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2 CHAPTER

We set many goals for our products. Our primary goal is to help nonprofit organizations make the world a better
place by providing the best fundraising and accounting software in the world specifically designed for nonprofits.
To meet this goal, we have developed The Raiser’s Edge and The Financial Edge, two products with seamless
integration that promote efficient communication between your development and business offices. This
communication and integration provide unprecedented benefits that can help your organization improve
productivity, accuracy, and accountability.

This guide provides an overview of the benefits of using The Raiser’s Edge with The Financial Edge and a
step-by-step approach to setting up and using the integrated system. Key members of both the development and
business offices should review this guide to plan the level of integration and accountability needed, set up the
integrated system, and establish data entry and posting procedures.

Benefits of Integration

Traditionally, the development and business offices of nonprofit organizations encounter communication
difficulties or cumbersome work situations that often result in frustration, extra work, and inaccuracies. To
remedy this situation we recommend using The Raiser’s Edge for your fundraising needs and The Financial Edge
for your accounting needs. By using both products together, your organization can achieve a new level of success,
efficiency, and productivity.

Enhanced Efficiency. With integration, The Raiser’s Edge can send financial information directly to an open
journal entry batch in The Financial Edge, eliminating the need for imports and duplicate data entry. Using
this efficient process, when you enter gifts in The Raiser’s Edge, the program automatically creates journal
entry transactions for the appropriate General Ledger accounts and projects, which can then be posted to
The Financial Edge as open batches. Once the batch information appears, the business office retains control
of amounts and distributions by approving the gift information before posting to General Ledger.

Superior Accountability. Accountability is the key. With integration, you can efficiently access Financial Edge
expense allocation information in The Raiser’s Edge using the Accountability Summary. This functionality puts
detailed stewardship information at your fingertips so you can tell donors exactly how contributions are
spent.

With the Accountability Summary, you can communicate to constituents how gifts they donate to your
organization are used. You can tell constituents what their gifts are used for or what they are budgeted to be
used for. In addition, you can tell constituents how money is being spent or budgeted for funds to which they
donate.

You can group expenses by account attribute and view expense information as a graph or table. Using this
enhanced accountability you can show donors and auditors what percentage of every dollar is spent on each
area of your mission with easy-to-read charts and graphs.

Tight Audit Trail. When linking gifts in The Raiser’s Edge to account balances in The Financial Edge, you can
search the Financial Edge database to select account and project numbers, preventing any chance of typing in
numbers incorrectly. These links also streamline reconciliation. Once the links are established, you can drill
down from the Activity tab of an account or project record in The Financial Edge directly to a gift record in
The Raiser’s Edge to view the source transaction.

Improved Communication Between Offices. Blackbaud software can serve as the nonprofit desktop for
your entire organization, allowing key players instant access to the information they need, even across
products. A member of the business office can create a link on his desktop to access fundraising and
development information in The Raiser’s Edge. Along the same lines, a member of the development office
can create a link to quickly access accounting information in The Financial Edge.

How Does Integration Work??

Note: This guide is specific to the integration between The Raiser’s Edge 7 and The Financial Edge.
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Basic integration involves posting gift transaction information from The Raiser’s Edge to an open batch in
The Financial Edge. You can further set up the integration between the programs to use the Accountability
Summary, which enables you to track how gifts donated to your organization are used.

This step-by-step process assumes that you have already set up fund records in The Raiser’s Edge and account
records in General Ledger. To use the Accountability Summary, you should also have the Financial Edge optional
module Projects and Grants and have defined projects. To include budget scenarios, you should have the
Financial Edge optional module Budget Management and have defined budget scenarios.

Step 1: Grouping Financial Edge Accounts for Accountability. If you plan to use the Accountability
Summary, you must define an account attribute and define table values, and then assign the attribute and a
value to each account to appear in the Accountability Summary.

Step 2: Setting Up the Raiser’s Edge and Financial Edge Interface. In Configuration in The Raiser’s
Edge, establish the link to the Financial Edge database. Here you can also define a journal reference format
for detailed posting and set options for the Accountability Summary.

Step 3: Linking Financial Edge Accounts and Projects to Raiser’s Edge Funds. On fund records in
The Raiser’s Edge, associate General Ledger debit accounts, credit accounts, and projects with gift types.

If you plan to use the Accountability Summary, you must associate only one project with each fund record.
The Accountability Summary uses the selected projects and the attribute values associated with the selected
accounts to determine how gifts associated with the fund are used by your organization.

Step 4: Entering Gifts in The Raiser’s Edge. When you enter gift records, the program automatically
creates journal entry transactions for the associated General Ledger accounts and projects.

Step 5: Posting to The Financial Edge from The Raiser’s Edge. In Administration in The Raiser’s Edge,
run the pre-post report and then post the gifts as an open batch.

Step 6: Posting Batches in The Financial Edge. In Journal Entry in The Financial Edge, you can review the
transactions and distributions in the batch, and then validate and post the batch.

Accountability Summaries. You can run the Accountability Summary from a Raiser’s Edge gift record.

Reconciliation Tools. From an account or project record in The Financial Edge, you can access the source gift
record in the The Raiser’s Edge. Also, there are several reports you can use to help in reconciliations.

Step 1: Grouping Financial Edge Accounts for
Accountability

To use the Accountability Summary, you must first group Financial Edge accounts by an attribute. You do this by
creating a table-type attribute in The Financial Edge and defining table values. Then you must assign the attribute
and a value to each account to appear in the Accountability Summary. For example, you may create an attribute
called “Accountability Grouping” with table values representing uses for money spent in those accounts, such as
Shelter, Food, Education, Supplies, and Administrative Costs.

Defining an Account Attribute for Grouping Accounts

Before you can select an account attribute in The Raiser’s Edge for the Accountability Summary, you must create
the attribute in The Financial Edge.

» Defining an account attribute for grouping accounts
1. On the navigation bar in General Ledger, click Configuration. The Configuration page appears.
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2. Click Attributes. The Attributes page appears.

#h The Financial Edge

Elle Edit Yiew Go Favoites Tools Help

# Back % Fomwverd I Community Services Inc. ™ = General Ledger ™

Shartcuts

Configuration « Attributes
Up ‘Dnﬂn ‘Qelele Configur...

¥ " General
y Account Attributes

ranzaction Account
P Project Attibute Type | Data Typel Table Mame | Required? ‘ Setup

b ction
| |Reference Account# Humber - Eccdount
_BudgetManager Table Budget Manager r = =
| #| Accountability Grouping Table Accountability Grouping - ;rnadn:sactlnn
r

Funds

Note: This procedure is specific to requirements for the Accountability Summary. For general information
about creating account attributes, see the Configuration Guide for General Ledger.

3. In the Account Attributes grid, define a new attribute to designate accounts to include in the
Accountability Summary. For example, name the attribute “Accountability Grouping”.

In the Data Type column, select “Table” for the attribute.
In the Table Name column, select “[Add New Table]” and define a new table for this grouping.
When you leave the Attributes page, the program saves the attributes automatically.

Defining Table Values for the Account Attribute

After you define a table-type account attribute to group the accounts, you must enter table values representing
uses for money spent in those accounts, such as Shelter, Food, Education, Supplies, and Administrative Costs.

» Defining table values for the account attribute

1. On the navigation bar in General Ledger, click Configuration. The Configuration page appears.

Note: This procedure is specific to requirements for the Accountability Summary. For general information
about defining table entries, see the Configuration Guide for General Ledger.

2. Click Tables. The Tables page appears.

&% The Financial Edge

File Edit Wiew Go Favoites Tools Help

4 Back  » Fopward I Carrunity Services Inc, ™ + General Ledger ~

Shartcuts

onfiguration » Tables

New Table Entry |Qpen |Qe\ele... |lnsell |§ull |Qp |Duﬂn Configur...
Tupe: [ <Al Tables> =] D eccription S | General |

Accountability Grouping

Administrative Costs Active Account
" Setup

Action status Education Active

Action lype Food Active ég\:dc;nt

Bank Account Motepad Type Shetter Active:

Budget Manager Supplies Active L:jnss:ctmn
Cash Flow

City M
Class Fiscal Years
Connty oy v

3. From the list on the left, select the table you defined when you created an account attribute for the
grouping. In this example, select Accountability Grouping.

To add an entry to the table, click New Table Entry.
5. When you leave the Tables page, the program saves the table entries automatically.
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Associating Account Attributes and Table Values with Accounts

After you define a table-type account attribute to group the accounts and enter table values representing uses
for money spent in those accounts, you must associate the attribute and a value with each account to include in
the Accountability Summary.
» Associating account attributes and table values with accounts

1. On the navigation bar in General Ledger, click Records. The Records page appears.

2. Click Accounts. The Accounts page appears.

Note: This procedure is specific to adding requirements for the Accountability Summary to an existing account
record. For general information about adding account records, see the Records Guide for General Ledger.

3. Open an existing account record to include in the Accountability Summary. Select the Attributes tab.

% 01-4150-01 - Contributions-Administration

File Edit “iew Account Favortes Tool: Help

ESaveandClosev|u x|@§|" 4 b H||} |E|||?v |

| Actlivity I Budget I Hotes | Default Transaction Attributes I Higtary of Ehangesl

Account

<Al Categories>

Altribute Type I D escription I Shart Description I Diate I Fiequired I Comments
| |Accountability Grouping Administrative Costs 1018/2002 r
r

4. In the Attribute Type column, select the table you defined when you created an account attribute for the
grouping. In this example, select “Accountability Grouping”.

5. In the Description column, select a table value you defined for the reason money is spent in this account.
For accountability purposes, each account must be associated with only one table value.

Tip: To save time adding attributes to account records, consider using the global change or import utilities in
Administration in The Financial Edge.

6. Repeat this procedure for all accounts to include in the Accountability Summary.

Step 2: Setting Up the Raiser’s Edge and
Financial Edge Interface

On the General Ledger page of Configuration in The Raiser’s Edge, you establish settings for the interface
between The Raiser’s Edge and The Financial Edge, including the database link, journal reference formats, and
accountability options.

Connecting the Raiser’s Edge and Financial Edge Databases

You must establish a link to the Financial Edge database. You can also specify that General Ledger automatically
check the validity of account and project information entered into The Raiser’s Edge.

» Connecting the Raiser’s Edge and Financial Edge databases
1. On the navigation bar in The Raiser’s Edge, click Config. The Configuration page appears.
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2. Click General Ledger. The General Ledger page appears.

Configuration | ||y Genersl 7 Blackbaud General Ledger present Tatal journal reference can cantain up to 50 characters.
B b GL Distibutions
Database type: | SOL Server - Reference Field Mame Length
Tables Last/Org Hame El
Addressess / Server name: [{local) =1 |
Salutations -
Altributes Datahase name: [FEDATA
i) ¥ Walidate GL informalion

Institutions

Establish connection and enable options

Letters

International Ao Option

Business Fiules Account Afiibute: ~
Fields I/ Show Budgsted Distribution
itz Budget Scenaiio: 2

Categories
Intexfund Entiies [ Include Loss Accounts

Custam Views [T Inchude Transfer Accounts

Repating
Hierarchies - Expense Tracking and Appeal Posting

Transaction Code: =

épply Transaction Code associated with
ait appeal when pasting
Automatically genzrate Transaction Code
tabls entiies for new records of the following
type:
I Sppeals
[T Events

Figlds Reset to System Defaults

Sample: Smith

3. Inthe upper left frame, mark Blackbaud General Ledger present.

In the Database type field, select the type of database your version of General Ledger uses in the. If you
are using a version of The Financial Edge prior to 7.2, select “Sybase ASA” and proceed to the next step of
this procedure. If you are using The Financial Edge 7.2 or higher, select “SQL Server” and skip to step 11.

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

— ¥ Blackbaud General Ledger present

Databasze type: I Sybase ASA j
i+ Network, " Local
Server name: |
f-‘-.lias:l

v Yalidate GL information

Establizh connection and enable options

6. Enter the Server name for your General Ledger database engine. This name is required because it allows
The Raiser’s Edge to establish a link with the General Ledger Sybase ASA database.

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

7. If you are using an alias for your General Ledger database, enter it in the Alias field. All computers on
your network use this name to locate the database linking The Raiser’s Edge and General Ledger.
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10.
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If you have a single user version of General Ledger, mark the Local option.

— ¥ Blackbaud General Ledger present

D atabase bype: IS_lrlhage ASH =]

7 Metwork @ Local
Database path: |C:\Frogram Files\The Fin. ...]

[ walidate GL information

Establish connection and ensble options

The Database path to General Ledger is required. You need to enter the path to the Blackbaud database
file folder in General Ledger. If necessary, you can click the Browse button to find the path to the folder.

To test the connection to The Financial Edge database, click the Establish connection and enable options
link. If the connection is successful, a message appears informing you of this and the Accountability
Options and Expense Tracking Options frames appear.

After you specify your Sybase ASA database, skip to step 15 of this procedure.

When you select “SQL Server” as the Database type to establish a link with The Financial Edge 7.2 or
higher, several fields appear.

v Blackbaud General Ledger present

Database type: ISE!L Server j

Server nams: |[Iu:|c:a|] j

Database name: IFEDATA

[ walidate GL information

Establish connection and ensble options

Warning: If you previously linked to a Sybase ASA database with another version of General Ledger, and the
database to which you linked is still available, you must log out of The Raiser’s Edge and log back in before you
will be connected to your SQL Server database.

12.

13.

14.

In the Server name field, select the server on which your Financial Edge SQL Server database resides.
Enter the name of the database to which you are connecting in the Database name field.

If you mark Validate GL information, The Raiser’s Edge searches the Financial Edge database to
determine whether the account and project numbers you enter in The Raiser’s Edge exist. Marking this
checkbox helps prevent errors caused by incorrectly entered numbers.

To test The Financial Edge database connection, click the Establish connection and enable options link. If
the connection is successful, a message appears informing you of this and the Accountability Options and
Expense Tracking Options frames appear.
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The Establish connection and enable options link disappears after a confirmation message that the
connection to The Financial Edge has been made.

Configuration » General

Total joumal reference can contain up to 50 characters

% Blackbaud General Ledger present

GL Distibut
Gerers ' s Database type: [SOL Server - Reference Fisld Mame Length
labiss Last/Org Hame: 50
Addiessees / Sewvername: [FEZ_WS0E 7] | | [
Salutalions ||
Atributes Database name: [FEDATA

Financial

¥ Validate GL information

Letters
et - Accountabilty Options

Business Rules Account Attribute: hd

Figlds ™ Show Budgeted Distribution

Membership Eudget Scenario id

Cateqories
Interfund E ntries [ Include Loss Accounts

Custom Yiews [ Include Transfer dccounts

Reparting
Hierarchies Expense Tracking and Appeal Pasting

Transaction Code: [RE Events and Apr =

[ ABpl Transaction Code associated with
gift appeal when posting

Automatically generate Transaction Code

table entries for niew records of the follawing

type:

¥ bppeals

Fields Reset to System Defaults

Sample: Smith

Note: To run the Accountability Summary, The Financial Edge must be installed on the same workstation as
The Raiser’s Edge, and you must have logged into The Financial Edge at least once.

15. You need to enter information in the Accountability Options frame only if you want to run the
Accountability Summary. If you intend to run the summary, you must specify information from The
Financial Edge that will be used in the Accountability Summary.

—aAccountabiliby O phions

Account Attribute; I j
[T Show Budgeted Distribution

Budget Scenario: I j
¥ Include Loss Accounts

[+ Include Transfer Accounts

In the Account Attribute field, select the attribute you established in The Financial Edge to group
accounts together. This must be a “table” type attribute. The table entry values will appear in the
Accountability Summary.

16. Mark the Show Budgeted Distribution checkbox if you want to view budget distribution information on
the Accountability Summary. When you mark this checkbox, you must select an entry in the Budget
Scenario field. Budget scenarios are established in The Financial Edge and used in the Accountability
Summary to show how a gift will be spent based on how a given project is budgeted.

A budget scenario is a single version of an organization’s budget for a given fiscal year. You can create
multiple budget scenarios if you have The Financial Edge optional module Budget Management. For
example, you can create a scenario of your original budget and also create scenarios for various revisions
of that budget.

17. If you want The Raiser’s Edge to look at transactions in Financial Edge transfer and loss accounts when it
determines how money donated to a fund is spent, mark the Include Loss Accounts and Include Transfer
Accounts checkboxes. You can mark one, both, or neither of these checkboxes.
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18. The Expense Tracking Options frame is available only if you specified a SQL Server database in the
Database type field. You need to enter information in the Expense Tracking Options frame only if you
want to include Financial Edge transaction codes on new appeal and event records you add (when you
have the optional module Event Management). By including transaction codes on these records, you can
use the codes to track Financial Edge expenses for the records.

— Ewpenze Tracking and Appeal Posting

Tranzaction Code: |RE Eventz and .ﬁ.ppj
r Apply Tranzaction Code azsociated with

aift appeal when pazsting

Autamatically generate Transaction Code
table entries for new recards of the following
type:

¥ &ppeals
[ Ewents

Note: In The Financial Edge, a transaction code helps categorize information for reporting and closing fiscal
years. Transaction codes are available with The Financial Edge optional module Projects and Grants.

All transaction codes you established in The Financial Edge appear in the Transaction Code dropdown
list. We recommend you create a transaction code in The Financial Edge especially for your Raiser’s Edge
appeal and event records.

Mark the Apply Transaction Code associated with gift appeal when posting checkbox to post gifts for a
given appeal with the transaction code you select in the Transaction Code field.

When you select a transaction code and mark the Appeals and Events checkboxes, a Financial Edge
Transaction Code field and View GL Expenses button become available on the appeal record
Attributes/Expenses tab and event record Expenses tab. When you save a new appeal or event, a table
entry is created in The Financial Edge for the selected transaction code. The table entry equals the name
of the appeal or event. The table entry also appears on the appeal or event record in the Financial Edge
Transaction Code field.

In The Financial Edge, you can associate General Ledger expenses with individual transaction code table
entries. You can view any Financial Edge expenses you associate with a transaction code table entry for
an event or appeal by clicking the View GL Expenses button on the Expenses tab of the appeal or event
record (when you have the optional module Event Management).
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19. From the treeview on the left, select GL Distributions. The GL distributions grid appears.

ﬁ_ﬂrmﬂru rration»General Ledger

Configuration
General
Tables

Addressees /
Salutations

Atributes

Financial
Institu

Letters
Intemational
Eusiness Rules
Fields

Membership
Categaries

Interfund Entrizs:

Custom Yisws

By e ket o G s i

Gft Typs | Debit Account ... | Debit Acct Desc

Credit Account ..

Credit Acck Desc

Interfurd_ | ﬂ

Cash

Fledgs Pay - Cash
Matching Gift Fle...
Recurrin g Pay - ..
Gift-in-Kind

Pledge Pay - Gift...
Matching Gift Ple. .
Other Gift

Pledge Pay - Other
Matching Gift Ple. .
Unsold Stock/Fro...
Pledgs Pay - Sto...
Matching Gift Ple. .
Sals StockiPrope...
StockProperty G, ..

Fleporting

stockiProperty L.
Hiesarchies

StockiProperty B...
Pledge Pay Stack. .,
Pledge Pay Stack. .,
Pledge Pay Stack. .,
Pledge Pay Stack. .,
MG Pledge Pay 5.,
MG Pledge Pay 5.,
MG Pledge Pay 5.,
MG Pledge Pay 5., =

Note: If your fund has more than one project distribution, we recommend you select one project for each fund
on the GL Distributions tab on the fund record. If you do not select one project per fund, it is important to
remember that the project assigned to the gift type of Cash is applied to the fund record when posting to

The Financial Edge. If you do select one project per fund, mark the Remove Project column from GL
Distributions grid to remove the Project column from the GL Distributions tab on the fund record.

20. The Remove Project column from fund GL Distributions grid checkbox appears if you have funds with
more than one project distribution (for example, a separate project distribution for each gift type for one
fund). To clean up your project distributions by designating one project per fund, mark this checkbox.
This removes the Project column from the GL Distributions tab on the fund record. Then, on this same GL
Distributions tab, you can select one project for the fund. For more information about selecting a project
for a fund, see “Linking Financial Edge Accounts, Projects, and T-Codes to Raiser’s Edge Funds” on
page 12.

If you do not have more than one project distribution for each fund, the Remove Project column from
fund GL Distributions grid checkbox does not appear.

21. Inthe GL distributions grid, you can establish default settings for the GL Distributions tab on a new fund
record. These defaults can be set up for each gift type in the columns of Debit Account Number, Debit
Account Desc, Credit Account Number, Credit Account Desc, and Interfund. When you add a new fund
record, any information you enter in the GL distributions grid displays automatically on the GL
Distributions tab on a new fund record. When you are creating the new fund record, you can change the
GL information on the GL Distributions tab. For more information, see “Linking Financial Edge Accounts,

Projects, and T-Codes to Raiser’s Edge Funds” on page 12.
22. When you leave the General Ledger page, the program saves the settings automatically.

Defining a Journal Reference Format for Posting

A journal reference is a free-form text field attached to each transaction in Journal Entry in General Ledger that
provides a description of the transaction. You can optionally set a standard journal reference format to use when
you post detailed gift transactions from The Raiser’s Edge to a journal entry batch in Journal Entry.

When posting detailed gift transactions, you can select to use the default journal reference format (last name and
gift type) or select the one you define on the General Ledger page in Configuration.
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» Defining a journal reference format for posting
1. On the navigation bar in The Raiser’s Edge, click Config. The Configuration page appears.

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

Configuration

General
Tables

Addressees /
Salutations

Abtributes

Financial
Institutions

Letters.
International
Business Rules
Fields

Membership
Categories

Interfund Entries
Custom Views

Fieporting
Hierarchies

b General
» GL Dishibutions

¥ Blackbaud General Ledger present

Database type: [SOL Server h
Server name: [FE7_MSDE 2
Database name: [FEDATA,

[V Validate GL information

Total journal reference can contain up ta 50 characters

Reference Field Mame Length

- Accountabilly Options

I~ Show Budgeted Distribution

Budget Scenario 2
[¥ Include Loss Accounts

¥ Include Transfer Accounts

Account Attribute: -

- Expense Tracking and 4ppeal Posting

Transaction Code: [RE Events and App =

Apply Transaction Cade associated with
aitt appeal when posting
Automatically generate Transaction Cods
table entries for new records of the fallowing
type:

¥ Appeals
¥ Evenis

Last/Org Name 50

Figlds Reset to System Defaults

Sample: Smith

Note: You can insert spaces and hyphens between fields. “<Space>" and “<Hyphen>" are selections in the list
in the Reference Field Name column.

3. Inthe journal reference grid, define the fields to send to General Ledger as a journal reference for the
transaction when you post in detail. In the Reference Field Name column, select the value. In the Length
column, enter the maximum number of characters to allow for the field in the journal entry reference.

4. The Sample display below the grid shows how the fields you select for the journal will appear.

Note: You can create a field name of up to 20 characters. The total length of the journal reference can be up to

50 characters.

5. To define additional journal reference fields, click Fields. The Journal Reference Fields screen appears.
When you finish defining fields, click OK to return to the General Ledger page.

Journal Reference Fields E3

Field Mames

| EIKI

Cancel |

Note: To reestablish program settings, you can click Reset to System Defaults.

6. When you leave the General Ledger page, the program saves the settings automatically.
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Step 3: Linking Financial Edge Accounts,
Projects, and T-Codes to Raiser’s Edge Funds

On the GL Distributions tab of a fund record in The Raiser’s Edge, you can associate debit accounts, credit
accounts, projects, and transaction codes for each fund. If you enter debit and credit accounts in different
General Ledger funds, you must select an interfund set to balance the accounts. You can define interfund sets in
Configuration in The Raiser’s Edge.

If you plan to use the Accountability Summary, you must associate only one project with each fund record. The
Accountability Summary uses the selected projects and the attributes associated with the selected accounts to
determine how gifts associated with the fund are used by your organization.

Before entering gifts in The Raiser’s Edge, we recommend you run the Fund Profile Report to review the General
Ledger distribution information on the Raiser’s Edge fund records.

Linking Financial Edge Accounts, Projects, and T-Codes to
Raiser’s Edge Funds

On the GL Distributions tab of a fund record in The Raiser’s Edge, you can link debit accounts, credit accounts,

projects, and transaction codes for each fund. You can link debit and credit accounts for each gift type and also
include additional gift subtypes. For a chart showing sample debit and credit accounts to use for each gift type,
see “Sample Debit/Credit Accounts for Fund/Campaign Gift Types” on page 14.

To prepare for posting, you must associate a debit and credit account with each gift type on a fund record in

The Raiser’s Edge. If the debit and credit accounts are in different General Ledger funds, you must also designate
an interfund set. You should link one project to your fund. In addition, you can set values for transaction codes for
the fund.

To make data available for the Accountability Summary, you must associate one project with each fund record.
Projects are available if you have the Financial Edge optional module Projects and Grants. The Accountability
Summary is not intended to be used with project distributions (when a single gift type is distributed among
multiple projects). If you intend to run the Accountability Summary, you should associate only one project with
each fund. The project should be the same for all gift types in a fund.

» Linking Financial Edge accounts, projects, and t-codes to Raiser’s Edge funds
On a Raiser’s Edge fund record, you can associate accounts, projects, and transaction does for the fund.
1. On the navigation bar in The Raiser’s Edge, click Records.

2. Click Funds. The Funds page appears.
3. Open the fund with which you want to associate projects. The fund screen appears.

Note: With rights to Configuration in The Raiser’s Edge, you can define your own subtypes. Subtypes are
maintained in the Gift subtypes table on the Tables page in Configuration. You can create an unlimited number
of subtypes.
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4. Select the GL Distributions tab. All gift types appear in the Gift Type column. To include additional gift
types your organization defines, click Insert Subtype.

il 2004 Annual Fund M=l B3

File Edit “iew Fund Favortes Tools Help
WS B ey n[- 2 @w 2 - |

v Qenerall §0Iicitors| v Eampaigns' v AQpeaIs' Relationships  GL Distributions IAttribgtesl

?-

[f5ave and Close -

Gift Type Debit dccount Mumber | Credit Account Mumber | Inkerfund | Project [

- Pledge Pay - Cash

- Iatching Gift Pledge Pay - Cash
| |Pecurring Pay - Cash

| Gift-in-Kind

- Pledge Pay - Gift-in-kind

- Matching Gift Pledge Pay - Gif...
|| Cther Gift

- Pledge Pav - Other

- Iatching Gift Pledge Pay - OF...
- Unsold StockiProperty

| |Pledge Pay - StockiProperty
Iatching Gift Pledas Pav - St j

I~ Show descriptions Accounts, ., Projects. .. T-Codes... Copy From... | InsertSubtypel

Note: To copy the GL Distribution tab from another fund record in The Raiser’s Edge, click Copy From below
the grid and locate and select the fund record to copy.

5. In the Debit Account Number and Credit Account Number columns, enter the General Ledger account
numbers. To include columns for the account descriptions, mark Show Descriptions below the grid.

You can click the down arrow to access a grid in which to select a fund, enter an account code, and select
a department code to enter the account number. You can also click the binoculars or press F7 to search
the Financial Edge database for the account number.

Note: When you enter an account or project number, the program verifies it is valid if you marked Validate GL
information on the General Ledger page in Configuration. Account and project information is defined in
The Financial Edge and cannot be edited from The Raiser’s Edge.

6. If you enter debit and credit accounts that are in different funds, you must specify an interfund set of
accounts for balancing. In the Interfund column, select an interfund set defined on the Interfund Entries
page in Configuration in The Raiser’s Edge. For more information about defining interfund sets, see
“Setting Up Interfund Sets” on page 16.

7. The Project column displays if you have multiple project distributions. To remove the Project column,
mark the Remove Project column from fund GL Distributions grid checkbox on the General Ledger
screen in Config. For more information about the General Ledger screen, see “Step 2: Setting Up the
Raiser’s Edge and Financial Edge Interface” on page 5.

8. To select a GL account for Cash gifts, click Accounts. The Account Distribution for Cash screen appears. On
this screen, you can distribute gifts among multiple debit and credit account numbers.

Note: From the Fund menu, you can open a General Ledger project that you associated with the fund.
Additionally, from the Fund menu you can select Add this fund as a GL project to add a saved fund record as a
project in General Ledger.

9. To select a project for the fund record, click Projects. For accountability purposes, you must assign the
same project to all gift types in a fund record.
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If you use the Accountability Summary, it is not intended to be used with project distributions (when a
single gift type is distributed among multiple projects). If you intend to run the Accountability Summary,
you should associate only one project with each fund. The project should be the same for all gift types in
a fund.

10. To establish values for transaction codes, click T-Codes. The General Ledger Transaction Codes screen
appears. Any value you select on this screen is included in GL distributions when posting gifts and
applying them to the fund.

If you selected a transaction code in the Financial Edge Transaction Code field on an appeal record for
any gifts involved in the posting, the transaction code you select the on the General Ledger Transaction
Codes screen for the fund record takes precedence over that transaction code.

If your organization does not post directly to The Financial Edge, you may need to manually modify your
import file (used to import from The Raiser’s Edge to The Financial Edge) to accept the transaction
codes.

11. To save the entries and return to the fund record, click OK.

Sample Debit/Credit Accounts for Fund/Campaign Gift Types

This chart lists sample debit and credit accounts to use for each gift type. These accounts are examples only to
assist you in considering your own accounting needs.

Gift Type

Debit Account

Credit Account

Cash

Asset - Cash

Revenue - Gifts

Pledge - Current

Asset - A/R (Pledges
Receivable)

Revenue - Pledges

Pledge - Future

Asset - A/R (Pledges

Revenue - Pledges

Receivable)
Gift in Kind Asset Revenue - Gifts
Other Gift Asset Revenue - Gifts
Pledge Payment - Cash Asset - Cash Asset - A/R (Pledges

Receivable)

Pledge Payment - Stock

Asset - Stock

Asset - A/R (Pledges

Receivable)

Pledge Payment - Kind Asset Asset - A/R (Pledges
Receivable)

Pledge Payment - Other | Asset Asset - A/R (Pledges

Receivable)

Pledge Write Off

Expense - Pledge Write
Off

Asset - A/R (Pledges
Receivable)

Matching Gift Pledge -
Current

Asset - A/R (MG Pledges
Receivable)

Revenue - MG Pledges

Matching Gift Pledge -
Future

Asset - A/R (MG Pledges
Receivable)

Revenue - MG Pledges
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Gift Type

Debit Account

Credit Account

MG Plg Payment - Cash

Asset - Cash

Asset - A/R (MG Pledges
Receivable)

MG Plg Payment - Stock

Asset - Stock

Asset - A/R (MG Pledges
Receivable)

MG Plg Payment - Kind | Asset Asset - A/R (MG Pledges
Receivable)
MG Plg Payment - Other | Asset Asset - A/R (MG Pledges

Receivable)

MG Write Off

Expense - Pledge Write
Off

Asset - A/R (MG Pledges
Receivable)

Unsold Stock

Asset - Stock

Revenue - Gifts

Sale of Stock

Asset - Cash

Asset - Stock

Stock Gain Asset - Stock Revenue - Gain/Loss
Stock Loss Revenue - Gain/Loss Asset - Stock
Broker Fee Expense - Broker’s Fees | Revenue - Gain/Loss

Membership Dues -
Cash

Asset - Cash

Revenue - Dues

Membership Dues -
Stock

Asset - Stock

Revenue - Dues

Membership Dues -

Asset - A/R (Pledges

Revenue - Dues Pledges

Pledge Receivable)

Membership Dues - Asset Revenue - Dues
Kind

Membership Dues - Asset Revenue - Dues
Other

Membership Pledge Pay | Asset - Cash Asset - A/R (Pledges

- Cash

Receivable)

Membership Pledge Pay
- Stock

Asset - Stock

Asset - A/R (Pledges
Receivable)

Membership Pledge Pay | Asset Asset - A/R (Pledges
- Kind Receivable)
Membership Pledge Pay | Asset Asset - A/R (Pledges

- Other

Receivable)

Membership Pledge
Write Off

Expense - Pledge Write
Off

Asset - A/R (Pledges
Receivable)
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Setting Up Interfund Sets

If any gift type uses debit and credit accounts from different funds, you must also select an interfund set for that
gift type. The interfund set ensures that posted debits and credits associated with a gift are balanced by General
Ledger fund when the debit is to one General Ledger fund and the credit to another.

In Configuration in The Raiser’s Edge, the Interfund Entries link is visible only if you established a link to the
Financial Edge database and you have supervisory rights. On the Interfund Entries page, you can define General
Ledger interfund sets to balance debit and credit accounts from different General Ledger funds.
» Adding an interfund entry
You can define interfund sets to balance debit and credit accounts from different General Ledger funds.
1. On the navigation bar in The Raiser’s Edge, click Config. The Configuration page appears.
2. Click Interfund Entries. The Interfund Entries page appears.

#h The Raizer’s Edge
File Edit View Go Favoites Tools Help

4 Back & Forwaldl Open in separate window

B Home %ﬁ‘qnﬁru ration’* Interflund =Entries
&

]ﬁ Records Canfiguration Inkerfund Entry | Source Account | Source Desc I Destination Account Destination Desc
i General Transfer 01 to 02 01-4150-01 iZontributions-Ad,.. 02-4150-01 Contributions-Administrat

@ Cluery Tables _|Transfer02to 01 D2-4150-01 Contributions-Ad.., | 01-4150-01 Contributions-Administrat
&

= port

Addressess /
Salutations

Attributes

Financial
Institutions

General Ledger
Letters
Intemational
Business Fules
Fields

Membership
Categaries

Interfund Entries

Custom Views

‘welcome to The Raizer's Edge 7 y:

3. In the Interfund Entry column, enter a name of up to 30 characters.

4. In the Source Account and Destination Account columns, enter the General Ledger account numbers.
Source and destination account numbers must be in different General Ledger funds.

Note: Account numbers and descriptions are defined in General Ledger and cannot be edited in The Raiser’s
Edge.

You can click the down arrow to access a grid in which to select a fund, enter an account code, and select
a department code to enter the account number, or click the binoculars to search the Financial Edge
database for the account number. The description appears when you enter an account number.

5. When you leave the Interfund Entries page, the program saves the interfund sets automatically.

Running the Fund Profile Report

To verify that the information is entered correctly for each fund record, you can run the Fund Profile report. The
Fund Profile is located with Profiles, Lists, and Directories in Reports in The Raiser’s Edge. For more information
about reports, see the Reports Guide in the Raiser’s Edge documentation.



AN INTEGRATED SOLUTION FOR NONPROFITS 17

» Running a Fund Profile report
On the navigation bar in The Raiser’s Edge, click Reports.

N

Click Profiles, Lists, and Directories.

w

From the list on the left, select Fund Profile. Click New to create a new Fund Profile report.

E

On the General tab, select to include the fund records for which you associated accounts and projects
with gift types.

On the Profile Contents tab, mark GL Distribution in the Include these groups box.
In the General Ledger Distribution Information Format frame, mark Detailed listing.
To run the report, click Preview or Print.

o N0

Review the report to confirm that you have correctly linked the accounts and projects to fund records
before proceeding with entering gift records in The Raiser’s Edge and posting to The Financial Edge.

Step 4: Entering Gifts in The Raiser’s Edge

Note: In The Raiser’s Edge, you can enter a gift record by adding a new gift record in Records, adding a gift
record through the Gifts tab of a constituent record in Records, or creating and committing a gift batch in
Batch.

When you enter gift records in The Raiser’s Edge, the program uses the information you enter in the Gift type
(and Gift subtype if applicable) and Fund fields on each gift record to create applicable journal entry transactions
for the General Ledger accounts and projects you associated with the gift types on the fund record in Step 3. You
can view the associated accounts and projects from the gift record by selecting View, GL Distribution from the
menu bar.

¥ Gift for Haris F_ Sadler

Fie Edt “iew Gift Favontes Toolz Help

I saveandClose- | [l [ &~ (& @) W« » W |- || @2 || 2 - 8- |
v Gift |¢ Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attributes | Splt Gift |
| Constituent: [H s Sadler #| D 75
Gift type: |Cash j Feferance: | g
Gift sublype: | =l Acknowledge: |Acknowledged ¥ 0740642005 |

Gift date: [07/06/2005 =] v Letter ||Pemc.na|ized Tha =[] | Benefits |

Amourt: [$10,000.00 = Receipt: [Receipted x| |v7 062005 |
Campaign; IScholarship Campaign jﬁl Receipt amt/no.: |$-| 0L000.00 ﬂI IBBBE
Fund: ISmith-Brown Scholarship Fund jﬁl
Appeal IUnsoIicited jﬁl
Package: I jﬁl
Solicitors || jﬁl
Fay methad: IF'elsonaI Check j = BRI Check na./date: |3300 U?HUBH2UUSEI
Bank: I j_uj
|Date added:

| Prezs F7 for table lookup |

For more information about entering gift records in The Raiser’s Edge, see the Gift Records Guide. For
information about using Batch to enter gift records in The Raiser’s Edge, see the Batch Guide.
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Step 5: Posting to The Financial Edge from The
Raiser’'s Edge

Note: We recommend running and reviewing a pre-posting report before posting. You cannot reverse a
posting.

The Raiser’s Edge makes it easy for you to post gifts to The Financial Edge. After you have set up the programs
for integration, you can post gifts as journal entry transactions in an open batch from The Raiser’s Edge to

The Financial Edge. This process changes the post status of the gifts to Posted in The Raiser’s Edge. Financial
Edge users are then in control of approving the transactions in the batch and posting to General Ledger.

You can select to post transactions in Detail, Summary, or Summary(Cash/AR Only). For more information about
what is posted with each option, see “Selecting a Post Transaction File” on page 31.
» Defining a journal code for The Raiser’s Edge
For easier reconciliation after posting, we recommend creating a new journal code in The Financial Edge.
1. On the navigation bar in General Ledger, click Configuration. The Configuration page appears.
2. Click Tables. The Tables page appears.

#h The Financial Edge

Ele Edit Yiew Go Favoites Tools Help

 Back % Fopwerd I Community Services Inc. ™ = General Ledger ™

Shortcuts Configuration * Tables

|F|H—' Hame:

New Table Entry |Qpen |Qe\ele |1nse|l |§ml |up |Dﬂﬂr’| Configur...

General
Type: I(AH Tables» j Short Description Lang Descriptian

Account

| Eonti e
E=EI0
il a Journal Entry Active
izss;";i‘:j:}' fireuping | |AF Accounts Payable Active Setup
Action type Abd Allocation Management Active Egzzl-slnt
Bank Account Motepad Type: £t Cash Management Active -
Budget Manager Fo Fuichase Orders Active g’adnsactlnn
Cash Flow P Paproll fictive fiEs
City SB Student Biling Active Funds
Class AR Acoounts Receivable ctive Fiscal Years
Courty Fa Fixed Assets Active i
Currency Tupe CR Cash Receipts Active L’
Department Atbribukes
Department Business
Endowment Manager Rules
Grant Manager Fields
Lacat Distributi. ..
LEE;E: Interfund
Media Type Internati,.,
1 MNotepad Type p—
Phone Type Schedules
EWUD'IHS Project Status P
= Froject Types LI Paols
Manthly Repotts Socssde o
Web Links Add new table | Dielete table | ™ Display active entries only
4

|W’a\coma to General Ledger |
3. From the list on the left, select Journal and click New Table Entry.

5 Mew Table Entry |

Short description; IHE

Long description: IHaise['s Edge

[ Inactive

ak. I Cancel |

In the Short description field, enter an abbreviation for the new table entry.

5. In the Long description field, enter the full new table entry.
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6. To save the new table entry, click OK. The new entry appears on the Tables page.

#h The Financial Edge

Ele Edit Yiew Go Favoites Tools Help

4 Back % Eorvvard I Community Services Inc. ™ = General Ledger ™

Shartcuts

Configuration * Tables

Add new table | Lel=te table | I~ Display active entries anly

Manthly Reports
Wweb Links

|\N’ah:nma to General Ledger |

IF'HJ fone New Table Entry | DOpen | Delete. | Insert | Sort | Up | D Configur...
Wﬁ 5 Type: I‘A” Tablesy j Shart Description Lang Description Status | %
[Bcoountabiity Grouping =1 ME Joumal Entry Aclive gggjlsnt
Action status 1 |&F Accounts Payable Active
Action type At Allocation Management Aclive Egz?el-slnt
Bank Account Motepad Tupe Chd Cash Management Achive :
Budget Manager FO Purchase Oiders A:I!ve Er’adnsactlnn
Cash Flow P Payrol Aclive GE5
City ig iludsnt E\g\ng - ig.!ve Funcs |
coounts Receivable Clive
E:j;ty F& Fixed Assets Aclive %J
Currency Tupe Active _j
Diepartment e Attributes
Endowment Manager Business
Grant Manager Rules
relis
Localion - Distributi. ..
Media Type
Notepad Type Interfund
Phone Type Internati...
o Project Status p—
. Project Types Schedules
E Plug-ins Soenario |0 o
Service PDET: on
Sratn =
4

» Running the pre-posting report

We recommend you print a pre-posting report and perform a backup of your database before posting gifts.
The Post gifts to the Financial Edge option automatically marks gifts as “Posted”. You cannot edit posted gifts.
To changed a posted gift, you must run an adjustment. For more information about adjustments, see The
Raiser’s Edge Gift Records Guide.

Note: If you have a network version of The Financial Edge, the Financial Edge database must be running
before you can run the pre-posting report.

1. On the navigation bar in The Raiser’s Edge, click Admin. The Administration page appears.

@ The Raiser's Edge
File Edit View Go Favoites Tools Help

4 Back & Forwa|d| Open in separate window

frreeons B
o System Statistics b Systern Statistics b Post to Gereral Ledger

. ~ b Import b Duplicate Constituents

‘@ Ry =T » Globally 4dd Records b Merge Constituents
g::;‘gjdd b Globally Change Records ¥ Drop Lapsed Members
Globaly Changs b Globally Delete Records b Security

Records P Globally wirite Off Pledges b Queue

Globally Delete b Convert Pledges To Recurring Gifts F Data Enrichment Services
Records

Glabally Write Dff
Pledges

Il,E ) Export
o

Convert Pledges
Ta Recuring
Gifts

Post to General
Ledger

Duplicate
Constitusnts

Merge

Constituents
[iop Lapsed
tembers ~ System Statistics
Security ]

Provides you with a court of the records in your database. For more information sbout System Statistics,
Oueve LI see the Program Basics chapter of the Program Basics Guide

S |

‘Welcome to The Raiser's Edge 7
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2.

3.

4.

Click Post to General Ledger. The Post to General Ledger screen appears.

Post to General Ledger E

1: General |2: Giftsl KR Formatl

What do pou want to do? -
' Run the General Ledaer pre-pasting report

" Post gifts bo the Financial Edge

© View gifts posting ta closed accounting perinds

What do pou want to do with the transactions?

[~ Post to the Financial Edge Journal Code |Haiser's Edge

=] Lo

[~ Create an export file |

 Past the tranzactions in: IDetail j

& |se default joumnal reference

© Usze journal reference from Configuration

Mizcellaneous Information -

W Group the transactions by IGifl post date ‘l

[¥ Create exception querny of gifts to be posted to closed accounting periods

[V Create exception repoit % Preview  ( Frint
£ @ Praview O Print

< Bachk | Mext = | Cancel | Ere-F‘ostHeportl

In the What do you want to do? frame, you can mark Run the General Ledger pre-posting report to
review a report of all gifts eligible for posting. Running the report does not change the post status of the
gifts.

In the What do you want to do with the transactions? frame, make posting and exporting selections for
the transactions:

¢ Post to the Financial Edge — If you mark this checkbox, the program validates all gifts that will be
posted to The Financial Edge in the batch.

In the Source code field, click the down arrow to access a list of source codes available in General
Ledger. For easier reconciliation, we recommend you select a unique source code for The Raiser’s
Edge. For information about defining a source code, see “Defining a journal code for The Raiser’s Edge
on page 18.

”

¢ Create an export file — If you mark this checkbox, click the binoculars to enter the file name and path
for the export.

The export file is not used by The Raiser’s Edge in the pre-posting process. You can use the export file
for other reasons your organization may need or you can delete it.

¢ Post the transactions in — Select the format for the transaction posting. For information about the
debit and credit rows that are created for each format, see “Selecting a Post Transaction File” on
page 31.

Detail. If you select “Detail”, the program creates a separate General Ledger transaction record for
each gift posted. You must then select a journal reference: mark Use default journal reference to use
last name and gift type; mark Use journal reference from Configuration to use the journal reference
defined on the General Ledger page in Configuration in The Raiser’s Edge.

Summary. If you select “Summary”, select how the summarize the gifts in the Summarize by field:

Gift Post Date — This creates a summary group based on the date specified in the Post Date field on
the gift record.

GL Fiscal Period — This creates a summary group based on the GL fiscal period the gift post date is in.
Month — This summarizes gifts for each month.
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Note: Quarters are assumed based on the end of the fiscal year. You define fiscal years in Configuration in
General Ledger.

5.

Quarter — This summarizes gifts for each quarter.

Summary(Cash/AR Only). If you select “Summary(Cash/AR Only)”, credits are posted in detail with a
separate transaction record for each gift, but debits are summarized by post date, batch number, and
account number. This makes the reconciliation between the deposits on your bank statement and the
General Ledger cash account much easier. You must then select a journal reference: mark Use default
journal reference to use last name and gift type; mark Use journal reference from Configuration to use
the journal reference you defined in the General Ledger link in Configuration.

For more information about selecting a Detail or Summary post transaction file, see “Selecting a Post
Transaction File” on page 31.

In the Miscellaneous Information frame, make grouping and reporting selections for the transactions:
¢ Group the transactions by — Select to group the transactions by batch or gift post date.
¢ Create exception query of gifts to be posted to closed accounting periods — The program creates a

guery of the gifts posted to closed accounting periods in General Ledger. This checkbox is enabled only
if you marked Validate GL information in Configuration.

Create exception report — This generates a pre-posting report of all transactions posted to closed
accounting periods in General Ledger. The report displays Post Date, Account Number, Account
Description, Project Description, and Reference. You can select to first preview the report on screen or
print a hard copy.

Create control report — This generates a pre-posting report displaying Post Date, Description, Created
By, No. of Trans., Total Debits, Total Credits, and Status for all gift records posted to General Ledger. You
can select to first preview the report on screen or print a hard copy.

6. To filter the gift records you want to include in your report, click Next or select the Gifts tab.

What giftz do you want to post?

Include... | All eligible gifts

— Include Gifts with these D ate

Date to use: IGift Date vl
D ate: Ilnclude all dates vl Start: I ml End: I ml

'ﬁv The gift filkers in the grid below will be applied in addition to any crtenia specified above.

Filters Filter Option Selected Filters I
Fund Inchude All <Al Funds=

< Back | Mext » | Cancel Post Mow |
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7. Click Include to select the gift records for the report.

All eligible gifts
Giftz

Selected Gifts [excludes adjustments and reversals)
Ineh Adiustments and Reversals only

All Gifts — select this option to include all eligible gifts.

Selected Gifts (excludes adjustments and reversals) — select this option to include all gift records
meeting the criteria you select in Query (with the exception of adjustments and reversals). For more
information about query, see The Raiser’s Edge Query & Export Guide.

Adjustments and Reversals Only — select this option to include adjustments and reversals only.
In the Date to use field, select “Gift Date” or “GL Post Date”.

9. In the Date field, select the date range for the gifts you want to include for the report.

If you select “<Specific range>", Start and End fields appear. This way, you can enter exact dates you want.
10. In the Filter Option column of the funds filter grid, choose “Include All” or “Include Selected”.
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If you choose “Include Selected”, enter the funds to include in the Selected Filters column.

Post to General Ledger E

1: General  2: Gifts |§: Formatl

What giftz do you want to post?

Include... | All eligible gifts

r Include Gifts with these D ate

Date to use: IGL Post Date vl
Date: Ilnclude all dates vl Start: I El End: I ml

?v The gift filters in the grid below will be applied in addition to any critenia specified above.

Filters Filter Option Selected Filters I
Fund Include Selected 2003 Annual Fund; Acquisition Fund ﬂ

< Back | Mext = | Cancel | Poszt Maow |

11. Click Next or select the Format tab.

1: Generall 2 Gift

How do you want your pre-post to be reported?
% Preview pre-posting report = Print pre-posting report
Dizplay report in: ILandscape j
Sortreport by: Sork Report By I Order I
| |Reference Ascending
Anonymous gift format: |Leave name intact j

< Back | TEwi | Cancel | Ere-F‘ostHeportl

12. In the How do you want your pre-post to be reported? frame, select to preview the pre-posting first on
the screen or print it.

13. If you are only running the pre-posting report, you can make report display selections. In the Display
report in field, select “Portrait” or “Landscape”. In the Sort report by grid, select the fields to use to sort
the report in the Sort Report By column:

e Post date
e Account number
e Account description
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14.

15.
16.

17.

18.

19.

20.

¢ Project description

¢ Reference

e Amount

For each field, select “Ascending or “Descending” in the Order column.

If you selected “Detail” in the Post the transactions in field on the General tab, in the Anonymous gift
format field, select how anonymous gifts should appear on the report. Select “Leave name intact”, “Use

”nm

‘Anonymous’”, or “Asterisk at end of line”.
To run the pre-posting report, click Pre-Post Report.

If you marked Create exception query of gifts to be posted to closed accounting periods on the General
tab, the Save Static Query screen appears for you to enter a name for the query.

When the report processing is complete, the pre-posting report appears or prints, displaying post dates,
account numbers, account descriptions, project descriptions, references, and debit and credit amounts.

@ New Post To General Ledger [_[5]x]

x 4 4 1o 1+ (=R B | & Total1as  100% 144 0f 144

Preview

Blackbaud, Inc.
General Ledger Pre-Posting Report

Fosted in Detail

PostDate  Account Humber Account iDti Proiect ipti Debit Amount  Credit Amount
080572001 01-100011-01-35 Pledge pay-Stock/Prop $100.00

08052001 01-100011-01-29 Pledge pay-Stock/Prop $100.00
08/07/2001  01-100013-01-55 § ale stackiprop $30.00

08072001 01-100013-01-5% Sale stockiprop $30.00
0802/2001  01-100013-01-55 § ale stock/prop $40.00

08/08/2001  01-100013-01-99 § ale stackiprop $40.00
080872001  01-100014-01-55 §tock/Prop Gain $1000

0802/2001  01-100014-01-2% $tock/Frop Gain $10.00
08/0%/2001  01-100013-01-55 § ale stack/prop $l0.00

08/0%/2001  01-100013-01-99 S ale stackiprop $10.00
0809/2001  01-100013-01-35 StockiProp Loss 2000

08/0/2001  01-100015-01-99 Stock/Prop Loss $20.00
08/10/2001  01-100013-01-55 § ale stackiprop $30.00

08/10/2001  01-100013-01-5% Sale stockiprop $30.00
08/10/2001  01-100016-01-55 $ tock/Property Broker Fee 1000

08/10/2001  01-100018-01-99 Stock/Property Broker Fee $10.00
08/11/2001  01-100013-01-35 Sale stockiprop 000

08/11/2001  01-100013-01-29 § ale stock/prop $50.00
08/11/2001  01-100014-01-55 Stock/Prop Gain $30.00

08/11/2001  01-100014-01-5% Stock/Prop Gain $30.00
08/12/2001  01-100011-01-55 Pledge pay-Stock/Prop $25.00

08/12/2001  01-100011.01-99 Pledge pay-Stock/Prop $25.00
08/12/2001  01-100018-01-9% S tock/Property Braker Fee $235.00
08/12/2001  01-100017-01-55 PP Stock/Prop (s0ld) $25.00

08/13/2001  01-100011-01-55 Pledge pay-Stock/Prop $25.00

08/13/2001  01-100011-01-99 Pledge pay-Stack/Prop $25.00

OB/ZZ000  0L-100016-01-59 § tock/Froperty Broker Fee $35.00

Review the report to verify the gifts that will be posted to General Ledger as a batch. Close the General
Ledger pre-posting report.

If there are any exceptions during the posting process, and you marked Create exception report on the
General tab, the General Ledger pre-posting exception report appears or prints, listing all gifts that will
not post. Review and close the exception report.

If you marked Create control report on the General tab, the General Ledger pre-posting control report
appears or prints, listing post dates, account numbers, who created the accounts, number of transactions,
total debits, total credits, and status of the account. Review and close the pre-posting control report.

» Posting gifts from The Raiser’s Edge to The Financial Edge

Warning: To post directly from The Raiser’s Edge to the The Financial Edge, The Financial Edge must be
installed on the same workstation as The Raiser’s Edge, and you must have logged into The Financial Edge at
least once.
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1. On the navigation bar in The Raiser’s Edge, click Admin. The Administration screen appears.

#h The Raiser's Edge
File Edit iew Go Favaoites Tools

Help

4 Back & Furwaldl Open in separate window

Administration

System Statistics

b Systern Statistics

b Irnport

b Globally Add Records

b Globally Change Records

b Globally Delete Records

b Globally wirite Off Pledges

b Convert Pledges To Recurring Gifts

Import

Globally Add
Records

Globally Change:
Fecords

Globally Delete
Recaords

Globally ‘write OFf
Pledges

Canvert Pledges
To Recuring
Gifts

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

Drop Lapsed

b Post to Gereral Ledger

b Duplicate Constituents

b Merge Constitlents

b Drop Lapsed Members

b Security

b Queue

b Data Enrichment Services

Members System Statistics

Security

Queue
M =l
= o PR
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Provides you with & count of the records in your database. For more information about System Statistics,
see the Program Basics chapter of the Program Basics Guide.

) I |

Note: If you have a network version of The Financial Edge, the Financial Edge database must be up and
running before you can post gifts.

2. Select Post to General Ledger. The Post to General Ledger screen appears.

Post to General Ledger E=

1: General |2: Giftsl 3 Formatl

What do you want to do? -

' Past gifts to the Financial Edge

¥ Paost to the Financial Edge

" Run the General Ledger pre-posting report

Wwhat do you want to do with the tranzactions?

© \iew gifts pozting to clozed accounting periods

Journal Code IHaisel's Edge

¥ Create an export fils I

Post the transactions in: I[)etail

=

& Lse default jounal reference

' Use journal reference from Caonfiguration

2] L

Mizcellaneous Information -

[V Create exception repoit % Preview

¥ Create control repart & Preview

[V Group the tansactions by IGifl post date 'l

¥ Create exception query of gifts to be posted to closed accounting periods
. Frint
€ Print

< Back | Mext » | Cancel |

Post Mows |

Note: We recommend you print a pre-posting report and perform a backup of the database before posting
gifts. You cannot edit posted gifts. To change a posted gift, you must add an adjustment.

3.

In the What do you want to do? frame, mark Post gifts to the Financial Edge. Only gifts with a current
status of “Not Posted” in The Raiser’s Edge are included. The posting process automatically changes the

post status of the included gifts to “Posted”.
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4. Inthe What do you want to do with the transactions? frame, make posting and exporting selections for
the transactions:

¢ Post to the Financial Edge — Mark this checkbox for the program to post a batch to The Financial
Edge.

In the Journal Code field, click the down arrow to access a list of journal codes available in General
Ledger. For easier reconciliation, we recommend you select a unique journal code for The Raiser’s
Edge. For information about defining a journal code, see “Defining a journal code for The Raiser’s
Edge” on page 18.

Note: The export file is not needed to import the gift transactions into The Financial Edge. The program
automatically creates a journal batch in The Financial Edge. You can use the export file as a backup for the
journal batch. You can also use the export file for other reasons your organization may need or you can delete
it.
¢ Create an export file — This checkbox is marked automatically in case you need a backup for the
journal batch in The Financial Edge. Click the binoculars to enter the file name and path for the export.

¢ Post the transactions in — Select the format for the transaction posting. For information about the
debit and credit rows that are created for each format, see “Selecting a Post Transaction File” on
page 31.

Detail. If you select “Detail”, the program creates a separate General Ledger transaction record for
each gift posted. You must then select a journal reference: mark Use default journal reference to use
last name and gift type; mark Use journal reference from Configuration to use the journal reference
defined on the General Ledger page in Configuration in The Raiser’s Edge.

Summary. If you select “Summary”, select how to summarize the gifts in the Summarize by field:

Gift Post Date — This creates a summary transaction based on the date specified in the Post Date field
on the gift record.

GL Fiscal Period — This creates a summary transaction based on the GL fiscal period the gift post date is
in.

Month — This summarizes gifts for each month.

Note: Quarters are assumed based on the end of the fiscal year. You define fiscal years in Configuration in
General Ledger.

Quarter — This summarizes gifts for each quarter.
Specific date — This summarizes gifts for the date you enter in the Date field.

Summary(Cash/AR Only). If you select “Summary(Cash/AR Only)”, credits are posted in detail with a
separate transaction record for each gift, but debits are summarized by gift date. This makes the
reconciliation between the deposits on your bank statement and the General Ledger cash account
much easier. You must then select a journal reference: mark Use default journal reference to use last
name and gift type; mark Use journal reference from Configuration to use the journal reference you
defined in the General Ledger link in Configuration.

For more information about selecting a Detail or Summary post transaction file, see “Selecting a Post
Transaction File” on page 31.

5. In the Miscellaneous Information frame, make grouping and reporting selections for the transactions:
¢ Group the transactions by — Select to group the transactions by batch or gift post date.

¢ Create exception query of gifts to be posted to closed accounting periods — The program creates a
query of the gifts posted to closed accounting periods in General Ledger. This checkbox is enabled only
if you marked Validate GL information in Configuration.
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¢ Create exception report — This generates a report of all transactions posted to closed accounting
periods in General Ledger. The report displays Post Date, Account Number, Account Description,
Project Description, and Reference. You can select to first preview the report on screen or print a hard

copy.

¢ Create control report — This generates a report displaying Post Date, Description, Created By, No. of
Trans., Total Debits, Total Credits, and Status for all gift records posted to General Ledger. You can select
to first preview the report on screen or print a hard copy.

6. To filter the gift records you want to include in your posting, click Next or select the Gifts tab.

Post to General Ledger E=

1: General

What giftz do you want to post?

Include... | All eligible gifts

r Include Gifts with these D ate

Date to use: IGift Date vl
Date: IIncIude all dates vl Start: I El Eat I ml

% The gift filters in the grid below will be applied in addition to any critena specified above.

Filters Filter Option Selected Filkers I
Fund Includs Al <Al Funds =

< Back | Mext » | Cancel | Post Mows |

7. Click Include to select the gift records for posting.

All eligible gifts

Al Gifts
Selected Giftz [excludes adjustments and reversalz)
Adjustments and Reversals only

Ihch

All Gifts — select this option to include all eligible gifts.
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Selected Gifts (excludes adjustments and reversals) — select this option to include all gift records
meeting the criteria you select in Query (with the exception of adjustments and reversals). For more
information about query, see The Raiser’s Edge Query & Export Guide.

Adjustments and Reversals Only — select this option to include adjustments and reversals only.

8. In the Date to use field, select “Gift Date” or “GL Post Date”. In the Date field, select the date range for
the gifts you want to include for posting.

If you select “<Specific range>", Start and End fields appear. This way, you can enter exact dates for your
posting.

When posting, there are a number of important date details to remember.

¢ If a write-off is within the date range you select, the Pledge posts regardless of the Pledge date. This is
the same for an adjustment for a gift.

¢ If a Pledge date is within the date range you select, but a write-off for the Pledge is not, the write-off
still posts. This is the same for an adjustment for a gift.

¢ If a giftis marked “Do Not Post” on the Miscellaneous tab on the gift record, any write-offs or
adjustments for the gift do not post.

¢ If either the unsold or sold portion of a Stock gift are within the date range you select, both unsold and
sold portions post.

¢ If you select to post by “Gift Date”, the sold portion of a Stock gift posts based on the Date of sale field
date on the Sold Stock/Property Information screen on the gift record (not the date of the unsold
portion).

9. In the Filter Option column of the funds filter grid, choose “Include All” or “Include Selected”.
If you choose “Include Selected”, enter the funds to include in the Selected Filters column.

Post to General Ledger E

1: General  2: Gifts |§: Format'

What giftz do you want to post?

Include... | All eligible gifts

— Include Gifts with these D ate

Date to use: IGL Post Date vl
[ate: Ilnclude all dates vl Start: I ml End: I ml

'ﬁv The gift filkers in the grid below will be applied in addition to any crtenia specified above.

Filters Filter Option Selected Filters I
Fund Include Selected 2003 Annual Fund; Acquisition Fund ﬂ

< Back | Mext » | Cancel Post Mow |
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10. Click Next or select the Format tab.

11.

12.

Post to General Ledger E
1 Generall 2 Gift i

How do you want your posting to be reported? -

{* Preview report after posting " Prirk report after posting

Ancrwmnous gift farmat: || eave name intact j

< Back | i [ | Cancel | Poszt Maow |

In the How do you want your posting to be reported? frame, select to preview the posting first on the
screen or print it.

If you selected “Detail” in the Post the transactions in field on the General tab, in the Anonymous gift
format field, select how anonymous gifts should appear on the report. Select “Leave name intact”, “Use

’
12

‘Anonymous’”, or “Asterisk at end of line”.

Warning: Before you post gifts to The Financial Edge, you should have a complete backup of your database in
case you make a mistake. To successfully back up your data, you must first shut down the database.

13.
14.

15.

16.

17.

To post the gifts, click Post Now.

If you marked Create exception query of gifts to be posted to closed accounting periods on the General
tab, the Save Static Query screen appears for you to enter a name for the query.

When the posting process is complete, the General Ledger post report appears or prints, listing post
dates, account numbers, account descriptions, project descriptions, references, and debit and credit
amounts. Review and close the General Ledger post report.

If there are any exceptions during the posting process, and you marked Create exception report on the
General tab, the General Ledger exception report appears or prints, listing all accounts that did not post.
Review and close the exception report.

If you marked the Create control report checkbox on the General tab, the General Ledger control report
appears or prints, listing post dates, account numbers, who created the accounts, number of transactions,
total debits, total credits, and status of the account. Review and close the control report.
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» Viewing gifts posting to closed accounting periods

Before you post gifts to The Financial Edge, you can view a list of gifts marked Not Posted with post dates in
closed accounting periods. To post gifts successfully, you can change the post dates for open accounting
periods on the Gifts to be Posted to Closed Accounting Periods screen.

1. On the navigation bar in The Raiser’s Edge, click Admin. The Administration screen appears.

#h The Raiser's Edge

File Edit iew Go Favaites Taools Help

4 Back & Furwaldl Open in separate window

Administration

System Statistics

b Systern Statistics b Post to Gereral Ledger
b Irnport b Duplicate Constituents
b Globally Add Records b Merge Constitlents

i b Globally Change Records b Drop Lapsed Members

Import
Globally Add

Glabally Change b Globally Delete Records b Security

Records b Globally wirite Off Pledges b Queue

Globally Delete b Convert Pledges To Recurring Gifts » Data Enrichment Services
Recaords

Globally ‘write OFf
Pledges

Canvert Pledges
To Recuring
Gifts

Post to General
Ledger
Duplicate
Constituents
Merge
Constituents
Drop Lapsed
Members Systemn Statistics
Security

4 Provides you with & count of the records in your database. For more information about System Statistics,
n Uueue ;I ) see the Program Basice chapter of the Program Basics Guide.
- P e

o L | |
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2. Select Post to General Ledger. The Post to General Ledger screen appears.

Post to General Ledger E

1: General |2: Giftsl KR Formatl

What do pou want to do? -
" Run the General Ledaer pre-pasting report
" Post gifts bo the Financial Edge

7 Wigw aifts posting to closed accounting penods

What do pou want to do with the transactions?

[T Rast tothe Fatcis Edge Journal Code |Accounts Feceivable j

™| Create an export file |C:\Documents and Settingz MandyCutDesktophgifts 13, cav QI

Plost the tranzactions in: IDelail j

&) (s defaulb jourmal reference

£ 5e mirnaliElerenee o Eerhgurator

Mizcellaneous Information -

| Gioup the barsastions by IGifl post date ‘l

¥ | Create enception quer of aits tobe prsted ba closed aceourting perpds

¥ Ereate evception report. % Freview € it

[¥ | Create cantroliiepar &) Preview ) Brint

< Bachk | Mext = | Cancel | Wiew Gifts |

Note: If Validate GL Information is not marked on the General Ledger page in Configuration, the View gifts
posting to closed accounting periods option is disabled. For more information, see “Step 2: Setting Up the
Raiser’s Edge and Financial Edge Interface” on page 5.

3. Inthe What do you want to do? frame, mark View gifts posting to closed accounting periods.
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The What do you want to do with these transactions? frame and the Miscellaneous Information frame
become disabled. The Post Now button automatically changes to View Gifts.

The options on the Gifts and Format tab do not apply to the View gifts posting to closed accounting
periods option.

4. To generate a list of gifts marked Not Posted with posted dates in closed accounting periods, click View
Gifts. The Gifts to be Posted to Close Accounting Periods screen appears.

1 Gifts to be Posted to Cloged Accounting Periods =] B3
File Edit “iew Help
[ save and Close | = | =h |

The fallowing gifts cannot be posted because their GL post dates fall in closed accounting periods. In order for these qifts to
post successfully, you must change their GL post dates o that they will post to an open accounting period.

o |

Constibuent Mame I Gift Date | Gifk Type | Amounk | Fund I GL Post Date |
Melson, Porter 04/24)2001 Cash $45.00 2001 Annual Fund 04)24/2001
Baker, Derrick. 03/2212001 Cash $100.00 2001 Annual Fund| 03§22 /2001
Parker, Madison 04/01/2001 Cash $25.00 2001 Annual Fund 04)01 2001

5. To post gifts successfully to open accounting periods in The Financial Edge, edit the post date in the GL
post date column.

Note: When you click Refresh, a prompt appears for you to save your information.

6. Click Refresh on the toolbar. Any gift with a post date for an open accounting period no longer appears in
the grid.

7. After you complete your changes, click Save and Close on the toolbar. You return to the General tab.

To complete the posting process, see “Posting gifts from The Raiser’s Edge to The Financial Edge” on
page 24.

Selecting a Post Transaction File

In the Post the transactions in field on the Post to General Ledger screen, you can select to post the transaction
file in Detail, Summary, or Summary (Cash/AR Only).

Detail

If you select to post a Detail transaction file, a credit row and a debit row are created in the file. General Ledger

uses data contained in the file to post the information. These tables contain the information within the Detail
posting transaction file.

Note: Even if you select “Detail” in the Post the transactions in field, the control account displays in summary

form. By definition, a control account is a general ledger account that summarizes details from a subsidiary
ledger.
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Credit Row

Field Name

Description

Account number

Credit account number as specified on the Fund.

Date

GL Post Date from the gift.

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘C’ for Credit

Amount

Amount of the gift credited to the GL account number.
If the amount is an even dollar amount, decimals do
not display. For example, $450.00 displays as ‘450’
However, $450.56 displays as ‘450.56’ in the file.

Journal

Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference

Either the GL Reference defined in Configuration or
the default reference “Last Name/Org Name—Gift
type” based on the selection on the Post to General
Ledger screen. If the gift is a deleted posted gift, the
reference will be “Last Name/Org Name—Gift
type—DEL".

Blank field

Project as specified on the Fund. If blank, no Project is
specified.

Debit Row

Field Name

Description

Account number

Debit account number as specified on the Fund.

Date

GL Post Date from the gift.

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘D’ for Debit

Amount Amount of the gift debited to the GL account number.
If the amount is an even dollar amount, decimals do
not display. For example, $450.00 displays as ‘450’
However, $450.56 displays as ‘450.56’ in the file.

Journal Displays the GL journal code you select in the Journal

Code field on the Post to General Ledger General tab.
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Field Name Description

Reference Either the GL Reference defined in Configuration or
the default reference “Last Name/Org Name—Gift
type” based on the selection on the Post to General
Ledger screen. If the gift is a deleted posted gift, the
reference will be “Last Name/Org Name—Gift
type—DEL".

Blank field Project as specified on the Fund. If blank, no Project is
specified.

Summary

If you select to post a Summary transaction file, a credit row and a debit row is created for each period based on
your breakdown selection in the Summarized by field on the Post to General Ledger screen. For example, if you
select Month, a credit and debit row adds to the file for each month.

The breakdown options are Gift Post Date, GL Fiscal Period, Month, Quarter, or Specific date. General Ledger
uses data contained in the file to post the information. These tables contain the information within the Summary
posting transaction file.
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Credit Row

Field Name

Description

Account number

Credit account number as specified on the Fund.

Date

Based on the option you select in the Summarized by
field:

Gift Post Date - Gift Post Date

GL Fiscal Period - Last day of the year

Month - Last day of the month

Quarter - Last day of the quarter (For example,
03/31/YYYY or 09/30/YYYY)

Specific date - Gift Post Date

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘C’ for Credit

Amount Summarizes the amount of the gift credited to the GL
account number. If the amount is an even dollar
amount, decimals do not display. For example,
$450.00 displays as ‘450’. However, $450.56 displays
as ‘450.56’ in the file.

Journal Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference “Fund Description—Gift Type” or “Fund
Description—GL Reversal” (for deleted posted gifts)

Blank field Project as specified on the Fund. If blank, no Project is
specified.

Debit Row
Field Name Description

Account number

Credit account number as specified on the Fund.

Date

Based on the option you select in the Summarized by
field:

Gift Post Date - Gift Post Date

GL Fiscal Period - Last day of the year

Month - Last day of the month

Quarter - Last day of the quarter (For example,
03/31/YYYY or 09/30/YYYY)

Specific date - Gift Post Date

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘D’ for Debit
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Field Name

Description

Amount

Summarizes the amount of the gift debited to the GL
account number. If the amount is an even dollar
amount, decimals do not display. For example,
$450.00 displays as ‘450". However, $450.56 displays
as ‘450.56’ in the file.

Journal

Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference

“Fund Description—Gift Type” or “Fund
Description—GL Reversal” (for deleted posted gifts)

Blank field

Project as specified on the Fund. If blank, no Project is
specified.

Summary(Cash/AR Only)

Note: If you are posting a reversal gift, debits process in detail and credits are summarized. If you are posting
an adjusted gift, the Adjusted amount is summarized for debits and the credits process in detail. For more
information about reversal and adjusted gifts, see The Raiser’s Edge Gift Records Guide.

If you select “Summary(Cash/AR Only)”, the program creates a General Ledger batch that, for new gift records,
summarizes the debit side by Raiser’s Edge batch ID (Cash or Accounts/Pledges Receivable). This selection also
processes credit details (Revenues). This makes the reconciliation between the deposits on your bank statement
and the General Ledger cash account much easier. You must then select a journal reference: select Use default
journal reference to use key name and gift type; select Use journal reference from Configuration to use the
journal reference you defined in the General Ledger link in Configuration.
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Credit Row

Field Name

Description

Account number

Credit account number as specified on the Fund.

Date

GL Post Date from the gift.

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘C’ for Credit

Amount

Amount of the gift credited to the GL account number.
If the amount is an even dollar amount, decimals do
not display. For example, $450.00 displays as ‘450’
However, $450.56 displays as ‘450.56’ in the file.

Journal

Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference

Either the GL Reference defined in Configuration or
the default reference “Last Name/Org Name—Gift
type” based on the selection on the Post to General
Ledger screen. If the gift is a deleted posted gift, the
reference will be “Last Name/Org Name—Gift
type—DEL".

Blank field

Project as specified on the Fund. If blank, no Project is
specified.

Debit Row

Field Name

Description

Account number

Credit account number as specified on the Fund.

Date

Based on the option you select in the Summarized by
field:

Gift Post Date - Gift Post Date

GL Fiscal Period - Last day of the year

Month - Last day of the month

Quarter - Last day of the quarter (For example,
03/31/YYYY or 09/30/YYYY)

Specific date - Gift Post Date

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘D’ for Debit
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Field Name Description

Amount Summarizes the amount of the gift debited to the GL
account number. If the amount is an even dollar
amount, decimals do not display. For example,
$450.00 displays as ‘450". However, $450.56 displays
as ‘450.56’ in the file.

Journal Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference “Fund Description—Gift Type” or “Fund
Description—GL Reversal” (for deleted posted gifts)

Blank field Project as specified on the Fund. If blank, no Project is
specified.

Step 6: Posting Batches in The Financial Edge

Note: This step is specific to approving, validating, and posting batches from The Raiser’s Edge in The Financial
Edge. For general information about batches and journal entry, see the Journal Entry Guide.

Once you post gifts from The Raiser’s Edge to The Financial Edge, you can open the batch in The Financial Edge,
verify the transactions and distributions, and then validate and post the batch.

This process requires that you have security rights to validate and/or post batches. You can post individual
batches from Journal Entry or you can post multiple batches at the same time from the General Ledger Post
screen in Administration in The Financial Edge.

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

Approving Batches

You can change the status of batches on the Journal Entry page in The Financial Edge. To change the status of a
batch, you must have security rights to approve batches.

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

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

1. On the navigation bar in General Ledger, click Journal Entry. The Journal Entry page appears.
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2. Select a batch record and click Open.

4% Regular Batch 38 =]
File Edit “iew Batch Favortes Tools Help

BsaveandCose- | |l X |2 S| 1 0- 0@V =8| 0a 2- |
D egcription: IHaiser's Edge - 11/26/2002 Status: IDpen j Hide detail |
Default sek: I ﬂl ¥ Automatically create balancing interfund entries
Batch Motes: ;I
=
Account number Account dezscription Post date Encumbran... | Debit Amount | Cre =
1
2 |01-B200-02 Office Supplies-Development 11/26/2002  Regular $100.00
3 |01-5200-02 Office Supplies-Development 1142672002 | Regular
4 101-5200-02 (Office Supplies-D evelopment 11/26/2002  Regular $50.00
5 |01-520002 Office Supplies-D evelopment 1172642002 Reqular x
A I I »

Distrbution | Atributes | Motes]

Load Distibution  Distribute Everly  Delete Al Diztriuike B LA
Project |D I Class Mission Spendable’... | Performance IAmount I Percent |
| |1005 Unrestricted MNet Assets None Spendable $100.00 100.0000
Tranzaction 1 01-5200-02 Remaining: $0.00 [0.0000%)
|Press F7 to zoom |Debits: $300.00 | Credits: $300.00 |Balance: $0.00 | 2

Note: Changes you make to the batch record do not affect the transactions in The Raiser’s Edge.

3. Review the batch record to verify all transactions and distributions are accurate.
4. If the information is accurate, select “Approved” in the Status field.
5. To save the batch record and return to the Journal Entry page, click Save and Close.

Validating Batches

Note: The program automatically validates each batch when it is saved and when the posting process is
initiated.

The primary function of the batch validation process is to make sure batches are in balance. If you have security
rights to view, edit, and validate batches, you can use this process to confirm that batches are in balance by each
required factor. Also, if the batch approval business rule is in effect, each batch must be approved before
validation commences.

When you validate a batch, General Ledger makes sure it is in balance by fund, amount, period, period within a
fund, source, and type. The batch must also be in balance by any project, class, and transaction code required on
the fund record. You can also select to create interfund entries automatically to keep the batches in balance.

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

transaction. For information about assigning security rights, see the Security chapter of the Administration Guide
for The Financial Edge.

Validation also checks the status of accounts and projects. Only transactions that include active accounts and
projects can be posted. If you need to change the account status, you can open account records from the batch
screen. Simply select an account and access the Batch menu. From the Batch menu, select Go To, Account and
the account record opens.



AN INTEGRATED SOLUTION FOR NONPROFITS 39

When saving a batch, validation also includes a check of the batch header and each transaction to ensure that all
required fields are entered and that each entry meets certain requirements. Each transaction must include
entries in certain fields:

e Account Number

e Amount

e Post Date

e Transaction Type

¢ Journal

¢ Journal Reference

¢ Class (if required)

e Projects (if installed and required)
¢ Transaction Codes (if required)

¢ Transaction Attributes (if required)
e Encumbrance Status (if installed)

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

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

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

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

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

Class. When classes are required, the program verifies the transaction distribution meets standard distribution
rules.

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

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

» Validating a batch

Batch validation confirms that batches are in balance by each required factor prior to posting. If the batch
approval business rule is in effect, each batch must be approved before validation commences. The batch
must also be in balance by any project, class, and transaction code required on the fund record.

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

1. On the navigation bar in General Ledger, click Journal Entry. The Journal Entry page appears.
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2. Open the batch to validate. The batch record appears.

4% Regular Batch 38 =]
File Edit “iew Batch Favortes Tools Help

ESaveandElosev| = X||3. §| i

Che o ||@| D) o B[] 2 - |

D egcription: IHaiser's Edge - 11/26/2002 Status: IDpen j Hide detail |
Default sek: I ﬂl ¥ Automatically create balancing interfund entries
Batch Motes: ;I
=
Account number Account dezscription Post date Encumbran... | Debit Amount | Cre =

071-5200-02 Office Supplies-Development 11/26/2002 | Regular $100.00
071-5200-02 Office Supplies-Development 1142672002 | Regular

01-5200-02 (Office Supplies-D evelopment 11/26/2002  Regular $50.00
01-5200-02 Office Supplies-D evelopment 1172642002 Reqular x

-
o | o e |
-

Distrbution | Atributes | Motes]

ibution  Distribute Evenly  Del
Project |D I Class Mission Spendable’... | Performance IAmount I Percent |
| |1005 Unrestricted MNet Assets None Spendable $100.00 100.0000
Tranzaction 1 01-5200-02 Remaining: $0.00 [0.0000%)
|Press F7 to zoom |Debits: $300.00 | Credits: $300.00 |Balance: $0.00 |

&

3. To automatically create interfund entries at the end of the validation process to keep the batches in
balance, mark Automatically create balancing interfund entries. This checkbox appears only if you
marked the Allow automatic creation on interfund entries in Journal Entry business rule in
Configuration.

4. Select Batch, Validate Batch and the validation process begins. The status bar displays a process meter as
the transactions are validated and saved.

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

5. A message appears stating whether the validation succeeds or fails. Click OK.

The Financial Edge E2

@ Yalidation Successful

6. The Batch Validation Report preview screen appears or the report prints, depending on the Journal Entry

report options marked in Options. If the preview screen opens, you can view and print the validation
report.

7. To return to the batch record, close the Batch Validation Report.

Posting Batches

Note: On the Records tab of the Options screen, you can set user options for posting transactions. You can set

an option to display a confirmation message before posting and a successful/unsuccessful message after post
validation.
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Posting a batch adds transaction entries to the General Ledger accounts, which updates the account balances. To
post a batch, you must have security rights to view, edit, validate, and post batches. You must also have security
rights to all the accounts and projects in the batch. You can post individual batches of transactions from the batch
record in Journal Entry or multiple batches of transactions from the General Ledger Post screen in Administration.
For more information about posting batches in Administration, see the Administration Basics chapter of the
Administration Guide for The Financial Edge.

When you begin the post process, the program automatically validates the batch to make sure it is in balance.
Validation ensures that you do not post out of balance and verifies security access rights. For more information
about batch validation, see “Validating Batches” on page 38.

If the program does not validate the batch successfully, view the validation report to determine the corrections
you need to make. After you correct the transactions in the batch, you can try posting it again.
» Posting a batch from Journal Entry

All batches must be approved before posting if the business rule requiring approval is marked. For more
information about batch approval, see “Approving Batches” on page 37.

1. On the navigation bar in General Ledger, click Journal Entry. The Journal Entry page appears.
2. Open the batch to post. The batch record appears.

4% Regular Batch 38 =]
File Edit “iew Batch Favortes Tools Help

ESaveandElosev| = X||ﬁ §| o =

e =[5 el |

D escription: IHaiser's Edge - 11/26/2002 Statusz: IDpen ﬂ Hide detail |
Default zek: I ﬁl ¥ Autoratically create balancing interfund entries
Batch Maotes: ;I
[~
Account number Account dezcription Post date Encumbran... | Debit Amount | Cre =
1
2 |01-5200-02 Office Supplies-Development 11/26/2002  Regular $100.00
3 |01-5200-02 Office Supplies-D evelopment 11/26/2002  Regular
4 |01-5200-02 Office Supplies-D evelopment 11/26/2002  Regular $50.00
5 |01-5200-02 Office Supplies-D eveloprmert 11/26/2002  Reqular hd
A I I »

Distribution I Aftributes I ﬂotesl

Load Distribution  Distribute Evenly  Delete Al Adjust Total ISR Aot
Froject ID I Class Mission Spendable... | Performance IAmount I Percent |
| 1005 Unrestricted Met Azzetz None Spendable $100.00 100.0000
Trangaction 1 01-5200-02 Remaining: $0.00 [0.0000%]
|Press F7 ta zoom |Debits: $300.00 | Credits: $300.00 |Balance: $0.00 | 4

3. Select Batch, Post Batch. A message appears, confirming you want to continue. To begin posting the
transactions, click Yes.

The Financial Edge

Are pou sure vou want to post this batch?

I~ Do not show this message again

4. A message appears stating whether the post succeeds or fails. Click OK.
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5. The post report preview screen appears or the report prints, depending on the Journal Entry report
options marked in Options. If the preview screen opens, you can view and print the report. Once you are
done, close the report to return to the batch record.

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

7. The batch record appears with the status of “Posted” and the batch details, transactions, and
distributions are locked.

i The Financial Edge
File Edit Wiew Go Favoites Tools Help

* Back & Eopvverd I Community Services Inc. T = General Ledger ~

Shorteuts «* Journal Entr‘l

MNew Regular Batch Open Delete Fost Prnt Egport Find.. Change Batch Slatus...‘

Batch type'lﬂegular Batch ﬂ Batch status: IDpen and posted batches j

Step 7: Using Accountability Summaries

You can run the Accountability Summary from a Raiser’s Edge gift record. With the Accountability Summary, you
can communicate to constituents how gifts they donate to your organization are used. You can tell constituents
what their gifts are used for or what they are budgeted to be used for. Also, you can tell constituents how money
is being spent or budgeted for funds to which they donate.

Note: Loss and transfer accounts and budget scenarios can also be included.

The summary determines how a gift was spent by first determining the fund associated with the gift. Based on
the gift type, the summary determines the project associated with the fund. Finally, the summary determines the
account transactions associated with the project, and adds the transaction amounts using the unique attribute
table values used to group the accounts.

Accessing Accountability Summaries

Warning: To run the Accountability Summary, The Financial Edge must be installed on the same workstation
as The Raiser’s Edge, and you must have logged into The Financial Edge at least once.

You can access the Accountability Summary from a gift record in The Raiser’s Edge. The Accountability Summary
displays information for all gifts contributed to a project.
» Accessing an Accountability Summary
1. On the navigation bar, click Records. The Records page appears.
2. Click Gifts. The Gifts page appears.



3. Open a gift record.

:_aﬁi“ for Mark D. Adamson
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=[]
File Edit | View Gift Favortes Tools Help
savea  Columms @|N Y u|_>-||%-|&-|| ?-|%. |
v Gitt |v  View GL Distrbution | Matching Gifts | Trbute | Atributes | Spit Gift
5= [legend
Gift Reference: I g
2
Gift sut 8 _'Ioom Acknowlzdge: INot Acknowledged j I EI

Gift date: IDB.-"'I 542004 E|l
Amaunt: |$50.DD EJI

Campaign: IAnnuaI Campaign jﬁl
Fund: |2004 Annual Fund jﬁl
Appeal; I jﬁl
Package: I jﬂl

w Solicitars ||Audre_l,l Lorenz; Ellen Crenshaw vI ﬁl

v Letter ” v- Benefits I

Fieceipt: [Feceipted =] [oe1E/2004 =1
Receipt amt/no.: |$SD.DD ﬁl I

Pay method: |pe,sona| Check =l ElERT Check no. /date: |1 23 06/13/2004 |
Barik: I ~[iAl
|Date added:
| Press F7 for table lookup, F2 for default walue, Shift+F2 for all defaults |?

From the gift record menu bar, select View, Summaries. Select Accountability Summary. The program

calculates information and the Accountability Summary appears. For more information about the tabs
and fields on the Accountability Summary, see “Using the Accountability Summary Tabs” on page 44.

Accountability Summary for Gift [ %]

File Edit “iew Summary Help

[Cx] Clase |§||?'

Breakdown: IFund A 'l
Date Range: IThis calendar year 'l

Distribution far:

Actual Gift Distribution for Fund A

Gift Amount = $100.00

LD (T _—$30.00 (30.00%)
$50.00 (50.00%)
M Clothing Shetter [l Food

= Gift anly

Start D ate: ID‘I A0142004 Nl

" Fundonly & Gift and Fund

End Date: |‘|2.-"31 J2004 Nl

Actual Distribution for Fund A

Fund Amount = $10,000.00

$2,000.00 (20.00%) —$3,000.00 (30.00%)
$5,000.00 (50.00%)
M Clothing Shetter [l Food
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Using the Accountability Summary Tabs

The Accountability Summary can have one or two tabs, depending on selections on the General Ledger page of
Configuration in The Raiser’s Edge. The Budgeted Distribution tab appears only if you marked Show Budgeted
Distribution and selected an entry in the Budget Scenario field. Each tab has several features you can use to

determine the output of the summary.

Actual Distribution Tab
When you select Summaries, Accountability Summary from the View menu of a gift record, the summary
appears as a pie graph. One graph appears if you mark either Gift only or Fund only. Two graphs appear if you

mark Gift and Fund.
Accountability Summary for Gift
File Edit “iew Summary Help

Elose|§||?' |
Break dowr: IFund A 'l Distribution for:— * Gittorly Fundonly € Gift and Fund
Date Range: IThiS calendar year vl Start Date: IDUD‘I J2004 EI End Date: |12x’31 f2004 m[

| Budgeted Distribution I

Actual Gift Distribution for Fund A

Gift Amount = $100.00

$20.00 (20.00%) —_

—~—%30.00 (30.00%)

$50.00 (50.00%) —

B Clothing shetter [l Food

Note: If you use attribute table values consisting of only numbers in The Financial Edge, they appear with the
tilde symbol (~) before them on the summary graph. The Raiser’s Edge adds this symbol to help differentiate
the numbers to display in the graph from the numbers in the attribute’s description.

The attribute table values you assigned to accounts in The Financial Edge appear as labels on the graph. The
actual amount and percentage of each attribute table value appear in the graph results. For a specific gift, some
account attribute table values may yield an actual value of zero and do not appear.
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From the menu bar, you can select Summary, Graph View to see the summary as a pie or bar graph. Also, you can
select Summary, Table View to view the summary in a grid. If the summary includes numerous attribute values,
you may find that viewing it in a grid makes it easier to read.

Accountability Summary for Gift
File Edit “iew Summary Help

Elose|§||?' |
Break dowr: IFund A 'l Distribution for: ¢ Gittorly Fund only € Gift and Fund
Date Range: IThig calendar year vl Start Date: IDUD‘I J2004 EI End Date: |12x’31 f2004 Hl

A J|
Amount given ta Fund A: $100.00
Category I Gifk Amounk I Fund Amaunk | Percentage
|| Clathing 435,00 $21,000,00 35,00%
|| |5heler $40.00 $24,000.00 40.00%
| |Food 425,00 $15,000,00 28.00%
K 2

Note: From all tables, you can right-click and select to export. For example, you may export this accountability
summary information to share with your constituents how their contributions are used.

In the grid, the visible columns depend on the Distribution for option marked. The columns can include Category
(the attribute table value assigned to accounts in The Financial Edge), Gift Amount per category, Fund Amount
per category, and Percentage of gift per category.

The fields and options available for the Accountability Summary are:

Breakdown. In the Breakdown field, select how to break down the results of the summary. If the gift is
associated with more than one fund, you can select to view breakdowns by each fund.

Distribution for. To view information for only the open gift record and not the funds with which it is associated,
mark Gift only.

To view information for only a fund with which the gift is associated, mark Fund only.

To view information for both an associated fund and the gift at the same time, mark Gift and Fund. The
information appears in separate graphs or in separate columns in the table view.

Date Range. In the Date Range field, select the dates to include in the summary. If you select <Specific range>,
the Start Date and End Date fields are enabled so you can establish the range.

In the Accountability Summary, date ranges are based on the fiscal year. Accountability Summary results do
not span multiple fiscal years. For example, when you select <Specific range> in the Date Range field and
enter start and end dates, The Raiser’s Edge first determines the fiscal year which the selected start date
falls. The Accountability Summary then includes only those transactions that are both in the selected date
range and part of the same fiscal year as the start date.
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As another example, the fiscal year may be from June 1 to May 31. If on July 12, 2002, you run an
Accountability Summary and select the calendar year as the date range, The Raiser’s Edge uses January 1,
2002 as the start date and includes only transactions occurring between then and May 31, 2002. The
summary would not include transactions from June 1 to July 12 because those days are not part of the same
fiscal year as January 1, 2002.

Start Date. The Start Date field is enabled only if you select <Specific range> in the Date Range field. Enter the
start date for the range you want to establish.

End Date. The End Date field is enabled only if you select <Specific range> in the Date Range field. Enter the end
date for the range you want to establish.

Budgeted Distribution Tab

This tab appears only if you select a valid budget scenario on the General Ledger page of Configuration in
The Raiser’s Edge. The initial default view is of the pie graph. One graph appears if you mark either Gift only or
Fund only. Two graphs appear if you mark Gift and Fund.

Note: A budget scenario is a single version of an organization’s budget for a given fiscal year. You can have
multiple budget scenarios if you have the optional module Budget Management in The Financial Edge. For
example, you can create a scenario of your original budget and also create scenarios for various revisions of
that budget.

The information displayed in the graph is based on projected spending established in the selected budget
scenario. A budget scenario is a single version of an organization’s budget for a given fiscal year. You can create
multiple budget scenarios if you have the optional module Budget Management in The Financial Edge. For
example, you can create a scenario of your original budget and also create scenarios for various revisions of that
budget. For more information about budget scenarios, see the Records Guide for General Ledger.

Accountability Summary for Gift
File Edit Yiew Summary Help

Close|§||?' |
Ereakdown: I Fund & 'I Distribution far. (&
Diate Range: |_This calendar yer 7] Start Date: |mmwzun4 = End Date: |12a’31f2004 |

Actual Distribution  Budaeted Distribution I

" Fundonly ¢ Gift and Fund

Budgeted Gift Distribution for Fund A

Gift Amount = $100.00

$20.00 (20.00%) —._

_—$30.00 (30.00%)

$50.00 (50.00%) —

B clothing shetter [l Food

From the menu bar, you can select Summary, Graph View to see the summary as a pie or bar graph. Also, you can
select Summary, Table View to view the summary in a grid. If the summary includes numerous attribute values,
you may find that viewing it in a grid makes it easier to read.
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The attribute table values you assigned to accounts in The Financial Edge appear as categories in the grid. The
actual amount and percentage of each attribute table value appear in the grid results. For a specific gift, some
account attribute table values may yield an actual value of zero and do not appear.

In the grid, the visible columns depend on the Distribution for option marked. The columns can include Category
(the attribute table value assigned to accounts in The Financial Edge), Gift Amount per category, Fund Amount
per category, and Percentage of gift per category.

The fields and options available for the Accountability Summary are:

Breakdown. In the Breakdown field, select how to break down the results of the summary. If the gift is
associated with more than one fund, you can select to view breakdowns by each fund.

Distribution for. To view information for only the open gift record and not the funds with which it is associated,
mark Gift only.

To view information for only a fund with which the gift is associated, mark Fund only.

To view information for both an associated fund and the gift at the same time, mark Gift and Fund. The
information appears in separate graphs or in separate columns in the table view.

Date Range. In the Date Range field, select the dates to include in the summary. If you select <Specific range>,
the Start Date and End Date fields are enabled so you can establish the range.

In the Accountability Summary, date ranges are based on the fiscal year. Accountability Summary results do
not span multiple fiscal years. For example, when you select <Specific range> in the Date Range field and
enter start and end dates, The Raiser’s Edge first determines the fiscal year which the selected start date
falls. The Accountability Summary then includes only those transactions that are both in the selected date
range and part of the same fiscal year as the start date.

As another example, the fiscal year may be from June 1 to May 31. If on July 12, 2002, you run an
Accountability Summary and select the calendar year as the date range, The Raiser’s Edge uses January 1,
2002 as the start date and includes only transactions occurring between then and May 31, 2002. The
summary would not include transactions from June 1 to July 12 because those days are not part of the same
fiscal year as January 1, 2002.

Start Date. The Start Date field is enabled only if you select <Specific range> in the Date Range field. Enter the
start date for the range you want to establish.

End Date. The End Date field is enabled only if you select <Specific range> in the Date Range field. Enter the end
date for the range you want to establish.

Step 8: Using Transaction Codes on Appeals
and Events

Note: To use transaction codes on appeal and event records, The Financial Edge must be installed on the same
workstation as The Raiser’s Edge, and you must have logged into The Financial Edge at least once.

When you configure an interface between The Financial Edge and The Raiser’s Edge, to avoid having to track
expenses in both programs, you can record event (when you have the optional module Event Management) and
appeal expenses in the Financial Edge and view these expenses in The Raiser’s Edge. A Financial Edge
Transaction Code field and a View GL Expenses button appears on both types of records in The Raiser’s Edge.
You can use the field and button to view applicable expenses from The Financial Edge General Ledger. For more
information about the Expense Tracking Options box, see “Connecting the Raiser’s Edge and Financial Edge
databases” on page 5.

Note: Transaction codes are available with The Financial Edge optional module Projects and Grants.
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When you choose to record your event and appeal expenses in The Financial Edge, you can still use the top grid
on the Expenses tab of the event record and the grid on the Attributes/Expenses tab of the appeal record.
However, you should enter only the event expense information you do not want to track in The Financial Edge.

» Viewing Financial Edge expenses for an appeal

Note: When you interface the two programs, we strongly recommend you create a separate transaction code
in The Financial Edge to track your Raiser’s Edge appeal expenses.

When you configure an interface between The Financial Edge and The Raiser’s Edge, you can assign
Financial Edge expenses to an appeal and view the expenses from the appeal record. For more information
about configuring the interface between the two programs, see “Step 2: Setting Up the Raiser’s Edge and
Financial Edge Interface” on page 5.

When you choose to record your appeal expenses in The Financial Edge, you can still use the grid on the
Attributes/Expenses tab, but you should enter only the appeal expense information you do not want to track
in The Financial Edge. The expenses you enter here do not integrate with Blackbaud’s Financial Edge General
Ledger.

This procedure shows you how to view Financial Edge expenses from an appeal record. Use these same steps
to view Financial Edge expenses from an event record (when you have the optional module Event
Management).

1. On the Raiser’s Edge bar, click Records.

2. Click the Appeals link.
3. Click Open an Appeal. The Open screen appears.
4. Select the appeal for which you want to view Financial Edge expenses and click Open.
5. The Appeal record appears. Select the Attributes/Expenses tab.
f% Annual Mailing =] B3
File Edit Yiew Appeal Favaortes Toolz Help
ESaveandClose'|u|5&|N L N|—>-||Q‘ ?'|%' ‘
W Qeneral' Campaigns' Fugdsl F'acl_(agesl Actions  Attributes/Expenses I
Category s I Description I Shart Desc, I Date I omments
— Expenze
Copy From... |
Expense Package Comment Date Amount I Budgeted |

Financial Edge Transaction Code | Annual Mailing j Wiew GL Expenzes |

Note: You can apply the transaction code value you select in the Finanical Edge Transaction Code field to all
gifts for the appeal when posting to The Financial Edge. Mark the Apply Transaction code associated with gift
appeal when posting checkbox on the General Ledger screen in Config. If a transaction code has been selected
on the fund record, that transaction code is used when posting rather than the one on the Appeal/Expenses
tab. For more information about selecting a transaction code on the fund record, see “Step 3: Linking Financial
Edge Accounts, Projects, and T-Codes to Raiser’s Edge Funds” on page 12.
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After you configure the interface between The Raiser’s Edge and The Financial Edge, when you add and
save an appeal, that appeal name is added as a Financial Edge code table value for the transaction code
you selected in The Raiser’s Edge Configuration. This new code table value automatically defaults in the
drop-down list in the Financial Edge Transaction Code field on the Attributes/Expenses tab of the appeal
record.

Financial Edae Tranzaction Eu:u:lel Annual Mailing j Wiew GL Expenzes |

Any other transaction code values you previously set up are also present in the drop-down list.

6. Click the View GL Expenses button. The Expenses from Financial Edge General Ledger screen appears.

Annual Mailing Expenses from Financial Edge General Ledger
I - T - 2 2 = =
et = it s
‘emdor Mame | Transaction Type | AMOLNE | Date I Mumber: | Skatus |Descripti0n ]
=lnknown = Journal Enkry £5075.55 nfa nfa nja nja
AlphaGraphics Invoice $225.00 10f15f02 0254365 Paid
AlphaiGraphics Credit Memo ($95.00) 101802 02-000147
Charleston Printing  Invoice §210.15 12f02f02 113725 Paid
4| i
Total Expenses from General Ledger: $5 511,00

The grid on the Expenses from Financial Edge General Ledger screen displays all expenses (transactions)
tracked in The Financial Edge General Ledger that are associated with the entry appearing in the
Financial Edge Transaction Code field. For more information about associating transactions with code
tables in The Financial Edge, see your Financial Edge user guides.

The grid displays a description for each transaction type of credit memo, invoice, and one-time check.
The display under the grid shows the total amount of the expenses (transactions) appearing in the grid.

If the source of a transaction cannot be traced to a credit memo, invoice, or one-time check, <Unknown>
appears in the Vendor Name column, and Journal Entry appears in the Transaction Type column. The
Amount appears as the sum of all transaction amounts that cannot be traced to a credit memo, invoice,
or one-time check. No date, number, or status appear.

On the Expenses from Financial Edge General Ledger screen, when you select a row in the grid with a
known transaction type and click Open. The selected invoice, credit memo, or one-time check opens.

When you select the <Unknown> row and click Open on the action bar, the Expense Transactions from
Financial Edge General Ledger screen appears displaying information for all the General Ledger
transactions that cannot be traced back to an invoice, credit memo, or one-time check.

Annual Mailing Expenze Tranzactions from Financial Edge General Ledger

B - T - 2 2 N

et = it
A oLt Account Description Transaction number | Debit/Credit Amournt Journal
01-5200-01 Office Supplies - Administrstion 21-10 $33.95 Journal Entry
01-5200-01 Office Supplies - Administration 3-067 Debit $40.00 Accounts Payvable
01-5460-01 Printing - Administration 22-077 Debit $5001.90 Accounts Payable

K i

Total Expenses from General Ledger: $5075,85
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10.

11.

12.

On the Expense Transactions from Financial Edge General Ledger screen, an Open button is available on
the action bar. When you make a selection in the grid and click Open, that General Ledger transaction
record opens.

Click Close to exit the transaction record and return to the Expense Transactions from Financial Edge
General Ledger screen.

When you finish viewing transaction information, click Close to exit the Expense Transactions from
Financial Edge General Ledger screen and return to the Expenses from Financial Edge General Ledger
screen.

Click Close to exit the Expenses from Financial Edge General Ledger screen and return to the appeal
record.

Click Save and Close to exit the appeal.

Reconciliation Tools

This section provides an overview of the capabilities in the integrated Raiser’s Edge and Financial Edge programs
you can use to help you in reconciliations.

Viewing Source Gift Transactions

After posting, you can drill down from the Activity tab of an account or project record in The Financial Edge
directly to a gift record in The Raiser’s Edge to view the source transaction.

» Viewing Raiser’s Edge source transactions from account records in The Financial Edge

You can access source transactions from the Activity tab of account or project records. For this procedure, we
use an account record.

1.
2.
3.

On the navigation bar in General Ledger, click Records. The Records page appears.
Click Accounts. The Accounts page appears.

Open an account record for a project you have set up to integrate with a Raiser’s Edge fund and for
which you have posted associated gifts.

4. Select the Activity tab.

In the filters above the grid, make selections to determine what appears in the grid.

In the grid, double-click the row for the time period containing the account transactions. The
Transactions screen for the selected time period appears.
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On the Transactions screen, you can access information for individual transactions. If you posted from

The Raiser’s Edge with a journal code of Raiser’s Edge, you can easily view the Raiser’s Edge transactions
with “Raiser’s Edge” appearing in the Journal column.

U Transactions for 01-4150-01 - Contributions-Administration

Transactions for period 10 in fiscal year 2002
Display details M = E iew Transaction ce  Hide Distribution Lolurns

07j06/2005  42-2 Raiser's Edge Sadler - Cash $200,00 FEZ 259
L] | I
Trarsaction Distribution for transaction 42-1 Credit for $200000
Project ID IPrnjatt Dascriptmnl Class I [Mission Spendable/Mon-... | Petformance Amounk | Percent I
1001 Annabelle Johns... Unrestricted Met ... Mone Spendable $200.00 100,000

Total debits: $750.00

Total credits: $750.00

Close

To view the transaction details, select a row in the grid and click View Transaction on the action bar. The
Transaction screen for the selected transaction appears.

0f Tranzaction 42-1

[ x|
File Edit %iew Transaction Toolz Help

ESaveandElosev|u X| K 4 » N| | ? - |
Acoount: |D1 -4150-01 Contributions-2dministration

Fieference: ISadIer - Cash

Tranzaction type: lm Encumbrance status: I Fiegular j

Amount: IEIQDDDD— Jourmal: I j

Post date: ID?.-"DB.-"2DDS Paosted Reverse on: I

Attributes I Hotes I

Ll Distribute by: TG
Project [D I Class Migsion Spendablel... | Performance IAmount I Percent I
| 100 Urrestricted Met Azzets Mone Spendable $200.00 100.0000

Tranzaction 1 07-4150-01 Femaining: $0.00 [0.0000%]

Note: View Source is enabled only if you posted the transactions in Detail or Summary(Cash/AR Only). You
must have a user license and be logged into The Raiser’s Edge to open the gift record.
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8. To view the original gift record in The Raiser’s Edge, select a row and click View Source on the action bar.
The gift record appears.

P Gift for Hanis F. Sadler HE =
File Edit “iew Gift Favortes Tool: Help
ESaveandCIose'|u|§'@'@|N 1« » N|—" %' & | ?- & |
¥ Gift | v Miscellaneous | Soft Credt | Matching Gifts | Tribute | Attributes | Splt Gitt
‘ Constituent: IHanis Sadler QI D: 75
Gift type: ICash j Reference: I g
Gift subtype: I j Acknowledge: IAcknowIedged j ID?HDBQDDSEI
Gift date: [[77/05. 2005 | v Letier|[Personalced Tha =[] Berefis |
Amount: [20000 @l Receipt: [Feceipted =] 070672005 =]
Campaigr: [£nrvisl Campaian [ Receipt amt/ne.: [$10,000.00 1] [eeee
Fund: [2005 Annual Fund =]
Appeal I jﬂl
Package: I jﬂl
Solicitars “ jﬁl
Pap method: | Personal Check == e Check no./date: [3300 07/06/2005 |
Earik: I - |3
|Date added:
| Press F7 for table lookup |

» Viewing Raiser’s Edge source transactions from project records in The Financial Edge

You can access source transactions from the Activity tab of account or project records. For this procedure, we
use a project record.

1. On the navigation bar in General Ledger, click Records. The Records page appears.
2. Click Projects. The Projects page appears.

3. Open a project record for a project you have set up to integrate with a Raiser’s Edge fund and for which
you have posted associated gifts.

Select the Activity tab.
In the filters above the grid, make selections to determine what appears in the grid.

6. Inthe grid, double-click the row for the category containing the account transactions. The Account
Summary screen for the category appears.
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7. On the Account Summary screen, select the row for the account containing the transactions and click
Account Detail on the action bar. The Account Detail screen appears.

I, Account Detail

Transactions for 01-4150-01 from 01./01/2002 through 12/31/2002

ce  Hide Distribution

_[5]%]

Account ca.,

Journal
Edge

VEMLE Sadler - Cash

Journal reference

| Debit Amount | Credit &

& +3
07/06f2005  42-2 01-4150-01  Contribution... Revenue Raiser's Edge  Sadler - Cash $200.00

L] | |
Trasaction Distribution for transaction 42-1 Credit for $200000

Praject 1D IPrnjatt Dascriptmnl Class I Missian SpendablefMan-... | Performance Amaunt | Petcent I
1001 Annabelle Johns,,, Unrestricted Met .., Mone Spendable $200,00 100,000
Total debits: $750.00 Total credits: $750.00

Cloze

On the Account Detail screen, you can access information for individual transactions. If you posted from

The Raiser’s Edge with a journal code of Raiser’s Edge, you can easily view the Raiser’s Edge transactions
with “Raiser’s Edge” appearing in the Journal column.

To view the transaction details, select a row and click View Transaction on the action bar. The

Transaction screen for the selected transaction appears.

Uf. Transaction 42-1

File Edit “iew Transaction Toolz Help

ESaveandElosev|u X|N 4 »

[ 2-

Account: Jo-4150-01

Iﬂl Contributions-Administration

Fieference: ISadIer - Cash

Transaction type: IEredit 'I
|$2DD.DD
ID?HDBQDDS Posted

Abtributes I Motes I

Amaurt:

Post date:

Encumbrance status: I Fegular j
Jiourtial: I j
Reverse on: I

Distribute by: DS

Project 1D I Class Mission

Spendable/... | Performance I Amount

I Percent I

| [1001 Unrestricted Net Aszets None

Transaction 1 01-4150-01

Spendable

$.200.00 100.0000

Femaining: $0.00 [0.0000%]

Note: View Source is enabled only if you posted the transactions in Detail. You must have a user license and be
logged into The Raiser’s Edge to open the gift record.
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10. To view the original gift record in The Raiser’s Edge, select a row in the grid and click View Source on the
action bar. The gift record appears.

P Gift for Harris F. Sadler MmE B3
File Edit “iew Gift Favortes Tool: Help

ESaveandCIose'|u|§' @-@|N 4« » DI|—"||%' @

¥ Gift | v Miscellaneous | Soft Credt | Matching Gifts | Tribute | Attributes | Splt Gitt

Cllet| 2 -

u- |

‘ Constituent: IHanis Sadler QI I0: 75

Gift type: I Cash

Feference: I g
Acknowledge: [Acknowledged || [07/06/2005 B
Gift date: [[77/05. 2005 | v Letier|[Personalced Tha =[] Berefis |
Amount: [20000 @l Receipt: [Fieceipted =] [07 /082005 =]

Campaigr: IAnnuaI Campaign

Ll <

Gift subtype: I

Recsipt amt/ne.; [$10,000.00 e | B

Fund: |2E|05 Annual Fund

sl
sl
Appeat | =)
sl
RMEY

Package: I

Solicitars | I

Pap method: | Personal Check == e Check no./date: [3300 07/06/2005 |
Bank: I - [

| [Date added:

| Press F7 for table lookup

Running Reports

Note: You can save a report to ensure you run a consistent report each time you need it.

Reports in The Raiser’s Edge and The Financial Edge that may be particularly useful in reconciling gift information
in The Raiser’s Edge to General Ledger include:

Account Distribution Report. The Account Distribution Report provides a breakdown of gifts by General
Ledger accounts. The report provides the posting status of gifts and shows debit and credit amounts. The
report shows posted and/or unposted gifts, constituent names, gift dates, the fund associated with each gift,
debit and credit amounts, General Ledger account number, and a total for debits and credits.

Note: For more information about these reports, see the Reports Guide and the Sample Reports Guide for
The Raiser’s Edge.

The Account Distribution Report is located in Financial Reports in Reports in The Raiser’s Edge.

General Ledger Audit Report. The General Ledger Audit Report tracks any posted activity deleted from
The Raiser’s Edge. The report includes the name of the constituent, gift type and date, name of the fund
associated with the gift, and any information specific to pledges and stocks.

The General Ledger Audit Report is located in Financial Reports in Reports in The Raiser’s Edge.

General Ledger Report. The General Ledger Report has many capabilities for providing transaction activity for
accounts. On the Filters tab, you can include only transactions with a Journal code of Raiser’s Edge or any
unique journal code you define. For more information about journal codes, see “Defining a journal code for
The Raiser’s Edge” on page 18.

The General Ledger Report is located in Account Reports in Reports in General Ledger. For more information

about reconciliation and procedures for running these reports, see the Subsidiary Reconciliation Guide in the
Financial Edge documentation.
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Converting Pledges to Recurring Gifts

If you post pledges, please be aware that converting current pledges to recurring gifts can cause duplicate entries
to General Ledger when the associated recurring gift payments are posted. To ensure that duplicate transactions
are not entered to General Ledger, do not post pledges that you intend to convert to recurring gifts.

If you currently post pledges and would like to convert them to recurring gifts, we recommend that you decide on
a starting date at which point you will begin converting pledges to recurring gifts. On that date, stop posting
pledges. If outstanding pledges exist, do not convert them. Instead, post them as you would before the starting
date. For efficiency, you can create a query to determine which pledges should be converted.

Once you are no longer posting pledges, you should determine the best way to handle the debits and credits
made to General Ledger, which result from pledge payments and recurring gift payments.

For more information about converting pledges to recurring gifts, see the Gift Records Guide in The Raiser’s Edge
documentation.

Creating New Accounts Payable Vendor
Records from The Raiser’s Edge

Note: To add new Accounts Payable vendor records from The Raiser’s Edge, The Financial Edge must be
installed on the same workstation as The Raiser’s Edge. For more information about installing The Financial
Edge, see the Installation Guide. For more information about integrating The Financial Edge with The Raiser’s
Edge see “How Does Integration Work?” on page 2.

The Raiser’s Edge makes it easy to create new Accounts Payable vendors in The Financial Edge. After you have
integrated The Financial Edge with The Raiser’s Edge, you can create a new Accounts Payable vendor for
individuals or organizations from The Raiser’s Edge constituent record. For example, you track the distributions
of the Smith-Brown Scholarship Fund in The Financial Edge. The newest scholarship recipient is Frederic Gaskins;
however he does not have a record in The Financial Edge. You open Frederic Gaskins constituent record in

The Raiser’s Edge and add his record to The Financial Edge as an Accounts Payable vendor. Now you can pay his
scholarship and create an invoice. Instead of manually entering his information in The Financial Edge, you send
his constituent information from The Raiser’s Edge to a new vendor record in The Financial Edge.

» Creating a new Accounts Payable vendor from a constituent record in The Raiser’s Edge
1. On The Raiser’s Edge bar, click Records.



56 CHAPTER

2. Click the Constituents button. The Constituents page appears.

[& The Raiser's Edge

[_[5]
Fle Edt View Go Favortes Tools Help
€ Back % P | Open in separate window
ey o :
it Home i Records» Constituents:
g
| 2
Gifts C I
ohstituents
Actions
Campaigns ) -
Funds e New Individual I‘EF Cpen a Constitent
Appeals _
(e e @ ey, Organization
Jobs
Events Recently Accessed Records Quick Find
Frederic Gaskins
Max G, Taor @
Melanie Taylor
A, Andrevs
Robert C, Hernandez
Autumn L. Compton
Kathlesn R. Bently
Lucy &. Avdeenka
Otto 5. Montgomery
Laura Holt
\Welcome to The Raiser’s Edge 7 ’

Note: You can also open a constituent from Recently Accessed Records, open a constituent from Quick Find,
or create a new constituent record by clicking New Individual or New Organization. For more information
about opening constituent records, see The Raiser’s Edge Constituent Data Entry Guide.

3. Click Open a Constituent. The Open screen for constituents appears.

4. In the Find Constituents that meet these criteria frame, enter the criteria you are using to search for the
constituent. The criteria you can use includes the constituent’s first or last name, ID, Social Security

Number, membership ID, bank account number, address lines, city, state, ZIP, graduating class, and credit
card number.

ii, Open

Find: IConstituent j Search uzing query: |<Default>

B
]

fARR b LN

&l Open

Cancel

7] Add New
Find Constituents that meet these criteria;
Optionz
Last/Org name: IGaskins j Address lines: I j
First name: IFrederic j City: I j
Constituent [D: I j State: I j i Find Mow
55N | =] 2P| =l Mew Search
Membership 1D: I j Clazs of: I j [ R —
Bank acct. no.: I x| Credicad no: I =l

¥ Displap inactive constituerts [~ Check spouse name [ Exactmatch onlp [T Check nickname
I™ Display deceazed comstituents [ Check aliases I~ Check contact narme Expand Besults




AN INTEGRATED SOLUTION FOR NONPROFITS 57

5. After you enter your search criteria, click Find Now. The program searches your database and displays all
constituents who meet your search criteria.

ii. Open

H

Find: IConstituent j Search using queny: |<Default> [ k=

Constituent Mame Address Block City, State Constitue. .. (¢ Open

Cancel

1 Add Mew

Find Constituents that meet these criteria:

Options

Last/Org name: |Gaskins Address lines: |

[
First name: |Frederic j City: |
=

j
j
Constituent 1D: I - State: I j itk Find Mow
SSN:I j ZIF‘:I j Mew Search
Membership 1D I j Class of: I j Previous Search
Bark acct. no.: | Credit card no.: -
| = | =l

¥ Display inactive constituents [ Check spouse name [~ Exactmatchonly [~ Check nickname
[T Dizplay deceased constiuents [ Check aliases [~ Check contact name Expand Besults

AR

| 1 record found.

6. Inthe grid, select the constituent record you want to open.

Note: If the constituent record is new, or if you have made changes to the record, click Save on the toolbar.

7. Click Open. The constituent record appears.

# Frederic Gaskins [ (O] ]
Eile Edit Yiew Constituent Letter Fawortes Tools Help
P saveandCiose~ B[S~ - 8-/« » n| o[ 2@ Y e 2 28 G- 8- |
v Achions I Honor/Memorial I Yoluntesr I Frospect I Mempbership Events I
vBinl | vBio2 | v Addesses | o Addessces/Salutations | v Pelafionships | Appeals | Notes | Gifts | Atvbutes | Meda
i~ Biographical i~ Preferred Address - Home
Last name: IGagkins Aliages Countw:lUmled States j Maore... I
Fist name: [Frederic Addiess lines: [ 3536 Caniage Creck =
Middle narme: I =
Titles: IMasler j I j C't-V-IE“ge”E
SufﬁHES-I j I j State: |OF = | Oregan
Micknarne: IFleddie Z|P3|37404 !I DPC:I
Maiden name: | PhonesfEmailiLinks
e |8833 DNCI Type |NumberIEmai\ Addrsssl Shared? I
Hame S03-555-6262 hat Shared
Gender: [Male ] 5N [see5s6292
Birth date: |01/07/1931 =] Age:1E
[ Deceased? Diate: BI
1~ This constitugnt
Marital status: [Single -
I J I™ lzinactive ™ Iz a solicitor (et I
&II ™ Gives anorwmously I~ Has ro valid addresses
Solicit code: I ™ Requests no email
Student v Education | Business | Bank |
[ [ 03/09/2006

Note: If you are adding an organization as a vendor, you will select Constituent, Add this Organization as an
AP Vendor from the menu bar.

8. Confirm this constituent record is the one you want to add as a vendor. From the menu bar, select
Constituent, Add this Individual as an AP Vendor.
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= Frederic Gaskins

File  Edit “iew | Constituent Letter Favaortes Tools Help
[ 5ave and Clos M First Constituent |A|z'|? ﬂ‘ | ?'|8"@"' |

4 Previous Constituent

v Action: Wolunteer I Prospect I Membership I Events I
EETHIE RS == luiations | v Relatonships | Appeak | Motes | Gits | Attibutes | Media
Last Constituent
- Biographical— M Loet Consliuen ~ Preferred Address - Hom
Lastname: | 4 o 0n Aliases Country: [United States | Mae
First name: N
I B O, Address lines: | 3036 Carriage Creek =

=

Middle name: I St Credit fon Spouses Eits

Titles: l Merge.. 3 City: |Eugens
B i s Individual as ar state:[0R ] Dregen
Hicks B ZIP: (37404 &) DPLC:
name I Load Defaults from.. I _I I
Maiden name.l Ej Duplicate Search Phones/Email/Links
o o[ Type  [Mumber/Emal Address|  Shared?
Copy/Share Address from Constituent... Home S03-555-6262 Mok Shared

Gender: l Copy Prefened Address o Allemate
Birth date: l Validate with Addressdccelerator

vI

-

I ﬂ Address Lookup W
ﬂ - This cortituent

Marltal status: | F& S=nd Emal 2 =
I I~ Isinactive ™ Is & solicitor [t
MI [~ Gives anonymously I™ Has no valid addiesses

Solicit code: | [~ Requests no email

Student »/Educalionl Business | Bank |
| |

The Financial Edge New Vendor screen appeaEnter any additional information about this vendor. For more
information about entering vendor information, see The Financial Edge Records Guide for Accounts Payable.

"% New ¥endor =1

File Edit Wiew WYendor Favorites Tools Help
ESaveandClosev| = )(|B, ﬁll H 4 F M | % ‘|B||I§'

Mates | Higtory of Changes I Media I Actiong
Wendor I Activity I BRecuring I Purchaze Orders I Addreszes I EFT Bank Infarmation I Distributian I Aftributes

?- |

Wendaor name: |Frederic Lenny Gaskins

“Wendor ID: I Address: | 383 Carriage Creek ;I
Eugene, OR 57404

Statiiz IActiVe ;I

o

Customner number: I
Contact: | I

Tax |0 number: I

Pasition: [~ Print?
Termns: I vI !I I
Contack Type I Contact Number I
™ Creditlimi: | | |Home (507 555-6262
Payment method: ICheck ;I =
Fayment aptions: I Ore papment for all invoices LI Uger1D: I
Bank account: I j PIN: I
™ 1099 Wendor? (& 1039 Distribution. .. |
| | Active | 4

9. On the New Vendor toolbar, click Save and Close. You return to The Raiser’s Edge.

Resolving Duplicate Errors When Adding Constituent Records
as Accounts Payable Vendors

When you add a constituent record in The Raiser’s Edge as an Accounts Payable vendor, The Raiser’s Edge
examines your General Ledger to see if a duplicate record exists based on the vendor name. If a duplicate
record(s) exists, you have several options.
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Note: To add new Accounts Payable vendor records from The Raiser’s Edge, The Financial Edge must be
installed on the same workstation as The Raiser’s Edge.

¢ Associate a constituent record in The Raiser’s Edge with an existing vendor in Accounts Payable when a
potential duplicate is found.

¢ Add a new vendor in Accounts Payable when a potential duplicate is found.
¢ Add a new vendor in Accounts Payable when multiple duplicate records are found.
¢ Cancel and return to The Raiser’s Edge to research further.

» Associating a constituent record in The Raiser’s Edge with an existing vendor in Accounts Payable when a
potential duplicate is found

If you are not logged into The Financial Edge, a login screen appears asking you to log in.

1. From The Raiser’s Edge constituent record record menu bar, select Constituent, Add this Individual as
an AP Vendor. If there is a potential duplicate, a message appears.

2. On the toolbar, click Save and Close.

» Adding a new vendor record in Accounts Payable from The Raiser’s Edge when a potential duplicate is
found

If you are adding an organization as a vendor, you will select Constituent, Add this Organization as an AP
Vendor from the constituent record menu bar.

1. From The Raiser’s Edge constituent record menu bar, select Constituent, Add this Individual as an AP
Vendor. If there is a potential duplicate, a message appears.

The Raiser's Edge

¥ AnaPWendor record already exists with the name Fredenic Gazkin,
\-—'() Do pou want bo aszociate the active R aizer’s Edge Constituent record with the existing AP Wendor record?

2. Click No. A new message appears.

The Raizer's Edge E3

You have chosen hat to aszociate the existing records.
- If yau want ba create a new AP Yendor record with the zame name, click Ok,
If yau do not want ta take any action, click Catcel.

Cancel |

3. To create a new vendor record in Accounts Payable, click OK. The Financial Edge New Vendor screen
appears.
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4. Enter any additional information about this vendor. For more information about entering vendor
information, see The Financial Edge Records Guide for Accounts Payable.

"h Mew ¥Yendor M=l E3
Eile Edit Wiew WYendor Favorites Tools Help
ESaveandElosev|u )(|B.ﬁ|l( 1 » Nl% *|E|||§'|?' |
Motes | Higtom of Changes | Media I Actions
“endor I Activity I BRecurming I Purchaze Orders I Addresses I EFT Bank Information I Distribution I Attributes
Wendor name: |Frederic Lenny Gasking
endor 10 Address: 3536 Carriage Creek. ;I
I 4' Eugene, OR 37404
Statug: IActive LI _l
Cuztomer number:
I Contact: | |
Tax D number: | P |
ozibion: ™ Print?
Terms: I vI !I
Contact Type I Contact Mumber I
I Creditlimic: | | |Home {503) 555-6262
Payrment method: ICheck LI -
Payment cptions: IDne papment for all invoices LI User ID: I
Bank account: I j PIN: |
[ 1099 %ender? ¢ 1099 Distribution... |
| | Aclive | v

Note: If The Financial Edge finds potential duplicates when you click Save and Close, follow the business rules
you set up for Accounts Payable. For more information about Accounts Payable business rules, see
The Financial Edge Configuration Guide for Accounts Payable.

5. On the toolbar, click Save and Close. You return to The Raiser’s Edge.

If a duplicate record is found, but you are not sure if it is the same constituent, cancel adding the new
Accounts Payable vendor and return to The Raiser’s Edge to research further. After clicking No to
associating the active constituent record with the existing vendor record, click Cancel on the create a
new AP Vendor record with the same name message. You return to the constituent record.

If The Financial Edge finds more than one potential duplicate record in your database, you can select
from two options: create a new vendor record in Accounts Payable or cancel to return to The Raiser’s
Edge. To avoid creating duplicate vendor records, verify that the constituent record you are adding as a
vendor is new.

» Creating a new vendor record in Accounts Payable from The Raiser’s Edge when multiple duplicate records
are found

If you are adding an organization as a vendor, you will select Constituent, Add this Organization as an AP
Vendor from the constituent record menu bar.

1. From The Raiser’s Edge constituent record menu bar, select Constituent, Add this Individual as an AP
Vendor. If there are potential duplicates, a message appears.

The Raizer's Edge E2

Multiple AF Wendors exist with the name Fredenc Gaskins.
- If you want to create a new AP Wendar recard with the zame name, click Ok.
If wou do nat want to take ary action, click Cancel.

F Cancel |
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2. Click OK to create a new vendor record in Accounts Payable. The Financial Edge New Vendor screen
appears.

3. Enter any additional information about this vendor. For more information about entering vendor
information, see The Financial Edge Records Guide for Accounts Payable.

T New Yendor (- [O]x]

File Edit Yew “Wepdor Fawvorites Tools Help
E]Saveandclosev|u X|&5|K 4 » N|%¢|E||I§'|?' |
Motes | Hiztary of Chakhges | Media | Actionz
Wendor I Ativity I Becuring I Purchaze Orders I Addresses I EFT Bank Infarmation I Digtribution I Altributes
“Wendor name: |Frederic Lenny Gasking
Yendor |D: | Address: | 3536 Carriage Creek ;I
Eugene, OR 97404
Shatus: IActive LI "~
Custamer number: |
Contact: | |
Tax D number: | _ |
ozitian: [~ PFrint?
Terms: I v| !l
Contact Type | Conkack Murnber |
I Creditmit. | | |Home (50%) EE5-6262
Payment method: Icheck LI -
Fapment aptions: I One papment far all invoices LI User ID: I
Eark account: I j FIN: |
[~ 1099%endor? () 1099 Distribution. .. |
| | Achive | 4

Note: If The Financial Edge finds potential duplicates when you click Save and Close, follow the business rules
you set up for Accounts Payable. For more information about Accounts Payable business rules, see
The Financial Edge Configuration Guide for Accounts Payable.

4. Onthe New Vendor toolbar, click Save and Close. You return to The Raiser’s Edge.

Merging Records when The Raiser’s Edge Constituent Record
is Linked to an Accounts Payable Vendor

When you merge constituent records in The Raiser’s Edge or merge vendor records in The Financial Edge, you
may delete the existing link between The Raiser’s Edge and Accounts Payable. In The Raiser’s Edge when you
merge two constituent records, the record you enter in the Merge From field is the one deleted. If the record you
enter in the Merge From field is the one with the link to the Accounts Payable vendor, the link will be broken.

In Accounts Payable when you merge two duplicate vendors, the vendor record you enter in the Duplicate
Vendor field is the one deleted. If the vendor you put in the Duplicate Vendor field is the one linked to
The Raiser’s Edge constituent record, the link will be broken.

For more information about merging constituent records in The Raiser’s Edge, see the Constituent Data Entry
Guide. For more information about merging vendor records in Accounts Payable, see The Financial Edge
Administration Guide.
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