared transactions in the register.

Note: You must have security rights to void transactions. If you do not, Void is disabled. For more information
about security rights, see the Administration Guide for The Financial Edge.

Void. Select Void to access the Void screen for the selected transaction. You can void or void and purge the
payment record.

Sort. Select Sort to access the Sort the Transaction Register screen where you can sort the order transactions
appear in the register.

Refresh Register. Select Refresh Register to refresh the register so it displays the latest changes. You can also
click F5 to refresh.

Find. Select Find to access the Find screen where you can locate a particular transaction in the grid.

Legend. Select Legend to access Bank Register Color Options screen where you can change the colors of items
listed in the bank register.

Export Register List Grid. Select Export Register List Grid to access the Export screen where you can select
an export file type and export file name.

Export Register List Grid to Excel. Select Export Register List Grid to Excel to export the register
information directly to Excel. Excel opens and the bank register information appears in a spreadsheet format.

Print Register List Grid. Select Print Register List Grid to access the Print Grid Options screen where you can
format how you want the register information to appear when it prints. Select the Sample Output tab to
preview the register before printing.

Columns. Select Columns to access the Columns screen. On this screen you can define the columns you want to
see when you open the register.

Properties. Select Properties to access the Properties screen for the selected transaction record. The Properties
screen displays such information as when and by whom the record was created, and when and by whom it
was last changed.
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1. From General tasks on the Banks page, click Open register. The Bank Register screen for the selected bank

account opens.

1] New Adiustment| = | =z

T B
File Edit “iew FRegster Tools

Help

e

07 5| Deposit | Student Billine

Tranzaction total $406,530.59

04/04/2005|Deposit  |Student Biling |9

I [ < Open e Find
Date + | Type! | Source / | Mumbers Payee Skatus Payment | Deposit | Balance \ﬂ
07)25/2000|Deposit  |Student Biling|1 Student Biling Deposit 1 Cutskan. .. $166,650.00) $166,650.00
09/25/2000|Deposit  |Student Biling |2 Student Biling Deposit 2 Cutskan. .. $15,270,00 $181,920,00
10/28/2000|Deposit  |Student Biling |3 Student Biling Deposit 3 Cutskan. .. $16,250.00| $198,200.00
0313172001 |Deposit | Student Billing|4 Student Billng Depasit 4 Cukstar, ., 43,750.00 $201,950,00
03312001 |Deposit  |Student Biling|S Student Biling Deposit 5 Cutskan. .. $39,757.00| $241,737.00
0413072001 | Deposit | Student Billing|& Student Billng Depasit & Cukstar, ., 44,700,00 $246,437,00
07/25/2001 |Deposit  |Student Biling|7 Student Biling Deposit 7 Cutskan. .. $142,375.00 $388,512.00
12/31j2001 |Deposit  |Student Biling |5 Skudent Eiling Deposit & Cutskan. .. $15,130.59| $403,942.59
02/20{2002|Deposit  [Accounts R |1 Accounts Receivable Deposit 1 |Cutstan. .. 500,00 $404,442 59
02j21/2002|Deposit  [Cash Recei... |1 Miscellaneous Cash Receipts ... |(Outstan. .. $750.00 $405,192,59
01/16/2003|Deposit  [Accounts R |2 Accounts Receivable Deposit 2 |Cutstan. .. $355.00 $405,545.59
01/16/2003|Deposit  |Accounts R, |3 Accounts Receivable Deposit 3 |Outstan. .. $1E5.00 $405,730,59
01/16/2003|Deposit  |Accounts R, |4 Accounts Receivable Deposit 4 |Outstan. .. $50.00 $405,760,59
01/16/2003|Deposit  [Accounts R, |5 Accounts Receivable Deposit 5 |Outstan. .. 200,00 $405,980,59
Student Biling Deposit 9 Cutstan. .. $250.00 $406,230,59

*

Note: You can click New Adjustment on the toolbar to access the New Adjustment screen and create a new
payment adjustment transaction. For more information about creating adjustments, see “Creating New
Adjustments” on page 106.

2. When you finish viewing or working in the register, close the screen. You return to the Banks page.

Editing Account Details

After you have saved a bank account record, you can edit details or add new information to the record. From
General tasks on the Banks page, click Edit account details, and the record for the selected bank account opens
on the Bank tab. With the bank account record open, you can edit details on the Bank, Payments, Deposits,
Adjustment Categories, and Notes tabs.

Editing Bank Account Information

With the bank account record open, you can edit details on the Bank, Payments, Deposits, Adjustment
Categories, and Notes tabs. The History of Changes tab is for informational purposes only; you cannot add or edit
data on this tab. For more information about setting up a bank record, see “Setting Up a New Bank Account

Record” on page 5.
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» Editing a bank account record

1. From General tasks on the Banks page, click Edit account details. The record for the selected bank
account opens to the Bank tab.

2 Bank Account - Student Billing & Accounts Receivable
File Edit Wiew BankAccount Favortes Tool: Help
ﬂjSaveandClosev|H X|_¢ j|N i bk '||E|M 'le| ?-
Bank IanmentsI erositsl Adustment Categoriesl Hotesl Hiztory of Changesl
Account description: IStudent Billirg & Accounts Feceiy Bank nams: IFirst Union Bank
Account 1D ISB LAR Address: I
Account type: IEhecking j
Accournt status: IDpen j Contact name: ||
Account number: |E2UU422 Contact position: I ™| Frint?
Routing code: |1 23456780 Contact Type | Contact Number |
Minimurn balance: |$D_DD -
Interfund set; I j
Siystem I Account Setup | Track Cash In Default Cash Account I
Accounts Pawvable Define cash accountis) 0ne Fund 01-1040-00
Accounts Receivable  Define cash account{s) One Fund 01-1040-00
Cash Receipts Define cash accountis) 0ne Fund 01-1040-00
Cash Management Define cash account(s) <ne Fund 01-1040-00
Student Eiling Define cash accountis) One Fund 01-1040-00
Pavyroll Define cash account(s) <ne Fund 01-1040-00

Note: The History of Changes tab is for information only. You cannot edit information on this tab.

2. You can make changes on the Bank, Payments, Deposits, Adjustment Categories, and Notes tabs. For

more information about setting up a bank record, see “Setting Up a New Bank Account Record” on
page 5.

3. When you finish making changes, click Save and Close on the toolbar. The program saves the new
information, and you return to the Banks page.

» Closing a bank account record

1. From an open bank account record, select the Bank tab.

Warning: You cannot close a bank account that has unpaid invoices waiting to be paid from the account. You
must change the cash account information on the Bank tab to “Does not use this bank account” or “Inactive”.
To do this, make your selection from the drop-down menu in the Account Setup column on the Bank tab.

2. In the Account status field, select “Closed”. You can still edit information in the bank account record even
though it is not active.

'ﬂ Bank Account - Student Billing & Accounts Receivable
File Edit Yiew BankAccount Favortes Tool: Help

L'JSaveandEIosev|ﬂ X|..5 j|N 1 b .||E|g|':]'

5

Bank |anments| erositsl Adjustment Categoliesl ﬂotesl History of Changesl

Account description: IStudent Billing & Accounts B eceiv Eank name: IFirst Urior B ank
Account 1D: ISB & AR Address: |
Account tppe: i j

Account status: I Clozed

,) j Cantact name: | I

Aocount number:—[E200FZ7 Contact postion: | I=| Brint?
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3. Click Save and Close on the toolbar. The program saves the new information and you return to the Banks
page.

Adding Notes

The Notes tab on a bank account record makes it easy to maintain helpful pieces of information you receive,
read, or need to remember about the account. You can create notepads to record information about the bank
account, special information about the bank, or additional contact information you may need later. Each notepad

has a date, type, description, title, and author. The notepad itself accepts free-form text and holds an unlimited
amount of information.

» Adding a note to a bank account record
1. From an open bank account record, select the Notes tab.

2. On the action bar, click New Note. The New Note screen for the selected bank account appears.

H MNew Note _ (O] x|

File Edit Mates Fommat Tools Help
(AsaveandClose+| g 24| 0 4| M 4 b bl | |E]Speling -
[MS Sans Serr s =B zulz===
Date: [05n0/2008 Title: |

T I j Aatthar: |Supervisor j

Degcription: I

? -

|F'ress F5 to insert time stamp

Today’s date appears in the Date field; however, you can change this date.

In the Type field, select a note type, for example, “Phone Call”.

In the Description field, enter a description of the note, for example, “Who to call for what”.
In the Title field, enter a title for the note, for example, “Q&A".

In the Author field, select an author, such as “Supervisor”.

No vk~ Ww
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8. In the text box, enter any information you want about the bank account.

[Ehewtoe T e

File Edit Motes Format Tools Help
,| o

ﬂ_‘,SaveandCIDSEv|H | i j"| WA b rl|:j'|5pel|ing
[MS Sans Serf = =B rul=

Date: [05/10/2008 Tite: [mea
x| dwthor ISupewisor i

Tupe: IF'hUne Call

Description: |Who ta call far what

Feyan - unexplained charges
Thomas - owverdrafts
Clara - student accounts

9. Click Save and Close. You return to the Notes tab. The note appears in the grid.

File Edit Wiew BankAccount Favoites Tool: Help

2.

ﬂjSaveandElosev|H X|Eﬂé|" 1 b N|E|ﬂ|3ﬂ'

Banlil anmentsl erositsl Adiustment Categories  Motes |H_ist0r_l,l of Changesl

te &5 Open I <Al Topes: - I

Tvpe I Descripkion | Date | Author | otes |
Letter Student Banking 09/16§2005  Supervisor  This is the standard letker we use toinform new st...
Phone Call Wha to call for what 05/10§2006  Supervisor  Ryan - unexplained charges Thomas - overdrafts ...

10. Click Save and Close to save the information in the bank account record and return to the Banks page.
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Viewing the History of Changes

On the History of Changes tab, you can view record of key changes made to the bank account record. If an
account has had a change in the account ID, account status, account number, or routing number, 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.

File Edit “iew Bank Account Fawortes Toolz Help
dSaveandClosEvi;ﬂ ){:_{5 j;N 4 b ..!U:ﬂ'b’i?v
Banhi Ea_l,lmentsi ero&it&i Aduztment Categoriesi Mates  Histom of Changes |
Item Changed i Previous Setting ! Mew Setting i Changed on # Iii

Cash Management Cash Account Dioes not use this bank a... |Define cash account(s) 0171572003

Cash Management Cash Account Cne Fund 0171542003

Cash Managerment Cash Account 01-1040-00 01/15/2003

Allovs Accounts Payable Computer Check Yes Mo 090172004
Allows Accounts Payable Electronic Funds Tra... Yes ] 090172004
Allow Accounts Payable Manual Chedk Yes M 090172004

Allows Accounts Payable Bank Draft Yes Mo 09/01/2004
Routing Mumber 211371191 123456780 09/0172004
Student EBilling Cash Account Define cash account(s)  04f04§2005
Student Billing Cash Account One Fund 04/04§2005
Student Billing Cash Account 01-1040-00 04/04§2005
Pavroll Cash Account Does not use this bank a... |Define cash account(s)  04)28/2005
Pavroll Cash Account One Fund 04f2812005
Pavroll Cash Account 01-1040-00 0412812005

Al Accounts Payable Computer Check il es 05f04§2005

Allovs Accounts Payable Electronic Funds Tra... No Ves 05/04/2005
».Tjojlj.ﬂccounts Payable Manual Check Mo es 050442005 J;l

A .4

Note: The History of Changes tab displays key changes to the bank account record, including who made the
change and the date the change was made. This tab is for informational purposes only; you cannot add or edit
data on this tab.

Item Changed. The Item Changed column displays a brief description of the kind of change made on the bank
account record. For example, if you changed the account ID on an account, Account ID appears in this column.

Previous Setting. The Previous Setting column displays information that had been on record for the account.
For example, if you changed the account ID, the old ID appears in this column.

New Setting. The New Setting column displays the new information recorded for the account. For example, if
you changed the account ID, the new ID appears in this column.

Note: To reverse the order of items in the grid, click any column heading.

Changed On. The Changed On column displays the date the change was made.
Changed By. The Changed By column displays the name of the user who made the change.

Editing Account User Options

Click Edit account user options to access options on the Records tab of the Options screen. The record options
that appear depend on the program you are working in when you click Edit account user options on the Banks

page.
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¢ In Accounts Payable, the Options screen opens to Create Payment Options.
In Accounts Receivable, the Options screen opens to Deposit Options.
In Cash Receipts, the Options screen opens to Deposit Options.

¢ In Student Billing, the Options screen opens to General Options.
For more information about Options, see the Options chapter of the Program Basics Guide.

Selecting Other Accounts

From the Banks page with a bank account selected, you can open another saved bank account record. The Open
screen has several filters you can use to narrow a search and quickly locate the bank account you want to open.
The search process is not case-sensitive, so 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. For more information
about wildcards, see the Query Guide. To access the Open screen, click Select another account from General
tasks. The Open screen appears so you can select and open a bank account record.

» Selecting another account

Tip: You can also change bank accounts by clicking the down arrow or the binoculars in the Select a bank
account field.

1. From General tasks on the Banks page, click Select another account.

2. The Open screen appears so you can search for and select a bank account record. For more information
about using the Open screen, see the Program Basics chapter of the Program Basics Guide.

3. Enter search information in any of the fields and click Find Now. The program searches the database, and
records meeting the criteria appear in the grid.

Firud: IBank j Search uzsing quen: |<Default>

Operating Account

Payroll Payroll Account Checking First Bank

SE & AR Student Billing & Accounts Receivable  Checking First: Union Bank
BAYEK-CHE Baybank Checking Account Checking Baybank

Find Banks that meet these criteria: W Exact match anly
Account 1D I j Account humber: I j
Account description: I j Fiouting number: I j
Account type: IEhecking j Last modified by: I j
Account status: I j Last modified on: Ian}. tirme j
Bark Mame: I j Systen: I j
Hide Filters | Clear Filtersl Previous Filtersl Filters are applied Find Mow I Open | Cancel |

4. Select the bank account you want to open and click Open. You return to the Banks page, and information
for the selected bank account appears on the page.
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Creating New Bank Account Records

Warning: You must use one cash account code for each bank account. That is, if the cash account for Baybank
is 01-10000, no other bank can use account code 10000 for its cash account.

Click New bank account to add a new bank account record. When you create a bank account record, you add
basic bank data, such as address and contact information to the Bank tab of the record. You also designate which
programs can use the bank account and assign default cash accounts for those programs. Once you create, save,
and close a bank account record, you can make changes or add new information by editing the record.

The process of adding a new bank account record is documented in detail in the Bank Basics chapter. For more
information about adding a new bank account record, see “Setting Up a New Bank Account Record” on page 5.

Financial Edge Credit Card Management

Patch 14 for Financial Edge 7.87 includes credit card functionality that allows you to pay invoices by credit card.
Before you can begin making payments with a credit card, there is some setup required. You must create a
credit card account, as well as a vendor to receive the payments. For detailed information, access the Financial
Edge Credit Card Management Guide on the Financial Edge How-to page on the Blackbaud website.
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You can perform a variety of administrative tasks from the Banks page. You can post adjustments, create prenote
authorization files, void unused checks, purge voided transactions, renumber payments, and edit electronic
signatures.

Links to these tasks appear under Administrative tasks on the Banks page. These links take you directly to where
you need to be to perform an administrative task.

Note: Post adjustments to General Ledger appears only if you have the optional module Cash Management.
Create prenote authorization file appears only if you have the optional module EFT.

¢ Post adjustments to General Ledger
¢ Create a prenote authorization file
¢ Void selected payments

¢ Void unused checks

e Purge voided transactions

¢ Renumber payments

¢ Edit electronic signatures

EThe Financial Edge [_ (=] =]

File Edit “iew Go Favorites Toole Help

4 Back # Forwand ]Cummunit\j Services Inc, ™ = Student Billing ~

%2 Banks

Shorteubs

IFIII' boe MNewBank Open Delete
iﬁﬁe' ds Select a bank account: |SE| & AR vlﬁl
Student Billing & Accounts Receivable
‘\
= Account nurmber 200422 Routing code 123456780
I_E Export Account status Cpen Minimum balance $0.00
E—‘ i Account type Checking Current balance M8
Ending balance M8
General tasks Administrative tasks
b Open registar b Post adjustrnents to General Ledger
P Edit account details } Creatz a prencte authorization file
P Edit account user options b Edit electronic signatures

F Select another account
P Create a new account

Cash Management tasks Deposit tasks
b Create a new adjustrment b Create a new deposit
Pk Reconcile this account b Print deposit tickets
0l s ¥ Clear fransactions electronically b Create an EFT file
& =T b View recanciliation histary

Blackbaud Systems |

‘welcome to Student Biling |

Posting Adjustments to General Ledger

Glossary: Posting is the process of transferring transaction amounts from a journal to general ledger accounts
and updating account balances. Posting commits transactions to the account record. For more information
about posting, see the Administration Guide for The Financial Edge.

If you have the optional module Cash Management, you can create adjustments to to correct errors or to allocate
items between accounting periods. You can post all unposted adjustments simultaneously or filter by post date,
document date, or adjustments.
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When you click Post adjustments to General Ledger from Administrative tasks, the Post to General Ledger
screen appears so you can select journal information, filter the records to include in the adjustment, and set up
printing options. You can post adjustments only in Accounts Payable, Student Billing, and Cash Receipts.

If you post bank register adjustments directly from Journal Entry or Administration and you want these
transactions to appear in the bank register, make sure the Allow journal entries to cash accounts without
adjusting the bank register business rule is unmarked in General Ledger Configuration before posting.

» Posting an adjustment to General Ledger

Glossary: An adjustment is a journal entry you make to correct errors or to adjust your account balance. An
adjustment record contains details of the adjustment. You can make adjustment transactions only if you have
the optional module Cash Management.

1. From Administrative tasks on the Banks page in Accounts Payable, Student Billing, or Cash Receipts,
click Post adjustments to General Ledger. The Post to General Ledger screen opens on the General
tab.

2. In the Post Cash Management adjustments with this journal field, leave the default “Cash
Management”.

3. To create an export file with the adjustment information, mark Create an export file in this format.
Click the ellipsis to locate the export file.

5. To keep default journal references for each debit and credit transaction, select “<Default>" in the
Reference Type column.

Post to General Ledger I

General | FEilters I Fomat I

Post Cash Management adjustments with this journal: ICash W anagement j

v Create an autput file of posted transactions in this format: IComma-Separated Walues

|
Export file name: IC_\F\|ES\PUSUHQ.K|S _‘I

Select the journal reference to use for each ransaction type:

Cazh Management adjustment Cash Management adjustment

Reference Type I Journal Reference I
Debit | <Default= Adjustment Type
Credit |<Default= Adjustment Type
< Bach | Mext -» | Cancel | Y alidate | Post Mow |

6. Click Next or select the Filters tab. For more information about filtering criteria, see the Program Basics
Guide. In the Post date and Document date fields, you can select a date or date range of posted
transactions and document dates to include in the posting.

Note: If you select “<Specific range>", Start date and End date fields appear so you can define dates.
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7. To filter adjustments, choose “Selected” in the Include column in the grid and define a query on the
Selected Bank Adjustments screen. For more information about defining and using queries, see the Query
Guide.

Post to General Ledger I

General  Filters |Fgrmal|

Include ranzactions with post dates in this date range

Postdate: [Lastfiscalperiod =]  04/01/2005 to 04/30/2005

Include kanzactions with document dates in this date range

Diocurnent date: ILast fiszal perind vl 04401 /2005 to 043042005

Filters Include I Selected Filkers i

Bank Adjustments Selected Query: Bank Account Adjustments

<-Back | Mext -» | Cancel | Y alidate PFost Mow

8. Click Next or select the Format tab.

Post to General Ledger I
ﬁenerall FEiters  Farmat |
IUSE the default Post Feport parameters j
| [
IPreview Post Report j IAcrobat Distiller j
v PFrint cantral repart on IAcrobat Diistiller j
<- Back | [z | Cancel | Yalidate | Post Mow |

Glossary: Posting is the process of transferring transaction amounts from a journal to general ledger accounts
and updating account balances. Posting commits transactions to the account record. For more information
about posting, see the Administration Guide for The Financial Edge.

9. In the first field, select “Use the default Post Report parameters”, “Always ask for a parameter file”, or
“Always use this parameter file”.

¢ If you select “Use the default Post Report parameters”, the program uses the Post Report parameters
established on the Post Options panel of the Records Options tab for General Ledger.

¢ If you select “Always ask for a parameter file”, you are prompted to select a parameter file each time
you post. The Select a Parameter File screen appears listing saved parameter files. You can select to
use a saved parameter file or create a new one.

¢ If you select “Always use this parameter file”, designate a parameter file to use as the default each
time you post. The first time you make this selection, the Select a Parameter File screen appears. On
this screen, you can select a saved parameter file, add a new one, open a parameter file to edit, or find
a parameter file by file name, description, user created by, or date created on.

10. In the next field, select to preview or print the post report. If you select to print the report, designate a
printer.
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11. To print a control report, mark Print control report on and select a printer.

12. To print a Batch Validation Report to review before posting, click Validate. When the processing finishes,
a validation successful message appears. Click OK and the Batch Validation Report preview screen
appears.

Note: To stop processing adjustments, click Cancel at the bottom of the screen.

13. After you verify the adjustments are correct, close the preview screen and click Post Now to post the
adjustments. When the processing finishes, a validation successful message appears. Click OK. If you
selected to print a control report, the Post Report preview screen appears.

14. Close the preview screen and the Post Report prints to the designated printer. The Post to General
Ledger screen then closes and you return to the Banks page.

Creating Prenote Authorization Files

Glossary: EFT stands for electronic funds transfer, a general banking system in which transactions, such as
deposits and bill payments, are made through computer databases and electronic files. Money does not
physically change hands; it transfers electronically from one account into another account. You can use the
optional module EFT to send and receive electronic transfers.

Before accepting EFTs, the receiving bank often requires a prenote authorization file, a test record to ensure the
file transmits correctly with proper coding, amounts, and account numbers. You can create these files in
Accounts Payable and Student Billing.

When you click Create a prenote authorization file from Administrative tasks, the Create Prenote Authorization
File screen appears so you can define the file format and create logon cards. Contact your bank for its
requirements for logon cards. You can create prenote authorization files only if you have the optional module
EFT and if you have security rights established in Administration.

» Creating a prenote authorization file

Creating a prenote authorization file in Accounts Payable, and Student Billing is essentially the same
process, whether you are creating the file for a group of vendors, employees, or students. Pictures in this
procedure are from Student Billing.

Warning: You can create prenote authorization files only if you have the optional module EFT. Create a
prenote authorization file appears on the Banks page in Accounts Payable, and Student Billing.
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1. From Administrative tasks on the Banks page in Accounts Payable or Student Billing, click

Create a prenote authorization file. The Create Prenote Authorization File screen opens to the General
tab.

Create Prenote Authorization File [ X] I
Create prenate file for records in this group: I ﬂ

Financial processing date: I‘I 0/03/2006 EII

General |I=ogon Cardsl
Output file name: I ;I
Company |0 prefix: I j

Company |0 number; I

Immediate ofigit: | Transit/Routing number |

Irnrn. arigin name: IDrganization name j
File Format -
Header record reference; | V¥ Create credit ranzaction

™ Inchude camiage returmdline feed
Mizcellaneous.

Entry description: I
I Identify record using I j
[ Format file for this Federal Reserve Bank: |

Federal Reserve Bank routing code: I

[T Save these changes to the bank account

Create Prenate File Mow | Cancel |

Note: Depending on the program in which you are working, this field reads differently.

2.

In the Create prenote file for [ ] in this group field, click the binoculars to locate a query of records to
use. Depending on the program in which you are working, the field appears differently:

* Accounts Payable — Create prenote file for vendors in this group
e Student Billing — Create prenote file for records in this group

In the Output file name field, enter the name of the file or click the ellipsis to locate the output file. The
output file must be in *.ach format.

Note: The EFT file layout is based on ACH rules as published by the National Automated Clearing House

Association.

4. In the Immediate origin field, select “Transit/Routing number”, “EIN”, or “Other” as the number to use in
creating the prenote authorization file.

5. In the Imm. origin name field, select “Organization name” or “Other”. If you select “Other”, a field
appears so you can enter the name.
In the File Format frame, enter a reference, up to eight characters, in the Header record reference field.

7. To automatically create a debit or credit transaction in the EFT file when the payment run is made, mark:
¢ Create debit transaction if you are in Accounts Payable.
¢ Create credit transaction if you are in Accounts Receivable or Student Billing.

8. If you mark Include carriage return/line feed, the program appends a carriage return/line feed to
indicate end of line in the EFT file.

9. In the Miscellaneous frame, in the Entry description field, enter a code, up to 10 characters long, to be

transmitted to the bank with the EFT file. In the Company ID prefix field, select “1 - EIN”, “3 - DUNS”, or
“9 - User Assigned” as the type of identification prefix for your company.
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10. If you transmit EFT files directly to the Federal Reserve, you can mark Format file for this Federal Reserve
Bank and enter the name of the bank in the field. Enter the routing code for the bank in the Federal
Reserve Bank routing code field.

11. To save these changes on the bank account record as default payment or deposit options, mark Save
these changes to the bank account.

Create Prenote Authorization File I

LCreate prenate file for records in this group: ILower Schoal Students ﬂl
Financial processing date:  {10/09/2008

General | Logon Cards |

Dutput file name: IC:\Files\efl_prenote.ach ;I
Company |0 prefis; |E|N j I‘I

Company 1D number: I

Immediste arigin: ITransita’Houting nurnber W

Irnrn. origin name: IDrganization hame j

File Format -

Header record reference: IHE.&DEH [¥' Create credit ransaction

¥ Include camiage returnéline feed

Mizcellaneous -

Entry description: |F'ayahles

¥ Identify record using IHecordID j

v Farmat file for this Federal Reserve Bank: I

Federal Reserve Bank routing code: |

I~ Save these changes to the bank account

Create Prenote File Mow | Cancel |

12. Select the Logon Cards tab. The information required for logon cards is specific to your bank. Contact the
bank for its regulations for EFTs. For more information about logon cards, see “Defining Default Payment
Options” on page 17.

Create Prenote Authorization File I

Create prenate file for records in this group: ILower School Students ﬂ
Financial processing date: |10/09/2006

General Logon Cards I

“r'ou can add up to five logon cards. v'our bank can give pou details about the logon card(s) it requires.

Murnber I Length I Corkral String

[T Save these chanages to the bank account

Create Prenate File Mow | Cancel |

Note: Contact your bank for its requirements for logon cards.
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13. To create the first logon card, click Insert on the action bar. “1” appears in the Number column.

14. To specify the maximum length allowed of the control string, in the Length column, enter the maximum
length. To allow an infinite length, leave the Length column blank.

15. To identify the first logon card, in the Control string column, enter the required information.

To create additional logon cards, click Insert on the action bar. “2” appears in the Number column on the
second row. Remember, you can have a maximum of five logon cards.

16. Click Create Prenote File Now. The file is saved in the location you entered in the Output file name field,
and you return to the Banks page.

Voiding Selected Payments

Note: If the Allow reversal post status to be edited on voided checks business rule is set in Configuration, you
can change the reversal post status for a voided check on the check record.

In Accounts Payable, you can void payments using Void selected payments in Administrative tasks. You select
the payment type and determine the range of payments to void by payment number or date. You can void
payments only if you have security rights established in Administration. You can select to delete any invoices or
calculations that become completely unpaid when a payment is voided. When you void posted transactions, the
program automatically creates a reversal in General Ledger the next time you post.

The following rules determine whether payments can be voided:
Warning: Voided payments appear in the register only if they meet all three of these conditions: 1) they are

posted 2) the payment date is before the statement end date 3) the reverse date (not the void date) is after
the statement end date.

¢ You can void payments with a post status of Not Yet Posted or Do Not Post.
You can void payments with an Outstanding or Cleared status.

¢ You can void posted payment transactions if an open fiscal period exists.

If you have the optional module Cash Management, you cannot void reconciled payments. You must create an
adjustment for this amount.
» Voiding selected payments

Voiding payments in any of the programs is essentially the same process, with the exceptions of the available
transaction types and whether you can delete unpaid invoices or calculations.

1. From Administrative tasks on the Banks page in Accounts Payable, click Void selected
payments. The Void Selected Payments screen appears.

2. Inthe Transaction type field, select the type of payment to void.

¢ In Accounts Payable, you can select “Manual Checks”, “Computer Checks”, “One-Time Check”,
“Electronic Funds Transfers”, or “Bank Drafts”.

3. In the Void by field, select “Payment Number” or “Payment Date”.

Tip: You can save time by voiding a range of payments instead of voiding transactions individually.

4. In the Start number field, enter the number of the first unused payment in a range of transactions you
want to void.
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5. In the End number field, enter the number of the last unused payment in a range of transactions you
want to void.

Void Selected Papments I

Yoided payments cannot be un-voided

Transaction type: I Computer Checks =l

Woid by I Payment Mumnber j
Start number: I'I 9

End number: |53

[ Delete unpaid calculations after voiding papments

[ Print zontrol repart

Yoid Nowl Cancel |

6. In Accounts Payable, to delete unpaid invoices after voiding, mark Delete unpaid invoices after voiding
payments.

7. To print a control report of the voiding activity, mark Print control report.
8. Click Void Now. You get a message asking if you are sure you want to void these payments.
9. Click Yes. The program voids the payments, and you return to the Banks page.

Voiding Unused Checks

If you have payment forms you know you will not use, you can void them from the Banks page in Accounts
Payable. When you click Void unused checks from Administrative tasks, the Void Unused Payments screen
appears so you can enter information for the checks to void. You can void unused checks only if you have
security rights established in Administration.

After you void payment numbers, you can purge them from the database. Remember, purged payments are
permanently removed; they cannot be recovered.
» Voiding unused checks

1. From Administrative tasks on the Banks page in Accounts Payable, click Void unused checks. The Void
Unused Payments screen appears.

2. The current date appears in the Void date field. You use this date or enter another date.
In the Transaction type field, select the type of payment to void:

¢ In Accounts Payable, you can select “Manual Checks”, “Computer Checks”, “One-Time Check”,
“Electronic Funds Transfers”, or “Bank Drafts”.

Tip: You can save time by voiding a range of checks instead of voiding numbers individually.

4. In the Start number field, enter the number of the first unused transaction in a range of transactions you
want to void.
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5. In the End number field, enter the number of the last unused transaction in a range of transactions you
want to void.

Void Unused Payments I

Woid date: IDEH1 0/2007

Transaction type: [banual Checks |

Start number; |‘I 9

End number: |53

oK | Cancel |

6. Click OK. A message appears asking if you are sure you want to void the unused checks with these
numbers.

7. Click Yes. You return to the Banks page.

Purging Voided Transactions

You can purge voided transactions to permanently remove them from the database. When you click Purge
voided transactions from Administrative tasks, the Purge Voided Payments screen appears so you can enter

information for the payments to purge. You can purge voided transactions only if you have security rights
established in Administration.

Specific rules determine whether payments can be purged:
¢ You must void payments before they can be purged.
¢ If you void a posted payment, you must post the void before you can purge the payment.

Warning: To accurately maintain an audit trail, you want different groups or users to have rights to write, void,
and purge checks.

¢ If you void a payment with a post status of Not Yet Posted or Do Not Post, you do not have to post the void
before you can purge the payment.

¢ If you reverse a posted payment, you must post the reversal before the payment can be purged.

¢ If not all payments in the range you select to purge are eligible to be purged, only those that are eligible are
purged.

» Purging voided transactions

Warning: Remember, once purged, transactions cannot be recovered. We strongly recommend you create a
copy of your database before purging.

1. From Administrative tasks on the Banks page, click Purge voided transactions. The Purge Voided
Payments screen appears.

2. Inthe Transaction type field, select the type of payment to purge:

Tip: You can save time by purging a range of checks instead of purging numbers individually.
3. Inthe Purge by field, select “Payment Number”, or “Payment Date”.

4. If you select “Payment Number” in the Purge by field, enter a starting payment number in the Start
number field and an ending number in the End number field.

If you select “Payment Date” in the Purge by field, enter a starting date in the Start date field and an
ending date in the End date field.
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5. To print a control report of the purging activity, mark Print control report.

[~ Print control repart

Purge Yoided Payments I
Purged paymentz cannot be recovered
Transaction type: [ Manual Checks =l
Purge by: IF'a_l,lment Muriber j
Start number: I‘I 9

End number: |53

PurgeNowl Cancel |

6. Click Purge Now. You get a message asking if you are sure you want to purge these voided checks.
7. Click Yes. You return to the Banks page.

Renumbering Payments

You can assign a new range of numbers to a range of payments only if the numbers do not already exist on other
payments. When you click Renumber payments from Administrative tasks, the Renumber Payments screen
appears so you can enter information for one or more payments to renumber in the bank register. You can
renumber payments only if you have security rights established in Administration.

The original start number and original end number must specify an unbroken series of written, unvoided
payments. You cannot enter information that would cause an existing number to be overwritten. For example,
you cannot renumber payments 100-103 to 103-106 because payment 103 already exists.

»

Renumbering payments

Sometimes, you realize after a payment run that the printer pulled two checks instead of one. If this happens,
you can renumber the payments.

1. From Administrative tasks on the Banks page, click Renumber payments. The Renumber payments

screen appears.

In the Transaction type field, select the type of payment to renumber:

In the Original start number field, enter the first payment number to change.

In the Original end number field, enter the last payment number to change.

Renumber Payments E I
Transaction type: [ Manual Checks =]

Original start number: |1 ]

Original end number: |1 10

Hew starting number; |1 11

Ok | Cancel |

5. Click OK. A message appears asking if you are sure you want to renumber checks.
6. Click Yes. The program renumbers the payments, and you return to the Banks page.

Editing Electronic Signatures

Glossary: An electronic signature is a scanned bitmap image used on checks, purchase orders, and receipts.
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Electronic signatures are scanned bitmap images you can use on checks, purchase orders, and receipts. When you
click Edit electronic signatures from Administrative tasks, the Electronic Signatures screen appears so you can
create a new electronic signature and edit or delete saved signatures. You can edit electronic signatures only if
you have security rights established in Administration.

Graphic images for electronic signatures must be in bitmap (*.bmp) format and no larger than 0.25 inch high and
2.25 inches wide. If the signature is larger, the program resizes it to fit. For best results, you should use the default
size of 81x81 dpi for signature bitmaps.

After you create and save an electronic signature from Administrative tasks, you can add the signature to a bank
account record. For more information about adding an electronic signature to a bank account, see “Defining
Default Payment Options” on page 17.

» Creating an electronic signature

Note: From Edit electronic signatures on the Banks page, you can create, edit and delete electronic signatures
used on payments, purchase orders, and receipts.

1. From Administrative tasks on the Banks page, click Edit electronic signatures. The Electronic Signatures
screen appears.

Click New Signature on the action bar. The New Electronic Signature screen appears.

In the Description field, enter the name of the signature to use.

In the Status field, leave the default entry “Active” to be able to use the signature.

In the Signature file name field, click the ellipsis to locate the file named where the signature is stored.
Double-click the file. The program displays the signature in the Signature as it will appear frame.

No u s wN

In the Include on frame, mark the items for which you want to use this signature.

Mew Electronic Signature I

Sighature name: |Bob Zimmerman
Status: IActive j

Signature file name: |c:\FiIes\signatures\zimmerman.bmp ;I

Sighature az it will appear::

Include or:-

[¥ Accounts Payable Checks j

[¥ ccounts Payable Purchase Orders
[ Accounts Receivable Receipts
[T Cazh Receipts LI

0K Cancel
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8. Click OK. You return to the Electronic Signatures screen, and signature information appears in the grid.
The signature as it will print on checks appears in the Signature as it will appear field.

Electronic Signatures

Electronic signatures may be defined and linked to previously scanned graphic files in . BMP format.

AR. Receipt
Jean Daisy v o |
John Doe v ™ I~
KN

Signature az it will appear:

Bobly Bemmeman

Click Close to return to the Banks page.
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From the Banks page, you can print checks and EFT notices, record bank drafts, create and edit one-time checks,
and create manual checks. Links to these tasks appear under Payment tasks on the Banks page. These links take
you directly to where you need to be to perform a payment task.

Note: Depending on the program in which you are working, payment tasks may differ. Payment tasks appear
on the Banks page in Accounts Payable, Accounts Receivable, and Student Billing.

Accounts Payable

¢ Print checks and record bank drafts

¢ Create a new one-time check

¢ Create a manual Accounts Payable check
¢ Edit unwritten one-time checks Student
Billing

¢ Print checks and record bank drafts

¢ Create a new one-time check

¢ Create a manual Accounts Payable check
¢ Edit unwritten one-time checks

EThe Financial Edge HEER

File Edit View Go Favaorites Toole Help

4 Back # Fonwand ICommunit\; Services Inc, ™ + Student Billing ~

Shorkcuts

“':‘Ij_" bore HNewBank Open Delete...
Select a harnk account: ISEI B AR vlﬂl
Student Billing & Accounts Receivable =
Account number 6200422 Routing code 122456780
Account status Cpen Minimurm balance $0.00
Account type Checking Current balance MNfA

Ending balance NfA
General tasks Administrative tasks
F Open register b Post adjustments to General Ledger
P Edit account details P Create a prenote authorization file
b Edit account user options b Yoid selected payments
Yo || b Select another account b void unused checks
b Create a new account b Purge voided transactions
—_— b Renumber payments
A P Edit electranic signatures

Payment tasks Cash Management tasks
P Print checks and record bank drafts b Create a new adjustrnent
b Create a new one-time check P Reconcile this account
Pk Create a manual Accounts Payable check P Clear fransactions electronically

P Edit unwritten one-time checks b view reconciliation history

Blackbaud Systems | LI

wWelcome to Student Billing |
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Printing Checks and Recording Bank Drafts

Note: We offer the only checks, student bills, statements, invoices, purchase orders, tax forms, envelopes and
other forms that are 100% compatible with The Financial Edge and fully supported by our support team. These
quality forms are preprinted in color with your organization's logo and information. Call 866-4-BB-Formes, visit
http://forms.blackbaud.com, or send an email message with questions to forms@blackbaud.com for more
information.

Using Print checks and record bank drafts in Payment tasks, you can record and generate checks and bank drafts
for a series of payments in one payment run. You can pay invoices and record one-time check payments at the
same time. Print checks and record bank drafts appears only in Accounts Payable and Student Billing.

You can process payments using the default payment options selected for the bank account or make new
formatting selections on the Format tab. For more information about default payment options, see “Formatting
Payment Information” on page 13.

» Creating a payment

1. From Payment tasks on the Banks page in Accounts Payable or Student Billing, click Print checks and
record bank drafts. The Create Payments screen appears.

&’ Create Payments
File Edit View Help

M ?-
Step 1: General j 2: Filters 1 3 Invoices l 4: One-Time Checks ] {5 Format1

LT 1T R iA A . A HL L LEL

Payment date: W—_—E Pay all vendars in this payment run; {m
Calculate dizcounts as of: W
Post status: W
Post date: W
el A o e s withi R ee s o e el i it il i i b sl iy
Invaice due date on or before W
¥ Include invoices with dizcounts that expire on or before |05/10/2005

A s M A e R e et e it B T Ml s i AR
PFrint report to this printer: 1\\2KF'F|INT1 \DOCHPSS! j

PFrint payrents ta this printer: i\\ZKF'HINT‘I \DOCHPSS! _:j
¥ Pause printing between payment types

™ Fiint postal barcode

I Create an output query of payments

< bacr i Hest > i Cancel 1 Craale\:aleri Lreate Mow
|Press F3 for today's date. F7 for cal.. (108 Invaicels) approved: $146.46442 |2 One-TmeCheckis) approved: $720.00

2. Inthe Payment date field, select “Today”, “Period end date”, or “Specific date” for dating the payments. If
you select “Specific date”, enter a date in the Date field.

3. In the Calculate discounts as of field, select “Payment date”, “Today”, “Period end date”, or “Specific
date” as the date for the program to use to determine if discounts are valid or expired. If you select
“Specific date”, enter a date in the Date field. If none of the selected invoices have discounts, the
program ignores this date.

4. In the Post status field, select the posting status to add to the payments included in the run:

¢ “From Invoice” — The program assigns the post status according to each invoice’s post status. Enter a
date to post in the Post date field.

¢ “Not Yet Posted” — The program changes all payments from this payment run to Not Yet Posted. Enter
a date to post in the Post date field.
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Note: You can set a business rule in Configuration to exclude “Do not post” as a post status for payments.

¢ “Do Not Post” — The program changes all payments from this payment run to Do Not Post.
In the Pay all vendors in this payment run field, select the method to use when you pay invoices:
e “Based on payment method” — The program makes the payment as recorded in the invoice record.

e “By Computer Check” — The program makes the payment by computer check, regardless of the
method recorded in the invoice record. You can select “By Computer Check” only if you have security
rights. For more information about security rights, see the Administration Guide for The Financial
Edge.

To select invoices by date information, in the Invoice due date on or before field, enter a date. The
program compares the date entered in this field with the scheduled payment date on the invoice.

To pay invoices before discounts expire, mark Include invoices with discounts that expire on or before
and enter an expiration date in the field.

In the Print report to this printer field, select the printer for the control report.

In the Print payments to this printer field, select the printer for the checks, EFT notices, or bank drafts
10.

If you need to change forms or paper during the payment run, mark Pause printing between payment
types.
11.

To print the United States Postal Service POSTNET barcode above the address on the check, mark Print
postal barcode.

Note: You must have the appropriate security rights to view, add, delete, edit, or output bank account

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.

12. To create an output query of payments included in the run, mark Create an output query of payments.
13. Click Next or select the Filters tab.

File Edit View Help
adl?- |
Step1: General 2 Filters | 2 Invoices | 4: One-Time Checksl {53 Formatl

= Open Clear Filters

Filters I

Include I
Wendors Al

<Al Vendors >

Selected Filkers

Invoices Al <l Invoices >
Bariks

Selected Operating

Note:

The bank selected on the Banks page automatically appears as a Banks filter.
14.

To select filters, choose “Selected” in the Include column. The Selected <Filters> screen appears so you
can select filters for the payment run. For more information about filtering, see the Program Basics
Guide.

15. Click OK.

16. You return to the Filters tab and filters you selected appear in the Selected Filters column.



17. Click Next or select the Invoices tab.

Create Payments
File Edit \iew Help

a2

Step 1, Generall 2 Filters 3: Irveoices | 4: One-Time Checks I 5 Formatl

‘endar Description Dake Due

Payment Amount | Amount Due

-]
V  6363636-002 12/10/2004 AlphaGraphics Office Supplies 12[25/2004 $1,000.00 $1,000.00
¥ 6a63636-00% D1/10{2005  AlphaGraphics  Office Suppliss 01/25/2005 $1,000,00 $1,000,00
I sacaeac-004 02/10{2005  AlphaGraphics  Office Supplies 02/25/2005 $1,000,00 $1,000,00
W 6363636-005 03{10{2005  AlphaGraphics  OFfice Suppliss 03(25/2005 $1,000,00 $1,000,00
¥ 6a6366-006 D4{10{2005  AlphaGraphics  Office Supplies 04{25/2005 $1,000,00 $1,000,00
¥ 4545454-013 11f10f2004 AlphaGraphics Mewsletters 11f25(2004 $4,500,00 $4,500,00
W 4545454-014 12/10/2004  Alphatraphics  Mewslstbers 12}25/2004 $4,500,00 $4,500,00
[F  4545454-015 DIf10f2005  AlphaGraphics  Mewsletters 01/25/2005 §4,500,00 §4,500,00
¥ 4545454-016 02f10{2005 AlphaGraphics Mewsletters 02f25/2005 $4,500,00 $4,500,00
W 4545454-017 0310{2005  AlphaGraphics  Mewsletters 03(25/2005 $4,500,00 $4,500,00
_|'7_| 4545454-018 04/10/2005  AlphaGraphics  Mewsletters 04/25/2005 $4,500,00 $4,5000_0|L|
4 »
Irweoice number B363636-001 Patential discount | $20.00 Credit applied | $0.00
Ihvoice date 11/10/2004 Discount expirez 11/15/2004 Discount amaount | $0.00
Irweoice amount $1.000.00 Unpaid balance | $1.000.00 Balance due now $1.000.00
Amount paid | $0.00 Aovailable credit $0.00 Payment amount $980.00

< Back | Mest > I Cancel |

Create Later | Lreate Mow

| |53 Invoice(s] approved: $72,753.40 |2 One-Time Check(s) approved: $720.00
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18. In the Pay? column, mark the checkbox for each invoice you want to pay. To pay all the invoices, click

Select All on the action bar.
19. Click Next or select the One-Time Checks tab.

20. Inthe Pay? column, mark the checkbox for each invoice you want to pay. To pay all the invoices, click

Select All on the action bar.

& Create Payments
File Edit “iew Help

PR

Step 1 Eenerall 2 Filters | 2 Invoices & One-Time Checks |§' Fnrmatl

"—E

Drescription

¥ o1esjzo0z Mr. John Dog Legal Consulting

Amount;
A le

$220.00 Accounts Payable

< Back | Hexst > I Cancel |

Create Later | LCreate Mow

|53 Invoice(s] approved: $72.753.40 2 One-Time Check(s] approved: $720.00
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21. Click Next or select the Format tab.

22.

23.

24.
25.

;, Create Payments
File Edit \iew Help

a2 |
Step 1, Generall 2 Filters | 3 Invaices | 4: One-Time Checks 5 Format |

Computer Checks

Payment Options for Computer Checks

Ore-Time Checks
Payment Inf :
Paymert format: |CHKAPU52LPPDD1 | IBxF’reprinled double stub laser checks
Starting payment number. |1 032 Restare Default |
I Fiint pament number Edit Payment Optiohs
Print Test Alignment Check

Format.
Check note: Mo note printed on the check
Check stub note: Mo note printed on the check stub
Signature 1: Offer optional signature
Signature Z: Print signature based on amount
Address: Mo address printed
Frint payments in this order -

Sork By Order By Iﬂ
Payes name Ascending

=
< Back | Hests I Cancel | Create Later | Lreate Mow
| |53 Invoice(s] approved: $72,753.40 |2 One-Time Check(s) approved: $720.00

From the list on the left, select a payment method. The right side of the screen displays the default
formatting selections for that payment type as selected on the Payments tab of the bank account record.
The payment methods are the payment methods for the current approved invoices.

In the Payment format field, select a blank or preprinted form on which to print the payments. If the
bank account is set to have multiple payment types use the same numbering series as another payment

type, the Starting payment number field displays the first available number for payments using the same
range.

In the Starting payment number field, enter the first number for the selected payment type.
To print the check number on preprinted checks, mark Print payment number.

Note: To save changes on the Default Payment Options screen for the bank account, mark Save these changes
to the Bank Account.

26.

27.
28.

29.

To make changes to payment options in the bank account record, click Edit Payment Options. For more
information about defining payment options, see “Formatting Payment Information” on page 13.

To make sure information is aligned properly on check forms or paper, click Print Test Alignment Check.

Select how to sort checks when printing, in the Sort By and Order By columns in the Print payments in
this order frame. For example, to sort checks by payee name alphabetically, select “Payee name” in the
Sort By column. In the Order By column, select “Ascending”.

To review a report of the payments to be made before creating the payments, select File, Preview
Pre-Payment Report.
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30. Click Create Now at the bottom of the screen. If you marked View payment summary information
before creating payments in Options, the Verify Payment Information screen appears.

&= Verify Papment Information

“Y'ou are about ta create paymentz az shown here:

Tatal Amount |
$72,753.40
$7e0.00
$73,473.40

| Mumnber |Start Number| End Mumber | Transactions |
Computer Checks 15 1082 1096 53
One-Time Checks 2 1097 1093 ]
Totals 17 53

Payment Type

Y'ou have selected these papment options:

05/10/2005
05/10/2005
05/10/2005
WZKFRIMT15DOCHPASI
WZKPRIMT15DOCHPESI

LCreate Payments |

Papment date:

Post date:

Calculate dizcounts as of:
Frint paymerits to this printer;
Frint reports ta this printer:

Cancel |

31. To process the payments, click Create Payments. The first payment type prints and the Payment Printing

32.
33.

Status screen appears for this payment type.

ES Payment Printing Status
Examine the printed checks for accuracy, then select the appropriate options.
Payment Type |Start Number| End Mumber | Successful? | Clear All Payments | Clear Date |
Computer Check 10a2 1094 [ I 05410/2005

If the payments printed unsuccessfully or incorrectly, unmark the checkbox in the Successful? column.

The You indicated Computer Check printing was not successful frame becomes enabled. To void and
purge the unsuccessful payments mark, Void checks and Purge voided checks and enter the range of

payment numbers.

ES Payment Printing Status

Examine the printed checks for accuracy, then select the appropriate options.

Payment Type |Start Number| End Mumber | Successful? | Clear Al Payments | Clear Date

Computer Check 1082 1096 r r 05§10{ 2005

“r'ou indicated Computer Check printing was not successful...

Woid and purge Computer Check ﬂ nurnber(s] 1082 through 1096
ak.

34. Click OK. The program processes all other payment types in the order they appeared on the Verify
Payment Information screen., and you return to the Banks page.
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Creating New One-Time Checks

Glossary: A one-time check is a direct disbursement to an individual or company not maintained as a vendor in
the database.

Using Create a new one-time check in Payment tasks, you can create check payments for people or companies
you will not make payments to again. For example, you may pay graduation speakers or refunds to students with
one-time checks. This helps you limit the number of records saved in your database. Create a new one-time
check appears only in Accounts Payable and Student Billing.

When you process one-time checks, it is important to add descriptive information about the payee and the
reason for the payment because one-time checks do not have associated invoices.

The History of Changes tab displays an historic record of key changes made to the one-time check. If the one-time
check has a change in status or check number, 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.

» Creating a one-time check

Note: Create a new one-time check appears only in Accounts Payable and Student Billing.
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1. From Payment tasks on the Banks page in Accounts Payable or Student Billing, click Create a new

one-time check. The Add a One-Time Check screen for the selected bank opens to the General tab.

ES Add a One-Time Check [ X}

File Edit “iew Papment Help

Record and Close v| Print Later and Close v| Pririt Mo | | | ?- |

General IQistlibutionI Fgrmatl Hiztory of Changesl

Check Information -

Bank account: ISB LR j IStudent Biling % Accounts Receivable

Check date:  [0BA13/2006 | [0ne-Time check number x| [2

Arnaurt: l— Check farmat I =l
Description: |

Payee Information -

FPayee name: |

Address | Contact: |

Conkact Type | Contact Mumber

Tax I number: I

Puost status/date: INotyet posted j ISpecific Date ﬂ |05£1 3/2006 " Cleared onl

Reversal status/date: INgt vet posted j I

Note: The bank account ID automatically appears in the Bank account field. If you realize you are using the
wrong bank account, you must close the Add a One-Time Check screen and select another bank account from
the Banks page.

2.

In the Check Information frame, the bank account ID automatically appears in the Bank account field.
Today’s date automatically appears in the Check date field, but you can enter a different date.

Enter the amount and a description of the one-time check in the Amount and Description fields.
Select a check form in the Check format field.

5. The one-time check number defaults in the fields above the Check format field. You can enter a different

© © N o

10.

11.

check number.

Enter the person or business to whom the check is to be written in the Payee name field.

Click Address to enter address information for the payee.

To include the payee’s tax ID number in the check record, enter that number in the Tax ID number field.
Enter a contact name in the Contact field.

Select a contact type in the Contact Type column and enter a number in the Contact Number column of
the grid.

Select posting information for the check in the Post status/date fields.
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12. If the check has cleared the bank, mark Cleared on and enter the date the check cleared. If it has not yet
cleared, you can mark this later when the check clears and enter the date at that time. If you have the
optional module Cash Management, you can mark checks as cleared when reconciling accounts.

B8 Add a One-Time Check [ X]
File Edit “iew Payment Help

Fecord and Cloze v| Frint Later and Cloze v| Print Maw | o

s |

General |Qistlibution| Fgrmatl History of Changesl
Check Inf

Bank account: ISB AR j IStudent Biling & Accounts Receivable

Check date: IDEN 3/2006 IDne-Time check number j |2
Amourt: |$2,EDD.DD Check format: ICHKAPUS2LPPDD1 j

Description: |2DDB Commencement 5peaker

Payee Information -

FPayee name: |Stefanie Mueller

Address | Contact: I

Conkack Type | Contact Mumber
Business (366) 555-1212
Tax 1D humber: |455-?8-9813
Fost statusédate: [Nt yetposted || [ Specific Date ¥ [05/12/2008 " Cleared onl

Reversal status/date: INot vet pozted j I

13. Select the Distribution tab. To create a distribution for the payment, designate debit and credit accounts
for the payment, the amounts to distribute to the accounts, and select a class for the distribution on the
Distribution tab. If you have the optional module Projects and Grants, you can also classify the

adjustment using transaction codes. For more information about distributions, see the Configuration
Guide for General Ledger.

ES Add a One-Time Check [ x|

File Edit “iew FPayment Help
Record and Claze v| Print Later and Claze v| Priit Mo | ) | ?- |

General Distribution | Fgrmatl History of Ehangesl

IDistribution 'l Interfund: I 'I Budgetl '%. Entries " i %l
DR Account Murber DR Accounk Descripkion Arnounk CR Account Mumber | CR Account Description

Professional Fees 42,500.00|01-1040-00 Student Billing Cash
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14. Select the Format tab. Formatting selections appear in the grid. To change formatting selections for the

15.
16.

17.

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 “Formatting Payment
Information” on page 13.

ES Add a One-Time Check [ X]
File Edit “iew Payment Help

Record and Close v| Print Later ahd Cloze v| Pritat M ows | '*’| ? - |

ﬁenerall Digtribution. Formnat |H_ist0l_l,| of Changesl

Payment Optionz | Printer [

Format and Print Options

Check note: Mo note printed on the check ﬂ
Check stub note: Mo nate prinked on the check stub

Check prinked to: WNEKPRIMNT L\ DOCHPSST

Transit AB& number:

Address:

Mo address printed
Check logo: Mo check logo LI
Signature(g]

Signature Preview |

Electronic signature is not allowed

1
2 |Electronic signature is not allowed

Click OK. You return to the Format tab.

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.

Note: When you print a check, it is automatically recorded. If you plan to print a check, we recommend that
you do not use Record because you cannot print a check once it is recorded.

18.

19.

20.

To record the check in the register and close the check record, click Record and Close on the action bar.
To record the check and create another one-time check, click Record and New on the action bar.

To record the check but not close the record, click Record Now on the action bar. Once you record a
check, you cannot print it.

To save the check for later printing, click Print Later and Close on the action bar. You return to the Banks
page. The check will not be recorded until you print it.

To save the check for later printing and create another one-time check, click Print Later and New on the
action bar. The saved check will not be recorded until you print it.

To save the check to print at another time, click Print Later on the action bar.

To print the check now, click Print Now on the action bar. This automatically records the check in the
register.
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If you print the check now, the Payment Printing Status screen appears.

ES Payment Printing Status

Examine the printed checks for accuracy. then select the appropriate options.

Pavment Type |Start Number| End Mumber | Successful? | Clear All Payments | Clear Date |
Cine-Time Check 1 1 I r 061132006

[~ [ [
21. Review the printed check. If it prints successfully, leave Successful? marked. You can also mark Clear All

Payments to efficiently designate and clear the one-time check. Clearing is available only for successful
checks. If successful, proceed to step 26. If not successful, proceed to the next step.

Note: If you void and purge checks, the next check number is not automatically set back to what it was before
the payment run. The next check number will be the last check number attempted plus one. To adjust this
number, you can make the change before the next payment run.

22. Examine the printed check. If the check did not print successfully, unmark the checkbox in the Successful?
column. Additional fields are enabled below the grid. Select whether to void and purge or only to void the
check.

== Payment Printing Status

Examine the printed checks for accuracy. then select the appropriate options.

Payment Type |Start Number| End Mumber | Successful? | Clear All Payments | Clear Date |
Cne-Time Check. 1 1 r I 06§13/2006

“r'ou indicated One-Time Check printing was not successful .

Yoid and purge One-Time Check ﬂ nurmber(z] 1 thraugh 1
Ok

23. Click OK to return to the Banks page.

Creating Manual Accounts Payable Checks

Note: A manual check records a handwritten check, bank draft, or EFT payment you have already made. You
record the manual check in the bank register, but you cannot print it.

Using Create a manual Accounts Payable check in Payment tasks, you can record a handwritten check, bank
draft, or EFT payment in the bank register. A manual check records a payment you have already made. If you
select to pay multiple invoices with a single manual check, the amount of the check payment recorded is the total
of all selected invoices. Create a manual Accounts Payable check appears only in Accounts Payable and Student
Billing. You define vendor and check information for the payment and select invoices paid via the manual check.

In Accounts Payable, you can create a manual check directly from a vendor record by selecting Vendor, Record a
Manual Check from the menu bar.
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» Recording a manual Accounts Payable check

Note: You must have security rights established in Administration to record or edit manual checks.

1. From Payment tasks on the Banks page in Accounts Payable or Student Billing, click Create a manual
Accounts Payable check. The Record Manual Check screen for the selected bank opens to the General
tab.

== Record Manual Check
File Edit View Help

i__!] Record and Newv| ? - |

General | lnvoicesl

A manual check iz used to recard a payment that you have already made to a vendor. Y'ou cannot print a manual check.
VYendor Inf

Wendar name: ‘ E I
Approve invoices to be paid by | [ Computer Check

™ Bark Draft

" EFT

Include invoices with these dates

Invoice due date on or before: IDT.-"‘I E/2003
™ Include invaices with discounts that expire on or before: IDT;"‘I E/2003

Check Inf

Bank account: IDDerating j IDperaling Account
Check number: I‘IU49— Restore Defalts
Check date: lm Post status: lm
Calculate discounts as of: W Post date: W
Notes: ﬂ

[ Cleared on:  |07/16/2003

‘F’ress F7 tor Vendor Search |

2. Inthe Vendor name field, click the binoculars to locate the vendor for which you want to record the
manual check.

Note: A bank draft is an order for the payment of money drawn by one person or bank on another.

3. Inthe Approve invoices to be paid by box, mark the checkboxes for the payment types you want to
include. You can mark Computer Check, Bank Draft, or EFT. Only invoices with these selected payment
types appear on the Invoices tab.

4. In the Include invoices with these dates frame, you can select invoices by date information. The program
compares the date entered in the Invoice due date on or before field with the scheduled payment date
on the invoice.

5. To pay invoices before discounts expire, mark Include invoices with discounts that expire on or before
and enter an expiration date in the field.

6. Inthe Check information frame, select the bank account ID in the Bank account field. The description
appears in the field on the right. The next sequential check number for a manual check from the selected
bank appears in the Check number field.

7. Inthe Check date field, “Today” automatically appears. You can change this date to “Period end date” or
“Specific date”. If you select “Specific date”, enter a date in the field on the right.

8. In the Calculate discounts as of field, select “Payment date”, “Today”, “Period end date”, or “Specific
date”. If you select “Specific date”, enter a date in the field on the right.

Note: You can set a business rule in Configuration to exclude “Do not post” as a post status for payments.

9. In the Post status field, select “Not Yet Posted” or “Do Not Post”. If you select “Not Yet Posted”, enter a
date in the Post date field.
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10. In the Post date field, select “Payment date”, “Today”, “Period end date”, or “Specific date”. If you select
“Specific date”, you must enter a date in the field on the right.

11. In the Notes field, enter descriptive information about the payment.

12. If the check has cleared the bank, mark Cleared on and enter the date the check cleared. If it has not yet
cleared, you can mark this later when the check clears and enter the date at that time. If you have Cash
Management, you can mark checks as cleared when reconciling accounts.

File Edit “iew Help
o Record and Mew -

?- |

General | Invoices I

A manual check iz uged to record a payment that you have already made to a vendor. You cannot print a manual check.

Yendor Inf
Vendor name:  [AlphaGraphics FES
Approve invoicesto be paid by | ¥ Computer Check

V¥ Bark Draft

¥ EFT

Include invoices with these dates

Inwoice dus date on or before: ID?JD‘I J2002
¥ Include invoices with discounts that sxpire on or before: ID?JD‘I J2002

Check inf

Bank account: IDDerating j IDparating Account

Check number: | 1003 Restare Defaults |
Check date: ISpecific date j IUBﬂ 342002 Post status: INot ‘ret Posted 'l
Calculate discounts az of: ISpecific date j IUBN 342002 Post date: IF'ayment date Vl

Upagrading 'feb site, buping new software

Motes:

™ Cleared or;  |06/15/2002

Sim|

Note: To hide invoice information displayed at the bottom of the screen and see more of the transactions grid,
click Hide Details

13. Select the Invoices tab. Invoices included according to the criteria selected on the General tab appear in
the grid. To select the invoices to pay, mark the checkbox in the Pay? column next to those invoices.

ES RBecord Manual Check
File Edit “iew Help
[} Recod and Mew - % - |
General 2 Invoicel
Hide Detail:
Yendar Description Discount
0 AlphaGraphics ) > upgrade I} 1
¥ BED29 08/08/2002  AlphaGraphics HR Track Il software &.. 11/18/2002 $378.67
KN I
Invoice number 5E026 Potential dizcount | $0.00 Credit applied |$0.00
Invoice date 03/08/2002 Dizcount expires Dizcount amount | $0.00
Invoice amount $1,177.65 Unpaid balance |$1,177.65 EBalance due now |§1,177.65
Amount paid | $0.00 Available credit $0.00 Fayment amount |$1,177.65
|2 Invaoicels] approved: $1,556.52
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Tip: To pay all invoices in the grid, click Select All on the action bar. The program automatically marks all the
checkboxes in the Pay? column. Click Deselect All on the action bar to unmark all marked invoices in the grid
and exclude them from the payment run.

14. To record the check and create a new manual check, click Record and New on the toolbar.
To record the manual check and return to the Banks page, click Record and Close.
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Editing Unwritten One-Time Checks

Note: You cannot edit a one-time check once it has been recorded.

Using Edit unwritten one-time checks in Payment tasks in Accounts Payable or Student Billing, you can edit
payment, printing, and posting information for one-time checks that have not yet been recorded. Once you make
changes, you can record, print and export the checks from the screen.

Note: You can edit one-time checks in Accounts Payable and Student Billing.

» Editing an unwritten one-time check

1. From Payment tasks on the Banks page in Accounts Payable or Student Billing, click Edit unwritten
one-time checks. The Unwritten One-Time Checks screen for the selected bank account appears.

B Unwiitten One-Time Checks for Student Billing & Accounts Recei..

05/10/2005  |Stefanie Miller

2. To edit a check before printing or recording, select it in the grid and click Open on the toolbar. The Check
screen opens to the General tab.

&S Add a One-Time Check [ x|

File Edit “ew Payment Help
Record and Cloge v| Prirt Later ahd Cloze -| Pritat Mow | “‘| ? - |

General |Qistlibution| Fgrmatl History of Changesl

Check Inf .

Eank account: ISB % AR j IStudent Billing % &ccount: Feceivable

Check date: W IDne-Time check number j |2

Amaunt [s250000 Eheek farmat: [ CHKAPUS 2L PRODT =l
Description: |2DDB Commencement 5peaker

Payee Information -

Payee name: |Stefanie Mueller

Address | Contact: |

Conkack Type | Contact Mumber
Business (866) 555-1212

Tax D number: |458-?8-98‘I3

Post status/date: INotyet posted j ISpecific Date j |D5a"l 372008 " Cleared onl
Fleversal statuz/date: INDt et posted j I

3. You can make changes on the General, Distribution, and Format tabs.
4. When you finish editing the check, you can save it for later or print and record now:
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Note: When you print a one-time check, it is automatically recorded. If you plan to print a check, we strongly
recommend that you do not use Record because you cannot print a check once it is recorded.
¢ To print the one-time 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 Unwritten One-Time
Checks screen. The check will not be recorded until you print it later.

¢ To save the check for later printing and create another one-time 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 one-time 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.

5. If you print the check now, the Payment Printing Status screen appears.

ES Payment Printing Status

Examine the printed checks for accuracy, then select the appropriate options.

Payment Type |Start Number| End Mumber | Successful? | Clear All Payments | Clear Date |
Cne-Time Check 2 2 v r 05132006 E

[ I I
Ok

6. Review the printed check. If it prints successfully, leave Successful? marked. To designate and clear the
one-time check, mark Clear All Payments. Clearing is available only for successful checks. If successful,
proceed to step 8. If unsuccessful proceed to the next step.

Note: If you void and purge checks, the next check number is not automatically set back to what it was before
the payment run. The next check number will be the last check number attempted plus one. To edit this
number, you can make the change before the next payment run.

7. If the check prints unsuccessfully or incorrectly, unmark the checkbox in the Successful? column. The void
and purge selections at the bottom of the screen are enabled. Select “Void and purge”, “Void only”, or
“Void and reprint”.

ES Payment Printing Status

Examine the printed checks for accuracy, then select the appropriate options.

Payment Type |Start Number| End Numberl Successful? |Clear Al Payments| Clear Date |
Ore-Time Check 2 2 I I 0541312006

“r'ou indicated One-Time Check printing was not successful ..

Yaid and purge One-Time Check ﬂ rrnber(s] 2 through 2
Ok,

8. After voiding or purging a check, a screen appears telling you that an unprinted copy of the check has
been created, which you can print or delete from the Banks page.
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9. Click OK to return to the Banks page.
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If you have the optional module Cash Management, you can effectively manage multiple bank and cash accounts,
serving as a central location for all inflows and outflows of cash within your organization. For each account, you
can view the register listing all deposits and payments and view receipts in each deposit. You can define one or
more cash accounts with each bank account or use one bank account per cash account. Reconciliation in Cash
Management tasks ensures you start balanced and stay balanced.

If you have Cash Management, you can create adjustments, reconcile General Ledger cash accounts, clear
transactions electronically, and view the reconciliation history of your bank accounts. For more information
about cash accounts in a bank account record, see “Defining Cash Accounts” on page 11.

Tip: You can clear transactions electronically if you have a *.qif, *.ofx, *.qbo, Bai.txt, or *.qfx file from the
bank. Transactions in these files that match transactions in the bank register are automatically marked cleared.

Links to these tasks appear under Cash Management tasks on the Banks page. These links take you directly to
where you need to be to perform a Cash Management task.

¢ Create a new adjustment

e Reconcile this account

e Clear transactions electronically
¢ View reconciliation history

EThe Financial Edge [_ (=] =]

File Edit “iew Go Favorites Toole Help

4 Back # Forwand ]Cummunit\j Services Inc, ™ = Student Billing ~

Shorteubs

IFIII' boe MNewBank Open Delete

R Select a bank account: |SE| & AR vlﬁl
Student Billing & Accounts Receivable
Account nurmber 200422 Routing code 123456780
Account status Cpen Minimum balance $0.00
Account type Checking Current balance M8

Ending balance M8

General tasks Administrative tasks
b Open registar b Post adjustrnents to General Ledger
P Edit account details } Creatz a prencte authorization file
P Edit account user options b Edit electronic signatures
F Select another account
b Create a new accolnt
Cash Management tasks Deposit tasks
b Create a new adjustrment b Create a new deposit
Pk Reconcile this account b Print deposit tickets

0l s ¥ Clear fransactions electronically b Create an EFT file

i b View recanciliation histary

- |
e -]
Blackbaud Systems |

‘welcome to Student Biling

Creating New Adjustments

Tip: To save time and ensure accuracy entering adjustments, we recommend you establish adjustment
categories ahead of time in the bank account record. For more information about creating adjustment
categories, see “Adding Adjustment Categories” on page 46.
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Adjustment transactions are used to record bank account transactions such as interest earned, service charges,
balance adjustments, and transfers between bank accounts. You can create adjustments from Cash Management
tasks on the Banks page. To save time and ensure accuracy entering adjustments, you can create adjustment
categories in the bank account record on the Adjustment Categories tab. Then, you when you add an adjustment,
you can select the adjustment category and amount. Cash Management automatically enters the adjustment and
related information for you. For more information about adjustment categories, see “Adding Adjustment
Categories” on page 46.

When you select to create a transfer type of adjustment, two adjustments are created — a “transfer out”
adjustment for the bank account the money is coming out of and a “transfer to” adjustment for the account the
money is being transferred to.

Once an adjustment transaction is posted or reconciled, it cannot be deleted, the amount cannot be changed,
and the account distribution cannot be changed. Furthermore, for transfer adjustments, if either the “transfer
out” transaction or the “transfer in” transaction has been posted, then neither transaction can be deleted.

For a saved transfer adjustment, if you change the “transfer to” bank account, the corresponding “transfer in”
transaction is deleted from its current bank account and a new “transfer in” transaction is created in the new
bank account.

You can reverse an adjustment by creating a new adjustment of the opposite type. For example, you can create a
payment adjustment of $100.00 to reverse a $100.00 deposit adjustment.

» Creating an adjustment

Tip: If you created adjustment categories in the bank account record, you can select one in the Category field
and the program enters all other data for that category. For more information about adjustment categories,
see “Adding Adjustment Categories” on page 46.

1. From Cash Management tasks on the Banks page, click Create a new adjustment. The New Adjustment
screen for the selected bank account appears.

11 New Adjustment for Operating Account M= B
File Edit View Adustment Tools Help

dSaveandCIosev|H | "‘| ?- |

Adiustment |§L Distributionl

Category: lﬁ Notes: ;I
Date: l—

Amount: I—

Reference: I
Post status:lﬁ I~ Cleared on l—
Post date: Ii

| |N0t reconciled

2. Inthe Category field, you can select a pre-defined adjustment category or enter a name to create a new
one. If you select a pre-defined adjustment category, the program automatically loads default information
into the fields.

If you enter a new name, a screen appears asking if you want to create a new category. Click Yes to save
the information for this adjustment as a new adjustment category you can use again in the future. Click
No if this is a one-time adjustment you will not need to make again. For more information about creating
adjustment categories, see “Adding Adjustment Categories” on page 46.

3. Inthe Date and Amount fields, enter the date and amount of the adjustment.

In the Type field, select “Deposit”, “Payment”, or “Transfer Out”. If you select to create “Transfer Out”,
the Transfer to field appears. In this field, select the bank account to transfer the amount to.

5. In the Reference field, enter a journal reference. This is the text that will appear in the check register.



108 CHAPTER

For transfer-type adjustments, the text entered here appears in the bank registers for both bank
accounts used in the transfer. We recommend that you choose this description carefully so it will be
meaningful in both accounts. For example, “Transfer from BAYBANK-SAV to SCSL-CHK”.

In the Post status field, select “Not yet posted” or “Do not post”.

In the Post date field, enter the date the adjustment is posted to General Ledger.

Note: Once the adjustment appears in the bank account, mark Cleared on and enter the clear date in the field.

8. Inthe Notes box, enter any descriptive notes about the adjustment.

11 New Adjustment for Operating Account [ [C]x]
File Edit “iew Adustment Toolz Help

dSaveandCIose'|H | "| ?- |

Adiustment |§L Distributionl

Category: IService Fee vl Motes: |Service charge for monthly checking account statement d
Crate: IDB.-"1 342006
Amount: |$5.DU

Type: I Pavment ot I LI
Feference: IBank Service Fee
Post status: I Mat yet posted vl I~ Cleared on I

Post date: IDS.-"I 3/2006

Warning: When creating adjustment distributions, we recommend using the cash account as the debit account
for deposit type adjustments and the cash account as the credit account on payment and transfer type

adjustments. Using a different account will cause the bank register and General Ledger cash account to be out
of balance.

9. Select the Distribution tab. To create a distribution for the adjustment, designate debit and credit
accounts for the adjustment, the amounts to distribute to the accounts, and select a class for the
distribution on the Distribution tab. If you have the optional module Projects and Grants, you can also
classify the adjustment using transaction codes. For more information about distributions, see the
Configuration Guide for General Ledger.

10. Click Save and Close to save the adjustment and return to the Banks page.

Reconciling Bank Accounts

You can reconcile the bank register and cash accounts with the statement from the bank. Banks gathers
information from General Ledger, Accounts Payable, Cash Management, Accounts Receivable, and Cash
Receipts to reconcile your account. The process computes a balance for you after you enter starting and
ending balances, a statement date, and any adjustments.

Tip: We recommend you post all transactions to General Ledger before reconciling. For more information
about posting, see the Administration Guide for The Financial Edge.

To reconcile bank accounts, you must use one cash account code for each bank account. For more information
about defining cash accounts, see “Defining Cash Accounts” on page 11.

To start the reconciliation process, click Reconcile this account from Cash Management tasks on the Banks page.
The Bank Account Reconciliation screen for the selected bank account appears so you can start the process.
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» Reconciling a bank account

1. From Cash Management tasks on the Banks page, click Reconcile this account. The Bank Account
Reconciliation screen for the selected bank appears.

Bank Account Reconciliation for First Union Bank I

" Enter the following information from your bank statement:

Statement date: I

Starting balance:

Ending balance: I

Enter adjustments for interest earned and service charges:

Type Description Payment Deposik I

Begin Reconciliation I Cancel |

Note: After you have reconciled just once, one month from the latest reconciliation date appears in the
Statement date field. The ending balance from the previous reconciliation automatically appears in the
Starting balance field.

2. In the Statement date field, enter the date of the bank statement.

3. In the Starting balance and Ending balance fields, enter the starting and ending balances from the
statement.

4. If you have new adjustments to enter before reconciling, click New Adjustment on the action bar. The
New Adjustment screen for the selected bank account appears so you can enter adjustment information.
For more information about creating adjustments, see “Creating New Adjustments” on page 106. You can
also open or delete existing adjustments.

Warning: To reconcile bank accounts, you must use one cash account code for each bank account. For more
information about cash accounts, see “Defining Cash Accounts” on page 11.

5. Click Begin Reconciliation. The program begins reconciling, and a new Bank Account Reconciliation
screen appears with unreconciled transactions listed in a grid. Review the transactions for accuracy and
edit or delete incorrect transactions in the grid.

B Bank Account Reconciliation for SB & AR - First Union Bank
Fil= Edit ¥iew FHReconciliation Tools Help

] Mew Adiustmenl| & ”f Clear Transactions Electronically | ? - |

IShow all tranzactions ol | 5 Filter: ort Mark Al Unmark Al & Open Delete i Find
Cleared? | Date # | Type | Source / |Numhr.r Payee | Payment | Deposit | Balance I;I
| 07/25{2001 |Deposit Student Bi... |7 Student Biling Deposit 7 $142,375...| $388,81...

r 12{31/2001 |Deposit Student Ei... & Student Biling Deposit & $£15,130.59) $403,94,.,

- 02(20/2002 |Deposit Accounts L. |1 Accounts Receivable Deposit 1 $500.00) $404,44...

- 02(21/2002 |Deposit Cash Rec... |1 Miscellansous Cash Receipts De... $750.00) $405,19...

- 01/16/2003 |Deposit Accounts L., |2 Accounts Receivable Deposit 2 $353.00) $405,54...

r 01/16/2003 |Deposit Accounts ... |3 Accounts Receivable Deposit 3 165,00 $405,73...

- 01/16/2003 |Deposit Accounts ... |4 Accounts Receivable Deposit 4 $50.00 $405,75...

- 01/16/2003 |Deposit Accounts . |5 Accounts Receivable Deposit 5 $200.00 $405,98...

- 04/04/2005 |Deposit Student Bi...|9 student Biling Deposit 9 $250.00| $406,23...

r 07/21/2005 |Deposit Student Ei... |10 Student Eiling Deposit 10 300,00 $406,53...

5 0.0 404 j

-

Cleared deposzits: 1] $000  Cleared balance: $0.00
Cleared papments: 1} $0.00  Statement balance $0.00
Out of balance by: $0.00

GL cash account(s] out of balance to statement by: $433.00

Cancel Show Reconciliation Detailz | Reconcile Later | Reconcile Now
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6. Mark the checkbox in the Cleared? column for each transaction to be reconciled. To clear all the
transactions in the grid, click Mark All. Click Summary on the toolbar to see a recalculated summary of
cleared transactions and balances below the grid.

Note: To print a pre-reconciliation report, select File, Print Pre-Reconciliation. The Select a Parameter screen
appears where you can select a saved parameter file or click Add New to set parameters for a new Bank
Reconciliation Report.

7. To see reconciliation details, click Show Reconciliation Details. The Reconciliation Details screen appears.

8. To view a comparison of the bank register with the bank statement, select the Register to statement tab.

Reconciliation Details

Register to statement ] Cazh account(s] to statement ]

Reconcile register to statement

Register cleared beginning balance: $0.00
Add: Cleared deposits: $157.505.53
Aidd: Cleared deposit adjustments: $0.00
Subtract: Cleared payments: $0.00
Subtract: Cleared papment adjustments: $0.00

Adjusted register balance: $157.505.59

Reaqister ending balance: $404.030.59
Subtract: Outstanding deposits: $245.025.00
Subtract: Dutztanding deposit adjustments: $0.00
Add: Outstanding payments: $2.500.00
Add: Dutstanding payment adjustments: $0.00

Adjusted register balance: $157 505,59

Statement ending balance: 06/13/2006 $0.00

Out of balance by: $157 505,59

Cloze




CASH MANAGEMENT TASKS 11

9. To view a comparison of cash accounts with the bank statement, select the Cash account(s) to statement

10. Click Close. You return to the Bank Account Reconciliation screen.

tab.

Reconciliation Details I
Begister to statement  Cazh account(s] to statement |

Reconcile cash account{z) to statement

Cazh account(z] ending balance: 06/13/2006 $404,297.59
Add: Cleared not yet posted depogits: $0.00
Subtract; Cleared not yet posted payments: $0.00

Adjusted cash account(s] balance: $404.297 59

Statement ending balance: 06/ 3/2006 $0.00
Add: Dutstanding posted deposits: $247.225.00
Subtract: Outstanding posted payments: $0.00
Subtract: Posted payments voided after statement end date: $0.00

Adjusted statement balance: $247 225,00

Out of balance by; [$157.072.59)

Summary of not yet posted transactions Summary of posted transactions

Cleared papments: $0.00 Cleared payments: $0.00
Cleared depasits: $0.00 Cleared depaosits: $157 50559
Outstanding payments: $2.500.00 Outstanding payments: $0.00
Outstanding depaosits: $1.800.00 Outstanding deposits: $247 225.00
Summary of transactions after statement ending date:

et tatal of woided, cleared, and posted transactions: $0.00

Cloze |

Note: You can click Reconcile Later to save reconciliation information and complete the process at another
time. The entries in the Statement date, Starting balance, and Ending balance fields are saved. If you click
Cancel, no changes are saved and you must re-enter statement information.

11. Once you have identified, matched, and cleared all transactions, and the Out of balance by amount
displays $0.00, you are ready to reconcile. Click Reconcile Now. The program compares the register and
cash accounts to the bank statement and checks to see if any errors or omissions exist.

12.

If the register is in balance with the statement, the Reconciliation screen appears. Transactions you
cleared are now reconciled. Click Continue to complete the process, and proceed to step 14.

Reconciliation

~ Reconciliation Completel

Murmber reconciled: 1]

Amount reconciled posted: $0.00

Amount reconciled unposted: $0.00

b |riumber outstanding: 15

. Amount outstanding posted: $404,730.59

/ = Amount outstanding unoosted: $1.500.00

il v View Reconciliation Report

Continue

-

-

Note: To view the Reconciliation Report, mark View Reconciliation Report. When you click Continue, the
preview screen appears. From here, you can print a hard copy of the report. For more information about

working with bank account reports, see the Reports Guide for that program.

13. If the register does not balance with the statement, the Bank Register and Cash Account(s) Out of Balance
screen appears so you can return to reconciliation and correct the error or create an adjustment to make

the correction:
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¢ Return to bank reconciliation — to cancel reconciliation and return to the grid to make corrections or
adjustments

¢ Create a Deposit/Payment adjustment to balance the bank register — to create an adjustment that
will balance the account

Bank Reagister and Cash Account(s] Out of Balance I

Bank register iz currently out of balance with the statement by [$157 505 59).
Caszh Account(s] iz currently out of balance with the statement by [$157 072 59)

i+ Betum to bank reconciliation

Create a Payment adjustment of $157 505.59 to balance the bank register ignoring the cazh
account

Adjustment category: I j

Note: If you mark Create a deposit/payment adjustment to balance the bank register, you can select a
category in the Adjustment category field. For more information about defining adjustment categories, see
“Adding Adjustment Categories” on page 46.

14. If General Ledger cash accounts are out of balance with the statement, the Cash Account(s) Out of
Balance screen appears so you can return to reconciliation and correct the error or ignore the out of
balance issue:

¢ Return to bank reconciliation — to cancel reconciliation and return to the grid to make corrections or
adjustments

¢ Ignore out of balance issue — to allow the out of balance situation to remain and continue reconciling

Caszh Account(s) Out of Balance E
Cash Account([s] is currently out of balance with the statement by $302.07.

& Beturn to bank reconciliation

€ lgnore out of balance issus

Note: If you mark Ignore out of balance issue, the program checks for unposted transactions that have been
cleared through the reconciliation process. At this time, you can post these transactions. For more information
about posting, see the Administration Guide for The Financial Edge.

15. Mark View Reconciliation Report and click Continue. The Reconciliation Report appears so you can view
or print it. For more information about the Reconciliation Report, see the Bank Accounts Reports chapter
of the Reports Guide for that program.

16. Close the preview screen. You return to the Banks page.

Bank Reconciliation Troubleshooting

If your bank account reconciliation appears out of balance to the GL Cash Account, we recommend you try the
following steps until the error is resolved:

Post to General Ledger. Post any unposted transactions that display in the bank account but not the GL cash
account.

Note timing issues. If you voided checks in a different month than they were created, the bank account and
cash account will remain out of balance until the reversals post to the cash account. If you must correct this in
the current period, you can create an automatically reversing journal entry to your GL cash account.
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Determine how you will treat “Do Not Post” transactions. Run a transaction register to find
transactions marked as “Do Not Post”. The bank account and GL cash account will remain out of balance until
these transactions are posted to the GL cash account, or until manual journal entries are posted to the GL
cash account to balance to the bank register. An exception would be a “Do Not Post” transaction used for
establishing your bank register’s beginning balance.

Import or post journal entries made to the GL cash account. If manual journal entries are made to the
GL cash account, and not imported or posted to the bank account as an adjustment, the bank account and
cash account will be out of balance. For entries made to General Ledger but not to the GL cash account, you
can post a bank adjustment using the GL cash account as both debit and credit account. Because the
adjustment is already posted in General Ledger, this creates a posted bank adjustment, balancing the reports
without affecting the cash account.

Check the debit account used on adjustments. An account other than the cash account used as the debit
adjustment account causes the bank account and GL cash account to be out balance. If the adjustment is
unposted, edit the debit account. If the adjustment is posted, enter another adjustment to correct the original
adjustment.

Ensure the bank is set to track cash in General Ledger. On the Bank tab, verify the account numbers
used for all modules are correct, and that you are comparing them to the corresponding accounts in General
Ledger.

Clearing Transactions Electronically

You can clear transactions electronically if you have a *.qif, *.ofx, *.qbo, Bai.txt, or *.qfx file from your bank. The
program marks all matching transactions with a cleared status and reports as exceptions any transactions that do
not match. Once the program finds all matches, you can reconcile the bank account.

» Clearing transactions electronically

Glossary: A transaction is a general ledger entry that indicates to the program the amount and account to
debit or credit. Transactions also contain additional information that helps trace and report on them.
Transactions include source codes and journal references and may include project and transaction code
distributions if you have the optional module Projects and Grants.

1. From Cash Management tasks on the Banks page, click Clear transactions electronically. The Clear
Transactions Electronically screen appears.

2. Inthe File name field, click the ellipsis to locate the file from the bank. The imported file must have a
* gif, *.ofx, *.qbo, Bai.txt, or *.qfx file extension. If you select a file with any other extension, you get a
message telling you that the selected format is not supported.

Clear Tranzactions Electronically I

Clear transactions using an Electronic File [ QIF. .0FX, .QFX])

. Clearing transactions electonically compares an electionic statement file with the
& bank register.

Tranzactions in the file that match transactions in the bank register will be marked
az "Cleared". Unmatched tranzactions will be reported az exceplions.

Import Fil: [c\SB4AR qf [

Setdate cleared to: - €= Eank statement date

& Cleared date fram fils

Clear Tranzactions Maw Cancel
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Note: You can clear transactions electronically only if your bank provides a file in *.qif, *.ofx, *.qbo, Bai.txt, or
*.qfx format. To find out if the bank provides statements in these formats, contact a representative from your
financial institution.

3.

4.

5.

Click Clear Transactions Now. The program checks transaction amounts in the imported file against the
amounts in the bank register. When all amounts match, the program marks the transaction as cleared in
the register. When it finishes processing, the Clear Transactions Electronically screen appears with a
message that processing is complete. The screen displays results of the processing:

e Number cleared — number of transactions marked cleared

¢ Amount cleared — total dollar amount of cleared transactions

¢ Number exceptions — number of transactions that did not find a match in the register

e Amount exceptions — total dollar amount of transactions not finding a match in the register

To view a control report, click View Control Report. The Clear Transactions Electronically Control Report
appears so you can view or print it.

Close the preview screen. You return to the Banks page.

Viewing Reconciliation History

You can review information about previous reconciliations in a bank account. To view a list of reconciliations,
select a bank account from the Banks page and click View reconciliation history from Cash Management tasks.
The Reconciliation History screen for the selected bank account appears. This screen is for informational
purposes only; you cannot add or edit data on this screen.

» Viewing reconciliation history

Note: The Reconciliation History screen is for informational purposes only; you cannot add or edit data on this
screen.

1.

2.

From Cash Management tasks on the Banks page, click View reconciliation history. The Reconciliation
History screen for the selected bank account appears.

The Reconciliation Date column displays the date the account was reconciled with the statement from
the bank. The Reconciliation Ending Balance column displays the ending balance from the bank
statement.

Reconciliation History for Operating - Operating Account I
Reconciliation Dake | Reconciliation Ending Balance |

12(31/2004 $6,224,000,00

01y31/2004 $4,224,000,00

Click OK to close the screen and return to the Banks page.
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If you have Accounts Receivable, Student Billing, or Cash Receipts, you can create deposits and print deposit
reports from the Banks page. Use deposit records to record the amount of cash, checks, electronic funds
transfers (EFTs), or other payments you receive and deposit into your bank account. Once you create an open
deposit, you can add an unlimited number of payment receipts to the deposit. Deposit reports can list payment
and bank details for deposits.

Before you can create deposits or payments, you must define cash account information for each bank account
you plan to use for Accounts Receivable, Student Billing, or Cash Receipts transactions. For more information
about defining cash accounts, see “Defining Cash Accounts” on page 11.

Links under Deposit tasks on the Banks page take you directly to where you need to be to perform a deposit task.
e Create a new deposit
e Print deposit tickets

Warning: In Student Billing, you can create EFT files only if you have the optional module EFT.
¢ Create an EFT file

EThe Financial Edge HE R

File Edit Yiew Go Favortes Tool: Help

® Back # Fonwand ]Communlt\; Services Inc. ™ + Student Billing ™

Shorkcuts

IFII'J:‘ bore HNewBank Open Delete...
iﬁﬁ_emdg Select a bank account; ISEI 2 AR vlﬁl
Student Billing & Accounts Receivable
Account number 6200422 Routing code 123456780
Account status Open Minirnurn balance $0.00
Account type Checking Current balance Mfa
Ending halance Mfa
General tasks Administrative tasks
b Open register b Post adjustments to General Ledger
P Edit account details b Create a prenote authorization file
P Edit account user options b Edit electronic signatures
b Select another account
b Create a new acoount
Cash Management tasks Deposit tasks
b Create a new adjustment b Create a new deposit
P Reconcile this account P Print deposit tickets
Plug-Ins P Clear fransactions electronically b Create an EFT file
=T b Wiew recanciliation history
- |
: [~ ]
Blackbaud Systems |

Welcome to Student Billing

Creating New Deposits

You can create deposits to record the amount of cash, checks, EFTs, or other payments you receive and deposit
into your bank account. Once you create an open deposit, you can add an unlimited number of receipts to the
deposit.

When you click Create a new deposit, you access the Add a New Deposit screen where you enter information
about the deposit. The Add a New Deposit screen has tabs on which you set parameters: Deposit, Defaults,
Distribution, and Payments. On these tabs you specify basic information for the deposit, define payment defaults,
and view and create payments and payment distributions.

You can assign default field values that apply to all payments added to that deposit, for example, 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. Default values apply to only the payment records added
to the deposit for which the defaults were assigned.



DeEPOSIT TASKS 11

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, the program 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.

» Adding a deposit

Note: You must create a deposit record before you can add payments. For more information about payments,
see the Payments chapter of the Records Guide for the program you are using.

1. From Deposit tasks on the Banks page in Accounts Receivable, Student Billing, or Cash Receipts, click
Create a new deposit. The Add a New Deposit screen opens to the Deposit tab.

B Add a Mew Deposit =] E3 I

File Edit “iew Depozit Favoritez Toolz Help
dSaveandEIosev|:ﬂ |N 4 b p|| : |.-4|?, |

Depasit | Defagltsl Distril_:utionl F‘a_lgmentsl

Student Billing Deposit

Bank account: [SE & AR =& Deposit number: [<Auto Generated:
Deposit date: W Deposit 10: l—
Entry date: W Post status: IW
Status: lm Post date: W
Drescription: I

™ Deposit ticket printed on I
™ Deposit cleared an I Mot Peconciled
™ EFT file created on I

Deposit Worksheet

Projected | Actual I Diff erence |
# of Receipts i} i
Tokal Amount $0.00 $0.00

2. Inthe Bank account field, select the bank account to which you want to add the deposit.

Tip: To make data entry easier, you can set default values for deposit fields. To add default field values, from
the menu bar, select Tools, Options. For more information about deposit options, see the Options chapter of
the Program Basics Guide.
3. Inthe Deposit date field, enter the date the deposit is made to the bank account. In the Entry date field,
enter the date the deposit is entered in the program.
4. In the Status field, select “Open” or “Closed”. You cannot add new payments to a closed deposit.

Note: 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.

5. In the Deposit ID field, enter information that identifies the deposit.

6. Inthe Post status field, select “Not yet posted” or “Do not post” as the post status for the deposit. In Post
date field, enter the date to post the deposit. The information in the Post status and Post date fields
automatically defaults to the payments added to the deposit. You post the deposit, not individual

payments.
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7. In the Description field, enter a description of the deposit or any other information about the deposit.

B Add a New Deposit M=l E3
File Edit “iew Deposit Favoites Tools Help

) Save and Close + | (=) | H 4 kM | ; | T - |
Deposit | Defagltsl Distrilgutionl F'aymentsl
Student Billing Deposit
Bank account: [SE & AR | Depasit number: [<Auto-Generateds
Cleposit date: W Deposit [D: Im
Entry date: W Post status: IW
Status: Im Post date: W

Dezcription: Icash receipts payments for May

™ Drepozit ticket printed on I
" Deposit cleared on I Mot Feconciled
I~ EFT file created on I

Deposzit Worksheet

Projected I Ackual I Difference I

# of Receipts i} i}
Total Amaount $0.00 $0.00

8. When you close the deposit and print the deposit ticket, mark Deposit ticket printed on and enter the
date.

9. When the deposit clears the bank, mark Deposit cleared on and enter the date. If you have the optional
module Cash Management, the reconciliation status appears next to the date.

10. In the Deposit Worksheet grid, in the Projected column, enter the number and total amount of receipts
you expect to receive for the deposit. The grid displays the actual number of receipts and calculates the
difference between the projected and actual amounts in the Actual and Difference columns.

Note: You can change payment defaults at any time. Changes apply to only payments added after the changes
were made.

11. Select the Defaults tab. In the Payment Defaults grid, in the Field Name column, enter default values in
the Payment date, Amount, Comment, and Source rows.

E= Add a New Deposit Hi=] E3
File Edit Yiew Depost Favorites Toolz: Help
| Save and Elosev| = | | M4 ¢ M | . | ol SR |

Deposit  Defaults | Distril_:utionl F'a_lgmentsl

Payment Defaults

Field Marne | Default Yalue | Payment Methods
Pavment date [¥ Check i
amaunt [¥ Cash
Comment [¥ coo b
Source [¥ Credit Card ;I

By default. include theze mizcellaneous components in the payment:

I Payrment Type Details Arnount

12. All payment methods in the Payment Methods box are marked by default. Unmark any payment methods
to exclude from the deposit.
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Warning: We strongly recommend you never add credit card payments to deposits containing other types of

payments, especially cash and checks. Credit card payments may take longer to clear the bank, which may
cause problems when reconciling.

13. To create payment line items used to split a single payment such as a check) between accounts in
Accounts Receivable or Student Billing and Cash Receipts, click New Miscellaneous Payment. You can
split payments only if you have Cash Receipts.

14. In the Details column, select “Cash Receipts”.
15. In the Amount column, enter the amount of the payment to add to Cash Receipts.

16. Select the Distribution tab. On the Distribution tab, you can view the payment debit accounts and
transaction distributions, including projects, classes, and transaction codes. Projects and transaction

codes are available only if you have the optional module Projects and Grants. The Distribution tab
remains blank until you add a payment.

BE= Add a New Deposit (O] x|
File Edit “iew Depozit Favorites: Tool: Help
dSaveandEIosev|.ﬂ |N L D|| a|=[ 2 - |
erositl Defaults  Distribution |F‘agments|
[$ %
| DR &ccount Number IDR Account Desc... | Amount Project 1D Project Description I

Note: 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.

17. Select the Payments tab. When you click Add Payment, the New Payment screen appears so you can

enter payment information. For more information about adding payments, see the Payments chapter of
the Records Guide for the program in which you are working.

Deposit 11 =]

File Edit “iew Deposit Favortes Tools Help

USaveandﬁlosev|H X|N 1k .||LI|':],|?' |

erositl Defagltsl Distribution F'aymentsl

yment @3 Open Delete... Find...
Date  # I Payment # I Record Name Cornrnent I Arnc
05/13{2006 96 Monique Karin Brede lost bextbook,
05/13/2006 a5 Carla Elaine Hassell lost: bexthook
05/27}2006 a7 Carla Elaine Hassell graduation flowers

18. To save the deposit and return to the Banks page, click Save and Close.

Printing Deposit Tickets

You can use Print deposit tickets in Deposit tasks to print a report listing payment details and bank information

for a deposit.Contact your bank for the information required for deposit tickets, and then you can format this
report to use as a deposit ticket.



120 CHAPTER

You can create new or used saved parameter files to customize the look and information for deposit tickets just
as you do for reports. Parameter files for reports are created and stored in Reports. If you select a saved
parameter file, the report prints automatically. If you add a new parameter file, you use the same screen used to
create reports in Reports for Accounts Receivable, Cash Receipts, and Student Billing. For more information
about creating deposit reports, see the Reports Guide for Accounts Receivable, Reports Guide for Cash Receipts,

or Reports Guide for Student Billing.

» Printing a deposit report

Note: Deposit report parameter files are stored in Deposit and Receipt Reports. In Reports, you can add, edit,

delete and print deposit reports.

1. From Deposit tasks on the Banks page, click Print deposit tickets. The Select a Parameter File screen

appears.

Select a Parameter File I

Select a parameter file to usze for Deposit Report

File Name | Description I Created By | Created On I Select

D Depozit Report Supervisor 03/25/2005 a Cancel

2 weekly Deposits Supervisor 03/07/2003 e
'J Add Mew |
Agpen |
#AFind... |

I~ Only show my parameter files

2. To print the deposit report:

Note: Parameter files for deposit reports are saved in Reports. For more information about deposit reports,
see the Deposit and Receipt Reports chapter of the reports guide for the program in which you are working.

¢ Select a parameter file in the grid to print the deposit report automatically using saved parameters.

¢ Click Add New to create a new parameter file.

3. To create a new parameter file, click Add New. The New Deposit Report screen opens to the General tab.

n Mew Deposit Report
Eile Edit “iew Favortes Toole Help

1. General ] 2 Filtersi 2 Format1
Include deposits with theze dates
Deposit date: 1Include all dates 'i

Entered on date: ]Include all dates 'i
Post date: 1Include all dates 'i

I I=RE R

Include deposit numbers from: i

T

L

™ Orly inchude deposits whose amounts are greater thar: i$D.DD
W Update the deposit printed on date when printing?
Include deposits from

[V Accounts Receivable

¥ Cash Receipts

W Student Biling

I~ Create an output queny of depasits

Repart orientation: ] Fartrait ¥, i

[ Cloze deposit after printing?

1 Hext > | Cancel 1

FEritat

Preview Lapout
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4. To create the deposit report’s parameters, make selections and enter information on each report tab. For
more information about fields and selections for deposit reports, see the Reports Guide for Accounts
Receivable, Reports Guide for Cash Receipts, or Reports Guide for Student Billing.

To print the report, click Print.

To save the new report, click the Save button on the toolbar. The Save Report as screen appears.
In the Report name and Description fields, enter a name and description of the report.

To save the report and return to the Deposit Report screen, click Save.

W N WU

To return to the Select a Parameter File screen, close the Deposit Report screen. The new deposit report
parameters appear in the grid, and you can use it again later instead of re-creating parameters.

10. To return to the Banks page, close the Select a Parameter file screen.

Creating EFT Files

Warning: You can create EFT files only if you have the optional module EFT.

In Accounts Receivable or Student Billing, if you have the optional module EFT, you can use Create an EFT file in
Deposit tasks to create and process a file for multiple deposits at one time. The program processes deposits using
the options defined on the bank account record. For more information about deposit options, see “Defining
Default Deposit Options” on page 44.

» Creating an EFT file

Tip: To save your selections on the File Options and Logon Cards tabs of the bank account record, mark Save
these changes to the bank account at any time while you are creating the EFT file.

1. From Deposit tasks on the Banks page, click Create an EFT file. The Create Electronic Funds Transfer File
screen opens to the Criteria tab.

Create Electronic Funds Transfer File

Step 1: Criteria | 2 FiIter&] 2 Deposits ] 4: File Options | 5: Logon Eard&]
Financial processing date:  |05/13/2006 5]

|hclude payments from these depositz; @ Qpen deposite © Cloged depositz ¢ Both

Deposit dates: [Include all dates 7|

Inciude depozits originating from: [

[¥ Change deposit stabus to closed after the file has been created

[ Create an output query of deposits

[v Save these changes to the bank account

Ment » Cancel

2. To date the EFT file, in the Financial processing date field, enter a date or click the calendar to select a
date.
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3. To select the payments by status to include in the deposit, mark Open deposits, Closed deposits, or Both.

In the Deposit dates field, select “Today”, “Pay date”, “Period end date”, or “Specific date” to date the
deposits. If you select “Specific date”, enter a date in the Date field.

5. The Include deposits originating from option displays Accounts Receivable or Student Billing depending
on which program you are working in.

6. To change the status of the deposits when the program processes them, mark Change deposit status to
closed after the file has been created.

7. To create an output query of deposits included in the run, mark Create an output query of deposits.
Click Next or select the Filters tab.

Create Electronic Funds Transfer File

Step 1: Criteria 2: Filters |§: Deposits | 4: File Dptionsl 5: Logon Eard&l

&5 Open . Clear &ll Filters
Filters | Include | Selected Filkers
Deposits all <Al Deposits =
Barks all <Al Banks =
Records all <Al Records =

¥ Save these changes to the bank account

¢ Back | Ment » | Cancel | Qreateanl

9. To select filters, choose “Selected” in the Include column. The Selected <Filters> screen appears so you
can select filters for the EFT file. For more information about filtering, see the Program Basics chapter of
the Program Basics Guide.

10. Click OK. You return to the Filters tab and filters you selected appear in the Selected Filters column.



DEPOSIT TASKS 12

11. Click Next or select the Deposits tab. Deposit information you selected on the Criteria and Filters tabs

12.

13.
14.

appears in the grid.

Create Electronic Funds Transfer File I
Step 1 Eriterial 2 Filterz  3: Deposits |ﬂ: File Dptionsl 5: Logon Eard&l
The following depogits match the criteria. Select the deposits o include in the transter file.
Hide Dretails
Include? I Deposit # Descripkion Banlk Account
Deposit date Projected receipts Actual receipts
Entry date Projected total Actual bokal

¥ Save these changes to the bank account

< Back | Mext » I Cancel | Ereateanl

In the Include? column, mark the checkbox for each deposit to process via the EFT. To process all the

deposits in the grid, click Select All on the action bar.

Information in the Deposit #, Description, and Bank Account columns is for information only and cannot

be edited.

At the bottom of the tab, the display shows details for the deposit selected in the grid above.

Click Next or select the File Options tab.

Create Electronic Funds Transfer File I
Step 1: Elilerial 2 Fillersl 2: Deposits & File Options I§: Logon Ealdsl
Dutput file name: I ;I
Compang [0 prefis: I j

Cornpany 1D number: I

Immediate angin: ITlansita"Fiuuting rumber j

I, arigin name: IDrganization narme |

File Format
Header record reference: I W Create credit ransaction
[ |nclude camiage retumdine feed

Miscellaneous.

Entry description: I
™ |dentify record Lsing | j

[ Format file for this Federal Reserve Bank: I

Federal Rezerve Bank routing code: |

¥ Save these changes to the bank account

< Back | Mest » Cancel | Ereate dmw |
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15.

16.

17.
18.

19.

20.
21.

22.

23.

24.

25.

In the Output file name field, enter the name of the file or click the ellipsis to locate the output file. The
output file must be in *.ach format.

In the Company ID prefix field, select “EIN”, “DUNS”, “User Assigned”, or “User Defined” as the type of
identification prefix for your company.

In the Company ID number field, enter information that identifies the deposit.

In the Immediate origin field, select “Transit/Routing number”, “EIN”, or “Other” as the number to use in
creating the prenote authorization file. If you select “Other”, a field appears so you can enter the number.

In the Immediate origin name field, select “Organization name” or “Other”. If you select “Other”, a field
appears so you can enter the name.

In the File Format frame, enter a reference, up to eight characters, in the Header record reference field.

To automatically create credit transactions in the EFT file when you run the EFT file, mark Create credit
transaction.

To append a carriage return/line feed to indicate the end of a line in the EFT file, mark Include carriage
return/line feed.

In the Miscellaneous frame, to transmit a code to the bank with the EFT file, enter up to 10 characters in
the Entry description field.

To select how to identify records in the EFT file, in the Identify record using field, select “Record ID” or
“SSN/CFDA#.

To transmit the EFT file directly to the Federal Reserve, mark Format file for this Federal Reserve Bank
and enter the name of the bank in the field.

In the Federal Reserve Bank routing code field, enter the routing code for the bank.

Warning: The information for logon cards is specific for each bank. Contact your bank for its specific
requirements for EFTs.

26. Click Next or select the Logon Cards tab. The information to complete logon cards is specific for each

bank. Contact your bank for its specific requirements for EFTs.

Create Electronic Funds Transfer File I
Step 1 Eriterial 2 Filterxl 3 Depmit&l & File Dptions 5 Logon Cards |

“ou can add up to five logon cards. vour bank can give pou detailz about the logon card(z] it requires.

- -
o IRzEt o Dzl

Murnber | Length Control String

¥ Save these changes to the bank account

< Back | TdErt | Cancel | EreateNowl

27. To create the first logon card, click Insert on the action bar. “1” appears in the Number column.
28. To set the maximum length of the control string, enter the length in the Length column.
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To allow an infinite length, leave it blank.
29. To identify the first logon card, in the Control string column, enter information for the logon card.

Note: You can have a maximum of five logon cards.

To create additional logon cards, click Insert on the action bar. “2” appears in the Number column on the
second row. You can have a maximum of five logon cards.

30. To process the deposits, click Create Now.

The program validates the deposits and creates the EFT file. It saves the file in the location you entered in
the Output file name field. You return to the Banks page.
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ACH Transactions

The following is the file layout for ACH file transfers to a financial institution participating in the National
Automated Clearing House Association.

The file contains a file header record, followed by a company/batch header record, detail and addenda records, a
company/batch control record, and a file control record. All alphanumeric and alphabetic fields must be left
justified and space filled. All numeric fields must be right justified, unsigned, and zero filled. Characters used in
ACH records are restricted to 0-9, A-Z, space, and those special characters which have an EBCDIC value greater
than hexadecimal “3F” or an ASCII value greater than hexadecimal “1F”.



File Header Record

EFT/ACH FILE FORMATS 12

Field Name Position Contents

Record Type Code 1 1

Priority Code 2-3 01

Immediate Destination 4-13 Transit\Routing # from Bank
Account Information.

Immediate Origin 14-23 Defined in EFT Parameters on
the Bank Information. This
may be either the
Transit\Routing # or Other. (If
you select other, you can get
this # from your bank.

File Creation Date 24-29 System Date YYMMDD

File Creation Time 30-33 System Time

File ID Modifier 34-34 For multiple files to be
created on the same day - A

Record Size 35-37 094

Blocking Factor 38-39 10 (If the file contains less
than a multiple of 10 lines (a
full block) it will be padded
with 9’s until the block is
filled.)

Format Code 40-40 1

Immediate Destination Name | 41-63 Bank Name from Bank
Account Information.

Immediate Origin Name 64-86 Optional - Left blank.

Reference Code 87-94 Optional - Left blank.

Company/Batch Header Record

Field Name Position Contents
Record Type Code 1 5
Service Class Code 2-4 200 - Credits and Debits

220 - Credits only
225 - Debits only
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Field Name Position Contents

Company Name 5-20 Short Name from
Configuration

Company Discretionary Data 21-40

Company ldentification 41-50 Federal Tax ID defined on
General Tab of Configuration.

Standard Entry Class Code 51-53 CCD

Company Entry Description 54-63 Miscellaneous Field on EFT
Parameters.

Company Descriptive Date 64-69 Optional Date displayed to
payee/payer

Effective Entry Date 70-75 Financial Processing Date
from Generate TS Form

Settlement Date 76-78 Inserted by Receiving ACH
operator

Originator Status Code 79-79 1

Originating DFI ID 80-87 Transit Routing # from Bank
Account Information.

Batch # 88-94 Sequentially assigned




Entry Detail Record

EFT/ACH FILE FORMATS 13

Field Name

Position

Contents

Record Type Code

6

Transaction Code

2-3

Payer Information: 27 for
payment and 28 for prenote
(checking) 37 for payment
and 38 for prenote (savings)
Payee Information: 22 for
deposit and 23 for prenote
(Checking) 32 for deposit and
33 for prenote (Savings)

Receiving DFI ID

4-11

Transit/Routing # from EFT
tab of payee/payer record.

Check Digit

12-12

The ninth digit of the
receiving bank’s routing
number.

DFI Acct. #

13-29

Bank Account # from EFT tab
of payee/payer record.

Amount

30-39

$

Identification #

40-54

Alphameric

Receiving Company Name

55-76

Payee/payer name.

Discretionary Data

77-78

Discretionary Code defined
on the EFT tab of the
Employee. Defined by
Organizations bank.

Addenda Record Indicator

79-79

0

Trace Number

80-94

Generated

Company/Batch Control Record

Field Name Position Contents
Record Type Code 1 8
Service Class Code 2-4 200 - Credits and Debits
220 - Credits only
225 - Debits only
Entry Addenda Count 5-10 Total number of transactions
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Field Name Position Contents

Entry Hash 11-20 Control total of bank routing
numbers

Total Debit Entry Dollar 21-32 Generated

Amount

Total Credit Entry Dollar 33-44 Generated

Amount

Company ldentification 45-54 Same as in Company Batch
Header Record positions
41-50.

Message Authentication 55-73 N/A

Reserved 74-79 N/A

Originating DFI ID 80-87 Transit Routing # from the
Bank Account Information.

Batch Number 88-94 Sequentially assigned
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EFT/ACH FILE FORMATS 13

Field Name Position Contents

Record Type Code 1 9

Batch Count 2-7 Count of all Batch Header
Records

Block Count 8-13 Number of blocks (groups of
10 records (or 940
characters)

Entry Addenda Count 14-21 Tally of detail and addenda
records

Entry Hash 22-31 Control total of entry hashes
from the batch control
records.

Total Debit Entry Dollar 32-43 Sum of all debit transactions.

Amount

Total Credit Entry Dollar 44-55 Sum of all credit transactions.

Amount

Reserved 56-94 Blank

International ACH Transactions

When IAT transactions are included in your EFT, there will be an IAT Company/Batch Header Record for each
group of vendor payments, by destination country. If there is only one IAT transaction, there will be a single IAT

Company/Batch Header Record, one entry detail and its seven addenda records.

If there are multiple IAT transactions, there will be an IAT Company/Batch Header Record for each distinct
country that can hold one or more entry detail records (and addenda records) destined for that country.
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File Header Record

Field Name Position Contents

Record Type Code 1 1

Priority Code 2-3 01

Immediate Destination 4-13 Transit\Routing # from Bank
Account Information.

Immediate Origin 14-23 Defined in EFT Parameters on
the Bank Information. This
may be either the
Transit\Routing # or Other. (If
you select other, you can get
this # from your bank.

File Creation Date 24-29 System Date YYMMDD

File Creation Time 30-33 System Time

File ID Modifier 34-34 For multiple files to be
created on the same day - A

Record Size 35-37 094

Blocking Factor 38-39 10 (If the file contains less
than a multiple of 10 lines (a
full block) it will be padded
with 9’s until the block is
filled.)

Format Code 40-40 1

Immediate Destination Name | 41-63 Bank Name from Bank
Account Information.

Immediate Origin Name 64-86 Name of organization from
Configuration.

Reference Code 87-94 Pulls from File Format section

of EFT Parameters in Bank
Account.

IAT Company/Batch Header Record

Field Name

Position

Contents

Record Type Code

01-01




EFT/ACH FILE FORMATS 13

Field Name Position Contents

Service Class Code 02-04 200 - Credits and Debits
220 - Credits only
225 - Debits only

IAT indicator 05-20 left blank

Foreign exchange indicator 21-22 FF

Foreign exchange reference 23-23 3

indicator

Foreign exchange reference 24-38 left blank

ISO destination country code | 39-40 2-digit ISO country code from
payee/payer bank

Originator identification 41-50 Alphanumeric

Standard entry class code 51-53 IAT

Company entry description 54-63 Contents of EFT General
Entry description.

ISO originating currency code | 64-66 usb

ISO destination currency 67-69 usb

code

Effective entry date 70-75 YYMMDD

Settlement date 76-78 numeric

Originator status code 79-79 1

Go identification/ originating | 80-87 TTTTAAAA

DFl identification

Batch number 88-94 Numeric
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|IAT Entry Detail Record

Field Name Position Contents
Record Type Code 01-01 6
Transaction Code 02-03 Numeric
GO identification/ receiving 04-11 TTTTAAAA
DFl identification
Check Digit 12-12 Numeric
Number of addenda records 13-16 Numeric
Reserved 17-29 Blank
Amount 30-39 S (payment amount in US
dollars)
Foreign receiver’s account 40-74 Alphanumeric

number/ DFl account number

Reserved 75-76 Blank

Gateway operator OFAC 77-77 Alphanumeric - Added later
screening indicator by the Gateway operator.
Secondary OFAC screening 78-78 Alphanumeric - Added later
indicator by the Gateway operator.
Addenda record indicator 79-79 Numeric

Trace Number 80-94 Numeric

First IAT Addenda Record

Field Name Position Contents
Record Type Code 01-01 7
Addenda Type Code 02-03 10
Transaction Type Code 04-06 Alphanumeric
Foreign Payment Amount 07-24 S (Amount of payment in US
dollars)
Foreign trace number 25-46 Alphanumeric
Receiving company name/ 47-81 Payee/payer name.
individual name
Reserved 82-87 Blank




EFT/ACH FILE FORMATS 13

Field Name

Position

Contents

Entry detail sequence

number

88-94

Numeric
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Second IAT Addenda Record

Field Name Position Contents
Record Type Code 01-01 7
Addenda Type Code 02-03 11
Originator name 04-38 Configuration organization
name.
Originator street address 39-73 Configuration organization
address.
Reserved 74-87 Blank
Entry detail sequence 88-94 Numeric
number
Third IAT Addenda Record
Field Name Position Contents
Record Type Code 01-01 7
Addenda Type Code 02-03 12
Originator city and 04-38 Alphanumeric
state/province
Originator country and postal | 39-73 Alphanumeric
code
Reserved 74-87 Blank
Entry detail sequence 88-94 Numeric
number
Fourth IAT Addenda Record
Field Name Position Contents
Record Type Code 01-01 7
Transaction Code 02-03 13
Originating DFI name 04-38 Bank
Originating DFIl identification | 39-40 Bank
number qualifier
Originating DFIl identification | 41-74 Bank




EFT/ACH FILE FORMATS 13

Field Name Position Contents

Originating DFI branch 75-77 Bank

country code

Reserved 78-87 Blank

Entry detail sequence 88-94 Numeric

number

Fifth IAT Addenda Record
Field Name Position Contents

Record Type Code 01-01 7

Addenda Type Code 02-03 14

Receiving DFl name 04-38 Payee/payer bank
information

Receiving DFI identification 39-40 Payee/payer bank

number qualifier information

Receiving DFI identification 41-74 Payee/payer bank
information

Receiving DFI branch country | 75-77 Payee/payer bank

code information

Reserved 78-87 Blank

Entry detail sequence 88-94 Numeric

number
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Sixth IAT Addenda Record

Field Name Position Contents
Record Type Code 01-01 7
Addenda Type Code 02-03 15
Receiver identification 04-18 Payee/payer address
number information
Receiver street address 19-53 Payee/payer address
information
Reserved 54-87 Blank
Entry detail sequence 88-94 Numeric
number
Seventh IAT Addenda Record
Field Name Position Contents
Record Type Code 01-01 7
Addenda Type Code 02-03 16
Receiver city and state/ 04-38 Payee/payer address
province information
Receiver country and postal 39-73 Payee/payer address
code information
Reserved 74-87 Blank
Entry detail sequence 88-94 Numeric
number
Company/Batch Control Record
Field Name Position Contents
Record Type Code 1 8
Service Class Code 2-4 200 - Credits and Debits
220 - Credits only
225 - Debits only
Entry Addenda Count 5-10 Total of all entries/addenda




EFT/ACH FILE FORMATS 14

Field Name Position Contents

Control total of all bank 11-20 Generated

routing numbers in batch

entries

Total Debit Entry Dollar 21-32

Amount

Total Credit Entry Dollar 33-44

Amount

Company ldentification 45-54 Same as in Company Batch
Header Record positions
41-50.

Message Authentication 55-73 N/A

Reserved 74-79 N/A

Originating DFI ID 80-87 Transit Routing # from the
Bank Account Information.

Batch Number 88-94 Generated

File Control Record
Field Name Position Contents

Record Type Code 1 9

Batch Count 2-7 Count of all Batch Header
Records

Block Count 8-13 Number of blocks (groups of
10 records (or 940
characters)

Entry Addenda Count 14-21 Tally of detail and addenda
records

Control total of all batch 22-31 Receiving DFI ID

entry hashes

Total Debit Entry Dollar 32-43 Sum of all debit transactions

Amount

Total Credit Entry Dollar 44-55 Sum of all credit transactions

Amount

Reserved 56-94 Blank




142 CHAPTER




Index

A B

accessing banks 2 bank account history 63
account bank account record
cash, defining 11 accessing 2
defining cash accounts 12 account reconciliation 108
setting up bank accounts 5 adding
adding address information 8
address information 8 adjustment categories 46, 47
adjustment categories 46, 47 contact information 8, 10
adjustments 107 new records 6, 48
bank account information 6 notes 61
bank account records 6, 48 bank registers 53
contact information 10 cash accounts 11
deposits 117 closing 60
EFT files 121 creating 6, 48
EFT notices 88 defining cash accounts 12
electronic signatures 78 details 59
manual checks editing information 60
Accounts Payable 97 general tasks 48, 65
notes 61 overview 5
one-time checks 93 reconciliation history 114
payments selecting accounts 64
setting up 5
tabs
adjustment categories 46
bank 6
deposits 43
history of changes 63
adding to bank account records 8 notes 61
bank account records 8 payments 13
adjustment bank draft
adding 106, 107 creating 83
posting 68, 69 numbering 13
adjustment category, adding 46, 47 recording 83
administrative task bank register
create a prenote authorization file 71 main screen 53
edit electronic signatures 77 opening 59
overview 68 overview 53
post adjustments to General Ledger 68 bank task
purge voided transactions 76 admlplstratwe 68
renumber payments 77 creating
void selected payments 74 manual Accounts Payable checks 97
void unused checks 75 one-time checks 93

prenote authorization files 71

editing
account details 59
electronic signatures 77
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opening bank registers 53
overview 3
posting adjustments to General Ledger 68
purging voided transactions 76
renumbering payments 77
selecting other accounts 64
voiding
payments 74
unused checks 75
Banks, overview 2
blank paper check, formatting MICR lines 15

C

cash account, defining 11, 12
Cash Management task
clear transactions electronically 113
create a new adjustment 106
reconcile this account 108
view reconciliation history 114
Cash Management, creating adjustments 107
check
Accounts Payable 83
manual
numbering 13
manual checks
Accounts Payable 97, 98
numbering 13
one-time
editing 102
one-time checks 93
editing 102
printing 83, 88
refund, see one-time check
renumbering 77
Student Billing 83
voiding unused 75

check, see also payment
closing bank accounts 60
computer check
printing 83
computer check, formatting
Accounts Payable 17
contact, adding to bank account records
10 creating

adjustments 107

bank accounts records 6, 48
EFT notices 88

payments 83

creating, see also adding

D

default deposit option
Accounts Receivable 44
Student Billing 44
default payment option
Accounts Payable
computer checks 17
one-time checks 26

adding 117

creating 116

creating EFT files 121

EFT files 121

formatting 43

printing deposit tickets 120

printing reports 120
deposit report, see deposit ticket
deposit task

create a new deposit 117

create an EFT file 121

overview 116

print deposit tickets 120
deposit ticket, printing 119
deposit type

overview 43
detail, bank account records 59

E

editing
bank account information 59
bank account records 60
electronic signatures 77
one-time checks 102

EFT 88
Accounts Receivable 121
creating EFT files 121

creating prenote authorization files 71

formatting
Accounts Payable 22

numbering 13
printing EFT notices 88
Student Billing 121
electronic funds transfer, see EFT
EFT notice
printing 88
electronic signature
adding 78
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editing 77 O

one-time check

F

finding bank account records 2
formatting
computer checks

Accounts Payable 93
creating 93
formatting 26
numbering 13
overview 93

Accounts Payable 17 Student Billing 93
deposit informatio 53
n 43 EFTs opening bank registers, see also accessing 59
Accounts Payable 22
MICR lines 15, 16 P
one-time checks 26 payment
payment information 13 computer checks
payments 17 Accounts Payable 83
Forms Student Billing 83
formatting MICR lines 16 defaults 17
computer checks, Accounts Payable 17
one-time checks 26
G defining defaults 17
General Ledger, posting adjustments 68, 69 EFTs
general task default payment options 22
edit account details 59 formatting 13

open register 53 manual checks

overview 52

select another account 64 numbering 13
one-time checks 93

printing

H printing checks

history, reconciliation 114 .
v renumbering 77

transaction types, defining 13

M

voiding 74
magnetic ink character recognition payment task 82
defined 15 create a manual Accounts Payable check 97
formatting MICR lines 15 create a new one-time check 93
manual check print checks and record bank drafts 83
Accounts Payable 97
numbering 13 payment, see computer check
MICR line
formatting 16 posting adjustments to General Ledger 68

MICR, see magnetic ink character recognition prenote authorization file

modifying, see editing

creating 71
N overview 71
printing
note deposit reports

adding to bank account records 61
notes tab 61
numbering payments 13

120 EFT notices 88
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one-time checks 93
printing EFT notices 88
purging voided transactions 76

R

reconciliation
history 114
overview 108
reconciliation history 114
viewing 114
recording bank drafts 83
refund check, see one-time check
register, bank
opening 59
overview 53

S

see also accessing
selecting
bank accounts 64
selecting bank accounts 64
setting up payment transaction types 13
signature, electronic
adding 78
overview 77

T

transaction
clearing electronically 113
purging 76

U

unused check, voiding 75

V

viewing reconciliation history 114
voided transaction, purging 76
voiding

payments 74

unused checks 75
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