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2 CHAPTER

Note: For the latest documentation and information, visit our website at www.blackbaud.com.

In Cash Receipts, Configuration is the central location for settings and features you use to customize your
revenue processes. These settings affect functions and details that can increase the efficiency of your record
keeping, speed data entry, provide for security checks-and-balances, and generally optimize the performance of
The Financial Edge programs. For example, you can define business rules in Configuration to control a variety of
functions, including whether to warn if actual receipts totals do not match the protected deposit total or whether
to allow Do Not Post as a post status.

Other Configuration features include creating tables and distribution templates to speed data entry. You can also

customize the program by creating special categories of information called attributes and attaching them to your
records to aid in tracking and reporting.

Warning: Only those users with supervisor rights should have access to Configuration. With table entries in
particular, it is important you limit access to adding and editing rights to maintain consistency in your
database.

Because Configuration impacts the entire program, it is closely linked to Security. Only users with supervisor
rights should have access to Configuration. With table entries in particular, it is important you limit access to
adding and editing rights to maintain consistency in your database. The Business Rules link is accessible only to
users with Supervisor rights.

Configuration Links

The Configuration page contains links to help you define settings for Cash Receipts. Configuration options are
grouped into categories which appear as links. Simply click a link to view options for that particular category.

To access Configuration, from the navigation bar, select Configuration. The Configuration page appears.

#% The Financial Edge
File Edit Yiew Go Favortes Tool: Help
4 Back & Eorward I Community Services Inc. ™ + Cash Receipts ™
Shorkcuts :
Configuration
|F|H—' Home ﬂ Configur-... I
- P General P Distributions General
r = Enter organization address Create kemplates to distribute activity ko accounts, Attribukes
- b Atributes projects, classes, and transaction codes —J
Business
Cefine types and characteristics of transaction b Interfuind Rules
attributes Create, edit, and delete interfund sets ta transfer
b Busingss Fulss activity between accounts Tables
’ ’ P Posting Information Distributi...
Cuskomize standard procedures and requirements
within the system Define journal references and the adjusting and Inkerfund
b Tables reversing transaction bexks —
0sting
Create tables and define short description, long Infarmation
description, and status of each entry
dministration
onfiguration
" Dashboard
1
E Plug-Ins
Monthly Reparts
Wb Links LI
Welcome to Cash Receipts

Note: To change your organization’s name, contact Customer Support at www.blackbaud.com.
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General. Click this link to make changes to your organization’s basic information such as country, address, and
phone number. Although your organization name is displayed on this page, it is not editable.

Attributes. Click this link to define types and characteristics of attributes you can assign to transactions.
Attributes are bits of useful information you can attach to a record for tracking or reporting purposes.

Business Rules. Click this link to set business rules that customize standard procedures and requirements in
Cash Receipts. This link is visible only to users with Supervisor rights. Business rules affect all users of the
program and provide ways for you to control functions and displays throughout Cash Receipts.

Tables. Click this link to access the Tables page, which provides a centralized location for adding, creating, and
editing all Cash Receipts and shared tables. Using tables throughout The Financial Edge increases data entry
speed and accuracy by supplying lists of options users can access quickly. Various pre-existing tables appear
on the Tables page for your convenience. If a table entry becomes obsolete, you can make it inactive.

Distributions. Click this link to create account and transaction distribution templates. Creating and using
distributions in Cash Receipts is an efficient way to distribute activity to accounts, projects, classes, and
transaction codes in journal entry. Projects are available only with the optional module Projects and Grants.

Interfund. Click this link to create, edit, and delete interfund sets to transfer activity between accounts in
different funds.

Note: You must define journal values before you can save deposit and payment records.

Posting Information. Click this link to build journal references for posting to General Ledger, and to define
journal values for cash receipts transactions and bank account adjustments. You must define journal values
before you can save deposit and payment records.

General Configuration

Note: To change your organization’s name, contact Customer Support at www.blackbaud.com.

On the General page, you can define specific default information for your organization, such as country, address,
city, state, ZIP code, and phone number. This information appears on printed documents and correspondence.
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» Adding information to the General page

The information and settings you enter on the General page are saved automatically when you exit the
General page.

1. From the Configuration page, click General. The General page appears, with your organization’s name
listed at the top of the page.

#% The Financial Edge
File Edit “iew Go Favortes Tools Help

4 Back & Forward ] Community Services Inc. ™ « Cash Receipts ~

Sharteuts

Configuration » General
|H;f{:.' Horne:
'r ‘ Organization: Community Services Inc. Configur...

General I
Attributes
Business
Rules
Tables
City: I Distributi, ..
State: I = Interfund
Paosting
ZIF: I Information

Fhone: I

Country: IUmled States

e

Address:

[KOET 3 |

nfiguration

shboard

E Flug-Ins

Help

Manthly Reparks
‘wieh Links

“Welcome to Cash Receipts |

In the Country field, enter the home country of your organization.

3. Inthe Address, City, State, Zip, and Phone fields, enter your organization’s address and phone
information.

#% The Financial Edge

File Edt “iew Go Favaortes Took Help

4 Back & Forward ICommumty Services Inc, © ¢ Cash Receipts ™

Shorteout: R
e Configuration = General
1B Home
rr Organization: Community Services Inc. Canfigur...
General I
Country: IUmIed States j Attributes
Address: 3 Broad Strest = gulsinass
ules
LI Tables
City: IEharIastnn Distributi. ..
State: SC | South Carclina Inkerfund
Posting
ZIP: |294U3 Information

Phane: [0y 480-2424

Monthly Reparts
‘Web Links

‘welcome ko Cash Receipts

Note: Information on the General page can be edited or deleted at any time. Just remember that deleted
information cannot be recovered!
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4. When you exit the General page, your general settings are saved automatically.

Attributes

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

Attributes add flexibility to your record keeping. By defining attributes, you can store special information about a
wide variety of record types for reporting purposes. You can identify a category for the attribute, make the
attribute required or unique, and store entries specific to that category.

In Cash Receipts, you can define transaction attributes. For example, you can create a transaction attribute to
identify how payments are received — whether they are mailed in, called in, or made in person. You can name
the attribute “Receipt Method” and use a table data type that includes “Mailed in”, “Called in” and “Made in
person” as designations. Transaction attributes are shared between Cash Receipts and Accounts Receivable so
you can also use any transaction attribute created in Cash Receipts in Accounts Receivable and vice versa.

Use attributes to define specialized information for your records, such as information you want to track, but for
which no field exists. You can define new attributes using a variety of data types, including text, date, yes/no,
number, currency, or table. When you create attribute tables, you can enter table entries from the Tables page of
Configuration or directly on the Attributes tab of a record. By enabling Security settings, the Supervisor can lock
table entries to prevent users from adding, changing, or deleting table entries. For more information about tables
and table entries, see “Tables” on page 9.

Note: You can enter attribute table entries on the Tables page of Configuration or on the Attributes tab of a
record.

This section contains procedures for adding and moving attributes.

Managing Attributes

Warning: Before you can delete an attribute from Configuration, you must first delete it from all records.

You establish Cash Receipts transaction attributes by entering attribute types, data types, and table names on
the Attributes page of Configuration. On the Attributes page you can add, edit, move, and delete attributes, as
well as print attribute reports.
» Adding an attribute
1. From the Configuration page, click Attributes. The Attributes page appears.

@ The Financial Edge
File Edt “iew Go Favaortes Took Help

4 Back # Forward ICommumty Services Inc. © ¢ Cash Receipts ™

Shorteout: b A A
e ¢ Configuration = Attributes
Up |Dgﬂn |Qelete Configur...
Bl o | Gererd
Transaction Attributes
Attributes I
Attribute Type | Data Type ‘ Table Mame | R equired? | Unique? | Busingss
| |Feceipt Method  Table Receipt Methad v [ Rules
| |Mail recsipt? Yez/Mo v - Tables
| |whoreceived pa.. Table Wwha received p.. v r Distributi. .
| _|REGift? ‘res/No °3 r Inkerfund
=1 r r Posting
Information

2. In the Attribute Type column, enter a description of the attribute.
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Note: If you define the data type as a table, you can select an existing table or create a new one.

3. In the Data Type column, select the field’s format type. Data types include text, date, yes/no, number,
currency, and table.

4. If you select “Table” as the data type, enter a table name in the Table Name column.

Note: Attributes can be edited at any time or deleted if they are not used on any records.

5. To make the attribute required on each record, mark Required. Required attributes are automatically
added to the related record.

6. To require a unique attribute for each record, mark Unique. Unique means you can use the attribute only
once on a record.

@ The Financial Edge

File Edt “iew Go Favaortes Took Help

4 Back # Forward ICommumty Services Inc, © ¢ Cash Receipts ™

Shortcuts

Configuration « Attributes

Up | Do |Qelete Configur...
v = = izeneral
-
Attributes I
Attribute Type | Data Type‘ Table Mame | Required? | Unique? | Business
| |ReceiptMethod  Table Receipt Method v r Rules
|| Mail receipt? YesdMo ¥ - Tables
|| ‘who received pa.. Table ‘who received p. ¥ - Distributi. ..
|__|RE mift? Yesilo v r Interfund
|| Credit Card Type  Table Credit Card Type v r Pasting
| | r Information

7. When you exit the attributes grid, your attributes are saved automatically.

» Moving an attribute

Tip: The order you set here determines the order the attributes appear when you click the down arrow in an
Attributes type field on a record. You can place your most popular entries at the top to save time scrolling
through less used entries during data entry.

1. From the Attributes page, in the attribute grid, select the row to move.

2. On the action bar, click Up or Down to move the selected attribute.

@ The Financial Edge

File Edit “iew Go Favortes Tools Help

4 Back # Forward ICommumty Services Inc. © ¢ Cash Receipts ™

Shorteuts

|Et{|-r' Hame D Configur...

‘”ﬁ . » " General
Attributes I
o Atribute Type | Data Type‘ Table Name | Required? | Unique? | Busingss
. I Receipt Method Table Receipt Method W~ - Rules
Mail receipt? “Yes/Mo ¥ r Tables
?'*.-‘-a"} eceived pa... "«-*.-"hl:w received p.. e m Distributi. ..
| |RE Gift? ‘es/No ~ r Interfund
| |Credit Card Type  Table Credit Card Type ~ r Posting
Il r Information

3. When you exit the Attributes screen, your changes are saved automatically.
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Business Rules

Glossary: A business rule is a system-wide preference you set in Configuration to customize standard
procedures and requirements. With business rules, you can control functions and displays affecting all users in
the program.
Business rules help you customize standard procedures and requirements to suit your organization. The Business
Rules link in Configuration is visible only to users assigned the rights to view or edit business rules in Security.
Business rules affect all users and are usually defined by the system administrator. To change business rules, from
the Configuration page, click Business Rules. The Business Rules page appears.

Deposit Business Rules

With Deposit business rules, Cash Receipts can warn if actual receipt totals do not match the projected total. You
can also exclude Do not post as a post status for deposits.

#% The Financial Edge
File Edit Yiew Go Favortes Tool: Help

4 Back & Eorward I Community Services Inc. ™ + Cash Receipts ™
Configuration » Business Rules

b General Configur...

Shorkcuts

- ' General
» Qaymen ¥ Wwam if actual receipt totals do not match the projected total Attributes
Ligue
xchude "Dio Mot Post" az a post status Business
™ Exclude "Do Not Post” t sta

Rules

Tables

Warn if actual receipt totals do not match the projected total. With this business rule marked, Cash
Receipts will issue a warning if actual receipt totals are different from projected totals.

Exclude “Do Not Post” as a post status. With this business rule marked, Do not post is removed as a post
option for deposits. Instead, the post status of defaults to Not yet posted. This feature ensures that all
deposit debit and credit distributions post to the general ledger.
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Payment Business Rules

With Payment business rules, you can set a rule that requires Cash Receipts to automatically check for duplicate
records and specify field names to use when searching for duplicate payment criteria.

#% The Financial Edge
File Edit Yiew Go Favortes Tool: Help
4 Back & Eorward I Community Services Inc. ™ + Cash Receipts ™
Shorkcuts : :
Configuration » Business Rules
» General Paymen’r Configur...
b Deposit General
Duplicate payment criteria: "
¥ Dume : Attribubes
Field Mame I Length | T m—
| |Payment date [E Rules
| [Amourt N2, Tables
— Distributi,. .
Inkerfund
Pasting
Information
e [~ Automaticaly check for duplicate receipts
ninistration
IWam user j
figuration
Monthly Reparts
Wb Links LI
Welcome to Cash Receipts |

Duplicate payment criteria. In this grid, you select specific payment record fields to use as criteria when
searching for duplicate payments. The duplicate search is useful for preventing users from entering duplicate

payments.

Automatically check for duplicate receipts. With this business rule marked, Cash Receipts automatically
searches for duplicates when you save a new payment. With this option, you also determine how to handle
found duplicates — you set the program to give a warning when a duplicate exists, or disallow duplicate
payments.

If you do not mark this option you can still check for duplicate payments using the duplicate payment criteria
selected in the grid. To do this, on the menu bar of an open payment record, select Payment, Duplicate
Search.

Queue Business Rules

Note: With the optional module Accounting Queue, you can schedule a sequence of tasks to run automatically
and unattended. For more information about Accounting Queue, see the Accounting Queue Guide.
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By setting Queue business rules, Cash Receipts can add and remove queues from a schedule of tasks. To define
business rules for Queue, select Queue on the left side of the Business Rules page and make selections on the
right.

¢

kb Deposit
B Payment
Add recuring queues to the schedule list '1_ day(z] BEFORE the scheduled start date

Femove queues from the schedule list I‘I_ day(z) AFTER they have been processed

‘when generating emails from queue, use | MIME [recommended) | to send emails.

“From"* address for Queue email |

Add recurring queues to the schedule list [ ] days BEFORE the scheduled start date. With this
business rule, you can select the number of days before the scheduled start date to add recurring queues.

Remove queues from the schedule list [ ] days AFTER they have been processed. With this
business rule, you can remove queues from the schedule after they have been processed.

When generating emails from queue, use [ ] to send emails. With this business rule, you can select the
email format. Your choices include “MIME” and “UUEncode.” We recommend you use the MIME format
because most email client programs support this format. Select “UUEncode” if you are having trouble with
attachments, or if you communicate with a domain that continues to use UUEncode.

“From” address for Queue emails. With this business rule, you enter a correctly formatted email address
from which the Queue emails will be sent. Please note, if you enter the “Mail from” address on the
Miscellaneous tab of a Queue, the address you enter here will be overridden.

If you are on the Windows Server 2008 operating system and want to send scheduled Queue emails, this field
is required.

Tables

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

Glossary: A table is a field in which you can predefine entries to save time and promote consistency for your
data entry.

Some tables, such as the State table, contain predefined values. For others, you define the entries. For example,
the Currency Type table does not include Peso as a default entry. If you want a Peso as a table entry, you must
add it. Some table entries require you to enter only a description, while other table entries request more detail.
For example, the Phone Type table requires a type and a phone number format, and the Journal table provides
fields for short and long descriptions. When adding table entries, you must enter a long description, but the short
description defaults to the first two characters of the long description unless you specify otherwise.

Note: Before you can delete a table defining attribute types, you must first delete all related table entries.
Then, delete the attribute from the Attributes page of Configuration before deleting the table.
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For a field with table values, to view a list of entries for the table, click the down arrow on the right side of the
field or press F4. You can also place the cursor in the field and click the down arrow on your keyboard to scroll
through the entries. You can usually enter text directly in the field, and if the program does not recognize it as a
valid entry, you get a message asking if you want to add the text as a new entry. Finally, you can place the cursor
in a table field and press F7 to access a screen on which you can view, add, edit, and delete entries.

To keep entries uniform, it is also extremely important that you limit rights for adding and editing table entries.
These rights are controlled though the Set Up System Security page of Administration. Allowing only a few key
users to add, edit, or delete table entries ensures the validity of your database, records, and reports.

Warning: You can delete only table entries that are not currently in use. You can, however, make entries
inactive to remove them from the list of available entries.

This section contains procedures for adding, deleting, printing, and organizing tables and table entries.

» Adding a table
1. From the Configuration page, click Tables. The Tables page appears.

#% The Financial Edge
File Edit “iew Go Favortes Tools Help

4 Back & Forward ] Community Services Inc. ™ « Cash Receipts ~

Sharteuts

Configuration « Tables

Hew Table Entry ‘gpen |Qelata ‘jnsert ‘inrt |gp |Dnﬂn Configur...
Type: I(AIITah\es) | Description Status | %
ributes

Bank Account Notepad Type

Categony gll.l-lls;r;ess

City

County Totles |
Credit Card Type Distributi...
Cunency Type Interfund

Department

Houmal Posting
Information

Location

Other Payment Type

Fhone Type

State

Suburb

S uffis:

Title

Manthly Reparks
web Links Add new table I Delets bl | [~ Displap active entries only

“Welcome to Cash Receipts |

2. Onthe Tables page, in the Type field, select “<All Tables>", “Cash Receipts”, or “Shared Tables”. Tables
appear in the box on the left.

Shared tables are tables found in all Financial Edge programs. For example, City, County, and State are
pre-defined tables you can access in Configuration for any Financial Edge program. Any changes or
additions you make to shared tables appear in all programs.

3. Atthe bottom of the screen, click Add new table. The New Code Table screen appears.

Mew Code Table E3

Table Mame: I ]

[T Use Shart Description of I characters Cancel

4. In the Table Name field, enter a name, such as “Departments”, “Budgets”, “Managers”, or “Programs”.
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5. To give the table a short description of up to six characters, mark Use Short Description of. In the [ ]
characters field, enter a number from one to six. If you use this table as a segment in your account
numbers, you must give it a short description.

6. To save the table and return to the Tables page, click OK.

» Deleting a table

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

Before you can delete tables, you must first delete all related table entries. For attribute table entries, you
must also delete the attribute from the Attributes page of Configuration before deleting the table.

1. From the Tables page, select the table to delete.

#% The Financial Edge

File Edt “iew Go Favaortes Took Help

4 Back & Forward ICommumty Services Inc, © ¢ Cash Receipts ™
Shortouts

Configuration - Tables

New Table Entry ‘Qpen |Qelsts.. ‘jnsert ‘Eurt |Qp |DDﬂI’] Configur...
General
Type: |<AIITab\es> ﬂ Description /| Status | b—J
Attributes
Bank Account Notepad Type o
Category RUUIS;I;BSS
City
Courly Tk |
Credit Card Type Distributi...
Cunency Type
Interfund
Department —J

Haumal Ry
Information

Lacation

Other Payment Type

Phone Type

State

S uifix

Title

- ' Dashboard

a Plug-Ins

. Help

Monthly Reparts
Vel Linke Add new table I DElete tatle | I~ Display active entries only

‘welcome ko Cash Receipts |

Note: You cannot delete pre-defined tables.

2. Atthe bottom of the screen, click Delete table. A message appears, asking if you are sure you want to
delete the table.

3. To delete the table and return to the Tables page, click Yes.

» Printing a table
1. From the menu bar on the Tables page, select File, Print.
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2. Select Code Tables Report. The Code Table Report screen appears.

© 0 N o w

Code Table Report E I

File Edit Wiew Favortez Toolz Help
R E R el \

1: General |

¥ Include Selected Code Tables Only

Code tables: Code tables to include:

Ection Status (. Buyers
Aiction Type

Approved by

Barnk dccount Motepad Type
City

Client Status

Client Type

County

Credit Card Type

Credit Rating LI

e T

[l [¥]v

™ Include inactive table entries I~ Print one table per page

™ Include empty code tables

< Back | Tt | Cancel | Print | Presview | Lapaut |

To print specific tables, leave the Include Selected Code Tables Only checkbox marked. To print all tables,
unmark the checkbox.

If you left the Include Selected Code Tables Only checkbox marked, in the Code tables box, highlight the
tables you want to print. Click the right arrow to move your selections to the Code tables to include box.

To include inactive table entries on the report, mark Include inactive table entries.
To include empty code tables on the report, mark Include empty code tables.

To print each table on a separate page, mark Print one table per page.

To view the print layout, click Preview.

To print the report and return to the Tables page, click Print.



CASH RECEIPTS CONFIGURATION 13

» Adding a table entry
1. From the Configuration page, click Tables. The Tables page appears.

#% The Financial Edge
File Edt “iew Go Favaortes Took Help

4 Back & Forward ICommumty Services Inc, © ¢ Cash Receipts ™

Shortcuts

Configuration - Tables

HMew Table Entry ‘Qpen |Qelsts.. ‘jnsert ‘Eurt |Qp |DDﬂI’] Configur...
Type: |<A||Tab\ES> ﬂ Description Status | mj
Attributes

E t Notepad Type Busil
Calegory Rﬂl?sass
City
County Tables I
Credit Card Type %
Cunency Type

Interfund
Department

Posting
Houmal Information
Lacation

Other Payment Type

imistration Phors Type
State
Suburb
onfiguration S Ui
Title
board
a Plug-Ins
Monthly Reparts
Vel Linke Add new table I DElete tatle | I~ Display active entries only

‘welcome ko Cash Receipts |

2. Inthe box on the left, select the table in which to add the new table entry. Table entries appear in a grid
on the right.

Note: Table entries can be edited at any time or deleted if they are not used on any records.

3. Select New Table Entry. The New Table Entry screen appears.

%% Mew Table Entry E3

Dezcription I

™ Inactive

Ok I Cancel |

4. In the Description field, enter a description for the new table entry. Depending on the field you add, you
may be asked to enter other fields, such as Short Description or Phone Number Type.

Note: You can make a table entry inactive rather than deleting it. Inactive table entries do not appear in
tables. Unlike deleted table entries, you can always reactivate an entry at any time.

5. To make the new table entry inactive, mark Inactive.
6. To save the new table entry and return to the Tables page, click OK.
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» Inserting a table entry

You can insert table entries to tables already containing entries. If you insert rather than add an entry, you
can determine where the entry is placed in the list of entries.

1. On the Tables page, select the table in which to insert a new entry. Table entries appear in a box on the
right.

#% The Financial Edge
File Edit “iew Go Favortes Tools Help

4 Back & Forward ] Community Services Inc, ~ » Cash Receipts ™

Sharteuts

Configuration « Tables

EH—' Home

@

Configur...
General
g | Attributes

& Business
Aptive Rules
Tables I
Distributi...
Interfund

Posting
Information

Mew Table Entry ‘Qpen |Delete.. ‘jnsert ‘ﬁort |Qp |Doﬁn

Tope: [ <Al Tabless |

Bank Account Matepad Type

Dezcription

Other Payment Type
Phane Tune

2. Inthe table entry box, select the entry below the point where you want to insert the new entry.

#% The Financial Edge
File Edit “iew Go Favoites Tools Help

4 Back % Forward | Community Services Inc, T ¢ Cash Receipts ™

Shortcut: R

= Configuration » Tables
Hew Table Entry ‘gpen |Qelata ‘jnsert ‘ﬁnrt |gp |Dnﬂn Configur...

G |

Type: |<A" Tables> j Description Status en_LJ
Yisa Active MJ
Business
Rules
Tables |

Distributi...

Inkerfund

Posting
Information

Bank Account Notepad Type
M aster Card

Active
sm Ex e

Active

Other Payment Type

3. Click Insert. The New Table Entry screen appears.

% Mew Table Entry

Descnphion |

[T Inactive

1] 4 I Cancel |

4. In the Description field, enter a description for the new entry.

5. To make the new table entry inactive, mark Inactive.
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To save the new table entry and return to the Tables page,

selected entry.

#% The Financial Edge

File Edit “iew Go Favaortes Took

Help

click OK. The new entry appears above the

4 Back & Forward ICommumty Services Inc. © ¢ Cash Receipts ™

Shortcuts

|Et{|-r' Home:

Configuration - Tables

New Table Entry ‘Qpen |Qelsts.. ‘jnsert ‘Eurt |Qp |DDﬂI’]

Configur...

Type: [<all Tables>

=

» Sorting table entries

Bank Account Motepad Type

Other Payment Type
Phirne Tim=

Description

Status

| General

Wisa

Artive

+ | Attributes

taster Card

T

Active

Busingss
Rules

Tables I
Distributi...
Interfund

Posting
Information

Note: Tables with numbers are sorted by the first digit of the entry. For example, 2,000 would come before
40.00 (in ascending order). Therefore, you should avoid sorting currency tables or tables that contain dollar
amounts.

1. On the Tables page, select the table to sort. Table entries appear in a box on the right.

2.

#% The Financial Edge

File Edit “iew Go Favoites Tools

Help

4 Back & Forwarnd ] Community Services Inc. ™ « Cash Receipts ~

Shartouks

Hew Table Entry ‘gpen |Qelata ‘jnsert ‘ﬁnrt |gp |Dnﬂn

Configuration » Tables

Tppe: | <All Tables:

|

Haumal
Location

Phone Tupe
State

Bank Account Notepad Type
Category

City

County

Credit Card Type
Cunency Type

(Other Payment Tope

Click Sort. The Sort Table Options screen appears.

Sort Table Options

— Sort Order

" Descending

— Sort By
£+ Description

) Shork Mescription

]|
K. I
_ Cores |

Cancel

Configur...
Desorint o General
escription atus =

Development Active Attributes
Information Technology Aclive Business
Maintenance Active Rules
Administration Active Tables I
Program Services Aclive st

Distributi...
Historical Education Active
Historical Research Active m
Mone Aclive Posting
Support Services Aclive Information

To sort the table in ascending order alphabetically or numerically, in the Sort Order frame, mark
Ascending. To sort the table in descending order, mark Descending.

To sort table entries by descriptions, in the Sort By frame, mark Description. To sort table entries by short
descriptions, mark Short Description.

To sort your table entries and return to the Tables page, click OK.
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» Cleaning up table entries

Warning: Before editing table entries, make sure no other users are in the program.

To ensure consistent data entry and accurate queries and reports, we recommend limiting rights to tables to
key users. Otherwise, you may have duplicate table entries within a table, for example, “Call”, “Phone Call”,
and “Telephone Call” in the Action Type table. However, if you find duplicate table entries, you can use Table
Cleanup to replace duplicate entries with one entry. Before editing table entries, make sure no other users

are in the program.

1. On the Configuration page, click Tables. The Tables page appears.

2. Inthe box on the left, select the table to clean up. Existing table entries appear in a grid on the right.

& The Education Edge D ES

Eile Edit View Go Favoites Took Help

# Back  # Etiand J Community Services Inc. ™ = Cash Receipts ™

Shartcuts

Mew Table Enty Open Delete.. Insert

Configuration « Tables

Sort TableCleanup.. Up Down

Configur...

Tupe: |<AII Tables» ﬂ

Description Status

Bank Account Notepad Type
Category

Clity

County

Credit Card Type
Currency Type
Houmal

Qther Payment Type
Phone Type

State

Suburb

Suiffin

Title

nfiguration

oard

Add new table I Delete table

Blackbaud Systems |

EBusiness
Cell

Fa
Beeper
Email

House

Active
Active
Active
Active
Active

Web Address Active

Active

[~ Display active entrigs only

Genetal
Attributes
Business
Rules
Tables

Distribut, ..
Interfund

Posting
Information

‘Welcome to Cash Receipts |

3. On the action bar, click Table Cleanup. The <Table Name> Table Cleanup screen for the selected table
appears. A list of areas in the program that can use the selected table appear in the box on the right.

Phone Type Table Cleanup

x|

Fhone Type table entries to be replaced

&P Organization Phones .
AP Wendor Contact Phones

AP Wendor EFT Bank Phones
Bank Phones

Checksz Phone Types

GL Pool Phone Types

GL Project Phane Types

Mame Bank Detall Phone Type:

Organization Bank Phone Tywpe
DI.E\.na Crdas P LI

. The areas listed above uze entries
Replace nith j from Phone Type table. Entries
) ) found in any of those areas will be
¥ Delete table entries that are being replaced replaced.
Heplaee o I Cancel |

4. In the <Table name> table entries to be replaced grid, select a table entry to replace. The program will

replace these entries on all records on which they appear.

Note: If you add a new table entry in the Replace with field, a message appears asking if you want to add the

new entry to the table. Click Yes to add the entry; click No not to add the entry.
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5. To replace the selected entry, in the Replace with field, select a table entry.

6. To delete the entries you are replacing so they cannot be used again on records, mark Delete table
entries that are being replaced.

Phone Type Table Cleanup I

Phone Type table entriss to be replaced (4P Organization Phones a
AP Wendor Contact Phones

AP Wendaor EFT Bank Phones
Bank Phones

Checks Phone Types

GL Pool Phone Types

GL Project Phone Types

MName Bank Detall Phone Type:
Organization Bank Phone TypeLI

Plucwna Cadas

j The areas listed above uze entries
from Phone Type table. Entries

) ) found in any of those areas will be
v Delete table entries that are being replaced replaced.

Feplace Mow I Cancel |

Replace with  |Home

7. Continue making selections in the grid and Replace with field. Once you finish making selections, click
Replace Now to replace the entries used in the program.

8. The program replaces the table entries you selected. A message appears telling you that the table
cleanup finished successfully. Click OK. You return to the <Table Name> Table Cleanup screen.

9. To return the Tables page, click close the screen. If you marked Delete table entries that are being
replaced, the entries you replaced no longer appear on the Tables page.

i The Education Edge HE] E

File Edit View Go Favoites Tool: Help

4 Back % Forwvard J Cormmunity Services Inc, ™ + Cash Receipts ™

Shartcuts

Configuration * Tables

B Home
'f Mew Table Enty Open Delete.. Insett Sort Table Cleanup.. Up Down Configur...
F General
]ﬁ Type: [<Al Tables:> =l Descriptian Status | b—J
2 Attributes
. Bank Account Notepad Type Business Active -
Category Cell Act!ve gﬂf;:ess
City Fax Active
Courty Bee;;sr Active Tables
Emai Active P
Credit Card Type Diskribut ..
Currency T wieh Address Active g
¥ 1ipe Interfund
Jourmal Home: Active
Other Payment T ppe ?r?fsutl:ngatiun
Phane Type
State
Suburb
Suiffin
Title:
Administration
nfiguration
oard
Blackbaud Systems | Add new table I DElete table | [ Display active entries only

‘Welcome to Cash Receipts |
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» Moving a table entry

1. On the Tables page, select the table containing the entry to move. Table entries appear in a box on the
right.

#% The Financial Edge
File Edt “iew Go Favaortes Took Help

4 Back & Forward ICommumty Services Inc. © ¢ Cash Receipts ™

Shortcuts

Configuration - Tables

HMew Table Entry ‘Qpen |Qelsts.. ‘jnsert ‘Eurt |Qp |DDﬂI’] Configur...
General
Type: |<A||Tab\ES> ﬂ Description /| Status | —J
: + | Attributes
Bank Account Notepad Type Mr Active H Q
C Mrs Active Busingss
ategory ! Rl
City Dr. Active
County Honorable Active Tables I
0 Captain Active
Credit Card Type " Distributi...
Cunency Type Ms. Active o
Prof. Active LT

Department

Wournal Rostid
Information

Lacation

Other Payment Type
Phone Type

State

Suburb

Suifix

rnw

2. Inthe table entry box, select the entry to move.

File Edt “iew Go Favaortes Took Help

4 Back & Forward ICommumty Services Inc. © ¢ Cash Receipts ™

Configuration = Tables

HMew Table Entry ‘Qpen |Qelsts.. ‘jnsert ‘Eurt |Qp |DDﬂI’] Configur...
General
Type: [<Al Tabies> =l Desciption + [ Status |
i Attributes
Bank Account Notepad Type . ACt!VE -
Cale Mrs Ative Busingss
e i Rules
City Dr Active
County Honorabls Active Tables I
Credit Card Type Captain fctive Distributi. ..
Cunency Type e e
Praf. Active Interfund

Department Pasti

Wournal Ir?Fsol"rrEatmn
Lacation

Other Payment Type
Phone Type

State

Suburb
Suifis

_

3. To move the entry, click Up or Down.
4. When you select another table or exit the Tables page, your changes are saved automatically.

Distributions

Glossary: A distribution is a means of splitting transaction debits and credits among accounts, classes, projects,
and transaction codes. You can make distributions manually or with a distribution template.

In Configuration, distributions are templates you reuse to speed the process of entering transactions. You can
enter distributions manually by entering the account, project, class, and transaction code information, or you can
use an existing distribution as a template for your new distribution by clicking Load Distribution. Distributions are
especially helpful if you commonly distribute transactions to the same set of projects, classes, or transaction
codes. The distributions you create in Configuration must be assigned to at least one project, class, or transaction
code value. You can edit or delete distributions at any time.

This section contains procedures for adding, editing, and deleting distributions.
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Account Distributions

Creating and using account distributions in Cash Receipts is an efficient way to distribute activity to accounts,
projects, classes, and transaction codes when entering payments and deposits. The distribution templates you
create in Configuration can be used in any Cash Receipts account distribution grid.

7% Mew Account Distribution M= I

File Edit “iew Digtribution  Faworites Tool: Help

ESaveandEleev|u )(||K 4 b N|g|?' ‘

Distribution name: I

Accaunt Mumber I.t’-'«c:cuuntDesc:lipti...I Percent I Project (D Project Description

Distittior;  Load Distibution...  Digtibute Evenly  Atintutzs . Delete All..

Distribution name. In this field, enter a unique name for the distribution template.

Account Number. In this field, enter an account number for the distribution. This number appears in the DR
Account Number column of transaction distributions.

Account Description. When you enter a valid account number, the description appears automatically in the
Account Description column. The Account Description column is for informational purposes only, and cannot
be changed.

Note: When you enter distributions by percent and use Distribute Evenly, Cash Receipts rounds the
distribution. For example, if you have four rows of distributions and the transaction amount is $33.33, the
amount cannot be evenly divided into four. Therefore, the distribution would be 24.992% ($8.33), 24.992%
($8.33), 24.992% ($8.33), and 25.023% ($8.34).

Percent. In the Percent column, enter the percentage of the distribution for each row.

Project ID. If you have the optional module Projects and Grants, you can enter a project ID number in the
Project ID column.

Project Description. When you enter a valid project ID number, the description appears automatically in the
Project Description column and cannot be edited.

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

Transaction Codes. If you have the optional module Projects and Grants and have defined transaction codes,
additional columns appear, based on the number of transaction codes you entered on the Transaction Codes
page of Configuration in General Ledger. In each transaction code column, you can select a transaction code.
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Distribution. To display saved debit or credit transaction distributions, select a row in the grid and click
Distribution.

Load Distribution. To display a list of all existing account distribution templates defined in Configuration, click
Load Distribution. You can load the templates and edit the account, percentage, or transaction information.

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

Attributes. To add a transaction attribute to the distribution, click Attributes.
Delete All. To delete all the rows in the grid, click Delete All.
Remaining. The Remaining display shows you how much of the payment has not been distributed.

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

This section contains procedures for creating account and transaction distributions.

» Manually creating an account distribution
1. From the Configuration page, click Distributions. The Distributions page appears.

#% The Financial Edge
File Edit “iew Go Favoites Tools Help

4 Back & Forward ] Community Services Inc. ™ « Cash Receipts ~

Sharteuts

4 Configuration « Distributions

Hew Account Distribution ‘ DOpen ‘ Delete Configur...
- . . General
Account Distributions TS
Business
Rules
Tables

Distrihut\unsl
Inkerfund

Paosting
Information

nagement
b Transaction

iministration

nfiguration

Note: The account numbers you add here are used as debit accounts, except when loaded into credit memos.
On credit memos, they are credit accounts.
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3.

In the box on the left, select Account and click New Account Distribution. The New Account Distribution
screen appears.

#% New Account Distribution M= I
File  Edit “iew Distributioh  Faworites  Tools  Help

[ save and Cloze -| [ X||H i » H|Ig'|?' |

Digtribution name: I

Account Numnber |AccounlDescripli...| Percent I Praject |D I Project Dezcription

Diztribtiors  Load Distibution... Digtribute Evenly

In the Distribution name field, enter a name for the distribution.

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

4.

7.

In the Account Number column, enter an account for the distribution. When you enter a valid account
number, the description appears automatically in the Account Description column.

In the Percent column, enter the percentage of the distribution. You can enter more than one
distribution row, but the distribution total must be 100 percent unless you marked the General Ledger
general business rule allowing distributions less than 100 percent.

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

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

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

8.

10.

11.
12.

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear. These columns are based on the number of transaction codes you entered on the
Transaction Codes page of Configuration in General Ledger. In the grid, select a value for each
transaction code.

To load an existing account distribution from a template, click Load Distribution. For more information
about loading distribution templates, see “Creating an account distribution using a template” on page 22.

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

To delete all rows of the grid, click Delete All.
To save the distribution and return to the Distributions page, click Save and Close.
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» Creating an account distribution using a template
1. From the Configuration page, click Distributions. The Distributions page appears.

#% The Financial Edge

File Edt “iew Go Favaortes Took Help

4 Back & Forward ICommumty Services Inc. © ¢ Cash Receipts ™

Shortcuts

Configuration = Distributions
New Account Distribution ‘ Open ‘ Delete... Configur...

" " " General
Account Distributions
Attributes

b Cash Management

b Transaction Distribution Descri | | Business
Rules

Tables
Dlstrlhut\nnsl
Interfund

Posting
Information

rniniskration

2. Inthe box on the left, select Account and click New Account Distribution. The New Account Distribution
screen appears.

# New Account Distribution == I

File Edit “iew Distribution Fawortes Tools Help

[ 5ave and Cloze -| [ X||N 4 b N||Q' ? - |
Distribution name: I
Account Mumber | Account Descripti...l Percent I Project 1D Project Descrption

3. In the Distribution name field, enter a name for your distribution.

Note: Default distributions are created on the Distributions page of Configuration.
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4. Click Load Distribution. The Select a Default Distribution screen appears.

Select a Default Distribution ta use

Select a Default Distribution I

Distribution Mame

4]

Select
#] Cancel
77 Add New
(<3| Open

| | #%Eind..

I (il st g O efanlb Dishibutiors:

[ Rk

Note: You can click Add New to create a new default distribution. For more information about default
distributions, see “Distributions” on page 18.

5. Select the distribution to load and click Select. The distribution appears in the distribution grid.

+ New Account Distribution

|

File Edit “iew Distribution Fawortes Tools Help
[ 5ave and Cloze «| [ X||N 4 b N||Q' ? - |
Diztribution name: ICash Receipts
Account Mumber | Account Descripti...l Percent I Project 1D I Project Description
I 07-1000-00 Operating Cash A&, . 25.000 100 Apnabelle Johnzon Endovment
I 01-1000-00 Operating Cash A 25,000 1002 CTM Enterprizes Endowrnent
I 01-1000-00 Operating Cash A 25,000 1003 Eweratt Grant
|_|07-1000-00 Operating Cash A 25,000 1004 Hugo Endowment

Note: Distributions can be edited or deleted at any time. Just remember that deleted distributions cannot be

recovered!

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

Evenly.

7. To delete all rows of the grid, click Delete All.
To save the distribution and return to the Distributions page, click Save and Close.
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Cash Management Distributions

If you have the optional module Cash Management, you can create Cash Management distribution templates in
Cash Receipts to distribute adjustment activity to projects, classes, and transaction codes. The distribution
templates you create in Configuration can be used in any Cash Receipts adjustment distribution grid.

i New Cash Management Distribution !EE
File Edit ‘iew Digtribution  Fawvortes  Tool: Help

ESaveandCIosev|n )(||N 1 b “|Q|?" |

Digtribution name: I

Azcount Mumber I.&ccuuntDescripti...I Percent I Froject 1D Project D ezcription

Diztbution Load Distibution...  Distribute Evenly  Siipingizs.. Delete All.

Distribution name. In this field, enter a unique name for the distribution template.

Account Number. In this field, enter an account number for the distribution. Depending on the nature of the
transaction (whether the adjustment is a deposit or payment/transfer), this number appears in the DR or CR
Account Number column when a distribution is loaded on a transaction record. We recommend using the
cash account as the debit account number for deposit adjustments or as the credit account number for
payment adjustments. Using a different account will cause the bank register and General Ledger cash
account to be out of balance.

Account Description. When you enter a valid account number, the description appears automatically in the
Account Description column. The Account Description column is for informational purposes only, and cannot
be changed.

Note: When you enter distributions by percent and use Distribute Evenly, Payroll rounds the distribution. For
example, if you have four rows of distributions and the transaction amount is $33.33, the amount cannot be
evenly divided into four. Therefore, the distribution would be 24.992% ($8.33), 24.992% ($8.33), 24.992%
(58.33), and 25.023% ($8.34).

Percent. In the Percent column, enter the percentage of the distribution for each row. The total percent for all
rows must equal 100 percent.

Project ID. If you have the optional module Projects and Grants, you can enter or search for a project ID number
in the Project ID column.

Project Description. When you enter a valid project ID number, the description appears automatically in the
Project Description column.
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Class. In the Class column, you can select a class for the distribution.

Transaction Codes. If you have the optional module Projects and Grants and have defined transaction codes,
additional columns appear, based on the number of transaction codes you entered on the Transaction Codes
page of Configuration in General Ledger. In each transaction code column, you can select a transaction code.

Distribution. To display saved debit or credit transaction distributions, select a row in the grid and click
Distribution.

Load Distribution. To display a list of all existing Cash Management distribution templates defined in
Configuration, click Load Distribution. You can load the templates and edit the account, percentage, or
transaction information.

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

Attributes. To add an attribute to the distribution, click Attributes.
Delete All. To delete all the rows in the grid, click Delete All.

Remaining. The Remaining display at the bottom of the screen shows you how much of the adjustment has not
been distributed.

» Manually creating a Cash Management distribution
1. From the Configuration page, click Distributions. The Distributions page appears.

#% The Financial Edge

File Edit “iew Go Favoites Tools Help

4 Back & Forward ] Community Services Inc. ™ « Cash Receipts ~

Sharteuts

4 Configuration « Distributions

Hew Account Distribution ‘ DOpen ‘ Delete Configur...
- e . General
Account Distributions W
. " | | Business
Rules

Tables
Distrihut\unsl
Inkerfund

Paosting
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3 h Management
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Distribution Description
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2. Inthe box on the left, select Cash Management and click New Cash Management Distribution. The New
Cash Management Distribution screen appears.

i Mew Cash Management Distribution
File Edit “iew Distibution Favortes Toole Help

ESaveandElosev|u X||N 4 Hl@' ?-
Distribution narne: I
Account Murmber I.&ccount Descripti...' Percent I Froject ID I Froject Description

Djziribution Load Distibution...  Distribute Evenly Aoz

3. In the Distribution name field, enter a name for the distribution.

Note: We recommend using the cash account as the debit account number for deposit adjustments or as the
credit account number for payment adjustments. Using a different account will cause the bank register and
General Ledger cash account to be out of balance.

4. In the Account Number column, enter an account for the distribution. When you enter a valid account
number, the description appears automatically in the Account Description column.

5. In the Percent column, enter the percentage of the distribution. You can enter more than one
distribution row, but the distribution total must be 100 percent unless you marked the General Ledger
general business rule allowing distributions less than 100 percent.

6. If you have the optional module Projects and Grants, in the Project ID column, enter a project ID number

or use the binoculars to search for a project number. When you enter a valid project ID number, the
description appears automatically in the Project Description column.

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

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

8. If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear. These columns are based on the number of transaction codes you entered on the
Transaction Codes page of Configuration in General Ledger. In the grid, select a value for each
transaction code.

9. To load an existing Cash Management distribution from a template, click Load Distribution. For more
information about loading distribution templates, see “Creating a Cash Management distribution using
templates” on page 27.

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

11. To delete all rows of the grid, click Delete All.
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12. To save the distribution and return to the Distributions page, click Save and Close.

» Creating a Cash Management distribution using templates
1. From the Configuration page, click Distributions. The Distributions page appears.

#% The Financial Edge

File Edit “iew Go Favoites Tools Help

4 Back & Forward ] Community Services Inc. ™ « Cash Receipts ~

Sharteuts

Configuration « Distributions

Hew Account Distribution ‘ DOpen ‘ Delete Configur...

|H5{H—' Home
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P Cash Management
b Transaction
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2. Inthe box on the left, select Cash Management and click New Cash Management Distribution. The New
Cash Management Distribution screen appears.

i Mew Cagh Management Distribution

File Edit “iew [Distibution Favortes Tool: Help

ESaveandEIose-|u X|| H <4 » N|@| ? -

Diztribution namne: I

Account Murmber IAccountDescripti...| Percent I Project ID I Project Description

iior  Load Digtibution...  Distibute Evenly 2

3. In the Distribution name field, enter a name for your distribution.

Note: Default distributions are created on the Distributions page of Configuration.
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4. Click Load Distribution. The Select a Default Distribution screen appears.

Select a Default Distribution ta use

Select a Default Distribution I

Distribution Mame

4]

Select

#] Cancel

77 Add New
(<3| Open

BB Find...

[ Rk

i

I (il st g O efanlb Dishibutiors:

Note: You can click Add New to create a new default distribution. For more information about default
distributions see “Distributions” on page 18.

5. Select the distribution to load and click Select. The distribution appears in the distribution grid.

+ New Cash Management Digtrnibution

File  Edit “iew Distribution  Faworites

Toaols

Help

s |

[ save and Close -| [ )(||I1 4 b bl||g' ? - |
Distribution name:; ICash b amagement
Account Nurmber | Account Descripti...l Percent I Project 1D I Praoject Description
I 01-1000-00 Operating Cash A 25,000 1001 Annabelle Johnzon Endowment
I 01-1000-00 Operating Cash A 25,000 1002 CTM Enterprizes Endowment
|_|01-1000-00 Operating Cash A 25,000 1003 Ewerett Grant
I 07-1000-00 Operating Cash A, 25.000 1004 Hugo Endowment

Note: Distributions can be edited or deleted at any time. Just remember that deleted distributions cannot be

recovered!

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

Evenly.

To delete all rows of the grid, click Delete All.
To save the distribution and return to the Distributions page, click Save and Close.
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Transaction Distributions

Creating and using transaction distribution templates in Cash Receipts is an efficient way to distribute activity to
projects, classes, and transaction codes. The distribution templates you create in Configuration can be used in
any Cash Receipts transaction distribution grid.

i New Transaction Distribution
File Edit %iew Distribution Tools Help

[ Save and Close - | [ 'X| M 4 » H|E‘| ? - |

Digtribution name:l

Project |D IPloiectDescriptinn ICIass IMissiDn Spendable... | Performance | Percent I

Load Digtribution  Distribute Evenly  Delete Al

Distribution name. In this field, enter a unique name for the distribution template.

Project ID. If you have the optional module Projects and Grants, you can enter a project ID number in the
Project ID column.

Project Description. When you enter a valid project ID number, the description appears automatically in the
Project Description column and cannot be edited.

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

Transaction Codes. If you have the optional module Projects and Grants and have defined transaction codes,
additional columns appear, based on the number of transaction codes you entered on the Transaction Codes
page of Configuration in General Ledger. In each transaction code column, you can select a transaction code.

Note: When you enter distributions by percent and use Distribute Evenly, Cash Receipts rounds the
distribution. For example, if you have four rows of distributions and the transaction amount is $33.33, the
amount cannot be evenly divided into four. Therefore, the distribution would be 24.992% ($8.33), 24.992%
(58.33), 24.992% ($8.33), and 25.023% ($8.34).

Percent. In the Percent column, enter the percentage of the distribution for each row.

Load Distribution. To display a list of all existing transaction distribution templates defined in Configuration,
click Load Distribution.

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

Delete All. To delete all the rows in the grid, click Delete All.
Remaining. The Remaining display shows you how much of the payment has not been distributed.
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» Manually creating a transaction distribution
1. From the Configuration page, click Distributions. The Distributions page appears.

2.
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In the box on the left, select Transaction and click New Transaction Distribution. The New Transaction
Distribution screen appears.

% Mew Transaction Distribution

File Edit “iew Distribution Toolz Help
ESaveandElosev|u 'X|I1 i » N||Q'|?' ‘

Digtribution name:l

Project [D I Project Description | Class I Miszion I Spendable... I Performance | Percent I

Load Distribution  Distri

In the Distribution name field, enter a name for the distribution.

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

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

If you have the optional module Projects and Grants and have defined transaction codes, additional
columns appear. These columns are based on the number of transaction codes you entered on the
Transaction Codes page of Configuration in General Ledger. In the grid, select a value for each
transaction code.

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

7.

8.

To load an existing transaction distribution from a template, click Load Distribution. For more
information about loading distribution templates, see “Creating a transaction distribution using
templates” on page 31.

To divide the distribution evenly among all projects entered in the distribution grid, click Distribute
Evenly.
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9. To delete all rows of the grid, click Delete All.
10. To save the distribution and return to the Distributions page, click Save and Close.

» Creating a transaction distribution using templates
1. From the Configuration page, click Distributions. The Distributions page appears.

% The Financial Edge
File Edit “iew Go Favoites Tools Help

4 Back & Forward ] Community Services Inc. ™ « Cash Receipts ~

Sharteuts

" Configuration « Distributions
|H5{H—' Home

i

Hew Account Distribution ‘ DOpen ‘ Delete Configur...

e . General
Account Distributions W
Business
Rules

Tables
Distrihut\unsl
Inkerfund

Paosting
Information

[ nt
P Cash Management
b Transaction

2. Inthe box on the left, select Transaction and click New Transaction Distribution. The New Transaction
Distribution screen appears.

# New Transaction Distribution
File Edit “iew Distbution Toolz Help

ESaveandElosev|u X| H 4 » “||g'| ? - ‘

Diztribution name:l

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

Load Distribution  Distribute Evenly  Delete &) Fiemaining: 100.0

3. In the Distribution name field, enter a name for your distribution.

Note: Default distributions are created on the Distributions page of Configuration.
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4. Click Load Distribution. The Select a Default Transaction Distribution screen appears.

Select a Transaction Distribution

Select a Tranzaction Distribution to uze for your Tranzaction

Transaction Dist

#] Cancel

77 Add New
(<3| Open

[

4| | | #%Eind..

I Tl show my Trarsastion Distibutions

5. Select the distribution to load and click Select. The distribution appears in the distribution grid.

#% New Transaction Distribution I

File Edit iew Distribution Tools Help

[ Save and Close -| [ )(|I‘ 1 b N||g'|?Y ‘
Distribution name: ITransaction Diztribution

Froject |D | Froject D escription | Class | Iizsion Spendable... Performancel Percent H
- 1001 Annabelle Johngon Endo...  Unrestricte... | Youth Servi.. Spendable 0.000%
- 1002 CTH Enterprises Endowm... Tempararily... Emergency .. Mon-Spend... 0.000%
- 1003 Ewerett Grant Unrestricte. .. Soup Kitchen Spendable 0.000%
|_|1004 Hugo Endowment Permanertl... Elder Care  Non-Spend... 15.000%
- 10053 Lt Grocen Endowment  Temporarily... Youth Servi.. Mon-Spend... 10.000%
- 1008 Lewiz Grant Unrestricte...  Homelezs Spendable 18.000%
- 1007 Raobertson Grant Permarnentl...  Soup Kitchen Mon-Spend... 14.000%
- 1003 Fogerz Endowment Unrestricte. ..  Career Plac... Spendable 11.000%
|_|1003 Smith Endowment Temporanly... Emergency ... Non-Spend... 20 DDDZLI

Remaining: 0.1

6. To divide the distribution evenly among all rows of the distribution grid, click Distribute Evenly.

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

7. To delete all rows of the grid, click Delete All.
8. To save the distribution and return to the Distributions page, click Save and Close.

Interfunds

Glossary: An interfund set is a pre-defined set of default accounts for interfund entries. Accounts within the
interfund set ensure funds remain in balance when activity is transferred between funds.

On the Interfund tab, you can define interfund sets to establish transfers between funds and ensure distributions
balance. When you save an interfund entry set, the program verifies the interfund entries in the set produce a
balanced post batch. You can create reversing entries and copy other distributions using the Create reverse Entry
and Copy from buttons. Interfund entries cannot be changed after the transaction is posted.
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Account Masking

Glossary: Masking accounts is the process of inserting asterisks to quickly select a range of accounts without
having to enter specific numbers.

When you create an interfund set, you define source account numbers for the interfund entry. When selecting
source account numbers, you can use account masks to quickly select ranges of accounts without having to enter
specific numbers. By masking accounts, you use asterisks in place of numbers in a segment or segments of a
General Ledger account to designate source account ranges.

You can use asterisks as wildcard characters to represent any digit from zero to nine and simplify selecting source
accounts. To indicate accounts in a single fund, you can enter the fund segment and mask the rest of the account
number. For example, if you enter Q1-*****_** 3|l accounts in Fund 01 will be used in the interfund set. To

indicate all accounts within all funds, you can mask the entire account number. For example, you can enter
Fok_%k Kok ok ok _k ok

Managing Interfund Entries and Sets

Glossary: An interfund entry is a balancing entry you make between funds. In The Financial Edge, you can
automate the procedure to create general ledger transactions to transfer activity between funds and ensure
each fund is kept in balance.

You use interfund entry sets to transfer activity between accounts. On the Interfund page, you can add, edit, and
delete interfund entries and interfund sets.

» Adding an interfund entry set

1. From the Configuration page, click Interfund. The Interfund page appears.

#% The Financial Edge

File Edit “iew Go Favortes Tools Help

4 Back & Forward ] Community Services Inc. ™ « Cash Receipts ~

Sharteuts

4 Configuration + Interfund

Hew Interfund Set |Qpen |Qelete Configur...
Use thiz interfund set by default when creating new transactions: - %
Attributes
Interfund Entry Set Description Application Default Set B—J
usiness
5 Rules
0z Development Interfund Tra... Tables
03 Program Services Interfund Distributi
Inkerfund I

Paosting
Information

Administration Interfund Tra...|General Ledger, Fixed Assets

drinistration

Note: To use an interfund entry set as the default when creating transactions, you must select the interfund
entry set in the Use this interfund set by default when creating new transactions field on the Interfund page
of Configuration.
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2. Click New Interfund Set. The Add an Interfund Entry Set screen appears.

# Add an Interfund Entry Set I

Interfund set D: I

Description: I

General I Blackbaud S_l,lstemsl

1‘ Mew Interfund Entry = |Dmzn 4L

| DEBIT Account[s]l CREDIT Account[s]l Transter Account to Balance DEBIT | Transter Account to Balance CFIEDITI

Show Irterfund Entries that match these criteria; -

Diebit fund: | Credit fun: | |
Canhcel |

3. Inthe Interfund set ID field, enter an ID number for the interfund set.

. In the Description field, enter a description.
5. On the General tab, click New Interfund Entry. The Add an Interfund Entry screen appears.
File Edit Yiew Entry Help
[ save and Close -| [ X| H 4 N|Sh0wHeverseEntry ? -

thiz fuhd or account: I ****** P"

s B"

this fund or account; I

Create a CREDIT to |""—""""-"" =8|

to balance within

P PuraY

E

and & DEBIT to |

ta balance within

f'Ou Can:
Select a single account number OR
Select all accounts in a fund by entering the fund ID and masking the rest of the account number with asterisks OR

Select all accounts in all funds by mazking the entire account number with asterisks.

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

6. Inthe When creating a transaction that will post a DEBIT to... this fund or account [ ] and that will post
a CREDIT to... this fund or account [ ] fields, enter non-balancing debit and credit funds or accounts from

a distribution.
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7.

In the Automatically create these balancing interfund entries: create a CREDIT to [ ] to balance within
and a DEBIT to [ ] to balance within fields, enter debit and credit funds or accounts that balance the
non-balancing funds or accounts. These are interfund entries.

To save the interfund entries and return to the Add an Interfund Set screen, click Save and Close. If the
funds or accounts you entered are not valid debit or credit accounts, or if the interfund entries do not
balance, Cash Receipts asks you to enter valid accounts.

On the Blackbaud Systems tab of the Interfund Entry Set screen, mark the Blackbaud programs in which
to use the interfund entry.

Note: Interfund sets can be edited or deleted at any time. Just remember that deleted interfund sets cannot
be recovered!

10.

11.

When you are finished adding the interfund entry set, click OK to save the interfund set and return to the
Interfund page.

In the Use this interfund set by default when creating new transactions field, you can select an interfund
entry set to use as a default when creating transactions.

» Adding an interfund entry

1.

From an open interfund entry set, click New Interfund Entry. The Add an Interfund Entry screen appears.

Uf. Add an Interfund Entry E

File Edit Yiew Entry Help

ESaveand Close +| [ X| H 4 F M | ShowHeverseEntry| ? -

thiz fuhd or account: I P"
this fund or account; I B"
Create a CREDIT to |""—""""-"" FE
to balance within
and & DEBIT to |*7-77"7" =8|
ta balance within
f'Ou Can:

Select a single account number OR
Select all accounts in a fund by entering the fund ID and masking the rest of the account number with asterisks OR
Select all accounts in all funds by mazking the entire account number with asterisks.

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

2.

In the When creating a transaction that will post a DEBIT to... this fund or account [ ] and that will post
a CREDIT to... this fund or account [ ] fields, enter non-balancing debit and credit funds or accounts from
a distribution.

In the Automatically create these balancing interfund entries: create a CREDIT to [ ] to balance within
and a DEBIT to [ ] to balance within fields, enter debit and credit funds or accounts that balance the
non-balancing funds or accounts. These are interfund entries.

Note: Interfund entries can be edited or deleted at any time. Just remember that deleted interfund entries
cannot be recovered!
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4. To save the interfund entry and return to the Interfund Entry Set screen, click Save and Close. If the funds
or accounts you entered are not valid debit or credit accounts, or if the interfund entries do not balance,
Cash Receipts asks you to enter valid accounts.

Posting Information

Glossary: A journal reference is a user-defined alphanumeric code added to each journal entry transaction
when you create a batch. You can use journal references to reference journal transactions to source
documents or as criteria in a transaction query.

On the Posting Information page, you can add and define custom journal references to use when posting in detail
to General Ledger. You can specify the fields to export and their lengths, and designate text to label adjustments
and reversing transactions. You can also define journal values for payments, interfund entries, and cash
management adjustments. You cannot save payments until you specify journal values for posting. Cash
management adjustments are available only with the optional module Cash Management.

» Setting journal reference fields
1. From the Configuration page, click Posting Information. The Posting Information page appears.
2. Inthe box on the left, select a journal reference. The journal reference fields appear in a grid on the right.

#% The Financial Edge
File Edit “iew Go Favoites Tools Help

4 Back & Forwarnd ] Community Services Inc. ™ « Cash Receipts ~

Shartouks

" Configuration « Posting Information

Use these fields to build jourmal references when posting: Configur...
O Debit @ Crecit [ GG
[Void payment adjustment "
Interfund entry I Field Name Length Mz
Cash management adjustment Payer 70 Business
Huoh 1 Rules
<Hyphen>
Tables
Creposit Mumber 20 —J
<Hypheny 1 Distributi...
Fayment [D 20 m

Posting
Information

Figlds | Restore Defaults I

i Plug-Ins
a K ™ Preface the journal reference for each adjustment with tis best: 200057+
2 Help I™ Preface the jounal reference for each reversal with this text REVERSE-

Past Cash Receipts ransactions with this Journal value: I A
Monthly Reparts .
" Post Bank &ccount adjustments with this Joumal value: IEash Management 'I
‘Web Links

‘welcome ko Cash Receipts |

Note: To add a new field to the drop-down list, click Fields.

3. To change journal references for debit accounts, mark Debit. To change journal references for credit
accounts, mark Credit.

4. To change journal reference fields, in the Field Name column, click in an existing field and select a new
field.

Tip: To restore the original default field settings, click Restore Defaults.

5. Toinsert more reference fields, click in the empty row at the bottom of the grid and select the fields you
want to add.
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6. To add extra custom journal references, click Fields and enter new fields.

Warning: You cannot save cash management adjustments, payments, or deposits until you specify journal
values for posting. Cash management adjustments are available only with the optional module Cash
Management.

7. To define custom text for adjustments, mark Preface the journal reference for each adjustment with
this text and select a field entry.

8. To define custom text for reversals, mark Preface the journal reference for each reversal with this text
and select a field entry.

9. In the Post Cash Receipts transactions with this Journal value field, select the source application for

Cash Receipts transactions you post to General Ledger. You can add journal values on the Tables page of
Configuration.

10. In the Post Bank Account adjustments with this Journal value field, select the source application for

bank account adjustments you post to General Ledger. You can add journal values on the Tables page of
Configuration.

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

11. When you exit the Posting Information page, your settings are saved automatically.
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