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2 CHAPTER

Glossary: A fund is a self-balancing set of accounts in The Financial Edge. Funds separate accounts into groups
that are specific to certain activities, donor-imposed restrictions, or objectives. You must set up funds in
General Ledger before you can enter accounts.

An account is a tool you use to group financial transactions posted from Journal Entry or programs such as
Accounts Payable or Accounts Receivable, or Payroll. Accounts show increases, decreases, and an ending balance
that provide a means for creating financial statements. Accounts are like containers for the information, or
transactions, entered in General Ledger. Each transaction must have an account assigned to it. Each account has
a unique number structure consisting of at least two segments — a fund and an account code. These account
segments help categorize transactions for creating financial statements.

To establish account user options, click Edit options for Accounts from the Accounts page. On the Options screen,
select the Records tab. In the tree view on the left, select Account or Account Activity. For more information
about options, see the Program Basics Guide.

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

Documentation for The Financial Edge shows you how to select, locate, and use the right resources for a
particular task. This chapter explains how to add, access, and work with account records. We recommend you
read this chapter thoroughly and try the procedures in this chapter with the sample database before working
with your account records.

Note: The Financial Edge uses Records to help you maintain information about all aspects of your accounting,
such as accounts, projects, and budgets. Account records hold all kinds of account information, including your
chart of accounts and budget information. You can either click the Accounts link or use the navigation tabs on
the Records page to access account records.

This chapter provides an explanation of the tabs on an account record. On the Account, Attributes, Budget,
Notes, and Default Transaction Attributes tabs, you can enter and edit information about an account. The Activity
and History of Changes tabs contain data entered through another source in the program and are only for
informational purposes on the account record. You do not add or edit data on these tabs.
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Accessing Account Records

Because records are such an important part of The Financial Edge, we have placed all record types for General
Ledger in one area so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet
to pull out a record or file. When you open Records, you can directly access several record types, including
account records. On the navigation bar in General Ledger, click Records and then click Accounts on the Records
page. The Accounts page appears.

% The Financial Edge
File Edit View Go Favaorites Toole Help
4 Back & Forwiard I Comrunity Services Inc, * General Ledger ™
Shortcuts I
I Records+ Accounts
= | Records
what do you want to do? T
T add & New Arcount 7\, Create Multiple Accounts Budgets
@ Open an Account @ Delete Multiple Accounts
e &=
[5=. Edit options for Accounts \\\2’ Budget Tools...
Search for an Account by account number
i
Access a Recently used Account
01-1050-00 - Petty Cash
Monthly Reports
Web Links j
YWelcome to General Ledager |

The Accounts page is the starting point for account records. From this page, you can add a new account record or
open an existing record. From the Accounts page, you can create multiple accounts and edit budgets with Budget
Tools. To edit account options, click Edit options for Accounts. This link opens the Options screen for records.

Glossary: An account is a tool you use to group financial transactions posted from Journal Entry or programs
such as Accounts Payable, Accounts Receivable, or Payroll. Accounts show increases, decreases, and an
ending balance that provides a means for creating financial statements.

To help you quickly access account information, the Accounts page displays recently accessed account records. To
save time when searching for a specific account record, you can use the Search for an Account by account
number field. This is especially useful if your organization has a large number of accounts. For more information
about searching for records, see the Program Basics chapter of the Program Basics Guide.

Finding and Opening Account Records

Tip: On the Accounts page you can quickly find an account by number using the search feature in The Financial
Edge. For information about this feature, see the Program Basics Guide.

To find and open an account record, you need to be familiar with the Open screen. The Open screen has several
filters you can use to narrow a search and quickly locate the account you want to open. The search process is not
case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can use wildcard characters
if you are not sure how a word is spelled. For more information about wildcards, see the Query Guide. To access
the Open screen, click Open an Account from the Accounts page.



4 CHAPTER

» Opening an account record

If you have the optional module Projects and Grants or Budget Management, links for Projects and Budgets
appear on the Records page.

1. On the Records page, click Accounts. The Accounts page appears.
2.

Click Open an Account. The Open screen for accounts appears. For more information about using the
Open screen, see the Program Basics Guide.

Open

Find: IACCgunt j Search using queny: |<Default> ﬁlgé
= |De=n Ml Add a New Aecourt

Optionz

M Exact match only

Account: “working Capital | j
Description: | =|  CashFlow: | =l

Status: IActive 7| Class | =l
Cateqary: | j Last modified by: | j

Cotra: I j Last modified an: Ian}. tirne j
Coritrol: I j

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

Note: If you create an account “on the fly” and the attribute should be required, save and close the account
and reopen it to add the required attribute.

3. Inthe Find Accounts that meet these criteria frame, enter the criteria you are using to search for the

account. Criteria can include the account number, description, status, and category.

4. Click Find Now. The program searches the database and displays all accounts meeting the search criteria.

Note: The account record opens to the Account tab by default. In Options, you can select a different tab as the
default. For more information about setting the default tab, see the Program Basics Guide.
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5. Inthe grid, select an account and click Open. The account record opens to the Account tab.

$ 01-1000-00 - Operating Cash Account . =] 3]
File Edit View Account Favorites Tools Help

uSaveandOose-‘H X|Jj|" 4 » .I‘“_’fj Q|D|g|’_’}'|?' |

Account |N‘tnbL_rtes | Miv'rt)[l Budget I Notes | Default Transaction Attributes I HigtorycrfChangasI
Acoount [ ooc-00

Description: IDperating Cash Account

SR

Activednactive: IActwe

[~

Cash faw: ICash and Cash Equivalents

‘working capital ICunEnl Aszelz

Lef Lef Lo

Class: IUnrastnctad Het Assets

Default transaction codes:

Code Name Yalue I

tiszion

S pendable/Mon-Spendable
Performance

The Raiser's Edge

Grant Tracking

More
Spendable

|Press F7 for GL account lookup, Shift F7 for Fund segment search ‘

[ hsset | [ Cortral [ 10/15/2007

6. After you view or edit the record, click Save and Close on the toolbar. You return to the Accounts page.

Managing Account Records

You can add account information from the Accounts page of Records, from the File menu on the Accounts page,

and from the File menu of an existing account record. We recommend adding and opening records from Records
because it provides the easiest and most complete access to all record types.

Glossary: A budget is an estimate of the level of economic activity for a fiscal period. You can add budgets for
accounts and projects.

From the Accounts page, you can create and delete multiple accounts at one time and use Budget Tools. Click
Create Multiple Accounts to begin setting up multiple accounts based on existing account segments. Click Delete

Multiple Accounts to begin deleting multiple accounts based on existing account segments. Click Budget Tools to
create, copy and forecast, merge, finalize, and delete budget scenarios.

Note: You can make an account inactive only if you have rights established from the Set up system security
link of Administration. For step-by-step procedures on making records inactive, see the Program Basics Guide.

Once you create, save, and close an account record, you can make changes or add new information by editing the
record. If you have accounts you no longer use or are not valid, we recommend you make the account inactive
instead of deleting the record. You cannot delete an account record if activity or budgets exist in the account.

Importing records is an efficient process in which you move data from other programs into The Financial Edge.
Importing is particularly useful if your organization maintains two databases or if you need to combine two or
more databases into one. With account imports, you can add account information to existing accounts in the
database or create new accounts. For information about importing, see the Import Basics chapter of the Import
Guide.
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Adding Account Records

When you add an account record in General Ledger, we recommend enter as much as you can about the
account. Such information is more than just numbers; with account attributes and other textual details, you can

manage accounts accurately and efficiently. You can enter budget information, copy a range of accounts from
one fund to another, and create default attributes for transactions.

» Adding an account record

Note: The heart of the account record is the Account tab. This tab stores general account information, such as
account number and description, account status, and cash flow and working capital category descriptions. If
you have the optional module Projects and Grants, you can edit information in the Default transaction codes
grid. For more information about transaction codes, see the Configuration Guide for General Ledger.

1. On the Accounts page, click Add a New Account. The New Account record opens to the Account tab.

‘ New Account

_ (o] x|
File Edit View Account Favorites Tools Help
dSa\reandGDsa"ﬂ | _-|N 4 b Dl‘_-- Q|B||‘|?v |
Accourt |;’-‘d‘tnbL_rtes | Adivi‘tzl Budget I HNotes | Default Transaction Attributes I Higtory of Changasl
bocount [EESSHEES FIE]
Drescription: I
Activednactive: IAE[WE j
[k s I ﬂ
“Working capital: I ﬂ
Class: I j
D efault transaction codes:
Code Mame Walue I
Mizsion
Spendable/Non-Spendable
Performance
The Raizer's Edge
Grant Tracking
[Press F7for GL account lookup, Shift F7 for Fund segmert search \ \ [ 101152007

Note: When you create a new account number, you are piecing together account segments already defined in

Configuration.

2.

3.
field by selecting an inactive status.

In the Account and Description fields, enter a new account number and account description.

In the Active/Inactive field, the program automatically enters “Active”. You can edit information in this

Select “Inactive - prevent data entry” to prevent data entry for transactions on this account but allow

existing transactions on this account to post.

Select “Inactive - prevent data entry and posting” to prevent data entry for transactions on this account
and prevent posting of existing transactions on this account. If you select “Inactive - prevent data entry
and posting”, the after field appears so you can enter an end date.

Note: The Cash Flow and Working Capital fields are activated only if you set up a balance sheet category

account, such as assets, liabilities, or net assets.
4,

In the Cash Flow field, the program automatically enters default cash flow information from the account

code. If there is no default cash flow defined, the cash flow from the fund is used.

5.
the account code.

In the Working Capital field, the program automatically enters default working capital information from
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Glossary: Class is a characteristic defined on each transaction in The Financial Edge to allow for the creation of

year-end financial statements.
6.

In the Class field, the program automatically enters “Unrestricted Net Assets” from the defaults defined in

Configuration for the account code. You can edit information in this field by selecting “Temporarily
Restricted Net Assets” or “Permanently Restricted Net Assets”.

A class is a subcategory that defines how funds are designated for use. You can define class as
unrestricted, restricted, or temporarily restricted for FAS 117 reporting.

7. Click Save and Close on the toolbar. You return to the Accounts page.

Adding Default Transaction Codes

A transaction code is another category of information for each transaction in a project record. You can make
transaction code fields required fields and use them to monitor the finances of an account over a long period of
time. If you have the optional module Projects and Grants, you can create default transaction codes when you
add the account record. Codes you select apply to all journal entries made to this account, and you can use them
to record financial transactions. For more information about defining transaction codes, see the Configuration

Guide for General Ledger.

» Adding default transaction codes to an account record

1. From an open account record, select the Account tab.

Note: Default transaction codes appear on the Account tab only if you have the optional module Projects and
Grants. For more information about defining transaction codes, see the Configuration Guide for General

Ledger.
2.

In the Value column of the Default transaction codes grid, select the transaction code to be added to all

associated journal entries by default. For example, if “Mission” is a transaction code, you can select the
name of your organization’s mission to be automatically associated with the open account record.

% Mew Account

_|ol x|
dSaveandOnsav‘H | ,.| H 1 » N ‘ E]|El| « | "J|?v |
Accourt |p¢mm_nes| Activity | Budget | Notes | Default Transaction Attributes | History of Changes |
Account |m-1000-00 F1E]

Description: IDperating Cash Account

Activednactive: IActNe j

Cash flawe: ICash and Cash Equivalents j

Warking capital IEunent Azt j

Class: IUnrastnctad Met Assets j
D efault transaction codes:

Code Name | Walug I
Mizsion frouth Serviced j
Spendable/Mon-Spendable Spendable
Performance
The Raizer's Edge
Grant Tracking
| \ [ \ [ 101152007

Note: The entries in the Code Name column are defined in Configuration. You cannot change entries in this

column.

3. When you finish defining default transaction codes, click Save and Close. You get a message telling you

the account has been saved.
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4. Click OK. You return to the Accounts page.

Adding Multiple Accounts

To quickly create a group of accounts, you can use Create Multiple Accounts from the Accounts page. When
creating multiple accounts, you are not reminded to add attributes if you made them required in Configuration.
You will need to perform a global change to add the required attribute to the group of accounts you create.

» Adding multiple accounts
Note: You define your organization’s account structure in Configuration. If you create an account “on the fly”
that should have a required attribute, save the account and reopen it to add the required attribute.

In this example, we create a range of accounts for the Administration department at an organization.
1. On the Accounts page, click Create Multiple Accounts. The Create Multiple Accounts screen appears.

% Create Multiple Accounts |
File Help
D 2- |
&5 Open . Clear &l Filters
Filters I Indude Selected Filters I
Funds Al ﬂ <All Funds
Account Codes Al <All Account Codes>
Department(s) All <All Department(s) =
[~ Print contral repart or: | %5chs-print24Canon-FD j Cancel | Freview | Lreate Accounts |
[ [ 10/15/2007

2. Inthe Filters column, click Account Codes and then click Open on the action bar. The Selected Account

Codes screen appears. For more information about filtering in The Financial Edge, see the Program Basics
Guide.

3. At the top of the screen, mark Range.
Glossary: An account code is a required account number segment used to assign an account number to one of
nine account categories: asset, liability, net asset, revenue, expense, gift, transfer, gain, or loss.

4. In the From Account Code and To Account Code columns, enter the numbers “1000” and “1050”. The
program automatically completes the Description columns.

Selected Account Codes

Include:

O Range

From Account... Description To Account C... Description
1000 Operating Cash Account ﬂ Petty Cash

5. Click OK. You return to the Create Multiple Accounts screen, and “1000 to 1050” appeatrs in the Selected
Filters column.

6. To select a department, click Department(s) in the Filters column, and then click Open on the action bar.
7. The Selected Department(s) screen appears. At the top of the screen, mark Selected.
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8.

In the box on the left, select Administration and click the right arrow to move Administration into the

Include these department(s) box.

Selected Department(s) x|

Find: |
noluds these department(s):
1o} | Description | 1o} I Description I
oo D efault
m Adminiztration
02 Development
03 Program Services ﬂ
04 School & Educational Sevices ﬂ
05 hizsions
0& Buildingz and Grounds ﬁ
o7 Technology Services ﬂ

[ Show inactive department(s)

ok

9. Click OK. You return to the Create Multiple Accounts screen; “01”, the department code for

Administration, appears in the Selected Filters column.

B Create Multiple Accounts i |
File  Help
&5 Open %, Clear &l Fiters

Filters I Include Selected Filters |
Funds Al <Al Funds=
Account Codes Selected 1000 to 1050 ﬂ
Department{s) Selected
[~ Print contral repart ar: | %che-print 24 Canon-FD j Cancel Frexiew | Qreate.&ccountsl

| [ 10152007
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10. To view a list of the accounts to be created, click Preview. The Create Accounts screen appears with a grid
listing the new account numbers.

Create Accounts x|

The following accounts will be created:
Create? Account Number ﬂ
01-1000-03
01-1030-03
01-1040-03
01-1050-03
02-1000-03
02-1030-03
02-1040-03
02-1050-03
03-1000-03
03-1030-03
03-1040-03
03-1050-03

04-1000-03 I
i | »

Create Accounts I Cancel |

ARAAARAAARR AR

Note: When creating multiple accounts, you are not reminded to add attributes if you made them required in
Configuration. You will need to perform a global change to add the required attribute to the group of accounts
you create. If you create an account “on the fly” that should have a required attribute, save the account and
reopen it to add the required attribute.

11. To create the accounts, click Create Accounts. You get a message asking if you want to create these
accounts.

12. Click Yes. The Create Accounts screen appears, displaying the progress of the process.

13. When the program finishes processing the accounts, the Accounts Created screen appears, listing the
number of accounts processed, the number successful, and the number of exceptions.

14. Click View Control Report to see details of the exceptions. Close the preview screen and return to the
Create Multiple Accounts screen.

15. Close the Create Multiple Accounts screen and return to the Accounts page.

Deleting Multiple Accounts

Glossary: An account is a tool you use to group financial transactions posted from Journal Entry or programs
such as Accounts Payable, Accounts Receivable, or Payroll. Accounts show increases, decreases, and an
ending balance that provides a means for creating financial statements.

To quickly delete a group of accounts, click Delete Multiple Accounts from the Accounts page. When deleting
multiple accounts, you can delete all or selected accounts, a range of accounts, or accounts in a query.

» Deleting multiple accounts

Warning: We strongly recommend you back up your database before deleting accounts. You cannot undo a
deletion; however, you can revert to a backup database.
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In this example, we delete accounts with selected funds and account codes.
1. On the Accounts page, click Delete Multiple Accounts. The Delete Multiple Accounts screen appears.

% Delete Multiple Accounts |
File Help

®|?- |

{
&5 Open 5 Clear &l Filters
Filters I Indude Selected Filters I

Accounts Mﬂ <All Accounts =

Funds Al <All Funds

Account Codes Al <All Account Codes>

Department(s) All <All Department(s) =

Account Attributes Al <All Account Attributes

[~ Print contral repart or: | %5chs-print24Canon-FD j Cancel Freview | Delete Accounts |
[ [ 10/15/2007

Glossary: An account code is a required account number segment used to assign an account number to one of
nine account categories: asset, liability, net asset, revenue, expense, gift, transfer, gain, or loss.

2. Set filters to select Funds “02” and “03”. Select Account Code “1100”. For more information about
filtering in The Financial Edge, see the Program Basics Guide.

3. Toview a list of the accounts to be deleted, click Preview. The Delete Accounts screen appears with a grid
listing the accounts you selected.

4. To delete the accounts, click Delete Accounts. You get a message asking if you want to delete these
accounts.

Click Yes. The Delete Multiple Accounts screen appears displaying the progress of the process.

6. When the program finishes deleting the accounts, the Accounts Deleted screen appears with the number
of accounts processed, the number successful, and the number of exceptions.

7. Click View Control Report to see a detail of the exceptions. Close the preview screen and return to the
Delete Multiple Accounts screen.

8. Close the Delete Multiple Accounts screen and return to the Accounts page.

Managing Account Budgets

From an open account record, you can select a budget scenario, distribute account budgets, load account budget
distributions, or adjust account budget totals.

Glossary: A budget is an estimate of the level of economic activity for a fiscal period. You can add budgets for
accounts and projects.

If you have the optional modules Projects and Grants and Budget Management, you can create project, grant,
and account budgets at the same time. We recommend you initially define budgets from the project or grant
perspective. When you create a project or grant budget, the program automatically creates the related account
budget. The only time you need to create the budget from the account occurs when you have a figure to be
budgeted to the account but not distributed to any project or grant.

Note: On the Budget tab, you can enter and modify the budget for any account for budgets not yet finalized
for any of the fiscal years defined in Configuration.
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On the Budget tab, you can define a budget for an account. On this tab, you can enter projected account budgets
for several years. If you have the optional module Budget Management, you can use the Budget Manager, make
adjustments to account budgets, and finalize an account budget. For more information about using the Budget
Manager, see the Budget Management chapter. If you have the optional module Projects and Grants, you can use
project/grant distributions. For more information about projects, see the Projects and Grants chapter.

You can add and distribute account budget amounts using three methods:
¢ Manually entering an amount into each applicable period
¢ Distributing an amount evenly

¢ Distributing an amount or set of defined percentage distributions

Adding Account Budgets

You can expand account information on the Budget tab of the account record. On this tab, you can enter
projected account budgets for several years. If you have the optional module Budget Manager, you can develop,
copy, forecast, and monitor multiple budget scenarios for the current, past, and future fiscal years.

» Adding an account budget

1. From an open account record, select the Budget tab.

% 01-1000-00 - Operating Cash Account

=10l x|
File Edit View Account Favorites Tools Help
uSaveandClose-‘H )(|\_¢]é||‘| L 'l‘i‘.’a |D|ﬂ|3‘3’|?' |
Agccuntl Attributes | Activity Budget |ﬂotes | Default Transaction Attributes I Hi;torychhangesI
Scenario D ui} A Distribute Total Load Budget Distribution...  Adjust Total
Start Fiscal Year: IThis fiscal year j Period I End Date I Amount I Percent I Motes
Budget type: W SELD /3101 $0.00
2007 -2 02/28/2007 $0,00
Total Budget: $0.00 2007 -3 03/31/2007 &0.00
Edit Amnount vl 2007 -4 04/30/2007 $0.00
2007 -5 05/31/2007 $0.00
2007 -6 06,/30,/2007 $0.00
2007 -7 07/31/2007 $0.00
2007 -8 08/31/2007 0,00
2007 -9 02//30/2007 $0.00
2007 - 10 10/31/2007 0,00
2007 -11 11/30/2007 $0,00
2007 - 12 12312007 £0.00
Totals: 50,00
Budget Notes... | Praject!Grant Distribution... | {Bldget Manager Adiustments,..
\ [ Asset | [ Contral [£) 10152007

Tip: If you have the optional module Budget Management, you can add a budget by clicking Budget from the

Records page. This can speed up data entry by using batch entry. For more information about using Budget
Management, see the Budget Management chapter.

2. Inthe Scenario ID field, select a budget scenario.

3. In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.
The Budget type field is read-only and displays the budget type for the fiscal year and scenario you
selected.
In the Total Budget field, enter the total amount you want to include in the budget for the year.

5. Inthe Edit field, select “Amount” or “Percent”.
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If you select “Amount”, you can edit data in the Amount column, and the Percent column is for
informational purposes only.

If you select “Percent”, you can edit data in the Percent column, and the Amount column is for
informational purposes only.

6. To add notes about this budget, click Budget Notes. The Budget notes screen for the selected account
appears.

7. Inthe text box, enter notes about this budget

& Budget notes for 01-1000-00 _ (O] x|
'we do nat anticipate ruch activiy in January. ;I
ak | Cancel |

8. Click OK. You return to the Budget tab.

Note: If you have the optional module Projects and Grants, you can click the Project/Grant Distribution
button to distribute the budget to projects and/or grants. The Project/Grant Distribution button appears only
if you defined a grant-tracking transaction code in Configuration.

9. Click Save and Close. You return to the Accounts page.

Distributing Account Budgets Evenly

On the Budget tab of an open account record, you can enter and evenly distribute account budgets. Entering and
distributing account budgets gives you the flexibility of entering budget figures that you can adjust to reflect
irregular or seasonal fluctuations. You can use a distribution defined in Configuration by clicking Load Budget
Distribution. If you distribute a budget evenly, you can enter the amount of the budget distribution and click a
button to save time and ensure accuracy.

Note: A fiscal year budget can contain from one to 13 periods. If you have the optional module Budget
Management, a period range budget can span fiscal years and contain from one to 99 periods.

» Distributing an account budget evenly

In this example, we evenly distribute the account budget for the Smith Trust account for the last fiscal year.
The budget is for $15,000, and we want to edit the budget by amount.

1. From an open account record, select the Budget tab.
2. In the Scenario ID field, select “01”.
3. Inthe Start Fiscal Year field, select “Last fiscal year”.

The Budget type field is read-only and displays the budget type for the fiscal year and scenario you
selected.

4. In the Total Budget field, enter the amount $15,000.

Note: On the Budget tab, you can enter and modify the budget for any account for budgets not yet finalized
for any of the fiscal years defined in Configuration.
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5. Inthe Edit field, select “Amount”.

% 01-1000-00 - Operating Cash Account =] 3
File Edit View Account Favorites Tools Help
ﬂjSaveandGose-‘H x|mé|“ L u‘!{s |D|5J|2:Il T |
Agecuntl Aftributes | Activity Budget |ﬂotes | Default Transaction Attributes I Higtorychhangesl
Scenario D ui} i Distribute Total Load Budget Distribution...  Adjust Tatal
Start Fiscal Year: IThis fiscal year j Period I End Date I Amount I Percent I Motes
Budget type: W SEES 0131007 $0.00
2007 -2 02/23/2007 $0.00
Total Budget: $0.00 2007 -3 03/31/2007 .00
Edit Amount v[ 2007 -4 04/30/2007 50,00
2007 -5 05/31/2007 $0.00
2007 -6 06,/30,/2007 0,00
2007 -7 07/31/2007 $0,00
2007 -8 08/31/2007 £0.00
2007 -9 09/30/2007 $0,00
2007 - 10 10/31/2007 0.00
2007 - 11 11,30/2007 $0,00
2007 - 12 12312007 £0.00
Totals: 50,00
Budget Naotes... | Fraject/Grant Distibution... | {"Budget Manager 3 Sdustments...
\ [ Pesat | [ Contral [ 104152007

Note: A fiscal year budget can contain from one to 13 periods. If you have the optional module Budget
Management, a period range budget can span fiscal years and contain from one to 99 periods.

6. On the action bar, click Distribute Total. The total is divided and distributed equally for each period of the
fiscal year.

% 01-1000-00 - Operating Cash Account 1Ol x|
File Edit View Account Favorites Tools Help

[AsaveandCiose~| [ 3|3 S| W « » @ @Y= ?- |

Agoount | Attrbutes | Activiy Budget | Notes | Defaukt Transaction Attibutes | History of Changes |

Scenario D ul bl B Distribute Tatal  Load Budget Distribution...  Adjust Total
Start Fize:al Year: IThis fiscal pear j Period I End Date I Amount I Percent I Notes
Budget type: Im 2007-1 01/31/2007 §416.60 8.333
2007-2 02/28/2007 $416.66 8.333
Total Budget: $5.000.00 2007 - 3 03/31/2007 £416.66 8.333
Edit [amaunt =] |2007-4 04/30/2007 $415.66 8.333
2007 -5 05/31/2007 $416.67 8.333
2007-6 08/30/2007 §416.67 8.333
2007 -7 07/31/2007 §416.67 8.333
2007 -8 08/31/2007 §416.67 8.333
2007 -9 09/30/2007 §416.67 8.334
2007 - 10 10/31/2007 §416.67 8.334
2007 -11 11/30/2007 $416.67 8.334
2007 -12 12/31/2007 $416.67 8.334
Totals: $5,000.00 100.000
Budget Notes... | Frojest!Grant Distibution... | Budget Manager | Adiustments...

[ \ [ Psset | [ Cortral [F) 10/15/2007

7. Click Save and Close. You return to the Accounts page.

Loading Account Budget Distributions

You can save time and reduce errors by using a budget already defined in Configuration. Budget distributions
provide a method for you to distribute budget activity manually or evenly.
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Glossary: A budget distribution is a template that provides a method for you to distribute budget activity
manually, evenly, or with a table among accounts. If you have the optional module Projects and Grants, you
can apply budget activity manually, evenly, or with a table to projects and grants.

» Loading an account budget distribution

1.
2.
3.

6.

7.

From an open account record, select the Budget tab.
In the Scenario ID field, select a scenario identifier.

In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

The Budget type field is read-only and displays the budget type for the fiscal year and scenario you
selected.

In the Total Budget field, enter the total amount you want to include in the budget.
In the Edit field, select “Amount” or “Percent”.

% 01-1000-00 - Operating Cash Account =] 3
File Edit View Account Favorites Tools Help
uSaveandClose-‘H )(|\_¢]é||‘| L 'l‘i‘.’a |D|ﬂ|l’f T |
Agccuntl Attributes | Activity Budget |ﬂotes | Default Transaction Attributes I Hi;torychhangesI
Scenario D oo 5 t:
Start Fiscal Year: IThis fiscal year j Period I End Date I Amount I Percent I Motes
Budget type: W SELD /3101 $0.00
2007 -2 02/28/2007 $0,00
Total Budget: $0.00 2007 -3 03/31/2007 &0.00
Edit Armount vl 2007 -4 04/30/2007 $0.00
2007 -5 05/31/2007 $0.00
2007 -6 06,/30,/2007 $0.00
2007 -7 07/31/2007 $0.00
2007 -8 08/31/2007 0,00
2007 -9 02//30/2007 $0.00
2007 - 10 10/31/2007 0,00
2007 -11 11/30/2007 $0,00
2007 - 12 12312007 £0.00
Totals: 50,00
Budget Notes... | Praject!Grant Distribution... | Adiustments,..
[ \ [ Asset | [ Contral [£) 10152007

Click Load Budget Distribution on the action bar. The Budget Distributions screen appears.

Budget Distributions x|

Select a Budget Diztribution

DesCiblion e il il e Select |
T | Cancel |

Semi-Manthly

Quartery “7 ] Add Mew |
Second Quarter

Third Quarter {1 0pen |
Fourth Quarter

I athly

1] | ¥| ABFind. |

From the list, select a budget distribution. You define distributions in Configuration.

Note: A fiscal year budget can contain from one to 13 periods. If you have the optional module Budget
Management, a period range budget can span fiscal years and contain from one to 99 periods.
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8. Click Select. You return to the Budget tab, and the program distributes the budget according to your
budget distribution selection. For example, if you selected Quarterly, the budget is distributed evenly
among four months of the fiscal year.

% 01-5895-03 - Miscellaneous Expenses G 1ol x|
File Edit View Account Favorites Tools Help
uSa\reandClasa"H )(|:_4-j|ﬂ i Dl‘ﬁ |B|g|‘_’f|?' |
A(_:countl Mtrbutes | Activity Budget |ﬂotes | Default Transaction Attributes I Hi;toryofChangesI
Scenario D al i Distribute Tatal | Load Budget Distibution...  Adjust Tatal
Start Fiscal Year: |ZDDB j Feriod I End Date I Amount I Percent I Notes
Budget type: IW 2006 -1 01,31,/2006 $0.00 25.000
20086 - 2 02/28/2006 0.00
Total Budget: $0.00 2006 - 3 03/31/2006 0,00
Edit A rnount vl 2006 - 4 04/30/2006 $0.00 25.000
2006 -5 05/31,/2006 £0.00
2006 -6 06/30/2006 $0,00
2006-7 07/31,/2006 £0.00 25.000
2006 -8 08/31/2006 $0,00
2006-9 03,/30,2006 £0.00
2006 - 10 10,/31/2006 $0.00 25.000
2006 - 11 11/30/2006 $0.00
2006 - 12 12312008 $0.00
Totals: $0.00 100.000
Budget Notes... | Froject!Grant Distibution... | Budget Manager | Adiustments...
[ \ [ Bxpense | \ [10n52007

9. Click Save and Close. You return to the Accounts page.

Adjusting Account Budget Totals

After you have finalized a budget, you can use budget adjustments to make changes. For example, you can adjust
a finalized budget if unforeseen changes arise in the budget assumptions. You can create reports displaying the
original budget, any adjustments, and the new budget for each account. Adjusting the total budget is useful when
you need to enter and distribute only a few budget amounts in specific periods.

» Adjusting the total budget on an account record

Note: On the Budget tab, you can enter and modify the budget for any account for budgets not yet finalized
for any of the fiscal years defined in Configuration.

1. From an open account record, select the Budget tab.
2. Inthe Scenario ID field, select a scenario identifier.

3. In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

The Budget type field is read-only and displays the budget type for the fiscal year and scenario you
selected.

In the Total Budget field, enter the total amount you want to include in the budget.
In the Edit field, select “Amount” or “Percent”.

Click Distribute Total or Load Budget Distribution to load a budget distribution.
Make changes in the budget grid.

© N v A

Click Adjust Total on the action bar. The program updates the total budgeted amount in the Total Budget
field.

9. Click Save and Close. The program saves your changes to the budget, and you return to the Accounts
page.
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Managing Account Activity

The Activity tab displays a summary of account activity and budget information. This tab is for informational
purposes only; you cannot add or edit information on the Activity tab. You can view posted journal transactions
and budgets associated with an account. You can view the activity in summary or detail and define filters in which
to display activity. You can export activity information to another software program to work with the information

in that format or to create a report of the activity. You can view account activity in a variety of graph formats and
styles to use in presentations and reports.

Viewing Account Activity

Depending on the view you select, you can display account activity in various ways. With the Actual/Budget view,
you can compare account activity to budgeted amounts. If you have the optional module Budget Management,
you can compare the actual amount with each budget scenario defined for the account. With the Comparative
view, you can compare periods from two fiscal years. With the Debit/Credit view, the tab displays a summary of

debits and credits for a period of time you define. The Debit/Credit view includes the beginning and ending
balance for each period.

» Viewing account activity

Note: On the Activity tab, you can view a summary of account activity and budget information. You can view
details about account activity and create a summary graph of activity from this tab.

1. From an open account record, select the Activity tab. A grid showing all activity on the account appears.

% 01-1000-00 - Operating Cash Account -0l x|
File Edit View Account Favorites Tools Help
L'JSa\reandClnse"H )(|t_& 3|“ 4 b il"_’fj |D|ﬂ|ﬁ|?' |
Agcount | Attributes Advrrv| Budget | Notes | Defaul Transaction Attributes | History of Changes |

| Actual/Budget = Scenario - -Aclua\ v [|Net Change v [SgTIEE

Fiscal Year |PEHDdI Beg Date | Actual I Budget | Fav/{Unfav) | olsed I End Date |

2007 1 01/01/2007 (635,137.27) 01/31/2007

2007 2 02/01/2007 (543,261.31) 02/28/2007

2007 3 03/01/2007 (612,720.38) 03/31/2007

2007 4 04/01/2007 (515,263.54) 04/30/2007

2007 5 05/01/2007 (622,883.37) 05/31/2007

2007 & 06/01/2007 $0.00 08/30/2007

2007 7 07/01/2007 0.00 07/31/2007

2007 3 08/01/2007 50,00 08/31/2007

2007 g 03/01/2007 £0.00 09/30/2007

2007 10 10/01/2007 $0.00 10/31/2007

2007 11 11/01/2007 50.00 11/30/2007

2007 12 12/01/2007 0,00 12/31/2007

Met Change ($129,266.45)

[Clear all filters | Shiov details | Calculate

[ Asset | [conrol [T 101572007

Glossary: The Comparative view provides a comparison of the same period in two fiscal years.
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2. Select “Comparative”, and the program changes the view to display a comparison in periods of two fiscal

years.
% 01-1000-00 - Operating Cash Account (=] 3]
File Edit View Account Favorites Tools Help
BSaveandClosev‘H x|L‘a d|" ¢ R N‘@ |D|_5J|E1' ?- |
.“gcountl Mtrbutes  Activity Iﬁudgd I Motes | Default Transaction Attributes I HigoryofChangasI
5 B - - = Wt Change = g
Period | 2007 | 2006 | Difference [ 5Difference
1 ($35,137.27) ($18,666.78) ($15,470.43) 45.875%
2 (£43,261.31) ($48,750.67) §5,489.36 (12.689)%
3 ($12,720.36) ($19,286.75) 6,566, 39 (51.621)%
4 (615,263.59) (614,812.40) (6451.19) 2,956%
5 (822,883.97) (822,476.47) ($407.50) 1.781%
3 £0.00 ($228,446.132) §228,446.12 0.000%
7 $0.00 ($23,336.55) $23,336.55 0.000%
8 £0.00 ($25,716.25) $25,716.25 0.000%
g $0.00 (513,292.28) $13,292.26 0.000%
10 $0.00 ($16,727.93) $16,727.93 0.000%
11 0,00 ($43,443.78) $43,443.78 0.000%
12 $0,00 ($15,582.72) §15,582.72 0.000%
Total Net Change (6129,266.45) ($490,538.68) $361,272,23 (279.479)%
Llear all filters | Show details | Caloulate
[ Bsset | [ Contral [£) 10/15/2007

Glossary: The Debit/Credit view summarizes debits and credits for a selected period.

3. Select “Debit/Credit”, and the program changes the view to display a summary of debits and credits for
the selected periods. This view provides a beginning and ending balance for each period.

% 01-1000-00 - Operating Cash Account 10§ x|

File Edit View Account Favorites Tools Help

dSa\reaﬂdClnsev‘H x|&é|" 4 b N‘@ |E1|.ﬂ|ﬁ'

Agcount | Atirbutes  Activity | Budget | Notes | Default Transaction Attributes | History of Changes |

?- |

B3| Distes: Py v Actual i |
Fiscal Year | Period | Start Date | Beginning Balance | Debits | Credits | EndngBalance | EndDate |

2007 1 01/01/2007 §2,974,424.97 §191,429.88 §226,567.15 £2,939,287.70 01/31/2007
2007 @ 02042007 $2,939,267.70 £0.00 $43,261.31  $2,395,026.33 02/26/2007
2007 3 03/01/2007 §2,896,026.39 S0.00 §12,720.38 £2,883,306.03 03/31/2007
2007 4 04012007 $2,863,906.03 $0.00 §15,263.54  $2,368,042.43 04/30/2007
2007 5 05/01/2007 §2,863,042.49 $0.00 §22,883.97 §2,845,158.52 05/31/2007
2007 6 0501/2007  $2,845,158.52 £0.00 .00 $2,345,158.52 06/30/2007
2007 7 07012007 $2,845,158.52 £0.00 §0.00 §2,845,158.52 07/31/2007
2007 8 08012007 $2,845,158.52 £0.00 $0.00  $2,345,158.52 08/31/2007
2007 9 08/01/2007 §2,345,158.52 $0.00 §0.00 §2,845,158.52 09/30/2007
2007 10 10/03/2007  $2,845,158.52 £0.00 $0.00  $2,345,158.52 10/31/2007
2007 11 11/01/2007  $2,845,158.52 £0.00 $0.00  $2,845,158.52 11/30/2007
2007 12 12f01f2007 §2,845,158.52 §0.00 §0.00 £2,845,158,52 12/31/2007

ml Sho details || Caloulate

[ \ [ Asset | [‘conrol [T 101572007

4. When you finish viewing, close the account record. You return to the Accounts page.

Exporting Account Information

You can export account activity information into a worksheet or other database application. Exporting is useful if
you routinely create custom reports using Financial Edge data. You can filter to view the information you want,
extract the data to use, and create a customized report.
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» Exporting account activity to a worksheet

In this example, we export account activity information for January 2006 to an Excel worksheet to save on a
floppy disk.

1. From an open account record, select the Activity tab.
2. Select a period in the activity grid.

$ 01-1000-00 - Operating Cash Account . P[] 3
File Edit View Account Favorites Tools Help
ﬂJSaveandClosa-‘H )(|L3 é| H 4 » N"_"B |D|5J|1’f ?- |
Agccuntl Atributes  Activity Iﬁudget I HNotes | Default Transaction Attributes I Hi;toryaf[:hangesl

IActuaVEudget b Dates - w - -Actua\ - INet Change w (SR

Fiscal Year |Per\od| Beg Date | Actual I Budget | Fav/(Unfav) | Yelsed I End Date |

2008 1 01/01/2006 (518,666.78) 01/31/2006

2006 2 02/01/2008 (548,750.67) 02/28/2006

2008 3 03/01/2006 (519,286.75) 03/31/2006

2006 4 04/01/2006 (614,812.40) 04/30/2006

2006 5 05/01/2006 (522,476.47) 05/31/2006

2006 [ 06/01/2006 (8228,446.12)

7 07/01/2008 ($23,336.55)

2006 ] 08/01/2006 (525,716.25)

2006 3 03/01/2008 (513,292.26) 09/30/2006

2006 10 10/01/2006 (516,727.93) 10/31/2006

2006 11 11/01/2008 (543,443.78) 11/30/2008

2006 12 12/01/2006 (515,582.72) 12/31/2006

Met Change ($490,538.68)

Llear all filkers | Show detailz | Caloulate

[ \ [ Asset | [ Contral [£) 10152007

From the menu bar, select Edit, Export Grid to Excel. The program sends the data to Excel, and account
activity appears in an Excel worksheet.

Save the account activity in the Excel worksheet. Close Excel and return to the account record.
5. Close the account record. You return to the Accounts page.

Defining Filters for the Activity Grid

To expedite locating information about account activity, you can define custom filters for viewing. You can
expand or reduce the activity appearing in the grid by filtering by date, fiscal years, class, and journal. If you have

the optional module Projects and Grants, you can filter by project and transaction code. For more information
about filtering in The Financial Edge, see the Program Basics Guide.

» Defining a filter for the activity grid on an account record

Note: On the Activity tab, you can view a summary of account activity and budget information. You can view
details about account activity and create a summary graph of activity from this tab.
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1. From an open account record, select the Activity tab.

$ 01-1000-00 - Operating Cash Account (=] 3]
File Edit View Account Favorites Tools Help
uSa\reandClose-‘H }{|L}j|“ Cpi] N“{B |D|L||H|?' |
Agccuntl Aftributes Iﬂudget I Motes | Default Transaction Attributes I HigtorychhangesI

| Actual/Budget = (18 2007 - w - -Actua\ v [|Net Change v [

Fiscal Year |Per\od| Beg Date | Actusl I Budget | Favj{Unfav) | Selsed I End Date |

2007 1 01/01/2007 (535,137.27) 01/31/2007

2007 2 02/01/2007 (643,261.31) 02/28/2007

2007 3 03/01/2007 (512,720.38) 03/31/2007

2007 4 04012007 (615,263.54) 04/30/2007

2007 5 05/01/2007 (s22,883.97) 05/31/2007

2007 [ 05/01/2007 £0.00 06,/30/2007

2007 7 07/01/2007 $0.00 07/31/2007

2007 g 08/01/2007 50.00 08/31/2007

2007 [ 09/01/2007 0.00 09/30/2007

2007 10 10/01/2007 50.00 10/31/2007

2007 11 11/01/2007 €0.00 11/30/2007

2007 12 12/01/2007 50.00 12/31/2007

Met Change ($129,366.45)

Clear all filters | Shiovs details | Calculate

[ [ fesat | [ Corral [ 104152007

2. From the action bar, click Filters. The Account Filters screen appears.

Glossary: A transaction code is an additional field on each transaction that helps you further categorize

information in reporting and closing fiscal years. You can define up to five transaction code tables. Because it
can retain equity, a transaction code acts like a project. Unlike a project, though, a transaction code does not
offer budgets, media, or notes. Transaction codes appear only with the optional module Projects and Grants.

3. To filter account activity, select a query, date range, or other elements about the account.

To filter activity using a query, click the binoculars in the Query field to search for a query. For more

information about using queries, see the Query Guide.

To filter activity using the Date field, select “Include all dates

periods>", or “<Specific dates>".

n u
’

<Specific fiscal year>”, “<Specific fiscal

You can use the Class, Project, Journal, and Transaction code fields to filter activity.

" Account Filters x|

Querny: || ﬂ

Include activity in thiz date range

Date: |<Specific fiscal pears j
Fizcal year: |2DDB d

Class: I j
Project: I Al
Journal: I =l
Tramzaction code: I j I j

. Clear Al |

QK | Cancel |

Note: Project and Transaction code appear as filters only if you have the optional module Projects and Grants.
For information about defining transaction codes, see the Configuration Guide for General Ledger. For more

information about projects, see the Projects and Grants chapter.
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4. When you finish making filtering selections, click OK. You return to the Activity tab. Only the activity

meeting the filtering criteria appears in the grid.
5. Close the record. You return to the Accounts page.

Viewing Account Detalils

When viewing account activity, you can display transaction details. Select a transaction in the grid and click Show
details. You can display all details of the transaction, such as the post date, journal reference, and amount. If you
view a summary by date, the view changes to display the post date and amounts without distribution details.

» Viewing details for a specified period of activity on an account record

1. From an open account record, select the Activity tab and select a period in the grid.

% 01-1000-00 - Operating Cash Account -0l x|
File Edit View Account Favorites Tools Help

uSa\reandOnsav‘H x|13 -é| <t » N‘ﬁ |E1|_5J|"_’|' ?- |
Agcount | Atirbutes  Activity | Budget | Notes | Default Transaction Attibutes | History of Changes |

| Actual/Budget  w [EEEH 2006 - -Aclua\ v [|Net Change v [SgTIEE

Fiscal Year |Penod| Beg Date | Actual I Budget | Fav/{Unfav) | elsed I End Date |

2006 1 01/01/2008 ($18,666.78) 01/31/2006

2008 2 02/01/2006 (548,750.67) 02/28/2006

2006 3 03/01/2006 ($19,285.75) 03/31/2006

2008 4 04/01/2006 (514,812.40) 04/30/2006

2006 5 05/01/2006 (622,476.47) 05/31/2006

2006 & 06/01/2006 (8228,446.12)

7 07012006 ($23,336.55)

2006 3 08/01/2005 (525,716.25)

2006 g 03/01/2006 ($13,292.26) 09/30/2006

2006 10 10/01/2008 (s16,727.93) 10/31/2008

2006 11 11/01/2006 (543,443.78) 11,/30/2006

2006 12 12/01/2008 (§15,582.72) 124312008
Net Change ($490,538.68)

[Clear allfilters | Shiow detail: | Calculate

[ \ [ Asset | [‘contral [T 101572007

Tip: Instead of selecting a period and clicking Show details, you can double-click the period in the grid. For
more information about transactions in General Ledger, see the Journal Entry Guide.
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2. Click Show details. Transactions for the selected period appear. For more information about transactions
in General Ledger, see the Journal Entry Guide.

UF. Transactions for 01-1000-00 - Operating Cash Account (=] 5]

Transactions for period 7 in fizcal year 2006

Post Date Debit Amount Credit Amount

Total debits: $0.00 Total credits: $23.336.55

Cloze |

Glossary: A transaction is a general ledger entry that indicates to the program the amount and account to
debit or credit. Transactions contain additional information that helps to trace and report on them.
Transactions include source codes and journal references.

3. To view details of a transaction, select a transaction and click View Details on the action bar. The
Transaction screen for the selected period appears.

UF. Transactions for 01-1000-00 - Operating Cash Account e =10l x|
Transzactions for period 7 in fizcal year 2006
Journal Reference
5 ecurity Computer Chec...
07/31/2006  81-091 Accounts Pa... AlphaGraphics-Computer Check-1216 £6,950.99 .
07/31/2006  81-094 Accounts Pa... Auto Express-Computer Check-1217 £375.98 .
07/31/2006  81-096 Accounts Pa... Bakker & Associates-Computer Check-... £3,498.02 .
07/31/2006  81-098 Accounts Pa... Bell Telephones-Computer Check-1219 £1,240.00 .
07/31/2006  81-112 Accounts Pa... Bill Johnson Automob-Computer Check. .. £299.00 .
07/31/2006  81-114 Accounts Pa... Blanche Darby Floris-Computer Check-... £90.00
07/31/2006  81-118 Accounts Pa... DL Landscaping and D-Computer Chec. .. $280.00 .
07/31/2006  81-121 Accounts Pa... Karl Johns-Computer Check-1225 £3,038.00 .
07/31/2006  81-125 Accounts Pa... Russellson Janitoria-Computer Check-... £220.50 .
07/31/2006  81-128 Accounts Pa... Southern Utilities-Computer Check-1227 £245.00 .
07/31/2006  81-131 Accounts Pa... Stevenson Travel-Computer Check-1228 5490.00 | &
ol | o
Tranhsaction Distribution for transaction 81-088 Credit for $75.76
Project ID IProject D...| Class Mission ISpendabI...IPerforma... The Rais... [Grant Tra...| Amount I Percent I
Unrestric... Mone Spendable £75.76 100,000
Total debits: $0.00 Total credits: $23.336.55
Cloze |
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4. To view details of a transaction, select a transaction in the grid and click View Transaction on the action
bar. The Transaction record appears.

[

', Transaction 81-088 -10] x|
File Edit View Transaction Tools Help

Y Saveendlen-| = 2| H « » M |&|?-

Account: ID‘I -1o00-00 EI@I Operating Cazh Account

Fieference: IADS Security Systems-Computer Check-1215

Tranzaction type: lm Encumbrance status: I Fegular j
Amaount: |$?5?8— Journal: IAccounts Fayable j

Fost date: ID?.-"S‘I S2008 Fosted Reverse on: I

_ Jistibute by: [T

Project ID I Class Mission Spendable/... I Performance |The Raiser's...IGrantTraddngl Amour
|| Unrestricted Met Ass... Mone Spendable 57
K1 i3
Tranzaction 88 01-1000-00 Remaining: $0.00 [0.0000%)

| | [ 10/15/2007 4

Tip: You can open the source document of a transaction generated in another area of The Financial Edge. For

example, if you are viewing transactions in an Accounts Payable account, click View Source on the toolbar, and
the check or invoice record opens.

5. Close the record and return to the Transactions screen. To view the source of the transaction, click View
Source.

For example, if the transaction was a payment made by computer check, the computer check records
opens on the General tab.

Close the record and return to the Transactions screen.
Close the Transaction screen and return to the Activity tab.

Viewing the History of Changes

The History of Changes tab displays an historic record of changes to the account record. If an account has had a
change in account structure, account code, fund, account segment, or active/inactive status, the change appears
on the History of Changes tab. The information is for informational purposes only; you cannot add, edit, or delete
data on this tab. You can print information from the History of Changes tab on the Account Profile Report.

» Viewing the history of changes on an account record

1. From an open account record, select the History of Changes tab. A grid displays the changes made to the
account with the most recent change appearing at the top.

% 01-1000-00 - Operating Cash Account (=] 3]
File Edit View Account Favorites Tools Help

uSaveandClosev‘u >(|L£-j|ﬁ 4 b N‘L"a E|B|ﬂ|'ﬁf|?' |
Agcountl Atrbutes | Adiv'rt[l Budgst I Motes | Default Transaction Attributes |

Item Changed | Previous Setting I Mew Setting I Changed an I Changed by I
Account Structure 01-1000-0 01-1000-00 01/0%/2002

Supervisor

The Item Changed column displays the kind of change made on the account record.



24 CHAPTER

The Previous Setting column displays the information that had been recorded for the account before new
information was entered.

The New Setting column displays the new information recorded for the account.
The Changed by column displays the name of the user who made the change.

Click the Changed on column heading. The display now lists the changes with the oldest date on top. Click
the heading again, and the newest change appears on top.

3. Close the account record to return to the Accounts page.

Graphing Account Activity

Account graphs use standard graphing features, such as two- or three-dimensional bar graphs and line graphs. To

access these features, in the grid on the Activity tab, select an account period and click the Summary Graph
button on the toolbar.

» Graphing account activity
Note: On the Activity tab, you can view a summary of account activity and budget information. You can view
details about account activity and create a summary graph of activity from this tab.

1. From an open account record, select the Activity tab.
2. Select a view and fiscal year.

% 01-1000-00 - Operating Cash Account 1Ol x|
File Edit View Account Favorites Tools Help
uSa\reandClnsev‘H x|u;-é|" 41 » N‘Eﬁ |El|ﬂ|ﬁ'|?' |
Agl:nuntl Attributes | Activi Iﬁudga I HNotes | Default Transaction Attributes I History of Changa-;l

lActual/Budget  » [ISE ast fiscal year v ST v-Aclua\ v [|Net Change v (SIS

Fiscal Year | Period | BegDate | Actuel | Budget | Favfiunfay) | used | EndDate |

2006 1 01/01/2008 (518,666.78) 01/31/2006

2008 2 02/01/2006 (548,750.67) 02/28/2006

2006 3 03/01/2008 (518,286.75) 03/31/2006

2008 4 04/01/2006 (514,812.40) 04/30/2006

2006 5 05/01/2006 ($22,476.47) 05/31/2006

2006 & 06/01/2006 ($228,446.12) 08/30/2006

2006 7 07/01/2006 (523,336.55) 07/31/2006

2006 3 08/01/2008 (525,716.25) 08/31/2006

2006 3 05/01/2006 (513,292.26) 09/30/2006

2006 10 10/01/2008 (s16,727.93) 10/31/2008

2006 11 11/01/2006 (543,443.78) 11,/30/2006

2006 12 12/01/2008 (515,582.72) 12/31/2008

Net Change {$490,538.68)

Clear all filkers | Shovs details | Calculate

[ [ hsset | [control [T 101572007

Note: A fiscal year can contain from one to 13 periods.



3. On the toolbar, click the Summary Graph button. The Account Activity screen appears.

B Account Activity for 01-1000-00 - Operating Ca ] o3
Fiscal Year - 2006
0 |I||| ||l|||
(50,000) +
E (100,000) 1
E (150,000) | Il Budget
(200,000) ¥ Actual
(250,000} 1 1of o T Ted T
Period
Optiong... | Copy | FErint | LCloze |
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Note: To view two-dimensional graphs, mark 2D at the top of the screen. To view three-dimensional graphs,
mark 3D.

4.

To change the graph type, style, or text, click Options. The Gallery screen appears with an array of graph

types

Click a type, for example, “Bar”.

Click Next. The Style screen appears. Click a style, for example, “1”.

Click Next. The Layout screen appears so you can create a title, footnote, and legend for the graph.

-

Enter desired lapout zettings:

Fiscal Year - 2006

rlrr[ [[rrlr

Chart Title:

Fizcal Y'ear - 2006

Chart Footnote:

|50.000}
£ (100000
g
g
£ 150,000 =:?:;L1 Chart Legend:
IFIight vI
(200,000}
(ES000) T T T T T T T Series Data along:
Pariod " Rows ¥ Cols
< Back Neadt > Cancel Help
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8. Click Next. The Axes screen appears so you can define the category and value for the axes on the graph.

Enter desired awiz titles:

Category [x)
Fiscal Year - 2006
]
TErr rrgr
. r r[ Walue [¥]
I.&mounl
E (1oaceg)
2 actust
- [150.000) =Bu:;e‘t IM
200,000}
p— Secondary [vV2)
T TT T 1T ToT Tl 1

<gack [ Fnsh | cancel | Hep |

9. Click Finish. The graph for the account activity appears in the format you selected.

= Account Activity for 01-1000-00 - Operating 1Ol x|
Fiscal Year - 2006
0 -[r[[r[ '[[rr[r
(50,000) 1

£ (100,000) |

=]

E (150,000) { B Actual
(200,000) 1 Ml Budget
(250,000) 1 1o o T Tod T |

Period
DOptions. .. I Copy | FErint | Cloze |

10. To copy the graph to the clipboard for pasting into documents, click Copy. A message appears, telling you
the graph has been copied to the clipboard.

11. To print the graph, click Print. The graph prints on your default printer.

12. When you finish making selections for the graph, click Close. You return to the Activity tab of the account
record.

Managing Attributes, Default Transaction
Attributes, and Notes

You can further define an account record by adding information to its Attributes, Default Transaction Attributes,
and Notes tabs.
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Note: On the Attributes tab, you can define a quality or characteristic (set up in Configuration) and report on
accounts according to these attributes. Attributes may include information relating an account to a particular
cost center, expense category, department, or program.

On the Attributes tab you can provide an additional level of detail to account records. You can filter and sort using
project attributes.

On the Default Transaction Attributes tab, you can maintain information about attributes that automatically
associate with transactions. Default transaction attributes can distinguish funds for different accounts.

The Notes tab makes it easy to maintain helpful pieces of information you received, read, or need to remember
about an account. You can create notepads to record information about a bank account, special instructions for
the account, or contact information you may need later. Each notepad has a date, type, description, title, and
author.

Adding Attributes

Glossary: An attribute is a reporting tool you use to group information based on a common theme. With
attributes defined, you can filter information to your specifications. Records in The Financial Edge that can
have attributes include accounts and projects.

Use the Attributes tab to record additional information about an account. You can report on accounts with
attributes based on a common theme. You can use account attributes as filters in other areas of General Ledger,
such as Query and Reports.

If you delete attributes, be careful not to use the Delete button on the toolbar. You could inadvertently delete the
account record instead of the attribute.
» Adding an account attribute
In this example, we add Nan Kerrigan as an attribute to the 01-1000-00 Operating Cash Account.

Note: Remember, account attribute types must be defined in Configuration before you can add them to an
account record. For more information about defining account attributes, see the Configuration Guide for
General Ledger.

1. From the Operating Cash Account record, select the Attributes tab.

2. On the blank row in the Attribute Type column, select “Budget Manager”.

3. Inthe Description column, select “Nan Kerrigan”. The program automatically fills in the Short Description
column.

4. In the Date field, enter the date 10/09/2007, the date Ms. Kerrigan begins managing this budget.

Note: If the attribute was defined as required in Configuration, the program automatically marks the checkbox
in the Required column.
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5. In the Comments column, enter “Copy Nan with all disbursement requests”.

% 01-1000-00 - Operating Cash Account -0l x|
File Edit View Account Favorites Tools Help

L'JSa\feandClosev‘ﬂ )(|Lﬂ \3|N 4 bk Dl‘@ Q|U|g|2rl'|?' |

Agcount  Attributes IActMty[I Budget I Motes | Default Transaction Attributes I Higtory of Changasl

Up  Dingn

Attribute Type I Description I Short Description Date I Required | Comments I
Reference Accou... 11000
Budget Manager Man Kerrigan 10092007 | Copy Nan with all disbursement requests
-

6. Click Save and Close. You return to the Accounts page.

Adding Default Transaction Attributes

A transaction attribute is a characteristic you use to categorize a group of transactions. Unlike projects and
transaction codes, transaction attributes cannot retain an equity balance from year to year. Default transaction
attributes can help speed data entry and add an additional level of detail to an account record. On the Default
Transaction Attributes tab, you enter attributes just as you do on the Attributes tab. However, attributes you
define on this tab are applied to each transaction associated with the account when the transaction is created.

Warning: If you are deleting default transaction attributes, be careful not to use the Delete button on the
toolbar. You could inadvertently delete the account record instead of the default transaction attribute.

You can filter and sort using default transaction attributes. On the Default Transaction Attributes tab, additional
information you record about an account can be helpful when filtering information for reports or mailings. On
this tab, you can maintain information about attributes that automatically associate with transactions. For more
information about attributes in Accounts, see “Adding Attributes” on page 27.

» Adding a default transaction attribute to an account record

Note: On the Default Transaction Attributes tab, you can create attributes assigned to account transactions.

You can filter attribute types in the grid. You can enter a description and additional comments about the
transaction attribute.

In this example, we add a default transaction attribute to indicate funds in an account are associated with the
downtown office.

1. From an open account record, select the Default Transaction Attributes tab.
2. Inthe blank row in the Attribute Type column, select “Location”.

3. In the Short Description column, select “DT-Downtown”. The program automatically fills in the
Description column.

4. Inthe Date column, enter the date 06/13/2007, the date you add the attribute.

Note: If the transaction attribute was defined as required in Configuration, the program automatically marks
the checkbox in the Required column.
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5. In the Comments column, enter “Funds earmarked for downtown”.

$ 01-5895-03 - Miscellaneous Expenses o m]

File Edit View Account Favorites Tools Help

i"jSaveandClose-‘Hx|L:3(é|H 4 » N‘@ E|E|ﬂ|l’|‘|?' |

Agccuntl Atrbutes | }\divﬁ[l Budget I Motes Default Transaction Attributes | Hi;toryofChangesI

LR <Al Categories: =

Attribute Type I Description I Short Description | Date I Required | Comments
Location Downtown DT 06/13/2007 [ Funds earmarked for downtwon
r

6. Click Save and Close. You return to the Accounts page.
Adding Notes

In The Financial Edge, the Notes tab makes it easy to maintain helpful pieces of information you receive, read, or
need to remember about an account. You can create notepads to record special information about the account
not entered elsewhere in the record. Each notepad has a date, type, description, title, and author. When deleting

a note from a record, be careful not to use the Delete button on the toolbar. You could inadvertently delete the
account record instead of the note.

Glossary: A note is useful information you can add to a record using free-form text. Notes can include details of
phone conversations with vendors, ordering information, and explanations of the invoice distributions. On the

Notes tab, you can enter and organize notes about an account that summarize important information you
need to remember.

Notes are different from attributes because they can be secured by type. You can set up securities so only certain
users can view particular notepad types. This is especially useful when the information is of a sensitive nature and
you want to ensure that only you can access the information. For more information about setting up security

access, see the Security chapter of the Administration Guide. You can print account notes on the Account Profile
Report from Reports.

% 01-5895-03 - Miscellaneous Expenses =10 x|
File Edit View Account Fa Tools Help
uSaveandOosevHx|};ﬁ-j|N 1 b N|§£§ E||E|g|l”|'|?' |
Account | Attributes | Activity | Budget i Defautt Transaction Attributes | History of Changes |

i NewMNote 85 per LR <Al Types> - |

Typefl Description I Date I Author I Motes I

» Adding a note to an account record

Note: As an alternative to notes, you can annotate an account record by selecting Edit, Annotate from the

menu bar. To set the annotation to appear automatically when you open the account, mark Display
annotation automatically.

In this example, we add information from your bank about a new representative working with the Funds Held
in Escrow account.

1. From the Funds Held in Escrow account record, select the Notes tab.
2. Click New Note on the action bar. The New Note screen appears.
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In the Date field, enter the date 09/29/2007, the date you receive the information.
In the Type field, select “General”.
In the Description field, enter “Bank rep”.

In the Title field, enter “Contact Information”.

No v k~uw

In the Author field, select “Larry”, your user name.

Tip: To enter the time, press F5 on the keyboard.

8. In the text box, enter the information as shown. The Author field defaults to the user creating the note,
but you can edit the information in this field.

9. Click Save and Close on the toolbar. You return to the Notes tab. The note appears in the grid.
10. Click Save and Close. You return to the Accounts page.



blackbaud

chapter 2

Grants

AccessiNg Grant RECOIdS . .. ... i ittt ittt ittt e eneansensoseneensansansossasansansansannns 32
Finding and Opening Grant RECOIAS . .. ...ttt i e ettt et et et ettt e e e 33
Adding Grant RECOIAS .. ... ittt ittt it ite e eeeaeeneaneensoseasensansonsossnasansansansannns 35
Adding Contact INformation. . ... ... i e e e 36
Managing Grant BUudgets. . . ... ..ottt ittt ittt teeteeenennenasansensnaesnsansansansnnnnns 40
Adding Grant BUdgETS. . . ..ottt i et et e e e e e 41
Distributing Grant BUdgets. . .. ..ot i e e e 42
Loading Grant Budget DistribUtions . ... .. ... i i e e e e e 43
Assigning Projects to a Grant . ... ..o iiiiiiiiintinnetenetenoessoeesoessonssosasssnssonsssnnsonns 44
Setting up Reimbursement Information ............. . ittt i ettt 45
Generating AR Transactions for Grant EXpenses. .. ... .cv ittt ie i i rnenerenrenenesaeeanansannnns 48
Managing Grant Activity . ......ci ittt ittt ittt ittt iieetieentonnsenasssnesonssasnsonnssnnnsas 52
VIeWINg Grant ACiVitY . ... e e e e e e e e e e 52
Exporting Grant Information ... ... . i e e 53
Defining Filters for the Activity Grid . ... ... i i e e et ettt e e e e 53
VieWing Grant Details . .. .. ..o e e e 54
Viewing the History of Changes . ... ... i e e e e e e e e e et e 56
Graphing Grant ACtiVitY .. ... ot e 57
Managing Attributes, Media, Actions, and Notes .. .........ciiiiiiiiietnernernennennnnnennannnnns 57
Adding Grant AttriDULES . . . ..ot e e e 58
AddiNg Media . ..ot e e e e 59
AdAiNg ACtiONS . oot e e e e e e e 61

AdAINg NO S . . . ot i i e e e e e e e e e e 62



32 CHAPTER

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

With the optional module Projects and Grants, you can create grant records to record and track money awarded
to your organization by a government agency or private institution for a specific purpose. You can specify which
projects are funded by the grant and assign a single transaction code to the grant to provide an additional level of
detail for tracking how the grant is used. This enables you to run detailed reports and ensure that you are
meeting grant restrictions.

If your organization receives reimbursable grant funding, you can report and keep track of the expenses that are
reimbursable. On the Reimbursement tab of the grant record, you can set up and define the billing items and
rates to use when creating charges in Accounts Receivable for grant expenses.

Accessing Grant Records

Because records are such an important part of The Financial Edge, we have placed all record types for General
Ledger in one area so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet
to pull out a record or file. When you open Records, you can directly access several record types, including grant
records. On the navigation bar in General Ledger, click Records and then click Grants on the Records page.

ET"IE Financial Edge {(Sample Data) i Ellﬂ
File Edit “iew Go Favaorites Tools Help

4 Back ® Forward J Community Services Inc. ~ « General Ledger ™

B o f# RecordsGrants

= ;I Records
Wﬁpﬁm’ds what do you want to do? e

Grants

= |
w £dd a Mew Grant Projects |
|

= Budgets
@ Open a Grant

f/ Edit options for Grants

Search for a Grant by Grant ID
)

Access a Recently used Grant

2006_01 - Child Behavioral Patterns Research Grant
2006_02 - Children in Crisis Assistance Grant

|Welcome ta General Ledger |

A

The Grants page is the starting point for grant records. From this page, you can add a new record or open an
existing grant, and edit grant options. If you have Accounts Receivable installed, you can also run the Generate AR
Transactions for Grant Expenses wizard.

To help you quickly access grant information, the Grants page displays recently accessed grant records. To save
time when searching for a specific grant record, you can use the Search for a Grant by grant ID field. This is
especially useful if your organization has a large number of grants. For more information about searching for
records, see the Program Basics chapter of the Program Basics Guide.
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Finding and Opening Grant Records

Tip: On the Grants page you can quickly find a grant by ID by using the search feature in The Financial Edge.
For information about this feature, see the Program Basics Guide.

To find and open a grant record, you need to be familiar with the Open screen. The Open screen has several
filters you can use to narrow your search and quickly locate the grant you want to open. The search process is not
case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can use wildcard characters
if you are not sure how a word is spelled. For more information about wildcards, see the Query Guide. To access
the Open screen, click Open a Grant from the Grants page.

» Opening a grant record

1. On the Records page, click Grants. The Grants page appears.

Tip: You can either click Grants or use the navigation tabs on the Records page to access grant records.

2. Click Open a Grant. The Open screen for grants appears. For more information about using the Open
screen, see the Program Basics Guide.

Find: IGrant j Search using queny: |<Default> F =2

=) iz & sddaN ew Grant Options

Fird Grants that meet ria: - Exact match only
Grant 1D: I j Start date: I
Description: I j End date: I
Type: I j Last modified by: I j
Status: I j Last modified on: Iany tirne: j

Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied Find Mow I Dpen | Cancel |

|F'less F7 to zoom

3. In the Find Grants that meet these criteria frame, enter the criteria for the program to use to search for
the grant. Criteria can include the grant ID, description, type, and status.
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4. Click Find Now. The program searches the database and displays all grants meeting the search criteria.

Find: IG[ant ﬂ Search uzing querny: I<Default>

Grant status

Children in Crisis Assis... Open Federal Gov't

Fird Gr

Grant ID: I j Start date: I E]
Description; | j End date: | E]
Type: | j Last madified by: | j
Status: | j Last madified on: Iany time j

l Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied Find Mow | m Cancel |

|2 records found.

Note: The grant record opens to the Grant tab by default. In Options, you can select a different tab as the
default. For more information, see the Options chapter of the Program Basics Guide.

5. Inthe grid, select a grant and click Open. The grant record opens to the Grant tab.

TE 100 - South Carolina Child Art Education Grant =101 =i

File Edit View Grant Favorites Tools Help

BSaveandClose'|g )(|m|l4 4 b N|E|.¢d|&|“?' |

Grant |.»°dtnbgtes| Budget | Emjedsl Reimbursement I Ad.lml Media I Ad.iongl ﬂotesl History of Changes

Grant [D:

Description: ISouth Carolina Child Art Education Grant

Type: IState Gov't j
Status: IDpen j

Girant amaunt: |$?50,DDD.DD
Start date: |U1£31£2DD? :l End date: |12331£2D1D .l

ContactMame |  Posfion |  Organization Address | City | State

| | [ 10/16/2007 4

6. After you view or edit the record, click Save and Close on the toolbar. You return to the Grants page.
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Adding Grant Records

Glossary: A grant is money awarded to your organization by a government agency or private institution for a
specific purpose.

On the Grant tab, you enter basic information about the grant, such as the grant type, status, amount, and start
and end dates. You can also enter grant contact information. You can add grants from the Grants page of Records,
the Open screen for grants, or by selecting File, New from a grant record.

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

We recommend that, in Configuration, you specify duplicate search criteria and set the business rule to check for
duplicate grants automatically. To search for a duplicate record from an existing record, from the menu bar,
select Grant, Duplicate Search.
» Adding a grant record
1. On the Grants page, click Add a New Grant. The New Grant record opens to the Grant tab.

I =l

File Edit View Grant Favorites Tools Help

uSa\reandClosev|H x| En| H 4 ¢ MW |E| . | a| e |

Grant |Pd'trib|;rtes I Budget I Projects I Reimbursement I ﬂdi\r'rt)gl Media I Action;l Notes I History of Changes

Grant |D: I
Description: I
Type: I j
Status: I j
Grant amourt: I
Start date: I E] End date: I E]
A New Cantact 85 g HEH)  Dafiz B Doy
Contact Name I Position I Organization Address I City I State
| | [ 10/16/2007 4

2. Inthe Grant ID and Description fields, enter the identification number and a description of the grant. We
recommend you enter the name of the grant in the Description field.

If you marked Automatically generate new Grant IDs on the Business Rules tab of Configuration, the
program automatically assigns a grant ID.

Note: You define grant types and statuses in Configuration. For more information, see the Configuration Guide
for General Ledger.

3. Inthe Type and Status fields, select the type and status of the grant.
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4. In the Start date and End date fields, enter the beginning date and ending dates of the grant or click the
calendar to select dates. Dates are for informational purposes only.

=10l x|

File Edit Wiew Grant Favorites Tools Help

BSa\reandClosev|H x|ﬁn|" 14 b N|U| X |)|?' |

Grant |Pd'trib|;rtes I Budget I Projects I Reimbursement I ﬂdi\r'rt)gl Media I Action;l Motes I History of Changes
Grant |D:

Diescription: IFEderaIGrant

Type: IFederaI Gow't

L L

Status: IDpen

Grant amount: |$5,DDD.DD

Statdate:  [10/15/2007 [F|  End date: |05/09/2008 [=)]

tact 89 0nzg Dtz CE ooy

Contact Mame I Position I Organization Address I City I State

| | [ 10/16/2007 4

5. Click New Contact to add contact information. For more information, see “Adding Contact Information”
on page 36.

6. If you want to copy the contact information to a client record in Accounts Receivable, click Copy Contact
to Client.

Copy Contact to Client x|
Select the client address options for the contact you selected ta copy
Address Tppe: || ﬂ

[~ Primary address for clisnt

[~ Default Bill to address

[~ Default Ship to address

Cancel |

7. Inthe Address Type field, select the type of address you want to link to the AR client record.

Using the corresponding checkboxes, indicate whether or not the address you are linking is the primary
address, default billing address, and/or default shipping address.

9. Click OK to return to the Grants tab.
10. Click Save and Close on the toolbar. You return to the Grants page.

Adding Contact Information

When you create a grant record, to make grant information more thorough and complete, we recommend you
add contact information to the record. You can store all this information in the contact grid on the Grant tab. You
can add, update, or delete contact information at any time.
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You can copy contact information from the grant record directly to the client record, if you have Accounts
Receivable installed. To copy contact information you must also link the grant record to a client from the

Reimbursement tab.

If you have The Raiser’s Edge installed and integrated with The Financial Edge, you can load a Raiser’s Edge

constituent as a grant contact.

» Adding a contact to a grant record

1. From an open grant record, select the Grant tab.

2. Click New Contact. The New Contact screen appears.

Organization: I

Pasition: I

Address |

Phone(z]: Contact Type

Contact Number I

Ok | Cancel |

No ups~w

Click Name. The Name screen appears.
In the Title 1 and Title 2 fields, select titles for the contact, for example, “Ms.” or “Dr.”.
In the First name, Middle name, and Last name fields, enter the contact’s name.

In the Full name field, select a format for the contact’s full name on correspondence.

To synchronize name information so changes to individual name fields on the Name screen always affect

the Full name field and vice versa, leave the Synchronize full name and individual name fields marked.

Hame

Hame |

Titl 1: br. A

]|

Title 2:| vI

First name: ITthaS

riddle name:l

Lazt name: IHeed

Suffis 1 I 'I

Suffix 2:| 'I

Full narme:

IMr. Thomas Reed

=~

¥ Synchronize full name and individual name figlds

o]

Cancel |

8. Click OK to save the name information and return to the New Contact screen.

9. In the Organization field, enter the name of the organization with which the contact is associated.



38 CHAPTER

10.

Note:

11.
12.
13.

In the Position field, enter the contact’s position, for example, “Membership Chair”.

R~ |
Mame ||Mr. Thomas Reed

Organization: |He||:-ing Hatds

Paozition: |D evelopment Directar

Address |

Phane(s]: Contack Type Contact Mumber

ar. | Cancel |

“United States” automatically appears in the Country field; however, you can select a different country.

Click Address. The New Address screen opens to the General tab.
In the Address, City, State, and ZIP fields, enter the contact’s address.

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

Note: The ZIP Code can be either a five-digit ZIP Code or ZIP + 4 code.

14.

15.

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

To synchronize address information so changes to individual name fields on the Address screen always
affect the Address as it will be printed box and vice versa, leave the Synchronize with individual address
fields marked.

Address I
General |
Country: IUnited Statex ﬂ Contact Type I Contact Mumber |
Addrezs: 1234 Main Road ;I | |Business (343) 555-1234
E= Fax (843) 5551233
City: ICharIestDn
State: sSC | South Cargling
ZIF: |29884

Address as it will be prinked:[1 254 120 Foad ﬂ ¥ Syrchronize with individual address fields
Charleston, SC 23864
ak | Cancel |

| Press F7 to zoom
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16. Click OK to save the information and return to the New Contact screen.

R~ |
Mame ||Mr. Thomas Reed

Organization: |He||:-ing Hatds

Paozition: |D evelopment Directar

1234 Main Road
| Charleston, SC 23964

Fhone(s): Contack Type I Contact Mumber I ﬂ
| |Business (843) 555-1234
| |Fax (843) 555-1233

[
0K | Cancel |

17. Click OK to return to the Grant tab. Contact information appears in the grid.

» Loading a Raiser’s Edge constituent as a grant contact

Note: If you have The Raiser’s Edge installed and integrated with The Financial Edge, you can load a Raiser’s
Edge constituent as a grant contact.

1. From an open grant record, select the Grant tab.

2. Click the down arrow next to New Contact and select Load Raiser’s Edge Constituent.

3. If you have multiple databases installed, the Raiser’s Edge Database screen appears.

%8| TheRaiser'sEdge’

You have multiple Raiser's Edge databases installed. Please
select the database to use for this session:

e Raiser's Edge 7 Database 2%
e Raiser's Edge 7 Databasze 1

4. Click the database to log into. The Raiser’s Edge login screen appears.

User name: |Supervisar
Password:

QO
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5. Enter your user name and password and click the right arrow. The Open screen appears.

Note: Once you upload the constituent as a contact, there is no link to the Raiser’s Edge constituent record.
Any updates made to the constituent record in The Raiser’s Edge are not reflected in The Financial Edge.

6. Enter information in the search fields to find the constituent and click Find Now. The constituent appears
in the list.

Find: | J Search using query: |<Default 1R
Constituent Mame Address Block City,State Constituent ID d i« Open
Harris F. Sadler &4 5t. James Place Richmond, va 75
Cancel

Saink Joseph's Catholi... 1525 Tradition Street Charleston, SC 193
Heidi E. Schapiro 49 Morth 67th Tekna, WA
IMartin &, Schultz 95 Coconut Grove Road Pahoa, HI 173

Maonica L. Sharp 325 Kentwood Lane Chicago, 1L 74
Mary E. Simpson 4473 Lake Forest Drive... Kiawah Island, SC 297
Anne C. Sinclair 115 Ashley River Road  Charlestan, SC 76 j
Find Constituents that meet these criteria:
Options
Last/Org name: |s j Address lines: | j
First Mame: | j City: | j
Constituent [0 | j State: | j @ Find Mow
55N | | 21P: | | Mew Search
tembership 1D: | ﬂ Class of: | j "
Bank acct no.: | ﬂ Credit card no.: | j Q
[v Display inactive constituents [~ Check spouse name [~ Exact matchonly [
[~ Dizplay deceased constituents [~ Check aliazes [~ Check contact name Expand Results

7. Select the constituent to load and click Open. You return to the Grant tab and the constituent’s contact
information appears in the grid.

Managing Grant Budgets

From an open grant record, you can set up a grant budget that synchronizes the budgets of the accounts that use
the grant. You can then add, edit, and delete budget information. Any changes you make to the grant budget
affect the accounts with which it is linked. Keep in mind, to use budgets with grants, you must set up a
grant-tracking transaction code on Grant Business Rules page of Configuration.

Glossary: A budget is an estimate of the level of economic activity for a fiscal period. You can add budgets for
accounts and projects.

On the Budget tab, you can define the portion of your overall budget that is allocated to and generated from a

grant. You can enter and modify the budget on any grant for budgets not yet finalized for any of the fiscal years
defined in Configuration.

You can add and distribute grant budget amounts using three methods:
¢ Manually entering an amount into each applicable period
¢ Distributing an amount evenly

¢ Distributing an amount or set of defined percentage distributions
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Adding Grant Budgets

Tip: If you are setting up both account and grant budgets, we recommend you set up the budgets from the
grant record and create the budget automatically. The only time you want to enter budgets from the account
record is to allocate a dollar amount only to the account and not to the grant.

A budget is an estimate of the level of economic activity for a fiscal period. You can expand grant information on
the Budget tab of the grant record. On this tab, you can enter grant budgets. If you have the optional module
Budget Management, you can develop, copy, forecast, and monitor budget scenarios.

» Adding a grant budget

1. From an open grant record, select the Budget tab.

TE 100 - South Carolina Child Art Education Grant ; i ] 4]

s Help

USa\reandClosev|H X|EH|N 1 » N|D|g|‘:|'|?' |
Giant | Attributes  Budget | Projects | Reimbursement | Activity | Media | Actions | Notes | History of Changes |

SeenaiolD: [ =] Status: [Actve
Start Fizcal Year: lﬁ

Tz Dtz o) lEtitier..,  SnkiFjze . T RindlL S

Account Number Description Total Distributed I 1

2. Inthe Scenario ID field, select a budget scenario.

In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

In the Account Number field, enter the account number of the budget or click the binoculars to select an
account.

In the Total column, enter the total budget amount available for project.
6. Select “Amount” or “Percent”.

If you select “Amount”, you can edit data in the Amount column, and the Percent column is for
informational purposes only.

If you select “Percent”, you can edit data in the Percent column, and the Amount column is for
informational purposes only.

7. Click Save and Close. You return to the Grants page.
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» Adding a grant budget in grant total view

If the grant you have open allows grant total budgeting, you will have the following view on your Budget tab.
You can enable the Allow total Grant budget amounts to be set for selected Grant types option in Business
Rules.

1. From an open grant record, select the Budget tab.

TE 100 - South Carolina Child Art Education Grant i ] 9]

File Edit View Grant Favorites Tools Help

dSa\reandClosev|.H )(|EH|N i '||D|ﬂ|'ﬂ'|?'

G_mrrll Aftributes ] |Eruject5 | Reimbursement I .W:l\\r'rt[l Media I Miun;l MNotes I History of Changes
Scenario [D: lﬁ
Start Fizcal vVear: lﬁ
Budget type: I—
E xpenze budget: I$UUU—
Actual expenze: l—
Favi[unFav) I—
Percent used: I—

¥ Include funded Project expenze

[ [ 10172007 |

2. Inthe Scenario ID field, select a budget scenario.

3. In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

The Budget type field is read-only and displays the budget type for the fiscal year and scenario you
selected.

4. In the Expense budget field, enter the total budget amount available for the grant.

The Actual expense field displays the amount for posted General Ledger transactions for expense
category accounts in the selected fiscal year.

Note: You can enable the Allow total Grant budget amounts to be set for selected Grant types option in
Business Rules.

The Fav/(unFav) field displays the budget minus actual expense.
The Percent used field displays the actual expense divided by the total budget.

5. Mark the Include funded Project expense checkbox to include activity for projects listed on the grant’s
Projects tab in the Actual expense figure.

6. Click Save and Close. You return to the Grants page.

Distributing Grant Budgets

On the Budget tab of an open grant record, you can enter and distribute a grant budget. Entering and distributing
grant budgets gives you the flexibility of entering budget figures that you can adjust to reflect irregular or
seasonal fluctuations.
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If you define distributions in Configuration, you can use the distribution by clicking Load Budget Distribution. If
you distribute a budget evenly, you can enter the amount of the budget distribution and click a button to save
time and ensure accuracy.

» Distributing a grant budget

Glossary: A budget is an estimate of the level of economic activity for a fiscal period. You can add budgets for
accounts and projects. A budget distribution is a template that provides a method for you to distribute budget
activity manually, evenly, or with a table among accounts.

1. From an open grant record, select the Budget tab.

TE 100 - South Carolina Child Art Education Grant -10] x|
File Edit View Grant Favorites Tools Help
L'_jSa\reandClosev|.ﬂ )(|EH|N 4« b "|D|ﬂ|°ﬂ'|?' |
G_mntl Atributes  Budget |Er0ject5 | Reimbursement I Act\\r'rtyl Medial Acticn;l Notes I Historyof[_fhangesl
Seoenaria [D: I - Status: IAclive

Start Fizcal Year: I -

Tioal Dfsiate Tote i Pk Flist EEA
Account Number Description Total Distributed I 1

2. Inthe Scenario ID field, select a scenario identifier.

In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

4. Inthe Account Number field, enter the account number of the budget or click the binoculars to select an
account.

In the Total field, enter the total amount to include in the budget.
6. Select “Amount” or “Percent” from the toolbar.

If you select “Amount”, you can edit data in the Amount column, and the Percent column is for
informational purposes only.

If you select “Percent”, you can edit data in the Percent column, and the Amount column is for
informational purposes only.

7. Onthe action bar, click Distribute Total. The total is divided and distributed equally for each period of the
fiscal year.

8. Click Save and Close. You return to the Grants page.

Loading Grant Budget Distributions

You can save time and reduce errors by using a budget already defined in Configuration. Budget distributions
provide a method for you to distribute budget activity manually or evenly.

» Loading a grant budget distribution

Glossary: A budget distribution is a template that provides a method for you to distribute budget activity
manually, evenly, or with a table among accounts. You can apply budget activity manually, evenly, or with a
table to projects.

1. From an open grant record, select the Budget tab.
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2. Inthe Account Number field, enter the account number of the budget or click the binoculars to select an

account.
3. Inthe Scenario ID field, select a scenario identifier.

In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from

one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

In the Total field, enter the total amount you want to include in the budget.
6. Select “Amount” or “Percent”.
7. Click Load Budget Distribution on the action bar. The Budget Distributions screen appears.

Budget Distributions ]

Select |
%]  Cancel |

Select a Budget Distribution

Semi-Manthly

Quarterly 5@ Add Mew |
Second Quarter

Third Huarter i Open |
Fourth Quarter

anthly

1] | »] ABFind. |

8. From the list, select a budget distribution. You define distributions in Configuration.

Note: A fiscal year budget can contain from one to 13 periods. If you have the optional module Budget
Management, a period range budget can span fiscal years and contain from one to 99 periods.

9. Click Select. You return to the Budget tab, and the program distributes the budget according to the
budget distribution selection. For example, if you select Quarterly, the budget is distributed evenly
among four months of the fiscal year.

10. Click Save and Close. You return to the Grants page.

Assigning Projects to a Grant

On the Projects tab, you specify the projects funded by the grant. If you defined a transaction code set in

Configuration, you can also assign a single transaction code to the grant to provide an additional level of detail for

tracking how the grant is used.

» Assigning projects to the grant
1. From an open grant record, select the Projects tab.

2. Inthe first row, select or enter a project ID in the Project column. The project description appears in the

Description column.
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If you defined a transaction code set in business rules, a field appears in which you can select a

transaction code value for the grant record. For more information about this business rule, see the
Configuration Guide for General Ledger“Grant Business Rules” on page 19.

TE 100 - South Carolina Child Art Education Grant

File Edit View Grant Favorites Tools Help

=l0ix|
uSaveandClosev| = ® |

@M« MY |2

| Reimbursement I ﬁdi\r'rt)gl Media I .‘\dion;l MNotes I History of Changes
These projects or missions are funded by South Caroling Child At Education Grant [100)
& Open Project Record

Grant | Attributes | Budget (Fi

™ Delete

Project

1003

Description
| 22 Everett Grant
|__|1008

Lewis Grant
| 9998 MNone

Mission: {Youth Services j

[ 1011672007 2
3. Click Save and Close on the toolbar. You return to the Grants page.

Setting up Reimbursement Information

If your organization receives reimbursable grant funding, you can report and keep track of the expenses that are

reimbursable. On the Reimbursement tab of the grant record, you can set up and define the billing items and
rates to use when creating charges in Accounts Receivable for grant expenses.

Note: The Reimbursement tab on the grant record is visible only if you have Accounts Receivable installed.

In order to bill the grantor through Accounts Receivable for expenses, you must associate product and billing
items with General Ledger accounts.
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» Setting up reimbursement information

1. From an open grant record, select the Reimbursement tab. The Reimbursement tab is available only if you
have Accounts Receivable.

® 2006_01 - Child Behavioral Patterns Research Grant =181 =l
File Edit View Grant Favorites Tools Help

USaveandﬁlosev|H X|EB|N 4 »|D|5J|EII

G[antl Attribgtesl Frojects

e

|Activit_lg| Medial Acti0n§| ﬂotesl Histary of Changes

Request reimbursement fram: I QI

Expense Type 1A Reimbursement Percentage Rate

Category Item / Description Expense Type Effe

K i
Activity for these accounts will be uzed to create AR tranzactions for the selected billing iterm row
Include: ISeIected accounts by range j Category: IExpense j

Account codes from |$$$$ El to account code |$$$$ |]l
Account Selection Motes

Last account code for the previous item: There are no items befare thiz line.

First account code for the nest item: There are no items after this line.

Walid account code range for Expense: B000 to 5339

[ [ | n9/08/2008 A

2. In the Request reimbursement from field, click the binoculars to access the Open screen and select the
client funding the grant.

3. In the Expense Type column, select the type of expense you want to show for this grant. Expense types
are created in Configuration.

4. In the Reimbursable Percentage Rate column, enter the percentage of expense that can be reimbursed
with the grant.

5. In the Request reimbursement using these product and billing items frame, you can add the products
and billing items used to bill the grantor for incurred grant expenses, plus any billing restrictions. These
billing items are not required on the grant record, however, you must create billing items in Accounts
Receivable to create AR charges for GL transactions.
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6. Click GL Distribution to access the revenue distribution for the billing item.

B GL Distribution

Interfund: |0 = I

L Distribution >

CR Account Number |CR Account Desc... | Percent DR Account Number | DR Account Desc... I

100.000 **-1193-00

Remaining: 0.000

Diztrinution,.. Load Distribution...  Distribute Ev

[ 03/0ar2007 A

7. Inthe Interfund field, select a valid interfund entry to balance the accounts. Interfund entries are defined
in Configuration.
8. Inthe CR Account Number and DR Account Number fields, enter the debit and credit accounts for the
distribution.
9. In the Percent column, enter a percentage for the distribution.
10. To edit the project, class, and transaction codes for the distribution, click Distribution, and select “DR
Distribution” or “CR Distribution”.

Debit Transaction Distribution x|
IUsa the transaction distibution from the expense ta be reimbursed j I %l
Project ID Project Desaription I Percent I Class I [ission ISpendah\e_ﬂ

nrestricted Net Assets Mone Spendable

100.000

Fiemaining: 0.000

Leizje) Elfsieitiee. . DjStiEis=

0K Cancel |

¢ If you want the billing item distribution to use the same set of projects, classes, and transaction codes
as the expenses that will be reimbursed with this billing item, select “Use the transaction distribution

from the expense to be reimbursed”.

¢ If you want to set a different transaction distribution for the billing item revenue distribution, select
“Always use this transaction distribution,” to enable the transaction distribution grid.
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11. Click OK to return to the GL Distribution screen, and click OK to return to the Reimbursement tab of the
grant record.

& 2006_01 - Child Behavioral Patterns Research Grank = |E||1|
File Edit Wew Grant Favorites Tools Help

dSaveandClose'Hx|Eﬂ|H 4 » "|E|ﬂ|l’|’|?'

G[antl Attribgtesl Projects  Reimbursement |Activitg| Media' Actiongl ﬂotesl Histary of Changes

Fiequest reimburzement from: IEommunity Foundation QI

Reimbursable expense types and rates:

Expense Type T Reimbursement Percentage Rate

Category Ikemn £ Description Expense Type I ﬂ

Flat Rate Ttem PC Patient Counseling
-
o | _>|_I

Activity for these accounts will be used to create AR tranzactions for the selected billing item raw

(=Y ER G e e cted accounts by range Categary: IEHpense 'l
Account codes from |$$$$ El to account code |$$$$ El
Account Selection Mates -
Last account code for the previous item: There are na items befare this line
First account code for the nest item: There are no items after this ine.
Walid account code range for Expense: 5000 to 5999

[ [ | 031272008 4

12. In the Include field, you can choose “Selected accounts by range” or “Selected accounts using advanced
filters”. If you choose “Selected accounts by range”, you can select a range of accounts using the Account
codes from [ ] to account code [ ] fields.

If you select “Selected accounts using advanced filters”, a set of filters appears at the bottom of the
screen that you can use to select accounts.

13. In the Category field, select a category for the account codes. The Category field is disabled if you choose
“Selected accounts using advanced filters”.

14. Click Save and Close on the toolbar to return to the Grants page.

Generating AR Transactions for Grant
Expenses

If your organization receives funding from reimbursable grants and needs to track expenses associated with the
grant in order to request reimbursement, you can use the Generate AR Transactions for Grant Expenses wizard.
Using this wizard, you can create transactions in Accounts Receivable for grant expenses, and generate AR charge
(or invoice line item) transactions for grant expenses that have been journalized to the general ledger from
sub-ledger transactions.

Warning: To use the Generate AR Transactions for Grant Expenses wizard, you must have Accounts Receivable
installed.
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Before using the wizard, you must set up the grant record in General Ledger by defining the AR client who will be
billed for grant expenses. You must also create the Accounts Receivable products and billing items that will be
the basis of the transactions you create, and the GL accounts for which activity will be accumulated for the
amount of the transaction.

Note: Grant expenses are created through AP invoices and payments, which are distributed to the assigned
project and/or grant. These Accounts Payable payments must be posted before you can generate an AR
charge transaction.

You can access the Generate AR Transactions for Grant Expenses wizard from the Grants Records page, or the
General Ledger processing page. To use this wizard, you must have Accounts Receivable installed.
» Generating AR transactions for grant expenses

You can access the Generate AR Transactions for Grant Expenses wizard from the Grants Records page, or the
General Ledger processing page.

1. From Generate AR Transactions for Grant Expenses page, click New. The Generate AR Transactions for
Grant Expenses screen appears.

§2 Generate AR Transactions for Grants Expenses =131l
File Edit view Favorites Tools Help
@ x|l |

| 2: Fitters | 3: Format I

Generate: IAccounts FReceivable Charges j
Tranzaction date: I
D date: IEased of each client's tems j

Post status/date: INotyatpostad ﬂ I

Include account activity as of this date

Date: I<Specific fiscal periods» j 10401 /2006 to 10/31/2008
Start fiscal pear: IThis fiscal pear 'l Start period ILasl fiscal period 'l
End fiscal year. IThis fizcal year 'l End period: ILGSl fiscal period 'I

I Include encumbrance transactions

[T Include activity for funded projects

[ Print a control report on |Adube FDF j

|~ Create an output query of transactions created

< Back | Hext > | Cancel | Pre-Generation Repart | iew Tranzactions |

\ [ 1173072008

2. Inthe Generate field, select “Accounts Receivable Charges” or “Accounts Receivable Invoice Line Items”. If
you choose to generate invoice line items, enter the Starting Invoice ID.

3. In the Transaction date field, enter the current date.

4. The Ordered on field appears only if you are generating invoice line items. In this field, enter the current
date or invoice date.

5. Inthe Due date field, enter a specific date, or select a due date based on the client’s terms, or the terms
you created in Configuration.

In the Post status/date fields, select “Not yet posted”, or “Do not post”.

7. Inthe Include account activity as of this date frame, select the date or date range for which you want to
include the account activity in reports and financial statements.

8. Mark Include encumbrance transactions to include encumbrance transactions. This option is disabled if
you do not use encumbrance accounting.

9. Mark Include activity for funded projects to include all activity for the projects listed on the Projects tab
of the grant record. Please be aware that projects with an assigned transaction code will not be included.

10. To print a control report, mark Print a control report on and select a printer.
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11. Mark Create an output query of transactions created to create a static query of the transactions created.

12. Select the Filters tab.

ﬂ Generate AR Transactions for Grants Expenses =101 x|
File Edit View Favorites Tools Help
B X udR=2-
Filters I Include Selected Filters Iﬂ

Funds All <All Funds=

Accounts All <All Accounts >

Account Attributes All <Al Account Attributes>

Account Codes All <Al Account Codes >

Categories All <Al Categaries>

Grants All <Al Grants >

Grants Attributes All <Al Grants Attributes=>

Projects All <Al Projects=

Project Attributes All <All Project Attributes >

Classes All <All Classes=

Transaction Attributes All <Al Transaction Attributes >

Journals All <Al Journals >

Mission(s) All <Al Mission(s) >

Spendable Mon-Spendable(s) All <All Spendable Mon-Spendable(s)=

—— P 1=
< Back | Mest > | Cancel | Pre-Generation Report | Wiew Tranzactions |

\ [ 12/01/2006

13. Onthe Filters tab, you can filter the transactions to include information based on selected criteria such as
funds, accounts, grants, and classes. For example, you can include only the grants within a certain range.

14. Once you have selected your filters, click next to access the Format tab. You can use the fields on this
screen to default comments, service provider, and print status information directly to the charge/line
items or invoices you generate. The fields on this screen will vary depending on the transactions you are

generating.
#3 Generate AR Transactions for Grants Expenses I =] P}
File Edit Wiew Favorites Tools Help
dx adgR=2-
Bll Genela\l 2: Fitters  3: Format |
Charge / Line Item format
Camment ||
Service Provider: |<blank> ﬂ
Print statuz: INot et Printed j
Irwvnice format
Print on invoice: I
Print on statement: I
Service Provider: |<blank> j
Frint status: INnt et Printed j
< Back | Hest > | Cancel | Pre-Generation Repart | Wiew Transactions |
\ [ 1270172006

15. In the Comment field, enter any comments you want included on the charge/line item.
16. In the Service Provider field, enter the service provider associated with the charges.

17. In the Print status field, select a status.

18. If you are generating Accounts Receivable invoice line items, additional fields appear on the Format tab.
In the Print on invoice field, enter any comments you want included on the invoice.
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In the Print on statement field, enter any comments you want included on the statement.

19.

20. Inthe Service Provider field, enter the service provider associated with the invoices.

21. Inthe Print status field, select a status.

22. If you click Pre-Generation Report, the system calculates the billing amounts for grants based on the GL
activity dates and filters you selected, and displays the report for you to review before actually generating
the transactions.

23. Click View Transactions to view and edit the transactions that meet your criteria.

=lol x|

ﬂ AR Transactions for Grant Expenses

These tranzactions match the criteria you specified:

ammary £ Find... for more than one Grant

C|IEﬂt Ttem Transaction Due Unit of Unit wtended
7
S m

Grant Description Austin Grant Extended Amount 510,268.30
Item ID PPP Amounts Previously Biled 50,00
[tem Description Paper Total £10,268.30
Transaction Date 10/16/2007 Reimbursement Limit £250.00
Due Date Amount, Under Limit/(Over Limit)  {§10,018.30)
Cancel | Pre-Generation Report | Generate Mow |

[ [Total extended amount: $10.268.30 [ 10162007

24. In the Generate? column, select the specific rows you want to generate.

2

5. Click Show Summary to view the account summary and detail for each row.

ﬂ Account Summary for 105 - Austin Grant, PPP - Paper L | EIIEI
Account Summary from 0170172006 - 1273172006
A arked 1 include ansach sted for mare than one Grant
i Reimbursement Extended
Indude? | Account Mumber | Account Description Actual ToiErstan e
] 2 01-5460-02 Printing $4,737.86 73.000 $3,553.40
v 01-5450-01 Printing §5,211.69 75.000 §3,908.77
| 2 01-5450-03 Printing §3,316.52 73.000 52,487.39
] v 02-5895-02 Miscellaneous Expenses £425.00 75.000 531875
Extended Amount $10,268.30
Amounts Previously Billed S0.00
Total £10,268.30
Reimbursement Limit $250.00
Amount, Under Limitf{Over Limit) {($10,018.30)

26. Inthe Include column, you can select specific accounts to include or exclude from the generation process.
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27. Click Close to return to the View Transactions screen.
28. Click Generate Now to generate the transactions.

Managing Grant Activity

The Activity tab displays a summary of grant activity for associated projects and transactions (if you defined a
transaction code for the grant). Information on the Activity tab is for viewing only; you cannot add or edit activity.
If the grant has an assigned transaction code, you can view transactions grouped by transaction code or by
project. You can also filter the information that appears in the grid. You can export activity information to
another software program to work with the information in that format or to create a report of activity. With
graphs, you can view grant activity in a variety of graph formats and styles to use in presentations and reports.

Viewing Grant Activity

Glossary: A transaction is a general ledger entry that indicates to the program the amount and account to
debit or credit. Transactions contain additional information that helps to trace and report on them.
Transactions include source codes and journal references.

Depending on the selection in the Type field on the Activity tab, you can view actual transactions, encumbrance
transactions, or both. If the grant has an assigned transaction code, you can view transactions grouped by
transaction code or by project. You can also filter the information that appears in the grid.

» Viewing grant activity

1. From an open grant record, select the Activity tab. A grid appears displaying all activity on the grant.

T 100 - South Carolina Child Art Education Grant -0l x|
File Edit View Grant Favorites Tools Help
USaveandOosev|H X|EH|N i b ll|El|g|?:‘l'|?' |
G_lT-.!rrlI Attributes I Budget I Projects | Reimbursement H
Show: % Group activity by Transaction Code { Group activity by Project
HRTEES Actual Al Dates: puling '?'Fi\ter:;:
Net Surplus/
| Revenue Expenses Gains | Losses | Gifts | Transfers Deficit
1003 £0.00 S0.00 s0.00 S0.00 £0.00 S0.00 S0.00
1008 $0.00 50,00 50.00 50.00 $0.00 50,00 50.00
9999 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00
‘fouth Services £0.00 §30,733.37 £0.00 £0.00 £0.00 £0.00 ($30,733.37)
Total £0.00 §30,733.37 S0.00 S0.00 $0.00 S0.00 (530,733.37)
Clear al filters |
[ [ 101672007 |

2. Inthe Type field, select one these options:
¢ Actual — displays the Actual column with actual project transactions.
e Encumbrance — displays the Encumbrance column with encumbrance transactions.

¢ Both — displays the Actual and Encumbrance column with actual plus encumbrance transaction
amounts.
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3. Inthe Dates field, select a fiscal year.
For the Show field, mark one of these options:

¢ Group activity by Transaction Code — this option displays all transactions with transaction code
distributions in the transaction code row, regardless of the project distribution.

e Group activity by Project — this option displays all transactions with project distributions in the Project
rows, regardless of the transaction code distribution.

5. You can filter the information included in the grid. Click Filter to specify filters for grant activity. For more
information, see “Defining Filters for the Activity Grid” on page 53.

6. To open a project record and view project activity, select a project in the grid and click Open Project.
7. When you finish viewing grant activity, close the grant record. You return to the Grants page.

Exporting Grant Information

You can export grant activity information into a worksheet or other database application. Exporting is useful if
you routinely create custom reports using The Financial Edge data. You can filter to view the information you
want, extract the data to use, and create a customized report.

» Exporting grant activity to a worksheet

1. From an open grant record, select the Activity tab.

2. Select a row in the activity grid.

3. From the menu bar, select Edit, Export Grid to Excel. The program sends the data to Excel, and grant
activity appears in an Excel worksheet.

4. Save the grant activity in the Excel worksheet. Close Excel and return to the grant record.

5. Close the grant record. You return to the Grants page.

Defining Filters for the Activity Grid

You can define custom filters for viewing grant activity. You can expand or reduce the activity appearing in the
grid by filtering by query, date, account number, journal, class, account attribute, and transaction code. For more
information about filtering in The Financial Edge, see the Program Basics Guide.

» Defining a filter for the activity grid on a grant record
1. From an open grant record, select the Activity tab.
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2. On the action bar, click Filters. The Grant Filters screen appears.

% Grant Filters |
_D_uery:l QI
Include activity for this date range
Date: [<Specific fiscal year> =
Fizcal year: lﬁ
Account nurmber: |$$-$$$$-$$ EIQI
Journal: I j
Account Attribute: I j I
Tranzaction code: I j I j
.Funds: Selected Funds:
o Dperating_ Fund _
g% E:Qgﬁ:&ll}l Fiestricted A
04 Plant =]
el
«|
Clear Al | QK | Cancel |

3. To filter grant activity, select a query, date range, or other elements about the grant.

¢ To filter activity using a query, click the binoculars in the Query field to search for a query. For more
information about using queries, see the Query Guide.

¢ To filter activity by date, in the Date field, select “Include all dates”, “<Specific fiscal year>", “<Specific
fiscal periods>”, or “<Specific dates>".

¢ You can use the Account number, Journal, Account Attribute, and Transaction code fields to filter
activity. For information about defining transaction codes, see the Configuration Guide for General

Ledger. You can also filter activity by fund. Select funds using the arrow buttons in the box at the
bottom of the screen.

4. When you finish making filtering selections, click OK. You return to the Activity tab. Click Calculate to
recalculate the grant activity appearing the grid using the new filtering criteria.

Viewing Grant Details

You can display transaction details for projects and transaction codes on the Activity tab. You can open projects
and view all the details of the account, such as the post date, journal reference, and amount.
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» Viewing details for a specified period of activity on a grant record

1. From an open grant record, select the Activity tab. Double-click a project in the grid. The Activity tab for
the project appears.

@ 9001 - Abnormal Psychology Program =l
File Edit ‘ew Project Faworites Tools Help

_'___“JSaveandC\ose"ﬂ }{|E& fé|" 4 » u|‘ﬁ|.&]|3‘|?'

P[n|ect| Attnhgtesl Eudgetl Account Fleslnctmnsl Indirect Costs  Activity |Med\a| Achnn§| ﬂntesl Histomy of Changes

Report View: & Activity (& Direct and [ndiect Costs

= Actual
Income Statement from 0170172006 - 1213112006
ategory I Ackual I Budget I Fav/{unFav) I “ollsed I

Beginning Balance $0.00
Revenues $0.00
Expenses $0.00
Gains 0.00
Losses $0.00
Gifts $0,00
Transfers $0.00
Adjuskrments ko Met Assets $0.00
Met Surplus/Defict 0.00
Ending Balance $0.00

halance Sheet through 1231 /2006

Liabilities $0.00

[Clear all filters | [Caloulate

\ \ | 03/06/2008 4

2. Double-click an account and the Account Summary screen appears.

= Account Summary =10l x|
Revenue Account Summary from 0170142007 to 12/31/72007
it Detail
Description Actual | Budget | Fav/{unFav) | “aUsed
01-4050-04 Tuition Revenue §11,832.00
01-4120-00 Individuals §1,1597.90
01-4200-04 Miscellaneous Income $2,150.00
02-4130-00 Individuals §3.94
Total Amount : $15.183.84 Total Budget : $0.00
Cloze |

3. To view details of an account, select the account in the grid and click Account Detail. Transactions for the
selected account appear. For more information about transactions in General Ledger, see the Journal
Entry Guide.
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4. To view details of a transaction, click View Transaction on the action bar. The Transaction screen for the
selected transaction appears.

"F; Transaction 48-10 =laix]
File Edit View Transaction Tools Help

i SaveandNew-| i 2| 4 » W= ?-

Account: |EI'I -4050-04 ilﬁl Tuition Reverue

Fieference: |Dugas Fewin 115

Tranzaction type: m Encumbrance status:IHeguIar j

ArmnoLnt: IW Joumal: I Student Billing j

Fiost date: |D1 JoAz2007 Fosted Reverse on: I

Distribute by: EEENE

Project ID I Class Mission Spendable/... I Performance | The Raiser's...lGrantTraddngI Amoun’
8 EEEE] Unrestricted MNet Ass... None Spendable $5,91
K| 2
Trangaction 10 01-4050-04 Remaining: $0.00 [0.0000%)

| \ [ 101672007 4

5. Close the Transaction screen to return to the Account Summary screen.

6. Click Close to close the Account Summary screen and return to the Activity tab of the project record.
Close the project to return to the grant Activity tab.

Viewing the History of Changes

The History of Changes tab displays an historic record of changes to the grant record. If a grant has had a change
in description, ID, or status, the change appears on the History of Changes tab. The information is for viewing
only; you cannot add, edit, or delete data on this tab.

» Viewing the history of changes on a grant record

1. From an open grant record, select the History of Changes tab. A grid displays the changes made to the
grant with the most recent change appearing at the top.

T 100 - South Carolina Child Art Education Grant o ] 4]

d Save and Close v| H

L Favories 00is  Rhelp

G_mntl Mtributes I ﬁudgetl Projects I Reimbursement I ﬂcti\r'rt)gl Media | Actiongl Notes

X|@/u « » u|Yal=|2- |

Item Changed I Previous Setting I Mew Setting I Changed On | Changed By I

The Item Changed column displays the kind of change made on the grant record, such as status or grant
ID.

The Previous Setting column displays the information that had been recorded for the grant before new
information was entered.

The New Setting column displays the new information recorded for the grant.
The Changed On column displays the date the change was made.
The Changed By column displays the name of the user who made the change.

2. Click the Changed On column heading. The display now lists the changes with the oldest date on top. Click
the heading again, and the new change appears on top.
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Close the grant record to return to the Grants page.

Graphing Grant Activity

You can create graphs of associated project activity. These use standard graphing features, such as two- or
three-dimensional bar graphs and line graphs. To access these features, in the grid on the Activity tab, select a
category and click the Summary Graph button on the toolbar.

» Graphing grant activity

1. From an open grant record, select the Activity tab.

P W

Select the activity type and fiscal year.
Double-click a project. The project record opens to the Activity tab.
On the toolbar, click the Summary Graph button. The Project Activity screen appears.

~1al x|

Activity for Project 1006 - Lewis
Grant for 2007 fiscal year

B Actual
Il Budget

Options... | Copy | Frint | LCloze |

Note: To view two-dimensional graphs, mark 2D at the top of the screen. To view three-dimensional graphs,
mark 3D.

5.

v ® N

10.

11.
12.

To change the graph type, style, or text, click Options. The Gallery screen appears with an array of graph
types. Click a type, for example, “Pie”.

Click Next. The Style screen appears. Click a style, for example, “1”.

Click Next. The Layout screen appears so you can create a title, footnote, and legend for the graph.
Click Next. The Axes screen appears so you can define the category and value for the axes on the graph.
Click Finish. The graph for the grant activity appears in the format you selected.

To copy the graph to the clipboard for pasting into documents, click Copy. A message appears, telling you
the graph has been copied to the clipboard.

To print the graph, click Print. The graph prints on your default printer.

When you finish making selections for the graph, click Close. You return to the Activity tab of the grant
record.

Managing Attributes, Media, Actions, and Notes

You can further define a grant record by adding information to its tabs.
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On the Attributes tab you can add attributes that give an additional level of detail to grant records. You can filter
and sort using grant attributes.

On the Media tab, you can store media objects for a grant.
On the Actions tab, you can enter communications about the grant.
On the Notes tab, you can record information about a grant that you may need later.

Adding Attributes

Use the Attributes tab to record additional information relating a grant to a particular project, user, department,
or program. You can report on grants with attributes based on a common theme. You can use grant attributes as
filters in other areas of General Ledger, such as Query.

If you delete attributes, be careful not to use the Delete button on the toolbar. You could inadvertently delete the
grant record instead of the attribute.

» Adding a grant attribute

Glossary: An attribute is a reporting tool you use to group information based on a common theme. With
attributes defined, you can filter information to your specifications.

1. From an open grant record, select the Attributes tab.

E 100 - South Carolina Child Art Education Grant

=0l x|

h'__}Sa\rean;Close_v|H _)(|EH|_N _‘. 3 "|E|ﬂ|ﬁ'|?'

Grant |Budge¢ I Projects I Reimbursement I Adi\ri‘t)gl Media I Actiongl Notes I Historyof[_hangesl

<Al Categories> -

Attribute Type I Desription I Short Description I Date I Required I Comments I

In the Attribute Type column, select an attribute type.
In the Description column, select or enter a description of the attribute.

If you selected a table type attribute that uses short descriptions, in the Short Description column, select
the attribute description. The Description column completes automatically.

In the Date field, enter the date the attribute becomes effective.

If this attribute type is required on a grant record, the program automatically marks the checkbox in the
Required column. You cannot edit this from the Attributes tab.

Note: You must define attributes in Configuration before you can add them to a grant record. For more
information about defining grant attributes, see the Configuration Guide for General Ledger.

7. In the Comments column, enter any additional comments or more detailed information about the
attribute. You can enter free-form text in this column.

8. Click Save and Close on the toolbar. You return to the Grants page.
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Add and Export Media

Media can include newspaper clippings, letters, contracts, pictures, and graphs.

To reduce the size of your database, you can create a link to the media file. Be aware that if the original file is

moved or deleted, the link will not work. The linked file must be in a location on your network where other
users can access it.

» Export media

1. From the Media tab of a grant record, open the media record.

"0 Media for ADS Security Systems O >
File Edit View Media Help
[HAsaveandClose~| [ 2 & | 4 4« » W [ FH| ? -

Date: 11842022 duthor.  |Supervisar B
Type: |BMP x| Tt |

Description: [Mew Lagg

A
-

MNew logo.bmp

Fress F7 to zoom

2. Select Export on the toolbar, or the File menu. The Save As screen appears.
3. Select the File name and Directory.
4. Select Save. The media is exported.
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» Adding existing media to a grant record

1. From the Media tab of a grant record, click New Media. The Open screen appears.
2. Select the media object and click Open. The New Media screen appears.



In the Author field, select your user name.
In the Title field, enter a title for the media object.

O N vk~ w

Adding Actions

Glossary: An action is any task or activity that needs to be completed for a grant.

In the Date field, enter the date to track when the media is added.

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

In the Type field, select a media type. You define media types in Configuration.

Click Save and Close to save the media object and return to the Media tab.
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The Actions tab maintains any task or activity that needs to be completed for a grant. Actions, for example, can
include meetings, mailings, phone calls, and email messages. If you have security rights established from the Set

up system security link in Administration, you can add, edit, and delete actions from this tab.

Warning: Be careful not to use the Delete button on the toolbar to delete an action. You could inadvertently

delete the grant record instead of the action.

You can assign an action to another person or yourself, and the program reminds you or the other user when the

action is due by adding an action reminder to the Home page for the person assigned the action.

» Adding an action to a grant record
1. From an open grant record, select the Actions tab.

2. On the action bar, click New Action. The New Action screen opens on the Action tab. The name of the

grant appears in the Description field.

New Action for South Carolina Child Art Education Grant x|
File Edit View Acton Help
uSa\reandGosevla | I 4 & B | [
Action | Altributes |
Description: IB auth Caralina Child Art Education Grant ﬂ 10 100
i ind S
ol I ﬂ I~ Auto-Remind ,&\
Send reminder to: I Supervisar =
Action date: I Time:l
Set reminder for |1 I[)a_pg vl beforehand
Chatus: | =l
Pricrity: INormaI j [~ Completed on I
Aszzigned to: I Supervisar j
Description: =
-
| 10/16/2007

3. Inthe Action type field, select an action type.

4. |nthe Action date and Time fields, enter the date and time the action should occur.
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5.

Note:

In the Status field, select the status of the action, for example, “Pending”. Action statuses are defined on
the Tables tab of Configuration.

When the action is complete, open the record and mark Action completed on. The program

automatically enters the current date.

6.
7.

10.

11.

12.
13.

14.

In the Priority field, select “Low”, “Normal”, or “High” as the level of importance for the action.

In the Assigned to field, select the person assigned to complete the action. The action appears on the
record of the person selected in the field.

To send the person assigned to the action a reminder, mark Auto-Remind. When you mark Auto-Remind,
other options in the frame become active.

In the Send reminder to field, select the person to be reminded.

In the Set reminder for [ ] beforehand field, specify how many days, weeks, or months before the action
date you want to send the reminder.

When the action is complete, you can mark Completed on. The program automatically enters the current
date.

In the Description field, add notes to describe the action.

To add attributes to the action, select the Attributes tab. For more information about adding attributes,
see “Adding Attributes” on page 58.

To save the action and return to the Actions tab, click Save and Close. The new action appears in the grid.

Adding Notes

In The Financial Edge, the Notes tab makes it easy to maintain helpful pieces of information you receive, read, or
need to remember about a grant. You can create notepads to record information about the grant not entered
elsewhere in the record. Each notepad has a date, type, description, title, and author.

Glossary: A note is useful information you can add to a record using free-form text.

Notes are different from attributes because they can be secured by type. You can set up securities so only certain
users can view particular notepad types. This is especially useful when the information is of a sensitive nature and
you want to ensure that only you can access the information. For more information about setting up security
access, see the Security chapter of the Administration Guide. When deleting a note, be careful not to use the
Delete button on the toolbar. You could inadvertently delete the grant record instead of the note.

» Adding a note to a grant record

vk W

Note:

From an open grant record, select the Notes tab.

Click New Note on the action bar. The New Note screen appears.

Today’s date automatically appears in the Date field, but you can enter a different date.
In the Type, Description, and Title fields, enter information about this notepad.

In the Author field, select your user name.

You can use buttons on the word processing toolbar to format the appearance of the text, check

spelling, and use a thesaurus.
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6.

In the text box, enter the information you need to remember.

~=lol x|
File Edit Motes Format Tools Help
BSa\re and Closev| H b4 A _a";| H 4 kb | "j‘|lﬂj5pellingv| ?-
[MS Sans Sei v B 2 v== ==
Date: [tonesz007 Title: [Granto2
Tupe: |Internal j Author: |Supervisor j

Degcription: INote to Tam

e are still waiting on the first installrment of this grant]

|F'ress F5 to ingert time stamp

7. Click Save and Close on the toolbar. You return to the Notes tab, and the note appears in the grid.
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Note: Documentation for The Financial Edge shows you how to select, locate, and use the right resources for
a particular task. This chapter explains how to add, access, and work with project records. It introduces you to
the basic concepts of project records and defines words and phrases you need to know. If you have the
optional module Budget Management, see the Budget Management chapter for information about that area
of the program.

Projects and Grants is an abbreviation for the optional module Project, Grant and Endowment Management,
which is used in conjunction with General Ledger to track projects and demonstrate fiscal responsibility and
stewardship to your organization’s grantors and donors.

With Projects and Grants, you add project records to the system that are used to record transactions and report
on activity for grants, endowments, scholarships, programs, special events, investments, or other similar entities.
Using project records provides an extra level of tracking that enables you to run detailed reports while making
sure you meet donor restrictions.

If you have the optional module Allocation Management along with Projects and Grants, you can use projects to
help track indirect costs using the Indirect Costs tab. On this tab, you define specific indirect cost information,
including destination accounts, rates, and pools, to be associated with projects when they are included in indirect
cost allocations. For more information about indirect cost allocations, see the Allocation Management Guide.

Another benefit of using Projects and Grants is the availability of transaction codes, which you can use to track
transactions and maintain fund balances by and across fiscal years. Within Genera/Ledger, you can have a
maximum of five transaction codes (which are similar to attributes), and you can configure individual funds within
an organization for each transaction code. Within the funds, you can mark transactions as optional, required on
income statement accounts, required on all accounts, preserve details during closing, or required to balance. For
more information about transaction codes, see the Configuration Guide for General Ledger.

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

If you have the optional module Budget Management, options set for budgets in the Budget Manager apply to
project budgets. In Budget Management you can use Budget Tools, budget scenarios, and budget management
options. With these, you can increase the input of budget information and finalize budgets.

Note: You can select Tools, Options from the menu bar anywhere in The Financial Edge to access the Options
screen.

To establish project user options, click Edit options for Projects from the Projects page. On the Options screen,
select the Records tab. In the treeview on the left, select Project or Project Activity. For more information about
options, see the Program Basics Guide.

Accessing Project Records

Because records are such an important part of The Financial Edge, we have placed all record types for General
Ledger in one area so you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet
to pull out a record or file. When you open Records, you can directly access several record types, including project
records. On the navigation bar in General Ledger, click Records and then click Projects on the Records page. The
Projects page appears.

Note: If you have the optional module Budget Management, the Budgets link appears on the Records page.

The Projects page is the starting point for project records. From this page, you can add a new record or open an
existing project. You can edit budgets with Budget Tools and edit project options.

To help you quickly access project information, the Projects page displays recently accessed project records. To
save time when searching for a specific project record, you can use the Search for a Project by project ID field.
This is especially useful if your organization has a large number of projects. For more information about searching
for records, see the Program Basics chapter of the Program Basics Guide.
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If you have the optional module Advanced Security, you can give or deny user rights to the projects you specify.
You can use a query, a date range, or selected projects on which to set up security. For more information about

security, see the Administration Guide.

@ The Financial Edge
Fie Edit Wiew Go Favoites Tools Help
4 Back & Corwe frunity Services Inc. T + General Ledger ™
Shortcuts
T Records * Projects
-] | Records
what do you want to do? Accounts
E Add a New Project Y Budget Took... Budgets
'F Open a Project
( Edit options for Projects
Search for a Project by Project ID
1001 ]
Access a Recently used Project
1001 - Annabelle Johnson Endowment
1003 - Everett Grant
y. a Plug-Ins
{
Blackbaud Systems ;I
‘welcome to General Ledger 7

Finding and Opening Project Records

Tip: On the Projects page you can quickly find a project by ID by using the search feature in The Financial Edge.
For information about this feature, see the Program Basics Guide.
To find and open a project record, you need to be familiar with the Open screen. The Open screen has several
filters you can use to narrow your search and quickly locate the project you want to open. The search process is

not case-sensitive, so you can enter Smith, smith, or SMITH and get the same results. You can use wildcard
characters if you are not sure how a word is spelled. For more information about wildcards, see the Query Guide.

To access the Open screen, click Open a Project from the Projects page.

» Opening a project record
1. On the Records page, click Projects. The Projects page appears.

Tip: You can either click Projects or use the navigation tabs on the Records page to access project records.
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2. Click Open a Project. The Open screen for projects appears. For more information about using the Open
screen, see the Program Basics Guide.

Find: IP[Diect j Search uzsing queny: |<Default> m' Q'

85 Orer M8 Add 2 New Project Options

Froject 1D: I j Department: I j
Description: I j Location: I j
Type: I j Activedlnactive: IActive j
Status: I j Preseent posting date: I

Start date: I Last modified by: I j

End date: I Last modified on: Iany tirne j
Division: I j

l Hide Filters | Clear Filtersl Previous Filtersl Filters are not applied Find Mow I Open | Cancel |

3. Inthe Find Projects that meet these criteria frame, enter the criteria for the program to use to search for
the project. Criteria can include the project ID, description, type, and status.

4. Click Find Now. The program searches the database and displays all projects meeting the search criteria.

Note: The project record opens to the Project tab by default. In Options, you can select a different tab as the
default. For more information about setting the default tab, see the Program Basics Guide.

5. Inthe grid, select a project and click Open. The project record opens to the Project tab.

@ 1001 - Annabelle Johnson Endowment % i ;IEIEI

File Edit View Project Favorites Tools Help

BSaveandCJosev|H x|g d|u 4 b H|M|B|ﬂ‘ﬁ'|?' |

P[ojedlkh-bgtesl Budget | Account Restrictions | Indirect Costs | Activity | Media | Actions | Motes | History of Changes

Praoject 1D: 10071
Deszcription: |Annabelle Johngon Endowmnent
Type: IEndument j
Status: IIn Progress j
Start date: IW End date: l—
Drivigion I j
Department I j
Location I j
Aclivelnactive: IActive j
ContactName |  Poson | Organization | Address | City | State |
Ms. Sue Johnson SelfEmployed 200 Bayview Drive Mt. Pleasant 5C

Active 08/23/2007
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6. After you view or edit the record, click Save and Close on the toolbar. You return to the Projects page.
Managing Project Records

Glossary: A project is a transaction-level identifier that categorizes transactions and budget entries. You can use
projects to monitor equity balances or prepare financial statements for a given purpose. If a project is
associated with an account or budget, you cannot delete it.

You can add project information from the Projects page of Records, from the File menu on the Projects page, and
from the File menu of an existing project record. We recommend adding and opening records from Records
because it provides the easiest and most complete access to all record types.

From the Projects page, you can use Budget Tools. Click Budget Tools to create, copy and forecast, merge,
finalize, and delete budget scenarios.For more information about using budget tools, see the Budget
Management chapter.

Once you create, save, and close a record, you can make changes or add new information by editing the project
record. If you have a project you no longer use, you can delete the project record. However, we recommend you
make the project inactive to indicate the project record is no longer current or valid. You can make a project
active or inactive only if you have rights established from the Set up system security link of Administration.
Remember, you cannot delete a project that is used on posted or unposted transactions.

Warning: If you have the optional module Advanced Security, you cannot delete a project listed on the Project
Security tab. For more information about Advanced Security, see the Administration Guide.

Importing records is an efficient process in which you move data from other programs into The Financial Edge.
Importing is particularly useful if your organization maintains two databases or if you need to combine two or
more databases into one. With project imports, you can add project information to existing projects in the
database or create new projects. For information about importing, see the Import Basics chapter of the Import
Guide.

Adding Project Records

When you add a project record in General Ledger, we recommend you enter as much as you can about the
project. Such information is more than just numbers; with project attributes and other textual details, you can
manage projects accurately and efficiently. You can enter budget and contact information, save media items, and
create notepads of information about the project. Because Projects and Grants acts as a subsidiary ledger on a
separate level from the chart of accounts, your organization can add projects without having to add accounts
with new segment values to the chart. This allows for a streamlined chart of accounts.

» Adding a project record

Note: The heart of the project record is the Project tab. This tab stores general project information such as
project number and description, status, starting and ending dates, active/inactive status, and contact
information.
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1. On the Projects page, click Add a New Project. The New Project record opens to the Project tab.

2.

=lolx|
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In the Project ID and Description fields, enter the identification number and a description of the project.
We recommend you enter the name of the project in the Description field.

If you marked Automatically generate new Project IDs in Business Rules, the program automatically

assigns a project ID when you leave this field blank and save the record. Project ID and Description are
required fields.

In the Type and Status fields, select the type and status of the project.

In the Start date and End date fields, enter the beginning date and ending dates of the project or click the
calendar to select dates.

Note: You can rename fields to something more appropriate for your organization on the Project Fields page

of Configuration.

5. In the Division field, select the division you want associated with this project. You can set up options for
this field on the Project Fields page of Configuration.

6. Inthe Department field, select the department you want associated with this project. You can set up
options for this field on the Project Fields page of Configuration.

7. Inthe Location field, select the location you want associated with this project. You can set up options for
this field on the Project Fields page of Configuration.

8. In the Active/Inactive field, the program automatically enters “Active”, but you can select an inactive

status.

Note: You define types and statuses in Configuration. For more information about defining these fields, see the
Configuration Guide for General Ledger.

9.

Select “Inactive - prevent data entry” to prevent you from entering project information but keep the
project record in the database.

Select “Inactive - prevent data entry and posting after a certain date” to prevent data entry and posting of
transactions on this project. If you select “Inactive - prevent data entry and posting after a certain date”,
the after field appears so you can enter an end date.

Click Save and Close on the toolbar. You return to the Projects page.
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Adding Contact Information

When you create a project record, to make project information more thorough and complete, we recommend
you add contact information to the record. You can store all this information in the contact grid on the Project
tab. You can add, update, or delete contact information at any time.

If you have The Raiser’s Edge installed and integrated with The Financial Edge, you can load a Raiser’s Edge
constituent as a project contact.

» Adding a contact to a project record

1. From an open project record, select the Project tab.

'@ 1001 - Annabelle Johnson Endowment o [=] 3

File Edit View Project Favorites Tools Help

| Save and Close ~

BXGd|w e mjavalee-

Project | Atributes I Budget I Account Restrictions | Indirect Costs I Adivi‘txl Media I ﬂdion;l Notes I History of Changes I

Project 1D 1001

D escription: IAnnabeIIe Johnzon Endawment

Tupe: IEnduwment j
Status: Iln Progress ﬂ
Start date: IW End date I—
Drivigion I ﬂ
Department I j
Location I ﬂ
Activednactive: IActive j

A Mew Cortact &5 Open " Delete

Contact Name I Position Organization Address I City | State

Ms. Sue Johnson SelfEmployed 200 Bayview Drive Mt. Pleasant 5C

Click New Contact. The New Contact screen appears.

Click Name. The Name screen appears.

In the Title 1 and Title 2 fields, select titles for the contact, for example, “Ms.” or “Dr.”.
In the First name, Middle name, and Last name fields, enter the contact’s name.

vk W

Note: To link the contact name you just entered with the Name field on the New Contact screen, leave
Synchronize full name and individual name fields marked.
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6.

In the Full name field, select the contact’s full name as it should appear on correspondence. For example,
you can select “Ms. Mary Armstrong” or “Armstrong, Mary Elizabeth”.

Mame I

TitIe‘I:IMS. vl Title2:| vl

First name: IMary

Middle name: |Elizabeth

Last name: IArmstrong

Suffix 1: I 'l Suffix 2:| vl

Full name:

IMs. Mary Elizabeth Aimstrong

[

¥ Synchionize full name and individual name fields

Ok I Cancel |

7. Click OK to save the name information and return to the New Contact screen.

Mew Contact

Mame | IMS. tary Elizabeth Armstrong

Organization: I

Pozition: I

Address |

Phone(s]:

Contact Type Contact Mumber

Ok | Cancel |

8.

In the Organization field, enter the name of the organization with which the contact is associated
9.

In the Position field, enter the contact’s position, for example, “Membership Chair”.

Mew Contact

MName | IMS. tary Elizabeth Armstrong

Organization: IPeacefuIGleen

Positian: IM embership Chair

Address |

Phare(s): Contact Tyupe Contact Mumber

Ok | Cancel |

Note: “United States” automatically appears in the Country field; however, you can select a different country.
10. Click Address. The New Address screen opens to the General tab.
11. Inthe Address, City, State, and ZIP fields, enter the contact’s address.
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12. Inthe contact grid, select a contact type in the Contact Type column and enter the number in the Contact
Number column.

Note: The ZIP Code can be either a five-digit ZIP Code or ZIP + 4 code.

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

i Address

General l
Country: |U nited States ﬂ Contact Type | Contact Mumber |
Address; ‘420 Serenity Circle I - Wwork Phone  843-955-1212
Clity: |Isle of Palms
State: 5C | South Caralina
ZIP: 29451
Address as it will be printed:[420 S erenity Circle J V' Synchronize with individual address fields
Izle of Palms, S 23451
ok Cancel

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

14. Click OK to save the information and return to the New Contact screen.

New Contact

MName |Ms. tary Elizabeth Armstrong

Organization: |Peacefu|Gleen

Positian: |M embership Chair

Address 420 Serenity Circle
Isle of Palms, SC 23451

Phare(s): Contact Type Contact Mumber
| |work Phone 8435551212

Ok | Cancel |

15. Click OK to return to the Project tab. Contact information appears in the grid.
» Loading a Raiser’s Edge constituent as a project contact

Note: If you have The Raiser’s Edge installed and integrated with The Financial Edge, you can load a Raiser’s
Edge constituent as a project contact.

1. From an open project record, select the Project tab.
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2. Click the down arrow next to New Contact and select Load Raiser’s Edge Constituent.

® 1001 - Annabelle Johnson Endowment

File Edit “iew Project Favorites Tools Help
PsaveandCose- | X [E S| K ¢« » M| B 2= ?-
Project |Attnhgtes] Eudgel} Account F\estnctlons] Indirect Eosts] Act\vlty] Medlal Acllon§] ﬂotes] History of Changes

Project ID: 1001

Dezcription: |Annabslls Johnson Endowment
Type: |Endnwmanl j
e |In Progress ﬂ
Start date: 01/15/2002
End date ,7
Activednactive: |Acllve j
m Organization Address City Skate
Load Raisers Edge Constituent Sl d 20 Drive Mk, Pleasant _

Dr. HartisFredarick Sadler &4 5t. James Flace Richmond VA

Aitive

3. If you have multiple databases installed, the Raiser’s Edge Database screen appears.
[ —————————
%8| TheRaiser'sEdge’

You have multiple Raiser's Edge databases installed. Please
select the database to use for this session:

e Raiser's Edge 7 Database 2%
e Raiser's Edge 7 Databasze 1

4. Click the database to log into. The Raiser’s Edge login screen appears.

User name: |Supervisar
Password:

QO

5. Enter your user name and password and click the right arrow. The Open screen appears.

Note: Once you upload the constituent as a contact, there is no link to the Raiser’s Edge constituent record.
Any updates made to the constituent record in The Raiser’s Edge are not reflected in The Financial Edge.
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6. Enter information in the search fields to find the constituent and click Find Now. The constituent appears
in the list.

Find: | J Search uzsing query: |<Default QM
Constituent MName Address Block City,Skate Constituent 10 j (¢4 DOpen
Harris F. Sadler 54 Sk, James Place Richrmond, & 75 r—
Saink Joseph's Catholi... 1525 Tradition Street Charleston, SC 193
EHEidi E. Schapiro 49 Marth 67th
Martin &, Schultz 95 Coconut Grove Road Pahoa, HI 173
Morica L. Sharp 325 Kenbwood Lane Chicago, IL 74
IMary E. Simpson 443 Lake Forest Drive,.. Kiawah Island, 5C 297
Anne C. Sinclair 115 Ashley River Road  Charleston, SC 76 j

Find Congtituents that meet these criteria:

Options

Last/Org name: |3 j Address lines: | j

Firgt Mame: | j City: | j
Constituent 10 | ﬂ State: | j @ Find Mow

SSM: | ﬂ ZIP: | ﬂ Mew Search

tembership [D: | j Class of: | j S el
Bank acct. no.: | j Credit card no.: | j = Q
|v Display inactive constituents [~ Check spouse name [ Exact matchonly [
[~ Dizplay deceased constituents [~ Check aliazes [~ Check contact name Expand Results

7. Select the constituent to load and click Open. You return to the Project tab and the constituent’s contact
information appears in the grid.

Managing Project Budgets

From an open project record, you can set up a project budget that synchronizes the budgets of the accounts that
use the project. You can then add, edit, and delete budget information. Any changes you make to the project
budget affect the accounts with which it is linked.

Glossary: A budget is an estimate of the level of economic activity for a fiscal period. You can add budgets for
accounts and projects.

You can view the budget for one project at a time. On the Budget tab, you can define the portion of your overall
budget that is allocated to and generated from a project. You can enter and modify the budget on any project for
budgets not yet finalized for any of the fiscal years defined in Configuration.

You can add and distribute project budget amounts using three methods:
¢ Manually entering an amount into each applicable period
¢ Distributing an amount evenly

Note: If you have the optional module Budget Management, you can use the Budget Manager to enhance
project information. For more information about budgets, see the Budget Management chapter.

¢ Distributing an amount or set of defined percentage distributions

Adding Project Budgets

A budget is an estimate of the level of economic activity for a fiscal period. You can expand project information
on the Budget tab of the project record. On this tab, you can enter project budgets. If you have the optional
module Budget Management, you can develop, copy, forecast, and monitor budget scenarios.
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» Adding a project budget

Tip: If you are setting up both account and project budgets, we recommend you set up the budgets from the

project record and create the budget automatically. The only time you want to enter budgets from the account
record is to allocate a dollar amount only to the account and not to the project.

1. From an open project record, select the Budget tab.

@ 1001 - Annabelle Johnson Endowment

=0l x|
File Edit View Project Favorites Tools Help
L}Saveandl\]ose-‘ﬂ )(|L3 \3|N 4 b N|E|H|E|ﬂ|l’|’|?' |
P[o]ectl Atributes I Account Restrictions | Indirect Costs I Actwrty' Media I Actlong' Notes I Hlstoryofghangesl
Scenario [0 lm tdain Operating Budget Status: IF

Start Fiscal Year: | This fiscal year 'l F/¢ This fiscal year

ount Tolal Distibute Total Load Budget Distibution. . Apply Grant Distibution.. Find.. 5" Fiters

Account Number Description Total Distributed 2007-1 200

In the Account Number field, enter the account number of the budget or click the binoculars to select an
account.

3. Inthe Scenario ID field, select a budget scenario.

In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

In the Total column, enter the total budget amount available for project.
6. Inthe Edit field, select “Amount” or “Percent”.

If you select “Amount”, you can edit data in the Amount column, and the Percent column is for
informational purposes only.

If you select “Percent”, you can edit data in the Percent column, and the Amount column is for
informational purposes only.

7. Click Save and Close. You return to the Projects page.
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» Adding a project budget in project total view

If the project you have open allows project total budgeting, you will have the following view on your Budget
tab. You can enable the Allow total Project budget amounts to be set for selected Project types option in
Business Rules.

1. From an open project record, select the Budget tab.

@ 1001 - Annabelle Johnson Endowment

=lolx|
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2. Inthe Scenario ID field, select a budget scenario.

3. In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

The Budget type field is read-only and displays the budget type for the fiscal year and scenario you
selected.

4. Inthe Expense budget field, enter the total budget amount available for project.

The Actual expense field displays the amount for posted General Ledger transactions for expense
category accounts in the selected fiscal year.

Note: You can enable the Allow total Project budget amounts to be set for selected Project types option in
Business Rules.
The Fav/(unFav) field displays the budget minus actual expense.
The Percent used field displays the actual expense divided by the total budget.
5. Click Save and Close. You return to the Projects page.

Distributing Project Budgets Evenly

On the Budget tab of an open project record, you can enter and evenly distribute a project budget. Entering and
distributing project budgets gives you the flexibility of entering budget figures that you can adjust to reflect
irregular or seasonal fluctuations. If you define distributions in Configuration, you can use the distribution by
clicking Load Budget Distribution. If you distribute a budget evenly, you can enter the amount of the budget
distribution and click a button to save time and ensure accuracy.

» Distributing a project budget evenly

Glossary: A budget is an estimate of the level of economic activity for a fiscal period. You can add budgets for
accounts and projects. A budget distribution is a template that provides a method for you to distribute budget
activity manually, evenly, or with a table among accounts.
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1. From an open project record, select the Budget tab.

8.

@ 1001 - Annabelle Johnson Endowment =] 3]
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In the Account Number field, enter the account number of the budget or click the binoculars to select an
account.

In the Scenario ID field, select a scenario identifier.

In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

In the Total field, enter the total amount to include in the budget.
Select “Amount” or “Percent” from the toolbar.

If you select “Amount”, you can edit data in the Amount column, and the Percent column is for
informational purposes only.

If you select “Percent”, you can edit data in the Percent column, and the Amount column is for
informational purposes only.

. On the action bar, click Distribute Total. The total is divided and distributed equally for each period of the

fiscal year.

Click Save and Close. You return to the Projects page.

Loading Project Budget Distributions

You can save time and reduce errors by using a budget already defined in Configuration. Budget distributions
provide a method for you to distribute budget activity manually or evenly.

» Loading a project budget distribution

Glossary: A budget distribution is a template that provides a method for you to distribute budget activity

manually, evenly, or with a table among accounts. You can apply budget activity manually, evenly, or with a
table to projects.

1.
2.

From an open project record, select the Budget tab.

In the Account Number field, enter the account number of the budget or click the binoculars to select an
account.

In the Scenario ID field, select a scenario identifier.

In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

In the Total field, enter the total amount you want to include in the budget.

6. Select “Amount” or “Percent”.
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7. Click Load Budget Distribution on the action bar. The Budget Distributions screen appears.

Budget Distributions x|

Select |
7 Cancel |

Select a Budget Distribution

Description

Semi-Manthly

Quarterly 5@ Aidd Mew |
Second Quarter

Third Quarter (e 0pen |
Fourth Quarter

I athly

1] | ¥| ABFind. |

8. From the list, select a budget distribution. You define distributions in Configuration.

Note: A fiscal year budget can contain from one to 13 periods. If you have the optional module Budget
Management, a period range budget can span fiscal years and contain from one to 99 periods.

9. Click Select. You return to the Budget tab, and the program distributes the budget according to the
budget distribution selection. For example, if you select Quarterly, the budget is distributed evenly
among four months of the fiscal year.

10. Click Save and Close. You return to the Projects page.

Adjusting Project Budget Totals

Once you have finalized a budget, you can use budget adjustments to make changes. For example, you can adjust
a finalized budget if unforeseen changes arise in budget assumptions. You can create reports displaying the
original project budget, any adjustments, and the new budget for the project. Adjusting the total budget is useful
when you need to enter and distribute only a few budget amounts in specific periods.

» Adjusting the total budget on a project record
1. From an open project record, select the Budget tab.

Note: If you create an account “on the fly” that should have a required attribute, you must save and close the
account and reopen it to add the required attribute.

2. Inthe Account Number field, enter the account number of the budget or click the binoculars to select an
account.

3. Inthe Scenario ID field, select a scenario identifier.

Ea

In the Start Fiscal Year field, select the fiscal year the budget starts. A fiscal year budget can contain from
one to 13 periods. If you have the optional module Budget Management, you can use period range
budgets which can span fiscal years and contain from one to 99 periods.

Select “Amount” or “Percent”.

Click Distribute Total or Load Budget Distribution to load a budget distribution.
Make changes in the budget grid.

Click Adjust Account Total on the action bar. The program updates the total.

L 0N o WU

Click Save and Close. The program saves your changes to the budget, and you return to the Budget tab.
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Adding Account Restrictions

From an open project record, you can set up account restrictions related to the project. By adding restrictions,
you have more control over what accounts can or cannot be used.

On the Account Restrictions tab, you can restrict or allow use of all or a select group of accounts for the project. If
you have previously set up account restrictions that you would like to use again, you can save time by copying
those restrictions.

You can also control how the restricted accounts are used throughout the program by setting a project business
rule in Configuration. With this business rule, you can enforce project account restrictions on all project
transactions or only when processing indirect cost allocations.

If you select only when processing indirect cost allocations, any restricted accounts are excluded from the
allocation pool for the associated project and are not used in the calculation when processing an indirect cost
allocation. Indirect cost allocations are available only if you have the optional module Allocation Management.
For more information about allocations, see the Allocation Management Guide.

» Adding account restrictions for projects
1. From an open project record, select the Account Restrictions tab.

Bhewboer  EEH|
File Edt “iew Project Favoites Tools Help
ESaveandC\Use'|n x|&ﬁ‘“ 4 bk H|‘D||g|?' |
F'[n|ect| Attnhgtesl Budget direct Enstsl Achwlyl Med\al Actlnngl Hntesl Histary of Ehangasl
Restriction: IAIIow uze of all accounts Copy zettings from... |
Include: Q@ Flange 8 Ouzry 8
IStart Arccaunt umber IAccount Deschiption End Aeeount Humber Account Description I
\ |Active [10/29/2004 P

2. Inthe Restriction field, select an option designating the type of account restrictions to add. You can allow
use of all accounts, allow use of selected accounts, restrict use of all accounts, or restrict use of selected
accounts.

If you allow or restrict selected accounts, the grid becomes active and you can enter the specific accounts.
You can designate accounts by entering a range, using a query, or by entering individual accounts in the
grid.

3. Once you enter account restrictions, click Save and Close. You return to the Projects page.
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Defining Indirect Cost Information

If you have the optional module Allocation Management, the Indirect Costs tab is available on project records. On
this tab, you define specific indirect cost information, including destination accounts, rates, and pools, to be
associated with projects when they are included in indirect cost allocations.

Note: From the Indirect Costs tab, you can also create new rates and pools. For more information about
adding new rates and pools, see the Allocation Management Guide.

On the Indirect Costs tab, you assign previously created allocation rates and allocation pools to projects, or create
new rates and pools to associate with the project. You can also copy rates and pools from other project records.
Additionally, you can define default revenue and/or asset accounts to be used as destination accounts when
calculating indirect costs related to the project.

Once you add allocation rates, pools, and/or default destination accounts to a project record, those items are
associated with the project. When an indirect cost allocation is created using that project, the rates and pools are
eligible to be used and are selectable on the allocation record. For example, if you assign three allocation rates to
a project on the Indirect Costs tab, when that project is included in an indirect cost allocation, you can select one
of those rates to be used. If you add a new rate for a project from an allocation record, that rate is automatically
associated with the corresponding project and viewable on the Indirect Costs tab.

If you no longer want a project to be associated with specific rates or pools, you can remove those items from the
Indirect Costs tab, which disassociates the project from the removed rates and pools. Rates and pools that are
associated with a project used in an indirect cost allocation cannot be deleted.

This section provides step-by-step procedures for defining indirect cost information on project records.

» Defining destination accounts, allocation rates, and pools for projects
1. From an open project record, select the Indirect Costs tab.
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2. To assign default destination accounts, access the account grid and enter the debit and credit accounts to
be used for the indirect costs related to this project. The default debit account type is asset and the
default credit account type is revenue.

The accounts you enter here are defaults only and can be changed on the allocation record. When
running an allocation, you must have at least one distribution for each project that allocates the
calculated indirect costs to specific debit and credit accounts.
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3. To define allocation rates to be used with this project, access the rate grid.

Rates uzed with 1003:

A& New Rate = |Ouzn w4 Famove BB Copy Rates fam...

Rate ID | Current Yalue Type I Skatus
Fah 20% Federal Ackive
o 20% Federal Ackive

V¥ Associate this project with new A ates

Note: For more information about adding new allocation rates, see the “Using Allocation Rates” section of the
Allocation Management Guide.

4. In the Rate ID column, select a previously created rate or click New Rate on the action bar to add a new
rate. You can also copy rates from other projects by clicking Copy Rates from. All rates entered in the grid
are eligible to be used with the project when an indirect cost allocation using the project is created. If you
need to remove a rate from a project, highlight the rate in the grid and click Remove on the action bar.

5. If you want the project to be associated with all new allocation rates added to the system, mark Associate
this project with new Rates.

Note: For more information about adding new allocation pools, see the “Using Allocation Pools” section of
the Allocation Management Guide.

6. To define allocation pools to be used with this project, access the pool grid.

Pools used with 1003:

4@ New Fool @ Open Remove Bes Copy Pool from...
Pl I | Ciescription | Last Updated I
Supplies 11f28/2004 1:05:34 PM

W Associate this project with new Pools

7. Inthe Pool ID column, select a previously created pool or click New Pool on the action bar to add a new
allocation pool. You can also copy pools from other projects by clicking Copy Pools from. All pools entered
in the grid are eligible to be used with the project when an indirect cost allocation using the project is
created. If you need to remove a pool from a project, highlight the pool in the grid and click Remove on
the action bar.

8. If you want the project to be associated with all new allocation pools added to the system, mark Associate
this project with new Pools.
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9. After entering indirect cost information for the project, click Save and Close. You return to the Projects
page.

Defining Portfolio Allocation Information

The Investments tab replaces the Indirect Costs tab on project records when you specify the project type as
“Endowment.” In order to specify the project type as “Endowment” on project records, you must first create an

endowment table entry on the Project Type table in Configuration. You cannot define portfolio allocations on a
project record if you select “Project” as the type.

On the Investments tab, you assign previously created portfolio allocation rates to projects, or create new rates
to associate with the project. You can also copy rates from other project records.

If you no longer want a project to be associated with a specific portfolio allocation rate, you can remove it from
the Investments tab, which disassociates the project from the removed rate.

» Defining portfolio allocations for projects

1. From an open project record, select the Investments tab.

'@ 0011 - Endowment

=0l
File Edit View Project Favorites Tools Help
L‘JSavaandOosev|H x|m j‘“ 4 b "|H|ﬁ|ﬂ|"_’1‘|?' |
P[njedl Attributes | Budget I Account Restrictions Adi\ritgl Media I Adinngl MNotes I History of [_Ihangasl
Portfolio Allocations used with 0011:
ation ﬁl:lpen
Rate 1D |

™ Remove & Copy Portf

Description I Rate Type

Status I Current Value | Start Date I

End Date

I~ Associate this Project with new Portfolio Allocations

Active

12/04/2006
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2. To add a new portfolio allocation, click New Portfolio Allocation.

ol x|

File Edit View Rate Favorites Tools Help
[} 5ave and Close - | (= ,| W 4 b M| ~"'| ? - |
INcrtesl

Rate D: I Endowments... |

D ezcription: I

Rate Type: IFederaI j

Status: IActive j

RateValue |  StartDate | EndDate

| | 12/04/2006

In the Rate ID field, enter a unique name or ID for this rate. In the Description field, enter a description to
help further identify the rate.

. In the Rate Type field, select a type. These are user-defined table entries. For example, “Endowment”. If
you have the required table entry security rights, you can add or edit rate types by clicking the Rate Type.

. The Status field defaults to “Active,” which is the normal setting if you want to actively use this rate. To
deactivate a rate and suspend use in the program, you can access the rate record and select “Inactive”.
This is useful if your organization no longer wants to use a rate that has already been used for allocations.

In the grid, enter at least one rate value and the dates that it is valid.

If you enter only a single rate value, you are not required to enter an end date. However, if multiple values
are entered, an end date is required for all values except for the last entry in the grid. The dates for
multiple values cannot overlap.

Click Endowments to designate the specific General Ledger endowments to associate with this rate. The
Endowment Selection screen appears.

E Endowment Selection 1O =l

Only these endowmentz can be uzed with this rate.

Add Endowments...

Project ID Project Description I

[~ #ssnciate this rate with new Endowments

(1]4 Cancel




PrRoOJECTS 85

On this screen, you add or remove specific endowments that should use this rate when included in
allocations. If you want all future endowments to use this rate, mark Associate this rate with new
Endowments. Once endowments are assigned to a rate, the corresponding endowment records are
updated and you can view the rates on the Investments tab of the project records.

8. After selecting the endowments to be associated with this rate, click OK to return to the Investments tab.

9. You can also copy portfolio allocation from other projects by clicking Copy Portfolio Allocation from. If
you need to remove a portfolio allocation from a project, click Remove on the action bar.

10. After entering portfolio allocation information for the project, click Save and Close. You return to the
Projects page.

Managing Project Activity

The Activity tab displays a summary of project activity and budget information. If you have the optional module
Allocation Management, you can also view specific direct and indirect cost information. This tab is for
informational purposes only; you cannot add or edit information on the Activity tab. You can view activity
transaction in summary or detail and define filters in which to display activity. You can export activity information
to another software program to work with the information in that format or to create a report of activity. With
graphs, you can view project activity in a variety of graph formats and styles to use in presentations and reports.

Viewing Project Activity

Depending on the selection in the Type field on the Activity tab, you can view actual transactions, encumbrance
transactions, or both. You can view income statement activity along with summarized balance sheet information
or only the income statement for accounts associated with a project. You can view individual transactions in an
activity category.
» Viewing project activity
1. From an open project record, select the Activity tab. A grid showing all activity on the project appears.

Note: On the Activity tab, you can view income statement and balance sheet information for accounts
associated with a project. You can view details and create a summary graph of project activity from this tab.

2. Inthe Type field select “Actual”, and actual project transactions appear in the grid.
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3. Inthe Dates and Budget Scenario fields, select a fiscal year and budget scenario.

& 1001 - Annabelle Johnson Endowment [_ O] x| I

File Edt “iew Project Favaortes Tools Help
[ Save and Cloze - | [ X||§ é‘ H 4 » M | ‘D|

F'[oiectl Attributes I Eudgetl Account Festrictions | Indirect Costs

2. |

Report View: & Activity © Ditect and Indirect Costs

-Actual

Income Statement from 017012002 - 12131 /2002
Category I Actual I Budget I Fawf{unFav) I “allsed
Beginning Balance $670,302.77
Revenues $0.34 $0.00 $0.34 0.000%:
Expenses $1,420,68 $0.00 (41,420.68) 0,000%
Gains 0,00 0,00 0,00 0,000%
Losses $0.00 $0.00 $0.00 0.000%
Gifts 0,00 0,00 0,00 0,000%
Transfers $0.00 $0.00 $0.00 0.000%:
Adjustments ko het Assets $0.00 $0.00 $0.00 0.000%:
Met Surplus/Deficit ($1,420.34)
Ending Balance $665,852.43
Ealance Sheet through 12312002
Category I Actual I Budget |

Assets $2,799,536.64 $0.00
Lishilities $77,290.12 $0.00

[el25r &l filters | [Ealzulste |

\ |Active [12/02/2004 A

Note: You can view project activity in a graph. For more information about graphs, see “Graphing project
activity” on page 96.

4. Inthe Type field, select “Encumbrance”. The Encumbrance column appears in the grid with encumbrance
transactions.

@ 1001 - Annabelle Johnson Endowment [_[O] =] I

File Edit ‘iew Project Favortes Tools Help
ESaveandC\osev|n X|@§‘N 4 » H|‘U| |

F'[oiectl Attributes I Eudgetl Account Restrictions | Indirect Costs

|Med\a| Actiongl ﬂotesl Histary of Qhangasl
Feport Wiew: (¢ Activity © Direct and Indirect Costs

Encumbrance =

Income Statement from 01701/2002 - 12431 /2002
Category I Encumbrance I Budget I Fav/{unFav) I ol dsed
Beginning Balance ($14.78)
Revenues $0.00 $0.00 $0.00 0.000%:
Expenses ($14.78) $0.00 $14.78 0.000%
Gains $0.00 $0.00 $0.00 0,000%
Losses 0,00 0,00 0,00 0,000%
Gifts $0.00 $0.00 $0.00 0.000%
Transfers $0.00 $0.00 $0.00 0.000%
Adjustments ko et Assets $0.00 $0.00 $0.00 0.000%:
et Surplus/Deficit $14.78
Ending Balance $0.00
Eialance Sheet: through 12/31/2002
Category I Encumbranice I Budget |

Assets $0.00 $0.00
Liabilities $0.00 $0.00

(el &l filters | [Eaculate |

\ |Active [12/02/2004 A

Note: You define fiscal years and budget scenarios in Configuration.
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5. In the Type field, select “Both”, and the Actual and Encumbrance column displays actual plus

encumbrance transaction amounts.

& 1001 - Annabelle Johnson Endowment M= E3 I
File Edt “iew Project Favorites Tools Help
ESaveandC\ose-|n x|&§‘" 4 » H|‘B|| ? - |
F'[oiec:tl Attribgtesl ﬁudgetl Account Hestnctions' Indirect Costs Med\al Acti0n§| ﬁotesl Histary of Qhangesl
Report Yiew: (¢ activity ¢ Direct and Indirect Costs
L= Both
Income Statement from 017012002 - 1231 /2002
Category I Actual and Encumbrance I Budget I Favf{unFav) I “allsed
Beqginning Balance $670,302.77
Revenues $0.34 $0.00 $0.34 0.000%:
Expenses $1,405,90 $0,00 ($1,405,90) 0.000%
2ains $0.00 $0.00 $0.00 0.000%
Losses $0,00 $0,00 $0,00 0.000%
Gifts $0,00 $0,00 $0,00 0.000%
Transfers $0.00 $0.00 $0.00 0.000%:
Adjustments ko Met Assets $0.00 $0.00 $0.00 0.000%
et SurplusfDeficik ($1,405.56)
Ending Balance $665,597.21
Ealance Sheet through 12/31/2002
Category I Actual and Encumbrance I Budget |
Assets $2,799,536.64 $0,00
Liabilities $77,290,12 40,00
[Elean all filters [Ealzulate
\ |Active [12/02/2004 4

6. You can filter the information included in the grid. Click Filter to specify filters for project activity.

7. When you finish viewing project activity, close the project record. You return to the Projects page.

» Viewing project activity in project total view

If the project you have open allows project total budgeting, you will have the following view on your Activity
tab. You can enable Allow total project budget amounts to be set for selected project types option in

Business Rules.

1. From an open project record, select the Activity tab. A grid showing all activity on the project appears.

@ 1007 - Robertson Grant

File Edit Wiew Project Favorites Tools Help

dSaveandClose-|H X|Lﬂ é|“ f R "H|E|5J‘H

? .
H

=1olx]

F‘[Diectl Attribgtasl Eudgatl Account Hestlictionsl Indirect Costs  Activity |Media| Act\ongl ﬂotesl Histary of Changes

Report View:  Activity © Ditect and [ndirect Costs

ncome Statement From 010172006 - 12/31/2006
Categary Ackual I Budget FaufiunFaw) | Fellzed

Bieginning Balance (45,356.54)
Fevenues $0.00
Expenses $0.00
Gains $0.00
Losses 40.00
Gifts $0.00
Transfers $0.00
Adjustments to Met Assets $0.00
Met Surplus/Deficit $0.00
Ending Balance ($5,356.54)
Eialance Sheet through 12/31 /2006

Category Actual I
Assets $79,955,40
Liabilities $44,056.86
Met Assets (45,356.54)

LClear A filters |

Calzulate

‘ Active

| 017262008 4
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Note: On the Activity tab, you can view income statement and balance sheet information for accounts
associated with a project. You can view details and create a summary graph of project activity from this tab.

2. Inthe Type field, select “Encumbrance”. The Encumbrance column appears in the grid with encumbrance
transactions.

3. In the Dates and Budget Scenario fields, select a fiscal year and budget scenario.

& 1007 - Robertson Grant =[0] x|
Fle Edit Wew Project Favorites Tools Help

h‘jSaveandClosev|H x|L‘ﬂ d|“ 4 b “H|U|5j‘ﬁ'|?' |

F‘[Diectl Attribgtasl ﬂudgatl Account Hestlictionsl Indirect Costs  Activity |Media| Act\on§| ﬂotesl Histary of Changes

Report View: & Activity  Ditect and [ndirect Costs

ncome Statement From 010172006 - 12/31/2006
Categary I Encumbrance I Budget I Fav/{unFav) | “allsed

Beginning Balance 40.00
Revenues $0.00
Expenses $0.00 $66.00 $66.00 0.000%
Gains $0.00
Losses $0.00
Gifts 40.00
Transfers $0.00
Adjustments to Met Assets $0.00
Met Surplus/Deficit $0.00
Ending Balance $0.00
Eialance Sheet through 12/31 (2006

Category I Encumbrance I
Assets $0.00
Liabilities $0.00
Met Assets 40.00

LClear A filters | Calzulate

\ |active [mzez008

Note: You define fiscal years and budget scenarios in Configuration.

4. Inthe Type field, select “Both”, and the Actual and Encumbrance column displays actual plus
encumbrance transaction amounts.

& 1007 - Robertson Grant =10] x|
File Edit Wew Project Favorites Tools Help

L‘JSaveandCIosev|H x||;-a d|" 4 b “H|U|ﬂ‘ﬁl|?'

F‘[Diectl Attribgtasl ﬂudgatl Account Hestlictionsl Indirect Costs  Acivity |Media| Act\on§| ﬂotesl Histary of Changes

Report View: & Activity  Ditect and [ndirect Costs

ncome Statement Fram 010172006 - 12/31/2006
Categary I Actual and Encurbrance I Budget I Fav/{unFav) | “allsed

Beginning Balance (45,356.54)
Revenues $0.00
Expenses $0.00 $66.00 $66.00 0.000%
Gains $0.00
Losses $0.00
Gifts 40.00
Transfers $0.00
Adjustments to Met Assets $0.00
Met Surplus/Deficit $0.00
Ending Balance (§5,356.54)
Fialance Sheet through 12/31 (2006

Category I Actual and Encumbrance I
Assets $79,955.40
Liabilities $44,056,86
Met Assets (45,356.54)

LClear Al filters | Calzulate

\ Active | 017262008 4

A
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5. You can filter the information included in the grid. Click Filter to specify filters for project activity.
6. When you finish viewing project activity, close the project record. You return to the Projects page.

Viewing Direct and Indirect Cost Activity

On the Activity tab of a project record, you can view direct and indirect cost activity if you have the optional
module Allocation Management. Viewing direct and indirect costs for a project is similar to viewing standard
activity. Depending on the selection in the Type field on the Activity tab, you can view actual transactions,
encumbrance transactions, or both. You can also designate filters to specify the information included and also
select a date range for the costs to view.

You can view direct and indirect cost activity for both open and closed periods and fiscal years. However, there
are limitations for purged and summarized fiscal years. With purged fiscal years, you cannot view direct costs or
indirect costs. For summarized fiscal years, you cannot view indirect costs. If you select a date range within a
purged fiscal year, the direct and indirect activity for those periods in that purged fiscal year will be $0.00. If you
select a date range within a summarized fiscal years, the direct activity will be calculated, but the indirect cost
activity for those summarized periods will be $0.00.

» Viewing direct and indirect cost activity
1. From an open project record, select the Activity tab.

2. Mark Direct and Indirect Costs. Direct and indirect cost transactions and information are displayed.

3. Inthe Type field, select how you want to view the transactions. Select “Actual” to show actual project
transactions appear in the grid, “Encumbrance” to show encumbrance transactions in the Encumbrance
column of the grid, or “Both” to display both actual and encumbrance.

Note: You define fiscal years and budget scenarios in Configuration.

4. In the Dates and Budget Scenario fields, select a fiscal year and budget scenario. If you select a date
range within a purged fiscal year, the direct and indirect activity for those periods in that purged fiscal
year will be $0.00. If you select a date range within a summarized fiscal year, the direct activity will be
calculated, but the indirect cost activity for those summarized periods will be $O.

& 1001 - Annabelle Johnson Endowment M= E3 I
File Edt “iew Project Favaortes Tools Help
ESaveandC\ose-|n x|&§‘" 4 b H|‘D|||?' |
F'[oiec:tl Attribgtesl ﬁudgetl Account Hestnctions' Indirect Costs  Activity IMEd‘aI Acti0n§| ﬁotesl History af ghangesl
Report Yiew:  Activity & Diect and Indirect Costs
T_'r‘pEf. L= 2002 a4l Budget Scenario: (LI = Fillers
ICosks From FY¥1999 - FY2000
Category I Actual I Budget I Favf{unFav) I “allsed
Direct Costs $6,125.00 40,00 ($6,125.00) 0.000%
Indirect Costs 40.00 40.00 40.00 0.000%,
Total Casts $6,125,00 $0,00 ($6,125.00) 0.000%
[Elean all filters | [Ealzulate |
\ Active [ 12022000 |
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Note: You can view project activity in a graph. For more information about graphs, see “Graphing project
activity” on page 96.

5.

6.

You can filter the information included in the grid. Click Filter to specify filters for direct and indirect costs.
For more information about filtering activity, see “Defining Filters for the Activity Grid” on page 91.

If your organization is using account restrictions on projects for indirect cost allocations only, the Direct
Costs category is displayed with Allowable and Non-allowable rows. The Allowable row provides the sum
of all expense accounts for the project minus restricted accounts. The Non-allowable row provides the
sum of all activity in the restricted expense accounts. And the Direct Costs row provides the sum of both
the Allowable and Non-allowable rows. For more information about account restrictions, see “Adding
Account Restrictions” on page 80.

When you finish viewing direct and indirect cost activity, close the project record. You return to the
Projects page.

Exporting Project Information

You can export project activity information into a worksheet or other database application. If you have the
optional module Allocation Management, you can also export direct and indirect cost information. Exporting is
useful if you routinely create custom reports using The Financial Edge data. You can filter to view the information
you want, extract the data to use, and create a customized report.

» Exporting project activity to a worksheet

Note: On the Activity tab, you can view income statement and balance sheet information for accounts
associated with a project. You can view details and create a summary graph of project activity from this tab.

1.
2.

From an open project record, select the Activity tab.

Select the type of activity to view and export. Mark either Activity or Direct and Indirect Costs. You can
view direct and indirect costs only if you have the optional module Allocation Management.

In the Dates and Budget Scenario fields, select a date and scenario identifier.
Select a category in the activity grid.

& 1004 - Hugo Endowment =] 3 I

File Edt “iew Project Favaortes Tools Help
ESaveandC\ose-|n X||§ é‘ H 4 » M | ‘D||

F'[oiec:tl Attribgtesl ﬁudgetl Account Hestnctions' Indirect Costs  Activity IMEd‘aI Acti0n§| ﬁotesl History af ghangesl

2 |

Report Yiew: (¢ activity ¢ Direct and Indirect Costs

RS Actual = IR 2004 hdl Budget Scenario: & Fillers
IIncnma Statement From 01701/2004 - 1231 /2004

Revenues $0.00

Expenses $0.00

Gains $0.00

Losses 0,00

Gifts $0.00

Transfers $0.00

Adjustments ko Met Assets $0.00

et SurplusfDeficik $0.00

Ealance Sheet through 12/31/2004

Category I Actual I Budget

issets $3,132,359,90

Lisbilities $20,026.00

Mek Assets $550,447.98

[Elean all filters [Ealzulate

\ Active [12/0a200¢ |
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Glossary: A budget scenario is a single version of an organization’s budget for a given fiscal year. You can have
multiple budget scenarios if you have the optional module Budget Management. For example, you can create
a scenario of your original budget and create scenarios for revisions of that budget.

5. From the menu bar, select Edit, Export Grid to Excel. The program sends the data to Excel, and project
activity appears in an Excel worksheet.
Save the project activity in the Excel worksheet. Close Excel and return to the project record.

Close the project record. You return to the Projects page.

Defining Filters for the Activity Grid

To expedite locating information about project activity and direct and indirect costs, you can define custom filters
for viewing. You can expand or reduce the activity appearing in the grid by filtering by query, date, account
number, journal, class, account attribute, and transaction code. For more information about filtering in

The Financial Edge, see the Program Basics Guide.

» Defining a filter for the activity grid on a project record
1. From an open project record, select the Activity tab.

Glossary: A transaction code is an additional field on each transaction that helps you further categorize
information in reporting and closing fiscal years. You can define up to five transaction code tables. Because it
can retain equity, a transaction code acts like a project. Unlike a project, though, a transaction code does not
offer budgets, media, or notes.

2. On the action bar, click Filters. The Project Filters screen appears.
3. To filter project activity, select a query, date range, or other elements about the project.

To filter activity using a query, click the binoculars in the Query field to search for a query. For more
information about using queries, see the Query Guide.

To filter activity in the Include Income Statement Activity for this Date Range frame, select “Include all

”n u

dates”, “<Specific fiscal year>”, “<Specific fiscal periods>”, or “<Specific dates>" in the Date field.
To filter activity in the Include Balance Sheet Activity as of frame, enter a date in the Date field.

Glossary: An attribute is a reporting tool you use to group information based on a common theme. With
attributes defined, you can filter information to your specifications. Examples of Financial Edge attributes
include account attributes, project attributes, transaction attributes, action attributes, vendor attributes,
purchase order attributes, invoice/credit memo, and asset attributes.
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4. You can use the Account number, Journal, Subsidiary, Class, Account Attribute, and Transaction code
fields to filter activity. For information about defining transaction codes, see the Configuration Guide for

General Ledger. You can also filter activity be fund. Select funds using the arrow buttons in the box at the
bottom of the screen.

% Project Filters \ |
Querny: || QI
Include Income Statement Activity for this Date Range
Date: [<Specific fiscal years =
Fizcal year: lﬁ
Include Balance Sheet Activity as of
[rate: l—
Account nurmber: |$$-$$$$-$$ EIQI
Journal: I j
LClazz I j
Account Attribute: I j I
Transaction code: I j I j
.Funds: Selected Funds:
o Dperating_ Fund _
g% E:Qgﬁ:&ll}l Fiestricted A
04 Plant =]
a
«|
Clear Al | QK | Cancel |

5. When you finish making filtering selections, click OK. You return to the Activity tab. Click Calculate to
recalculate the project activity appearing the grid using the new filtering criteria.

Editing Filters for the Direct and Indirect Cost Grid

To filter the direct and indirect cost activity displayed on the Activity tab of a project record, you can edit the
filters for balance and activity calculations. You can specify a date range and fiscal year, as well as designate
accounts, account codes, account attributes, classes, funds, and transaction codes. You can also designate
specific batches, journals, and transactions for filtering activity calculations. These filters can expand or reduce
the activity appearing in the grid. Direct costs are always limited to expense accounts.

Because direct costs are always limited to expense accounts, changing the category filter does not affect the

direct costs displayed. However, indirect costs, which originate from processed indirect cost allocations, can be
filtered by category.

For more information about filtering in The Financial Edge, see the Program Basics Guide.

» Editing filters for the direct and indirect cost grid on a project record
1. From an open project record, select the Activity tab.
2. For the Report View, mark Direct and Indirect Costs.
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3. On the action bar, click Filters. The Edit Filters screen appears.

 Edit Filters 0] =|

r Include Income Statement Activity for this Date Range

Date:

Fiscal year: 2007 j

These filters apply to activity calculations and balance calculations:

Filters Indude Selected Filters Iﬂ
Accounts Al <All Accounts=
Account Codes Al <All Account Codes>
Account Attributes Al <All Account Attributes
Categories All <All Categories =
Classes Al <All Classes>
Funds Al <All Funds:
Department(s) All <All Department(s) =
Mot Yet Posted Transa... Mone <Mone > LI
These filters only apply to activity calculations:
Filters Indude Selected Filters I
Batches Al <Al Batches>
Journals Al <All Journals =
Transactions Al <Al Transactions
 Clear allfiters | ok | cancel |

4. Inthe Date field, you can select a new date option, which changes the current income statement activity

included in the grid. You can select “Include all dates”, “<Specific fiscal year>", “<Specific fiscal periods>”,
or “<Specific range>". Additional fields appear if your selection requires specific dates, periods, or years.

5. In the first grid, you can edit the filters that apply to both activity and balance calculations. The possible
filter options include accounts, account codes, account attributes, categories, classes, funds, and
transaction codes. Edit these filters as needed.

6. Inthe second grid, you can edit the filters that apply only to activity calculations. The possible filter
options include batches, journals, and transactions. Edit these filters as needed.

7. When you finish making filtering selections, click OK. You return to the Activity tab. Click Calculate to
recalculate the direct and indirect cost activity appearing the grid using the new filtering criteria.

Viewing Project Details

When viewing account activity on a project record, you can display transaction details. Select and double-click a
row in the grid. The Account Summary screen appears with a summary of accounts. You can display all details of
the account, such as the post date, journal reference, and amount.
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» Viewing details for a specified period of activity on a project record

1. From an open project record, select the Activity tab. Select and double-click a row in the grid. The
Account Summary screen appears.

B Account Summary ;|g|5|
R A t 5 y from 0140142007 to 12/31/2007

Account = / | Description Actual | Budget | FavffunFav) | Used Iil
01-4100-01 Grant Revenue 5200.00
01-4100-02 Grant Revenue 52,500.00
01-4100-03 Grant Revenue 5400.00
01-4150-00 Contributions §1,000.00
01-4150-01 Contributions §2,000.00
01-4150-02 Contributions §250.00
01-4150-03 Contributions §500,00
01-4200-01 Satisfaction of Program Restricti... £500.00
01-4200-02 Satisfaction of Program Restricti... £350.00
01-4200-03 Satisfaction of Program Restricti... £350.00
01-4300-01 Miscellaneous Income $400.00
01-4300-02 Miscellaneous Income $450.00
01-4300-03 Miscellaneous Income $400.00
02-4100-01 Grant Revenue 5250.00
02-4100-02 Grant Revenue 52,000.00
02-4100-03 Grant Revenue £450.00
02-4150-01 Contributions §1,500.00
02-4150-02 Contributions $300.00
02-4150-03 Contributions $450.00
N7 AN N CmbimFmmbimem af Demmemem Dmmbeieb FACH NN LI
Total Amount : $22,150.00 Total Budget : $0.00

Cloze |

2. To view details of an account, select the account in the grid and click Account Detail. Transactions for the
selected account appear. For more information about transactions in General Ledger, see the Journal

Entry Guide.
i, Account Detail (=] 9]
e ibution LColumnsz
Post Date s s i Journal Reference
01312007 |63-002 01-4100-01 Gi : Journal Entry
01/31/2007  63-133 01-4100-01  GrantReve... Revenue Journal Entry  Reference
01/31/2007  63-384 01-4100-01  GrantReve... Revenue Journal Entry  Reference
01/31/2007  63-575 01-4100-01  GrantReve... Revenue Journal Entry  Reference
01/31/2007  63-766 01-4100-01  GrantReve... Revenue Journal Entry  Reference
KIS 2
Tranhsaction Distribution for transaction 63-002 Credit for $40.00
Project ID IProject D...| Class Mission ISpendabl...IPerforma... The Rais... [Grant Tra...| Amount I Percent I
1001 Annabell... Unrestric... Homeless  Spendable $40.00 100,000
Total debits: $0.00 Total credits: $200.00
Cloze |
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To view details of a transaction, click View Transaction on the action bar. The Transaction screen for the
selected transaction appears.

UE: Tranzaction 14-20 [X]
File Edit %iew Transaction Toolz Help

ESaveandEIosev|u X|N 4 b N| ? - |
Account: ID‘I -4100-02 Grant Revenue-Development

Fieference: IJoumaI

Tranzaction type: lm Encumbrance status: I Fiegular j

Amount; IW Jourral: IJoumaI Entry j

Post date: |1 14304200 Posted Reverse on: I

Distribution | Attributes I ﬂotesl

Distribute by: TG

Project 1D I Class Mission Spendable/... | Performance IAmount I Percent ﬂ
1001 Unrestricted Met Azzets Mone Spendable $346,900.00 20,0000

| 1002 Unrestricted Met Azzets Mone S pendable $346,900.00 20,0000

- 1003 Unrestricted Net Azsetz Mone Spendable $346,900.00 20,0000

| 1004 Unrestricted Met Azzets Mone S pendable $346,900.00 20,0000

- soio son ol oo e o

Trangaction 20 01-4100-02 Femaining: $0.00 [0.0000%]

4. Close the Transaction screen to return to the Account Summary screen.

5. Click Close to close the Account Summary screen and return to the Activity tab of the project record.
Viewing the History of Changes

The History of Changes tab displays an historic record of changes to the project record. If a project has had a
change in description, ID, or status, the change appears on the History of Changes tab. The information is for

informational purposes only; you cannot add, edit, or delete data on this tab. You can print information from the
History of Changes tab on the Project Profile Report.

» Viewing the history of changes on a project record

Note: The History of Changes tab displays changes made to the project, including who made the change and
the date the change was made. You can include this information in a Project Profile Report. This tab is for
informational purposes only; you cannot add or edit data on this tab.

1. From an open project record, select the History of Changes tab. A grid displays the changes made to the
project with the most recent change appearing at the top.

& 1001 - Annabelle Johnson Endowment

File Edit View Project Favorites Tools Help
dSaveandClose-|H x|Lﬁé|N 1 b IIH|D|£|':|’

Froject | Attributes | Budget | Account Restrictions | Indirect Costs | Activity | Media | Actions | Notes {Fi

:- |
:

Item Changed | Previous Setting I MNew Setting I Changed On Changed By I
Project ID Annabelle 0001 01/22/2002 Supervisor
Project ID 0001 1001 02/11/2002 Data Entry

¢ The Item Changed column displays the kind of change made on the project record, such as status or
project ID.

¢ The Previous Setting column displays the information that had been recorded for the project before
new information was entered.

¢ The New Setting column displays the new information recorded for the project.
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¢ The Changed On column displays the date the change was made.

¢ The Changed By column displays the name of the user who made the change.
2. Click the Changed On column heading. The display now lists the changes with the oldest date on top. Click

the heading again, and the new change appears on top.
3. Close the project record to return to the Projects page.

Graphing Project Activity

Project graphs use standard graphing features, such as two- or three-dimensional bar graphs and line graphs. If

you have the optional module Allocation Management, you can graph

direct and indirect cost information.To

access these features, in the grid on the Activity tab, select a category and click the Summary Graph button on the

toolbar.

» Graphing project activity

Note: On the Activity tab, you can view income statement and balance sheet information for accounts
associated with a project. You can view details and create a summary graph of project activity from this tab.

1.
2.

From an open project record, select the Activity tab.

Select the type of activity to view and graph. Mark either Activity or Direct and Indirect Costs. You can

view direct and indirect costs only if you have the optional module Allocation Management

Select a type, date, and budget scenario.

File Edit ‘“iew Project Favortes Tools

E Save and Cloze -

Help

Hx@as uw « »n|uyc)es

? .

& 1004 - Hugo Endowment M=l E3 I

F'[oiectl Attribgtesl Eudgetl Account Fiestnc:tionsl Indirect Costs  Activity |Med\a| Action§| ﬂotesl Histary of Qhangasl

Feport Wiew: (% Activity © Direct and Indirect Costs

Tupe: Diates pau) 2l Bud B Filters
Income Staterment from 017012001 - 1231 /2001
Category Actual I Budget Fav/{unFav) I Yol lsed
Beginning Balance $0.00
Revenues $2,003,574.13
Expenses 425,575.52
Gains $0.00
Losses $0.00
Gifts 40.00
Transfers ($5,042.55)
Adjustments ko et Assets $0.00
et Surplus/Deficik $1,983,041.16
Ealance Sheet through 12/31/2001
Category Actual I Budget
Assets 42,003,067.16
Lishilities $20,026.00
ek Assets $551,153.51
[Eiean &l filters | Lalzulate |

‘ Active

[ 12/03/2004 P
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4. On the toolbar, click the Summary Graph button. The Project Activity screen appears.

@5 Project Activity

Activity for Project 1004 - Hugo
Endowment for 2001 fiscal year

B Actual
Il Budget

Options. .. | Copy | Print I Cloze |

Note: To view two-dimensional graphs, mark 2D at the top of the screen. To view three-dimensional graphs,
mark 3D.

5. To change the graph type, style, or text, click Options. The Gallery screen appears with an array of graph
types. Click a type, for example, “Pie”.

Gallery

Select a charttype: € 2D & 3D

Area Bar Line Step Combination
Horz Bar Cluster Bar Gantt Droughnut

TN

¥

HrE [Scat)

< Bach I et > I Cancel Help
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6. Click Next. The Style screen appears. Click a style, for example, “1”.

7.

8.

Style

Select a chart style;

8 ey ey

4 Back I Mext » I Cancel | Help |

Click Next. The Layout screen appears so you can cre

ate a title, footnote, and legend for the graph.

Layout

Enter degired layout zettings:
Chart Title:

Activity for Project 1004 - Hugo Endowment for IACtiVit_l,l for Project 1
2001 fiscal vear

Chart Foathnate:

5 |

B sctual Chart Legend:
W Budgst IHight YI

Series Data along:
" Fows @ Cols

4 Back I Mext » I Cancel | Help |

Click Next. The Axes screen appears so you can define the category and value for the axes on the graph.

Axes

Enter desired axis titles:

Categony [<)
Activity for Project 1004 - Hugo Endowment for
2001 fiscal vear

Walue 1)

@ |

B sctual Depth [£]
W Budgst

Secondary [1'2]

4 Back Finish | Cancel | Help I
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9. Click Finish. The graph for the project activity appears in the format you selected.

Activity for Project 1004 - Hugo
Endowment for 2001 fiscal year

B Actual
Il Budget
Options... I Copy | FErint | Cloze |

10. To copy the graph to the clipboard for pasting into documents, click Copy. A message appears, telling you
the graph has been copied to the clipboard.

11. To print the graph, click Print. The graph prints on your default printer.

12. When you finish making selections for the graph, click Close. You return to the Activity tab of the project
record.

Managing Attributes, Media, Actions, and Notes

You can further define a project record by adding information to its tabs.

On the Attributes tab you can add attributes that give an additional level of detail to project records. You can filter
and sort using project attributes.

Glossary: Media is scanned information about a project, such as a contract or photograph. You can create new
media objects or retrieve existing media objects to save in the project record.

On the Media tab, you can store media objects for a project.
On the Actions tab, you can enter communications about the project.
On the Notes tab you can record information about a project that you may need later.

Adding Attributes

Use the Attributes tab to record additional information relating a project to a particular budget manager, user,
department, or program. You can report on projects with attributes based on a common theme. You can use
project attributes as filters in other areas of General Ledger, such as Query and Reports.

If you delete attributes, be careful not to use the Delete button on the toolbar. You could inadvertently delete the
project record instead of the attribute.

» Adding a project attribute

Glossary: An attribute is a reporting tool you use to group information based on a common theme. With
attributes defined, you can filter information to your specifications. Examples of Financial Edge attributes
include account attributes, project attributes, and action attributes.
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From an open project record, select the Attributes tab.
In the Attribute Type column, select an attribute type.

In the Description column, select a description for the attribute. The program automatically fills in the
Short Description column.

In the Date field, enter the date the attribute becomes effective.

5. If the attribute is required on a project record, the program automatically marks the checkbox in the
Required column. You cannot edit this from the Attribute tab.

Note: Remember, changes you make to attributes may affect other projects. You must define attributes in
Configuration before you can add them to a project record. For more information about defining project
attributes, see the Configuration Guide for General Ledger.

6. In the Comments column, enter any additional comments or more detailed information about the
attribute. You can enter free-form text in this column.

7. Click Save and Close on the toolbar. You return to the Projects page.

Add and Export Media

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

» Export media
1. From the Media tab of a project, open the media record.
BN Media for ADS Security Systems O x

File Edit View Media Help
[BAsaveardCose~| [l 2 & K 4 » W (H|? -

Date: 1/18/2022 Authar: |Supervisor o
Tupe: |BMP j Tite: |

Descrption: [Meyw Logd

F 1
[ ']

Mew logo.bmp

Press F¥ to zoom
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2. Select Export on the toolbar, or the File menu. The Save As screen appears.

3. Select the File name and Directory.
4. Select Save. The media is exported.

» Adding existing media to a project record

1. From the Media tab of a project record, click New Media. The Open screen appears.

Open
& 3 ~ 4 = s ThisPC » Pictures

Organize = Mew folder

8 30 Objects ~

[ Desktop :
|j Documents

& Downloads o
J Music New logo.bmp
|&=| Pictures

B videos

e Windows (C:)

- lemporary Stora

s Mew Volume (E:)

¥ Network

L4

File name: | New logo.bmp

Search Pictures 2

v| Al Files () v
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2. Select the media object and click Open. The New Media screen appears.

In the Date field, enter the date the media is added.

In the Type field, select a media type. You define media types in Configuration.
In the Description field, enter a description of the media object.

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

In the Author field, select your user name.

O N v kW

To save the media file and return to the Media tab, click Save and Close.

Adding Actions

Glossary: An action is any task or activity that needs to be completed for a project.

The Actions tab maintains any task or activity that needs to be completed for a project. Actions, for example, can
include meetings, mailings, phone calls, and email messages. If you have security rights established from the Set
up system security link in Administration, you can add, edit, and delete actions from this tab.

Warning: Be careful not to use the Delete button on the toolbar to delete an action. You could inadvertently
delete the project record instead of the action.

You can assign an action to another person, and the program reminds him when the action is due. You can assign
actions to yourself. For example, if you have an important phone call to make, you can assign the phone call as an
action. When the phone call is due, the program reminds you by adding an action reminder to the Home page of
each program in The Financial Edge.
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» Adding an action to a project record

1. On the action bar, click New Action. The New Action screen opens on the Action tab. The name of the
project appears in the Description field.

New Action for Annabelle Johnson Endowment |
File Edit View Action Help
dSa\reandClosev| = | H 4 Bk M | = | ?-

Action |Attribgtes|

Description: I!ﬁnnabelleJohnson Endowment Ql 1D: 1001

Sttt I j ™ Autc-Remind e

Send reminder to: ISupervisor vl
Action date: I Time:l
Set reminder for |1 IDa-"'S vl befarehand

Statusz: I vl

PFricrity: INormaI 'l [~ Completed on I

Aszzigned to: I Supervizor hd l

Drescription: ;I
| [ 1017/2007

In the Action type field, select an action type.
In the Action date and Time fields, enter the date and time the action should occur.
In the Status field, select a status for the action. For example, for a new action you can select “Pending”.

Note: When the action is complete, you can mark Completed on, and today’s date automatically appears in
the field.

5. In the Priority field, select “Low”, “Normal”, or “High” as the level of importance for the action.

6. Inthe Assigned to field, select the Financial Edge user to whom you want to assign this action.
7. In the Description field, add notes to describe the action.
8

. To send the user a reminder, mark Auto-Remind. When you mark Auto-Remind, the other options in the
frame become active.

9. In the Send reminder to and Set reminder for fields, select the Financial Edge user to be reminded and
the amount of time before the action to send the reminder.

Note: You can add more information about the action on the Attributes tab.

10. Click Save and Close. You return to the Actions tab.

Adding Notes

In The Financial Edge, the Notes tab makes it easy to maintain helpful pieces of information you receive, read, or
need to remember about a project. You can create notepads to record information about the project not entered
elsewhere in the record. Each notepad has a date, type, description, title, and author.

Glossary: A note is useful information you can add to a record using free-form text. Notes can include details of
phone conversations with vendors, ordering information, and explanations of the invoice distributions.
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Notes are different from attributes because they can be secured by type. You can set up securities so only certain
users can view particular notepad types. This is especially useful when the information is of a sensitive nature and
you want to ensure that only you can access the information. For more information about setting up security
access, see the Security chapter of the Administration Guide. You can print project notes on the Project Profile

Report from Reports. When deleting a note, be careful not to use the Delete button on the toolbar. You could
inadvertently delete the project record instead of the note.

» Adding a note to a project record

Note: On the Notes tab, you can enter and organize notes about a project that summarize important

information you need to remember.

1. From an open project record, select the Notes tab.

2. Click New Note on the action bar. The New Note screen appears.

=0l x|
File Edit Motes Format Tools Help
USaveandGosev| = | % | | s ] | | s ||E_I]Spellingv| ?-
[M5 Sans Serf = zr us= ==
Date: 7 Title: I
Type: I j Author: ISupervisor j
Description: |

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

can select another user.

Note: You can use buttons on the word processing toolbar to format the appearance of the text, check

spelling, and use a thesaurus.

6.

7. Click Save and Close on the toolbar. You return to the Notes tab, and the note appears in the grid.

8. Click Save and Close. You return to the Projects page.

Today’s date automatically appears in the Date field, but you can enter a different date.
In the Type, Description, and Title fields, enter information about this notepad.

In the Author field, select your user name. The Author field defaults to the user creating the note, but you

In the text box, enter the information you need to remember.
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The optional module Budget Management enhances and expands budget functionality in General Ledger. With
Budget Management, you have advanced budgeting capabilities you can use to develop, copy, forecast, and
monitor multiple budgets over current, past, and future fiscal years or period ranges.

Note: A budget scenario is a single version of an organization’s budget for a given fiscal year. You can have
multiple budget scenarios if you have the optional module Budget Management. For example, you can create
a scenario of your original budget and create scenarios for revisions of that budget.

Using Budget Management, you can create budget scenarios for each fiscal year, which have multiple budgets for
each account. You can use budget scenarios to explore and analyze different budget situations, creating an
unlimited number of budget scenarios. Once you create a budget scenario, you can lock it and make adjustments
without affecting other scenarios. You can combine budget scenarios for reporting purposes, perform imports
and global changes for account budget and project budget information, and perform batch entry of budget
distributions.

In addition to budget scenarios, Budget Management provides flexibility for linking account, grant, and project
budgets, so any change you make to one is reflected in the others. You can include unposted accounts payable
activity when verifying account, grant, and project budgets.

With Budget Management, you can:

¢ Create and use budget scenarios to enhance the budget creation process. With budget scenarios, you can
create an unlimited number of budgeting situations and efficiently create multiple budgets.

¢ Develop a fiscal year or period range budget from previous or current activity or budget data.
¢ Project remaining actual amounts based on year-to-date results and the annual budget.

¢ Add or subtract dollar amounts or percentages to budgeted amounts.

¢ Define custom budget distribution tables for quick data entry using the budget entry grid.

¢ Add notes illustrating how the budget for a specific account was determined.

¢ Finalize budgets and make budget adjustments.

Note: For more information about importing budgets, see the General Ledger Imports chapter of the Import
Guide.

¢ Import budget data from spreadsheet applications. With Budget Management and the required security
rights, you can import budget information from a spreadsheet to use in existing budgets or to create new
budgets.

e Export budget data to other applications. For example, to transfer budget information into a spreadsheet or
database application, you can extract the information directly from General Ledger.

Note: For more information about queries in The Financial Edge, see the Query Guide.

e Query a budget. With Query, you can search for account, budget, recurring batch transaction, and project
information. You can query and export the budget for any year that has not been purged.

Accessing Budget Records

Note: If you have the optional module Projects and Grants, you can create budget records for projects and/or
grants.

Because records are such an important part of The Financial Edge, we have placed record types in one area so
you can quickly access them. Think of Records as a filing cabinet. You open a filing cabinet to pull out a record, or
file. When you open Records, you can directly access several record types, including budgets.
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On the navigation bar in General Ledger, click Records and then click Budgets on the Records page. The Budgets

page appears.

[f# Records+ Budgets

New Budget Open Delete... Print Export.. Find..

Start Fiscal Yaar:|<A|| Fiscal Yearss j Scenaria |D:|<AII Scenario |Dsx j

Budget Type: [ZEA Nl S
Scenario D Drescription

oz Development
0z Program Ser...
an b ain Operali...
10 8% Below Op...
11 5% Above 0.
o Audrinistration
0z Development
03 Program Ser...
an ain Operali...
10 5% Below Op.
" 5% Above O...
an b ain Operati
oo b zin Operati...
11 5% Above 0.
an b zin Operati...
ul Adrinistration
" 5% Above O...
ul Adrinistration
10 5% Below Op...

Budget Type

ar
Fiscal Year
Figcal Year
Fiscal Year
Figcal Year
Fiscal Year
Figcal ear
Fiscal Year
Figcal Year
Fiscal Year
Fizzal ‘Year
Fiscal ear
Fiscal Year
Figcal Year
Fiscal Year
Figcal Year
Fiscal Year
Figcal ear
Fiscal Year
Figcal Year

Start Fize:al vear

20
20m
200
200
200
2002
2002
2002
2002
2002
2002
2005
2008
2006
2007
2007
2007
2006
2007

Start Period
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1
Period 1

End Fise:al v'ear

20
20M
20m
20
200
2002
2002
2002
2002
2002
2002
2005
2008
2006
2007
2007
2007
2006
2007

End Period
P 2
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12
Period 12

The Budgets page is the starting point for budget records. From this page, you can add a new budget record, open
existing records, export budgets, and delete a budget record. You can edit budget options by clicking Tools,
Options from the menu bar. For more information about options, see the Options chapter of the Program Basics

Guide.

Finding and Opening Budget Records

Every budget you add to General Ledger has a unique record. Once a budget record is in the database, you can
open it from the Budgets page of Records, from the File menu on the Budgets page, or from the File menu of an

existing budget record.

» Opening a budget record from the Budgets page

Note: To sort the budgets appearing on the Budgets page by fiscal year, scenario ID, or description, click the
corresponding column heading. The program sorts the budgets alphanumerically in ascending or descending

order.

1. On the Records page, click Budgets. The Budgets page appears.
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2. Select a budget in the grid and click Open on the action bar. The budget record appears.

% Budget Manager - Budget View i ] S
File Edit View Budget Favorites Tools Help

| Save and Close ~ H‘L}} -é|E,§® ,|E|E|ﬂ|ﬂ

Budget for Scenario 07 in Fiscal Year 2007

.- |

Description: P—\dm\nlstrat\on

ant Total  Distribute Total  Load Budget Distribution...  &pply Project/Grant Distribution — Find...
Account Humber Distributed

01-5000-01 $139,455.00) $139,455.00 §11,620.75|§11,620.79| §11,620.79($11,620.79(§11,620.79| §11,620.79| $11,620.79($11,620.75
_Dl—EDQQﬂl $15,495.00 $15,495.00| $1,291.20 $1,291.20 $1,291.20 $1,291.20 $1,291.20 $1,291.20 $1,291.20 $§1,291.20
|__|01-5200-01 $9,813.50 £9,813.50| §1,634.93 $0.00 §1,634.93 $0.00| §1,635.91 $0.00| §1,635.91 £0.00
|_|01-5250-01 $5,810.62 $5,810.62] $484.18 $484.20 $484.20 $484.20 $484.20 $484.20 $484.20 $484.20
|| |01-5280-01 $12,4497.65 $12,447.65( $3,111.91 $0.00 $0.00| §3,111.91 $0.00 $0.00| §3,111.91 $0.00
| |01-5420-01 $805.74 $305.74] §67.14 $67.14 $67.14 $67.14 $67.14 $67.14 $67.14 $67.14
_Ell-546EI{Il 52,272.60 52,272.60 $189.34 $189.38 $189.38 $189.38 $189.38 $189.38 $189.38 $189.38
| |01-5480-01 $929.70 $929.70) $77.47 $77.47 $77.47 $77.47 $77.47 §77.47 §77.47 §77.47
|_j01-5480-01 $1,084.65 $1,084.65| $1,084.65 $0.00 $0.00 $0.00 $0.00 £0.00 £0.00 £0.00
_Dl—SSSDﬂl $7,902.45 $7,902.45 $658.51 $658.51 $658.51 $658.51 $658.51 $658.51 $658.51 $658.51
| |01-5580-01 §516.50 $516.50, §129.11 $0.00 $0.00 §129.13 $0.00 £0.00 §129.13 £0.00
B 01-5580-01 $3,228.12 $3,228.12| $269.00 5269.00 5268.00 $268.00 $265.00 $268.00 $269.00 $269.00
|| |01-5650-01 $2,045.34 £2,045.34] $170.42 $170.44 $170.44 $170.44 $170.44 $170.44 §170.44 £170.44
| |01-5670-01 $2,159.30 $2,169.30| $180.75 $180.77 $180.77 §180.77 $180.77 $180.77 $180.77 £180.77
_Dl—SSEDﬂl $2,603.16 $2,603.16 $216.92 $216.92 $216.92 $216.92 $216.92 $216.92 $216.92 $216.92
|_|01-5700-01 $495.84 $495.84| $41.32 $41.32 $41.32 $41.32 $41.32 §41.32 §41.32 $41.32
_EIl-STHEI{Il 51,079.48 51,079.43 $89.95 $89.95 $89.95 $89.95 $89.95 $89.95 $89.95 $89.95
- 2[5810-01 £18.077.50 £18.077,501 $1.506,38 £1.506.40 $1.506,40 §1,506,40 §1.506.40 £1.506.40 £1.506.40 SI.SDSﬁLI

I I [10n16/2007

3. After you view or edit the record, click Save and Close on the toolbar You return to the Budgets page.

Managing Budget Records

You can add budget information from the Budgets page of Records, from the File menu on the Budgets page, and
from the File menu of an existing budget record. We recommend adding and opening budgets from Records
because it provides the easiest and most complete access to all record types.

If you have the optional modules Budget Management and Projects and Grants, you can use the Project, Budget,
Grant, and Account Views in the Budget Manager to efficiently add budgets for accounts and projects at the same
time.

You can see the impact of increasing account budgets or distributing a budget among several accounts. If you
have the optional module Projects and Grants, you can use business rules in Configuration to define how the
program distributes an account budget to related project and grant budgets.

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.

Each view displays grids with different budget information. In the Budget View and Project View you can add all
account and project budgets rather than adding a budget individually for accounts or projects. Use the grid to
add, distribute, and adjust budgets. From the Account View you can access information about a single account
and the projects associated with that account.

Note: We recommend defining budgets from the project perspective.

We recommend you initially define budgets from the project perspective. When you create a project budget, the
program automatically creates the related account budget. The only time you need to create the budget from the
account occurs when you have a figure to be budgeted to the account but not distributed to a project.

Note: You can add budget information on the Budget tabs in account and project records. For more
information about these budgets, see “Managing Account Budgets” on page 11 and “Managing Project
Budgets” on page 75.



BUDGET MANAGEMENT 10

Project View. The Project View provides an expanded look at project budgets. For example, you can add project
budgets and distribute them manually, evenly, or by a table defined in Configuration.

% Budget Manager - Project View 1ol x|
File Edit View Budget Favorites Tools Help

L'__}Saveand[]ose'|fﬂ|@ 'é”Esbﬁ) »"D" 1 b H‘B|_ﬂ|‘j|?' ‘
Budget for Scenario 00 in Fiscal vear 2008, Status: IAgtivg 'I

Description |Main Operating Budget

Project: lbmnahelle Johnson Endowment
A nt Total ute Total | Load Budh e Ry e i G & | 5]

AccountNumber | Total | Distributed | 2005-1 | 20052 | 200s-3 | 20053 | 20065 | 20086 | 20057 | 20088 |
| |01-1000-00 Elﬂ $0.00 $100.00 $50.00 £50.00

Budget View. The Budget View provides an expanded look at the entire budget selected for all accounts. For
example, you can add account budgets and distribute them manually, evenly, or by a table defined in
Configuration. You can adjust finalized budgets in the Budget View.

% Budget Manager - Budget View ;Iglll
File Edit Wew Budget Favorites Tools Help
Bseadcoe-| d [G S| G[C O #|B Y 2 & 2- |
Budget for Scenario 00 in Fiscal Tear 2006, Status: m
Description: IMain Operating Budget
Account Number

01-1000-00 00.00 £100.00 50.00 0.00| 40.00| 0.00 £0.00 £50.00| £0.00
|_|01-4050-00 £126,800.00 £125,800.00 £0.00 €0.00 €0.00 £0.00 £0.00 €0.00 £98,800.00 $§5,600.00
| |01-4050-04 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
| |01-4100-00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00 S0.00
| |01-4100-01 $680.00 $580.00 $0.00 $40.00 $40.00 $40.00 $40.00 $30.00 $30.00 $30.00
|__|01-4100-02 £8,500.00 £8,500.00 £0.00 §500.00 £500.00 £500.00 £500.00 £1,000.00 £1,000.00 £1,000.00
| |01-4100-03 §1,360.00 $1,350.00 $0.00 $80.00 $30.00 $80.00 $80.00 $160.00 $160.00 $160.00
|__|01-4150-00 £3,400.00 £3,400.00 £0.00 £200.00 £200.00 £200.00 £200.00 $400.00 $400.00 £400.00
| |01-4150-01 §5,800.00 $6,800.00 $0.00 $400.00 $400.00 $400.00 $400.00 $800.00 $300.00 $300.00
|_|01-4150-02 £850.00 £850.00 £0.00 £50.00 £50.00 £50.00 £50.00 £100.00 £100.00 £100.00
| |01-4150-03 §1,700.00 §1,700.00 s0.00 §100.00 $100.00 $100.00 $100.00 $200.00 $200.00 $200.00
| |01-4180-00 $380.00 £380.00 £380.00 €0.00 £0.00 £0.00 €0.00 £0.00 £0.00 S0.00
| |01-4200-00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
| |01-4200-01 §1,700.00 §1,700.00 £0.00 $100.00 £100.00 $100.00 £100.00 $200.00 $200.00 $200.00

01-4200-02 §1,190.00 $1,190.00 £0.00 §70.00 §70.00 S70.00 §70.00 §140.00 $140.00 $140.00
|__|01-4200-03 §1,190.00 §1,150.00 £0.00 §70.00 §70.00 £70.00 §70.00 £140.00 §140.00 £140.00
|__|01-4300-00 0,00 S0.00 £0.00 $0.00 0,00 £0.00 $0.00 £0.00 £0.00 S0.00
[« | _>l_I
|Press F7for calcuator [ [ 101672007

Account View. The Account View provides an expanded look at a single account and all the projects associated
with that account. For example, to look at the details for one account, select the account and then click the
View button on the toolbar.

% Budget Manager - Account View 1ol x|
File Edit View Budget Favorites Tools Help

DOsaveondtose-| i | @ S| @ 0 B @« « » |8 @@ 2?-

Budget for Scenario 00 in Figcal Year 2008, Status: (AENS

Description IMain Operating Budget

Account |D1 -1000-00 Operating Cash Account Total account budget: |$1 00.00

Project Description Mission Total Budget | Distributed 2006-1 2006-2 2006-3 2005-4 2006-

Annabelle Johnson E... $100.00 $100.00 $50.00
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Grant View. The Grant View provides an expanded look at grant budgets. For example, you can add grant
budgets and distribute them manually, evenly, or by a table defined in Configuration.

# Budget Manager - Grant View : = |EI|1|
File Edit View Budget Favorites Tools Help

dSa\reandCﬁlosev|H‘g é‘@g@’_/|mﬂ <« b N‘S|ﬂ|ﬂ|?' |

Budaet for Scenario 00 in Fiscal Year 2006, Status:

Description: IMaln Operating Budget

Miggion IEIdE[ Care d 104 - Barker Grant

Adjuzt Account Total - Distibute Total - Load Budget Distibution...  Apply Project Distribution = efirl F=ricie]

Distributed

Account Number

Adding Budgets in the Budget View

Use the Budget View to create, view, and adjust account budgets. If you have the optional module Projects and
Grants, you can use business rules to define how the program distributes an account budget to related project
budgets. For more information about business rules, see the Configuration Guide for General Ledger.
» Adding a budget in the Budget View
1. On the Budgets page, click New Budget on the action bar. The Budget Manager screen appears.

. Budget Manager |

Select a scenario, and a fiscal year.

Scenario |D: || = l

Diezcription: I

Budaet Type: IFiscaI Year vl

Start Fiscal Year: I vl Start penod: I vl
End Fizcal Year: I vl End period: I vl

aK I Cancel |

2. Inthe Scenario ID field, select a scenario to use for the budget. When you select a scenario, its
description appears automatically in the Description field. This field is for informational purposes only;
you cannot edit the Description field.

3. Inthe Budget Type field, select “Fiscal Year” to budget by fiscal year. Select “Period Range” to budget by a
period range.

4. In the Start Fiscal Year field, select the year of the budget you want to open.
If you selected “Period Range” in the Budget Type field, enter the start and end periods.
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5. To load and open the budget for viewing, click OK. The Budget Manager - Budget View screen appears.

% Budget Manager - Budget View
File Edit View Budget Favorites Tools Help

L‘_}Saveandclosev‘ﬂ‘@ -é|ﬁ,§® ’|E|E|g|l“f‘?v

Budget for Scenario 10in Fiscal Year 2007

Description: IS‘Z Below Operating Cost

= Fileers

mt Total  Distribute Total  Load Budget Distibution...  Apy rant Distribution  Find,

Account Humber Total Distributed 2007-1 2007-2 2007-3 2007-4

6. From this screen you can access budget tools to manipulate the budget information to create a new
budget. For more information about budget tools, see “Managing Budget Scenarios” on page 115. To

return to the Budgets page, click Save and Close.

Adding Budgets in the Account View

Use the Account View to see an expanded look at a single account and all the projects associated with that
account. For example, to view the details for one account in the Budget View, select the account and then select

View, Account View from the menu bar.

» Adding a budget in the Account View
1. On the Budgets page, click New Budget. The Budget Manager screen appears.

% Budget Manager x|

Select a zcenario, and a fiscal year.

Scenario |D: || - l

Description: |

Budget Type: IFiscaI Year vl

Start Fiscal Year: I vl Start peniod: I vl
End Fizcal Year: I vl End period: I vl

ok I Cancel |

2. Inthe Scenario ID field, select a scenario containing the account you want to view. When you select a
scenario, its description appears automatically in the Description field. This field is for informational

purposes only; you cannot edit the Description field.

3. Inthe Budget Type field, select “Fiscal Year” to budget by fiscal year. Select “Period Range” to budget by a
period range.

4. Inthe Start Fiscal Year field, select the year of the budget containing the account you want to open.
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5. Inthe View by field, select “Account” and use the binoculars to select the account you want to view in the
Account field.
# Budget Manager |
Select a zcenario, a fiscal pear. and a visw.
Scenaria |D: m -
Drescription: |Administration
FiscalVesr  [aom =]
iew by: [fccount 7]
N
LoadMow | Cancel |

6. To load and open the account for viewing, click Load Now. The Budget Manager - Account View screen
appears.

H[=] E3

4 Budget Manager - Account View
File Edit “iew Budget Favortes Tools

E]Savaand[ﬁlusav|u||§§|ﬁQ@“:l H 4 F H‘B|||?' |

Help

Budget for Scenario 071 in Fiscal vear 2001

Descrption: }Admimstration

Operating Cazh Account

Agcount: | Im -1000-00

oject Total  Distribute Total  Load Budget Distribution...  &pply Projec

Stats: [active 7]
Enter: | New Budget Amount 'l

Total account budget: |$U.DD

ibution...  Find

I Project I Description Total Budget | Distributed I 1 2 3 | 4 I 5 I E

E | |

Note: A budget tool is a feature used to manipulate budget scenarios. You can create, merge, copy, finalize,
and clear scenarios in the development of budgets for forecasting and analysis. These tools appear only if you
have the optional module Budget Management.

7. From this screen, you can access budget tools to manipulate the budget information to create a new
budget. For more information about budget tools, see “Managing Budget Scenarios” on page 115. To
return to the Budgets page, click Save and Close.

Adding Budgets in the Project View

Use the Project View to adjust a project budget total and then have the program automatically adjust the
associated account budget.
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1. On the Budgets page, click New Budget. The Budget Manager screen appears.

% Budget Manager

Select a scenario, and a fiscal year.

Seenario |0 || - l

Description; |

Budget Type: I Fiscal vear e l

Start Fizcal rear I vl Start period: I vl
End Fizcal Year: I vl End period: I vI

(1]8 I Cancel |

Note: You define budget scenarios in Configuration.

2. Inthe Scenario ID field, select a scenario to use for this budget. When you select a scenario, its
description appears automatically in the Description field. This field is for informational purposes only;

you cannot edit the Description field.

3. Inthe Start Fiscal Year field, select the year of the budget you want to open.
In the View by field, “Project”. In the Project ID field that appears, click the binoculars to select the

project you want to view.

4 Budget Manager

Select a zcenario, a fizcal year, and a view.

Scenaria D: g -

Description: IMain Operating Budget

Fizcal rear: I 2001 - l
Wiew by IProiect Vl
Project 1D: I'IDD'I ﬁl

Load Mow I Cancel |

Note: You can view the previous or next budget by clicking the Previous and Next buttons on the toolbar.



114 CHAPTER

5. To open and load the project budget, click Load Now. The Budget Manager - Project View screen appears.

# Budget Manager - Project View =]
File Edit View Budget Favortes Tools Help

ESaveandC\Usev|u|&§|’E©@|D H 4« » H|S|‘|?' |

Budaet for Scenario 00 in Fiscal Year 2001, Status: | &ctive -
Description: IMaln Operating Budget Enter. [MNew Budget Amount ¥

Froject: I nnabelle Johnson Endowment

Account Mumber

01-5100-01 k p
| |on-5100-02 $2.200.00 $2.200.00) $18333 $18333 $183.33 $183.33 $18333 $18333 $18333 $183.33
| |on-5100-03 $2,200.00 $2.2000000  $18333  $18333  $18333 18333 18333 $18333 $18333  $18333
| |o1-5150-0 $225.00 $226.00 $37.48 $0.00 $37.48 $0.00 $37.51 $0.00 $37.51 $0.00
| |on-5180.02 $225.00 $226.00 $37.48 $0.00 $37.48 $0.00 $37.51 $0.00 $37.51 $0.00
| |o-515003 $225.00 $225.00 $37.48 $0.00 $37.48 $0.00 $37.51 $0.00 $37.51 $0.00
| o250 $2,100.00 $2100.00(  $1,050.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1.050.00 $0.00
| |01-5250-02 $2.100.00 $2.100.00] $1.050.00 $0.00 $0.00 $0.00 $0.00 $0.00  $1.050.00 $0.00
| |01-5250-03 $2.100.00 $2.100.00] $1.050.00 $0.00 $0.00 $0.00 $0.00 $0.00  $1.050.00 $0.00
| |o-B280-01 $675.00 $676.00)  $168.75 $0.00 $0.00  $16875 $0.00 000 $16875 $0.00
| |o-B280-02 $675.00 $676.00)  $168.75 $0.00 $0.00  $168.75 $0.00 000 $16875 $0.00
| |o-5280.03 $675.00 $675.00| 416875 $0.00 $0.00 416875 $0.00 3000 $1B875 $0.00

Note: To save the project budget and continue reviewing other budgets with the Budget Manager, click Save
and New on the toolbar.

6. To return to the Budgets page, click Save and Close.

Exporting Budget Information

You can export budget information into a worksheet or other database application. Exporting is useful if you
routinely create custom reports using General Ledger budgets. You can filter to view the information you want,
extract the data to use, and create a customized report.

» Exporting budget information

1. On the Budgets page, select a budget to export.

Note: You can export budget distribution reports from the Budget View of a budget scenario by selecting File,
Export from the menu bar.

2. On the action bar, click Export. The Select a Parameter File screen appears.

Select a Parameter File x|

Select a parameter file to uze for Budget Distribution Report

leName L] escription | Creatsd By | Select |

1] | | #AFnd. |

[~ Only show my parameter files
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3. Select a parameter file and click Select. The Export screen appears.

Format;

ICr_l,lstaI Reports (RPT) j
Diestination:

| Disk. file =l

In the Format field, select a format for the export.

In the Destination field, select a destination for the exported file.

Click OK. The Choose Export File screen appears.

In the File name field, you can use the default file name or overwrite it with a new name.

© N vk

Click Save. A message appears indicating the program is exporting the information. Once the data is
exported to the file, you return to the Budgets page.

Managing Budget Scenarios

In Budget Management, you can develop budgets for any group of accounts. With budget scenarios, you have the
flexibility to forecast multiple budgets for any situation. You can apply budget tools, which include forecasting,
increasing or decreasing, and merging. By combining budget scenarios, you can create an unlimited number of
budgets to reflect factors and influences that may affect the business cycle.

With Budget Management, you can create scenarios by increasing or decreasing a budget, by copying a budget or
actual amounts from one year or period range and forecasting a budget for future years or a period range, or by
merging previously saved budget scenarios. In addition, you can finalize, clear, and delete budget scenarios.

Working with Budgets and Scenarios

You can use budget tools to manipulate budget scenarios. You can increase or decrease, merge, copy, finalize,
and clear scenarios in the development of budgets for forecasting and analysis. Budget tools appear only if you
have the optional module Budget Management.

You can access budget tools from the Tools menu on the General Ledger Records pages, and from the Budget
menu on the Budget Manager screen.

Increasing and Decreasing Account Budgets

From the Budget Tools screen, select Increase/Decrease account budgets to increase and decrease multiple
account budgets by an amount or percent, making the budgeting process more efficient and flexible. For
example, you can take a copied budget scenario for a given fiscal year or period range and increase the
Administration account budget by five percent and then compare it to the original account budget.

» Increasing or decreasing an account budget

Note: You cannot increase or decrease a finalized budget. To make changes to a finalized budget, you must
make adjustments. For more information about adjusting budgets, see “Adjusting Budgets” on page 156.
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1. From an open budget record, select Budget, Budget Tools from the menu bar. The Step 1: Select a budget
tool screen appears.

% Budget Tools x|
Step 1: Selectabudgettool.

Increase/Decrease Project budget
Copy/Forecast budget

Merge scenarios

Clear budget

Delete soenario

Finalize scenario

2.

lick Next. The Step 2: Select budgets screen appears.

% Budget Tools x|

Step 2: Selectbudgets

&5 Open 7 Clear All Filters
Fiters | Incude | Selected Filters |
Accounts Al <Al Accounts>
Funds Al <Al Funds =
Account Attributes  All <Al Account Attributes =
Categories all <all Categories =
Account Codes Al <Al Account Codes =

Department{s) Al

<All Department(s)=

¢ Back Cancel Inerease/Deciease Mo
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3. Inthe Include column, you can include filter records based on selected criteria, such as accounts, funds,
or account codes. For example, to filter by accounts, in the Include column on the Accounts row, choose
“Selected”. The Open screen appears so you can select accounts. For more information about using the
Open screen to filter records, see the Program Basics chapter of the Program Basics Guide.

Selected Accounts

nge @ Query | [tz Mest Filter

| Description |

oK I Cancel |

Tip: To save time when designating budget filters, you can click Next Filter and Previous Filter on the action
bar to navigate among the filters.

4. When you finish selecting filters, click OK. The Step 2: Select Budgets screen appears. The records you
selected appear in the Selected Filters column.

& Open 4

& Budget Tools

Step 2: Selectbudgets

Clear All Filkers

Filters

I Indude |

Selected Filters |

Accounts

Funds

Categories
Account Codes
Department(s)

Account Attributes Al

Selected
all

Al
Al
Al

Mest > Cancel Increase/Decrease Maw

01-1000-00

<Al Funds >

<Al Account Attributes =
<All Categories>

<Al Account Codes =
<all Department(s) >
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5. Click Next. The Step 3: Enter increase/decrease information screen appears.

@ Budget Tools x|

Step 3: Enter increasefdecrease information

Select a scenario to change

Scenario 10: I j

Start Fiscal Year: I j

Increass/Dectease |iotal budget amount | Using |amount x|

Cancel | |ncreaze/Decrease Maw |

6. Inthe Scenario ID and Start Fiscal Year fields, select the budget scenario and fiscal year to increase or
decrease.

7. Inthe Increase/Decrease fields, select “total budget amount” or “period budgets” and “amount” or
“percent”.

Note: If you increase or decrease by period, a screen appears with a grid so you can enter an amount or
percent for each period. If you increase or decrease by total budget amount, the Step 4: Increase/Decrease
budget amount screen appears.

8. Click Next. The Step 4: Increase/Decrease budget percentage screen appears.

& Budget Tools =l
Step 4: Increase/Decrease total budget amount
To increase the total budget, enter a positive number. To decrease the tatal
budget, enter a negative number.
Amaunt: |
< Back Increase/Deciease Mavw |

9. In the Percent or Amount field, enter a positive number to increase the budget or a negative number to
decrease the budget.
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10. Click Next. The Step 5: Summary screen appears displaying your selections for the budget change.

# Budget Tools x|

Step 5: Summany

Increase /Decrease information “
Budget for 2007 period 1 through 2007 period 12
Scenario: 00 - Main Operating Budget
Increase selected account budgets by £100.00

< Back | Ent > | Increase!Decreaseﬂowl

11. Click Increase/Decrease Now. The Increase/Decrease budgets processing screen appears.

x|
Increase/Decrease budgets processing
Completel
Processed: 328!
o |Exceptions: 1]

Cloge | Wiew Control Report I

12. To return to the Budgets page, click Close. To see a report of details about the processing, click View
Control Report.

Increasing and Decreasing Grant Budgets

From the Budget Tools screen, select Increase/Decrease Grant budget to increase and decrease multiple grant
budgets by an amount or percent, making the budgeting process more efficient and flexible. For example, you
can take a copied budget scenario for a given fiscal year or period range and increase the Program Services grant
budget by five percent and then compare it to the original grant budget.

» Increasing or decreasing a grant budget

Note: You cannot increase or decrease a finalized budget. To make changes to a finalized budget, you must
make adjustments. For more information about adjusting budgets, see “Adjusting Budgets” on page 156.
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1. From an open budget record, select Budget, Budget Tools from the menu bar. The Step 1: Select a budget
tool screen appears.

% Budget Tools x|

Step 1: Selectabudgettool.

Increaze/Decrease account budget

: rant budget”
Increase/Decrease Project budget
Copy/Forecast budget

Merge scenarios

Clear budget

Delete soenario

Finalize scenario

< Back | Mext » I Cancel |

2. Select Increase/Decrease Grant budget and click Next. The Step 2: Select budgets screen appears.

% Budget Tools x|
Step 2: Selectbudgets

&5 Open ~ Clear &l Filters
Fiters | Incude | Selected Filters |
Accounts Al <Al Accounts>
Funds Al <Al Funds =
Account Attributes  All <Al Account Attributes =
Categories all <all Categories =
Account Codes Al <Al Account Codes =
Department{s) All <All Department(s)=
Mission(s) all <All Mission(s) =

Grant Attributes Al

<Al Grant Attributes >

Cancel | Inorease/Deciease How |

Note: The transaction code you selected for grants in Configuration displays on the Step 2 Select budgets
screen. You can use the transaction code value to filter by a specific grant.
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3. Inthe Include column, you can include filter records based on selected criteria, such as accounts, funds,
or account codes. For example, to filter by accounts, in the Include column on the Accounts row, choose
“Selected”. The Open screen appears so you can select accounts. For more information about using the
Open screen to filter records, see the Program Basics chapter of the Program Basics Guide.

Selected Accounts
Include: @ Al Q0 Selected @ Bange @ Query Fradatiz Filizr Mest Filter
Account | Description |
oK I Cancel |

Tip: To save time when designating budget filters, you can click Next Filter and Previous Filter on the action
bar to navigate among the filters.

4. When you finish selecting filters, click OK. The Step 2: Select Budgets screen appears. The records you
selected appear in the Selected Filters column.

5. Click Next. The Step 3: Enter increase/decrease information screen appears.

% Budget Tools x|

Step 3: Enter increasefdecrease information

Select a scenario to change

Scenario |D: I j
Start Fiszal Year I -1

Increase/Dectease |iotal budget amount | USiNG |amount =]

¢ Back | Cancel | Increase.-’Decreaseﬂowl

6. Inthe Scenario ID and Start Fiscal Year fields, select the budget scenario and fiscal year to increase or
decrease.

7. Inthe Increase/Decrease fields, select “total budget amount” or “period budgets” and “amount” or
“percent”.
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Note: If you increase or decrease by period, a screen appears with a grid so you can enter an amount or

percent for each period. If you increase or decrease by total budget amount, the Step 4: Increase/Decrease
budget amount screen appears.

8. Click Next. The Step 4: Increase/Decrease budget percentage screen appears.

% Budget Tools |

Step 4: Increase/Decrease total budget amount

To increasze the total budget, enter a positive number. To decreaze the total
budget, enter a negative number.

Amovink: |

Cancel | Inerease/Deciease Mot |

9. In the Percent or Amount field, enter a positive number to increase the budget or a negative number to
decrease the budget.

10. Click Next. The Step 5: Summary screen appears displaying your selections for the budget change.
% Budget Tools x|

Step 5: Summany

Increase/Decrease information “
Budget for 2002 period 1 through 2002 period 12
Scenario: 01 - Administration
Increase selected Project budgets by 25.000%

¢ Back | TEwt > | [ Cancel Increase.-’Decreaseﬂowl

11. Click Increase/Decrease Now. The Increase/Decrease budgets processing screen appears.

12. To return to the Budgets page, click Close. To see a report of details about the processing, click View
Control Report.



BUDGET MANAGEMENT 12

Increasing and Decreasing Project Budgets

From the Budget Tools screen, select Increase/Decrease Project budget to increase and decrease multiple
project budgets by an amount or percent, making the budgeting process more efficient and flexible. For example,
you can take a copied budget scenario for a given fiscal year or period range and increase a project budget by five

percent and then compare it to the original grant budget.
» Increasing or decreasing a project budget

Note: You cannot increase or decrease a finalized budget. To make changes to a finalized budget, you must
make adjustments. For more information about adjusting budgets, see “Adjusting Budgets” on page 156.

1. From an open budget record, select Budget, Budget Tools from the menu bar. The Step 1: Select a budget
tool screen appears.

% Budget Tools x|
Step 1: Selecta budgettool.

Increaze/Decreaze account budget

Merge scenarioz
Clear budget

Dielete scenario
Finalize zcenario

Cancel
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2. Select Increase/Decrease Project budget and click Next. The Step 2: Select budgets screen appears.

# Budget Tools x|
Step 2: Selectbudgets

& Open 7 Clear All Filters

Filters I Indude | Selected Filters I
Accounts Al <Al Accounts>
Funds all <Al Funds >
Account Attributes  All <Al Account Attributes =

Categories Aall <All Categories =
Account Codes Al <Al Account Codes =
Department(s) Al <Al Department(s) =
Projects all <all Projects>

Project Attributes Al <All Project Attributes>

Cancel | Inerease/Decrease Maw |

3. Inthe Include column, you can include filter records based on selected criteria, such as accounts, funds,
or account codes. For example, to filter by accounts, in the Include column on the Accounts row, choose
“Selected”. The Open screen appears so you can select accounts. For more information about using the
Open screen to filter records, see the Program Basics chapter of the Program Basics Guide.

Selected Accounts

® Bange @ Query

I Account I Description I

|

(]4 I Cancel |

Tip: To save time when designating budget filters, you can click Next Filter and Previous Filter on the action
bar to navigate among the filters.

4. When you finish selecting filters, click OK. The Step 2: Select Budgets screen appears. The records you
selected appear in the Selected Filters column.
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5. Click Next. The Step 3: Enter increase/decrease information screen appears.

@ Budget Tools x|

Step 3: Enter increasefdecrease information

Select a scenario to change

Scenario 10: I j

Start Fiscal Year: I j

Increass/Dectease |iotal budget amount | Using |amount x|

Cancel | |ncreaze/Decrease Maw |

6. Inthe Scenario ID and Start Fiscal Year fields, select the budget scenario and fiscal year to increase or
decrease.

7. Inthe Increase/Decrease fields, select “total budget amount” or “period budgets” and “amount” or
“percent”.

Note: If you increase or decrease by period, a screen appears with a grid so you can enter an amount or
percent for each period. If you increase or decrease by total budget amount, the Step 4: Increase/Decrease
budget amount screen appears.

8. Click Next. The Step 4: Increase/Decrease total budget amount screen appears.

& Budget Tools =l
Step 4: Increase/Decrease total budget amount
To increase the total budget, enter a positive number. To decrease the tatal
budget, enter a negative number.
Amaunt: |
< Back Increase/Deciease Mavw |

9. In the Amount or Percent field, enter a positive number to increase the budget or a negative number to
decrease the budget.
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10. Click Next. The Step 5: Summary screen appears displaying your selections for the budget change.

% Budget Tools x|

Step 5: Summany

Increase /Decrease information “
Budget for 2007 period 1 through 2007 period 12
Scenario: 00 - Main Operating Budget
Increase selected Project budgets by £1,000.00

< Back | Ent > | Increase!Decreaseﬂowl

11. Click Increase/Decrease Now. The Increase/Decrease budgets processing screen appears.

12. To return to the Budgets page, click Close. To see a report of details about the processing, click View
Control Report.

Copying and Forecasting Budgets

From the Budget Tools screen, select Copy/Forecast budget to copy budgeted or actual amounts from one fiscal
year to another. If you are copying current year actual figures, you can project actual figures for the remainder of
the year. This process is useful for creating the budget for the next fiscal year based on current year activity
before the end of the current year. For example, in February 2006, you need to add the budgets for your
organization’s salary, FICA, and health benefits accounts for the July 2006-June 2007 fiscal year. You can use
Copy/Forecast budget to copy the budget from July 2005-February 2006 and forecast March - June.

When copying and forecasting budgets, you copy a source budget into a new blank budget or overwrite an
existing budget. You can include project and grant budgets not in the source budget as well.

Another flexible feature available when copying and forecasting budgets is the capability to add projects and
grants that were not originally included in the budget, but have activity for corresponding accounts. This is only
available if you have the optional module Projects and Grants and are forecasting using actuals or actual +
encumbrance.
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» Copying and forecasting a budget

1. From an open budget record, select Budget, Budget Tools from the menu bar. The Step 1: Select a budget
tool screen appears.

% Budget Tools |
Step 1: Selecta budgettool.

Increaze/Decreaze account budget
Increase/Deciease Grant budget
Increase,/Decrease Project budgat
Copu/Fr aydget

Mere zcenarios
Clear budget
Dielete scenario
Finalize zcenario

¢ Back | Mext > I Cancel |

Note: If you have the optional module Projects and Grants, you can filter by transaction code, grant attributes,
projects, and project attributes.

2. Select Copy/Forecast budget and click Next. The Step 2: Select budgets screen appears.

& Budget Tools x|
Step 2: Selectbudgets

5 Open - Clear All Filters

Filters | tncude | Selected Filters |
Accounts Al <Al Accounts>
Funds Al <Al Funds >
Account Attributes  All <Al Account Attributes =
Categories All <All Categories>
Account Codes Al <Al Account Codes =
Department{s) All <All Department(s)=
Projects All <All Projects >
Project Attributes Al <all Project Attributes>
Mission(s) All <All Mission(z) =

Grant Attributes Al

<Al Grant Attributes >

Cancel Copy/Forecast How




128 CHAPTER

3. Inthe Include column, you can include filter records based on selected criteria, such as accounts, funds,
or account codes. For example, to filter by accounts, in the Include column on the Accounts row, choose
“Selected”. The Open screen appears so you can select accounts. For more information about using the
Open screen to filter records, see the Program Basics chapter of the Program Basics Guide.

Selected Accounts x|

nge @ Query [tz Mest Filter

| Description |

oK I Cancel |

Tip: To save time when designating budget filters, you can click Next Filter and Previous Filter on the action
bar to navigate among the filters.

4. When you finish selecting filters, click OK. The Step 2: Select Budgets screen appears. The records you
selected appear in the Selected Filters column.

% Budget Tools x|
Step 2: Selectbudgets

&5 0pen ) Clear All Filters

Filters I Indude | Selected Filters I
Accounts Selected | 01-1000-00
Funds Al <Al Funds =
Account Attributes  All <Al Account Attributes =
Categories all <all Categories =
Account Codes Al <Al Account Codes >
Department{s) All <All Department(s)=
Projects All <All Projects>
Project Attributes Al <All Project Attributes >
Mission(s) all <all Mission(s) =

Grant Attributes Al <Al Grant Attributes=

¢ Back

Cancel Copp/Forecast How
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5. Click Next. The Step 3: Enter copy/forecast information screen appears.

# Budget Tools x|

Step 3: Enter copy/forecast information

Select a source scenario

Scenario 10: I j

Start Fiscal Year: I j

Select a destination scenario

Scenario D: I j

Start Fiscal Year I j

[” Ovenarite existing scenaria?

What do pou want to copy?

IBudget vl for FiscaIYearl j period | j

through Fizcal Yearl ﬂ period I ﬂ

Copy Iamount vI from source scenario.

< Back | Cancel | Capy/Forecast FHow |

6. Inthe Select a source scenario frame, in the Scenario ID and Start Fiscal Year fields, select a budget
scenario and fiscal year as the basis of the forecasted budget.

Tip: If necessary, you can create a new budget scenario “on the fly” when entering your destination scenario
information.

7. Inthe Select a destination scenario frame, in the Scenario ID and Start Fiscal Year fields, select a budget
scenario and fiscal year as the budget you are forecasting. You define fiscal years in Configuration.

8. To overwrite the budget information in the destination budget, mark Overwrite existing scenario?, which
overwrites all budget information when the source budget is copied in.

9. Inthe What do you want to copy? frame, select “Budget”, “Actuals”, or “Actual + Encumbrance”, and then
select the fiscal years and periods you want to copy.

Note: Please be aware, when you select to copy “Actuals” or “Actuals + Encumbrance”, both posted and
unposted transaction amounts are copied to the new budget.

In the Copy [ ] from source scenario field, select “amount” or “percent”.

If you are copying using “Actuals” or “Actual + Encumbrance” and you have the optional module Projects
and Grants, the Add Project and Grant budgets not in source budget option is available. Mark the
checkbox to include projects and grants.
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10. Click Next. The Step 4: Summary screen appears displaying your selections for budgets you are copying or
forecasting.

% Budget Tools x|

Step 4: Summary

Copy, Forecast budget information “
Copy from scenario 00 - Main Operating Budget for 2007 period 1 through 2...
Copy from scenario 00 - Main Operating Budget for 2007 period 1 through 2...
Copy budget for 2007 period 1 through 2007 period 2

¢ Back | TlEwt > |

Copy/Forecast Mow |

11. Click Copy/Forecast Now. The Copy/Forecast budgets processing screen appears.

Copy/Forecast budgets processing x|
] Copy{Forecast budgets processing
Completel
Processed: 328!
Exceptions: 0

Close | Wiew Control Report I

12. To return to the Budgets page, click Close. To see a report of details about the processing, click View
Control Report.

Merging Scenarios

From the Budget Tools screen, select Merge scenarios to combine two budget scenarios to create a third, which

you can save and use as needed. For example, you could merge your department budgets to create one
organization budget.

By merging budget scenarios to develop new scenarios, you can quickly and efficiently create new scenarios using

current budget information. You can then make business decisions based on the information derived from the
merged scenarios.

» Merging budget scenarios

Note: A merge is a process used to combine two budget scenarios to produce a third budget scenario. The
resulting scenario contains all or part of the results from the original.
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1. From an open budget record, select Budget, Budget Tools from the menu bar. The Step 1: Select a budget
tool screen appears.

% Budget Tools

Step 1: Selecta budgettool.

Increaze/Decieaze account budget
Increaze/Decrease Grant budget
Increase/Decrease Project budget

Clear budget
Delete soenario
Finalize scenario

¢ Back | Mext » I Cancel |

Note: You cannot merge to a finalized budget. To make any changes to a finalized budget, you must make
adjustments. For more information about adjusting budgets, see “Adjusting Budgets” on page 156.

2. Select Merge scenarios and click Next. The Step 2: Enter merge information screen appears.

% Budget Tools

Step 2: Enter merye infarmation

Which scenarios do you want to merge?
¥ Include theze Fiscal ‘fear budgets

Start Figcal Year: I vl

Scenario 11

IDescription

Merge All I

[ Include these period range budgets

SCEnarnio
I

Description

Start

Fiscal Year

Start
Period

End
Fiscal Year

End
Period

Cancel |

Ferge Mo

| »f

Note: To go from row to row in the grid, press the TaB key on your keyboard. When you select a scenario ID,

the program displays the corresponding description.

3. Mark Include these Fiscal Year budgets if you want to include budgets that span a fiscal year in the

merge.
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4. In the Start Fiscal Year field, select the fiscal year of the budget scenarios to use to create a new budget
scenario. In the grid, select a Scenario ID that is for a fiscal year budget type for the selected year.

Click Merge All to load all fiscal year budget type scenarios for the selected fiscal year into the grid.

Mark the Include these period range budgets if you want to include budgets that cross fiscal years. In the
Scenario ID column, you can select any existing scenario ID. In the Start Fiscal Year column, select the
fiscal year for one of the saved period range budget types for the selected scenarios.

7. Click Next. The Step 3: Enter save scenario information screen appears displaying your selections for the
scenarios you are merging.

Step 3: Enter save scenario information

‘Where do you want to zave the merged information?

Scenaio |D: I vl
Start Fizcal Year: I 2007 - l Fizcal Year 2007

[~ Ovenwrite existing scenarios

Cancel | ferae How |

8. In the Scenario ID field, select the scenario to receive the merged budget information.

Tip: If necessary, you can create a new budget scenario “on the fly” when entering your destination scenario
information.

9. In the Start Fiscal Year field, select the fiscal year to receive the merged budget information.
10. Mark Overwrite existing scenarios to overwrite the existing budget scenario.



BUDGET MANAGEMENT 13

11. Click Next. The Step 3: Summary screen appears displaying your selections for the scenarios you are

merging.
% Budget Tools x|
Step 3: Summany
Merge Information “

Fiscal year 2007, period 1 through Fiscal year 2007, period 12

Destination scenario is 00-Main Operating Budget

These scenarios will be merged:

00 - Main Operating Budget budget for 2007 period 1 through 2007 period 12
01 - Administration budget for 2007 period 1 through 2007 period 12

11 - 5% Above Operating Cost budget for 2007 period 1 through 2007 perio...

¢ Back | TEwt > |

terge Now |

12. Click Merge Now. The Merge Scenarios processing screen appears.

Merge Scenarios processing

' Merge Scenarios processing Completel

EScenarios were successfully merged.

Close | Wiew Control Report I

Note: If the merge fails, review the control report and make adjustments before trying the merge again.

13. To return to the Budgets page, click Close. To see a report of detailed processing information, click View
Control Report.

Clearing Budgets

From the Budget Tools screen, select Clear budget to delete budget values. You can use Clear budget to remove
budget amounts for selected accounts, projects, or grants if the budget amounts are no longer needed. We

recommend using Clear budget when you want to discard budget amounts and start the budget process over for
a scenario and time period.
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» Clearing a budget

1. From an open budget record, select Budget, Budget Tools from the menu bar. The Step 1: Select a budget
tool screen appears.

% Budget Tools i x|
Step 1: Selecta budgettool.

Increaze/Decreaze account budget
Increase/Deciease Grant budget
Increase/Decrease Project budget
Copy/Forecast budget

Merie FCENSMNOE

Dielete scenario
Finalize zcenario

Note: From the Budget Tools screens, you can click Back to return to the previous screen and revise selections.

2. Select Clear budget and click Next. The Step 2: Select budgets screen appears.

Cancel |

& Budget Tools x|
Step 2: Selectbudgets
5 Open - Clear All Filters
Filters | tncude | Selected Filters |
Accounts Al <Al Accounts>
Funds Al <Al Funds >
Account Attributes  All <Al Account Attributes =
Categories All <All Categories>
Account Codes Al <Al Account Codes =
Department{s) All <All Department(s)=
Projects All <All Projects >
Project Attributes Al <all Project Attributes>
Mission(s) All <All Mission(z) =
Grant Attributes Al <Al Grant Attributes >

LClear How

Note: If you have the optional module Projects and Grants, you can filter by projects, project attributes,

transaction code, and grant attributes.
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In the Include column, you can include filter records based on selected criteria, such as accounts, funds,

or account codes. For example, to filter by accounts, in the Include column on the Accounts row, choose
“Selected”. The Open screen appears so you can select accounts. For more information about using the
Open screen to filter records, see the Program Basics chapter of the Program Basics Guide.

Selected Accounts

Include:

® Bange @ Query

I ERICUERLET

Mext Filker

Account |

Description

oK I Cancel |

Tip: To save time when designating budget filters, you can click Next Filter and Previous Filter on the action

bar to navigate among the filters.

4. When you finish selecting filters, click OK. The Step 2: Select budgets screen appears. The records you

selected appear in the Selected Filters column.

5. Click Next. The Step 3: Select a scenario to clear screen appears.

% Budget Tools i x|

Step 3: Selecta scenario to clear

Scenario |D: I vl
Start Figcal Year I vl

Cancel | Elear How |

6. Inthe Scenario ID and Start Fiscal Year fields, select the budget scenario and fiscal year to clear.
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7. Click Next. The Step 4: Summary screen appears displaying your selections for the budgets you are
clearing.

% Budget Tools

Step 4: Summary

Clear budget information “
Information will be deared from the selected budgets in:
Budget for 2007 period 1 through 2007 period 12
Scenario: 01 - Administration

¢ Back | TEwt > |

Clear Mow |

8. Click Clear Now. The Clear budgets processing screen appears.

Clear budgets processing

Processed:

Exceptions:

Close | Wiew Control Report I

9. To return to the Budgets page, click Close. To see a report of details about the processing, click View
Control Report.

Deleting Scenarios

Note: We strongly recommend you clear a scenario rather than delete it. If you delete a scenario, you delete all

occurrences of the selected scenario for any time period defined in the program. Be sure you have a backup of
your database before you delete any record in The Financial Edge.

From the Budget Tools screen, select Delete scenario if you no longer use a budget scenario for any time period
We strongly recommend you clear a scenario rather than delete it. If you delete a scenario, you delete all
occurrences of the selected scenario for any time period defined in the program.
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» Deleting a scenario

1. From an open budget record, select Budget, Budget Tools from the menu bar. The Step 1: Select a budget
tool screen appears.

% Budget Tools

Step 1: Selecta budgettool.

Increaze/Decreaze account budget
Increase/Deciease Grant budget
Increase/Decrease Project budget
Copy/Forecast budget

Merge scenarioz

¢ Back | Mext > I Cancel |

Note: From the Budget Tools screens, you can click Back to return to the previous screen and revise selections.

3.

% Budget Tools

Step 2: Selecta scenario to delete

Scenario |D: IM vI Proaram Services

¢ Back | Mest > I Cancel |

Delete Maw

In the Scenario ID field, select the budget scenario to delete.

2. Select Delete scenario and click Next. The Step 2: Select a scenario to delete screen appears.
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4. Click Next. The Step 3: Summary screen appears displaying your selections for the budgets to delete.
# Budget Tools

Step 3: Summany

Delete scenario information “
Scenario 03 - Program Services will be deleted from the following budgets
Information about the status of the scenario in each fiscal year is also displa. ..
Budget for 2001 period 1 through 2001 period 12, Active, Finalized, contains. ..
Budget for 2002 period 1 through 2002 period 12, Active, contains budget in...

< Back | et > |

Delete Maw |

5. Click Delete Now. The Delete scenario processing screen appears.

6. To return to the Budgets page, click Close. To see a report of details about the processing, click View
Control Report.

Finalizing Scenarios

Note: Although you finalize a budget scenario in Budget Management, you close a fiscal year in Administration

The program automatically finalizes a scenario when running the close process. For more information about
closing fiscal years, see the Administration Guide.

From the Budget Tools screen, select Finalize scenario to lock the budget period amounts for a scenario. When

you finalize a budget, you can make changes to that budget only with adjustments. For information about
adjusting finalized budgets, see “Adjusting Budgets” on page 156.
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» Finalizing a scenario

1. From an open budget record, select Budget, Budget Tools from the menu bar. The Step 1: Select a budget

tool screen appears.

% Budget Tools

Step 1: Selecta budgettool.

Increaze/Decreaze account budget
Increase/Deciease Grant budget
Increase/Decrease Project budget
Copy/Forecast budget

Merge scenarioz

Clear budget
Dielete scenario
Finali ario

¢ Back | Mext > I Cancel |

Note: From the Budget Tools screens, you can click Back to return to the previous screen and revise selections.

2. Select Finalize scenario and click Next. The Step 2: Select a scenario to finalize screen appears.

% Budget Tools

Step 2: Selecta scenario to finalize

Scenario |D: IDS vl Program Services
Start Figcal vear |2DDE vl Figcal Year 2002

¢ Back |

Cancel | Finalize o

3.
finalize.

In the Scenario ID and Start Fiscal Year fields, select the budget scenario and fiscal year of the budget to
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4. Click Next. The Step 3: Summary screen appears displaying your selections for the scenario you are
finalizing.

% Budget Tools : x|

Step 3: Summany

Finalize scenario information “
Budget for 2002 period 1 through 2002 period 12
Scenarior 03 - Program Services
After finalizing a scenario, all changes must be made with an adjustment

¢ Back | TEwt > | Finalize Mow |

5. Click Finalize Now. The Finalize scenario processing screen appears.

Finalize scenario processing Completel

Scenario 03 starting in fiscal year 2002 was successfully finalized
| |for fiscal year 2002

was successfully finalized,

Close | Wiew Control Report I

6. Toreturn to the Budgets page, click Close. To see a report details about the processing, click View Control
Report.

Distributing Account Budgets

With the Budget Manager, you can add and distribute all account budgets in one location. You can distribute
budgets across all periods among all accounts or selected accounts. If you have the optional module Projects and
Grants, you can distribute each account budget for a range of periods among all or selected projects and/or
grants. You can use manual, even, or table distribution:

Manual distribution. If you have a budget entry to make on only one or a few accounts in one period, you can
use a manual distribution to the budget periods and adjust the account total at the end.

Even distribution. If you distribute a budget evenly among a number of periods, you can enter the amount of
the account budget and click a button to save time and ensure accuracy.

Tip: Using a table distribution can save you time during the budget entry process because the distribution is
already defined in Configuration.
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Table distribution. If you make budget distributions according to established percentages among a number of
accounts, you can distribute a budget according to a table defined in Configuration.

Distributing Account Budgets Manually

Manually distributing account budgets gives you the flexibility of adding budget figures you can adjust to reflect
irregular or seasonal fluctuations, such as increased staffing during peak volume or decreased utilities expenses
during extended holiday periods when the facility is closed.

» Distributing an account budget manually

1. On the Budgets page, open the budget for which you want to make a manual distribution. For more
information about opening a budget, see “Finding and Opening Budget Records” on page 107.

‘@ Budget Manager - Budget View i [ ]

File Edit View Budget Favorites

Help

L'_‘Saveand[]csev‘.ﬂhj, é|ﬁ,§@ ’|D‘D|ﬂ|ﬁ‘?' |
Budget for Scenario 10 in Fizcal Year 2007, Status: IActive -

Description; |5"/v Below Operating Cost

ount Total - Distribute Total [Load Budget Distribution, . &pply Project/Grant Distibution — Find . Filers

Account Number Total Distributed | Remaining | 2007-1 | 20072 [ 20073 | 20074 | 20075 | 20076 | 20077
_DI-IDDD-DD §1,000.00 £1,000.00 0.000 8.333 8.333 8.333 8.333 8.333

8.333 8.333

2. Enter an amount in each period cell.

To add by percentage, click the % button and enter a percentage in the cell.

Note: The Distributed column displays a cumulative total as you enter budget amounts in each period.

3. To calculate the budget total for the account, click Adjust Account Total on the action bar. The amount in
the Total column displays the new budget total.

4. To apply a distribution to all period budget amounts, click Apply Project/Grant Distribution, and select
the Distribution name.

% Apply Project and Grant Distribution

Apply thiz distribution to all penod budgets amounts for selected
accounts.

Discutn e R - |
()4 I Cancel |

5. Click OK.

6. To return to the Budgets page, click Save and Close.

Distributing Account Budgets Evenly

Evenly distributing budgets saves time and ensures accuracy during the budgeting process. You simply enter the
amount of the budget distribution, select Distribute evenly, and the program distributes the budget evenly
among each of the 12 periods. If you are using 13 account periods and you distribute evenly, the 13th period is

not included in the distribution. Without Budget Management, you can manipulate only one budget with one
budget distribution at any given time.
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» Distributing an account budget evenly

1. On the Budgets page, open the budget for which you want to make an even distribution. For more
information about opening a new budget, see “Finding and Opening Budget Records” on page 107.

% Budget Manager - Budget View - o ]

File Edit View Budget Favorites Tools Help

uSaveandOcse"H‘@ é|E’6® ’|E|E|ﬂ|ﬁl‘?' |
Budget for Scenario 10in Fiscal vear 2007, Status: |Active 'I

Drescription: |5"/° Below Operating Cost

nt Total  Distribute Total |Load Budget Distribution...  Apply Project/Grant Digtribution — Find, E' Filters
Account Number I Total Distributed I Remaining 2007-1 2007-2 2007-3 2007-4 2007-5 20076 | 2007-7
_Ell—lEIEIEI{IEI $1,000.00 $1,000.00 0.000 8.333 8.333 8.333 8.333 8.333 8.333 8.333

Tip: As a shortcut when you are selecting multiple account budgets for the same even distribution, you can
hold the SHIFT key and click to select a range of accounts or the ConTROL key and click to select accounts that do
not follow in sequence. Once you select the accounts, select Distribute evenly to proceed with the
distribution.

2. Inthe Total column for an account, enter the total amount to distribute or click the % button and enter a
percentage.

3. Click Distribute Total on the action bar and select Distribute evenly from the submenu that appears. The

program distributes the total budget evenly to each period, and the total amount distributed appears in
the Distributed column.

4. To return to the Budgets page, click Save and Close.

Distributing Account Budgets with Tables

If your organization makes similar budget distributions on a regular basis, you can use distribution tables to
simplify and speed the budgeting process. Using a distribution table, which is like a template, can save you time
and increase productivity by distributing budgets more efficiently. Your system administrator or someone with
supervisor security rights defines distribution tables in Configuration. For more information about distributions,
see the Configuration Guide for General Ledger.

» Distributing an account budget using a table

1. On the Budgets page, open the budget for which you want to make a table distribution. For more
information about opening a new budget, see “Finding and Opening Budget Records” on page 107.

& Budget Manager - Budget View =10l x|

File Edit View Budget Favorites Tools Help

USEveandGnsav‘u|Qd|E,g® ’|D‘D|ﬂ|y‘?' |
Budget for Scenario 10 in Fiscal ‘rear 2007. Status: IActive -

Description, |5°/v Below Operating Cost

nt Tatal Distribute Tatal (Load Budget D i Apply Pr t Distibution ~ Find.. 5 Filters
Account Number Total Distributed | Remaining | 2007-1 | 20072 [ 20073 | 20074 | 20075 | 20076 | 20077
|_o1-100000 $1,000.00  $1,000.00 0.000| 8333 8333 8333 8333 8333 8333 8333

2. In the Total column of an account, enter the amount to distribute or click the % button and enter a
percentage.
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Tip: As a shortcut when you are selecting multiple account budgets for the same table distribution, you can
hold the SHIFT key and click to select a range of accounts or the ConTROL key and click to select accounts that do
not follow in sequence. Once you select the accounts, click Load Budget Distribution to proceed with the
distribution.

3. Click Load Budget Distribution on the action bar. The Budget Distributions screen appears.

Budget Distributions =l

Select |
b Carncel |

Select a Budget Digtribution

Semi-anthly

Quartery “1] idd New |
Second Quarter

Third Gluarter {1 0pen |
Fourth Gluarter

I anthiy

4] | | B%Find.. |

4. Select a budget distribution table and click Select. The program distributes the amount to the periods
defined by the table.

Note: To save the budget distribution and continue distributing other budgets, click Save and New.

5. To return to the Budgets page, click Save and Close.

Distributing Account Budgets to Projects

If you have both optional modules Budget Management and Projects and Grants, you have additional features for
distributing budgets. You can use manual, even, or table distributions for applying an account budget to period
ranges among selected or all projects. For more information about defining distributions, see the Configuration
Guide for General Ledger.

Tip: You can define business rules in Configuration that greatly enhance budget distribution capabilities if you
have the optional modules Budget Management and Projects and Grants. For more information about
business rules, see “Business Rule Configuration” in the Configuration Guide for General Ledger.

With distributions of account budgets among projects, you can monitor expenses for each project and see the
impact on the related account budgets. This feature proves especially helpful if you record the accounts of
sub-groups, such as all the grade levels and classes in a school or several offices of the organization, and want to
budget for each accordingly.

» Distributing an account budget manually among projects

1. On the Budgets page, open the budget containing the account budget to distribute evenly. For more
information about opening a budget, see “Finding and Opening Budget Records” on page 107.

2. On each period cell, enter an amount to distribute.

Note: The Period Amount and Distributed and Undistributed amounts appear in the status bar. When you
distribute the account budget among the selected projects, the program reflects the changes in the Distributed
and Undistributed amounts.
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3. On the action bar, click Edit Period Project/Grant Distribution. The Project Distribution screen for the
selected budget scenario appears.

B Project/Grant Distribution for Scenario 10 - 5% Below Operating Cost g x|
Account number:lm -1000-00 [Operating Cazh Account]

Fizcal year: I2DD? [Fizcal Wear 2007)

Fiscal period: |2 (02407142007 to 02/28/2007)

t Period Tatal  Load Project/Grant Distribution Edit:
Project | Project Description | Mission Amount I Percent |

| Feriod Amount: $83.33 | Distributed: $0.00 Undistributed: $83 23
carce |

4. |n the Edit field on the action bar, select “Amount” or “Percent”.

5. Enter a project ID or click the binoculars in the Project column.

Note: To copy the project distributions you just added to other account periods, mark Copy distribution

percentages to period and select the range of periods. This prevents having to manually add distributions
multiple times.
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6. Inthe Amount or Percent column, enter the amount or percentage to distribute.
= Project/Grant Distribution for Scenario 10 - 5% Below Operating Cost ﬂ
Account number:lm -1000-00 [Operating Cazh Account]

Fizcal year: I2DD? [Fizzal Wear 2007)
Fiscal period: |2 [02/01/2007 to D2/28/2007)
Adjust Period Tatal ct/Grant Distribution Diistribute Evenly Edit:
Project | Project Description | Mission Amount I Percent |

|| 1003 Everett Grant $41.66 49.994
| |1007 Robertson Grant £0.00

I~ Copy distribution percentages

| Feriod Amount: $83.33 | Distributed: $41.66 Undistributed: $41.67

oK | Cancel |
7.

If you do not want to distribute the entire account budget among projects, click Adjust Period Total on
the action bar to set the account period amount as the distributed amount.

8. Click OK to return to the Budget Manager - Budget View screen. If you clicked Adjust Period Total on the
Project Distribution screen, the program automatically updates the account budget for the period.

Note: To save the budget distribution and continue distributing other budgets, click Save and New.

9. To return to the Budgets page, click Save and Close.

» Distributing an account budget evenly among projects

1. On the Budgets page, open the budget containing the account budget to distribute evenly. For more
information about opening a budget, see “Finding and Opening Budget Records” on page 107.

Note: The Period Amount and Distributed and Undistributed amounts appear in the status bar. When you
distribute the account budget among the selected projects, the program reflects the changes in the Distributed

and Undistributed amounts.
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2. On the action bar, click Edit Period Project/Grant Distribution. The Project/Grant Distribution screen for
the selected budget scenario appears.

B Project/Grant Distribution for Scenario 10 - 5% Below Operating Cost x|

Account number:lm -1000-00 [Operating Cazh Account]

Fizcal year: I2DD? [Fizcal Wear 2007)

Fiscal period: |2 (02407142007 to 02/28/2007)

Adjust Period Tatal  Load Praject/Grant Distribution Diistribute Evenly Edi:

Project | Project Description | Mission Amount I Percent |

Period &mount: $83.33 |Distributed: $0.00 Undistributed: $83.33
caea |

3. Inthe Edit field on the action bar, select “Amount” or “Percent”.

Note: To copy the project distributions you just added to other account periods, mark Copy distribution
percentages to period and select the range of periods. This prevents having to add distributions manually
multiple times.

4. In the Project column, enter a project ID or click the binoculars.
5. In the Amount or Percent column, enter the amount or percentage to distribute.

6. On the action bar, click Distribute Evenly. The program distributes the account budget for the period
among the selected projects.

7. If you do not want to distribute the entire account budget among projects, click Adjust Period Total on
the action bar to set the account period amount as the distributed amount.

Note: To save the budget distribution and continue distributing other budgets, click Save and New.

8. Click OK to return to the Budget Manager - Budget View screen. If you clicked Adjust Period Total on the
Project Distribution screen, the program automatically updates the account budget for the period.

9. To return to the Budgets page, click Save and Close.

» Distributing an account budget among projects with a table

1. On the Budgets page, open the budget containing the account budget to distribute with a table. For more
information about opening a budget, see “Finding and Opening Budget Records” on page 107.

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.
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2. On the action bar, click Edit Period Project/Grant Distribution. The Project/Grant Distribution screen for
the selected budget scenario appears.

B Project/Grant Distribution for Scenario 10 - 5% Below Operating Cost : x|
Account number:lm -1000-00 [Operating Cazh Account]

Fizcal year: I2DD? [Fizcal Wear 2007)

Fiscal period: |2 (02407142007 to 02/28/2007)

t Period Tatal  Load Project/Grant Distribution Diistribute Evenly Edit:

Project | Project Description | Mission Amount I Percent |

| Feriod Amount: $83.33 | Distributed: $0.00 Undistributed: $83 23

Cancel |

3. On the action bar, click Load Project/Grant Distribution. The Project and Grant Distributions screen
appears.

Project and Grant Distributions x|

5 Select |
Evenly - Grantz E Cancel |

“7 ] Add Mew |
t«Open |

1] | ¥| ABFind. |

Select a Project and Grant Distibution

Note: To copy the project distributions you just added to other account periods, mark Copy distribution
percentages to period and select the range of periods. This prevents having to manually adding distributions
multiple times.
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4. Select a project distribution table and click Select. The program distributes the amount according to the
table, and the Project Distribution screen appears.

4k Project Distribution for Scenario 01 - Administration

Account number: |D1 -5200-01 [Office Supplies-Administration)

Fizzal year: IEDDE [Fiscal Year 2002)

Figzal period: |1 (010142002 to 01/31/2002)

"eriod Tatal Load Pro ibaticn Diztribute Exvenly Edit:
Project Project Description Amounk Perncent
1008 Fogers Endowment 02777 33333
1009 Smith Endownent $527.78 33334
1010 Wilson Endowment $527.78 33334

W Copy project diskibution percentages to penod |2_:|I through period |12 :II

| Period Amourt; 158333 | Distibuted: $1,583.33 | Undistributed: $0.00

oK I Cancel |

5. If you do not want to distribute the entire account budget among projects, click Adjust Period Total on
the action bar to set the account period amount as the distributed amount.

6. Click OK to return to the Budget Manager - Budget View screen. If you clicked Adjust Period Total on the
Project Distribution screen, the program automatically updates the account budget for the period.

Note: To save the budget distribution and continue distributing other budgets, click Save and New.

7. To return to the Budgets page, click Save and Close.

» Applying a project distribution to multiple accounts

Note: If an account period has an amount of S0.00, the project distribution percentages are retained for the
period and can be used to distribute a periodic amount at a later time.
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On the Budgets page, open the budget record containing the accounts for which you want to apply a
project distribution. For more information about opening a budget, see “Finding and Opening Budget

Records” on page 107.

& Budget Manager - Budget View |Hl=] E3
File Edit Yiew Budget Favortes Took Help
Eﬁaveandﬁlosev‘u|@§|ﬁ’§@|m|ﬁ‘ |
Budget for Scenario 03 in Fiscal Year 2002 Status Im
Description: IPlogram Services

Account Mumber | Amaunt I Distributed 1 | 2 | 3 | 4 | E | 5 | fi | 8 H
| |07-5200-03 $2,091.00 $2091.000  $174Z2 17422 §174Z2 17422 F1T4ZE $174ZE $17426 $17426
| |01-6250-03 $2.613.75 $2E13765  $217.80  $217.80  $217.80  $217.80  $217.80 21780 421780  $217.80
| |01-5280-03 $2,091.00 $2001.000  $174Z2 17422 $17422 $17422 17426 $1T4ZE $17426 0 $17426
| |01-5420-03 $418.20 $418.20) $34.84 $34.84 $34.84 $34.84 $34.85 $34.85 $34.85 $34.85
| |01-5460-03 $1,086.45 $1.906.45  $165.53 416583 $16663  $16553  $16663 16553 $16583  $16653
| |01-5480-03 352275 $522.75| $43.51 $43.56 $43.56 $43.56 $43.57 $43.57 $43.57 4357
| |01-6450-03 $56,227.60 $5.22760( $435.59  $43561  $43661 43561 $43661  $435F1  $43561 $43561
| |01-5850-03 $6,750.25 $E.760.26(  $47904  $47007  $4797 47917 $ATOAT B4TIAT $471F $47997
| |07-5580-03 352275 $522.75  $130.68 $0.00 30.00  $130.69 $0.00 30.00  $130.69 $0.00
| |01-5590-03 $1.254.60 $1.264600  $10451 410485 $10455 10455 10455 $I0455 410485 $104.55
| |01-5850-03 $836.40 $836.40) $69.65 $69.69 $69.69 $69.69 $69.71 $69.71 $69.71 $69.71
| |01-5670-03 $2,195.55 $2196555(  $18291 418296  $18296  $18296  $182596  $18296 418296 $18296
| |01-5880-03 $1.123.14 $1.128.14 $94.09 $94.09 $94.09 $94.09 $94.09 $54.09 $54.09 $54.09
| |07-5700-03 $250.92 $250.92] $20.91 $20.91 $20.91 $20.91 $20.91 $20.91 $20.91 $20.91
| |01-6730-03 $540.95 $340.95| $78.40 7841 7841 741 a4 a4 a4 a4
| |01-5810-03 $1.82962 $1.62062 $15246 416246 $15246 $16246  $15246  $15246 $15246  $1524E6
| |01-5870-03 $418.20 41820 $104.55 $0.00 3000 $10455 $0.00 3000 $10455 $0.00
| |01-5880-03 $2,300.10 $230010  $191.65 19167 $19167 $19E7 $1916F  $IMLET $191EF $191.67
| |07-5895-03 3261375 $2E13.75  $435.45 30.00  $435.45 3000 $430.71 3000 $435.7 30.00
K| _>I_I

2. Inthe grid, hold down the sHIFT key and click the gray square next to each account row for which to apply

the project distribution.

% Budget Manager
File Edit “iew Budget

Budget Yiew

Favortes

Toolzs Help

ESaveandEluss'|n||§ §|E|§®|D|U‘

=] S

Budget far Scenario 03 in Fiscal Year 2002,

Description; IFluglam Services

: |Active

I Account Number |

Amaunt |

Distributed I

KIS

$2.091.00

$2,091.00]

$5.227.50

$174.22

$435.61

$174.26

343581

| |071-5430-03 $5.227.50 $43553 343061 $435.61 343061 343061 343561
| |01-5550-03 $6.760.25 $6.7E0.26]  $47914 447917 $4TSF 447917 44717 $4FS1F 447917 447917
| |01-5560-03 $522.75 $522.75]  $13068 $0.00 $0.00  $130.69 $0.00 $0.00  $130.69 $0.00
| |01-5330-03 $1.254.60 $1.254.60)  $10451  $10455  $10455 $10455 $10455  $10455  $10455 $104.55
| |01-5650-03 $EIE 40 $83E.40) $E9E5 $E9ES $B9.63 $E9E9 $E9.71 $69.71 46971 $E9.71
| |01-5670-03 $2195.55 $2,195.56]  $18291  $18296  $18296 $18206  $18296 $18296 $18206 $18296
| |01-5680-03 $1.129.74 $1.123.14 $34.09 $34.09 $34.03 $34.09 $34.09 $34.03 $34.09 $34.09
| |01-5700-03 $260.92 $260.92) $20.91 $20.91 $20.91 $20.91 $20.91 $20.91 $20.91 $20.91
| |01-5730:03 $340.95 $940.95 $78.40 784 $78.4 $78.41 784 $78.4 $78.41 784
| |01-5810:03 $1.829.62 $1.829.62)  $15246  $15246  $15248  $15246 $15246  $1524E  $15248 $15246
| |01-5870-03 $418.20 $418.20)  $104 55 $0.00 $0.00  $10455 $0.00 $0.00  $10455 $0.00
| |01-5660-03 $2.300.10 $2,30000)  $1965 #1967 $I91EF $19167 $19167 $19167 $19167  $19167
| |01-5895-03 32E13.78 3261370 343540 3000 $435.45 3000 343671 3000 343801 30.00
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3. On the action bar, click Apply Project/Grant Distribution. The Apply Project and Grant Distribution screen
appears.

# Apply Project and Grant Distributi Xl

Apply thiz distibution to all period budgets amounts for zelected
accounts.

Disibuton e RO - |
Ok I Cancel |

Note: You create project distributions in Configuration. The program overwrites any previously defined project
distributions.

4. In the Distribution name field, select a project distribution to distribute to all 12 periods of the selected
accounts.

5. Click OK to apply the project distribution to the selected accounts and return to the Budget manager
screen.

Distributing Project Budgets

If you have both optional modules Projects and Grants and Budget Management, you can add and distribute all
project budgets in the Project View. However, you can see only one project budget at a time.

Note: If you increase or decrease a project budget in the Project View, the program automatically increases or
decreases the associated account budget by the same amount.

Budget Management automatically links account and project budgets. In other words, if you change an account
budget with associated project budgets, the program automatically updates the associated project budgets
according to business rules defined in Configuration. For more information about business rules, see the
Configuration Guide for General Ledger.

Manual distribution. If you have a budget entry to make on only one or a few periods in one project, you can
use a manual distribution and adjust the period total at the end.

Even distribution. If you distribute an account budget evenly among a number of accounts for one project, you
can enter the amount of the budget distribution and click a button to save time and ensure accuracy.

Note: You can save time during budget entry using a table distribution defined in Configuration. For more
information about defining tables, see “Table Configuration” in the Configuration Guide for General Ledger.

Table distribution. If you make budget distributions according to established percentages among a number of
accounts, you can distribute a project budget according to a table defined in Configuration.

Distributing Project Budgets Manually

Manually distributing project budgets is useful if you are adding and distributing a few project budget amounts in
specific periods. The program automatically updates the account budgets associated with the projects you
change manually.



» Distributing a project budget manually
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Note: The Budget Manager provides one location for adding, distributing, adjusting, and finalizing an unlimited
number of budget scenarios. Budget Manager appears only if you have the optional module Budget

Management.

1. On the Budgets page, open the budget for which you are making a manual distribution.
2. In a cell of the selected account, enter the new amount or click the % button to enter a percentage.
The program updates the Distributed amount when you click in any other cell in the grid.

% Budget Manager - Project View [_[&]x
File Edit Yiew Budget Fawortes Tool: Help

Bsaveandtiose- |l R @ (G BB 1 « » v |0 =2 2-

Budget for Seenario 02 in Fiscal Year 2003-2004.

Status: IActive hd

Description: IBudget 2

Praject I|Footba\| - Foothal

A unk Total  Distribute Total  Load Budget Distibution...  Fipd... ?‘

Account Mumber | Dezcription

Tatal | Distibuted T [z [ 3 | 4 [ s | & |

i 01-53800-00 Athletic Supplies

$0.00 $1,000.00 $0.00 5000 $000 g00000 EEEE 000

3. To calculate the project budget total for the account, click Adjust Account Total on the action bar. The
amount in the Total column displays the new project budget total.

# Budget Manager - Project View

=
File Edit ‘iew Budget Fawortes Tool: Help
ESaveandElosev| = ‘D 5”%\% ®|E| H 4 b M |E‘||§‘ T
Budget for Scenario 07 in Fiscal Year 2002-2003. Status: |Active hd

Drescription: IMaln Budget

Fraject IlFUUlbaII - Football

Cantributiors

Adjust Account Total - Distribute Total - Lnad Budget Distibution. . Find 5

[ [ socoun tumber | Desipion | Tad | Dwiaet | 1 |2 | 3 | & | o5 |

4. To the Budgets page, click Save and Close.

Distributing Project Budgets Evenly

Evenly distributing project budgets saves time and ensures accuracy during the budgeting process. You can

distribute project budgets across selected accounts or a range of accounts. You can distribute budgets evenly
when updating or revising a budget scenario.

» Distributing a project budget evenly

1. On the Budgets page, open the budget for which you are making an even distribution.
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2. Click the Project View button on the toolbar.

d
Fille Edit View Budget Favoites Tools Help

ESaveandE\osev|u“§QHEQQHD M 4 ¢ N|ﬁ

Budget for Scenario 00 in Fiscal Year 2001. Status: |Active vI
Crescription: |Main Operating Budgst Enter: |Mew Budget Amount 'I

:- |

Praoject: | lAnnabEIIe Johnson Endowvment

Account Number
01-5100-01 $0.00) $0.00 3 $0.00)
|_|0-5100-02 $2,200.00 $2.200.00) $183.33  $18333 $183.33  $18333 $183.33  $18333 $18333 $183.33
| |0-5100-03 $2.200.00 $2200.000  $18333  $18333  $183.33  $18333 418333 $18333  $18333 $18333
| |01-5150-M $225.00 $225.00] $37.48 $0.00 $37.48 $0.00 $37.51 $0.00 $37.51 $0.00
| |0-5150-02 $225.00 $226.00) $37.48 $0.00 $37.48 $0.00 $37.81 $0.00 $37.61 $0.00
|_|01-5150-03 $225.00 $225.00| $37.48 $0.00 $37.48 $0.00 $37 51 $0.00 $37.51 $0.00
| |01-5250-01 $2.100.00 $2100.00] $1,050.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1.050.00 $0.00
| |-5250-02 $2.100.00 $2100.00) $1.060.00 $0.00 $0.00 $0.00 $0.00 $0.00  $1.060.00 $0.00
| |0-5250-03 $2,100.00 $2.100.00) $1.050.00 $0.00 $0.00 $0.00 30.00 $0.00 $1.050.00 30.00
| |01-5280-0 $675.00 $675.00) 416875 $0.00 $0.00  $188.75 $0.00 $0.00  $168.75 $0.00
| |0-5280-02 $675.00 $675.00) $168.75 $0.00 $0.00  $168.75 $0.00 000 $168B.7S $0.00
| |01-5280-03 $675.00 $675.00) 416875 $0.00 40,00 $188.75 $0.00 $0.00  $168.75 $0.00

3. In the Total column, enter the amount to distribute.

% Budget Manage: [_|

File Edit View Budget Favortes Tools Help

ESaveanansev|u‘@QHEQQHD H 4 » N|S

Budget for Scenario 00 in Fiscal vear 2007 Status: |Active vI
Diescriplion: |Ma|n Operating Budget Enter: |New Budget Amount 'I

Project: | lAnnahEIIe Johhzon Endowment

bute Total Load Budget . Find.. “$Filers

Account Mumber Distributed

3 0 0.00) 0.00) 0.00) 0.00)
|_|01-5100-02 $2.200.00 $2200000  $18333  $18333  $18333  $18333  $18333 $18333  $18333 $18333
| |01-5100-03 $2,200.00 $2200.000  $18333  $18333  $183.33  $18333 418333 18333 $18333 $18333
| |01-5150-01 $225.00 $226.00) $37.48 $0.00 $37.48 $0.00 $37 51 $0.00 $37 61 $0.00
| |01-5150-02 $225.00 $2265.00) $37.48 $0.00 $37.48 $0.00 $37.51 $0.00 $37.51 30.00
| |01-5150-03 $225.00 $225.00) $37.48 $0.00 $37.48 $0.00 $37.61 $0.00 $37.61 $0.00
| |01-5250-01 $2,100.00 $2,100.00] $1,050.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1.050.00 $0.00
| |01-5250-02 $2.100.00 $2.100.00) $1.050.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1.080.00 $0.00
| |01-5250-03 $2.100.00 $2.100.00) $1,050.00 $0.00 $0.00 $0.00 $0.00 $0.00  $1.050.00 $0.00
| |01-5280-01 $675.00 $675.00)  $16875 $0.00 3000 $16875 $0.00 $0.00  $18875 $0.00
| 01528002 $E75.00 $6765.00) 416875 $0.00 $0.00  $1B875 $0.00 000 $168.75 $0.00
| |01-5280-03 al ,ZDU.UDEI $675.00)  $188.75 $0.00 30.00  $188.75 30.00 000 $188.75 30.00

Note: To save the budget distribution and continue distributing other project budgets, click Save and New. To
confirm that the account budget has been updated, click the Account View button on the toolbar and locate
the account.
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4. Click Distribute Total on the action bar and select Distribute evenly from the submenu that appears. The

program distributes the total budget evenly to each period, and the total amount distributed appears in
the Distributed column.

& Budget Manager - Pioject Yiew

- [=5]x]
File Edit Wiew Budget Favortes Tools Help
D saveandtiose-| Wl |2 @@ BB « » n Y& 2-
Budget for Scenaria 02 in Fiscal Year 2003-2004. Status: |Active VI

Drescription: IBudgel 2

Project; | [Basketball - Basketbal

P unt Tatal Distribute Total - Load Budget Distibution.. Find..

Account Mumber Description Total Distributed 1 2 3 4 a E

3800-00 Athletic Supplies $1,200.00

Note: If you marked Show saved message when a record is saved on the General tab of in Options, a message
appears, telling you the program has saved the budget. Click OK to return to the Budgets page.

5. To return to the Budgets page, click Save and Close.

Distributing Project Budgets with Tables

If your organization makes similar project budget distributions on a regular basis, you can use distribution tables
to simplify and speed the budgeting process. Using a distribution table, which is like a template, can save you
time and increase productivity by distributing project budgets more efficiently. Your system administrator or
someone with supervisor security rights defines distribution tables in Configuration. For more information about
distributions, see the Configuration Guide for General Ledger.

» Distributing a project budget with a table

1. On the Budgets page, open the budget for which you are making a table distribution.
2. Click the Project View button on the toolbar.

3. Inthe Total column of an account, enter the amount to distribute or click the % button and enter a
percentage.

% Budget Manager - Project View

=] E3
File Edit Wiew Budget Favortes Tools Help
2 save andCiose~ | |l |2 @[ @ 6 BB w4 » | B2 2 -
Budget for Seenario 02 in Fiscal Year 2003-2004. Status: |Active -

Diescription: IBudgel 2

Pioject IIanthaII - Foothall

Adjust dccount Total  Distribute Total  Load Budaet Distibution... __Flﬂlj... ?‘

Account Number Description I Tatal | Distributed 1 I 2 | 3 | 4 I ] I [ ‘

|_|o-53a00-00 Athletic Supplies $1.000.00 $1,000.00) $0.00 $0.00 $0.00  $1.000.00 $0.00 $0.00
|| 0-53860-00 Field Maintenance $5.000 Dﬂl_dl
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4. Click Load Budget Distribution. The Budget Distributions screen appears.

Budget Distributions

Select a Budget Distribution

it |

Description Select
10 b anth

Quarterly X Cancel
12 Manth Seszonal

Foothall Season Distribution 5@ Add Mew
1| Open

| |

4] | ]| B&Find..

I | Sh iy Budget Distritiutions

5. Select a budget distribution table to use and click Select. The program distributes the amount to the
periods defined by the table.

Note: To save the budget distribution and continue distributing other budgets, click Save and New.

6. To return to the Budgets page, click Save and Close.

Distributing Grant Budgets

If you have both optional modules Projects and Grants and Budget Management, you can add and distribute all
grant budgets in the Grant View.

Budget Management automatically links account and grant budgets. In other words, if you change an account
budget with associated grant budgets, the program automatically updates the associated grant budgets
according to business rules defined in Configuration. For more information about business rules, see the
Configuration Guide for General Ledger.

Distributing Grant Budgets Manually

Manually distributing grant budgets is useful if you are adding and distributing a few grant budget amounts in
specific periods. The program automatically updates the account budgets associated with the grants you change
manually.
» Distributing a grant budget manually
1. On the Budgets page, open the budget for which you are making a manual distribution.
2. Inacell of the selected account, enter the new amount or click the % button to enter a percentage.
The program updates the Distributed amount when you click in any other cell in the grid.
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3. To calculate the project budget total for the account, click Adjust Account Total on the action bar. The
amount in the Total column displays the new project budget total.

& Budget Manager - Grant View !E E
Fle Edit View Budget Favorites Tools Help

dSaveandGnsev‘H|Ql-é|E©®W|EH 4« b “‘E|ﬁ|§ﬂ.|?'
Budget for Scenario 00 in Fizcal Year 2008, Slatus: Im

Description: IMam DOperating Budget

x| 104 - Barker Grant

Mission |E|dEl Care

Edit Periad Pic

0.000

_____ §1,005.67|

4. To the Budgets page, click Save and Close.

Distributing Grant Budgets Evenly

Evenly distributing grant budgets saves time and ensures accuracy during the budgeting process. You can
distribute grant budgets across selected accounts or a range of accounts. You can distribute budgets evenly when

updating or revising a budget scenario.

» Distributing a grant budget evenly
1. On the Budgets page, open the budget for which you are making an even distribution.

2. Click the Grant View button on the toolbar.

% Budget Manager - Grant View |_ (O] <]
Fle Edit View Budget Favorites Tools Help

dSaveandOasev‘H|Qg-j|E©®P|DH 1 b ﬂ‘ﬁ|ﬁ|:ﬂ.|?'
Budget for Scenario 00 in Fiscal Year 2008, Status: IActwe b

Description: IMain Operating Budget

Mission |E|d5, Care j 104 - Barker Grant

ount Total  Distribute Total  Load Budget Distibution...  Apply Praject Distribution

Distributed

3. Inthe Total column, enter the amount to distribute.

4. Click Distribute Total on the action bar and select Distribute evenly from the submenu that appears. The
program distributes the total budget evenly to each period, and the total amount distributed appears in

the Distributed column.
5. To return to the Budgets page, click Save and Close.
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Distributing Grant Budgets with Tables

If your organization makes similar grant budget distributions on a regular basis, you can use distribution tables to
simplify and speed the budgeting process. Using a distribution table, which is like a template, can save you time
and increase productivity by distributing grant budgets more efficiently. Your system administrator or someone
with supervisor security rights defines distribution tables in Configuration. For more information about
distributions, see the Configuration Guide for General Ledger.

» Distributing a grant budget with a table
1. On the Budgets page, open the budget for which you are making a table distribution.

2. Click the Grant View button on the toolbar.

3. In the Total column of an account, enter the amount to distribute or click the % button and enter a
percentage.

4. Click Load Budget Distribution. The Budget Distributions screen appears.
BudgetDistributions |

Select a Budget Distribution

Select |
7l Cancel |
Semi-konthly
Quarterly 5@ Add Mew |
Second Quarter
Third Quarter i Open |
Fourth Quarter
Monthly
L |2 daers. |

5. Select a budget distribution table to use and click Select. The program distributes the amount to the
periods defined by the table.

Note: To save the budget distribution and continue distributing other budgets, click Save and New.

6. To return to the Budgets page, click Save and Close.

Adjusting Budgets

To make changes to a finalized budget, you must use budget adjustments to make the changes. For example, you
can adjust a finalized budget if unforeseen circumstances arise that impact budget assumptions. To adjust an
account or project budget, you can use the Budgets tab of an account or project record to make each adjustment
or you can use the grid in Budget Management, where you can adjust all account or project budgets in one
location. You can create reports that list the original budget, any adjustments, and the newly amended budget for
each account. You can select both the original and adjusted budgets when you create reports.



» Adjusting an account budget by entering a new budget amount
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1. On the Budgets page, open a finalized budget. For more information about opening a budget, see
“Finding and Opening Budget Records” on page 107.

i 1 ¥ Budg & Il help
[ Save and Close ~ u‘&é‘ﬁ@@‘m"ﬁ‘ - |
Budget for Scenario 01 in Figeal Year 2001, Status: lm
Descriptior lAdmimstralinn
secourt Murber | Total | Distributed i 2 ] s e s e | 7 [ s sl
| |01-5200-01 $9.500.00 $9.500.00( $1.582.70 $0.00 $1.58270 $0.00 4158365 $0.00 $1.58365 $0.00
| |01-5250-01 $5,626.00 $0E20.000 $46B.75 346870 $4ED070 46870 P4EBVD B4EBFD 346870 $4EBTS
| |01-5280-01 $12050.00  $12,050.00) $3.01250 $0.00 30.00 $3.0M2.50 $0.00 $0.00 $3.01250 30.00
| |o1-542000 $780.00 $780.00 $65.00 $65.00 $65.00 $65.00 $65.00 $65.00 $65.00 $65.00
| |01:5460.01 $2,200.00 $2200000 $183.33  $18333  $18333 $18333  $18333 $18333 $18333  $18333
| |01-5480-01 $900.00 $300.00 $76.00 $76.00 $765.00 $76.00 $75.00 $76.00 $76.00 $75.00
| |01-5430-01 $1.050.00 $1.050.00( $1.050.00 $0.00 30.00 $0.00 $0.00 30.00 $0.00 30.00
| |01-5550-01 $7,650.00 $7ES0.00(  $637.50 363750  $EI750  $EIFH0 $EITS0 $6I7E0 $EIFE0 $EIVS0
| |01-5580:01 $500.00 $500.000  $125.00 $0.00 3000 $12500 $0.00 $0.00  $12500 $0.00
| |01-5530.01 $3,126.00 $3126000  $260.41  $260.41  $26041  $260.41  $26042 $260.42 26042 $260.42
| |01-5850-01 $1.980.00 $1.980.00(  $165.00  $165.00  $165.00  $165.00  $165.00  $165.00  $165.00  $165.00
| |01-5670-01 $2,100.00 $2100.000  $175.00  $175.00  $17500  $17500  $17500 17500 $175.00  $175.00
| |01-5680-01 $2,520.00 $2520000  $21000  $210.00  $210.00  $210.00  $210.00  $210.00  $210.00  $210.00
| |01-570001 $480.00 $480.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00
| |01:5730:01 41.045.00 41.045.00) $87.08 $87.08 $87.08 $67.08 $87.08 $87.08 $87.08 $87.08
| |01-5810-01 $17600.00  $17800.00) $1.45833 $1458.33 $1.48833 $145033 $1.458833 $1.45833 $1460833 $1.488.33
| |01-5870-01 $400.00 $400.001  $700.00 $0.00 30.00  $100.00 $0.00 $0.00  $100.00 30.00
| |01-5860-01 $1,500.00 §1.500.00(  $750.00 $0.00 $0.00 $0.00 $0.00 $0.000  $750.00 $0.00
| |01:5835.01 $2,500.00 $2500.00(  $416.50 $000  $416560 $0.00  $41B75 $0.00  $41675 $0.00
Be =

Note: A padlock appears next to the Description field to indicate that a budget is finalized or locked.

2.
3.

In the Enter field on the action bar, select “New Budget Amount”.

In the Total column of the account to be adjusted, enter the new amount.

% Budget Manager - Budget H[=] E3

Fille Edit “iew Budget Favoites Tools Help

[ Save and Cloze - u|@§|ﬁ|§@|m|ﬁ| ? - ‘

Budget for Soenario 01 in Fisoal Year 2001. Status: m

Description: }&dm\nistratmn ﬁ Enter: W
Account Mumber I Tatal | Distributed 1 I 2 | E | 4 I ] | [ | 7 I g |;|

| |01-5200-01 $8,500.00 $3,500.00] $1.58270 $0.00 $1.58270 $0.00 $158365 $0.00  $158365 $0.00

| |01-5250-01 $6,625.00 $6625.00] $4BB.75  $46BFH  $4BB75  $4EBVE  $4687H  $4BBT7S  4EBFE 446875

| |0-5280-01 $12,06000  $12.050.00) $3.01250 $0.00 $0.00 4301250 $0.00 $0.00 $3.01250 $0.00

| |01-5420-01 $780.00 $780.00) $65.00 $65.00 $E5.00 $65.00 $65.00 $E5.00 $66.00 $65.00

| |01-5460-01 $2,200.00 $2,200.000  $183.33  $18333 $18333  $18333 418333 $18333  $18333  $19333

|#| 01542001 $900.00 $500.00] 5UU§I $76.00 $76.00 $76.00 $75.00 $76.00 $76.00 $75.00

| |01-5430-01 $1.060.00 $1,060.00] $1.080.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

| |01-5550-01 $7.650.00 $7EG0.00  $637.50 463750 $EIFE0  $E3VH0 $637H0 $E3TH0  $E3VE0D 4637E0

| |01-5580-01 $500.00 $500.00  $125.00 $0.00 $0.00  $125.00 $0.00 $0.00  $125.00 $0.00

| |01-5550-01 $3,125.00 $3125.000  $260.41  $260.41  $260.41  $260.41  $26042  $26042  $260.42  $260.42

| |01-6650-01 $1.580.00 $1.880.00] $165.00 416500  $165.00  $165.00 416500  $16500  $16500  $165.00

| |01-5670-01 $2,100.00 $2100.000  $175.00 417500 $175.00  $17R00  $175.00  $1FR00 $17E00 41FE.00

| |01-5880-01 $2,520.00 32620000  $210.00  $210.00  $21000  $210.00  $21000  $21000  $210.00  $210.00

|_|0-5700-01 $480.00 $480.00) $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00

| |01-5730-01 $1,045.00 $1,045.00) $87.08 $87.08 $87.08 $87.08 $87.08 $87.08 $87.08 $67.08

| |01-6810-01 $1750000  $17500.00) 4145833 $1458.33 $145833 4145833 $1.45833 4145833 $145833 4145833

| |0-5870-01 $400.00 $400.00  $100.00 $0.00 $0.00 410000 $0.00 $0.00 410000 $0.00

| |01-5880-01 $1,500.00 $1,600.000  $750.00 $0.00 $0.00 30.00 $0.00 $0.00  $750.00 $0.00

| |01-5895-01 $2,500.00 $2,500.000  $416.50 $0.00  $41B50 3000 341675 $0.00 #1675 $0.00

4. On the action bar, click Adjust Account Total. The program makes the adjustment.
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Note: You can enter a new amount in the Total column and click Distribute Evenly or Load Budget
Distribution. For more information about account distributions, see “Distributing Account Budgets” on
page 140.

5. Click the Save and Close.
6. To return to the Budgets page, click OK.

» Adjusting an account budget by entering an adjustment amount

1. On the Budgets page, open a finalized budget. For more information about opening a budget, see
“Finding and Opening Budget Records” on page 107.

& Budget Manager - Budget Yiew [_[O] =]
File Edit “iew Budget Favortes Tools Help

I Save and Closz ~ u||§ §|E’§@|D|E‘

Budaet for Scenario 07 in Fiscal Year 2001,

?- |

Description: }é«dmimstralinn

nt Total  Distribu

Account Mumber | Total I Digtributed
| |01-5200-01 $3.500.00 $3.500.00 $1.582.70 $0.00 $1.58270 $0.00  $1.583 65 000 $1.58365 $0.00
| |01-5250-01 $6,625.00 $6E26.00(  $468.75  $46BFD $46B7E $46BFD $4EBTE $46BFE $4B375 $4687
| |07-5280-01 $12,05000 $12,050.000 $3.M250 $0.00 30,00 $3m250 $0.00 30.00 $3.m250 $0.00
| |01-6420-01 $780.00 $780.00| $65.00 $65.00 $65.00 $65.00 $65.00 $65.00 $65.00 $65.00
| |01-5460-01 $2,200.00 $2200.000  $183.33 418333 $18333 18333 $18333  $18333 418333 $18333
| |01-5480-01 $300.00 $300.00| $75.00 $75.00 $75.00 $75.00 $75.00 $75.00 $75.00 $75.00
| |01-5490-01 $1.060.00 $1.060.000 $1.080.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
| |07-6550-01 $7.650.00 $7E50.00 $E3750  $E37E0  $E3VE0  $E3VO0  $E3VO0 $E3V.O0 $E3VS0 $E37.50
| |01-6580-01 $500.00 $600.00  $125.00 $0.00 3000 $12500 $0.00 3000 $12500 $0.00
| |01-5590-1 $3.125.00 $3126.000  $260.41 426041 $26041 26041 $26042  $260.42  $26042  $260.42
| |01-5650-01 $1,950.00 $1.980.00  $165.00  $165.00  $165.00  $I6500  $I6500  $IE500  $IE500  $165.00
| |01-5870-01 $2,100.00 $2100.00  $175.00 417500 $17500  $175.00  $1VE00  $17R00 41700 $175.00
| |01-5880-01 $2,52000 $2520000  $210.00 21000 $21000  $21000  $21000  $210.00  $21000  $210.00
| |01-5700-01 $480.00 $480.00| $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00
| |01-5730-01 $1.045.00 $1.045.00) $87.08 $87.08 $87.08 $87.08 $87.08 $87.08 $87.08 $87.08
| |07-sE10-01 $17.50000 $17500.00( $1.45833 §$1.45632 §1.45633 §1.45833 §$1.45033 §$1.45833 $1.45833 $1.45833
| |01-6870-01 $400.00 $400.00  $100.00 $0.00 $0.00  $100.00 $0.00 $0.00  $100.00 $0.00
| |01-5880-1 $1.500.00 §1.500.00  $750.00 30.00 30.00 30.00 30.00 30.00  $750.00 30.00
| |01-5835-01 $2.500.00 $2500.00  $416.50 3000 $41650 3000 $HG7S $000  $41675 $0.00
KN ;|:|

Note: A padlock appears next to the Description field to indicate that the budget is finalized or locked.

2. Inthe Enter field on the action bar, select “Adjustment Amount”.
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3. Inthe grid, select the cell of the period in the account to be adjusted and enter the new amount.

# Budget Manager - Budget View
File Edit View Budget Favortes Toolz Help

[ Save and Close u‘@ §|ﬁ|§@‘g|ﬁ|

? -

Budget for Scenario 07 in Fiscal Year 2001,

Description: P—\dm\nistrat\nn

Status: IActive ¥

Account Number

| |0-5200-m
|| |0-5250-M
|_|-5280-01
| |0-5420-m
| |01-5480-M

| |01-5430-0
|_|0n-5550-01
| |0-5580-0
(01555001
01-5650-M
01-8670-0
| |01-5680-M
01-5700-M
057300
01-5810-M
| |;-5870-m
| |01-5880-M
| |0-5835-M

KIS

4. On the action bar, click Adjust Account Total.
5. A message appears so you can record a reason for the adjustment.

& General Ledger E

“Y'ou are about to zave adjustments to a finalized
budget. Enter a reazon for the adjustments:

Entry ermor

Ok I Cancel |

6. Click OK. The program makes the adjustment, and you return to the Budgets page.
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» Adjusting a project budget by adjusting the account total

1. On the Budgets page, open a finalized budget. For more information about opening a budget, see
“Finding and Opening Budget Records” on page 107.

#® Budget Manager - Budget View [_ O] x]
File Edit “iew Budget Favortes Tools Help
ESaveandC\uss-u‘&é‘ﬁ@@‘m"ﬁ‘| ? -
Budget for Scenario 01 in Figeal Year 2001, Status: lm
Descriptior lAdmimstralinn iget Amaint
nt Tatal Distribute Total  Load Budget

Account Mumber | Total I Distributed 1 | 2 | 3 I
| |01-5200-01 $9.500.00 $9.500.00( $1.582.70 $0.00 $1.58270 $0.00 4158365 $0.00 $1.58365 $0.00
| |01-5250-01 $5,626.00 $0E20.000 $46B.75 346870 $4ED070 46870 P4EBVD B4EBFD 346870 $4EBTS
| |01-5280-01 $12,000.00  $12050.00) $3.012.50 $0.00 30.00 $3.0M2.50 $0.00 30.00 $3.01250 $0.00
| |o1-542000 $780.00 $780.00 $65.00 $65.00 $65.00 $65.00 $65.00 $65.00 $65.00 $65.00
| |01:5460.01 $2.200.00 $2.200.00( 418333 $18333  $18333 418333 $18333 418333 $18333 418333
| |01-5480-01 $900.00 $300.00 $76.00 $76.00 $765.00 $76.00 $75.00 $76.00 $76.00 $75.00
| |01-5430-01 $1.050.00 $1.050.00( $1.050.00 $0.00 $0.00 $0.00 $0.00 30.00 $0.00 $0.00
| |01-5550-01 $7,650.00 $7.650.00 363750  $63750  $EIVE0  $BIFE0 $E3TE0 $EIVE0 §63FH0 $EIVSE0
| |01-5580:01 $500.00 $500.000  $125.00 $0.00 3000 $12500 $0.00 $0.00  $12500 $0.00
| |01-5530.01 $3.125.00 $312500(  $26041 426041 $2E041 426041 $2R042 426042 426042 $26042
| |01-5850-01 $1.980.00 $1.980.00(  $165.00  $165.00  $165.00  $165.00  $165.00  $165.00  $165.00  $165.00
| |01-5670-01 $2,100.00 $2100.000 317500 $17500 $17500 $17500  $175.00  $175.00  §17500  $175.00
| |01-5680-01 $2,520.00 $2520.00  $210.00  $21000  $21000 21000  $210.00  $210.00  $21000  $210.00
| |01-570001 $480.00 $480.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 $40.00
| |01:5730:01 41.045.00 41.045.00] $87.08 $a7.08 $87.08 $87.08 $a7.08 $87.08 $a7.08 $87.08
| |01-5810-01 $17600.00  $17800.00) $1.45833 $1458.33 $1.48833 $145033 $1.458833 $1.45833 $1460833 $1.488.33
| |01-5870-01 $400.00 $400.001  $700.00 $0.00 30.00  $100.00 $0.00 $0.00  $100.00 $0.00
| |01-5860-01 $1,500.00 §1.500.00(  $750.00 $0.00 $0.00 $0.00 $0.00 $0.000  $750.00 $0.00
| |01:5835.01 $2.500.00 $2500.00(  $416.50 $000  $416560 $0.00  $41B75 $0.00  $416.75 $0.00
B =

Note: A padlock appears next to the Description field to indicate that the budget is finalized or locked.

2. On the toolbar, click the Project View button. The Budget Manager - Project View screen appears.

I Save and Close -

? -

# Budget Manager - Project View | _ (O] x| I

File Edit “iew Budgst Favoites Tool: Help

Budget for Scenario 01 in Fiscal rear 2001,

Description: }Admmlstratlon

Project: IAnnabe\leJnhnsnn E ndowment

nt Total Distribute Tetal Lo

Status: IActwe W

Account Humber Total

Distributed

3. Click Project. The Open screen appears so you can locate and open the project to be adjusted. For more
information about using the Open screen in The Financial Edge, see the Program Basics chapter of the
Program Basics Guide.

In the Account Number column, enter an account.

In the Enter field on the action bar, select “New Budget Amount”.

6. In the Total column of the project budget to be adjusted, enter the new amount.

Note: To see the adjusted account figures, click the Account View button on the toolbar.
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7. Click Adjust Account Total. A message appears so you can record a reason for the adjustment.

"z

. General Ledger

B

W'ou are about ta save adiustments to a finalized
budget. Enter a reason for the adjustments:

Entry ermor

o]

Cancel |

8. Click OK. The program makes the adjustment, and you return to the Budgets page.

» Adjusting a project budget by editing the project distribution

Note: A padlock appears next to the Description field to indicate that the budget is finalized or locked.

1. On the Budgets page, open a finalized budget. For more information about opening a budget, see
“Finding and Opening Budget Records” on page 107.

File Edit Yiew Budget Favortes Tools Help

ESaveandC\use"u‘& @|ﬁ’6@|m‘ﬁ||‘ ? -

Budget for Scenario 01 in Fiscal Year 2003-2004,

Description: IMaln Budget

unt Total  Distribute Total  Load Budget Distribution,

Lpply Project Distibution,

Eelit Parin

Shatus: |Active |~

-4 KO0-00
01-42000-00
| |0-42100-00
| | On-42300-00
| |0n-42800-00
| |0-43100-00
| |On-43200-00
01-51000-00
07-51500-00
0f-51 55000
| |0n-51600-00
| |0n-51800-00
| |0n-51850-00
| |0n-52000-00
| |0n-52100-00
| |O-E2120-00
| |0n-52150-00
01-52200-00

Dezcription

Contributions

Tuition Revenue

Surnmer 5chool Revenue
Bookstore Revenue

Athletic Event Revenue
Dances

“earbook. Sales

Cafeteria Revenue

Salaries

FICA

Health Insurance

Lite Insurance

Long-Term Disability Insurance
Board Liability Insurance
Qffice Expenszes

Supplies Expense

Pastage Expense

Copy Machine-Lease Expense
Copy Machine-Maintenance

3 29
4266 967 48
$24,727.63
$103,897.75
459,354 34
$2.476.37
$6.163.86
459,354 34
$141,506.97
$24.727.63
$2 461 49
$4.945.01
$1.212.94
4967 68
$4.945.01
$2.481.49
4967 68
$715.00
3222

Distributed

$256, 967 48]
$24,727.63
$103.897.75)
$69.354.34
$2.476.37
3$6.163.96
$69.354.34
$141,506.97|
$24.727.63
$2 46149
$4.945.01
$1.212.94
$567 69
$4.945.01
$2.461.49
$567 69
$715.00)
$222m

9.04

$12.84837 $1284837 §

$1.236.36 $1.236.38
$5,134.89 3573489
$2.967.71 4296772
$12378  $12382
$30813 330819
$2.967.71 4296772
$6,000,00  $7.084.58
$1.236.38  $1.236.38
$12306  $123.07
$247.25  $247.25
36063 3E0.ED
$48.35 $48.39
$247.25  $247.25
$12305 312307
$48.35 $48.39
$3571 /.75
$13.27 $13.33

1284857 §
$1.236.38
$5.194.89
$2.967.72
$123.82
$308.13
$2.967.72
$7.694.58
$1.236.38
$123.07
$247.25
$B0.65
$48.33
$247.25
$123.07
$48.33
$35.76
$13.33

$1,233.04 $1 B $1.73
1284837 $17987.72 $17.987
$1.236.38 $1.730.93  $1.730
3013489 3727284 $7272
$2.896772 $416480 $4.154
$12382  $17335  $173
330813 343147 43
$2.896772 $416480 $4.154
$7.684.56 $10,158.41 $10,158
$1.236.38  $1.730.93  $1.730
$12307 417230 $172
$247.25  $34615  $346
36065 38491 $84
$48.39 $67.74 467
$247.25  $34615  $346
$12307  $17230  $172
$48.39 $67.74 467
$35.76 $50.06 $50
$13.33 $15.55

15>
»

Note: To adjust the account budget with which the project budgets are associated, select “Adjustment
Amount” in the Enter field and enter the amount to be adjusted. For more information about adjusting
budgets, see “Adjusting an account budget by entering an adjustment amount” on page 158.

2.

In the Enter field on the action bar, select “New Budget Amount”.
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3. In the Total column of the account budget to be adjusted, enter the new amount.

% Budget Manager - Account View HEE
File Edit View Budget Favorites Tools Help
ESaveandEluss'|n||ﬁ@‘E@@‘D|U|‘ ? -
Budget for Scenario 01 in Fiscal Year 2003-2004. Status: m
Description IMaln Budget B Enter: |Mew Budget &mount 'I
unt Total  Distribute Tatal is . |

Account Mumber Description | Total I Distributed 1 | 2 I 3 | 4 | 5 I [ ﬂ
| |01-52100-00 Supplies Expense $2.461.49 $2461.49  $12306  $12307  $12307  $12307  $172300 172
|_|o1-52120-00 Postage Expense $967.68 $967 66| $48.35 $48.39 $48.39 $48.39 $67.74 467
| |01-52150-00 Copy Machine-Lease Expense $715.00 $715.00) $35.71 $35.75 $35.76 $35.76 $50.06 $50
| |01-52200-00 Copy Machine-taintenance $222.01 $222M $13.27 $13.33 $13.33 $13.33 $16.55 $15
| |01-52220-00 Professional Dues $480.89 $480.69) $24.04 $24.04 $24.04 $24.04 $33.66 $33
| |01-52300-00 Instructional Supplies $967.69 $967.66) $48.35 $48.39 $48.39 $48.39 $67.74 67|
| |01-52340-00 Telephone Charges $981.30 $3981.30) $49.04 $49.05 $43.07 $49.07 $E0.68 368
| |01-53550-00 Graduation Expense $1.212.94 $1.212.94 $E0.E3 $B0.65 $60.65 $E0.ES $84.91 484
| |01-53560-00 College Placement Expense $827.72 $627.72 $41.36 $41.39 $41.39 $41.39 $57.94 $57
| |01-63570-00 Campus Ministry $2.953.24 $2953.24  $147.59  $147EE $14766  $14766  $20673 3206
| |01-53600-00 Book Purchase $2472763  $2472763 $1.23638 $1.23638 $1.23638 $1.23638 $1.73093 41730
| |01-53700-00 Subscriptions $480.89 $460.69) $24.04 $24.04 $24.04 $24.04 $33.66 $33
|#] 01-53800-00 Athletic Supplies $1.212.94 $1.212.94 $E0.E3 5000@' $60.65 $E0.E5 $84.91 384
|_|01-53850-00 Grounds Maintenance $2.461.43 $2.461.49)  $12306  $12307  $12307  $12307  $17230 4§72
| |01-53860-00 Field Maintenance $480.89 $460.69) $24.04 $24.04 $24.04 $24.04 $33.66 $33
| |01-53300-00 Pool Expenses $2.953.24 $2953.24  $147.59  $147EE $14766  $14766  $20673 3206
| |01-53350-00 Advertising $222.01 $222.m $13.27 $13.33 $13.33 $13.33 $15.55 415
| |01-54000-00 Printing Fees $967.69 $967.66) $48.35 $48.39 $48.39 $48.39 $67.74 $67
[ |01-54010-00 Layout Fees $99.94 $39.94 36.95 $6.99 $6.99 36.99 $6.99 iilj

4 »

Note: The status bar at the bottom of the Project Distribution screen includes the period amount you just
entered, the distributed total from the previous budget amount for the period, and the undistributed amount
from the difference between the other two figures.

4. On the action bar, click Edit Period Project Distribution. The Project Distribution screen for the selected
scenario and fiscal year appears.

4k Project Distribution for Scenario 01 - Main Budget

Account number: |D1 -53800-00 [Athletic Supplies)

Fizzal year: I2003-2DD4 [Fiszal Year 2003-2004]

Figzal period: |2 [02/01/2003 to 08/31/2003)

Percent

]

™ Copy project distibution percentages to period

| Period Amourt; 3500000 | Distibuted: $0.00 | Undistributed: $5.000.00

oK I Cancel |

Tip: To move from cell to cell, use the TaB key.

5. Inthe Edit field on the action bar, select “Amount” or “Percent”.



6.

In the Project column, enter project IDs or click the binoculars.

4% Project Digtribution for Scenario 01 - Main Budget

Account number: ID‘I -53800-00 [Athletic: Supplies)

Fizzal year: I2003-2DD4 [Fizcal Year 2003-2004)

Fizzal period: |2 [0B/01/2003 ta 08/31/2003)
Adjust Period Tatal Load Projec

Project Project Description

Distribute Evenly

Amaunt Percent

Edit

Foatball Foatball
Basketball Basketball
W |

™ Copy project distibution percentages to period

| Period Amourt; 3500000 | Distibuted: $0.00

oK I Cancel |

| Undistributed: $5.000.00
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Tip: To revert to the original budget figure and distribution for the period, click Adjust Period Total on the

action bar.

7. To distribute the budget among all associated projects using the previous budget amount for the period,
click Adjust Period Total. The amounts in the Amount and Percent columns reflect distribution of the
previous total. The Undistributed amount on the status bar changes to a zero balance.

To distribute the undistributed budget amount among projects using a distribution table, click Load
Project Distribution.For more information about using project distribution tables, see “Distributing
Project Budgets with Tables” on page 153. The program adjusts the amounts in the Amount and Percent
columns according to the selected distribution table. The new Distributed and Undistributed amounts

appear in the status bar.
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To distribute the undistributed budget amount equally among the associated projects, click Distribute
Evenly.For more information about even distributions of project budgets, see “Distributing Project
Budgets Evenly” on page 151. The program adjusts the amounts in the Amount and Percent columns
according to the selected distribution table. The new Distributed and Undistributed amounts appear in
the status bar.

4k Project Distribution for Scenario 01 - Main Budget

Account number: ID'I -H3800-00 [Athletic Supplies]

Fizcal year: IEDDS-ZDM [Fizcal Year 2003-2004)

Fizzal period: |2 [08/01/2003 to 08/31/2003)

eriod T otal Load Pro

Froject Froject Description Amount Percent
Foatball Football $2.500.00 50.000
Basketball Basketball $2.500.00 50.000

[T Copy project distribution percentages to period

| Period Amourt; $5.000.00 | Distibuted: $5,000.00 | Undistibuted: $0.00

oK | Cancel |

8. To adjust the project budgets and return to Budgets page, click OK.

Warning: If you do not click Adjust Account Total on the action bar before saving the budget adjustment, you
get a message telling you to return to the Budget Manager and update the account budget total.

9. Click Adjust Account Total on the action bar. The program updates the account total figure.

File Edit “iew Budget Favortes Tools Help
I Save and Close - | [ ‘@, 5‘ E|§6|D|E| E
Budget for Scenario 01 in Fiscal Year 2003-2004. Status: IAC[NE ¥

Dezcription: IMain Budget a Enter INew Budget Amount ¥

otal - Load Budget Distribution..

Account Number Description | Tatal | Distibuted 1 | 2 | 3 | 4 I ] I 6 *

| |on-5z00-00 Supplies Expense $2.461.43 3246143 $12300 $12307 $12307  $12307  $17230 4172
| |;-52120-00 Postage Expense 496768 $967.69) $48.35 $48.29 $48.39 $48.39 $67.74 $E7
| |01-62150-00 Copy Machine-Lease Expense $716.00 $716.00) $36.71 $35.75 33576 $36.76 $50.06 $60
|| 016220000 Copy Machine-Maintenance $222.01 $222.m $13.27 $13.33 $1333 $13.33 $15.55 $15
| |-5222000 Professional Dues $480.89 $480.89 $24.04 $24.04 $24.04 $24.04 $33.66 $33
| |o1-52300-00 Instiuctional Supplies $967.68 $967.69) $48.35 $48.39 $48.39 $48.39 $67.74 $ET_|
|| |0n-52340-00 Telephone Charges $981.30 $381.30) $43.04 $43.00 343.07 $43.07 $68.68 362
| |on-53550-00 Graduation Expense $1.212.94 31.212.34] $E0.63 $E0.6D 3E0.65 36065 $84.91 384
| |0-63560-00 College Placement Expense $827.72 $827.72) $41.36 $41.39 $41.39 $41.33 $57.94 $67
| |01-63570-00 Campus Ministry $2.96324 $296324  $14783  $147EE $14TEE $147EE $20B7F3 $20R
| |01-53600-00 Book Purchase $2472763  $2472763) $123638 $123638 $1.236368 $1.23639 $1.730.93 $1.730

01-53700-00 Subscriptions $480.89 $480.89 $24.04 $24.04 $24.04 $24.04 $33.6 $33
I . $6,152.29 I 0.00) ] 391 e
| |on-53e50-00 Grounds Maintenance $2.461.43 32.461.4: $123.00 12307 $12307 §12307 172300 $172
| |n-53860-00 Figld Maintenance $480.89 $480.89 $24.04 $24.04 $24.04 $24.04 $33.66 $33
| |0-63300-00 Pool Expenses $2.96324 $296324  $14783  $147EE $14TEE $147EE $20B7F3 $20R
| |01-53350-00 Advertising $222.01 $222m $13.27 $13.33 $1333 $13.33 $15.55 $15
|| o1-54000-00 Printing Fees $967.68 $967.69) $48.35 $48.39 $48.39 $48.39 $67.74 $67
| |01-54010-00 Layout Fees $99.94 $99.94) $E6.95 $6.99 $6.99 $6.99 $6.99 $6>

l »
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10. Click the Save button. A message appears so you can record a reason for the adjustment.

. General Ledger

"z

B

W'ou are about ta save adiustments to a finalized
budget. Enter a reason for the adjustments:

Entry ermor

o]

Cancel |

11. Click OK. The program saves the adjustment, and you return to the Budgets page.

Managing Budget Notes and Reports

In The Financial Edge, budget notes make it easy to maintain helpful information you receive, read, or need to
remember about a budget. The Budget notes screen accepts free-form text.

To print a budget distribution report, you can set parameters to define the output of the report. We recommend
saving the parameters to make future reporting on budget distributions easier and more efficient.

Working with Budget Notes

For increased security, the system administrator can set rights so that only certain users can view budget notes.
For more information about security, see the Security chapter of the Administration Guide. You can click Budget
Notes on the Budget tab of an account record to check for related comments that may exist for that account.

» Adding a budget note

Note: You can add notes to account and project records. For more information about those notes, see “Adding
Notes” on page 29 and “Adding Notes” on page 103.

1. Inthe Budget View of an open budget record, select an account budget.

& Budget Manager - Budget View M= E3
FEile Edit View Budget Favortes Tools Help
W saveansien-| | (8 8| G 00|V @[] 2 -
Budget far Scenario 00 in Fiscal Year 2001 Status: Im
Descriptian: IMam DOperating Budget Enter: IW
bution Find
Account Number I Amaunt | Distributed 1 I 2 I 3 I 4 I 5 I B I T I 8 I o
| |;-5100-m $160,000.00  $160,000.00| $40,000.00 $0.00 $0.00 $40,000.00 $0.00 $0.00 $40,000.00 $0.00
| |01-5100-02 $336.775.00 $25,356.13 $25,356.19 $25.356.19 $25,356.19 $25.356.20 $25356.20 $25.356.20 $25.356.20
an 41 BE[ $19 BE| $: 2 84.42 .EE g EiE;
| |01-5150-m $15.225.00 $1.287.48 $1,250.00 $1.267.48 $1,25000 $1.287.51 $71.25000 $1.28751 $1.250.0
| |01-5150-02 $36,125.00  $3612600( $282914 $2791.66 $282914 $2791.66 $282918 $2791.67 $282918 $279167
| |0-5150-03 $24725.00  $24726000 $2.07914 $204166 $207914 $2041.66 $207918 $2041.67 $207918 $2.04.67
| |01-5200-01 $9.500.00 $9,500.00] 158270 $0.00 $1.582.70 $0.00 $1,583.65 $0.00 $1,583.65 $0.00
| |0-5200-02 $198765.00  $19876.00] $1696.25 $165625 $1.65625 $1656.25 $1.66625 4169625 $166625 $1.686.25
|_|m-5200-03 $2,000.00 32000000 $1E6EE  $166.6E  $166EE  $166.6E  $16EE7  $1EBE7  $16667  $1EBE7
| |01-6250-01 $1222500  $122265000 $1.89375 484375  $B4375  $B4375 484375  $RB4375 $189375  $B437E
| |;-5250-02 $17.360.00  $17360000 $286223 484583 $1.51223 $84583 $151263 484583 $25E2E3  $B45.83
| |01-5250-03 $9.700.00 3970000 $1.68331  $63331  $6333 $63AIT 963334 §63334) $168334 363334
| |01-5280-01 $1272500  $1272600 $3.181.25 $0.00 $0.00 $3181.25 $0.00 $0.00) $3.181.25 $0.00
|_|;-5280-02 $1272500  $12726000 $3.181.25 $0.00 $0.00 $37181.25 $0.00 $0.00 $37181.25 $0.00
| |01-5280-03 $2,675.00 $2675.00) $33541  $166GE  $16666  $33541  $16667  $166E7  $33542  $16GE7
|| |0-5420-m $780.00 $780.00 $66.00 $66.00 $E6.00 $E5.00 $E5.00 $E6.00 $E6.00 $E6.00
| |01-5420-02 $4.210.00 $4.21000) $350.83  $390.83  $35083  $390.83  $350.83 $350.83 $390.83  $36083
| |01-5420-03 $400.00 4400.00 $33.33 $33.33 $33.33 $33.33 $33.33 $33.33 $33.33 $33.33
| |01-5480-M $2.500.00 $260000] $206.00  $18333 4168309  $21525  $27REE  $17040 419250 418333
| |01-5460-02 $6.150.00 $6.150.00) $51250  ¢$91250 451250  $51250 951250  $512500  $51250  $51250
m E4Cn N #1.ann nn 190000 018800 415003 8AEDI0 L 1B D 1RO 0 ARG S0l B0 0] 010 20 ~
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2. From the menu bar, select Budget, Notes. The Budget notes screen for the selected account appears.

# Budget notes for 01-5100-03 [ (O] |
-
[~
oK | Cancel |

3. Enter budget information in the text box.

#® Budget notes for 01-5100-03 I =] |
Salanes budget does not include figures for bwo open postions. ;I
oK | Cancel |

4. Click OK to return to the Budget View.

5. On the toolbar, click the Save button to save the note and continue working in the budget you have open.

Working with Budget Distribution Reports

A budget distribution report lists budget distributions for a time period you select. You can include budget and
account notes, percentages, and accounts with zero budgets. To run a budget distribution report, you can select a
budget scenario and filter the records to include in the report.

» Printing a budget distribution report
1. On the Budgets page, select a budget for which you want to print a distribution report.

Note: For steps in adding new report parameter files, see the Budget Reports chapter of the Reports Guide for
General Ledger.

2. On the action bar, click Print. The Select a Parameter File screen appears.

Select a Parameter File I

Select a parameter file to use for this Budget Distribution Feport

Select

%] Cancel

File MName D escription | Created On

i) Add Mew
(= 0pen

i

A Find...

™ Only show my parameter files
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3. To use a previously defined parameter file for the report, select the parameter file and click Select. The
report prints to your default printer using the format you selected. For more information about setting up
default printers, see the Program Basics chapter of the Program Basics Guide.
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