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2 CHAPTER

Note: Our documentation shows you how to select, locate, and use the right resources for a particular task.
We encourage you to try the procedures in this chapter with the sample database before recording
transactions using your data. Visit our Web site at www.blackbaud.com for the latest documentation and
information.

The chart of accounts is a fundamental part of your accounting system, providing stability, organization, and
functionality. In Visual Chart Organizer, you create chart templates that determine the accounts to include in
your financial statements and how the financial statements look. You can define an infinite number of templates
in Visual Chart Organizer.

Visual Chart Organizer has two viewing modes: Design View and Account View. In Design View you can build your
template, and in Account View you can see what your report will look like using that template.

In Design View, header/total and detail lines define a chart of accounts. You determine the text, font format, and
alignment for each header/total line. Use detail lines to include accounts under the header/total lines. If you have
the optional module Projects and Grants, you can also use advanced filters in Design View to include specific
projects, project attributes, and transaction codes in your chart templates.

In Account View, you can see the chart of accounts in the various templates you designed. In Reports, the
program uses this chart of accounts to construct financial statements. You can access account records from the
Account View without closing the chart.

Warning: We highly recommend you do not modify the default chart template. Leaving the default template
as it is gives you an accurate balance sheet or income statement each time you use it.

With the default chart templates in Visual Chart Organizer, you can begin producing reports and financial
statements without having to create a template. The Default template contains very little detail. Major category
headers and totals sum all accounts within each category. You can use the default chart template as a basis to
build your own chart of accounts. Just remember to save the new template and keep the default template intact.

Basics of Visual Chart Organizer

This section provides you with a basic understanding of how to access and use Visual Chart Organizer. It contains
information describing elements of the visual chart organizer, including menus, the toolbar, buttons, and tabs.

Accessing Visual Chart Organizer

Glossary: A chart of accounts is a systematic numeric listing of all accounts that exist in an organization’s
general ledger.
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The Visual Chart Organizer page is the central location for creating chart of accounts templates in General
Ledger. From the navigation bar, select Visual Chart Organizer. This page contains a grid displaying saved
templates, including a default chart of accounts template and a main template for reports. Above the grid the
action bar has buttons for creating a new template and opening, deleting, copying, printing, exporting, and
finding a saved template.

it The Education Edge

File Edit “iew Go Favortes Tools Help

* Back & Farard I Comrunity Services Inc, ~ * General Ledger ~

Shorkcuts

Yisual Chart Organizer

Mew Open Delete Copy Print Export Find...

Descripion

Main Chart Template

0z Departmentalized Income Statement Template Active

03 Transaction Characteristic Template Active

EBlackbaud Systems |

Welcome to General Ledger |

Note: If you have chart templates you no longer need, you can delete them from your database. Rather than
deleting the template, we recommend making it inactive if you think you may use it again.

To select a template, select it in the grid on the Visual Chart Organizer page and click Open on the action bar.
When you open or create a new chart template, Visual Chart Organizer opens to the Design View. For more
information about using this view, see “Understanding the Design View” on page 9. In the Design View, you can
set up chart templates by organizing header/total and detail lines at various levels.

Elements of Visual Chart Organizer

Warning: Deleting a template permanently removes it from the database. Be sure you have a backup of your
database before you delete a chart template.

Each template has a title bar, menu bar, toolbar, status bar, and various tabs to help you create templates with
ease. The menu bar, toolbar, buttons, and tabs in Visual Chart Organizer differ somewhat from those elements in
other areas of General Ledger. For more information about common screen elements, see the Program Basics
chapter of the Program Basics Guide“Parts of a Record Screen” on page 3.

Menu Bar

The menu bar has commands common to General Ledger. The Template menu is exclusive to Visual Chart
Organizer. From here, you can synchronize formatting, validate the chart template, refresh, and create default
templates. For information about common menu bars, see the Program Basics chapter of the Program Basics
Guide“Menus” on page 4.
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Synchronize formatting by level. When you select Synchronize formatting by level, the program makes sure
that formatting selections, such as the font, are the same for each line in a level. Formatting comes from the
first line of each type and level in the header.

Validate chart template. When you select Validate chart template, the program makes sure no accounts are
duplicated in the template. If there are duplicates, they appear in a validation report. The program ensures no
accounts are missing from the template.

Tip: To save time, you can click Refresh at the bottom of the screen instead of refreshing from the Template
menu.

Refresh. If you make changes to the template, you can select Refresh from the Template menu, and the
program updates the template to reflect your changes. Refresh is available only in Account View.

Create default template. When you select Create default template the program creates broad category
sections in the chart for you. These sections include major headings, such as Assets and Liabilities, and their
detail sections. Create default template can speed up your chart design processing.

Toolbar

The toolbar in Visual Chart Organizer includes the buttons common throughout our programs and the following
additional toolbar commands:

Accaunt View

Glossary: Account View is a screen you use to preview or print a chart template. The Account View of Visual
Chart Organizer displays the account, its description, and the category to which it is assigned. Use the Filters
tab at the bottom of the screen to apply different filters to the Account View.

Go to the Account View of the open template

Deszign Yiew

Go to the Design View of the open template

Run the validation report

Buttons

Several buttons appear at the bottom of the Account View to help you view and refresh the chart of accounts in
Visual Chart Organizer.

Hide Filters/Show Filters. Click Hide Filters to remove the Filters tab and see more of the chart of accounts
listing. Click Show Filters to see the Filters tab again.

Glossary: A filter is a requirement records must meet to be included in a query, report, mailing, template, or
other grouping. For example, if you apply the Account filter when creating a report, only the accounts you
select are included in the report.

Clear Filters. Click Clear Filters to remove all filters selected in the Fund, Category, and Department Code
fields.

Refresh. If you make changes on the Filters tab, click Refresh, and the program applies the selected filters.
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Tabs appear at the bottom of a template in Visual Chart Organizer. The Design View has the Header, Total,
Account Detail Formatting, and Account Detail Definition tabs. The Account View uses only the Filters tab.

Filters Tab. In the Fund, Category, and Department Codes fields, you can filter what appears in the grid. The

Filters tab appears only in the Account View.

&} Visual Chart Drganizer - Account View

File Edit ‘iew Template Favortezs Tools Help

B Desionview |l (A S H A 2 W« > 0 Y

?-

Template 10 |n1

Status: IActive A I

Description: IM ain Chart Template

Drigplay

e Dezign Yiew order | =

Accounk Drescription

Category -~

Assets
Current Assets

Cash & Cash Equivalents

01-1000-00 Operating Cash Account
01-1030-00 Payroll Account
01-1040-00 Student Billing AR, Cash
01-10%0-00 Petty Cash
01-1193-00 Accounks Receivable
0z2-1000-00 Operating Cash Account
02-10%0-00 Petty Cash
a1 4nnnn R
KN

Filkers |

Fund: Cateqgory:

Department:

Asset
st

st
st
fat= -l
st
fat= -l
st
fat= -l

st
-

P
Ll_l

Note: You can format the font, capitalization, alignment for the text in the headers.
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Header tab. In the Header caption field, enter the text to appear as a header on the chart of accounts and
reports. In the Category field, assign a category to the header line. In the Skip field, enter the number of lines
to skip between the header line and the next line item. The Header tab appears only in the Design View.

=, Visual Chart Organizer - Design View !EE

File Edt “iew Template Favortez Tools Help

AccountView|U|&ﬁ|ﬂ EB|H 4 b N|E||

?- |

Template D |IJ1 Status: IActive 'I
Dipley vl

Descriphion: IM ain Chart Template

& [1] Assets
El@ Current Assets
EI 3] Cash & Cash Equivalents
: o [d] Azcount Detail - Cash & Cash Equivalents
= 3] Accounts Receivable
b ] Account Detail - Accounts Receivable
& (2] Other Assets
El@ Prepaid Expenzes
o] izzount Detall - Prepaid Expenzes
El (3] Fixed Assets
: b [d] Account Detail - Fived Assets
&3] Investments
Account Detal - Investments ;I

Header |

Balance Sheet

Header caption: IEaIance Sheet

Categon: [E olance Sheet =

Note: You can format the font, capitalization, alighment for the text in the total lines.

Total tab. When you click New Header/Total on the toolbar of the Design View, the Total tab appears. Use this
tab to format the caption of each new total line you add to the template. In the Total caption field, enter the
text to appear with totals on the chart of accounts and reports.
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In the Skip [ ] line(s) after this total field, select the number of lines to skip between the total and the next
line item. Mark the Insert a page break after this total checkbox to add a page break when the template is
used to format a report. In the Account View, a dotted lines mark where a page break occurs. The Total tab
appears only in Design View.

=, Visual Chart Organizer - Design Yiew !EE

=L

File Edt “iew Template Favortez Tools Help
AccountView|U|&ﬁ|ﬂEﬂ|H 4 » N|E| |?' ‘

Template D |IJ1 Status: IActive 'I

Descriphion: IM ain Chart Template

& MewDetal B Mew Header/Total Displaylevel 1 2 3 4 56 7 8 ¢

= Balance Sheet =
& [1] Assets
&--(2] Cument Assets
E@ Cash & Cash Equivalents
 e[d] Aecount Detail - Cash & Cash Equivalents
EI@ Accounts Receivable
b ] Account Detail - Accounts Receivable
& [2] Other Assets
E@ Prepaid Expenses
: Account Detail - Prepaid Expenzes
5---[3] Fixed Assets
b [#] Acoount Detall - Fized Assets
&---(3] Investments
Account Detal - Investments ;I

Header

]
Total Formatting - Level 1 ._--

Total caption: ITc.taI Azzety
Skip |2__.| line[z] after thiz total

[T Inzert a page break after thiz total

Note: The Caption field displays the account description included in the detail section. This field is for
informational purposes only; you cannot change the entry in this field.

Account Detail Formatting tab. When you click New Detail on the toolbar, the Account Detail Formatting tab
appears at the bottom of the screen. Selections in the Category field vary, depending on whether you create
an income statement or balance sheet.

Note: If you are creating an income statement, selections in the Category field are Income Statement,
Revenue, Expense, Gift, Transfer, Gain, and Loss. If you are creating a balance sheet, selections in the Category
field are Balance Sheet, Asset, Liability, and Fund Balance.
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In the Skip [ ] lines after EACH account in this detail section field, select the number of lines, from 0 to 10, to
skip after each account on the report. In the Skip [ ] lines after the LAST account in this detail section field,
select the number of lines, from 0 to 10, to skip after the last account on the report. The Account Detail
Formatting tab appears only in the Design View.

_Eg\fisual Chart Orgamizer - Deszign Yiew !EE

File Edit “iew Template Favorites Tool: Help

..t‘-\cc:ount\-"|ew|ﬁ|&ﬁ|ﬂm|" 1 “|E|-|'

2 |

Template |D: |D‘| Status: I.-’-\ctive 'I

Description: IMain Chart Template

B MewDetal B Mew Header/Tatal )
g1 Balance Sheet -
|- m Assels

El @ Current Assets
EI @ Cash & Cash Equivalents
: @ Account Detal -
Bt El Accounts Beceivable
: - [d) Accourt Detail - Accounts Feceivable
B @ Dther Assets
EI (3] Prepaid Expenses
-[4] #zcount Detail - Prepaid Espenses
EI -3 Fixed Assets
: (4] Account Detail - Fived Assets
EI@ Investments
L[] Boeount Detail - Investments LI

h Equivalents:

Account Detail Formatting | Account Detall Definition I
Caption: I.&ccount Detail - Cash & Cash Equivalents

Category: | sset =l
Skip IEI_iII ling(z] after EACH accourt in thiz detail section

Skip IEI_ ﬂ line(z] after the LAST account in this detail section

Note: The Design notes display provides information about the account codes in the template.

Account Detail Definition tab. When you select a detail line in the chart of accounts, the Account Detail
Definition tab appears at the bottom of the screen. In the Include field, to include accounts by range, choose
Selected accounts by range and enter the beginning and ending account codes in the Account codes from and

to account code fields.
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If you include accounts by advance filtering, a grid appears so you can filter by account numbers, funds, and
department. If you have the optional module Projects and Grants, you can also use advanced filters to include
specific projects, project attributes, and transaction codes. The Account Detail Definition tab appears only in
the Design View.

E‘g\fisual Chart Orgamizer - Deszign Yiew !li[ﬁ

File Edit “iew Template Favorites Tool: Help

..t‘-\cc:ount\-"|ew|ﬁ|&ﬁ|ﬂm|" 1 “|E|-|'

2 |

Template |D: |D‘| Status: I.-’-\ctive 'I

Description: IMain Chart Template

B MewDetal B Mew Header/Tatal )
g1 Balance Sheet -
|- m Assels

El @ Current Assets
EI @ Cash & Cash Equivalents
i -] Account Detail - Cash & Cash Equivalents
B El Accounts Beceivable
: - [d) Accourt Detail - Accounts Feceivable
B @ Dther Assets
EI (3] Prepaid Expenses
-[4] #zcount Detail - Prepaid Espenses
EI -3 Fixed Assets
: (4] Account Detail - Fived Assets
EI@ Investments

Lo [d] Account Detail - Investments LI

Account Detail Formatting  Account Detal] Definition |

Include: |5 elected accourts by range j

Account codes fram (1000 ﬂl to account code I‘I 199 ﬂl
Design Motes

Last account code before thiz detail line: There are no account detail lines before this line.

First account code after this detail line: 1300

Walid account code range for Aszet: 1000 to 1999

Understanding the Design View

Glossary: Design View is a screen you use to build and organize a chart of accounts template. If you make the
template active, you can use it to create reports. If you make the template inactive, it does not appear in fields
on the financial statements report tabs.

Use the Design View to build and organize the chart of accounts. From this screen you enter the template ID,
template description, and status of the template. If you make the template active, you can still use it to create
reports, but it does not appear in fields on tabs in financial statements.

Note: Rather than deleting templates you do not frequently use, we recommend you make them inactive.
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Use the action bar to define the layout of the template. You can add new detail and header/total lines, delete
lines, and filter the display to show line items at or above a specified level.

E} Visual Chart Organizer - Design Yiew
Fil= Edit “iew Template Favoriter Toolz Help

.&ccnunt\-“iew|n|&ﬁ|ﬂ EH|N 4 » N|U|||?' ‘

Template [D: |E|1 Status: IActive A l

Description: |Main Chart Template

& || Assets
E| -------- [Z] Current Assets
i EI Cash & Cash Equivalents
- Account Detall - Cagh & Cash Equivalents
B Accounts Receivable
E Account Detail - Accounts Receivable
&--[2] Other Assets
E| -------- Prepaid Expenses
: - Account Detail - Prepaid Expenses
B- Fizxed Assets
] Agoaunt Detall - Fiked Assets
[ Investments
(— Account Detail - lnvestments LI

Header |

Balance Sheet

Header caption: IBaIance Sheet

Category: IBaIance Sheet j

New Detail. Use New Detail to add a new line of detail in the chart. When you click New Detail, a new account
detail line appears below the selected line in the tree view. When a header line in the tree view is selected,
the account detail line is added at a level below that of the header selected.

New Header/Total. Use New Header/Total to add a new header/total line at a level lower than the header. The
new line is added as the last header line in the Header total and becomes selected. If an account detail line in
the tree view is selected, the new header line is added on the same level of that detail line.

Note: You cannot delete income statement or balance sheet lines from a chart template.

Delete. You can delete line items using the Delete button. Select a line in the tree view and click the Delete
button. Deleting a header/total in the tree view deletes all line items under that level.

Arrow buttons. Use the arrow buttons to change the level and position of a selected line in the tree view. You
can move lines to the left or right and up or down in the template.

Display level. Use Display level to filter the display to show only the line items at or above the specified level.
For example, to view only top level headers, click 1; to see headers four levels deep, click 4.
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Understanding the Account View

Glossary: Account View is a screen you use to preview or print a chart template. The Account View of Visual
Chart Organizer displays the account, its description, and the category to which it is assigned. Use the Filters
tab at the bottom of the screen to apply different filters to the Account View.

Use the Account View to preview or print a chart template. The Account View in Visual Chart Organizer displays
the account, its description, and the category to which it is assigned. You can apply filters to the Account View
using the Filters tab at the bottom of the screen. For more information about filtering, see the Program Basics
chapter of the Program Basics Guide“Filtering Criteria” on page 12.

The Account View displays how reports look using the chart template.

E‘g WYizual Chart Organizer - Account Yiew [_ (O] =] I
File Edit “iew Template Favortes Toolz Help
58 Designview | [l [ (2 S M (@A @ M« > M Y| & 2 |
Template 1D: |01 Status: [active -]
Dezcription: IMain Chart Template
e O Design Yiew order + Dizplay level
Account Description Categary -
Assets Asset
Current Assets Asset
Cash & Cash Equivalents Asset
01-1000-00 Operating Cash Account fsset
01-1030-00 Pavroll Cash focount Bsset
01-1040-00 Student Biling Cash Asset
01-1050-00 Petty Cash Asset
01-1100-00 Savings Asset
o1-1100-01 Savings fsset
01-1100-05 Savings fsset
01-1100-06 Savings Asset
Nni.1180-00 Dzosrall fmmmnmk Mecak LI
Fund: Cakegory:
Departrenk:
Hide Filters | LClear Filters | Refrezh |

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

Open Account. Select an account in the grid and click Open Account on the action bar to open the account
record.

Glossary: Design View is a screen you use to build and organize a chart of accounts template. If you make the
template active, you can use it to create reports. If you make the template inactive, it does not appear in fields
on the financial statements report tabs.

Sort by. In the Sort by field, you can sort the display by design view order or fund.
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Display level. Use Display level to filter the display to show header/totals or detail lines at or above the
specified level. For example, to view only top level line items, click 1; to see line items four levels deep, click 4.

Filters. Use the Filters tab to filter by fund, department codes, or category. For more information about filtering,
see the Program Basics chapter of the Program Basics Guide“Filtering Criteria” on page 12.

Working with Chart Templates

Visual Chart Organizer is the central location for creating templates for your chart of accounts in General Ledger.
A chart template is a visual representation in General Ledger of all or selected accounts from the general ledger.
Chart templates drive the presentation of accounts on financial statements.

From the Visual Chart Organizer page, you can create a new template or open a saved template, delete, copy,
print, export, and find a saved template. We encourage you to try these procedures with the sample database
before you create your own to use with your data.

Note: If you have chart templates you no longer need, you can delete them from your database. Rather than
deleting the template, we recommend making it inactive if you think you may use it again.

» Creating a chart of accounts template

E‘ Scenario: You need to create an income statement template for gifts posted during the year 2010. You
want to create a new header named “Gifts” and include a section for total gifts. Make sure that two
blank lines appear after the total.

1. On the Visual Chart Organizer page, click New on the action bar. The Visual Chart Organizer - Design View
screen appears.

2. Inthe Template ID field, enter “Income Statement 01”. The program uses this ID in reports, and it appears
on the chart of accounts.

3. In the Status field, select “Active”. If you select “Inactive”, the template does not appear for reports.

Note: The Balance Sheet and Income Statement line items in the design grid are defaults and cannot be
deleted. We recommend that you do not edit the default template because it gives you an accurate balance
sheet or income statement each time you use it.

4. In the Description field, enter “Gifts posted in 2004”. The template description appears in reports and
displays on the chart of accounts.

5. Inthe tree view, select Income Statement.
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6. .On the action bar, click New Header/Total to add new header and total lines below Income Statement in
the tree view. The Header and Total tabs appear at the bottom of the screen.

Bl Visual Chart Organizer - Design View !Elﬁ

File Edit View Template Favortes Toolz Help

AccountView|U|&ﬁ|ﬂE}ﬂ|H 4 » N|E||IQ'|?' ‘

Template ID: IIncome Statement 01 Status: IActive 'I

Descriptior: IGifls Posted in 2004

@ MewDetal B New Header/Total

w1 Balance Sheet
8- Income Statement

Header | Total I

Header Formatting - Lewvel 1 _--

Header caption: I

Categony: ||nc0me Statement j Show debit balance as: I Megative j

Skip ID_ :II line(s] after this header

7. In the Header caption field, enter “Gifts”.
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8. In the Category field, select “Gift”.

EQVisual Chart Organizer - Design View [_ (O] x| I

File Edit Wiew Template Favortes Toolz Help

AccountView|U|&ﬁ|ﬁEﬂ|N 14 b N|ED|||Q'|?' ‘

Template |D: |Income Statement 01 Status: IActive 'I

Description: IGifls Posted in 2004

& NewDetal & New Header/Total Dicplay leve

{1 Balance Sheet
81 Income Statement
1] GRS

Header | Total I

Header Formatting - Level 1 _.-

Header caption: |G ifts
Cateqony: I Gift j

Skip ID_ :II line(z] after this header

9. Select the Total tab. “Total Gifts” automatically appears in the Total caption field.
10. On the action bar of the Total tab, click B so Total Gifts appears in bold on reports.
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11. In the Skip field, select “2”.

EQVisual Chart Organizer - Design View

=1 K5 |
File Edit Wiew Template Favortes Toolz Help

AccountView|U|&ﬁ|ﬁEﬂ|N 4 b N|D||I§'|?' ‘
Template |D: |Income Statement 01 Status: IActive 'I

Description: IGifls Posted in 2004

doew o Dizplay lewvel

3 Income Statement
1] GRS

Header Tatal |

Total Formatting - Level 1 _.-

Total caption: |Total Gifts

Skip |2_:ll linefs] after this tatal

[ Insert a page break after this tokal

12. In the tree view, select Gifts.
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13. On the action bar, click New Detail. The program adds the Account Detail - Gifts line under Gifts in the
tree view. The Account Detail Formatting and Account Detail Definition tabs appear at the bottom of the
screen.

Bl Visual Chart Organizer - Design View !Elﬁ

File Edit View Template Favortes Toolz Help

AccountView|U|&ﬁ|ﬂE}ﬂ|H 4 » N|E||IQ'

?- \

Template [D: IIncome Staternent 01 Status: IActive 'I

Descriptior: IGifls Posted in 2004

E MHew Detal B Mew Header/Total - o Dizplay lewvel

w1 Balance Sheet
&2 Income Statement

& [1] Gifts

Account Detail Farmatting I Accaount Detail D efinition |
ccounDetai=teverz ) TS
Caption: I.&ccount Detail - Gifts
Cateqgony: I Gift ﬂ
Skip lD_:II linez] after EACH account in this detail section

Skip ID_ :II line(s] after the L&ST account in this detail section

14. Select the Account Detail Definition tab.
15. In the Include field, leave the default “Selected accounts by range”.
16. In the Account codes from field, enter “6000".

Note: An account code is a required account number segment used to assign an account number to one
account category: asset, liability, net asset, revenue, expense, gift, transfer, gain, or loss.
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17. In the to Account code field, enter “6999”.

E‘gVisual Chart Organizer - Design View M= E3 I
File Edit Wiew Template Favortes Toolz Help

AccountView|U|&ﬁ|ﬁEﬂ|N 4 b N|D||I§'|?' ‘
Template |D: |Income Statement 01 Status: IActive 'I

Description: IGifls Posted in 2004

& MewDetal B Mew Header/Total R Dizplay lewvel

-1 Balance Sheet
g Income Statement
&-[1] Gifts
2] Azoount Detal - Gifts

Account Detaill Formatting  Account Detail D efinition |

Inelude: | 5 elected accounts by range j

Account codes from |RO00 ﬂl to sccount code IBSSS ﬂl

Design Mates:
Last account code befare this detail line: There are no account detail lines before this line.
First account code after this detail line: There are ho account detail lines after this line.
Walid account code range for Gift: B000 to B399

Note: Remember, Visual Chart Organizer uses buttons unique to this area of General Ledger. For more
information about the toolbar and buttons in Visual Chart Organizer, see “Toolbar” on page 4 and “Buttons”

on page 4.
18. On the toolbar, click the Validate button. The Select a Parameter File screen appears with saved
parameter files in a grid.

Select a Parameter File I

Select a parameter file to uze for Chart Y alidation Report

Select

7] Cancel |

“] Add New |
(1 Open |

#AFind.. |

J

D escription

™ Only show my parameter files

Glossary: A parameter is any field, option, or checkbox that narrows information included in an import,
mailing, report, template or global change. By specifying parameters, you define the output of the process. You

can save parameter files to use again.
19. In the grid, highlight a parameter file and click Select. The program searches the database to ensure no

accounts have been duplicated or omitted from the template. The validation preview screen appears.
After you view the report, close the preview. You return to the Visual Chart Organizer - Design View

screen.



18 CHAPTER

Note: You must save the template before you can change to Account View. If you click Account View, you get a
message asking if you want to save the template. Click Yes. The program saves the template, and Account View
appears.

20. To save the new template, click the Save button on the toolbar. You get a message telling you the
template has been saved.

21. On the toolbar, click Account View. The Visual Chart Organizer - Account View screen appears.

E‘gVisual Chart Organizer - Account Yiew M= E3 I
File Edit Wiew Template Favortes Toolz Help
¢ Design view | [l | (2 S5 ) 52| W« » D) @& 2 |
Template |D: |Income Statement 01 Status: IActive 'I
Description: IGifls Posted in 2004
o e T S R T O esign Wiew order |« Display level 1 2 3 4
Account I Descripkion I Category |

Gifts Gift

01-6000-00 Gifts Gift

01-6000-01 Gifts Gift

01-6000-02 Gifts Gift

01-6000-03 Gifts Gift

0z2-6000-01 Gifts Gift

0zZ2-6000-02 Gifts Gift

0z-6000-03 Gifts Gift
Total Gifts Gift

Fund: Category:

Department:

Hide Filters | Clear Filters | Refresh |

22. Now that you have created the template, you can create reports using it. Close the Visual Chart
Organizer - Design View screen. You return to the Visual Chart Organizer page and the Income Statement
template appears in the grid.

» .Editing a chart of accounts template

Once you have created and saved a chart of accounts template, you can edit the template. In this procedure,
we add a line for Total Current Gifts to the Income Statement template created in “Creating a chart of
accounts template” on page 12.

1. On the Visual Chart Organizer page, select the Income Statement with the description “Gifts posted in
2004” and click Open on the action bar. The Visual Chart Organizer - Design View screen opens.

In the tree view, select Gifts.

3. To add a new header/total line below Gifts in the tree view, click New Header/Total on the action bar. The
Header and Total tabs appear at the bottom of the screen.
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4. Select the Header tab. In the Header caption field, enter “Current Gifts”.

EQVisual Chart Organizer - Design View [_ (O] x| I

File Edit Wiew Template Favortes Toolz Help

AccountView|U||}.ﬁ |ﬁ Eﬂ| M 4 » M |D||
Template |D: |Income Statement 01 Status: IActive 'I

?- \

Description: IGifls Posted in 2004

& MewDetal B New Header/Tota

-, 3 Display level

{3 Balance Sheet
g Income Statement
&-[1] Gifts
(2] Account Detail - Gifts

Header | Total I
oader Formating toverz |
Header caption: |Eurrent Gifts
Cateqony: I Gift j

Skip ID_ :II line(z] after this header

5. Select the Total tab. In the Total caption field, enter “Total Current Gifts”.

Bl Visual Chart Organizer - Design View !Elﬁ

File Edit View Template Favortes Toolz Help

AccountView|U|&ﬁ|ﬂE}ﬂ|H i » N|E||

?- \

Template ID: IIncome Statement 01 Status: IActive 'I

Descriptior: IGifls Posted in 2004

s |

{1 Balance Sheet

-3 Income Statement

Elm Gifts

-[2) Account Detal - Gifts
--[2] Current Gifts

der {Totd |
Total Formating —Level2 | | |

Tatal caption: |Total Curent Gifts
Skip |1_:|| linefs] after this tatal

[ Insert a page break after this tokal
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Glossary: A parameter is any field, option, or filter that narrows information in a template and determines the
appearance of the template. By specifying parameters, you customize the output results of your template.

6. On the toolbar, click the Validate button. The Select a Parameter File screen appears. Saved parameter
files appear in a grid.

Select a Parameter File

Select a parameter file to uze for Chart Y alidation Report

Select

7] Cancel

File Mame Description Created On

“] Add New
(1 Open

i

#AFind..

™ Only show my parameter files

7. Inthe grid, highlight a parameter file and click Select. The validation preview screen appears. After you
view the report, close the preview. You return to the Visual Chart Organizer - Design View screen.

8. To save the template with your changes, click the Save button on the toolbar. You get a message telling
you the template has been saved.

9. Click OK.
10. Close the Visual Chart Organizer - Design View screen. You return to the Visual Chart Organizer page.

» Printing a chart template
1. On the Visual Chart Organizer page, select a template to print.

Tip: You can print a hard copy of a saved chart template from the Visual Chart Organizer page without having
to open the template.

2. Onthe action bar, click Print. The Select a Parameter File screen appears.

Select a Parameter File I

Select a parameter file to uze for Chart of Accounts Report

Select

7] Cancel

D escription

Supervizor 0z/A4/2002

“] Add New
(1 Open

i

#AFind..

™ Only show my parameter files

3. Highlight a parameter file and click Select. The template prints on your default printer. When the program
finishes printing, you return to the Visual Chart Organizer page.

» Exporting a chart template

Note: To use chart information in another software application, for example, Microsoft Excel or Crystal
Reports, you can export the template. When you export, you send chart of accounts information from the
database to another software application using a data file. You can export a template without opening it.

1. On the Visual Chart Organizer page, select the Income Statement template with the description “Gifts
posted in 2004”.
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2. On the action bar, click Export. The Select a Parameter File screen appears.

Select a Parameter File

Select a parameter file to uze for Chart of Accounts Report

Description Select |
: %] Cancel |
Supervizor 0z/A4/2002

“] Add New |
(1 Open |

#AFind.. |

™ Only show my parameter files

Tip: If you want the Select a Parameter File screen to display only the parameter files you have created, mark
Only show my parameter files.

3. Highlight a parameter file and click Select. The program processes the template.
4. The Export screen appears. In the Format field, select “Excel 5.0 (XLS)".
5. In the Destination field, select “Disk file”.

Export

Format:
|Excel 5.0 pLS) =l

Destination:

| Disk file =l

\_I
=
%]

Cancel

6. Click OK.
7. The Choose Export File screen appears. In the File name field, enter “Income_Statement”.

Save in: IaTemp j ﬁl

|1 Exceld
I 0vbe

File name: IIncome_Statement Save I
Save as type: IE:-ccel 5.0 [*xlz) ﬂ Cancel |

8. Click Save. A message appears telling you the program is exporting the data. Once the data has been
exported to your file, you return to the Visual Chart Organizer page.

» Finding a chart template

Tip: If you have a long list of templates saved in Visual Chart Organizer, you can use Find to locate and open
templates quickly.
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1. On the Visual Chart Organizer page, from the action bar, click Find. The Find screen appears.

Find [ X]
Figld: I Template 1D j
Find what: I

Match: IAn_l,l part of field Yl ™ Match case
Find Fist | [ Find et | Cose |

In the Field field, select “Template ID”, “Description”, or “Status”.

In the Find what field, enter a word or part of a word for the program to search for.

In the Match field, select “Any part of field”, “Whole field”, or “Start of field” to tell the program what to
match.

Note: To narrow the search even further, mark Match case so the program matches upper and lower case
letters.

5. For the first occurrence of the selected field to be selected in the grid on the Visual Chart Organizer page,
click Find First. The first template matching your selections is selected. For each subsequent occurrence
to be selected in the grid, click Find Next.

# The Financial Edge

File Edit Wiew Go Fawvortes Todls Help

 Back % Farardl J Cormrmunity Services Inc, ™ + General Ledger ~

isual Chart Organizer

New Open Delete Copy Print Export Find ‘

Shartcuts

| Template [D | Dezcription ‘ Status |
ol Main Chart Template Active
Departmentalized Income ent Template e
03 Tranzaction Characteristic Template Active
0004 - Aot
YA i il
Field: IDascliptmn j
Find what [De
Match Any part of field 'I ™ Match case
Fird First | Find Mext I Cloze |

onfiguration

board

‘a Plug-ins n
Manthly Reparts
‘Weh Links

‘Welcome to General Ledger |

6. When you locate the template, click Close. You return to the Visual Chart Organizer page.
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