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Glossary: A batch is a group of debit and credit transactions you can post to your ledger accounts. Placing
transactions into a batch allows you to group transactions according to source, date, time, and function.

With Journal Entry, you create batches of transactions for posting to your General Ledger accounts. Each batch
contains individual debit and credit transactions. By using batches, you can group transactions according to
source, date, time, and function.

Journal Entry provides tools you can use to make your journal and posting process more efficient, including
recurring batches and batch default sets.

A recurring batch is a template you create to post regularly occurring transactions to General Ledger accounts.
You create a recurring batch once and then reuse it by simply updating the post date and/or amounts. Examples
of recurring transactions you could use in a recurring batch template include, lease payments for office space or
computer rentals.

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

A batch default set is a set of common transaction information you can use to enter duplicate transaction
information. By using a default set you can save time and increase efficiency by quickly entering duplicate
transaction details within a batch. For example, a batch default set can include information such as a default post
date, journal, transaction reference, reverse on date, notes, project ID, description, status, and/or source type.

Glossary: A transaction attribute is a characteristic you use to categorize a group of transactions. Unlike
projects and transaction codes, transaction attributes cannot retain an equity balance from year to year.

When entering transactions in General Ledger, you can add additional characteristics to each item, which enables
you to run more specific reports and financial statements. Those characteristics include projects, transaction
classes, journals, transaction attributes, and transaction codes.

You can also configure Journal Entry to simplify entering batches containing transactions from multiple funds by
automatically creating balancing interfund entries. For example, if you have a batch with a $100 debit to Fund 1
and a $100 credit to Fund 2, the batch is out of balance. But, if you mark the corresponding business rules,
General Ledger automatically creates a $100 credit to Fund 1 and a $100 debit to Fund 2.

Glossary: A transaction code is an additional field on each transaction that helps you categorize information
for reporting and closing fiscal years. Transaction codes retain equity, but do not offer budgets, media, or
notes. Transaction codes are available only with the optional module Projects and Grants. For more
information about setting up transaction codes, see the Configuration Guide for General Ledger.

Other General Ledger features, including import, query, export, and global change, work in conjunction with
Journal Entry to help you efficiently enter and manage your transaction data. Access to all Journal Entry functions
is limited by the security rights you are assigned in Security. Defining security rights specific to Journal Entry is
important to the process of entering and posting transactions. There are six security settings available for batches
in Journal Entry. The system administrator can assign rights to view, edit, add, validate, post, and approve
batches.

This chapter begins with a section explaining batches and other basic information to help familiarize you with
Journal Entry. Later sections include information and procedures for completing day-to-day tasks in Journal Entry.
These procedures include creating, saving, validating, posting, and reversing batches.

Understanding Batches

When you create a batch, you compile a group of debit and credit transactions that you can post to your ledger
accounts. Transactions are entries into the ledger that indicate to the program what accounts to debit or credit.
Placing transactions into a batch allows you to group transactions according to source, date, time, and function. A
batch may contain hundreds of transactions or as few as two.
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You can create general journal batches, which are referred to as “regular batches” in General Ledger, to post
transactions. In Journal Entry, you can also create recurring batches, which are templates you can use to
efficiently create batches of transactions that occur on a periodic or repetitive basis. See “Creating Recurring
Batches” on page 20 for more information and procedures.

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.

During the regular batch creation process you enter transactions that debit and credit accounts, projects, classes,
and/or transaction codes. You can enter these transactions using several different methods. The most common
method is by manually entering transactions into the journal entry grid on the batch record. Manually entering
transactions is the default method included in the procedures for creating regular and recurring batches.
However, you can also enter transactions by using the New Transaction screen, which enables you to see all the
journal entry grid information at once, instead of having to scroll through the grid to access each column. The
New Transaction screen is available only when creating a regular batch.

Another method of entering transactions is by copying a batch, which is helpful if you need to create a batch
similar to one previously created. By copying a batch, you save time because you are copying transactions from
an existing batch into a new batch. You can then post the new batch to General Ledger. The last method available
to enter transactions into a batch is by importing them from an external source. The procedure for importing
transactions and other files is located in the Importing Records chapter of the Administration Guide for The
Financial Edge. Because importing transactions is a detailed process, we recommend that you read the Importing
Records chapter before attempting to import any files.

Before creating batches you may want to create default sets to use in your batches. These are helpful if you are
creating batches of multiple transactions with similar characteristics. See “Creating Default Sets” on page 5 for
more information. You may also want to create distributions in Configuration to save time when creating
batches. Instead of manually entering transactions, you can simply load a distribution from a table. See “Creating
Transaction Distribution Templates” on page 10 for more information. Creating default sets and distributions are
not required to create and post batches, but you may want to consider using them to save time.

Accessing Journal Entry

Note: You can set user options for Journal Entry that affect how the program looks and runs on the
workstation you are using. For more information, see the Options chapter of the Program Basics Guide.
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The Journal Entry page is the central location for accomplishing Journal Entry tasks. From this page you can
create, open, delete, post, print, export, and search for regular and recurring batches of transactions. You can
also quickly and efficiently change the status of regular batches. Select Journal Entry from the navigation bar and
the Journal Entry page appears.

he Financial Edge

File Edit Miew Go Favortes Tools Help
4 Back & Earvwand I Community Services Inc. ~ * General Ledger ~
Sharkcut: ¢
B % Journal Entry
";1“1" il Mew Regular Batch Open [elete Post Print Egport Find.. Change Batch Status.. ‘
Batch tppe:IFiegular Batch VI Batch slatus:IDpen and posted batches 'l
Batch # Diescription Status Added by Date added | Last change... | Date changed |+
: Studert Billing 02 Posted 5 Suj ar 02 2
3 Payroll - 0241942002 Posted Supervisor 02419/2002  Supervisor 02/19/2002
et} Payrall - 021942002 Posted Supervisar 021942002 Supervizar 0241972002
29 Student Biling - 02/18/2002 Posted Supervisar 021842002 Supervisar 02/18/2002
28 Student Billing - 02/18/2002 Posted Supervisor 0248/2002  Supervisor 0z/18/2002
27 Student Biling - 02/18/2002 Posted Supervisar 021842002 Supervisar 0241842002
26 Student Billing - 02/18/2002 Posted Supervisor 02M18/2002  Supervisor 0z2M18/2002
25 Project Allocation JE 02401 Posted Supervisar 021442002 Supervizar 02/14/2002
23 (Overhead Allacation Open Supervisar 021142002 Supervisar 0241122002
22 Accounts Payable - 01/28/2002 Posted Supervisor 01/28/2002  Supervisor 01/28/2002
21 BE-7 Posted Supervisar /2742002 Supervisar 01/27/2002
20 BE-E Fosted Supervisor /2742002 Supervisor 0172722002
nifiguration 19 BB33 Posted Supervisor /2742002 Supervisor 014272002
18 Operation Cash Posted Supervisar /2742002 Supervisar 0142722002
nard 17 BES Posted Supervisor /2742002 Supervisor 0142722002
16 BE-4 Posted Supervisar 01/25/2002  Supervizar 01/25/2002
15 BE-3 Posted Supervisar 01/25/2002  Supervisar 01/25/2002
14 BE-2 Posted Supervisor 01/25/2002  Supervisor 01/25/2002
13 Accounts Payable - 01/417/2002 Posted Supervisar MA742002  Supervisar 011722002
12 Development - 01./16/2002 Fosted yan MAE42002  pan 011622002 ;I
Blackbaud Systems | [~ Only show my batches
‘Welcome to General Ledger |

The information displayed on the Journal Entry page depends on the type of batch you select in the Batch type
field. You can further define which batches appear by selecting a specific status in the Batch status field. For
example, if you select “Regular Batch” in the Batch type field and Posted batches only in the Batch status field,
the screen displays all posted regular batches existing in the system. Another helpful feature of the Journal Entry
page is the ability to display only batches that you have created by marking the Only show my batches checkbox
at the bottom of the screen.

The Journal Entry page also displays the vital statistics of each batch, including the batch number, description,
status, user that created the batch, date created, date approved, date posted, user that deleted the batch, date
deleted, and user that last changed the batch.

In addition to the specific Journal Entry features, this page also contains the common areas of the The Financial
Edge program shell, which include the navigation bar, menu bar, toolbar, and status bar.

Finding and Opening a Batch Record

Every regular or recurring batch of transactions you create in General Ledger has a batch record. Each record
includes a batch description, batch notes (if applicable), transaction information, and the current status of the
batch, whether open, approved, pending approval, or posted. All batch records are easily accessed from the main
Journal Entry page.

Warning: If the user opening a batch does not have security rights to access specific accounts or projects
included in the batch, the batch opens with only an asterisk in the grid fields for those affected items.

» Opening a batch record from the Journal Entry page
1. From the navigation bar, select Journal Entry. The Journal Entry page appears.
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2. In the Batch type and Batch status fields, select the type and status of batch you want to open. All the
saved batches of that type and status are displayed on the screen.

3. Scroll through the batches and highlight the batch you want to open.

Tip: You can also double-click the batch you want to open on the Journal Entry page.

4. Click Open on the action bar. The batch record opens.

%% Regular Batch 23 | _ (O] ]
File Edit ‘iew Batch Favoites Tools Help

E]Saveandﬁ\osev|n X||§. §| Fil

- & [@D = &z

Description: |Dverhead Allocation Status:IDpen j Hide detail |
Default st I QI ¥ Automatically create balancing interfund entries
Batch Notes: =
Account number Accourt description Post date Encumbran... | Debit Amount | Credit Amount [ =
8]
1
2 |01-5680-01 Electricity-administration 0241142002 Regular $245.00
3 |01-5680-02 Electricity-Development 024142002 Regular $245.00
4 |01-5680-03 Electricity-Program Services 0241142002 Regular $490.00 _ILI
4 I »
Distribution | Attributes I Hotesl
Load Distribution
Project ID I Clasz Mizzion Spendable/... | Perfarmance IAmDunt I Percent I
| 9933 Unrestricted Met Azzets Mone Spendable $380.00 100.0000
Tianzaction 1 01-5680-00 Remaining: $0.00 [0.0000%)
Press F7 to zoom |Debits: $380.00 |Credits: $380.00 |Balance: $0.00 | 04/19/2002

2

L

Creating Default Sets

A default set is a record of default transaction information that you can create and load in a batch. By using
default sets, you can make the process of entering transactions in a batch more efficient because you spend less
time entering common transaction information. For example, say you regularly create a batch of transactions
with the same account number, post date, journal, and source type. To save data entry time, you can create a
transaction default set with those same characteristics. Once the default set is created and you go to create a
batch with those characteristics, you can simply load the default set instead of individually reentering the same
information.

Creating default sets is an optional task you can use to speed data entry. You may want to set up several batch
default sets before you start creating multiple batches, especially if you need to create batches with similar
transaction information. You can create transaction default sets that include default values for the following:

e Account number e Type ¢ Journal reference
e Amount e Journal e Source number
e Reverse on * Notes o Attributes

e Source type e Source system mask ¢ Distributions

Post date
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Once you create a default set, you can load it into any batch. After loading the default set, the values appear in
the Default (D) row of the journal entry grid. To enter the default value in additional cells, place your cursor in a
cell and click F2. If you enter a default by mistake, just delete it. You are not locked into using those defaults for
each transaction; you can always manually enter a different value when necessary.

You can create a batch default set from the Tools menu or from the New Batch screen. Step-by-step procedures
for creating default sets using both methods are included in this section.

» Creating a batch default set from the Tools menu

1. From any page in General Ledger, select Tools, Organize/Create Defaults. The Defaults screen appears.

Create defaults for: Saved default sets:

ect

0
Transaction

[~ Orily show my default sets

LClose |

Hew
per

[oee”

[elete,..

Defaults [ x| I

2. In the Create default for box, highlight Transaction and click New. The New Default Set screen appears.

File Edit ‘iew Defaut Tool: Help
ESaveandC\osev‘u X‘ H 4 bk H| ?-

#% Mew Default Set I

Mame: I

B Tation Defaults Transaction Defaults
..... Dis[tlril;lu?isnns Figld Name | Diefault Value I Show

Account number
Post date
Encumbrance status
Type

Amount

Journal

Journal reference
Nates

Reverse on

JAARIAIAAARA|G

4|
L

3. In the Name field, enter a descriptive name to easily identify this batch default set.
Highlight Transaction Defaults in the box on the left side of the screen. The Transaction Defaults grid

appears.

5. Enter a value in the corresponding field for each transaction default you want to include in this default

set.
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6. To enter default attributes and distributions, click the plus (+) sign next to Transaction Defaults. The
treeview expands and displays the Attributes and Distributions branches.

7. To enter default attributes, highlight Attributes. The Transaction Defaults-Attributes grid appears.

&% New Default Set E
File Edit “iew Default Tool: Help
[ Save and Cloze + | [ X|I1 4 » N|?' |

I ame: |Transaction Distribution 0241642001

Defaults Transaction Defaults - Attributes
Attribute Type Description I Short DI Date | Req... I Comments

T

8. Enter the attribute type in the grid. The Required checkbox is marked or unmarked based on selections
made for each attribute type in Configuration.

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.

9. To enter default distributions, highlight Distributions. The Transaction Defaults-Distributions grid
appears.

@ New Default Set I
File Edit Yiew Default Toolz Help

ESaveandElosev| = )(l H 4 F M
Mame: ITransaction Distribution 0241642001

?- |

-~ Transaction Defaults

Transaction Defaults - Distributions
tributes

Fraject I Clazz E zisting Endawn.... I Spendable/Mon-...

10. If you have the optional Projects and Grants module, you can enter project IDs and transaction codes in
the Transaction Defaults-Distributions grid. Use the scroll bar at the bottom of the screen to access
additional columns.

11. If you want to distribute by class, enter a class in the Class column.
12. Enter a percent or amount in the Percent and Amount columns respectively.
13. Select File, Save and New to save the batch default set and open a new one, or select File, Save and Close
to save and exit the New Default Set screen.
» Creating a batch default set from the New Batch screen
1. From the navigation bar, select Journal Entry. The Journal Entry page appears.
2. In the Batch type field, select “Regular Batch”.



8 CHAPTER

3. On the action bar, click New Regular Batch. The New Batch screen appears.

File Edit “iew Batch Favortes Tools

ESaveandElosev|u X|B. ﬁ| o] _—

Help

G- & [ED = =

? .

+¥ Mew Batch =] B3 I

Description: I Status:IDpen j Hide detail |
Drefault zet: I ﬁl ¥ Automatically create balancing interfund entries
v iCreate bank adjustments when posting ta a bank's cash account
Batch Mates: ;I
Account number Account description Post date Encurbran... | Debit Amount | Credit Amount
D
1
| i
Diztribution | Attributes I ﬂotesl
Project ID I Class Miszion Spendable/... | Performance | Amount I Percent I
Remaining: $0.00  [100.0000%)
[ |Debits: $0.00 |Credits: $0.00 [Balance: $0.00

| 05/15/2003 Yl

In the Default set field, click the binoculars. You may be prompted to save the batch at this point, click
Yes or No. The Field default sets screen appears.

Field default zets I

Saved default sets:

oK

Cahicel

W

Open

i L

Delete. .

[~ Only show my default sets
I~ Automatically lnad field defaults
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5. Click New and the New Default Set screen appears.

&% Mew Default Set I

File Edit “iew Default Toolz Help
E]Saveandﬁlosev|u X|N 4 » N|?' |

M ame: I
Transaction Defaults ﬂ
Stigtl:jigﬁisons Field Mame I Default i alue I Show ﬂ
Account humber I3
Post date I3
Encumbrance statuz I3
Tupe I
Amount I3
Journal I3
Joumal reference I3
Motes I3
Reverze on I3

In the Name field, enter descriptive name that enables you to identify this batch default set.

7. In the Transaction Defaults grid, enter a value in the Default Value column for each default you want to
include in this batch default set. For certain defaults you can mark or clear the checkbox in the Show
column to show or hide corresponding defaults on batch records.

8. To enter default attributes and distributions, click the plus sign next to Transaction Defaults. The
treeview expands and displays the Attributes and Distributions branches.

9. To enter default attributes, highlight Attributes. The Transaction Defaults-Attributes grid appears.

&% Mew Default Set %]

File Edit “iew Default Tools Help
E]Saveandﬁlosev|u X|N 4 » N|?' |
M ame: ITransaction Distribution 02/16/2001

- Transaction Defaults T tion Defaults - Abtrit
ibtes - —
Distribuions Altribute Type D escription IShortD...I D ate I Heq...l Comments

-

10. Enter the attribute type in the grid. The Required checkbox is marked or unmarked based on selections
made for each attribute type in Configuration.

11. To enter default distributions, highlight Distributions. The Transaction Defaults - Distributions grid
appears.

&% Mew Default Set I

File Edit “iew Default Tools Help
E]Saveandﬁlosev|u X| H 4 » M| ?- |
M ame: ITransaction Distribution 02/16/2001
T tion Defaults - Distrit
Froject 1D Clazs Existing Endowm... | Spendable/Man-...

Tip: In the distribution grid, you can use the ENTER key, as well as the TaB key, to move from cell to cell.
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12. If you have the optional Projects and Grants module, you can enter project IDs and transaction codes in
the Transaction Defaults - Distributions grid. Use the scroll bar at the bottom of the screen to access
additional columns in the grid.

13. If you want to distribute by class, enter a class in the Class column.
14. Enter a percent or amount in the Percent and Amount columns respectively.

15. Select File, Save and New to save the batch default set and open a new one, or select File, Save and Close
to save and exit the New Default Set screen.

Creating Transaction Distribution Templates

You can use transaction distribution templates in Journal Entry to quickly and efficiently distribute activity to
projects, classes, and transaction codes. For example, a school could create a “Sports” transaction distribution
template that evenly distributes transactions to each team within the athletic department. Distribution
templates are especially helpful if you commonly distribute transactions to the same set of projects, classes, and
transaction codes.

From the batch record in Journal Entry, you have several options for entering transaction distributions. You can
load a distribution template previously created in Configuration or create a new template from the batch record.
You can also manually enter distributions without a template or load a distribution from a previous transaction.

Once you create a transaction distribution template in Configuration, you can load it into the distribution grid on
a batch record in Journal Entry. This process speeds data entry and saves time because you do not need to
manually enter distributions for each batch. You can also load multiple distributions in a record, as long as the
total is equal to or less than 100% of the transaction total.

This section provides step-by-step procedures for manually creating a transaction distribution template manually
and using a previously created distribution. You may find it useful to refer to these procedures when creating a
Journal Entry batch.

Manually Creating a Transaction Distribution Template

The following procedure walks you through the steps involved in manually creating a transaction distribution
template in Journal Entry. By “manually creating” we mean creating a distribution template from a batch record,
without using a previously created distribution template. The purpose of using transaction distribution templates
in Journal Entry is to quickly and efficiently distribute activity to projects, classes, and transaction codes.
Distribution templates are especially helpful if you commonly distribute amounts to the same set of projects,
classes, and transaction codes.

You can also manually create a distribution template in Configuration, which you can then load from a batch
record. See the Configuration Guide for General Ledger for more information.
» Manually creating a transaction distribution template
1. From an open batch record in Journal Entry, select the Distributions tab.
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2. Click the Load Distribution button once and select from Table. The Select a Transaction Distribution
screen appears.

Select a Transaction Distribution

Select a Transaction Distribution bo use.

Distribution Mame Select |

Drama Distribution a C | |

E arly Education distribution of At Grants ancel

Fundraisers

Paire webber Interest Income ah Add Mew |
(< Dpen |

< | ¥ B Eind. |

I | @il st v Tirarsaction Mistribution

3. Click Add New. The New Transaction Distribution screen appears.

% Mew Tranzaction Distribution

File  Edit Miew Distibution Tools Help
[ Save and Close -| [ )(|I‘ 1 b N||g'|?Y ‘

Distribution narne:l

Project [D | Project Description | Class | Migzion | Spendable... | Performance | Percent |

Load Distribution  Distribute Evenly  Delete All Remaining: 100.0

4. In the Distribution Name field, enter a name to help identify this distribution.

Tip: In the distribution grid, you can use the ENTER key, as well as the Tas key, to move from cell to cell.

5. In the distribution grid, you can enter a project ID if you have the optional Projects and Grants module.
Once you enter the project ID, the project description appears automatically.

6. In the Class column, enter a class if you want to distribute transactions by class. Classes are defined in
Configuration.

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.

7. If you have the optional module Projects and Grants and your organization uses transaction codes, the
codes should appear in the grid. Select the appropriate transaction codes from the drop down list in the
corresponding cells. See the Project, Grant and Endowment Management chapter for more information.

In the Percent field, enter the percent you want to distribute.

9. To distribute percents evenly over the specified projects, classes, and/or transaction codes in the grid,
click Distribute Evenly.

Tip: Once you create a transaction distribution template in Configuration or Journal Entry, you can load that
template in future batch records to save time.
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10. If you make a mistake or want to enter new distributions, you can click Delete All to clear the distribution
grid.

11. Once you enter the distributions you want, select File, Save and Close. The new transaction distribution
appears in the distribution grid on the batch record screen.

Creating a Transaction Distribution Template Using an Existing
Template

With this process, you can save time by using a previously created distribution template as the basis of a new
distribution template. Once you create the distribution, you can make any changes that are necessary. This
process is helpful if you want to create a distribution similar to one already in the system.

The purpose of using transaction distribution templates in Journal Entry is to quickly and efficiently distribute
activity to projects, classes, and transaction codes. Distribution templates are especially helpful if you commonly
distribute amounts to the same set of projects, classes, and transaction codes.

The following procedure walks you through the steps involved in creating a transaction distribution from a batch
record in Journal Entry, by using a previously created distribution template. You can also create a transaction
distribution using an existing template in Configuration, which you can then load from a batch record. See the
Configuration Guide for General Ledger for more information.

» Creating a transaction distribution template using an existing template
1. From an open batch record in Journal Entry, select the Distributions tab.

2. Click Load Distribution and select from Table. The Select a Transaction Distribution screen appears.
3. Click Add New. The New Transaction Distribution screen appears.

% Mew Tranzaction Distribution

File  Edit Miew Distibution Tools Help
[ Save and Close -| [ )(|I‘ 1 b N||g'|?Y ‘

Distribution narne:l

Project [D | Project Description | Class | Migzion | Spendable... | Performance | Percent |

Load Distribution  Distribute Evenly  Delste All Remaining: 100.000%
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4. To load a previously created distribution, click Load Distribution. The Select a Transaction Distribution
screen appears again.

Select a Transaction Distribution

Select a Tranzaction Distribution to use for your Tranzaction

A

Transaction Diist %] Cancel
1] Add Mew
(1 Open

[ Rk

4| | ]| BB Find..

I Tkl st v Tiransaction Distibutions

5. In the Distribution Name box, highlight the distribution template you want to use as the basis for your
new template and click Select. The template is loaded into the transaction distribution screen.

6. In the Distribution Name field, enter a new name to identify this distribution.

% Early Education distribution of Art Grants I

File  Edit “iew Distribution Favortes Toole Help

ESave'| 4 4 b M

Distribution narme: |Ear|y Education digtibution of Art Grants

?- \

Froject |D | Froject Description Clasg Percent |
- oot Juwvenile At Gallery E0.0000%
- ooz Kids and Histany 40.0000%

Load Distribution Jigtbute Evenly  Delete Al Remaining:

Tip: In the distribution grid, you can use the ENTER key, as well as the Tas key, to move from cell to cell.

7. In the Project ID column of the distribution grid, you can enter projects to which you want to distribute
transactions. You can enter projects only if you have the optional Project and Grants module. Once you
enter the a project ID, the project description is automatically displayed in the Project Description
column.

8. Inthe Class column, select the classes to which you want to distribute transactions. Classes are defined in
Configuration.

9. If you have the optional Project and Grants module and your organization uses transaction codes, the
codes should appear as columns in the grid. Enter the appropriate transaction codes in the corresponding
cells. See the Project, Grant and Endowment Management chapter for more information.

10. In the Percent field, enter or change the percent you want to distribute.

11. To distribute percentages evenly over the specified projects, classes, and/or transaction codes in the grid,
select Distribute Evenly.

12. If you make a mistake or want to enter new distributions, you can click Delete All to clear the distribution
grid.
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13. Once you enter the distributions you want, select File, Save and Close. The new transaction distribution
appears in the distribution grid on the batch record screen and is also available to load from additional
batch records.

Creating Regular Batches

When you create a batch, you compile a group of debit and credit transactions in order to post to your ledger
accounts. Transactions are entries into the ledger that indicate to the program what account to debit or credit.
Entering transactions into a batch allows you to group transactions according to source, date, time, and function.
A batch may contain hundreds of transactions or as few as two.

In General Ledger, you can enter transactions into Journal Entry batches before locking balances, but you cannot
post batches unless all funds are locked for all accounts used in those transactions. You can, however, lock only
one fund to start entering transactions, but you can post those batches only if all transactions use accounts only
from that locked fund. If you use accounts from other funds you will receive an error message.

Note: If you are unsure what command a toolbar button on a batch record represents, you can place your
cursor directly over the button to access a pop-up description of the button. You must have the Show tooltips
option marked on the General tab of the Options screen for the tooltips to appear.

You can create traditional batches, which are referred to as “regular batches” in General Ledger, to post
transactions. Once you create a batch, you can enter transactions, distributions, attributes, or notes. As a
time-saving measure, you can use the right-click menu to sort and reorder columns in the batch grid. You can also
include or exclude specific columns of information. This is especially helpful for hiding columns your organization
does not use. For more information, see the “Sorting Information” section in the Program Basics chapter.

Creating and using default sets is an efficient way to speed data entry. A default set can contain various batch
information, including the account number, posting date, and type.

» Creating a regular batch

1. From the navigation bar, select Journal Entry. The Journal Entry page appears.
2. In the Batch type field, select “Regular Batch”.

Note: By setting user options on the Records tab of the Options screen, you can specify options for journal
entries. For example, you can have the batch screen maximize automatically when opened, set a default tab
and row, and other options.
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3. On the action bar, click New Regular Batch. The New Batch screen appears.

4.

5.

+¥ Mew Batch =] B3 I
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D

1
| i
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Project ID IEIass Miszion Spendable/... | Performance | Amount IPercent I

Remaining: $0.00  [100.0000%)
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In the Description field, enter a description for this batch. For example, “Office Expenses for October
2003".

In the Status field, select “Open”, “Pending Approval”, or “Approved” as the status of this batch.

Note: Using a default set enables you to quickly enter duplicate transaction information in a batch. See the
“Creating Default Sets” section for more information.

6.

10.

11.

If you want to use a default set for this batch, click the binoculars to access the Field default sets screen.
Select the default set you want to use and click OK. When you choose a default set, the values appear in
the Default (D) row of the journal entry grid. When entering transactions, you can quickly enter the
default value in additional cells by placing your cursor in a cell and pressing F2. See “Creating Default
Sets” on page 5 for more information.

If you want to automatically create balancing interfund entries, mark the corresponding checkbox.

To automatically create bank adjustments when posting to a bank’s cash account, mark the corresponding
checkbox. This option is not marked by default. If you want the Create bank adjustments when posting to
a bank’s cash account checkbox to be marked by default when adding new batch records, you can do that
from the Options screen, which is accessed from the Tools menu. There is also a business rule your
organization can set to enable or disable this checkbox.

In the Batch notes field, enter any notes you want associated with this batch.

To hide the Default set and Batch notes fields, as well as the Automatically create balancing interfund
entries checkbox, click Hide Detail.

Once you have entered the batch detail information, you can continue by entering batch transactions
and/or distributions, or you can click Save and Close and return to the batch at a later date.
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Entering Transactions in a Regular Batch

Once you create a regular batch, you can enter credit and debit transactions. However, you cannot post a batch
of transactions unless all funds are locked for all accounts used in those transactions. You can enter transactions
using several different methods. You can manually enter transactions into the journal entry grid, you can use the
New Transaction screen to enter transactions individually, or you can import transactions from an external
source.

Manually Entering Transactions in a Regular Batch. This procedure takes place from the batch record.
You manually enter all your batch transactions by entering transaction details in columns and rows in the
journal entry grid.

Entering Transactions in a Regular Batch Using the New Transaction Screen. This procedure is an
alternative to manually entering transactions in a regular batch. Instead of entering each transaction in the
grid on the batch record, you enter each transaction using the New Transaction screen. The benefit of using
the New Transaction screen is that you see all journal entry grid information at once, instead of having to
scroll through the grid to see each column.

Using the New Transaction screen, you can enter transaction distributions, assign attributes, and enter
transaction notes. The procedures for entering transaction distributions, attributes, and notes are the same
as if you were entering them from the batch record.

This section contains procedures for manually entering transactions into the journal entry grid, as well as using
the New Transaction screen to enter transactions on a regular batch record. For information and procedures for
importing transactions into a batch, see the Importing Records chapter of the Administration Guide for The
Financial Edge.

» Manually entering transactions in a regular batch

Tip: If you chose a default set for this batch, the values appear in the Default (D) row of the journal entry grid.
When entering transactions, you can quickly enter the default value in additional cells by placing your cursor in
a cell and pressing F2.

1. From the Journal Entry page, open the regular batch record for which you want to enter transactions.

4% Regular Batch 38 [_ o]l x]
Ele Edit View Batch Favortes Tools Help

ESaveandE\use"u X||§§|Eﬂ ﬂ%“"|ﬁ€i’|‘|?' |

Drescription: IDllice Expenses for May 2003 Status: IDpen j Hide: detail
Drefault set: I ﬁl ¥ Autematically create balancing interfund entries
[¥ Create bank adjustments when posting to a bank's cash account
Batch Nates: ;I
=

Account number Account description

Operating count 5/30/2003
Office Suppligs-Development 05/30/2003 | Regular $1.000.00 Joumnal Entry | Office Exy

Load Distribution  Distribute Evenly  Delete Al Adjust Total

Project |D | Class Mission Spendable/, I Performance IAmuunl | Percent
Urrestricted Net Assets None Spendable $1.000.00 100.0000

Transzaction 1 07-1000-00 Remaining: $0.00 (0.0000%)

Press F7 ta zoom | Debits: $1.000.00 |Eredits: $1,000.00 |Balance: $0.00 |osr1572008
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Tip: To make data entry easier and more efficient, you can double-click a cell in the Account Description
column to open the New Transaction screen. This screen displays all the journal entry grid information at once.
You can enter all your transaction information here, then click Save and Close to enter the information into the
grid. See “Entering transactions using the New Transaction screen” on page 17 for more information.

2.

In the next available row of the journal entry grid, enter the account number affected by this transaction.
You can search for account number segments or account numbers by selecting the corresponding
binoculars button in the field. Once you select the account number, the program displays the account
description.

In the Post Date column, enter the date you want to post this transaction, which means to transcribe and
summarize detailed transaction data from journals or subledgers into the general ledger.

In the Type column, select a transaction type to indicate whether this transaction is “Regular” or
“Encumbrance”. The “Encumbrance” option is available only if your accounting system is set up for
encumbrance accounting.

Enter the debit amount or credit amount in the corresponding cell.

In the Journal column, select the source you want to use. You can also enter a journal reference in the
corresponding cell. The list of sources available is defined in the Journal table of Configuration. The
journal reference provides transaction detail information about reports.

If you have the optional Projects and Grants module, you can assign debits and/or credits to a project. In
the Project ID column, enter the projects to which you want to assign transactions. Click the binoculars to
look up a specific project. The project description is displayed in the Project Description column once you
select a project ID.

Tip: To make data entry easier and more efficient, you can double-click a cell in the Project Description
column to open the New Transaction screen. This screen displays all the journal entry grid information at once.
You can enter all your transaction information here, then click Save and Close to enter the information into the

grid.

8.

You can also enter a class and reverse on date for this batch transaction. The reverse on date creates a
reversing entry in the batch when the next batch is saved. The reversing transaction cannot be edited,
but it can be saved. Enter each in the appropriate row of the journal entry grid.

You can repeat this procedure to enter additional transactions. Once you have entered the batch
transactions, you can continue by entering distributions, or you can click Save and Close and return to the
batch at a later date.

» Entering transactions using the New Transaction screen

1.

From the Journal Entry page, open the regular batch record for which you want to enter transactions.

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.
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10.

11.

12.

13.

In the row of the journal entry grid where you want to enter the transaction, double-click a cell in the
Account description column. The New Transaction screen appears.

[, New Transaction
File Edit View Transaction Tools Help

ESaveandE_\ﬂse'|u x| H 4 b N|| o

Account: IM,MMMVMVM Elﬂ
Reference: I

Transaction type: Im Tope: lﬁ
Amount I Joumnal lﬁ

Post date: I Mot Posted Feverse on;

Distribution Igllnbutssl HNotes I

Load Distribution istribute Evenly Delete All Ldjust Total

| Project ID | Class |Amount | Percent |

Tranzaction 1 Account Remaining: $0.00 [0)

In the Account Number field, enter the account number affected by this transaction. You can search for
an account number segment or account number by selecting the corresponding icon in the field. Once
you select the account number, the program displays the account description.

In the Reference field, you can enter a reference for this account. This entry becomes the Journal
reference on the main grid.

In the Transaction type field, select “Credit” or “Debit”.

In the Type field, select a type to indicate whether this transaction is “Regular” or “Encumbrance”. The
Type field is visible only when your accounting system is set up for encumbrance accounting.

In the Amount field, enter the amount of the transaction you want to credit or debit.
In the Journal field, select a journal for this transaction.

In Post Date field, enter the date you want this transaction to post, which means to transcribe and
summarize detailed transaction data from journals or subledgers into the general ledger.

In the Reverse on Date field, you can enter a date to reverse the transaction creating a new transaction
with the same characteristics, excluding post date, debit/credit, and journal reference.

If you want to assign optional transaction distributions, attributes, and/or notes to this transaction, you
can enter them on the Distribution tab, Attributes tab, and/or the Notes tab.The procedures for entering
transaction distributions, attributes, and notes are the same as if you were entering them from the batch
record. See “Entering transaction distributions in a regular batch” on page 19 for information.

Once you complete this transaction, you can create another transaction for the next row in the grid by
saving the current transaction and selecting File, New. Another New Transaction screen appears allowing
you to enter transaction details for an additional transaction.

To return to the batch record screen, click Save and Close. The new transactions you entered appear in
the batch record journal entry grid.

Entering Transaction Distributions in a Regular Batch

Entering transaction distributions is optional and necessary only if you want to distribute transactions to projects,
classes, and or transaction codes. You can distribute transactions by project and transaction code only if you have
the optional module Projects and Grants, edited a fund in preparation, and defined transaction codes in
Configuration. Distributions and attributes can be assigned to each transaction in your batch. Some attributes
may be required if designated as such in Configuration. If you have the appropriate security rights you can also
enter notes regarding a specific transaction.
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When entering distributions, you can use previously created transaction distribution templates to quickly and
efficiently distribute activity to projects, classes, and transaction codes. Distribution templates are especially
helpful if you commonly distribute amounts to the same set of projects, classes, and transaction codes.

» Entering transaction distributions in a regular batch

Note: Assigning transaction attributes is an optional procedure. Attributes are used for grouping and enable
you to create more detailed reports.

1. From the Journal Entry page, open the regular batch record for which you want to enter transaction
distributions.

% Regular Batch 38 |_ (O] %]
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Transaction 1 01-1000-00 Remaining: $0.00 [D.0000%)
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2. Highlight the transaction for which you want to assign distributions and select the Distribution tab to
distribute activity to projects, classes, or transaction codes. From the Distribution tab you can you can
load distributions previously created in Configuration or load one from a previous transaction. You can
also distribute funds evenly and designate if the distribution is by amount or percent.

3. To load a distribution click the Load Distribution button once and select one of the following:

¢ “from Table”: If you choose this method, the Select a Transaction Distribution screen appears. From
this screen, highlight the distribution you want and click Select. To add a new distribution to the table,
click Add New. See “Creating Transaction Distribution Templates” on page 10 for more information.

e “from Previous”: If you choose this method, the Load Distribution screen appears and you can load a
distribution from another transaction by entering a specific transaction line number. You can then
make changes to the distribution grid.

4. You can distribute transactions to projects, classes, or transaction codes by amount or percentage. In the
Distribute by field, select “Amount” or “Percent”. If you select “Amount”, you can distribute transactions
by amount only and the Percent column is disabled. If you select “Percent”, you can distribute
transactions by percentage only and the Amount column is disabled

Enter the project ID, class, and/or transaction codes in the corresponding cells of the distribution grid.

Enter the amounts or percentages you want to distribute in the “Amount” or “Percent” column
respectively. You can distribute transactions by amount or percentage, but not by both.

7. To distribute amounts evenly to the specified projects, classes, or transaction codes, select Distribute
Evenly.

8. Click Adjust Total to apply the distribution total to the transaction amount.
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9. If you make a mistake or want to enter new distributions, you can click Delete All to clear the distribution
grid.

Note: Assigning transaction attributes is an optional procedure. Attributes are helpful when generating
specific reports.

10. If you want to assign transaction attributes, select the Attributes tab. Some attributes may be required
based on selections made in Configuration.

it“r‘\‘lﬂﬂ‘fégll Motes |

R <Al Categoniess -

| Attribute Type | Diescription ShmlDescriDliDnI Date | Fequired | Commenits I

I

11. In the Attribute Type field, select the type of attribute you want to attach to this record. To assign
multiple transaction attributes, enter each attribute in the attributes grid. Transaction attributes are
defined in Configuration.

12. If you want to enter notes regarding the distributions, select the Notes tab and enter any notes or
comments you want associated with the distributions. Adding transaction distribution notes is an
optional step. Notes are helpful for keeping track of additional distribution information that may not be
apparent from simply looking at the record.

Transaction accidentally posted to the wiong account and needed a manual correction. ;I

Dislribul\unl Attributes ﬂ

|

13. Once you enter the distributions, attributes, and notes you want, click Save and Close to save the
distributions and return to the Journal Entry page.

Creating Recurring Batches

If you need to create batches of transactions that occur on a regular basis, you can save time by using recurring
batches. Recurring batches are like templates for quickly creating regular batches. Once you create a recurring
batch, you can use it repeatedly to create regular batches of transactions. This feature not only saves time, but
can also prevent data entry errors. There are two types of recurring batches: recurring amount and recurring
percent.

Recurring amount batch. A recurring amount batch is useful if you have transactions that occur on a regular
basis. If the amount posted to these accounts remain constant, amounts can be entered as well. For example,
an organization may use a recurring amount batch to post utility bills or lease payments without having to
create a new batch for every instance.

Once you create a recurring amount batch and save, you can continue working in the open batch by entering
the recurring transactions you want to include, or you could save and close the batch and finish entering
transactions at a later date. With recurring amount batches you can also enter specific transaction
distributions on the Distributions tab, assign attributes on the Attributes tab, and enter notes regarding the
distributions on the Notes tab.



JOURNAL ENTRY 21

Recurring percent batch. A recurring percent batch is useful if you have transactions that occur on a regular
basis that require the same percentage of debit and credit amounts. For example, an organization may have a
specific grant that receives a percentage of funds. That organization can use a recurring percent batch to post
that recurring grant percentage without having to create a new batch for every instance.

Once you create a recurring percent batch and save, you can continue working in the open batch by entering
the recurring transactions you want to include, or you can save and close the batch and finish entering
transactions at a later date. With recurring percent batches you can also enter specific transaction

distributions on the Distributions tab, assign attributes on the Attributes tab, and enter notes regarding the
distributions on the Notes tab.

This section provides information and procedures for creating both types of recurring batches. Once you create a
recurring batch, you can enter the recurring transactions. You can also complete a number of optional tasks that
can provide benefits to your organization if used successfully. One optional task is entering transaction
distributions, which is necessary only if you want transactions to projects, classes, and or transaction codes. You
can distribute transactions by project and transaction code only if you have the optional Projects and Grants
module. Other optional tasks include assigning transaction attributes and entering notes for the distributions.

» Creating a recurring amount batch

Tip: You can create default sets to speed data entry when creating a batch. A default set can contain various
batch information, including the account number, posting date, and type.

1.
2.

From the navigation bar, select Journal Entry. The Journal Entry page appears.

In the Batch type field, select “Recurring Amount Batch”.
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3. On the action bar, click New Recurring Amount Batch. The New Recurring Amount Batch screen appears.
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Enter the batch ID and the description of the batch in the corresponding fields.

5. If you want to use a default set for this recurring batch, click the binoculars to search for one. If you
choose a default set, the values appear in the Default (D) row of the journal entry grid. When entering
transactions, you can quickly enter the default value in additional cells by placing your cursor in a cell and
pressing F2.

In the Batch notes field, enter any comments you want to associate with this batch.

Once you have entered a default set and/or batch notes, you can hide the Default set and Batch notes
fields by clicking Hide Detail.

8. Once you have entered the batch detail information, you can continue by entering recurring transactions
and/or distributions, or you can click Save and Close and return to the batch at a later date.

» Creating a recurring percent batch

Tip: You can create default sets to speed data entry when creating a batch. A default set can contain various
batch information, including the account number, posting date, and type.

1. Select Journal Entry from the navigation bar. The Journal Entry page appears.
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2.

3.

4.
5.

In the Batch type field, select “Recurring Percent Batch”.
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On the action bar, click New Recurring Percent Batch. The New Recurring Percent Batch screen appears.
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Enter the batch ID and the description of the batch in the corresponding fields.

If you want to use a default set for this recurring batch, click the binoculars to search for one. If you
choose a default set, the values appear in the Default (D) row of the journal entry grid. When entering
transactions, you can quickly enter the default value in additional cells by placing your cursor in a cell and
pressing F2.
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6.

10.

In the Source Account field, you can choose to credit or debit a specific source account for a recurring
percent batch. If you choose to define a source account, all of the debit or credit amount goes to this
source account. To designate a source account, select “Credit” or “Debit”. If you do not want to use a
source account, select “<Do not use>". You also need to enter an account number in the appropriate field.
You can use the binocular buttons to search for account segments or a specific account.

If you entered a source account, you also need to enter a selection in the Use this amount field. Your
choices are “<Prompt for amount>", “Account balance”, or “Net change”.

In the Batch notes field, enter any comments you want to associate with this batch.

Once you have entered a default set and/or batch notes, you can hide the Default set and Batch notes
fields by clicking Hide Detail.

Once you have entered the batch detail information, you can continue entering recurring transactions
and/or distributions, or you can click Save and Close and return to the batch at a later date.

Entering Transactions in a Recurring Batch

Once you create a recurring amount or percent batch, you can manually enter recurring credit and debit
transactions by amount or percent, depending on the type of recurring batch you created. The process for
entering transactions in a recurring batch is similar to entering transactions in regular batch except the New
Transaction screen is not available for entering transactions into a recurring batch.

» Entering recurring amount batch transactions

Note: The New Transaction screen is not available for entering transactions into a recurring batch.

1.

From the Journal Entry page, open the recurring amount batch record for which you want to enter
transactions.
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In the Account Number column of first available row in the journal entry grid, enter the account number
affected by this transaction. You can search for account number segments or account numbers by
selecting the corresponding binocular buttons in the field. Once you select the account number, the
program displays the account description.
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In the Type column, select a transaction type to indicate whether this transaction is “Regular” or
“Encumbrance”. The “Encumbrance” option is available only if your accounting system is set up for
encumbrance accounting.

Enter the debit percent or credit percent in the corresponding cell. If you have specified a source account,
either the debit percent or credit percent will not be editable.

In the Journal column, select the source you want to use. You can also enter a journal reference in the
corresponding cell. The list of sources available is defined in the Journal table of Configuration. The
journal reference provides transaction detail information about reports.

If you have the optional Projects and Grants module, you can assign debits and/or credits to a project. In
the Project ID column, enter a project ID. Click the binoculars button to look up a specific project. The
project description is displayed once you select a project ID.

In the Class column, you can enter a class to which you want to distribute this batch transaction. Select a
class from the appropriate row of the journal entry grid.

You can repeat this procedure to enter additional transactions. Once you have entered the batch
transactions, you can continue by entering distributions, or you can click Save and Close and return to the
batch at a later date.

» Entering recurring percent batch transactions

1.

2.

4.

From the Journal Entry page, open the recurring percent batch record for which you want to enter
transactions.

=% New Recurring Fixed Percent Batch |_ O] x|
File Edt “iew Batch Favoites Toolz Help

ESavaandClOSE'|u X|I1 ﬁ|%'||ﬁ|||g'

2. |
7

Batch 1D: I— Descliption:l Hide detail |
Diefault set: I QI
Source dccount: [<Donotuser > |7 JE]| Use this amaunt: IW
Batch Notes: I ﬁ
Account number Account description I Encumbran... | Debit Percent | Credit Percent | Journal Joumnal refer...
D
1
KI| B

Distribution | Attributes I ﬂnlesl

Laad Dizituiion  Dizirin

| Froject [0 I Clazs I Iizzion I Spendable/... | Performance | Percent I

Remaining: [100.0000%)

I Debit Balance: 100.0000%  |Credt Balance: 100.0000%  [05/17/2002

In the Account Number column of the first available row in the journal entry grid, enter the account
number affected by this transaction. You can search for account number segments and/or account
numbers by clicking the corresponding binoculars button in the field. Once you select the account
number, the program displays the account description.

In the Type column, select a transaction type to indicate whether this transaction is “Regular” or
“Encumbrance”. The “Encumbrance” option is available only if your accounting system is set up for
encumbrance accounting.

Enter the debit percent or credit percent in the corresponding cell.
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5. In the Journal column, select the source you want to use. You can also enter a journal reference in the
corresponding cell. The list of sources available is defined in the Journal table of Configuration. The
journal reference provides transaction detail information about reports.

6. If you have the optional Projects and Grants module, you can assign debits and/or credits to a project. In
the Project ID column, enter a project ID. Click the binoculars button to look up a specific project. The
project description is displayed once you select a project ID.

7. Inthe Class column, you can enter a class to which you want to distribute this batch transaction. Select a
class from the appropriate row of the journal entry grid.

8. You can repeat this procedure to enter additional transactions. Once you have entered the batch
transactions, you can continue by entering distributions, or you can click Save and Close and return to the
batch at a later date.

Entering Transaction Distributions in a Recurring Batch

Entering transaction distributions is optional and necessary only if you want to distribute transactions to projects,
classes, and or transaction codes. You can distribute transactions by project and transaction code only if you have
the optional module Projects and Grants. Distributions and attributes can be assigned to each transaction in your
batch. You can also enter notes regarding a specific transaction.

When entering distributions, you can use previously created transaction distribution templates to quickly and
efficiently distribute activity to projects, classes, and transaction codes. Distribution templates are especially
helpful if you commonly distribute transactions to the same set of projects, classes, and transaction codes.

» Entering recurring amount batch transaction distributions

1. From the Journal Entry page, open the recurring amount batch record for which you want to enter
distributions.

#% Recuning Amount Batch - Dffice Exp [_ 2] x]
Eille Edit View Batch Favortes Tooks Help

E]Saveandtlosev| = X‘@ §| @'||E‘

? -

Batch ID: IUfhcs Exp Description; IMDnth\y Dffice Expenes spht by department Hide detail

Default set: I QI

Batch Notes: =
=l

Account rumber

Encumbran... | Debit Amount | Credit Amount | Journal Joumal refer...

Account description Praject 1D

ol lownal __Jtonty 0 ||

05-52100-10 Supplies Expense - Executive office Regular $1,000.00 Joumal Manthly Offic.
05-52700-20 Supplies Expense - Development  Regular $1.000.00 Joumal tonthly Offic,
05-52100-30 Suppliez Expense - Finance Regular $1.000.00 Joumal Monthly Dffic.
05-52100-40 Supplies Expense - Services Regular $1,000.00 Joumal Manthly Offic.
05-52700-50 Supplies Expense - Administration  Regular $1.000.00 Joumal tonthly Offic,

Load Distribution  Distribute Evenly  Del £ Distribute: by
Project ID | Class I Existing End... | Spendable/... | Fund Raisers | Amount I Percent
. Unresticted Net Azsets $5,000.00 1000000
Transaction 1 05-11110-10 Remaining: $0.00 (0.0000%)

Press F7 to zoom Debits: $5.000.00 |Credits: $5.000.00 |Balance: $0.00 | 10v08/2001
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Highlight the transaction for which you want to assign distributions and access the Distribution tab to
distribute activity to projects, classes, or transaction codes. From this tab you can you can load
distributions previously created in Configuration or load one from a previous transaction. You can also
distribute funds evenly and designate if the distribution is by amount or percent.

Distribution | Altributes I Hntasl

Load Distribution  Distribute Evenly  Delste & Distribute by

Project ID I Class Eisting End...l Spendable/... | Fund Raisers |Amuunl I Percent
Uniestricted Met Assets $6.000.00 100.0000

Tranzaction 1 05-11110-10 Remaining: $0.00 (0.0000%)

. To load a distribution click the Load Distribution button once and select one of the following:

e “from Table”: If you choose this method, the Select a Transaction Distribution screen appears. From
this screen, highlight the distribution you want and click Select. To add a new distribution to the table,
click Add New. See “Creating a Transaction Distribution Template Using an Existing Template” on
page 12 for a detailed procedure.

e “from Previous”: If you choose this method, the Load Distribution screen appears and you can load a
distribution from another transaction by entering a specific transaction line number. You can then
make changes to the distribution grid.

You can distribute transactions to projects, classes, or transaction codes by amount or percent. In the
Distribute by field, select “Amount” or “Percent”. If you select “Amount”, you can distribute transactions
by amount only and the percent column is disabled. If you select “Percent”, you can distribute
transactions by percentage only and the amount column is disabled.

Enter the project ID, class, and/or transaction codes in the corresponding cells of the distribution grid.
Enter the amount or percentage you want to distribute in the corresponding columns.

7. To distribute amounts or percentages evenly to the specified projects, classes, or transaction codes, click

12.

13.

Distribute Evenly.
Click Adjust Total to apply the distribution total to the transaction amount.
If you make a mistake or want to enter new distributions, you can click Delete All to clear the distribution

grid.
10.
11.

If you want to assign transaction attributes, select the Attributes tab.

In the Attribute Type field, select the type of attribute you want to attach to this transaction. To assign
multiple transaction attributes, enter each attribute in the attributes grid. Transaction attributes are
defined in Configuration.

If you want to enter notes regarding the distributions, select the Notes tab and enter any notes or
comments you want associated with the transaction. Adding transaction distribution notes is an optional
step. Notes are helpful for keeping track of additional transaction information that may not be apparent
from simply looking at the record.

Once you enter the distributions, attributes, and notes you want, click Save and Close to save the
distributions and return to the Journal Entry page.
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» Entering recurring percent batch transaction distributions

1. From the Journal Entry page, open the recurring percent batch record for which you want to enter
distributions.

4% New Recuring Fixed Percent Batch HEEBE
File Edit Wiew Batch Favortes Tool: Help

ESaveandEluss'| (=] X‘B. 5| LE]'||U‘|Q

2.

Batch ID: |nnm— Description: ITeIaphnna Bill Hide detail
Default set: I ﬂ

Source Account: |<Do ot use> j I""— “““““ o M Use this amaunt: IW
Batch Notes: I ::ll

Account number Account description Encumbran... | Debit Percent | Credit Percent | Joumnal Jounal refer... | Project ID

05-52340-20 Telephaone Charges - Development 50.0000 Jaurnal maonthly phor...
05-52340-60 Telephone Charges - Administiation H0.0000 Joumnal monthly phor...
01-11110-00 Operating Checking Account 100.0000 Joumnal manthly phot

Praject ID | Class I Ewisting End... | Spendabley... | Fund Raisers | Percent I

| | Unresticted Net Assets 100.0000
Transaction 3 01-11110-00 Remaining:  [100.0000%)
|Diebit Balance: 0.0000% |Credit Balance: 0.0000%  [10/09/2001

2. Highlight the transaction for which you want to assign distributions and access the Distribution tab to
distribute activity to projects, classes, or transaction codes. From this tab you can you can load
distributions previously created in Configuration or load one from a previous transaction.

Distribution | Attributes | uutssl
Load Dighibution  Distiibute Evenly  Delete All
Praject 1D I Clazs Eisting End...l Spendable/... | Fund Raizers | Percent I
|| Uriestricted Net Assets 100.0000
Tranzaction 3 01-11110-00 Remaining:  [100.0000%)

3. To load a distribution click the Load Distribution button once and select one of the following:

¢ “from Table”: If you choose this method, the Select a Transaction Distribution screen appears. From
this screen, highlight the distribution you want and click Select. To add a new distribution to the table,
click Add New. See the Creating Distributions section for a detailed procedure.

e “from Previous”: If you choose this method, the Load Distribution screen appears and you can load a
distribution from another transaction by entering a specific transaction line number. You can then
make changes to the distribution grid.

4. You can distribute transactions to projects, classes, or transaction codes by amount or percent. In the
Distribute by field, select “Amount” or “Percent”. If you select “Amount”, you can distribute transactions
by amount only and the percent column is disabled. If you select “Percent”, you can distribute
transactions by percentage only and the amount column is disabled.

5. Enter the project ID, class, and/ or transaction codes in the corresponding cells of the distribution grid.
Enter the amount or percentage you want to distribute in the corresponding columns.

To distribute percentages evenly to the specified projects, classes, or transaction codes, select Distribute
Evenly.

8. Click Adjust Total to apply the distribution total to the transaction amount.
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10.
11.

12.

13.

If you make a mistake or want to enter new distributions, you can click Delete All to clear the distribution
grid.

If you want to assign transaction attributes, select the Attributes tab.

In the Attribute Type field, select the type of attribute you want to attach to this record. To assign
multiple transaction attributes, enter each attribute in the attributes grid. Transaction attributes are
defined in Configuration.

If you want to enter notes regarding the distributions, select the Notes tab and enter any notes or

comments you want associated with the distributions. Adding transaction distribution notes is an
optional step. Notes are helpful for keeping track of additional transaction information that may not be

apparent from simply looking at the record.

Once you enter the distributions, attributes, and notes you want, click Save and Close to save the
distributions and return to the Journal Entry page.

Using a Recurring Batch to Create a New Batch

Once you create a recurring batch, you can use it as a template to create new regular batches of transactions. The
type of template you use determines the information you need to enter when creating a new batch. For example,
if you use a fixed percent template, you will enter a post date and an account balance date.

» Using a recurring batch of transactions to create a new batch
1. From the navigation bar, select Journal Entry. The Journal Entry page appears.

2.

In the Batch type field, select “Regular Batch”.

3. Click New Regular Batch on the action bar. The New Batch screen appears.

T r|
File Edit “iew Baich Favortes Tool: Help
Eisaveandoise - |l X[ @[ 9 0- 2@ D E o] ? - |
D escription: I Status:IDpen j Hide detail |
Drefault set: I QI ¥ Automatically create balancing interfund entries
v iCreate bank adjustments when posting to a bank's cash account
Batch Motes: ;I
[
Account nurmber Account description IF'ost date Encumbran... | Debit &mount | Credit Amount
D
1
KN i

Distribution | Attributes I ﬂotesl

Distribute by: [ EGE2

Project [ IEIass Miszion Spendable/... | Performance | Amount IPercent I

Remaining: $0.00  [100.0000%)

|Debits: $0.00 |Credits: $0.00 [Balance: $0.00 | 051542003 Yl
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4. Select Batch, Use a Recurring Batch. The Open screen appears.

Open I
Find: IHecuning Batch | Search using query: |<Defau|t> L
€% Open

Options

PYDT
PY¥HC
PY¥5

Payrall Calculations - ...
Payrall Calculations -...

Recurting Armounk
Recurting Armounk
Payroll Calculations -5... Recurring Amounk

M| Exact match anly
Batch I0: I j Created by: I j
Drescription: I ﬂ Created on: Iany time j
Recuring Type: IHecurring Armaunt j Last madified by: I j
Last modified ar: Ian}' Hime j
Hide Filters I Clear Filtersl Previouz Filtersl Filters are applied Fird Mow I Open I Cancel I
|-'-1 records found.

5. Enter the appropriate filters to help narrow your search. You can enter a batch ID, description, and/or
batch type. In the example above, we filtered by recurring batch type.

Note: We recommend you search by one or two of the most helpful criteria types because the results that
appear in the grid must match all criteria you enter. Adding too much criteria information in the filter fields can

actually prevent you from finding a record.

6. Click Find Now. If the search criteria you entered matches a recurring batch in the database, the results
appear in the grid on the Open screen. If you entered the first few letters or characters in the criteria
fields, or used general criteria that apply to several records, more than one record may appear in the grid

7. Once the records are listed, you can open a record by highlighting it and clicking Open. The Use a

Recurring Batch screen appears.

Usze a Recurring Batch I
Batch D Fvac
Description: Payroll Calculations - Ashley Cooper Location
Type: R ecurring Amont
Post date: El
1]4 | Cancel |

Note: When you post a transaction, the program transcribes and summarizes detailed transaction data from

journals or subledgers into the general ledger.

8. Enter a post date in the Post Date field and a transaction amount in the Transaction amount field if

applicable.
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9. Click OK. The recurring batch information appears in the new batch.

% New Balch |- (O] x]
File Edit “iew Batch Favortes Took Help
B seve anciose -l X2 & | A0 &[HD £ w2 2 -

Status: [Open x| Hide detail

Description: I

;ﬂl W Automatically create balancing interfund entries

Default set |
™ Create bank adiustments when posting to a bank's cash account

Batch Notes:

Encumbran

Accaunt humber Accaunt description Post date

on )
Regular $35,678.00 Journal Entry | Monthly Parall
Joumal Entry | Manthly Paprall

$72.195.00 Jounal Entry | Monthly Payproll

Salaries-Development
Salanies-Program Services 05/16/2003  Regular $24.750.00

Payioll Account 05/16/2003  Regular

| Percent I ﬂ

Performance | Amount

Froject ID | Class Iission I Spendable/
| 1001 Unresticted Net Assets None Spendable $2.345.40 20.0000
. 1002 Unrestiicted Met Azsets Mone Spendable $2,345.40 20.0000
| 1003 Urnrestiicted Net Assets None Spendable $2.345.40 20.0000
|| 1004 Unresticted Net Assets None Spendable $2.345.40 20.0000 ;I

Transaction 1 01-5100-01 FRemaining: $0.00 [0.0000%)

[Debits: $72,195.00  [Credits: $72,195.00  [Balance: $0.00 |o5nsi00s

10. Now enter the batch detail information. You can also enter additional transactions, delete transactions,
and edit any distributions.
11. Once you make the appropriate changes, click Save and Close to save the batch and return to the Journal

Entry screen.
Managing Batches

Note: On the Records tab of the Options screen, you can specify options for Journal Entry processes. For
example, you can define when the program validates data entry and whether it displays a warning before

posting as well as other options.
This section provides information and step-by-step procedures for completing Journal Entry tasks you can use to
manage your batches, including approving and changing the status of batches, as well as copying, editing, and

deleting batches. Also included in this section is information about globally changing and transactions. Knowing
how to effectively complete these tasks will increase the efficiency of your organization’s daily operations.

Approving Batches

You can change the status of multiple batches from the Journal Entry page. This efficient process saves time by
allowing you to approve multiple batches at once, instead of requiring you to open and approve each individual
batch record. To change the status of a batch, you must have security rights to approve batches.

You can activate the business rule requiring batch approval prior to posting and assign approval rights to specific
persons in your organization as a quality assurance check.

Any user with rights to view batches can open a saved batch, but you must have security rights to the accounts
and projects it contains to view and edit that information.

» Approving batches for posting
1. From the navigation bar, select Journal Entry. The Journal Entry page appears.
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2. Click Change Batch Status. The Change Batch Status screen appears.

18 Pending &pproval B Onl

Include | Batch Mumber I D escription | Status I Dehits | Credits | Created By I Created On I

Change status to: IApproved hd Fefresh | LEhange Status | Cancel |

Note: To open a batch from the Change Batch Status screen, highlight the batch and click Open. The Open
button is disabled unless at least one batch is highlighted.

3. Onthe action bar, select the current status of batches you want to approve. You can choose to display
batches that are “Pending Approval”, “Approved”, or “Open”.

=% Change Batch Status E

ctAll Deselect Al Current Status [ AL (i

Include | Batch Mumber I D escription | Status I Dehits | Credits | Created By I Created On I

I A Office Expens... Open $1.000.00 $7.000.00 Supervizor 04/03/2001

Change status to: IApproved b FiEfresh | LChange Status | Cancel |

4. You can mark or clear the Only show batches with zero balances checkbox.

5. To approve all displayed batches, click Select All. The Include checkbox for each batch will be marked. For
example, you could display all open batches and click Select All to change the status of all open batches
to “Approved”. Click Deselect All if you change your mind and do not want to change the status of all the
displayed batches. The checks are removed from the Include column.

6. To approve an individual batch, mark the checkbox in the Include column for each batch you want to
change.

7. In the Change status to field, select “Approved”. The options in this field depend on the batches
displayed. The statuses of “Open” and “Pending Approval” can be changed to “Approved”.

8. You can click Refresh to update the grid if you open a batch from this screen.

Once you have marked the batches you want to approve, click Change Status. The batches you approved
are no longer displayed in the grid.

10. To return to the Journal Entry screen, close the Change Batch Status screen. Click Cancel to cancel any
changes and return to the Journal Entry page.
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Changing Batch Status

You can change the status of multiple batches from the Journal Entry page. This efficient process saves time
because you can change the status of multiple batches at once, instead of requiring you to open each individual
batch record to make the changes. For example, if you have approved a group of batches for posting and then
realize they should not be approved, you can use this procedure to change the status from “Approved” to “Open”
or “Pending Approval”. To change the status of a batch to “Approved”, you must have security rights to approve
batches.

Any user with rights to view batches can open a saved batch, but you must have security rights to the accounts
and projects it contains to view and edit that information.
» Changing batch status
1. From the navigation bar, select Journal Entry. The Journal Entry page appears.
2. Click Change Batch Status. The Change Batch Status screen appears.

% Change Batch Status B I
Deselect All BT Pending Approval S Only Zerm Ces

Include | Batch Mumber I D escription | Status I Dehits | Credits | Created By I Created On I

Change status to: IApproved b FiEfresh | LEhiangs Status | Cancel |

Note: To open a batch from the Change Batch Status screen, highlight the batch and click Open. The Open
button is disabled unless at least one batch is highlighted.

3. Inthe Current Status field on the action bar, select the current status of batches you want to change. You
can choose to display batches that are “Pending Approval”, “Approved”, or “Open”.

=% Change Batch Status E I

80 0pen Select All Deselect All Current Status: [T Y Ol sh ith zera balarices
Include | Batch Mumber I D escription | Status I Dehits | Credits | Created By I Created On I

I Office Expens... Open $1.000.00 $1.000.00 Supervisor 04/03/2001

Change status to: IApproved b FiEfresh | LChange Status | Cancel |

4. You can mark or clear the Only show batches with zero balances checkbox.
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5.

10.

To change the status of all displayed batches, click Select All. The Include checkbox for each batch will be
marked. For example, you could display all open batches and click Select All to change the status of all
open batches to “Pending Approval”. Click Deselect All if you change your mind and do not want to
change the status of all the displayed batches. The checks are removed from the Include column.

To change the status of an individual batch, mark the checkbox in the Include column for each batch you
want to change.

In the Change status to field, select “Pending Approval”, “Approved”, or “Open”. The options in this field
depend on the batches displayed. The statuses of “Open” and “Pending Approval” can be changed to
“Approved”. Batches with a status of “Approved” can be changed to “Open” or “Pending Approval”.

You can click Refresh to update the grid if you open a batch from this screen.

Once you have marked the batches you want to change and you have selected the new status, click
Change Status. The batches you changed are no longer displayed in the grid.

To return to the Journal Entry screen, close the Change Batch Status screen. Click Cancel to cancel any
changes and return to the Journal Entry page.

Copying a Batch of Transactions

To save time when creating similar batches of transactions, you can copy an existing batch into a new batch. The
new batch can then be saved and posted to General Ledger. You can copy from either open or posted batches.
This procedure is useful when you want to post a duplicate batch of transactions or when you need to edit
transactions in a posted batch. After creating the new batch, you can add, change, or delete transactions before

posting.

» Copying a batch of transactions

Warning: To copy a batch, you must have security rights to view, edit, and create batches. If you do not have
security rights to the accounts and projects in the batch, the accounts and projects are masked when the batch
is copied.

1.
2.

From the navigation bar, select Journal Entry. The Journal Entry page appears.
Open the batch you want to copy. (You can copy transactions from an open or posted batch.)

4% Regular Batch 37 [_ O] %]
File Edit ‘iew Batch Favaortes Took Help

ESaveandC\osev‘u X|@. §|- 3] @‘&“E ﬂi"

Description: |F\xed Aszets - DB/04/2002 Status: I Pasted

Default set: | QI ¥ | Butormatically ereate balancing interfund entizs:

I | Create banf adiustments when posting b a banlk!s cash aezount

Batch Notes: =]
Account number Account description Fost date E ncumbran Debit Amount | Credit Amount | Journal Joumal refer | &
L O-5740-00 Depreciation Expense 014314200 Regular $7.79 ts | 5-Period depr...
2 |01-1870-00 Accumulated Depreciation 01/31/2001  Regular $7.79 Fived Assets  5-Slide Praje.
3 |m-5740-00 Depreciation Expense 02/28/2001  Regular $7.79 Fined &ssets  5-Period depr...
4 |0-1870-00 Accumulated Depreciation 02/28/2001  Regular $7.79 Fired Assets  5-5lide Proje.
5 |0-5740-00 Depreciation Expense 03/31/2001  Regular 3779 Fised Assets  5-Period depr.
E |01-1870-00 Accumulated D epreciation 03/31/2000  Regular $7.79 Fived Assets  5-Slide Proje.
7 |01-5740-00 Deprecistion Expense 04/30/2001  Regular $7.79 Fived Assets  5-Period depr...
8 |01-1870-00 Accumulated D epreciation 0473072000 Regular $7.79 Fired Assets  5-5lide Proje.
9 |01-5740-00 Depreciation Expense 05/31/2001  Regular $7.79 Fined dssets  5-Period depr...
Distibution | Attibutes | Notes|
Lozel Dijsiripntion Dz [y Dzlatz Lzt otz Distribute by:tribute by:ute by _
| Praject ID | Class Hission I Spendable/.. | Performance |Amount | Percent I
J 93933 Unrestricted Net Assets Mone Spendable $7.79 100.0000
Transaction 1 071-6740-00 Remaining: $0.00 [0.0000%)

|Debite: $114.967.53  Credlits: $114967.52 | Balance: $0.00 [08/15/2003
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3. From the Batch menu, select Copy and one of the following options: “Copy batch as Regular”, “Copy
batch as Recurring Amount”, or “Copy batch as Recurring Fixed Percent”. The new batch appears.

4% Regular Batch [_ [O]x]
File Edit ‘iew Batch Favaortes Took Help

ESaveandC\osev‘ =] X|@. §| wil N “S = E’|
Desoription: [Copied fiom batch 37 Fined Assets - 06/04/2002 Status: [Open =] Hide detail |
Default set: | QI ¥ Automatically create balancing interfund entries

[T Create bank adiustments when posting to a bank's cash account

Batch Mates:

R0/

Account number Account description Fost date E ncumbran Debit Amount | Credit &mount | Journal Journal refer.
D
A O1-5740-00 Depreciation 2 1/31/2001 | Regular 5-Period depr...
2 |01-1870-00 Accumulated Depreciation 01/31/2001  Regular $7.79 Fired Assets  5-Slide Proje...
3 |0-5740-00 Depreciation Expense 02/28/2001  Regular $7.79 Fised &ssets  5-Period depr...
4 |0-1870-00 Accumulated Depreciation 02/28/2001  Regular $7.79 Fired Assets  5-Slide Proje.
5 |0-5740-00 Depreciation Expense 03/31/2001  Regular $7.73 Fised Assets  5-Period depr.
E |01-1870-00 Accumulated D epreciation 03731420001 Regular $7.79 Fiked Assets  5-Slide Proje..
7 |01-5740-00 Deprecistion Expense 04/30/2001  Regular $7.79 Fived Assets  5-Period depr...
8 |01-1870-00 Accumulated Depreciation 04/30/2001  Regular $7.79 Fired Assets  5-Slide Proje...
lIc_l m ETAn AN Porrociotine, Coirounn ARSI Do do +770 i Aot F8ored dones

Distibution | Attibutes | Notes|

lele Tolal Distribute by Distibute by
Froject ID | Class Iission I Spendable/... | Performance | Amount | Percent I
9359 Unrestricted Net Asssts Mone Spandable $7.79 100.0000
Transaction 1 01-5740-00 Remaining: $0.00  (0.0000%)
I [Debits: $114.367.53 | Credts: $114.967.53 | Balance: $0.00 [osi5/2008

4. You can now make changes to the batch. You can enter additional transactions, delete transactions,
rename the batch, and edit the distributions.

5. To save the batch and return to the Journal Entry screen, click Save and Close.

Editing a Batch

You can edit an open batch to make individual changes to each transaction. Once a batch has been posted,
however, you can no longer make changes to the transactions. If you need to make changes to a posted batch,
you can reverse the batch to create a new batch that is identical to the original except the debits and credits are
reversed. You can then copy the batch of transaction into a new regular batch and make the corrections. You
must post the new batch immediately after reversal to wash out the originally posted transactions.

If you need to edit a large number of transactions in an open batch, you can save time by globally changing the
transactions. For more information about globally changing transactions, see the Global Change chapter of the
Administration Guide for The Financial Edge. You can edit a batch only if you have the appropriate security rights.
For more information about security rights, see the Security chapter of the Administration Guide for The Financial
Edge.

Globally Change Transactions

Warning: You can only globally change transactions in open batches.

In your organization’s day-to-day operations, you probably create large batches of transactions for posting to
General Ledger. Some of these batches may contain hundreds, even thousands of transactions. If you needed to
make changes to every transaction in a large batch, it might take hours to edit each transaction manually. But, if
you use the globally change records feature in General Ledger, you can make changes to all or selected
transactions in an open batch at the same time.
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When globally changing transactions, you can change a transaction number, account number, transaction type,
amount, post date, encumbrance status, and other batch information. You can access the Global Change -
Transaction screen from Administration or from an open batch record by selecting Batch, Globally Change
Transactions.

Global Change - Transaction [ x|

File Edit Fawortes Toolz Help
RSE D=k |

1:General | 2Filters |

Available fields: Apply changes to these hields:
[ <ol fislas =l

(wln]

ranzaction number
--Aecount number

- Trangaction type

- Aot

- Pozt date
--Encumbrance statuz
- Journal

-Journal reference

- FHeverged on

- obeg

+--Abtributes

1| Find... dFamove itz

™ Create a query of accounts that have changes [ Automaticaly add new table entries

¥ Create contral report: [ Preview report "l [ Create guem of exceptions

Cancel | Ereview Changes | Change Mow

The procedure for globally changing transactions and other records is located in the Global Change chapter of the
Administration Guide for The Financial Edge. Because global change is a detailed process, we recommend that
you read the Global Change chapter of that guide before attempting to globally change any records.

Importing Transactions

Importing records is an efficient process in which you move data from other programs, including The Raiser’s
Edge, into General Ledger. Importing is particularly useful if your organization maintains two databases or if you
need to combine two or more databases into one. Importing transactions is also an efficient method of entering
data into a batch from an external source. For example you could import a *.csv file from The Raiser’s Edge that
contains gift entries to post to the general ledger.

With General Ledger you can import a batch of transactions from various external sources, including other
Blackbaud programs such as Accounts Payable, Student Billing, and The Raiser’s Edge. You can also import
transactions from Fund Master or a *.csv, *.txt, or *.prn file created by a non-Blackbaud program.

You can access the Import - Batch Transaction screen from Administration or from an open batch record by
selecting Batch, Import Transactions. We recommend importing transactions from open batch records because
that method eliminates a few extra steps.

The import file used in this example includes the minimum fields required to import new transactions, plus
additional fields that are not required but are recommended for maintaining accurate and detailed records. You
may need to include others that are not used in this example but are required by your organization’s data entry
protocols or your organization’s settings in Configuration. For more information about required fields, see the
Import Guide.
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These are the fields imported in the following procedure. Those marked with an asterisk (*) are required fields
when importing new records. Other fields may be required when updating existing records. For more information
about required fields, see the Import Guide.

e Account number* e Journal*

e Post date* ¢ Journal reference*
e Encumbrance Status* e ProjectID

e Type* e Class

e Amount* ¢ Transaction Codes

» Importing new journal entry transactions

1. From an open batch record, select Batch, Import Transactions. The Select a Parameter File screen
appears.

]

Select a Parameter File

Select the import file you want to use:

File Marne | Dezcriptian | Created By | Created On

Tranzaction lmpart Supervizor 01/27/2002 71 Add New

%] Cancel

FAFind..

™ Only show my parameter files

2. Select the import file that contains the transactions you want to import, and click Select.
3. The Import - Transaction screen appears on the General tab.

% Import - Transaction

File Edit Favortes Tool: Help
XA MHE 2
1: General ]2 File Layuul] 3 F\elds} 4 Dpliuns/Summary]

What do you want to do?
(% Import new records DDI!?I’\S

. M
£ Update exiting records [ Create new table entries
" Create import file r
"~ Ewport records -

Use |Long Description | whenimporting table entries

What file do you want to import?

Impart file: |C YFileshimportFilessConsults ImportshGLJE entry import_test csv J

Uselgamh Impart 1D ﬂ to match records in the import file with existing records

What is the format of this import file?
¢ Delimited - Characters separate the fields

" Fixed width - Fields and records have a set length

| e |

| Next > | Cancel | Save Impart Mow

4. In the What do you want to do? frame, mark Import new records.

Warning: We recommend that you validate and test an import file before running the actual import process.
For more information about testing and validating import files, see the Import Guide.
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5.

To validate the import file before actually adding records, mark Validate data only. When you later click
Validate Now, the import file is validated but no changes are made to your database. After you validate
the import file and you are ready to run the import, unmark Validate data only.

To import table entries not currently present in the program, mark Create new table entries in the
Options frame. We recommend that you do not add table entries when importing. It may result in

duplicate entries, some with misspellings and incorrect formatting. For example, it may add several
versions of a title, such as Dr., Dr, DR.

Note: We recommend that you do not add table entries when importing. It may result in duplicate entries,
some with misspellings and incorrect formatting.

If you select Create new table entries when you are validating data, the program does not actually create
new table entries. Rather, the program processes records as if it were going to create new table entries.

In the Use [ ] when importing table entries field, select “Long Description” or “Short Description” as the
default format to use when importing fields containing table entries. The selected format is used by
default only when you do not specify a format in the import file. For more information about formatting
table entries, see the Import Guide.

Tip: You can set a default file path on the File Locations tab of Options. For more information, see the Options
chapter of the Program Basics Guide.

8.

10.

11.

In the Import file field, the import file you selected on the Select a Parameter File screen appears. Make
sure this is the correct import file to use.

In the Use [ ] to match records in the import file with existing records field, select the record ID used in
the import file — either the batch import ID or batch number. To locate the batch import ID, from the
batch record, select File, Properties. A screen appears listing system properties for the record including
the batch import ID. For more information about import IDs, see the Import Guide.

In the What is the format of this import file? frame, mark Delimited. For more information about using
the delimited format, see the Import Guide.

Click Next. The File Layout tab appears.

% Import - Transaction

File Edit Favortes Tool: Help
dxteam -

| 3 F\eldsl 4 Dpliuns/SummaryI

Field Separators and Text Qualifiers -
Field separatar. IEUmma - The information between bwao text qualfiers is the data that wil be imported. This
allows you ta distinguish between a field separator character and a character that iz
Text qualifier: IQuotation - I_ part of the data to be imported.
Impart Field Names
% Field names are on the first ling of the import fils
 Impont file does not cortain field names
" Field names are in a separate file: _I
Sample Import Format -
Account number Post date Encumbrance Status Type Amount
01-1000-00 01/02/2003 Reqular Dehit 102.005
01-2000-00 01/02/2003 Regular Credit $1,373.32
01-1000-00 01022003 Reqular Debit $75,000
01-4150-00 01/02/2003 Regular Credit 75,000.00
KIS M
< Back I Next > I Cancel I Save | Impart Mow |

12. In the Field Separators and Text Qualifiers frame, select the field separators and text qualifiers used in

the import file.
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“n

Note: Enter the actual separator, not the separator name. For example, enter “.”, not “period”.

If you select “Other” in the Field separator field or “Custom” in the Text qualifier field, enter the actual
separator and qualifier in the corresponding text box.

13. Inthe Import Field Names frame, mark the option designating the location of field names in the import
file. Field names can be on the first line of the import file, not included in the import file, or contained in
a separate file.

If you mark Field names are in a separate file, enter the path of the file which contains the field names or
click the ellipsis to browse to the file.

Warning: When you add fields on the Fields tab, be sure you also add conditionally required fields. For
example, if you add Attribute Type on the Fields tab, you must add Attribute Description because it is now
required. For more information about required fields, see the Import Guide.

14. Click Next. The Fields tab appears. On the Fields tab, you match data in the import file with Financial
Edge record fields. For more information about mapping fields, see the Import Guide.

% lmport - Transaction

File Edit Favortes Tool: Help
=l =X

1 Genslall 2 File Layout ’_

?.

4: DplionsSummary I

Available fields: Impart these fields:
|<5|"0W Al fields> j Field to Impart Import Field Exkension
—-Batch il 2ccount number Account number (Acco
¢~Import ID Post date Post. date (Post date)
= -Tranzaction
--Account number Encumbrance Skatus Encurmbrance status (Encumb. ..
~-Post date Type Type (Type)
~~Encumbrance status
Type Amount Amount CAmaunt)
~-Amount Journal Journal {Journal)
~Journal
Journal reference Journal reference Journal reference (Journal re...
~Motex Project ID Project ID {Transaction Distri... oo
___?:zr;:“g; Jmport ID Class Class (Transaction Distributia... ]
=-Transaction Attributes SpendablefMon-Spendable SpendablefMon-Spendable (T... [ali}
~Attribute Type
~#ttribute Description
Atribute Date
~Comments
=-Transaction Distibution
~Sequence
Project ID o=
~Class
~Mission

Spendable/MNaon-Spendable d

~Parfarmaanee

|_rI|J Firicl = Clear Fi Update Fields -~

Import Records using this defaul set I QI

< Back Next > I Cancel I Save | ImportNDﬂl
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15. When you have finished setting all fields, click Next. The Options/Summary tab appears.

% lmport - Transaction

File Edit Favortes Tool: Help
dxteam -

1 Genslall 2 File Layuull 3: Fiel

Impart O ptions -
[~ Create exception file of records not updated/imported I _I

I~ Create an output queny of the records imported

= | Greate amoutpub guer of the recards updated

[~ Create controlreport € Fleview 8 Bt

Impart Summary [nformation

Type: Transaction
File Mame: C:\Files\mportFilessConsults ImportshGLJE entry import_test.csv

|»

Mew transactions will be imported

Field names are on the first line of the import file
Fields are zeparated by Comma
The text qualifier is & <GQuotations

These fieldz will be imported:
Account number [Account number]
Post date [Post date]
Encumbrance status [Encumbrance Status)
Type [Type]
Amaunt [Amaunt]
Journal [Journal]
Joumnal reference [Journal reference]
Project 1D [Project ID]

Class [Class] ;I
< Back | x> | Cancel | Save | ImportNaﬂl

Tip: You can set a default file path on the File Locations tab of Options. For more information, see the Options
chapter of the Program Basics Guide.

16. Inthe Import Options frame, mark Create exception file of records not updated/imported to create a
file of all fields that do not import successfully.

In the field to the right, enter the path where you want the file saved, or click the ellipsis to browse to the
file.

17. Mark Create an output query of the records imported to save a query of imported records.

Warning: If business rules are set for the program to ask before creating an item, those items will not be

created while importing records. If you want to import them, you must change the business rule before
importing.

18. Mark Create control report to view or print a report listing the import results, criteria, field mappings,
and exceptions.

If you create a control report, mark Preview to view the report on your screen or mark Print to print the
report.

19. Review information in the Import Summary Information frame. If you are satisfied with the set
parameters, click Import Now.

20. The program asks if you want to save changes. To save, click Yes. If this is the first time you have saved
the import record, the Save Import As screen appears.

Note: You can use the parameters from saved import records for future imports in which you want to use the
same or similar parameters.

21. Inthe Name field, enter a name for the import. In the Description field, enter a description for the
import. Mark the checkboxes to allow other users to run or modify the import. Click Save.

22. If you marked Create an output query of the records imported on the Options/Summary tab, the Save
Query As screen appears. Enter a name and description of the query and click Save.
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23.

24,

Once the program begins processing the import, a progress bar appears. If you click Cancel, the Cancel
Import screen appears. On this screen, you can view a control report, resume the export, or exit the
import. If you click Exit Import, the import creation process stops, and any data imported up to the point
of cancellation is in the database. If you click View control report, the control report appears. When you
close it, you can resume or exit the import again.

When the import is finished, a completion screen appears. This screen shows the import statistics
including the number of records processed, records added, records updated, and exceptions.

' The Education Edge - Import I

: | The Education Edge - Import Completel
Records Processed: 4ﬂ
Records Added: 4
Records Updated: i]
Exceptions: 0
Tatal Tinne: 00:00:08
Records / sec: 0.E7 LI

Cloze | | Wiew Control Feport I

If you selected to print or preview the control report on the Options/Summary tab, click Close on the
completion screen and the report automatically opens.

lE Mew Import Control Report HEER

X {4 101 oW o @& F&|FEE [ |#h Toao oo Dot

Previev |

Community Services Inc. Page 1
Import Control Report

Importing - Transaction

oo o Faocucrad: +
oo o ot +
Encozls Tpdatud "
Fraptio s "
Oy gmays facosls gl
oy qmays faconls mdsnd:
Eraptinfls:
Creeri
Ty Taae actien
ik nama: £ Filas T po rFik e o et B por 3L TE anfay dmpo of_fus e
Tz tion: Impe ot naw maszds
Cptiozs Hom
Dl BachimponID
Hoadax:
Fommat: Dulimind
Fislds am sapazated by comma

Toxtgubifiuris 499 htien
Fiell mapp ng

g e el name Edueerion EdgeTul

Aige Tt wm bez Fgos nat T bar
Fostidat Foctdatu

Facumbuncs fre Encumbnings et

Type Typu

Amonzt fomenat

Tonmal Tonmal

Tenmalrahmace Tonmalnufumaca

Frmjost D P juct I -
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25. If you did not select to print or preview the control report, you can see import results by clicking View
Control Report on the Import screen. When you finish viewing the report, close the report to return to
the batch record. The new imported transactions appear in the batch record journal entry grid.

4% Regular Batch 38 [_ 2] x]
File Edt “iew Batch Favortes Tools Help

I 5eveand Close - | |l X (& S| 0 0 - 48 [0 1) == | | 2| 2 -

Description: IMembership Dues Status: I Open d Hide detail
Default set: I QI ¥ Automatically create balancing interfund entries
[~ Create bank adjustments when posting to a bank's cash account
Batch Notes: :I
[ |

Account number Account description Past date Encumbran... | Debit Amaunt | Credit Amount | Journal

03 legula $102.0 Journal Entry
Accounts Payable 0./02/200: Regular $1.373.32 Journal Enty | Transfer of fi
Operating Cash Account 01/02/2003  Regular $75.000.00 Journal Entiy Membership
Contributions-Default 01/02/2003  Regular $75.000.00 Journal Entry  Membership
KN i

otal

Distribute by

Project ID |C\ass Migsion Spendable/... | Performance |Amount |Parcenl

|| 1001 Unrestricted Met Assets Mone Spendable $102.01 100.0000
Transaction 1 07-1000-00 Remaining; $0.00 (0.0000%)
[Debits: $7510201 [Credits $76,.37232 [Balance: ($1.271.31) |

Exporting Batch Information

Exporting is useful if you routinely create custom reports using General Ledger data. With Journal Entry, you have
several different methods for exporting information, each providing flexibility for viewing and reporting your
transaction data. From the Journal Entry page, you can export all batch information in the grid directly to Excel or
format the information for use with another program. This a quick way to view and print a report of all batches in
your system. You can also export individual batch information from the Journal Entry page and from a specific
batch record.

» Exporting a batch of transactions

Note: You can export transaction information from an open or posted batch.
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1. On the Journal Entry page, highlight the batch you want to export.

% The Financial Edge

Eile Edt View Go Favoites Tool: Help

4 Back & Fopwant

] Community Services Inc. ™ » General Ledger ~

Shorteuts

|F|H—' Home:

Blackbaud Systems ‘

~ Journal Entry

MHew Regular Batch Open Delefe Fost Bint Egpot Find... Change Batch Slalus...|

Batch type: IHEguh[ Batch j Batch status: IDpEn and posted batches j

Batch # | Dezcription | Status ‘ Added by | Date added | Last change... | Date changed lﬂ
32 Student Billing - 02/19/2002 Posted Supervisar 0241942002 Supervisar 0241972002
N Payrall - 02/13/2002 Posted Supervigor 02/19/2002  Supervisor 02/19/2002
30 Payrall - 02/13/2002 Posted Supervisar 02/19/2002  Supervisar 02/19/2002
i 5t il 5 > Sy
28 Student Billing - 02/18/2002 Posted Supervisor 02/18/2002  Supervisor 0241872002
27 Student Billing - 02/18/2002 Posted Supervisor 02/18/2002  Supervisor 02/18/2002
26 Student Billing - 02/18/2002 Paosted Supervisar 02/18/2002  Supervisar 02/18/2002
25 Project &llocation JE 02/01 Pasted Supervisor 02/14/2002  Supervisor 02/14/2002
23 Overhead Allocation Open Supervisor 02/11/2002  Supervisor 02A11/2002
22 Accounts Payable - 01./28/2002 Paosted Supervisar 01/28/2002  Supervisar 01/28/2002
21 BB-7 Pasted Supervisor 01/27/2002  Supervisor 01/27/2002
20 BE-E Posted Supervisor 0/27/2002  Supervisor 0/27 /2002
19 BE93 Paosted Supervisar 01/27/2002  Supervisar 01/27/2002
18 Operation Cash Posted Supervisor 0142742002 Supervisor 014272002
17 BB-5 Posted Supervigor 014272002 Supervisor 01/27/2002
16 BE-4 Posted Supervisar 01/25/2002  Supervisar 01/25/2002
15 BE-3 Paosted Supervisar 01/25/2002  Supervisar 01/25/2002
14 BB-2 Posted Supervisor 01/25/2002  Supervisor 01/25/2002
13 Accounts Payable - 01/17/2002 Posted Supervisor MAT2002  Supervisor mA7/2002
12 Development - 01./16/2002 Paosted yan 01A16/2002  myan 01/16/2002 ;l

[~ Only show my batches

‘wielcome to General Ledger ‘

2. On the action bar, click Export. The Select a Parameter File screen appears where you can select a batch
detail report parameter file to use for the export. You can also create a new parameter file from this

screen.

Select a Parameter File

Select a parameter file to use for thiz Batch Detail Report

File Marne:

™ Orly show my parameter files

Select

#] Cancel |

] Add MNew |
(| Open |

B8 Find.. |

Description

1.

3. Highlight the parameter file and click Select. The Export screen appears where you define a format and

destination for the export file.
Export
Format;
IErystaI Feports [RPT] j
Destination;
| Disk. file 4|

4. In the Format field select the format to use for the export information. For example, if you want to use
this batch information to create a custom report using Crystal Reports, select the “Crystal Reports (RPT)”

format.

Note: If you select “Disk file” in the Destination field, you are prompted to designate a save location once you

click OK.
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5.

In the Destination field, select a destination for the export file. For example, if you are creating a Crystal
Reports export file and you have Crystal Reports installed on your machine, you can select “Application”
as the destination and the export file will open in Crystal Reports once the export is complete. If you want
to save the file to your computer’s hard drive or to a network location, select “Disk file”.

Click OK to proceed with the export. The next screen to appear depends on the format and destination
you selected. If you selected “Disk file” as the destination, you are prompted to designate a save location.
If you selected “Application” as the destination then the application affiliated with the file type opens
displaying the export information.

» Exporting a list of all batches

1.

On the Journal Entry page, place your cursor in the grid and right-click your mouse. A menu appears
displaying various grid-related options.

it The Financial Edge

File Edt View Go Favortes Tools Help

4 Back & Forward ] Caommunity Services Inc. ™ * General Ledger ~

e +* Journal Entry
Mew Regular Batch Open Delefe Fost Print Export Find... Change Batch Status... |
Batch type:[Regular Batch 7| Batch status: [ Open and posted batches >
Description t Addedby | Dale added | Lastchange... | Date changed |+
] 2 = : G0 Su o 02/ 12
3 Payroll - 02/13/2002 'z Open 02 Supervisor 02/19/2002
a0 Payrall - 02/19/2002 H Delete. 02 Supervisar  02/19/2002
24 Student Billing - 02/18/2002 B elidzte 02 Supervisor 02/18/2002
28 Student Billing - 02/18/2002 j" Fogt Batch 02 Supervisar 021872002
27 Shudent Biling - 02/18/2002 02 Supervisor 02/18/2002
26 Student Billing - 02/18/2002 Capy batch & Regular 02 Supervisor 02/18/2002
25 Project Allocation JE 02/01 Copy batch as Recurming Amount 02 Supervisor 02/14/2002
23 Overhead Allocation Copy batch as Recuring Fized Percent 02 Supervisor 02/11/2002
22 Accounts Payable - 01/28/2002 Create Reversing Batch 02 Supervisor 01/28/2002
21 BE-7 - 02 Supervisar 01/27/2002
20 BE-E ﬂ Find... 02 Supervisor 0142772002
13 BE33 02 Supervisor 01/27/2002
18 Operation Cash E Expart Batch List Grid... 02 Supervisar 01/27/2002
17 BBS Export Batch List Grid to Excel... 02 Supervisor 0142742002
18 BB = Print Bateh List Grid 02 Supervisor  01/25/2002
15 BE-3 Elbs 02 Supervisar 01/25/2002
14 BB-2 02 Supervisor 01/25/2002
13 Accounts Payable - 01/17/2002 Properties 02 Supervisor 01/17/2002
12 Development - 01./16/2002 Paosted man 01162002 man 01/16/2002 j
Blackbaud Systems \ ™ Orly shaw my batches

‘wielcome to General Ledger

Note: You can print a list of all batches displayed in the grid by selecting Print Batch List Grid from the menu.

2.

3.

From this menu, you can select Export Batch List Grid to Excel to export batch information directly to an
Excel worksheet, or Export Batch List Grid to create an export file you can use with other applications. If
you export directly to Excel, a processing screen appears and Excel opens displaying the batch
information, which completes the export process. If you select Export Batch List Grid, however, the
Export screen appears.

Export
Export file bype: Comma-Separated Yalues j
Expaort file name: IC: WTemphexport _I

IV Include header

Export Noﬂl Cancel |

In the Export file type field, select the type of export file to create. Your options include
“Comma-Separated Values” and “Microsoft Word Merge File”. You should select a file type compatible
with the application you use to view and manipulate the exported information.
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Note: The Include header checkbox is marked by default. If you do not want to include grid header
information in the export file, clear the checkbox.

4. In the Export file name field, enter the path and name for the export file. The path is the location where
the file will be created once the export is complete. To browse to a location, which is then entered in the
field, click the browse button.

5. Once you enter the file type and name, click Export Now to create the export file, which is saved to the
location you designated.

Deleting a Batch

In Journal Entry you can delete an open batch of transactions, if you have the appropriate security rights. Once
you delete a batch, however, it is still recorded as a batch. For example, if you create batch number 325 and
decide you want to delete that batch, the batch number 325 cannot be reused. The deleted batch remains in your
database and is viewable from the Journal Entry page. The next new batch you create will be number 326. There
are usually ways to avoid having to delete a batch. For example, if you realize you were using an incorrect journal
or source for 150 transactions, you can use global change to quickly correct the problem. As a general rule, we
recommend that you avoid deleting batches, unless your organization believes it is truly necessary.

» Deleting a batch
1. From the navigation bar, select Journal Entry. The Journal Entry page appears.

Tip: You can also delete a batch from the open batch record, if you have the appropriate security rights.

Highlight the batch you want to delete.

3. To continue with the deletion process, click Delete. A confirmation screen appears to make sure you
really want to delete this record.

4. Click No to cancel the deletion and return to the Journal Entry page. Click Yes to delete the record and
return to the Journal Entry page. Once deleted, the record stays in the system and is displayed on the
Journal Entry page with a status of “Deleted”.

Validating, Posting, and Reversing Batches

Once you create a batch, enter batch transactions, and transaction distributions, you can validate and post the
batch to your general ledger accounts. This process requires that you have security rights to validate and/or post
batches. You can post individual batches from Journal Entry or you can post multiple batches at the same time
from the Post page in Administration.

Once a batch is posted you cannot edit the transactions in that batch. You can, however, reverse a posted batch,
which creates a mirror image of the original batch with the debits and credits reversed. You cannot reverse a
batch posted in a year that is closed and summarized.

This section contains information and procedures for validating, posting, and reversing batches of transactions in
Journal Entry.

Validating Batches

Note: On the Records tab of the Options screen, you can set a user option that defines the timing of the data
entry validation. You can set the program to validate row by row or when saving the batch.
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The primary function of the batch validation process is to make sure your batches are in balance. If you have
security rights to view, edit, and validate batches, you can use this process to confirm that batches are in balance
by each required factor. Also, if the batch approval business rule is in effect, each batch must be approved before
validation commences. For more information about batch approval, see “Approving Batches” on page 31.

When you validate a batch, General Ledger makes sure it is in balance by the following:

e Fund e Amount e Period

¢ Period within a fund e Journal e Type

The batch must also be in balance by any project, class, and/or transaction code required on the fund record. You
can validate a batch of transactions from the batch record in Journal Entry or from the Post page in
Administration.

Note: The program automatically validates each batch when it is saved and when the posting process is
initiated. You can set user options that initiate the validation process during the process of entering
transactions in a batch.

To help you keep your batches in balance, you can choose to automatically create interfund entries. If you want
to use automatic interfund entries, mark the Allow automatic creation of interfund entries in Journal Entry
business rule in Configuration, as well as Automatically create balancing interfund entries on the batch record.
Now, when you run the validation process, batches are brought into balance by having the program automatically
create balancing interfund entries. These balancing entries are created at the end of the validation process. The
Automatically create balancing interfund entries checkbox only appears on the batch record if you marked the
Allow automatic creation of interfund entries in Journal Entry business rule in Configuration.

In addition, validation ensures that the person attempting to post has the security rights to do so. The person
attempting to post must have rights to the posting process as well as the accounts and projects included in each
transaction.

Validation also checks the status of transaction accounts and projects. Only transactions that include accounts
and projects that are marked “Active” can be posted. If you need to change the account status, you can open
account records from the batch screen. Simply highlight the account you want to open and access the Batch
menu. From the Batch menu, select Go To and Account and the account record opens. When saving a batch, the
validation process also includes a check of the batch header and each transaction to ensure that all required
fields are entered.

Transaction Required Fields

When the validation process is initiated, the program looks at each transaction to ensure that all required fields
are entered and that each entry meets certain requirements. Each transaction must include entries in the
following fields:

e Account Number e Amount
e Post Date ¢ Transaction Type
e Journal ¢ Journal Reference

Class (if required) Projects (if installed and required)

¢ Transaction Codes (if required) ¢ Transaction Attributes (if required)

Encumbrance Status (if installed)
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Transaction Field Rules

After the program verifies that each of the required fields has an entry, it verifies that those entries meet certain
rules.

Account Number. Each account number must be for an active account.

Amount. The amount must be a positive number greater than $0.00, unless $0.00 transactions are allowed in
business rules.

Post Date. The post date must be in an open fiscal year, in an unlocked period, and be after the fund’s
beginning balance date.

Reverse on. The reverse on date must be in an open fiscal year and in an unlocked period.
Project ID. The project ID must be for a project with an active status.

Class. When a class is required and entered, the program verifies that the transaction distribution meets
standard distribution rules.

Transaction Codes. When transaction codes are required, the program verifies that the transaction
distribution meets standard distribution rules.

Transaction Attributes. When transaction attributes are entered, the program verifies that the entry is valid.

» Validating a batch
Warning: To validate a batch, you must have security rights to view, edit, and validate batches. You must also
have security rights to the accounts and projects in the batch.

1. From the navigation bar, select Journal Entry. The Journal Entry page appears.
2. Open the batch you want to validate. The batch record appears.

&% Regular Batch 39 [_ o[ <]
File Edit Wiew Batch Favortes Tools Help

ESaveandElosev‘u X||§§|Eﬂ ﬂ%"’||ﬁ€§" £ ‘?'

Description: |F|xedAssels—E|5/15/ZUUE Stalus:IDpen j Hide detail

Default set: | QI ¥ Automatically create balancing interfund entries

¥ Create bank adiustments when posting to a bank's cash account

Batch Notes: I

L

Account description Post date Encumbran... | Debit &mount | Credit &mount | Jounal Jounal refer.

o]
1 5-Period depr.
2 Accumulated Depreciation 01/31/2001  Regular $7.79 Fired Assets 55 lide Proje.
3 |01-5740:00 Depreciation Expense 02/28/2001  Regular $7.79 Fized Aissets | 5-Period depr
4 |01-1870:00 Accumulated Depreciation 02/28/2001  Regular $7.79 Fired Assets 55 lide Proje.
5 |01-5740:00 Depreciation Expense 03/31/2001  Regular $7.79 Fized Aissets | 5-Period depr
E__|01-1870:00 Accumulated Depreciation 03/31/2001  Regular $7.79 Fired Assets 55 lide Proje.
7 |01-5740:00 Depreciation Expense 04/30/2001  Regular $7.79 Fized Aissets | 5-Period depr
8 |01-1870:00 Accumulated Depreciation 04/30/2001  Regular $7.79 Fired Assets 55 lide Proje.
ﬂu_l n1E7ANON [T BB AR/10M. Do dor +770 Eivieed A mcten | Blevined devee

Distribution | Attributes I ﬂolasl

Lnad Distribution Dt serly Dele ota Distibute by Py
ProjectID [ Class Mission Spendable/.. | Peformance [#mount | Percent
9433 Uniestricted Net Assels None Spendabls $7.75100.0000
Transaction 1 01-5740-00 Remaining: $0.00 [0.0000%)
Press F7 to zoom |Diehits: $114.967.53  [Credlits: $114.957.53 Balance: $0.00 | 051602003 A

Note: You can also click the Validate Batch button to begin the validate batch process.

3. Select Batch, Validate Batch and the validation process begins. The status bar displays a process meter as
the transactions are validated and saved.
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4. If the validation process is a success, the Batch Validation Report preview screen appears or the report
prints by default, depending on the Journal Entry report options marked in User Options. If the preview
screen opens, you can view and print the validation report. Once you are done, close the preview screen

to finish the validation process.
If the validation process fails, you can view the balancing errors on the Batch Validation Report.

5. A confirmation screen appears. Click OK to return to the batch record.

Posting a Batch

Note: On the Records tab of the Options screen, you can set user options for posting transactions. You can set
an option to display a warning before posting and a successful/unsuccessful message after post validation.

Posting a batch adds transaction entries to your general ledger accounts, which updates your account balances.
In General Ledger, you can enter transactions into Journal Entry batches before locking balances, however, you
cannot post batches unless all funds are locked for all accounts used in those transactions.

To post a batch, you must have security rights to view, edit, validate, and post batches. You must also have
security rights to all the accounts and projects in a batch. And finally, funds containing accounts associated with
transactions in a batch must be locked prior to posting.

To increase efficiency, you can post batches of transactions individually from the batch record in Journal Entry or
you can post multiple batches of transactions simultaneously from the Post page in Administration. See the
Administration Basics chapter of the Administration Guide for The Financial Edge for more information about

posting multiple batches using the Post module.

Note: If the batch does not validate successfully, view the validation report to determine the corrections that
you need to make. After you correct the transactions in your batch, you can try posting it again.

When you begin the post process, the program automatically validates the batch to make sure it is in balance.
The validation process ensures that you do not post out of balance and verifies security access rights. See
“Validating Batches” on page 45 for information about the batch validation process.

» Posting a batch from Journal Entry

All batches must be approved before posting if the business rule requiring approval is marked. For more
information about batch approval, see “Approving Batches” on page 31.

1. From the navigation bar, select Journal Entry. The Journal Entry page appears.



JOURNAL ENTRY 49

2. Open the batch you want to post. The batch record appears.

&% Regular Batch 39
File Edit Wiew Batch Favortes Tools Help

ESaveandElosev‘u X||§ §|En =1 ['El"p"ﬁ EE" ‘ o

[ O[]

Description: |F|xed Agsets - 05/15/2003

Status: I Open j Hide detail

Default set: | QI ¥ Automatically create balancing interfund entries

¥ Create bank adiustments when posting to a bank's cash account

Batch Notes: I

L

Account number Account description

Depi xpense
01-1870:00 Accumulated D eprecial

Depreciation Expense

Accumulated D eprecial
Depreciation Expense
Accumulated D eprecial
Depreciation Expense

Accumulated D eprecial

n1E7ANON [T BB

D
1

2
3
4
5
B
7
8
a

KIS

tion

tion

tion

tion

02/28/2001
02/28/2001
03/31/2001
03/31/2001
0443042001
0443042001

AR nm

Regular
Regular
Regular
Regular
Regular
Regular
Regular

[

$7.79 Fired Assef
$7.73 Fired Assets
$7.79 Fired Assef
$7.73 Fired Assets
$7.79 Fired Assef
$7.73 Fired Assets
$7.79 Fired Assef

Jounal refer.

s [5-Period depr.
55lide Proje.
5-Period depr.
55lide Proje.
5-Period depr.
55lide Proje.
5-Period depr.

55lide Proje.

»

Distribution | Attributes I ﬂolasl

Load Distibution  Distii

Disiribute by LTy

ProjectID [ Class Mission

Spendable/.

Perfomance | Amount

[ Percent

3333 Unestiicted Net Assets Mone

Transaction 1 01-5740-00

Spendable

$7.79 100.0000

Remaining: $0.00

[0.0000%)

Press F7 to zoom

|Dretits: $114.967.53

[Credts: $114.957.53  Balance: $0.00

| 0516/2003 A

Tip: You can also click the Post Batch button on the batch record toolbar.

3. Select Batch, Post Batch. A confirmation screen appears.

[~ Do not show this meszage again

The Financial Edge I

Are pou zure you want o pogt thiz batch?

4. Click Yes to begin posting the transactions.The posting process begins by validating the batch. Once the
post validation process is complete, the Batch Validation Report preview screen appears or the report
prints by default, depending on the post report options marked. If the preview screen opens, close it to

continue with posting.

If the post validation fails, you will not be able to continue posting. Instead, view the balancing errors on
the Batch Validation Report and make adjustments before attempting to post again.

Note: If you marked the Print control report on option and selected a default printer on the Journal Entry Post
Options screen, a control report automatically prints once the post process is complete. To access the Journal
Entry Post options, select Tools, Options from the menu bar and select the Records tab.
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5. If the post process is successful, a confirmation message appears. Click OK to continue. The batch record
appears with the status of “Posted” and the batch details, transactions, and distributions are locked. If
you designated a post report on the Journal Entry Post Options screen, it opens in preview mode or prints
to the designated printer depending on the options you selected.

<% Regular Batch 39 [_ O] x|
File Edit View Batch Favoites Tools Help

2 Save and Close - [ [ X [[2 3| 1 A &4- & [@| D) € B[] 2 - ‘

Dieseiptior [Fised Asosts - 15/15/2003 Status: [Posted | [£Hidz etair]
Default sat. | W] 12| Automatically oreate balansing terind entizs
¥ | Greate bank adiustments when posting toa barfk's cash ascourt
Balch Notes: I =l
|

Account number

Account description Encumbran... | Debit Amaunt | Credit Amaunt | Journal

Post date Jourmal refer. .
01-5740-00 Depreciation Expense 01/31/2001  |Regular $7.79 |Fu—: ts | 5-Period depr...
01-1870-00 Accumulated D epreciation 01/31/2000  Regular $7.79 Fired Assets | 5-Slde Proje...
01-5740-00 Depreciation Expense 02/28/200M  Regular $7.79 Fined Assets  5-Period depr...
01-1870-00 Accumulated D epreciation 02/28/200M  Regular $7.79 Fired Assets | 5-Slde Proje...
01-5740-00 Depreciation Expense 03/31/2000  Regular $7.79 Fined Assets  5-Period depr...
01-1870-00 Accumulated D epreciation 03/31/2000  Regular $7.79 Fired Assets | 5-Slde Proje...
01-5740-00 Depreciation Expense 04/30/2001  Regular $7.79 Fined Assets  5-Period depr...
01-1870-00 Accumulated D epreciation 04/30/2001  Regular $7.79 Fired Assets | 5-5lde Proje...
01-5740-00 Depreciation Expense 05/31/2001  Regular $7.79 Fised Assets  5-Period depr.

n A 407000 A i b A Py i AR B e #7270 Ehnd b rrnte B Clidn Dmin T
1 r

Distibution | Attibutes | Hotes|

1
2
3
4
5
[
7
Ll
El

Project ID Class Migsion Spendable/... | Performance | Amount Percent

99399 Unresticted Net Assets None Spendable $7.79 100.0000
Transaction 1 01-5740-00 Remaining: $0.00  (0.0000%)
[ |Debits: $114,967.53  [Credits: $114,957.53  Balance: $0.00 |05/16/2008

|

6. To return to the Journal Entry page, close the batch record.

Reversing a Posted Batch

Reversing a posted batch allows you to cancel the effects of transactions previously posted to General Ledger.
When you reverse a posted batch, the program creates a mirror image of the original batch with the debits and
credits reversed. You cannot reverse a batch posted to a year that is closed.

You can use the reversing a batch procedure and the copy a batch procedure to correct mistakes in posted
batches. You can first reverse the batch, then copy it into a new batch. Once the new batch is created, you can
make the necessary changes and repost.

Note: Reversing a posted batch creates a new batch consisting of reversing entries. The original transactions
remain in the program, but after posting the reversing batch, the original transactions are offset.

» Reversing a posted batch

To reverse a posted batch, you must have security rights to view, edit, and create batches. You must also
have security rights to the accounts and projects in the batch.

1. From the navigation bar, select Journal Entry. The Journal Entry page appears.
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2. Open the posted batch you want to reverse. The batch record appears.

4% Regular Batch 38 |- 1O] x] I

File Edit Wiew Batch Favortes Tools Help

B save endCiose- el % |[2 S| @ 1 0 @ (@D £ ¥ |1 ? -
[rescrption: IEIche Expenses for May 2003 Skatus; IF’ﬂsted
Drefault et I ﬂl W | Eutomatically creste balancing interfund enties:

¥ | Create bank adiiistments when posting to & banks cast aceaunt

Batch Motes:

Account number Post date Encumbran...

01- 0

KNS H

Distibution | atrbutes | Notes|

| Project |0 | Clazs Mission Spendable/. I Performance |Amnunt | Percent I
Unrestricted Met Aszets Mone Spendable $1.000.00 100.0000
Transaction 1 07-1000-00 Remaining: $0.00 [0.0000%)
Db $1,000.00 |Credits: $1.000.00 [Balance: $0.00 [05/B/2003

Tip: You can also click the Create Reversing Batch button on the batch record toolbar.

3. To begin the reversing process, select Batch, Create Reversing Batch. Once the reversing process is
complete, the new batch record appears.

4% Regular Batch 40 [_ o]l x]
Ele Edit View Batch Favortes Tools Help

I Save and Coss~ [ (& S| 4 - & F| D == B |0 2 - |
Drescription: IHevelse of batch 38-Dffice Expenses for May 2003 Status: IDpen j Hide: detail
Drefault set: I ﬁl ¥ Autamatically create balancing interfund entries

[¥ Create bank adiustments when posting to a bank's cash account

Batch Nates:

o

1 col

2 |01-5200-02 Office Suppligs-Development 05/30/2003 | Regular $1.000.00 Joumnal Entry Office Expen
3

Proiject D | Class Mizsion Spendable/, I Performance | Amount | Percent I
| | Urnrestricted Met &ssets None Spendable $1.000.00 100.0000
Transaction 1 07-1000-00 Remaining: $0.00 [0.0000%)
|Press F7 to zoom [Detits: $1,000.00 |Credis: $1,00000  [Balance: $0.00 |os/16/2003

4. You can now make changes to the reversed batch, including adjusting transactions and renaming the
batch. To save the batch and return to the Journal Entry screen, click Save and Close. You must post the
new batch immediately after reversal to wash out the originally posted transactions.



52 CHAPTER

Working with Gift Transactions from The
Raiser’s Edge

Note: For more detailed information about gifts in The Raiser’s Edge, see the Basic Gift Records Guide, which
is part of our Raiser’s Edge documentation.

Posting gift transactions from The Raiser’s Edge 7 to General Ledger 7 is an efficient process that improves the
interaction between your Development and Business Offices by streamlining the gift posting process. If you are
using General Ledger 7 with The Raiser’s Edge 7, gift transactions are posted directly to General Ledger, which
means there is no longer a need to import gift transactions. The Raiser’s Edge 7 posts an “open” batch directly to
General Ledger, which gives your Business Office a chance to verify the information before committing the
transactions to the ledger. The “open” batch appears in Journal Entry and can be viewed, approved, and posted.

All settings required to establish the posting process from The Raiser’s Edge 7 to General Ledger 7 need to be
established in your organization’s The Raiser’s Edge 7 software. There are no settings required in General
Ledger 7 to enable receiving gift transactions from The Raiser’s Edge 7.

Linking The Raiser’s Edge to General Ledger

The Raiser’s Edge, our fundraising software, makes it easy for you to post gifts directly to General Ledger. In The
Raiser’s Edge, you can create a file consisting of the gift transactions you want to post. This file can then be
moved into General Ledger using the Post to General Ledger link in Administration. Once the batch of gifts is
moved to General Ledger it appears in Journal Entry as an “open batch”. Once this process has occurred, the
“open batch” can be approved and posted.

Before General Ledger can receive gift transactions from The Raiser’s Edge, the programs must be linked by
establishing settings in the Configuration module of The Raiser’s Edge. These settings enable the two programs
to work together so you can save time by entering gifts once for both programs. From Configuration in The
Raiser’s Edge, you specify several settings, including the location of your General Ledger database, whetheritis a
single or multi-user version, and whether you want General Ledger to automatically check the validity of account
and project information entered into The Raiser’s Edge. You can also define Journal Reference Fields to use in the
Post to General Ledger link of Administration for posting detailed gift transactions.

» Establishing settings for the interface between The Raiser’s Edge and General Ledger
1. From the Raiser’s Edge bar, select Config. The Configuration page appears.



JOURNAL ENTRY 53

2. Click the General Ledger link. The General Ledger page appears.

v Blackbaud General Ledger present
€ Network & Local

D atabase path: |D:A\Program FileshGLYDat l

W “alidate GL information

Total journal reference can contain up to 50 characters.

Reference Field Mame

Length

] Lask/Crg Mame 14
] <Hyphen:= 1
. First Narne 14
| | <Hyphen> 1

Fieldz Reset to System Defaults

Sample: SmithAfilliam-

3. Mark the Blackbaud General Ledger Present checkbox.

4. You must select whether your database is accessed by many computers through a network, or by only
your computer. If you have a multi-user version of General Ledger, mark the Network option.

5. Enter the Server name for your General Ledger database engine. This name is required because it allows

The Raiser’s Edge to establish a link with the General Ledger database.

Note: Your network administrator should be able to supply you with your Server name and Alias if you do not

know it.

6. If you are using an alias for your General Ledger database, enter it in the Alias field. All computers on
your network use this name to locate the database linking The Raiser’s Edge and General Ledger.

7. Mark the Local option if you have a single user version of General Ledger. The Database path to General
Ledger is required. You need to enter the path to the Blackbaud database file folder in General Ledger. If

necessary, you can click the Browse button to find the path to the file.

8. If you mark the Validate GL information checkbox, The Raiser’s Edge searches the General Ledger
database to determine if the account numbers and project IDs you enter on fund records and other areas
of The Raiser’s Edge exist in General Ledger. Marking this checkbox can help eliminate errors caused by
incorrectly entered account numbers.

9. Inthe Journal References frame, you can select reference fields. The Raiser’s Edge sends these fields to
General Ledger as a description when you post in detail.

Note: You can create a field name of up to twenty characters. The total length of the journal reference can be

up to fifty characters.
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To define additional Journal Reference fields, or to insert spaces between fields, click Fields to access the
Journal Reference Fields screen. When you finish defining fields, click OK to return to the General Ledger
page.

Journal Reference Fields E3

Field Marnes I OF.

Cancel

10. The Sample display shows how the fields you select for the journal will format.
11. If you want to re-establish program settings, click Reset to System Defaults.

Interfund Entries

If you have both The Raiser’s Edge and General Ledger, and you have established a link between the two, an
Interfund Entries link appears on the Configuration page of The Raiser’s Edge. You can use this link to specify
General Ledger transfer accounts, which can then be entered into the GL Distributions grid on fund records.

If the first segments of a General Ledger debit and credit account are different, the General Ledger funds they
belong to are different. In this case, a transfer account must be specified. The interfund transfer ensures that
posted debits and credits associated with a gift are balanced by General Ledger fund when the debit is to one
fund and the credit to another. For example, if you post a debit to the General Ledger Playground Fund and a
credit to the General Ledger Operating Fund both from the The Raiser’s Edge General Fund, an interfund entry is
needed to create an offsetting or balancing credit to the General Ledger Playground Fund and a balancing debit
to the General Ledger General Operating Fund.

You can access account numbers directly from the General Ledger database by clicking the binoculars or pressing
F7 on your keyboard. The accounts you define here appear in the list of entries when you click the down arrow in
the Transfer column of GL Distribution grids. For more information on transfer accounts and interfund entries,
see the Configuration Guide for General Ledger.

» Adding an interfund entry in The Raiser’s Edge

By adding an interfund entry, you specify a transfer account to link debit and credit accounts from different
General Ledger funds.

1. From the Raiser’s Edge bar, select Config. The Configuration page appears.
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2.

5.

Click the Interfund Entries link. The Interfund Entries page appears.

‘¥ Configuration  Interfund Entries

Interfund ... / I Source Account I Source Desc | Destination Account Destination Desc
Event 01-111500-00-00  Intercoastal 5., 03-321600-00-03 Southern Dance Tr,..
Miscellaneous 01-111400-00-00  Petky Cash 02-214400-00-00 De To Plant Fund

In the Interfund Entry column, give the entry a name of up to thirty characters. This name appears in the
list of possible entries when you click the down arrow in the Transfer column of a GL Distributions grid on
a fund record.

In the Source Account and Destination Account columns, you can click the binoculars to search the
General Ledger database for account numbers. The account descriptions appear when you enter an
account number. The descriptions are defined in General Ledger and cannot be edited in The Raiser’s
Edge. The source and destination account numbers must be in different General Ledger funds. If you
select the same account numbers, a message appears. If you receive this message, click OK to return to
the Interfund Entries page.

The Raiser's Edge [ x|

@ Source and Destination account funds must differ.

If you click the down arrow in the Source or Destination Account columns, a dropdown box appears. The
contents of the box break down a General Ledger account number by Segment.

Expense Category 0S5
DepartmentCost, .. 01

Segment I Yalue I Description I
Fund 01 UMRESTRICTED ...
Account Number | 213200

Equipment Repair

Administration

The Segment column displays the account number segments previously defined on the Configuration
page of General Ledger. When you enter a Value for a particular segment, the Description column is
locked with the description of that value entered in General Ledger.

When you leave the Interfund Entries page, the new interfund entry is automatically saved.



56 CHAPTER

Posting Gifts from The Raiser’s Edge to General Ledger

The Post to General Ledger link on the Administration page of The Raiser’s Edge allows you to post gifts entered
in The Raiser’s Edge directly to General Ledger 7 in a few simple steps. Once you run the automatic posting
option, the status of all gifts involved in the process automatically changes to “Posted” on the Miscellaneous tab
of the gift record.

» Posting gifts to General Ledger 7

If you are posting gifts to General Ledger, you must open the accounting program before running the posting
procedure.

1. From the Raiser’s Edge bar, select Admin. The Administration screen appears.

#h The Raiser's Edge
File Edt Yiew BGo oiites  Tools Help

A Hame
-

i

& ouery
=)

b System Statistics b Duplicate Constituents

b Import } Merge Constituents
-Ell Export ¥ Glabally &dd Records b Yalidate Database

b Globally Change Records } Crop Lapsed Members

b Globally Delete Records b Security

b Globally write Off Pledges b Queue

b Post to General Ledger b MailCenter

lWa\cﬂme to The Raiser's Edge 7

2. Select Post to General Ledger. The Post to General Ledger page appears, displaying the General tab.
PosttoGeneralledgr ——[|

What do you want to do? -
&' Run the General Ledger pre-posting repart

" Post gifts to the General Ledger
What do you want to do with the b tions? -

I Post to the Financial Edge Source code:

11l

[ Create an export file I

Post the tranzactions in: I[)etail 'l

& Use default jpumal reference

' Use journal reference from Configuration

[ Group the ansactions by IGift post date 'l

[~ Create exception query of gifts to be posted to closed accounting periods

[ Create exception report % Preview ¢ Print

V' Create control report & Preview O Print

< Back | Mest » | Cancel Ere-PostHeportl
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3. Inthe What do you want to do? frame, you can select to Post gifts to the General Ledger directly or Run
the General Ledger pre-posting report and view all gifts eligible for posting to the General Ledger. If you
select to run the report, the post status of the gifts does not change. You must select the Post gifts to the
General Ledger option to change the status.

If you use General Ledger 7, and you select the Post gifts to the General Ledger option, the Post to
Financial Edge checkbox in the What do you want to do with the transactions? frame is automatically
marked.

4. In the What do you want to do with the transactions? frame, you can mark one of the following
checkboxes.

¢ Post to Blackbaud’s General Ledger - If you use a version of General Ledger prior to 7, this checkbox
appears. Gifts do no post directly to General Ledger accounts. A posting file is created in the data
directory of the General Ledger system path entered in the General Ledger link in Configuration. This
file can then be imported into General Ledger. In the Source code field, click the drop-down arrow to
access a list of source codes available in General Ledger.

¢ Post to Financial Edge - If you use Blackbaud’s General Ledger 7, this checkbox appears. Mark this
checkbox and the program posts all gifts directly to Journal Entry as an open batch. In the Source code
field, click the drop-down arrow to access a list of source codes available in General Ledger.

¢ Create an export file - If you mark this checkbox, you must save the file. Click the binoculars to access
the Save As screen. Enter the File name and path for your export.

¢ Post the transaction in - You can select a Detail or Summary transaction posting.

If you select Detail, the program creates a separate General Ledger transaction record for each gift
posted. You must then select a journal reference: Use default journal reference uses key name and gift
type; Use journal reference from Configuration uses the journal reference you defined in the General
Ledger link in Configuration.

If you select Summary, summary totals appear for each gift type per fund. You must then select how
the gifts are summarized. You have the following options.

Gift post date - This posts all gifts based on the date specified in the Post Date field on the gift record.
GL Fiscal Period - This posts all gifts with a post date during an open fiscal period.

Month - This summarizes gifts for each month.

Quarter - This summarizes gifts for each quarter.

Specific date - This summarizes gifts for the date you enter in the Date field.

5. In the Miscellaneous Information frame, you can mark checkboxes for various report options and
grouping preferences.

¢ Group transactions by - You can select to group your transactions by Batch or Gift post date.

¢ Create exception query of gifts to be posted to closed accounting periods - The program creates a
query of the gifts posted to closed accounting periods in General Ledger. This option is enabled only if
you selected the Check GL numbers in Configuration.

¢ Create exception report - This generates a report of all transactions posted to closed accounting
periods in General Ledger. The report displays Post Date, Account Number, Account Description,
Project Description, and Reference. You can opt to Preview the report on screen or Print out a
hardcopy. This checkbox is enabled only if you selected the Check GL numbers on the General Ledger
link in Configuration.

¢ Create control report - This generates a report displaying Post Date, Description, Created By, No. of
Trans., Total Debits, Total Credits, and Status of all gift records posted to General Ledger. You can opt
to Preview the report on your computer screen or Print the report.

Note: Click Back to return to the General tab.
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6. Click Next to move to the Format tab. The options offered on this tab change based on what you select in
the What do you want to do with the transaction frame on the General tab. The following screen
appears if you select Run General Ledger pre-posting report.

Post to General Ledger I

1: General 2 Format |

How do you want your p

* Preview report after posting

ting to be reported? -

= Print report after posting

Display report in: | |_andscape j

Sort report by:

Sort Report By

I Order

| |Postdate

Azcending

Fost date
iAcount number

Account description
Project description
Reference

Amount

Anonymous gift farmat: | Leave name intact j

< Back | dEwt s |

Cancel |

Post Mow |

7. Inthe How do you want your posting to be reported? frame, you can select to Preview report after
posting and have the report display on your computer screen or Print report after posting to print the
report directly. You can Display report in Landscape or Portrait.

8. In the Sort report by grid, you can select the fields to use when sorting your report.Your choices include
the following.

* Post date e Account number

¢ Account description ¢ Project description

¢ Reference e Amount
In the Order column, you can select Ascending or Descending.

9. If you selected the Detail posting option on the General tab, in the Anonymous gift format field, select
how you want anonymous gifts to appear on your report. You can select Leave name intact, Use

Anonymous, or Asterisk at end of line.
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10.

11.

12.

13.

14.

15.

16.

If you access the What do you want to do with the transaction frame on the General tab and select Post
to Financial Edge, new options are displayed on the Format tab.

Post to General Ledger I

1: General

How do you want your posting to be reported? -

{* Preview report after posting = Print report after posting

Anonymous gift format: | L eave name intact j

< Back | dEwt s | Cancel | Post Mow |

In the How do you want your posting to be reported? frame, you can select to print your report or to
preview it first on your screen. If you select the preview option, you can later print the report from the
preview screen.

In the Anonymous gift format field, select how you want anonymous gifts to appear on your report. Your

"

options include: “Leave name in tact”, Use ‘Anonymous’”, and “Asterisk at end of line”.

Click Post Now to post the gifts based on the parameter settings you established.

When the process is complete, the General Ledger post report appears, displaying post dates, account
numbers, account descriptions, project descriptions, references, and debit and credit amounts.

Close the General Ledger post report. If there are any exceptions during the posting process and you
marked the Create exception report checkbox on the General tab, the General Ledger exceptions report
appears, displaying all accounts that did not post.

Close the exceptions report. If you marked the Create control report checkbox on the General tab, the
General Ledger post control report appears, displaying post dates, account numbers, who created the
accounts, number of transactions, total debits, total credits, and status of the account.

Close the General Ledger post control report to return to the Administration page.
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