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Note: A subsidiary ledger is a record of the original financial transactions that in total equal the balance of a
control account in the general ledger.

To reconcile The Raiser’s Edge 7.6 (or higher), The Patron Edge, and subsidiary ledgers in The Financial Edge to
General Ledger, you can run several reports and follow a few procedures specific to each subsidiary ledger to
locate any discrepancies.

Subsidiary ledgers in The Financial Edge include Accounts Payable, Fixed Assets, Accounts Receivable, Cash
Receipts, Student Billing and Payroll.

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

These reconciliation procedures assume a standard configuration of The Financial Edge. If your software is
configured with different settings, you may need to adjust these procedures for your organization.

Considerations Before Reconciling

Warning: We strongly recommend reconciling monthly at a minimum to ensure the program remains in
balance.

Before reconciling any subsidiary ledgers to General Ledger, you should carefully consider several factors and
their implications.

Reconciling frequency. We strongly recommend reconciling monthly at a minimum to ensure the program
remains in balance. If you wait a few months or until the end of the fiscal year to reconcile, you may
encounter difficulties locating incorrect activity over this longer period. Additionally, if you have had difficulty
reconciling in the past, you may want to reconcile the program after each post to General Ledger.

Posting frequency. We recommend posting weekly at a minimum. In periods of high volume, such as end of
the month, you might find it beneficial to post more often.

Posting information. Set up posting information in each subsidiary ledger’s Configuration so that you can
easily identify the transaction. Here are some recommendations to help you with this process:

¢ Ensure posting information includes more than just the name of the record. You should also include
transaction numbers.

¢ Be sure to change the posting information for both the debit and credit description for each item type.

¢ Use the Reverse and Adjust references to help track deletions and adjustments. Use REV or ADJ to shorten
the reason for transaction, but allow a longer description.

¢ Add custom fields such as “APP” and “INT” and use them to identify your applications and Interfund
entries.

¢ Ensure the Journal selected is unique to the subsidiary ledger.

¢ Do not select arbitrary post dates such as the “15th of the month.” Doing so places all activity on a single
day and makes reconciliation more difficult.

Summary accounts. When reconciling subsidiary ledgers to the general ledger, remember that your
unfiltered subsidiary ledger reports show all transactions without regard to fund. If you have summary
accounts in multiple funds, include all summary accounts in the General Ledger Report filters to find your
total subsidiary ledger balance.

Unapplied cash and discount accounts should be established as separate accounts rather than part of your
summary account. Including them as part of your summary account may make reconciling more difficult.

Policies and procedures guide. We recommend you create an internal Policies and Procedures Guide to
ensure your staff understands these considerations and the reconciliation process in general.
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Steps to Prevent Errors

You can use the following functionality within the program to help ensure your staff uses recommended data
entry and posting processes:

Business Rules. With business rules you can customize standard procedures and requirements to suit your
organization. We recommend you use the following business rules to help make reconciliation easier:

¢ Use the Transaction business rule Do not allow post dates to be different than transaction dates in other
Blackbaud Systems to keep the post and transaction date the same. This will eliminate timing differences. If
you have invoices that you want to accrue, use an attribute to mark the item, then run a report to locate the
marked invoices.

For example, if you have a large invoice that bills on the 5th of the month, but you have used $10,000 in
services before month-end, you could enter the invoice as of the 5th and make a journal entry to an accrual
account at the end of the month. The journal entry you create should be an automatically reversing journal
entry. For more information about automatically reversing journal entries, see Knowledge Base solution
BB22411.

¢ Use the Journal Entry business rule Allow these journal codes to be used during manual journal entry to
specify General Ledger sources such as Journal Entry, Adjusting Entry, and Audit Adjustment. Disallow
journal entry codes that indicate subsidiary ledger sources as Accounts Payable, Accounts Receivable, and
Student Billing. This rule prevents misusing Journal Codes on manual journal entries.

¢ Use the Transaction business rule Do not allow journal codes to be edited when posting from other
Blackbaud Systems to prohibit journal codes from being edited when posting from other Blackbaud
Systems. This ensures that the journal code you designate for a subsidiary ledger is used consistently,
helping you identify the source of the transactions. All post parameter files will automatically use the journal
code assigned in Configuration of the subsidiary ledger being posted. You must create and assign journal
codes before entries can be posted to General Ledger.

e Use the Transaction business rule Do not allow a Summary Account to be edited or used as the primary
account in other Blackbaud System transactions to prohibit a Summary Account from being edited or used
as the primary account in other Blackbaud System transactions. This rule prevents accidentally recording
transactions in the wrong account.

Note: Summary Accounts are defined in the Default Accounts section of Configuration in each subsidiary
ledger.

e Select “Never” for the Journal Entry business rule Allow adjusting journal entries to Blackbaud System
default Summary Accounts. This will force users to select a different account if they select a default Account
Summary account for adjusting journal entries.

¢ Use the General business rule Do not Allow a General Ledger Account Number to be used for more than
one Default Account to keep your users from mixing transactions in General Ledger accounts. For example,
marking this option would not allow you to use the same account for unpaid payables and encumbrances.
You can set this business rule for all subsidiary ledgers that allow you to define default accounts in
Configuration.

¢ Enable the business rule Exclude “Do Not Post” as a post status in your subsidiary ledgers. With this
business rule marked, the post status defaults to Not Yet Posted and the Do Not Post option is not available.
This rule prevents permanent reconciliation differences, since Do Not Post transactions are never posted to
General Ledger.

Query. We recommend you query posted transactions that have a different post date and transaction date. You
may need to void and re-enter transactions to correct them.

Default Distribution. We recommend you set up default distributions on records to prevent data entry errors.
Security. Set up system security to prevent users from:

¢ Changing business rules

¢ Changing posting information



4 CHAPTER

¢ Changing default accounts
¢ Deleting and voiding transactions

Reconciliation Process

Below are processes that should assist you with reconciling:

1. Determine the correct report parameters to use. Each subsidiary ledger includes balance reports, such
as the Open Invoice Report and Aged Accounts Receivable Report, as well as activity reports such as the
Account Distribution Report. Be sure the report’s parameters are consistent with the parameters
selected on the General Ledger Report. Name your reports so you can tell which reports are to compare
to the General Ledger and which are for locating differences or analyzing data.

2. Find a starting point. Compare the balances for each month-end from the subsidiary ledger’s balance
report to the General Ledger balance.

Run reconciliation reports for the last month of the fiscal year. If the reports match, the accounting
system is in balance as of the last period of the year.

If that period is not in balance, run the reports for the previous period. Repeat the process until you
locate a period and year in balance. You may need to go back prior months or years to identify a period in
balance.

If there is no period that is in balance, look for multiple months that are off by the same amount. You may
need to run the reports for specific weeks or days to identify a trend. If the reports are consistently off by
the same amount, you may want to adjust by that amount.

If a starting point cannot be established reconciling, you may need to force a reconciled balance by using
a journal entry.

3. Move forward from the starting point. Locate the first day the subsidiary ledger goes out of balance.
Compare the balances between the appropriate balance report and the General Ledger Report for
various points throughout the month.

For example, compare the General Ledger to the subsidiary ledger every seven days. If it goes out of
balance on the 14th, then run your reconciliation reports for each day between the 7th (the last day in
balance) and the 14th. Do this until you locate the exact day the ledger goes out of balance.

If you are starting with an out of balance situation, locate the day the out of balance amount changes.
4. Analyze the initial differences.

a. Run the General Ledger Report for the day the subsidiary ledger went out of balance. Check for any
journal entries that may have caused the out of balance situation. Run the General Ledger Report in
detail if the summary account is a control account. For more information, see Knowledge Base
solution BB55402.

b. Run the subsidiary ledger balance report for the day and the day before the ledger goes out of
balance.

c. Compare the reports, analyzing each transaction. Every item on the beginning report should either
appear on the ending balance report or be removed via a transaction on the General Ledger Report.
You may want to run an Account Distribution Report to provide additional information regarding the
individual transaction listed on the General Ledger Report.

Note: Be mindful of incorrect or inconsistent data entry. Inconsistent use of journal codes and summary
accounts as a primary account may make reconciling more difficult.

d. Investigate any transaction that disappears from the beginning balance report or appears on the
ending balance report without appearing on the General Ledger Report. Some items may reverse
themselves on the appropriate dates. Make note of other items and the possible correction.

5. Identify other differences. Repeat the above steps to find any other days the subsidiary ledger went out
of balance with the General Ledger. Locate all the adjustments for the month.
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6. Make adjustments and correct activity. The corrections you may need to make will depend upon the
reconciling item. You may need to reverse/correct journal entries, void, purge, and reissue checks with
correct dates, or adjust or delete and re-add invoices. For items that reverse themselves, you may choose
to create an automatically reversing journal entry if your auditors agree. For more information about
automatically reversing journal entries, see Knowledge Base solution BB22411.

7. Reconcile each period up to the current period. When a balanced period is found, move forward
correcting activity until the program is in balance for the current period.
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To ensure the program is in balance, reconcile the open invoice balance in Accounts Payable to the accounts
payable liability account in General Ledger on a monthly basis.

As part of this reconciliation process, we recommend running the Account Distribution Report and Open Invoice
Report in Accounts Payable, and the General Ledger Report in General Ledger. To access these reports, select
Reconciliation Reports from the Accounts Payable Reports page.

Before running these reports, you should familiarize yourself with the following information:
e “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

¢ “Reconciliation Process” on page 4

Account Distribution Report

The Account Distribution Report for reconciliation is similar to the invoice report with the same name; however
this report has predefined defaults to help you identify the transactions that are part of your subsidiary ledger
activity.

The Account Distribution Report provides distribution details for transactions contained in or produced by
Accounts Payable. The detail report lists all transactions and associated debits and credits by account number.
The summary report shows the total debits and credits associated with each account. Adjustment transactions
are included to further facilitate the reconciliation process.

Note: For more information about running this report, see the Reconciliation Reports chapter of the Accounts
Payable Reports Guide.

The major use of this report is to reconcile Accounts Payable with the general ledger. The effects of Accounts
Payable transactions on the general ledger are illustrated by the report, which promotes reconciliation of the
system.

1@ new Account Distribution Report
File Edit View Favorites Tools Help

D alz?- |
1: General |2: Filtersl & Formatl

Report format: -

Inciude transactions with thesze dates

Puost Date: |<Specific ranges j Start date: I l End date: I j

I_ Create an output query of IInvoices 'I
Feport orientation: ILandscape 'I

Report format. In the Report format field, select “Detail” or “Summary” as the report format. The detail report
lists all transactions and associated debits and credits by account number in detail. The summary report
shows the total debits and credits associated with each account in summary. The detail account format can
be more useful than the summary account format for locating differences.

Include transactions with these dates. Specify a start date and an end date for the posted transactions you
want to include in the report. If the Start date field is blank, all activity is included up to the end date. If the
End date field is blank, all activity from the start date until present is included. If both fields are blank, all
activity is included.
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Create an output query of. If you mark this option, the system creates a query of the records you select to
include in the report. This query is available for use in other areas of the program.

Report orientation. If you create the report in summary format, you can select Portrait or Landscape. If you
create the report in detail format, the report prints in Landscape.

Open Invoice Report

Note: For more information about running this report, see the Reconciliation Reports chapter of the Accounts
Payable Reports Guide.

The Open Invoice Report for reconciliation is similar to the invoice report with the same name, however this
report has predefined defaults to help you identify the transactions that are part of your subsidiary ledger

balance.
The Open Invoice Report lists all unpaid invoices and unapplied credit memos for a specified date range.

Warning: Invoices paid with a credit memo will not appear on some reports if you mark the business rule
changing the invoice status to “Paid” when an applied credit memo reduces the invoice balance to zero. To

include these invoices on reports, unmark the business rule in Configuration.

This report should balance to General Ledger. However, if you have problems reconciling, check for manual
journal entries that affect the accounts payable liability account, and review the “Reconciliation Process” on

page 4.

12 new Open Invoice Report [ x| I

File Edit WView Favorites Tools Help
dadaE o= 2- |

1. General | 2 Format I

Show invaices open a3 of: |<Spe-:ifi-: dates j Date:

[~ Create an output queny of Ilnvoices ’I
Repart onentation: ILandscape 'I

Show invoices open as of. In the Show invoices open as of field, enter a specific date in the Date field. When
entering the this date, include invoices or credit memos posted through your reconciliation date, regardless

of transaction date.

Create an output query of. If you mark this option, the system creates a query of records you select to
include in the report. This query is available for use in other areas of the program.

Report orientation. If you are creating a Summary report, you can select Portrait or Landscape in the Report
orientation field. When creating a Detail report, this field is disabled.
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General Ledger Report

The General Ledger Report in detail is a list of transaction activity for accounts during a specified range of
accounting periods. Details include beginning and ending balances and debits and credits posted to the account.
You can filter by journal code to ensure only Accounts Payable transactions are included in the report. You may
want to remove this filter to determine if there are transactions posted to the account that did not use the
appropriate journal code.

If you use summary accounts in multiple funds, be sure to filter for all summary accounts.

Glossary: A journal code indicates the source of a transaction. These codes are maintained on the Tables tab of
Configuration in General Ledger. You can filter many reports by journal code.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.

Troubleshooting Accounts Payable
Reconciliation

Before you begin Accounts Payable reconciliation troubleshooting, familiarize yourself with “Reconciliation
Process” on page 4.

Using the Open Invoice Report and Account Distribution Report from Accounts Payable, and the General Ledger
Report in detail from General Ledger, you can check for discrepancies and reconcile Accounts Payable to General
Ledger. The Open Invoice Report may not equal the General Ledger balance for accounts payable for a number of
reasons:

Deleted invoices. Deleted invoices appear on the Open Invoice Report up until the deleted date. The invoice
shows as open in General Ledger from the original post date until the deleted date. When an invoice is
deleted, a screen appears so you can select a reversal date. Select the same period as for the invoice date.
You must post reversals to General Ledger before they reflect in the accounts payable account.

To display deleted invoices in Accounts Payable, select Tools, Options from the Invoices page of Records. On
the Records tab in Options, select Vendor Activity and mark Show deleted transactions.

Deleted credit memos. You must unapply a credit memo before you can delete it. To display deleted credit
memos in Accounts Payable, select Tools, Options from the Credit Memos page of Records. On the Records
tab of Options, select Vendor Activity and mark Show deleted transactions.

Manual journal entries. Manual journal entries to the accounts payable account in General Ledger do not
appear in Accounts Payable.

Different periods for transaction and post dates. Payments with payment and post dates in different
periods may also change the accounts payable summary account balance. These dates should be in the same
period. Invoices appear on the General Ledger Report based on post date. If a post date used is in a different
fiscal period from the invoice date, you will see a discrepancy between Accounts Payable and General
Ledger.

Beginning balances. You may inadvertently double post if beginning balances are entered into the accounts
payable account in General Ledger, and then enter invoices into Accounts Payable with a status of Not Yet
Posted. After posting, your General Ledger balance would be doubled.
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To ensure student billing activity is correctly reflected in the general ledger, reconcile Student Billing to the
accounts receivable account in General Ledger on a monthly basis.

As part of this reconciliation process, we recommend running the Account Distribution Report, Aged Accounts
Receivable Report, and Open Item Report in Student Billing. To access these reports, select Reconciliation
Reports from the Student Billing Reports page.

For information about additional reports you can use for reconciliation, see “Additional Reconciliation Reports”
on page 14.

Before running these reports, you should familiarize yourself with the following information:
¢ “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

¢ “Reconciliation Process” on page 4

Account Distribution Report

The Account Distribution Report for reconciliation is similar to the transaction report with the same name,
however this report has predefined defaults to help you identify the transactions that are part of your subsidiary
ledger activity.

The Account Distribution Report lists debit and credit amounts for accounts in General Ledger created by Student
Billing transactions and adjustments.

If you void payments from students or parents and create bank adjustments, they will not appear in the Account
Distribution Report. To find adjustment amounts that are part of your reconciliation, you can run a GL General
Ledger Report and filter for the journal code used when posting cash management adjustments. You can also run
the Bank Register Report and filter on cash management adjustments.

For more information about the Account Distribution Report, see the Reconciliation Reports chapter of the
Reports Guide for Student Billing.

12 new Account Distribution Report [ x]
File Edit WView Favorites Tools Help

dadam =2 |
1. General |2: Filtersl 2 Fc-rmatl

Report format: z

Include trangactions with theze dates -

Post date: |<Specific ranges j Start date: I I End date: I j

I_ Create an output query of IHecords 'I
Feport orientation: ILandscape 'I

Report format. In the Report format field, select “Detail” or “Summary”. The detail account format can be
more useful than the summary account format for locating differences.

Include transactions with these dates. Specify a start date and an end date for the posted transactions you
want to include in the report. If the Start date field is blank, all activity is included up to the end date. If the
End date field is blank, all activity from the start date until present is included. If both fields are blank, all
activity is included.

Create an output query of [ ]. If you mark this checkbox, you can select to create a query of accounts,
records, charges, credits, refunds, payments or deposits. You can use the query later in other areas of
Student Billing.
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Report orientation. If you create the report in summary format, you can select Portrait or Landscape. If you
create the report in detail format, the report prints in landscape.

Aged Accounts Receivable Report

The Aged Accounts Receivable Report for reconciliation is similar to the analysis report with the same name,
however this report has predefined defaults to help you identify the transactions that are part of your subsidiary
ledger balance.

The Aged Accounts Receivable Report provides a list of charge balances distributed to aging periods. This report is
useful for determining past due and current balances of records who own or are assigned activity. For example,
you can run the Aged Accounts Receivable Report to quickly see past due balances of your school’s student,
individual, and organization accounts.

Note: For more information about the Aged Accounts Receivable Report, see the Reconciliation chapter of the
Reports Guide for Student Billing.

The Aged Accounts Receivable Report is different than the Aged Accounts Payable Report. In Accounts Payable,
payments are included or excluded based on the “age as of date”. In Student Billing, charges, payments, and
credits are included based on the transaction date filters. The “aging as of date” is independent of the
transactions.

1@ new Aged Accounts Receivable Report E
File Edit View Favorites Tools Help

dada@ a7 2-

1: General |2: Addlessl x Folmat|

Calculate aging as of: |<Specifil: dates j Date: ||

[~ Create an output querny of IHecords VI
Report onientation: I Partrait o I

Calculate aging as of. In the Calculate aging as of field, enter a specific date for the aging period.
Create an output query of [ ]. If you mark this checkbox, the program creates a query of records or charges
included in the report. You can use the query later in other areas of Student Billing.

Note: Click Preview at any time to view the report as it will print using your selections and filters. Click Layout
to view a sample layout of the report without data.

Report orientation. In this field, select “Portrait” or “Landscape”.

Open Item Report

The Open Item Report for reconciliation is similar to the analysis report with the same name, however this report
has predefined defaults to help you identify the transactions that are part of your subsidiary ledger balance.

Use the Open Item Report to list unpaid charges and any credits and payments applied to those chargesin a
specific date range. On the report, mark the checkbox to include unapplied payments and credits. The total
amount of posted activity, including unapplied activity, should equal the balance of the receivables account.
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For more information about the Open Item Report, see the Reconciliation Reports chapter of the Reports Guide
for Student Billing.

1@ new Open Item Report [ x|

File Edit View Favorites Tools Help
da S =2 |

1. General | 2 Format |

Show bransactions open az of; |<Specific datex r| Dae |

I_ Create an output query of IHecords 'I
Fieport orientation: ILandscape 'I

Show transactions open as of. In the Show transactions open as of field, specify a date for transactions to
include. All transactions open as of this date are included.

Create an output query of [ ]. If you mark this checkbox, the program creates a query of the records or
charges included in the report. You can use the query later in other areas of Student Billing.

Note: Click Preview at any time to view the report as it will print using your selections and filters. Click Layout
to view a sample layout of the report without data.

Report orientation. In this field, select “Portrait” or “Landscape”.

Additional Reconciliation Reports

In addition to the Student Billing Reconciliation Reports, you can use the following reports to help you ensure
your student billing subsidiary ledger transactions are in balance with your general ledger:

Account Activity Report

The Account Activity Report lists all student activity, including charges, credits, and payments. This report
provides specific details for each transaction and receipt listed, including transaction or receipt number, date,
type, fee, and amount. You can compare this report’s total amount to the accounts receivable account in the
General Ledger Report.

For more information about the Account Activity Report, see the Transaction Reports chapter of the Reports
Guide for Student Billing.

Account Balance Report

The Account Balance Report lists each student’s name, grade, and account balance. If all activity is posted, and no
transactions are marked as Do Not Post, the total balance in this report should match the General Ledger Report.

For more information about the Account Balance Report, see the Transaction Reports chapter of the Reports
Guide for Student Billing.
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Transaction List

Using the Transaction List, you can list all charges and credits for all students. You must use this report in
conjunction with the Cash Receipts Report. To reconcile this report, use the formula of Total Charges - Total
Credits - Cash Receipts Report = Accounts Receivable Account.

For more information about the Transaction List, see the Transaction Reports chapter of the Reports Guide for
Student Billing.

Cash Receipts Report

The Cash Receipts Report displays a list of all payments and advance deposits received within a range of dates.
With this report, you can filter by both post status and date. Balances in this report should equal those of the
General Ledger cash account.

For more information about the Cash Receipts Report, see the Deposit and Receipt Reports chapter of the
Reports Guide for Student Billing.

General Ledger Report

The General Ledger Report in detail is a list of transaction activity for accounts during a specified range of
accounting periods. Details include beginning and ending balances and debits and credits posted to the account.

Once you run the report, subtract any manual entries or transactions not associated with the Student Billing
journal code. This general ledger balance should equal those balances presented in the Student Billing reports.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.

Transaction Journal

The Transaction Journal lists debits and credits posted to specific accounts for specified journal codes.

For more information about the Transaction Journal, see the Journal and Batch Reports chapter of the Reports
Guide for General Ledger.

Troubleshooting Student Billing Reconciliation

Before you begin Student Billing reconciliation troubleshooting, familiarize yourself with “Reconciliation Process”
on page 4.

If the numbers produced from the reports in Student Billing and General Ledger do not match, determine which
balance is higher. Then consider these scenarios:

Higher Student Billing Balance. Check for transactions entered with a post status of Do Not Post; General
Ledger does not reflect this activity unless the transactions were entered manually in General Ledger. Also,
any activity that has transaction and post dates in different periods may not appear in General Ledger for the
same time period.

Higher General Ledger Balance. Check for manual journal entries made to the account in question. Manual
journal entries to an account in General Ledger do not appear in Student Billing, and these entries change
the account balance. Activity with transaction and post dates in different periods may also affect this
scenario.



16 CHAPTER

Cash management adjustments not showing up in Account Distribution Report. If you void
payments from students or parents and create bank adjustments, they will not appear in the Account
Distribution Report. To find adjustment amounts that are part of your reconciliation, you can run a GL
General Ledger Report and filter for the journal code used when posting cash management adjustments. You
can also run the Bank Register Report and filter on cash management adjustments.
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To ensure accounts receivable activity is correctly reflected in the general ledger, reconcile the open item balance
in Accounts Receivable to the accounts receivable account in General Ledger on a monthly basis.

As part of this reconciliation process, we recommend running the Account Distribution Report, Aged Accounts
Receivable Report, and Open Item Report in Accounts Receivable. To access these reports, select Reconciliation
Reports from the Accounts Receivable Reports page.

Before running these reports, you should familiarize yourself with the following information:
e “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

¢ “Reconciliation Process” on page 4

Account Distribution Report

The Account Distribution Report for reconciliation is similar to the transaction report with the same name,
however this report has predefined defaults to help you identify the transactions that are part of your subsidiary
ledger activity.

The Account Distribution Report lists debit and credit amounts, created by Accounts Receivable transactions and
adjustments, for General Ledger accounts.

If you void payments from clients and create bank adjustments, they will not appear in the Account Distribution
Report. To find adjustment amounts that are part of your reconciliation, you can run a GL General Ledger Report
and filter for the journal code used when posting cash management adjustments. You can also run the Bank
Register Report and filter on cash management adjustments.

For more information about the Account Distribution Report, see the Transaction Reports chapter of the Reports
Guide for Accounts Receivable.

AR New Account Distribution Report
File Edit View Favorites Tools Help

dada@ =2 |

1: General |2: Filtersl = Formatl

Report format: 15y -

Include transactions with these dates -

Fost date: |<Specific range j Start date: I I End date: I I

[~ Create an output queny of ICIients 'l
Report onentation: ILandscape 'I

Report format. In the Report format field, select “Detail” or “Summary”. The detail account format can be
more useful than the summary account format for locating differences.

Include transactions with these dates. Specify a start date and an end date for the posted transactions you
want to include in the report. If the Start date field is blank, all activity is included up to the end date. If the
End date field is blank, all activity from the start date until present is included. If both fields are blank, all
activity is included.

Create an output query of [ ]. If you mark Create an output query of, you can select for the program to
create a query of the included accounts, clients, charges, credits, invoices, returns, refunds, or payments. You
can use the query later in other areas of Accounts Receivable.

Report orientation. If you create the report in summary format, you can select Portrait or Landscape. If you
create the report in detail format, the report prints in Landscape.
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Aged Accounts Receivable Report

The Aged Accounts Receivable Report for reconciliation is similar to the analysis report with the same name,
however this report has predefined defaults to help you identify the transactions that are part of your subsidiary
ledger balance.

Use the Aged Accounts Receivable Report to list balances distributed in aging periods defined in Configuration.
This report is useful in determining past due and current balances of clients.

Note: We recommend you reconcile your subsidiary ledger transactions monthly.

The Aged Accounts Receivable Report is different than the Aged Accounts Payable Report. In Accounts Payable,
payments are included or excluded based on the “age as of date”. In Accounts Receivable, charges, payments,
and credits are included based on the transaction date filters. The “aging as of date” is independent of the
transactions.

You can use this report whether you use a single-party billing system or third-party billing system. If you use a
third-party billing system, keep the definitions of payer and recipient clients in mind:

e A payer is a person or organization responsible for paying a bill.

¢ Arecipient is a person or organization that receives a product or service, or has its balance reduced by a
payment or credit.

12 new Aged Accounts Receivable [ x]
File Edit View Favorites Tools Help

dadan = 2- |

1. General | 2 Format |

Calculate aging as of: |<Specific date x| Da= |

[~ Create an output queny of ICIients 'l
Report onentation: I Partrait % I

Calculate aging as of. In the Calculate aging as of field, enter a specific date for the aging period.

Create an output query of [ ]. If you mark Create an output query of, select Clients or Charges. The program
creates a query of clients or charges included in the report. You can use the query later in other areas of
Accounts Receivable.

Report orientation. In this field, you can select to print the report in Portrait or Landscape format.

Open Item Report

The Open ltem Report for reconciliation is similar to the analysis report with the same name, however this report
has predefined defaults to help you identify the transactions that are part of your subsidiary ledger balance.

Use the Open Item Report to list unpaid charges and any credits and payments applied to those chargesin a
specified date range. On the report, mark the checkbox to include unapplied payments and credits. The total
amount of posted activity, including unapplied activity, should equal the balance of the receivables account. If
you are using an unapplied payment account, the total amount of posted activity should equal the balance of the
receivables account and suspense account.
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For more information about the Open Item Report, see the Reconciliation Reports chapter of the Reports Guide
for Accounts Receivable.

12 new Open Item Report [ x|

File Edit WView Favorites Tools Help
DS =2 |

1. General | 2 Format |

Show transactions open az of; |<Specific dates z| Dat= ||

[~ Create an output queny of IEIients 'I
Feport orientation: I Partrait e I

Show transactions open as of. In the Show transactions open as of field, specify a date for charges to
include. All charges open as of this date are included.

Create an output query of [ ]. If you mark Create an output query of, select Clients or Charges. The program
creates a query of the clients or charges included in the report. You can use the query later in other areas of
Accounts Receivable.

Report orientation. In the Report orientation field, select “Portrait” or “Landscape”.

General Ledger Report

The General Ledger Report in detail is a list of transaction activity for accounts during a specified range of
accounting periods. Details include beginning and ending balances and debits and credits posted to the account.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.

Troubleshooting Accounts Receivable
Reconciliation

Before you begin Accounts Receivable reconciliation troubleshooting, familiarize yourself with “Reconciliation
Process” on page 4.

If the numbers produced from the reports in General Ledger and Accounts Receivable do not match, determine
which is higher. Then consider these scenarios:

Higher Accounts Receivable balance. Check for transactions entered with a post status of Do Not Post;
General Ledger does not reflect this activity unless the transactions were entered manually in General
Ledger. Also, any activity that has transaction and post dates in different periods may not appear in General
Ledger for the same time period.

Higher General Ledger balance. Check for manual journal entries made to the account in question. Manual
journal entries to an accounts receivable account in General Ledger do not appear in Accounts Receivable,
and these entries change the account balance. Activity with transaction and post dates in different periods
may also affect this scenario.

Processing payments when not using a single AR summary account. Keep in mind processing
payments with application dates and post dates in different periods can affect reconciliation.
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Assigning transactions a Do Not Post status when not using a single AR summary account. This
process can have a major impact on reconciliation. For example, suppose you enter an invoice for $100 as Do
Not Post, then enter a payment for $100 as Not Yet Posted, and then post. Finally, you apply the payment to
the invoice. These transactions do not correctly balance all accounts.

Cash management adjustments not showing up in Account Distribution Report. If you void
payments from clients and create bank adjustments, they will not appear in the Account Distribution Report.
To find adjustment amounts that are part of your reconciliation, you can run a GL General Ledger Report and
filter for the journal code used when posting cash management adjustments. You can also run the Bank
Register Report and filter on cash management adjustments.
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To ensure payroll activity is reflected correctly in the general ledger, reconcile Payroll to the cash account in
General Ledger on a monthly basis. You can reconcile each component of the payroll calculation separately.

As part of the reconciliation process, we recommend running the Account Distribution Report and Payroll Journal
from Payroll, and the General Ledger Report in detail from General Ledger.

You can run tax reports to match up tax amounts to the Payroll Journal. For more information about tax reports,
see the Mail Guide for The Financial Edge.

Before running these reports, you should familiarize yourself with the following information:
¢ “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

¢ “Reconciliation Process” on page 4

Account Distribution Report

The Account Distribution Report lists debit and credit amounts, created by Payroll calculations and adjustments,
for General Ledger accounts. The amounts should match the balance of the General Ledger accounts.

For more information about the Account Distribution Report, see the Transaction Reports chapter of the Reports
Guide for Payroll.

I3 New Account Distribution Report I
File Edit “iew Favortes Toolz Help

R & G e 2 |
2 Filtersl K3 Formatl

Repaort format: IDetaiI Yl

Include transactions with these dates.

Papment date: Ilnclude all dates 'l
Papment post date: Ilnclude all dates 'l
Period ending date: Ilnclude all dates 'l

™ Inchude adjustment tranzactions

[~ Create an output query of IErano_l,Jees ‘I
Report onentation; ILandscape ‘I

< Back | Mest » | Cancel | Print | Preview | Lapout |

Report format. In the Report format field, select Detail or Summary.

Payment date. In the Payment date field, select a date or date range for the payments to include in the report.
The dates referenced are the payment dates on checks and EFTs.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
payments are included up to the end date. If the End date field is blank, all payments from the start date
forward, including transactions with a date in the future, are included. If both fields are blank, all payments
are included.

Payment post date. In the Payment post date field, select a date or date range of payment post dates to
include in the report.



RECONCILING PAYROLL TO GENERAL LEDGER 25

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
payments are included up to the end date. If the End date field is blank, all payments from the start date
forward, including transactions with a post date in the future, are included. If both fields are blank, all
payments are included.

Note: For reporting purposes, we recommend using a single check per calculation. If you pay multiple
calculations with a single check, the entire check is omitted from the report, even if one calculation meets the
period end date filter.

Period ending date. In the Period ending date field, select a date or date range of payments to include in the
report based on period ending dates of associated calculations. If multiple calculations are paid by a single
check, the entire check is omitted from the report, even if one calculation meets the period end date filter.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
payments are included up to the end date. If the End date field is blank, all activity from the start date
forward, including payments with a post date in the future, are included. If both fields are blank, all activity is
included.

Include adjustment transactions. You can include adjustment transaction, which will show how
adjustments impact existing distributions.

Create an output query of [ ]. If you mark Create an output query of, you can select for the program to
create a query of the included accounts, employees, or payments. You can use the query later in other areas
of Payroll.

Note: Click Preview to view the report as it will print using your selections and filters. Click Layout to view a
sample layout of the report without data.

Report orientation. Select Portrait for the report to appear vertically or Landscape for the report to appear
horizontally. When running the report in detail, report orientation is automatically set to Landscape and
cannot be changed.

Payroll Journal

Using the Payroll Journal, you can review the components of each payment, including pay types, benefits, and
deductions, that calculate the net pay. You can also include the account distributions.
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For more information about the Payroll Journal, see the Transaction Reports chapter of the Reports Guide for
Payroll.

A2 New Payroll Journal I
File Edit “iew Favortes Toolz Help

BHRe & e ?- |

2: Filters | & Formatl

Include: I Paid Calculations j

Include payments with these dates

Payrment date: IIncIude all dates 'l
Period ending date: I|nc|ude all dates VI
Payment past date: IIncIude all dates 'l

[T Include employer liskilties and expenses

[~ Create an output query of IErano_l,Jees ‘I

Report Orientation: Landscape

< Back | Mest > | Cancel | Erint | Preview | Lapout |

Include. In this field, designate the types of calculations to include in the report. You can select paid, unpaid, or
include both types.

Payment date. In the Payment date field, select a date or date range for the payments to include in the report.
The dates referenced are the pay dates on calculations. If the calculations have been paid, the dates
reference the payment dates on the checks and EFTs.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
payments are included up to the end date. If the End date field is blank, all payments from the start date
forward, including transactions with a date in the future, are included. If both fields are blank, all payments
are included.

Note: For reporting purposes, we recommend using a single check per calculation. If you pay multiple
calculations with a single check, the entire check is omitted from the report, even if one calculation meets the
period end date filter.

Period ending date. In the Period ending date field, select a date or date range of payments to include in the
report based on period ending dates of associated calculations. If multiple calculations are paid by a single
check, the entire check is omitted from the report, even if one calculation meets the period end date filter.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
payments are included up to the end date. If the End date field is blank, all activity from the start date
forward, including payments with a post date in the future, are included. If both fields are blank, all activity is
included.

Note: Click Preview to view the report as it will print using your selections and filters. Click Layout to view a
sample layout of the report without data.

Payment post date. In the Payment post date field, select a date or date range of payment post dates to
include in the report. This field is available only if you are including paid calculations in the report.
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If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
payments are included up to the end date. If the End date field is blank, all payments from the start date
forward, including transactions with a post date in the future, are included. If both fields are blank, all
payments are included.

Include employer liabilities and expenses. Mark this checkbox to include a section in the report for
employer contribution benefits and employer taxes.

General Ledger Report

The General Ledger Report in detail is a list of transaction activity for accounts during a specified range of
accounting periods. Details include beginning and ending balances and debits and credits posted to the account.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.

Troubleshooting Payroll Reconciliation

If the numbers produced from the reports in General Ledger and Payroll do not match, determine which is
higher. Consider these scenarios:

Higher Payroll balance. Look for checks with a post status of Do Not Post; General Ledger does not reflect
this activity. Also, any activity with transaction and post dates in different periods may not appear in General
Ledger for the same time period.

Higher General Ledger balance. Check for manual journal entries made to the account in question. Payroll
does not reflect manual journal entries, and these entries change the account balance. Also, activity with
transaction and post dates in different periods may affect this scenario.
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To ensure fixed asset activity is correctly reflected in the general ledger, reconcile depreciation in Fixed Assets to
depreciation expense accounts in General Ledger on a monthly basis. Following this process ensures depreciation
expenses are being recorded properly.

As part of the reconciliation process, we recommend running the Account Distribution Report and Year-to-Date
Depreciation Report from Fixed Assets, and the General Ledger Report in detail from General Ledger.

Before running these reports, you should familiarize yourself with the following information:
e “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

¢ “Reconciliation Process” on page 4

Account Distribution Report

The Account Distribution Report is a list of debits and credits for specified accounts posted from Fixed Assets. The
debits and credits in this report should match the account detail in General Ledger.

For more information about the Account Distribution Report, see the Transaction Reports chapter of the Reports
Guide for Fixed Assets.

Ig New Account Distnibution Report I
File Edit Yiew Favortes Tools Help

== Rl el |

2 Filtersl 3 Formatl

Report Format: I Detail j

Include tranzactions for assets with these date:

Azszetin zervice date: Ilnclude all dates Vl
Aszzet dispozal date: Ilnclude all dates 'I

Include tranzactions with these date:

Transaction date: I|nc|ude all dates Yl
Post date: Ilnclude all dates 'I

W Include adjustment transactions

[~ Create an output query of assets

Report arientation; ILandscape 'I

< Back | Hest > | Caticel | Brirt | Fresview | Lapout |

Report Format. In the Report Format field, select the amount of detail you want in the report. Select Detail or
Summary.

Asset in service date. In the Asset in service date field, select the dates in which the assets were placed in
service. You can select to include all dates, a specific date, or a specific date range.

If you select <Specific range>, you can specify a start date and an end date. If you leave the Start date field
blank, all activity is included up to the end date. If you leave the End date field blank, all activity from the start
date until present is included. If you leave both fields blank, all activity is included.

Asset disposal date. In the Asset disposal date field, select the dates in which the assets were disposed or will
be disposed. You can select to include all dates, a specific date, or a specific date range.
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If you select <Specific range>, you can specify a start date and an end date. If you leave the Start date field
blank, all activity is included up to the end date. If you leave the End date field blank, all activity from the start
date until present is included. If you leave both fields blank, all activity is included.

Transaction date. In the Transaction date field, select dates of transactions to include in the report. You can
select to include all dates, a specific date, or a specific date range.

If you select <Specific range>, you can specify a start date and an end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

Post date. In the Post Date field, select the post dates for transactions to include in the report. You can select to
include all dates, a specific date, or a specific date range.

If you select <Specific range>, you can specify a start date and an end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

Include adjustment transactions. Mark this checkbox to include adjustment transactions in the report.

Create an output query of assets. If you mark this option, the program creates a query of the assets you
select and includes it in the report. This query is available for use in other areas of the program.

Report orientation. If you select Summary in the Report format field, you can select Portrait or Landscape in
the Report orientation field. If you select Detail, you can print the report in landscape format only.

Year-to-Date Depreciation Report

The Year-to-Date Depreciation Report lists both prior-year and year-to-date depreciation and depreciable basis.
The report total should match the detail General Ledger Report for all depreciation expense accounts. The
Year-to-Date Depreciation Report includes no specific account number filter; instead it assumes all departments
selected are posting to the same depreciation expense account.

For more information about the Year-to-Date Depreciation Report, see the Transaction Reports chapter of the
Reports Guide for Fixed Assets.

Ig Mew Year to Date Depreciation Report I
File Edit Wiew Favortez Toolz Help
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Calculate year-to-date depreciation as of. In the Calculate year-to-date depreciation as of field, select
Today or <Specific date>.

Asset in service date. In the Asset in service date field, select the dates in which the assets were placed in
service. You can select to include all dates, a specific date, or a specific date range.

If you select <Specific range>, you can specify a start date and an end date. If you leave the Start date field
blank, all activity is included up to the end date. If you leave the End date field blank, all activity from the start
date until present is included. If you leave both fields blank, all activity is included.

Asset disposal date. In the Asset disposal date field, select the dates in which the assets were disposed or will
be disposed. You can select to include all dates, a specific date, or a specific date range.

If you select <Specific range>, you can specify a start date and an end date. If you leave the Start date field
blank, all activity is included up to the end date. If you leave the End date field blank, all activity from the start
date until present is included. If you leave both fields blank, all activity is included.

Transaction date. In the Transaction date field, select dates of transactions to include in the report. You can
select to include all dates, a specific date, or a specific date range.

If you select <Specific range>, you can specify a start date and an end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

Post date. In the Post Date field, select the post dates for transactions to include in the report. You can select to
include all dates, a specific date, or a specific date range.

If you select <Specific range>, you can specify a start date and an end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

Create an output query of assets. If you mark this option, the program creates a query of the assets you
select and includes it in the report. This query is available for use in other areas of the program.

Report orientation. In the Report orientation field, select Portrait or Landscape.

General Ledger Report

The General Ledger Report in detail is a list of transaction activity for accounts during a specified range of
accounting periods. Details include beginning and ending balances and debits and credits posted to the account.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.

Troubleshooting Fixed Assets Reconciliation

If the numbers produced from the reports in General Ledger and Fixed Assets do not match, determine which is
higher. Consider these scenarios:

Higher Fixed Assets balance. Check for depreciation entered with a post status of Do Not Post; General
Ledger does not reflect this activity. Also, any activity with transaction and post dates in different periods
may not appear in General Ledger for the same time period.

Higher General Ledger balance. Check for manual journal entries made to the account in question. Fixed
Assets does not reflect manual journal entries, and these entries change the account balance. Also, activity
with transaction and post dates in different periods may affect this scenario.
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To ensure purchase order activity is correctly reflected in the general ledger, reconcile the open encumbrance
balance in Purchase Orders to the encumbrance liability account in General Ledger on a monthly basis.

As part of the reconciliation process, we recommend running the Encumbrance Report from Accounts Payable
and the General Ledger Report in detail. With these reports you can check for discrepancies and reconcile
Purchase Orders to General Ledger.

As another check, you can run a trial balance for only encumbrance amounts. The Encumbrance Report and the
account totals on the trial balance should match. The balance of the encumbrance summary account in General
Ledger should equal the grand total of the Encumbrance Report in Accounts Payable.

Before running these reports, you should familiarize yourself with the following information:
e “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

¢ “Reconciliation Process” on page 4

Encumbrance Report

The Encumbrance Report lists the encumbrance post balance and accounts and projects to which each line item
was posted. Before running the Encumbrance Report, you should first post all purchase orders.

For more information about the Encumbrance Report, see the Purchase Orders Reports chapter of the Reports
Guide for Accounts Payable.

Ig MNew Encumbrance Report I
File Edit Yiew Favortes Tools Help

== Rl el |

II 2 Filtersl g Formatl

Include purchase orders with these dates -
Purchase order date: I|nc|ude all dates 'I

Include line items with these post dates -
Post date: Ilnclude all dates 'I

W Include PO's whose encumbrance post balance is zemn

[~ Create an output guery of I\J'endors 'I

Feport Orientation: Landscape

< Back | Hest > | Caticel | Brirt | Fresview | Lapout |

Include purchase orders with these dates. In the Purchase order date field of the Include purchase orders
with these dates frame, select a date range or specific date.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all activity is
included up to the end date. If the End date field is blank, all activity from the start date until present is
included. If both fields are blank, all activity is included.

Include line items with these posting dates. In the Post date field of the Include line items with these
posting dates frame, select a date range or specific date.
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If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all activity is
included up to the end date. If the End date field is blank, all activity from the start date until present is
included. If both fields are blank, all activity is included.

Include PO’s whose encumbrance post balance is zero. To include purchase orders that have been fully
receipted, mark this checkbox.

Create an output query of. If you mark this option, the system creates a query of the record you select and
includes it in the report. This query is available for use in other areas of the program.

Note: Click Preview to view the report as it will print using your selections and filters. Click Layout to view a
sample layout of the report without data.

Report orientation. Landscape is the only report orientation available for this report.

General Ledger Report

The General Ledger Report in detail is a list of transaction activity for accounts during a specified range of
accounting periods. Details include beginning and ending balances and debits and credits posted to the account.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.

Troubleshooting Purchase Orders
Reconciliation

If numbers produced from reports in General Ledger and Purchase Orders do not match, determine which is
higher. Consider these scenarios:

Higher Purchase Orders balance. Check for transactions entered with a post status of Do Not Post; General
Ledger does not reflect this activity unless transactions were entered manually in General Ledger. Also, any
activity with transaction and post dates in different periods may not appear in General Ledger for the same
time period.

Higher General Ledger balance. Check for manual journal entries made to the account in question.
Purchase Orders does not reflect manual journal entries, and these entries change the account balance. Also,
activity with transaction and post dates in different periods may affect this scenario.

Numbers overall do not match. Review the encumbrance report for any purchase orders that may reflect an
inaccurate encumbrance balance. If the program includes any closed purchase orders with a remaining
encumbrance balance, contact Blackbaud Customer Support at 800-468-8996 for assistance.
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To ensure activity in The Raiser’s Edge is correctly reflected in the general ledger, reconcile gifts posted from
The Raiser’s Edge to General Ledger on a monthly basis.

As part of the reconciliation process, we recommend running the Account Distribution Report and General
Ledger Audit Report from The Raiser’s Edge, and the General Ledger Report in detail from General Ledger.

Before running these reports, you should familiarize yourself with the following information:
¢ “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

e “Reconciliation Process” on page 4

Account Distribution Report

The Account Distribution Report is a list by account number of gifts within a specific date range. You can run this
report by post status or gift type.

For more information about the Account Distribution Report, see the Reports Guide in the Raiser’s Edge
documentation.
» Running the Account Distribution Report

1. On the navigation bar in The Raiser’s Edge, click Reports. The Reports page appears.

2. Click Financial Reports. The Financial Reports page appears.

&% The Raiser's Edge

File Edit “iew Go Favortes Tools Help
e Home @ Reports » Financial Reports

i

Mew Account Distribution Report Cpen Celste, ..

it Distribution Report Mame Date Added Adder
Annual Statement Report
(2 Cash Receipts Journal
Constituent Giving History
EFT Participation Repart
General Ledger Audit Report
[ Gift Detail and Summary Repart
S Gift Enfry Validation
Gifts-in-Kind Report
Matching Gift Report
Oﬂwer Gifts Report
(2 stock GainyLoss Report

=l | _>|LI

I Only showe my reparts

-]

The Account Distribution Report provides a breakdown, by General Ledger accounts, of gifts within the
specified date range

IWEICDme to The Raizer's Edge 7

3. Inthe list on the left, select Account Distribution Report.
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4. On the action bar, click New Account Distribution Report. The New Account Distribution Report screen

5.
6.
7.

appears.

Ig New Account Distnibution Report
File Edit Favortes Help

HRS W= ?-

s )|

All records

 Include Giftz with these Dates

1: General |g; FiIters' 2 Gift Typesl 4 Attlibutesl 5 Ind. Addressl £ Crg. Addressl i Formatl

Date to use: IGift date

[~
Date: Ilnclude all dates j

r— Soft Credit Gifts To

& Dohar

" Soft credit recipients IUSB distribution an gift j

" Both IUse distribution on gift j

Include these Constituent:
¥ Inactive constituents

[ Deceased constituents

W Constituents with no walid addreszes

— Credit Matching Gifts To

" Diohor @ WG Company " Both

[~ Create IGift Yl output guery

< Back | Hest > | Canicel |

FErint | Previeﬂl Lapaut |

In the Date to use field of the Include Gifts with these Dates frame, select “GL post date”.
In the Date field, select “<Specific range>".

In the Start and End fields, enter beginning and ending dates for the reconciliation period.

Ig Mew Account Distribution Report
File Edit Favorites

RS R0 ?-

Help

—=]|

Include... | All records

1: General |g: Filtersl 2 Gift Typesl 4 Attlibutesl 5 Ind. Addressl & Org. Addressl IS Formatl

r Inchude Gifts with these D ates
Date to use; IGL post date j

[rate: |<S|:-ecific range; j

Skart: I‘I 001 /2001 ﬁl

r— Soft Credit Gifts To

& Donor
" Soft credit recipients IUSB distribution ar gift j
" Bath

IUse diztribution on gift j

Include these Constituent
V¥ Inactive constituents

™ Deceaszed conshituents

¥ Constituents with no valid addresses

— Credit Matching Giftz To

" Donar ' pG Company " Both

™ Create IGift 'I autput query

< Black | Mesit » | Cancel |

Frint Preview Layout

Presz F3 for today's date, F7 for calendar
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8.

10.
11.
12.

13. Click Print. A message appears telling you the program is processing the report.

Select the Gift Types tab.

Ig Mew Account Distribution Report
File Edit

RS R0 ?-

Favartes  Help

1 Generall 2 Filters

Gift T EEES:

=&l Pledge

I All Stock.
{5140 Gifts In Kind
=) &l drite Offs
=) Al Other

3l [vlv

[V Exclude zero amount gifts

™ Use zale date for zold stock Aproperty

™ Use zale amount for sold stock /property

™| Guttact Brakern e Fiam sold stankprapert

Pay-Cash

MG Pap-Cash

Fledge

Stock/Property
Stock/Property (Saold)
Pay-Stock/Property

MG Pap-Stock/Froperty
Pay-Stock./Property (Sold)
MG Pay-5tockProperty (5 old)
Giftin-Kind

[Z1 PaGifkim  ind

|
Load &l Defaults... |

< Back | Mesit » | Cancel |

Frint | F'revieyl Layout |

In the Gift Types frame, select gift types to include in the reconciliation. Click the single arrow to move

each gift type into the Include these Gift Types box.

Select the Format tab.
Select Detail in the list on the left.

In the Include Gifts frame, mark Posted.

Ig New Account Distnibution Report [_ ] I
File Edit Favortes Help
HE 5G] 2 |
1 Generall 2 FiIters' 2 Gift Typesl 4 Attlibutesl 5 Ind. Addressl 6 Org. Address 7 Format |
Headings Include Gifts
Criteria & Posted
Detail " Unposted
Sort/Break
" Both
Page Foater o
H',Epmt Footer I Include maiden name
Miscellaneous
I_5 Mame formats
=I-_5) Constituent
Individual
i |Z] Organization
Colar scheme
< Back | HERES, | Cancel | Erint | Preview | Layout |
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14. Click the Save button on the toolbar to save the new report. The Save Report as screen appears.

Save Report As I

Fieport ﬂame:l | Save I

Description:
- P Cancel |

¥ Other users may wn thiz Report

[ Other ugers may modify this Fepart

15. In the Report name field, enter a name for the report.
16. In the Description field, enter a description.

17. To give other users rights to run or modify this account distribution report, mark Others can run this
report and Others can modify this report.

18. Click Save to save the new report.

19. Close the screen. You return to the Financial Reports page and the account distribution report appears in
the grid.

General Ledger Audit Report

When you delete or reverse gifts, the program creates a reversing entry in General Ledger; however, deleted gifts
do not appear in reports from The Raiser’s Edge. The General Ledger Audit Report lists any posted activity
deleted from The Raiser’s Edge, including activity omitted from the Account Distribution Report. For more
information about the General Ledger Audit Report, see the Reports Guide in the Raiser’s Edge documentation.

Once you run the General Ledger Audit Report, you can remove activity from The Raiser’s Edge by either deleting
or adjusting activity. If you delete activity, the program creates reversing entries to post to General Ledger. If you
adjust activity, the program creates adjusting entries to General Ledger. You must post to General Ledger to
transfer the information.

» Running the General Ledger Audit Report
1. On the navigation bar in The Raiser’s Edge, click Reports. The Reports page appears.
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2. Click Financial Reports. The Financial Reports page appears. A list of all financial reports appears on the
left of the page.

&% The Raiser's Edge
File Edt “iew Go Favortes Tools Help

B Heme @ Reports » Financial Reports

Mew Account Diskribution Report Open Delste. ..

Mame Date Added Addet
2] Adjusted Gift Report
Anrual Staternent Repart

(B cash Receipts Journal
Constituent Giving History

EFT Participation Report
General Lecger Audit Repart
@Gift Detail and Summary Report
(2 Gift Enfry Validation
Gifts-in-Kind Report

Matching Gift Report

Other Gifts Report

B Stock GaingLoss Repart

Jid I LILI

™ Orily showe my reports

|

The Account Distribution Report provides a breakdown, by General Ledger accounts, of gifts within the
specified date range

lWeIcnme to The Raiser's Edge 7

3. Inthe list on the left, select General Ledger Audit Report.
4. On the action bar, click New. The New General Ledger Audit Report screen appears.

I3 New General Ledger Audit Report == E I
File Edit Favortez Help

WS R0 -2 \

1: General |g: Gift T_l,lpesl 3 Formatl

Include Gifts with these D ates

Date to use: {ENgRELE

Date: |Inchude &l dates j

< Black | Mesit » | Cancel | Frint | F'revieyl Layout |

5. In Date to use field of the Include Gifts with these Dates frame, select “GL post date”.

6. In the Date field, select “<Specific range>".
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7.

8.

9.

In the Start and End fields, enter beginning and ending dates for the reconciliation period.

Ig Mew General Ledger Audit Report
File Edit Favorites

RS R0 ?-

Help

—=]|

1: General |g: Gift T_l,lpesl 3 Formatl

Include Gifts with these D ates

=l
=

Date to use; IGL post date

[rate: |<S|:-ecific range;

Skart: I‘I 001 /2001 ﬁl

< Black | Mesit » | Cancel |

Frint Preview Layout

| Presz F3 for today's date, F7 for calendar

Select the Gift Types tab.

Ig Mew General Ledger Audit Report
File Edit Favorites

RS R0 ?-

Help

1: General 2 Gift Types || 3 Formatl
Gift TEEES: Include these Gift T
|4l Pladge Pay-Cash
I All Stock. MG Pay-Cash
{5140 Gifts In Kind Fledge
=4l write Offs 3 Stock/Property
=) Al Other 33 Stock/Property (Saold)
Pay-Stock/Property
£ MG Pap-Stock/Froperty
<< Pay-Stock./Property (Sold) e
MG Pay-5tockProperty (5 old)
Gift-in-Kind
Pay-Gift-in-K.ind
G Pay-Gift-in-Kind
[Z1 Mther LI
W Exclude zero amaount gifts Load All Defaults. |
< Back | Mesit » | Cancel | Frint | Preview | Layout |

In the Gift Types frame, select gift types to include in the reconciliation. Click the single arrow to move
each gift type into the Include these Gift Types box.

10. Click Print. A message appears telling you the program is processing the report.
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11. Click the Save button on the toolbar to save the new report. The Save Report as screen appears.

Save Report As I

Fieport ﬂame:l | Save I

Description:
- P Cancel |

¥ Other users may wn thiz Report

[ Other ugers may modify this Fepart

12. In the Report name field, enter a name for the report.
13. In the Description field, enter a description.

14. To give other users rights to run or modify this general ledger audit report, mark Others can run this
report and Others can modify this report.

15. Click Save to save the new report.

16. Close the screen. You return to the Financial Reports page and the general ledger audit report appears in
the grid.

General Ledger Report

The General Ledger Report in detail is a list of transaction activity for accounts during a specified range of
accounting periods. Details include beginning and ending balances and debits and credits posted to the account.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.
» Running the General Ledger Report in detail

1. From the Reports page in General Ledger, click Account Reports. The Account Reports page appears. A
list of all account reports appears on the left of the page.

#% The Financial Edge

File Edit Wew Go Faworites Tools Help

4 Back % Forward I Cormunity Services Inc. + General Ledger ~

12 Reports » Account Reports

Shorteuts

New ‘Dpen |Qelets : Reports
= Account
BT Account Profile Report Reports
art ol
5] Chart Validation Report Hame [bescripion [Date Created | Creat 21:‘0‘??50”

) Fund Profile Report
) Gereral Ledger Repart
2] Trial Balance Report

) Working Capital Scheduls Custom
Reports

Budget
Reports

Financial
Skatements

GASE 34
Reports

R

Journal and
Batch
Reports

Pivat
Reports

Project
Reports

HE

KT o

v Only show my reports

The Account Profile Report lists account information such as activity, attributes,
defaults, budgets, and a histary of changes.

Blackbaud Systems |

Welcome to General Ledger |

2. Inthe list on the left, select General Ledger Report.
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3. On the action bar, click New. The New General Ledger Report screen appears.

Ig Mew General Ledger Report
File Edit View Favortes Toolz Help

= DR RE RNl

2 Filtersl 3 Formatl

Include accounts from this chart template -

Template: I <Include all accounts» j

Include account activity &z of this date -
Date: | <3 pecific fiscal periods> (| 1240 /2004 to 12421 /2004

Start fizcal year: IThis fiscal pear j Start period: ILast fizcal period 'l
End fiscal year: IThis fiscal pear j End period: ILastfiscaIperiod 'I

™ Include encurbrance ranzactiong
= | [isplaw mrion encUmtnance belarces by A aeearis:
[~ Exclude accounts with zero beginning balances and no activiey

[~ Exclude accounts with no activity

[~ Create an output query of accounts

Feport arientation: ILandscape 'l

< Back | Mest » | Cancel | Print | Presview | Layout |

Note: You can change the results of a report by using different chart templates to run the same report. You can
define an unlimited number of templates in Visual Chart Organizer. For more information, see the Visual Chart

Organizer Guide.

4. In the Template field of the Include accounts from this chart template frame, select to include all or
selected accounts in the report. You can create chart templates in Visual Chart Organizer. For more

information, see the Visual Chart Organizer Guide.

5. In the Date field of the Include account activity as of this date frame, select “<Specific range>".
In the Start date and End date fields, enter the same starting and ending dates used for the reports in

The Raiser’s Edge.
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7. In the Report orientation field, select “Landscape”.

Ig Mew General Ledger Report I
File Edit View Favortes Toolz Help

S = el |

2 Filtersl 3 Formatl

Include accounts from this chart template -

Template: I <Include all accounts» j

Include account activity &z of this date -

Date: |<3pecitic range> | Start date: |m /0172005 |3||
End date: |m /3172005 =]

™ Include encurbrance ranzactiong
= | [isplaw mrion encUmtnance belarces by A aeearis:
[~ Exclude accounts with zero beginning balances and no activiey

[~ Exclude accounts with no activity

[~ Create an output query of accounts
Feport arientation: ILandscape 'l

< Back | Mest » | Cancel | Print Presview

Layout

8. Select the Filters tab.

9. In the Include column for the Accounts filter, choose “Selected”. The Accounts screen appears.

Accounts I
Include: @ Al & Quemny

Account I Description |

ak. I Cancel |

Note: You can use the small binoculars to search for an account segment or use the large binoculars to search
for an account number.

10. Inthe Account column, enter the account numbers for The Raiser’s Edge or click the binoculars to search
for the accounts.

11. Click OK. You return to the Filters tab and the selected account numbers appear in the Selected Filters
column.
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12. In the Include column for the Journals filter, choose “Selected”. The Selected Journals screen appears.

Selected Journals E I

Include: w0 Al

Filter ~ Meut Filker

Find: |

nchude these joumals

Description

[escription

Journal Entry
Accounts Payable
Allocation Management
Cash Management
Purchase Orders
Payroll

Student Biling
Accounts Receivable
Fired Aszets

Cash Receipts

The Raiser's Edge

o]

3]~ Blv

Cancel |

Tip: Create a code for each of your subsidiary ledgers in the Journal table in Configuration.

13. Select your journal for The Raiser’s Edge and click the single right arrow. The journal appears in the

Include these journals box.

14. Click OK. You return to the Filters tab and the Raiser’s Edge journal appears in the Selected Filters

column.
Ig Mew General Ledger Report I
File Edit Wiew Favortez Toolz Help
S R ?-
1: General 2 Filters |§: Formatl
Filters | Include Selected Filkers Iﬂ
Funds all <Al Funds =
Accounts Selected 01-4100-00, 01-4150-00
Account Attributes all <Al Account Attributes=
Account Codes al <Al Account Codes =
Projects all <all Projects=
Project Attributes all <All Project Attributes >
Classes all <Al Classes
Transaction Attributes al <Al Transaction Attributes:
Categories all Al Categories=
Journals Selected The Raiser's Edge
Mission(s) all Al Mission(s) =
Spendable/Mon-Spendabl... Al <Al Spendable/Mon-Spendableis) =
Petformance(s) all <Al Performance(s) = LI
< Back | Mest » | Cancel | Print | Presview | Layout |

15. Click Print. A message appears telling you the program is processing the report.
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16. Click the Save button on the toolbar to save the new report. The Save Report as screen appears.

Save Report as B I

Repaort name: |

Description:

¥ Others can tun this repart
[ Others can modify this report

& save | Cahoel |

17. In the Report name field, enter a name for the report.
18. In the Description field, enter a description.

19. To give other users rights to run or modify this general ledger report, mark Others can run this report
and Others can modify this report.

20. Click Save to save the new report.

21. Close the screen. You return to the Account Reports page and the general ledger report appears in the
grid.

Transaction Journal Report

The Transaction Journal lists the debits and credits entered directly from Journal Entry or posted from other
Blackbaud programs, such as The Raiser’s Edge.

For more information about the Transaction Journal Report, see the Journal and Batch Reports chapter of the
Reports Guide for General Ledger.

» Running the Transaction Journal Report

1. From the Reports page in General Ledger, click Journal and Batch Reports. The Journal and Batch
Reports page appears.

ﬂ The Financial Edge (Sample Data) E”EE\

Fle Edt Vew Go Favorites Tools Help

4 Back # Community Services Inc. * General Ledger -
F# Home L.L.'_I

i New Open Delete... Reports
[ records

I P yere— Account
Batch Detall Report Pt
Batch Summary Report

Recurting Balch Detail Repor || Name Description Date Created Crested By Process Time Othe QJL';]C;‘::"
i EUEVLEM Transaction Journal 09/14/2010 Supervisor 00:00:23

c = Budget
Reports

lg Reports Custom

Reports

:@ Query

& eiport
B

| General Ledger Financial
Processing

Statements
W) Visual Chart

Grant
= Reports
=l Organizer 0

. Journal and
@ Journal enry Batch
Reports
7. Alocation

Pivot
* 8 Management Reports

Project
Reports

L}
I~ Only show ray reparts

The Transaction Joumal ists the debits and credits entered ditecty from Joumal Entry or posted fiom other
Blackbaud products.

Welcome to General Ledger

2. Inthe list on the left, select Transaction Journal.
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3. On the action bar, click New. The New Transaction Journal screen appears. On the General tab, you set
parameters specific to the report and make selections about information included in the report.

A3 New Transaction Journal f'5_<|

File Edit View Favourites Tools Help
H a8 il
1: General ]g: Filters] 3 Format

Include tranzactions with these post dates

Date: o o fisc ~ | 09/01/2010 to 09/30/2010
Start fizcal pear. |This fiscal pear j Start period: | This fiscal period  +
End fiscal pear: |This fiscal pear j End period: | This fizcal period

Include these transaction types: |F|egular and Encumbrance j

[ Create an output query of accounts

Report orientation: |Landscape +

| Mest » | Cancel | Frint | Freview | Lapout |

4. Inthe Date field, select a date or date range for the posted transactions you want to include. Use the
same date range specified in the Account Distribution Report.

If you select <Specific range>, you can specify a start date and an end date. If you leave the Start date
field blank, all activity is included up to the end date. If you leave the End date field blank, all activity from
the start date until present is included. If you leave both fields blank, all activity is included.

In the Report orientation field, select “Landscape”.

Select the Filters tab. On this tab, you can include information based on criteria such as transaction,
batches, categories, and journals. For example, you can include certain journals, and journals not
selected do not appear on the report.

A3 New Transaction Journal @

File Edit View Favourites Tools Help

Hdagam o= 2-

Filters Indude Selected Filters A
Transactions Al <Al Transactions> =
Batches Al <Al Batches>
Categories All <All Categories =
Journals Selected The Raiser's Edge
Grants Al <All Grants >
Projects All <All Projects =
Project Attributes All <All Project Attributes =
Transaction Attributes Al <Al Transaction Attributes >
Mot Yet Posted Transactions MNone <MNone>
Accounts Selected Query: Accounts other than Transfer
Account Codes Al <All Account Codes>
Account Attributes Al <All Account Attributes
Funds Al <Al Funds> R
< Back | Mest » | Cancel | FErint | Preview | Lapout |

7. To create the Transaction Journal to reconcile to the Account Distribution Report from The Raiser’s Edge,
select the following filters:
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Tip: Create a code for each of your subsidiary ledgers in the Journal table in Configuration.

¢ Journals - Selected - The Raiser’s Edger (or Journal code used when posting from Raiser’s Edge).
¢ Not Yet Posted Transactions - None (default)

¢ Accounts - Selected - Choose an account query filtering out Transfer accounts, or any other accounts
used for balancing interfund entries.

8. Select the Format tab.

A3 New Transaction Journal

File Edit View Favourites Tools Help
dasem al=?-

il General] 2 Filters 3 Format l

Headings Sort/Break

Criteria

[Dretail Sort by Category Order by Br... &8
B Sot/Break Journal Ascending
Page Footer O
Report Foater O
Miscellaneous

Colour Scheme 4]

Break Header for Journal

Text before value: |

Teut after value: |

Break Footer for Journal
v P

[ Print count as a percentage of tatal

™ Page break on each new Journal

< Back | | Cancel | Frint | Preview | Lapout |

9. Inthe Sort/Break section of the Format tab, sort by “Journal” and ensure the Break? checkbox is marked.
10. In the Break Footer for Journal section, mark the Print count per Journal checkbox.
11. Click Print. A message appears telling you the program is processing the report.
12. Click the Save button on the toolbar to save the new report.

Troubleshooting Raiser’s Edge Reconciliation

Numbers produced from reports in The Raiser’s Edge and General Ledger may not match because of activity not
yet posted or imported. You can post from The Raiser’s Edge in two ways: posting directly to General Ledger, or
posting from The Raiser’s Edge and then importing the file into General Ledger.

If The Raiser’s Edge contains gifts not yet posted or if posted batches are not imported (or are mistakenly
imported more than once), balances in General Ledger will be affected.
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To ensure cash receipt activity is correctly reflected in the general ledger, reconcile deposits in Cash Receipts to
the cash account in General Ledger on a monthly basis. Although bank statements should reflect all deposits, you
can also run reconciliation reports to balance cash accounts.

As part of the reconciliation process, we recommend running the Deposit List and Account Distribution Report
from Cash Receipts, and the General Ledger Report in detail from General Ledger.

Before running these reports, you should familiarize yourself with the following information:
e “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

¢ “Reconciliation Process” on page 4

Deposit List

Note: To see more detail about a deposit, you can run the Deposit Report.

The Deposit List provides summarized deposit information, including deposit number and deposit date, and
provides a grand total. For more information about the Deposit List, see the Deposit and Receipt Reports chapter
of the Reports Guide for Cash Receipts.

I3 New Deposit List I
File Edit View Favortes Toolz Help

S = el |

2 Filtersl 3 Formatl

Include deposits with these dates

Deposit date: Ilnclude all dates ‘I
Entered on date: Ilnclude all dates ‘I
Post date: Ilnclude all dates ‘I
Include deposit numbers from: I ﬁl To I ‘ﬂl

[ Only include deposits whose amounts are greater thar; I

Include deposits from
W Accounts Feceivabls
¥ Cazh Receipts
[V Student Billing

[~ Create an autput queny of deposits

Feport arientation: ILandscape 'I

< Back | Mest » | Cancel | Print | Presview | Layout |

Deposit date. In the Deposit Date field, select a date or date range for transaction dates to include in the
report.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all activity is
included up to the end date. If the End date field is blank, all activity from the start date until present is
included. If both fields are blank, all activity is included.

Entered on date. In the Entered on date field, select a date or date range for which deposits were entered into
the program.

Post date. In the Post Date field, select a date or date range for post dates to include in the report.



RECONCILING CASH RECEIPTS TO GENERAL LEDGER 53

Include deposit numbers from [ ] to [ ]. In the Include deposit numbers from [ ] to [ ] field, enter or select a
range of deposit numbers to include in the report. If you leave both fields blank, the report includes all
deposit numbers.

Note: Click Preview to view the report as it will print using your selections and filters. Click Layout to view a
sample layout of the report without data.

Only include deposits whose amounts are greater than [ ]. Mark this option to enter the minimum
deposit amount to include in the report.

Include deposits from [ ]. Mark the checkbox for each program whose deposits you want to include in the
report. The options appearing depend on the programs you have installed (Accounts Receivable, Cash
Receipts, or Student Billing).

Create an output query of deposits. Mark this option to create a query of deposits that appear in the
report. This query is available for use in other areas of the program.

Report orientation. Select Portrait for the report to appear vertically or Landscape for the report to appear
horizontally.

Account Distribution Report

The Account Distribution Report is a list of debits and credits for specified accounts posted from Cash Receipts.
The debits and credits in this report should match the account detail in General Ledger. For more information
about the Account Distribution Report, see the Transaction Reports chapter of the Reports Guide for Cash
Receipts.

Ig Mew Account Distribution Report E I
File Edit View Favortes Toolz Help

e R -~ - |
2 Filtersl & Formatl
Report format: IDEtaﬂ j

Include tranzactions with these dates -

Transaction date: Ilnclude all dates 'I
Past date: Ilnclude all dates "I

™ Include adjustment transactions

v Include miscellaneous entries

[~ Create an output guery of IAccounts 'l
Fieport orientation: ILandscape 'I

< Back | Mest » | Cancel | Print | Presview | Layout |

Report format. In the Report format field, select Summary or Detail. The detail report lists all transactions and
associated debits and credits by account number. The summary report shows the total debits and credits
associated with each account.

Transaction date. In the Transaction date field, select a date range for transactions to include in the report.
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If you select <Specific range>, you can specify a start date and an end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

Post date. In the Post date field, select a date range for the post dates of transactions to include in the report.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all activity is
included up to the end date. If the End date field is blank, all activity from the start date until present is
included. If both fields are blank, all activity is included.

Include adjustment transactions. Mark this checkbox to include original transactions and their adjusting
transactions in the report.

Include miscellaneous entries. Mark this checkbox to include miscellaneous entries in the report. A
miscellaneous entry is a one-time adjustment you use in lieu of negative cash amounts.

Note: Click Preview to view the report as it will print using your selections and filters. Click Layout to view a
sample layout of the report without data.

Create an output query of [ ]. Mark Create an output query of, to create a query of accounts or payments
that appear in the report. You can use the query later in other areas of Cash Receipts.

Report orientation. If you select to create the report in summary format, you can select Portrait for the report
to appear vertically or Landscape for the report to appear horizontally. If you select to create the reportin
detail format, the Report Orientation field is disabled and the orientation is set to Landscape.

General Ledger Report

The General Ledger Report in detail is a list of transaction activity for accounts during a specified range of
accounting periods. Details include beginning and ending balances and debits and credits posted to the account.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.

Troubleshooting Cash Receipts Reconciliation

If numbers produced from reports in General Ledger and Cash Receipts do not match, determine which is higher.
Consider these scenarios:

Higher Cash Receipts balance. Check for transactions entered with a post status of Do Not Post; General
Ledger does not reflect this activity unless transactions were entered manually in General Ledger. Also, any
activity with transaction and post dates in different periods may not appear in General Ledger for the same
time period.

Higher General Ledger balance. Check for manual journal entries made to the account in question. Cash
Receipts does not reflect manual journal entries, and these entries change the account balance. Also, activity
with transaction and post dates in different periods may affect this scenario.
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To ensure activity in The Patron Edge is correctly reflected in the general ledger, reconcile gifts posted from
The Patron Edge to General Ledger on a monthly basis.

As part of the reconciliation process, we recommend that you run the Closed Drawer Report and the General
Ledger Pre-Post Report in The Patron Edge before creating the export file of transactions. For more information
about exporting transactions from The Patron Edge, see The Patron Edge and The Financial Edge Integration
Guide.

After importing and posting the transactions in The Financial Edge, you should run the General Ledger Report in
detail from the Reports page of General Ledger. You can run this report specifically for transactions with a
“Patron Edge” journal code. You should then compare the reports with those you generated in The Patron Edge
and make sure the transactions match.

Before running these reports, you should familiarize yourself with the following information:
¢ “Considerations Before Reconciling” on page 2

e “Steps to Prevent Errors” on page 3

¢ “Reconciliation Process” on page 4

Closed Drawer Report

From Administration, you can run a Closed Drawer Report that provides a rundown of the transactions associated
with each drawer closing that occurred during a specified period of time.
» Running the Closed Drawer Report

1. From The Patron Edge, access the navigation bar and click Administration. The Administration screen
appears.

In the treeview, double-click Reports and then Daily.
Under Daily, double-click Closed Drawer Report. The Closed Drawer Report screen appears.

P |Closed Drawer, Report

Report Period

From Date [Bl/10/2005 -
To Date 11/10/2005 e

v Break down by Drawer ?

v Sort by Close Register Number

Site all j

Drawgdl j

W Include Sales Details ?
W Include Show Details ?
W Include Totals 7

[~ Totals Only ?

[™ Include Payment Details ?
Al -

v Detailed by Yernue

™ Summarize By Account Mumber

Print | Back.
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In the From Date and To Date fields, specify the dates during which the drawer closings to include
occurred. Any transactions associated with the drawer closings during the specified period of time will be
included.

Mark Break Down by Drawer to show transactions grouped by the drawer in which they were received
and processed.

Mark Sort by Close Register Number to show transactions sorted by the register number in which they
were processed.

In the Site field, select the site for which you are running the report. For example, a common site is “Box
Office”

In the Drawer field, select the drawer for which you are running the report. The default selection is “All.”

9. Toinclude sales details, show details, and/or totals, mark the corresponding checkboxes. To include only

10.

11.

12.

totals, mark the Totals Only checkbox. If you include only totals, the other checkboxes are inactive.

To include detailed report information about the drawer transactions at each of venue, mark Detailed by
Venue.

To summarize the transactions by account, mark Summarize By Account Numbers. If you mark this
option, the sales details, show details, show totals, and totals only checkboxes are inactive.

When you are ready to run the report, click Print. The report prints to your default printer.

General Ledger Report

From The Financial Edge, you can run the General Ledger Report in detail, which provides a list of transaction
activity for accounts during a specified range of accounting periods. Details include beginning and ending
balances and debits and credits posted to the account.

For more information about the General Ledger Report, see the Account Reports chapter of the Reports Guide for
General Ledger.
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» Running the General Ledger Report in detail

1. From the Reports page in General Ledger, click Account Reports. The Account Reports page appears. A
list of all account reports appears on the left of the page.

EZ | The Financial Edge (Sample Data),

Fle Edit Wisw Go Favortes Tools Help
4 pack Community Services Inc, « General Ledger ™
L]
New Open Delets | Reports
- Accourt
‘Account Frofle Report Reports
Chart of Accounts Report =
Chart Validation Report Description Date Created Created By Others May Madify :1?:;?;0"
Fund Profils Fiepert o
ol Ledas Fleno Budgst
¢ a Lfdﬂ F-EF—"’ General L. Supervisor Repirts
tial Balance Repor
Tuition R... 02j13j2002 s
‘working Capital Scheduls Lo 1191 HpSrVIsOr g Custom
GL detail .. 05{05/2002 Supervisor O Reports
Financial
Statements
GASE 34
Reports
Journal and
Batch
Reports
Fivat
Reports
Project
Reports
z2 ] L)
[~ Only show my rsports
The General Ledger Report provides transaction activity by account, based on a wide variety of
parameters over a range of accounting petiods
welcoms o Gereral Ledger

2. Inthe list on the left, select General Ledger Report.
3. On the action bar, click New. The New General Ledger Report screen appears.

3 New General Ledger Report r$_<|

File Edit Wiew Favotites Tools Help
> S R= o | = ?-

2 Filters] & Format]

Include accounts from this chart template

Template: | <Include all accounts> ﬂ

Inelude account activity as of this date

Date: | <Speiic fiscal periods> | 10012005 ta 10431 /2005

Start fiscal pear: | This fiscal year x| Startperind: |Last fiscal period ¥
End fiscal pear: |This fizcal year ﬂ End period: | Last fizcal perind -

[ Include encumbrance transactions
-

[ Exclude accounts with zero beginning balances and no activity

[ Exclude accounts with no activity

[ Create an output guery of accounts

Repart arientation: | Landzcape «

| Mext = | Cancel | Frrint Preview Lapout
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Note: You can change the results of a report by using different chart templates to run the same report. You can
define an unlimited number of templates in Visual Chart Organizer. For more information, see the Visual Chart
Organizer Guide.

4.

In the Template field of the Include accounts from this chart template frame, select to include all or
selected accounts in the report. You can create chart templates in Visual Chart Organizer. For more
information, see the Visual Chart Organizer Guide.

In the Date field of the Include account activity as of this date frame, select “<Specific range>".

In the Start date and End date fields, enter the same starting and ending dates used for the reports in
The Patron Edge.

In the Report orientation field, select “Landscape”.
Select the Filters tab.

8 Mew General Ledger Report g|
File Edit ¥iew Favorites Tools Help
dasam o= ?-
1. General K3 Format]
£ ¥
Filters Include Selected Filters ~
Funds all <Al Funds =
Accounts all <all Accounts=
Account Attribubes all <Al Account Attributes >
Account Codes all <all Account Codes>
Projects all <Al Projects >
Praject Attributes all <Al Praject Attributes:>
Classes all <pll Classes=
Transaction Attribukes all <all Transaction Attributes =
Cakeqgories all <Al Categories =
Journals all <Al Journals:
Mok Yet Posted Transactions None <MNone=
Mission(s) all <l Mission(s)=
Spendableffon-Spendabl,.. Al <Al SpendableMon-Spendableis) > 3
< Back Mext = Cancel Frrint Preview Lapout
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9. In the Include column for the Accounts filter, choose “Selected”. The Accounts screen appears.

Selected Accounts rgl
P4 O ekoies @ C « .
Account Crescription

0K | Cancel |

Note: You can use the small binoculars to search for an account segment or use the large binoculars to search
for an account number.

10. In the Account column, enter the account numbers for The Patron Edge or click the binoculars to search
for the accounts.

11. Click OK. You return to the Filters tab and the selected account numbers appear in the Selected Filters
column.

12. In the Include column for the Journals filter, choose “Selected”. The Selected Journals screen appears.

Selected Journals El

- o - 4 '3

Fird:
| Ihclude theze journals:
Description Dezcription

Journal Entry

Accounts Payable
Allocation Management
Cash Management

Purchasze Orders >
Pagroll b4
Studert Biling <
Accounts Receivable

Fired &zzets S

Cash Receipts
The Raiser's Edge

Ok | Cancel |

13. Select your journal code for The Patron Edge and click the single right arrow. The journal appears in the
Include these journals box.

14. Click OK. You return to the Filters tab and the Patron Edge journal appears in the Selected Filters column.
15. Click Print. A message appears telling you the program is processing the report.
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16.

17.
18.
19.

20.
21.

Click the Save button on the toolbar to save the new report. The Save Report as screen appears.

Save Report as gl

Report name: |

Degcription;

¥ Others can wn this report
[ Others can modify this report

& save ‘ Cancel ‘

In the Report name field, enter a name for the report.
In the Description field, enter a description.

To give other users rights to run or modify this general ledger report, mark Others can run this report
and Others can modify this report.

Click Save to save the new report.

Close the screen. You return to the Account Reports page and the general ledger report appears in the
grid.

Troubleshooting Patron Edge Reconciliation

Numbers produced from reports in The Patron Edge and General Ledger may not match because of activity not
yet posted or imported. If The Patron Edge contains transactions not yet posted or if posted batches are not
imported (or are mistakenly imported more than once), balances in General Ledger will be affected.
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