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Welcome to the Financial Edge Guide for Canada. This guide details Financial Edge functionality specific to
Canada. For example, sales taxes such as the Goods and Services Tax (GST) and the Harmonized Sales Tax (HST)
affect the Accounts Payable, Accounts Receivable, and Student Billing programs of The Financial Edge.

If you have the optional module Electronic Funds Transfer, which adds fields and options to areas of Accounts
Payable, you can send and receive electronic transfers.

Keep in mind, if you need additional information while working in The Financial Edge, you have access to all the
user guides on our website. You can also access the help file from the Help menu, or by clicking F1 from the
program. Both help files and user guides contain the same helpful procedures, explanations, and examples.

The information in this guide is organized into seven chapters.

Note: Information in this guide is subject to change. Please visit our website to view the most current
information. To access our system recommendations, select System Recommendations from the Support
menu on our website at www.blackbaud.com.

Chapter 1: Welcome. This chapter details the various Blackbaud solutions we offer.

Chapter 2: EFT Transactions. This chapter discusses the EFT functionality present in Accounts Payable when
you have the optional module Electronic Funds Transfer.

Chapter 3: GST in Accounts Payable. This chapter explains how sales taxes such as the Goods and Services
Tax (GST) and the Harmonized Sales Tax (HST) affect Accounts Payable.

Chapter 4: GST in Accounts Receivable. This chapter explains how sales taxes such as the Goods and
Services Tax (GST) and the Harmonized Sales Tax (HST) affect Accounts Receivable.

Chapter 5: GST in Accounts Student Billing. This chapter explains how sales taxes such as the Goods and
Services Tax (GST) and the Harmonized Sales Tax (HST) affect Student Billing.

Chapter 6: Cheque Processing. This chapter explains how you can print cheques, record bank drafts, create
and edit one-time cheques, and create manual cheques.

Chapter 7: GST Reporting. In Accounts Payable and Accounts Receivable, you can create Business Activity
Statements to view sales tax information quickly and easily.

Blackbaud Solutions and Services

For more than two decades, we have provided world-class technology solutions to the nonprofit community,
helping organizations of all sizes and types.

Software plays an important role in the Blackbaud equation for success. Indeed, our products set the standards
by which others are measured. However, there is another essential part of the Blackbaud solution — services. As
the largest and most experienced provider of services to the nonprofit community, we understand the unique
challenges nonprofits face and help them overcome those challenges.

More than 12,000 nonprofit organizations have chosen to partner with us for the peace of mind that comes with
one company providing an end-to-end solution of software and services. We focus our expertise on meeting your
needs — so you can focus your resources on fulfilling your mission.

Data Services

We offer a wide range of data services. From database conversion to database consolidation, our staff of
programmers and analysts have the experience, technology, and expertise to meet your organization’s needs.

To request a quote for data services or database conversion, please contact our Conversion Coordinator by e-mail
at conversionestimate@blackbaud.com or by phone at 1-800-468-8996 x4200. You can also submit your request
from the Data Services page on our website.
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Accounting System Consulting

Accounting System Consulting services help you get the most out of our Financial Edge software by aligning your
organization’s systems with its processes and objectives. We partner with you to learn about your organization,
identify issues, and plan a solution that is tailored to your needs.

Our consultants offer a unique combination of accounting experience and in-depth knowledge of our software.
Many of our consultants have gained experience by serving as controllers and technical specialists and have
worked for Big Five firms, nonprofit organizations, and the Financial Accounting Standards Board (FASB). They
can share insight garnered from their work with hundreds of nonprofit organizations. Our accounting consulting
team knows the software inside and out and are available to help you make the most of your system.

To learn how your organization can benefit from our Accounting System Consulting services, call 800-443-9441 or
send an e-mail to solutions@blackbaud.com.

How We Can Help

¢ Evaluate and define historic data to convert to The Financial Edge

¢ Import accounting information to General Ledger from non-Blackbaud products

¢ Assess your organization’s unique reporting requirements

¢ Design your chart of accounts and account number structure

e Establish system security

¢ Determine the appropriate fund closing method based on your reporting needs

e Establish a start date for your new system, and determine what data to bring in from prior years’ records
¢ Review your data entry methods and recommend ways to increase productivity in your business office

¢ Evaluate job responsibilities to ensure optimal workflow

e Establish an interface between The Raiser’s Edge and General Ledger

e Set up and maximize your use of optional modules, including Projects and Grants, Budget Management, and
Allocation Management

¢ Create initial reports such as a balance sheet and income statements

Technical Consulting

Let our knowledgeable consultants bring their technical expertise to your site and manage the implementation of
your Financial Edge products. By entrusting the nuts and bolts of implementation to one of our consultants, you
ensure optimal setup of your system while keeping your time and energy focused on fostering your
organization’s mission.

Whether it is software installation or a detailed assessment of your current IT capabilities and needs, our team of
Microsoft, Cisco, and Oracle certified engineers can help you meet your technical challenges head on.

If you would like to arrange for consulting services, call our Sales Department at 1-800-443-9441. Or send an
e-mail outlining your specific needs to sales@blackbaud.com.

To learn more about our technical consulting offerings, such as technology assessments, diagnostic services, and
software installations, you can download the printer-friendly document “Technical Consulting Services” from our
website.
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Training Solutions

Because we understand how important training is, we offer a variety of options to meet your different needs,
including specialized classes on The Financial Edge at our home office and in cities across North America. As an
alternative, trainers can come to your organization to deliver classroom-style or individualized instruction.

You may prefer to have our consultants guide you through the implementation process, discuss your system
configuration, and tailor the software to meet your specific needs. For information about the best training option
for your organization, call your account representative at 1-800-443-9441 or send an e-mail to
solutions@blackbaud.com.

Blackbaud University. Offers a variety of classes in historic Charleston, South Carolina. By leaving the
distractions of the office behind, clients can devote their energy to effectively learning Financial Edge
software. Attendees agree that a key benefit of Blackbaud University is sharing knowledge and ideas with
other students from a diverse range of nonprofit organizations.

Regional Training. Now available in more than 30 locations throughout North America. State-of-the-art
training facilities provide an ideal setting for developing your knowledge.

On-Site Training. Provides a cost-effective option for organizations that cannot afford to have staff members
away from the office for several days. The Blackbaud instructors can teach standard course curricula or create
a special training program to meet your specific needs.

Online Learning Network . Delivers instructor-led and self-paced distance training to students via the
Internet.
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User Guides

All manuals documenting The Financial Edge are available through the Help menu in electronic form.

If you need to access the documents before you install The Financial Edge, use the manuals directory on the CD,
the Read User Guides link, or the Blackbaud website — www.blackbaud.com.

Blackbaud Forms

Blackbaud Business Forms provides custom checks, student bills, statements, invoices, purchase orders, tax
forms, envelopes, and other computer forms that are specifically designed for use with The Financial Edge.
Blackbaud forms are guaranteed to align correctly and can be customized to your organization’s specifications,
using your logo, special inks, and print styles. Pre-printed forms from other suppliers are not guaranteed to align
properly.

For more information, you can visit the forms section of our website at http://forms.blackbaud.com or send an
e-mail with questions to forms@blackbaud.com. You can also call 866-4-BB-FORMS (866-422-3676).

Blackbaud Developer Network

The Blackbaud Developer Network (BDN) is an alliance of development partners, including system integrators,
consultants, CPA firms and nonprofit organizations, that work with us to create solutions that expand the
capabilities of The Financial Edge. These solutions are additional applications, created specifically for our clients,
that work with our software to expand functionality. For example, BDN solutions can include customized tools
and plug-ins that integrate or interact with The Financial Edge to help your organization accomplish more in less
time.

Our BDN development partners have been carefully selected. They each possess a distinct understanding of our
software products and how nonprofit organizations use them to further their mission. This insight, coupled with
technical expertise, provides the basis for creating quality solutions you can use to do more.

To learn more about the Blackbaud Developer Network (BDN), or to view potential software applications that can
help your organization, go to http://developer.blackbaud.com.
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EFT stands for electronic funds transfer, a general banking system in which transactions, such as deposits and bill
payments, are made through computer databases and electronic files. Money does not physically change hands;
it transfers electronically from one account into another account.

If you have the optional module Electronic Funds Transfer, which adds fields and options to areas of Accounts
Payable, you can send and receive electronic transfers.

Adding EFT Information to the Bank Record

The bank account record stores account, payment, deposit, and adjustment information for a particular bank

account. EFT functionality on the bank record includes the location for entering the institution ID, and form
options for printing EFT notices.

You can also set EFT default options from the bank record. For more information on setting up EFT default
options, see “Defining Default EFT Options” on page 9.

» Adding EFT information to the bank record
1. From the Banks page, click Open. The Bank Account record opens to the Bank tab.

12 Bank Account - Dperating Account ] 4
File Edit Yiew Eank Account Favourites Tools Help

dSaveandElosev|H )d.&,jl“ 4« b "|E|ﬂ|m’

I anmentsl erositsl Adjustment Eategoriesl Motesl History of Ehangesl

?. |
?

Account description; IBank aof Montreal Bank name: IBank of Maontreal

Acount [D: |1 025379 Address: |

Accourt type: IChequing j

Azcount status: IUpen j Contact nams: ||Mr. Mitchell P. Greenbach, 1l

Account number: |502SD21 009 Contact position: IVP of Special Accounts [~ Frint?
Institution 10 |123458?8 Contact Type I Conkack Mumber I

inirurn balance: |$D.DD

Interfund =et: Im j
System I Account Setup | Track Cash In Default Cash Account ﬂ
Accounts Pavable Define cash accountis) One Fund 01-1000-00
Accounts Receivable  Does not use this bank account
Cash Receipts Does nok use this bank accaunt
Cash Management Dioes nok use this bank account One Fund 01-1000-00
ﬁflnt Billing Does nok use this bank account _|LI
A »

| | 082072008

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

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

In the Account type field, select “Chequing”, “Savings”, or “Other”.

’

5. Inthe Account status field, select “Open” or “Closed”. If an account is closed, you can still edit
information in the bank account record and use the account to print cheques. However, a closed bank
account does not appear on invoice records in Accounts Payable.

In the Account number field, enter the account number assigned by the bank.
In the Institution ID field, enter the eight-digit institution ID provided by the bank.

In the Minimum balance field, enter the minimum amount the bank requires for you to avoid service
charges. If there is no minimum balance requirement, you can leave this field blank.
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In the Interfund set field, select the interfund set used to make balancing entries between funds in
General Ledger. Interfund sets are created in Configuration.

In the Bank name field, enter the name of the bank.
To add address information for this account, click Address or enter the information in the field.
To add a contact name for this account, click Contact name or enter the name in the field.

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

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

To define the cash accounts that will use this bank account, make selections for each accounting program
in the grid at the bottom of the screen.

Select the Payments tab. On the Payments tab you select form options for printing EFT notices.

12 Bank Account - Dperating Account =1E)x]

File Edit Yiew Eank Account Favourites Tools Help

USaveandEIosev|H )(|Lj},j|“ 4« b N|E|ﬂ|3

?. |
?

Bank Payments |erosits| Adjustment Eategoriesl Motesl History of Ehangesl

By default, print trar 5 to this printer: - _

Siystem | Transaction Type | Allaw? | Numbeting | Mexk Mumber I Maximum Amounlﬂ
Accounts Payable  Computer Cheque Il Start with 1082 $999,993,999,+
Em:-:.:.unts Pavable |EIE=|:tr|:|r|i|: Funds Tra... v Skark with 67001 :
Accounts Payable  Manual Cheque 2 Same range as  Accounts Payable Com, ., $999,999,999,
Accounts Payable  One-Time Cheque v Same range a5 Accounts Payable Com. .. $999,999,999,
Accounts Payable  Bank Draft I Start with 101 $999,999,999,
Cash Management  Adjustment 2 Skark with 1 $999,999,999 "
Accounts Receiva,., Refund Cheque - Same range as  Accounts Payable One-... $999,999,999,
Payroll Computer Cheque [l Skark with $999,999,999,
Payral Electronic Funds Tra... [l Skark with $999,999,999
E— S — p=—— P e =
] i
Accounts Payable Electronic Funds Transfer options:

Defavlt farm: IEFTAPU52LPP002 j I?.H Preprinted double stub EFT notice
Edit Papment O ptions |

| | o9v20/2008

In the Default form field, select the format you want to use when printing EFT notices.

To set EFT default options, click Edit Payment Options. For more information on setting up EFT default
options, see “Defining Default EFT Options” on page 9.

On the action bar, click Save and Close to return to the Banks page.

Defining Default EFT Options

You set EFT default options from the Payments tab of the bank record. You can define the following payment
options for Accounts Payable EFT:
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Cheque Alignment. To define the alignment of cheques on forms, select Cheque Alignment on the left of the
Default Payment Options screen.

= Default Payment Options for Accounts Payable Electronic Funds Transfer

' Cheque Alignment

d gnmn )

ﬁh?que Stub Information Wertical alignment: IDefauIt alignment ﬂ I IInches ﬂ
ales

Prirt Format Horizontal alignment: i

EFT General o g -IDefauIt alighment ﬂ I IInches j

Mote: M aximum vertical adjustments
Up:  0.25 inches or B.35 milimeters
Dowiry: 1 inch or 25.4 millimeters
b awimum horizontal adjustments
Left:  0.25 inches or B.35 milimeters
Right: 1 inch or 25.4 milimeters

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

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

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

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

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

[ Default Payment Options for Accounts Payable Electronic Funds Transfer

Address Alignment
heq tub Information

Yertical slignment: | D efault alignment - Inches -
o, Vetical slig | a | [~ |
Print Format Horizontal alignment: i

EFT General fal la| -IDefauIt alignment j I Ilnc:hes j

Mote: M azimum vertical adjustments
Up: 1 inch or 25.4 milimeters
Dowr: 1 inch or 25.4 millimeters
M aximurn harizontal adjustments
Left: 1 inch or 25.4 milimeters
Right: 1 inch or 25.4 millimeters

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

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

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

= Default Payment Options for Accounts Payable Electronic Funds Transfer 5[

Cheque Stub Information

Frint thiz information on the cheque stub:
Frint Format [~ Yendar ID Select All

EFT General [~ Contact 4'
Deselect Al |

Frint invoices on the cheque stub in this order:

Sork By COrder By Iﬂ
Invoice Dake Ascending

=

¥ Show the application of each credit memo

¥ | Shavs the Discount column

Cancel |

In the Print this information on the cheque stub box, mark one or both of the checkboxes: Vendor ID or
Contact.

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

Note: To sort even further, you can sort by Invoice Date and Invoice Amount.
To print credit memo applications on the cheque stub, mark Show the application of each credit memo.
To show the discount amount as recorded in the vendor record, leave Show the Discount column marked.

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

[ Default Payment Options for Accounts Payable Electronic Funds Transfer |

Cheaue Algrmen

Address Alignment

Cheqgue Stub Information I~ Frint Note on Cheque
E'f__'?t Eoe'r';?;l % Frinit thies INote frarn Wendar j
€ Frirt this note:

I~ Print Hate on Chegue Stub

% Frinit thies Pate from Wendaor j
€ Frirt this note: :I

Cancel |
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¢ To print a note on the cheque, mark Print Note on Cheque. Mark Print the to access a drop down menu of
note selections. Mark Print this note to personalize a note on the cheque.

¢ To print a note on the cheque stub, mark Print Note on Cheque Stub. Mark Print the to access a drop
down menu of note selections. Mark Print this note to personalize a note on the cheque stub.

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

screen.
¥ Default Payment Options for Accounts Payable Electronic Funds Transfes |
Cheque Alignment Print Format
Address Alignment )
ﬁhntaque Stub Information Pririt formnat: ITotaI Pt Cheque Printing j
otes
A mawimum of 16 tranzactions will print on the cheque stub and the cheque will be
EFT General

printed for that amaunt. If a vendor hag more than 16 transactions to pay, additional
cheques will be created bazed an the number of tranzactions remaining.

¢ Select “Total Per Cheque Printing” to print each cheque for the amount of the transactions that can fit on

the cheque stub. Additional cheques are created based on the number of transactions fitting on a cheque
stub.

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

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

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

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

Options screen. We recommend you check with your bank to verify these settings and ensure you create a file
with the correct file format, originator, and destination ID.

H Default Payment Options for Accounts Payable Electronic Funds Transfes 5[
Address Alignment

ﬁlgnta;sue Stub Information Qutput file name: I ;I
t |.| Bank fil format: Iﬁ

Originator [D: I
Destination [D: I

W Include cariage retumdline feed

Cancel |

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

Note: We recommend you check with your bank to verify these settings and ensure you create a file with the
correct file format, originator, and destination ID.

In the Originator ID field, enter the alphanumeric code used to identify your organization.

In the Destination ID field, enter the bank’s five-digit numeric code.

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

Managing EFT Bank Information

From the EFT Bank Information tab on the vendor record, you can establish the necessary banking information to
perform electronic funds transfers with your vendors. When you add a new vendor bank you can designate the
account name, account number, institution ID, and contact address information.

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

» Adding a new vendor bank to a vendor record
1. From an open vendor record, select the EFT Bank Information tab.

%0097 - &+ Office Supplies i [ m] 4

File Edit Wiew Wwendor Fawvourites Tools Help

uSaveandtlosevHX|Q-é|N 1 b bl|ﬁh@|'ﬁ!|g|ﬁ'|?v |
Motez | Hizstory af Changas I HMedia | Agtiong

Yendar I Activity I Recuring I Purchaze Orders I Addiezsses  EFT Bank Information | Distribution I Altributes

& Newvendor Bark 85 Open 7 Delste
Account Type | EFT Status | otes I

Bank Mame ’ |
Bank of Montreal Chequing EFT

Active | 09/20/2006
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2. From the EFT Bank Information tab, click New Vendor Bank. The New Bank screen appears.

o v kW

Note:

10.
11.
12.

13.

Bank Information for A+ Office Supplies x|
File Edit Wew Account Tools Help

ﬂjSaveandEIosev|H )(lli 4 b ri|?v |

EFT status: ¥ | Bank name: |Bank of Montreal
Account number: |1 025379 Address: | ;I
Account name: |A+ Office Supplies LI

Institution |0 |51 E45164 Contact: | I

Contact pozition: |

Motes: Contact info:
— Contact Type Contact Number

|

| 09/20/2005

In the EFT status field, select “EFT” or “Inactive”.

In the Account number field, enter the account number.

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

In the Institution ID field, enter the institution ID provided by the vendor’s bank.

The Institution ID must be provided by the vendor’s bank.

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

To add bank address information, click Address. For more information about entering address
information, see “Adding vendor bank address information on the vendor record” on page 14.

To add bank contact information, click Contact Name. For more information about entering contact
information, see “Adding vendor bank contact information on the vendor record” on page 15.

In the Contact position field, enter the contact’s position.
In the Notes grid, enter any notes associated with the bank.

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

To return to the EFT Bank Information tab, click Save and Close.

» Adding vendor bank address information on the vendor record

1.

From an open vendor record, select the EFT Bank Information tab.
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2. From the EFT Bank Information tab, click Address. The Address screen opens to the General tab.

Address For Bank of Montreal x|

General | Contact I

Country: j Conkact Type I Contact Mumber |
Address: d |
| F
City: I
Province: I Vl
Postcods: I

Address az it will be printed: ;I W Synchrorize with individual address figlds

||

Ok | Cancel |

| Press F7 for table lookup

In the Country field, select the country of the bank.
In the Address field, enter the bank’s address.

In the City field, select the bank’s city.

In the Province field, select the bank’s province.

In the Postcode field, enter the bank’s Postcode.

© Ny kA w

In the contact grid, select types in the Contact Type column and enter details in the Contact Number
column. This grid is the same as the contact grid on the EFT Bank Information tab of the vendor record.

9. In the Address as it will be printed box, verify the address is formatted the way you want it printed on
reports. The Address as it will be printed box is the same as the Address box on the EFT Bank Information
tab of the vendor record. To update the address boxes based on the individual address fields on the
Addresses screen or update individual address fields on the Addresses screen based on the address boxes,
mark Synchronise with individual address fields.

10. To return to the New Bank screen, click OK.

» Adding vendor bank contact information on the vendor record
1. From an open vendor record, select the EFT Bank Information tab.
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2. From the EFT Bank Information tab, click Contact. The Address screen opens to the Contact tab.

Address For Bank of Montreal x|

General |

Title‘l;l vI Title 2:| vl

First name: I

Middle harne: I

Last narne: I

Suiffix 1: | 'I Suffis 2:| :I'

Position: I [~ Print?

Full hiarne:

| =

W Spnchronize full name and individual name fields

Ok | Cancel |

In the Title 1 field, select a primary title for the contact.

In the Title 2 field, select a secondary title for the contact.

In the First name field, enter the contact’s first name.

In the Middle name field, enter the contact’s middle name.

In the Last name field, enter the contact’s last name.

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

L 0N UV kW

In the Position field, enter the contact’s job title. To print the information entered in the Position field,
mark the Print? checkbox.

10. In the Full name field, verify or edit how the contact’s full name should appear. To update the full name
based on the individual name fields or update individual name fields based on full name, you can mark
Synchronise full name and individual name fields.

Creating an EFT payment

Note: To pay an invoice using EFT, you must select “Electronic Funds Transfer” as the Payment method on the
invoice record.

You can make EFT payments from the Banks page by clicking Print cheques and record bank drafts and accessing
the Create Payments screen. Keep in mind, to pay an invoice using EFT, you must select “Electronic Funds
Transfer” as the Payment method on the invoice record.

Using Print cheques and record bank drafts under Payment tasks, you can record and generate cheques and
bank drafts for a series of payments in one payment run.

You can process payments using the default payment options selected for the bank account or make new
formatting selections on the Format tab. For more information about default payment options, see “Defining
Default EFT Options” on page 9.
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» Creating a payment

1.

10.

From Payment tasks on the Banks page in Accounts Payable, click Print cheques and record bank drafts.
The Create Payments screen appears.

5’ Create Payments f‘ ]

File Edit Yew Tools Help

aal?- |

iSten 1 "'G'é'r'wér'él'él 2: Filters | 3 Invoices | 4: One-Time Cheques | 5 Format

Payment Run

Payment date: ITnday vl Pay all vendors in this payment run IBased on payment method vI
Calculate discounts as of: IF'a_l,lmenl date vl Pay EFT Banks with this cycle: |<A|\ EFT cycles» 'I

Post status: IFlom Irvoice ‘I
Post date: IF'a_l,lmenl date ‘I

Include invoices with these dates

Invoice due date on or before W

¥ Include invoices with discounts that expire on or before M
Printer Options
Frint report ta this printer: I\\2KPHINT2\Canon-PD j
Frint payments to this printer: I\\2KPF!INT2\CanoanD j

¥ Pause prirting between papment types

< Back | Mext > I Cancel | Create Later | Lreate Mow
| |195 Invoicels) approved: $259,239.32 |2 One-Time Cheque(s| approved: $720.00

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

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

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

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

¢ “Not Yet Posted” — The program changes all payments from this payment run to Not Yet Posted. Enter
a date to post in the Post date field.

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

e “By Computer Cheque” — The program makes the payment by computer cheque, regardless of the
method recorded in the invoice record. You can select “By Computer Cheque” only if you have security
rights.

In the Pay EFT Banks with this cycle field, select an EFT cycle. EFT cycles are defined in Configuration.

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

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

In the Print report to this printer field, select the printer for the control report.
In the Print payments to this printer field, select the printer for the cheques, EFT notices, or bank drafts.
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11. Click Next or select the Filters tab.

& Create Payments | x|
File Edit \iew Help
ad?- |
Step1: General  2: Filters | 3 Invoices | 4: One-Time Checks I 5 Formatl

< Open Clea

Filters I Include I Selected Filkers

Wendors Al <l vendors =

Invoices Al <Al Invoices >

Barks Selected Operating

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

12. To select filters, choose “Selected” in the Include column. The Selected <Filters> screen appears so you
can select filters for the payment run.

13. Click OK.
14. You return to the Filters tab and filters you selected appear in the Selected Filters column.
15. Click Next or select the Invoices tab.

;,n Create Payments LI
File Edit View Tools Help
agl?- |
Step 1. Generall 2 Filters 4: One-Time Cheques | 5: Format
Pay? | Invoice Mumber Vendor Descrption Date Dug | Payment Amount|  Amount Due
M |s 105 A+ 0 y [ 005 [ 0 oo
¥ soas4-n03 D4{05{2006 A+ Office Supplies Manthly supplies  04/05/2006 $575.00 $575.00
vV Soas4-004 05/05/2006 A+ Office Supplies Monthly supplies 05/05/2006 $575.00 $575.00
W 12-34324-073  OU/05/2006  ADS Security Sy... Monthly Securky ., O1/20/2006 $75.76 $75.76
[ 1z-343z4-074  OF0S/2006  ADS Securicy Sy... Monthly Secoriy ., 02/20/2006 $75.76 $75.76
W 12-34324-075  OF05(2006  ADS Security Sy... Monthly Securky .. O3/20/2006 $75.76 $75.76
¥ 1z-34324-076  OHOS/2006  ADS Security Sy... Monthly Securky ., O4/20/2006 475,76 475,76
V¥ 12-34324-077 05/05/2006 ADS Security Sy... Monthly Security .., 05/20/2006 $75.76 $75.76
W 12-34324-078  O6(05(2006  ADS Security Sy... Monthly Securky .. D6/20/2006 §75.76 §75.76
¥ 6363636015 D1/10{2006  AlphaGraphics  Office Supplies 01252006 $1,000,00 $1,000,00 =
4 »
Invoice number 55854-002 Fatential discount $0.00 Credit applied $0.00
Irwoice date 03/05/2006 Discount expires 03/05,/2006 Dizzount amount $0.00
Invoice amount $575.00 Unpaid balance $575.00 Balance due now $575.00
Amount paid $0.00 Available credit $0.00 Payment amount $575.00
GST amount $0.00 Credit GST amount $0.00
< Back | Mext = I Cancel | Create Later | LCreate Now
| |41 Irvoice(s) approved: $60.123.67 |2 One-Time Cheque(s) approved: $720.00

16. In the Pay? column, mark the checkbox for each invoice you want to pay. To pay all the invoices, click
Select All on the action bar.
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17. Click Next or select the Format tab.

18.

19.

20.
21.

& Create Payments x|
File Edit Yiew Tools Help

aale- |
Step 1 Generall 2 Filters | 2 Invaices | 4: One-Time Cheques 55_1...5.0.[!1153.!.'

Payment Options for EFT Notices

Payment Inf t :
Payment format: [EFTaPUS2LPPODZ (=] [7 # Preprinted dovble stub EFT notice

Starting payment number IBTW2— Restare Default |
I | Fiint payment number Edit Payment Options
Frint Test Alignment Cheque
Format.
Cheque nate: Mo note printed on the cheque
Cheque stub note: Mo noke printed on the cheque stub

Frint payments in this order -

Sork By Order By Iﬂ
Payee name Ascending
-l
< Back | Hezt s | Cancel | Create Laterl {E‘r‘é‘éte Now
| |1 Invoice(s] approved: $575.00 |D One-Time Chequels) approved: $0.00

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

In the Payment format field, select a blank or preprinted form on which to print the payments. If the bank
account is set to have multiple payment types use the same numbering series as another payment type,
the Starting payment number field displays the first available number for payments using the same
range.

In the Starting payment number field, enter the first number for the EFT Notice.
To print the cheque number on preprinted cheques, mark Print payment number.

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

22.

23.

24.

25.

To make changes to payment options in the bank account record, click Edit Payment Options. For more
information about defining payment options, see “Formatting Payment Information” on page 14.

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

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

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

ES Yerify Payment Information

x|
*f'ou are about to create papments az shown here:

Payment Type I Mumber IStart Mumber | End Mumber | Transactions Total Amount I
EFT Cheques 1 67001 67001 1 $575.00
One-Time Cheques 2 1122 1123 o $720.00
Tatals 3 1 $1,295.00

‘r'ou have selected these payment options:

FPayment date: 10/02/2008

Post date: 10/02/2006

Calculate discounts as of: 10/02/2008
Frint payments to this printer: Adobe PDF
Frint reports to thiz printer. Adobe PDF

reate Paymentg\é Cancel |

27. To process the payments, click Create Payments. The first payment type prints and the Payment Printing
Status screen appears for this payment type.

ES Payment Printing Status

E=amine the printed cheques for accuracy, then select the appropriate options.

Payment Type | Start Mumber | End Mumnber I Successful? I Clear All Payments I

Clear Date
EFT Cheque 67001 67001 I -

10j02}2006

*'ou indicated Computer Check printing waz not succezsful .
j number(z] I through I
oK |

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

29. The You indicated Computer Cheque printing was not successful frame becomes enabled. To void and
purge the unsuccessful payments mark, Void Cheques and Purge voided cheques and enter the range of
payment numbers.

30.

Click OK. The program processes all other payment types in the order they appeared on the Verify
Payment Information screen, and you return to the Banks page.
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This chapter explains how sales taxes such as the Goods and Services Tax (GST) and the Harmonized Sales Tax
(HST) affect Accounts Payable.

This chapter includes information about managing sales taxes in Configuration, Records, and Reports. For
example, in Configuration you can designate GST/HST information, manage activity types, and set up a default
receivables account for Public Service Bodies’ Rebates.

Accounts Payable Configuration

Configuration is where you set up Accounts Payable to fit the needs of your organization. For example, on the
General page, you can designate GST and HST information, including your Business Number, GST rate and tax
entity, and whether you are located in an HST province. You can also enter your PSB Activity Code.

On the Product and Billing Items page, you can create different sales tax items, such as the standard GST tax
percent, a tax free item for tax-free products and services, and, if you are in an HST province, an HST percent.

You can also set up accounts to use as the default receivables account for Public Service Bodies’ Rebate values on
transactions.

General Configuration

The General page is where you enter basic information about your organization.

The address and phone information you enter on this page appears on printed documents and correspondence.
You can also enter GST/HST information, your Business Number, and PSB activity code. If you enter this
information, it appears automatically, so you will not have to enter the information again later.

For more detailed information about entering information on the General page of Configuration, see the
Configuration Guide for Accounts Payable.

&% The Financial Edge

File Edit “iew Go Favowites Took Help

% Back & Fomwvard ] Community Services Inc, = = Accounts Payable —

Shortubs

Configuration » General

|Ft| Home |
t': Organizatior: Community Services Inc_ Configurat...
- General I
"i Country: |Eanada j Terms
@ Address: 2595 W ater Shreet =] %
) b
b LI Aging
| Expart Information
== xpork - .
F City: IDlgby Business
\enrts Praovince: M5 | MovaScotia Rules
Leporks Tables
Postoode: IBDWAU Fields
Phone: 1302 555-5555 Distributions
Miscellaneous
Line Iterms
GST/HST Inf on - International
iskratio GST Rate: 7.000 percent. The national Canadian GST tax rate. A
N GST tax entity: GST vl Goods and Services Tax Inkerfund
HST tax entity: HsT vl Harmonized Sales Tax Posting
Information
hboard Business Mumber:  |12345 5739
Defaulk
PSE Activity Code: vl School authorit Accounts
HWUE-IF‘S Y e i Products
= ! v This organization is located in an HST participating province |
A . Activity Types
15 Help The organization defaul Sales Tax ID: I hd =
EBlackbaud Systems | ?:\iseTax

‘Welcome o Accounts Payable

Note: You can add or edit sales tax entities on the Tables page. For more information, see “Tables
Configuration” on page 27.
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GST Rate. In the GST Rate field, enter the current federal tax rate.
GST tax entity. In the GST Tax entity field, select a GST entity.
HST tax entity. In the HST Tax entity field, select an HST entity.

Business Number. In the Business Number field, enter the federal charitable identification number for your
organization.

Note: At the time this information was published, HST participating provinces included Nova Scotia, New
Brunswick, Ontario, British Columbia, and Newfoundland and Labrador.

PSB Activity Code. In the PSB Activity Code field, select an activity type to use as the default. For more
information about activity types, see “Managing Activity Types” on page 30.

This organization is located in an HST participating province. Mark this checkbox if your organization
is located in an HST participating province.

Note: Accounts Payable contains several preformatted sales tax IDs, including a GST percent, HST percent,
local sales tax, and a zero-rated sales tax. You can add or edit these items at any time. You can also delete sales
tax items if they are not currently used on a record.

The organization default Sales Tax ID. In this field, select a default sales tax ID. This field is helpful if you
commonly use more than one sales tax type. You can select the sales tax you use most often and that entry
appears as the default on records so you do not have to enter it every time. You can change the field entry if
necessary.

Business Rules

Business rules help you customize standard procedures and requirements to suit your organization. For example,
by setting invoice business rules, you can designate the functions you use for invoicing. You can select whether to
automatically apply open credit to new invoices, to require invoice approval before paying, to exclude Do Not
Post as a post status, and whether to change an invoice status to paid when the applied credit reduces the
balance to zero.

Note: The Business Rules link in Configuration is visible only to users with supervisor rights assigned in
Security. Business rules affect all users and are usually defined by the system administrator.

You can set sales tax business rules for invoice, recurring invoice, credit memo, receipt, and line item records,
including an important tax option you can set for data entry. You can choose to “include tax” or “exclude tax”
during data entry for the unit price and extended price.
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To change business rules, from the Configuration page, click Business Rules. The Business Rules page appears.

E The Financial Edge (Sample Data)

File Edit View Go Favorites Tools Help

4 Back # Community Services Inc. * Accounts Payable -

“|| configuration

fﬁ Records

ral
» Vendor
P Invoice [¥ Only check account based budgets far incame statemert accounts

(@q.m P Recuring Invaice .

= b Crodit beme Use this scenario when checking budgsts: [00 | Main Operating Budget
G oot P Payment Allows norvbark tiansactions to use cash acoounts: [Always =
a B Cash Management Adjus!

: E:’:"”:: Order Budget checking for accaunts: [Always allow overbudget spending =l
b Receipt Expenditures for accounts without budgets: Alwaps allow expenditure A
» Requisiion
b Queue Budget checking for Froiects & within each GL account,

P Invoice Requests

Expenditures for Projects without budgets

Budgst checking for Girants % within sach

\w/ain when over budget for fiscal year o period 7|

Always allow expendiure -

GL acoount,

Evpenditures for Grants without budgets:

Administration

Configuration Default Account

Dashboard

a Plug-Ins

Invoice Business Rules

Always sllow overbudget spending Rl

Always allow expendiure -

I™ Do net allow 2 General Ledger account number to be used for more than ane

General

Terms

Attributes

Aging Information
Business Rules
Tables

Fields

Distributions
Miscellaneous Line Items
International
Address

Interfund

Posting Informaton
Default Accounts
Products

Activity Types

Sales Tax Items
Cat=gories
Approval Rules
Expense Categories

Note: This guide discusses only business rules related to GST. For detailed information about other business
rules, see the Configuration Guide for Accounts Payable.

With Invoice business rules, you can determine whether displayed invoice transaction amounts include taxes,
and you can require including taxes when computing discounts you receive for making early payments.

EThe Financial Edge (Sample Data)
5 p!

Fle Edt View Go Favorites Tools Help

4 Back # Community Services Inc. * Accounts Payable ~

\

# General
b Vendor

¥ Recuring Invoice
¥ Credit Mema
 Payment ™ Exclude "Do not post” as a post status.

# Purchase Order

Automatically apply open credit to new invoices? | Alwaps -

™ Require inwoice approval before paymert or posting

b Cash Management Adius! | ¥ Changs invaice status to paid when applied credi isduces balancs to zsio

P Line Item
¥ Riecsipt
P Riequisition I~ Include tax in discount calculations
¥ Dueus

# Invvcice Requests e

During data eny, show the: [wansaction ameunt only (excluding ta) = |

Field Name
Invoice date
Invoice amount

Length
NiA
NfA

Configuration

Dashboard

[~ Automatically check for duplicate invoices

" | Configuration

General

Terms

Attributes

Aging Information
Business Rules
Tables

Fields
Distributions
Miscellaneous Line Items
International
Address
Interfund

- || Posting Information

Default Accounts
Products

Activity Types

Sales Tax Items
Categories
Approval Rules
Expense Categories

During data entry, show the. With this rule, you can select whether invoice transaction amounts should
include or exclude taxes.

Include tax in discount calculations. Mark this rule to include tax amounts when calculating discounts you
receive for early payments.
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Recurring Invoice Business Rules

With Recurring Invoice business rules, you can determine whether displayed recurring invoice transaction
amounts include taxes.

F The Financial Edge (Sample Data) =l

Fie Edt View Go Favorites Tools Help

4 Back » Community Services Inc. - Accounts Payable ~

{2 Home W
Tﬁ Records

# | Configuration
P Vendor General

P Irvoice

¥ Geneial

¥ ‘When inveices need to be generated: | Display reminder on home page -~ Terms

Remind [T dayls) before the invoice date Attributes

& ey
=

P Credit Memo

¥ Payment -
= g Export anen During data enlry, show the: [wansaction amount onlp [escluding tay] _w | Aging Information
o b Cash Management Adjus! Business Rules
¥ Purchase Order
b Line ltem I~ Exclude "Do not post” as & post status Tables
¥ Recsipt Feis
b Requistion Distributions

b Queue

¥ Invoice Requests Miscellzneous Line Ttems

' Accounts Payable
™ Processing

International

During data entry, show the. With this rule, you can select whether invoice transaction amounts should
include or exclude taxes.

Credit Memo Business Rules

Note: This guide discusses only business rules related to GST. For detailed information about other business
rules, see the Configuration Guide for Accounts Payable.

With Credit Memo business rules, you can determine whether displayed credit memo transaction amounts
include taxes.

i The Financial Edge
File Edit View Go Favowites Tool: Help

4 Back & Eorywardl ] Community Services Inc, * + Accounts Payable ™

Shortcuts

Configuration « Business Rules

||:| Home — .
"f b General Credit Memo Configurat...
7 b Wendor Gereral

¥ Invoice [~ Exclude "Da not post"’ as a post status [
» Fecuring Invoice

Credit Memo During data entry, shaw the Itransacliun amount only [excluding tax] j Attributes

b Payment Aging
b Cash Management Adjus | Duplicate credit memo critera: Information
b Fuichase Order Field Name I Length I .
Business Rules:
b Line ltem Credit mema date Hfa

4 HECE?DF_ Credit mema amount ) Tables

b Requisition -

b Oueue — M
Distributions
Miscellaneous
Line Iterms
Inkernational

I Automatically check for duplicate credit memos Address

I\N’am Lzer j Interfund
Posting
N Information
“ - Defaulk
Arcounts
a Plug-Ins Products

T2 Help Activity Types|
T Helo -
Sales Tax

Trarne

KT

EBlackbaud Systems |

‘Welcome o Accounts Payable |

During data entry, show the. With this rule, you can select whether credit memo transaction amounts
should include or exclude taxes.
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Line Items Business Rules

With Line Item business rules, you can determine whether displayed line item costs include taxes.

i The Financial Edge
File Edit View Go Favowites Tool: Help
4 Back & Eorywardl ] Community Services Inc, * + Accounts Payable ™
Shortcut: - - 5
e -+ Configuration « Business Rules
R Home — Configu...
|F§||1—' . JIEEIEE] Line Item ﬁj
i b Wendor ﬂj
= ¥ Invoice [~ Exclude "Da nat post"' as a post status TBrLJ
P Fecuring Invoice 5 : Attributes
» Credi Memo Dwring Unit Cost and Extended Cost data entry, show Itlansaction amount only [excluding tax) j %
i
b Payment Ingforgma...
¥ Cash Management -
b FPuichase Order Eﬂlsgsless I
i Lineltem
» Feceipt mj
¥ Requisition Fields
b Queue Distribut .
Miscela. ..
Line Items
Internat. ..
Address
Interfund
Posting
Infarma...
i Default
Accounts
a Plug-Ins Products
- - Ackivity
e. B e
=1 Help Sales Ta: &
EBlackbaud Systems | Items  ~

|W'e|come to Accounts Payable |

During Unit Cost and Extended Cost data entry, show. With this rule, you can select whether line item
cost amounts should include or exclude taxes.

Receipt Business Rules

Note: This guide discusses only business rules related to GST. For detailed information about other business
rules, see the Configuration Guide for Accounts Payable.
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With Receipt business rules, you can determine whether displayed receipt price amounts include taxes.

#% The Financial Edge

File Edit Yiew Go Favouwites Tool: Help

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

Shorkcuts

- Configuration « Business Rules

b General Receipt General
» Vendor Termms
: IFr;vo\ce: i [~ Exclude "Do not post” as a post status Attributes
=ouming Invoice ) .
¥ Credit Memo ™ Exclude "wal for Invoice" as a post status Aging
. _— . Information
bk Payment During data entry, unit price and extended price | exclude tax 'I -
B Cash Managernent Adjus Business
» Puichase Order Rules I
b Line ltem Tables
Figlds
» Requisition
N Distributions
P Gusue
Miscellane. ..
Line Items
International
Address
Interfund
Posting
Information
Default
Accounts
Products
Ackivity
! Types
= o T B Sales Tax _«
Blackbaud Systems | Ikems

|Welcnme to Accounts Payable |

During data entry, unit price and extended price. With this rule, you can select whether receipt price
amounts should include or exclude taxes.

Tables Configuration

Note: Sales tax entities are are shared between Accounts Payable, Accounts Receivable, and Student Billing.
If you create a billing entity in one program, such as Accounts Payable, it also appears in the other programs.

Tables increase data entry speed and accuracy throughout Accounts Payable. When entering information into a
field with a table, you can quickly access a list of possible entries for that field, select an entry, and place it directly
into the field rather than entering it manually.

In Accounts Payable, the Sales Tax Entity table contains several predefined commonly used Canadian sales taxes,
such GST, HST, and PST. You can also enter additional sales taxes, if, for example, your city imposes a sales tax.
You can select from these field entries when creating several record types.

You can click the down arrow on the right side of a field or press F4 to view a list of entries for a table. You can
also place the cursor in the field and click the down arrow on your keyboard to scroll through the entries. You can
usually enter text directly in the field, and if the program does not recognize it as a valid entry, you get a message
asking if you want to add the text as a new entry. Finally, you can place the cursor in a table field and press F7 to
access a screen on which you can view, add, edit, and delete entries.

To keep entries uniform, it is also extremely important that you limit rights for adding and editing table entries.
These rights are controlled though the Set Up System Security page of Administration. Allowing only a few key
users to add, edit, or delete table entries ensures the validity of your database, records, and reports. Maintaining
strict control over the Sales Tax Entity table is especially important because it ensures that your tax information is
tracked and reported correctly.

For more detailed information and procedures for adding, editing, and deleting tables and table entries, see the
Configuration Guide for Accounts Payable.
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» Inserting a new Sales Tax Entity table entry
1. On the Tables page, select the Sales Tax Entity table. Table entries appear in a box on the right.

i The Financial Edge JH[=] ES
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Fequisition Line ltem Status M
lity Interfund
Shipping Codes Posting
Staff Infarmation
Bite Default
Suburb Accounts
??’:‘"M b Products
itle
Llnik o b sz ire LI Activity I
Addrewtsble || Delretable | ppp— Trpes  —
Blackbaud Systems | new table ElEtE [atE I Display active entries only e T

|Welcnme to Accounts Payable |

2. Inthe table entry box, select the entry below the point where to insert the new entry.
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3. Click Insert. The New Table Entry screen appears.

Mew Table Entry
Short description: I

Long description: |

[ Inactive

akK I Caticel |
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In the Short Description field, enter an abbreviation for the new sales tax entity.
In the Long description field, enter the full name of the new sales tax entity.
To make the new table entry inactive, mark Inactive.

To save the new table entry and return to the Tables page, click OK. The new sales tax entity appears
above the selected entry.

Managing Default Accounts

From the Default Accounts page, you can set up accounts to use as the default receivables account when applying
rebate values on transactions. You can select default accounts for GST receivables and PST receivables.

Tip: You can also create activity types to maintain default Public Service Body rebates and receivable accounts.
The default accounts you set up here are overridden by the accounts you select for the activity type. For more
information, see “Managing Activity Types” on page 30.

» Selecting a default account

1.
2.

On the Configuration page, click Default Accounts. The Default Accounts page appears.
In the box on the left, select GST Receivables. The GST Receivables default account option appears.
<

B AP Summary
I Discount

Configur...

General
Public Service Body Rebate

Use this account as the default rebate receivables account for transactions as needed:
Account \”-mnn-nn | @) Operating Cash Account

b Reclassification

Terms

Attributes

Aging
Information

Business
Rules

Tables
Fields
Distributi...

Miscellan. ..
—

In the Account field, enter an account number. This is the default federal receivables account used when
applying rebate values on transactions. You can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

Next select PST Receivables. The PST Receivables default account option appears.

<

Configur...
General

» AP Summary
I Discount
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I PO Encumbrance

Public Service Body Rebate
Use this account &s the default rebate receivables account for transactions as needed:

Account:

100000
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Terms
Attributes
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Information

Business
Rules

Tables
Fields
Distributi...

Miscellan. ..

In the Account field, enter an account number. This is the default provincial receivables account used
when applying rebate values on transactions. You can use the small binoculars to search for an account
segment or use the large binoculars to search for an account number.

If you do not have PST, enter your default GST receivables account in the Account field.

When you exit the Default Account page or select another type of account, your changes are saved
automatically.
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Managing Activity Types
You can maintain the Public Service Bodies’ activity codes and rebates on the Activity Types page. The Activity

Type page contains a grid of predefined activity types.

» Managing activity information
1. From the Configuration page, click Activity Types. The Activity Types page appears.
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2. If the activity type is eligible for a provincial rebate, mark the checkbox in the Provincial Rebate Eligibility
column.

3. To open an activity type and edit the information, select it in the grid and click Open.
4. To delete an activity type, select it in the grid and click Delete.

» Adding an activity type

Note: If your organization is located in multiple provinces, you may need to set up custom activity types to
represent each province.

1. From the Activity Types page, click New Activity Code. The New Activity Code screen appears.

B New Activity Code fgl
Agtivity Code: ||
Ativity Type: |
G5T Rebate Factaor: percent
PST Rebate Factor: percent

[~ Eligible for provincial rebate

GST Receivable account: |$$-$$$$-$$ | 3@
PST Receivable account: |$$'$$$$'$$ PAE:)

2. In the Activity Code field, enter a numeric activity code.
In the Activity Type field, enter a name or brief description for the activity type.
4. In the GST Rebate Factor field, enter the federal rebate percent. This field is required.
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5. Inthe PST Rebate Factor field, enter the provincial rebate percent. If you do not have a provincial tax, this
field is not required.

If the activity code is eligible for provincial rebate, mark the checkbox.

In the GST Receivable account field, select a federal receivable account to use on transactions. To help
locate the account, you can use the account or segment search.

8. Inthe PST Receivable account field, select a provincial receivable account to use on transactions. If you
do not have a provincial tax, this field is not required.

9. Click OK to return to the Activity Types page.

Adding Sales Tax ltems

Note: Accounts Payable contains several preformatted sales tax IDs, including a GST percent, HST percent,
local sales tax, and a zero-rated sales tax. You can add or edit these items at any time. You can delete sales tax
items if they are not currently used on a record.

The Sales Tax Items page is where you add, edit, and delete sales tax items. You can use these items to track sales
taxes for reporting and budgeting purposes or so you can later file for rebates.

If you have vendors from multiple provinces, you may need to create custom sales tax items. For example, create
an item called “Ontario” and make the sales tax entity HST with 13%. Create another item call “British Columbia”
and make the sales tax entity HST with 12%.

» Adding a new sales tax item

1. From the Configuration page, click Sales Tax Items. The Sales Tax Items page appears.
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2. Click New Sales Tax Item. The New Sales Tax Item screen appears.

B New Sales Tax ltem @
File Edit View Sales TaxItem Favourites Tools Help
[HsaveandClose~| [ | M 4 » M| = P 2+
Item [D: || Status: [ ctive j
Description: |
+ ¥
Sales Tax Entity Percent
Ji | =l [ =l
Comment:
|
0120 2005
3. Inthe Item ID field, enter a unique ID for the item.
4. In the Status field, select “Active” or “Inactive”.
5. In Description field, enter a description of the sales tax item, for example, “Goods and Services Tax”".
6. In the Sales Tax Entity column, select a sales tax entity previously added to Sales Tax Entity table in
Configuration. You can also enter a new entity in the column and you will be prompted to add it to the
Sales Tax Entity table.
7. Inthe Percent column, enter the tax rate for the item. For example, “5.00".

If taxes should be compounded on the first tax entity in the grid, mark When calculating tax for the []
through [] include and select the range. The options available depend on the number of sales tax entities
in the grid.

9. In the Comment field, enter any additional information associated with the tax.

10. Click Save and Close to return to the Sales Tax Items page.

Accounts Payable Records

From the Records page of Accounts Payable, you can create vendors, invoices, recurring invoices, and credit
memos. Each of these record types can contain information to help you track sales taxes you pay so you can claim
deductions or rebates. If you have the optional module Purchase Orders, you can also track sales tax information
for purchase orders, products, receipts, and requisitions.

This chapter guides you through available sales tax options and fields, and it explains how they affect your
organization. For detailed explanations of other record features, and for detailed procedures for creating new
records, see the Records Guide for Accounts Payable.

Note: Before you begin adding sales tax information to records, you should create sales tax items and set
business rules in Configuration.

Before you begin adding sales tax information to records, you should create sales tax items and set business rules
in Configuration.
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Adding GST to Products

Tip: To save time, you can add new products from a purchase order line item record.

If you have the optional module Purchase Orders, you can create product records in Accounts Payable. On the
product record, you can specify whether the product is taxable, and you can select a tax identifier you created in
Configuration.

. New Product g@@
File Edit View Product Favourites Tools Help
[} Save and Close ~| (=) 1M 4 » N | B & 4| ?-

Product Information | Pricing Schedule ] Categories ] Attributes ] Distrii;ution]
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E
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Wendor Part #: |

Motes:

[ Do not allow this product to be used on new line items
Jv Product is taxable

GST TaxID: -
FSE Activity Code: -

05/26/2010

Note: You can add products from the Products page, the Open screen for products, or by selecting File, New
from a product record. You can also add a product from a line item.

Product is taxable. If the product you are purchasing is taxable, mark this checkbox.

GST Tax ID. In the GST Tax ID field, select a tax entity code. If necessary, you can add sales tax entity codes to
the Sales Tax Entity table on the Tables page of Configuration.

PSB Activity Code. In the PSB Activity Code field, select a public service bodies activity code for the product’s
vendor. You can add activity type codes on the Activity Types page of Configuration.

Adding GST to Vendors

Note: For detailed information and procedures for creating a new vendor record, see the Records Guide for
Accounts Payable.

On the Distribution tab of the vendor record, you can assign a GST Tax ID and PSB Activity code. By applying tax
IDs and activity codes, you can ensure that every invoice or credit memo created for this vendor contains the
appropriate sales tax information. The tax information you enter on the vendor record appears automatically on
the other record types.
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The Distribution tab also contains vendor account distribution information. From here, you designate debit
accounts for the vendor’s transactions, amounts to distribute to the accounts, and whether to classify
distributions using projects, classes, or transaction codes. For more information about vendor distributions, see
the Records Guide for Accounts Payable.
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GST Tax ID. In the GST Tax ID field, select a sales tax item. If necessary, you can add sales tax items on the Sales
Tax Items page of Configuration.

PSB Activity Code. In the PSB Activity Code field, select a public service bodies activity code for this vendor.
You can add activity type codes on the Activity Types page of Configuration.

Adding GST/PST to Invoices

Note: For detailed information and procedures for creating a new invoice record, see the Records Guide for
Accounts Payable.

In Accounts Payable, you can create two types of invoices: regular and recurring. A regular invoice is a request for
payment from a vendor for goods or services rendered, while a recurring invoice is a template you use to create a
regular invoice according to a schedule. A recurring invoice is never posted or included in any balance calculation.

You can create both regular and recurring invoices directly from a vendor record or from the Records page. Sales
tax options are available on both invoice and recurring invoice records.

If the business rule requiring approval before paying invoices is selected, all invoices must be approved before
they can be paid or posted. To approve invoices, you must have security rights.

On the Distribution tab of invoices and recurring invoices, you can create a GST and PST Rebate distribution to
track purchases or expenses that qualify for a GST and PST rebates.



GST IN ACCOUNTS PAYABLE 35

Invoice Tab

On the Invoice tab, you can edit the sales tax information that appears for the charge amount you enter. You can
also designate whether the total amounts include tax, or if the tax amount should be added.

& New Recurring Invoice
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Enter total amount (include tax). Mark this checkbox if you enter a total amount, including sales taxes, in the
Invoice amount field. If you do not mark this box, when you enter an invoice amount in the Invoice amount
field and select a sales tax, Accounts Payable adds the sales tax automatically.

Edit Tax. To edit the tax settings for this invoice, click Edit Tax. The Edit Sales Tax screen appears. For more
information about editing sales tax information, see “Editing Sales Tax Information” on page 47.

Distribution Tab

Note: For detailed information and procedures for creating a new invoice distribution, see the Records Guide
for Accounts Payable.

On the invoice GL Distribution tab, you can create a distribution to track payments and expenses that qualify for
GST and PST rebates. Then you can print a Public Sector Bodies GST Report to view a list of all GST transactions
and taxes you paid.
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» Creating a GST or PST Rebate distribution
1. From an open invoice record, select the GL Distribution tab.

4.
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In the field above the grid, select “GST Rebate” or “PST Rebate.”

In the PSB Code field, select a code for the public service body. This code applies to both GST and PST. You
can add and edit the public service bodies’ activity codes and rebates on the Activity Types page of
Configuration. When you select a PSB code, the rebate amount appears in the amount field.

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

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

5.

6.

The CR Account Number column is populated with the DR account number entered on the GL
Distribution tab of the invoice. When you enter a credit account number, the description appears
automatically in the CR Account Description column.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

Note: The Supervisor can establish security options to hide the CR Account Number column.

7.

10.

The DR Account Number column displays default values, depending on default PST or GST Receivables
account you defined in Default Accounts or on the Activity Type. When you enter a debit account number,
the description appears automatically in the DR Account Description column.

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

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

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.
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11. To enter different debit and credit transaction distributions, highlight a row by clicking the grey button to
the left of the line, then click Distribution. To enter a debit transaction distribution, select DR
Distribution. To enter a credit transaction distribution, select CR Distribution.

To use a default distribution, click Load Distribution. Select “From Table” to use a default distribution
from Configuration or add a new distribution table. Select “From Vendor” to use the distribution from the
vendor record Distribution tab.

To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

To view attribute information, click Attributes.
To delete all rows of the grid, click Delete All.

To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

12. To save the invoice and return to the Invoice page, click Save and Close.

Invoice Adjustments

Adjustments are corrections you make to a posted invoice that reverse the incorrect post and then create
another post with new distributions. You can change sales tax information on invoice adjustments only if you void
a previous partial payment. To make a new adjustment to a posted invoice, from the menu bar, select Invoice,
New Adjustment. The New Adjustment Screen Appears. For detailed information and procedures for creating
invoice adjustments, see the Records Guide for Accounts Payable.

Adjustment Tab

On the invoice Adjustment Tab, you can enter a new transaction amount if the invoice has not been paid, and you
can edit the sales tax.

Mew Adjustment E

Adjustment | Mew Distribution | Previous Distribulion'

Entered by: Supervizor
Adiustment date: [T A7/2008
Mew kranzaction amount; I Current transaction amount: $100.00

Edt Ta | [G5T =] [s7.00 Goods and Services Tax

Adjustment post status: Mot pet posted

Adjustment post date: ID‘I 1742006 Ise Irvoice Post Date |

Reaszon: I

Motes: ;l
ok | Cancel |

| Press F3 for today's date, FF for calendar

Edit Tax. To edit the tax settings for this invoice, click Edit Tax. The Edit Sales Tax screen appears. For more
information about editing sales tax information, see “Editing Sales Tax Information” on page 47. When you
select a sales tax item in the Edit Tax field, the tax amount appears automatically.
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New Distribution Tab

Note: For detailed information and procedures for creating invoice distributions, see the Records Guide for
Accounts Payable.

On the New Distribution tab, you can edit the adjustment distribution, including the GST Rebate distribution. To
view the amount of the previous distribution, select the Previous Distribution tab.

New Adjustment
Adjustment  New Distibution |Erevious Distributionl

[G5T Rebate =] Pse Code:[ 302 =] [s5.00 Budget| % Enties [ & %

LR Account Mumnber |DR Account Desc...I Arnount I CR. Account Mumnber |CR Account Desc...I Project ID I
01-2100-07 GST Tax $5.00 01-5250-03 Computers 1003

7]

istribution...  Load Distribution...  Distibute Evenly &t ) 4l... Remaining: 0,000

| Pregs F7 for GL account lookup, Shift F7 for Fund segment gearch

» Editing a GST Rebate distribution on an invoice adjustment
1. On the New Adjustment screen of an open invoice record, select the New Distribution tab.

Mew Adjustment [ %]

Adjustrment  New Distribution |Erevious Distributionl

|GST Rebate =] PsB Cade: [ 302 =] f45.00 Budget| 2% Enies |[ & %
DR Account Mumber IDR Account Desc. .. I Amaunt I CR Account Mumnber ICR Account Desc. .. I Project ID I
#| 01-2100-07 G5T Tax $5.00 01-5250-03 Computers 1003

Digtibution... Load ibution...  Distribute Attribu ) All... Remaining: 0.000

1] | Cancel |

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

2. Inthe field above the grid, select “GST Rebate”.

3. Inthe PSB Code field, select a code for the public service body. You can add and edit the public service
bodies’ activity codes and rebates on the Activity Types page of Configuration. When you select a PSB
code, the rebate amount appears in the amount field.

4. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.
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Note: When the binoculars appear in an account field, you can use the small binoculars to search for an
account segment or use the large binoculars to search for an account number.

5.

6.

The CR Account Number column is populated with the DR account number entered on the GL
Distribution tab of the invoice. When you enter a credit account number, the description appears
automatically in the CR Account Description column.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

Note: The Supervisor can establish security options to hide the CR Account Number column.

7.

10.

11.

12.

The DR Account Number column displays default values, depending on default PST or GST Receivables
account you defined in Default Accounts or on the Activity Type. When you enter a debit account number,
the description appears automatically in the DR Account Description column.

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

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

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

To enter different debit and credit transaction distributions, highlight a row by clicking the grey button to
the left of the line, then click Distribution. To enter a debit transaction distribution, select DR
Distribution. To enter a credit transaction distribution, select CR Distribution.

To use a default distribution, click Load Distribution. Select “From Table” to use a default distribution
from Configuration or add a new distribution table. Select “From Vendor” to use the distribution from the
vendor record Distribution tab.

To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

To view attribute information, click Attributes.
To delete all rows of the grid, click Delete All.
To save the adjustment and return to the invoice record, click OK.
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Previous Distribution Tab

On the Previous Distribution tab, you can view the tax distribution for the adjustment, before any changes. Field
and grid entries on the Previous Tax Distribution tab are locked and cannot be edited. To change the tax
distribution, see “Editing a GST Rebate distribution on an invoice adjustment” on page 38.

New Adjustment 1]
IDistlibution j Interfund: I j % Entries " HE %l
DR Account Mumber IDR Account Desc... I Amount I CR. Account Mumber | CR Account Desc... I Praject ID I
#| 01-2100-07 G5T Tax $7.00 01-5250-03 Computers 1003

Distriengtion, . Lezel Distingion... Disiiouie Evenly Sitoias. Delatz &) Rermnaining: $0.00

oK Cancel

Adding GST/PST to Recurring Invoices

Note: For detailed information and procedures for creating a new recurring invoice record, see the Records
Guide for Accounts Payable.

Recurring invoices are templates from which you can create regular invoices quickly and easily according to a
schedule. They provide basic information such as the vendor name, invoice amount, and payment method, so
you do not have to enter the entire invoice from scratch. Although you can pay and post the invoices you create
from a recurring invoice, recurring invoices are never posted or included in any balance calculation.

You can create both regular and recurring invoices directly from a vendor record or create the invoice from the
File menu of a vendor record and apply it to a vendor. GST options appear on invoice and recurring invoice
records.

On the Distribution tab of recurring invoices, you can create a GST Rebate distribution to track purchases or
expenses that qualify for a GST rebate.
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Recurring Invoice Tab

On the Recurring Invoice tab, you can edit the sales tax information that appears for the charge amount you
enter. You can also designate whether the total amounts include tax, or if the tax amount should be added.

& New Recurring Invoice

File Edit View Recurring Favourites Tools Help
[} Save and Close ~ | [ 4 K 4 » B | Y| = 7|7 -
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Wendor name: | ﬂ 1D:
Invaice number: PO nuriber: Y
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Fiemit to: | | ™ Enter total amount (include tax)
Amount
Invoice amount: Edit Tax | j |
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Discount terms: | ~ | | Amourt: | Discounted tatal:
Payment
Fayment method: | j [ Create a separate payment for each invoice
Bank account: -
Press F7 for Vendor Search Unlimited Generated: 0 01/20/2009

Enter total amount (include tax). Mark this checkbox if you enter a total amount, including sales taxes, in the
Invoice amount field. If you do not mark this box, when you enter an invoice amount in the Invoice amount
field and select a sales tax, Accounts Payable adds the sales tax automatically.

Edit Tax. To edit the tax settings for this recurring invoice, click Edit Tax. The Edit Sales Tax screen appears. For
more information about editing sales tax information, see “Editing Sales Tax Information” on page 47.

Distribution Tab

Note: For detailed information and procedures for creating a recurring invoice distribution, see the Records
Guide for Accounts Payable.

On the recurring invoice Distribution tab, you can create a distribution to track payments and expenses that
qualify for a tax rebate.
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» Creating a PST or GST Rebate distribution
1. From an open recurring invoice record, select the GL Distribution tab.

B New Invoice for Hard Drive Computers =] 3 I

File Edit “iew |nvoice Favouites Tools Help
ESaveandElosev|u X|N 4 » N|'}§|D||Q|?' |

Invoice  GL Distribution |anments.-"[lredits| Attribgtesl ﬂotesl

|GST Rebate J = | EEEEE Budget| %, Enties [ % |
PSB Activity Code I PSE Description I CR Account Mumber ICR Account Desc. .. I Armount I DR Account
| |30z School authority 01-5250-03 Computers $61.88 01-2100-07

iri... Load Distribution...  Distribute Evenly Delete All... Remaining: $0.00

™ Distribute discourts to debit [ex ensel accounts] from invoice

| | Balance: $1.390.95 |Appr0ved | él

In the field above the grid, select “GST Rebate” or “PST Rebate.”

In the PSB Code field, select a code for the public service body. You can add and edit the public service
bodies’ activity codes and rebates on the Activity Types page of Configuration. When you select a PSB
code, the rebate amount appears in the amount field.

4. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

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

5. The CR Account Number column is populated with the DR account number entered on the GL
Distribution tab of the invoice. When you enter a credit account number, the description appears
automatically in the CR Account Description column.

6. Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

Note: The Supervisor can establish security options to hide the CR Account Number column.

7. The DR Account Number column displays default values, depending on default PST or GST Receivables
account you defined in Default Accounts or on the Activity Type. When you enter a debit account number,
the description appears automatically in the DR Account Description column.

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

9. Inthe Class column, select a class for the distribution.

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

11. To enter different debit and credit transaction distributions, highlight a row by clicking the grey button to
the left of the line, then click Distribution. To enter a debit transaction distribution, select DR
Distribution. To enter a credit transaction distribution, select CR Distribution.
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To use a default distribution, click Load Distribution. Select “From Table” to use a default distribution

from Configuration or add a new distribution table. Select “From Vendor” to use the distribution from the
vendor record Distribution tab.

To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

To view attribute information, click Attributes.
To delete all rows of the grid, click Delete All.

To distribute discounts to the debit accounts from the invoice, mark Distribute discounts to debit
(expense) account(s) from invoice. If this box is unmarked, discounts are distributed to the default
discount account from the Default Accounts page of Configuration.

12. To save the recurring invoice and return to the Recurring Invoice page, click Save and Close.

Adding GST/PST to Credit Memos

Note: For detailed information and procedures for creating a new credit memo record, see the Records Guide
for Accounts Payable.

A credit memo is a document issued by a vendor to record an adjustment against an invoice. You can apply a
credit memo to one or more invoices to decrease the amount owed. Credit memos negatively impact the amount
of GST and PST rebates you qualify for because they effectively reduce the amount of GST you pay.

The credit memo record displays basic credit memo information including number, date, description, post
information, and sales tax amount.

New Credit Memo

File Edit View CreditMemo Favourites Tools Help

=4 Save and Close - | (= M 4« » N | B B
Credit Memo | GL Distribution | Attributes | Notes |
‘Yendar name: || ﬂ 10:
Credit mema number: Post status: | Mot yet posted -
Credit memo date:  105/26/2010 Post date:  |05/28/2010
Description: | [~ Enter total amount (include tax)
Credit memo amaunt: | Edit Tax | j |
Beniezine iz e Autedeeln Appl WEsEeEl | Show all unpaid invoices -
Invoic... Invoice Date Invoice Due ... Description Invoice Ama... Invoice Tax Appliec
£ >
Press F7 for Vendor Search Credit applied: $0.00 Credit remaining: 05/26/2010

Edit Tax. To edit the tax settings for this credit memo, click Edit Tax. The Edit Sales Tax screen appears. For
more information about editing sales tax information, see “Editing Sales Tax Information” on page 47.

Distribution Tab

Note: For detailed information and procedures for creating a new invoice distribution, see the Records Guide
for Accounts Payable.
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On the credit memo Distribution tab, you can create a PST and GST Rebate distributions. This distribution tracks
credits that negatively impact the amount of the PST or GST rebate you can file for. When you print a Public
Sector Bodies GST Report, the negative rebate amount is subtracted from the rebate total so you do not claim

unqualified deductions.
» Creating a GST or PST Rebate distribution
Note: Credit memos negatively impact the amount of GST and PST rebates you qualify for because they
effectively reduce the amount of GST you pay.
1. From an open credit memo record, select the GL Distribution tab.

Mew Credit Memo for Hard Drive Computers M= 3
File Edit “iew Credit Memo Favourtes Tool: Help

ESaveandElosev|u X| M 4 » N|U||IQ'| ?- |

Attributes I HMotes I

Credit Mema

|GST Rebate J = | EEEEE %% Enies [ & %]
PSB Activity Code I PSE Description I DR Account Mumber IDR Account Desc. .. I Armount I R Account
302 School authority 01-5250-03 Computers $61.88 01-2100-07

... Load Distribution...  Distribute: Evenly ... Delete Al Remaining: $0.00

[ | Credit applied: $0.00 | Credit remairing: $1,390.95 | g

2. Inthe field above the grid, select “GST Rebate” or “PST Rebate.”

In the PSB Code field, select a code for the public service body. You can add and edit the public service
bodies’ activity codes and rebates on the Activity Types page of Configuration. When you select a PSB
code, the rebate amount appears in the amount field.

4. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.

5. The CR Account Number column displays default values, depending on default PST or GST Receivables
account you defined in Default Accounts or on the Activity Type. When you enter a credit account
number, the description appears automatically in the CR Account Description column.

Note: When the binoculars appear in an account field, you can use the small binoculars to search for an
account segment or use the large binoculars to search for an account number.
6. Enter the amount of the distribution in the Amount column or the percentage in the Percent column.

7. The DR Account Number column is populated with the CR account number entered on the GL
Distribution tab of the invoice. When you enter a debit account number, the description appears
automatically in the DR Account Description column.

Note: The Supervisor can establish security options to hide the CR Account Number column.

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

Description column.
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9. Inthe Class column, select a class for the distribution.

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

11. To enter different debit and credit transaction distributions, highlight a row by clicking the grey button to
the left of the line, then click Distribution. To enter a debit transaction distribution, select DR
Distribution. To enter a credit transaction distribution, select CR Distribution.

To use a default distribution, click Load Distribution. Select “From Table” to use a default distribution
from Configuration or add a new distribution table. Select “From Vendor” to use the distribution from the
vendor record Distribution tab.

To divide the distribution evenly among all accounts entered in the distribution grid, click Distribute
Evenly.

12. To attach transaction attributes to an account in the distribution, click Attributes at the bottom of the
screen. When you finish entering information, click OK to return to the Distribution tab.

To delete all rows of the grid, click Delete All.
13. To save the credit memo and return to the Credit Memos page, click Save and Close.

Adding GST/PST to Purchase Orders

Note: For detailed information and procedures for creating a new purchase order, see the Records Guide for
Accounts Payable.

If you have the optional module Purchase Orders, you can create purchase orders and receipts. A purchase order
is a record you create to authorize the purchase of goods or services from a specific vendor. Once you create a
purchase order record, you can enter line items and General Ledger distributions for each line item. In Accounts
Payable you can create three types of purchase orders: regular, blanket, and template.

Once you generate a regular purchase order from a blanket purchase order, you cannot add additional line items
to the blanket purchase order. Also, you cannot edit existing line items.

By creating a purchase order from a vendor record, you automatically associate the purchase order with that
vendor.
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On purchase order records, on the New Line Item screen, you can mark if the purchase line item is taxable, and
you can specify whether or not the line item’s unit cost includes taxes. To access the New Line Item screen, on a
purchase order record, select the Line Item tab and click New Line Item. The New Line Item screen appears.

Mew Line Item for PO for Hard Drive Computers [ %]
File Edit Miew |tem Help
[ Save and Elosev| = X| H 4 » M | [risert | Fepeat | ? - |
Line ltem |Qistribution| Bequisition Line Itemsl
Type: IHeguIar 'l Line item number: 000001
Product 10: |<N0 product 1D v. ¥ Product is taxable I~ Amounts include tax
Description: I
Unit of Measure I Quantity Ordered I Unit Cost I Extended Cost I
0,000 $0.00
PSB Activity Code: | =] EdiTax ]| =l
[rate required: I Department: I j
Drate promized: I Fequested by I j
Wendor part #: I Dieliver to: I j
Post status/D ate: INot yet posted j I
Motes: I ;I
=
Comments: I ;I
[ | Received: $0.00 | Cancelled: $0.00

Product is taxable. If the line item you are purchasing is taxable, mark this checkbox.

Amounts include tax. If you already included the tax amount in the Unit Cost of the line item, you can mark
this checkbox to prevent the program from calculating additional taxes. When you mark this box, “(with tax)”
appears beside the Unit Cost and Extended Cost column headings.

Edit Tax. To edit the tax settings for this line item, click Edit Tax. The Edit Sales Tax screen appears. For more
information about editing sales tax information, see “Editing Sales Tax Information” on page 47.

Viewing GST on Receipts

Note: For detailed information and procedures for creating a new receipt record, see the Records Guide for
Accounts Payable.

If you have the optional module Purchase Orders, you can create receipts. When you create a receipt for a
purchase order, you automatically generate the entries required to reverse encumbrance transactions posted
from a purchase order. A receipt also acts as a template you can use for creating invoices for items you have
received.

Note: By creating a receipt record from a purchase order, you automatically associate the receipt with that
purchase order and the purchase order number is loaded by default.

Once an item on a purchase order is delivered to your organization, you can receipt the item. A receipt consists of
two parts: the receipt record and individual line item receipts attached to the receipt record. On the receipt
record, you can enter the date the item was delivered, name of the person who received the order, and a
description of the receipt. From the receipt record, you can add, edit, and delete individual line item receipts. You
can manually create receipts for each line item or you can receive the purchase order automatically.

If the receipt line item contains sales taxes, you can view the sales tax distribution. On the Receipt tab, click Sales
Tax. The Edit Sales Tax screen appears, however, fields on this screen are for informational purposes and cannot
be edited. This information defaults from the purchase order record.
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For detailed information and procedures for creating a new receipt record, see the Records Guide for Accounts
Payable.

1 Edit Sales Tax E

Tatal Tax IGST v”$2_94 I B %
Sales Tax Entity I Description I Armount I
= Goods and Services Tax 42,94

Femaining: $0.00

Apply Rate  Update Total

Cancel |

| Press F7 for calculator

Editing Sales Tax Information

On several accounts payable record types, you can add or edit sales tax information on the Edit Sales Tax screen.
This screen displays the current total tax amount and the default distributions you established on the Sales Tax
Items page of Configuration. For more information about Sales Tax Items, see “Adding Sales Tax ltems” on

page 31.

To edit sales tax from an invoice, recurring invoice, receipt, or credit memo record, click Edit Tax. The Edit Sales
Tax screen appears.

1 Edit Sales Tax E

Tatal Tax IGST v”$2_94 I B %
Sales Tax Entity I Description I Armount I
= Goods and Services Tax 42,94

Femaining: $0.00

Apply Rate  Update Total

Cancel |

| Press F7 for calculator |

Total Tax. In the Total Tax field, select a sales tax item. A sales tax amount appears in the total tax amount field.
You can add sales tax items to the Sales Tax Items page of Configuration.

Sales Tax Entity. This column displays the sales tax item you selected in the total tax field. This column is for
informational purposes and cannot be edited.

Description. This column displays a description of the sales tax item you selected in the Total Tax field. This
column is for informational purposes and cannot be edited.

Amount. To enter distributions by amount, click the $ button.

Apply Rate. If you enter a new total tax, you can use this button to update subtotals in the Amount column for
each billing entity in the grid. The new subtotals are based on the distribution percentages you entered on the
Sales Tax Items page of Configuration.

Update Total. If you enter new tax distribution amounts in the Amount column of the grid, you can click this
button to update the total tax amount field.

Weblnvoicing

Weblnvoicing is an optional module within The Financial Edge WebPortal. With Weblnvoicing, you can create
invoice requests and have them approved online.
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Note: For more information about Weblnvoicing, see the Weblnvoicing User Guide.

When you create an invoice request, you select pre-defined expense categories, add GL distribution information,
and attach supporting documentation such as receipts. The invoice request is then submitted for approval and an
email notification can be sent to reviewers.

This section explains how the sales taxes such as the Goods and Services Tax (GST) and the Harmonized Sales Tax
(HST) affect invoice requests created in Weblnvoicing.

Before creating invoice requests we recommend you read the Configuration section of this chapter to ensure you
have set up the default tax information and business rules to meet the needs of your organization.

You should also determine the type of access a user has to Weblnvoicing. Properly setting up security ensures
that users can access only the areas that you specify. New security groups are defined in Administration in
Accounts Payable.

Create Invoice Requests

Creating an invoice request involves selecting the appropriate expense category and adding spending details, for
example, attaching receipts and adding GL distribution information. Once the invoice request is approved, an
invoice is generated in Accounts Payable.

» Create an invoice request

Note: For more information about the features and processes in Weblnvoicing, see the Weblnvoicing User
Guide.

1. From the Weblnvoicing home page, under Activities, click Create New Invoice Request. The Create New
Invoice Request page appears.

Create New Invoice Request My Account | Administration | Help | Log Out Welcome Supervisor

Home

WeblInvoicing Invoice Requests

New Invoice Request
Created By: Supervisar Requestor: ] [m]
Status: Open Approval Rule: [Self-Approve =] Show Details
Document Date: Description:
Tax: [T ActivityTtype: [+
Submit Invoice Request| Save| Add Line Item | Add Attachments | o Attachments
Line # Expense Category Description Quantity Rate Line Item Total
@ - =
Date: Mot Distributad
« Expense Detail / Purpose
=
|

~| History of Changes

2. Inthe Requestor field, enter the name of the vendor or person requesting payment. You also can use the
binoculars to locate the person or vendor.

Note: To have a user’s name appear in the requestor list, you must create a vendor record in Accounts
Payable. For more information about how to create a vendor record, see the Vendors chapter in the Records
Guide for Accounts Payable.
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In the Approval Rule field, select the approval rule you have rights to use. If you have self approval rights,
this field defaults to “Self Approve”, however, you can change the rule. If your expenses exceed your self
approval limit, this field becomes blank and you must select a new approval rule. Click Show Details to
view more information about the selected approval rule.

In the Document Date field, enter the date the invoice request is created.

When you want to check spending on a specific line item against the budget of a GL distribution account,
the date entered in this field is used.

In the Description field, enter any additional information about the invoice request.

In the Tax field, select the sales tax item. Sales tax items are used to track sales taxes for reporting and
budgeting purposes, or so you can later file for rebates. This field is optional.

Accounts Payable contains several pre-formatted sales tax IDs, including a 5 percent GST item, a 15
percent HST item, a local sales tax, and a zero-rated sales tax. You can add or edit these items at any time
from the Sales Tax ltems page of Configuration.

In the Activity Type field, select an activity type to associate with this invoice request. Activity types are
used to identify the PSB codes and rebates you have entered in the program. This field is optional.

Note: The PSB must have a credit account number assigned to it in order for it to appear in the Activity Type
drop-down in Weblnvoicing.

9.

You can maintain the Public Service Bodies’ activity codes and rebates on the Activity Types page in
Configuration. When using activity types, consider the following:

Only activity types that have been defined on the Activity Types page in Configuration are available.
Only activity types having a defined GST Receivable Account appear in the Activity Type drop-down.

If you need to change the distribution of the PSB rebate, you must make this change in Accounts Payable
after the invoice has been created.

. To attach receipts, invoices or other documentation to the invoice request, click Add Attachments. The

Attachments screen appears.
a. To locate the document you want to attach to the invoice request, click Browse.

b. To attach the document to the invoice request, click Upload. Any attachments added to the request
are added to the Invoice Request tab of the invoice record in Accounts Payable. For more
information about the invoice record, see the Records Guide for Accounts Payable.

c. Toview the documents attached to the invoice request, click View.
d. To close the Attachments screen, click Close.
In the line item area, enter detailed information about each expense:

¢ In the Expense Category field, enter the name of the expense category or use the binoculars to locate
the expense category. Based on your expense category selection, the Description field is populated.

¢ In the Quantity field, you can enter the quantity of an item if Calculate by Rate was marked on the
expense category record in Accounts Payable. For example, you drove 50 miles to a conference and
your organization reimburses its employees for mileage at $0.42 per mile. You would enter “50” in this
field. The $0.42 value appears in the Rate field.

¢ If Calculate by Rate was not marked on the expense category record, the Quantity field defaults to “1”
and is not editable. For more information about defining an expense category, see “Create Expense
Categories” on page 10.

* |n the Rate field, you can enter the cost for a particular expense, for example, $25 for a meal. However,
if an expense category has a set rate, that value automatically appears in that field. For example, your
organization reimburses its employees for mileage at $0.42 per mile, that amount appears in the Rate
field. The number of miles traveled would be entered in the Quantity field. For more information about
defining an expense category, see “Create Expense Categories” on page 10.



50 CHAPTER

¢ In the Date field, enter the date the expense occurred. If the expense occurred over a date range,
follow your organization’s policy, for example, entering the date your credit card was charged.

¢ The Line Item Total field displays the total amount of the expense.
¢ The Tax amount field displays the amount of tax for this line item based on the tax item you selected in
the Tax field.
10. To add more line items to the invoice request, click Add Line Item.

11. To save the invoice request, click Save. We recommend saving frequently as you add line items to the
invoice request. This prevents you from losing information if the browser is closed prior to saving.

Note: If the user has an account restriction in Security, he cannot save invoice requests for a category that
contains that restricted number. Be sure to review the user’s account security restrictions after establishing
the account numbers in their Expense Categories.

12. If necessary, you can delete an invoice request or a line item within the invoice request. To delete the

invoice request, click Delete. Only the requestor can delete his own invoice request. To delete a line item
within a request, click the trash can next to the specific line item. You cannot delete an invoice request if

it has already been submitted.

13. In the Expense Detail\Purpose frame, enter additional information about the expenses in the invoice
request.

14. To submit the invoice request for approval, click Submit Invoice Request. A confirmation message
appears.

15. Click the Home tab to return to the Home page.



blackbaud

chapter 4

GST in Accounts
Receilvable

Accounts Receivable Configuration .............iiiiiiiiiiitiitiniterenrenrnnroesneensansansannns 52
General ConfigUIatioN. . ... . i e e e 52
Business Rules Configuration . . ... ... . i i i et e e et e e e 53
Tables ConfigUIatioN . . ... . et e e e e e 53
Products and Billing Items Configuration .. ...... ... . i e e e e 55

Creating Sales Tax [HemMS . ... it i et e e e e e e e e e 55

Adding Sales Taxes to Products and Billing ltems . ........ .. i i i i e 59
Accounts Receivable RECOrds . ... .. vtiiiiiii ittt ititiianasasosessssssnsnsasasososnsssanans 61
Creating a New Sales Tax Hem .. ..o i e e e e e e e e e e e e e 61
Adding Sales Tax to Products and Billing ltems. . .. .. ... o i e e e e 65

Adding Sales Tax to Products . ... ..ot e e e e e 66

Adding Sales Tax to Flat Rate and PerUsage [ltems . . ... ... ittt i i et e e e 67
Adding Sales Tax Information to Client Records . .. .. ..ot e e e et e 67
Adding Sales Tax t0 Charges . . ..ottt i e e e et e et e e e e e e 68
Adding Sales Tax to Credits. .. ..ot v i it e e et e e e e e 69
Adding Sales Tax to Invoices and Recurring INVOICES . .. .. oot i e e et et et e 70

LiNe EemMS Tab . .o e e 72

Viewing Sales TaxX On RETUIMNS . . ...ttt e e e e e et ettt et e e e et et et e e 72



52 CHAPTER

This chapter explains how sales taxes such as the Goods and Services Tax (GST) and the Harmonized Sales Tax
(HST) affect Accounts Receivable.

Accounts Receivable Configuration

Configuration is where you set up Accounts Receivable to fit the needs of your organization. You can designate
GST/HST information, manage activity types, and set up a default receivables account for Public Service Bodies’
Rebates.

For example, you can set a business rule specifying if your organization collects sales taxes. Also, on the Products
and Billing Items page, you can create different tax items, such as the standard 7 percent GST tax, a 15 percent
HST tax, and, if applicable, a local sales tax. You can then select these items to speed data entry when creating
new product, flat rate, and per usage billing items.

For more information and procedures for setting the other fields in Configuration, see the Configuration Guide
for Accounts Receivable.

General Configuration

The General page is where you enter basic information about your organization.

The address and phone information you enter on this page appears on printed documents and correspondence.
You can also enter GST/HST information and your Business Number. If you enter this information, it appears
automatically on reports so you do not have to enter the information again later.

&% The Financial Edge
File Edit “iew Go Favowites Took Help
% Back & Fomwvard ] Community Services Inc, = = Accounts Receivable =
Shorteut: H R
s - Configuration » General
Organizatior: Community Services Inc_ IMJ
General I
County: |Eanada j Terms
Address: 2505 ‘w/ater Strast =] Attributes
;I Aging
= Eupart Information
o port . :
F City: IDlgby Business
. Reports Province: MS =| MNovaScatia Fudes
leports Tahles
Fostcode: IBDWAU Fields
Phane: 1302) 55555855 Distributions
GST/HST Ink tion - International
GST Rate: 7.000 percent. The national Canadian GST tax rate. Interfund
GST tax entity: GST vl Goods and Services Tax Posting
Information
HST tax entity: HsT vl Harmonized Sales Tax Statement
Business Mumber: |1 2345 67649 Information
Defaulk
V| This organization is located in an HST participating pravince Accounts
The arganization default Sales Tax 1D: I i Products and
Billing Items
Addressee |
Salutations
Blackbaud Systems |
“wielcome to Accounts Receivable |

GST Rate. In the GST Rate field, enter the current tax rate.

Note: At the time this information was published, HST participating provinces included Nova Scotia, New
Brunswick, and Newfoundland and Labrador.

GST tax entity. In the GST Tax entity field, select a GST entity.
HST tax entity. In the HST Tax entity field, select an HST entity.



GST IN ACCOUNTS RECEIVABLE 53

Business Number. In the Business Number field, enter the federal charitable identification number for your
organization.

This organization is located in an HST participating province. Mark this checkbox if your organization
is located in an HST participating province.

Note: Accounts Receivable contains several preformatted sales tax IDs, including a 7 percent GST item, a 15
percent HST item, a local sales tax, and a zero-rated sales tax. You can add or edit these items at any time. You
can delete sales tax items if they are not currently used on a record.

The organization default Sales Tax ID. In this field, select a default sales tax ID. This field is helpful if you
commonly use more than one sales tax type. You can select the sales tax you use most often and that entry

will appear as the default on records so you do not have to enter it every time. You can change the field entry
if necessary.

Business Rules Configuration

Business rules help you customize standard procedures and requirements to suit your organization. On the
General business rules page in Accounts Receivable, you can set a business rule to designate whether your
organization collects sales taxes.

#% The Financial Edge
File Edit “iew Go Favouites Tool: Help
# Back % Forvard I Comrunity Services Inc, ™ « Accounts Receivable ™
Shorkcuts 5 7 A
Configuration « Business Rules
||.1| Home 5
i o - contura..
b Individual/Organization General
: Ehaﬁa ™ Use a single &R Summary Account and never past Applications Terms
redi . . :
If wour AR Summan Account iz in a fund that requires balancing by Met Azzet Clazs, w Aktribut
b Irevoice : ptes
. strongly recommend that you use a single Met Asset Class value for all Accounts =
P Invaice Line ltem Recerable transactions. Using mare than one Met Asset Class value could result in Aging
¥ Recuring Invoice zome financial statements not balancing by Met Azset Clags, Information
¥ Retun . Allow non-hank tramsactions o use cash accounts: | Always [ Eusiness Rules
b Retumn Line ltem
b Deposit Tables
: :Zj::ﬂ:;t Avtormatically apply new payments: IAs defined on each client j Fields J
b Queue Automatically apply new credits: IAS defined on each client j Diistributions
“w'hen entering new charges and unapplied credits or payments exist... International
alwayz apply the credite and payments automatically j Interfund
Posting
. " Inf i
‘when applying automalically, apply to | Oldest charges j frarmation
. - Skatement
Apply to owner's charges | with athers' charges based on above rules j Information
Default
IR — __|| Accounts
- Sales taw | Our organization collects sales tax j
Products and
a Plug-Ins Eilling Items
) Hide trarsactions on statements: | Do not allow =l Addressee |
T e n Salutations
=l Help
Blackbaud Systems | j

|W'e|come to Accounts Receivable |

Sales tax. In the Sales tax field, if your organization collects goods and services taxes, select “Our Organization
collects sales tax.”

Tables Configuration

Note: Sales tax entities are are shared between Accounts Payable, Accounts Receivable, and Student Billing. If
you create a billing entity in one program, such as Student Billing, it also appears in the other programs.
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Tables increase data entry speed and accuracy throughout Accounts Receivable. When entering information into
a field with a table, you can quickly access a list of possible entries for that field, select an entry, and place it
directly into the field rather than entering it manually.

In Accounts Receivable, the Sales Tax Entity table contains several predefined commonly used Canadian sales
taxes, such GST, HST, and PST. You can also enter additional sales taxes, if, for example, your city imposes a sales
tax. You can select from these field entries when creating several record types.

You can click the down arrow on the right side of a field or press F4 to view a list of entries for a table. You can
also place the cursor in the field and click the down arrow on your keyboard to scroll through the entries. You can
usually enter text directly in the field, and if the program does not recognize it as a valid entry, you get a message
asking if you want to add the text as a new entry. Finally, you can place the cursor in a table field and press F7 to
access a screen on which you can view, add, edit, and delete entries.

To keep entries uniform, it is also extremely important that you limit rights for adding and editing table entries.
These rights are controlled though the Set Up System Security page of Administration. Allowing only a few key
users to add, edit, or delete table entries ensures the validity of your database, records, and reports. Maintaining
strict control over the Sales Tax Entity table is especially important because it ensures that your tax information is
tracked and reported correctly.

For more detailed information and procedures for adding, editing, and deleting tables and table entries, see the
Configuration Guide for Accounts Receivable.
» Inserting a new Sales Tax Entity table entry

1. On the Tables page, select the Sales Tax Entity table. Table entries appear in a box on the right.
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2. Inthe table entry box, select the entry below the point where to insert the new entry.
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3. Click Insert. The New Table Entry screen appears.

Mew Table Entry | x|
Short description: I

Long descriphion: I

[ Inactive

akK I Cancel |

In the Short Description field, enter an abbreviation for the new sales tax entity.

In the Long description field, enter the full name of the new sales tax entity.
To make the new table entry inactive, mark Inactive.

N o v ks

To save the new table entry and return to the Tables page, click OK. The new sales tax entity appears
above the selected entry.

Products and Billing Items Configuration

Note: You must define at least one Product or Billing Item record before adding charges.

This section contains information about creating new sales tax items and applying existing sales tax items to
products and billing items. For more information about Products and Billing Items, see the Records Guide for
Accounts Receivable.

Creating Sales Tax Iltems

If your organization collects sales tax on behalf of government bodies for items or services rendered, you can
establish sales tax items. Once you establish sales tax items, you can associate them with subsequent billing item
records and transactions.
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Note: You create product and billing item records from the Products and Billing Iltems page of Configuration.
For increased efficiency, you can also create product and billing item records from the Products and Billing
Items page of Records, or to save time, directly from charge or invoice records.

»

Adding a sales tax item

This procedure guides you through adding a sales tax item from the Products and Billing Items page of
Configuration in Accounts Receivable. However, you can also add sales tax items, as needed, when adding

charges and entering line items on invoices. Additionally, you can add sales tax items from the Records page of
Accounts Receivable.

1. From the Products and Billing Items page, click the down arrow next to New Flat Rate Item and select

vk wnN

New Sales Tax Item. The New Sales Tax ltem screen appears.
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In the Item ID field, enter a unique ID for the item.
In the Status field, select “Active” or “Inactive”.
In the Description field, enter a description of the item.

In the Dates field, select “Item can be used on any date” or “Item can only be used from” and enter the
dates during which the sales tax item can be used.

In the Sales Tax Entity column of the grid, select a sales tax entity previously added to Sales Tax Entity

table in Configuration. You can also enter a new entity in the column and you will be prompted to add it to
the Sales Tax Entity table.

In the Percent column, enter the tax rate for the corresponding entity. For example, “7.00”.

In the CR Account and DR Account columns, enter the correct account information. You can use the
binoculars to search for accounts.

Note: An interfund entry is a balancing entry made to transfer activity between funds and ensure each fund is
kept in balance. Interfund entries are used only when you enter a debit account from a fund different from the

credit account.
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11.
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14.

15.
16.
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If you enter debit and credit accounts from different funds, in the Interfund field above the distribution
grid, select an interfund set to balance the accounts. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Receivable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

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

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

If taxes should be compounded on the first tax entity in the grid, mark When calculating tax for the []
through [] include and select the range. The options available in the range drop-down lists depend on the
number of sales tax entities in the grid.

You can make the item subject to both finance charges and late fees by marking Item is subject to finance
and late charges.

In the Comments field, you can enter default comments for the item that will appear on statements.

To save the sales tax item and return to the Records page, click Save and Close. To continue adding
information for this item, click the Attributes tab. For detailed procedures about entering information on
the Attributes tab, see “Adding an attribute to a sales tax item” on page 64.

You can also add notes for the sales tax item. For detailed procedures about adding notes, see “Adding a
note to a sales tax item” on page 65.

» Adding an attribute to a sales tax item

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the item
and you must select a description before saving.

An attribute is a reporting tool you use to group information based on a common theme. By defining
attributes, you can filter information to your specification, which is a useful feature for sorting or filtering
items for reports. You can also define the type of data stored for each item. For example, if you have defined
an attribute for income categories, you can track products and billing items by income.

Note: Attributes can be edited at any time or deleted if the attribute is not required.
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1. From an open sales tax item record, select the Attributes tab.
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2. Inthe Attribute type field, select a specific attribute type or “All Categories”.

3. In the Attribute type column, select an attribute. Attribute types are established in Configuration.
4.

In the Description column, select a description of the attribute.

Note: The Short Description column and the Required checkbox are for informational purposes and are edited

only from the Attributes page of Configuration.
5.
6.

In the Date column, enter a date.

In the Comments column, enter additional information about the attribute.

7. To close the sales tax item record and return to the Products and Billing Items page, click Save and Close

» Adding a note to a sales tax item

The Notes tab of a sales tax item record is an open text field where you can enter additional information
about the sales tax item. You can maintain data such as the purchaser’s name, the delivery date, or other

important information.

1. From an open sales tax item record, select the Notes tab.
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2. In the text box, enter free-form text information about the sales tax item.

®_GST Item GSTBilling Item - GST Charges for Clients =] B3 |
File Edit “iew Bilingltem Favouites Tools Help
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Tip: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!

3. When you exit the Notes tab, your changes are saved automatically.
Adding Sales Taxes to Products and Billing Items

Note: You must define at least one Product or Billing Item record before adding charges.

If your organization collects sales taxes, when you create a product, flat rate, or per usage item that is subject to
a sales tax, such as GST or HST, mark Item is subject to sales tax. Then, you can select a related sales tax item or
create a new item. Selecting an existing sales tax item speeds data entry because Accounts Receivable
automatically calculates the sales tax and applies the sales tax item’s default distribution to the product, flat rate,
or per usage record so you do not have to reenter that information.
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Adding Sales Taxes to Products

On the Product tab of a product record, you can specify if the product is taxable, and you can select a sales tax
billing item.
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Product is subject to sales tax. Mark this checkbox if you must collect sales taxes for this product. In the

sales tax field, select the sales tax item you want to apply to this product. You create sales tax items on the
Product and Billing Items page. For more information about sales tax items, see “Creating Sales Tax Items” on
page 55.

Adding Sales Taxes to Flat Rate and Per Usage Items

On the Item tab of flat rate and per usage item records, you can specify if an item is taxable, and you can select a
sales tax billing item.

. Per Usage Item MS - Meeting Space

IS[=] E3
File Edit ‘“fiew Bilingltem Favourtezs Tools Help
ESaveandElosav|u X‘&§|N 4 » N|||?' ‘
Iterm [D: IMS j Status: m
Drescription: |Meet\ng Space

Dates: Iltem can be used an any date j

Item | GL Distribution | Abtributes I ﬂotasl

Unit price decimals: |2_:|I ¥ Allow user to edit unit price on transactions
Quantity decimals: |3_:||

Default values: Unit of Measure I

Quankity I Urik Price I Extended Amount I
1.000 $200.00 +200.00

¥ ltem iz subject to GST: G5 TRiling ltem vl ™ Itemn iz eligible far terms discount

I ltem iz subject to finance and late charges

Day

I ltem iz eligible for trade discount

Service Provider:

=l

Comment:

| BN



GST IN ACCOUNTS RECEIVABLE 61

Item is subject to sales tax. Mark this checkbox if you must collect sales tax for this item. In the sales tax
field, select the sales tax item you want to apply to this item. You create sales tax items on the Product and
Billing Items page. For more information about sales tax items, see “Creating Sales Tax Items” on page 55.

Accounts Receivable Records

From the Records page of Accounts Receivable, you can create products and billing items, clients, charges,
credits, invoices, recurring invoices, returns, refunds, deposits, and payments. Each of these record types can
contain information to help you track sales taxes you collect.

In Accounts Receivable, you can create and apply sales tax items to products and billing items, and on the
Products and Billing Items page, you can create a new billing item for sales tax charges. After you create sales tax
items, you can add them as line items on other record types.

This chapter guides you through available sales tax options and fields, and it explains how they affect your
organization. For detailed explanations of other record features, and for procedures for creating new records, see
the Records Guide for Accounts Receivable.

Note: Before you begin adding sales tax information to records, you should create sales tax items and set
business rules in Configuration.

Before you begin adding sales tax information to records, you should create sales tax items and set business rules
in Configuration. For more information about Configuration, see the Getting Started chapter.

Creating a New Sales Tax Iltem

If your organization collects sales taxes on behalf of government bodies for items or services rendered, you can
establish sales tax items. Once you establish sales tax items, you can associate them with subsequent billing item
records.

Note: You can also create product and billing item records from the Products and Billing Items page of
Configuration, or to save time, directly from charge or invoice records.
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On the Products and Billing Items page, you can create new sales tax items that you can access from other
records to help track information and speed data entry. To create a new sales tax item, on the Products and

Billing Items page, click the down arrow next to the New Flat Rate Item button and select New Sales Tax Item. The
New Sales Tax Item screen appears.
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» Adding a sales tax item

This procedure guides you through adding a sales tax item from the Records page of Accounts Receivable.
However, you can also add sales tax items, as needed, when adding charges and entering line items on
invoices. Additionally, you can add sales tax items from the Products and Billing Items page of Configuration in
Accounts Receivable.

1. From the Products and Billing Items page, click the down arrow next to New Flat Rate Item and select

vk W

New Sales Tax Item. The New Sales Tax Item screen appears.
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In the Item ID field, enter a unique ID for the item.
In the Status field, select “Active” or “Inactive”.
In the Description field, enter a description of the item.

In the Dates field, select “Item can be used on any date” or “Item can only be used from” and enter the
dates during which the sales tax can be used.

In the Sales Tax Entity column of the grid, select a sales tax entity previously added to the Sales Tax Entity
table in Configuration. You can also enter a new entity in the column and you will be prompted to add it to
the Sales Tax Entity table.

In the Percent column, enter the tax rate for the corresponding entity. For example, “7.00".

In the CR Account and DR Account columns, enter the correct account information. You can use the
binoculars to search for accounts.

Note: An interfund entry is a balancing entry made to transfer activity between funds and ensure each fund is
kept in balance. Interfund entries are used only when you enter a debit account from a fund different from the
credit account.

9.

10.

If you enter debit and credit accounts from different funds, in the Interfund field above the distribution
grid, select an interfund set to balance the accounts. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Accounts Receivable.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.
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11.
12.

13.

14.

15.
16.

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

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

If taxes should be compounded on the first sales tax item in the grid, mark When calculating tax for the []
through [] include and select the range. The options available depend on the number of sales tax items in
the grid.

You can make the item subject to both finance charges and late fees by marking Item is subject to finance
and late charges.

In the Comments field, you can enter default comments for the item that will appear on statements.

To save the sales tax item record and return to the Records page, click Save and Close. To continue adding
information for this item, click the Attributes tab. For detailed procedures about entering information on
the Attributes tab, see “Adding an attribute to a sales tax item” on page 64.

You can also add notes for the sales tax item. For detailed procedures about adding notes, see “Adding a
note to a sales tax item” on page 65.

» Adding an attribute to a sales tax item

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the item
and you must select a description before saving.

An attribute is a reporting tool you use to group information based on a common theme. By defining
attributes, you can filter information to your specification, which is a useful feature for sorting or filtering
items for reports. You can also define the type of data stored for each item. For example, if you have defined
an attribute for income categories, you can track products and billing items by income.

Note: Attributes can be edited at any time or deleted if the attribute is not required.

1.

2.
3.

From an open sales tax item record, select the Attributes tab.
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In the Attribute type field, select a specific attribute type or “All Categories”.
In the Attribute type column, select an attribute. Attribute types are established in Configuration.
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Note: The Short Description column and the Required checkbox are for informational purposes and are edited

only from the Attributes page of Configuration.

5. In the Date column, enter a date.
6.

In the Comments column, enter additional information about the attribute.

7. To close the sales tax item record and return to the Products and Billing Items page, click Save and Close.

» Adding a note to a sales tax item

The Notes tab of a sales tax item record is an open text field where you can enter additional information
about the sales tax item. You can maintain data such as the purchaser’s name, the delivery date, or other

important information.

1. From an open sales tax item record, select the Notes tab.

2.

®._Mew Sales Tax Item

In the text box, enter free-form text information about the sales tax item.
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Tip: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!

3. When you exit the Notes tab, your changes are saved automatically.

Adding Sales Tax to Products and Billing Iltems

If your organization collects sales taxes, when you create a product, flat rate, or per usage item that is subject to
sales tax, mark Item is subject to sales tax. Then you can select a related sales tax item or create a new sales tax
item. Selecting an existing sales tax item speeds data entry because Accounts Receivable automatically calculates
the sales tax and applies the sales tax item’s default distribution to the product, flat rate, or per usage record so

you do not have to reenter that information.
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Adding Sales Tax to Products

On the Product tab of a product record, you can specify if the product is taxable, and you can select a sales tax
item.
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Product is subject to sales tax. Mark this checkbox if you must collect sales tax for this product. In the sales
tax field, select the sales tax item you want to apply to this product. You create sales tax items on the Product
and Billing Items page. For more information about sales tax items, see “Creating a New Sales Tax Item” on
page 61”.
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Adding Sales Tax to Flat Rate and Per Usage Items

On the Item tab of flat rate and per usage item records, you can specify if an item is taxable, and you can select a

sales tax item.
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Item is subject to sales tax. Mark this checkbox if you must collect sales tax for this item. In the sales tax
field, select the sales tax item you want to apply to this item. You create sales tax items on the Product and
Billing Items page. For more information about sales tax items, see “Creating a New Sales Tax ltem” on

page 61.

Adding Sales Tax Information to Client Records

Note: For detailed information and procedures for creating a new client
Accounts Receivable.

On client records, you can specify whether the client is subject to paying s

record, see the Records Guide for

ales tax, and you can designate a

default sales tax item that appears automatically when you create invoices, invoice line items, and charges for
that client. That way, you do not have to type that information on every new record. On the client Activity tab,
you can view, open, and edit invoice, credit, refund, return, and charge records, including sales tax items. For
more information about invoices, see “Adding Sales Tax to Invoices and Recurring Invoices” on page 70. For more

information about charges, see “Adding Sales Tax to Charges” on page 68.
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To enter sales tax information, from an open organization or individual client record, select the Defaults tab.
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Tax status. In the Tax status field, select whether the client is subject to sales tax or whether they are tax
exempt.

Sales tax ID. In the Sales Tax ID field, select a default sales tax item to apply to the client’s transactions.

Adding Sales Tax to Charges

Note: For detailed information and procedures for creating a new charge record, see the Records Guide for
Accounts Receivable.

When you create a charge record that contains sales tax, Account Receivable automatically creates a separate
charge record containing the sales tax item. For example, Dr Mary Young purchases T-shirts for which you must
charge sales tax. The last charge on file is number 1022. When you create the charge record for the T-shirts, the
program automatically creates charge 1023 for the sales tax item, and the charge you created for the T-shirt
order is given number 1024.
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On a saved charge record, when you click Edit sales tax, the program opens the sales tax charge record so you can
edit the sales tax item description. All other fields are locked and cannot be edited.
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Priet status: INot Yt Printed j I Hide this transaction o printed statemerits
™ Include transaction in finance charge calculations
|Press F7 for Client Search |Am0unt: $0.00 |Balance: $0.00 | y

Edit sales tax. To edit the tax settings for this charge, click Edit sales tax. A charge record containing the sales
tax item appears so you can edit the sales tax item description. All other fields are locked and cannot be

edited.

In the sales tax field, select the sales tax item you want to apply to this charge. You create sales tax items on
the Product and Billing Items page. For more information about sales tax items, see “Creating a New Sales Tax

Iltem” on page 61.

Adding Sales Tax to Credits

When you create a credit record that contains sales tax, Account Receivable automatically creates a separate
credit record containing the sales tax item. For example, you create a credit for Dr Mary Young that includes sales
tax. The last credit on file is number 517. When you create the new credit record, the program automatically
creates credit 518 for the sales tax credit, and the credit you created is given number 519.
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When you click Edit sales tax, the program opens the sales tax credit record so you can edit the sales tax item
description. All other fields are locked and cannot be edited.

Bl Mew Credit H[=1E3
File Edit “iew Transaction Fawourtes Toolz Help
ESaveandElose-|u X|& ﬁ||‘ 4 » N|'}§||Ig‘ ? - |
Transastion | GL Distribution | Appied To.. | Atiibutes/Metes |
|Credit ID
Eredit for: Client Name | Client 1D RN | ABN
&
Transaction date: |U2.-’24.”2UUB
Post status/date: IND[ yet posted j |U2.-'24.-"2UDB
Categony: I j
Producthescription:l v| ﬂl I
Buantity/price: Unit of Measure I Cuantity Unit Price I Extended Amount
EdtasT | | i
Comment: I
Service Proyvider: I j Dates of service from to
Print status: INgt et Printed j I Hitle this bransactiomen prtealsatemerts
|Press F7 for Client Search |Am0unt: $0.00 |Balance: $0.00 | v

Edit sales tax. To edit the tax settings for this credit, click Edit sales tax. A credit record containing the sales tax
item appears so you can edit the sales tax item description. All other fields are locked and cannot be edited.

In the sales tax field, select the sales tax item you want to apply to this credit. You create sales tax items on the
Product and Billing Items page. For more information about sales tax items, see “Creating a New Sales Tax
Iltem” on page 61.

Adding Sales Tax to Invoices and Recurring Invoices

Invoices are essential for maintaining information about client bills and tracking outstanding accounts receivable.
On invoice and recurring invoice records, you can easily view line items added to the invoice, apply discounts, and
view applied payments and credits. You can also edit sales tax information and apply sales tax to the invoice line
items. Adding sales tax to invoice line items ensures you can quickly and easily produce an accurate accounting of
sales tax you collect.

Note: In Accounts Receivable, you manage recurring invoices on the Recurring Invoices page of Records. For
more information about recurring invoices, see the Records Guide for Accounts Receivable.

In Accounts Receivable, you can create two types of invoices: regular and recurring. A regular invoice is a
payment request you send to clients for goods or services rendered, while a recurring invoice is a template you
use to create a regular invoice according to a schedule. Accounts Receivable invoices are not posted, instead, you
post the invoice’s line items. Recurring invoices are also never posted or included in any balance calculation. In
Accounts Receivable, recurring invoices are entered, edited, and deleted from the Recurring Invoices page of
Records.
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Sales tax fields are identical on invoice and recurring invoice records.

B Mew Invoice I_ (O] x|
File Edit “iew Transaction Favourtes Tools Help
E]Saveandclosev|u )(|& ﬁ|“ 4 b “||Ig'|?' |
Invaice |Line Itemsl F'ayments.u’Cleditsl Attribgtesx’NotesI
Invoice 1D: I—
Inwoice for: Client Mame | Client ID | sinBusiness #
&
Irvoice date: IW Frint status: IW [~ OnHeld
Terms: Iﬁ Terms discount 2 I— ¥ Subject ta finance and late charges
[rue date: IW Discount expires: I—
Cliert PO: | Ship via/date: | =l
Ordered by: I Freight on board: Iﬁ
Ordered on: IW Trade discourt %: I—
Sales tax: Iﬁ Service Provider: I ﬂ
Bill to: | =2l shipte | el
Print oh statement: I
Prink o ineoice: I
|Press F7 for Client Search |Total: $0.00 |Balance: $0.00 | y

Note: For detailed information and procedures for creating a new invoice or recurring invoice record, see the
Records Guide for Accounts Receivable.

Sales tax. In the Sales tax field, you can select a sales tax item to use as the default sales tax on invoice line
items.

Line Items Tab

In Accounts Receivable, you cannot post an invoice, but you can post the invoice’s line items. In other words,
invoices are “containers” that hold line items. Invoice line items are individual charges added to a client’s record
SO you can maintain an accurate accounting of purchases and bill accordingly. The charge records you create
when you add an invoice line item can be posted later. For more information about charge records, see the
Records Guide for Accounts Receivable.

When you create an invoice line item that contains sales tax, Account Receivable automatically creates a
separate charge record containing the sales tax item. For example, you create an invoice when Dr Mary Young
purchases T-shirts for which you must charge sales tax. The last charge on file is number 1022. When you create
the charge record for the T-shirts, the program automatically creates charge 1023 for the sales tax item.
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On a saved invoice line item, when you click Edit sales tax, the program opens the sales tax charge record so you
can edit the sales tax item description. All other fields are locked and cannot be edited.

B Edit Line Item for Invoice 99999 for AAA =] E3

File Edit “iew Transaction Fawouwrtes Toolz Help
[ save and Close +| [ 'X| H 4 » N|%||

Line Item |§L Distributionl Pa}gmentsftreditsl ﬂotesl

?- |

|Line Item I1D: 28 Invoice 99999 Line item 1
Line item for. Cliert: Name | Cliert 1D | =i Business #
A 19 263 746 579

Transaction date: IUB,JUQ,.QDDB Due date: |03£USJ2UUE

Post status/date: — [Not pet posted [ | |03/09/2006

Categary: IProducl ﬂ
Product/Description: |50 jﬁl |J ust Say Na T-Shirt
Buantity/price: Unit of Measure | Quantity | Unit Price | Discount % Extended Amount I
Each 1.000 $50.00 $50.00
Edit Sales Tax | IGSTBiIIing Item j GST Charges for Clients: $2.50
Comment: I
Service Provider: I j Dates of zervice from to

W Qifer patential kerms digcount of $0.00

V¥ Include tranzaction in finance charge calculations

|F‘ress F7 for biling item search |Am0unt: $50.00 |Balance: $50.00 | 5

Edit sales tax. To edit the tax settings for this line item, click Edit sales tax. A charge record containing the sales
tax item appears so you can edit the sales tax item description. All other fields are locked and cannot be
edited.

In the sales tax field, select the sales tax item you want to apply to this line item. You create sales tax items on
the Product and Billing Items page. For more information about sales tax items, see “Creating a New Sales Tax
Iltem” on page 61.

Viewing Sales Tax on Returns

Note: In Configuration, you can set a business rule preventing users from adding invoices and invoice line items
if the client record is marked “Inactive” or “On hold”.

In Accounts Receivable, if you make an error when entering invoices, you can create a return record that reverses
all or part of the invoice. The return record then appears on the Payments/Credits tab. You cannot reverse
standalone invoices that do not contain line items. To reverse an entire invoice, from the menu bar, select
Transaction, Reverse Entire Invoice. To reverse part of an invoice, select Transaction, Reverse Portion of Invoice.
For more information about returns, see the Records Guide for Accounts Receivable.
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On the Line Item tab of a return record, in the sales tax field at the bottom of the screen, you can view the

returned amount of sales tax.

P Return 7 for AAA

File Edit “iew Transzaction Fawvourtes Tools

Help

ESaveandElose-|u X||ﬁ §| H 4 » .l| | ? -

IS[=] E3

Retun

Attributes/Motes I

B Repeat Line ltem

ert Line ltem

-1 Find

Colurnr

Category
|l Product
2 |G5T Item

Item Mame

GSTEilling Item

] |
Return Subtotal:

Descripkion

G5T Charge. ..

Jusk Say Mo ...

Criginal Gty | Criginal Amo.. .

Return Gty |Retun

2

$720.00

| Total: $720.00

|Balance: $0.00

E1|

4
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This chapter explains how sales taxes such as the Goods and Services Tax (GST) and the Harmonized Sales Tax
(HST) affect Student Billing.

Student Billing Configuration

Configuration is where you set up Student Billing to fit the needs of your organization. For example, you can set a
business rule specifying whether your organization collects sales taxes. On the Products and Billing Items page,
you can create different tax items, such as the standard 7 percent GST tax, a 15 percent HST tax, and, if
applicable, a local sales tax. You can then select these items to speed data entry when creating new product, flat
rate, and per usage billing items. For more information about Configuration, see the Configuration Guide for
Student Billing.

General Configuration

The General page is where you enter basic information about your organization.

The address and phone information you enter on this page appears on printed documents and correspondence.
You can also enter GST/HST information and your business number. If you enter this information, it appears
automatically on reports so you do not have to enter the information again later.

#% The Financial Edge

File Edit Yiew Go Favouwites Tool: Help

4 Back & Eorward I Community Services Inc. ™ + Student Billing ™

Shorkcuts

Configuration » General

|F| Home |
'1—‘ Organizatior: Community Services Inc. Configurat...

= . . General I
ECOrds r -
"ﬁ Country: ICanada J Attributes
Address: 2595 'w/ater Street =] Aging
Information
j Business
City: [Digby Eus
i i et ]
Province: M5 =] MevaSeatia
Fields
Posteode: IBUWAEI Distributions
Phone: |[SU2] 555-5555 International
GST/HST Int i Interfund
GST Rate: 7.000 percent. The national Canadian GST tax rate. Fosting
Information
GST tax entiy: GST vl Goods and Services Tax
Statement
HST tax entity: H5T vl Harmonized Sales Tax Information
nfiguration Default
Business Mumber: |1 2345 6789 iy
Accounts

]
‘“’ Integration ¥ This organization is located in an HST participating province Schedules

The arganization default Sales Tax D: bt Froducts and
Eilling Items

Addressee |
Salutations

i

Blackbaud Systems |

Welcome to Student Billing |

Note: At the time this information was published, HST participating provinces included Nova Scotia, New
Brunswick, and Newfoundland and Labrador.

GST Rate. In the GST Rate field, enter the current tax rate.
GST tax entity. In the GST Tax entity field, select a GST entity.
HST tax entity. In the HST Tax entity field, select an HST entity.

Business Number. In the Business Number field, enter the federal charitable identification number for your
organization.
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This organization is located in an HST participating province. Mark this checkbox if your organization
is located in an HST participating province.

Note: Student Billing contains several preformatted sales tax IDs, including a 7 percent GST item, a 15 percent
HST item, a local sales tax, and a zero-rated sales tax. You can add or edit these items at any time. You can
delete sales tax items if they are not currently used on a record.

The organization default Sales Tax ID. In this field, select a default sales tax ID. This field is helpful if you
commonly use more than one sales tax type. You can select the sales tax you use most often, and that entry
appears as the default on records so you do not have to enter it every time. You can change the field entry if
necessary.

Business Rules Configuration

Business rules help you customize standard procedures and requirements to suit your organization. On the
General business rules page in Student Billing, you can set a business rule to designate whether your organization
collects sales taxes.

#% The Financial Edge

File Edit Yiew Go Favouwites Tool: Help

4 Back & Eorward I Community Services Inc. ™ + Student Billing ™

Shorkcuts

Configuration » Business Rules

sl Home

'Fq"f o General General _* || Configurat...
B Automatic Application General
: ISt:_d?t | ™ Use a single AR Summary Account and never post Applications Attributes

nidividual . . .
» O izl If your &R Summary Account is in a fund that requires balancing by Met Asset Class, we Aging
roanization strongly recommend that you use a single Met Asset Class value for all Student Biling Information

b Charge tranzactions. Using more than ane Met Asset Clags value could result in zome financial
» Credit statements not balancing by Met Aszet Class Business Rules
¥ Advance Deposit Allows non-bank iransactions to use cash accounts: |Always j
b Financial Aid Tables J
b Billing Scheduls Fields
¥ Tuition Refund Flan Sales tar: | Our organization collects zales tax j S
» Deposit Distributions
» FPayment International J
b Fefund Hide transactions on statements: | Do not allow j Interfund
b Queue

Posting

Check TRP paid if a papment or credit completely pays all existing TRP charges? | Alwe Information

Statement
Information

Default
Accounts

Schedules

Products and
Eilling Items

Addressee |
Salutations

i

El

Blackbaud Systems |

|Welcnme to Student Billing |

Sales tax. In the Sales tax field, if your organization collects goods and services taxes, select Our Organization
collects sales tax.

Tables Configuration

Note: Sales tax entities are are shared among Accounts Payable, Accounts Receivable, and Student Billing. If
you create a billing entity in one program, such as Student Billing, it also appears in the other programs.

Tables increase data entry speed and accuracy throughout Student Billing. When entering information into a field
with a table, you can quickly access a list of possible entries for that field, select an entry, and place it directly into
the field rather than entering it manually.
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In Student Billing, the Sales Tax Entity table contains several predefined, commonly used Canadian sales taxes,
such GST, HST, and PST. You can also enter additional sales taxes, if, for example, your city imposes a sales tax.
You can select from these field entries when creating several record types.

You can click the down arrow on the right side of a field or press F4 to view a list of entries for a table. You can
also place the cursor in the field and click the down arrow on your keyboard to scroll through the entries. You can
usually enter text directly in the field, and if the program does not recognize it as a valid entry, you get a message
asking if you want to add the text as a new entry.You can also place the cursor in a table field and press F7 to
access a screen on which you can view, add, edit, and delete entries.

To keep entries uniform, we strongly recommend that you limit rights for adding and editing table entries. These
rights are controlled though the Set Up System Security page of Administration. Allowing only a few key users to
add, edit, or delete table entries ensures the validity of your database, records, and reports. Maintaining strict
control over the Sales Tax Entity table is especially important because it ensures that your tax information is
tracked and reported correctly. For more information about tables and table entries, see the Configuration Guide
for Student Billing.

» Inserting a new Sales Tax Entity table entry
1. On the Tables page, select Sales Tax Entity. Table entries appear in the grid on the right.

#% The Financial Edge

File Edit Wiew Go Favouites Tools Help

 Back % Farward J Cormrmunity Services Inc, ™ + Student Billing =

Shartcuts

Configuration » Tables

Religion

Sales Tax Enti Schedules

State Products and
Statement Code Biling Items
Student/dpplicant Status
Chudant Tuna

LI Addressee |
Salutations

Mew Table Enty Open Delete... Insert Sort Table Cleanup.. g Down Configura...
General

Type: |<AII Tables> j Short Description Long Description Stakus ‘

(Grade Level LI GST Goods and Services Tax Active Mgl

Homeraam PST Pravincial Sales Tax Active AgFmg

Irdusty HST Harmonized Sales Tax Active Information

HJoumal Business
Rules

Language

Letters - Financial Aid Tables

M arital Status Fields

Media Type .

Motepad Type Distributions

Qrganization Type International

Other Payment Type Interfund

Payment Souice Posting

Phone Type Infarmation

Profession

Reason Statement

N Information

Fegion ol
Default

Relationship T

Add new table | DElete fate I I™ Display active entries only

Blackbaud Systems |

Welcome to Student Billing |



GST IN STUDENT BILLING 79

2. Inthe grid, select the entry below the point where to insert the new entry.

#% The Financial Edge

File Edit Wiew Go Favouites Tools Help

 Back % Farward J Cormrmunity Services Inc, ™ + Student Billing =

Shartcuts

Configuration » Tables

Mew Table Enty Open Delete.. Insert Sort Table Cleanup.. Up Down Configura...
General

Type: |<AII Tables> j I Short Description Long Description Stakus ‘
Grade Level =] |lesT Goods and Services Tax Active Attributes
Hameroam ax e AgFmg
Industiy HST Harmonized Sales Tax Active Information

3 Busingss

'-Du Export [Joutnal
o Language

Letters - Financial Aid

'g Reports Marital Status

Media Type

Rules
Tables
Figlds
Motepad Type Distributions
(Organization Type International
Other Payment Type Tnterfund
E:ymer.]rl Source Posting
one 1ype Infarmation
rminiskration Profession
A Statement
Hea.son Information
nfiguration Kt
Relationship Default
3 Accounts
Religion
5 ax Enlity Schedules
State Products and
Statement Code Biling Items
ShudentApplicant Status _I Addresses |
&
Chudant Tuna Salutations
Blackbaud Systems | Add new table | [IElEte tatle I I Display active entries only

|Welcume to Student Billing |
3. On the action bar, click Insert. The New Table Entry screen appears.

Mew Table Entry | x|
Short description: I

Long descriphion: I

[ Inactive
akK I Cancel |

In the Short Description field, enter an abbreviation for the new sales tax entity.

In the Long description field, enter the full name of the new sales tax entity.
To make the new table entry inactive, mark Inactive.

N o v ks

To save the new table entry and return to the Tables page, click OK. The new sales tax entity appears
above the selected entry.

Products and Billing Items Configuration

In Configuration, you can create new sales tax items and apply existing sales tax items to products and billing
items. With sales tax items, you can track the sales taxes you collect from students, individuals, or organizations.
For more information about products and billing items, see the Products and Billing Iltems chapter of the Records
Guide for Student Billing.

Creating Sales Tax Items

If your organization collects sales tax on behalf of government bodies for items or services rendered, you can
establish sales tax items. Once you establish sales tax items, you can associate them with subsequent billing item
records and transactions.
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Note: You can create product and billing item records from the Products and Billing Items page of
Configuration. For increased efficiency, you can also create product and billing item records from the Products
and Billing Items page of Records, or directly from charge or invoice records.

»

Adding a sales tax item

This procedure guides you through adding a sales tax item from the Products and Billing Items page of
Configuration in Student Billing. However, you can also add sales tax items, as needed, when adding charges

and entering line items on invoices. Additionally, you can add sales tax items from the Records page of
Student Billing.

1. From the Products and Billing Items page, click the down arrow next to New Flat Rate Item and select

vk W

New Sales Tax Item. The New Sales Tax Item screen appears.

% New Sales Tax Item

M= ||

File Edit “iew Bilingltem Favouites Tools Help

E]Saveandﬁlosev|u X|B.E|N 4 » N||IQ'|?' |
Item ID: |D1 j Status: IActive 'l

Drescription: ISaIes Tax

[rates: IItem can be uzed on any date j

Item | Attributes I ﬂotesl

CR &ccount Mumber | CR Account Des.. | DR Account Number

Froject 1D

™| Swihern calculating ke far e I

j through I

I~ ltem iz subject to finance and late charges

j entities, include GST

Comment:

In the Item ID field, enter a unique ID for the item.
In the Status field, select “Active” or “Inactive”.
In the Description field, enter a description of the item.

In the Dates field, select “Item can be used on any date” or “Item can only be used from” and enter the
dates during which the sales tax item can be used.

In the Sales Tax Entity column of the grid, select a sales tax entity previously added to the Sales Tax Entity

table in Configuration. You can also enter a new entity in the column and you will be prompted to add it to
the Sales Tax Entity table.

In the Percent column, enter the tax rate for the entity, for example, “7.00”.

In the CR Account and DR Account columns, enter the account information. You can use the binoculars to
search for accounts.

Note: An interfund entry is a balancing entry made to transfer activity between funds and ensure each fund is
kept in balance. Interfund entries are used only when you enter a debit account from a fund different from the

credit account.
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If you enter debit and credit accounts from different funds, in the Interfund field above the distribution
grid, select an interfund set to balance the accounts. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Student Billing.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

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

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

If taxes should be compounded on the first tax entity in the grid, mark When calculating tax for the [ ]
through [ ] include and select the range. The options available in the range depend on the number of
sales tax entities in the grid.

To make the item subject to both finance charges and late fees, mark Item is subject to finance and late
charges.

In the Comments field, you can enter default comments for the item that will appear on statements.
To save the sales tax item and return to the Records page, click Save and Close.

To continue adding information for this item, select the Attributes tab. For more information about
attributes, see “Adding an attribute to a sales tax item” on page 81.

You can also add notes for the sales tax item. For more information about notes, see “Adding a note to a
sales tax item” on page 82.

» Adding an attribute to a sales tax item

Note: If you mark an attribute as required in Configuration, the attribute automatically appears on the item
and you must select a description before saving.

An attribute is a reporting tool you use to group information based on a common theme. By defining
attributes, you can filter information to your specification, which is a useful feature for sorting or filtering
items for reports. You can also define the type of data stored for each item. For example, if you have defined
an attribute for income categories, you can track products and billing items by income.

Note: Attributes can be edited at any time or deleted if the attribute is not required.
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1. From an open sales tax item record, select the Attributes tab.

File Edit “iew Bilingltem Favouites Tools Help

ESaveandElosev|u X||ﬁ §| K 4« » N||| Yo

. GST Item GSTBilling Item - GST Charges for Clients M= 3 I

IternD:  [GSTEiling ltem =l Status: [acive 7|

Description: IGST Charges for Clients

D ates: IItem can be uzed on any date j

HMotes I

<Al Categories>

Attribute Type I Description Short Description Date I Required I Comments

2

2. To add an attribute to the sales tax item, in the Attribute type field, select a specific attribute type or “All
Categories”.

3. In the Attribute type column, select an attribute. Attribute types are established in Configuration.
In the Description column, select a description of the attribute.

5.

To make the attribute required, in the Required column, mark t

he checkbox.

Note: The Short Description column and the Required checkbox are for informational purposes and are edited

only from the Attributes page of Configuration.
6.
7.

In the Date column, enter a date.

In the Comments column, enter additional information about the attribute.

8. To close the sales tax item record and return to the Products and Billing Items page, click Save and Close.

» Adding a note to a sales tax item

The Notes tab of a sales tax item record is an open text field where you can enter additional information
about the sales tax item. You can maintain data such as the purchaser’s name, the delivery date, or other

important information.

1. From an open sales tax item record, select the Notes tab.
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2. In the text box, enter free-form text information about the sales tax item.

File Edit “iew Bilingltem Favouites Tools Help

ESaveandElosev|u X||ﬁ §| K 4« » N||| Yo

®_GST Item GSTBilling Item - GST Charges for Clients =] B3 |

IternD:  [GSTEiling ltem =l Status: [acive 7|

Description: IGST Charges for Clients

D ates: IItem can be uzed on any date j

Item IAttribgtes

Y|

Tip: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!

3. When you exit the Notes tab, your changes are saved automatically.

Adding Sales Taxes to Products and Billing Items

Note: You must define at least one product or billing item record before adding charges.

If your organization collects sales taxes, when you create a product, flat rate, or per usage item that is subject to
a sales tax, such as GST or HST, on the product or billing item record, mark Item is subject to sales tax. Then, you
can select a related sales tax item or create a new item. Selecting an existing sales tax item speeds data entry
because Student Billing automatically calculates the sales tax and applies the sales tax item’s default distribution
to the product, flat rate, or per usage record so you do not have to reenter that information.
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Adding Sales Taxes to Products

On the Product tab of a product record, you can specify whether the product is taxable, and you can select a sales
tax billing item.

.. Hew Product [_ (O] x|

File Edit Yiew Bilingltem Favouwites Toolz Help
E]Saveandtlose-|n X|& ﬁll‘ 4« » H|||g' ? - |
Item ID: I\u"ideo j Status: IActi\te vI

Drezcription: IDrug Awareness Video

Drates: IItem can be uzed on any date j

Broduct I Fricing §chedule| GL Distributionl Attlibgtesl ﬂotesl

Unit price decimals: |2_j ¥ Allow user to edit unit price on ransactions
Quantity decimals: IS_:II

Unit of measire: |E ach j

¥ Product is subject to sales tas I vl [~ Product is eligible far discount

[~ Product is subject to finance and late charges

Camment:

| | Z

Product is subject to sales tax. Mark this checkbox if you must collect sales taxes for this product. In the
field, select the sales tax item to apply to this product. You create sales tax items on the Product and Billing
Items page. For more information about sales tax items, see “Creating Sales Tax Items” on page 79.
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Adding Sales Taxes to Flat Rate and Per Usage Items

On the Item tab of flat rate and per usage item records, you can specify whether an item is taxable, and you can
select a sales tax billing item.

. Hew Per Usage Item =] B3
File Edit “iew Bilingltem Fawouwites Toolz Help

ESaveandClosev|n X||15|" i “|||g' ?- |
ltem ID:  [ms =l Status: [active 4|

Drescription: |Meeting Space

Dates: IItem can be uzed on any date j

Itern IQL Distribution' Attribgtesl Holes'

Unit price decimals: |2_j v &llow user to edit unit price on ransactions
Quantity decimals: IB_ﬂ

Default values: Unit of Measure: I Quantity | Unit Price I Extended Amount |

Day 1,000 $200,00 $200.00

¥ Item iz subject to sales tax: I vI [ ltem iz eligible for discount

I~ Item is subject to finance and late charges

™ Limit charges to: | per: |Eharge far Record j
Lirnit charges by |<A|| datesy vl
If & charge would exceed the limit; IDispIa_l,l a warning message j
Comment:

[ | v

Item is subject to sales tax. Mark this checkbox if you must collect sales tax for this item. In the field, select
the sales tax item to apply to this item. You create sales tax items on the Product and Billing Items page. For
more information about sales tax items, see “Creating Sales Tax ltems” on page 79.

Student Billing Records

From the Records page of Student Billing, you can create product and billing item, student, individual,
organization, charge, credit, invoice, recurring invoice, return, refund, deposit, and payment records. Each record
type can contain information to help you track sales taxes you collect.

In Student Billing, you can create and apply sales tax items to products and billing items, and on the Products and
Billing Items page, you can create a new billing item for sales tax charges. After you create sales tax items, you
can add them as line items on other records.

This chapter guides you through available sales tax options and fields, and it explains how they affect your
organization. For detailed explanations of other record features, and for procedures for creating new records, see
the Records Guide for Student Billing.

Note: Before you begin adding sales tax information to records, we strongly recommend you create sales tax
items and set business rules in Configuration.

Before you begin adding sales tax information to records, we recommend you create sales tax items and set
business rules in Configuration. For more information about Configuration, see the Getting Started chapter.
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Adding a New Sales Tax Iltem

If your organization collects sales taxes on behalf of government bodies for items or services rendered, you can
establish sales tax items. Once you establish sales tax items, you can associate them with billing item records.

Note: You can also create Product and Billing Item records from the Products and Billing Items page of
Configuration, or directly from charge or invoice records.

On the Products and Billing Items page, you can create new sales tax items that you can access from other
records to help track information and speed data entry. To create a new sales tax item, on the Products and

Billing Items page, click the down arrow next to New Flat Rate Item and select New Sales Tax Item. The New Sales
Tax Item screen appears.

. Mew Sales Tax Item [_ (O] x| I

File Edit Y“iew Bilinglten Favouwites Tools Help

ESaveandClosev|n XlB, ﬁl LI = “|||g'| ?- |

Itern ID: | =] Status: IActive VI
Diezcription: I
Dates: IItem cah be uzed on any date j

Item I Attributes I ﬂotesl

Sales Tax Entity I Percent | CR Account Mumber ICR Account Desc... | DR Accounk Number IDR Account Desc...
KIS ol
™| Siihencalzul atita ey far e I j through I ﬂ entities

I~ ltemis subject to finahce and late charges

Camment:
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» Adding a sales tax item

This procedure guides you through adding a sales tax item from the Records page of Student Billing. However,
you can also add sales tax items, as needed, when adding charges and entering line items on invoices.
Additionally, you can add sales tax items from the Products and Billing Items page of Configuration in Student
Billing.

1.

LA S

10.

11.
12.

From the Products and Billing Items page, click the down arrow next to New Flat Rate Item and select
New Sales Tax Item. The New Sales Tax Item screen appears.

. Mew Sales Tax Item H[=] 3 I

File Edit “iew Bilingltem Favourtes Toolz Help

ESaveandElosev|u X|B.ﬁ| M 4 b )I|||Q'| Y |

Item 1D: I j Status: IActive VI
Drescription: I
D ates: IItem can be uzed on any date j

Item | Attributes I ﬂotesl

Sales Tax Entity I Percent I CR Account Murnber TR Account Desc... | DR Account Mumber  |DR Accounk Desc...
Ki i
= “hen calzul ating baw fanthe: | j through | j enlities
I~ Item is subject to finance and late charges

Comment:

S

In the Item ID field, enter a unique ID for the item.
In the Status field, select “Active” or “Inactive”.
In the Description field, enter a description of the item.

In the Dates field, select “Item can be used on any date” or “Item can only be used from” and enter the
dates during which the sales tax can be used.

In the Sales Tax Entity column of the grid, select a sales tax entity previously added to the Sales Tax Entity
table in Configuration. You can also enter a new entity in the column and you will be prompted to add it to
the Sales Tax Entity table.

In the Percent column, enter the tax rate for the corresponding entity. For example, “7.00".

In the CR Account and DR Account columns, enter the correct account information. You can use the
binoculars to search for accounts.

If you enter debit and credit accounts from different funds, in the Interfund field above the distribution
grid, select an interfund set to balance the accounts. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution. For more information about interfund
entries, see the Configuration Guide for Student Billing.

If you have the optional module Projects and Grants, enter a project ID number in the Project ID column,
or use the binoculars to search for a project ID. When you enter a valid project ID number, the description
appears automatically in the Project Description column.

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

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear based on the number of transaction codes you have defined. In the grid, select a value for
each transaction code.
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13.

If taxes should be compounded on the first sales tax item in the grid, mark When calculating tax for the []
through [] include and select the range. The options available depend on the number of sales tax items in

the grid.

14. You can make the item subject to both finance charges and late fees by marking Item is subject to finance

and late charges.

15. In the Comments field, you can enter default comments for the item that will appear on statements.

16. To save the sales tax item record and return to the Records page, click Save and Close. To continue adding
information for this item, click the Attributes tab. For detailed procedures about entering information on
the Attributes tab, see “Adding an attribute to a sales tax item” on page 88.

You can also add notes for the sales tax item. For detailed procedures about adding notes, see “Adding a

note to a sales tax item” on page 89.

» Adding an attribute to a sales tax item

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

and you must select a description before saving.

An attribute is a reporting tool you use to group information based on a common theme. By defining
attributes, you can filter information to your specification, which is a useful feature for sorting or filtering
items for reports. You can also define the type of data stored for each item. For example, if you have defined
an attribute for income categories, you can track products and billing items by income.

Note: Attributes can be edited at any time or deleted if the attribute is not required.

1. From an open sales tax item record, select the Attributes tab.

File Edit %iew Bilingltem Favourtes Toolz Help

ESaveandElosev|u X|B.ﬁ| M 4 b )I|||Q'| ?v

. Mew Sales Tax Item M= B3 I

Item 1D: I j Status: IActive VI
Drescription: I
D ates: IItem can be uzed on any date j

HMotes I

<Al Categories> -

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

Y|

2. In the Attribute type field, select a specific attribute type or “All Categories”.
3. Inthe Attribute type column, select an attribute. Attribute types are established in Configuration.

4. In the Description column, select a description of the attribute.

Note: The Short Description column and the Required checkbox are for informational purposes and are edited

only from the Attributes page of Configuration.



5. Inthe Date column, enter a date.
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6. Inthe Comments column, enter additional information about the attribute.

7. To close the sales tax item record and return to the Products and Billing Items page, click Save and Close.

» Adding a note to a sales tax item

The Notes tab of a sales tax item record is an open text field where you can enter additional information
about the sales tax item. You can maintain data such as the purchaser’s name, the delivery date, or other

important information.

1. From an open sales tax item record, select the Notes tab.

2. Inthe text box, enter free-form text information about the sales tax item.

EhewsoesTmaton_________________________WEH|
File Edit “iew Bilingltem Favourtes Toolz Help
E]Saveandﬁlosev|u X|B.E|N 4 » N||IQ'|?' |
Item 10 I j Status: IActive 'i
Drescription: I
Dates: IItem can be uzed on any date j
Item IAttribgtes
=
=
| A

Note: Notes can be edited or deleted at any time. Just remember that deleted notes cannot be recovered!

3. When you exit the Notes tab, your changes are saved automatically.

Adding Sales Tax to Products and Billing ltems

If your organization collects sales taxes, when you create a product, flat rate, or per usage item that is subject to
sales tax, mark Item is subject to sales tax. Then, you can select a related sales tax item or create a new sales tax
item. Selecting an existing sales tax item speeds data entry because Student Billing automatically calculates the
sales tax and applies the sales tax item’s default distribution to product, flat rate, or per usage record so you do

not have to reenter that information.
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Adding Sales Tax to Products

On the Product tab of a product record, you can specify if the product is taxable, and you can select a sales tax
item.

. New Product =] E3

File  Edit Miew Bilingltem Favourtes Tool: Help
ESaveandEl033v|n 'X|& 5|N 4 b DI|||Q'|?v ‘
Itern ID: I\-"ideo j Status: I Active vI

Crescription: |Drug Awareness Video

Dates: IItem can be used on any date j

Froduct I Pricing §chedule| GL Distributionl Attribgtes' ﬂotes'

Unit price decimals: |2_j v dllow user to edit unit price on transactions
Quantity decimals: IS_j

Unit of measure: IEaCh j

¥ Product iz subject to sales tax: I vI [ Product iz eligible for discount

[ Product is subject to finance and late charges

Comment:

| | 4

Product is subject to sales tax. Mark this checkbox if you must collect sales tax for this product. In the sales
tax field, select the sales tax item you want to apply to this product. You create sales tax items on the Product
and Billing Items page. For more information about sales tax items, see “Adding a New Sales Tax Item” on
page 86”".
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Adding Sales Tax to Billing Items

On the Item tab of flat rate, per usage, TRP, and new automatic billing item records, you can specify if an item is
taxable, and you can select a sales tax item.

®NowPorUsogelton ——__ WEE|
File Edit “iew Bilingltem Favourtez Tool: Help

E]Saveandﬁlosev|u )(|B.ﬁ|l‘ 4 b N||IQ' ? - ‘
Item [D: I j Status: m

Description: |

Dates: IItem can be used on any date j

Itenn IQL Distlibutionl Attribgtesl ﬂotesl

Unit price decimals: |2_j ¥ | &llawiusen o edit unit price o fransactions
Guantity decirals: IS_:II

Default values: Urit of Measure I Quankity | Uniit Price Extended &maunt

0.000

[~ Itemn is subject to sales tax: I vI [ Item iz eligible for discount

[ Item is subject to finance and late charges

[ Limit charges to: | pEn |Charge for Recard j
Lirnit charges by: |<A|| datez» vI
If & charge would exceed the limit: IDispla_l,l a warning message j
Comment:

[ | Y

Item is subject to sales tax. Mark this checkbox if you must collect sales tax for this item. In the sales tax
field, select the sales tax item you want to apply to this item. You create sales tax items on the Product and

Billing Items page. For more information about sales tax items, see “Adding a New Sales Tax Item” on
page 86.

Adding Sales Tax to Charges

Note: For detailed information and procedures for creating a new charge record, see the Records Guide for
Student Billing.

When you create a charge record that contains sales tax, Student Billing automatically creates a separate charge
record containing the sales tax item. For example, Dr Mary Young purchases T-shirts for which you must charge
sales tax. The last charge on file is number 1022. When you create the charge record for the T-shirts, the program

automatically creates charge 1023 for the sales tax item, and the charge you created for the T-shirt order is given
number 1024.
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On a saved charge record, when you click Edit sales tax, the program opens the sales tax charge record so you can
edit the sales tax item description. All other fields are locked and cannot be edited.

B New Charge =] B3 I
File Edit “iew Transaction Fawouwrtes Toolz Help
[ save and Close - u)(|& 5|N 4 b N|'}§||Q|?' |
Tranzaction |§L Distlibutionl Pa_lgments.-’CleditsI Attribgtes.-’NotesI
|Chalge 1D
Charge for: Record Mame | Record ID I SIM | Business #
&l
Transaction date: IUB,."‘I‘I,.QDDS Due date: I
Post status/date:  [Not yet posted ¥ | [03/11/2005
Categary: I j
Productx’Description:l v| nl I
Buantity/price: Unit of Measure | Quankity | Unit Price I Extended Amounk I
Edit Seles Tas | | =l
Comment: I
Prink status: INot ‘r'et Printed j = Hidethis iransaction o printed stateme s
™ Include transaction in finance charge caloulations
|F‘ress F7 for Record Search |Am0unt: $0.00 |Balance: $0.00 | 7 |

Edit sales tax. To edit the tax settings for this charge, click Edit sales tax. A charge record containing the sales
tax item appears so you can edit the sales tax item description. All other fields are locked and cannot be
edited.

In the sales tax field, select the sales tax item you want to apply to this charge. You create sales tax items on
the Product and Billing Items page. For more information about sales tax items, see “Adding a New Sales Tax
Iltem” on page 86.

Adding Sales Tax to Credits

When you create a credit record that contains sales tax, Account Receivable automatically creates a separate
credit record containing the sales tax item. For example, you create a credit for Dr Mary Young that includes sales
tax. The last credit on file is number 517. When you create the new credit record, the program automatically
creates credit 518 for the sales tax credit, and the credit you created is given number 519.
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When you click Edit sales tax, the program opens the sales tax credit record so you can edit the sales tax item
description. All other fields are locked and cannot be edited.

[ Hew Credit M=l I
File Edit “iew Transaction Fawouwrtes Toolz Help
[ save and Close - u)(|& 5|N 4 » N|5§||Q|?' |
Transaction | GL Distribution I Applied To... I Attributes/N otesl
|Credit ID
Credit for: Record Mame | Recard ID I SIM [ Business # I
&
Transaction date: IDS.-"‘I 142008
Post status/date:  [Not yet posted ¥ | [03/11/2006
Categary: I ﬂ
Productx’Description:l v| nl I
Huantity/price: Unit of Measure | Quantkity | Unit Price I Extended Amount I
Edit Sales Tan | f =l
Comment: I
Prink status: INot ‘r'et Printed j = Hidethis iransaction o printed stateme s
|F‘ress F7 for Record Search |Am0unt: $0.00 |Balance: $0.00 | 7 |

Edit sales tax. To edit the tax settings for this credit, click Edit sales tax. A credit record containing the sales tax
item appears so you can edit the sales tax item description. All other fields are locked and cannot be edited.

In the sales tax field, select the sales tax item you want to apply to this credit. You create sales tax items on the
Product and Billing Items page. For more information about sales tax items, see “Adding a New Sales Tax
Iltem” on page 86.
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In Accounts Payable, you can make payments from the Banks page. You can print cheques, record bank drafts,
create and edit one-time cheques, and create manual cheques.

You can pay all invoices associated with a bank account or select payments to make based on a series of filters.
For example, you can select invoices for payment based on a due date or a discount expiry date. You can also
make payments for one vendor or all vendors.

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

A one-time cheque is paid to an individual or business not maintained as a vendor in your database. A manual
cheque is a handwritten cheque for which you only record the information in your database.

Printing Cheques and Recording Bank Drafts

When you click Print cheques and record bank drafts, you access the Create Payments screen where you select
the records and set up printing options for the payments. The Create Payments screen has tabs on which you set
parameters: General, Filters, Invoices, One-Time Cheques, and Format.

Note: To stop processing a payment run, click Cancel at the bottom of the screen.

To move among the tabs, click Next and Back at the bottom of the screen or select the tab itself. On these tabs
you specify the records to include in the payment run and how the payments should look. Once you have
selected parameters for the payment run, you can make the payments by clicking Create Now at the bottom of
the screen. To save the parameters and make the payments later, click Create Later.

» Creating a payment

1. From Payment tasks on the Banks page, click Print cheques and record bank drafts. The Create Payments
screen opens to the General tab.

E= Create Payments
File Edit iew Help

BRI
Step 1: General ‘ 2 Filters I 3 Invoices I 4: One-Time Cheques] 5 Format]

Payment Run

Papment date: Today - Pay all vendars in this payment i | Based on payment methad =
Calculate discounts as of. | Papment date hd
Post status: From Irwaice =
Fost date: Payment date b

Include invoices with these dates

Invoice due date on or before [12/03/2005
¥ Include invoices with discounts that expire on or before |12/03/2005
Printer Options

Print repart to this printer: |\\2KPF||NT1 \DOCEK, ﬂ

Frint payrents ta this printer: | j

[¥ Pause printing between payment types

[T Create an output query of payments

‘ Mext > | Cancel | Create Later | Create Mow
9 |rnvoice(s) approved: $4,196.70 2 One-Time Chequels] approved: $720.00

2. Inthe Payment date field, select a date for the payments you are creating. You can select “Today”, “Period
end date”, or “Specific date”. If you select “Specific date”, enter the date.

3. Inthe Pay all vendors in this payment run field, select the method to use when you pay invoices. You can
select “By Computer cheque”, or “Based on payment method”.
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15.
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In the Calculate discounts as of field, select a date for the program to use to determine whether
discounts are valid or expired. If none of the selected invoices have discounts, the program ignores this
date.

In the Post status field, select the status the payment should be after it is made.
In the Post date field, select a post date. If you select “Specific Date”, enter a date.
In the Invoice due date on or before field, enter a date.

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

In the Print report to this printer field, select the printer on which to print the Pre-payment Report.
In the Print payments to this printer field, select the printer on which to print the cheques.

If you are making different types of payments or want to change paper during the payment run, mark
Pause printing between payment types.

To create an output query of the payment run, mark Create an output query of payments.
Click Next or select the Filters tab.

ES Create Payments
File Edit “iew Help
&2 |
Step 1: General | 3 Invoices | 4 One-Time Ehequesl & Fnrmatl
Filters I Include I Selected Filkers
Wendors Al <Al Wendors >
Invoices Al <Al Invoices =
Banks Selected Operating
< Back | Hexst > I Cancel | Create Later | LCreate Mow
‘ |S Invoice(s) approved: $4.196.70 |2 One-Time Chegue(s] approved: $720.00

To access the Selected <Filter> screen, select a filter in the grid and click Open on the action bar. For
example, click “Vendors” in the Filters column, click Open, and the Selected Vendors screen appears.

To remove filters, click Clear Filters. The Include column displays “All” for every filter.

Note: The Filters column lists vendors, invoices, and banks as the filters available for payments. You cannot
edit this column.

16.

In the Include column, select “All” or “Selected”. If you choose “Selected”, the Selected <Filter> screen
opens so you can designate specific filters. The filters you specify appear in the Selected Filters column.
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17. Click Next or select the Invoices tab.

= Create Payments
File Edit iew Help
as7- |
Step 1. Generall 2 Filters 4: One-Time Chequesl 5 Formatl
7 ‘endor Description Date Due
I~ ] [ 05 irs 02 G 45.95| i 5
V374832 03/07/2006  Amato Business .. Dell Laptop 03/22/2006 $1.245.00 $1.245.00
IV 542 02/10/2008 Auto Express ehicle Repair 031272008 $620.25 $620.25
vV 555 11/15/2005  Auto Express likj 11415/2005 $100.00 $100.00
¥ 333 111542005 Bakker & Aszzoci.. | ashkfj 11/15/2005 $51.50 $51.50
V43421 02/15/2008  Bakker & Associ.. Professional Cons... 02/28/2008 $1.500.00 $1.500.00
M m 11/15/2005  Bayside Insurance | jeff 11415/2005 $11.00 $11.00
222 11/15/2005  Bayside Insurance | lkaifl 1115/2005 $110.00 $110.00
V444 11/15/2005  Bayside Insurance | disth 12/415/2006 $110.00 $110.00
Lol | o
Irvoice number | 3423 = Paotential discount | $8.93 Credit applied $0.00 =
Invoice date 02/01/2008 Dizcount expires | 02/06/2006 Dizzount amount | $0.00
Ireeoice amaount $442.95 Unpaid balance  $448.95 Balance due now $448.95
Amount paid $0.00 Avvailable credit $0.00 Payment amount $433.97
G5T amount | $0.00 hd Credit G5T amaunt $0.00 hd
< Back | Mext > I Cancel | Create Later | Lreate Mow
‘ |9 Invoice(s] approved: $4,196.70 |2 One-Time Chequels] approved: $720.00

18. To pay all the invoices, click Select All on the action bar. The program marks the checkbox in the Pay?
column for all the invoices.

19. To pay only specific invoices, unmark the checkbox in the Pay? column of the invoices you do not want to
pay.

Note: On the Invoices tab you can select invoices to be paid in the payment run. You can create or edit the
payment schedule for the invoice.

20. If you do not want to pay the invoices, click Deselect All on the action bar. The program unmarks the
checkbox in the Pay? column for all the invoices.

21. Click Hide Details to hide invoice information displayed at the bottom of the screen. Click Show Details to
see invoice information.
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24.

25.

26.

22. Click Next or select the One-Time Cheques tab.

&S Create Payments

File Edit iew Help
a2 |
Step 1. Generall 2 F\Itersl 3 Invoices

Formatl

H@i/New #EOpen

Cheque Amount

$220.00 Accounts Payable

< Back | Mext > I

Canicel |

Create Later | Lreate Mow

|9 Invoice(s] approved: $4,196.70

|2 One-Time Chequels] approved: $720.00

“Creating a New One-Time Cheque” on page 101.

do not want to pay.
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To create a new one-time cheque, click New. For more information about creating one-time cheques, see

To include all the one-time cheques in this payment run, click Select All on the action bar. The program
marks the checkbox in the Pay? column for all the cheques.

To include only specific one-time cheques, unmark the checkbox in the Pay? column of the cheques you

If you do not want to include all the one-time cheques in this payment run, click Deselect All on the action
bar. The program unmarks the checkbox in the Pay? column for all the cheques.
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27. Click Next or select the Format tab. In the list on the left, select Computer Cheques. Payment options for
computer cheques appear on the right.

ES Create Payments
File Edit “iew Help

&5 2-

Step 1. Generall 2: Filters | 3 Invoices | 4: One-Time Cheques 5 Fo‘r‘iﬁ;a"t'l

Computer Cheques
Ore-Time Cheques

Payment Options for Computer Cheques
FPayment Inf ion -
Papment foimat: |cHRAPUS2LFPOD

j |B # Preprinted double stub lazer cheques

Starting payment number. |1 042 Festare Default |

¥ Print papment number

Edit Payment Optiohs
Fiint Test alignment Cheque
Format.
Cheque note: Mo note printed on the cheque
Cheque stub note: Mo note printed on the cheque stub
Signature 1: Offer optional signature
Signature 2: Frink signature based on amaunt
Address: Mo address printed
Print payments in this order -
Sort By I Order By Iﬂ
Payee name Agcending
=]

< Back | TdErts I Cancel |

‘ |9 Invoice(s] approved: $4,196.70

Create Later | Lreate Mow

|2 One-Time Chequels] approved: $720.00

28. In the Payment format field, select the form your office uses.
29.

In the Starting payment number field, enter a starting number, up to nine digits, for the cheques.
30.

To make changes to payment options selected in the bank account record, click Edit Payment Options.
When you click Edit Payment Options, the Default Payment Options screen appears.

31. To make sure information is aligned properly on your cheque forms or paper, click Print Test Alignment
Cheque.

32. Inthe Sort By and Order By columns at the bottom of the screen, select how to sort cheques for printing.



CHEQUE PROCESSING 10

33. To select formatting options for the one-time cheques in this payment run, select One-Time Cheques in

the list on the left.

ES Create Payments
File Edit “iew Help

&5 2-

Step 1. Generall 2: Filters | 3 Invoices | & One-Time Cheques  5: Format |

FPayment Inf

Payment Options for One-Time Cheques

Paymernt format: |cHRAPUS2LFPOD

j |B # Preprinted double stub lazer cheques

Format.

Starling payment number. ISame az computer cheques

¥ Print papment number

Edit Payment Optiohs
Fiint Test alignment Cheque

Cheque note:
Cheque stub note:
Signature 1t
Signature 2:
Address:

Print payments in this order -

Mo note printed on the cheque

Mo note printed on the cheque stub
Mever print signakure

Mever print signature

Mo address printed

Sork By I

Order By

Payee name Agcending

-

=

< Back | TdErts I

Canicel |

Create Later | Lreate Mow

‘ |9 Invoice(s] approved: $4,196.70

|2 One-Time Chequels] approved: $720.00

34. In the Payment format field, select the form your office uses.

35. Mark Print payment number so the cheque number appears on the cheques.

36. Inthe Sort By and Order By columns at the bottom of the screen, select how to sort cheques for printing

Note: To stop processing a payment run, click Cancel at the bottom of the screen.

37. Now that payments are selected and formatted, you are ready to print the cheques. Click Create Now at

the bottom of the screen.

Creating a New One-Time Cheque

A one-time cheque is written to an individual or company not maintained as a vendor in the database. When you
click Create a new one-time cheque, the Add a One-Time cheque screen appears so you can define payment,
printing, and posting options for the cheque. The Add a One-Time cheque screen has tabs on which you set
parameters: General, Distribution, and Format. The History of Changes tab is for informational purposes only; you

do not enter or edit data on this tab.

» Adding a one-time cheque

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

the Banks page.
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1. From Payment tasks on the Banks page, click Create a new one-time cheque. The Add a One-Time

o v kW

cheque screen opens to the General tab.

B Add a One-Time Cheque I
File Edit “iew Papment Help

Print Later and Close v| Pririt Mo | Q'| ? - |

Record and Close -

General |Qistribution| Fgrmatl History of Ehangesl

Cheque Information:

Bank account: IDperating j IDperating Account

Chedue date:  [03/31/2006 | Ore-Time cheque number =] 1041

Amourt: I Chegue format: ICHKAPUSZLPPDD‘] j
Edit Tax | I vl I Goods and Services Tax

Chegue amount:l Description:l

Payes name: |

Address | Contact: |

Contact Type | Contact Mumber

Business #: I

Post status/date: INot et posted j ISpecific Date j |D3a"31 /2006 I Cleared onl

Reversal statusddate: INot yet posted j I

| | |N ot reconciled

Bank account information and today’s date automatically appear in the Bank account and Cheque date
fields.

Enter the amount and a description of the payment in the Amount and Description fields
In the Cheque format field, select a cheque form your office uses.
In the Payee name field, enter the name of the business.

To edit sales tax information, click Edit Tax. For more information about editing sales tax information on
the invoice record, see “Editing Sales Tax” on page 104.

Enter the contact information in the Contact field and Contact Type grid.
In the Business # field, enter tax identification number for your organization.

Select a post status and date for the one-time cheque in the Post status/date fields. When the cheque
clears the bank, you can mark Cleared on and enter the date.

Note: You can create a distribution for the payment on the Distribution tab.
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10. Select the Distribution tab.

S Add a One-Time Cheque I
File Edit “iew Papment Help

Record and Close = | Frint Later and Close v| Print Mo | Q‘| ? - |

General Histary of Ehangesl
IDistlibution 'I Interfund: I 'l Budgetl o Entlies” b %l

DR Account Number I DR Account Des... | Arnount | CR Account Numnber | CR &ccount Des. . | Prajes

ar... Load Distribution...  Digtribute Evenly 2 Jelete All.. Remainitg: $0.00

| | |N ot reconciled

11. In the distribution field, select “Distribution” or “Miscellaneous Entries”.

If you select “Distribution”, enter the GST Tax ID field.

If you select “Miscellaneous Entries”, select an interfund entry set in the Interfund field to balance the
accounts.

Note: To delete all of the distributions, click Delete All. To delete one distribution line, select the row to delete
by clicking the button to the left of the grid. Select Edit from the toolbar, then Delete Row. The program
deletes the selected row.

12. In the DR Account Number column, enter the debit fund or account for the distribution. You can use the

13.

14.

15.

16.

17.

small binoculars to search for an account segment or the large binoculars to search for an account
number.

When you enter a valid debit account number, the description appears automatically in the DR Account
Description column.

Enter the amount of the distribution in the Amount column or the percentage in the Percent column. You
can manually enter amounts or percents for each account or you can click Distribute Evenly to distribute
amounts or percents equally among the selected accounts.

In the CR Account Number column, enter the credit fund or account for your distribution. You can use the

small binoculars to search for an account segment or use the large binoculars to search for an account
number.

When you enter a valid credit account number, the description appears automatically in the CR Account
Description column.

In the Interfund field above the distribution grid, select an interfund set to balance the accounts if you
enter debit and credit accounts from different funds. If you have not created a balancing interfund set for
those accounts in Configuration, you cannot save the distribution.

If you have the optional module Projects and Grants, enter the project ID number in the Project ID
column or use the binoculars to search for a project ID. When you enter a valid project ID number, the
description appears automatically in the Project Description column.

In the Class column, select a class for the distribution.
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18.

19.

20.

21.

22.

23.

24.

25.

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

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

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

You can click Load Distribution to display a list of all existing account distributions defined in Accounts
Payable Configuration.

You can click Distribute Evenly to divide the distribution evenly among all accounts entered in the
distribution grid.

To attach transaction attributes to an account in the distribution, select the account and click Attributes
on the action bar below the grid. When you have finished entering information, click OK to return to the
one-time cheque Distribution tab.

You can click Delete All to delete all the distributions in the grid.

If you have the optional module Budget Management, you can click Budget on the action bar above the
grid to check the account or project against its budget.

To preview General Ledger debits and credits for the cheque, click DR/CR Entries on the action bar above
the grid.

Note: The History of Changes tab displays an historic record of key changes made to the one-time cheque. The
information provides an audit trail and is for informational purposes only. You cannot add or edit data on the
History of Changes tab.

26.

Click Print Later and Close on the toolbar so you can print this one-time cheque in your next payment
run. You return to the Banks page.

Editing Sales Tax

To edit sales tax information, click Edit Tax on the one-time cheque. When you edit the tax amount, the new
amount is applied to the tax distribution proportionally.

» Editing sales tax from a one-time cheque

1.

From the one-time cheque, click Edit Tax. The Edit Sales Tax screen appears.

N |
TooTo: (O] [s %]
| Sales TaxE.. | Description | Amount I

Apply Bate  Update Total Remaining: $£0.00

Cancel |

In the Total Tax field, select “GST”, “HST”, “LST” or “ZST".

3. To enter distributions by amount, click the $ button. To enter distributions by percent, click the % button.
4. Click OK to save the edited sales tax.
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Editing Unwritten One-Time Cheques

When you click Edit unwritten one-time cheques, the Unwritten One-Time Cheques screen for the selected bank
account appears so you can select a cheque and edit payment, printing, and posting options for the cheque. You
can also record and print one-time cheques from this screen.

» Editing an unwritten one-time cheque

1. From Payment tasks on the Banks page, click Edit unwritten one-time cheques. The Unwritten One-Time
Cheques screen appears.

% Unwritten One-Time Chegques for Operating Account

ﬁﬂeu &2 Open Delete Becord Cheque  FPrint Cheque i Find 4 Export

Cloze |

Note: To use one-time cheque information in another software application, click Export on the toolbar.
2. Select a cheque in the grid and click Open on the toolbar. You can enter or edit information on the
cheque record before making the payment.

3. Torecord the cheque as a payment transaction in the bank register, select the cheque in the grid and click
Record Cheque on the toolbar.

Note: If the grid contains numerous entries, you can click Find to find a specific one-time cheque. By using the
Find screen, you can quickly find the cheque instead of spending time scrolling through them in the grid.

4. To print the cheque, select it in the grid and click Print Cheque on the toolbar. The Printing Payment
Status screen appears so you can assure cheques will print successfully. After cheques print and you
return to the Unwritten One-Time Cheques screen, the cheque no longer appears in the grid.

5. Click Close to return to the Banks page.

Creating Payments from Invoices

From the Payments/Credits tab of an invoice record, you can click Pay Now to open the Create a Payment for
Invoice screen. This screen is similar to the Add a One-Time cheque screen in Banks. Here, you create cheques to

pay invoices.
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» Creating a payment from an invoice

1. From the Payments/Credits tab of an open invoice record, click Pay Now. The Create a Payment for

O N »

10.

11.
12.

Invoice screen opens to the General tab.

E= Create a Payment for Invoice 111 I
File Edit “iew Payment Help

Record and Cloze Y| Eririt Later atid [Elose v| Frint Mo | Q| ? - |

General Igistributionl Fgrmatl Hiztary of Changesl
Cheque Information-
Bank account: I j I

Cheque date: |12.-"03.-"2DDB IComputer cheque numberj I
Amaunt: |$1 1.00 Cheque format: I j

Payee Information -

FPayee narme: IBayside Insurance
Lddress | 240 Fally Road Contact: |
James [gland, SC 23412
Contact Type I Contact Mumber
Businzss [800) 458-8996

Tax |0 number: I

Post status/date:  [Not yet posted || [ Specific Date || [12/03/2008 " Cleared onl

Reversal status/date: INgt vet posted j I

| | |N0t reconciled

In the Bank account field, select a bank account. The bank account description appears automatically.
In the Cheque date field, enter the cheque date.

The Amount field is for informational purposes only and displays values from the Invoice amount or
Discount amount fields of the invoice.

In the cheque type field, select “Computer cheque number” or “Manual cheque number”.
In the cheque number field, enter a cheque number.
If you select a computer cheque type, in the Cheque format field, select a format.

The Payee name, Address, and Tax ID number fields are for informational purposes and display vendor
information from the invoice.

The Contact field and contacts grid are for informational purposes and display contact information from
the invoice.

In the Post status/date field, select a current posting status and the date posted to the general ledger. If
you select “Specific Date”, enter a date.

When the cheque clears, mark Cleared on and enter the date it cleared.

The Reversal status/date fields are for informational purposes only and display reversal information from
the invoice.



CHEQUE PROCESSING 10

13. Select the Distribution tab.

E= Create a Payment for Invoice 111

x|
File Edit “iew Paument Help

Record and Close = | Frirt Later and Close v| Print Mo | gl

?- |

Format I Histary of Changesl

IDistribution 'l Interfurd: |D1 'l %Entries"? %l

| DR Account Number | DR Account Des.. | Amount

| CR Azcount Mumber I CR Account Des... I Praoje:

ior... Loz Distinior...

Remaining: $11.00

|Not reconciled

14. You can view debit and credit information you entered on the invoice record. Information on the

Distribution tab is for informational purposes only and cannot be edited.
15. Select the Format tab.

ES Create a Papment for Invoice 111
File Edit “iew Payment Help

Record and Close Y| Eririt LLater and (Elmse v| Pririt Mo | gl

?. |

General | Distribution

| Hiztan of Changesl

Payment Optio Printer Options

Format and Print Options

heque naote:

Mo note printed on the cheque ﬂ
Cheque stub note: Mo note printed on the chegue stub
Cheque printed ta:
Signature 1: Mever print signature
Signature 2: Mever print signature
Transit AB& number: ;I
Signature[z]
Sighature Preview |

| 1| Electronic signature is not allowed
2 | Electronic zignature iz not allowed

| | |N0t reconciled

16. Click Payment Options on the action bar to access the Payment Options screen. In the Format and Print

Options grid, you can change alignment and cheque stub information. In the Signature(s) grid, you can
add or edit electronic signatures and enter notes for the one-time cheque.

Note: Selections you make on the Payment Options screen appear in the Format and Print Options frame.
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17. Click Printer Options to access the Printer Options screen. From this screen you can select printing
information for the payments.

18. To save the payment and return to the invoice record, click Record and Close.
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In Accounts Payable and Accounts Receivable, you can create Business Activity Statements to view sales tax
information quickly and easily. These reports are valuable tools for documenting your sales tax rebates and
providing accurate information about the taxes you collect.

The Reports page is the central location for reporting. From the navigation bar, select Reports to access the
Reports page. This page contains links to each report category. When you click a link, the program displays a list
of the reports making up the category. To access Public Sector Bodies GST Reports in Accounts Payable, click
Invoice Reports. To access Public Sector Bodies GST Reports and Sales Tax Reports in Accounts Receivable, click
Transaction Reports.

This chapter explains the procedures for creating Public Sector Bodies GST Reports and Sales Tax Reports.

Accounts Payable Reports

In Accounts Payable, you can create Public Sector Bodies GST Reports to list all your obligations and entitlements
as GST amounts. You can use these values to complete the GST portion of your taxes and file for rebates. This
section contains detailed procedures for creating a GST report. For detailed information about creating other
Accounts Payable reports, see the Reports Guide for Accounts Payable.

Creating a Public Sector Bodies GST Report

The Public Sector Bodies GST Report shows tax information from Accounts Payable, Accounts Receivable,
General Ledger, and the Raiser’s Edge.

The Public Sector Bodies GST Report has four tabs on which you set parameters: General, AP Filters, AR Filters,
and Format. To move among the tabs in a report, use Next and Back at the bottom of the screen or select the tab
itself. On these tabs you specify the records to include in the report and how the report should look.

» Creating a Public Sector Bodies GST Report

Note: The action bar is located above the list of reports and contains links for creating a new report, opening a
report, and deleting a report. These links are common to all Reports pages.
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Note: Fields, options, and checkboxes on the General tab vary for each report.

3.

From the Reports page, click Invoice Reports. The Invoice Reports page appears with a list of all invoice

reports on the left. In the list, select Public Sector Bodies GST Report.

#% The Financial Edge M=l
File Edt View Go Favortes Tools Help

4 Back  # Forward ] Cormrunity Services Inc, ™ « Accounts Payable ™

Shorkcuks

12 Reports * Invoice Reports

New ‘ [pen ‘Qelate... Reports
— " " Eiank.

1 Aecaurt Distibulion Repart Public Sector Bodies GST Report Accourt

Aged Accounts Papable Report PReparts

dies GST Report Mame | Description | Date Created | Created By | Invoice
'_j Cazh Requirements Report Reports

] Credit Memo Report

Pivot
] Hold Payment Report Reports

] Invoice Expense Allocation Feport

] Inwoice Generation Feport Poﬂgrase
] Irwoice History Report Reparts

j Open Invoice Report
j Project Distribution Report ;ea;gstrs
j Fiecuring rwvoice Report

dministration j Tranzaction Register

Configuration

board 3 _’I

I Only show my reparts

information from Accounts Papable, Accounts
Receivable, General Ledger, and The Raizer's Edge.

n The Public Sectar Bodies GST Report reports on tas

Monthly Repaorts
‘Wb Links

|Wa\coma to Accounts Payable |

B

On the action bar, click New. The New Public Sector Bodies GST Report screen opens to the General tab.
On this tab, you can set specific parameters and make selections about the information included in the

report.

A& New Public Sector Bodies G5T Report I
File Edit ‘iew Favortes Toolz Help

HR2SE0 = - |

1: General |g: AP Filtersl 2 AR Filtersl 4 Farmat

Include Irvoice, Credit Memos, and One-Time Checks with these dates

Date: Include all dates

"

Include tranzactions from these systems -

W Accounts Receivable
¥ Accounts Papable

[~ Create an output query of Ilnvoices 'I

Feport Orientation: Landzcape

< Back Mext » Cancel FErint Freview Layout

In the Date field, select a date range for the report. If you select <Specific range>, you must also enter a

start date and end date.
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4. Inthe Include transactions from these systems frame, mark Accounts Payable or Accounts Receivable to
include transactions from those programs in the report.

To create an output query, mark Create an output query and select “Invoices”.
Click Next or select the AP Filters tab. On this tab, you can filter the information appearing in the report.

lQ Mew Public Sector Bodies G5T Report I
File Edit *“iew Favortez Toolz Help
FlEE R el |
1: General  2: AP Filters |§: AR Filtersl 4: Format
&20pen ) Clear &l Filters
Filkers | Include Selected Filters I
Yendors Mj <Al Yendors =
Invoices &l <Al Invoices=
Credit Memos &l <Al Credit Memos:>
Payments all <all Payments =
Post Statuses &l <Al Post Statuses =
Yendor Attributes &l <Al Yendor Atkributes>
Invoice Attribukes &l <Al Invoice Attributes
Credit Memo Attributes all <Al Credit Memo Attribubes>
< Back | Mext » Cancel FErint Preview Lapout

Note: Once you highlight a filter in the grid, you can click Open to access the Selected <Filter> screen on which
you select specific filters.

7. Inthe Include column, select “All” or “Selected”. If you choose “Selected,” the Selected <Filter> screen
opens so you can designate specific filters.

Selected Vendors E I

s Filizr  Mexst Filker

Yendor MName | Wendor ID |

oK I Cancel |

8. Toinclude all the filters listed in the grid, mark All.

9. To view or edit the previous filter without returning to the AP Filters tab, click Previous Filter. To view or
edit the next filter without returning to the AP Filters tab, click Next Filter.
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Note: You can click Clear All Filters to remove all previously selected filters from the report.

10. Click OK to return to the AP Filters tab. Your selections appear in the grid.

11. Click Next or select the AR Filters tab.

lQ Mew Public Sector Bodies G5T Report
File Edit *“iew Favortez Toolz Help

= D= e = el 2

1 General' 2 AP Filters

&0pen | Clear AlF]

Post Statuses

all

<Al Post Statuses =

Filkers Include | Selected Filters I
Clignts &l <Al Clignts =
Invoices &l <Al Invoices=
Credits &l <Al Credits =

Client Attributes &l <Al Client Attribukes =

Invoice Attribukes &l <Al Invaice Attribukes =

Transaction Attributes &l <Al Transaction Attributes =

< Back | Mext » Cancel FErint Preview Lapout

Note: Once you highlight a filter in the grid, you can click Open to access the Selected <Filter> screen on which

you select specific filters.

12. In the Include column, select “All” or “Selected”. If you choose “Selected,” the Selected <Filter> screen
opens so you can designate specific filters.

13. To include all the filters listed in the grid, mark All.
14. To view or edit the previous filter without returning to the AR Filters tab, click Previous Filter. To view or

edit the next filter without returning to the AR Filters tab, click Next Filter.
15. Click OK to return to the AR Filters tab. Your selections appear in the grid.
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16. Click Next or select the Format tab. On the Format tab, you select how you want the report to appear.

lQ Mew Public Sector Bodies G5T Report I
File Edit %iew Favortes Toolz Help

RS R0 -2 |

1: General | 2: AP Fiters | 3 AR Fiters

Criteria

Detail r— Heading Format
Sort Title: IPuinc Sector Bodies GST Feport
Page Foater Subtitle: I

Repart Faater
Mizcellaneous Aligr: IEenter YI

¥ Print arganization name in header

W Print Page Number in Heading [V Print Report Date in Heading ———
Farmat: IF'age 1 j Farmat: IShort Date and Time j
aligr: [Fight =l | | Align: [Len =

¥ PFrint repart heading on each page

< Back | Hexts | Cancel | FErint | Freview | Layout |

Headings. You can enter a maximum of 60 characters in both the Title and Subtitle fields. The program assigns a
name in the Title field based on the record type; in this case, “Public Sector Bodies GST Report”. You can
change this title. The title and subtitle appear at the top of the report. You can also select how to align the
heading and whether to include your organization’s in the header.

You can include other options in the header, such as the page number and the date, to appear on every page
of the report.

lQ Mew Public Sector Bodies G5T Report I
File Edit *“iew Favortez Toolz Help

e W |

1 General' 2 AP Filtersl 3 AR Filterz  4: Format I

5] Headings Criteria

1=l I_ I

Del [+ Frink these criteria an | a separate page hd

Sort Saved report name =
Page Footer DutpLt query name

Report Footer Dates ko Include

Miscelaneous Inciude transactions from these spstems

Include Accounts Payable tax entities
Include Accounts Payable vendaors

Include Accounts Payable invoices

Include credit memoz

Include one-time cheques

Include Accounts Papable post status
Include Accounts Payable vendor attibutes
Include Account Pavable invoice attributes
Include credit mema attributes

Include Accounts Receivable tax entities
Include clients

Include Account Receivable invoices ;I

< Back | et | Cancel | FErint | Preview | Lapout

Criteria. Select Criteria to print a list of criteria used to create the report. Mark Print these criteria on and select
a separate page or the first page. All selected options print in the criteria section of the report.
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The program automatically selects all criteria. Unmark the checkbox for any you do not want to print with the

report.

lQ Mew Public Sector Bodies G5T Report
File Edit %iew Favortes Toolz Help

= D= e el

]|

1 General' 2 AP Filtersl 2 AR Filters  4: Format I

Headings
Criteria

Sort

Page Footer
Repart Faater
Mizcellaneous

¥ Include the totals section of the report.
W Includs the tax itemns section of the report.

¥ Include the PSB section of the report..

Sort by Order by
PSE Code Agcending
¥ Subtatal on PSE code.
< Back | Hexts | Cancel | FErint | Freview Layout
|
Detail. Use Detail to select details specific to the report.
lQ Mew Public Sector Bodies G5T Report I

File Edit %iew Favortes Toolz Help

= D= e el

1 General' 2 AP Filtersl 2 AR Filters  4: Format I

Headings
Criteria
Detail
‘B Sort

Page Footer
Repart Faater
Mizcellaneous

Sort

Sort by | Order by |
G5T Tax Entity Ascending
Tranzaction Type Azcending

< Back | Hexts |

Cancel |

FErint | Previe@l

Layout |

Sort. Use Sort to select the order in which information appears on the report. When you select Sort on the

Format tab, a grid displays the categories you can sort in the report. Select a sorting category in the Sort by
column and select Ascending or Descending in the Order by column.
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If you make no selections in the Sort by column in the grid, the program sorts by GST Tax Entity and
Transaction Type in ascending order.

lQ Mew Public Sector Bodies G5T Report I
File Edit %iew Favortes Toolz Help

RS R0 -2 |

1 General' 2 AP Filtersl 2 AR Filters  4: Format I

Headings Page Footer

Literia FPage Footer Text
Detail B

Sort Text:

‘B Page Footer
Repart Faater
Mizcellaneous

Aligr: I Center x l

I Print Page Number in Footer [~ Print Report Date in Footer
Farmat: IF'age 1 j Farmat: IShort [ate and Tine j
aligre.[Fight B | |lian: [Len =
< Back | Hexts | Cancel | FErint | Freview | Layout |

Page Footer. You can enter a maximum of 255 characters in the page footer. You can also include other options
in the page footer, such as the page number and date.

lQ Mew Public Sector Bodies G5T Report I
File Edit %iew Favortes Toolz Help

S -2 |

1 General' 2 AP Filtersl 2 AR Filters  4: Format I

Headings Report Footer

Criteria
Detail Fepart Foater Texst
Sort Text:

Page Footer
‘B Report Footer
Mizcellaneous

Aligr: I Left - l

< Back Hexts Cancel FErint Freview Layout
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Report Footer. You can enter a maximum of 255 characters in the report footer and select how you want text
aligned. The report footer appears at the end of the report.

lQ Mew Public Sector Bodies G5T Report I
File Edit %iew Favortes Toolz Help

RS R0 =2 |

1 General' 2 AP Filtersl 2 AR Filters  4: Format I

Headings Miscellaneous

Criteria
Detail Show currency character on All arounts
Sart Show percent sign on All amounts
Page Footer Megative amount format 1234 5E)
: I.: Murmber of digits after decimal for amournts 2
[ Murber of digits after decimal for percentages 2

Shaw 1000'z separatar ez

Show blanks instead of zeros Mo

Font zize a

Sample amount:

Amaount [$1.234.58)
Percent 100.00%
< Back | Hexts | Cancel | FErint | Previe@l Layout |

Miscellaneous. You can select how you want numbers to appear on the report. You can also select the font size
used in the report.

Accounts Receivable Reports

In Accounts Receivable, you can create Public Sector Bodies GST Reports to list all your obligations and
entitlements as GST amounts. You can use these values to complete the GST portion of your taxes and file for
rebates. This section contains detailed procedures for creating a GST report. For detailed information about
creating other Accounts Receivable reports, see the Reports Guide for Accounts Receivable.

Creating a Public Sector Bodies GST Report

The Public Sector Bodies GST Report shows tax information from Accounts Payable, Accounts Receivable,
General Ledger, and the Raiser’s Edge.

The Public Sector Bodies GST Report has four tabs on which you set parameters: General, AP Filters, AR Filters,
and Format. To move among the tabs in a report, use Next and Back at the bottom of the screen or select the tab
itself. On these tabs you specify the records to include in the report and how the report should look.

» Creating a Public Sector Bodies GST Report

Note: The action bar is located above the list of reports and contains links for creating a new report, opening a
report, and deleting a report. These links are common to all Reports pages.
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1. From the Reports page, click Transaction Reports. The Invoice Reports page appears with a list of all
transaction reports on the left. In the list, select Public Sector Bodies GST Report.

% The Education Edge (=]
File Edit Wew Go Favowites Toole Help

& Back & Forwand J Community Services Inc. = = Accounts Receivable ™

12 Reports  Transaction Reports

Shartcuts

Mew [pen [Melste Reports

- - . Action
]ﬁ B L Public Sector Bodies GST Report Reports
I Irvwoice Repart

hlarme |Descr\ptlon |Date Created |Created By |0thers May Madi Agslcﬁiss

|Et{|1-' Home:

il

[5] Recurring lrwoice Rreport Bank
ark Accaunt
| ExPOME ] Sales Taw Report

b ] Transaction List

'g R ] Unapplied Credit Report Client:

Reports
E Mail
‘?‘;’ Banks

Reports

Custom
Reports

|

Deposit and
Receipt
Reports

Pivot
Reports

F

Product and
Billing Item
Reports

Transaction
Fl LI Reports

I~ Only show my reports

i

The Public Sector Bodies GST Report reports on tax information from Accounts
Payable, Accounts Receivable, General Ledger, and The Raiser's Edge.

Blackbaud Systems |

‘wielzome to Accounts Feceivable |

2. On the action bar, click New. The New Public Sector Bodies GST Report screen opens to the General tab.
On this tab, you can set specific parameters and make selections about the information included in the
report.

lQ Mew Public Sector Bodies G5T Report

File Edit Wiew Favourtes Tool: Help
= P R e

1: General |2: AP Filters | 3 AR Filters | 4 Format

Include Invoices, Credit Memos, and One-Time Chegues with these Post Dates:

Dhate: Include all dates

Include transactions from these systems: .

[¥ accounts Receivable
[¥ Accounts Payable

[~ Create an output quemy of invoices

Report Orientation: Landzcape

< Bach | Mest » Cancel Print Freview Layout

Note: Fields, options, and checkboxes on the General tab vary for each report.

3. In the Date field, select a date range for the report. If you select <Specific range>, you must also enter a
start date and end date.
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4. Inthe Include transactions from these systems frame, mark Accounts Payable or Accounts Receivable to
include transactions from those programs in the report.

To create an output query of invoices, mark Create an output query of invoices.

Click Next or select the AP Filters tab. On this tab, you can filter the information appearing in the report.

lQ Mew Public Sector Bodies G5T Report I
File Edit *“iew Favortez Toolz Help
S = e S
1: General  2: AP Filters |§: AR Filtersl 4: Format
&20pen ) Clear &l Filters
Filkers | Include Selected Filters I
Yendors Mj <Al Yendors =
Invoices &l <Al Invoices=
Credit Memos &l <Al Credit Memos:>
Payments all <all Payments =
Post Statuses &l <Al Post Statuses =
Yendor Attributes &l <Al Yendor Atkributes>
Invoice Attribukes &l <Al Invoice Attributes
Credit Memo Attributes all <Al Credit Memo Attribubes>
< Back | Mext » Cancel FErint Preview Lapout

Note: Once you highlight a filter in the grid, you can click Open to access the Selected <Filter> screen on which

you select specific filters.

7. Inthe Include column, select “All” or “Selected”. If you choose “Selected,” the Selected <Filter> screen
opens so you can designate specific filters.

Selected Yendors

s Filizr  Mexst Filker

Wendor Mame

| Wendor ID |

oK I Cancel |

8. Toinclude all the filters listed in the grid, mark All.

9. To view or edit the previous filter without returning to the AP Filters tab, click Previous Filter. To view or
edit the next filter without returning to the AP Filters tab, click Next Filter.
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Note: You can click Clear All Filters to remove all previously selected filters from the report.

10. Click OK to return to the AP Filters tab. Your selections appear in the grid.
11. Click Next or select the AR Filters tab.
lQ Mew Public Sector Bodies G5T Report I
File Edit *“iew Favortez Toolz Help
e W |
1 General' 2 AP Filters
& 0pen ) Clear Al Filters
Filkers Include | Selected Filters I
Clignts &l <Al Clignts =
Invoices &l <Al Invoices=
Credits &l <Al Credits =
Post Statuses all <Al Post Statuses =
Client Attributes &l <Al Client Attribukes =
Invoice Attribukes &l <Al Invaice Attribukes =
Transaction Attributes &l <Al Transaction Attributes =
< Back | Mext » Cancel FErint Preview Lapout

Note: Once you highlight a filter in the grid, you can click Open to access the Selected <Filter> screen on which
you select specific filters.

12.

13.
14.

15.
16.

In the Include column, select “All” or “Selected”. If you choose “Selected,” the Selected <Filter> screen
opens so you can designate specific filters.

To include all the filters listed in the grid, mark All.

To view or edit the previous filter without returning to the AR Filters tab, click Previous Filter. To view or
edit the next filter without returning to the AR Filters tab, click Next Filter.

Click OK to return to the AR Filters tab. Your selections appear in the grid.
Click Next or select the Format tab. On the Format tab, you select how you want the report to appear.

Headings. You can enter a maximum of 60 characters in both the Title and Subtitle fields. The program assigns a
name in the Title field based on the record type; in this case, “Public Sector Bodies GST Report”. You can
change this title. The title and subtitle appear at the top of the report. You can also select how to align the
heading and whether to include your organization’s in the header.
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You can include other options in the header, such as the page number and the date, to appear on every page
of the report.

lE Mew Public Sector Bodies G5T Report I
File Edit Wiew Favortez Toolz Help

S R =l |

1: General | 2 &P Fiters | 3: AR Fiker

B Headros Heminger ]

Criteria
Detsil —Heading Format
Sart Title: |Pub|iu: Sector Bodies GST Report
Page Footer Subtite: |

Feport Footer
Miscelaneous Aligr: ICenter 'I

¥ PFrint organization name in header

v Print Page Number in Heading W Frint Feport Date in Heading
Farmat: IF'age 1 j Format: IShDrt Date and Time j
Align: | Right =l || Aign Lt i

[V Print report heading on each page

< Back | e | Cancel | Brint | Preview | Laypout |

Criteria. Select Criteria to print a list of criteria used to create the report. Mark Print these criteria on and select
a separate page or the first page. All selected options print in the criteria section of the report.

The program automatically selects all criteria. Unmark the checkbox for any you do not want to print with the
report.

IQ Mew Public Sector Bodies G5T Report I

File Edit “iew Favourtes | Toolz Help
RS R - |

1 Generall 2 AP Filter$| 2 AR Filters  4: Farmat |

| Criteria
: Dretail ¥ Print these criteria on Ia separate page 'I

Sart Saved report name =
Page Foater Output query name —
Report Footer Dates to Include

Miscellaneaus Include transactions from these systems

Accounts Payable tax entities ta include
Vendors to inchude

Accounts Payable invoices to include
Credit mermos ta include

One-time cheques to include

Accounts Payable post statuses to include
Wendor attibutes to include

Accounts Payable invoice attibutes to include —
Credit memo attributes to include

Accounts Receivable tax entities to include

Clients ta include

Accounts Receivable invaices to include LI

¢ Back | et Cancel Erint Preview | Lapout |
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Detail. Use Detail to select details specific to the report.

u Mew Public Sector Bodies G5T Report
File Edt ‘View Favortes Toolz Help
H LGS & B
1 General] 2 AP Filters] 3 AR Filters  4: Format l
=] Headings Detail
=l Criteria
M [v Include the totals zection of the report.
=] Sort
2] Page Footer v Include the taw items section of the repart,
= Fh.eport Footer ¥ Include the PSE section of the repart,
= Miscellaneous
Sart by Order by
PSE Code Azcending
[V Subtotal on PSE code.
¢ Back | | Cancel | Erint | Preview | Layout |

Sort. Use Sort to select the order in which information appears on the report. When you select Sort on the

Format tab, a grid displays the categories you can sort in the report. Select a sorting category in the Sort by
column and select Ascending or Descending in the Order by column.

If you make no selections in the Sort by column in the grid, the program sorts by GST Tax Entity and
Transaction Type in ascending order.

u Mew Public Sector Bodies G5T Report
File Edt View Favortes Toolz Help
u _:F- % —a IIIJ ? T

1 General] AP FiIter&] 2 AR Filters  4: Farmat ]

2] Headings Sort

=] Criteria

=] Detail Sart by | Order by |

GST Tax Entity Azcending
=] Page Footer

Tranzaction Type Azcending
=] Report Footer

2] Mizcellaneous

¢ Back Cancel Erint Preview Lapout
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Page Footer. You can enter a maximum of 255 characters in the page footer. You can also include other options
in the page footer, such as the page number and date.

File Edt ‘View Favortes Toolz Help

HRE R -2

Ig Mew Public 5ector Bodies G5T Report I

1 Generall 2 AP Filtersl 3 AR Filters 4 Format |

Page Footer

Headings

Criteria
Dietail — Page Footer Text
Sort Text:

‘B Page Footer
Report Footer
Mizcellaneous

Align: ICenter "I

~ I Prirt Page Humber in Foater

[~ Print Bepart Date in Footer

Farmat: IF'age 1 j Formnat: IShort Diate and Time j
Aligr: IHight j Aligr ILeft j
< Back | [HEwt s | Canhcel FErrint | Preview | Lapout |

Report Footer. You can enter a maximum of 255 characters in the report footer and select how you want text
aligned. The report footer appears at the end of the report.

lE Mew Public Sector Bodies G5T Report
File Edt ‘View Favortes Toolz Help

= = R =] el 2

1 Generall 2 AP Filtersl 3 AR Filters  4: Format |

Report Footer

Headings
Criteria
Detail Report Footer Text
Sort Teut:
Page Footer

‘B Feport Foater
Miscellaneous

Align: ILeft vl

¢ Back | IHests Cancel

Erint Preview Layout
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Miscellaneous. You can select how you want numbers to appear on the report. You can also select the font size
used in the report.

Ig Mew Public 5ector Bodies G5T Report I

File Edt ‘View Favortes Toolz Help
== e = el |

1 Generall 2 AP Filtersl 3 AR Filters 4 Format |

Headings Miscellaneous

Criteria

Detail Show currency character on All arnounts
Sort Shaw percent sigh on All amountz
Page Footer Megative amount format [1234.5E)

Fieport Focter Mumber of digits after decimal for amounts 2

: - Murnber of digits after decimal for percentages 2
Show 1000's zeparator Yes
Show blanks instead of zeros Mo
Farit size 8

Sample amount:

Arnont [$1.234.5E)
Percent 100.00%
< Back | [HEwt s Canhcel FErrint Preview Lapout

Creating a Sales Tax Report

By creating a Sales Tax Report in Accounts Receivable, you can view a breakdown of the sales taxes you collect
from or refund to clients. This report lists details such as the client name, source amount, tax amount, and the
subtotals by sales tax item.

» Creating a sales tax report

1. From the Reports page, click Transaction Reports. The Transaction Reports page appears with a list of all
transaction reports on the left.



2.

In the list on the left, select Sales Tax Report.

#% The Education Edge

File Edit Wiew Go Favouites Tools Help

_[5]

x

 Back % Farward J Cormmunity Services Inc, = + Accounts Receivable ™

Shartcuts

12 Reports » Transaction Reports

MNew [Hper Delete.

jAccéunl Distribution Repart Sales Tax Report
) Inwaice Report

j Project Distribution Report Mame: |Descriptmn ‘Date Created |Craated By

|0thers May Mo

] Public Sector Bodies GST Ae
é Recuring Invoice Report

=
=g Export B ort
= Transaction List

.g Reports Uriapplied Credit Feport

Blackbaud Systems |

K1 ]
_-:aphm_ln__: [ Only show my reparts
¢ |
i E A Sales Tax Repoit provides detailled o summarnzed information regarding
=l Help sales tax transactions for a specified period of time.
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.
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3. On the action bar, click New. The New Sales Tax Report screen appears on the General tab. On this tab,
you can set specific parameters and make selections about the information included in the report.

M@ Mew Sales Tax Report
File Edit “iew Favourtes Toole Help

= DR RN el 2

1: General IZ: Filters | 3 Formatl

Report format: (e

w Show GL distibution for each zales tax entity

Include these dates.

Trangaction date: Ilnclude all dates "I
Post date: Ilnclude all dates "I

[v Create an output query of ICIients 'I
Freport arientation: IPortrait 'I

¢ Bach | Mest » Cancel Print

Freview

Layout

Note: Fields, options, and checkboxes on the General tab vary for each report.

4.

In the Report format field, select Detail or Summary. If you select Detail, the report shows every
transaction that incurred sales tax. If you select Summary, the report shows only the amount of sales tax

that is owed to each sales tax entity.

If you select Summary in the Report format field, you can mark Show GL distribution for each sales tax

entity to include a summary of the GL distribution.
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5. In the Transaction date field, select a date or date range for the transactions to include in the report.

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

6. Inthe Post date field, select a date or date range of post dates of transactions to include in the report.

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

7. To create an output query, mark the checkbox and select the output query type you want to create.
In the Report orientation field, select “Landscape” or “Portrait”.
9. Click Next or select the Filters tab. On this tab, you can filter the information appearing in the report.

I3 Mew Sales Tax Report I
Fille Edit “iew Favourtes Toole Help
=== |
1: General
Filters | Include | Selected Filters |
Clients all <all Clients:
Client &ttributes Al <4l Clienk Attribukes =
Source Charges all <Al Source Charges=
Source Credits all <4l Source Credits=
Inrvoices All <all Invoices>
Returns all <all Returns >
Transaction Attributes all <all Transaction Attributes =
Piost Skatuses all <l Post Statuses’=
Sales Tax Entities All <l Sales Tax Entities=
Products and Eilling Items all <Al Products and Billing Items =
Product and Eilling Ikem AL,.. All <Al Product and Eiling Item Attributes >
< Back | MNest » Catcel Print Praview Layaout

Note: Once you select a filter in the grid, you can click Open to access the Selected <Filter> screen on which
you select specific filters.
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10. Inthe Include column, select “All” or “Selected”. If you choose “Selected,” the Selected <Filter> screen
opens so you can designate specific filters. Depending on your selection, different filter screens can
appear.

Clients
Include: @ Al O Selected  # Bange  # Query | Braviens Filkzr  Ment Filker
Client: Hame | Client 1D |
Ok I Cancel |
11.

To include all of the filters listed in the grid, select All. You can include individual filters by choosing
Selected and moving the filter into the Include these gst tax entities box.

To view or edit the previous filter without returning to the AP Filters tab, click Previous Filter. To view or
edit the next filter without returning to the AP Filters tab, click Next Filter.

12.

Note: You can click Clear All Filters to remove all previously selected filters from the report.
13. Click OK to return to the Filters tab.

14. Click Next or select the Format tab. On the Format tab, you select how you want the report to appear. A
description of each formatting option is provided.

Headings. You can enter a maximum of 60 characters in both the Title and Subtitle fields. The program assigns a
name in the Title field based on the record type; in this case, “Business Activity Statement”. You can change

this title. The title and subtitle appear at the top of the report. You can also select how you want the heading
aligned and if you want your organisation’s name to appear in the header.
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You can include other options in the header, such as the page number and the date, also select to include the
header on every page of the report.

M@ Hew Sales Tax Report I

File Edit Wiew Favourtes Toolz Help
FHEE T |

1: General' 2 Filters 3 Format |

. Criteria )

Sort/Break —Heading Format

Page Footer Title: |5ales T ax Fleport
Fieport Footer Subil: |

Miscelaneous

Colour Scheme Aligr: ICenter 'I

¥ PFrint organization name in header

v Print Page Number in Heading W Frint Feport Date in Heading
Farmat: IF'age 1 j Format: IShDrt Date and Time j
Align: | Right =l || Aign Let i

[V Print report heading on each page

< Back | [ Ew | Cancel | Brint | Freview | Laypout |

Criteria. Select Criteria to print a list of criteria used to create the report. Mark Print these criteria on and select
a separate page or the first page. All selected options print in the criteria section of the report.

The program automatically selects all criteria. Unmark the checkbox for any you do not want to print with the
report.

I3 New Sales Tax Report I

File Edit “iew Favouites Toolz Help
RS R - |

1 Generall 2 Filters  3: Format |

Criteria
¥ Frint theze criteria on Ia separate page 'I

H riteria
Sart/Break

Page Footer Saved repart name

Feport Footer Output query name

Miscellaneous Show GL distribution for each sales tax entity
Colour Scheme Transaction dates ta include

Pzt dates ta include

Clients to inchude

Client attributes to include
Source Credits to include
Source Charges ta include
Ihvoices to include

Feturns to include

Tranzaction attributes to include
Post statuzes to include

Sales tax entities to include
Sales tax biling items to include
Sales tax billing iterm attributes ta include

¢ Back | et Cancel Erint Preview Lapout
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Sort/Break. Use Sort/Break to select the order in which information appears on the report. When you select
Sort/Break on the Format tab, a grid displays the categories you can sort in the report. Select a sorting
category in the Sort by column and select Ascending or Descending in the Order by column.

If you make no selections in the Sort by column in the grid, the program sorts by sales tax entity in ascending
order.

You can also create breaks between the sections you have sorted by. In the Text before value and Text after

value fields, you can enter up to 30 characters in each field for information you want to print directly before

and after the break. If you mark Print count per Sales tax entity or Print count as percentage of total for the
selected sort field, the number or percentage for each selected sort option appears in the footer. If you mark
Page break on each new Sales tax entity, a new page starts for the highest level break.

A3 New Sales Tax Report I

Ele Edit Yiew Favouites Toolz Help
FHEE Rl |

1 Generall 2 Filters  3: Format |

Headings Sort/Break

Criteria

‘B Sort/Break Sork by I Qrder by I Break? I
Page Footer Sales tax entity Ascending
Fiepart Foater

Miscellaneous

Calour Scheme

e M i e

Break Header for Sales tax entity-

Text before value: I

Text after walue: I

Break Footer for Sales tax entity-
I Frint count per Sales tax entity

[~ Frint count as a percentage of takal

[~ Page break on each new Sales tax entity

¢ Back | IHexts | Cancel | Erint Preview Layout
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Page Footer. You can enter a maximum of 255 characters in the page footer. You can also include other options
in the page footer, such as the page number and date.

A3 New Sales Tax Report I

File Edit “iew Favourtes Toolz Help
=== el |

1 Generall 2 Fikers  3: Format |

Headings Page Footer

Criteria
Sort/Break — Page Footer Text
‘B Page Footer Text
Report Footer
Mizcellaneous
Colour Scheme

Align: ICenter "I

~ I Prirt Page Humber in Foater [~ Print Bepart Date in Footer
Farmat: IF'age 1 j Format: IShort Date and Time j
Aligr: IHight j Aligre ILeft j
< Back | [HEwts | Canhcel FErrint | Preview | Lapout |

Report Footer. You can enter a maximum of 255 characters in the report footer and select how you want text
aligned. The report footer appears at the end of the report.

A3 New Sales Tax Report I
File Edit “iew Favourtes Toolz Help

BRE a0 =2 |

1 Generall 2 Filters  3: Format |

Headings Report Footer

Criteria
Sort/Break Feport Footer Test
Page Foater Teat:

B Feport Footer
Miscellaneous
Calour Scheme

Align: ILeft vl

¢ Back | IHexts Cancel Erint Preview Layout
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Miscellaneous. You can select how you want numbers to appear on the report. You can also select the font size
used in the report.

A3 New Sales Tax Report I

File Edit “iew Favourtes Toolz Help
=== el |

1 Generall 2 Fikers  3: Format |

Headings Miscellaneous
Criteria
Sort/Break Show currency character on Al amounts

Page Footer Show percent sign on all amounts
Feport Footer

L Meqgative amount Format (1234.56)
L — Murmber of digits after decimal For amounts z

Murnber of digits after decinmal for percentages 2

Show 1000's separator Yes

Show blanks instead of zeros Mo

Font size g

Sample amount:

Arnounk ($1,234.56)
Percent 100.00%:
< Back | [HEwts | Canhcel | FErrint | Previegl Lapout |

Colour Scheme. Use Colour Scheme to select colours for report headings. When you click in the colour
checkbox next to the selection, the Colour screen appears so you can select a standard colour or define a

custom colour. If you leave the Apply a Colour Scheme checkbox unmarked, the report prints in black and
white.

A3 New Sales Tax Report I

File Edit “iew Favourtes Toolz Help
=== el |
1 Generall 2 Fikers  3: Format |

Headings Colour Scheme

Criteria

Sort/Braak I Apply a Colour Scheme Report Name
Page Footer

Report Footer . Colurmn heading back colour Subtitle

[~ Group heading back colour Group Headings

. Group heading fore calour

Hestore Mefanls |

< Back | [HEwts Canhcel FErrint Preview Lapout
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