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Chart of Accounts

Access chart of accounts creation through the Navigator in Accounting Setup>Chart of
Accounts; or through the grey lady or “classic” menu in Maintain>Chart of Accounts

Codes

Baslc Transactions

Accounts Payable

Budgeting
e CHART OF ACCOUNTS

Session Manager
Enter your crganization’s chan of aceourts infarmation by segment. Because

ASBRemrtmg - the system uses a mars fexible table-driven chan of arcounts, codes
Report Kanager are sat up indepandently for each segment in your account structure.
Charting ACCOUNT CODRE COMBINATIONS

Add, edit, or delete valid account coge combinations depending on what
iz selecled using Administration=Crganization=Crganization Preferences.
Account code comiinations are used to define which combinations of
segment codes are valid ar invalid dusing tranasction entry.

Help and Support

g 7 DISTRIBUTICN CODES
y % Add, edit, or delete distripution codes that can e used within Accounting and
/ Payrodl. These codes are used to heip refine and expadite the transaction entry
process. The distrioution codes can be edited at any tirne and are based
on doilars, percentages or g combination theraof.

OFFSET ACCOUNT ASSIGNMENTS

Creale, edil, or delete offsetiing account assignments during transaction entry.
The oflzets can be edited at any time and are based on key segment code
triggers and account ivpes.

CLOSING ACCOUNT ASSIGNMENTS

Create, edit, or deiete closing account assignments which are usad during
the fiscal year close process as well as during the financial reporing
nseude ciose process. Closing account assighments are required before a
fiscal year close and itis highty recammended that you maintain these
assignments for financiai reporting accuracy as weil

- Nendors

Aeonte T i ey
Basle Transactions: S
SECETEEER T istrbution Codes

Accounts Payabie | bt Account Assignments

Budgeting - Closing Account Assignments

Sesaion Manager . Aecaunt Code Combinations F AC
SR i ‘2 g T TR iz atio:

LA SR Rarnnarting E ¥ M ke i amm e
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Segrment: Status:

Titte: o Short Title:

aceeunt Information
Account Type!

CURrrERCy:

Blesigration:

Form 990 Lire Mumber:
Last Used Check Mumber;

Chedk Reorder Point;

Reguired Acoount Assigrmerdts
Availabls [ Selected

The Wizard wilf bring up a series of boxes for you to fill out to create your account. Just
follow the instructions. The General Ledger codes are the most complicated to create.
In addition to the Segment, you will need to pick an Account Type.

The Chart of Accounts Wizard will guide vou through festing & new account and its assignments or
creating new assignments for arn existing account.

Tip: I you've already entered the segment and account type, press Next to go en.

yihat Segrivent would you Bre to wiork with?

S S S S e

o ————— e
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On the next screen you will assign a code number, title and short title.

What i the code, tifle and status of the account you are areating or the existing account code for which
you will be making assignments?

Tip: If you've already entered the code and description information, press Next togoon,

Codde? 9998 -
Tife: togt .Em'%ﬁ';e..

Short Title:

T P A e P

Next assign a designation (this allows use of the default financial statements) and a
Form 990 Line Number to generate the Form 990 financial information.

i \what is the designation, Farm 930 line number, Jzst check number and required account assignment far
3 this account code?

Tip: If you've already entered this information press Mext fo go on.

Dags bestexpense

Designation: :gg:gg Lo %Misc&llaneous

Form 950 Line Mumber: depr il ?::onferences‘_. conventions, and meetings
Last Check Murber:

Regulred Account dssignments

Available

The next screen is the most important one, and where the Wizard makes things easy.
Pick a model for your account to mimic so you will not have to create the offset
assignments, closing assignments and report assignments by hand. Pick wisely here.
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The wizard will automatically make assignments for this account,

e gagg - test expense

Assignments will be made based on a "madel” account which has already been assigned in other parts of
8 the system,
% What is the mode) anocount you would ke to use?
& Athletic Busing Expense

- Vhere would you bl 1o assign the aocount?
b ffoet hocount Assigrments . Financial Statement Asgignments
losing Account Assignments epart Group Assinnments

st Code Combirmions

g :
i = Bad: ] Pt o Finish . ]

Eventually you will get to the summary screen, and you will see how many assignments
the wizard did automatically for you.

The Chart of Avcounts Wivard Wil Create

 Mew Berounts: i 1

Offset Account Assignments:
Cloging Account Assignments: ! : e

Secount Code Combinations: * TR

‘Finandal Statement Assignmeants: i o

Report Group Assigriments:
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Basic Transaction Entry

The General Ledger account codes determine what other segment codes are required.
For revenues and expenditures, all segment codes are required. For balance sheet
accounts, the system verifies that segments designated as Fund and/or Balancing have
codes.

Revenue and Expense Required  Required Required  Required.

Net Assets/Equity Required Requirad Optional Required
Other Balance Sheel - Required Required Optional ‘Optiohal
Accounts ' ' Do

A transaction can be out of balance for a number of reasons.
+ Debits must equal credits within fund, balancing segment, entry type, and effective date.

On documents where a document amount field is available there are often checks to ensure that
the transaction lines reasonably match the document.

¢ Forinstance, when entering an AP invoice, the net credit amount to the "AP” account
must equal the invoice amount.

Incomplete information will prevent a document from being saved or posted.
» All segment values must be entered that are required by the transaction entry rules.
e Required document fields can be highlighted by navigating to your workstation settings
by going to Options > Customize Workstation Settings > Colors tab.

Users are not allowed to post to a period closed in the Organization Preferences > Entry Dates.

s The document and effective dates must be changed to an open period, or the entry
dates must be changed in Administration to allow the transaction to post.
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Distribution Codes

¢ Distribution Codes speed transaction entry and reduce both calculation and data
entry errors. They are used to aliocate transaction amounts across different
funds, programs, grants, etc. based on a fixed allocation template.

+ Invoke the Use Distribution Code window by clicking on the Use Distribution

Code auxiliary button.

ST
%

« (Choose the distribution code from the drop-down list or accept the default
distribution code if present.

= The description represents the transaction line description in the entry form.

* The date is the effective date of the transaction lines. The default value is the
document date and may be changed if necessary.

» The GL is the GL segment account used in the transaction lines created by the
distribution code.

» The amount to distribute is an amount greater than 0 to be spread by the
distribution code.

» The application will default to the expected Debit or Credit distribution based on
the transaction type. This setting can be changed.

e |f you were doing an AP!, CD or CDS transaction and pulling up a vendor with
default coding in the Vendor Maintenance record, the Distribution Code and/or
the expense GL would automatically populate. The same would happen with a
customer for ARB, CR or CRS transactions.

Lise DiSﬁ"ibUﬁDﬁ Code e e e e s e s

Distribution SHEIAME Food Tk EAHS{%MS Frvod Serdce Expenses
Code: S

Transaction
Description:

Data:

GL:

Amount g
Distribute;

- Distribute As

i i Debit
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The distribution code that will distribute the expense was previously set up and is shown
below. Notice, a distribution code contains all segments except the GL. So it can be

used with any GL.

Code: SHSfAMS Food | v] Status: e Te A ]
Oesrptors ARSIV Food Sevice Expennes
Famnd Lo Dep Prog s AE Peroant Units Amount
[ ™ i 45 £05 1000 ] DE0.0000 ] - .00
20 30 45 505 1060 B D30 0000 0.6
p B00.000

Now that | have my expenses (debits) entered for my API transaction, | need the
credits.

Imvoice!

Description:

Yerdor 1D:

Check Address: g 0 5L

1399 Type:
I Fang ! &L Loc Dep Prog Fs AE Bahit Credit | Entry Type | Effective Dats Bescription
[ B ﬂ HO05 20 &5 B85 1080 iy 34520 &0 N £ 13072014 Example AP lnvincs
20 2006 20 45 E05 1660 |8 22840 $00IN B A2 4 Example AP Invioce
*

Assuming | have my offsets assigned, | can hit my offset button, and my credits will

automatically populat\
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The credits will automatically balance by my ‘Fund” segment to give me a balanced
entry by date.

shenndinbedsbatedie b i

Irwoice: Amount:

Description:
YendorID:  mpRGRITEEcE
Check Address:
asstpe T
Fund | 6L Dep | Prog | FS | AE | Debit | Credit | Entry Type | Effective Date Deseription
y [F7 wdoocs EEE T oes [0 34020 5o [N BANZ0I4  |Exampie AP neioos

1860 Y 2,

Offsets can be set up for any kind of transaction entry type.

Reversing Journal Entries

Journal entries are the only transaction type in accounting that can be set to
automatically reverse at the time you set the accrual. This same functionality can be
found in payroll at the time of payroli transfer. When you enter a journal voucher, you
have the choice of automatically reversing the entry. The default is “No.”

Youcher: Reverse:

{ Jogebihen |

Description

You can choose to reverse the entry in the current document, in a new Document in the
Current Session, or in a New Document in a brand New Session.

W
©Wipfli LLP - Diocese of La Crosse October 2014 Page 9




Typically you would code your accrual to the last day of the current month, and reverse
it the first day of the new month.

woucher: W15 Reverse: 1 Cur
Description:
Fupd GL Lo Bep | Prog F§ AE brehit Credit Entry Type | Effective Bate Deseription
p 11T 1w § 5008 20 35 21 O30 ] S0G.60 GORN & 201204 Test JY accrual
10 208 (.30 SOO.03N B 2002014 Test IV accrual
*

When you make the accrual entry and save the document, the application will prompt
you for the reversal date. You can choose to change the description at that time.

Effective Date: giLponig o
Replace Line Descriptions With: s e

A L LA

Youchsr: Reverge:
Description:

Ff.md | 6L i_np bep | Prog Fs AE Dehit Credit Entry Type | Efective Date - Beserigtion
| 10 EGOS 3 35 181 1060 o 0.80 1 B304 Teat JV accrual
1.4 |10 ; 50080 1M B 02014 Test [V scerual

=
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Memorizing/Recurring Transactions

MIP provides an easy method of memorizing, recalling, and scheduling recurring
documents.

» Examples of recurring documents are rent payment checks, depreciation
expense entries, and cash receipts to record the draw-down of grant funds.

+ Memorized documents may be recalled at any time.

+« Memorized documents may also be scheduled as recurring documents.

Click on the Memorize/Recurring document button when you have the transaction
entered that you want {o memorize or recur.

Invelcoa:

Desoiption:

Yandor 1Dt

I Rocky Rocooo

Greck Acess o B St
g'v’fis;mmiﬂ Hapids, 9 Srigs
1099 Type: :
Fund [£19 Loc bep Prag 5 AL Bebit Cradit | Entry Type | Effective Date Description
50 1520 10 16 237 1000 |7 450,060 000 | N 2 13072014 Scrip Inventory
&4 20608 .00 45000 | M BIAM201E Serip lnvantary
¥

A name for the memorized document can be entered, or an existing name can be pulled
from the drop-down list.

e If an existing name is used the current document will overwrite the originat
memorized document.

* Select Actual Amounts if the dollar amount of the memorized document will
remain the same each time you recall or process the memorized entry.

« Select Percentages if the dollar amount will vary each time the memorized
document is recalled.

» If you select this option, the application converts the amount for each line item to
percentages and then applies the percentages to the new document amount
entered when the memorized transaction is recalled.
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Save Document As

Nome:  maiysapaeil T

@ actual dmounts

vt

Recurring Document Setup

B
e

First Transaction Date: {5 /3002013

Freguency:

o

Ending Tramsaction Date: g_;_};vw

C e Erading Date

@;525
; Ls et

T T T T S D B Dy T L AL R T P B

Recurring documents can be created for Journal Vouchers, Cash Receipts, Cash
Disbursements, AP Invoices, AR Invoices, Budget, Encumbrance, and Encumbrance
Liquidations.

Check the Recurring Entry box if the current memorized document shouid be a
recurring document,

» The First Transaction Date is the first day the recurring transaction is available
for processing in the Manage Recurring Entries form.

* The frequency of the recurring transaction can be set to: on hold; weekly; biweekly;
every four weeks; semimonthly; monthly; guarterly; semiannually; or annually.
The last day of the recurring entries can be set in the Ending Transaction Date box.

+« Check the No Ending Date box if there is no specific ending date.

» The application will continually scheduie future recurring entries for a 12 month period
from the current date if no ending date is set.
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Save Documant As

Mane; R&ckysmp i R

€% Actual Arvourts 4! Percentages

Recurring Document Setup
5| Recurring Entry
First Transaction Date:

Fraquency:

Ending Transaction Date:

| Mo Ending Date

[ o

R s

You can then process recurring entries from the Session Manager>Manage Recurring
Entries screen.

Tatal Matching Recerds: 3
Fiiters .

Ayalanle Fiter J -~ Selected Fiter Cempargs To U Ctiers 1
Siatus = Dy

Recurring Date
Hsme

Seszien
Seurce

i =

Reecuifing Entries

Revnrds per £age | 1nan

fecurring Dste Mame SesgsioniD | Documentid Status

. | $nding Date
e 5 -

=

Page 1of L {

e ——— T
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Copy and Reverse Posted Documents

¢ To enable the Copy Posted Document auxiliary button you must be in a blank
transaction entry form. As soon as a document number is entered the copy and
reverse button is disabled.

» Click on the auxiliary button to open the Copy Posted Document form.

» Use this form to copy a single posted document from an existing session and add
it to the current session.

Iivoloe:

: Desrrindion:

* In order to copy from an existing session you must enter the original session ID
and the original document number.

» By default the copy to document number matches the original document number.
Using the original document number in this box will create adjustments to the
original document when posted. You may change the copy to document number.

» The document date and effective dates can be the same as the original dates or
can be changed by the user by deselecting the check boxes.

» The document description for the new document defaults from the source
document. You may change the document description.

¢ Check the box at the bottom of the form to use the document description for
transaction line items. If this box is not checked the transaction line descriptions
for the source document will be used.

Copy Frem Pested Document

Gessien I0:

Decument:

Copy to Document:

Bircument Cater

Effective Date! -

© Docurent SIEé?ciripﬁgﬁ%
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Once you've made your choices and choose OK, the transaction will then pop up.

Inwoice:

Description:

vendor 1D

Chedk Address

,g.,pjgggg e pmeunt:

Rocky Rococo © Dus ‘9 }29}2014

1341 Bth Slrzet South
Wisomrals Raphds, W1 54984

1099 Types S vj
Fond GL | Loo Dap Prog E& AE Delbit Credit | Entry Type| Effective Date Description
b |EC 2005 o 006, ¢50.00IN B 122014 Serip Inveniory
Bl 1528 13 i pas) 1000 7 450,00 000N B42042014 Beorip lnveniony
*

The process for reversing a posted document is similar to copy.

Click on the auxiliary button to open the Reverse Posted Document form.

Use this form to reverse a single posted document from an existing session and
add it to the current session. This document has the same account code
information as the original document with the debits and credits reversed, and if
applicable, the sign of the document amount reversed. After clicking OK, the
system displays the new document you created.

i Deacsintio

Irneoice:

Amount: |

In order to reverse from an existing session you must enter the original session
ID and the original document number.

By defauit the reverse to document number matches the original document
number. Using the original document number in this box will create adjustments
to the original document when posted. You may NOT change the reverse to
document number.

The document date and effective dates can be the same as the original dates or
can be changed by the user by deselecting the check boxes.

The document description for the new document defaults from the source
document. You may change the document description.

Check the box at the bottom of the form to use the document description for
transaction line items. If this box is not checked the transaction line descriptions
for the source document will be used.
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Reverse Posted Dooument

Session 1Dt ’i‘PHBEE‘ EERS

Descumeart: 1*186?9[3% L ' 2;‘ 13/2014
Reversed Decument; Nﬁw@t}i S ;Wj

Documerd Date:! -_f J-— 5l uge Originad Document Date
Effactive Date: {5 Use Original Effertive Date

Bocument Description:

You may get this message that you are appending to the original invoice. This is
exactly what you want to happen if you want to delete the original entry.

Meszage
;

i

;

vendor 113 BO JGHNSON has already posted

45 imvoice 148874901, therefare, this antry will
be appended to the original inveice. To
prevent an appending entry, return to the
Appending Invoice figld and enter a3 new
invcice number.

Chick OF o return the form.

R R R R R 5 )

g
é
i
z
.
&

Once you click OK, the transaction will then pop up.
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Aot

Appending
Hrwoice:

Description:

Yendor ID: :J g EO Johscn f:émpany

1093 Tyge: o ]

Check &ddress:

Funif GL tog Dep Progg F3 AL Debit Entry Type | Effeciive Date Bescription

1,824,682 [ERHI I 22N S Copier Agregment

1M G 0.0 25800 M 2 M3Z014 Copiar Agreament

e e Apn[ GRAE is0td " Giger

1000 10 g

H0a8 {1 Z 42014

1004 o 0RO N 21132014

1003 100 ey

e
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Cash Disbursements vs Write Checks

MIP allows users to print individual disbursement checks as needed through the “Write
Checks” function. For example, if the organization receives a COD delivery and needs
to provide an immediate check payment, the accounting department can issue a single
check at the time of the delivery.

To access this feature, the user would Select Basic Transactions Navigator screen and
click on the Write Checks icon.

draining

Fanbie Rt Mg ddeint i Feavmgotinnn ot Wirddenw el
{Navigator e

Accounting Sefup

Accounts Payahie

Budgeting

Session Manager

GASE Reporting Enter Journsi

Vouchers
Report Mlanager o
Charting
- Enter Budget
Help and Support Transactions

gnt:r Cagh 1 D T il
isbursaments RN Rk S
e ¥ o
- Post Wansge
Transactions Recurring Entries

Write Checks

Enter Cash
Receipis

Receipt Writing

o Lol . s o
amtegangg:: R gR

your cnart af ageounts ». Spoi Cnacks -
Vool T

R
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The Write Checks transaction typically is a debit to expense, credit to cash transaction.
This is the same kind of transaction as the Cash Disbursement transaction. The only
difference between the two transactions is the Write Checks produces a check, while
the Cash Disbursement does not. You would use this transaction type to record a bank
services fee, or electronic payment where no check is needed. The Enter Cash
Disbursements icon is also on the Basic Transactions Navigator.

Enter Lash
Digbar aanmngs

As with all transactions we begin with the Session screen. What is different about the
cash transactions is we need to determine a cash account on the session screen.
Otherwise transaction entry follows the same rules as other transactions.

Sezsion I0:

Diesrription: o Diate:
Cash ﬁ.-u:c%.:
‘Session Totals - -
Total Murder of Documents: ]
Tatai_.hméu‘n_t"r all Decuments: £0.00
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Cash Receipts vs Receipt Writing

MIP allows users to print receipts through the Receipt Writing function. For example, if
the organization receives a donation from a walk in patron, the receptionist could print a
receipt right from the system.

To access this feature, the user would Select Basic Transactions Navigator screen and
click on Receipt Writing icon.

tos @b - Lol
Mavigator

Budgeting
Session Manager
) . S £nter Journal

GASH Reporting sfouchers

RKeport Manager

Charting

Enter Budget
Heip and Support Transarctions

Entet Cath o ke
Disbursemenis H R ¥
Ck# ¥
P53l Manage
Transsotisns Ragurring Enfries

Write Chacks

St
Enter Cash

Receipts
%’

Receipt Writing

The Receipt Writing transaction typically is a credit to revenue, debit io cash
transaction. This is the same Kind of relationship as in Write Checks and Cash
Disbursements. Receipt Writing produces a receipt, while the Cash Receipts does not.
You would use the Cash Receipts transaction type to record bank interest earned on
your account, or electronic transfer of funds to your account, such as a grant
reimbursement. The Cash Receipts icon is also on the Basic
Transactions Navigator. You will also define the cash account on
the Session screen, just as in Cash Disbursement transactions.

Hspaiats

©Wipfli LLP - Diocese of La Crosse October 2014 Page 20



Voiding Checks

Use this form to set up a session for the checks/vouchers you are going to void.

Accounting Setup

Accounts Poyable

Budgeting

Session Manager

Enter Journal

GASB Reparting Woughers
Heport Manager

Charting -
e s on Enter Butigst
Help and Support Transactions

El_'Lter Cash : ; ik iy
Cisbursemenls ; “%ﬁ I
::;“_.}‘217,'".;} : Post Hanags
M s Frangactions Recumring Entries

ke Checks

=
Enter Cash
Recsipts

Aaesipl Writing

D maintensnce

" T Selug yourchad of atcounts,
“aotptint oite combnalion, dist
2edes, ofise! BocoUNt:aesRNTR) i
-glosing secount aSsgniEnts. wi
Maintain forms, i R

Enter a Session ID to identify a particular batch of documents. Then, enter session
information (Status, Description, and Date} and determine if you want to enter a New
Effective Date. Click Start to begin voiding checks and vouchers.

Note: The system uses the New Effective Date and the Original Effective Date when
checking for the Prohibit and Warn dates (Organization>Organization Preferences -
Entry Dates Tab).
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Session 1D Yornigs.

Description: Diate:

[#itise Orignal Efectve Date Hew Effective Date:

Session Totals

Total Murber of Documents:
Total Amoant for all Documents: 30,00

| used my filter to look for the check | want to void, and chose the check | wanted to

void.

Total Records Selectzd: 1

e g ey 50000 APANGH © L (RAY

Filters
i Axuilable Fiker | Selectad Fiter Compares To [ Criteria 1

N BAE e - [r1man
Bocument

Vender iD

Sessien 1D

Checksiouchers

4L Code| Document Vendor 19 Date Amount Session il Trensaction Soufce Payee

irifTiaEg 148V hd

Once | click OK at the bottom of the screen, the transaction is created. | just need to

post it.

However, what if | realized | chose the wrong check? | now have a choice fo cancel a
void transaction. Use the Cancel a Void Check choice to delete individual unposted

documents or reverse individual posted documents that are from an AP Void

Check/Vouchers (APV) or Void Check/VVouchers (VCK) session.
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iy File Edit - Miew - baintain
Mavigator ‘ g

Accounting Setup

Accounts Payable

Budgeting
Session Manager

GASE Reporting Enter Journal

“ouchers
Report Manager
Charting ;
' Enter Budost
Hetp and Support Transactions

Enter Cash : o ‘?&k %%sﬁ‘i%g

Zisburssmanis R : —gg’gﬁ f’i"-"; :

: Past fdanage
Transactions Recurring Entries

WWrite Chacke

Enkar Cash
Receipis

Recelpt Writing

© & Related Tasks "
v Sgoli Chacks .

#  Account Balances.

| need to pick my APV or VCK transaction type, then find the appropriate document to
void. If | void an unposted transaction | get the following screen.
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Cangel Void Chercks Mouchers Fram:

Transaction Source: BBV e &/F void Checksvouchers
Session iD: YDGCo149
Dacument: o0 SR | System Generated Checkﬁéﬁi 7;‘1,62014 -

Cancel Yoid ChecksNouchers To:

Session ID:

Description:

Concelled Document: 8222 il

Documnent Bate:

Lise Origingl Document Date

Effective Date:

o Civiphsl Sffecive Dats

Document Description:

If | need to void a posted check, | will have the opportunity to assign a new session ID to
my “unvoid” session.

Cancel Void Checks Vouchers From:

Transacton Source: :&P’v’

AP Yoid ChecksMouchers
Session ID: ﬁ;‘versaRewErsalE ; ’ idy B
Diocument: 67614 ‘Systam Generated CheckfMow 35/2014

Cancel Yoid ChecksMouchers To:

Seasion 1D

Descrintion: Cancel the void of 67614

Cancelled Documents

Document Date: "] Use Origna! Document Date
Effective Date: B Use trigngl Effactive Date
Droosment Dezcription:
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Recording Check Spoilage

Use this when one or many unwritten checks have been rendered unusable; such as
coffee spilling on them, or the printer ate too many....or maybe you forgot to take the
checks out of the printer before someone else printed on them.

file Edit ~ View

L v

Accounting Setup

Aceounts Payable

Budgeting

Sessinn Manager =
GASB Reporting vlj;h jr”;ﬂa

Report Manager

Enter Budoet
Tranzactions

Help and Support

Enter Cash

Dizbursemants g{f% e Ajf
Fost Hanage
Transactions Recurring Entries

Vrite Checks

Enler Cash
Raceipts

¢losing HLLD
Haiptaiifun

You can spoil one or many checks. Just be careful what you write as the reason. This
will show up as the description in your check register.

| e
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Cash Account:

Date:

1105 ]

Description:

Coffee slled o checks ||

- Check Selechon

4% Single Chedy

i@ Range of Checks
Starting:

_Check Mumber:

Ending:

Checking-Dpéfat}Gnai ‘ S

R e -

Dioscese of LaCrosse Trainieg

Checkfvoucher Register - checks

1105 - Checking - Operationat

Frorm 771720 14 Through 6/30/2015
Check Mumber  Chedk Description vendor MName Effsctive Date  Check Amount
By192 Emplgyee: Whitrockich; Pa...  Michasleen Whilr ... Ff15§2014 457.89
53193 ae WickTamara; Pa...  Tamara Wick 77152013 £31.32
69154 ckee; Zacherfnng; Pay...  Annz M, Zacher Ji15{2014 535,95
69195 § Generated ChackMo...  Curtis1000 711612014 532,17
69196 et Cenerated Check/vo...  ACS HOT LUNCH 77232014 6,750.23
70000 0,00
ooy “offes spilled on checks 0.00
0602 _offee spilfed en checks 0,00
70003 Coffee spiled on chacks 0,00
0004 Coffee spiied an checks 2,00
70005 Coffee spilled on checks 0,00
70006 offes spilled on chedks .00
0007 Coffee spiffed on checks 0,00
Fo008 Coffas spilled on checks 4.00
70009 “offee spilled on chedks .00
70010 Loffee spiied on checks 0,80

If you spoil a range of checks, when you click “save” the application will let you know
how many actual checks you are spoiling. It is worth double counting to make sure.
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The number of checks to be recorded
based on the range 1dentifisd 12 11,

Click OK to continue racording this rangs of
checks or Cancel to return t2 the form
without recording checks.

what to
do?

.‘ﬂwaﬁi#i?ﬁﬁmmwm%ﬁ%}ﬁ@m SRS R T R S R e ey

e e A e e o L T e

To un-spoil a check go the Activities>Check Writing>Check Spoilage and click on the
Find button. This will bring up a box that can be used to search for spoiled checks.
Once you have found it, select the check number(s) and click the Red X to delete it.

e
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Using Display Balances

From the Basic Transactions Navigator, Related Tasks, click on the “Account Balances”
to display the balances in a selected GL account filtered by any selected segment
‘combination.

izl Fite Edit- Yiew Maintain Transactions © Activities Reports Options Window Hel
Mavigator g v st :

Accounting Setup

Accounts Payabie

Budgeiing

Session Manager

Enter fournal

GASB Reporting “fouchers
Report Manager :

Chariing il
- ™ Enier Budget
ansactions

Help and Suppont

Enter Cash 2 e =
Disbursements o ; _g’i‘%} = w;' &
: ! ’ ¥
y i Post Hanage
TR Transactions Recurring Entries

Writs Checks

Enter Cash
Receipts

Receipt Writing

" Farmé Designer

By setting the date range, and filtering for just the bit of information you are looking for,
you can then drill down to the individual transaction entry to find the information you are

locking for.
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Date Range for Balances

Date From: ‘;‘f 1 iZG 13 - Date To:
Display Accounts
Avatiable Fiter E Selected Fiiter Compares Yo Criteria 1
Loo [ = 4205
Dop | Ex [(Fund = i
Prog
F&
AE
GL Bescription Frowm Date Throagh Bata Postad Amount
4205 |fegnaing Balsnce 200 1eagRes e B2 ABRADY
4205 | Current Acthviy 772013 SRS Lo g,1730)
Effective Date | Transection Type| Document Humber | Posted Amoun |Session I Document Date Docurment Bescription
T T @3 o

Entry Type| [ffective Date

o

Credit

Transaction Description »

Common General Ledger Reports

When you are in the Basic Transactions Navigator and on the “Reports” tab in the
Process Navigator, you get quick access to reports most commonly used in conjunction
with basic general ledger activities.

Process Manager

-7 Transaction Reports

-t Posted Budget Transactions

Posted General Ledger Transactions
Unposted Budgst Transactions

AR DR

Unposted General Ladger Transactions
General Ledger Analysis
Camparaliive Tral Balance
LConparafive Tnat Balance - This Mordlr>
. Comparative Trial Balance - This Year:
7% Expanded General Ledger
ET% Mormal Tdal Salancs

"t ehgmal Trial Batance - This Monthis
<hormal Trial Balance - This Year>
CHOICETE
Morihly Trsl Batance
Homa! TB w/ Codes

el

Enter Journal
Vouchers

Enter Budget
Transactions

Enter Cash L) X . 5
Disbursements g & ,§ ce.o grg“ .. piior year sl baiance
* i F57 Steredard Gensrat Ledger
G ianage 28 Working T Balance
Transaciions Recurring Entries

Writs Thecks

Enter Cash
Recsipls

Fa

Receipt Writing

Bark Reconciliation Analysis
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Transaction Reports

Posted General Ledger Transactions — use these reports to provide an audit trail for
internal use and for your auditors. These can be filtered by time as well as segment
combination. You can also print these reports to determine who performed specific
transactions and when.

Unposted General Ledger Transactions — use these reports to print accounting
entries that have been posfed.

o Provides an audit trail for auditors.

e Can include items created as a User Defined Field.

¢ Contains the Cusfom Column feature which allows you to create report columns
not provided by the system. These columns need to be set up with custom
formulas.

General Ledger Analysis Reports

Trial Balances — there are several flavors of trial balance reports. They are most
effective when used in conjunction with a Balancing or Fund segment, as these reports
include both balance sheet and income statement accounts.

+ Comparative Trial Balance — Use this report to print a trial balance with
comparative information representing the beginning year balance, beginning
period balance, and the current balance. It prints in a stair-step format: all the
account codes are in one column, all the account titles in another column. ltis
useful as a quick reference or analytical tool, as the trial balance report shows
account balances at a specific point in time.

Piocese of Lalrosse Training
Comparative Trial Balance - <Comparative Trial Balance - This Year>
From 7 112009 Through 643042015

Begin Repart

Account Code Account Tite Begin Year Balance Periad Bapignce Currert Batance Het PTD & Changes Ket PTD % Changs

1001 " Petty Cash 550,00 550,00 550,00 0,60 0.00%
1105 . Checking - Operational 306,963.79 306,963.79 214,833.79 {92, 130,08} {30.01)%
1108 Checkinsg - Serip 13,127,233 18, 127,33 33,042.55 14,915,722 §2,28%:
1107 Cheddng - Restricted Funds 210,821.71 210,821,718 Z217,903.77 708208 3.36%
1108 Checking - Athlebic Assariation 17,079,92 17,079.92 17,582.02 502. 10 2.99%
1109 Checking - Royal Parents 379,35 379.35 1993.32 1,613.87 425.96%,
111D Cherkirg - Music Association 17,548.8L 17,548.81 16,338.93 £1,209.83) (6.59)%
1111 Cherking - Food Service 0,00 0,00 13,982.07 13,983.07 100.00%
1205 Savings - Diecese 47,108,867 47,108.67 66,428.25 19,318.58 41.01%
1209 Sawvings - Home & School 10,388.08 10,388.08 5,255.95 {5,132.13) {49,40)%
1330 Endowment Funds 413,750,865 413,750.65 443,563.22 29,512,857 7.21%
1405 AJR - Parish Investment .00 0.60 9.06 0.00 0.00%
1410 A% - Tuition & Pees (O} 73,948.54 73,948.54 34,298,392 10,350.38 14,00%
1445 AR - Tuition &Faes (P 3,969.27 3,969.27 4,438, 15 4638.88 11.51%
1430 AR - Food Service 0.00 0.00 0.00 0.00 0.00%
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+ Normal Trial Balance — This report also prints in a stair-step format, for
information at a specific point in time. This trial balance contains a “Drill Down”
feature which could be useful for tracing balances to transaction entry.

Diocese of Lalrosse Training
Mermal Trizl Salance - Mormal TE w/ Codes
Frors 7/1£2003 Through 673002010

Booount Code Arcount Tide Dehit Balance Credit Balance
8045 Genersl Suprdies
10 Central Office
10 Edministrative
245 Me Prog
0 Fo Artivity 126,95
40 Advancement
237 Srrig
0 Mo Artivity 21.90
245 Mo Prog
i7 Berefactors’ Dinner 724,13
18 Alumni 121.80
85 Maintenance
245 Mo Prog
He Activity 214,80
20 Assumpon High Schood
10 Administrative
245 Mo Prog
0 Mo Botivity 500,00
413 Theater
i} Mo Activity 0.03

» Working Trial Balance — This report also prints in a stair-step format, for
information at a specific point in time. It has four additional columns available for
writing in manual adjustments. Use this version of the trial balance to export to
Excel, and give to your auditor for their adjustments.

Diecese of LaCroasse Training
Working Trigl Balance - <\Warking Tria Balance - This Year>
From 7712005 Through £/30/2010

Adpssting Debit Adjusting Adjusted Dabit Adusted Cradit

Account Code Aectnt Titte Debit Balance Credit Balance Halanpe Credit Balance Balance Balarce
1001 Petty Caah 530,00

1105 Checking - Operational 214,833.79

106 Chedking - Strip 33,042.55

1107 Checking - Restricted Funds 717,803.97

1108 Chedking - Athletic Assodation 17,582.82

1109 Cheddrq - Royal Parents 1,593.32

1110 Cheddng - Music Assodation 16,333.93

1111 Cherking - Food Service 13,283.07

1205 Savings - Diocese £6,428.25

129 Savings - Home & School 5,255,926

1350 Endovament Punds 43, 563,22

1405 AJR, -Parish Investment 0.008

1410 AR - Tuition & Fees (CJY) #4,203.92

145 AR - Tustion & Feas (PAY) 4,438,135

1430 AR - Food Service .o

1447 Pue From Diccese 0,00

1450 Accounts Receivable - Other 17,572.38

1990 Alloveance for Bad Debt CfY 40,000.00
1510 Prapaid Unemployment Fund 28,430.00

1515 Frepaid ~ Crther 0.00

oo — i
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Ledger Reports

There are two ledger reports. These are most effective when doing detailed analysis of

individual accounts.

» Standard General Ledger — This report prints the general ledger. It contains
opening balance and complete detail for any report range and account codes
selected. It prints in a stair-step format. all the account codes are in one column,
all the account tities in another column. And since the general ledger is basic to
your accounting records and is a must for auditors, you will want to print an
archive copy each moenth after all adjustments are entered and posted of either
the Standard General Ledger or the Expanded General Ledger {(depending on
the presentation style preferred).

VIocese OT LALIGSSE Franung
Standard General l.edger - Standard GL Exampfe
From 11/1/2009 Through 11/30/2009

Account Code Accourt Tide Document Humber Session 1D Effective Date Debit Cradit
Batanca 71 ACS Mew Student Schir 3,900.00
a Lorporate Sponsors
2170 TSA Withholding Current Balance 300,00
2009 Termporarily
Restricted
il s Activity
1167 Chacking - Rest... Opening Balance 217,204,491
1537 el ¥} T 10§20 2.05
1833 CRaosd 111042009 141,28
1633 CDI040 11/10/2005 216.40
1640 Dol 111072009 73.00
1641 CoRo40 111642009 200,00
1642 Coan4d 111672003 140.00
1643 o004 11232003 370,00
1644 HO040 11723£2009 921,05
CRA340 CROLSS 14/6/2009 5,544,508
CRO341 CRO155 11/20f200% 2,458,595
WORDE 10247 14/30/2009 2,49
Transacton Total 8,012.9% 2,025.35
Balance 1107 Cheddng - Restricted Funda 223, 184905
4230 Donations & Gr... Opening Balance .80
TRA340 CROISS 11/6§2002 230,00
Transacton Totat .00 00,00
Balance 4230 Donations & Grants 200,00
4255 Tuion Assistance Dpenirg Balarice 200,80
CRO390 CRO155 11/6/2005 1,000.00
Transactaon Total .80 1,008,000
Balonce 4255 Tuition Asslstance 508,00
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« Expanded General Ledger — This report prints your general ledger. It contains
opening balance and complete detail for any report range selected and for all
account codes selected. It displays each account segment in its own column. In
addition, it allows you to select transaction information columns (such as
Transaction Source or Transaction Description) that are not available on the
Standard General Ledger. And since the general ledger is basic to your
accounting records and is a must for auditors, you will want to print an archive
copy each month after all adjustments are entered and posted of either the
Standard General Ledger or the Expanded General Ledger (depending on the
presentation style preferred). This report also contains additional items,
columns, and filters if any user defined fields were created.

Dineese of LaCrosse Training
Expirnlad General Ladger - Expended Gt Exangple
Erom 11f3/2005 Theough F1/30/2009

Fuansd Preg

Codz Loc fode LmCode Cods £5 Cade AF Cods G, Code LN B Fuirber Descripbiarg “Session IF Effectve Dac Date Debt Credt LIFo

1% 19 il 4 (o L L1 Diffine Zaiig Opanng Sotance 3400

1% 12 9 at ¥IGE ¢ E538 Bifica B 198ge Goplat LPYTEE 72004 ITERI00E AR A

“ransacticn Telai T8 Eh L.06

Talarce S35 Dtfize Equi 13269

1% Lt 17 4! HIEE ¢ £145 TINCE Suppies Opsning Saerze AT

ik i 1% 2l 1530 L £188 Gifize Supptes AP 4ap0sR books AP1IZS 122008 i g

10 i) 13 4 1063 ¢ S48 Gtlice Svptiian APRIE4 suppliss AP IS AR

10 1w 1% 241 188 o S14g Olfice Supphes AL LG Tage AF134% 1HE2002 an

iE o 15 i i [ b aticg Syppkes AP0 tags APTIES VEAWZEDY AR

9 i n et 1024 ¢ R Bifizs Suppkag AR208 Suifshas APT14S 103065 11222083 At

fransschcn Tolal

Folancs 5145 Dffice Suppies E7hEL

00
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